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Ban ghi chép IGi thoai

Giao tiép truc tuyén

33 phat

Khéa hoc nay sé cung cap cho ban phuong phap giao tiép truc tuyén hiéu qua bang cach s dung
thu dién ti (email). Ban sé dudc gidi thiéu cac ing dung web dugc st dung dé gui tin nhan, bao
goém ca tin nhan thoai va cac cuéc goi video.

Giao tiép bang email

19 phat | 8 bai

Trong hoc phan nay, ban sé tim hiéu sdu han vé email, cach cai dat email va cach st dung email
dé két néi v8i moi ngudi.

Gidi thiéu

1 phat

C4 nhiéu cach dé lién lac véi ngudi khac qua internet. M6t trong nhitng cach phé bién nhat dé
giao tiép truc tuyén véi ngudi khac la sir dung email hay thu dién tur.

Trong bai hoc nay, ban sé hoc cach giao ti€p truc tuyén bang email.

Két thuc hoc phan nay, ban sé:

e Biét cach st dung email.

e Biét cach lap mot tai khoan email.

e Biét st dung dich vu email dé gli email.

e Biét sir dung dich vu email @& xem va tra I3i thu.

Cach sd dung email
3 phut

Gidi thiéu vé email
Email 1a mét dich vu web cho phép ban giao tiép truc tuyén vdi ban be, gia dinh va ngudi khac.
Email cho phép ban gui va nhan thu dién t&r qua mang internet.

Xem video sau dé tim hiéu thém vé cach sir dung email dé giao tiép truc tuyén.

Video: Gigi thiéu vé email

Qua internet, ching ta c6 thé giao ti€p v&i ngudi khac theo nhiéu cach mdi. Vi dy, thay vi gui thu
dén ai dé theo cach gui thu truyén théng, ban co thé gui email hay thu dién tur.
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Chlng ta cling tim hiéu su khac nhau gilta email va thu truyén théng. Khi ban muén gl mét birc
thu hodc mét buu kién, ban thudng cé mét vai luva chon déi véi bén van chuyén thu ma ban sé
st dung. Véi email, ban cling c6 nhiéu nha cung cap dé lua chon, va ban chi can dang nhap mét
trong cac dich vu nay ma khéng méat phi. Mét trong nhitng nha cung cap email phé bién nhat la
Outlook, ngoai ra cling c6 mot s6 nha cung cap khac.

Viéc dau tién ban phai lam khi gui email 1a soan néi dung. Thay vi st dung but va gidy dé viét thu,
cac nha cung cap dich vu email 6 s&n cac cong cu soan thao gilp ban dé dang viét va chinh sia
cling nhu dinh dang théng tin bang cach st dung ky tu, chir viét, hinh anh, video, tai liéuva nhiéu
cong cu khac.

Tiép theo, ban can quyét dinh email sé dudc gui cho ai? Khi chdng ta gui thu truyén théng, ching
ta can biét tén va dia chi cu thé cia ngudi nhan. V&i email, tat ca ngudi dung email déu dang ky
mét dia chi email duy nhat. Méi dia chi email bao gém tén ngudi dung, ky tu @ va tén mién cla
nha cung cap email do.

Vi dy, mét ngudi c6 tén Jacob Heyward, dang ky sir dung mot tai khoan email trén Outlook, cé
thé st dung dia chi email la Jacob.heyward@outlook.com. Khi ban biét dia chi email cua ai do,
ban c6 thé danh dia chi vao phan dau email cla ban va gui dén ngudi nhan ngay lap tic. Email
sé di theo con dudng dién t& qua cac mang internet va sé dén hom thu dién ti cia ngudi nhan
trong vong vai phut, doi khi la vai gidy. Diéu nay gilp email trg thanh cach giao tiép nhanh hon
nhiéu so véi thu truyén théng.

Ban c6 thé nhan email d@&n hom thu truc tuyén cda ban tir ngudi gui la ai d6 co tai khoan email
ngay ca khi ho khéng st dung cing moét nha cung cap dich vu giéng ban. Ban thudng truy cap
tai khodn email cia minh tir bat ky thiét bi nao cé trinh duyét web. Ban ciling cé thé cai dat cac
(rng dung email trén may tinh ban va cac thiét bi di déng clia ban, nha d6 ban c6 thé gui va doc
email bat c&r dau.

Khi ban dang ky vSi mét nha cung cap email, ban sé& tao mét mat khau dé ngudi khac khong thé
truy cap vao email ctia ban. Email gip ching ta dé dang giao ti€p truc tuyén bang cach gui va
nhan thu thong qua mang internet.

Cach lap tai khoan email
3 phut

bang ky tai khoan email

DE gui va nhan email, trudc hét ban phai dang ky moét tai khoan email. Nhiéu nha cung cap email
cho phép ban tao mét tai khoan mién phi. Sau khi dang ky, ban sé& c6 mét hom thu tryc tuyén
riéng tu dé€ gui va nhan email.

