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Hoc vién Béo chi va Tuyén truyén: Tai li¢u huéng dén sir dung Microsoft Teams

1. HUONG DAN TAI VE VA CAI DAT
Buérc 1: Tai b cai dit Microsoft Teams vé may tinh. Ngudi diing c6 thé sir dung
giao dién tiéng Anh hoic tiéng Viét. Trong ndi dung hudng dan nay minh hoa véi
giao dién tiéng Viét.
Truy cép dia chi: https://www.microsoﬁ.com/vi-vn/microsoft-teams/log—invé
tién hanh tai ban cai dit vé.
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Hoc vién Béo chi va Tuyén truyén: Tai liu huéng dén str dung Microsoft Teams

Buéc 2: Cai dit img dung Microsoft Teams

$IJUre! [Anlnilonholl- Downloads - o X
Mome  Share  View Manage v @
A ¥ « Window 10(C) » Uses » Admin » Downloads v &  SearchDownloads p
Name & Date modified Type Size
o = (1} 20 2:19 AM i 7,545 KB
I3 Desktop ¥ Teams_windows x64 2/25/2020 219 Application 97,545 K
& Downloads  #
& Documents  # |
& Pictures -
d Music
Videos
a File cal d§t Microsoft Teams
@ OneDrive
@ThisPC L
&P Network |
Vitem  1item selected 952MB [E=

Sau khi tai file cai dit Microsoft Teams vé méy tinh ngudi dung tién hanh cai

dat, double click vao file cai ddt MS.Teams, man hinh théng béao xuét hién.

Open File - Security Warning X

Do you want to run this file?

Name: C! Admi W ms win

Publisher. Microsoft Corporation
Type: Application

From: C:\Users\Admin\Downloads\Teams_windows_x64.exe

Ii Run J [ Cancel |

9 Always ask before opening this file

While files from the Internet can be useful, this file type can potentially
@ harm your computer. Only run software from publishers you trust.
What's the risk?

Chon Run dé tién hanh cai dat.
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Hoc vién Bdo chi va Tuyén truyén: Tai liéu hudng dan sir dung Microsoft Teams

B3 Microsoft

Installing Microso’t Teams . .,

Sau khi cai dit xong, md ung dung va tién hanh ding nhap vao Microsoft

Teams bang tai khoan Hoc vién cung cap.

Nhip tai khoan cd quan,
trudng hoc hodc tai khoan
Microsoft cta ban.

vuhongthai @ajc edu.vn

Ban chua si dung Teams? Tim hiéu thém

Dang ky mién phi
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Hoc vién Bdo chi va Tuyén truyén: Tai lié¢u hudng din sir dung Microsoft Teams

Nhép tai khoan va mét khau.

‘ Login to Microsoft Teams

B3 Microsoft

vuhongthai@ajc.edu.vn
Enter password

Forgot my pasav:r:

Sign in with another account

Terms of use  Privacy & cookies
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Hoc vién Béo chi va Tuyén truyén: Tai liéu hudng din sir dung Microsoft Teams

* Truong hop mot sé may tinh cai ing dung Microsoft Teams khi khdi dong b 16i
nguoi dung ¢ thé dang nhép va s dung ung dung Microsoft Teams qua cbng thong

tin cua Hoc vién tai dia chi: ajc.hcma.vn
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Hoc vién Béo chi va Tuyén truyén: Tai liéu hudng dén sir dung Microsoft Teams

Ping nhdp xong cira s6 hién ra nhu sau sau d6 chon vao biéu tugng cta (mg dung MS.

Teams
[TE0000] O MicrosofOfce o X B2 Len ch sy Teams . X | @ Huongdnsirdng X |6 pottoword - Tmv X |8 Chuyén d6iP0F sar x|+ R R
€ 5 C A offcecomauth=2 ®n0 » 6 :

P Tim kiém

Téo cda W Hong Thai Tép 0 Vu Hong Tha Tpalig T80 04 Vu Horg Thai

Titca Hoatdonggandayciatdr Dachiase  Yéu thich Nhp dé loc danh sach T 7T Tdilén

D Tén D4 stfa ddi Hoat déng

;
-

Khong ¢d ndi dung yéu thich nao
Danh ddu myc yéu thich ti danh séch va ching 10i sé dua vao ddy.

