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I. Giéi thiéu
Google Meet 1a hé théng hoc/hop truc tuyén qua mang trén nén Web dugc tich hop trong
bo G-suite cua Google.

Mot s6 lwu y Khi str dung Google Meet

e Tat ca nguoi dung thuoc mién HUS.EDU.VN déu c6 quyén khoi tao va chu tri
mat cudc hop hay mét budi hoc truc tuyén.

e S6 nguoi tham gia hoc/hop truc tuyén tbi da: 100 nguoi

e Néu st dung may tinh thi Google Meet hoat dong tét nhat trén trinh duyét
web Google Chrome

e H0 tro dién thoai thong minh trén nén 10S va Android (Thdng qua #ng dung trén
mobile Google Meet)

e Tich hgp vai cac cong cu khac trén bo G-suite nhu Classroom.

Mot s6 lwu y Khi hop trwc tuyén:

e Trong qua trinh hoc/hop truc tuyén néu mot thanh vién phét biéu thi cac thanh
vién khac nén tit micro ciia minh dé tranh gay tiéng on.

e Néu hai thanh vién trong cting mét phong (phong lam viéc) cing két ndi vao mot
budi hoc/hop truc tuyén s& gay ra hién tuong vong am, do d6 néu nhiéu hon 02
thanh vién tham hoc/hop trong cling mét phong thi chi két néi mot may hoac chi
ding mot loa va cha y tit mic khi khéng can phat biéu.

e Dbi vai hoclhop truc tuyén bang thong mang 1a yéu té quyét dinh, do d6 khi t6
chuc hop truc tuyén ching ta nén giam thiéu viéc sir dung mang cho cac hoat dong
khéc.

I1. Yéu cau hé théng
e Phan cing: Can c6 may tinh, dién thoai, tablet c6 két ndi Internet dam bao ngudn
dién va két ndi mang dé dich vu khéng bi gian doan.
e Phan mém: C6 tai khoan Gmail st dung G Suite. Cac tai khoan email@hus.edu.vn
déu st dung duoc G Suite.
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I11. Hwéng dan sir dung
I11.1 Hwéng dan sir dung véi giang vién

a. Khéi tao phong hoc/phong hop
Budéc 1: Trén Google Chrome Ping nhap vao hé théng email cua Truong

Google
Bang nhap

Sir dung Tai khodn Google cla ban

Email hoic 55 dién thoai
[ @hus.edu.vn

@ Hay nhap email hoic 53 dién thoai

Ban quén dija chi email?

‘Day khdng phai may tinh cla ban? Hay sir dung ché do
Khach d& dang nhap mét cach riéng tu. Tim hidu thém

Tao tai khodn

Tiéng Viét ~ Tro gitip Bao mat Didu khoan

Bwéc 2: Bam vao biéu trong Google Apps chon Meet
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Bwdc 3: Click vao Join or Start a meeting

Join or start a meeting

Nothing scheduled today

Buwéc 4: Dit tén cho budi hoc/hop va chon Continue

Join or start a meeting

Enter the meeting code or nickname. To start your own meeting,
enter a nickname or leave blank.

MAT3557

Bwéc 3: Chon More Option va Setting dé¢ cdu hinh Camera va Micro néu cin
thiét (thuong khéng can diéu chinh vi hé thong tw nhdn biét). Sau khi thiét 1ap song (néu
¢6) chon Join Meeting
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[E5)  Turn on captions mat3557
@ Settings <:

E] Report a problem

No one else is here

Are you in a conference room?
=l
5 @ Present to meeting

b. Cung cap ma phong cho ngwoi hoc/ngwoi tham gia
M&i céc thanh vién tham gia hop bang cach chép va chuyén cho ho lién két (URL) cua
cuoc hop

Add others X

mat3557

Meeting nickname (Can only be used within Hanoi University of Science)

Share this info with people you want in the meeting

https://meet.google.com/bhs-mzxg-xtn

Dial-in: (US) +1 252-404-1169 PIN: 301 225 466#

|_|:] Copy joining info

2+ Add people

HOAC chon Add people dé mdi, voi cach moi ndy ching ta c6 thé thém ting ngudi
hoic Copy va Paste danh sach email ctia nhiéu nguoi.
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Add people X

=+ Invite e Call

Enter name or email

Suggestions

No suggestions

c. Chia sé man hinh dé trinh bay bai giang/thuyét trinh
Thuyét trinh trong cudc hop, chon Present now, chon Your entire screen va mé tap tin
dé trinh chiéu