D€ tao mdt tai khoan email, ban can:
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1. Chon mét nha cung cap: nhu Outlook, Gmail hodc Yahoo. Ban c6 thé tao moét tai khoan
v8i mét nha cung cap dich vu email mién phi.

2. Tao mét dia chi email: Day Ia dia chi ngudi khac sé st dung dé gui mail cho ban. Ban c6
thé chon mét dia chi email cla riéng minh, mién 1 dia chi d6 chua dugc ngudi khac dang
ky. Thudng thi ban nén st dung chinh tén minh lam dia chi email d€ ngudi khac biét ho
dang gui thu cho ai.

3. Tao mét tai khoan: Ban sé dugc yéu cau cung cap thong tin ca nhan cg ban. Bong thdai,
ban cling tao mét mat khau dé khéng ai c6 thé truy cap vao hom thu cua ban.

4. Pang nhap: Tai khoan email ctia ban la mét hom thu ca nhan chi ban méi c6 thé truy cap
dugc. Ban can nhé mat khau ctia minh va dang nhap khi ban muén doc va gui thu.

Cac budc tao tai khoan email gan nhu giéng nhau du ban chon nha cung céap dich vu email nao.

Xem video sau day dé tim hiéu thém vé cach diang ky tai khoan email trén Outlook, tao dia
chi email riéng va dang nhap vao tai khoan email.

Video: Bang ky tai khoan email
Outlook l1a mét dich vu email do Microsoft cung cap. Ban c6 thé dang ky mét tai khoan Outlook
mién phi d€ bat dau gui va nhan thu trén web.

Hay cung tim hiéu cach dang ky mét tai khoan Outlook va tao dia chi email cta chinh ban. D€ bat
dau véi Outlook, ban ¢ thé st dung iing dung Outlook trén may tinh ca nhan hoac thiét bi di
déng cla chinh ban nhu mét phan trong goi Office. Tuy nhién, bat ky ai cling cé thé tao mét tai
khoan Outlook mién phi tai Outlook.com. Tir day, chiing ta cé thé chon “Create free account” (Tao
tai khoan mién phi) dé€ tao mot tai khoan.

Tiép do, chung ta sé dugc yéu cau tao mot dia chi email. Dia chi email cta ban phai la duy nhat.
Vivay, néu ban chon mot tén dang ky da dugc nguai khac sir dung, ban sé phai tim mét tén khac
thay thé. Sau khi da chon dugc tén ngudi dung duy nhat, hdy chon “Next” (tiép theo). Tu day, ban
sé& dugc yéu cau tao mét mat khau cho tai khoan email cia minh. Hdy nhap moét mat khau dap
Ung cac tiéu chi roi chon “Next”. Hdy nhap tén va ho clia ban cho tai khoan réi chon “Next”. Nhap
céac théng tin yéu cau vao mau roi tiép tuc chon “Next”. Néu ban khdng du tuéi theo yéu cau, ban
phai cé su cho phép tir bd/ me ban dé tao mot tai khoan.Bay gid ban da 1ap xong moét tai khoan
email Outlook cua chinh ban.

Hay nhé dia chi email cia minh dé chia sé v&i nguai khac. Gid ban sé dugc nhac nhd tuy chinh tai
khoan ctia minh theo mdi gi@, chd dé va chit ky ctia minh. Néu mudn, ban c6 thé thir chuyén qua
lai cdc man hinh nay va sau do tuy chinh cac trai nghiém Outlook cua ban than. Khi hoan thanh
xong, ban sé dugc dang nhap tai khoan email cia minh va hom thu cta ban sé hién trén man
hinh.

Néu ban can xem thong tin tai khoan cia minh hodc dang xuat tai khoan, hdy st dung Account
menu (menu Tai khoan). Vi duy, néu ban dang s dung mét may tinh chung dé truy cap
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Outlook.com nhu tai trudng hoc hoac thu vién, ching toi khuyén cdo ban nén dang xuat khoi
Outlook.com trudc khi rdi may tinh. V3i tai khoan va dia chi email riéng, ban c6 thé bat dau gui
va nhan email.
Hay thu trai nghiém
Gig dén lugt ban. Hay 1am theo cac budc sau day dé l1ap mét tai khoan email clia chinh minh:

e Chon mot nha cung cap.

e Chon m6ét dia chi email.
e Tao mot tai khoan.

Tim hiéu giao dién Outlook
2 phut

Cac thong tin cc ban vé email

Khi da tao dugc mét tai khoan véi mét nha cung cap email va da cé mot dia chi email, gic ban da
c6 thé giao tiép bang email. Don gian ban chi can dang nhép vao tai khoan dé truy cap vao hom
thu ctia minh, sau dé gui va nhan email. Ban ¢6 thé truy cap email ciia minh qua dién thoai hoac
may tinh, mién 1a c6 két ndi internet.

Khong quan trong ban dang st dung nha cung cap email nao, hau hét cac ing dung email ngay
nay c6 nhiéu tinh nang chung. Cac tinh nang nang nay tréng c6 thé hoi khac nhau tuy thuéc vao
nha cung cap ban st dung, du nhu vay ban van sé st dung email theo cach tuong tu nhau.

