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CHUONG I: LAM QUEN VOI OUTLOOK 2010
1. Lam quen Outlook 2010

a. Quan ly nhiéu tai khoan e-mail tir mét novi
Ban c6 thé dé dang quan ly e-mail tir hop thu nhiéu. Dong bo hoa céc loai
email cua nhiéu tai khoan e-mail tir cac dich vu nhu Hotmail, Gmail hodc
chi 1a vé bat ky nha cung cap khéc sang Outlook 2010.
4 Mailbox - userl

L -] Inbox (1}

L7| Drafts

=] Sent tems

{a] Deleted Items

L@ Junk E-mail

|4 News Feed

U Outbox

LEY) RSS Feeds

LQ Search Folders
ongthuyan@gmail.com

4 ongthuyan@hotmail.com

U] Inbox (243)

L7] Drafts

U= Sent ltems

(5] Deleted ltems

L @ Junk E-mail [33]
L= Outbox

L Search Folders
[ Synclssues

b. Social Networking Integration:

Microsoft nhan ra xu huéng phat trién ciia mang xa hoi nén da thém
Outlook Social Connector vao ttng dung Outlook 2010. Outlook Social
Connector c6 thé vira xem mail, vira cap nhat tinh trang, chia sé tap tin
va hinh anh. Tir d6 gitp duy tri va mo rong mang ludi xa hoi cua ban tét
hon. S& xuat hién Facebook add-in trong nhitng phién ban dau.

Ciing nhw cac phién ban Outlook trwéc, nguwdi dung cé thé dat trang
chu ctia minh cho mét thw muc.
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Quan ly lich tir nay sé don gian va tét hon Outlook 2007, kha nang
ddng bd dung véi lich hién tai.

4 » January 14, 2010

Calendar X /4 TeamsSite:Vacations X , 4 Lich ciathuy % ‘
14 Thursday 14 Thursday 14 Thursday
gam
Hop dau tuin
userl
g 00
1090 L - - -
K M| K 3
4 00 = o (= s
H 2 5| £ -
E = =
- H £ E
12 pm S IR B
= <5 <
) 2 b= 5
00 g =|| 8 =
1 o o=
n i .
2 00
Show tasks on: Due Date h
Dy hdi thao \d
< | Hoanthanh bio cae khathiva.. ||¥
v
—

Bén canh khodn chinh giao dién ngwdi dung, sé c6 thém nhiéu lva
chon dé két ndi t&i cac dich vu bén ngoai, sdn pham va khach hang.

Hoc tap phong céach téi gian hét stre tir Windows 7, giao dién lam
viéc Office 2010 da gon gang chw khéng con [6n xén nhuw truére.
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Hw 8. = . .
(0] | 5 “ ISE Inbox - Mailbox - userl - Microsoft Outlook
Home Send / Receive Folder View
= = — N = - =Y A3 M -
£ -] \5,%% .;1.' Ignore x = 2 = a : __a B Meeting _E Move to: 7 % To Manager 23 Move
; [Ek clean Up ~ (34 Team E-mail « Done 2 Rules ~
New  New Delete Reply Reply Forward i - —
E-mail Items~v | S Junk~ Al % Mate =& Reply & Delete & Create New | | N]oneNote
New Delete Respond Quick Steps ] Move
4 Favorites < -
5 sent items Ik hD @ From ALSubject LReceived |size W}ACategories
(5] Deleted Items (1) N o ,
=) From: System Administrator (1 item)
4 Mailborx-userl - @2 () System A... Undeliverable: Dung lugng email Wed 1/13/2... 58 MB
E—_] Inbox (2) =) From: userl (3 items, 1 unread)
L7| Drafts : 3 ;
L = userl Test email Thu 1/14/20... 5KB
L= Sent Items ; :
[~ userl Pizza @ Meeting Thu 1/14/20... 7 KB
\a Deleten Bews 11 g usenl Thu1/14/20.., 22 KB
L@ Junk E-mail =
4 News Feed | =) From: user2 (4 items, 1 unread)
L] Outbox [1] ] user2 Accepted: Sun 1/17/20... 5KB
LE) RSS Feeds d user2 Taco: Pizza @ Meeting Thu 1/14/20.., 4KB
L@ Search Folders ;ﬁ user2 Accepted: Hop_tang két cudi nam Thu1/14/20... 5KB

Windows Live Mail that dang khen, cac Ribbon cé thé dé dang quan
ly @& &n, hién thi hoac bién méat hoan toan.

Outlook Options

[ General

l

rail

Calendar
Contacts

Tasks

Motes and Journal
Search

Mobile

Language
Advanced
Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

ﬁg! General options for working with Outlook.

User Interface options

Show Mini Toolbar on selection (i)
Enable Live Preview (i
Always use ClearType

Color scheme: Silver

ScreenTip style: |5hnwfeature descriptions in ScreenTips

Personalize your copy of Microsoft Office

User name: |Ar1

Start up options

Initials:

Make Qutlook the default program for E-mail, Contacts, and Calendar
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Khi nang cap lén phién ban méi, ngudi dung chi can thwe hién thong
qua qua trinh cai dat.

Tham chi néu g& bd version cii thi phan setting van dwoc duy tri.

c. Tim hiéu vé Ribbon

Giao dién mai clia Outlook 2010 c6 tén goi 1a Ribbon. Néu ban
da st dung Microsoft Office Word 2010, cac giao dién sé quen
thudéc véi ban hon vi trong Outlook 2010 dwoc soan thao dya
trén Word 2010, cac Iénh trong Word sé ¢6 san khi ban soan
soan ndi dung trén Outlook.

Ribbon ctia outlook 2010 dwgc sap xép nhw sau:

EXIN™ B 5 Test - Message (HTML)
‘ \ Message Insert Options Format Text Review
= Cut w o [ i 2y @ 0 Do Follow Up ~ )
| & Cu Calibri Boch ¥ |11~ A" A7 [ IS =+ B 5&ﬂ &3/‘!} M M} y ¥ Follow Up <
- 53 copy % —] ¥ High Importance ¢
Paste a2, A+ |=|= = | = s= | Address Check | Attach Attach Signature Zoom
= # Format Painter B I U — o Pl B Book Names File Hemv v § LowImportance |

Clipboard Basic Text ‘ Names Include Tags Zoom

1 Tabs: cac giao dién dwgc tao ra tww cac Tab khac nhau. O hinh
trén la giao dién cla tab Message. Trong cac tab la cac Iénh va
cac nut lénh.

2 Groups: Méi Tab c6 cac |énh lién quan dén nhau, ta c6 thé
gom thanh moét nhém (group). Vi du hinh trén [a nhdm Basic
Text.

3 Trong hop Font chi¥ ¢6 chira cac kiéu chir dung dé dinh dang
cac kiéu chir.
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d. Thanh cong cu mini

Message Insert Options Format Text Review

e

= Cut o - | a— —
= d Cu Calibri (Bodh » 11~ A” 4" | =+ 1=+ &
— 53 Copy ” A . .
aste abr . || == = | &= =
- # Format Painter LS n—— = = = | ¥ =
Clipboard Basic Text
MailTips could not be retrieved.
From = userl
_I
- Ta... user?
Send
Ce...
Bec...
Subject: Test
Calibri(E= 11 = A" 47 iE iS5
B UEW-A-Y¥
Binh dang bing thanh cng ~ mini
AT
53 Copy
[, Paste Options:

i

A

Thanh cbéng cu mini giup ngwdi dung dinh dang van ban thuan lgi va
nhanh chéng hon.

1 Chon van ban clia ban bang cach kéo chudt dé té khdi, sau do
Click chuét phai, thi thanh céng cu sé hién ra.

2 Thanh céng cu sé& xuét hién chim trén nén van ban. Néu ban tré
dén no, né sé hién ndi Ién va ban c6 thé sty dung né de dinh dang
van ban.

e. Calendar- lich lam viéc

Tinh ning Calendar can thiét cho ai thuong xuyén phai sap xép thoi gian
gap khach hang, hoi hop. Nguoi ding con cé tily chon nhac lich lam viéc
theo gio, theo ngay (dong nhic nha hién trén man hinh theo lich hen). ..
Thong tin lich lam viéc cua ting ca nhan trén thu muc dung chung con gitp
ngudi ding biét ddng nghiép khi nao ban cong tac, nghi 6m...

10
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f. Tac dung cua Contacts

» || 84 Contacts

\Jordan, Katie Jorgensen; Gundrun
Katie Jordan Gundrun Jorgensen
2 .
c
T
o
c
Sil 1/
=
‘05,1 Lund, Pia Tupy, Richard
'S ﬁ 1 Pia Lund Richard Tupy
{1+ ., 2
Z FIA S

Ban c6 nhiéu méi quan hé, ban khong thé nhé hét nghé nghiép, dia
chi ... cla tirng ngwoi. Trong Outlook 2010, Contacts c6 tac dung
lwu triv thdng tin cha di tac cha ban, d& dé dang cho viéc tim kiém.
Ban co6 thé lwu bét ky thong tin cda ai trong Contacts.

2. Cac thao tac co’ ban

a. Dung nhiéu tai khoan Outlook trén mét PC

2 Control Panel

File Edit View Favorites Tools Help
\3 Back Q ‘ z‘ p Search ltt:_“ Folders v
Address |3 Contral Panel vl E

. Accessibility Options 2 2
e - E Add Hardware Mail Setup - Outlook @
g Control Panel A -
@Add or Remove Progrand  E-mail Accounts
B+ Switchto Category View Administrative Tools - Setup e-mail accounts and directories. Eornail Bictounte. o
[Zd antivir Desktop L:_l

@ Automatic Updates

See Also <7 Date and Time Data Files

i , & Change settings for the files Outlook uses to Data Files... l
‘ Windows Update &@ store e-mail messages and documents.
(7] Help and Support Profiles

Setup multiple profiles of e-mail accounts and  shaow Profiles, .. l
data files. Typically, you only need one.

Close l
Metwork Connections

@ Metwork Setup Wizard

11
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Show Profiles

General l

@ The Following profiles are set up on this computer:

add. .. Remove Propetties Copy...

wehien skarting Microsoft Qutlook, use this profile:
" Prompt For a profile to be used

* Always use this profile

|Out||:n:|k ﬂ
(04 | Cancel | |

Nhan nat Add

Mew Profile

{,,) Create Mew Profile

Profile Marme;

|Llser2 |
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X)

Add New Account

Auto Account Setup
Conneck to other server bypes,

(") E-mail Account

C} Text Messaging

{(*)Manually configure seryer settings or additional server types:

[ Mext = l[ Zancel ]

Add Mew Account E|

Choose Service

(") Internet E-mail
Connect to POP or IMAP server to send and receive e-mail messages.

(*)Microsoft Exchange!
Connect to Microsoft Exchange for access to your e-mail, calendar, contacts, faxes and voice mail,

{:} Text Messaging
Connect to your Qutlook, Mobile Service hosting provider,

< Back. ” Mext = l[ Zancel

13
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X

Add New Account |

Microsoft Exchange Settings
ou can enker the required information bo connect to Microsoft Exchange.

Type the name of vour Microsoft Exchange server. For infarmation, see vour syskem
adrninistrator,

Microsaft Exchange server: |PC2.michsuFt.cDm

Use Cached Exchange Mode

Type the name of the mailbox set up For wou by wour administrator. The maibox name
is usually vour user name.

User Mame: |M Zheck Mame

More Setkings ...

[ < Back ]L_Mext:b ][ Cancel ]

Congratulations!

You have successfully entered all the information required ko setup your account.

To close the wizard, click Finish.

[ Add another account.., ]

14
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Mail ]

General l

@ The Following profiles are set up on this computer:

Cuklonk,

add. .. Remove Propetties Copy...

wehien skarting Microsoft Qutlook, use this profile:

* Prompt For a profile ko be used:

" Always use this profile

| =l
Ik | Cancel | apply

Choose Profile E|
Profile Mame: |Owuklook w [ Mew, .. ]
Ckloak,
Userz
[ Ik l [ Cancel ] [thi-:uns =x

b. Mét sé khai niém:
Céc giao thwc giri va nhan Email

a. SMTP (tir chit Simple Mail Transfer Protocol) -- hay Ia giao thirc chuyén
thu don gian. Pay 1a mét giao thirc lo vé viéc van chuyén email gitra cac
may chi trén duong trung chuyén dén dia chi nhan ciing nhu 1a lo viéc
chuyén thu dién tir tir may khach dén may chu. Hau hét cac hé thong thu
dién tir gui thu qua Internet déu ding giao thirc ndy. Cac mau thdng tin co
thé duoc lay ra boi mot email client. Nhitng email client nay phai ding giao
thiec POP hay giao thuc IMAP.

b. IMAP (tr chr Internet Message Access Protocol) -- hay la giao thuc truy
nhap thong diép (twr) Internet. Giao thurc nay cho phép truy nhap va quan ly
cac mau thdng tin vé tir cac may chu. Véi giao thie nay ngudi ding email
c6 thé doc, tao ra, thay ddi, hay xo4 cac ngin chira, cAc mau tin dong thoi

15
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c6 thé tim kiém cac noi dung trong hop thu ma khong can phai tai cac thu
Ve.

c. Phién ban méi nhit cia IMAP 1a IMAP4 twong tu nhung ¢6 nhiéu chuac
ning hon giao thirc POP3. IMAP nguyén thuy duoc phat trién bai dai hoc
Standford nam 1986.

d. POP (tir chit Post Office Protocol) -- hay la giao thirc phong thu. Giao
thire nay duoc dung dé truy tim cac email tir mot MTA. Hau hét cac MUA
déu ding dén giao thic POP mic di mot sé MTA ciing ¢6 thé ding giao
thirc méi hon 1a IMAP.

Hién c6 hai phién ban cua POP. Phién ban dau tién 1a POP2 d tré thanh
tiéu chuan vao thap nién 80, n6 doi hoi phai ¢é giao thuc SMTP dé gui di
cac mau thong tin. Phién ban mgi hon POP3 ¢6 thé dugc ding ma khéng
can téi SMTP.

4 Mailbox - userl
L.~ Inbox (3}
L2| Drafts
U= Sent Items
{a] Deleted ltems

L@ Junk E-mail
{3 News Feed
U~ Outbox [1]

.E)] RSS Feeds

L Search Folders

- Muc Inbox: La hop thu dén, cho biét s luong thu da gui dén, khi chon
muc nay thi khung gitra hién ra tén, dia chi, tiéu dé ndi dung,... hop thu cia
ngudi giri dén.

- Muc Drafts: La muc Iuu cac ndi dung thu da soan nhung chura hoan chinh
va khdng goi di.

- Muc Outbox: La hop thu di, sé€ luu dia chi, ndi dung thu da goi di (cha y 1a
phai c6 xé&c 1ap cho muc nay, néu khong sé khong luu).

- Muc Sent Items: La muc luu cac ndi dung thu da goi di thanh cong

- Muc Deleted Items: Cac thu da xo6a, khi x6a thu thi dia chi va néi dung
thu da xo6a s& chuyén sang muc nay cht chwra x6a han khoi mail. Néu mudn
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x6a han khoi mail thi click phai chudt tai muc nay va chon Empty Deleted
Items.

- Muc Junk E-mail: loc cac email quang cao, Spam hay nhirng thu dién tir
khéng moi ma dén

- Muc Outbox: La hop thu di, sé& luu dia chi, ndi dung thu da goi di (cha y 1a
phai c6 xé&c 1ap cho muc nay, néu khong sé& khong luu).

- Muc RSS Feeds: RSS (Really Simple Syndication) Dich vu cung cap
thdng tin cwc ki don gian. Danh cho viéc phan tan va khai thac néi
dung théng tin Web tir xa (vi du nhw cac tiéu dé, tin tirc). S dung
RSS, cac nha cung cap ndi dung Web c6 thé dé dang tao va phd
bién cac nguén dir liéu vi du nhw céc link tin tie, tiéu dé, va tom tat.

M6t cach str dung ngudn kénh tin RSS dwoc nhiéu ngudi wa thich 1a
két hop ndi dung vao cac nhat trinh Web (weblogs, hay "blogs").
Blogs la nhirng trang web mang tinh cac nhan va bao gém cac mau
tin va lién két ngén, thuwéng xuyén cap nhat.

c. G&i email cho nhiéu ngw®i nhwng dau tén ngwdi nhan

Thu dién tir (email) ¢6 1 diém vu viét so v6i thu thudng 14 ta co thé goi 1
thu cho rat nhiéu ngudi ciing lac ma thoi gian goi di cling khong khac goi
cho 1 ngudi. Thong thuong, ta dé tat ca dia chi email cia ngudi nhan vao
muc To hay CC nhung nhu vy thi nhitmg ngudi nhan thu déu thdy toan bo
danh sach ngudi nhan, kha 1a bat tién néu c6 ngudi mudn gidu dia chi email
ctia minh. Duéi day 1a mot cach goi thu cho nhiéu dia chi nhung gidu danh
sach dia chi nay khong cho ngudi nhan thu xem.

Mot thu dién tr thuong c6 cac muc: dia chi ngudi nhan (To); chu dé cua
thu (Subject); ban sao dong gai thudng (Cc - Carbon Copy), ban sao dong
goi bi mat (Bcc - Blind Carbon Copy). Khi ban goi thu di, tat ca nhiing gi
ghi trong muc To, Cc va Subject s& duoc hién thi ddy di trong e-mail cta
ngudi nhan. Riéng ndi dung trong muc Bee s& khong dugce hién thi trong
thu khi nhan.

Chu ¥: khi c6 nhiéu dia chi trong cac muc To, Cc, Bec; cac dia chi phai
cach nhau bang diu cham phay. Khong nén goi cho qua nhiéu dia chi cling
lac vi cac nha cung cép dich vu s& ngin chin vi tuong 1 ban dang gieo rac
thu rac. Tat ca cac dich vu Web mail déu cung cap san tinh ning Bcc trong
ctra s6 soan thao email.

- Trong cira s6 soan thao emai cia Outlook, ban mé menu Options roi
chon View Bcc.
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EIN™ B A SN Untitled - Message (HTML)
Fils | Message Insert Options Format Text Review
[A L n Colors = . |8 | B=d 3 00
Aa 3 | IR 8T “f=f [ Request a Delivery Receipt
navEnn f — e Lo —
- Fonts + b A\ g | 8 e JJ
Themes Page Bec From Permission = Use Voting i
S Eifects ~ corer - || . B, [ Request a Read Receipt
Themes Show Fields Permission Tracking M

MailTips could not be retrieved.

To...

d. Dinh kem file vao Email

Ban muén dinh kém file ndo d6 vao théng bao ban gwi di (VD: file

Word, Exel) ban lam cac buwéc sau:

1 Nhép dia chi nguw®i nhan Email & hép TO
2 Nhap tiéu dé Email & hop Subject
3 Nhép vao biéu twong Attach file,

Message Insert Options Format Text Review

B g LUt Calibri (Boch » 11 = A" A" = -i=- @ 3]35 apjj

== ]

- j Format Painter

B 7 U %+ A~ |§ = = = $=  Address Check
- =2 — Book Names
Clipboard I Basic Text M Names

chon dwong dan dén noi lwu trlr file d6, chon file ban mudn
Nhan Insert hoac phim Enter.

M=V

Attach Attach Signature
File  Item~ v

Include

>

guri.
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T —

Look in: | B My Documents

f Trusted | Downloads

Templates My Data Sources
D D et | (M epocks

My MLsic

@» Desktop E‘ My Pickures
S — . L=
qucuments E panhsach, xlsx

Camputer
‘:i Pl Mebwork,

Places

File narne: ||

Files aof type: ||.:,||| Files (*.#)

4 Ban c6 thé nhap hodc khéng nhap néi dung email mudn gwi, sau
do nhan vao nut Send, Email da dwogc gwri di cung file dinh kem.

e. Chén hinh anh vao noi dung Email
- Tao email mai

- Chon Tab Insert, click chon Picture trong nhém Illustrations
Format Text

Insert Review

Poune TR o
i DI [ /a’ | i
t ! i 1 1

Options

| Message

Attach Outlook Business Calendar Signature = Table Picture Clip Shapes SmartArt Chart Screenshot
File Item Card~ v v Art v
Include Tables Ilustrations

L8P ®d o

v

Chon mét hoic nhiéu hinh dé chén vao trong ndi dung email
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—— I
~ Flle: [ Message Insert Options Format Text Review Format
o)) Cut oy | W= g— 3 -l [ B
B 3“ : CalibriBoch * 11~ A" A7 | =+ =~ % ggﬂ @J @ Y \g
53 Copy — L
Paste : B 7 U ¥, A. _:E}gig £E 3= Address Check | Attach Attach Signature
~ < Format Painter = — - ! Book Names File Item~ v
Clipboard a Basic Text Names Include
To... ‘
= :l' 2
: Cc., ‘
Send -
Subject: |

f. Chinh stra hinh anh ban chén vao Email
Dé chinh sira hinh anh ban 1am cac buéc sau:

1 Chon hinh anh ban da dua vao trong email.

2 Ban sé& thay hinh anh xuat hinh trén giao dién va cac cong cu xung quanh
no.

3 Ban duing cé4c cong cu nay dé chinh sira hinh anh theo y cua ban.

Ban ciing ¢o thé sir dung cac cdng cu trén véi biéu dd, ban v, so dd hoic
tin nhan.
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g. Quan sat cac file dinh kém trwéc khi gwi email

£ THONG TIN CHUONG TRINH DAO TAO THIET
Click here to enable Instant Search K&#7870; GIAO DIEN
Arrange By: Date Oldestontop = : xuanhai@ictsaigon.com

= Extra line breaks in this message were removed.
=) Older Tue 5/13/2008 9:42 Pl
] ThuyAn 4/15/2008 ongthuyan@gmail. com
Ban il - cap nhatwebsite | Message | 8] CHUONG TRINH TK GLAO DIEN WEB CHO DH.doc (...
4 Mail Delivery Subsystem 4,/15/2008
o

Click here to enable Instant Search

Arrange By: Date Oldest on top

=] Older
—J Thuyfn 4/15/2008
Eao tri - cap nhat website
4 Mail Delivery Subsystem 4,/15/2008

I j

THONG TIN CHUONG TRINH DAO TAO THIET
K&#7870; GIAO DIEN

xuanhai@ictsaigon.com

Extra line breaks in this message were removed.
Tue 5/13/2008 2:42 PM
ongthuyan @gmail. com

=] Message IﬂJCHUONG TRIMH TK GIACQ DIEN WEE CHO DM.doc (...

Trong Outlook 2010s7, khi ban nhan duoc cac tai liéu dinh kém ta c6 thé
quan sat cac file nay trude khi mé ching hodc luu vé 6 dia. N6 gitip cho
may tinh cua ban an toan hon, tranh luu vé cac ma doc.

Dé xem duoc cac file ndy ta nhan vao biéu tuong file d6 (nhu hinh trén).
Ban c6 thé quan sat cac file d6 ¢ cira s6 doc (cot bén trai Outlook).

h. Tao email tra |&i tw déng (auto reply)

Khi ban di cong tac khéng check mail dwoc, néu nhan dwoc thw ma
ban muén tw déng g thw trong Inbox dén mét dia chi thw dinh
trwdc, trong MS Outlook khéng hé tro nhuwng cé thé cai thém
chwong trinh dé& cé chire ndng nay la Auto Reply

File >Info > Automatic Replies
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Home Send / Receive Folder View

Account Information

userl

_.“ -:':"}_\_
,\/ Hz Microsoft Exchange
Add Account

Open

- Account Settings

aLLI Moedify settings for this account, and configure

Sy additional connections.
Help Account P

Settings ~

:] Options N '
X Exit

Automatic Replies (Out of Office)

-
é_' Use automatic replies to notify others that you are out of office, on

: vacaticn, or not available to respond to e-mail messages.
Automatic

Replies

Hién thi hop thoai Automatic Replies > Chon | am currently Out of the
Office

Automatic Replies [z|

{31 am currently In the Office

(%31 am currently Ouk of the Office;

AutoReply only once ko each sender with the Following text:

These rules will be applied to incoming messages while wou are oot of the office:

Status Conditions Actions
Mowe Lp
Mave Dawn
fdd Rule.., | | Edit Rule... | | Delete Fuls Show rules For all profiles
[ il ] [ Cancel ]

Nhap noi dung vao khung “AutoReply only once to each sender with the
following text”.

Néu muén sir dung thém diéu kién dé tra 1oi email tu dong chon vao nat
Add Rule...
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Sau cuing nhan nit OK

i. Khoi phuc cac message da bi xoa trong Outlook

Céach khoi phuc cac file bi xo4 & mirc lwu trir mailbox va trong Public
Folders trong moéi truong Exchange Server.

Chuay:

Phuong thtic ndy khong chi duoc ding dé phuc hoi thu hay tin nhin bi X04.
Day c6 thé duoc coi la mot chuong trinh phuc hoi, giam thoi gian khdi phuc
cho cac phan tir bi xo& du khdng phai 12 giai phap sao Iuu hoan chinh.
Chuong trinh nay c6 thé duoc ding véi cac giai phap sao luu Exchange
Server hozc thanh phan khac nhu Recovery Storage Groups (Cac nhom luu
trir khoi phuc), Restore online and offline (Khdi phuc truc tuyén va phi truc
tuyén).

Hiéu vé xoa mém va xoa cirng trong moi trwong Exchange Server

C6 hai ki€u xoa dir li€u trong moi truong Exchange Server: xoa mém va
x04 cung

Xod mém: 1 khi dit liéu bi xo4 béng phim DELETE va cac dir liéu do s€ bi
chuyén vao thu muc Deleted Items.

Xod ciing: 12 khi dit liéu bi xo4 hoan toan bang cach an t6 hop phim SHIFT
+ DELETE va dit li€u tu dong dugc loai bo khoi 6 cuing may.

Céc thu thuong bi xoa cling trong trudng hop:

o An t6 hop phim SHIFT+DELETE trong Microsoft Outlook dé xoa
thu.

o Lam vi¢c trén client Internet Message Access Protocol 4 (IMAP4)
hoac client khac khong c¢6 ché do tu dong chuyén thu bi xoa vao thu
muc I?eleted Items.

e Chuyén thu sang dinh dang file PST.

