Tai Liéu Hudng Dan Veé Zalo Official Account (OA)

Véi nhitng khach hang quan tam t6i dich vu chay quang céo Zalo, bo tai liéu hudng dan
chi tiét vé tai khoan Zalo OA sau day hi vong sé gilp ich cho ban trong viéc tao dung va
quan ly tai khoan Zalo Official Account hiéu qua

Bo tai liéu hudng dan day du vé Zalo Official Account
bao gom

Cach tao tai khoan Official Account
Tao bai viét va gt tin Broadcast
Tao trang ctra hang

Quan ly tai khoan

Hond =

Cach tao tai khoan Official Account

DE co6 thé khai thac t6i da stirc manh cla trang Zalo OA thi viéc lua chon loai tai khoan
phu hop la yéu td quan trong. Céc trang tin tirc, cong thong tin, Blogger nén chon loai
“NGi dung” vai kha nang cho phép gtri s6 lugng tin Broadcast trong ngay. Dai vdi clra
hang/shop online thuwong mai dién t& thi “Ctra hang” sé la lua chon phu hop nhat, nai ban
c6 thé giao ban san pham, dang tai san pham, cap nhat thong tin vé gia cling nhu tra 15i
tin nhan hoi vé san pham cda khéach hang. “Dich vu khac” phu hop cho tat ca cac cac
hinh thirc con lai, d€ co thé xay dung tai khoan OA hiéu qua ban cé thé giri thong tin ho
trog vao email contact@adszalo.com chung t6i sé gitip ban giai ddp moi thac mac

Céc budc dang ki tai khoan theo quy trinh nhu sau:

e Dang nhap tai khoan


https://adszalo.com/tai-lieu-huong-dan-ve-zalo-official-account-oa/
https://adszalo.com/tai-lieu-huong-dan-ve-zalo-official-account-oa/

@ Official Account

Budic 1: Vao link http://oa.zalo.me , sau dé dang nhap bang tai khoan Zalo

Pang ky tai khoan

+ Co2cach:
— Dang nhap bang so dién thoai va mat khau da dang ky Zalo.
— Quét ma QR code

Biang nhdp Zalo dé truy cap iong dung

Barg nhap Zako 48 tuy clp ing dung
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e Chon hinh loai tai khoan phu hop



@ Official Accoum

« Chaon hinh thirc tai khodn hoat dong phi hap véi Official Account sé tao
+ Cach phén biét tai khodn: http://oa.zalo. me/blog/3/phan-biet-tai-khoan-tin-tuc-va-tai-khoan-dich-vu

Dang ky tai khoan

Biing ky Official Account
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Burdc 3: bien théng tin vao cAc trudng ndi dung -> Chon "Gl théng tin ding ky” khi hoan tat
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Sau khi ho&n 1at hé thong s& ty dong duyét 0A, DA o6 thé dang ndi dung bai viét va hoat ddng.Zale Official Account sé tién hanh kiém tra
va tir chii vdi cdc truing hop ding ky khdng ding quy dinh trong vng 07 ngay 1am viéc, 7

e Sau khi hoan tat sé dua ban dén trang quan ly



@ Official Aceount

Budc 4:
Sau khi tao thanh céng giao dién hién thi 3 tab:

1. Tat ca: cac OA ma admin da tao, dang guan trj va OA bi khoa

2. Bang hoat déng: OA dang hoat déng

3. Dang khoa: cac OA d3 bi khoa do bi tir chdi dang ky tir BQT hodc vi pham quy dinh

Pang ky tai khoan

Trang thdi :
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*Cac budc dang ki trén da thay doi mot so budc, ban c6 thé xem thém bai viét hudng
dan tai tai khoan Zalo OA méi nhat dé c6 thé tao tai khoan ding céach

Tao bai viét va gui tin Broadcast

Lgi ich tin nhan broadcast

Gui tin nhan dén nhom nguoi dung da duge chon loc
(Targeting ddi tugng)

Broadcast

Message Ngudi diing trai nghiém
nhanh chang trén ba
nhin

Cai dat trude thoi gian g tin nhan t6i da 01 thang




Budc 1:

Logi ich tin nhan broadcast

Tin nhén dén tit cd ngudi ding (Tin nhdn Broadcast): Zalo Official Account c6 thé gii tin nhan dén tat ca ngudi quan tam, tiy
theo tirng loai tai khodn cda OA ma c6 timg giGi han gii tin khéc nhau, cu thé:

Tai khoan tin tirc (Media Account) Tai khoan dich vu (Service Account)

+ Dijnh dgng tin nhan Broadcast: 1 bai vigt hodc nhigu bai viét | t&i da 05 bai vigt)

+ Ngi dung tin nhin: chi ap dung cho nhimg tin nhan gii bing trang tin tic trén Zalo (Zalo Media) hodc trang khao sét dugc
tao trén Zalo.

