HUONG DAN SU DUNG UNG DUNG ZOOM

I. Caidat
1. Trén may tinh

Dé cai dat ung dung zoom trén may tinh: https://zoom.us/download. Man hinh Download

Center s& hién thi ra, sau do thﬁy ¢6 chon nut “Download” dudi muc “Zoom Client for
Meetings” dé tai ing dung nay.

Download "

Download Center

Zoom Client for Meetings

The web browser client will download automatically when you start or join your first Zoom
meeting, and is also available for manual download here.

> Download Version 4.6.4 (17409.0120)

- Sau khi tai xong tmg dung, hiy tién hanh cai dit ing dung bang cach mé Gmg dung vira
tai vé. Ung dung s& tu dong dugc cai dat.
- Sau khi cai d3t hoan tét, biéu tuong ung dung sé& hién thi & ngoai man hinh chinh lam viéc

cta thiy co.
2. Trén dién thoai
Dé cai dit ung dung Zoom trén dién thoai:

- Thiy c6 click vao biéu twong App Store d6i voi hé diéu hanh iOS hodc biéu tuwong
“Google Play” voi hé diéu hanh Android va g& tim kiém tmg dung “Zoom cloud

mettings” va tai ve.
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II. Dang nhap tai khoan.
1. Trén may tinh.

Sau khi cai dat thanh cong, thiy c6 mo tng dung 1én, dé dang nhap, thay c6 click vao nit

“Sign In”.

) Zoom Cloud Meetings = X

Z200m

Sign In

Version: 4.6.4 (17409.0120

- Néu thiy cb chua dang ky tai khoan Zoom, thiy c6 click vao biéu twong “Sign Up Free”
va nhap email cua thay c6 vao. Sau d6 click vao nut “Sign In”. Ngoai ra thay c6 co thé
dang nhép bang tai khoan google hoic facebook cua thay co.

- Néu ding nhap bing email, hé thong sé& ty dong giri thu xac nhan dé kich hoat tai khoan
Zoom vé mail cia thiy c¢6. Thiy c6 md thu va chon nit “Active Acount” hodc chon
duong link dé dién thong tin tai khoan.

o Chuy khidat Password:

Phai ¢ it nhat 8 ky tw gdm ca chir cai va chir sb.
Bao gdm chit cai thudng va chit in hoa.
Khong nén chira 1 ky tu (aaaaaaaa hodc 11111111) hodc chi chira cac ky
tu lién ti€p (12345678 hodc abcdefgh)
- Sau khi dién day du thong tin, thdy c6 chon Continue. Sau khi chon Continue, cira s6 moi
moi nguoi tham gia Zoom s€ hi¢n ra, tai day thﬁy ¢d ¢c6 thé moi thﬁy cO be cua théy cO su

dung Zoom bing cach dién email rdi chon Invite hoic thiy ¢ c6 thé bo qua budc nay.
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2. Pang nhap trén dién thoai
- Thiy c6 mé ng dung Zoom 1én, sau d6 thay c6 nhap email, tén ding nhap va thay co
click chon “I agree to the Teams of Service” dé ding ky tai khoan, sau d6 hé thong s&

tra vé ma phong hop “Meeting ID”. Thay c6 click vao nut “Sign In” dé hoan tat dang ky
III. Cac chirc nang

Home

1. Home

- Man hinh chinh cho phép thﬁy 6 tao cudc hop, tham gia cudc hop, tao lich hop va chia

s¢ man hinh.
1.1. Tao cudc hop

H
- Chon Home  chon new meeting
- Man hinh s& hién thi hop thoai dé thay c6 lya chon nghe 4m thanh qua may tinh hay tai

nghe? Néu thiy c¢6 mudn méy tinh tw dong chon 4m thanh trén may tinh khi tham gia
cudc hop thi thay c6 tich vao dong chit cudi ciing hop thoai “automatically join audio on
computer when joining a meeting”.

- Man hinh cudc hop s€ hién thi nhu sau:
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‘ KYNANGSO
Crective Digital Education

© Zoom Meeting ID: 313-606-712 - m] X

a) Hién thi thong tin cudc hop,

b) Hién thi ché d6 phong to man hinh

¢) Mute: Bat/Tét mic cta thdy co

d) Stop Video: Bat/Tit hinh anh camera cta thay co

e) Invite: Moi thém ngudi khac tham gia cude hop bang thu dién tir (email) hodc bang danh
sach lién h¢ da luu.
f) Manage Participants: Hién thi s6 luong va danh sach tit ca cac thanh vién tham gia

cudc hop.

