Phu luc 03

Hwéng dan soan thao va quan Iy bai viét
(Kém theo Cong vin sé: ITTCS-TTTQ, ngay thang 7 nam 2024 cua Cuc Thong tin co so)

1. Hwéng ddn sogn thdao bai viét
Buoc 1: Bang nhap tai khoan trang Zalo OA tai duong link:

https://0oa.zalo.me/manage/oa — Chon tai khoan trang Zalo OA ban mudn
thao tac.
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Diéu chinh chinh sach dich vu tai khoan Zalo 0A Doanh nghiép tirngay 20/06/2023. Chi tiét tai day!

Quan Iy Official Account

Tatca Danghoatdong Dangchoduyét Dang bikhoa Tao Official Account mdi
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Buéc 2: C6 02 cach dé soan thao bai viét mai:

Céch 1: Chon Noi dung — Bai viét — Soan bai viét méi
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© idu chinh chinh sach dich vu tai khoan Zalo OA Doanh nghiép tirngay 20/06/2023. Chi tiék tai day!
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Céch 2: Chon Noi dung — Tao broadcast — Tao bai viét méi
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Buéc 3: Bién noi dung cho bai viét. “Noi dung” c6 thé bao gom chit, video,
hinh anh.

A Luuy:

Doi véi video: Dung luong video tai 1én toi da 1a 50 MB. Hoac chén cac
duong dan, ma nhing video tir cac trang web Facebook, Zing MP3, Dailymotion,
Vimeo.

Doi vai hinh anh: Pinh dang .png hoaic .jpg véi kich thudc 500x320 pixel,
dung luong t6i da IMB.

Poi v6i duong dan (URL): Pa hd tro tinh niang chén hyperlink. Chén link
truc tiép vao Noi dung bai viét va khéng gioi han sé luong.

Huréng ddn tgo ndt thao tac (CTA) trong bai viét

Click vao biéu tugng M Call to action = it tén cho CTA = Nhap duong
dan lién két (link) twong ung.

Soan bai viet méi

8 oo Tén nit thao téc (CTA) | Bungdén (link) c3n ding

Nut CTA trén bai viét



“Anh/ Video dai dién”’ cho bai viét

Déi voi Video: Dung lugng video tai Ién tdi da 1a 50 MB

Ddi v6i Anh: Binh dang .png hoic .jpg, dung luong téi da 15MB.
A Luu y:

Dé hinh anh bai viét dugc hién thi tron ven, vui 10ng sir dung anh kich thudc

16:9 véi ving hién thi an toan 1a 14:9 theo nhu anh sau:

Buéc 4: Chon "Xuéat ban" dé hoan tit viéc tao bai viét.
A Luu y:
Cac bai viét da xuat ban sau khi xda s& khong duoc khdi phuc va ciing duoc

tinh 1a 1 bai viét thanh céng.

Dé kiém tra bai viét di x6a hoic Quan tri vién x6a bai viét: truy cap muc

Quan ly = Lich sir hoat dong va Loc muc “Xda bai viét”.

2. Hwong ddn qudn ly bai viét
Chon Quan ly noi dung = Bai viét / Video

A @ cha atbot NGi dur Ji Théng ke Quin ly ) Quing ca
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1@ Quan ly broadcast
© 1o biosdcast Quan ly bai viét
2 @ 03 xust ban 1/5 ndi dur
B Danh sach bai viet
B Danh séch video Q Tét ca igng théi ~ = Xudt thing ke

Ngdy xust ban Hinhdaidién  Tén bai viét Lugtxem () Chiasé Trang thai Theo tée

Tim kiém bai viét
Trang thai bai viét va Loc cac bai viét theo thoi gian. Kiém soat dugc s6

lugng bai viét d xuat ban/luu nhap/dang hen lich cho xuét ban.

Loc theo murc do tuwong tac

Bai viét s& duoc loc theo sd Luot xem hoic Chia sé

Thao tac cho ting bai viét

An bai viét: Trang thai an thi moi nguoi s& khdng thé xem duoc bai viét.
Sira bai viét: Bai viét sau khi xuat ban co thé chinh sira.

Sao chép bai viét: Bai viét sau khi Xuat ban c6 thé sao chép toan bo bai viét.
Lay URL bai viét: Lay link bai viét.



Tracking link: Tinh nang chua kha dung

Xba bai viét: Bai viét sau khi x6a khong thé khoi phuc lai

Quing céo bai viét: Chay quang céo dé gilp bai viét tiép can duoc nhiéu
nguoi hon./.



