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Bai 1. CAC TINH NANG CHINH TRONG GOOGLE MEET

1.1. Giao dién chinh cia GOOGLE MEET
Sau khi thay cd tao duoc 16p hoc hay vao duoc phong hop, thiy/co s& thay
duoc giao dién caa Google Meet nhu hinh dudi (Giao dién cia nguoi tao chudc hop

(Hinh 1), giao dién ctua nguoi tham gia Hinh 2

07:58 | cgu-vyvj-gaj

Vé co ban thi Google Meet c6 khoang 9 tinh ning co ban duoc danh s tir 2 —

dén 10 va mot s6 chire nang nang cao khac
1.2. Céac chire nang co ban cia GOOGLE MEET

+ Chire ning bat/tat Mic
viing s6 (2) trén giao dién

+ Chire ning bat/tit camera

Viing sé (3) trén giao dién ﬂ

+ Chirc ning share man hinh:
Ving sé (4) trén giao dién: cd thé share destop (SV thay toan bo céi gi cd trén
may tinh cua thay c6), share 1 cira s6 cia 1 phan mém nhu word, powerpoint (SV chi

thy ctra ssoor th co share th6i)...

+ Chirc nang Tuy chon chung cho Google Meet

Viing s6 (5) trén giao dién: dung dé share mot bang trang, thay d6i bé cuc hién
thi cua google meet, thay d6i anh nén, bat ché do tao phu dé tryc tiép khi thuyét trinh,
thiét 1ap do phan giai cita video Tuu lai. . H

+ Chire niing két thic budi hoc
Vuing sé (6) trén giao dién =
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+ Chirc nang xem thong tin 16p hoc

Viing s6 (7) trén giao dién: dung sao chép duong dan cua 16p hoc dé gai cho

ngudi mubdn moi tham gia

+ Chirc nang quan ly thanh vién lép
Viing s6 (8) trén giao dién: cho biét sé lugng thanh vién dang trong 16p, Moi

ngudi tham gia, bat tat mic caa thanh vién.. .

+ Chirc niang Chat
Vung sé (9) trén giao dién: bat cira s “Chat” dé gai tin nhan cho tat ca cac
thanh vién trong 16p hay tirng thanh vién

+ Chirc nang Phat thao y twéng nhom
Vung (10) trén giao dién: khu vuc dé moi nguoi trong 16p cing thao luan, phét

thao ¥ tudng trén “bang tring”
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Bai 2. TAO LOP HOC BANG GOOGLE MEET
Google Meet minh khong co cai dat — Thay ¢d chi can diang nhap vao gmail
ciia minh, sau d6 khai dong chuong trinh Google Meet dé tao 16p hoc hay tham gia

16p hoc. Dé tao 16p hoc thay cd lam nhu sau:

Buéc 1. Khéi dgng chwong trinh Google Meet
Thay cd ding nhap vao mail ciia minh va nhin vao géc TREN BEN PHAI cua cira s6

Gmail chon vao biéu tuc_mf khfni lic'ri ‘Khoanh do)

+ Mot cira s6 popup mé ra nhu hinh sau, thay ¢ chon vao biéu twong Meet (c6

hinh gidng méy quay phim)

O G ®B

Tai khoan Tim kigm Doanh
nghiép clua
tdi
YouTube Tin tic Gmail

Thay c6 chon vao . e
. A -~ |
biéu twong nay
Tro chuyén Danh ba

+ Nhu vay 14 thiy/co da vao dugc giao dién cua Google Meet

Cudc hop video chat  [GIAO DIEN CUA @
g x4 GOOGLE MEET |,

Iu‘orngh., Gio day mlerlphl CHi CO 3 NOT L

cho tat ca moi ngudi. |LENm

Chung t6i da thiét ké lai Google I'\:‘Ieﬂ‘;3 dich yu46chic av \r\Qc‘
cudc hop kinh doanh vai #% '~ se ¥ dé cung ca
oc hop G\d? g cap “E"('f\p'm

mién phichomoir . th 6D
QU“GB 0‘)“
‘ B Nhap mét mé hodc dudng i Nhan dudng lién két ban co

thé chia sé
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Budéc 2. Tao lép/phong hoc

