HUONG DAN CHI TIET TAO NHOM EMAIL - GOOGLE GROUPS

Dé thuan tién cho viéc guri thu cing luc cho nhiéu ngudi, ban c6 thé tao Nhém lién hé
(Groups) trén Gmail cua Google.

Khi d3 tao nhom, ban chi can g tén nhém vao 6 ngudi nhan ("Pén" / "To") trong Gmail
thay vi phai nhap thua cong tung dia chi email.

PHUONG PHAP: Tao Nhom biang Google Groups

Google Groups cho phép tao mot dia chi email dai dién cho ca tap thé. Moi thu giri dén
dia chi nhém nay s& tu dong chuyén tiép téi tat ca thanh vién.

Buwdéc 1: Truy cap trang quan ly Google Groups
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Truy cap https://groups.google.com. Tai giao dién chinh, & thanh diéu huéng bén tréi,
nhan vao nat '+ Tao nhém' (Create group) c6 biéu twgng dau cong 4 mau caa Google.

Buwdc 2: Phan tich giao dién quan ly Google Groups
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Budéc 3: Nhap thong tin cAu hinh Nhom

* Tén nhom (Group name): Vi du “Truongdv”.

* Email nhom (Group email): Dat tén dia chi email dai dién (vi du:

truongdv@ntu.edu.vn).

* M6 ta nhom (Description): Ghi r6 chirc nang, nhiém vu cua nhém.
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Buéc 4: Cai dit quyén riéng tw & Quyén giri thw
Thiét lap ai c6 thé tim kiém nhom, ai c6 thé xem cudc trd chuyén va ai c6 quyén gii
email vao nhoém (Chi thanh vién hoic Tat ca moi ngudi).
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Buwéc 5: Thém thanh vién va hoan tat
Nhap danh sach email thanh vién vao muc Thanh vién (Members) va Quan tri vién
(Group managers). Nhan 'Tao nhom' dé hoan tat.
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« Google Groups thich hop cho cac nhém phong ban cé dinh vi quan tri vién c6 thé
thém/bdt nguoi dung ma khdng can ting c& nhan chinh sta danh ba.

« Email nhém c6 thé dung dé phan quyén truy cap tai liéu Google Drive nhanh
chong.



