BAl 7: CAC DICH VU CUA GOOGLE

Toi uu hoa khong gian lam viéc so: TU Thu dién ti (Gmail) dén Hé sinh thai luu trir & két noi.




71 Thu dién tu
(Gmail)

Giao tiép da chiéu

N
'—/f( *: Tai khoan Google —k_

(Google Account) - HO -
chiéu s6 cua ban

Cudc hop sap dién ra’ @ Dung lugng kha dung

Nén tang két ndi bao mét
7.2 Google Meet < ) ‘ 7.2 Google Drive

Hoi hop truc tuyén Luu trlr truc tuyén

Mot tai khoan duy nhat md khoda toan bd céng cu can thi€t cho hoc tap va lam viéc.



Thu truyén thong Thu dién tir (Webmail)

@ Phu thudc khoang cach dia ly € Giao tiép toan cau tirc thdi (Instant)
@ Mat nhiéu thdi gian & Hoat dong 24/7
© Gidi han khung gi® hanh chinh & Dinh danh duy nhat trén Internet

Webmail cho phép truy cap dich vu Email truc tiép thong qua trinh duyét Web (nhu Chrome,
Edge) & bat ky dau co Internet.



<Tén tai khoan> (Tén dinh danh) @ (At symbol) <Tén mién> (Domain/Server)

Phan tén do ngudi dung tu dang ky Ky tu bat budc két néi ngudi Tén ctia may chu cung cap dich vu
dé phan biét vdi cac ca nhan khéc. dung va may chu. Email (VD: gmail.com, yahoo.com).

<Tén tai khoan> @ <Tén mién>

Vi du thuc té:

ttentt@yahoo.com admin@daytinhoc.net



Gocgle
Pang nhap

Tiép tyc téi Gmail

[ Email hode of dign thog

an quén dja chi email?

B8 khang phai may tinh ca ban? Hily s dung cda so
duflgveb rieng tu d6 déng nhdp. Tim hiSu them

Truy cap webmail
(gmail.com) va chon
Tao tai khoan.

Hanh trinh Khoi tao Tai khoan

Gocgle
Tao Tai khoan Google
Ti6p tuc téi Gmail
Ho
Tén
Tén ngudd dung @gmail.com

Be&n ¢6 thE 50 dung chO cbi, 86 vb d3u chEm

Mit khiu Xéc¢ nhén

S0 dpng 8 ky ty tro 16n vit k&t hop chd cdi, chd s va bifu
tugng

(] Hién thj mét khdu

bién thong tin ca nhan

va thiét |ap mat khau
bao mat (tU 8 ky tu).

a¥e

t | 1

Google yéu cau xac
minh bao mat nhiéu Iép
(Tiép tuc & slide sau).



Chot chan Bao mat: Xac minh So dién thoai

Google Tai sao bat budc?
Xac minh sé d.thoai Gmail yéu cau két ndi véi sé dién thoai di
déng thuc té dé:

P& dam bdao rang sd dién thoai nay 1a cla ban,
Google sé guri cho ban mét tin nhan véan ban cing ma

xac minh gébm 6 chusb’ Co dp dung cudc phi chuan 1 Xac nhan ngudi dung la con ngudi

*  (chdéng Spam).
o

A 2 " GUi mé xé&c nhan bao vé ngudi dung
G NnopTEsee Mint * khdi viéc bi danh cip tai khoan. 4

3 ° Cap quyen khdi phuc mat khau khi
that lac. 2



Ban do Giao dién Hop thu dén

(Inbox Anatomy)

Nut Soan thu
- Khdi tao mot
buc thu mdi.

P 9PV S * [

M Gmail

Hop thu dén

}- Soan thu o

C6 gdn dSu sao

D& tam &n
B8 gdi

Thu nhdp
Danh myc

Drafts

Vung Menu - Ngi quan ly va
phan loai cac HOp thu dén (ndi
chua email nhan dudc), Thu da

gudi, Thu nhap.

o

= Candé gai

- Danh sach Thu - Hién
thi trang thai, ngudi gui,
chul dé va thgi gian cla
cac email.