A =
i
2] # Phan hoi Q. Bn cn ra gip?
= " = ENG 1034PM
5 P Typeheretosearch n G = ¢ '!{ 4 W@ s Cer A~ TGOS o gnoy ®

* Ngoai ra nguoi dung cd thé sir dung MS.Teams trén thiét bi di dong, ngudi dung vao

App Store hoic CH Play dé tai timg dung MS.Teams cai trén thiét bi di dong.

> HUGNG DAN CHUYEN DPOI NGON NGU SANG TIENGVIET
Pé thuén tién cho viéc sir dung Microsoft Teams ngudi diing c6 thé chuyén
dbi ngdn ngit tir tiéng Anh sang tiéng Viét va nguoc lai bang cach Click vao biéu

tugng tai khoan nhu hinh dudi.
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Hoc vién Béo chi va Tuyén truyén: Tai lidu huéng dan sir dung Microsoft Teams
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Hoc vién Béo chi va Tuyén truyén: Tai li¢u hudng din sir dung Microsoft Teams

Settings X
On close, keep the application running
(> General
(O Disable GPU hardware acceleration (requires restarting Teams)
@ Privaey m Register Teams as the chat app for Office (requires restarting Office
Q Netfications applications)
Q Devices Language
% Calls Restart applcation to apply language settings.
App language determines the date and time format.
Tidng Viét (Viet Nam) < v | 1
~]
Keyboard language overndes keyboard shortcuts.
Enghsh (United States) v
i

Kéo thanh truot xudng phin Language, chon ngon ngit tiéng Viét va click vao

nit Save and restart va hoan thanh viéc chuyén dbi ngon ngir. Hinh 2.3

Tim kiém nhom Q

i _‘l‘ i
. 1
|

.
e

Tao nhém Tham gia nhém bing ma

{
@00 whip i
., Nhan mi &€ tham gia nhom? Nhap md

HOI SINH VIEN UFM THU VIEN TRUONG DAI HOC ...

Hinh 2.4
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Hoc vién Béo chi va Tuyén truyén: Tai liéu hudng dan sir dung Microsoft Teams

¢ Titch cic nhém @ Chung Buding Tep ClssNotebook Bitsp Grades Ghichicwdch. D

‘ ~ o

Cudc hop d3 kdt thiic 8 phit 1 gidy

s]}

Lop Hoe Trye Tuyén Anh Vin v
Qung G Cule hop di kbt thic 42 phit 37 gidy
Anh Vin Gao Tiép 2 R

vQ Vuong Chm Qub Fom qua 1437
'y 03 1én lich cudc hop

m Budi Hoc Anh Yan Giao Tiép 3
Tht Ba, ngdy 03 thing 3 nim 2020 © 1100
« Tila
Fom nay
& Vuong Cam Qué &b thim pm103 via nhim.

pmi03 0953

P ° Sinh Vén pm103@sv.ufm.eduyn hoe truc tuyén

Ding xuit

3. HUGNG DAN SU DUNG MICROSOFT TEAMS DANH CHO SINHVIEN

Sau khi ding nhap ngudi ding nhin thy cc 16p hoc clia minh (véi diéu kién
1a giang vién da tao xong 16p va da thém sinh do6 vao lop).

Minh hoa mét 16p hoc truc tuyén Anh vin nhu hinh bén dudi.

Ngudi ding Click vao 16p hoc truc tuyén phit hop dé bt dau tham gia.

Cac Tab chirc ning trong img dung Microsoft Teams :

» Bai diing (Posts): dung dé dang bai va tuong tac véi giang vién va cac
sinh vién khac.
» Tép (Files): Upload hodc Download file tai liéu.

» Class Notebook: S§ tay gidovién.
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Hoc vién Béo chi va Tuyén truyén: Tai li¢u hudng dan str dung Microsoft Teams

» Bai tip (Assignment): 1am bai tp gidng viéngiao.
» Grades: xem diém claminh.
» Ghi chii cude hgp: cic ghi chu trong l6phgc.