Cau hinh Exchange Server

Trudc khi nghi vé khoi phuc dit liéu thi chuan bi cach thirc duy tri n6
nhu thé nao ciing hét strc quan trong. Mic dinh Exchange Server cho
phép luu lai cac thu bi xo0a trong 7 ngdy va tat ca cac tai khoan bi xo4
trong 30 ngay. Ban c6 thé ty chinh lai thoi gian gidi han néu thay can,
nhung phai dam bao c6 du dung lugng dia trong dé luu trit cac file da bi
X04 cung voi luong ngay tang lén.
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TAt ca céc thiét 1ap nay ¢ muc luu trir mailbox, c6 thé thuc hién theo céac

budc sau:

1. M¢ Exchange System Manager
2. Vao Administrative Groups

3. MO rong

4. Vao Servers

5. Mo rong

6. MO rong

7. Kich phai chudt 1én , chon Properties > Limits

Mailbox Store (DC-CONTOS001) Properties 2ixi
Details | Policies | Securty
General | Databass Limts Ful Textindesng |

[~ Storage frnits

I™ lssue warning at (KB}
™ Prohibk send st [KBJ:
[™ Prohibi send and receive at (KB):

Waming messags ntervak
]Rm daly at Midnight |

mize...

’-[;deﬂon sellings -
Keep deleted ems for (days);
Keep deleted mailboyes for (days):

been backed up

TTE 11|

I™ Do not permanently delete malboxes and items unti the store has

ok | Cancel |

2ol

Hinh 1: Cac thudc tinh trong Mailbox Store, xac

dinh s6 ngay luu cac file bi xoa trong hop luu trit

mailbox.

« Thiét 1ap nay dugc dit & muc luu trit mailbox. Nhu thé c6 nghia 1a
nguoi dung s€ ¢4 7 ngay dé phuc hdi cac thu bj xoa cing. Nhung
nhiéu truong hop néu ngudi dung 1a nhimg nguoi dac biét nhu cac

24



Phién ban thir nghiém — Luu hanh ngi bo - Microsoft Vietnam

nha quan 1y, cac giam dbc cong nghé. .., ban co thé thay doi gia tri
thong sO nhu sau:

M¢ Active Directory Users and Computers, kich dup vao nguoi
dung, chon tab Exchange General > Storage Limits. Trong hdp thoai
Storage Limits mo ra (hinh 2), ching ta cé thé thay ddi cac gié tri
ngay khac cho timg ddi trong nguoi dung. (Trong vi du nay sb ngay
dugc dua ra cao hon).

CTTTE— 1]
~ Storage limits
vV Use mailbox store defaults
WWhen the mailbox size exceeds the indicated amount:
[ssue wanmmg 2t {Ke ) ’
[T Prohibitsend st (KB l
I= " Brohitit serid and recefve at (KB]: l
— Deleted item retention
[" Use mailbox store defaults
Keep deleted items for [days): |50
[ Do not permanently delete items until the store has been
backed up
[ ok | cancel | Heb |

Thay'déi cac thiét 1ap mac dinh cho timg ngudi ding
cu thé

Khéi phuc cac message da bi xoa trong Outlook

Mic dinh, tat ca cac message da bi xo4 va dua vao thu muc Deleted Items
c6 thé dugc phuc hdi o client Outlook (may cia ngudi ding). Chuong trinh
nay duoc goi 1a xo4 mém.

Pé lam diéu do, ban vao Tab Folder > "Recover deleted items"

: Home

Send / Receive Folder View

£ 5 Copy Folder F— 1l = \ Pl
. . = 5 B BX e
S Mo
New New Search . Mark All Run Rules Clean Up Delete Recover
Folder  Folder - € rolde as Read Now Folder~ All  'Deleted tems
New Actions Clean Up
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Hién thi hop thoai "Recover deleted items”

Trong hop thoai hién tat ca cac phan tir bi xoa bén trong thu muc Deleted
Items. Ban sé& thy hai lya chon: xo4 vinh vién cac message duoc chon (nit
tha ba) hodc phuc hoi ching (nat tha hai) tré lai thu muc ban dau (thu muc
Deleted Items).

¥ Recover Deleted ltems

B X
Subiject Deleted On From
Shating requesk: Calendar 1/13/2010 6:19 AM
1 5haring request: Calendar 1/13/2010 8:56 AM users
| H?p giao ban 1/14/2010 4:03 AM userz
< >

Mic dinh, thanh phan trén chi 1am viéc v6i thu muc Deleted Items (xo0é
mém). Néu mot message bi xoa bang t6 hop phim Shift + Delete (xo04 ctng)
tir thu muc khac, n6 s& khong xuét hién trong phan Recover Deleted Items
ctia thu muc Deleted Items. Mot trudong hop phd bién khéc: khi nguoi dung
chuyén cac message tir mailbox (Inbox, Sent Items) thanh dang file ".pst",
cac message nay cting khong dugc luu trong thu muc xo4d tam thoi.

Trong trudong hop do ban co thé phuc hdi lai bang cach chinh stra thanh ghi:
bd sung thém thanh phan DumpsterAlwaysOn vao thanh ghi may tinh cho
phép thuc hién khoi phuc cac phan tir bi xo4 (Recover Deleted Items ) trén
tat ca thu muc Outlook.

Dé chinh sira thanh ghi, thuc hién theo nhitng budc sau:

1. VAo Start, chon Run, g& regedit r6i chon OK.

2. Vao

HKEY LOCAL MACHINE\SOFTWARE\Microsoft\Exchange\Cli

ent\Options

3. Kich phai chudt 1én khung bén phai roi vao New, chon DWord Value, go
DumpsterAlwaysOn va dién gia tri 1 vao d¢ k&t thuc (Hinh 5).
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4. Khéi dong lai Outlook.

% Registry Editor |Z||E|[5__<|
File Edit Yew Favorites Help

(L3 Eventawskem Marne Type Data

=[] Exchange ab]{Default) REG_S7 (value not set)

= Dgle:; File T i Dumpsteralways, ., ol eI 000000001 (1)
ac File Types

a Options
(L3 Function Discavery
[C3 HTMLHelp
[ IdenkityCRL
[ IE setup
1 E4
L3 mart

[:l Internek Account Manage
[Z3 Trkarmak anmac Firm Wiz o

< I T 2
My ComputeriHEEY _LOZaL_MACHIMEYVSOFTWARE! Microsofth Exchange! Client\Options

[

| ™

Bo sung thém gia tri DumpsterAlwaysOn

Sau khi thay ddi lai thanh ghi ban ¢6 thé dung thanh phan Recover Deleted
Items cho tat ca cac thu muc Outlook.

Chuay: ?

Khi cac message trong hop Inbox ctia ban dugc dé dudi dang file *.pst,
nhiing message nao dugc chuyén di trong chuong trinh déu dugc coi la xoa
cung.

Mét s6 meo khi sir dung thanh phan Recover Deleted Items

Duéi day la tra 161 cho mot s6 cau hoi thuong dugc dat ra vé Recover
Deleted Items.

Meo 1: C6 thé khéi phuc cdc phan tik bi xod cimg trong thir muc ¢6 dau
cach nhw thé nao?

Khong c6 khé khan gi, chi can dung ky tu "%20" giita cac tir. Dudi day la
mot sO vi du:

« Mot nguoi Brazin c6 hop Inbox goi la: “Caixa de Entrada” cé thé
phuc hdi cac phan tir da bi xoa bang cach dung ct phap sau:
http:///exchange//Caixa%20de%20Entrada/?cmd=Sh
owDeleted

Meo 2: Nhitng phién ban nao cua Microsoft Outlook co chirc nang Recover
Deleted Items
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D6 1a phién ban tir Microsoft Outlook 97 trg vé sau

Meo 3: T6i ¢6 thé phuc héi cdc Note va Contact bang chirc ndang Recover
Deleted Items khong?

Cd, nhung ban s€ phai dung Outlook 2000 hodc phién ban mai hon. Néu
ban dang dung mét phién ban ct (Outlook 97 hodc 98) ban chi c6 the khoi
phuc dugc cac phan tir mail.

Cdc message dd xod bi dwa ra ngoai noi luu trir tam thoi Keep deleted
Items trong truong hop:

Khi cac message di xoa hét thoi gian luu trit tam thoi trong Keep deleted
Items. Ban nén dung chiic ndng Recovery Storage Group dé phuc hoi lai dix
liéu.

j. Triéu hoi va stra thw...trét giri vé&i MS Outlook

Chi can mét cu click chuét 1a ban da cé thé guri thong diép qua
email dén cho ngwoi khac. Tuy vay, déi khi sw nhanh nhay dé
lai lam cho ban phai khé s& khi da 1& tay gtri di ndi dung thw
khéng mong muédn, gri nham thw quan trong cho ngwdi khéac
ma khdng thé nao chinh stra hay lay lai dwoe. Nhwng ban
khéng phai lo 1ang, MS Outlook sé gitp ban giai quyét khé khan
dé trong nhay mat.

Goi veé la thw trét gi

Trong MS Outlook, ban c6 thé goi vé mét |14 thw da (trét) gtri bang
mot tha tuc rat don gidn. Trwdc tién, can baAm vao muc Mail,

Chon Sent Items. Khung bén phai sé liét ké cac la thw da g di.
Ban bam kép Ién 14 thw mudn thu héi d& mé no 1én. Bay gidy, ban
hady vao muc Actions > Recall This Message...

33 3 Rules~ (¥ Mark Unread
'—i ;,'\ﬂ OneNote "~ Categorize v
Move ==

+ |l2] Actions ¥| ¥ Follow Up v

Edit Message
w4 Recall This Message...
=5 Resend This Message..,
View in Browser

] Other Actions
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Ctra sb hién 1én cung cép cac tuy chon dé ban thu héi 1a thw da gui.
Tai muc “Are you sure you want to”, ban danh dau chon “Delete
unread copies of this message” dé hé thdng tw déng thu héi lai 14
thw kia cho ban.

Recall This Message §|

Some recipients may have already read this message.

Message recall can delete or replace copies of this message in recipient Inboxes,
if they have not wet read this message,

Are you sure you wank to:

(*) Delete unread copies of this message

(") Delete unread copies and replace with a new message

Tell me if recall succeeds or Fails for each recipient

| ck |[ Cancel ]

Tuy nhién, khdng phai la thw nao ciing c6 thé thu héi dwoc, vi MS
Outlook hién chi c6 kha nang thu hdi cac |4 thw ma ngwdi nhan chuwa
doc. Vi thé, ban ciing nén thiét 1ap dé hé thdng béo cho ban trong
trudng hop thw da dwoc thu héi hay chwa thu héi, bang cach danh
dau chon “Tell me if recall succeeds or fails for each recipient”.
Cudi cung, nhan OK dé xac nhan.

Stra thw da guri

Déi khi, ban viét moét 14 thw ma sau khi g&ri méi nhan ra da gui...
nham ngwdi hay nham ndi dung. Nhirng thao tac dwdi day sé gilp
ban thay dbi ndi dung cho 14 thw d6:

- Ban mé& 14 thw muén stra ndi dung, rdi vao Action > Resend This
Message.

43 3 Rules ~ (% Mark Unread
,‘S_] OneNote "D Categorize v
Move = : a
+ |12 Actions v|| ¥ FollowUp ~
Edit Message
&4 Recall This Message...
i=s Resend This Message..,
View in Browser

] Other Actions >
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Sau khi ndi dung 14 thw hién ra trong phan ctra sb bién tap, ban tha
hé chinh stra lai ndi dung rdi giri di thay thé 14 thw ci trudc dé.

Xoa thw da guri

Ban mudn xoa 14 thw da gri 1dm cho nguoi khac, hay stra lai noi
dung thw da gtvi di? Chuyén chang c6 gi la khé véi MS Outlook! Dau
tién, ban cling mé& 14 thw da gwi, rbi vao Action > Recall This
Message...

43 By Rules~ (¥ Mark Unread
il _‘9’@ OneNote S5 Categorize ~
Move )|
+ |12 Adtions v|| ¥ Follow Up v

Edit Message
oA Recall This Message...
izy Resend This Message..,
View in Browser

2] Other Actions »

Recall This Message E|
Some recipients may have already read this message.

Message recall can delete or replace copies of this message in recipient Inboxes,
if they have not wet read this message,

Are you sure you wank to:

() Delete unread copies of this message

() Delete unread copies and replace with a new message:

Tell me if recall succeeds or Fails for each recipient

[ O, ]l Cancel I

Trong clra sb hién ra, ban danh dau chon “Delete unread copies
and replace with a new message” dé hé théng thu héi lai thw da
glri va thay thé bang la thw méi; danh dau chon them “Tell me if
recall succeeds or fail for reach recipient” d& nhan théng bao vé
két qua chinh stra thw da gii di. Cudi cung, nhan OK. Ngay sau do,
clra sd soan thw sé hién ra va ban viét lai ndi dung m&i cho la thw da
gWi di. Cudi cung, bAm Send dé gi lai. La thu cii s& dwoc thu hdi va
thay thé bang la thuw mai.

Huy ...thw
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D7 nhién, day khéng phai Ia thw rac nhw ban cé thé hién 1am. Viéc
huy thw sé gibng mét dang thw dién tlr ¢ 1énh huy trong né. Tuwéng
twong nhw ban d&t mét “qua bom” hen gid trong thw, va no sé “nd
tung” dé “pha huy” bre thw khi dén thoi gian ban dat 1énh “gay nd”.

Sau khi gé xong ndi dung |a thw, ban nhan nat Options...; trong
dong Delivery opitions,

[ 3 l Message Insert Options Format Text Review
u Colors v (a— | i 0.0 = —i [S_ |
Aa - | e S8 [ Request a Delivery Receipt =~ = % | 53 &b,
Fonts + | 84 @ J._' il —-)
Themes Page Bee Permission | Use Voting [] Request a Read Receipt Save Sent| Delay Direct
- Effects ¥ Colos v Buttons~ Item To ~ |Delivery| Replies To
Themes Show Fields| Permission Tracking " More Options il

Ban danh d4u chon Expires after réi dinh thoi gian huy thu — twong
tw nhw dinh thoi gian g thu trong twong lai vay.

x)

Properties

Settings Security
« Importance: (7] Change security settings far this message.
|

Sensikivity: [ Securiby Settings... ]

[ Do not Autaarchive this iterm
Vaking and Tracking opkions

0 ij [ ]use woting buttons: | b
B [ ]request a delivery receipt For this message

[ ]request a read receipt for this message

Delivery options

E:I_E_j [ ]Have replies sent ko | | [ Select Marmes. .,
Do not deliver before: | 1/14/2010 v | (500 PM v|
[VIExpires afters | 1j14/2010 v| [s:00pm v

Save copy of sent message

Caontacks, .. |

Close

Chon xong, ban nhan OK dé xac nhan va nhan Send dé gwi thw di.
Khi dén dung ngay hen, thw sé tw huy va khéng con dau vét dé thu
hoi.
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k. Str dung nat voting

Thu hoi dap tir mot nhém ngudi 1a mdt cai gi do rat pho bién trong moi

truong vin phong. Cho du ban dang cb gang de yéu cau loai banh pizza dé

dat hang cho mot cudc hop, hodc di bo phleu vé ai s& bo ké tlep, nhitng gi

ban can la mot cudc tham do.

Nhitng gi ban c6 thé khong nhédn ra duoc rang néu ban dang sir dung
Outlook 2010 va Exchange tai noi lam viéc, ban da c6 moi thir ban can dé

gui ra mot cudc bau chon thong qua email.

9 O + ¥ |5 Pizza @ Meeting - Message (HTML)

o B OER
| Message Insert Options Format Text Review &3 a
55' Bee _5 I.Ef] K 1 & Delay Delivery
J & Direct Replies To
Themes Permission | Tracking| save Sent
T * T Item To -
Show Fields| Permission Maore Options
MailTips could not be retrieved.
This message expired on Thursday, January 14, 2010 5:00 PM.
From = userl
__u
— To... userl; user?
Send | |
e ]| |
Bec... | |
Subject: |F‘izza @ Meeting |
i i ) i)
What kind of pizza should we order for the lunch meeting?
MysticGeek
/My Windows Desktop Search is not available. Ll »
L n |l a

Soan mdt email mai trong Outlook, chon tab Options va chon Use Voting

Buttons. O day ban c6 thé chon mic dinh hodc tao ra cac cau tra 10i cia

riéng ban cho cdu hoi tham do ¥ kién.
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ECI™ B AL R Pizza @ Meeting - Message (HTML)

File: Message Insert Options Format Text Review

g :::;:S: @ l géq 76 ELE' D Request a Delivery Receipt
Thevmes Bitecic s (:I;al(cszr-ev Bec Permlvssmn !UBs:t:/oor?sn?i [7] Request a Read Receipt
Themes Show Fields| Permission | | Approve;Reject | P
MailTips could not be retrieved. Yes;No
This message expired on Thursday, January 14, 2010 5:00 PI" Yes;No;Maybe
From - userl Custom..,

Néu ban chon Custom chi can go vao cac tra 161 ban muon xuat hién trong
linh vyc St dung céc nlt bi€u quyét, cach nhau bang dau cham phay.

Settings Security

g Importance: ,quj Change security setkings For this message.

Sensitivity: [ Security Setkings... ]

[ ]Do mat autoarchive this ikem
Yoting and Tracking options

= —}1 Use woking buttons: |Tau:u:u,' Pepperoni; Séuage|

&

[ ]request a delivery receipt For this message

[]Request a read receipt For this message

Bay gid ban co6 cac tuy chinh liét ké cac céu tra 10i.

0
|:| Request a Delivery Receipt

Use Vioting| [7] Request a Read Receipt
Buttons -

Approve;Reject -
Yes;Mo
| Yes:Mo:Maybe

v | Taco:Pepperoni;Sauage

Custom...

Khi ngudi nhan mo email, s€ c6 mdt thong bao tu vén cho ho dé dap ung
bang cach st dung nat binh chon bao gom cac phan g tuy chinh.
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-lle l Message
5 Ignore x MBS N 9 P2 Meeting 3 Move to: ?
: :--JIX’ 4 ﬁ) .},— C :
Ewp To Manager v

- | R Reply F E: f -
€ Junk ~ Delete V‘ite eply i‘ljly arward ?‘u’ More 33 Team E-mail ¥
Delete Taco spond Quick Steps p
Vote by clicking Vote Pepperoni y above,
From: userl Sauage
To: userl; USerZ
Cc
Subject: Pizza @ Meeting

What kind of pizza should we order for the lunch meeting?

MysticGeek

Vote by clicking Vote in the Respond group above.,

Sau khi ngudi nhan da c¢6 nhitng sy lya chon cia minh mot hdp sé€ bat 1én
xac minh, cac cudc tham do phan ing va tuy chon dé thém thong tin bo
sung trong email.

Microsoft Outlook E'
"j ¥ou have chosen ko respond: Taco,
L

(%) 5end the response now

() Edit the response before sending

| o4 | [ Cancel ]

Khi ho tra 161 ban s€ ¢6 mdt la co vao email tu van cho ho c6 duoc tra 101
cac cudc tham do ... tuong ty nhu mdt nhan doc.

“lle l Message
% Ignore x __‘Ii i\tl _é f@Meeting

©, junk v Delete = Reply Reply Forward B prore ~
5 All 7

Delete Respond

The sender responded: Taco.

From: user2

To: userl

Cc

Subject: Taco: Pizza @ Meeting

bé xem céc so0 tong cong cua cac cudc tham do, ban c6 thé mo thu goc
trong thu muyc tin nhan giri ciia ban, va sau dé nhap vao nat Theo doi. You'll
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see a list of totals underneath the ribbon, and then a list below that of all the
responses. Ban s€ thay mdt danh sach cac so6 tong cong bén dudi ribbon, va
sau d6 mot danh sach dudi day la cua tat ca cac phan Ung.

' ' Message
87|

% Ianore x iJ_ & _“é ir.leeting Q"; g>_)<

,?@J._mk- Delete = Reply Reply Forward &,
All B

Delete Respond Show

More ~ | Message [Tracking

This message was sent on 1/14/2010 6:14 PM.
Reply Totals: Taco 1; Pepperoni 0; Sauage 0

|. Theo d&i e-mail gtri di

Da bao gio ban gap truong hop nay chua: ban c6 mdt e-mail quan trong giri
cho mot nguoi ban, thé nhung doi mai chang thay hdi am. Ban that s6t rudt
va néng 10ng mudn biét ho c6 doc e-mail ctia minh chua, hay 1 e-mail
minh giri di d3 bi that lac, bi may chi mail chan lai r6i. ..

Néu ban dung chuong trinh Microsoft Outlook 2002, 2003, 2007, 2010 dé
gui nhan thu va ngudi ban cua ban cling dung chuong trinh nay thi viéc
theo do6i e-mail guri di that don gian vo cung. Vi tinh nang Email Tracking
ctia Microsoft Outlook, ban c6 thé biét duoc chinh x4c ngay gio e-mail dén
duogc hop thu ciia ban minh va ngay gio ngudi dé doc thu cia minh.

Theo mac dinh, tinh nang nay khong c6 hiéu luc. Pé st dung no, ban vao
Tab Options. Nhip chon 2 checkbox:

’ l Message Insert Options Format Text Review
n Colors ~ gj | Q jl'j’ [¥] Request a Delivery Receipt
Fonts ~ = = - '_\ o
The'mes Effects . j' 3g € Bee Permlvsmon UBSSt:'oor:lsnvg [¥] Request a Read Receipt
Themes Show Fields| Permission Tracking

- Request a Delivery Receipt: Néu ban danh dau vao lya chon nay, ban sé
nhan dugc mot e-mail thong bao ngay, gio' khi mail dén duoc hop thu nguoi
nhan. Tuy nhién, néu mailserver cia ngudi nhan khong hd tro tinh niang nay
thi cling danh chiu thua.

- Request a Read Receipt: Néu ban danh dau vao lua chon ndy, ban s& nhan
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duoc mot e-mail khi nguoi nhan doc

Cubi cung, ban soan thu va gtri di nhu binh thuong.

CHWONG II: CAC CONG CU TIEN iCH TRONG OUTLOOK
1. Tasks — nhiém vu, tac vu

a. Tao mdt nhiém vu (céng viéc can thuc hién)

Nhiéu nguoi it ding hoic chwa biét dén tinh nang quan ly cong viéc (Tasks)
cua MS Outlook: quan ly cdng viéc cua chinh minh, giao viéc cho nhéan
vién va theo doi déc thlic nhan vién, biét duoc hém nay, ngay mai, tuan
tGi... phai lam gi, viéc gi uu tién, viéc gi da giao ma chua xong... Sir dung
tinh nang nay, ngudi dung di hoc va ap dung duoc 2 ki ning “mém” 1a
quan ly va uy thac cong viéc.

Outlook gitip ban quan ly, nhac nh& cac nhiém vu ma ban da dé ra.
Pé tao nhiém vu ban thwc hién theo cac buwéc sau:

1 Nhép nat Tasks trong Navigation Bar.

Danh sach cac tac vu xuat hién.
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{ Home Send / Receive Folder View

7] New Task . L Repl u & G
= > Qi L (58| Y ®& 35
(2 New E-mail ' 3 Reply A -

K Delete i Manage Follow Change Actions
% New Items ~ » Forward Task ~ Up~ View r v
New Delete Respond Current View

4 My Tasks ] o)
Y To-Do List s
A Py M v A
j Tasks Arrange By: Flag: Due Date Today on top
|
= V¥ Today
2} Duhéithido \ 4

2 Nhép text ghi la Type a New Task.
Céc tir bién méat, va ban thay con tréd (mdt dwdng nhap nhay).
3 GO nhap tén clia nhiém vu

Nhiém vu xuat hién trong khéi bén dwéi dong Subject trén Task
List

4 Nhan phim Enter.

Nhiém vu méi di chuyén xudng Task List v&i cac nhiém vu khac
khac.

b. Panh dau cac nhiém vu da hoan tat
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¢ | Home Send / Receive Folder View o o

&) New Task L Reply @ 7 3 N B & -
| wom wl (v @ (w8 B
(33 New E-mail 4 Reply A e = 5 ¥ | [4} Address Book
% Delete #, . Manage Follow (Change |Adions Sendto | Categorize
‘--_ffé New Items ~ g Forward ™= Task  Upr~ View - OneNote - 3
New Delete Respond Current View OneNote Tags Find
4 My Tasks > ; : 0 <
¥ To-Do List
21 Tasks [} Subject Due Date & Categories WA L 3
Click here to add a new Task =
o
| [T Soan bai Sun 1/3/2010 [l Red Category ¢ 2
k . S
iv] [ Hop Maon 1/4/2010 [] Blue Category \ : :g:
s
£y
)
=3
3
-
L1
-]
b—] Mail 2
Y ]
I ul Calendar o
“
3

] Tasks

Céc nhiém vu khi hoan thanh xong ban c6 thé x6a n6 di, nhung hiy danh
dau nhirng nhiém vu d3 hoan thanh thay vi x6a no, nhu vay s& hay hon.

Pé danh dau mot nhiém vu da hoan tat, 1am theo cac budc sau:
1 Nhap nat Tasks trong Navigation Pane (hay nhan Ctrl+4).
Module Tasks mo.

2 Nhap cac tir Simple List trong muc Current View cua Navigation Pane.
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a4 < 1
My Tasks [Search Tasks (1 R
Y To-Do List — : —
(3] Tasks [ /[ subject |Due Date & | Categories Wl
- Click here to add a new Task
|& [T Soan bai Sun 1/3/2010 [ Red Category ¢
2 1) Hon Mon 1/4/2010 [] Biue Category \ |
53 Copy
@& Quick Print
,‘“ REP Al
L3 Forward
¢ & Mark Complete
[j Mail 38 AssignTask
: Rename Task
| Calendar -
L Q‘,] Task Notes
8=/ Contacts e _
om Categorize 4
/| Tasks ‘ ¥ FollowUp >
LLI | E] - )( Delete ~
3 Nhap hop ké bén tén nhiém vu ma ban muén danh dau da hoan tat. Hop
trong cot thir hai ké tir bén trai 1a hop ban can danh dau kiém. Khi danh dau
kiém vao hop, tén cua nhiém vu thay doi mau va c6 mét duong thang xuyén
qua n6. Nhu vay la ban da danh dau xong mot nhiém vu hoan tat.
I?’f"‘. | Home | Send/Receive Folder View (A o
= i Repl < < y = 0yl =) a 4w
5?1 New Task x & Repl = ) v @ T N 4 %3] “ont
2 New E-mail =3 Reply All ) XA " ? [} Address Book
& Delete y-\;}v Manage Follow  Change | Actions Categorize
& New Items ~ i Forward Task~ | Up~ View v - OneNote = 3
New | Delete | Respond | Current View | OneNote | Tags Find
4 My Tasks < ‘ i - ,6‘ <
¥ To-Do List
3} Tasks |Due Date & | Categories (v [~ B
-
H
||# [J Soan bai Sun 1/3/2010 [l Red Category §
i Iv Hep Meah2010 [] BlueCstegary o | E
2
g
=
=
~
e
v
{~] Mail g
o i
=
Fy
5
[ 1
/] Tasks |
w3 (2 - M
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2. Contact

a. Tao mot contact (théng tin lién hé)
Ban mudn luu lai nhung thong tin ngudi giri email cho ban, thi chinh

Outlook la mot cdng cu tuyét voi vé quan 1y danh sach cac tén va dia chi va

no dé str dung nhu s6 tay nho cua ban.