Xem video sau dé tim hiéu vé cac phan cua giao dién email Outlook ma ban cé thé sir dung
dé doc, tra I6i va gui email. Mic du Outlook dudc sir dung trong video nay, nhung cac giao
dién cua cac nha cung cap email khac ciing bao gom cac thanh phan chung tucng tu nhau.

Video: Tim hiéu giao dién Outlook

Hay cung xem xét cac tinh nang cla giao dién email Outlook. Giao dién email ctia ban cé thé hai
khac néu ban s dung mot nha cung cap email khac hoac mot phién ban khac cia Outlook, nhung
cac tinh nang hau hét giéng nhau.

Thanh phan chinh cla giao dién email la Inbox (hép thu dén). Day la nai ban cé thé xem toan bd
email ma ban nhan dugc. Email thudng dugc liét ké theo tén ngudi gui, tiéu dé thu, ngay va gic
nhan. Ban cé thé t6 chiic email thanh cac thu muc néu ban muédn.

Cac thu muc do sé xuat hién trong cac khung giao dién thu muc bén canh danh sach email. Cé
mét s6 thu muc c6 thé dudc tao san theo mac dinh, nhu tép drafts folder (thu nhap), dé chira cac
email ban chua gui di. Thu muc Sent Items (Thu da gui) chira cac email ban da gi di va thu muc
Deleted Items (Thu d3 xda) dé chlta cac email ban da xda.
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Né&u ban muén sap x€p mét cach co té chirc han, ban cé thé tao cac tép mdi dé chira email. Dan
gian ban chi can nhap chuot vao “New Folder” (Tép mdi) va danh tén tép mdi ma ban mudn dat.
Khi ban chon mét email tir hép thu dén, ban c6 thé xem thu trén khung clra s6 doc. Tu day, ban
c6 thé doc mét email va mé bat ky tai liéu dinh kém nao theo email do.

Ban cling ¢ nhiing lya chon tra I5i thu hodc chuyén ti€p dén ngudi khac. Néu ban muén luu mot
email vao moét tép, ban cé thé kéo va tha email d6 tir hdp thu dén vao tép dé, hoac chon “Move
to” (chuyén dén) trong thudc cudn va chon thu muc tir cac lua chon dé. Khi ban chon “New
message” (Email mdi) & goc trén bén trai, ban sé dugc dan dén khung clra s6 soan email mdi, ngi
ban cé thé viét, chinh sura, dinh dang va gui mét email mai.

Tuy con nhiéu tinh nang khac nira cda thu, nhung day la cac thanh phan chinh clia giao dién giup
ban doc, t6 chic, tra I3i va gli email tr tai khoan cda ban.

Soan va gui email
1 phat

Soan va gui email

SU dung email d€ lién lac v&i ai dé 1a mét cach giao ti€p nhanh va dan gian. Ban cé thé viét va
dinh dang thu, bao gém cac loai n6i dung nhu video hodc hinh anh, chon ngudi nhan email, va
gui thu di ngay lap tuc.

Xem video sau day dé tim hi€u thém vé cach gui thu trén Outlook.

Video: GUi email trén Outlook

Microsoft Outlook

Tao va gui email

Chon email mdi

Nhap tré chudt vao biéu tugng New Email (Email mai)

Trong 6 chilf canh ch{ "To" (dén), danh ch “Alex Darrow".
Canh chir "Subject” (Tiéu dé), danh cac ti Cap nhat trang thai.

Néi dung email: ‘Chao Alex — Anh cé thé kiém tra tinh hinh Dé xuat Contoso chiéu nay dugc
khong? Cam on anh!” Nhéap tré chudt vao “Send” (Gi).

Tra IGi email

Nhép tré chudt vao mot email.

Chon Reply (tra 15i).

Phan trd 15i — N6i dung email: Tuyét ddy. Cdm dn da théng bao cho toi.
Nhép tré chudt vao “Send” (Gri).

Chuyén tiép dé chia sé v&i ngudi khac.

Nh&p tro chudt vao biéu tugng Forward (Chuyén tiép).
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Canh cht "To" (dén), danh tén “Nestor Wilke".
NO&i dung email: FYI — Cap nhat trang thai
Nhéap chubt vao “Send” (GUi).

M6t dau kiém tra mau trang xuat hién bén trong hinh tron mau xanh nhat.

Ban da hoan thanh.

Hay thir trai nghiém
Gig dén lugt ban! Hay lam theo cac budc bén dudi dé gui mét email cho chinh minh.

Pang nhap vao tai khoan email cta ban.

Chon soan thu méi.

Cung cép thdéng tin ngudi nhan - nhap dia chi email ctia chinh ban.

Trong dong tiéu dé, nhap “Email dau tién cua toi".

Trong phan ndi dung thu, nhap '‘Cam dn ban da doc email dau tién cla toi".
Chinh stra tir “dau tién” sang kiéu phéng chir in dam.

Gui thu.