+ Thii gian gdi tin nhén: tir 06h — 20h hdng ngay. Néu gii sau 20h tin nhan dirge duyét vao ngay hom sau.

* Thii gian duyét tin nhan: Tin nhan broadcast phéi dugc duyét tir BT va s& duoc gii dén nguli quan tam trong ving 30
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Guri tin nhan Broadcast

@ Official Account
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Guri tin nhan Broadcast

@ Offscinl Account

Budc 4: . site () st = ou Gk iy = ol gl
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platform_). - .
< Admin OA cb thé giri cho t8t c4 ngudi o ' P —

quan tim OA vh khéng ciin chdn dai S i
tugng girl. 'i- s

«  (Cai dat thoi gian d€ gdi tin nhén (théi .:..'...M.-.._ o= - E
gian cii d3t lich 15i da 01 théng) s - oo

@ WY Guri tin nhan Broadcast

Burdc 5:

Gt tin nhén

Admin co thé gl ngay hodc
®em trude tin

Céch cai d§t cdu hinh “xem trugc”
Vao phan quan ly trén thanh menu
ngang -> Chon thong tin tai khodn-»
Thiét lap s6 dién thoai xem trudc (
tdi da duoc thigt lap 10 s6 dién
thoai xem trude tin nhan)

Quan ly tai khoan Official Account

Hudng dan thiét lap clra hang Zalo bao gém céac théng tin cua trang, 16i chao, truy van ty
dong



QUAN LY TAI KHOAN
OFFICIAL ACCOUNT (0A)

Thoéng tin tai khoan

@ Official Account

THONG TIN TAI KHOAN

1) Théng tin trang
= Tén Official Account: duge chd ddng thay ddi va duyét lai néu OA dudi 200 ngudi quan t&m.
* M s0 trang: moi tai khoan khdi tao s& co mot ma s6 0A

* Mo ta: thong tin mo ta OA sé hién thi trén giao dién khi ngudi ding tim thiy trang (dugc cha déng thay di va duyét lai néu OA
dudi 200 ngudi quan tam)

* Danh myc

2} Link d&n trang; [chi bé trg link alias cho 0A xéc thye)

3) Hotline:

4) Lii chao: sé hién thj khi nguii ding mai quan tam OA

5} Traléi tr déng

6) Dja difm trang

7} MaaQR:

8) B loc tir khda: cha phép admin nhap tir khéa d& chiin comment e ndi dung khang muén hign thi
9) Menu

10) 54 dién thoai xem trude tin We

11) Mit XOA TRANG : DA bj xda sé& khong khai phuc lai dugc



Thong tin tai khoan

@ Official Account

QUAN LY NGUOI QUAN TAM

Admin OA co thé:

= Guri tin nhan d&n ngudi quan tam (1): OA chat true ti8p véi ngudi quan tam
= Xda nguii quan 1am(2): ngudi quan tam khéng con thao tac duge trén trang cla OA
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khodn OA cuia minh, tuy nhién sé& mat nhiéu thoi gian dé lam viéc nay nén QC tang lugng
quan tam la phuong an tot nhat.

@ Orfficial Account

Mai ngurdi quan tam:
» DA duge mé 181 da 20 ngudi quan tam/ngay ( danh sach ngudi quan tdm d8ng bd véi danh ba Zalo)
+ Pang gii: 16i moi da gii dén ngudi quan tdm 0A, dang trong qua trinh tir chéi hodc chip nhan.

