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How to use Microsoft Teamsto work remotely?

Microsoft Team is an online communication tool with high security and is trusted by users. Along with today's
article, TipsMake.com will guide you how to use Microsoft Team to be able to work in remote groups.

Microsoft Team is an online communication tool with high security and is trusted by users. Along with today's
article, TipsMake.com will guide you how to use Microsoft Team to be able to work in remote groups.

1. How to create groups and invite membersin Micr osoft

To create aworking group in Microsoft Team, you can access the link to create Microsoft Team workgroup.

After logging in to the link above, click on Register for free to start creating a new workgroup on Microsoft
Team.
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Microsoft Teams B4t dau  Tai xuéng Pang ky mién phi

Ban san sang dung thu diiua?

Microsoft Teams la trung tdm lam viéc nhém trong Office 365 for
Education. Tap hgp moi néi dung tro chuyén, cudc hop, tép va ung

dung clia nhém ban & ciing mét noi.

Nhép dia chi email céng ty
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Y ou log into your Microsoft account.

If you do not yet have a Microsoft account, you can follow the instructions in How to create a Microsoft account
to get a new account.

Click Next to continue.

Microsoft Teams

B® Microsoft

Enter an email

We'll use this email to set up Teams. If you already have a
Microsoft account, feel free to use that email here.

Email
@outlook.com
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Y ou choose the type of Team that you want to create on Microsoft Teams: For school / For friends and family /
For work.

Microsoft Teams

B® Microsoft

Ban mudn s dung Teams nhu thé
nao?

O Cho trudng hoc
DE& két ndi hoc vién va gidng vién tham gia vao céc
khoa hoc va du én, trong I8p hoc hoac truc tuyén

(O cho ban bé va gia dinh
Ding dé goi thoai hoac goi video trong cudc séng

hang ngay

@) Cho céng viéc
DE& phéi hgp vdi ban ciing nhém bt k& ho & dau
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Enter the correct password to log into your Microsoft Teams account.



Microsoft Teams

BY Microsoft
@outlook.com
Nhap mat khau

Do ban dang truy cap thdng tin nhay cdm, ban can
x&c nhan mat khau ca ban.

Quén mat khau?

Dang nhap bang tai khodn Microsoft khac

Pang nhap
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You choose the name and surname displayed for you when using Microsoft Team to contact. Choose your
company name if you have just chosen to use the For Business purpose .

Finally, click on Teams Settings to create the group.



Microsoft Teams

BE Microsoft

Mot s théng tin chi tiét cudi cling

Tén Ho
John Cena
Tén cdng ty
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Quéc gia hodc khu vure
WViet Nam

Luru y quan trong: La quan tri vién, ban sé& chiu tréch nhiém ddi vai
dir liéu cd nhan cda moi ngudi trong té chirc Teams cda minh cling
nhu @i vai yéu cdu quan Iy dir liéu ma ho gi cho ban, Learn more.

Bang cach b&m vio Set up Teams | ban dding y vdi digu khodn va

digu kiéncda chung téi.
Cai dat Teams
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The team installation process will probably take a bit of your time, wait for the team installation to be complete,
do not turn off the browser tab.
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Dang tao tai khoan cla ban...
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After creating the team, Microsoft Team will give you alink to invite other members to your contact group.

e

M&i moi ngudi tham gia t8 chic caa ban trong Teams

Sao chép lién két
https://teams.microsoft.com/join/94dr12s0i5hy

@

Chia sé lién két nay vdi nhitng ngudi ban muén mdi tham gia t8 chifc cha ban.

D3 higu
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When you send this link to other members, they only need to accessit to send a request to join the group to your
account.
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Participants enter their names and mail accounts so the group can know who you are.

Then click on Send request to be able to send arequest to join the group.

Join the team!

Add some quick info and send your request to join
your teammates.

Kim Sabu

@hotmail.com

Once you join, the group creator will have anotification in the I nvite people section .
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Nhém clia ban
B oreeenenven Chao mirng dén véi nhém!

Dudi day 1& mét s6 digu can thuc hién...

Thém nhing ngudi khac Tao thém kénh
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& M&i moi ngudi (1] Bt d5u cudc héi thoai mdi. Nhap @ dé g& cap d&n mét ngudi ndo ...
& Tham gia hoac tao nhom 33 A @ @ [ B D 9 e B

Click on you will see alist of people applying to join the group. Then you just need to click Approve or Accept
all to allow them to join the group you have created.