Néu thay c6 13 chu cudc hop (Meeting Host) thay co c6 thé bat hodc tit am thanh hay
man hinh thanh vién tham gia cudc hop. Khi thiy c6 click vao nat more canh tén thanh
vién, thdy c6 co thé cho thanh vién dé roi di, d6i tén, nhén tin hodc dwa thanh vién d6 1én

1a chu cudc hop.
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g) Share Screen: Chia s¢ man hinh cua thay c6 (chia sé moi thir dang chay trén man hinh
ctia thiy cd).

o Khi thﬁy cd click vao chirc nang nay, mot hop thoai xuét hién: Tai day
théy 6 c6 thé nhép vao tung muc dé chia s& man hinh, bang vé dién ti,
file luu truc tuyén, ....

o Dé két thiic chtrc nang chia s¢ man hinh. Thay c6 chon “stop sharing”
mau dé trén cung man hinh

h) Chat: Trao d6i thong tin (chat) véi mot hodc tit ca thanh vién dang tham gia cudc hop.

1) Record: Ghi lai cudc hop (Viéc nay chi thuc hién duoc néu thﬁy c6 dugc phép tir nguoi
diéu hanh cudc hop). Trong qué trinh dién ra cudc hop thiy cd c6 thé ngimg hoic tiép tuc
ghi 4m khi nao thay c¢6 muén.

Sau khi thﬁy 6 roi cude hop hodc két thuc cude hop, file ghi am s€ dugc Iuu lai thu muc
zoom trong thu muc tai liéu trén mdy tinh ca thay c6 va trong Meeting - Recorded
trén ng dung Zoom.

j) Reactions: 13 cac biéu tuong cam xuc vo tay hodc thich.

k) End Meeting: Két thuc cudc hop. Khi thay c6 click vao chtrc ning nay, man hinh s& hién
thi Iwra chon thé‘ly ¢6 mubn két thuc cudce hop cho tat ca thanh vién (end Meeting for All)

hay chi thiy c6 roi cudc hop (Leave Meeting)
1.2. Tham gia cudc hop:

-  Chon home_) Chon join dé tham gia cudc hop.

- Hop thoai “Join Meeting” s& hién thi 1én, thﬁy ¢6 dién ID cudc hop hodc tén lién Két ca
nhan dugc chia sé cho thdy c6. Ngoai ra, thiy c6 ¢ thé lya chon khong két nbi 4m thanh
va tit video cua thay ¢ di.

~  Chon “Join” dé tham gia cudc hop.
1.3. Tao lich hop (Schedule) =

H
-  Chon Home Chon schedule
Hop thoai Schedule meeting hién thi, sau d6 thay c6 hoan thanh cac muc bén dudi.
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o Topic (Chua dé): Nhap moét chu dé hodc tén cho cudc hop cua thﬁy cO.

o Start (Bit diu): Chon mot ngay va thoi gian cho cudc hop cua thay co. Thay co co thé
bét dau cude hop cua thay co bét cir lic ndo trude thoi gian dy kién.

o Duration (Thoi lwgng): Chon thoi lugng gn ding cua cude hop. Piéu nay chi danh
cho muc dich 1ap ké hoach. Cudc hop s& khong két thiic sau khoang thoi gian nay.

o Time Zone (Mui gid): Theo mic dinh, Zoom s& sir dung mui gid trén may tinh cua thay
c6. Nhap vao menu tha xudng dé chon mui gio khac.

o Recurring meeting (Cudc hop dinh ky): Chon néu thﬁy ¢6 mudn mot cude hop dinh ky
(ID cudc hop sé& giit nguyén cho mdi phién).

o Video

o Host (Chi cudc hop) Chon bat/tit néu thay c6 mudn bat hodc tit video may chi khi tham
gia cudc hop. Ngay ca khi thdy c6 chon tit, may chu s& c6 tity chon dé bét dau video cua
ho.

o Paticioants (Nguoi tham gia): Chon bat/tit néu thiy c6 mudn bt hodc tit video cua
nguoi tham gia khi tham gia cudc hop. Ngay ca khi thay c6 tit, nhitng nguoi tham gia
s c6 tuy chon dé bit diu video cua ho.

o Am thanh (audio): Cho phép ngudi dung chi goi qua dién thoai, chi goi qua may tinh
hodc ca hai.

o Lich: Chon mot dich vu lich dé thém cudc hop va gui 161 moi dén nhiing nguoi tham
gia.

o Advanced options (Ttuy chon ning cao): Nhip vao mili tén dé xem céc tily chon cudc
hop b sung.

~  Chon schedule dé hoan tat tao lich.
1.4. Chia sé man hinh

Cho phép ngudi dung chia sé man hinh ctia minh t6i 1 cudc hop, twong tu véi chirc nang chia sé

man hinh trong tao cudc hop mai “New Meeting”.