[ i Home Send / Rt

|85 New Contact 3

Vs
y

& New Contact Group
ﬁ New Items ~

New Delete

4 My Contacts <

........................

L] Mail
ﬁ Calendar

&-| Contacts

Pé nhap mot contact méi, nhan nat Contacts trong Navigation Pane, sau d6
nhap nit New trén thanh céng cu dé ma form nhap New Contact. Dién vao

cac chd trong trén form va sau d6 nhap Save and Close. .
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.
HEd92 ¢+ 9|5 Untitled - Contact o B X

i =

Contact Insert Format Text Review (A} 0

l i’J x Save & New ™ | @y 424 E-mail ggﬂ @Tj r@;’ (™ B8 Categorize ¥
2% Forward v &} Meeting : 7 N ¥ FollowUp ~
Save & Delete Show Address Check | Business Picture

Close V| OneNote - ﬁ More v Book Names Card - _,“_‘; Private
Actions Communicate Names Options Tags Zoom

Full Name...

Company:

|
|
Jab title: \ j ¥ s
| Bl 4 -

File as:

Internet ,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,
(&3 E-mail.., = \
Display as: ‘
\

\

Web page address:

IM address:

Business... *

Home... o

Business Fax... ¥

Mobile... X =
F R g e
Business... * 2
™= This is the mailing NEAS
address Map it

b. Tao Contact ttr email da nhan

M hodc xem trugc e-mail c6 chira tén ma ban muén thém vao danh sach
lién lac cua ban.

Nhép chudt phai vao tén ciia ngudi ma ban muén, sau d6 nhap Add to
Contacts.

Luu ¥: Trong Outlook, khong c6 tity chon dé thém thong tin lién lac ty
dong vao Danh ba hoic s6 dia chi khi ban tra 16i cho mét contact.
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pr

A9 ™« 9|5 August 2009 Newsletter - Message (HTML)
Flle I Message
= O BN G (23 Move to: 7 53 1_‘§'
0§ Ignore x , é &’ —|$ = g " '
g To Manager v —'—j :E
& Junk v Delete | Reply = = S e
CBT Nuggets [sales@cbtnu... # X —
Delete ‘ | [ sales@cbtnuggets.com
If there are problems with ho ! - e
Click here to download pictu (=1 = _] = v gtic downl
From: CBT Nuggets [sales@cbtnuggets.com]
To: ongthuyan@g? ]
Ca n
53 Copy
Subject: August 2009 N
Edas R ol
Add ‘newslet ) 23 idress book to make sureyou g
Honte @3 Addto Outlook Contacts | Catalog Free Videos
85 Look Up Qutlook Contact
Contact Card
ik _ust 2009

c. Tao Contact Group trong Microsoft Outlook
Néu ban thudng xuyén giri email trong cling mot nhém cua ngudi nhan, mot
Contact Group c6 thé 1a mét thyc té tiét kiém thoi gian. Thay vi phai thém
mdi dia chi v&i mdi ngudi nhan, ban ¢é thé chi can thém cac danh sach
phan phdi email cua ban 1a ban d thém vao tat ca cac dia chi lién lac cua
nhitng ngudi can gui chi trong mot budce

1. Click Tab Home -> chon New Contact Group.

. File l Home Send / Receive
8 @ [ X

New |New Contact New Delete

Contact Group Items ~
New Delete

2. Tai khung Name: gd tén Group
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rfzﬁéllﬂ") U &+ ¥ |5

Contact Group | Insert

W X% 8D
Save & Delete Forward |Members| Notes

Close Group Group~
Actions Show

Name: iTheThao

Q/Name A

3. Nhin Ién thanh Ribbon, click chon Add Members.

,‘

Contact Group Insert Format Text Review
=l - o B @
XS BT (G a e 5
5 < V= g
Save & Delete Forward |Members| MNotes Add Remove ;«*3 e | E-mail Meeting
Close Group Group~ | Members' Member Now |
Actions Show | & From Outlook Contacts iim""-‘m‘ate
Name: | TheThao \ @  From Address Book '
[:Q_\»Name a | & New E-mail Contact

4. Chon From Address Book s& xuat hién

Select Members: Global Address List

Search: (%) Mame only () More columns Address Book

| | [=fal |GI|:|I:|aI Address List - userl w Advanced Find

| Mame Title Business Phone Location

{_ 11T >

L Meml%ers - J | |

o o)
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5. Chon contact ma ban muén add vao group cua min, contact ban muén
thém vao s& xuat hién ngay khung Members textbox.

< e
[ Mermbers - i |user1 ; user? |

Ok, l[ Cancel ]

6. Sau khi da chon xong click OK

7. Click Save & Close.

@S d9 0 ¥ |5 TheThao - Contact Group

Fil Contact Group Insert Format Text Review
= R & 6
© & & B ™ &

{ Notes Add Remove Update E-mail Meeting
‘ Members ¥ Member Now

2
|

X o [@

Save & Delete Forward |Members
Close Group Group~ ||

Actions Show

Members Communicate
Name: | TheThao
JName & E-mail
==) userl userl @microsoft.com
5] user2

user2@microsoft.com

8. Ban muén gui mail theo Group. Bam Ctrl + N, cira s6 xoan thir mo ra

9. Bé guri dén ai, cac ban chon Address book. cira s select name: contacs
hién ra, chon group ma ban muén send, click OK
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Select Hames: Contacts

Search: (%) Mame only () More columns Address Book

| | [=fal |Cu:untau:ts - userl w Advanced Find

| Mame Display Mame E-mail Address

g MouyEn Y3n An userz (user@microsoft. com) UserZimmicrosoft, com

27 TheThao TheThao
& Thuy An Thuy &n angthuyan@arnail, com

K ] [ Cancel

]

MailTips could not be retrieved.

From = userl
iE:d' To.. | TheThao Frarn: userli
Cc... |
Brc.., |
Subject: |

10. Kiém tra lai xem dé giri mail dén cac dia chi trong group chura

d. Chuyén danh ba ttr Gmail vao MS Outlook 2010
Ban dang sir dung Gmail theo dang Webmail, nay lai mudn chuyén sang st
dung v&i Microsoft Outlook 2010 nhung khong mudn phai nhap thu cong
timg dia chi e-mail vao contact? Cach don gian nhét la trich xuat toan bo

contact trong Gmail dé dua chung vao Outlook 2010, cach thuc hién nhu
sau:
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Khai dong trinh duyét Web réi ding nhap vao tai khoan Gmail can trich
Xuat contact. Sau khi ding nhap vao tai khoan Gmail, ban nhan chuét vao
lien két Contacts nam trong khung bén trai.

Trong cira s6 contact vira hién ra, ban nhan vao lién két All Contact dé lam
Xuat hién tat ca cac contact hién ¢ roi nhan vao lién két All & khung thi hai
bén phai dé chon tat ca c4c contact vira hién ra. Tiép tuc, nhan chudt vao
lien két Export.

| +a ‘ ‘ + &8 | \ Search contacts | Impart | Export | Print
My Contacts 3 Select: Al N

d - L Hone ) | ¢ Edit || & Groups hove to by Contacts Delete group
Friends 0 O acthan_08@yahoo.com &
Farnily 0 O an.oti@eximbank. com.wn All Contacts
Cowarkers 0 [ Anh Le Ha Tam — 05 contacts

O anh_tin_mink_se_co_nhz
All Contacts O anhchang langthang333¢
Most Contacted 20 O Anhthien

O anhwtdZG@gmail. com

[ Ban Hoang Phung

[ baohithuanphat@yahoo.c
O beck kiet

O beckharn david

O beckiet_foreverg@yahoo.c
[ Binh Hoang Tuan

[ Binh Hoang Tuan

O binhphuc@gmail. com

[ Bui Huynh Hung

O buikuynhhung@yahoo.co
O caochaiz11982@gmail.cor
O ctnttrungd 1 1@yahoo.con
[ ctrttrunaiti@yvahon com

These are all of your contacts.

Trong cira $6 Export, ban danh dau chon vao muc Everyone (All Contacts)
va muc Outlook CSV format (for importing into Outlook or another
application). Sau cuing nhan nat Export roi dat tén va chon noi luu trit cho
tap tin CSV sap tao (vi du contact.CSV). Tap tin nay s& chua toan bo
contact hién co trong tai khoan Gmail.
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+ 2|+ & |\ Search contacts

by Contacts 3 Export
Friends 0 Export your contacts to a variety of commaon formats.
Family 0

Who do you want to export?
Coworkers ]
All Contacts 505 & Only | by Contacts v|

O Everyone (Al Contacts)
Most Contacted 20

Which export format?

QGDDQIE C=Y farmat (for importing into & Google account)
=l0utlook CSY format (for importing into Outlook or anather application)
CwCard format (for importing into Apple Address Book or other application)

Learn rmore

Opening contacts.csv

¥ou have chosen ko open

%] contacks.csy

which is ai Microsaoft Excel Comma Separated Yalues File
fram: http: ffmail. google.cam

What should Firefox do with this File?

() COpen with | Microsaft Office Excel (default) w

{(#) Save File

[ ] Do this automatically For Files like this From now on,

[ 04 J [ Cancel

Cong viéc tiép theo cua ban 1a khoi dong Outlook 2010 > vao menu File >
chon Open >Import.
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File Home Send / Receive Folder View
= |
N
i Open Calendar
= - Open a calendar file in Outlook (ics, .vcs).
Info
i e Open Outlock Data File
Open an Qutlook data file (.pst).
Print
Help Import
Import files, settings, and RSS Feeds into Outlook.
:] Options ﬁ
X Exit
ﬂl = U
Open a folder shared by another user.
L5

Khi cira s6 Import and Export Wizard hién ra, ban chon Import from
another program or file rdi nhan Next dé tiép tuc.

Import and Export Wizard

Choose an action to perform:

Export RSS Feeds to an OPML file

Expott to a file

Import a YCARD file {.vcf)

Import an iCalendar (.ics) or vCalendar file {.vcs
Import from another program or file

i

Import Internet Mail Account Settings

Import Internet Mail and Addresses

Import RSS Feeds from an OPML file

Import RSS Feeds from the Common Feed List

Description

Import data from other programs or files, including
ACT!, Lotus Organizer, Outlook data files {.PST),
database files, text files, and athers.

< Back uext‘} ] [ Cancel ]

Trong cira s6 Import a File, ban chon Comma Separated Values (DOS) roi
nhan Next dé tiép tuc.
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Import a File

Select file type to import from:

ACT! 3.x, 4.x, 2000 Contact Manager for Windows &
Comma Separated Values (DOS)
Comma Separated Yalues (Windows)
Lotus Organizer 4.x

Lotus Organizer 5.x

Microsoft Access 97-2003

Microsoft Excel 97-2003

Outlook Data File {.pst)

%

[ < Back ][_Mext:» ] [ Cancel ]

Trong ctra s6 tiép theo, ban nhan nat Browse trong muc File to import roi

chon tap tin contact.CSV chira toan bo contact da trich xuét tir Gmail. Bng

thoi, danh dau chon vao 6 Do not import duplicate items dé loai bo cac

contact trung ldp. Nhan Next dé tiép tuc.

Import a File

File to import:

l C:\Documents and Settings'l,abc'l,Desktol:] [B;owse ]

W;&( _ Options

(O Replace duplicates with items imported
(O allow duplicates ta be created

()Do not import duplicate items:

[ < Back ][_Mext> ] [ Cancel ]
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Trong ctra so tiép theo, ban chon thu muyc s& dung dé luu cac contact sap
thém vao, tdt nhat nén chon luén thu muc Contacts caa Outlook 2010

Import a File

Select destination folder:

= 26 Outlook Data File ~
- [#4] Calendar
BUE| Contacts |
- Conversation Action Settings
- 5] Deleted Items
~|_J Drafts
L7 Inbox
-5l Journal
-4 Junk E-mail
[ News Feed
i | MNotes

() Outbox

T Owicl Skan Sabkinac

v

[ < Back ][ Next = ] [ Cancel

|

Nhan Next dé tiép tuc. Trong cira s6 cudi cung, ban danh diu chon vao 6

Import “contact.csv” into folder : Contacts. Sau cung, nhan Finish dé hoan

tat.

Import a File

The following actions will be performed:

Impott "contacks. csv" inko folder: Conkacts

[ Map Custom Fields .., ]

[ghange Deskination ... ]

This may take a few minutes and cannok be canceled.,

< Back ” Finish l[ Cancel
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3. Tao ch@ ky cho Email
Chir ky cia ban c6 thé tu dong duoc thém vao thu giri di, hoic ban cd thé ty
thém chir ky dé chi nhimg thu ma ban chon.

a. Noi dung chir ky Email

Noi dung chir ky Email

Regerds
PIALUND

Director of Morxeting
Contoso, L1d
612-5550183 (w)
612-555-2090 [m)

Chir ky cta ban bao gom cac théng tin vé ban, cac nha kinh doanh thi
thudng dé théng tin lién lac, dé cac khach hang va ddi tac caa ho dé
dang lién lac vai ho.

Mot chit ky ciing c6 thé bao gom mot thong diép tiép thi hodc tham chi
la mot noi yéu thich dé thé hién gia tri hai hudc hay ca nhan

Théng tin trong mot email rat don gian véi chix ky ¢ thé bao gom:
1 Tén cua ban.

2 Chuyén mén cua ban.

3 Pia chi va sé dién thoai.

Ban ciing c6 thé thém vao dia chi Website, hay mét chit ky bang tay.
Logo cua cong ty, hoac hinh anh caa minh.

Hinh anh, hinh anh, clip va nghé thu4t c6 thé 1am cham viéc giri Email.
Do d6 dung luong cua cac thong diép ban thém vao phai twong dbi nho.
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b. Cach tao chir ky trong Email

M& mét tin nhan mai, trén tab Message, trong nhém Include, nhap chudt
vao Signature, va sau d6 bam vao Signatures.

ESTH™ B B RN Untitled - Message (HTML)
i 7 Message Insert Options Format Text Review
“'l & = AN e ® @ ] Attach File ¥ FollowUp v
— 33 o 0 Attachtem v ¥ High Importance
Pa'ste 7 B E O W 0| B | 2R Agg:)ekss I\f:r:ce'; W] 4§ LowImportance
Clipboard 1 | Basic Text [ Names | ! Signatures... || Tags 1 ‘

Trén E-mail Signature tab, badm vao New.

Signatures and 5tationery

E-mail Signature | Personal Stationery |
Select signature ko edit Choose default signature
E-mail socount: |ungthuvan@gmail.cum v|
Mew messages: |(ru:|ne]| 7 |
Replies/Forwards: |(mne:, v|
Delete MNewy Save Rename
Edit signature
Times Mew Rarman 12 ‘ B I U Aukamatic |§ = = |s_|BusinessCard ‘Eﬂ ?_,J
.
New Signature |1| |§| —
Twpe a name for this signature:
L (64 J [ Cancel J
W
[ (074 J [ Cancel ]

Nhap tén cho chi ky, va sau d6 nhan OK.
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Signatures and Stationery

E-mail Signature | Personal Stationery |

Seleck signature ko edit Choose default signature

E-mall UL ongthuyan@gmalcon vl
New messages: |{nnne}| v|
Replies/forwards: |{nane}l v|
[ Delete ][ Mew ][ Sawve l[ Rename ]
Edit signature
|Calibri {Body) v||11 v| B I U | Aukomatic V| |E§| = = | &business Card | [ Qg
Thiiy An -
Chirc vi: ¥xx —_
cong ty: ¥xxx
Bia chi lién loc: xxx
Bién thoai: xxx
w

| ok || cancel

Trong hop thoai Edit signature, nhap van ban ma ban muén bao gom
trong chir ky

Dé dinh dang vin ban, chon vin ban, va sau d6 st dung thanh cong cu bén
dudi dé dinh dang

Edit signature

|Calil:uri(Bu:ud';.=]| v||11 v| B I U Automatic Y| |E§|

|8 Business Card | [ %
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c. Pwa hinh anh vao chir ky

S.isnatmes and Stationery

E-mail Signature | Personal Stationery {

Select signature to edit Choose default signature
E-mail account: | ongthuyan@anail.com

MNew messages: i(none}

Repliesfforwards: |(rone)

[ Delete ] [ MNew ] [ Save ] [ Rename ]

Edit signature

]Calibri (Body) v” 11 "H B 7 U | Automatic hd ” ‘%l = = \ 18- Business Card @ 2
o
EFPe Vili: 06 Insert Picture
Cong ty: xxx Look in: | |5 Sample Pictures
Bia chi lién lac: xxx
Dién thoai: xxx [_r_) g@.’cﬁ;ﬂi

(&4 Desktop

anr

Documents
M 5
:‘ Cgmputer baby3.jpeg

Néu trong chit ky 1a mét hinh anh hoic logo caa cong ty, thi n6 cé tac dung
gilp khach hang d& dang nhan dang vé ban hoic cong ty cua ban. Bé thém
mét hinh anh, nhap chuét vao nat Picture, chon hinh anh va nhan Insert.
Luu y hinh anh c6 dung luong I6n can phai resize lai trudc khi chén.

Ban c6 thé thém vao chit ky cia ban mot lién két Website. Vi du: ban c6 thé
sir dung dé quang cao cho mét cong ty cua ban, caa mot trang web hozc dé
ngudi nhan truc tiép dén mot dia chi email. Dé lién két ban nhan vao nat
Insert Hyperlink, ghi dia chi ban can link t&i, nhan insert.
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d. Dwa Business Card vao chir ky
Signatures and Stationery

E-mail Signature “_Vgersonal Stationery |

Select signature to edit Choose default signature

N | ol accontt [
| Mew messages: ’:i(none.)"
L —

Replies/forwards: *rlfnone')m

[ Delete ][ [ew ] [ Save 7][ Rename ]

Edit signature

(Calibri(Body)  w|[11 v| B Z U | Automatic

<

0
]

]

Nguyén Vin An
Trudng ngoai nglr XYZ
Giao vién

84908123456 Work

840339854567 Home
user2@microsoft.com

78 Bui Hiru Nghia P.02 Q.Binh

HCM n/a 70000

Vietnam I

| @lBusinessCard | | &

21X

hdl

|

Business Card (hoac EBCs) la tinh nang mdi caa Outlook 2010, né cho
phép ban dé dang chia sé thong tin lién lac vai nhitng nguoi khac.

Sau khi tao mét sb thong tin cho chinh minh, ban s& c6 mot Business Card
dé str dung, sau d6 ban c6 thé dura vao chit ky trong Email: Chi can bam vao
nGt Business Card trong Chir ky va hop thoai s& hién thi nhu trong hinh
trén.

Mot EBC s& thém vao mot chuyén mon dé lién lac, nguoi nhan email cd thé
dé dang luu thong tin lién lac cta ban, bai vi mét EBC c6 hai phan: mot
hinh anh va mét tap tin. Tap tin & dinh dang vCard (tiéu chuan cho viéc gui
va nhan théng tin lién lac trén internet), c6 nghia la thong tin lién lac, lién
két voi céac thé s& dé dang cho nguoi nhan dé tiét kiem thoi gian.

e. Chen mét chir ky tw dong
Trén tab Message, trong nhém Include , nhap chudt Signatures.

Bén dwéi muc Choose default signature, Chon e-mail account va
chir ky theo mac dinh
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Trong New messages, nhap vao mot tai khoan e-mail ma ban muén chix
ky lam mic dinh.

Néu ban mudn c6 mét chix ky mac dinh khi tra loi hoac khi chuyén tiép
email, trong Replies /forwards, chon chir ky. Néu khéng bam (none).

Signatures and Stationery

E-mail Signature | Personal Skationery

Select signature bo edit Choose default signature
E-mail account: |Dngthuyan@gmai|.com W |
Mew messages! Thuy &n_Cormpany F

Replies/forwards;  [\DO0e

Thuy &n_Personal

[ Delete ][ e ]

f. Chén chir ky bang tay
File Message Insert Options Format Text Review

e

1= L AN |iEri= & ﬂ &}J @

¥ Foll Up ~
zr ‘ ollow Up
|

E] o Y High Importance
Paste g B 7 U | A\ = = = <z i=  Address Check  Attach Attach [Signature|
v # Format Painter = - Book Names File Itemv \ - § LowImportance
Clipboard ¥ Basic Text Names Includd Thuyt—-n Company
g Thuy An_P |
Tou. uy An_Persona
=1 : = Signatures...
: Cc.. ‘ 219

Send
Subject:

Néu ban d3 tao chit ky trude do, ban s& thay ho liét ké ¢ day
Bam vao Signnature, chon mot chit ky trong danh sach liét ké.

4. Cac tinh nang khac
a. Wu tién theo d6i email bang c&
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Received

Size

Categories

0

Fri 25/12/2009 10:12 ..,

2 MEB

Thu 24/12/2009 11:35..,
Thu 24/12/2009 9:57 ...
Wed 23/12/2002 4:05...
Wed 23/12/2009 11:2..,

Wed 19/05/20098 9:50..,
Tue 13/05/2009 4:55 ...
Tue 13/05/2009 3:37 ...
Tue 15/08/2009 3:14 ..,
Tue 15/03/2009 2:59 ..,
Tue 13/05,/2009 5:00 ..,
Tue 11,/05/2009 10:40..,

&5 KB
49 KB
7 KB
1,01...

49 KB
23 KB
15 KB
2o KB
12 KB
39 KB
205 KB

(b A4<< <A

4 lanuary 2010 bk
SuMo TuWe Th Fr Sa

29 1 2

i & B

Today 14 15 16
Tomarrow H 22 5
This Week = e

Mext Week

Mo Date
LCustam...

Add Beminder..,

Mark Complete \pointments.

Set Quick Click...

Panh dau bang cd cho Email ¢6 tc dung phan biét cac Email, hoic 1am dau
cho cac Email quan trong. Bé danh dau bang co, hdy lam cac budc sau:

1 Nhép chudt phai vao tiéu dé Email chon Follow Up.

2 Sau d6 chon mau co.

Cach don gian hon, phia bén phai cua tiéu d& Email ¢d hinh 1a co mo, chi

can nhap chuét phai dé chon mau cd dé danh dau.

b. Thay déi cac muc trong TO-DO BAR
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>
4 January 2010 3

SubMo TuWe Th Fr 5a
1 2

[3] 4 56 7 8 9

10 11 12 13 14 15 16
17 18 19 20 21 22 25
24 25 26 27 28 29 30
31

Tomorrow

Hop tudin; Phong hop 54 11

Tuesday
1 appointment

Arrange By: Flag: Due D...

Test]

E ? Today

soan bai l?
Test ?
E “{’ Tomorrow

Binh bau cudi ndm "'{’
=1 '\ This Week

Thio luan tai chinh 0%
Duyét chi luong \

Dé thay doi cac muc trong TO-DO BAR, hiy lam cac buéc sau:

1 Nhan vao Contacts, thanh céng cu TO-DO BAR s& xuét hién & bén phai

Outlook.

2 Nhap text ghi 1a Type a New Task.

C4c tir bién mit va ban thiy con tro (mot duong nhap nhay).

3 G& nhap tén cua nhiém vu. Nhiém vu xuat hién trong Task Lis caa To-Do

Bar

4 Nhan phim Enter.

Nhiém vu méi di chuyén xuéng Task List cua To-Do Bar véi nhitng nhiém

vu khac.
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c. Cach tat, mé TO-DO BAR

| I Home Send / Receive Folder View
&) Change View v P tl  E]navigation Pane ~ =
.. . ' g = : T
2 View Settings = ] _E] Reading Pane v
% ; Arrange Conversations e Peaple
) Reset View By~ - ey jTo-Do Bar '7‘ Pane ~
‘.;_lrlentuule-;-, Arrangement Normal tople P_a_ni
4 Favorites < Minimized
i ~ P
L] Inbox " S Gt | Off ola
=] Sent Items ISRAE MR TOIE00 P
(3] Deleted Items i Thuy'an
= ) Danh may
[ Office
i -] CBT Nuggets
L3 Test New ISACA Cer
"""""""""" + | [=d Mail Delivery S

Néu ban thich cong cu TO-DO BAR, ban cd thé dua n6 ra man hinh
Outlook ma khéng can phai vao Contacts. Dé thuc hién ban lam theo céch
sau day:

Nhan vao View, chon TO-DO BAR, chon Normal.

Pé 4n TO-DO BAR ban nhan Alt+ F2 hoic nhan vao Minimize the To-Do
Bar.

»
4 January 2010 [

SLI h|1.r\. o A8 in  Ths Ex T =

|Minimize the To-Do Bar|

Pé tit TO-DO BAR ban nhin ALT + F2 hoic nhin Close TO-DO BAR

£

S|

LIk
Eiar|

|y |
JExpandthE To-Da
e. Sap xép hép thw bang mau sac

Ban c0 thé sap xép hop Inbox mail bang viéc danh dau mau sac. VD nhu
ban chon mau xanh cho cac Email gai tir cong ty, mau tim la cac Email
cta ban hoc va Mau do 1a Email cua sép. ..

Vao Tab View > From > View Settings
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File L Home Send / Receive Folder View Add-Ins

o]
5% Date

Change | View @ Reset ’@ From {

View » Settings: View

Current View

e

&
I
o

= Date {Conversations)

4

Arrangement

Hop thoai Advanced View Settings hién thi

Advanced View Settings: Preview

Descripkion

[ Colurnns. .,
TIT

Group By...

Sark...

Eilker ...

Zonditional Formatting

[
[
[
| Other Settings...
[
[

Format Columns. ..