+ Trén giao dién Google Meet — Nhan vao nit 1énh “CUOC HQOP MOTI” hién
thi cira s6 Popup nhu sau:

Nhan vao

cd (1)Tao mot cudc hop dé sir dung sau

—+ (2) Bat dau mét cudc hop tae thi

Ex Cudc hop mdi

e (3)Lich bigu trong Lich Google

+ Nhu vay Google Meet c6 thé cho chiing ta 3 cach dé tao phong hoc

(1) Khéi tao phong hep bang “Tao mgt cugc hep s dung sau”
Cach nay don gian Google Meet chi tao ra 1 dia chi phong hoc dang Link.

Thay c6 luu trit cai dia chi nay lai va goi link nay toi cac thanh vién minh
mudbn mai tham gia 16p hoc nay

Dén ngay gio hop thi thay ¢b chi can nhan vao nit thir 2 trén giao dién Google

Meet “ | Whio mdt mid hade duimg I 7, 1ol nhap Link nay dé vao 1ép hoc/ phong hoc.

Chi tiét cach tao phong hoc theo cach 1 nhw sau:

- Thay ¢6 nhan chon “Cudc Hop Méi” > Chon “Tao mét cudc hop sir dung
sau” nhu hinh sau:

Nhan vao

e (1)Tao mét cudc hop dé sir dung sau
Chon lenh nay

+ (2) B4t dau mot cudc hop tire thi

™ (3)Lich biéu trong Lich Google

- Két qua hién thi thong tin phong hoc nhu sau, chi c6 vay théi:
Pay la dudng lién két dén cudc hop cla >
ban

Hay sao chép dudng lién két nay roi gui tdi nhiing
ngudi ma ban mudn hop cung. Ban nhad luu lai
dudng lién két dé coé thé sir dung sau.

meet.google.com/wht-wwqgw-fzu |_|:|
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(2) Khéi tao phong hep bang “Bat ddu mét cugc hep tirc thi”
Céach nay thay c6 dung khi cudc hop chuan bi bat dau, vi du khoang 30 phut

nira thi cudc hop bt dau.

Lic nay thay c6 khai tao 16p hoc va lay Link phong hoc goi dén tat ca céac
thanh vién

Vai cach khoi tao nay Google Meet s€ tao ra mot phong hoc ngay lap tirc va

dua thay c6 vao 16p ludn- Thay cd s& dong vai trd 1a Chu phong

Thay c6 vao trudc dé kiém tra phong hoc ciia minh c6 day da &m thanh, anh
sang (Camera) hay khong? Néu thiéu sé thiét 1ap lai n6 — phan sau s& trinh bay céch

thiét 1ap &m thanh, camera néu bi I3i.
Chi tiét cach tao phong hoc theo cach 2 nhw sau:

- Thay ¢6 nhan chon “Cugc Hop Méi” > Chon “TBét dau cudc hop tirc thi”

nhu hinh sau:

Nhan vao & (1)Tao mét cude hop dé st dung sau

+ (2) Bt dau mot cude hop tuc thi
Chon day

- (3)Lich biéu trong Lich Google

- Két qua hién thi ctra s6 moi nguoi tham gia va cac chirc nang cia phong hop
nhu hinh

Cudc hop da sén sang
2+ Thém nguéi khic 1

Hodc chia sé thang tin vé cach tham gia nay voi
nguai ma ban mudn mai tham gia cudc hop

meet.google.com/tza-fezm-gyb
$6 dién thoai: (US) +1931-820-2573 @
M3 PIN: 708 440 046%

