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×čòÄçòáãù¬ÈñÁÁñÚ Microsoft Teams 

Microsoft TeamsÄ÷íĀÄã÷ĈíÇá÷í×õĈÖùÁííÁāÚÚáòĀÞ÷ĈíĀÛºÙ ê÷ĈíÁåòÇăÙÁòã

×čòÇòÙăÙÔ¬òÙÕ«òÇĆĀÊ«Ù ÁòãÕôÔÕ«íê÷Ĉíêòã ÁòãÙñÔëáòâ ÁòãÛãðÊøá ÁòãÛãðÁòè

āåðÕôÔÕòá Â«òçêòã ÁòãÕôÔÕòáÇòÙëã÷íĂÄãÇÁòãÕ«òÇĆĀÛºÙÕ¬Ù ĂÔâĀÛºÙĀëá÷íÙ

èùÙâ¯ÁåòÇăÙÁòãĀÂ¬òÖöÇÚãôÁòãÕ«òÇĆ×õĈáõíâù« ăÙÕñçãðÚÚ Office 365 ĀÊ«Ù ÈñÔÁòãÁòã

êÙ×Ùò Ąßå¯ āåðĀÄã÷ĈíÇá÷íÂíÇÄøÓ×ñĉÇëáÔăÙÞ÷ĉÙ×õĈ×čòÇòÙÂíÇ×õá×õĈ ĀÔõâç ãçá×ñĉÇ

êòáòãÖĀÂ¬òÖöÇ SharePoint, OneNote, PowerBIāåð Planner ĄÔ¬ăÙ×ñÙ×õ êã¬òÇ

āåðāÁ¬ĄÂ ĀíÁêòãĄÔ¬ĂÔâÕãÇÈòÁăÙāíÛ ×čòăë¬×õáÂíÇÄøÓáõê«çÙã«çáíâù«ĀêáíÔ¬çâ

ÁòããçáíõĀáå Ä¬Ùëò×ñĈçÚøÄÄå Ąßå¯ āåðÁòãêÙ×ÙòĄÔ¬íâ«òÇíñÈÉãôâðÈòÁ Microsoft 

Graph

íõÁ×ñĉÇáõÈøÔĀÔ«ÙăÙÔ¬òÙÄçòáêðÔçÁêÚòâ ÄçòáÛåíÔàñâ ãùÛã«òÇëÙ¬òÕò×õĈ 

modern ăÊ¬ÇòÙĄÔ¬Ç«òâ ãçáÖöÇâñÇáõÁòãÈñÔÁòãāÚ«ÇÞ÷ĉÙ×õĈëã÷íÁåø«áăÙÁòã×čòÇòÙÁñÙ

íâ«òÇÊñÔĀÈÙ  ăÊ¬ĀÛºÙÞ÷ĉÙ×õĈ×čòÇòÙãðëç«òÇÜù¬ĀãõâÙāåð Üù¬êíÙ ëã÷í ăÊ¬×čòÇòÙã«çáÁñÙ

êčòëãñÚÚøÄåòÁã ĀÈ¬òëÙ¬ò×õĈ āåðÄÓòÈòãâ¯ 
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1. ×čòÁòãÁãíÁ usernameāåð password ÈòÁÙñĉÙÁÔåÇÊ÷ĈíĀÂ¬òăÊ¬ÇòÙ ĀÞ÷Ĉí

ĀÂ¬òêù«ãðÚÚ Offfice365

êčòëãñÚíòÈòãâ¯áëòçô×âòåñâÚùãÞòêòáòãÖåÇÊ÷ĈíÜù¬ăÊ¬ÇòÙĂÔâăÊ¬ (Ê÷ĈíÜù¬ăÊ¬@buu.ac.th)

êčòëãñÚÙôêôÕáëòçô×âòÚùãÞò êòáòãÖåÇÊ÷ĈíÜù¬ăÊ¬ÇòÙĂÔâăÊ¬  (ãëñêÙôêôÕ@my.buu.ac.th)

āåðêčòëãñÚÚøÄÄå×ñĈçĄÛ êòáòãÖåÇÊ÷ĈíÜù¬ăÊ¬ÇòÙĂÔâăÊ¬ E-mail ÂíÇ×òÇ Microsoft

2. ëåñÇÈòÁ×čòÁòãĀÂ¬òêù«ãðÚÚāå¬ç ÈðÛãòÁÏāÖÚĂÛãāÁãáÔñÇãùÛ ëåñçÈòÁÙñĉÙ

ÄåôÁ×õĈ Teams

ÁòãĀÂ¬òăÊ¬ÇòÙĂÛãāÁãáMicrosoft Teams
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Áòãêã¬òÇāåðăÊ¬ÇòÙMicrosoft Teams 

