CONG TY CO PHAN BIBICA

HUONG DAN XAC NHAN THAM DU, CAI PAT MS TEAM- OFFICE 365, SU
DUNG VA BIEU QUYET TRONG PAI HOI PONG CO PONG THUONG NIEN
BIBICA 2025

1. Cb déng diang ky tham du dai hdi:
a) Xac nhan tham du bang thu.
b) Cb dong giri Email cho Thu ky Bibica: “namnt@bibica.com.vn”; Xac nhan tham dur; s6
dién thoai c6 dong.
c) Cong ty giri Email cho C6 dong xac nhan: duong link két ndi, Username va password
cuia MS Team (cb dong bao quan User tir Iic bat dau dén khi két thuc dai hoi)

2. Huwéng din cai dit va ding nhap User trong MS Team:
a) Buwdrc 1: Click vao dwong link (xem trong mail cong ty giri)
- Click vao link: https://www.microsoft.com/en-us/microsoft-teams/download-
app#desktopAppDownloadregion

-Chon “Download Team”
Download Teams for work on your desktop

Download Teams

-Chon noi luu file trén man hinh desktop.
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-Chon “Team Windows”:goc dudi bén trai dé cai dit:
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Cam on ban da tai xung!
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Ghi cha: Truong hop nay tai ung dung trén may tinh; riéng dién thoai Smart phone,

. Microsoft Teams
B i
Tablet vao Appstore BESEEESEIEN chon MS Team va tai

b) Bwérc 2: Pang nhap User va Password:
Nhap dia chi Email va mat khau da guri kém trong thu/email cho qui Co dong:
Vi du: Vi du c6 dong: Ma s6:001; mail: bbc001@bibica.com.vn


https://www.microsoft.com/en-us/microsoft-teams/download-app#desktopAppDownloadregion
https://www.microsoft.com/en-us/microsoft-teams/download-app#desktopAppDownloadregion

- Dbang nhap: “Username”

B® Microsoft

Pang nhap

CDO01@bibica.com.vn

- Dang nhap: “Password”

B Microsoft
cd001@bibica.com.vn
Can thém théng tin

TS el n EBR theém thang tin 48 bao mat tai

Tigp theo

Chon Tiép theo

Budc 3: Kiém ching bao mat bo sung: vi tri s6 1: Chon “Dién thoai x4c thuc”, vi tri s6
2: Chon “Viét nam”, vi tri s6 3: “Nhap s6 dién thoai di dong”; chon: “Tiép theo”
Ma xac thuc s€ dugc gui vao so dién thoai qui Co dong.
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Chon Tiép theo

Budc 4:
- Nhap ma xac thuc trén vao 6 s6 1.

Budc 2: Ching 3] 8 g tin nhin vin bin 161 56 dién thoal +84 917330281 cla ban
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- Chon: “Kiém ching” s6 2.

Budc 3: Thép tyc sif dyng cic ing dyng hifn c6 cia byn

Chon: “Hoan tat”



cd001@bibica.com.vin
Duy tri dang nhap?

Thuc hién thao tac nay d€ giam s& 1an ban dugc yéu
cau dang nhap.

[ ] Khéng hién thi lai théng bao nay

Chon: “C6” dé duy tri dang nhap.

8 teams.microsoft.com/_#/l/meetup-join/1%:mee
x|
teams.microsoft.com wants to
& Use your microphone
B Lse your camera
Allow Block

Chon: “Allow” dé vao cudc hop.

Nhap tén vao 6 s6 1: Ma co déng_tén trong Thu/email da giri ¢6 dong.
Bam vao 6 s6 2: Tham gia ngay dé vao tham du dai hoi.
3. Huwéng dan sir dung User Co dong (MS Team) trong Pai hoi:

3.1. Pang nhap vao App: MS Team.

3.2. Nhap ma xac thuc dugc giri vao dién thoai ca nhan (thyc hién twong tu muc 2 budc 3 trén)
3.3. Vao Calender -> Join vao cudc hop dai hoi.

3.4. Phat biéu/Biéu quyét trong dai hoi: Click vao (biéu tuong ban tay s 1) dé duoc phét biéu.

3.4. Trao ddi y kién véi Ban T chuc: Click vao (biéu tugng nhan tin s6 2): Co déng Nhap noi
dung y kién hay dat cau hoi véi Chu toa Pai hoi/Ban Té chuc.

4. Phwong thirc biéu quyét/ bau cir: Cé dong tham du truc tuyén (online):

Biéu quyét cac noi dung Pai hoi gom: Chu toa doan, Thu ky, Ban kiém phiéu, Quy ché, chuong
trinh, Céc noi dung, Bién ban va Nghi quyét Pai hoi.

+ Céch biéu quyét:

- Cb Pong biéu quyét truc tiép vao phiéu biéu quyét Ban Té chic (BTC) da giri; Scan giri vé BTC
trong ngay 21 thang 04 nim 2025 (sau PH giri phiéu vé Cong ty)



- Khi tham dy dai hoi biéu quyét online vao Form thiét 1ap trén office 365 do BTC giri link hoic
Qr-code kém qua email cua tirng C6 dong tham du.

- C6 Pong lua chon bang cach danh dau (x hoidc V) vao 6 Bdng ¥ hoic Khong ddng y- xong bam
nat gui di.
- Ghi nhan két qua: BTC xuat di liéu, két qua biéu quyét caa Co dong.

Ghi cha: Ban Té chirc Pai hoi s& thuc hién Test két ndi online véi tirng C6 dong trudce ngay dai hoi
chinh thic 1 ngay.

Trong qué trinh dai hoi, BTC dugc phép ghi nhan hinh anh va &m thanh trong sudt qua trinh dai
hoi.

Lich hop PHCD trén MS Team s€ dugc lap trudc ngay 3 ngay.

Ngay Dai hoi Co dong: thoi gian bat dau két ndi vai qui C6 dong tir 13:00 PM dai hoi chinh thic
tir 14:00-16:30 PM ngay 21 thang 04 nim 2025,

DAl HOI PONG CO PONG THUONG NIEN BIBICA