1vn

Tham gia bang nguyenmanhhung@hcmuaf.edu

1211 | nzf-thfk-rbb
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+ Néu thay c6 chon “(1) Thém ngudi khac”: Tac thay c6 dang trao chia khoa
phong hoc cho Sinh vién/ cho khach moi. Khach mai hay sinh vién c6 thé tu di truc

tiép vao phong. Giao dién caa truong hop nay nhu sau:

Thém ngudi

b. nhan "Moi" dé nhap SV thwr 2, 3...

o+ Mai R4 Goi

g nguyenmanhhung02... X a Nhap mall SV

Mét s6 dia chi email cé 16i chinh t"lh:)c.("’ éng t udc Nong
Lam University. Hdy dam bao ban mdi dung ngu

D& xuat

Q Le van, Phan
) Ivphan@hcmuaf.edu.vn

5n Hung Nguyen Manh (gua Google Meet) <meetings-

Hung Nguyen Manh <nguyenmanhhung@hcmuaf.edu.vn> dang
méi ban tham gia m™ :udchqp vigeq dangién ra

¢. Cuoi cuni nhan g6 mail 1a xong
G email

+ Nguoc lai néu thay c6 chon “(2) Sao chép ID va Passcode”: Lic nay thay
cb goi céi nay cho sinh vién hay khach maoi trén nhirng kénh nhu Facebook, Zalo....

Khéch mai vao phong s& c6 3 ché do:

- Ché d 1 1a nguoi vao phong hop thay ¢d phai nhan “Chap nhan” thi ho méi
vao duoc

- Ché d6 2: ngudi vao s& duoc chuyén dén phong cho

- Ché d6 3: Ngudi vao co thé vao ra tu do

Tom lai 3 ché d6 nay sé& duoc thay o tu cau hinh trong Google Meet, mic dinh
thi Google Meet cai & ché do 1.

(3) Khéi tgo phong hep bang “Lich biéu trong Lich Google”

Cach nay gilp thay c6 tao ra thoi khoa biéu cho cac 16p hoc hay cac cudc hop
trong tuong lai.

Thay cb goi Link phong hoc cho sinh vién hay thanh vién tham du cudc hop.

Pén ngay gio thay co da cai dat thi Google Meet s& tw ma phong hoc/ phong hop nay
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Ién. Moi thanh vién s& vao hop va dén gio thi Google Meet ty dong déng phong — Néu
thay cd khong can thiép thu cong.

Tao phong hoc theo cach nay, Google Meet cd thé gilp quy thay cd tu dong
goi Link phong hoc dén nhitng ngudi ma thay c6 da add vao danh sach (thoi gian goi

tly thay cd quyét dinh).
Chi tiét cach tao Thoi khda biéu cudc hop trong twong lai nhu sau:

- Thay ¢d nhan chon “Cudc Hop Méi” > Chon “Lich biéu trong lich
Google”

Nhﬁll vao & (1)Tao mot cude hop dé str dung sau

o 2 . 2) B4t dau mét cudc hop tuc thi
Hién thi |T?® Hetoenop

|r"| (3)Lich biéu trong Lich Googlehon |

- M6t cira 6 méi mo ra, thay ¢d cau hinh nhu hinh sau:

. . 2 e n ; Cubi cung
X [Thém tiéu dé (1) Pat tén cugc hop/ 16p hoc thi nhin
(2): théi gian DAt dAU Thoi gian kot thic LUU
3thg8,2021  11:30 | t6i |12:30 3thg 8,2021 | Mui gis
[0 céngay [khonglap lai ~ Néula 16p hoc thi chon lap hang tuin
Chi tiét sy kign  Tim mét Th&i diém Khach
— ) Nhéip Email cia
I Tham gia bing Google Meet O x Them knaghvreri dwo'c moi
meet google.com/kjh-smsp-gjf - T&i da 100 ngudi tham gia

