SPS Email Student Checklist Quick Reference Document
Vietnamese

SPS Email Hoc Sinh Danh Sach Kiém Tra

Sau day la danh sach kiém tra ma hoc sinh SPS ¢6 thé sir dung dé xac nhén su ti€p cén cua cac em
vao Outlook dang hoat dong chinh xac. Néu hoc sinh cé van dé véi bat ky hanh déng nao trong s6
nay, thi cdc em can lién hé véi Student Techline.

Vui Idng xac nhan rang ban cé thé hoan thanh cac diéu sau day:

Access-Truy Cap
O Ban d3 truy cap va dang nhap vao Email SPS cta ban nhu thé nao?

1. M&é trinh duyét web nhu Chrome, Safari hodc Edge va dé vao
= https://outlook.office.com
=  www.seattleschools.org va chon Student Portal

2. Cho may tinh xach tay SPS,
* Nhéap vao biéu tugng Desktop
* Nhéap vao biéu tugng window & phia dudi bén trdi man hinh cda ban va chon biéu

tuong cho Email hoc sinh

Layout-Cach Trinh Bay
O Ban c6 thé giir cac cai dat mac dinh hodc ca nhan héa cach trinh bay: (S dung thanh cudn bén phai dé
kéo xudng dé xem thém lya chon.)
1. Nhap vao biéu tugng Banh ring d& ma Settings.
Chon Theme
Xem man hinh & ché dé Téi -Dark mode?
Sap xép tin nhan trong Hop thu Focused va Khdc?
Mat dé hién thi - Bay dd, Trung binh hodc Nhé gon?
Ché& d6 xem cudc hoi thoai - Tin nhdn mdi & trén hay dudi?
Ngan Reading - Phai, Dudi hodc An?

NO U A WN

Email

O Gw&ri email (Lwu y: Ban chi c6 thé gtri va nhan email trong hé thdng cta SPS @seattleschools.org)
1. Nhép vao New Message-Thu M&i.
2. To: Nhap ho tén clia mét trong nhirng gido vién cha ban va chon tén day du cla gido vién dé
néu néd s& xuat hién trong két qua dugc dé xuat.
3. Add a subject-Thém chu deé.
4. G& thu nhan ngan gon.
5. Nhép Send-Gri Di.
O Tra Loi Email
1. GUithu email cho mét hoc sinh khdc va yéu cau ho tra 1oi lai.
2. Trong Hop Thu-Inbox cla ban, nhap vao mét thong bdo email dé xem trong Ngén Reading.
3. Nhap vao biéu twong tra |oi dé giri lai thu cho ngudi glri va gd thu trd 1o cla ban.
e Né&u cé mot ngudi da copied (CC) trén thu nay, ban cé thé chon biéu twong tra 1o tat ca
e Né&u ban muén gtri thu ndy dén mot ngudi khac, hdy nhap vao miii tén Forward
e Ban ciing c6 thé thich thu nhan bang cach nhap vao biéu twgng ngdn tay cai
4. Nhap Send
e Né&u ban bam Hay-Discard thu s& khdng dwoc glri va sé khong duogc luvu
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e M6t window pops-up asking, “bat 1én héi, Ban cé chac chan mudn hiy bd ban thu nhap
nay khéng?”
e Nhap OK dé x6a hodc Cancel dé quay lai
U Dinh Kém attachment
1. Nhéap vao biéu tugng kep gidy dé dinh kém attachment hoic file
2. Mbét danh sach attachment dwoc dé xuat xuat hién va ban cé thé chon mét trong céc tép duoc
dé xuat, Browse this computer, hoac Browse cloud locations
3. Né&u ban chon Browse this computer:
e Chon file dé tai lén
e Nhip Open
e Ban sé thay mot biéu twong file xuat hién trong thu cla ban
4. Néu ban chon Browse cloud locations:
e M6t window bat Ién hién thij cac files tir OneDrive cla ban
Chon file
Nhap Next, va mét window bat 1én hdi How do you want to share this file?
Né&u ban chon Share as a OneDrive link, ngu®i nhan cé thé thay cac thay déi va tac
pham ngay sau dé
e Né&u ban chon Attach as a copy, ngudi nhan s& nhan duwgc mot ban sao dé xem xét
e Ban sé thay mot biéu twong file xuat hién trong thuw cda ban

Calendar

U Xem Calendar
1. Nhap vao biéu tugng Calendar dé mé Calendar cta ban.
2. Ban c6 thé nhap vao thoi gian va tiéu dé dé xem chi tiét vé sy kién Calendar nhu cudc hop
Teams meeting
U Tao Sw Kién trong Calendar
1. Nhép 2 lan lién ti€p vao ngay va su kién Calendar window s& bat Ién
2. Thém Tiéu bé
3. Chon thai gian bt dau va thoi gian két thic
4. Cai dat1oi Nhac Nhe
5. Ban cé thé thém mé té hodc dinh kém tai liéu
6. Nhap Save
U Tao Suw Kién trong Calendar va gtti |&'i moi
1. Thuc hién theo cac buwdc dé tao su kién Calendar va nhap vao Invite attendees
2. GO ho tén va chon tén day du cla ngudi d6 tir danh sach két qua duoc dé xuét.
3. Nhép Send

Ngon Ngir va Thei Gian Mac Pinh

O Ban c6 thé thay ddi cai dit Ngoén ngir va Thei Gian mac dinh

1. Nh&p vao biéu tugng Hinh Banh rang géc bén trén bén phai

Nhap View all Outlook Settings lién két & dudi cung cla menu bat ra.
Nhap vao General trong cdt ngoai cing bén trai cia menu mdi bat ra.
Nhap vao Language and Time trong menu méi bat ra.
T d6, ban c6 thé thay d6i mac dinh Language sang mot ngdn ngir khac.
Thay d6i Time Format thanh 1:01AM — 11:59PM.
Nhap Save.
8. Tailai trang web dé xem céc thay d6i duoc ap dung.

NoubkwnN
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