]
]
]
]
]
)

[ Reset Current View

Fram, Subject

MNone

From {descending)

Off

Fonts and ather Table Wiew settings

User defined Fonts on each message

Specify the display Formats For each Field

%)

(]9

] [ Cancel

Nhép chon Conditional Formatting

Conditional Formatting

Rules for this wigw:

[ ] Unread messages

Expired e-mail
Cverdus e-mail

=1

Tomau
|| Unkitled

Unread group headers
Subritked buk not sent

Messages in other folders

Delete

Mave Dawn

Properties of selected rule

Marne: | Tu:-mau|

[ Font... ] |S|:|t. Segoe LI

- ] I X

K l [ Cancel
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Nhan nat Add, nhap vao Name: Tomau, click chon Font va chon kiéu chi,
kich thudc chit, mau do cho Font chtr.

Chon Condition. . ., hién thi hop thoai bén dudi, click chon From

Filter E3

Messages |M-:ure Chaices | Advanced |

Seatch For the word(s): | w |

In: |su|:|ject Figld anly L |

[ Fram. .. ] | |

[ Sent To... ] | |

[ ]where I am: | |

Tirne: |ru:|ne w || |

[ 8] 4 H Cancel H Clear Al

Chon tén hoac dia chi nguoi goi email > OK

Select Mames: Global Address List TXI

Search: (#)Mame only  ()More columns  Address Book

| | Go |GI|:||:|aI Address List - userl V| Advanced Find
| Marne Tikle Business Phone Location

& Adrninistrakor

8 userl

- &
[ From-» | Im |
Sent Ta -= | |
Ok ] [ Cancel ]

61



Phién ban thir nghiém — Luu hanh ngi bo - Microsoft Vietnam

@me Send / Receive Folder View

[=8E E,;"_a Update Folder £—-L—'|§ l—"‘; Mark to Download - % L_j

= — E ] F

= =l Send All :‘;—I ¥ Unmark to Download - =

5end/Receive ) . Show Cancel | Download v Dial-Up Download
All Folders L) Send/Receive Groups ~ Progress Al Headers ¥ Process Marked Headers ¥ | Connection = Preferences =
S5end & Recejve Download Server Preferences
4 Favorites < |,__ —
(3 Inbox (3) -
@ Sent Fems !|ﬁ'| O |LEI| From = |Subject Received Size
'@ Deleted Items
=] From: System Administrator (1 item)
4 Mailbox - userl -~ #E ) System A... Undeliverable: Dung lugng email Wed 1/13/2... 58 M

@ Lo =) From: user2 (5 items, 3 unread)
2] Drafts i user2 Téng k&t cudi nam Sun 1/17/20... 5 KB
@ sent ftems =] user2 Hop giao ban 5un1A7/20.. 5KB
(&) Deleted ltems - =  user2 K& hoach chinh sia chugng trinh Sun 1/17/20.., SKB
Ea Junk E-mail |,_-g user? Sharing request: Calendar Wed 1/13/2... 9KB
[ Mews Feed l»_}i userd Sharing request: Calendar Wed 1/13/2... 9KB
(& Outbox
(F) RSS Feeds
Eﬁ 5earch Folders | &

e. Panh dau cac Email bang thé mau Categories

Color Categories

Mot cach khac truc quan hiru ich dé t6 chirc cac bai viét cua ban 1a loai
thém mau sac cho ho. Ban c6 thé tuy chinh ma do1 tugng email c6 lién quan
dén tung loai mau.

"'%’l Y I—EJ zz:;ed

Categorize| Foliow Mark as || |
Up~ Unread || ks Select~

Create Category Search Folder...
Blue Category

Orange Category

Red Category

Green Category %
Purple Category

80DD8 v

Yellow Category

L
8L

All Categories...

Thong bao s& c6 thanh mau sac thé loai trén du trang va ban c6 thé phai
thanh nhap vao dé thay doi mau sac.
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Clear "Orange Category”
Clear All Categories hﬁ
Create "Orange Category” Search Folder
B Blue Category |
Orange Category

Red Category
Green Category
Purple Category
Yellow Category

EU000Ee v

All Categories...

Ban ciing c6 thé Nhap chudt phai vao tin nhin bén dudi phan muc dé thay

ddi thé loai.

search Inbox Fe S
| |

|Categnries |"?’ |A
[ Orange Category

Clear All Categories
] g

Create Category Search Folder...

Elue Category
Orange Category
Red Category
Green Category
Purple Category
Yellow Category

HEU0O0008 Y

All Categories...

— Set Quick Click... u

Ban c6 thé doi tén timg loai thanh bat ky y nghia d6i véi ban.
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»
Rename Category

rename it?
Name: i‘Meeﬁngs

Color: Shortcut Key: |CTRL+4F8

This is the first time you have used "Yellow Category.” Do you want to

v

[ Yes t‘g[ No ]

Ban c6 thé mudn thyc hién mot thé loai mai cho thu khac nhau. Go to

Actions \ Categorize and All
Categories

ctions | Outlock Connector  Help

:

Mew Mail Message

=

Mew Mail Message Using

]

Ctrl+M ESEHMREEEWE - @ | [} Search address books

Follow Up

ae €

Categorize

»

]

|l:||hin.-+

lo

Junk E-mail

ESET MOD32 Antivirus

Reply Ctrl+R
Reply to All Ctrl+5Shift+R
Forward Ctrl+F

BPOLY

Eorward as Attachment  Ctrl+Al+F

Copy Shortcut

Csf NN TR SR TR

Clear All Categories

Create Category Search Folder..,
Blue Category

Meetings CTRL+F&
Orange Category

Red Category

Green Category
Purple Category
All Categ orieslx

on 7
n 5/

L]
Set Quick Click...

Trén man hinh Color Categories chon New nhap céc loai tén va mau sic,
ban cling c6 thé gan mot phim tat cho n6

64



Phién ban thir nghiém — Luu hanh ngi bo - Microsoft Vietnam

(" 3\
Color Categories | ? R |

To assign Color Categories to the currently selected items, use the checkboxes next to each
category. To edit a category, select the category name and use the commands to the right,

Name Shortcut key - New...

(0) Blue Category
[T]() Green Category l ename
)N LR [ Deete |
[~ (@) Orange G~ ‘
7] @ Purple Add New Category =B
] 9 Red ool Name; %Ted1 Data | tout Key:

izl sortatkey: [pone)  v] [ fone) v

)

@OU

O08@

O@a

. . . Dark Gra

y][ ok ] [ cancel ]
\ . . . l[ J

Bay gio ban c6 thé sip xép thong qua cac thu email cia ban dya trén loai

| Categories v

[ Tech Data
[ Tech Data

a Office Memo

[] Meetings
[ ] Meetings

thé
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f. Tao cac thw muc chuyén nghiép

-lle L Home Sen
__E"li & Update Fc
="
— =l Send All
Send/Receive __
All Folders L=j Send/Rece

Send & Receive

4 Favorites
(3] Inbox
[y Sent Items
(5] Deleted Items

Tgmy masEeuy T

t,p Search Folders

4 ongthuyan@gmail.com
4[ ) Inbox (262
| Home
3 Office |
Muc dich cta viéc tao cac thu muc 13 dé phan loai cac Email vao nhirng
nhom riéng biét, va cac Email s& khong con nam 1an 16n véi nhau nita.

e Céach tao thw muc

% L:_) Inboxk (26.?"* ' A
[ Home |58 Openin New Window
Ld Office | ~4 New Folder... '
P [Gmail] : i I
[ Drafts (1) |+ =77
g JunkE-mz 2 Copy Folder
[ Personal |\ i
[ Receipts

LO SearchFo|
{ 5 Mark All as Read ]

a
;_}\ Clean Up Folder

;j Mail

ﬁ Calend @ Delete All
ar
e IMAP Folders...

8-| Contacts | __
‘#"‘é‘; Show in Favorites

{
ﬂ Tasks Praocess Marked Headers
___I Notes % Properties...

Cach tao cac thu muyc nay rat don gian, chi nhan chudt phai vao INBOX va
chon New Folder, dit tén cho thu muc vira tao va OK.

e Di chuyén cac email vao thw muc vira tao
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Sau khi di tao ra mdt thu muc, ban c6 thé di chuyén cac Email vao trong
thu muc d6. Email c6 thé di chuyén vao thu muc nay bang cach kéo tha
hozc nhan chudt vao tiéu dé Email, giit chit chudt va di chuyén dén cac thu
muc va ban tha chudt ra.

e Di chuyén cac Email vao thw muc bang lénh

Mark to Download

|53 Copy 1al]
{68 Quick Print
i do may man.
[Failure]
—g Mark as Read
' _43' Mark as Unread Inbox - ongthuyani@gmail.com
] ? Follow Up d Home - ongthuyan@gmail.com
Office - ongthuyan@gmail.com
. J Quick Steps » |5 Other Folder..,
| B More Adions - | %, Copyto Folder...
:ﬂ. Rules 3 ___j Always Move Messages in This Conversation
|3 Move :

Ngoai cach di chuyén cac Email bang cach kéo va tha thi ta c6 thé dung
lénh dé lam cong viéc nay. pé dung 1énh di chuyén ban thuc hién cac budc
sau.:

1 Nhén chudt phai vao tiéu dé Email.

2 Chon Move To Folder.

3 Chon thu muc ban muén luu

4 Ok

e Tao quy tac nhan mail
g. Cach thirc tao va st dung email mau

Néu sir dung mot dang email thuong ngay duoc goi lap di lap lai cung mot
dang noi dung thi tot nhat ban nén tao mot email mau (template) dé don
gian héa cong viéc. Nhitng miu email thuong gap la: thong tin san pham,
bao céo, tin nhian cho nhom ddi tac... Pé tao mot email mau, ta thuc hién
nhu sau:

- Nhén chon New trén thanh cong cu dé tao mot email méi. Trong giao dién
soan thao, ban dién tat ca nhiing thong tin, ndi dung ma s& duoc lap lai theo
huéng khuén mau. Vi du nhu: tiéu dé, dia chi, cac phan liét ké, danh sach
va céac bang.
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- Nhén tiép vao nit Microsoft Office BuTSn (biéu twong logo ctia Microsoft
Office), chon Save As.

D9 e s s
 File I Message Insert
A Save
] & save As
3
[ Close

Trong hop thoai Save As, ta chon Outlook Template (+.0ft) & phan "Save
as type", dat tén cho tap tin mau, chon noi luu rdi Save lai. Tuy thude vao
phién ban hé diéu hanh Windows ma MS Outlook 2010 ¢6 vi tri luu
template khac nhau.

Save in: | |5 Templates

D} My Recent Ihcharts
Dacuments |5 iveCantent

() Deskrap |C2) Smarkart Graphics

2
Dacuments

Camputer

‘H Pl Mebwork,
Places

File marne: |MaullnFt

Save as Lype: |Outl-:u:uk Template (*.oft)

Tools -

+ Windows XP: thu muc Documents And SettingsTén tai khoanApplication
DataMicrosoftTemplates
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+ Windows Vista: thu muc UsersTén tai
khoanAppDataRoamingMicrosoftTemplates

C6 thé tao nhiéu template tily ¥ va cung chia sé cho cac ngudi ding MS
Outlook khéc trén ciing may sir dung chung. Khi muén sir dung cac email
mau, ta chon miii tén ké bén New Itém trén tab Home, chon “More Items’
chon "Choose From...".

l Home Send / Receive Folder View
W1 2 ' B
.?( gnore x | X % B Me
1=k Clean Up ~ < -
New | New Delete Reply Reply Forward ﬁ‘i‘e Me
E-mail [Itemsv| & Junk ~ Al
Né 43 E-mail Message 1 Respond

!
}

4 Favo ] Appointment
CAE Meeting

o ¢ By: From

= [85] Contact [

8l =

g \ Task ph Vién Tin Hoc <admin@benhvier
:‘l B Text Message inh Vién Tin Hoc <admin@benhvie

. : Bng bao Hop Offline [dn 6 tai TP.HC
E-mail Message Using » " 2R ne o

4 Qutl More ltems * |Greetings.com

(3] Inbox | (312%) PostinThis Folder

[12 D tal & Contact Group

=7 Sent Items | &

(5] Deleted ftems =@ 18¢ 53 Task Reguest

; | Journal Ent

L@ Junk E-mail =k & 2

3 News Feed Cc | Note

(3 Outbox \ ' €% Internet Fax

' =) 1Kl

@ Eoaeets l = lll =3 Chgose Form...

1 - 1

i_“_‘] Mail ‘ Kr @ Choose InfoPath Form...
o ' z | &) Outlook Data File,..
il Calendar - I ey S R e e

Hop thoai “Choose Form” hién thi

9
b

69



Phién ban thir nghiém — Luu hanh ngi bo - Microsoft Vietnam

Click chon “User Template in File System” trong muc “Look In”

Choose Form

Look In: | Standard Forms Library w
Standard Forms Library

Appointrm Personal Forms Library

Conkact |Outlook Folders

Diskributid standard Templakes

Journal Eflser Templates in File System

Meeting RINEO:

Message

Moke

Past

Standard Defaulk

Task,

Task Request

Display narne: |.ﬁ.pp|:|intment | [ Open ]

| | [ Cancel ]

Sau khi mé email mau, chi can sura chira lai thong tin, bd sung hay thay d6i
nhimg phan noi dung theo yéu cdu cong viéc. Ban s& thiy cach nay tiét
kiém duoc rat nhiéu thoi gian.

h. Sao Iwu va phuc héi Rules trong Outlook

Nhitng ban nio sir dung Microsoft Outlook chic ciing da timg thiét 1ap cac
Rule dé xir Iy email di vao Inbox theo ¥ mudn ciia minh. D4i véi nhiéu
nguoi, sO luong Rule duogc tao ra kha 16n va chiém mat mot khoang thoi
gian khong nho. Néu vi 1y do gi ¢6 ma phai tao lai toan b cac Rule thi qua
1a mot cuc hinh. T61 hy vong qua bai viét nho nay, cac ban co thé thuc hién
viéc sao luu cac Rule ctia minh va phuc hoi trd lai khi can thiét.

1. Sao lwu:

Tai thanh menu cua Outlook, cac ban click chon File -> Info -> chon Rules
and Alert.
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m Home Send / Receive

[&l save As
@‘g Save Attachments

Help

1] Options

X Exit

Folder

View

Account Information

@ ongthuyan@gmail.com
IMAP/SMTP

Add Account

Account
Settings v

Manage Rules

& Alerts

Account Settings

Moedify settings for this account and configure additional
connections,

Automatic Replies (Out of Office)

Use automatic replies to notify others that you are out of office, on
vacation, or not available to respond to e-mail messages.

Maiibox Cleanup

Manage the size of your mailbox by emptying Deleted Items and
archiving.

Rules and Alerts

Use Rules and Alerts to help organize your inceming e-mail
messages, and receive updates when items are added, changed, or
removed.

o) hop thoai vira hién thi ra, chon Options.
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Rules and Alerts

E-mail Rules | Manage Alerts

x)

Clear categories on mail (recommended)

Li?z Mew Fule... Change Rule = 53 Copy... }( Delete « % Run Rules Now,.. Options
Fule {applied in the order shown) Ackions
James Kow 5 %
infoi@gcitrading. com (For other computer) & 45 33@
Py

Rule description (click an underlined value to edit):

apply this rule after the message arrives
From James kow
move it b the OFfice Folder

and stop processing more rules

[ ]Enable rules on all messages downloaded from RSS Feeds

(04 ] [ Cancel

Click nat Export Rules.

Options E'

Import and export
Import or export your rules ko and from previous wversions of Cutlook,
ngpurt Rules. ., | [ Import Rules, ..
Rules upgrade
[ oK ] [ Cancel ]

Chon thu muc dé luu file, dit tén cho file rdi bAm nut Save. File duoc luu
c6 dang *.rwz.

2. Phuc hoi:

Dé phuc héi lai Rule, cac ban click nut Import thay cho nut Export.
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i. X6a cac thwr muc chira Email

Open in Mew Window

i

Mew Folder...
Eename Folder
Copy Folder
Move Folder
Delete Folder

Mark All as Read

WD FrHE

Clean Up Folder

IMAP Folders...
4‘.,-; Remove from Eavorites
Process Marked Headers

B Properties...

Ban c6 thé x6a bo thu muc chira cac email bang cach: Click chuét phai vao
thu muc mudn x6a, chon Remove from Favorite Folders. Thu muc dé s&
bién mat. Burng lo ldng vi thu muc nay van & trong hop Inbox, n6 chi an di
thoi.

j. Tim Email mét cach nhanh chong
Tim Email mét cach nhanh chéng (phim téit Ctrl + E)

l ‘ Home Send / Receive Folder View Search
> | [ Current Folder f{ SIS
|All Mail 5 From t t = - Recent Search  Close
Items | ® All Outlook Items tta : : Searches ¥ Tools» | Search
Scope Refine Options Close
4 Favorites < -
tang|
L] Inbox

(=3 Sent Items Click here to enable Instant Search

z) Deleted ltems Arrange By: Date Newest on top
Cac Email cua ban trong outlook rat nhiéu, déi khi ban can tim kiém mot
Email cii nhung ban khong biét Email d6 nam & dau trong ca ngan Email
duoc luu trong cac thu myc. Vi Outlook 2010 thi ban s& khdng mat thoi
gian dé tim ting Email nixa.

k. Tim Email nhanh vé&i cong cu Instant Search
Véi cong cu Instant Search thi cong viéc tim kiém Email caa ban rat d&
dang, Ban can phai c6 mot it thong tin vé Email ban can tim, ban c6 thé ghi
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dia chi Email hodc mot s tir ngir cia noi dung Email d6. Tat ca cac két qua
tim thay s& hién ra mot cach nhanh chéng.

Sir dung tim kiém nang cao

’ Search 1

B 5 This Week v W Flagged p
(=

&, SentTo v ¥ Important

stegorized Recent
v L‘_d Unread # More ~ Searches v
Refine Optig ©’  Indexing Status..,
é Locations to Search *
C)

=0 Advanced Find...
| 5 search Options..,

Ctrl+E-> tab Search->nh6m Options->Search Tools->Advanced Find

s ™y

%5 - Messages: Containing tang - Advanced Find o B OER

LDDEFDr:|Messages v| In: |In|:u:|x | [ Browse. .,

Messages |Mure Chaices | Advanced | | Find Mow
Search Far the word(s): |t5ng v | Stop
In: |su|:ujeu:t field and message body w | [New Search

[ Feom | | |

[ Senk Ta... ] | |

[Jwhere I am: |the only person on the Ta line | q

Time: |nu:une w ||.ﬁ.nytime |
'|Q'-| O |L|I,I| Fraom |5u|:|ject |Received |5ize |Categnri... In Folder |°\? -

=] Date: Three Weeks Ago

-]  Webtr... Tu vin “Gidi phap thdm my trong diéu tri... Thu 12/... 7KB Inbox
=] Date: Older
(-4 InfoB.. Ting hosting chit lugng cao cho Sinh Vié.. Frill/13.. 6 .. Inbox

Hién thi hop thoai advanced Find, chon céc yéu té dé tim kiém.
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CHUONG lll: QUAN LY HOP THU CUA BAN VE DUNG LUONG
VALUU TRO

1. Xac dinh kich thwéc hop thw va lam giam dung Iwrong

a. Dung lwong cua Email

Subject:  Undeliverable: Dung Iwgng email

Your message did not reach some or all of the intended recipients.

Subject: Dung lugng email
Sent: 1/13/2818 5:58 AM

The following recipient(s) cannot be reached:
user? on 1,/13/2816 5:53 AM
mailbox is full.

it again.
<PC2.microsoft.com #5.2.3>»

This message is larger than the current system limit or the recipient’s
Create a shorter message body or remove attachments and try sending

2| H @« ¥ s Undeliverable: Dung lugng email - Report o = R
Report o @
x == $ | 5 Move to: 7 L5 Move ~ » H 34 Find )
o b .»:?. To Manager - Lir\\" Rules = J '—]E % Related =
Delete Send Forward Maore . i — = Mark Categorize Follow Zoom
Again - 3 Team E-mail M i| Unehote | ynread - Upw | ky Select~
Delete Respond Cuick Steps u Move Tags Find Zoom
From: System Administrator Sent: Wed 1/13/2010 5:55 AM
To: userl

L5

Mét s6 dich vu email hoic cac nha cung cap hé thong quan tri vién s&
khéng cho phép ban gui hozc nhan Email ¢6 dung luong Ién, do vay can
phai quan 1y dung lugng cua Email.

b. Xem dung Iwong hép thw

Click phai vao thu muc > Properties
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4 Mailbox - userl ‘ _ﬁ
(2} Inbox .
[2] Drafts —
L] Sent tems Cq

(] Deleted tems | [

L@ Junk E-mail B
4 News Feed
[ Outbox
i a
LE RSS Feeds :
L@ Search Folders | [Zk
4 My Outlook Data File(t| "%

(3] Deleted tems | [k
[ Home ey

4 Office —

f;o Search Folders

S I U7 0 2 N SO S s 00 Zalendar

Open in New Window
New Folder...

Rename Folder
Copy Folder
Move Folder

Delete Folder

Mark All as Read
Clean Up Folder
Delete All

Show in Favorites

Properties...

)
Ims.

Hién thi hop thoai Properties

Office Properties

General | Home Page | Autodrchive |

| Office

Description:

Twpe: Folder containing Mail and Post Ikems

Location: iy Sutlook Data File(1)

() Show total number of items

(%) Show number of unread ikems

‘“When posting to this folder, use: | IPM.Post L
Eaolder Size. ..
[ Ik ] [ Cancel apply
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Pé nhanh chong tim kich thudc cua hop thu riéng cua ban, st dung cira s6
danh muyc chinh dé chuyén sang thu myc xem kich ¢&: nhan vao muc
Folder Sizes.

Folder Size E'
Local Data |
Folder Marne: Office
Size (without subfolders): 19 KB
Total size {including subfolders): 19 KB
Subfaolder Size Total Size

Close

Ban c6 thé xem duogc dung lwong cua cic thu muc ma ban di lwu. Thong
thudong dung lugng dugc tinh bang kilobyte (KB). Cac méi quan hé giira
kilobyte, megabyte, va gigabyte 1a cing mot don vi do ludng, ban c6 thé doi
cac thong sb d6 va6i nhau: 1024 Kilobyte = 1 Megabyte.

1.024 Megabyte = 1 Gigabyte.

c. Kiém tra dung lweing cac thw muc bang Mailbox Cleanup
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m} Home Send / Receive Folder View

Save As .
Account Information

ll,lé Save Attachment
_ ##— ongthuyan@gmail.com

| ? IMAP/SMTP
—

Add Account

Open
Print = Account Settings

nglw, Modify settings for this account and configure additional
Help A‘“‘ i ; connections.

ccoun

Settings -

2] Options S ——
XK Exit

Automatic Replies (Out of Office)

\_‘J Use automatic replies to notify others that you are cut of office, on
‘ vacaticn, or not available to respond to e-mail messages.

Mailbox Cleanup

= Manage the size of your mailbox by emptying Deleted Items and
archiving.
Cleanup
Tools~

[— =t Mailbox Cleanup... ;

= Manage mailbox size with L
advanced tools.

f Empty Deleted Items Folder i‘s to help organize your incoming e-mail

't@ Permanently delete all items tive updates when items are added, changed, or
in the Deleted Items folder, ‘

g _’j Archive...
T2l Move old items to Archive

Folders in the folder list.

Ban c6 thé xem dung luong cac thu myc trong Mailbox Leanup.Vao tab
File->Info-> Chon Cleanup Tools->Mailbox Cleanup. Hop thoai Mailbox
Cleanup sé hién ra.
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Mailbox Cleanup [‘5—(|

k

\\'; You can use this bool to manage the size af wour mailbo,

¥ou can find types of items ko delete ar move, empky the deleted
items Folder, or you can have Outlook transfer ikems to an archive
file.

[ Wiew Mailbox Size,., ]

- {)Find itemns older than & days

(%) Find items larger than | 25n = kilobytes

Clicking Autafrchive will move old ikems to the
Autosrch
archive file on this computer, You can find these alCls

©

]

items under Archive Faolders in the Folder list,

Empkying the deleted items folder permanently Emphy

deletes those items,

[ Wiew Deleted Items Size...

al

Close

Click chon View Mailbox Size...
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k

k You can use this bool to manage the size of wour mailbos,
g ¥ou can find types of items ko delete ar move, emphy the deleted
items Folder, or you can have Outlook transfer ikems to an archive
File,

[ Wiew Maibox Size. ..

Folder, 5ize

Local Daka |

Folder Mame: angthuyan@grail . com

Size (without subfolders): 0 kB

Tokal size (including subfolders); 1337365 KB
Subfalder Size Tokal Size |
[Gmail]iSpam 1122 KB 1122 KB
[Email]y3karred 0 kE 0 kE
[Gmail]i Trash S117KE S117KE
Drafts ZJB0KE ZJB0KE
Inbox 291523 KE 29610 KE
Inbox i Home 0 kE 0 kE
Inbox | Office a7 KB a7EKE —
Junik. E-mail 157 KB 157 KB
Personal 0kE 0kE
Rersints KR nkr ¥

Close

d. Lwu cac tap tin da dinh kém vao 6 dia

_ll fj . -’ - v 1-7-

= Save
Bl Save As

@Q Save Attachments

[ Close

Sau khi xem qua dung lugng caa cac Email, ban s& nhan thiy riang cac
Email c¢6 dung lugng I6n thuong bao gom nhiing tai liéu dinh kém. Néu can
dé luu trit cac tai liéu dinh kém trong hop thu. Ban sir dung Luu tap tin dinh
kém cac Iénh trén Microsoft Office nut trinh don va luu cac tai liéu dinh
kém vao mét sé vi tri thuan tién trén dia cirng cua ban.

Sau khi d3 luu cac tép dinh kém, ban cd thé xda cac Email khong can thiét
do.
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Truéc khi bit dau luu tai lidu dinh kém vao dia ciing, phai nhé vi tri da luu
dé sau nay ngudi dung co thé xem lai céc tai liéu d6. Dé luu tap tin dinh
kém vao 6 dia ban lam theo cach sau:

1 M Email ¢6 chua tap tin dinh kém.
2 Nhan vao Tab File
3 Sau d6 ban chon Save attachments.

4 Chon duong dan dé luu tap tin, sau d6 nhap OK

e. Xéa vinh vién cac Email ra khéi hop thw

_ 5% ] > thuyz
4 Qutlook Data File £
(i3] Inbox ‘ =] From: Thuy D
L?| Drafts ] &> Thuyl
=7 Sent Items ‘

(5] Deleted ™ ; i
C& Openin New Window

i@ Junk E-n |
[ News Fe [ | Mew Folder..,

L% Outbox| || |
- RSSFeel [, copy Folder

LO Search F

4 ongthuyan@i

L] Inbox (2
7| Drafts [1]
4[ 3 [Gmail] =k Clean Up Folder

4 AllMa (5] Empty Folder
_d Drafts| -,
[ Sent N =
=25 % Properties..,

3 Mark All as Read

Remove from Favorites !