Quyén cta khéch

Thém vi tri ,
i [O stradaisykién

Cai dat thong bao théi gian

R As , . M&i nhimmg ngudi khac
dién ra budi hoc trwée ? phat and

Théngbdo ~ 30 phit ~ X%

Xem danh sach khach moi

Thém théng bao - - X -
g Chinh stra quyén cia

ngwdi dwee moi & diy

f3  NguyénHing ~ -
[Nhin phim Enter dé thém
Ban ~  Chédohiénthimicdinh ~ @ [C6 thé thém nhiéu ngwoi
= K B I U = = o ¥

Themméta ThAy c6 thém ghi chii hay 1&i nhic trwde khi tham gia
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Bai 3. CACH THAM GIA PHONG HOP TREN GOOGLE MEET

3.1. Vao phong hep/lép hoc
+ Thay c6 diang nhap vao gmail ma thay ¢ mubn dung dé tham gia 16p hoc

+ Nhén vao nat “luéi 6 vudng” & goc trén bén phai cia Gmail

= @ (#)0

+ Thay cd chon vao biéu twong MEET (c6 kém biéu twong may quay phim)

@ @ol

O &G/ @

Doanh ng...

1L
Tl'l'

Tai khoan Tim ki
YouTube Tin tire Gmail

* O

Tro chuyén Danh ba

+ Déan duong dan URL (Link) hay nhap ID phong hop vao khung “Nhap mat

mé& hodc dwong Link” = Nhan nat “Tham gia” bén canh

ra I
=7 (2)
E https://meet.google.cc | Tham gia

Ek Cudc hop mdi

+ Nhan vao nat “Kiém tra am thanh va video cia ban” dé kiém tra &m thanh

va camera cua thay cd cé hoat dong khéng

[X Kiém tra &m thanh va video cla ban
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+ Cudi cing nhan nat “Tham gia ngay” hay nut “ Yéu cau tham gia” dé di

vao lop hoc

San sang tham gia?

Khéng cé ngudi nao khac & day

Tham gia ngay El Trinh bay

Yéu cau tham gia

+ Google Meet s& dua thay c6 vao phong hoc/ phong hop

3.2. Roi phong hep/lép hoc

Nhan vao biéu twong hinh dién thoai ban dé roi phong
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Bai 4. HUONG DAN SU DUNG MQT SO THAO TAC CO BAN TREN
GOOGLE MEET

4.1. Céau hinh Mic, Camera va loa trong Google Meet
Thong thudng phan cing ciia méy tinh loa, camera... Google Meet s& tu dong

nhan dang va sé& ty dong cau hinh mic dinh

Tuy nhién trong mét sb truong hop MEET khéng cau hinh dung dan dén Loa,

Camera, Mic hoat dong khéng chinh x4c. Trudng hop ndy thay cb phai cau hinh lai

+ Thay ¢6 nhan vao nat “T0y chen ” = Chon “Cai dat”

- Thiy ¢6 nhin vio Tab “Am thanh bén tay trai” B s:u a6

nhan vao:

“Miii tén” phia dudi chir “Micro” dé chon dau vao cho &m thanh

Micrd

Mac dinh - Microphone (High Defini... > \!:'l,.- o

“Miii tén” phia dudi chir “Loa” dé chon dau ra cho &m thanh

Loa

Méc dinh - Speakers (High Definitiﬂ..O &) Kiém tra

- Thay ¢6 nhan tiép vao Tab “Video bén tay trai” | [k m sau do

nhan vao cac mui tén:

“Miii tén” phia dudi chit “May anh” dé chon thiét bi ghi hinh, cau hinh

d6 phan giai cua video...