Nous~wh =

Poc va tra loi email
4 phat

Poc va tra IGi email

Bat ky email nao ban nhan dugc tir ngudi khac déu hién thj trong Hép thu dén (Inbox). T hop
thu dén cia minh, ban c6 thé chon moét email d€ ma va doc. Sau d6 ban cé thé chon tra I8i ngudi
da gui email cho ban, chuyén tiép thu d6 cho mét ngudi khac, x6a thu va nhiéu Iya chon khac.

Xem video sau dé tim hiéu cach doc va tra I6i email trén Outlook.

Video: Doc va tra Ioi email trén Outlook

Outlook c6 nhiéu lua chon xt ly tra 18i email khac nhau. Ching ta sé tim hiéu tiing cach, dé ban
biét minh nén chon cach nao phu hgp véi nhu cau cta ban than. bay la mét email ma t6i dang
xem trong giao dién xem trudc bén tay phai. Néu téi muén tra IGi truc ti€p email nay, t6i cé thé
chon “Reply” (tra IGi) tU phia trén cung cua chinh email nay hoac “Reply” tir thanh cong cu thudc
cuodn. Toi sé nhdp chudt vao ‘Reply” va toi sé gui mét email dén Leslie.

Ban can luu y rang ban can phai g& bo tai liéu dinh kém c6 trong thu nay. Diéu nay la vi néu toi
dang tra IGi ngugc lai Leslie, chling ta biét rang, vi c6 dy la ngudi gui cac tai liéu dinh kem dé cho
t6i trong email dau tién nén c6 dy da co cac tai liéu dinh kém dé va khong can chidng nira. Dé tiét
kiém dung lugng, Outlook sé& g& bo cac tai liéu dinh kem do.
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Toi sé nhap chudt vao “Send” va email clia t6i dugc gui di. Ngay lap tirc, bi€u tugng trong danh
sach tép chuyén sang mét phong bi thu véi mii tén mau tim chi sang bén trai, ddng nghia véi
viéc toi da tra I3i thu do.

Hay nhap chuét vao email nay ngay & day. Email nay cling chita mét file dinh kem. Leslie chi gui
email nay cho tdi, va téi nghi Jonathan cing quan tam dén théng tin ti email nay, nén toi sé nhap
chuot vao “Forward”. “Vay la toi dang gli email nay dén ngudi khac, mét vai viéc da xay ra. Outlook
da gitr lai file dinh kém trong email, mac dinh bat ky ngudi nao dugc t6i gui mail nay cling muén
nhan file dinh kem dé.

Toi sé gUi email nay dén dia chi clia Jonathan va t6i c6 thé thay déi tiéu dé. Toi cling c6 thé lam
diéu nay thudng xuyén néu téi mudn. Toi co thé thém mot sé thdng tin méi va Outlook ty ddng
gan thém chi "FW" khi chuyén ti€p vao dau email. T6i cd thé tly chon gilt lai hodc xda di chir nay
néu mudn.

T6i cling c6 thé thém binh ludn cla ban than ngoai phan ndi dung Leslie da viét. Toi co thé xda
bat ky théng tin nao & phan tiéu dé email khi chuyén tiép. Thuc té, viéc xda théng tin nhu vay 13
diéu nén lam néu toéi dang gui thu chuyén tiép cd chlra mét sé théng tin nhay cam cua ai d6, nhu
théng tin email, hodc file chit ky. Téi sé nhap chuét va kéo dé€ boi den phan chir va toi sé bam vao
"Delete” (X6a). Toi khdng nhat thiét phai xdéa bo phan théng tin d6. Toi cling c6 thé tuy chon gitr
lai thoéng tin d6 dé Jonathan cé thé thay ngudi gli thong tin va thdi gian nhan thu géc.

Toi sé bdm vao "Send” va thu da dugc chuyén tiép. Gid bi€u tudng sé chuyén sang mét phong bi
thu c6 miii tén xanh nudc bién chi sang bén phai, déng nghia véi viéc thu da dugc chuyén tiép.

Toi con ¢ mét sy lua chon nita. Pay la mot email khac da dugce gli dén téi, Jonathan va Chong.
Toi c6 thé tra IGi tat ca moi ngudi lién quan dén email nay, khéng chi ngudi gui ban dau, trong
trudng hdp nay la Leslie. Toi ¢ thé bam vao “Reply All” (Tra I5i tat cd). “Thao tac nay sé tao ra
mot email mai gui dén dia chi cua tat ca moi ngudi lién quan trong email. Biéu quan trong can
nh& "Reply All” thuc chat sé gii mot email dén tat ca moi ngudi lién quan trong mot email.

Vi vy, néu c6 mét danh sach tén dai trong email, hdy can than véi néi dung email ban viét vi tat
ca moi ngudi déu sé nhan email, va ban cling nén can nhac xem t4t ca moi ngudi lién quan trong
email c6 that sy can nhan email do ti ban hay khong. Ban ¢ nén chi gui email tra IGi dén ngudi
gui? Toi s& nhap chudt vao ‘Send” dé€ gui email nay di va biéu tugng email da dugc tra IGi binh
thudng sé xuat hién. Do la cach ban duy tri moi sy tucang tac trén Microsoft Outlook.