Mdi khi ban x6a mét email, né di vao thu muc Deleted Items.Khi x04 nhiéu
thi thu muc nay c6 thé phat trién nhanh chong va chiém nhiéu dung luong,
do d6 can phai lam sach thu muc Deleted Items ciing nhu dung luong cua
toan hop thu. Boi vy, nén xo6a vinh vién cac Email nay ra khoi hop thu.

Céch x06a vinh vién cac Email don gian nhat 1 vao thu myc Deleted Items,
ban sé& thay cac Email x6a bén ngoai. Nhap chudt vao cac Email nay, nhan
chuot phai chon Delete.
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Ngoai ra ban c6 thé xoa vinh vién cac Email bang lénh. Ban nhan chuot
phai vao thu muc Deleted Items chon Empty Folder, chon Ok. Vay Ia tat
ca cac Email trong thu muc Deleted Items da dugc xo0a ra khoi hop thu cua
ban.

f. TAc dung cua Junk Mail

Junk Mail c6 tac dung loc thu rac (Spam mail), gitp cho ta phan loai dugc
thu rac nhu cac thu quang cao, .... Junk Mail cling 1a noi chira cac thu rac
d6. Junk Mail khdng muén cac Email rac nam 1an 16n véi cac Email can
thiét.

Thu rac hay spam dang ngay cang trg thanh mot van dé nghiém trong va
néu ban cang phu thudc vao thu dién tir bao nhiéu thi né cang gay kho chiu
cho ban bay nhiéu. Ban xac dinh khéi luong loc ma ban can va bat ctr thir gi
ma Outlook cho 1a spam s& duoc dua vao bo loc Junk Mail Filter dé xem
Xét. Ban ciing co thé thiét 1ap mot danh sach an toan dé ban c6 thé bd sung
cac dia chi thu dién tir tir nhitng nguon tin ciy vao dé. Néu mot thu dién tu
tir mot nguodn tin cay tinh cd chui vao trong thu muc Junk, viéc bo sung
ngudi giri d6 vao danh muyc an toan Safe List rat d& dang.

, l Home Send / Receive Folder View

.| -r} W Ignore x
| R n |
\ =k Clean Up ~
MNew New = Delete

E-mail Items~  |&@Junk~

Dew || & Block Sender

4 Favorites Never Block Sender
(3 Inbox Never Block Sender's Domain (@example,com)
=] Sent Iten
‘;] Deleted |
[ Office

U@ Junk E-mail Options...

4 Test

2. Di chuyén hodc sao chép tin nhdn vao cédc thwr muc ca nhan

a. Can ban veé kho lwu triv
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'm‘ Home Send / Receive Folder View

& save As .
Account Information

s
-
o~

SR e == ongthuyan@gmail.com

| g F IMAP/SMTP

Add Account

Open
Print =) Account Settings

!ij, Modify settings for this account and configure additional
Help A“‘ " connections.

ccoun

Settings ~

] Options et
X Exit

Automatic Replies (Out of Office)

\HJ Use automatic replies to notify others that you are out of office, on
' vacation, or not available to respond to e-mail messages.

— Mailbox Cleanup
C":\‘_} Manage the size of your mailbox by emptying Deleted Items and
archiving.
Cleanup
Tools~

=t Mailbox Cleanup... :

- Manage mailbox size with
advanced tools. '5

Empty Deleted Items Folder s to help organize your incoming e-mail

".& Permanently delete all items iive updates when items are added, changed, or
in the Deleted Items folder,

" _j Archive...
| =4l Move old items to Archive

Email ty dong luu trit vao hop thu ca nhan cia ban (hinh trén).Véi viéc st
dung lénh AotoArchive thi cac Email s& tir hop thu cua ban s& tu di chuyén
vao thu muc, thu muc dé goi 1a thu muc tu luu trir.
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Archive [$_<|

() archive all folders according ko their Autoarchive settings
(%) archive this Folder and all subfolders:

= & ongthuyan@gmail.com
=] inbox [Ey
L7 Drafts [1]
[ [Email]
L @ Junk E-mail [5]
[ Personal
| Receipks

[ Test
[ Trawvel

[ work,

53

|

Archive items older than: |'-.-'-.-'eu:| 1072009 V|
[ Include iterns with "Da not Autodrchive” checked

archive file:

|C:'|,D-:u:uments and SettingsiabciLocal Settings'l,.ﬁ.p| EBrowse. .,

[ O, ][ Cancel ]

1 Nhéan Browse... dé chon thu muc luu trit, chon OK.
2 Email dang di chuyén vao trong hop thu.

3 Va Email duoc luu vao thu muc tu luu trir.

Thu muc con trong hop thu sé dugc tu dong tao ra trong thu muc luu tri.

b. Lwu cac email vao thw muc ca nhan

4 Mailbox - userl
[ Inbox
L.7] Drafts
=7 Sent Items
(5] Deleted Items

L@ Junk E-mail
I News Feed
U= Outbox

LE) RSS Feeds

Lﬁ Search Folders

4 My Outlook Data File(l)
(5] Deleted Items

| Home
| Office
L ‘Search Folders
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Ban muén c6 mot thu muc c& nhan chaa cac tap tin riéng cua ban, diéu do
tuong tu dé c6 mot ta dung cac hd so ca nhan. Vi thu myc c& nhan, ban
tao tap tin riéng cho minh. Sau khi ban da tao ra thu muc ca nhan va céach di
chuyén cac tap tin vao thu muc c& nhan nay.

c. Cach tao cac thw muc ca nhan

Dé sir dung mot thu muc tap tin c4 nhan, trudc tién ban can phai tao ra no.
Pé tao thu muc ca nhan ban 1am theo cc budc sau:

Home Send / Receive Folder View
& save As .
' Account Information
= userl
< Microsoft Exchange
Add Account
Open
‘ = Account Settings
aku Modify settings for this account, and configure
Siic additional connections.
Help Account
Settings -
:] Options -
;«‘LI Account Settings...
X Exit Q‘L , Add and remove accounts or change

existing connection settings,

1 Chon file sau d6 nhan vao Info chon Account Settings
Account Settings

Data Files
Ctlook Data Files

E-mail | Data Files |RSS Feeds || SharePaoint Lists | Inkernet Calendars | Published Calendars | &ddress Books

g Add.. ﬁf‘ Settings. .. Q Set as Default )( Remove By Open File Location...

Mame Location

@ Maibos: - userl Ci\Documents and Settings ThuyAniLocal Settings\Application DatalMicrosafthou, .
My Qutlook Data File(1)  C:\Documents and Setkingst Thuydniiy Documentst Qutlook, Filesiky Outlook Dat,

2 Ban chon tiép Tab Data Files
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Create or Open Outloock Data File

Save in: | I Cutloak Files
EB My Recent él_]My Cutlook, Data File(1)
Dacurnents
@ Desktop
2
Docurnents

Cormnpuker

‘:i My Mebwork
Plares

File name: | my Outlook Data File(2)

Save as bype: |Dut||:n:|k Diata File

Tools -

3 Chon Add, nhap tén

4 Thu muc ca nhan cua ban da duoc tao ra nhu hinh dudi.

4 Mailbox - userl
L =] Inbox
L7 Drafts
L:] Sent ltems
(5] Deleted tems
L g Junk E-mail
[4 News Feed
(3 Outbox
L) RSS Feeds
t,o Search Folders

[* My Outlook Data File(1)

d. Cach chon cac subfolder trong thw muc ca nhan
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L g Junk E-mail
[ News Feed
U2 Outbox

LES) RSS Feeds

L Search Folders

My Qutiookd £ Openin New Window

Open File Location

Gk Close "My Outlook Data File(1)
i

New Folder...

Sau khi ban tao xong thu muc c4 nhan, ban c6 thé tao thém cac thu muc con
subfolder trong thu muc ¢4 nhan. Ban lam diéu ndy tir Ctra s6 Danh muc
chinh:

Nhan chudt phai vao thu muc My Outlook Data File(1) chon New Folder.
Dit tén cho thu muc vira tao, nhian OK.

Sau d6 ban s& thiy mét thu muc con trong thu muc c& nhan cua ban.

4 by Outlook Data File(1)
fa] Deleted ems

4 Home
[d Office
L& Search Folders

e. Di chuyén Email vao thw muc ca nhan
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=] Today
@& Dung lugng email 17}
System Administrator 5:55 AM

»| = sharing request: Calendar
Expand to see all items.

..................... _:=_é‘ g.j py

@& Quick Print
& Reply
8 Reply All
Office - My Outlook Data File(1)
j Mark as Unread Home - My Cutlook Data File[l)
ED Categarize g Teamsite:\Vacations
W Follow Up . Family
b Find Related  » My Calendar
;,; Quick Steps + |23 Other Faolder...
o . t anv to F
£5  More Actions b | 45 Copyto Folder..
I_ﬂj Rules 3 _-] Always Move Messages in This Conversation
73 Move b

Sau khi ban di tao xong cac thu muc con trong thu muc cac nhan. Bé dé di
chuyén mot hoic nhiéu Email dén thu myc con, ban lam theo cac buéc sau:

1 Nhan chuét phai vao Email chon Move to Folder
2 Ban chon thu muc con trong thu muc ¢ nhan va nhan OK.

Nhiing cach khac dé di chuyén cac Email vao thu muc ca nhan la ding
phuong phéap kéo tha.

Ban nhan chudt trai vao Email, gitt chit chudt va di chuyén chuét toi thu
muc con trong thu muc ¢4 nhan, sau d6 ban tha chudt ra, Email d6 s& xuat
hién trong thu muc ca nhan.

f. Lwu trir emai ra 6 dia

Thong thuong ban luu trit cac Email vao thu muc ca nhan. Nhung cac thu
muc nay Van nam trong Outlook. Tuy nhién c6 cach dé back up dir liéu
khéc 14 lwu trir cac Email vao 6 dia.

88



Phién ban thir nghiém — Luu hanh ngi bo - Microsoft Vietnam

Send / Receive Folder View

Account Information

K userl
3 vt
< Sef® Microsoft Exchange
Add Account
Open
= Account Settings
‘&.u)l Moedify settings for this account, and configure
s additional connections.
Help Account
Settings v
:] Options —_—
= *Ll Account Settings... |
X Exit ‘ L_d_q-_‘_j} Add and remove accounts or change |

existing connection settings.

File > Info > Account Setting

Account Settings

Data Files
Cutlook Daka Files

E-mail | Data Files | RS5 Feeds | SharePaint Lists | Internet Calendars | Published Calendars | Address Books |

Ly Add... [ Settings... @ SetasDefaut X Remave ) Open File Location...

[ame Lacation
Q Mailbo: - userl C:Dacurents and Sektings) ThuwaniLocal Sektings)Application DakaiMicrasaftiou, .,

My Cutlook Data Filedl)  C:i\Documents and Sektings) ThuwdniMy Documents! Outlook Filesity Sutlook Dat. ..

Tab Data Files > chon dong mudn luu trix hozc di chuyén > Open File
Location
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& Outlook Files
File Edit Wiew Favorites Tools Help

\_) \‘_J l.@ ;\J Search 0 Folders v

Address |25 Ci\Documents and Settings’ Thuwan|My Documents\Outlook Files

My Outlook Daka File(1)
ki aka Fi

File and Folder Tasks #

Iﬂﬂ Rename this File

iy Move this file

Copy this File

& Fublish this file to the Web
(=) E-mail this file

¥ Delete this fil

Chon Move this file hoac Copy this file

Luu y: Néu muc tiéu cua ban 1a dé sao luu toan bo hop thu cua ban, thi ban

ma&i dung céng cu nay.

g. Phan loai thw

Dai khi tai khoan email cua ban s& bi qué tai do mdi ngay ban phai nhan
hang tram email tir khach hang, déi tac, ndi bd cong ty. Do do, viéc phan

loai ty dong email s& gitip giam bt thoi gian rat nhiéu. Cong viée trude tién

ban can 1am 13 tao cc thu muc bang cach nhan phai chuét 1én Inbox rdi

chon New Folder, dat tén tay y. Vi du: "Mail d6i tac" roi nhan OK. Cur tiép

tuc tao thu muc néu ban ¢ nhiéu phén loai nguoi dung.
Budc tiép theo, ban chon :

1 Nhén chudt phai vao tiéu dé Email.
2 Chon Rules.
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53 Copy

| @ Quick Print 6,’10/5)00’8
|5 Reply 6/10/2008
| (8 Reply Al 0
|3 Forward 6/15/500’3
| ._‘j Mark as Unread 6/16/2008
’ v Follow Up - >
ol i 6/17/2008
(S E ate %
| & Quick Steps » 6/17/2008
: -"-Tg More Actions  » 5_;18_,200;
[y Rules ’ 0

l '3 Move r & Create Rule...
| 1gnore B} Manage Rules & Alerts..,
8 Junk vl wrereess
: 2 6/23/2008
: X Delete . [

Trong ctra s6 mdi, ta chon quy tac cho email goi dén tuong ing voi yéu cau

cong vigc.

Create Rule

When I gek e-mail with all of the selected conditions

Erarm info@gcitrading, com

3

|:| Subject conkains |Mini Forex Trading - Demo Socounk

[ ]sent to |me anly

¥

Do the Fallawing

Display in the Mew Ikem Alert window

Flay a selected sound: |'-.-'-.-'in|:||:|ws wp Nu:utiFw;.f.w| E] E]

[ IMaove the item ko Folder: | | [ Select Folder, ..

]

[ Ik l [ Zancel ] [.ﬁ.glvanced Optiu:uns...]

O day ta chon Select Folder
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Rules and Alerts

Choose a folder:
3 Mews Feed
| Mates
L= outbax Cancel
LE Ra5 Feeds
& Tasks Mew...
= &4 ongthuyan@graail.com
= L] Inbox (261}
3
[ Office
[ [Gmail]
1 Drafts (1)
L@ Junk E-mail [3]
3 Personal
|1 Receipts

e )

|

I[ X

| &

Chon thu muc di duge tao sin hodc nhan nut New dé tao thu muc khac, roi
nhan OK

Trong muc "Move the item to folder" s& gitip tu dong duwa tat ca email tir
mot dia chi email xac dinh vao mét thu muc duoc chi dinh san.

Ban c6 thé tham khao kha nhiéu quy tic va hanh dong (action) ma MS
Outlook da c6 san dé ta chon Iua theo cach thirc nhu trén khi nhan vao nut
Advanced Options.
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Rules Wizard

Which condition{s) do wou want to check?
Step 1: Select condition(s)

ion khis compuker only

From info@geitrading., com

[ waith Mini Fores: Trading - Derno dccount in the subject
[] with Mini Fores Trading - Demo docounk in the subject or body
[] through the specified account

[] sent anly ta me

[] where my name is in the To box

[ marked as importance

[ marked as sensitivity

[] Flagged Faor ackion

[] where my name is in the Cc bosx

[] where my name is in the To or Cc bax

[] where my name is not in the To box

[] sent to people or public group

[ with specific words in the body

[ with specific words in the message header

[ with specific words in the recipient's address

[] with specific words in the sender's address

| &

Skep 2: Edit the rule description (click an undetlined value)

Apply this rule after the message arrives
From info@gcitrading. com
and on this computer onky
play Windows 3P Rakify ey
and display infoi@acitrading. conm in khe Mew Tkem Alert window
and maove it ko the Home Folder
and stop processing more rules

X]

(o] |

Finish

Chon diéu kién cho quy tic nhan email
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Rules Wizard

What do wou wank to do with the message?
Step 1: Select action(s)

idisplay a specific message in the New Ikem Alert window

stop processing more rules

play & sound

rove it ko the specified Folder

[] assign it ta the category category

[] delete it

[] permanently delete it

[ mowve a copy ko the specified folder
[ forward it ko people or public group
[] Forward it ko people or public group as an atkachment
[] reply using a specific kermplate

[] Flag message For Follow up at this kime
[7] clear the Message Flag

[] clear message's categories

[T markit a5 imporkance

[ print it

[] start application

[] mark it as read

| &

Skep 2: Edit the rule description (click an undetlined value)

Apply this rule after the message arrives
From info@gcitrading. com
and on this computer onky
play Windows 3P Rakify ey
and display infoi@acitrading. conm in khe Mew Tkem Alert window
and maove it ko the Home Folder
and stop processing more rules

X]

[ Zancel ][ < Back ” Mext = ][

Finish

Chon hanh d6ng (action) cho quy tic nhan thu
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Rules Wizard

Are there any exceptions?
Step 1: Select exception{s) {if necessary)

%)

[ except if the subject contains specific words
[ except through the specified account

[] except if sent only ko me

[] except where my name is in the To box

[] except if it is marked as impartance

[] except if it is marked as sensikivity

[ except i it is Flagged for ackion

[ except where my name is in the Cc box

[ except if my name is in the To or Co box

[] except if sent to people or public group

[] except if the body contains specific wards

[] except if the subject or body contains specific words
[ except if the message header contains specific waords
[ except with specific words in the recipient's address
[ except with specific words in the sender's address

[ liexeept if From people or public group [~

[] except where rmy name is nok in the To bo —

[] except if assigned to category cakegary »

Step 2: Edit the rule description {click an underlined value)

Apply this rule after the message arrives
From info@gcitrading. com
and on this computer only
play Windows 3P Rakify, way
and display info@ageitrading. corm in the Mew Ikem Alert window
and move it ko the Home Folder
and stop processing more rules

[ Cancel ][ < Back ” flext = ][ Finish

Chon diéu kién loai trir cho quy tac nhan thu
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Rules Wizard

%)

Finish rule setup.

Step 1: Specify a name for this rule

infFo@agcitrading, com

Step 21 Setup rule options

[ ]Run this rule now on messages already in "Inbox”
Turn on this rule

Create this rule on all accounts

Skep 3; Review rule description {click an underlined walue to edit)

Apply khis rule after the message arrives
From info@agcitrading. com
and an this computer anly
play ‘Windows =P Mokify  way
and display info@geitrading. com in the Mew Ikem Alert window
and move it to the Home Folder
and stop processing more rules

[ Cancel ][ < Back ] ext =

Dit tén va nhan Finish dé hoan thanh. Bay gio, thu cia cac ban s& duoc tir
dong chuyén vao tung thu muc nhat dinh.

Céac thao tac khac:

L3 Move ~ [~ Unread/ Read

I % Rules " B Categorize »

L\_‘} Create Rule.., ‘
[ Manage Rules & Alerts...

Trong hop thoai Rules and Alerts

Rules and Alerts

E-mail Rules | Manage Alerts

L%' Mew Rule... Change Rule ~ 53 Copy... :?( Delete = Fun Rules Mow... Options
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- Change Rule: chinh stra diéu kién.

- Copy Rule: sao chép diéu kién

- Delete: x6a diéu kién

- Run Rules Now: thyc hién ngay mot diéu kién nao do.
3. Lwu trir cac thuw tee cd

a. Lam quen véi AutoArchive

Dé vao hop thoai AutoArchive bing cach nhap chuét vao File chon
Options.

l : ‘ Home Sent

Bl save As

Open

Help
:] Options
X Exit

Nhép chudt vao Advanced va sau d6 nhap chudt vao nit AutoArchive
Settings.
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Outlook Options |.
General 'J B . . .
< Options for working with Outlook.
Mail
Calendar Qutlook panes
Contacts

Customize Qutlook panes. Navigation Pane...
Tasks Reading Pane...
Motes and Journal

Search

Qutlook start and exit
Mabile

7 Start Outlook in this folder: | jInbax
Language _

|:| Empty Deleted Items folders when exiting Outlook

Advanced l

AutoArchive
Customize Ribbon )
I
Quick Access Toalbar N % Reduce mailbox size by deleting or moving old items to an archive data file, Autohrchive Settings...

Hop thoai Auto Archive hién thi.

AutoArchive

[¥]Run AutoArchive every o days

Prompk before Auktodrchive runs
During Aukodrchive:
Delete expired items {e-mail Folders only)

archive or delete old iktems
Show archive Folder in Folder lisk
Default Folder settings For archiving

Clean out ikems older than |6 |: |Mu:-nths V|

(*) Move old items ko

|C:'|,D|:u:uments and Setl:ings'l,Thuy.ﬁ.n'l,M~,| | Browse. ., |

() Permanently delete old items

[ Apply these settings to all Folders now ]

To specify different archive setkings for aney Folder, right-click
on the folder and choose Properties, then go ko the
Bukodrchive kab.

[ 04 ][ Cancel ]

1 Néu chon Run AutoArchive every (sé ngay) thi AutoChive sé& kiém tra
hop thu tily theo s6 ngay ban chon. (Va néu ban khong thich AutoArchive,
ban c6 thé khéng chon no).

2 S6 lugng ngay cho biét vai tan sé ma AutoArchive sé chay.

b. Xac dinh Email cii trong AutoArchive
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AutoArchive E|

[¥]Run dutodrchive every: (14 | 5 days

Prompk before Auktodrchive runs
During Aukodrchive:
Delete expired items {e-mail Folders only)

archive or delete old iktems
Show archive Folder in Folder lisk
|_Default Folder setkings For archiving

Clean out ikems older than |6 = |Months s

() Move old items ko

CiDocuments and Settings) Thuy Aniee

() Permanently delete old items

[ Apply these settings to all Folders now ]

To specify different archive setkings for aney Folder, right-click
on the folder and choose Properties, then go ko the
Aukodrchive tab,

[ 0] 4 ][ Cancel ]

Véi AutoArchive, mdi 1an Email bi di chuyén s& nhan duoc mét théng bao
kiém tra. Tuy nhién, d6i khi ban khéng nhan duoc thong béo kiém tra, do
AutoArchive duoc cai dat mic dinh. Sau khi di chuyén thi nhitng Email d6
dugc cho 12 cii va ban c6 thé thay doi diéu nay.

Déi voi mot s6 ngudi Email ¢6 vé cii sau khi hai tuan, nhung dbi voi nguoi
khéc thi c6 thé 1a 2 thang. Ban 1a mot duoc quyét dinh va ban c6 thé 1am
duge didu ndy trén mot co s& cho mdi thu muc néu ban muén.

g. Lwu trir Calendar

AutoArchive c6 nhiéu tac dung ngoai viéc luu trit cac Email. AutoArchive
con luu trir dwgc cac nhiém vu dat trong Calendar hoac cac thu muc trong
né. Va ciing gidng nhu cach diéu chinh cai dat cho Email.

99


http://lh3.ggpht.com/_KSOH77vnC-4/SvAOAf4BF1I/AAAAAAAAAu4/8TZlOk9_egM/image017_thumb%5B1%5D.jpg?imgmax=800

Phién ban thir nghiém — Luu hanh ngi bo - Microsoft Vietnam

4 [®] My Calendars
Caly e
[] Fan =

[] Tea| #8] MNew Calendar..,

4 [5] othe Hide This Calendar
use &l Overlay

use
4 EI Share

] use
l:l

i3 Copy Calendar

q 00

Open in New Window

@ Color >

|

A

b Mail | o Down

‘1| calen Share »

8-| contz #F Properties...
Click phai vao Calendar mudn luu trir, chon Properties.

Chon Tab AutoArchive, ban c6 thé tly chinh cac cai dat cho cac Calendar.

Calendar Properties [z|

zeneral | Home Pagel Aubodirchive |F‘ermissiu:-ns Synchronization

") Do niot archive items in this Folder
i) awchive ikems in this Folder using the default settings

{®nrchive this Folder using these settings:

Clean out items older than |6 | - |Mu:unths »

(%) Move old items ko default archive folder
() Move old ikems to:

() Permanently delete old items

Khi m¢é cac thu muc dugc lvu dudi dang file PST ban nén luu y. Mot khac
biét 16n giira file PST véi cac loai file khac 1a ban khong thé ma mot tap tin
PST bang cach dung chudt double-click vao file nay. Néu ban thir, ban s&
thiy mot thong bao tuwong tu véi hinh trén.
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CHUWONG IV: SU’ DUNG LICH LAM VIEC MOT CACH HIEU QUA
1. Can ban vé Outlook Calendar

a. Tao cac muc trong Calendar

- ‘ Home Send / Receive Folder View

e YRR s o | 000000 | PO20000  EOOOdo PESeRR
I | paod — { o it [ et
o [ || P ) PEEEe] | FEEE B -
W o { [ i h -

New New New Today Next7 Day | Work Week Month Schedule
Appointment Meeting tems v Days Week v View
New GoTo " Arrange
<

4 Januay20i0 . » | 4 »  January 01, 2010

SuMo TuWe Th Fr Sa

2 Click here to enable Instant Search
3. =4 5 6 T L& 9 [1
10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30

am
ST 8
4 My Calendars 900 1
4 Calendar
10% |8
s
119 |8
12 Pm N
i~ Mail
100
| Calendar

Giao dién Calendar trong Outlook 2010.

Khong chi don thuan 1 phan mém ding dé goi nhan email. Outlook con 1a
mot cong cu dic lyc giup ban quan 1y thoi gian 1am viéc ctia minh. Ban ¢
thé thiét 1ap cho Outlook tu dong thong bao lich lam viéc cho ban theo
ngdy, tuan hodc thang trong phan Calendar (lich).

Pau tién ban vao muc Calendar trong Outlook bang cach nhap vao thanh
Calendar bén trai ctra sO mail.

Luc nay ban sé& thy cira s6 Calendar hién ra, click chon nut Day, Work
Week, Week, Month trén thanh cong cu dé xem lich ngay, tuan hoac thang.
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T | Home Send / Receive Folder  View

=N YWY

i =

New New New Today Next7 Day | Work Week Month Schedule
Appointment Meeting tems ~ Days | Week - View
New GoTo I Arrange i

Click d6i chon mét thoi diém trong khung Calendar dé tao mot lich hen.
Cua s0 Untitled - Appointment xuat hién d¢ ban dién thong tin viéc can lam.

9 ™ e« |5 Untitled - Appointment = B 2

- i2 || Appointment Insert Format Text Review & @

| i x E 4] Appointment % O v H

b - @Scheduling e _
Save & Delete Inwite Options| Tags | Zoom
Close lﬂl Attendees T T
Actions Show Attendees Zoom

This appointment occurs in the past.

Subject: | |

Location: | | -

Start time: | Fri 1/1/2010 - |8:00 AM - All day event

End time: | Fri 1/1/2010 - | [8:30 AM -
G
Fs
w

o)

Dién tén cong viéc va noi thuc hién cong viée trong khung Subject va

Location.

