HUONG DAN SU DUNG PHAN MEM ZOOM
BAO VE ONLINE DANH CHO CHU TICH - THU KY HQOI PONG

I. Cai dit zoom client meeting, tao tai khoin mién phi zoom (chi 1am 1 1in)

1. Download zoom tai: https://zoom.us/download
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Download Center Download for IT Admin ~

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 5.7.5 (939) (32-bit)

Download 64-bit Client Download ARM Client

2. Tién hanh cai dat va khoi dong phan mém zoom

3. Ding nhap theo tai khoin mail truong, gmail/facebook hoic ding ki tai khoan zoom mién phi
Quy Thay C6 ding nhap bang tai khoan email truong PH KHTN s& vao truc tiép phong Hoi dong.
Trong truong hop ding nhap bang tai khoan email ngoai trudng, Quy Thay C6 s& vao phong chd.
Phong Pao tao SPH s& moi Quy Thiy C6 vao phong Hoi dong.


https://zoom.us/download
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[Entel your password Forgof’]
Sign In

Keep me signed in

or sign in with

Q G (£]

SSO Google Facebook

< Back Sign Up

IL. Sir dung phin mém zoom dé bao vé online (mdi hdi dong)

1. Chay zoom sau khi dang nhép hodc dang ky
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zoom.us wants to open this application.

O Always allow gooiezoom.us to open links of this type in the associated app

iy,
Open Zoom Meetings

Login with Google

Zoom should launch in a few seconds. If not, please click button below.

2. Sau khi ding nhép thanh céng vao zoom, mé Phong Hoi ddng nhu sau:

— An Join



o Zoom
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Home Chat Meetings Contacts Apps

New Meeting ~ Join
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Q. Search / Jump To ‘?.

Sunday, August 15, 2021

No upcoming meetings today

Schedule Share screen

3. Vao phong Hoi dong: Nhiap Room ID, nhép tén.

c Zoom

Join Meeting

Enter meeting ID or personal link name v

Enter your name

‘:\ Do not connect to audio

] Turn off my video

Join Cancel

4. Nhap Passcode xong 4n Join Meeting

= XXE-XXXN-XXXX (Room D)

= | PGS.TS ..

Chon Turn off my video néu khéng
mudh hién thj camera ciia minh




= Enter meeting passcode X

Enter meeting passcode

Meeting Passcode
[ HARRAK ] -

XM (Passcode)

Join Meeting Cancel

5. Giir quyén quan tri phong hop: (Phin nay do Phong Dao tao SPH thuc hién, sau khi giit Host,
Phong Pao tao SPH tao quyén Co-host cho Chu tich va Thu ky Hoi dong

Trong trudng hop Chu tich va Thu ky Hoi dong nam host key, vao muc Participants, chon Claim Host,
nhép Host key.

Luu y: Khong cho hoc vién biét Host key

v Participants (1)

8 teset (o)
-(. eset (Me)

x Budc 3

Enter the Host Key to claim host role

] - — KOO (Host key)

Host key is a 6-10 digit number

OR

Sign In to Claim Host

Bude 2

Bwée 1




Tao Co-host: click phai chudt vao Chu tich va thu ky HD, chon Make Co-host
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Report

Schedule
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6. Bit chirc niing Video Record (Thu kyHoi dong thuc hién viée ghi video, chép vao USB hodc dua
thong tin budi bao cdo 1én Google Drive giri cho Phong Pao tao SDH)
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Luu ¥: Sau khi thoat budi hop, phin mém zoom s& chuyén video thanh file mp4. Sau khi chuyén file
xong window s& tw m& thu muc chira video. Thu ky Hoi dong chép USB hodc dua thong tin budi bao
cao lén Google Drive guri link cho Phong Pao tao SPH.

7. Méi khach tir phong chd vao phong hdi ddng: Tai phong chd (Waiting Room) Chon Admit dé moi
khach

k) Zoom Meeting — O X

v Participants (1)

Waiting Room (1) ~ Message

Xuan Vinh (Guest) m Remove

In the Meeting (1) v

<«» Nguyén Xuan Vinh (Host, me) Z %

Nguyén Xuan Vinh

Y - /(I
Unmute Start Video

Invite Mute All

8. Hop kin:

Cach 1: Pua khach moi ra phong chd trong lac Hoi dong hop kin: click phai chudt vao khach, chon Put
in Waiting Room
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Cach 2: Tao Breakout room: Cac thanh vién hoi d@)ng tao breakout room va vao hop, HV va khach moi

0 ngoai phong zoom chd

Vao More — chon Breakouts room — Chon Assign manually - Create
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Chon open All Rooms
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Cac thanh vién HD trao ddi thdo luan trong Breakout Room. Chon Leave room dé trd vé hodi ddng chinh. Chon
Close Breakout Room dé dwa cac thanh vién HD tr& vé HD chinh.

) Zoom Meeting - Room 1 — L X

Xuan Vinh

Nguyén Xuan Vinh

g ~  wo- a2 . a -

Unmute Start Video Participants Chat Share Screen Reactions

Leave Room

III. Két thiic bao vé va dirng Hji dong.

1. Tat phanVideo Record: click vao nit Stop Recording trén goc trai man hinh (Thu ky hoi dong thuc
hién)
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2. Dirng buéi hop:
- Chon End =>chon End Meeting for All

- a X

~ Participants (1)
‘?. Nguyén Xuan Vinh (Host, me) & oA
(@4 zoom Meeting [ B WA R

Sau khi thoat budi hop, phan mém zoom sé& chuyén video thanh file mp4. Sau khi chuyén file xong
window s€ tu mo thu muc chira video.

Thu ky hoi dong chép USB hodc dua thong tin budi bao co 1én Google Drive giri link cho Phong Dao
tao SPH.

IV. Mt s6 chirc ning thuwong dung khac:

- Tit mé micro (Mute/Unmute): goc bén trai thanh diéu khién



- Tit md camera (Start Video/Stop Video): ké bén thanh tit md micro

- Tét mé tinh ning phat 4m thanh khi c6 hoc vién ra vao phong: Vao muc Participants, chon du
... phia dudi bén phai, bo chon “Play sound when someone joints or leaves”
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- Tat mo tinh nang chat (néu muén trao d6i thong qua tin nhin): vao More, chon Chat
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- Share man hinh file Powerpoint hoic MS word dé bao céo
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- Bit dau bdo céo trén Powerpoint (man hinh chwong trinh Powerpoint cia HVCH/ NCS). Thanh
diéu khién s& an ¢ phia trén man hinh
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- Han ché cac quyén ciia khach (néu cin thiét): Vao muc Securities, bo chon tinh ning Share Screen va
Start Video ctuia khach moi
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Luuy:
Trong qué trinh hop Thay/ C6 vui 1ong tat micro khi khong phat biéu hodc trao doi dé tranh gay tiéng
on trong phong hop.