* Tham dy bai giang trwctuyén

Khi giang vién bit dau giang, sinh vién s& nhin thy 16p hoc hién thi. Ngudi
ding click vao bai giang tryc tuyén va chon Tham gia dé bit dau budi hoc truc

tuyén.

Tim kiém hodc gd lénh

(=g
@J Chung Baiding Tép ClassNotebook Biitjp Grades 1tabkhic @D v

g
9
z
3
3

S Cudc hop d3 két thuc: 29 gidy

& T lai

Tin nhdn doc gén diy nhit

Q Cudc hop dang dién ra

B e
Tham gia

[ Cubc hithoai méi ~  Moi ngudi c6 thétrd 1i v [Q) Dang lén nhidy kénh (0]

B I U S ¥ A A Poanvin v I, < = =

Thém cha dé

goia

A ¢ O @ B G @ B

Ngudi ding nhin thdy dugc gidng vién giang bai trc tuyén va xem duge slide

bai giang nhu hinh dudi.
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Hoc vién Béo chi va Tuyén truyén: Tai lidu hudng dan sir dung Microsoft Teams

L.OP. HOC ANH
VAN TRUC
TUYEN

2

g‘ & hang chema T D> |
/

[ = ' way
0745 il

Vuong Cim Que

(321

@)

"o ohe

B

Pé tai vé tai liéu trong 16p hoc truc tuyén, ngudi dung click vao tab Tép sau

d6 check vao tai liéu can tai roi chon tai xuong.

Tim ki€m ho3c g8 1énh e s cl 57

n
3

(.3 Chung Baidsng Tép Class Notebook Baitsp Grades Ghichi cudc h.. €D

@ Sao chép lién két L Taixudng & Xoa < Ghim léndau  *°* > Dachon 1 myc = Titca Taihiéu v

2

General
hon tal xudng
D Ténv Odsndd | v Nguai Sus 881 v
“@  Class Matenals 5 Vuong Cim Qué

© = *Learn English via Listening Level 1.rar O HAm qua lic 12:31...  Vuong Cm Qué

1

check vao tai
11&u cén tél

ﬂ -

i Dang téi xuéng Leamn English.-

D3 ta1 xuéng Leam English v

Sessaiiinicsal.

D& tai 1én tai liu chia sé cho 16p hoe truc tuyén ngudi ding click vao tab Tép,
chon

Tai 1én rdi chon tai liéu can tai sau d6 click vao Open.
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foc vién Béo chi va Tuyén truyén: Tai liéu hudng dén sir dung Microsoft Teams

@} Chung Baiding Tép ClassNotebook Biitip Grades Ghichicudch.. CE) ¢
7o chuyin + Msi v ¥ Thilen 3 Ddngbd @ Saochépliénkét & Tdixuéng o = T8tcd Tailiew v
W 1 -
Mném Seieral click vao
e  [Gom 5%
D Ténv
P o ThisPC » Software (E) v & SearchSoftware (E) P
T&  Class Materials B
A Organize v New folder e 1 @
&= 'ul.eam English via Listening 14 tinh A Name Date modified Type
@ OneDrive - UFM @ Bdilim (bditip anhvin1) 02/03/2020 2:27 PM Micri
) 633 Huong Din S Dyng Microsoft Teams 21/02/2020 238PM Micr
® Oncdrve- UM | @y milipuSonVinTilln Um0z M
3 This PC
Nats (NN Vi g '-_. j“""_"""f""" ’’’’’’’ 3 2
Fie name:[TiLita S Vien Tilen v/ [A1Fles () ¥
chon tai ligu cin tai Iin”
sau dé click vao Open :

Tim kiém hodc gd lénh

‘._} Chung Biiding Tép ClassNotebook Bsitip Grades Ghichdcuéch.. CB) ¢
+ Méi v T Thln (Bdongby @ Saochéplignkét & Taixubng - v = TitcdTiligy v
General

D3 tdi 1 myc lén General

D Ténv Distaddi | v 1N,5K8

B : Tai Liéu Sinh Vién Ta...