Quan ly 16i mé&i va yéu cau cua té chiic
Yéu cdu tham gia (1)  L&i mai dang chd x{ Iy (0)

Chap thuin tit cd

ks Kim Sabu ) Tit chéi Chp thuan
@hotmail.com
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Mai thém nhifng ngudi khac

Or if you do not invite to join by the link then you can click on the settings dots next to the group name and
select Add members.



- e

Nhém v TH Chung Baiding Téep Wiki + 2 ® Org-wide

Nhém clia ban

M ThuThuatPhanMem Chao mirng dén véi nhom!
Chung & An 16 day la mét s8 digu can thuc hién...
% Xem nhém E
: L~
& Thém kénh ) L
&' Thém thanh vién m
$2 Rai khéi nhém <5
& Chinh sifa nhém
@ Nhan lién két dén nhom
) Quanly thé
g ngudi khac Tao thém kénh
ﬁ Xba nhém
ThufhuatRhanMem.vn
2, M&i moi ngudi BAt d5u cudc héi thoai mdi. Nhip @ d€ 48 cap d&n mét ngudi ndo ...
25" Tham gia hoic tao nhém 33 A @ @ [ B D 9 e B

Send them an invitation by filling in the email address (note that Microsoft mail only means the hotmail.com or
outlook.com extension) of the person to invite. Finaly click Add to invite.

Thém thanh vién vao ThuThuatPhanMem

Bat d5u nhap tén, danh sach phan phéi hodc nhém bao mat d€ thém vao nhém clha
ban. Ban ciing c6 thé thém ngudi bén ngoai t8 chiic cla minh 1am khach bing cach
nhap dia chi email cda ho.

@hotmail.com

Kim Sabu

ks @hotmail.com
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The invitee's account side will then receive a notification in the right corner of the Microsoft Team interface.
Click on the name of the invited group, another window will be opened.



Y ou click on Accept to agree to join the group.
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Review permissions
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ThuThuatPhanMem

ThuThuatPhanMem143.onmicrosoft.com

This resource is not shared by Microsoft.

The organisation ThuThuatPhanMem would like to:

~ Signyou in
~~ Read your name, email address and photo

You should only accept i you trust ThuThuatPhanMem. By
accepting, you sllow this organisation to access and process
your data to create, control and administer an account
according to their policies, Contact
phamthithanhxuan1010@outlook.com regarding privacy.
ThuThuatPhanMem may log information about your access.
‘You can remove these permissions a
hitpsy//myapps.microsoft.com/ThuThuatPhanMem143.onmicros

Accept

& 2020 Microsoft  Terms of use Privacy & Cookies - - - B

2. How to create channelsin groups and basic communication

In a Microsoft workgroup, you can create multiple channels to discuss different topics.

You can click on Create more channels or click on the settings dots next to the group name and select Add
channelsin thelist of display options.
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You enter the channel name and brief description for that channel. The Channel Privacy option is Standard
(visible to everyonein the group) or Secret (visible only to certain people invited in the group).

Finally click Add to create the group.

Tao kénh cho nhém "ThuThuatPhanMem"
Tén kénh

Cdng viéc
M& ta (tuy chon)

Thao ludn v& nhitng vin d& cdng viéc.

Quyén riéng tu

Tiéu chuan - Hién thi véi tat cd moi ngudi trong nhém

Ty ddng hién thi kénh nay trong danh séch kénh clia moi nguai

Hay
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The channel list in the group will display as shown below, with the group in Secret mode, there will be a lock
icon next to it.

Nhom e

MNhdm cda ban

TH ThuThuatPhanMem wee
s
Nhém Chung
Cong viec

K& hoach phét triégn &

Tan gau
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To start a conversation in the channel, you just need to enter the words to say in the chat box and then press
Enter will send the dialogue.
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Microsoft Team also has a mode of separating the conversation by adding a reply for each sentence. You can
click on the Reply button to reply to each sentence in the channel.
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YBUReATY 7@ John Cena set this channel to be automatically shown in the channels list.
ThuThuatPhanMem
e John Cena 1024
General Hom nay ching ta sé bat d3u cong viéc cho ngay mdi.
Céng vigc
Ok boss.
1 hidden channel
A2 @ W B g - B
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& Invite people Start a new conversation. Type @ to mention someone.
%" Join or create a team 23] Ay @ © W B S g e B

Thank you for reading and following the article How to use Microsoft Team to work remotely from
TipsMake.com. Wish you can successfully implement thistrick easily.

Y ou finished reading the article "How to use Microsoft Teamsto work remotely?" edited by the TipsM ake
team. We hope this article has provided you with many useful tech tips and tricks. Y ou can search for similar
articles on tips and guides. Thank you for reading and for following us regularly.
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