Present

] Your entire screen

E A window

[

Turn on captions Present now

d. Chon b6 cuc man hinh

Giang vién va sinh vién déu c6 thé lra chon ché do man hinh (dé c6 thé nhin slide rd
hon). Ban c6 thé lya chon lam theo hudng dan: Nhan vao dau ba cham thang ding bén
phai dudi cing man hinh, sau d6 chon Change Layout, khi d6 s& hién ra cira s6 cac




layout cho ban chon. C6 ba loai: Sidebar, spotlight, va tiled. (Hinh anh minh hoa vai tirng
layout di kem)

meet.google.com/zfw-exae-xak?pli=18&authuser=3

Change layout c

4. Auto

Sidebar Spotlight

e. Twong tac véi sinh vién/ngwoi hop

Khi giang day, giang vién c6 thé twong tac véi sinh vién bang cach ndi hoic chat (thanh
bén trai trén cung cua man hinh).

Giang vién ciing ¢ thé yéu cau sinh vién tra 1di cau hoi bang cach goi tén sinh vién, yéu
cau sinh vién tra 10i bang cach comment trén khung chat, hoic chia s¢ man hinh cua
minh.

f. Thu video buéi hoc/hop

Google meet con cho phép ban cé thé ghi &m lai bai giang cia minh, khi két thic ban c6
thé upload Ién youtube hoac gui link cho sinh vién c6 thé xem lai bang cach nhan vao dau
ba chdm doc bén phai dudi ciing cia man hinh Meet (nhu hinh sau):
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Q Meet - myk-dpqd-aof ® x + -

< C @ meetgoogle.com/myk-dp:

@ Record meeting

E] Change layout

3 Full screen

[Eg)  Turn on captions

{e} Settings
E] Report a problem
@ Help
kg (2]
mat3557 A ¢ -~ O . el
Turn on captions Present now

Va chon Record meeting, sau d6 hién Ién thong bao nay thi chon Accept:

Ask for consent

Recording a meeting without the consent of all participants may be illegal and
actionable. You should obtain consent to record this meeting from all
participants, including external guests and guests who join late.

Decline Accept

[.

Khi d6 ban da bat dau ghi &m lai bai giang caa minh (biéu twong REC bén tréi trén cing
ctia man hinh), néu muédn dirng, nhan vao diu ba chim doc nhu khi bat dau ghi am, sau

do chon Stop recording:




+ - o

Stop recording

Change layout

©3  Full screen

]

Turn on captions

Settings

Report a problem

QO n &

Help

=
mat3557 A 9 -~ (]
Turn on captions Present now

Sau d6 tiép tuc lua chon Stop recording, ban s& nhan duoc mot thong béo 1a tép tin ma
ban ghi am duoc Iuu trén Google Drive cua ban:

Stop recording this meeting?

Cancel Stop recording

Khi két thdc, tép tin ma ban ghi &m s& duoc luu trong Google Drive ctia ban (dwoc gui
email téi mail caa ban)
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My Drive > Meet Recordings ~
I— New
Files
Priority
v My Drive

2»  Shared with me

©
¥  Starred
(i

Trash

B xvz-acrd-jwec (2020-03-10 at ...

Storage

34.1 MB used

Cubi cung, chi can download tép nay vé, hoic gui link share cho sinh vién, hoic upload
trén Youtube cho sinh vién hoc.

g. Phat live stream budi hoc/hop
Bén canh do6, ban c6 thé live-stream budi day hoc cua ban bang cac budc sau.

Buwéc 1: Mo Google Calendar.
Budéc 2: Nhin chon Create va thém vao su kién cua ban, nhimg ngudi ban mudn cing
tham gia sy kién nay (vi du Iop hoc cua ban).

11
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& @ calendar.google.com/calendar/b/3/r?tab=oc1

= Calendar T RN LV BN e TateTal Q @ =

Mai trudng lap trinh Linux - MAT3557 THU

Create 12
Event OQutof office  Reminder Task Appointment slots
March 2020 < > GM] |
s M T w T F S ®© Mar 12,2020 7:00am - 8:00am Mar 12,2020 H |
1 2 3 4 5 6 7 i o -
8 9 0 no12 13 14 S Mo
15 16 17 18 19 20 21 | @

Hl M@i trurang lap trinh Linux - MAT3..

22 23 24 25 26 27 28
hus.edu.vn_classroom2b51564a@grou..

29 30 M 1 2 3 4
M@i truong 1ap trinh Linux - MAT3...

] °e
L L | m - m_i_tr_ng_l_p_tr_nh_linux_mat3557_63...
Meet with... ¢ e M@i truang lap trinh Linux - MATS...