H
-  Chon Home chon Share screen
~  Sau @6 man hinh s& hién thi hop thoai chia sé man hinh (Share screen). Nguoi ding nhép

khoa chia sé hodc ID cudc hop va mat khau (n€u can).
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2. Chat

~  Man hinh chat cung cip cho thay c¢6 cac chtc ning chinh sau day
2.1. Tra 161 tin nhin

A A . < A A G \ - R ,-*_) .,( A a1
o Thay c6 chon tin nhan can tra 161 click vao biéu tugng chat V1ét cau tra 1oi

Enter

2.2. Thém cac icon cam xuc, chia sé anh chyp man hinh, file.

=) 4é chia sé anh chup

A T A \ . -2 Ll 3
o Thay cb click l1an luot vao céac bicu tuong sau: —* L
man hinh, file hodc giri biéu twong cam xuc tuong Ung.
2.3. Panh déu tin nhan quan trong
o Thay cb click vao biéu twong More (...) hodc click chudt phai vao tin nhin va chon

“Star messages”.

o Sau khi danh d4u tin nhin s& duoc luu vao phan “Starred Messages”.
2.4. Stra tin nhan: Thay c6 click vao biéu tuong More (...) bén phai tin nhan hoic click

, — , ) . —
chudt phai vao tin nhan va chon edit d¢ stra tin nhan ~ Chon save.
2.5. Pinh dang chir

o Thay c6 nhdp tin nhan mudn guri va boi den tin nhan d6. Sau d6 Zoom s& hién thi

B

Q‘
1l

cac lya chon dé dinh dang chir ~ Helle

2.6. X0a 1 tin nhén, file, anh hoic tep GIF
o Thﬁy ¢6 click vao biéu tugng More (...) hodc click chudt phai vao tin nhén va

chon delete

2.7. Chia sé tin nhén, file, hodc tranh

o Thay cb click vao biéu tugng More (...) va chon share message ...
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o Hop thoai “share message” s€ xuat hién va thay c6 chon tai khoan thay c6 mudn
chia sé tin nhan bang cach chon mét tai khoan hoac kénh da c6 san trong danh ba

(Luu y chi dwoc chon mot tai khoan hodc kénh)

Share message

:ﬁs You 1:33PM

Protocol omega details

Share with

0
qﬁ‘ Jack Barker X |

O
& Jack Barker

&% Helios Lab

2.8. Soan tin nhdn m&i cho cho tai khoan khéc

o click vao biéu tugng “New chat or channel”

Pham Nga2

(g

Phe

B New Chat or Channel B
o Chon New chat. Néu tai khoan thiy c6 khong c6 trong danh ba, thdy c6 c6 thé

guri yéu cau lién lac.
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2.9. Tao kénh (channel) moi
o click vao biéu tuong “New chat or channel”

o Chon “Create a channel”

o Hop thoai Create a channel s& hién thi ra, thay c6 dat tén dudi muc “Channel
Name” va moi thanh vién vao tham gia du6i muc “Invite members”.

o Chon cai dat riéng tu cho kénh.
n

Riéng tu: chi nhitng tai khoan dugc moi méi tham gia vao kénh dugc.

Cbéng cong: Bét ky ai trong t6 chirce ciing c6 thé tham gia

o Chon “Create Channel”

2.10. Lién lac quan trong:

Thay c6 c¢6 thé danh du cac tai khoan quan trong hodc kénh quan trong bang cach click vao
biéu twong hinh sao. Tai khoan duoc danh dau sao s& di chuyén vao phan Starred” trong muc
Danh ba “Contact”. Ngoai ra thay c¢6 c6 thé goi choh tai khoan khéac hodc nhimg ngudi trong

kénh bang cach click vao biéu twong video

() 3 Q,

Home Chat Meetings

3. Meeting Meetings

Man hinh Meeting cho phép thay c6 thuc hién cac chirc ning lién quan dén cudc hop nhu sau:
3.1. Tao lich hop méi

- Chon meeting chon biu tugng schedule Meeting
- Chon schedule Meeting
- Hop thoai schedule Meeting dugc bat 1én, théy o dién thong tin tuong tu phén 1.3
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3.2. Bt dau cudc hop

. - . - . A A A A —
- Chon meeting  chon upcoming  chon lich thay c6 muon thay d6i  chon Start.