%  Class Materials 4 @ N1

n M 5 el »
$ “Tai Liéu Sinh Vién Tdi Lén.docx Vai gidy trudc
N
©= “Learn English via Listening Level 1.rar Hom qua lic 1231..  Vudng Cam Qué
13
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 vién Bdo chi va Tuyén truyén: Tai li¢u huéng dan sir dung Microsoft Teams
(

pé xem céc hoat dng dién ra trong 16p hoc nguoi ding click vao myc Hoat

d@ng nhu Hinh 3.10

G Tim kiém hoc g8 énh e - -0 X

pdf!liéu v Y ' (hung Baiding Tép Class Notebook 3 tab khdc OV ONwom  +°
0 & Assignments i 014
9 g8 cip dén Ldp Hoc.. p pmi03 21021042
Lép Hox Tue Tuyén A. > Chung o | goilid
Bai tip anh vin 1 Due Mar 09
Virong Cim Qué 2702118
¢ Vuongditdlei 2702 0 lam nop bai con 5 phut het gio lam bai
O Lap Hoc Trye Tuyén A.. >Chung .
Jam nop bai con § phut het gio am.. ¢ Tl
Ngiy 28 thing 02 i 2020
8 o Assignmentsdi 272
O d& cip dén L6p Hoc.. Gt Cuichop dikétthic 32 phit 7 gidy n
18p Foc Te Tyén &. > Chung
Bai TépZIDUCF!h 8 1] T ki
yo B Vungditén 22 Hom qua
@ banvioLpHocTr.. ) Virong Cim Qub &t kinh Tim i v e titron tibng anh it k.
B3t diu cuge hoithoai mai Nhap @ € d& cip dén mdt ngudsi ndo d0.
O0OQ@WE G Q >

Pé tai v bai tap trong 16p hoc ngudi ding click vao tab Bai tip sau do tim

bai tap cAn tai vé rdi click vao dau ... chon Download dé tai vé
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" vién Bdo chi va Tuyén truyén: Tai li¢u hudng dan sir dung Microsoft Teams

click vdo tab bal t
o 1 " &

Euae 'Mtir?sazcg?all:: @ Openin Teams l:oolt;“;oints possible
retction @ Open in Word Rubric
phin hudng din - & Open in Word Online @8 Thang diém v& .
-

8 Cloze pratice 1.doc 5

+ Addwork 2

tim tai liéu can tai sau do
click vao ddu...

A

Ngudi dung ciing c6 thé mo truc tiép bai tap trén Gng dung bang cach click

vao bai tip can lam.

Tim kiém hodc gd Iénh e - g X

Cloze pratice 1.doc Close

Word / Edit Document = eprim P Find 5’.’ Translate

Cloze pratice 1:Fill eachgapinthe passage with a suitable word. |
l ogriculture = almost = beneath = avollable = contain = consist = too = 80= next to=

cover =mostly = irrigatl = locked = enclosed = evaporation = most .

The earth has 8 tremendous amount of water, but (1) allofitisin the
oceans. The oceans (2) about 70 per cent of the earth’s surface . They
(3) about 97 per cent of all the water on earth, and are the source of (4)
precipitation thatfalls on earth. Ocean water s ($) salty to
be used for drinking,, (6) orindustry . But the salt s left behind during (7)
,andthe precipitationthatfalls to earth Is unsalty water.
Onlyabout 3 per cent of the water on earth is fresh water and most of itis not easily -

[11] taman . tineludecwater [9) in olancisrc and leseanc 17

GIVE FEED3ACK TO MCROSOFT  98%

PAGE 10F 1
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/ jenBiO chi va Tuyén truyén: Tai ligu huéng din sir dung Microsoft Teams

W

i click vao

/

i lén bai 1am (hodc cdc ciu tra 161) ngudi dung tim bai tap can lam ro

Tim ki€m hodc g8 lénh

- L]
,r.] Chung Baiding Tép Class Notebook Baitdp Grades 1tabkhic QD v > O
Upcoming
\v Assigned (1)
100 paints

Baitdp anhvin 1
Due March 9, 2020 4:30 PM

> Completed
click vao bal tjp c3n lam
( d& tai 1én bai 13m )

Chon Add work dé tai 1én bai lam ciia minh

4 Tim kiém hodc gé lénh

_u%q @ Chung Biiding Tép Class Notebook Bal tip Grades 1tabkhic @@ v A D
- |
Meg A 4 Points
Bal tap anh van 1 100 points possible
Due March 9, 2020 4:30 PM
Rubric

Instructions
phan hudng ddn ... @ Thang diém v& ..
My work
® 83 Cloze pratice 1.doc oo
Ung dung
+ Add work
click vio Add work dé
tai 1én bal 1am

16

Scanned with CamScanner


https://v3.camscanner.com/user/download

Hoc vién Béo chi va Tuyén truyén: Tai li¢u huéng din sir dung Microsoft Teams

Tai man hinh tai file ngudi ding chon bai 1am (cu tra 1oi) cia minh réi click vao
Open dé tii lén.