- m_i_tr_ng_l_p_tr_nh_linux_mat3557_tea..
| b options
| Mbi trudng I3p trinh
| | | | 7 - 8am

8AM S
My calendars ~
Ha My Linh 9 AM

Automata2020 1

1N AN

Nhan vao diu miii tén bén canh Join Hangouts Meet, va chon Add live stream.

< C' @& calendar.google.com/calendar/b/3/r?tab=oc1 ®
= Calendar Today < > March 202" A
O MBi trudng lap trinh Linux - MAT3557 X
SUN MON
Create 8 9 @ Add location
Join Hangouts Meet
March 2020 < > GMT+07 ~ X

meet.google.com/tuw-sbbb-ixw

s M T w T F s g 4

Meeting ID
1 2 3 4 5 6 7 2AM meet.google.com/tuw-sbbb-ixw
8 9 1 12 13 14
@ 3 am O Phone Numbers
o1 178 1s 200 A (US)+1740-837-7261 (D
22 23 24 25 26 27 28 LA PIN: 935 139 404#
29 3 31 1 2 3 4
s 6 7 s 9 10 m 5AM Add live stream
Meet with... 6AM
= Add description
7AM
(2 @ HaMylinh ~
8 AM

My calendars ~

Ha My Linh 9 AM More options

T T T T
Automata2020 1 -
™ Birthdays

Sau d6 c6 url cua live-stream thi ¢6 thé giri cho nguoi xem, dé khi bat dau ngudi do co
thé xem live-stream cua minh.

12
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C @ calendar.google.com/calendar/b/3/r?tab=oc1 ® Y
= Calendar Today < > March202” N A D W -
O M&i trudng I&p trinh Linux - MAT3557 X
SUN MON

8 9 @ Add location

Join Hangouts Meet

CMT+07 A
March 2020 < 2 GMT+0 meet.google.com/gon- X
s M T w T F s
Meeting ID
1 2 3 4 5 6 7 2AM meet.google.com/gon-kjxt-hgm
8 9 0 1m 12 13 14
L AN Phone Numbers
5 16 17 18 19 20 21 Ok (ws)+1 417-553-9360 D
22 23 24 25 26 27 28 o PIN: 981 646 2124
29 30 31 1 3 4 Live stream
5 6 7 8 9 10 11 5AM stream.meet.google.com/stream/7c773336-d296-40ef d1fesf.. l_D X
. To invite people ve stream, save this event and create a view-only
Meet with... copy Learn more
= Add description
My calendars A o = M Lo Mulink v

Ha My Linh 9AM More options m

Automata2020 1
Va nhan Save.

Bwéc 3: Mg Google Calendar ciia minh ra, nhan vao Meeting ID dé bat dau budi hoc truc
tuyén, Join meeting va chon Start Streaming trén man hinh. Khi d6 tat ca nhitng nguoi c6
url cua live-stream déu c6 thé xem duoc budi day hoc truc tuyén cua ban

C & meetgoogle.com kjxt-hgm?authuser = & W 0B =

The organizer scheduled this meeting to be streamed Start streaming Close

13
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I11.2 Hwéng dan sir dung doi véi ngudi hoc
I11.2.1 Hwéng dan st dung déi véi ngwoi hoc sir dung PC

a. Pang nhdp vao phong hoc/phong hop
Bwéc 1: Diang nhip vao hé thong email cia Google hd trg G Suite

Budc 2: Vao Google Apps, chon Meet, sau d6 chon Join or start a meeting. Hop héi thoai
hién ra, yéu cau nhap code Iép hoc/cuéc hop ma giang vién/chu toa cung cip va chon
Join meeting:

c @ meet.google.com/?pli=1&authuser=3 B % T H e O =5

Join or start a meeting

Enter the meeting code or nickname. To start your own meeting,
enter a nickname or leave blank.

Budc 3: Chon Continue. Sau budc nay ban di c6 thé diang nhap thanh céng va cé thé
hoc/hop truc tuyén véi giang vién/cha toa va cac ban 16p minh/ngudi tham dy.

b. Chon bé cuc man hinh

Giang vién/chu toa va sinh vién/nguoi tham du déu c6 thé lua chon ché do man hinh (dé
¢ thé nhin slide rd hon). Ban c6 thé lya chon lam theo hudng dan: Nhan vao dau ba
cham thang dang bén phai dudi cing man hinh, sau d6 chon Change Layout, khi d6 s&

