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https://mail.google.com/chat

BAT DAU SU DUNG:

Google Chat la mét &'ng dung ly tuéng gitp doanh nghiép tao khéng gian tuong tac truc tuyén tién
lgi, mién phi cho doi ngli. Vay Google Chat la gi va cach s dung nhu thé nao? Mgi ban clng tim
hi€u qua bai viét sau day!

1. Google Chat la gi?

Tuong tu nhu Zalo, Viber, Google Chat la mot cong cu nhan tin nhém, ho tro tuong tac dugc phat
trién cho mot nhédm ngudi dung, ddi ngli, doanh nghiép. Google Chat c6 thé dung trén cac nén tang
may tinh, laptop, dién thoai, cac thiét bi s dung hé diéu hanh iOS va Android nhu Samsung,
Realme,...
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2. Nhirng tinh nang ndi bat cua
Google Chat

Google Chat s@ hitu nhitng tinh nang naéi bat nhu:

* Google Chat gilp nhiéu ngudi dung c6 khong gian tro chuyén tap trung vao mét chu dé nhu sy
kién, du &n cu thé.

* Ngudi dung c6 thé mai thanh vién tham gia vao cudc tro chuyén bang cach nhap email clia nguoi
dé (thay vi s6 dién thoai).

e Khi mudn chia sé tai liéu tir Google Docs, ban chi can dan lién két vao khung chat thi Google
Chats sé tu déng cap quyén cho cac thanh vién trong nhédm c6 thé xem va nhan xét.

» Google Chat dugc trang bi nhiéu tinh nang tuong thich véi cac dich vu khac caa Google. Vi
thé, khi nhap vao khung tra 10i tin nhan, nguoi dung cé thé thay cac biéu tugng cla Google Drive,
Google Docs, Google Calendar va Google Meet. Dong thai, chi can vao menu thanh bén, ban cling
c6 thé truy cap nhanh vao nhirng tng dung nay théng qua cac phim tat.

» Trén Google Chat, nguoi dung dé dang nhin thay thanh tim ki€ém luén hién thij trén cung ho trg
tim kiém lién lac, cudc tro chuyén, lién két, tép chia sé,...



e Tinh nang kiém soat cac théng bao tin nhan mai tir cdc phong chat dugc téi uu theo nhu cau cua
ngudi dung.

Google Chat dugc nhiéu doanh nghiép, t6 chic luya chon st dung

Véi nhitng uu diém ho tro tuong tdc nhém vuot troi, Google duoc nhiéu doanh nghiép, toé chic lua
chon su dung.

3. Hudng dan cach st dung Google
Chat hiéu qua cho ngudi mdi

Cung tham khdo cac cach sir dung céng cu Google Chat bang may tinh hoac dién thoai dé dang va
hiéu quda sau day:

3.1 Cach mdé Google Chat

Ban c6 thé€ ma Google Chat bang cac cach sau day:

* Truy cap vao duong link: chat.google.com.

* Tai ing dung Google Chat danh cho mdy tinh.
* Dang nhap vao Gmail, bam vao hbp Uing dung va chon bi€u tuong Google Chat.

Sau khi truy cap vao Google Chat, nguoi dung thuc hién dang nhép bang dia chi Gmail.

Tai app 10S : https://apps.apple.com/us/app/google-chat/id1163852619

Tai app Android :

https://play.google.com/store/apps/details?id=com.google.android.apps.dynamite&hl=en



http://chat.google.com/
https://apps.apple.com/us/app/google-chat/id1163852619
https://play.google.com/store/apps/details?id=com.google.android.apps.dynamite&hl=en
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3.2 Cach tao phong chat trong Google
Chat

DE tao phong chat cho nhiéu thanh vién tham gia, ban lam theo cac budc nhu sau:
e Budc 1: bang nhap vao tai khodn Google Chat.

e Budc 2: Chon biéu tugng dau cong () dé tao phong chat.

[ [FX New chatj

e Budc 3: Tuy chinh tén cla phong chat.

* Budc 4: Thém tén hoac dia chi email cua céc thanh vién tham gia vao phong chat.
e Budc 5: BAm Tao dé€ hoan tat tao phong chat.
Cach tao phong chat trong Google Chat

Sau khi b&m vao ddu céng, ban chon Tao (Create space) dé tao phong tro chuyén.


https://wiki.newhaustech.com/uploads/images/gallery/2024-11/dnNptYUpzPCf5tN7-screenshot-2024-11-11-at-10-06-00.png
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3.3 Lam thé nao dé xem va duyét phong
chat?

Céch st dung Google Chat dé xem va duyét phong tro chuyén nhu sau:
e Budc 1: MG Google Chat.

e Budc 2: Nhap vao biéu tugng Bat dau cudc tro chuyén hodc Duyét qua cac phong. Sau dé, ban
c6 thé thay danh sach cac phong mai tham gia nam & dau danh séch.

e Budc 3: Nhap tén phong dé tim trong danh sach.
e Budc 4: D€ xem trudc modt phong bat ky, di chuyén dén tén phong réi bam Xem trudc.