« Chap nhan: mﬁnghr?uéi quan tam da chap nhan I&i méi va trd thanh follower (hién thj danh sdch wser chip nhan guan tam OA
trong 7 ngay gan nhat)

«  Tir chdi: ngudi quan tam da tir chai I méd quan tam 0A
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Nguoi quan tam

@ Official Account

+  Click chon méi ngudi quan tam s hign thi pop up danh sdch ban bé trén Zalo ( danh sach hién thj la chura timg duge mai va chira
quan tam OA nay)
«  D6I vai user tir chi quan tam 0A duge méi, sé khong durge hién thi trong danh sdch goi ¥ cia Admin & nhimg [an sau
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Quan ly Admin

@ Official Acoount

QUAN LY ADMIN

* Vo quédn iy -> Quén ly admin -> Thém admin ( 58 dién thoai thém admin phdi c6 dang ky 1ai khodn Zalo)

- . Broadaast - ' Chan = Tudn by ndi durg - ||| T ;ii Oadnly = : irhang 3 Oubog caa
Thaing i ta ichoan
Rkt i ==
(g e T
-AF- -
T el g thuliny
. ke i T sl gh plrhogtdpng  when Thas i
‘ Trib Thi Wl Dung D 1 by | - # . |
. i Pagrsg Ticg sk = # 1 |
¥ ‘ s o udr 1 b | - ""'i

Lich st truy cap va dang xuat tai khoan, thai gian, chi tiét dang nhap.



Lich str hoat dong

@ Officeal Aceaunt

Lich sir hoat ddng eda OA: Linu lai nhimg hoat ddng clia Admin trong tool qudn Iy, check 14t ca hoat dona, kiém tra lich sir theo timg
théd diém, va tim kiém theo timg Admin
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Tao ctra hang (Store)

@ Official Account

Bude 1:
+  Déng nhap vao http://oa.zalo.me
+  Chon®cira
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@ Oifficial Account

Budc 2: Tao danh muc

Tao ctra hang (Store)

+  Cdch 1: chon "danh muc” -> thém danh muc -> nhip tén va théng tin danh muc cin tao
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Tao ctra hang (Store)

+  Cdch 2: chon "san phdm" -> thém san phim
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@ Official Accownt

Tao cua hang (Store)
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Tao cua hang (Store)

@ Official Acoount

Giao dign cira hang trén Mobile

Bigu kién hién thi;
. f{ e — \

OA ¢6 it nhit 3 sén phiim khu we
san phém hot trong danh muc néi
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Bude 4: Md chirc ndng hién thi clra hang
Vao phign quan I -» théng tin tai khodn -> Bat nit san pham
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@ Dfficial Account

Tao ctra hang (Store)

Hién thi san pham:
Quén Iy cdc san pham da dang ky khu vue hién thi khi ddng san phim hodc cd thé thiét lap thém san phdm vao cac khu
vire ndi bat hodc deé xudt

Chinh sach giao hang:
QA thiét lap chinh sdch giao hang cla bén minh, théng tin $& hign thi trén mdi sdn phim

Su kién:

+ 0A cd thé thit lap cac chuong trinh gidgm gid theo lich, thigt Iap lich hién/8n cho sdn phdm hodc tac mot lich
hién thi sdn phim trén cde khu vye theo thasi gian nhét dinh.

+ Khi sdn phiim duoe thiét lap tai mue Sy kién, 46 wu tién duge djt lén cao nhat
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Tao cura hang (Store)

2. Hién thi: tigt 1ap Sn/hién theo lich

Nh&m thigt ldp hién thi mdt 8 san phim trén giao dién trong mot khodng théd gian ngén. Sau théi gian thifl 1ap sén phim s trd
v trang thai da tao ban déu

Wi tri hién thi: danh mye sdn phim (néu trong sén phim duge thiét 1ip & khu vire ndo thi nd hign thi & khu vue dé)

VO: Hang mdl v, mfu md, sdn phim hol.
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Tao ctra hang (Store)

@ Official Account

Tao méi lich hign thi sdn phém trén khu we

3. Hién thj khu vue

« DA cb thé thigt lap khu vuc hin thi.

«  Sdn phim sé hién th theo khu vyc va
thii gian da thiét lap

* Vi tri hién thi: theo khu vire d3 chon

+ VD Nhu ngi dung trong hinh thi trén
phiin khu virc hot s& hién thi cdc sén
phém trong danh muc théi trang nid thei
gian 1ir 10/6-12/6, céc ngay trong tulin
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Tao cira hang (Store)

Théng ké:
OA Admin cd thé thing ké theo sin phim hodc danh myc
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