14
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hién ra ctra s6 cac layout cho ban chon. C6 ba loai: Sidebar, spotlight, va tiled. (Hinh anh
minh hoa véi ting layout di kém)

meet.google.com/zfw-exae-xak?pli=18tauthuser=3 ™ B W 2 0

Change layout ¢

4. Auto

Sidebar Spotlight

c. Twong tdac voi gidng vién/chii toa

Khi hoc/hop truc tuyén, sinh vién/nguoi tham du c6 thé twong tac véi sinh vién bang cach
no6i hozc chat (thanh bén trai trén clng caa man hinh). Giang vién/chi toa ciing c6 thé
y&u cau sinh vién/nguoi tham du tra 101 cau hoi bang cach goi tén sinh vién/ngudi tham
du, khi duoc goi tén, sinh vién/nguoi tham du tra loi bang cach comment trén khung chat,
hoac chia sé man hinh cta minh.

d.Ddnh gid va phdn héi

Sinh vién/ngudi tham du c6 thé danh gia budi hoc/hop truc tiép vai gido vién/chu toa
hoac comment vao khung chat. Ngoai ra néu giang vién/chu toa cung cap form danh gia,
sinh vién/nguoi tham du c6 thé lya chon va nhan submit.

I11.2.2 Hwéng dan sir dung déi véi ngwoi hoc sir dung SmartPhone va cac thiét
bi khac

a. Dang nhdap vao phong hoc/phong hop
Bwéc 1: Trén app Gmail cua dién thoai Piang nhap vao hé théng email (hd tro G Suite):

15
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21:36 w0
Cancel & accounts.google.com aA (&)

Google
Signin
Use your Google Account. You’ll also sign in to
Google services in your apps & Safari.

Email or phone

[ abc@hus.edu.vn

Forgot email?

Create account m

Bwéc 2: Tré vé man hinh chinh caa dién thoai, tim kiém trén kho @ng dung danh cho
méy (App store trén iphone hoic Play store trén Android), danh vao tim kiém Google
Meet (Hangouts Meet by Google) va tai vé may:

21:31 il = @5

< google meet & Cancel
Hangouts Meet by G...

Q Team Video Meetings on-th.. GET
e A

DEVELOPER

Google LLC

16
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Buéc 3: M& Meet vira duoc tai vé trén dién thoai va nhan chon Continue:

c))
@

21:56 -8

(=

Welcome to Meet

To make video calls on Meet, allow access
to your device’s video camera and
microphone.

Terms of Service and Privacy Policy

Néu ban c6 nhiéu email dugc dang nhap cing mot ldc hady lua chon ding email trong hé
thdng email hd trg G Suite (chang han email c6 dudi 1a @hus.edu.vn) dé tiép tuc hoc truc
tuyén. Sau d6 lwa chon Meeting code:

17
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+ New meeting Meeting code

Sau d6 nhap code 16p hoc/phong hop ma giang vién/chu toa cung cap va chon Join
meeting:

22:07 -

9)
Q

x Enter a meeting code

Meeting code or nickname

18
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Nhu vay 12 ban d3 co thé ding nhap thanh cong va c6 thé hoc/hop truc tuyén véi giang
vién/chu toa va cac ban 16p minh/nguoi tham du.

b. Chon bé cuc man hinh

Giang vién va sinh vién déu c6 thé lya chon ché do man hinh (dé c6 thé nhin slide rd
hon). Ban cd thé Iya chon lam theo hudng dan: Nhan vao dau ba cham thang ding bén
phai dudi cing man hinh, sau d6 chon Change Layout, khi d6 s& hién ra cira s6 cac
layout cho ban chon. C6 ba loai: Sidebar, spotlight, va tiled. (Hinh anh minh hoa vai ting
layout di kem)

meet.google.com/zfw-exae-xak?pli=18authuser=3 w B 33 n

Change layout ¢

4. Auto

Sidebar Spotlight

c¢. Twong tdac voi gidang vién/chi toa

Khi hoc/hop truc tuyén, sinh vién/ngudi tham du c6 thé tuong tac vai giang vién/chi toa
bang céch noi hozc chat (thanh bén tréi trén cling caa man hinh). Giang vién/chu toa ciing
c6 thé yéu cau sinh vién/ngudi tham du tra 1oi cau hoi bang cach goi tén sinh vién/nguoi
tham du, khi dwgc goi tén, sinh vién/nguoi tham du tra 1oi bang cach comment trén
khung chat, hoac chia s¢ man hinh cua minh.

d. Panh gid va phdn hoi

Sinh vién/nguoi tham du c6 thé danh gia budi hoc tryc tiép vai gido vién hoac comment
vao khung chat. Ngoai ra néu giang vién/chu toa cung cap form danh gid, sinh vién/nguoi
tham du ¢6 thé lua chon va nhan submit.
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