May anh

©

Khéng tim thady may anh

D& phan giai khi guri (t6i da)
Tuddng

D& phan giai khi nhan (t8i da)

o ©

Tu ddng
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4.2. Cach day mot ngudi tham gia ra khéi 16p hec
+ Nhan vao nit “Quan 1y ngudi tham gia” E dé ma trinh quan 1y nguoi

tham gia ra nhu hinh 1:

] - Moi ngudi X
Moi ngudi X

2+ Thém ngudi
LF Thém ngudi

Trong cudc goi

° MNguyé&n Hung (Ban) @ l;l

Trong cudc goi
o MNguyén Hung (Ban) @ l;.l
4 @
o Nguy&n Hung @ ( 3 4 Ghim vao man hinh
(=) Xoa khdicudc hop) (2)

Hinh 1 Hinh 2

+ Nhan chudt vao nit “3 cham den” chon “X6a khéi cudc hop”

4.3. Thay d6i b6 cuc ciia Google Meet theo y thich
Ché d6 xem mic dinh ctia Google Meet 1a Mot ngudi dang noi ¢ phia trude va

mot Sidebar bén canh.

Bay gio thay cd mudn ddi b cuc dé co nhiéu ngudi xuat hién trén ma hinh
cung 1 Iuc thi thao tac nhu sau:

+ Nhén vao nat “Tuy chon” H & dudi man hinh

+ Nhén vao “Thay d6i b cuc” dé hién thi cira s6 chon bd cuc nhu hinh sau:

Thay déi bé cuc ¥

B3 luu lua chon cho cac cudc hop vE sau

@® Tudong 5
O xépke
(O Tiéu diém

(O Thanh bén
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+ Tw ddng: 12 ché d6 mic dinh, thay cd s& thiy 9 6 tuong tng véi 9 ngudi trén
man hinh

+ Xép ké: Ché do nay cd thé hién thi 49 ngudi cung 1 lGc. Thay cd s& thiy 16

ngudi trén man hinh, dung thanh truot phia duéi dé duyét xem nhiing ngudi khéc

+ Tiéu diém: Nguoi dang néi hay dang share ma hinh s& duoc hién thi Full man
hinh

+ Thanh bén: Nguoi dang néi hay dang share man hinh s& dwoc xuat hién trong
1 6 vudng I6n bén trai, O con lai hinh chit nhat phia phai s& hién thi hinh anh cua cac

ngudi dang tham gia. Tac vira trinh chiéu vira nhin thay nguoi khac.

Note: khi sir dung b cuc c6 thé xuat hién 161 nhu video bi treo, hinh anh share bj

ping. Thay c6 khac phuc né bang cach:
- Pong tit ca c4c trinh duyét web khac
- Pong tat ca cac cira s6 hay tng dung dang mé ma minh khéng diing
- Giam bét s6 6 trong b cuc méi doi
- T4t Camera ctia minh

4.4. Piém danh tw déng khi day hoc/hop biing Google Meet

Buwéc 1. Thay c0 tdi tign ich “Meet attendance” va cai vao trinh duyét
+ Thay ¢0 truy cap vao trang sang dé tai tién ich trén

https://chrome.google.com/webstore

+ O khung “Tim kiém trong ctra hang” thdy c6 g& “meet attendance” dé tim

kiém
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+ Thay ¢d chon tién ich ndo cd viéu twong qua tao nhu hinh sau rdi nhan chudt

4

Meet Attendance

Goog|e Do claycodes.org cung Cép

Meet Collect attendance in a Google Sheet from a Google Mest.

Attendance )
LB & 352 Mang suat

vao no
+ Nhan tiép “ Thém vao Chrome” nhu véy la cai dat di cong
Buwéc 2. Piém danh tw déng

Sau khi vao 16p hoc — Thay ¢6 nhan vao nat “Quan 1y thanh vién” Eéy co

s& thay thém mot tién ich da duoc cai dit nhu hinh sau

Moi ngusi = . (?2) X
Voingus x B § o

a\ m - - A e T
o0s Ré chuot vag sé xuat hieén
Thém ngudi ; AP . -
= J cac nit lenh|nhw hinh béh

SUBSCRIBE

Synced to: undefinad
Trong cudc goi Please Authorize to use.

m Mguyén Hing (Ban) Q@ &
° Nguyén Hing (Ban) @ l;l.