Viéc hoc hdi khong ding lai & day. Hay kham pha cac bai giang hang dau tai LinkedIn Learning.
Hay thir mién phi hdm nay tai linkedin.com/learning.

Kiém tra kién thiic
4 phat
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1. Khi ban dang ky mot tai khoan email, ban sé tao cai nao sau day?
a) Mot dia chi email - Bung! Ban tao dia chi email ca nhan, mét dia chi déc nhat.
b) Mot s6 email
c) Mot s6 tai khoan
d) Mot ké hoach thanh toan

2. Ban st dung thanh phan nao cua giao dién email @& xem néi dung clia mét blc thu ban nhan
dugc trén Outlook?
a) Ho6p thu dén (Inbox)
b) Khung giao dién doc — Piing! Khung giao dién doc la ngi hién thi néi dung thu.
¢) Ho6p thu nhap (Drafts)
d) Khung giao dién soan thu

3. Ban c6 thé dung email dé gui:
a) Van ban
b) Hinh anh
c) Video
d) Tat ca cac doi tugng trén — Diang! Ban cé thé dung email dé gui van ban, hinh
anh, video va nhiéu loai néi dung khac.

4. Ban nhan mét email tu quan ly cia minh vé mét du an. Mot ngudi mdi vira gia nhap nhom
cla ban va ban can chia sé théng tin vé dy an doé véi ho. Ban can thuc hién thao tac nao sau
day dé chia sé email véi déng nghiép méi nay ma khong gli email d6 cho quan ly cia ban?

a) Tra Ioi email va thém ngudi nhan la ngugi dong nghiép mdi dé.

b) Chuyén tiép email cho ngudi dé6ng nghiép méi nay. — Ping! Thao tac nay sé chi
gui email dén déng nghiép méi cua ban.

c) Tra loi email va gui dang bcc (an danh sach ngudi nhan) cho déng nghiép méi cla
ban.

d) Bam Tra Igi tat ca (Reply all) trén email.

TONg két
1 phut

Chuc mung ban!
Ban da hoan thanh hoc phan Giao ti€p bang email, gid ban c6 thé tu tra I8i cac ciu hoi sau day:

1. Thai diém nao phu hgp dé gui email?
2. Ban bat dau st dung email nhu thé nao?
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Tro chuyén truc tuyén
14 phat | 9 bai

Trong hoc phan nay, ban s& tim hiéu cach giao ti€p vSi moi ngudi théng qua nhan tin, goi thoai
va goi video.

Gidi thiéu
1 phut

Internet va web gilp ching ta lién lac dugc véi ngudi khac du ho & gan hay xa. Nhiéu (ng dung
va dich vu gilp viéc giao tiép truc tuyén véi ngudi khac tré nén dé dang hon nhu tin nhan nhanh,
goi thoai va goi video.

Trong bai nay, ching ta sé tim hiéu cac phuong phap giao tiép truc tuyén nay.
Két thiic hoc phan nay, ban cé thé:

e MO0 ta céc cach giao tiép truc tuyén phé bién.

e SU dung Skype hoac cac dich vu tuong ty dé gui tin nhan nhanh dén ngudi khac.
e Thuc hién cudc goi thoai trén trinh duyét web.

e Thuyc hién cudc goi video trén trinh duyét web.

M6 ta cac cach giao tiép truc tuyén phd bién
2 phut

Gidi thiéu vé tin nhan nhanh, goi thoai va goi video

C4 nhiéu cach khac nhau dé gilr lién lac truc tuyén véi ban bé, gia dinh va ngudi khac. Ban c6 thé
st dung nhiéu cong cu khac nhau trong cac tinh huéng khac nhau. Vi dy, email thudng dugc s
dung trong méi trudng cong viéc, trang trong, nhu vai déi tac thuong mai hodc giao su cua ban.

Cé nhiéu cong cu hitu ich khac. Tin nhan nhanh la cach dé tro chuyén vdi ai d6 trong thai gian
thuc, nhu thé ban dang trong mét cuéce hoi thoai truc ti€p. Goi thoai truc tuyén (VOIP) cho phép
ban thyc hién cac cudc goi tryc tuyén cho ngudi khac hodc cac so6 dién thoai khac ma khéng can
phai st dung dién thoai ban hoac di dong. Déi véi goi video, ban c6 thé st dung webcam dé
nhin thay ngudi ma ban dang tro chuyén cung trén man hinh.

Xem video sau day dé tim hiéu thém vé tin nhan nhanh, goi thoai va goi video.

Video: Gidi thiéu vé nhan tin, goi thoai va goi video.
C6 nhiéu cach dé lién lac truc tuyén véi ban bé, gia dinh va ngudi khac, du ho & xa hay gan ban.
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Khi ban muén gti thu truc tuyén dén ai dé6 mot cach nhanh chéng va ban hy vong nguai dé sé
tra 13i ngay 1ap tirc, ban c6 thé guii mét tin nhan hoac IM nhu déi véi nhan tin trén dién thoai di
dong. IM gilp ban giao tiép truc tuyén nhanh.