Chon mtrc d§ quan trong cua cong viée trong khung Label.

Chon thoi gian bit dau va thoi gian két thic cong viée trong khung Start
Time va End Time. Néu 1a su kién ca ngay ban c6 thé click chon dong All

day event.
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D¢ Outlook tw dong théng bao khi lich dén, ban phai click chon dong
Reminder. Tot nhat ban nén chon khoang thoi gian thong bao trude 10, 15
hodc 30 phut... trong khung ké bén.

Néu bgn muén Outlook théng bao lich hen bé“mg am nhac ban c6 thé click N
nut biéu tuong hinh cai loa d€ chon bai nhac wa thich. (Chuong trinh chi ho
trg nhac c6 dinh dang duéi cham wav.).

’j Appointment Insert Format Text Review
4 Calendar o T %

lg_‘ x '% S e show As: [l Busy -
o

Forward - 1 e
Save & Delete

Appointment|Scheduling Invite 2 Reminder: R
Close N onenote Attendees

Actions Show Attendees Mone
0 minutes

Subject: |Giéi phap CHTT 5 minutes
10 minutes

Location: |P'ht':ung hop s& 4

Starttime: | Tue 1/5/2010 - | |9:00 AM - | [_] All day event

15 minutes

30 minutes

1 hour

Endtime:  |Tue 1/5/2010 - | 11:00 AM - 3 hours

3 haours
4 haours
5 hours
6 haours
7 hours
8 hours
9 haurs
10 haurs
11 howurs
0.5 days
18 hours
1 day

2 days

3 days

4 days

1 week
2 weeks

A Sound..,
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Reminder Sound [Z|

When a reminder comes due

|reminder.wav | [ Browse. .. ]

[ Ok ][ Cancel ]

Cudi cung nhap Save and Close dé Iuwu va dong lai nhing thiét 1ap vira thyuc
hién. Nhu vay, khi c6 lich dén Outlook s¢€ tu dong bat bang thong bao cong
viéc kém theo bai nhac ban da chon.

b. Kiém tra Calendar

“ile- ] Home Send / Receive Folder View

200 E‘l‘l_ﬁ =] = p0ay (2
o el ek [;§

fE g =

pannang | Padand:
iz ] | T
] | | B

. 3);_?3;‘ 1»__—H.1‘ . i
L -I,_v_’;- S = = %, Sl

New New New Today Next7 Day | Work | Week Month Schedule Open  Calendar E-mail Share  Publish
Appointment Meeting Items ~ Days Week - View Calendar > Groups~ | Calendar Czlendar Online~ Perm
New GoTo P Arrange % | Manage Calendars Share
<

4 Jonuary 2010 » 4« » January 04 - 08, 2010

SuMo TuWe Th Fr Sa

2 Click here to enable Instant Search
3 R SUbEI 9 4 Monday 5 Tuesday 6 Wednesday 7 Thursday
10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30
31

| Hop tudn; Phong hop i }

gam Hop tong két
Phong lam viéc
4 My Calendars
] Calendar 00 | Trinh bay giai phap CNTT | |
Phong hop 56 4 |

10 00
il

Khi vao Calendar ban c6 thé nhin thiy nhiing nhiém vu, lich cac cudc hen
hay céc su kién ma ban da tao ra trong calendar. Cach xem nhiém vu trong
Calendar:

Nhan vao biéu tuong lich.

Click vao mét ngay trén lich, ban sé& thay cac nhiém vu hoic cac cudc hen
ma ban da sap xép s& xuat hién trén To-Do Bar.
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4 January 2010 3
SuMo TuWe Th Fr Sa

2
3 4 5 b ?|:;'| 9
10 11 12 153 14 15 16
17 18 19 20 A 2 3
24 25 26 27 28 29 30
Eal

Khi ban dang tim ngay thang trén lich thi ban c6 thé cong cu ¢ phia trén dé
di chuyén ngay thang mot cach dé dang:

1 Nhan vao Day, Week, Mooth d nhanh chdng chuyén d6i thoi gian ngay
thang muébn xem.

2 Dung phim miii tén dé di chuyén ngay thang mot cach tién loi

3 C6 thé cho hién thi hodc an ngay phu thudc vao cach xem cua ban.
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c. Chon lwa cach lap biéu trong Calendar

4 » January 14, 2010

14 Thursday

g am Hop_téng két cudi ndm
Phong hop 561
userl
900
10 i)
11 [u]u]
12Pm
lCICI
Huan luyén
Phang |am viéc
2':":'
3':":'
Show tasks on: Due Date Start Date Due Date Reminder Time
D hai thio Tue 1/12/2010 Tue 1/12;2010 Mone
wl -
= Hodn thanh bao cdo kha thiva xin kinh phi Thu 114/2010  Thu 1/14/2010 Maone
o
'_

Bai vi cac yéu cau khac nhau, nén ban phai 1ap biéu khac nhau cho cac yéu
cau do.
Cudc hen: Mat cudc hen can dién ra chinh xac theo thoi gian, do d6 ta s&

lap biéu tai mot thoi gian.

Cudc hop: Mot cudc hop xay ra tai mot thoi gian, du kién, giéng nhu mot
cudc hen. Sy khac biét 1a ban s& moi nhitng ngudi khac bang cach st dung
mot cudc hop yéu cau dugc giri qua email.

Sw kién: Mot su kién 12 mot hoat dong kéo dai ca ngay dai. Khdng giong
nhu mot cudc hen hoic cudc hop, mot sy kién. Vi mot sy kien, ban van co
thé c6 cac muc xuat hién trong lich trinh cua ban cho ngay hom do.
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Nhiém vu: Mot nhiém vy 1a mot yéu cau ban 1am gi d6 trong mot khoang
thoi gian, ban c6 thé 1ap biéu nhiém vu cho mdi ngay

d. Tao cac cudc hen

Dé nhap mot cudc hen, 1am theo cac bude sau day:

1 Nhap biéu tuong Calendar trong Outlook Bar.

4 » January 15, 2010

15 Friday

1pm

?UD

Lich xu4t hién, trinh bay céc cudc hen cia ban
2 Nhap n(t New trong thanh cdng cu & phan trén clng caa man hinh.

Form New Appointment xuat hién.
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HE9 O+ 9 |- Untitled - Appointment = B
E@E Appointment Insert Format Text Review £ 0
. Calendar & E EH & e
Il Busy - O Recurrence .
%‘ Q Forward = Eﬂ = = 7 A
Save & Delete Appmnimeni Scheduling Invite 415 minutes - Time Fones | Categarize Zoom
Close @ OneNote Attendees @ - 3
Actions Show Attendees Cptions I Tags Zoom
subject: || |
Location: | | = |
Start time: | Fri 1/15/2010 - |8:00 AM | - | [ Al day eyent
Endtime: | Fri1/15/2010 - [&30 am |-

[l

In Shared Folder: m userl

[Last updated wed 4

3 Nhap hop Subject va nhap mét tén cho cudc hen.

Nhap néi dung mé ta cudc hen, chiang han nhu “Co6 hen véi John,
Microsoft”.

4 Nhap tam giac ké bén hop Start Time.

M5t lich nhé xuéat hién

4 » January 14, 2010

1pm
Hudn luyén
Phang am viéc
2 00
3 [0li]
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e. Tao lich cho céac cuéc hop

4 » January 14, 2010

14 Thursday

Eam

g 00 Hop_tdng két cudi ndm
Phiang hop sd 1
userl

10 [0li]

Khi tao lich cho cudc hop, cac yéu tb can phai c6 la thoi gian, thanh phan
tham dy va dia diém cudc hop. Néu ban da thiét 1ap mot cudc hop, trong khi
d6 ban lai c6 mot cudc hop khac thi né s& bao cho ban biét hai cudc hop
triing gio. Trong méot cudc hop ban s& thay nhing:

1 Pia diém cua cudc hop

2 Tén cua cudc hop

f. Tao lich cho viéc tham gia hi thao

Day f Week f Month 0] O
€ 2 January 08 - 12, 2007 Cudid -
'8 Manday |9  Tuesday {10 Wednesday |11 Thursday {12 Friday
| Contoso Conference
Birthday |

Néu sir dung Outlook, ban cd thé kiém tra thoi biéu caa moi nguoi, chon
mot khoang thoi gian va dé nghi mot thoi gian hoi thao ma moi nguoi c6
thé tham gia bang Email.
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Pé moi mot sé6 nguoi tham gia hoi thao, 1am nhwr sau:

1 Chon File > New > Meeting Request (hoic nhan Ctrl+ Shift+Q).

HEH9 ™ e |- Untitled - Meeting o @8R
G| Meeting Insert Format Text Review ] a
Calend [ ]
x @] catendar E L e W Busy ~ | 4_¥Recurrence & 1
b2 Forward ~ & L L]
Delete . Cancel - A 15 minutes - Time Zones | Categarize Zoom
@U"ENOW Invitation d' e - 3
Actions Attendees Cptions I Tags Zoom
MailTips could not be retrieved.
Invitations have not been sent for this meeting.
To,. || |
g __w
1= Subject | |
Send
Location: | | =
Starttime: | Fri 1/15/2010 - |a00 am - A1l day event
Endtime: | Fri 1/15/2010 - |a30 am -
Ea
rY
-l
In Shared Folder: ﬁ userl
/M Windows Desktop Search is not available. ~
-4

Form New Appointment mao ra.

2 Click nat Scheduling.
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i |= Untitled - Meeting o B %
Meeting Insert Format Text Review ] e
—— — 5
& Calend — L
x Gl catendar = “_') !?k L e W Busy * 4_¥Recurrence EE =
by Forward = & !
Delete Appointment |Scheduling Cancel 2 15 minutes - Time Zones | Categarize
] Onetiote Invitation &3 L N
Actions Show Attendees Cptions 1 Tags Zoom
(=1 Send 100%| - Friday, January 15, 2010
i 12:00 1:00 2:00 300 4:00 3:00 9:00 10:00 11:00
B || Al Attendees (|
) userl [
& user?
1 I} »
Agd Others  ~ || Options Start time: | Fri 1/15/2010 - | [&:00 am -
=< AutoPick Mext » > End time: Fril/15/2010 - &30 AM -
B Busy |- Tentative W Out of Office [N Mo Information Cutside of working hours
/M Windows Desktop Search is not available. ~

Trang Attendee Availability xuat hién. St dung trang Attendee
Availability dé moi nhimg dong sy du mét cudc hoi thao.

3 M6t danh sach x6 xudng xuat hién.

4 Chon Add from Address Book.

Hop thoai Select Attendees and resources xuat hién.

5 Click tén cia mét ngudi ma ban mudn mai du hai thao.
Tén ban click duoc bat sang dé cho thay ban di chon no.

6 Click nat Required hoac Optional phu thudc vao viéc su tham du cua
ngudi d6 c6 tim quan trong ddi véi cude hoi thao nhu thé nao.

Tén ma ban chon xuat hién trong hop Required hozic Optional phu thudc
vao nlt nao ban click.

7 Lap lai cac budce 5 va 6 cho dén khi ban da chon moi nguoi ma ban muén
thém vao cudc hoi thao.

Cac t&n ma ban chon xuat hién trong hop thoai Select Attendees and
Resources
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Ban c6 thé chon nhitng ban bé cua ban va ban c6 thé chon cac cudc hoi thao
cua ban.

8 Click OK.

Hop thoai Select Attendees and Resources dong lai va cac tén ma ban da
chon xuat hién trong Attendee Availability List. Danh sach Attendee
Availability ciing cho ban thdy mot so d6 vé thoi biéu cia mdi nguoi dé
ban c6 thé thay khi nao mdi ngudi ¢ thoi gian ranh.

9 Thai gian ban chon xuat hién trong hop Meeting Start Time nam & cudi
danh sach Attendee Availability. Néu ban khéng thay mot khoang thoi gian
ma moi ban moi du cudc hoi thao cia ban cé san, click ndt Autopick Next
va Outlook sé tim mét thoi gian hoi thao kha thi cho moi nguoi.

10 Click nut Appointment.

Trang Appointment xuét hién vai tén cia nhitng ngudi ma ban da moi du
hoi thao trong hop To nam & phan trén cing cua form.

11 G& nhap chua dé caa cudc hoi thao trong hop Subiject.

12 Nhap bat ky thdng tin khac ma ban mudn nhimg ngudi tham du biét vé
cudc hoi thao.

Ban c6 thé dwa vao dia diém hoic hang muc.
13 Click Send.
Yéu cau tham gia hoi thao cua ban dugc goi dén thanh phan tham du.

g. Kiém tra cac nhiém vu da tao ra

Home Send / Receive Folder View
&) New Task
e )
(32 New E-mail B
ety Change
= New Items v t t I View v
Ney Delete Respond Manage Task Fallow Up Current Vi Actions OneNote
4 My Tasks <
¥ To-Do List
Zl T 0 Subject Due Date & Categories
Click here to add a new Task
F] & hetting Sa+1.9.2010
& I Du hdi thao Tue 1/12/2010

Khi tao ra mot nhiém vu trong Calendar thi khong can phai dugc lap ké
hoach cho mét thoi gian cu thé trong ngay. Ban sé thay cac khu vuc chung
khi ban nhin vao trong lich Tuan, Ngay thuong xem nhat.
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Vi du, néu ban c6 mot s6 cdng viéc can phai 1am, chi can nhap céng viéc do
nhu 12 mét nhiém vu. Khi ban hoan thanh mét nhiém vu, kiém tra né. Khi
nhiém vu hoan thanh trong mot ngay xac dinh sé cé mét danh séch hoan
thanh nhiém vu hién thi ngay d6. Trong hinh trén: cac cong viéc da hoan
thanh mot kiém tra va danh dau mot dong gach gitta tiéu dé nhiém vy va
thoi gian hoan thanh.

Ban c6 thé nhap mot nhiém vu véi ngay du kién bit dau va ngay két thic
nhiém vu. Néu ban khdng hoan thanh mét nhiém vu truéc ngay két thic, né
s& tu dong chuyén tiép va xuat hién trén nhitng ngay hién tai cho dén khi
ban hay bo n6 hay kiém tra dé diéu chinh no.

h. Cac &ng dung ngoai viéc gti Email trong Outlook

Recurring Reminders
Events

= l Free/Busy Time
Categories

Trong Outlook thi Calendar gidp ban tiét kiém duoc nhiéu thoi gian. Gilp
ban 1am cac c6ng viéc nhu: nhic ban vé thoi gian, gidp ban lam duogc nhiéu
viéc hon trong thoi gian it hon...

NGi vé thoi gian, Outlook nhic nhé ban vé cac cudc hop quan trong gilp ta
lubn ludn chi dong dé sap xép cong viéc. Outlook cling cho phép ban hién
thi thoi gian ranh caa ban cho nguoi khéc biét, dé ho c6 thé xem khi nao
ban sén sang trao doi cong Vviéc vai ho.

i. Hién thi lai cac nhiém vu
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4 » January 18 - 22, 2010 »
18 Maonday 19 Tuesday 20 Wednesday 21 Thursday 22 Friday
rY
lo am
1100 Bai tap; P.hop 561 & Bai tap; P.hop 561 & Bai tap; P.hop 55 1 &
12pm
lUU

Céc nhiém vy duoc nhap s& duoc hién thi nhiéu 1an ma ban khong can phai
nhap lai nhiém vu d6. Outlook s& nhac nh nhiéu lan vé nhiém vu d6 theo ¥
ctia ban. Dudi day 1a thanh cong cu diéu chinh né.

T REE = 3 2
O] 59 |+ o\aikalaes | Calendar - Mailbox - userl - Microsoft Outlook
F ‘ Home Send / Receive Folder View
o (N —q N4 B (& Privat
7 x |_$ IN } % ﬁ Show As: [l Busy ~ | IN d 5 - Frvere
Y = - L S ! ¥ High Importance
Open Delete Forward OneNote Invite & Reminder: None - ’Recurrence Meeting | Categorize
- v - Attendees * | Notes - § Low Importance
Actions Attendees Options OneNote Tags

j. Piéu chinh nhiém vu theo dinh ky

4 » January 18 - 22, 2010

18 Monday 19 Tuesday 20 Wednesday
1 am
11 90 Bai tap; P.hopsdl e | Bai tap; P.hop sd 1 o
1o pm Open Recurring ltem rz|
"Bai k3p" is a recurring appoinktment, Do
! vou wank ko open only this occurrence
1 0o ar the serigs?
@' Cpen this occurrence.,
2 00 () Open the series.
3 00 [ K, l [ Zancel
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Khi m¢ Calendar dé xem cac muc nhiém vu hoic cudc hen trong d6. Ta cd
thé xem lai cac chi tiét hoic thay doi no. Dé thay ddi ta lam cac budc:

Nhan double vao muc luc, ban s& thdy mét thong bao nhu mét trong hinh,
sé 0 hai lya chon:

Open this occurrence: cd thé xem hozc thay déi ndi dung.

Open the series: c6 thé thay doi thoi gian caa toan bé muc nhiém vu hoac
cudc hen nay

Sau khi chon Open the series dé thay doi, nhan vao nit Recurrence sau d6
chon tab Appointment.

.Q' _11 |= = Ehircineels| Calendar - Mailbox - userl - Microsoft Outloo

’ l Home Send / Receive Folder View

| o ‘ N jele A'I = N = (5) Private
([ x —-ié I:,‘Noj \‘J‘%; EShow As: [l Busy : O I:;Noj 1 iz

{

- ¥ HighImportance
Open Delete Forward OneNote Invite 4 Reminder: None v |Recurrence| Meeting Categorize
- v v Attendees v Notes v § LowImportance
Actians Attendees Options OneNote Tags

Khéng nén xoa muc nhap theo dinh ky.

Ta c6 thé diéu chinh thoi gian cta cua chu ky hién thi muc nhiém vu do.

k. Chon cach nhac nhé

|
’ || Appointment Insert Format Text Review

_ﬂ Calendar Lif_t] ) '.?Q = €3]
= i Ry Busy v 4_¥ Recurrence -
H x Ea Forward ~ . _x-'—_l P ﬁ i = ‘.’ _JEI ‘!
Save & Delete | Appointment| Scheduling Invite 3 |15 minutes v Time Zones @ Categorize
Close N OneNote Attendees ‘ ('@ Timez - ¢
Actions Show Attendees None " Tags
s ’ — T | 0 minutes r — ——
Subject: | Hop hang tudn 5 minutes
Location: |Phong 1am viéc 10'minutes
15 minutes
Starttime: | Tue 1/12/2010 - [1:00 PMm - All day| 30 Minutes
- = = - 1 hour
End time: Tue 1/12/2010 v 2:30 PM - % hours

Khi ban tao ra bat ky muc nao trong Calendar (Muc nhiém vy hoiac muc
théng bao cudc hen), mot 1o nhic nha dugce thiét 1ap ty dong. Outlook s&
théng bao cho ban vé cudc hen va cac cudc hop 15 phit truge khi cudc hop
bat d¢au. Trong hinh trén thé hién cac budc dé thay do6i thoi gian nhac nho
cho bat ky muc lich bang cach ma cac muc nhap va diéu chinh cac cai dat
trong hop Reminder trén tab Appoiment.
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1 Nhan Double vao cudc hen dé mé né.
2 Chon thoi gian nhac nho

3 Mot nhic nho s& xuat hién & thai gian xac dinh.

& 2 Reminders

4 Hop hang tuan

Stark kime: Thursday, January OF, 2010 1:00 PM
Location: Phang lam vic

Subject Diue in
Eﬁqu hang tudn 6 davs overdue
Eﬁqu hang tuin 5 days overdue

Dismiss Al Cpen Ikem ] [ Dismniss

l

Click Snooze to be reminded again in:

|5 minutes v| [ Snooze

]

Céc su kién s& duoc nhic nhé tu dong, Outlook s& thdng bao cho ban vé s
kién 18 gio trudc khi ho bat dau. Ban khéng thé thay doi thiét lap tu dong

nay, nhung ban ¢6 thé st dung ciing mét budc ma chung t6i da hién thi

trong hinh dé thay doi loi nhac cho cac su kién.

|. T6 mau cho cac hang muc
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4 » January 18 - 22, 2010

18 Monday 19 Tuesday

J_|:| am

171 00 |ﬁﬁxl’.hq:psﬁl - =l Ol
£ Qpen ' @
17pm @ Quick Print n
§= Invite Attendees |
1 00 is Forward |
E.:' Meeting Motes |:|
2 a0 2] Private El:l
ﬁ Show As b
3 o EI:I Categorize 3
>( Delete 3

20 Wednesday

Clear All Categories

Red Category 1

A

Elue Category
Green Category
Orange Category
Purple Category
Yellow Category

All Categories...
Set Quick Click...

Lam theo cac budc sau ddy dé thay doi mau cua mét hang muc:

1 Click nat Categories va chon All Categories.

Hop thoai Color Categories xuat hién.

2 Click hang muc ma ban mudn gan mét mau méi.

Hang muc ban chon dugc bat sang.

3 Click nut Color.

Mot hop x6 xudng xuat hién, hién thi cdc mau ma ban c6 thé chon.

4 Chon mau ma ban muén gan.

Mau ma ban da chon xuat hién thay thé cho mau cii.

5 Click OK.

Hop thoai Color Categories dong lai.

2. Xem va st dung nhiéu lich lam viéc

a. Tao mot Calendar méi
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4 My Calendars

] Calend” = sy o] T
| 55 Openin New Window

g4 New Calendar...

54
@ Color »

73 Copy Calendar

= Mail
al Calendar Share >

8-| contacts &' Propetties...

Pé tao mot Calendar méi ban 1am cac buéc sau:
1 Nhan nat phai vao Calendar chon New Calendar

2 Hop thoai Crete New Folder xuét hién.

Create New Folder E'

Mame:
|M';.-' Calendar |

Eolder conkains:

|Calendar Items W |

Select where to place the folder:

= i Mailbox - userl
[ Inba
L7 Drafts
=7 Sent Tkems
fa] Deleted Items

Fi

|85 Contacts —

A 100rnal

[ Junk E-mail
[ Mews Feed
. | Motes

>

[ £

[ O, ][ Cancel ]

3 Ban nhap tén cho Calendar mudn tao sau d6 nhan OK

4 Mot Calendar méi s& xuat hién trong myc My Calendar.
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b. Quan ly cac thw muc ca nhan

<

4 January 2010 » | < » January11- 15,2010

S5uMo TuWe Th Fr Sa

1 2 Calendar X
3456 7 89
10 11 12[13]14 15 16 gl L k) & &

17 18 19 20 21 22 23
24 25 26 27 18 29 30

31 gam
4[v] My Calendars
900
Calendar
Family
TeamsSite:Vacations 10 0o

/4 Family xX

/4 TeamSite:Vacations x

11 12 12

14

15

11

12

13

14

-~

wintm ent

ntment

= |

mintm ent

Sau khi tao thém céc Calendar méi, cac Calendar s& xuat hién trong My
calendar. Chling ta s& xem nhiéu Calendar theo hinh trén.

Mudn xem dugc lich caa Calendar ndo thi ban danh diu check vao mot 6
trude tidu dé cua Calendar d6. Bén cot hién thi s& thiy duoc toan bo thu

muc trong Calendar do.

Néu ban muén xem hét toan bo cac Calendar thi chi viéc danh dau hét cho
tat ca cac Calendar. Khi d6 cot hién thi s& thiy duoc tat ca cac Calendar.

Néu ban khdng muén hién thi Calendar nao thi chi viéc bo ddu check di

c. Tao mét cudc hen & nhiéu Calendar

Day | Week Month
€ 2 September 21

21 Thursday 121

Alice soccer practice {carpooid duty)

Alice soccer practice (carpool duty)

Iy
Alice soccer practice (carpool duty) l“@l | Alice soccer practice {carpool duty)

Dai khi ban muén c6 mot cudc hen duge dé & hai Calendars khac nhau. Ban
s€ tao tirng cudc hen trong ting Calendar. Ban khong nén lam cach nay vi
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sao chép mot cudc hen tir Calendars nay sang Calendar khac rat don gian:
Truéc hét ban cho hién thi ca hai Calendars, sau d6 dung phuong phéap kéo
tha, kéo thu muc chira cudc hen tir Calendar nay va tha vao Calendar kia.

d. Tao nhdom cho cac Calendar trong Navigation Pane

A rﬂ} Cle—steae

Cal
Fan
Tea

MNew Calendar Group
9 Add Calendar :

Arrange By Mame

Truéc hét phai phan nhém cho cac Calendars ma ban d tao ra theo tén coa
tung Calendar.

Trong hinh trén thé hién cac bude dé tao mot nhém mai va cach di chuyén
cac Calendar:

1 Click phai vao Calendar, chon New Calendar Group.

4 My Calendars
Calendar

Family

TeamSite:Vacations
|:| MNew Group

2 Nhap tén cho nhém vira tao.

3 Dung phuong phap kéo tha, kéo cac Calendars ban chon dua vao cac
nhom vira tao ra.

e. Str dung va chia sé Calendar

Import Calendar
Outlook khong gioi han cho phep ban chi sir dung duge 1 lich biéu ma ¢

thé tao ra nhiéu néu ban can. Diéu nay c6 lic rat can thiét boi doi khi ban
mudn phan lich [am viéc riéng biét gitra cOng Viéc vai viéc ca nhan. Ban
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tham chi c6 thé sir dung nhiéu lich biéu dé xem va quan 1y ké hoach lam
viéc cua cac nhan vién khac nhau.

Néu ban da c6 lich biéu san tir mdt may tinh hay mdt chwong trinh khac,
c6 thé import n6 vao Outlook. Tuy nhién, phai chac chan la ban export lich
bi¢u do ra ding dinh dang iCalendar hodc vCalendar.

Pé export dir lidu tir Outlook ra, khong sir dung trinh Import and Export
san ¢c6 ma ban hdy vao tab Calendar trong Outlook, vao File > Save
Calendar.

Home Senc

By Save
‘ 5] Save Calendar

Trén cira s6 Save As, kich vao nut More Options dé xac dinh chinh xac
loai thong tin ma ban mudn export. Cudi cung, luu n6 vé dinh dang
iCalendar (.ics).

