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Trung tdm Tin hoc - Pai hoc An Giang

NOI dung

- Email
- Sw phd bién cta email
- Thwe trang viéc dung email
- Van hdéa email

- Cong cu quan li emalil

- Nhirng diém Iwu y khi ding email
- Tim kiém thong tin trén internet v&i Search Engine

- Héi dap va Thuc tap
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Su pho bién cia email — 2010 (1)

107 nghin ty: S6 email da dwoe gli di trén Internet.

294 ty: SO lwong trung binh email dwoc givi di mdi ngay.
1,88 ty: S6 ngwdi dung email trén toan cau.

480 triéu: S6 nguwoi dung email ting thém so v&i nam 2009.
89,1%: Ty lé thw rac trong tbng sé email ndm 2010.

262 ty: SO thu rac dwoc glvi di moéi ngay.

2,9 ty: SO tai khoan email trén toan cau.

25%: Ty |é tai khoan email cua doanh nghiép.
(Nguédn: http://vneconomy.vn, 14/01/2011)



http://vneconomy.vn/
http://vneconomy.vn/
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Suw pho bién cua email (2)
- Email tuy “gia” nhwng van la wng dung phd bién nhat.

@ For sending/receiving emails
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(Nguén: http://www.pcworld.com.vn, 07/04/2012)



http://www.pcworld.com.vn/
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Thwce trang viéc dung email @ nudc ta (1)

Thuan loi:
- Nhiéu van ban chi dao tang cwdng st dung thw dién tor tir
Trung wong dén cap tinh
(Chi thi s6 34/2008/CT-TTg va Chi thi s6 06/2011/CT-UBND)

- Email tré thanh phuwong tién giao dich chinh thirc cua
nhiéu co quan, doanh nghiép.

- Tha twéng 1a Trwdng ban chi dao vé chwong trinh CNTT.

- Gia may tinh va ha tdng mang hién nay kha tét, nhat 1a hé
thong wifi.

- Trwdrng ta da dau tw hé thong ha tang CNTT gan 50 ty.

- Ty l1é ngwdi dung may tinh ngay cang cao.
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Thwce trang viéc dung email & nudc ta (2)

Kho khan:

- Tinh hinh thrc cda nhiéu chi dao, quy dinh

- Trién khai thiéu déng bd

- Trong giay t&, “mdc dé” hon ndi dung email

- Co ché hanh chinh ctrng nhac, nang phan tang, phan cap

- Viét Nam |la nwé&c gui thw rac dieng vao hang thr 2 trén
thé gidi (nguén: http://nguyenvantuan.net).

- Ky nang st dung email kém


http://nguyenvantuan.net/
http://nguyenvantuan.net/
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Van hoa emall

- Email ca nhan thé hién ky nang giao tiép

- Cach thire thé hién ban than minh

- Khi nao thi dung email?

- Email cong c6ng vs Email co quan, don vi
- Dia chi email (tén tai khoan)

- Cau tric email

- Tra I&i email
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CAu tric email

Xwng ho (167 chao)
Tiéu dé thw

Pong nhan

NOi dung emaill

Chir ky cudi thw

CJei v EJHuybs | 3 Luubannhap ¢ Thémtdp tin dinh kém 3. Kiémtra chinh ta 5% Tuy chon +

- [ tithoc@agu.edu.vn x]

[Héi Huynh Phudc * ][pthinh@agu.edu.vn = ][nvphuc@agu.edu.vn = ]

Chii d&: ‘Chﬁ d& seminar ké tiép
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:|| Thévi gian tir hém nay dén hét ngay thiy tw (18/04).

dé khéng gian doan viéc seminar hang tudn, méi mdi té dang kv ngay it nhat 1 chuyén dé.

Hinh thirc dang ky: mail cho ca TTTH.

Goiy: Tung s
|

Thanks.

man" trong tuan nay nhél.

Cao.
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Pia chi emall

- “An twong dau tién” cho nguwdi nhan
- Thé hién sw nghiém tdc cta céa nhan
- Nén:
- Dung tiéng Viét (khéng dau)
- T nglr rd nghia, ngan gon
- Tén that (bat danh)
- Vi du: dangthanhcong@gmail.com (Bang Thanh Cong)
- Khdng nén:

- Chon tén: nhoccodon@... kelangthang@... deptrai8x@...
cuibapkimcuong@....landenro2000@.... binladen@....

- Dung dia chi email cdng cdng trong kinh doanh, hoc thuat.
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Xung ho (1)

. Loi chao dAu thuw (bit budg)

- Thwdng két thic bang dau “,”

- Ty theo doi twong giao tiép va mde dd than thiét: chwa
biét tén, biét tén, doi tac, cap trén/cap dwdi, thay/tro, ban

be, ngwdi than,....