Khi ban muén goi dién ndi chuyén véi mét ai dé6 ma khéng dung dién thoai ban hoac di dong,
ban cé thé thuc hién mét cudc goi qua mang internet. Ban cé thé goi truc tiép cho ai d6 st dung
s6 dién thoai hoac thong tin lién hé khac tir may tinh cia minh. Ban tham chi c6 thé thuc hién
cudc goi ¢o video; ban sé nhin thay ngudi kia trong khi néi chuyén véi ho bang cach st dung
camera trén thiét bi cia minh. Ban tham chi con c6 thé thuc hién nhiéu cudc goi véi nhiéu ngudi
cung mét ldc, bat ké ho dang & dau.

Co nhiéu dich vu gitp ban giao tiép truc tuyén. Cac ng dung mang xa hdi, cac nha cung cap
email va cac dich vu khac thudng mang dén cho ban mét cach dé gui tin nhan va goi thoai cling
nhu goi video tir may tinh cla ban. Skype la mét dich vu Web phé bién bao gém nhan tin, goi
thoai, goi video va nhiéu tinh nang hitu ich khac. Ban c6 thé cai Skype mién phi trén nhiéu loai
thiét bi khac nhau hoac truy cap trén web thong qua mot trinh duyét.

Vi nhiéu cach giao tiép online, chi cdn mot cai nhap chudt la ban da lién lac dugc véi ngudi khac.

Pang nhap va dang xuat Skype
2 phut

Bang nhap va dang xuat

Pé sur dung Skype, trudc tién ban phai dang nhap vao tai khoan cia minh. Skype cho Doanh
nghiép (Skype for Business) ¢ san déi véi ngudi dung Office 365 vdi tai khoan doanh nghiép, hoc
tap va cong viéc. Vi muc dich ca nhan, ban cé thé dung (ng dung Skype san c6 mién phi trong
Office. Skype cling c6 thé sir dung truc tuyén.

Trong bai hoc nay, ching ta sé st dung Uing dung Skype for Business lam mau, nhung ban cé thé
st dung Skype theo cac cach tuong ty dé gui tin nhan nhanh va thuc hién cac cudc goi thoai va
video truc tuyén.

Xem video sau day dé tim hiéu cach dang nhap va diang xuat Skype for Business.

Video: Bang nhap va dang xuat Skype

Dang nhap va dang xuat khoi Skype for Business dé chon cach ban mudn hién thi trang thai dai
V@i cac doi tugng lién lac. Néu day la [an dau tién ban dang nhap, hdy danh dia chi email lam viéc
hoac dia chi trudng cia minh. Nhap chudt vao “Sign in” (Bang nhap) va ban sé thdy hép thoai
"Password” (Mat khau) xuat hién. Hdy nhap mat khau cua ban vao day va bam vao hép thoai “Save
my password” (Luu mat khau). Thao tac nay gitp tu déng luu thdng tin dang nhap cia minh cho
lan dang nhap sau. Néu ban khong muén tu dong dang nhap, khong bam vao hop thoai nay.
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Nhap chudt lai vao “Sign in” va ban da dang nhép. Gid ban cé thé tuong tac véi dong nghiép
hodc luya chon trang thai hién tai cda minh.

Khi ban duing xong Skype for Business, ban c6 thé thoat ra hodc ddng (ng dung, tuy thudc ban
muén dé trang thai cia minh nhu thé nao. D& dang xuat khoi Skype, hdy nhap chuét vao mii tén
“Show Menu” (hién thi Menu), chon “File” va chon 'Sign out” (dang xuat). “Phién hoat déng cla
ban d3 két thic, va ngudi khac khong thé thay trang thai cia ban hay tro chuyén dugc vai ban
n{a”.

Néu ban muén ti€p tuc phién hoat déng, hdy an (ng dung, déng ctra sé Skype for Business, chi

can nhap chubt vao X & goc phai phia trén. Bung lo lang, ban van cé thé nhan dugc thong béo,
tin nhan va chia sé trang thai cta minh.

Pua clra s6 chinh tra lai hoat déng bat ky IGc nao bang cach tim kiém Skype for Business trén may
tinh cta ban hoac nhap chuét vao biéu tugng (ng dung néu ban da ghim né 1én thanh céng cu.
Bang viéc dang nhap va thoat Skype for Business, ban cé thé chon thdi gian va cach thic giao
ti€p v&i ngudi khac mot cach thuan tién nhat.

Thém dia chi lién hé trong Skype
1 phut

Thém dia chi lién hé
Ban khéng thé thuc su giao tiép truc tuyén néu khéng cd ngudi dé giao ti€p. Sau khi tao tai khoan
Skype, hay thém dia chi lién hé dé két néi v8i nhitng ngudi ban mudn giao ti€p truc tuyén.