Save As ?Ix
Save in: | My Documents e | ] A X ] |j M
@ MMy Recent [C)Downloads
Dacuments [E:IM —
v eBooks
Aty busi Save As r)( |
(&) Desktop y Music —
S My Pickures
My [C23My virtual Machines _'j.tq Specify the calendar infarmation vou want ko include.
Docurments
2 M .
4 Cgmputer Date Range: '-.-'-.-'hl:nle calendar
‘:J Tl Metwork,
Places
Detail: Availability only
Tirne will be shown as "Free," "Busy,” "Tentative,"
or "Ouk of Office”
[ 5haw time wikhin my warking hours anly Set working hours
File name: userl Calendar I oK ] [ ] l
save as BYPe! |iCalendar Format v |
userl; Wed 1/13/2010; Availahility only Mare Options. ..
(= (o

Sau khi da c6 mot file dinh dan‘g iCalendar hodc vCalendar, ban c6 thé
dua théng tin d6 vao Outlook bang mot trong 2 phuong thirc khac nhau.

121



http://tag.phanvien.com/k%E1%BA%BF+ho%E1%BA%A1ch.html
http://tag.phanvien.com/l%C3%A0m+vi%E1%BB%87c.html
http://tag.phanvien.com/l%C3%A0m+vi%E1%BB%87c.html
http://tag.phanvien.com/nh%C3%A2n+vi%C3%AAn.html
http://tag.phanvien.com/m%C3%A1y+t%C3%ADnh.html
http://tag.phanvien.com/ch%C6%B0%C6%A1ng+tr%C3%ACnh.html
http://tag.phanvien.com/%C4%91%E1%BB%8Bnh+d%E1%BA%A1ng.html
http://tag.phanvien.com/d%E1%BB%AF+li%E1%BB%87u.html
http://tag.phanvien.com/ch%C3%ADnh+x%C3%A1c.html
http://tag.phanvien.com/th%C3%B4ng+tin.html
http://tag.phanvien.com/%C4%91%E1%BB%8Bnh+d%E1%BA%A1ng.html
http://tag.phanvien.com/%C4%91%E1%BB%8Bnh+d%E1%BA%A1ng.html
http://tag.phanvien.com/th%C3%B4ng+tin.html

Phién ban thir nghiém — Luu hanh ngi bo - Microsoft Vietnam

M& n6 nhu mét lich biéu méi ban s& thiy n6 hién thi nhu mét lich biéu doc
lap. D€ md nhu moét lich biéu mdi, kich vao File > Open > Open
Calendar.

l Home Send / Receive Folder View

~f3  Open Calendar
y  Open a calendar file in Outlook (ics, wvcs),

12‘; -
& Save Calendar

ik 8 Open Outlook Data File
e ;2 =it {  Open an Outlook data file (.pst).

Mot phuong thire khac ban c6 thé sir dung 1a Import and Export. Kich vao
File > Open >Import, chon tuy chon lich biéu va kich vao Next, tim va
chon dén file ban da export, sau d6 chon phuong thirc st dung.

Home Send / Receive Folder View

"2:3' Save As
Open Calendar

e

—;’i Save Atta
% Save Calendar

Open a calendar file in Outlook (.ics, .vcs).

Info

Open Outlook Data File

Open an Outlook data file (.pst).

.
B
ﬁ Import
Help i Import files, settings, and RSS Feeds into Outlock.

:] Options
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Import and Export Wizard

Choose an action to perform:

Export RSS Feeds to an OPML file
Export to a file

Import a YCARD file (. vcf
Import an iCalendar (.ics) ar vCalendar file {.vcs
Import from another program or file
Import Internet Mail Account Settings

Import Internet Mail and Addresses

Import RSS Feeds from an OPML file

Import RSS Feeds from the Common Feed List

Description

Import information from an iCalendar or vCalendar
file to the Calendar folder.

< Back [ MNext = ][ Cancel ]

Microsoft Outlook

» | Do youwant ko open this calendar as a new calendar
\-t() or import its ikems inko vour calendar?

Eﬁgpen as New | [ Imnpork ] [ Cancel

Thém cac ngay nghi I vao lich biéu

Lich biéu s& khong phat huy hét taic dung khi ma cac ky nghi khong
dugedanh dau sdn. Mic du Microsoft khéng tu dong dua vao cic ngay
nghi nhung ban c6 thé. C6 mét cach dé dang dé 1am diéu d6 1a tim kiém
trénmang va thém lich biéu Internet di duwoc danh diu sin d6 vao
Outlook.

Mot thu myc lich biéu Internet phd bién nhét 1 iCalShare. Tuy nhién, lich
biéu nay chi danh dau nhiig ngay nghi 18 cia My, do d6 ban s& phai tim
kiém mot lich biéu phu hop hon hodc tu minh tao ra lichbiéu c6 danh dau
day di cac ngay nghi 18.

Chia sé lich biéu véi cac tai khoan Windows khac

Pé chia sé cung mot file dir_ligu Outlook cho tai khoan khac, trudc
tiénban phai export file da c6 vao mot thu muc chung dé cac tai
khoanWindows khac c6 thé truy cap (vi du nhu thu muc Public cua
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Vista). Mic dinh vi tri dit cac file dir lifu vé Outlook trong Vista 13 tai:
C:\Users\username\AppData\Local\Microsoft\Outlook.Don gian ban chi
can copy file ndy vao mot vi tri chung cho toan b taikhoan. Sau d6 d6i voi
moi mot tai khoan Windows, hay thém file dir liéuda copy ndy vao duong
dan Outlook tuwong tw nhu trén va xéa file micdinh di.

Chia sé lich biéu thong qua “Share Calendar”

Néu str dung Outloook cung voi Exchange Server, ban co thé chon dé Share
Calendar cho cac dong nghi¢p khac xem. Vd: user2 share calendar cho
userl

1 My Calendars
Cz
-3
4[] sha
us 4 MNew Calendar...
Hide This Calendar
\;ﬂ Owverlay
L") Color k

q 00

Open in Mew Window

L

Uy Copy Calendar < E-mail Calendar...

d :ﬁ Share Calendar
| Publish to Office.com...

Chon account dé goi di

MailTips could not be retrieved.

To... userl

1
E Subject: Sharing request: Calendar
S5end
+| Request permission to view recipient’s Calendar

v'| Allow recipient to view your Calendar

.~ user? - Calendar

Nhép chon “Request permissionto view recipient‘s Calendar” cho phép user
g1 di trong trong phan To xem calendar.
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Microsoft Outlook r§|

Share this Calendar with user1
I@ <user l@microsoft.com=?

Permissions:  Reviewer (read-onk)

[ Yes ] | R 1

Khi user] nhan dugc email, nhin vao nat Open this Calendar

| 9 O & ¥ |5 Sharing request: Calendar - S.. o B R

— Share e o

S S / < :
= (I TN G IR -
%Relatec'
Openthis  Delete Respond Quick | Move | Tags | Translate
Calendar > Steps v v x v Wy Select

Open Delete Q. & Editing

user2 (userZ@microsoft.com) has requested permission to view your Calendar.
Allow or deny permissions by clicking the buttons above, This person has also
invited you to view his or her Calendar.

From: user2 Sent: Wed 1/13/2010 5:03 AM
To: userl
Subject: Sharing request: Calendar

/3 user2 - Calendar
28  Microsoft Exchange Calendar

Trong muc Calendar user] s& thiy duoc Calendar ciia user 2.

J|E| My Calendars
Calendar
|:| Family
|:| Team5ite:Vacations
4 [B] Other Calendars
userl
] usert 1)
4 [v] Shared Calendars
user?

Pé gan thém nhiwfu quyén cho user khac trén Calendar, chon Calendar
Permisions, chon Add thém user va chinh trong phan Permission Level
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ﬁ % E E @ @ [GR Address Bcnnvk

Open  Calendar E-mail Share  Publish  Calendar
Calendar = Groups = | Calendar Calendar Online = Permissions

. Tglal
Calendar Properties [‘5_<|
izeneral | Home Page | Autodrchive | Permissions | Synchronization
Marme Perrission Level
Defaulk Mone
Editor I 15
Anonymous Mone
[ Add... ] [ Remove ] [ Propetrties. .. ]
Permissions
Permission Lewvel; | Editor w |
Read Wrike
I[:]I Mone Create items
(%) Full Details []create subfalders Bu
[ Other Free/Busy. .. ] T
Edit all
Delete ikems Other
) Mone [ |Folder owner
() Own []Falder cantact
) al Folder wisible

Chia sé lich bi¢u thong qua Internet

C6 vai cach dé ban c6 thé chia sé lich biéu thong qua Internet:

- Giri theo file dinh kém qua email: Dé thyuc hién theo cach nay, ban chi
can kich vao link Send a Calendar via E-mail ¢ phia bén trai chwong
trinh hodc kich chudt phai vao tab lich biéu can gtri va chon Send via E-
mail.Ban s& thdy mot email méi duoc mé ra kém theo hop thoai cho phép
chonthong tin lich biéu mudn gii. Luu ¥ rang véi cach gui nay ban méi
chigiri mot hinh dnh chup cua lich biéu va ngudi nhan sé khong thé thuc

hién bt ky thay doi nao.
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4 » January 18 - 22,2010

Calendar b4
1 Ef5  Openin New Window

ed 21 Thu 22 Fri
iH Mew Calendar...
g am Hide This Calendar
‘EI Dverlay
00 i Color b
9
|
¥ Copy Calendar
lDl.']CI
1190 E ;oo Bai tap; o
17 pm *  Move Down
Share 3
100 | |BF Properties.. 7, E-mail Calendar...
;ﬁ Share Calendar

200 Publish to Office.com...

Publish to WebDAV Server...

£ 0T G B O LT E 2 $ Calendar Permissions

- Chia sé 1én Office Online: Bé thyc hién theo cach nay, kich chudt phai
vao tab lich biéu mudn chia sé va chon Publish to Internet > Publish to
Office Online.Trudc tién ban s& dugc nhic nhé ding nhap hodc tao mot tai
khoanWindows Live. Sau khi da c6 moét tai khoan hodc da dang nhap, ban
c6 théchia sé lich biéu ctia minh trén trang Office Online. Ban c6 thé xem
vachinh sta lich biéu online, sau d6 giri n6é dén cho nhitng ngudi khéc,
khido lich biéu s& tu dong thay ddi trén may tinh cua ho khi ban thuc
hiénsy thay do6i. Dé truy cap Hinh 5: Chia sé lich biéu lén Office Online
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4 » January 18 - 22, 2010

B Openin New Window

M Th Fri
1 # Mew Calendar... 21 Thu 22 Fri

Hide This Calendar

g am q'fl Overlay
@ Color :
0o
9
U Copy Calendar
10 [uu]
11 [uld] |Bﬁﬁ Bai tap; &
w  Move Down
12PM Share r
'ﬁi Properties.., j E-mail Calendar...
1 00 .
1 ﬁ Share Calendar
Publish to Office.com...
0o
2 Publish to WebDAV Server
Show tacks o Due Date $ Calendar Permissions

- Chia sé thong qua trang WebDAV:Cach nay twong tu nhu Office
Online nhung la thong qua mot dich vu cuabén thi ba. Dé chia sé theo
cach nay, kich chudt phai vao tab lich biéucan chia sé, chon Publish to
Internet > Publish to WebDAYV Server

Ngoai ra, néu ban 1a “fan” rudt cua Google, ban ciing c6 thé sé& thich dich
vu Google Calendar Sync.Dich vu niy cho phép ban dong bo hoa Google
Calendar véi lich biéu ciaOutlook va lac d6 ban co thé st dung nhiing tinh
nang ua thich cia minh.

CHWONG V: QUAN LY CAC THONG TIN
a. Tao cac théng tin vé ban than
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[ = Home Send / Receive Folder View
% ;Ef;—“ ’ g _Jr — A3 Move - :_J— vard Cor
8 @ B X Z 8= . _
% Meeting L — Mall Merge | ;%7 Share Contac
New New Contact New Delete | .- Business C... Card — =
Contact  Group  ltems~ $Bmore > || | W¥| OneNote 85 Open Shared
New Detete | Communicate Current View Actions Share
4 My Contacts <
%] Suggested Contacts
&3] Contacts CEIN™ BB S Untitled - Contact
File. Contact Insert Format Text Review
J Save & New v | = | 73 E-mail /
Gl X s (] Been
L‘,E:L'l_] Forward % Meeting &
Save & Delete Show 2 Address Check @ Business Pic
Close | OneNote - | $Bmore~ Book MNames Card
Actions Communicate Names Options
Full Name... || ‘
Company: ‘ ‘ ' .
.
Job title: | | > 4
File as: \ Bl # \
0 (g e e O o e O L O o o O O Ly O o O e
[ E-mail... - | {
Display as: \ [
‘ Web page address: '
-] Mai | |
IM address: 1 [
o000

Dé tao mot business card cho chinh minh, chi can tao mét sé théng tin lién
lac cho minh. Trong mau lién hé, ban s& thay loai thdng tin lién lac cua
riéng ban. Outlook cé nhitng form dé ban ghi vao. Form nay la business
card cua ban. Néu ban cé nhiéu cong viéc khac nhau thi c6 thé tao ra nhiéu
business card khac nhau nham thé hién ting vai tro trong cac Email khac

nhau.

c. Thém va xoa thdng tin trén Business Card
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Contact Insert Format Text Review
l : i x % Save & New ~ &y ’_'J E-mail gl&ﬁ %j)]
& Forward ~ & Meeting r
Save & Delete Show | . Address Check | Business Pictt
Close ] OneNote ¥ 3z Mare ~ Book Names Card v
Actions Communicate Names Options
Full Name.., ] |
Company: }
Job title: ] ‘ -
= Check Full Name X]
File as: |
(G E-mail... v ‘ i Title: l v1
Display as: ‘ 1 Fst: | |
Web page address: ‘ Middle: ‘ |
IM address; i j Last: ’ ‘
Phone numbers -~  Suffix: ’ V1
Business... - ||
g Show this again when name is incomplete or unclear
Home... Y ‘
Business Fax... =l I .S ] [ Garicel ]
TR 1
Mobile... v || ,
OSSO oo o oo ono oo
Business... v ‘ a

™ This is the mailing | ,_I
address

C4c thong tin v& ban xuat hién trén cic Business Card duoc liét ké trong

hop thoai Fields, (hinh trén). Ban c6 thé thay d6i cac linh vuc dang hién thi

trén thé caa ban bang cach thém hozc loai bo ching khoi danh sach.

1 Pé thém thdng tin mai vao Business Card, ban nhan vao Add trong hop

thoai Fields, chon cac danh muc cé san va thém thong tin vao.

2 Pé x6a mot linh vuc trén Business Card, ban chon linh vuc can xo4, sau

d6 nhan vao Remove trong hop thoai .

d. Chuyén déi cac théng tin trén Business Card
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Trong Business Card, ban cd thé thay ddi vi tri cac linh virc mot cach dé
dang.

Dé di chuyén cac linh vurc trong business card: chon cac linh vuc trong
danh sach, va sau d6 st dung nut Move Field Up va Move Field Down (la
cac nat hinh mii tén) dé di chuyén.

Nhu hinh trén, dé thay ddi vi tri gitra tén cong ty va linh vyc ta lam céc
budc sau:

1. Tab Contact > Chon Business Card.
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FEIR™ IR Nguyén Thuy An - Contact o B R
File l Contact Insert Format Text Review [~} 0
l ; \ x Save & New ™ | [z 24 E-mail ggﬂ @] e B4 Categorize + S 2
&% Forward ~ I} Meeting 0 ¥ FollowUp~ ' =
Save & Delete Show - Address Check | Business Picture = Zoan Update
Close Qﬂ OneNote v Hg More ~ Book Names Card B (&) Private
Actions Communicate Names Options Tags Zoom | Update
Full Name... | Ms. Nguyén Thiy An \ Ms. Nguyén Thity An
S ‘ | Userl@microsoft.com
Job title: \ \ 4
File as: |An, NguyZn Thiy = :v' ‘\l
14 1 B e o S L L L L e
(43 E-mail.. - | |User1@microsoft.com 1
Display as: \ Nguyén Thuy An (Userl @microsoft.com) ‘ ‘
= | B
Web page address: 1 [ =1
5 i)
IM address: \ 1 P
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Edit Business Card

3

Ms. Nguyén Thily An
Microsoft

Training

Userl @microsoft.com

Fields

Full Mame
Campany

DeEartment

EBlank Line
Business Phone
E-rnail
Business Address

Blank Line

EBlank Line

Blank. Line

Blank Line

EBlank Line

Blank. Line

Blank Line

EBlank Line

] [ Remove ] E

&dd. ..

Card Design

Layouk: |Image Left

w | Background:

Image: [ Change...

)

Image Area: | 16%

| w

Image Align: |Fit ko Edge

vl

Edit

A A B I

=
W

b=

|Training

v A

| | Mo Label

[Reget Zard ] [

(04 ] [ Cancel

2 Chon Job Title sau d6 nhan lénh Move Field Up

Ta thiy cac dong thong tin trén Business Card di thay doi

e. Piéu chinh tat ca trong Business Card
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Card Design

Microsoft

Training Image: [ Change... ]

84 [GB] 1234567 Image Area: | 16% | :
Userl @microsoft.com

Image Align: |Fit ko Edge w |

Fields Edit
Full Mame A B I U

A

Ms. Ng“yan Thuy An Layout: |Image Left v| Background:

Campany
Department 34 (08) 1234567 )
—

Job Title
Elank. Line | | | Mo Label v | .&
Business Phone
E-rnail
Business Address
EBlank Line
EBlank Line
EBlank Line
Blank Line
EBlank Line
Blank. Line
Blank Line
EBlank Line

add. .. ] [ Remove ] @

[Reget Card ] [ (0] 4 l [ Cancel

Edit Business Card [z

Con mét ¢bng cu nita trong Business Card giup ta diéu chinh noi dung
théng tin. Chon Edit Business Card trong Business Card. Trong hop Edit
ban c6 thé thay doi cac noi dung thdng tin hoic co thé trang tri cho Business
Card cua ban.

f. Gori Email c6 kem theo Business Card

Sau khi d4 tao ra Business Card, ban cd thé sir dung né dé chia sé théng tin
lién lac ctia minh véi ddi tac va ban bé. Ban thuc hién diéu d6 bang cach
dinh vao Email. Duéi day la mot tom tat cac budc thyc hién:

1 Tt mot Email méi, ban nhan vao Business Card chon Other Business
Card.
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2 Ed9 O+ ¥ |5 Untitled - Message (HTML)

W". Message Insert | Options Format Text Review

0 E = [ BER [T T & Hyperink  ES TextBox~ A Drop Cap -
il 7
EE] l{_j) &l Quick Parts ~ E Date & Time

0 2 i 4 Bookmark
Table Picture Clip Shapes ... = =
| 5 Art S T & wordart +  gd Object
NguyZn Vin An listrations Links Text
Other Business Cards... ’
To... ' i
:i
% Cc.. |
Send
Subject: |
Attached: |

2 Chon Business Card tir danh sach.

3 Business Card xuét hién trong Email trong hop dinh kém dudi dang file
vef. File dinh kém 1a & dinh dang vCard 12 tiéu chuan cho viéc tao va chia
sé kinh doanh thé ao trong Internet.

MailTips could not be retrieved.

To.. ’

Subject: |

Attached: [@Nguyén Van An.vef (2 KB

Nguyén Van An
Trudng ngoai ngdr XYZ
Gido vién

84908123456 Wark
840839854567 Home
user2@microsoft.com

78 Bui Hlru Nghia P.02 Q.Binh
[ HCM n/a 70000

i Vietnam

g. Pinh kém Business Card trong phan chiv ky
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Signatures and Stationery

E-mail Signature | Personal Stationery |

Seleck signature ko edit Choose default signature
E-rnail account: |user1 v|
New messages: |{nnne}| v|
Replies/forwards: |{nane}l v|

(o ) (]
Edit signature
|Calibri {Body) v||11 v| B I U | Aukomatic V| |%| = = | &business Card | [ %
| -
w
[ (0] 4 ] [ Cancel

Ngoai cach chén Business Card vao Email bang tay. Cé mot tiy chon khac
la chén Business Card ty dong bang cach thém né vao muc chit ky trong
Email.

Dé Business Card nam trong mot chit ky, bam vao nat Business Card va
chon thé cua ban tir danh sach. Ban c6 thé chon hién thi kich thudc khéc
hon 100 phan tram cho hinh anh cua thé, nhu dugc hién thi trong hinh.
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Insert Business Card [z|
Look in: D:nntan:t:: V|

[ \m| Filed As Job Title Company

83 An, Mguyin Van Gido vién Trurdgng ngoai nag...

Business Card Preview

Nguyén Van An
Trurang ngoai ngor XY
Gido vién

84908123456 Work
540839354567 Home
user2@microsoft.com

78 Bui Hiru Mghia P.02 Q.Binh
HZM nfa 70000

Vietnam

Size: |100%: w

Ik l [ Zancel

h. Khi thay déi Business Card — tré lai muc Contacts
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File Home Send / Receive Folder View

8z @ = 423 E-mail = (23 Move ~ &% Forward Contact v
— e igy Meeting [ = I Merge = ,&] Share Contacts
New New Contact New Delete | | i
Contact Group  Items~ §f§ More~ || e ot ¥, @ OneNote ;%,J Open Shared Contacts
New Delete | Communicate Current View Actions Share
4 My Contacts < CERN™ B B RS N
85| Suggested Contacts f—
__] 24 ‘ Contact Insert Format Text Revie
8- Contacts careres
An, Nguyen Van 5 = .
g 7 o | Save & New ~ 3, "= E-mail
Nguyén Vin An S
guy A 1 & Forward ~ g Meeting
Trugng ngoai ngr XYZ Save & Delete Show |
Giao vién Close N] OneNote - &3 More ~
84908123456 Work Actions Communicate
840839854567 Home =
user2@microsoft.com Full Name.,, \ Nguyen Van An
78 Bi Hlru Nghia P.02 Q.Bin —
HCM n/a 70000 Company: {Tru’clng ngoai ngilr XYZ
Vietnam ) e
Job title: | Giao vién
File as: LAn, Nguygn Van
L e
(@ E-mail... - | |user2@microsoft.com
Display as: ‘ user2 (user2@microsoft.com)
Web page address: ‘
IM address: ‘
;J Mail PO R D OES s
- Business... - | 34908123456
ai Calendar
Home... - | |840830854567
'8—51 Contacts Business Fax... » \
—,
/] Tasks Mobile... - ||
| t ermr - =
3 Botes Business... v 78 Bui Hu Nghia P.02 Q.Binh
HCM n/a 70000
Folder List 2 This is the mailing | Vietnam
address

Chung t6i d thao luan cia hai phuong phap ma ban c6 thé sir dung dé dinh
kém cua ban Business Card dén mot Email: dinh kém né trén mot Email tai
mét thoi diém bang céach sir dung nat Business Card, hoic dinh kém né vao
Email bang cach cho né trong mét chit ky

Néu ban thay d6i c4c thdng tin xuat hién trong Business Card, can thuc hién
cac budc sau:

1 X6a kém file c6 dinh dang vcf tir Email. (hodc x6a cac thé tir chir ky, néu
ban da su dung phuong phap do).

2 Quay tro lai muc Contacts dé thuc hién sira chira d6

i. Tao khoang trang trong Business Card
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‘ ite l Contact Insert Format Text Review

I i x saveaNew » @ 5 E-mail ggﬂ %«4
l%Meeting .

é_lﬂd Forward ~

Save & Delete Show | o, Address Check @ |Business Picture
Close ] OneNote bt s More ¥ Book Names Card v
Actions Communicate Names Options

Tab Contact > Business Card .

Hién thi hop thoai Edit Business Card.

Edit Business Card [z|

Card Design

Nguyén Vin An
Trurdng ngoai ngr X2
Giao vién

W | Background:

Image: [ Change... ]

Layout: | I

54905123456 Work o =
540839854567 Home Image Area: | 16% | -
userd@microsoft.com [

78 Bui Hiu Nghia P.02 Q.Binh Image Align: | it to Edge v
HCM n/a 70000

Vietnam

Fields Edit

A A B I U A
Campany —
Job Title | Mguy&n VEn An |
Blank Line
Business Phone | | |N|:| Label v | .&
Home Phone
E-rnail
Business Address
EBlank Line
EBlank Line
EBlank Line
Blank Line
EBlank Line
Blank. Line
Blank Line
EBlank Line

add. .. ][ Remove ] @+ @

[Reget Zard ] [ (0] 4 l [ Cancel ]

Ban c0 thé sir dung khoang trang dé tao sy cha y dén chi tiét quan trong
trong Business Card. Bai khoan trang sé tao ra khoan cach céc linh vuc voi
c4c muc quan trong hon. Trong mot Business Card, ban tao khoang trang
bang céach chuyén cac linh vic Blank Line 1én hoic xuéng.

Chwong VI: Thu thuat:

Email, ciing giéng nhu dién thoai, 1a dich vu dugc ngudi dung vin phong sir
dung nhi€u va lién tuc. Dau rang guri hay doc email 1a cong viéc hét suc don
gian nhung thuc te thi cac img dung nhu Microsoft Outlook lai cung cap
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nhiéu tinh ning hon so voi chiéc dién thoai théng thudng - ¢6 nhitng tinh
ning ma ngudi dung binh thuong khong thé hiéu va khai thac. Nhiing thi
thuat bén dudi s€ giup ban st dung Outlook hi¢u qua hon va tham chi co
thé thay doi nhan dinh vé kha ning cia tién ich email va lich ctia Microsoft.

1. Birng Iwu nhing gi quan trong trong hép thw "phé thai"

Nhiéu nguoi dung co thoéi quen sur dung Deleted Items nhu mot thu muc luu
trir thong thuong trong khi day thyc chat 1a "thung rac" ciia Outlook. Néu
mot ngay dep troi ndo d6 ban nghi mot khoan muyc bat ky (email, tap tin
dinh kém, tai lidu) co thé trd nén quan trong thi ban hay khoan x6a n6. Ma
thay vao do, hay luu chung trong mot thu muc khac ctia Outlook - ban ¢6
thé tu tao méi cac thu muc cho turng muc dich s dung cu thé.

Cung lac d6, hiy nhanh tay ngin chin viéc Outlook c6 thé "téng kht"
nhimg khoan muc ma ban di thang tay x6a di vai ngay trudc d6, nhiéu kha
nang ban co thé khoi phuc nhitng khodn muc da xo6a. Trudc ti€n, ban hay tat
tinh ning x6a ndi dung trong hop thu "phé thai": trong Outlook, nhan
Tools.Options. O thé Other, bo chon d6i v6i muc Emty the Deleted items
folder upon exiting. Sau dg, ban bat tinh ndng AutoArchive (chon trinh don
Tools.Options, chon thé Other va nhin niit AutoArchive) va thiét 1ap tinh
ning nay tu dong thyuc thi mdi ngay. Ké tiép, ¢ giao dién chinh cua Outlook,
nhén phai chudt 1én thu muc (hdp thu) Deleted Items, chon Properties;
trong hdp thoai vira xuét hién, chon thé AutoArchive va thiét 1ap cho thu
muc ndy x6a sach cac khoan muc sau 5 ngay (hay mét con sb khac theo y
ban).