* Budc 5: Khi xem trudc phong, ngudi dung cé thé doc tin nhan nhung khéng thé nhan théng bao
hoac thuc hién gui tin nhan.

3.4 Cach qgui tin nhan trong Google Chat

DE gui tin nhan riéng cho cad nhan trong Google Chat, ban lam theo cac budc sau:

e Budc 1: Mg Google Chat.

e Budc 2: Trong phan Tro chuyén & bén trai, chon tén ngudi ban muén gui tin nhan. Trudng hop
khong thay tim thay, ban cé thé bam chon biéu tugng Bat dau cudc tro chuyén réi nhap tén hoac
dia chi email cua nguoi doé.

e Budc 3: Sau khi hién khung chat, nhap tin nhan va bam vao bi€u tuong gui tin nhan.

Céach gui tin nhan trong Google Chat

Ban c6 thé chon tén tai khodn muén gui tin nhan hodc bdm tim kiém bang tén hodc sé dién thoai
cda nguoi dé.

Trudng hgp mudén gli tin nhan nhém trong Google Chat, ban thuc hién nhu sau:
* Budc 1: MG Google Chat.
e Budc 2: Trong phan trd chuyén & bén trai, chon vao tén nhém muén gui tin nhan.

e Budc 3: Nhap tin nhan va bam biéu tuong gui.



3.5 Huéng dan tim kiém tin nhan trong
Google Chat

Nguoi dung tham khao cach stir dung Google Chat dé tim ki€m tin nhan sau day:

Budc 1: M3 Google Chat trén dién thoai Samsung, iPhone,...

Budc 2: Chon bi€u tugng Tim kiém (hinh kinh IGp) & trén cling bén phai ing dung.

Budc 3: O bén trai, bam chon tat ca cac phong, tin nhan truc ti€p hoac mot phong bat ky.

e Budc 4: DE thu hep pham vi tim ki€m, ban c6 thé nhap cum tir cé trong tin nhan. Sau dé chon
Chuyén dén chudi cudc tro chuyén.
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3.6 Cach tai du lieu va chia se tai lieu [én
nhom
Ngudi dung c6 thé chia sé dit liéu va tai liéu trén nhom tro chuyén Google Chat dé€ cac thanh vién
c6 thé tham khdo, danh gia. Cac budc thuc hién nhu sau:
e Budc 1: Truy cap vao Google Chat.
e Budc 2: Tai giao dién khung chat, bdm vao biéu tugng Thém (dau cdng) roéi chon dir liéu mudn
tai 1&én. Ngoai ra, néu muén dinh kém tép c6 san trén may tinh, ban chon bi€u tugng Tai 1én. Trudng
hgp muén kém tép trén Drive trong tin nhan, ngudi dung bam vao biéu tugng Google Drive.
Cach tdi dir liéu va chia sé tai liéu 1én nhém Google Chat
Ban bdm vao ddu mdi tén réi chon dir liéu muén chia sé cting moi ngudi trong nhém.

Luu y: Néu thanh vién rgi khdi phong chat thi cling bi mat quyén truy cap vao di liéu dugc chia sé
trong nhém.

4. Nhirng thac mac thudng gap

Bén canh tim hiéu Google Chat la gi, s& dung nhu thé nao, ngudi dung cling cé mot sé thac mac
lién quan nhu sau:



4.1 Nén s dung Google Chat hay Google
Hangouts?

Trong khi Hangouts la ing dung danh cho cé nhan, Google Chat hé trg hoat dong tuong tac, lam
viéc nhém phuc vu cho céng viéc tét hon. Vi thé, doanh nghiép, té chic thuong lua chon Google
Chat d€ tao khbng gian tuong tac truc tuyén thuan tién va hiéu qua cho doi ngdi, thanh vién tham
gia.

4.2 Cé thay doi dugc dinh dang ch{r trong
Google Chat dugc khdong?

Nguoi dung cé thé thay déi dinh dang chit trong Google Chat bang céch sau day:

¢ In dam van ban: Thém dau hoa thi (*) vao trudc va sau doan van ban can in dam.

e Gach ngang van ban: Thém dau nga (~) vao trudc va sau doan van ban can gach ngang.

* In nghiéng van ban: Thém dau gach dudi (_) vao trudc va sau doan van ban can in nghiéng.
e Tao khdi ma cung dong: Thém dau phady ngugc () vao truéc dong van ban can tao khoi ma.

e Tao khéi ma nhiéu dong: Thém 3 dau phay ngugc (') vao trudc va sau nhiéu dong van ban
can tao khoi ma.

Céach in dam, gach ngang, in nghiéng, tao khoi ma van ban trong Google Chat
DE& khdbi nhiéu dong, ban thém 3 ddu phdy nguoc (") vao trudc va sau van ban.
V3&i nhitng théng tin trén day, chac han da gitp hiéu biét ré hon Google Chat la gi va cach s dung

nhu thé nao. Mong rang qua day c6 thé gilp ban tuong tac hiéu qua véi ddi nhém, gilp céng viéc
van hanh thuan lgi hon.
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