(1): bat/tat ché do kiém danh tr dong, két qua diém (2): Tai danh sach diém danh vé may
danh s& tir dong lvu & Google Drive

+ Khi thay/cd bat ché do diém danh (1) thi chuong trinh ty dong diém danh va

luu danh séch nay lIén google drive

+ Thay ¢6 c6 thé nhan nat mii tén huéng xudng (2) dé tai danh sach nay vé
may tinh

+ Ngoai ra con mot sé tinh nang khac, thay ¢ tu kham pha dé st dung
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4.5. Trinh chiéu Powerpoint trén Google Meet van nhin thdy ngwoi tham gia
khac

Buwéc 1. Piéu chinh dang trinh chiéu trén file Powerpoint

+ Thay ¢ nhan vao menu Slide Show caa Powerpoint — Chon Setup Slide Show nhu

hinh sau:
Bld9-vI= Mo hinh hoa DGDD_2020-2021_V3.pptx - Microsoft Powerl
Home Insert Design Transitions Animations Review View

N =] ir:'f) Play Marrations Resolution: Use ¢
: L)
2) Use Timings =F Show On

‘4 Hide Rehearse Record Slide

Slide Timings Show = Show Media Controls esenter Viev
Set Up Mon

== T= =)
» Y B 3
= =N == -
From From Broadcast Custom

Beginning Current Slide  Slide Show Slide Show ~
Start Slide Show

+ Thay ¢6 chon loai show 13 “ Browsed by an individual (window) — Nhan OK

Set Up Show ? >
Show type Show slides
® Al
JFrom: || | To: =

Custom show:

Show options Advance slides

[JLoop continuously until 'Esc’ (2 Manually

[]show without narration (®) Using timings, if present

|:| Show without animation Multiple monitors
]

Laser pointer color: I - Primary Monitor

Show Presenter View

To show a laser pointer during slide show, hald down the Cirl key and press the left mouse
Lt A
2
e OK | Cancel

+ Thay cd chia doc man hinh may tinh thanh 2 phan: Phan bén trai trinh chiéu, Phan

bén phai nhin thiy nhau, dé 1am nhanh thay c6 dung t6 hop phim tit sau

- Nhan vao Powerpoint roi nhan phim “Window trén ban phim “ + “phim mili

tén qua TRAI” : Két qua phan trinh chiéu nam % man hinh bén trai nhu hinh sau:

o

Option
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- Nhan vao Google Meet rdi nhan phim “Window trén ban phim “ + “phim mili

tén qua PHAI” : Két qua phan trinh chiéu nam % man hinh bén phai

+ Vao phan trinh chiéu (share man hinh) — Chon share 1 cira s, lic nay phan
powerpoint s& trinh chiéu & phan bén trai man hinh, con Google Meet s& chiéu & bén

phai man hinh

Q| @B@ s X |+ @ <«

C @ meetgooglecom/cor-mklocjsdz.. B Yy @ H o @

[#] Ban dang trinh bay véi tat ca moi <

Moi nguai 0

2 Them nguai

goi

IIII ™~ Trong cude
NOI D G |5 o Nguyén Hung (Ban) e n
Chwong 1. CO S& KHOA| |[Chwong 2. MO HINH HOA

HOC BINH GIA DAT DAl BINH GIA DAT DAI k 0 - QN

TET

Vay la thay ¢6 vira c6 thé trinh chiéu vira c6 thé nhin thay hoc sinh
NOTE:

+ GOOGLE MEET c¢on rét nhiéu chtrc ning nita, thay cd c6 thé tu kham phé thém
trong qua trinh sur dung

+ Khi trong 1 phong ma c6 2 may ciing vao phong hop thi &m thanh s& vong va ré rat

to
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