3.3. Sap xép lai mot cude hop ma thiy cb tao lich:

. — . — . A ~ X 2. — .
- Chon meeting  chonupcoming  chon lich thay ¢6 mudn thay 461 chon edit
chon save.

c Upcoming Recorded ( f]

Grant Maclaren's Zoom Meeting

586-981-6226
My Personal Meeting ID (PMI) 04:00 PM - 05:00 PM

Meeting 10: 311-853-637

Wed, Jan 0 Host: Grant Mactaren

Grant Maclaren’s Zoom Meeting
m @ Copy lnvitation & Edit X Delete
04:00 PM-05:00 PM

Meeting 1D; 311-853-637

Show Meeting Imvtation

‘g Grant Maclaren (Admin)

Lueu y: Néu thdy c6 can sdp xép lai mot cudc hop, chi can cdp nhdt lich trinh ciia thay cé trén
dich vu lich (ma thdy co da chon trong phdn tqo lich hop) ma khong can thiét phai cdp nhdt cuoc

hop trén ung dung Zoom.
3.4. Xéa lich cudc hop

LT L , . ™
- Chon meeting  chon upcoming  chon lich thay c6 mudn x6a  chon delete
C Upcoming Recorded ( 0":

Grant MaclLaren's Zoom Meeting
586-981-6226

My Personal Meeting ID (PMI) 04:00 PM - 05:00 PM
Meeting 10: 311-853-637

Wed, Jan 09 Host: Grant Mactaren

Grant Maclaren’s Zoom Meeting
m @ Copy Invitation s it
04:00 PM-05:00 PM

Meeting 1D: 311-853-637

Show Meeting Imvtation

‘g Grant Maclaren (Admin)
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- Thay c6 ciing c¢6 thé x6a lich hop trén tmg dich vu lich (ma thiy c6 di chon trong phan

tao lich hop)
3.5. Lam viéc vdi file ghi
— —
- Chon Meeting chon recorded chon tén file ghi

Upcoming Recorded

” Grant MaclLaren's Zoom Meeting
Mon, Mar 25

. . M M 19 12:33 P
Grant Maclaren’s Zoom Meeting SO A COBLNCD T

Mon, Mar 25, 2019 12:36 PM CA\Users\K\Documents\Zoom\2019-03-25 12.33.58 Grant Mac...

Grant MacLaren’s Zoom Meeting m & Play & Play Audio X Delete

Mon, Mar 25, 2019 12:33 PM

o Open: M¢ thu myc chira cac tap tin da ghi lai.

o Play: phat video file ghi bang trinh phat phuong tién mac dinh ctia méy tinh

o Play Audio: Phat am thanh cudc hop da ghi b.%mg trinh phat phuong tién mac dinh cua
may tinh

o Delete: X0a file ghi am

4. Contact (danh ba)

La noi luu trit cac tai khoan hodc nhém dé lién lac. Mic dinh nhiing tai khoan & cing trong mét t6

chirc s& dugc hién thi sin trong “Company Director”. Cac chirc ning chinh trong danh ba bao gom:
4.1. Thém m¢t lién hé bén ngoai

o Chon Contacts Contacts

o Chon vio biéu tugng
o Chon Add a contact
o Hop thoai Add a contact dugc bat 1én, sau do thﬁy c6 nhép dia chi email cta

nguoi thdy ¢6 mudn tao. Sau d6 chon Add contact.
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(J Add a Contact X

Add a Contact

‘ Enter email address

opy Invitation Add Contact Cancel

4.2. Tao kénh méi

o Chon Contacts Contacts

o Chon vao biéu tuong
o Chon Create a channel
o Hop thoai Create a channel s& hién thi ra, thﬁy ¢6 thuc hién cac budc con lai giéng

muc 2.9 da néu trén.

4.3. Tham gia mgt nhom

o Chon Contacts Contacts

o Chon vao biéu tuong

o Chon Join a channel

o Hop thoai Join a chennal hién thi, théy ¢6 ¢6 thé nhin théy danh sach cac nhom ma
thiy c6 c6 thé tham gia bén dudi.

o Thay ¢ chon nhém va click Join

Céc kénh thay c6 di tham gia s& dugc biéu thi biang biéu twong nhom trong danh sach
trd chuyén cua thy c6. Danh sach tro chuyén ciing s& cho biét néu kénh 1a Cong khai

hay Riéng tu.
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4.4. Sira dbi kénh

Luu y: chi sua doi voi kénh ma do thay co tao ra

o Chon Contacts Contacts
o Chon channels dé hién thi danh sach cac kénh ma thy c6 tham gia

o Thay c6 chon kénh ma thay c¢6 da tao, sau d6 chon edit

Starred Qe General Annoucements
All Channels O Public Channe
= Chat » Meet 7
1 Member
;; Grant MacLaren (A

o Sau khi stra doi, thay c6 chon Save changes.

Chiic thiy c6 ¢6 nhirng gio day thi vi cing véi Zoom
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