Nguoi nhan (Recipients):
Noi nhap dia chi email dich
(C6 thé nhap nhiéu ngudi, 1 )
cach nhau bang dau ;).

5030 th
B pén
chis °
Chu dé (Subject):
Tiéu dé tém tat ndi dung
cot 16i cta Email.
U
s 8’
-
p @

¥ X
NGi dung (Body):
. Khong gian soan thao van
ban chinh.
99
B o=

Thanh Cong cu (Toolbar):

Noi chira nut Gui (Send),
DPinh kem file (Attach), va
Dinh dang chtr.




Bang so sanh truong dir liéu email (Email Field Comparison Matrix)

Chtrc nang chinh Tinh bao mat

Truong dir lieu (Field) (Primary Function) (Privacy/Visibility)

. R . Moi ngudi trong luéng thu
Dén (To) Ngudi nhan chinh clia email. ©O) 34 rihin thay dla chi nay:
Ngudi dong nhan (dé biét thong  .@. CONg khai. Moi nguoi déu

CC (Carbon Copy) tin, khéng bat budc xr 1y). “@® thay ngudi dugc CC.

Tuyét mat. Danh sach BCC

BCC (Blind Carbon Copy) Nguoi déng nhan an danh. Q bi @n hoan toan véi nhém
Dén va CC.



Dir lieu may tinh
(Word, Excel, Hinh anh)

St dung chirc ndng Pinh kém (Paperclip) dé dinh kém céc tap tin tlr 6 clrng cuc bd
vao thu dién ttr dé gui di. Kha ndng truyén tai nhanh chong céc tép tin lon.



Nguyén tac An toan Tdi thugng: Dang Xuat (Sign Out)

Nguyén tac chinh:

Sau khi sir dung Email xong, bat
budc phai bam nut Sign Out
(Pang xuat).

Hau qua néu quén:

Viéc chi dong trinh duyét (dau X)
KHONG ngat két ndi tai khoan.
Trén may tinh dung chung (trudng
hoc, quan net), ké gian cé thé md
. lai trinh duyét, danh cap tai khoan,
Pang xuiak doc tréom thu va xam pham quyén

Quan ly Tai khoan Google cta ban

&+ Thém tai khoan khac




Vudot ra ngoai ranh gidi Email (Beyond Email)

Ban da lam chu céng cu Giao tiép (7.1). Gid la ltc sir dung HO chiéu so
dé md khoa Khong gian Luu trit & HOi hop truc tuyén (7.2).




PONG, UG Y DE GIAU KIY Gi TAP KHAU

Luu trir cuc bo

Luu trir cuc bo

Luu trr cuc bo: DI liéu ket tai mot thiét bi
duy nhat. RGi ro mat mat khi hdng may.

Google Drive - o cung dam may

Google Drive - O clirng dam may
Pong bd hoa tap tin moi luc, moi nai, trén
moi thiét bi chi v&i mot lan dang nhap.



Google Meet: Két ndi Truc tuyén Théi gian thuc

Gmail: Giao tiép phi déng bd
(Asynchronous) - GUi thong tin van ban,
tai liéu va chd phan hoi.

Meet: Giao tiép déng bd (Synchronous) -
Hop truc tuyén, hoc ti xa, truyén tai hinh
anh va am thanh truc tiép.




Tong két: Lam chl Bd céng cu Toan dién

@ Thiét 1ap va bao mat HO chiéu sé Google thanh cong.

Q Van hanh Gmail chuyén nghiép (Gui, Binh kém, phan biét ro CC/BCC).

0 Ung dung Google Drive dé quan ly va bao vé dit liéu dam méy.

0 San sang hdi hop va hoc tap truc tuyén théng qua Google Meet.

Khdng gian lam viéc sé khdng chi la phan mém, dé 1a tu duy két ndi va
quan ly thong tin hién dai.
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