Xem video sau dé tim hi€u cach thém dia chi lién hé trong Skype for Business.
Video: Thém dia chi lién hé trong Skype for Business
Ban c6 thé thém mét dia chi lién hé trong Skype for Business. Sau day la cach thao tac. Trong

thanh cong cu tim kiém, hdy danh tén ho. Sau dé nhap chudt phai vao danh sach liét ké, chon
"Add to Contacts List” (Thém vao Danh ba) va thém dia chi lién hé vao Danh ba cua ban.

Néu ngudi ban dang tim kiém khéng thuéc t6 chic clia ban, nhung ban biét ho c6 tai khoan
Skype, hdy nhap chudt vao thé “Skype Directory” (Danh ba Skype). Biét tén ngudi dung va dia
diém gitp ban nhanh chéng thu hep dugc pham vi tim kiém. D€ biét thém vé Skype for Business,
mai tham aka.ms/meetSfB.

Cai dat am thanh va video trong Skype
2 phut
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Cai dat am thanh va video
Trudc khi sir dung Skype hodc Skype for Business dé thuc hién cudc goi, ban nén dam bao am
thanh va video dugc cai dat ding cach dé ngudi khac co thé nghe thay hodc nhin thay ban.

Xem video sau day dé tim hiéu cach cai dat am thanh va video trén Skype for Business.

Video: Cai dat am thanh va video

Trudc khi st dung Skype for Business cho cac hoat dong kinh doanh, goi video va goi thoai, ban
nén dam bao loa, may anh va tai nghe dugc cai dat dung cach ban muén. Hay nhap chudt vao
nGt phia dudi d€ ma menu “Devices” (Thiét bi). Sau d6 nhap chuét vao vao “Audio Device Setting”
(Cai dat thiét bi am thanh). “Chon thiét bi ban muén s dung cho cudc goi. Sau dé nhap chudt
vao nat play mau xanh dé ki€ém tra loa, diéu chinh 4m lugng theo thanh trugt. Néu ban khéng
nghe thay gi, hay kiém tra xem loa da dugc bat chua va khéng bi tat tiéng.

GiG hay ndi va diéu chinh am lugng micro cla ban. Toi sé diéu chinh am lugng micro cuta téi &
day & muc trung binh, kiém tra, kiém tra va kiém tra. Ti€p theo, hdy kiém tra may anh cua ban.
Chon “Video Device” (Thiét bi video). “Chon may anh tu danh sach. Nhap chudt vao “Camera
Settings” (Cai dat may anh) néu ban can diéu chinh anh sang hoac mau sac. Khi hoan thanh, hay
bam vao "Ok". “Gig, hay bat dau cudc goi video.>>Hey, Ken, thé nao?>> Hay mim cudi khi bat
video nhé.>>Thé thi dugc.>> D€ tim hi€u thém vé Skype for Business, mdi tham visit
aka.ms/meetSfB.

Thay d&i trang thai va guii tin nhan nhanh trén Skype
2 phut

Thong tin c¢a ban vé tro chuyén (chat)

S dung céc dich vu giao ti€p nhu Skype va Skype for Business gilp viéc gilt lién lac véi ngudi
khac tr& nén nhanh va dé dang. V&i cac loai dich vu nay, ban co thé kiém tra trang thai nhiing
ngudi lién hé clia minh hoac cac dau hiéu dé biét ho dang truc tuyén hay khéng. Khi ai d6 dang
truc tuyén, ban c6 thé nhanh chong gui tin nhan nhanh va tro chuyén truc tuyén.

Xem video sau day dé tim hiéu cac théng tin cc ban vé tré chuyén.

Video: Cac thong tin ¢d ban vé tro chuyén

Vi Skype for Business, ban cé thé theo déi cac ddng nghiép ciia minh thong qua dén béo sy c6
mat. Ba chi bao pho bién nhat gém mau xanh la cay, dé va vang, déng nghia vai dang hoat dong,
dang ban va vang mat.

Vi Tony dang hoat déng, t6i sé gti cho anh dy mét tin nhan. Khi t6i dua con tro chuét 1én hinh
anh cua anh &y, thi cac nat nay xuat hién. Téi sé nhap chudt vao ndt dau tién dé bat dau gui tin
nhan. Ban thudng xuyén xem thong tin tai day bén canh tén cda ho. C6 vé nhu Alex dang ban
hop con Katy ra ngoai ca ngay.
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Hai chi bao khéac la “Do not Disturb” (Khéng lam phién) va va “"Offline” (Khéng hoat dong). “Skype
for Business” tu déng dat tinh trang cla ban la “"Khéng lam phién” khi ban dang thuyét trinh dé
bai thuyét trinh clia ban khéng bi gian doan do ai d6 gui tin nhan hoac goi thoai.

Néu ban thoat ra khoi Skype for Business, tinh trang cta ban sé la “Khéng hoat déng”. M6t diéu
nifa, ban c6 thé chinh tay tinh trang cta minh bang cach nhap chudt vao mii tén bén canh bic
anh cla ban. Viéc nay sé rat hitu ich khi ban dang ban, muén dé moi ngugi thay nhu ban dang ra
ngoai hodc khéng muén bi lam phién. D€ tim hiéu thém vé Skype for Business, mdi tham
aka.ms/meetSfB.