Menu

êčòëãñÚÁåø«áĀáÙùëåñÁÂíÇÕñçĂÛãāÁãá Teams Èðíâù«ăÙāÖÚÔ¬òÙË¬òâá÷í ăÙĂËÙ

êõĀÂ¬áĆĀÛºÙëåñÁ ËöĈÇÈðÛãðÁíÚÔ¬çâ 

1. Activity êčòëãñÚĀãõâÁÔùÁôÈÁããáÕ«òÇĆ×õĈ×«òÙ×čòÇòÙíâù«ăÙãðÚÚ 

(Āêá÷íÙ News Feed) 

2. Chat êčòëãñÚêÙ×ÙòÁñÚÜù¬ăÊ¬ÇòÙí÷ĈÙĆ×ñĉÇāÚÚĀÔõĈâçāåðāÚÚÁåø«á 

3. Teams Þ÷ĉÙ×õĈÁòã×čòÇòÙêčòëãñÚÁåø«áÂíÇ×«òÙ (ÈðíØôÚòâåðĀíõâÔăÙ           

ëñçÂ¬íÖñÔĄÛ) 

4. Meetings ĀãõâÁÔùÕòãòÇÙñÔëáòâāåðêã¬òÇÁòãÛãðÊøá 

5. File ĀãõâÁÔù file ÂíÇ×«òÙ×õĈĀÁćÚíâù«ăÙê«çÙÕ«òÇĆăÙ×õĈĀÔõâç 

6. AssignmentsëòÁ×«òÙêã¬òÇÞ÷ĉÙ×õĈÁåø«áăÙãùÛāÚÚ Classes ëã÷íĀÛºÙêáòÊôÁ 

×«òÙêòáòãÖêã¬òÇ Assignmeëã÷íÕãçÈêíÚÇòÙ×õĈ×«òÙ  

ê«ÇĄÛāå¬çĄÔ¬ 
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Áòãêã¬òÇ Teams 

1. ÁÔÛø¦á

2. ÈòÁÙñĉÙÁÔ Create Team 
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Āá÷Ĉí×«òÙÁÔ Create Team ÈðÞÚÛãðĀà×ăÙÁòãêã¬òÇ Team íâù«4ÛãðĀà×Ä÷í

ClassesĀëáòðêčòëãñÚÁòãêã¬òÇÊñĉÙĀãõâÙāåðăë¬ÙñÁĀãõâÙĀÂ¬òáòê«ÇÇòÙ ãçáÖöÇÁòã

êã¬òÇ assignment ÕôÔÕòáāåðÕãçÈêíÚãòâÇòÙÂíÇÙñÁĀãõâÙ êã¬òÇāÚÚ×ÔêíÚ 

āÚÚêčòãçÈ êòáòãÖĀÊôÍíòÈòãâ¯×«òÙí÷ĈÙ ĀÂ¬òáòã«çáĀÛºÙíòÈòãâ¯ăÙÁåø«áĄÔ¬

PLCsĀëáòðêčòëãñÚêáòÊôÁ×õĈĀÛºÙ ÙñÁçôÊòÁòãèöÁéò Üù¬×õĈĀÁõĈâçÂ¬íÇÁñÚÁòãçòÇāÜÙ

ÁòãèöÁéò ËöĈÇ×õáÛãðĀà× ÙõĉÈðêÙñÚêÙøÙÁòã×čòÇòÙã«çáÁñÙÚÙĀíÁêòãííÙĄåÙ¯

ÞùÔÄøâāåÁĀÛåõĈâÙ ÛãðÊøáííÙĄåÙ¯āÚ«ÇÛ¸ÙÂ¬íáùå×õĈ ĀÁõĈâçÂ¬íÇăÙÁòã×čòÇòÙ

Staff ĀëáòðêčòëãñÚÁåø«á×õĈáõleader ăÙÁòãÄçÚÄøáÂ«òçêòã ÄçÚÄøáêô×ØôČêáòÊôÁ

ăÙÁòãĀÂ¬òÖöÇ ĀíÁêòãÚòÇÇòÙĀ×«òÙñĉÙ āÚ«ÇÚñÙêÖòÙðÄçòáÁ¬òçëÙ¬òãòâÇòÙ ÛãðÊøá

ííÙĄåÙ¯āåðÚñÙ×öÁçõÔôĂíÁòã ÛãðÊøáííÙĄåÙ¯

AnyoneĀëáòðêčòëãñÚ êĂáêã Êáãá ÊøáÙøá ëã÷í staff ×õĈÕ¬íÇ×čòÇòÙã«çáÁñÚ

Áåø«áÕñçā×ÙÙñÁèöÁéò ăÙ Áòãêã¬òÇÂ«òçÛãðÊòêñáÞñÙØ¯āÚ«ÇÛ¸ÙÂ¬íáùå ÛãðÊøííÙĄåÙ¯

āÚÚâ«íâāåðāÚÚ×ñĉÇÁåø«á ÕñĉÇÄ«òêô×ØôČÂíÇ êáòÊôÁăÙ×õá
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3. ×čòÁòãÄåôÁ×õĈÛø¦áĀå÷íÁêã¬òÇ×õáÛãðĀà×Other
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4. ÕñĉÇÊ÷ĈíāåðãðÚøãòâåðĀíõâÔÂíÇÁåø«áÇòÙëã÷í×õáÂíÇ×«òÙ