'Loi chao cao hon mam cé'
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Xwng ho (2)

- Tiéng Viét: Kinh chao, Than chao, Kinh g, Chao Thay,
Chao ban, Em yéu...

- Tiéng Anh (salutation): vi du viét cho giao sw John Smith
(John la tén, Smith la ho)
1. Dear Professor Smith,
2. Dear Dr Smith:
3. Dear John,
4. Dear John Smith:

(cach 1-2: trang trong; cach 3: than quen; cach 4: it dung)
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Tieu dé emaill

- Bat budc phai co

- Gitip ngwdi nhan biét ngay muc dich cia email
- Phan loai dwoc tam quan trong

- Tranh dung ttr nglr c6 nghia chung chung nhw: “xin chao”,

“thong tin”,...
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NOI dung emalll

- Gom 3 phan: m& dau, phan than va két thuc.

- Don gian, ré rang va ngan (=> viét va doc nhanh)
- M6i cau khdng qua 15 tr
- Mbi doan tbi da 3 cau

- Phan than chra ndi dung chinh cta email.

- Két thuc: 1&i chao cudi thw va chiv ky
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Lo chao cudi thu
- Phai viét & chao cudi thu
- Theo nguyén tac giao tiép chung

- Tiéng Viét: Than kinh, Tran trong, Than mén, ...
- Tiéng Anh:

Trang trong Trung dung

Yours sincerely, Best regards, Cheers,
Yours faithfully, Kind regards, All the best,
Best wishes, Have a nice weekend

With kind regards,
Regards, and I'll write when we’re

With best wishes, back.
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Chi ky

- Tang d6 tincay [

L& Quée Cuéng
Gidm ddc Trung tdm Tin hoc - BHAG

- Cung cap théng tin phan hoi o (075) 3945454 - 225
¢ Thé hlén Cé. tinh Regards

Lé Thi Quynh Chau
Deputy Director
Mobile: +84 918 044 300

Cong ty QD.TEK Céng ty QD.TEK Mién Bac
Tang 20, Toa nha Centec Tang 8, Toa nha Dilmah,
5 = . 72-74 Nguyén Thi Minh Khai, Q.3 LS AZ2A, Curn TTCHN & CNN,
H u E rl Tan Th an h Tp. HG Chi Minh, Viét Nam Quan C3u Gidy, Ha Ndi, Viét Nam
g F Tel: (84.8) 3521 0585 - ext.511 Tel: (84.4) 3795 9111
. Ttek Fax:  (84.8) 3521 0584 Fax:  (844) 3795 9000
L[.'I] DHEE_T A Mamber of Quang Oung Group E-mail: chaule@gd-tek .com.vn Web:  www.gd-tek.com.vn
Thén mén,
Dién gia Tran Bang Khoa
Tai bit-

- Ban cd thé két ban v&i tdi trén Facebook tai http://www facebook com/diengia.trandangkhoa (chi cdn bam nit “Like" - *Thich")

- Téi rat xin 18 néu ban khéing mong mudn nhan dwrec email nay cla tdi va cho rang day 13 spam. Cd mdt cach den gian cd thé gilp ban
khéng bao gi¢ phai nhan "nham” email tir tdi hodc CLB Vieon Téi Thanh Cong nika, dd 1a ban cd thé ding tinh nang hiy bd viéc nhan email
& day: Unsubscribe me from this list . Va cho di Iwa chon cia ban 13 gi di nika, tdi vdn mudn chiic ban cé mét ngay that tuyét veri.
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Dung CC & BCC

- CC (Copy Carbon)
- “Thay” dia chi clia cac ngwdi nhan khac
- Khoéng phai dbi twong truc tiép
- B4o tin
- Phdi hop cong tac
- BCC (Blind Copy Carbon)

- M6t thdng diép gri cho nhiéu ngwdi nhwng ngwdi nhan chi biét gvi cho
duy nhat minh

- GWi cho nhiéu khach hang, dbi tac cé tinh canh tranh nhau
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Mot sO lwu y

- Han ché sai 16i chinh t3

- Han ché dung chir IN HOA (biéu 16 sw néng gian!)
- Dung tiéng Viét c6 dau

- Tra I&i nhanh nhat cé thé (t6i da 24h)

- Trong trwdng hop khan cap nén danh dau “Khan”

- Ghi chu ro rang khi co tap tin dinh kem

- Nén dung chirc nang “reply” dé tra I&i thw
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Mail spam va thw gia mao

- Thw rac la gi?
- Ngan chan thw rac nhw thé nao?

- Nhan biét thw gid mao, Ilra dao
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Lien hé

- Trung tam Tin hoc

- Lau 1, Khu Thw vién — Trung tam
- Website: cict.agu.edu.vn

- Emall: cict@agu.edu.vn: support@aqu.edu.vn

- Dién thoai: 0907 85 84 22 (thay Cao)


mailto:cict@agu.edu.vn
mailto:support@agu.edu.vn