Goi dién trén Skype
2 phut

Goi dién

Ban c6 thé sir dung cac dich vu giao ti€p truc tuyén nhu Skype va Skype for Business dé thuc hién
cac cudc goi thoai va goi video khi c6 mang internet. Skype cho phép ban goi cho ai dé thong
qua s6 dién thoai hodc dia chi lién hé cla ho trong danh ba Skype.

Xem video sau day dé tim hiéu vé cach sir dung Skype for Business dé goi dién thoai.

Video: Goi dién thoai

Ban c6 thé goi cho bat ky ai, du la dia chi lién hé ca nhan, ngay tu thiét bi ctia ban cé st dung
Skype for Business. Hay danh bat ky s6 dién thoai nao vao thanh tim kiém & day. Nhung t6t han,
hdy danh tén lién hé tir danh ba cong ty ban, hodc sir dung cac tu khdéa nhu tén phong ban.

Ban cling c6 thé tim kiém trén toan bd danh ba Skype. Sau dd, chi can di chudt Ién anh va nhap
chudt vao nat biéu tugng dién thoai dé goi dién.> > Chao Robin. > > Chao Jerry. Téi dang goi
video va muén kiém tra mét vai thi. > > Pudc, téi rat san long. >> Néu toi dang goi mét ngudi
dung Skype for Business khac, t6i ¢ thé sit dung cac nat nay dé bat dau mét cudc ndi chuyén céd
video, cho xem man hinh cla t6i hodac tat ti€éng mic cda toi.

Néu ban can sir dung ban phim dé quay sé trong khi dang goi dién, ban cé thé tim & day. Cac
nat diéu khién cudc goi cho tdi nhiéu lya chon han, bao gém chuyén cudc goi hoac diéu chinh
am lugng. Téi cling c6 thé chuyén tur loa may tinh sang tai nghe, ngay trong lic dang goi dién.
Cam an Jerry. > > Khéng ¢6 gi.> >

Trong cac ing dung Office khac nhu Word, ban cé thé thuc hién mét cude goi chi bang cach chi
vao tén mét ngudi va bdm vao biéu tugng. D€ hiéu thém vé Skype for Business, mdi tham
aka.ms/meetSfB.

Kiém tra kién thiic
1 phut
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1. Ban c6 thé dung Skype dé:
a) Thuyc hién mot cudc goi thoai cho ai 36 ma khong biét s6 dién thoai cua ho.
b) Thuc hién mét cudc goi video cho ai d6 & mét naoi khac.
c) Tro chuyén véi ai dé bang tin nhan nhanh.
d) Tat ca cac dap an trén - Pung! Skype c6 nhiéu tinh nang bao gém goi thoai, goi
video, va gtri tin nhan nhanh.

Tong két
1 phat

Chdc mung ban!
Ban vira hoan thanh hoc phan Tro chuyén truc tuyén va gid ban cé thé tu tra 13i cac ciu hoi sau:
1. Ban cé thé gilt lién lac vai ban bé, gia dinh va ngudi khac qua internet va web bang cach
nao?
2. Tin nhan nhanh la gi va né hitu ich déi véi loai hinh giao ti€ép nao?
3. Lam thé nao ban cé thé sir dung Skype hodc Skype for Business dé giao ti€p truc tuyén
v@i ngudi khac mot cach nhanh chong?

Thuc hién khao sat va nhan chiing chi hoan thanh
4 ph(t | 2 bai

Ban phai hoan thanh tat ca cac hoc phan trong khda hoc nay va thuc hién khao sat dé nhan dugc
chung chi.

Thuc hién khao sét cudi khoa hoc

3 phut

Chlc ming ban da hoan thanh khoéa hoc Giao ti€p truc tuyén. Hay bam vao lién két dén ban khao
sat cudi khoa hoc & muc ké tiép va dién cac thong tin yéu cau. Nhitng y kién dong gép cua ban
sé giup cho chuadng trinh ngay cang hoan thién hon.

Nhan chiing chi hoan thanh
1 phat

Nhan ching chi

Sau khi hoan thanh ban khao sat, ban hay trg lai trang nay, chon muc Chirng chi phia dudi va
nhan chdng chi hoan thanh khoa hoc clia minh. Ho va tén ban cung cap trong hoé sa ca nhan cda
minh sé dugc tu dong in trén chiing chi cung véi ngay ban hoan thanh khoa hoc.

Ban quyén Microsoft 2019



Ky nang sbé cd ban
Ban ghi chép IGi thoai Giao tiép tryc tuyén | 15

Tai xuéng chiing chi

G gbc trén bén phai cia muc Ching chi, ban hay chon Tai xuéng chiing chi dé luu ching chi
cta minh vao nai an toan. Néu chua muén tai xuéng, ban c6 thé chon Péng va thoat. Ching chi
hoan thanh khoé hoc clia ban van sé dugc luu trén hé théng, va ban hoan toan cé thé truy cap
va tai xuéng bat ky luc nao.
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