Public×øÁÄÙăÙíÇÄ¯ÁãÂíÇ×«òÙêòáòãÖĀÂ¬òã«çáĄÔ¬ āåðÄ¬ÙëòĄÔ¬ 

Private ĀÈ¬òÂíÇÁåø«áêòáòãÖĀÞôĈáêáòÊôÁĄë¬ĀÞõâÇÜù¬ĀÔõâç

êã¬òÇÊ÷Ĉí×õá

Āå÷íÁÄçòáĀÛºÙ

ê«çÙÕñç

ĂÔâÕñçíâ«òÇÈðÄåôÁ

Āå÷íÁ Private 



5. ĀÞôĈáêáòÊôÁăÙ×õáĂÔâÁòãÞôáÞ¯Ê÷ĈíÜù¬ăÊ¬ Ê÷ĈííõĀáå ëã÷í mail group 

ÈòÁÙñĉÙÁÔ Add
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6. ëòÁ×«òÙÕ¬íÇÁòã āÁ¬ĄÂëã÷íÕñĉÇÄ«òăÔĆêčòëãñÚ×õáÂíÇ×«òÙ ÄåôÁ×õĈÈøÔ3ÈøÔ ×õĈ

íâù«ëñçáøáÚÙTeams (̧ ¸ )̧ÔñÇãùÛ



ÁòãĀÂ¬òã«çá Teams 

Üù¬ăÊ¬ÇòÙêòáòãÖĀÂ¬òã«çá×õáĄÔ¬ 3Ê«íÇ×òÇ Ä÷í 

1. ÁÔÛø¦á ÈðĀÈíëÙ¬òÕ«òÇÔñÇãùÛ

A. Leader ÂíÇ×õáĀÊôÍăë¬ĀÂ¬òÁåø«á ×«òÙÈðíâù«ăÙÁåø«áĂÔâíñÕĂÙáñÕô 

B. Áåø«á×õĈêã¬òÇāÚÚêòØòãÓð ×«òÙêòáòãÖÄåôÁĀÞ÷ĈíĀÂ¬òã«çá×õáĄÔ¬ĂÔâ

íñÕĂÙáñÕô
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C. ĄÔ¬ãñÚãëñêêčòëãñÚÁòãĀÂ¬òã«çáÁåø«á Āá÷ĈíÜù¬ăÊ¬ÇòÙĄÔ¬ãñÚãëñêāå¬çăë¬Üù¬ăÊ¬ÇòÙ

ĄÛ×õĈ ÈòÁÙñĉÙÈðÞÚëÙ¬òÕ«òÇÁòãĀÂ¬òã«çáÁåø«á ÔñÇãùÛ 
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Áòãêã¬òÇãëñêêčòëãñÚĀÂ¬òã«çáTeams 

1. Üù¬ăÊ¬ÇòÙ×õĈĀÛºÙĀÈ¬òÂíÇÁåø«áêòáòãÖêã¬òÇãëñêĀÂ¬òã«çáÁåø«áĄÔ¬ ĂÔâĄÛ×õĈ 

ÁòãÕñĉÇÄ«ò (Setting) Team code
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Áòãêã¬òÇ Channel 

Channel Ä÷í ÁòãāÚ«Çë¬íÇêÙ×Ùò×õĈÊñÔĀÈÙíâù«àòâăÕ¬×õáĀÔõâçĀÔõâçÁñÙ×čòăë¬

ÁòãêÙ×ÙòĄá«ëåøÔÈøÔÛãðêÇÄ¯ĀÔõâçÁñÙ êòáòãÖāÚ«ÇĀÛºÙëñçÂ¬í×õĈêÙăÈ, āÜÙÁ 

ëã÷íĂÄãÇÁòãĄÔ¬ĀÊ«ÙÁñÙ 

1. ÄåôÁ×õĈÈøÔ3ÈøÔ ×õĈíâù«ëñçáøáÚÙTeams (̧ ¸ )̧ Āå÷íÁ Add 

Channel 

2. ÕñĉÇÊ÷ĈíāåðãðÚøãòâåðĀíõâÔÂíÇ Channe

page 11



āÖÚĀÄã÷ĈíÇá÷íëÙ¬òÕ«òÇĂÛãāÁãá 
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Þ÷ĉÙ×õĈāêÔÇĀÙ÷ĉíëò

ÈòÁÁòãêÙ×Ùò

Þ÷ĉÙ×õĈăÙÁòã

ÞôáÞ¯

Â¬íÄçòá

Ûø¦áāÙÚĄßå¯

Ûø¦áíõĂáÈô

Ûø¦áêÕôÁĀÁíã¯

Ûø¦áÛãðÊøá video call

Ûø¦á×čòÁòãStream