+ NewFile

@ Open
@ Lnk

€ * 1 > ThisPC > Software (E) v & SearchSchaare )

Organize » New folder
W Teams L) tah

e 0O
Date modified
@ OneDrive - UPM ) Bai lim (Blitip anhvin 1) 02/03/2020 220PM

-
A Name

3 Huong Din S Dyng Microsoft Tams  27/02/20202:38 PM
@ OneDrive-UPM |
B mispc

Nata MY

v < ) S AR 2
File name: | Bdi lim (Bai tip anh vin 1) v @}
click vdo nut Open d& tai

— e ] [ o |
|&n bai 1am cla minh :

Cancel Atta

& Upload from this device

Sau khi bai 1am (cdu tra 101) d duoc tai Ién 16p hoc nguoi dung chon Done dé
hoan tit viée tai 1én bai lam.

Upload from this device
6% Bai lam ( bai tip anh vin 1)docx

Uploaded

chon Done dé hoan tat
viéc tai lén bai lam
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¢ vién Bao chi va Tuyén truyén: Tai ligu hudng din sir dung Microsoft Teams

Ho

Click vao nit Turnin dé hoan tt viéc giri bai 1am (céu tré 10i) 1én 16p hoe truc

K L8 ) *A ~ A | A * 0 ’ "; . Z . . L
tuyen.Giang vién s€ truy cdp va xem cau tra 16i sau d6 cham diém bai lam cua

sinh vién.
{ A Tim kiém hoic o6 énh e g (10N
( Titchcenhdm B Chung iding Tep Bithp 3ubktic @ v ;0
L;- 1 < Bac [E) Tumin
Lop Hoc Truc Tuyén A,
Bai tap anh vin
Chung Due March§ 2020 430 PM
Aoh Vin Gizo iép 2 , chonTunind i
Instructions ho t"[ i i
T &n ohi hudng dén. oan BV gl
bai lim
My vork
B Cloze praic 1.oc "
) Biilim (i tip anhvin 1 docx
+ hiwok
Points
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¢ vién Béo chi va Tuyén truyén: Tai liéu hudng dén str dung Microsoft Teams

Ho

L] b . *A ~ ‘ lx \ A . *A . b}
Sau khi giang vién da cham diem bai lam xong, sinh vién click vao tab

Grades d& xem diém bai 1am ctia minh hoc gidng vién gui file két qua chdm bai

chosinhvién.

Tim kém hodc gd Iénh e vod m) w
B i @ Chung Bsiging Tép ClassNotebook Grades 2tsbkhic @D v R
t ‘ Grades l
s A click vdo tab Grades
Il pm q9, pm103 dé& xem d1€m bal 1am
Lép Hoc Trpe Tuyén A... cua minh
Chung
Anh V3n Giao Tiép 2 Duedate a  Assignment » Status Points
1 kénh 8n

Mar9 Bai tdp anh van 1 B Viewed /100
BQ PHAN CNTT

WMW / |
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HOC VIEN CHINH TR] QUOC GIA CONG HOA XA HOI CHU NGHIA VIET NAM
HO CHl MINH . Doc 1ip - Tw do - Hanh phiic
HOC VIEN BAO CHI VA TUYEN TRUYEN

' Ha Ngi, ngay 13 thang 10 nam 2014
$6:3344 / TB-HVBC&TT

THONG BAO
Vé viéc sir dung Module Quan ly - Di¢u hanh (Cong thong tin ndi bd)
trén website Hoc vién

Kinh gri: Thi truéng cic don vi trong Hoc vién

Nhim phat huy nhiing tién ich ciia Website Hoc vién trong cong tac quan ly
va diéu hanh cta lanh dao Hoc vién, Giam dbc Hoc vién da chi dao xay dung
Module Quan ly - Diéu hanh trén Website Hoc vién tai dia chi http://ajc.edu.vn.