2. Thw rdc — thiét |ap mét |an dé quén han

Mot nguyén tic ma ban can ghi nhd 1a ding bao gid lang phi thoi gian dé
quan 1y, sip xép thu rac (spam hay junk mail). V&i hau hét ngudi dung, viée
thiét 1ap muc High cho tinh nang Junk Email Filter cia Microsoft Outlook
2003 c6 thé gitip loc triét dé thu rac (chon Tools.Options, & thé Preferences,
nhan vao nat Junk Email). Sau lan dau tién sir dung tinh ning loc thu rac &
mirc thiét 1ap High, ban hiy quay trd lai hop thu Junk mail ctia minh sau d6
mot tuan. Néu khong phat hién ra bat ky sy nham 14n nao (hay néi rd hon 1a
cac thu quan trong bi nhan di¢n thanh thu rac) thi ban co thé an tam duy tri
murc thiét 1ap High cho b0 loc. Ban nén bo sung nhitng dia chi email ma
minh thuong lién lac vao danh sach email an toan Safe Recepients dé bo loc
thu rac "cho qua". Néu ban thay c6 qua nhiéu sy nham 13n, tot hon hét hay
chuyén thiét 1ap vé mirc mic dinh Low. Ngoai ra con hai ché do tily chon
No Automatic Filtering (khong loc thu) va Safe Lists Only (chuyén vao
Inbox chi céc thu trong danh sach nguodi glri/nhdn an toan).
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Trong moti truong hop, dung t6n thoi gian x6a ting thu rac. Thay vao do,
hay thiét 1ap tinh ndng tu dong x6a hop thu Junk Mail nhu hudéng dan dugce
trinh bay trong thu thuat 1.

3. Guri thwr sé Iwong 16n véi Word

Nhiéu ngudi nghi rang, tinh ning trén thu (mail merge) chi ding dé in nhin
cho thu tin. Ban c6 thé dén bt ky thu muc danh ba lién lac nao trong
Outlook va sir dung 1€nh Tools.Mail Merge dé khai chay mot tac vu soan
email va giri dong loat véi tién ich MS Word ma khong can in thu ra gidy.
Thuc té cho théy, modt email ca nhan cé dia chi ngudi nhan cy thé thuong dé
dang qua mat dugc cac bd loc thu rac hon email dugc giri véi dia chi nguoi
nhan la mét dia chi thanh phén trong muc Bcc.

4. Tao hép thw tim kiém

Outlook di kém 3 thu muc tim kiém 1a Follow Up, Large Email va Unread
Mail, ¢6 kha ning hién thi méot cach tong hop cho toan bd thu muc trong
hop thu cd nhan. Tuy nhién, ban c6 thé tao ra cac thu muc tim kiém riéng
bang cach nhan phai chudt 1én thu muc Search Folder trong danh sach thu
muc va chon New Search Folder.

Vi du, néu d3 dang ky nhan ban tin RSS tir Microsoft Developer Network,
ban c6 thé loc cac ban tin nay béng céch tao ra mot thu muc tim kiém mang
tén New Outlook Stuff ¢6 nhiém vu hién thi dang email chua doc dugc gui
tir dia chi cuia MSDN.

5. Sao lweu Microsoft Outlook khéng can phan mém

Hién nay, Microsoft Outlook van con rit nhiéu ngudi sir dung vi nd
giGp ban quan 1y nhiéu tai khoan email khac nhau ciing 1 lGc. Van dé Ia
khi ban cai dat lai may tinh thi viéc sao lwu ndi dung Microsoft Outlook
thwong rat mat thoi gian va khong don gian. Bai viét nay xin trinh bay
cach sao lru Microsoft Outlook thit cong ma hiéu qua hon bat ki phan
mém chuyén dung nao.

a. Sao luwu tai khoan

Céach lam nhu sau: Vao Start > Run > gd regedit va bam Enter, trong cta
sb hién ra ban tim dén tir khoa

Hkey Current_User\Software\Microsoft\Windows NT\Current
Version\Windows Messaging Subsystem\Profiles\Outlook, bAm chuot
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phai [én Outlook chon Export va luu lai véi tén Account, bim Save dé xac
nhan (tao ra file Account.reg).

b. Sao lwu thw tin di kém theo tirng tai khoan riéng biét

Trudéc tién ban can céng cu Winrar, dé gidp tao ra tap tin tu chay .exe, day
la cdng cu nén va giai nén phd bién nhat hién nay,ban c6 thé download tai
day:

Bay gio, thuc hién sao luu thu tin theo ting tai khoan riéng biét dé khi
phuc hdi chinh xéc va rd rang, ban vao My Computer > Local Disk C >
Documents and Settings >Tai khoan ban dang str dung > Local Settings
> Application Data > Microsoft > Outlook (luu y: thu myc Local
Settings 1a thu muc an khong nhin thdy duoc, mudn né hién ra ban phai cho
windows hién thi thu muc va tap tin an bang cach nhip d6i vao My
Computer > chon Tools trén thanh cong cu > Folder Options > View >
danh dau chon muc Show hidden files anh folders > bam OK dé xac
nhan). Trong thu muc Outlook co 2 files tén la Outlook.pst chuyén chira
noi dung céc thu tin va Archive.pst chira cac 18nh phan phéi timg 14 thu
theo tirng tai khoan khac nhau. Trudc tién, ban bAm chudt phai 1én file
Archive.pst rdi chon Iénh Add to archive, trong bang Archiving Options
ban danh dau chon muc Create SFX archive, ma thé Advanced roi bam
SFX options. Trong dong Path to extract c6 1 khung dé dién duong dan,
ban hay dién chinh x4c duong dan dén file Archive.pst, bAm OK dé xéac
nhan cai dat.

Lam tuong tu véi file Outlook.pst dé tao ra 2 file tu chay vai tén
Outlook.exe va Archive.exe. Pay 1a 2 files gitip ban phuc héi chinh xé&c noi
dung 14 thu va thong tin tai khoan guri thur.

c. Sao lwu chir ky, mat khau, rule va tat ca

Céch 1am nhu sau: tim dén thu myc My Computer > Local Disk C >
Documents and Settings > Tai khoan ban dang st dung > Application
Data, trong nay c6 1 thu muc tén 1a Microsoft, bam chuét phai 1én thu muc
nay va chon Add to archive va lam tuong tu nhu trén dé tao ra file tu chay
c6 tén la Microsoft.exe. File nay gitp ban phuc héi cac chir ky, mat khau,
cac quy tic khi giri thu, lich biéu, so dia chi, cac giao dién, mat khau bao vé
thu,....

141



Phién ban thir nghiém — Luu hanh ngi bo - Microsoft Vietnam

d. Phuc hai nguyén ven Microsoft Outlook

Bay gio ban dem cac files Account.reg, Outlook.exe, Archive.exe,
Micrsoft.exe luu vao 1 noi an toan. Sau khi cai dit lai may, ban lan luot

chai cac file nay dé phuc hdi lai Microsoft Outlook nguyén ven nhu ban
dau.

6. Skylook 2.0

Skylook la phan mé rong caa Microsoft Outlook. Khi cai dat Skylook s& tao
mot toolbar cua Skype trén giao dién cia Outlook, cho phép thuc hién céc
cudc goi cling nhu ghi am tir Skype.

Welcome 1o Skylook

©skylook =

t it together

Would you like Skylook to send you alerts when you are away from your PC?
Skylook can cal or SMS you when you miss rémindérs or voice massagas whie sway from your PC,
[} Send Outiook resrinders to me via SMS (recommended)
[C)calt ma and read Outlook ramminders to me Sklock edvanoad sltivn can dlert vou
[ TEorward Skype voice messages to sy phane (recommended) when important emals ace recefved, when
[“]Formard Skype text messages to me via SMS (recommended)  1mPortant conkacts come on-ine and more:

Lse this phane number to call or S5 me; [ Configure Advanced Alerts... ]
|555-5555-5555

L < Back Jl Neat > ]

7. Cau hinh tai khoan gmail

Néu ban dang sir dung bo Office cua Microsoft ¢6 cong cu MS Outlook thi
hay tan dung né dé duyét va quan Iy hop thu ciia Google nhanh chéng hon.
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Settings
General Accounts and Import Labels Filters Forwarding and POP/IMAP  Chat Web Clips Lahs Offline
Forwarding: & Disable forsearding
O Forward a copy of incoming mail to |email address and
keep Gmail's copy in the Inbax b

Tip: ¥ou can also forward only some of your mail by creating a filterl

POP Download: 1. Status: POP is enabled for all mail that has arrived since 52508
Learn more © Enable POP far all mail (even mail that's already been downloaded)
{31 Enable POR for mail that arrives frem now on
O Disable POP

2. When messages are accessed with POP | keep Gmail's copy in the Inbox bt

3. Configure your email client (e.g. Outlook, Eudora, Metscape Mail)
Configuration instructions

IMAP Access: 1. Status: IMAP is enabled
(access Gmail from other clients @ Enahla IMAP

uzing AP .

Learn mare O Disable IMAP

2. Configure your email client (e.g. Outlook, Thunderbird, iPhane)
Configuration instructions

[ Sawe Changes ] [ Cancel l

Truéc hét, ban phai ddng nhap vao hop thu Gmail tai trang
http://mail.google.com, réi vao Settings > chon thé Forwarding and
POP/IMAP > danh diu chon vao truéc dong Enable POP for all mail or
Enable POP for mail that arrives from now on trong muc POP Download.
Xong, nhan Save Changes.

Sau d6, ban mé MS Outlook Ién.

Thém mot tai khoan e-mail trong Outlook

Nhap vao tab File.

Trén tab Info, theo Account Information, nhép vao Account Settings.
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Home Send / Receive Folder View

Account Information

No account available. Add an e-mail account to enable additional features.

/_ Add Account
B
Ipen = Account Settings
Brint ak” Medify settings for this account and configure additional connections.
rin =A%
Account
Settings ~
Help |
:] Options
X Bt 5 Mailbox C:feanup A A
=, Manage the size of your mailbox by emptying Deleted ltems and
. archiving.
Cleanup
Tools ~

Nhép vao Add Account.

Nhép tén, Dia chi email cia ban, va mat khau cua ban.

Add Mew Account

Auto Account Setup
Click Mext bo connect to the mail server and automatically configure wour account settings.

(%) E-mail Account

Your Mame: |Thu3.-' An |

Example: Ellen Adams

E-mail Address: |xxx@gmail.cu:|m |

Example: ellen@contoso,com

Password: |********** |

Retvpe Password: |********** |

Type the password wour Internet service provider has given wou.

C} Text Messaging

(") Manually configure server settings or additional server types

X]

< Back Mext = ] [ Zancel

Nhan Next
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X)

Add New Account

Online search for your server settings...

A

Configuring

Configuring e-mail server settings, This might take several minutes:
«  Establish network connection
=p Search for xxx@gmail.com server settings

Log on ko server

Zancel

Nhan Finish.

8. M¢ Calendar, Contacts hay Task List cung luc

| L~ Mail
" 5] Calend-—

£ Open in New Window
‘8;| Contac Mavigation Pane Options...

| Folder List

E Shortcuts
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Phai di chuyén chuot qua nhiéu 1an mdi khi can hoan d6i gitra Inbox va
Calendar, hay Contacts va Tasks? Hay nhan chudt phai vao mot trong
nhitng nat nay va chon Open in a New Window, ban s€ gitt dugc Contacts
va Calendar dugc mo ¢ 2 cira so riéng biét. C4c ctra s6 ndy van md ngay ca
khi doc thu, dung t6 hop Alt-Tab dé di chuyén giita cac cira so.

9. Hién thingay thang & Calendar

4

4 January 2010 3 4 » Januar'y 15 - 28, 2010

Subo TuWe Th Fr 5a

1 7 15 Friday 19 Tuesday 20 Wednesday

3 4 5 8 7 8 9

10 11 12 13 14[15]16

17 18 19 20 21 22 23 g am
24 25 26 27 28 29 30
31

1|:| My Calendars

Calendar 10 oo

|:| Family =

|:| TeamSite:Vacations — - — —~
D Lich c0a thuy 11 17 | Bai tap; P.hopso 1 o Bai tap; P.hop sol

o

[] Lich sinh nhat

e P

Ngudi dung ¢6 thé chon hién thi nhiéu ngay thang cting ldc, véi cac ngay
lién ké hoidc khdng bang cach gii Ctrl va chon nhitng ngay thang muédn
xem & goc trén cung bén trai cua cira s6 Calendar. Cac ngay thang da nhan
chon s& xuat hién du6i dang cot & phan hién thi chinh caa Calendar. Nguoi
dung ciing c6 thé hién thi nhiéu ngay lién tuc bang céach gitt chudt va kéo dé
chon céc 6 nay.

10. Srdung ky tw viét tat cho ngay, gio

Calendar cua Outlook c6 thé hiéu ca van ban tiéng Anh dang co ban l1an
nhitng chir viét tit trong phan Start Time va End Time. Vi du nhu, thay vi
g6 han ngay thang chi can gd “next Tue” hodc “next month”, Calendar s& ty
dong cheén ngay chinh xac. (“Next month” tinh theo ngay cach ngay hom
nay 1 thang.) Trong truong thoi gian, ngudi ding c6 thé gd “now” hoac viét
tat nhu “4p”, Outlook s& chinh lai 1a “4:00 pm.” Tuong tu, cac Ky tu viét tat
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dang co ban ciing c6 thé st dung véi ctra s6 Scheduling, nguoi dung cé thé
ma hop thoai Appointment Recurrence va nhap “next Thursday” vao phan
Start, Outlook s& tra vé ngay chinh xac.

11. Ty bién thanh Ribbon

Lan dau xuat hién trong ban Office 2007, thanh cong cu véi giao dién
Ribbon sém trg thanh chu dé tranh cii giita nguoi dung. Mot s6 ngudi dung
rat wa thich giao dién Ribbon méi ndy, trong khi s khac lai cho ring giao
dién menu cil tién loi hon. Béi vay cac nha phat trién thtr ba da ngay 1ap tirc
cho ra mit nhitng chuong trinh c¢6 kha ning tra vé giao dién menu cii quen
thudc, vi du nhu Classic Menu tir Addintools.

Thanh Ribbon van tiép tuc xuét hién trong phién ban Office 2010 nay, tham
chi n6 d3 duoc bd sung vao tat ca cac tmg dung cua bo Office bao gdm ca
Outlook va OneNote. Tuy nhién, khac biét 16n nhit so voi phién ban trudc
chinh la viéc ban c6 kha nang tuy bién thanh Ribbon. Ban co thé quyet dinh
xem tinh ning nao dugc xuét hién trén mdi tab, tham chi néu mudn, ban
hoan toan c6 thé thém duogc tab méi va dit nhitng tinh ning va dung 1én tab
do.

bpé tuy bién thanh Ribbon, ban click chudt phai vao no, chon Customize

The Ribbon. Trong hop thoai méi hién ra, ban cé thé ty do tao tab méi
hodc thém / bdt tinh nang trén moi tab.
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PIx]

Outlook Options
General ﬁ. . .
|| Customize the Ribbon.

Mail

Choose commands from: (i Customize the Ribbon: i
Calendar |AII Commands W |Main Tabs b
Contacts

v 10 Minutes ~ Main Tabs
Tasks 3 [#] Home {Mail)

Motes and Journal
Search

Mabile

Language

Advanced

Quick Access Toolbar

Add-Ins

Trust Center

Customize Ribbon

v 15 Minutes

v 30 Minutes

5 Minutes - Most Space for Details
o Minutes

60 Minutes - Least Space for Det..,
About

Accept

Accept

Accepted Appointments
Account

Account Settings..
Account Settings..

Activate Product..,

Active Tasks

Add Account...

Add Columns

Add Form Field...

Add or Remove Attendees...
Add Reminder...

Add to Favarites..

Address Book...

Advanced Find...

All Calendar Items

All Categaries...

All Contact Items

All Day Event

All Journal Items

All Mail Items

All Maote Items

B bl ol The

Eeblidd 4 <<=

EEECE Bl 7

L]

I

Home [Calendar Table View)
[l [#] Home (Calendar)
New
GoTo
Arrange
Manage Calendars
Share
Find
[¥] Home (Contacts)
[#] Home (Tasks)
[#] Home (Motes)
[#]Home (Jlournals)
[¥] send / Receive
[] Falder
[] View
[ Develaper
[¥] &dd-Ins

MNew Tab ] [ﬂewGroup] [ Rename... ]

Customizations: i
Import/Expaort * |0

A

[ ox

l [ Cancel

12. Thém de liéu lich biéu vao email

Néu email dang st dung thudc server Microsoft Exchange va can giri thu
cho mét ai d6 ciing thudc Exchange, ngudi dung co thé thém di liéu tir lich
vao email. Trong cira s6 soan thao thu, chon trong dai Message (mic dinh),
chon Calendar tir nhdm Include va chi dinh khoang thoi gian, mic do chi
tiét. TOy chon nay khdng cé sin néu tai khoan ngudi ding thudc server POP

hoac IMAP.

13. B6 cac add-in khéng can thiét
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C6 thé giup Outlook 2010 chay nhanh va ém ai hon bang cach bo cac add-
in ma cac phan mém khac da cai dat vao. Chon File . Options... click chon
Add-ins, chon Manage (muc & dudi cung), phai dam bao COM Add-in la
cac muc hién hanh, nhan Go.... Tir hop thoai COM Add-in ngudi ding c6
thé vo hiéu hoa cac muc bang cach b danh dau hoic click chon Remove dé
loai bo hoan toan.

Qutlook Options @
General A [ . . . .
\lﬁ‘jﬁ View and manage Microsoft Office Add-ins.
Mail
Calendar Add-in Options
Contacts Launch Add-in options dialog: | Add-in Options...
Tasks
Add-ins
Motes and Journal
MName Location Tvpe
Search
Mahile COM Addin for Microsoft Outlook Hotmail Connector (Beta) Chystem\ MSMAPTMSHCON32.DLL COM Add-in
Microsoft Exchange Add-in O AADDINS\UmOutlaokAddin.dll COM Add-in
Language Microsoft Outlook Sodal Connector i ficel P SOCTALCONMNECTOR. DLL COM Add-in
Microsoft SharePoint Server Colleague Import Add-in L ADDINSCalleaguelmport.dlil COM Add-in
Advanced Microsoft VBA for Qutlook Addin C Officel S ADDINSWOUTLVBA.DLL - COM Add-in
Onefote MNotes about Cutlook Items Cht Office’\Officel$ ONBHNOL.dII COM Add-in
Customize Ribbon
Quick Access Toolbar Microsaft Access Outlook Add-in for Data Collection and Publishing  C:\..\Officel4\ADDINSVACCOLK.DLL  COM Add-in
T Microsoft SharePoint Workspace Proxy for Outlook Add-in L Flice\Officel 4\GROOWEEXN.DLL COM Add-in
-Ins
Trust Center
Add-in: COM Addin for Microsoft Outlook Hotmail Connector (Beta)
Publisher: Microsoft Carporation
Compatibility: Mo compatibility information available
Location: Ch\Program Files\Common Files\System\MSMAPTMSNCON32.DLL
Description: COM Addin for Microsoft Outlook Hotmail Connector (Beta)
Manage: [COMAdd-ins v | [ go..
Ok l [ Cancel

14. Cac phim tat

Céc phim tat st dung trong Microsoft Outlook.
- Ctrl+1: md cira s6 Mail.

- Ctrl+2: m¢ Calendar.

- Ctrl+3: m¢é Contacts.

- Ctrl+4: mé Tasks.
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- Ctrl+5: mo Notes.

- Ctrl+Shift+M: tao tin nhan méi trong Outlook.
- Ctrl+Shift+C: tao lién lac (Contact) moi.

- Ctrl+N: soan tin nhin méi.

- Ctrl+R: tra 16 tin nhan.

15. Kéo va tha bat cr thar gi

Mot trong nhing wu diém 16n nhat trong Outlook 14 ban c6 thé kéo va tha
bt ctt muc Outlook nao tir mot thu muc nay sang thu muc khac. Kéo mdt
email vao thu muc cac lién lac cua ban, khi d6 Outlook s€ tao mot lién lac
cho ban bﬁng first name va last name va dia chi email cho ban. Kéo email
vao thu muc lich biéu, luc nay mot cudc hen sé duoc tao ra cho ban véi cac
lwu ¥ cta lich biéu 1 phan body ctia email duoc nhap vao.

16. Kich phai bat cir th gi

Néu ban nghi ngd va khéng mudn biét nhitng gi can thuc hién tiép theo
trong Outlook, chi can kich phai vao mét muc Outlook nao dé, khi d6 menu
s& xuat hién va cung cip cho ban tinh ning mong mudn. Kich phai vao tén
trong dia chi email va chon Add to Outlook Contact, khi d6 lién lac ctia ban
s€ dugc tao mdt cach ty dong. Kich phai vao muc calendar, ban c6 thé in nd
va dem mang theo né kém ban dén cudc hen.

17. Tim kiém moi tha

Néu ban gidng nhu chung t6i, doi mot vai gidy dé tim kiém tht nao d6 co
thé phat buc doc thi mét trong nhing tinh ning t6t nhat ma ching t6i thich
trong Outlook 2010 1a ¢6 thé tim kiém nhiéu thit nhanh hon nhiéu. Chi ban
than bo tim kiém nay ciing qua dang nang cap néu ban van dang str dung
phién ban Outlook cii. Chi can danh vao bat ctr mot tir nao trong hop thoai
Search trong Inbox ciia ban hay bat ¢t thu muc mail nao, Outlook khi d6 s&
tim ra cho ban email can thiét. Ban c6 thé thuc hién tuong tu véi cac muc
Contacts, Calendar hay Task. Hop thoai tim kiém nam phia trén bén trai ctia
clra s6 va s& nhanh chong tra vé két qua tim kiém cho ban. Cho vi dy, trong
thu muc Contact ctia ban, chi cAn danh New York va tat ca cac lién lac cla
ban c6 dia chi New York hoac cac luu y nao cé ghi New York sé dugc hién
ra.
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18. Tao cdc thur muc mé cho bat cr thir gi

Mot sd trong s6 cac ban chic han da biét duge cach tao cac thu muc email
mé rong bang cach kich phai vao danh sach thu muc va chon New Folder.
Ban c6 biét minh c6 thé tao cac kiéu thu muc khac nhu céc lién lac khéc,
lich biéu hodc thu muc nhiém vu khong? Pé tao thu muc Contact khac, co
1€ chi mdt lién lac ca nhan nao do, ban kich phai vao bat ctr thuy muc nao va
chon New Folder. Dudi "Folder Contains," chon Contact Items va chon dia
diém ban mudn luu New Contact Folder, sau d6 thu muc ban vira tao s&
hién hiru ¢ do.

19. Tiét kiém thoi gian thoi gian, chi Download tiéu dé cda Email

Chay Outlook 2010 offline ¢6 thé c¢6 ich néu ban muén thyc hién cac nhiém
vu khac ngoai email. Nhung néu ban c6 100 email va mudn tai ching vé
may cia minh. Theo mdc dinh Outlook 2010 tai ca cac email va cac tap tin
dinh kém va khong yéu ciu nguoi st dung vé cai dit nay khi thiét 1ap mot
tai khoan cho 1an dau tién.

Trong Outlook 2010 ban ¢6 thé nhan Ctrl + Alt + S ¢ mé Outlook ctia ban
Gui va nhan Groups, nhung day khong phai la truong hop trong Outlook
2010.Trudc tién, ban click vao Send/Receive tab -> Send/Receive Groups -
> Define Send/Receive Groups duoc thé hién trong hinh dudi day

l g 1 Home Send / Receive Folder View
= | L& Update Folder 3 ="
~ [ =, ] © P : 0:_ .
- == i3l Send Al

Send/Receive Connect = : 7| Show Cancel
All Folders to Server U= Send/Receive Groups ¥|| progress  All

Send

-

“All Accounts™ Group
4 Favorites userl” Only \

L] Inbox (2
- @l “ongthuyan@agmail.com™ Only »

= W |

=1 Sent Items

e ongthuyan@hotmail.com” Only *
s/ Deleted Items

................ 23 Download Address Book... e
: - e
4 Mailbox - userl -.‘j Define Send/Receive Groups...
=) Inbox (2} Disable Scheduled Send/Receive

Hop thoai Send/Receive Groups hién thi. Nhan vao nat Edit.
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r -
Send/Receive Groups M

L~

p

= A Send/Receive group contains a collection of Outlook accounts and

g“p folders. You can specify the tasks that will be performed on the group
— during a sendjreceive.
Group Name Send/Receive when
{All Accounts Online and Offline [ New... ]

op

i

Rename

Setting for group "All Accounts™ —

[¥] Indude this group in send/receive (F9). I
[V] Schedule an automatic sendfreceive every 30 5/ minutes.
[ | Perform an automatic send/receive when exiting. r

When Outlook is Offline

[¥] Indude this group in sendjreceive (F3).

[ | schedule an automatic sendjreceive every 30 : minutes, “

Now under the Account Options, select ‘Download headers for subscribed
folders’. This will download your emails faster by ignoring the attachments.
This can be a quick way to send/receive emails and save time.

Bay gio bén dudi muc Account Options, chon “Download headers for
subscribed folders”. Khi chon muc nay outlook 2010 s€ tai vé cac email cua
ban nhanh hon bang cach b qua cac tap tin dinh kém. Viéc chon nay nhanh
chong dé giri / nhan email va tiét kiém thoi gian.
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- E— o B
Send/Receive Settings - All Acmnm ,5

Accounts [¥] Include the selected account in this group [ Account Properties... ] .h

Account Options
Select the options you want for the selected account
[¥] Send mail items
Get folder unread count for subscribed folders
Receive mail items
l@ Download headers for subscribed folders |
") Download complete items induding attachments for subscribed folders
(") Use the custom behavior defined below

Folder Options
Select folders fram the selected account to Include in send|recelve
4 5 ghausiftikhar@gmail.com (@ Download headers only
M3 Inbox (2) Download complete item induding
— ] attachments
p A [Gmail]

6@ Junk E-mail
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