Module Quan ly - Diéu hanh la Céng thong tin ndi bd ciia can bo Hoc vién.

Giam dbc Hoc vién yéu cau Thu trudng cac don vi thong bao dén toan thé
can bo trong don vi biét va truy cap Cdng thong tin ndi by nay tir ngay 17/10/2014;
ddng thoi cr can b thuong xuyén cép nhat dé tiép nhan kip thoi thong tin vé cong
tac chi dao, didu hanh cta Nha truong. Toan b van ban, thong tin lién quan dén
lich cong tac, hoat dong, chi dao diéu hanh cua Ban Giam ddc Hoc vién, cac mau

glay t& van ban s& dugc déng tai trén Cdng thong tin nay.

Can bd Hoc vién st dung tén truy cép la email theo tén mién @ajc.edu.vn da
cap dé truy cap vao Module Quan ly - Piéu hanh (Cdc don vi nhdn Mat khdu tai

hom thu va phé bién dén cén bé thude don vi minh).

Trong qué trinh s dung Cdng thong tin nay, néu cé gi vudng mac, cac don
vi truc tiép lién hé vai can bd bd phan Webw(d’ona chi Dong Thi Kim Khuyén,
s6 dién thoai: 0989891484) dé duoc ho tro.

GIAM pOC

- Ban Giam dbc;
- Nhu K/g;
- Luu: Vin thu, Website;

mg Ngoc Nam
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Huéng din truy cip Module Quin Iy — Di¢u hanh (Cong thong tin noi bo)

trén website Hoc vién

Budc 1: M& Website Hoc vién Béo chi va Tuyén truyén (http://ajc.edu.vn)
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Ong Charles Nicholas
Brown lam viéc tai
Hoc vién BCTT
26102014

Chiu 5:9/2014 dng
Chartes Nicholas Brown,
Chd nhiém khda hoc Thac TIN TUC - SU KIEH

s§ Quan Iy truyén thong va
7 Kif & Bang Jiem thi vet thang & ndm 2014 10 Qén ngay
ni {
Ih.ac SY.N .n lé. ‘!'uy‘en 8 05102014
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Ong Charles Nicholas
Brown lam viéc tai
Hoc vién BCTT
03102014
Chiéu 59:2014 éng
Charles thehalas Brown
Chy nnim knéa hee Thac TN TUC - S iGEN
5§ Quan ly truyén théng +3 -

23ag Zim e vet thasg § “am 2012 02 den ~qa¢

Thac 5§ Kinh té truyé
M
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Buwdc 3: Bang nhdp hop thu theo username va password da duwgc cﬁ'p.

Sdngrade  adrhe EAIEH

IR AU ERE RN

Chu y: Ban cdn nhap dby dii thong tin

Tén tuy cdp

vie s rie i vy oo

Mat khiu

3l vE oo il
PR R RN

_Dangonsp

4. Dit lai password: Click vao dja chi Email ¢ goc trén man hinh hién thi

Module Quén ly — Diéu hanh
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Lich hop thang 10 nam 2014
02110/2014 0840

Théng bao ndi dung hop Ban Giam dde thuemg ky ngay 03 thang 10 nam 2014

07:10°201410.23 B
sk
1+ a0 Chink ir quéc ga 15 Ch SO Ky hiéu Loaivdn  Ngdy ban Tricn yéu
i 14k ban nanh
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Thong tin cd nhin

Hova tén:  dongthikimkhuyen@ajc edu m
Tén truy cdp:  dongthiamkhuy2n@ajc eduw
M3t khdu:  [khng hién|
Chirc danh:
Email:  dongthikimkhuyen@ajc eduwn
Léan cudi dang nhap: 1082014 2 4 12PN

Lan cudi truy c{! PM

g it R ke i ot & voi ho tr9
Trong qua trinh sir dung, néu c6 gi vuong mac Xin lién hé truc ticp

k§ thudt: B/c Pdng Thi Kim Khuyén, s6 dién thoai 0989891484.
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