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BAI 1: Internet va Internet Explorer

O phan nay, ban sé hoc v& Internet, nén lich s&v ctia né, WWW, va cac dich vu internet khac. Phan
nay cling miéu t& cach st dung trinh duyét, 1a chwong trinh ban sé sir dung dé kham pha thé gi&i
Web rong I&n.
Trong bai hoc nay, ban sé dwoc hoc cach:

e Internet va World Wide Web chinh xac la gi.

+  Lam thé nao dé két néi toi Internet.

*  Nhirng rti ro khi st dung Internet, vi du nhw Virus.

e Cach st dung trinh duyét Internet Explorer.

e Cach kham pha WWW.

«  Céch tuy bién Internet Explorer.

© Copyright by Accipp, All rights reserved Trang 7



1.1

Internet la gi7?

Internet 1a mdt mang cac may tinh dugc két ndi véi nhau. N6 gdm hang triéu cac may tinh, tat ca
duwoc nbi bang cac day(kim loai).

Trén Internet, c6 mot vai loai dich vu. Nhirng loai dwoc biét dén va st dung nhiéu nhat 1a WWW va
thw dién t&r (e-mail). Ban than chinh cla internet la cac may tinh dac biét ma ngwoi st dung khdong
bao gid tat, dwoc biét dén nhw 1a cac may chu.

Khi hoan thanh bai nay, ban sé biét vé:

Lich str cta Internet.

Cac loai giao thrc khac nhau.
WWW.

Két nbi mang.

Sy an toan trén mang.

Yéu cau:

Khéng cé yéu cau dac biét nao dé hoan thanh bai hoc.

© Copyright by Accipp, All rights reserved
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1.1.1 Qua trinh lich st cua Internet

Internet sé& s&m dwoc ki niém 50 tudi — O’ day ta sé nhin lai vé qua trinh hinh thanh.
Bat dau

Internet tién than la mot dw an nghién ciru ctia B Qudc Phong My vao cudi nhivng nam 50. Vao
nam 1969, né dat dwoc két qua khi két néi thanh cong ba may tinh & ba trwéng dai hoc khac nhau &
My. Diéu quan trong la di¥ liéu dwoc truyén téi cac may tinh khac trén net, dwoc glri nhw & cac géi.
Diéu do c6 nghia la mét lwong Ién di liéu dwoc chuyén di, ¢ thé dwoc givi ma khéng can tré mang
céac day dan.

Nhirng géi di¥ liéu nhd, cé chiva théng tin vé diém dén, kich c& va sb lwgng, c6 thé dén dich theo
nhiéu duwdng khac nhau, diéu d6 cé nghia 1a ching khéng can phai di qua cung cac day dan. Néu
mot két ndi bi hdng, hay mot may chd bi mat két ndi, cac goi sé tim dwdng khac dé téi dich. Khi
chung dén dich, chiing sé dwoc kiém tra 16i, va trd vé dang thr tw. Nguyén ly nay van dwoc dung dé
truyén di¥ liéu qua Internet.

Nhirng nam 70

Qua nhirng nam 70, hé théng mang da dwoc phat trién. Vi thé mot s6 van dé xuét hién 1a khi khong
thé két ndi cac mang khac nhau s dung cac hé théng hoat dong khac nhau. Do van dé nay, nhiéu
thoi gian da dwoc bd ra dé tao nén cac chuén cho viéc két ndi gitra cac may tinh khac nhau, ching
duoc goi la cac giao thirc. Giao thirc, dinh nghia chuan cho Internet, TCP/IP, dwoc gidi thiéu va
chap nhan vao nam 1977. Théng qua nhitng ndm 70, nhirng dich vu ma sau nay tr& nén phd bién,
nhw thw dién t&r, cac nhém thao luan va tan gau, da duoc phat trién. Trong thap nién nay, khai niém
vé mot mang may tinh toan cau khoéng phai 1a diéu qua xa voi, véi ARPANET — mot mang may tinh
hoan chinh — 13 tién than cda Internet.

Nhirng nam 80

Vao nhitng nam 80, cac mang van duoc phat trién, cé nghia 1a mang clia Dan Mach da duoc két
ndi t&i cac mang khac. Luc dau, két néi mang ,nam 1983 dwoc goi la Internet, bi han ché s dung
b&i chinh phi, hodc cac nha khoa hoc. N6 bi han ché cho té¢i bat dau nhirtng ndm 90, kha nang két
ndi internet, dwo'c nhwdng lai cho cac nha cung cép internet ca nhan.

Nhirng nam 90

Nhirng nam dau tién, chi cac nhém chuyén gia méi st dung mang luéi. Diéu nay do hai nguyén
nhan, do su han ché truy cap vao cac mang, ma chi ton tai gitra cac co quan va tb chirc 16n, va do
nhirng doi hdi hiéu biét cao dé lam viéc véi may méc va cac chuong trinh, nhivtng hé théng do rat
khac so v&i nhing hé thdng siv dung kha than thién ngay nay.

Subt nhirtng n&m 90, viéc tao ra cac trang chi véi cac birc anh va dd hoa da thuc hién dwoc. Diéu
nay xay ra khi ma Tim Berners Lee va mét vai ngudi khac, da phat trién ngén ngi 1ap trinh html va
WWW, World Wide Web, mét mang lién két chat ché cac trang cha.

Cubi mua hé ndm 1991, mét nha tw vAn Cong nghé théng tin (CNTT) mang tén Tim Berners-Lee da
gUi 1&n nhom tin alt.hypertext mot théng diép théng bao cdng khai sw ton tai cia mét dw an éng
dang thuc hién cho mét té chirc I6n ciia chau Au (CERN). Biéu nay xay ra khi ma Tim Berners Lee
va mét vai ngudi khac, da phat trién ngbn ng lap trinh html va WWW, World Wide Web, mét
mang lién két ch&t ché cac trang ch.
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Chi sau 15 nam, World Wide Web da hoan toan thay dbi ca thé gisi. Gior day, WWW déng vai tro 16n
trong truyén théng, mua sam, gido duc, giai tri...va hang ta cac hoat dong khac lién quan.

Dwéi day 1a mot ban tdng quan vé sé lwong trang trén mang ( nam 2006)

Figure: WWW Growth

Hobbes' Internet Timeline Copyright ©2005 Robert H Zakon
hitp: Mhineene. zakon. orgfrobertfinternetitimeling
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Nguén: Hobbes Internet Timeline, dwoc tim tai: http://www.zakon.org/robert/internet/timeline/

Diéu nay phdi hop véi sy phat trién clia cac chwong trinh nhw Mosaic, Netscape va giai doan sau,
Internet Explorer, tao nén sw phat trién nhanh vuot bac clia Internet. Vao thoi diém nay, nhirng
ngudi khéng phai chuyén gia ciing c6 thé vao Internet dé dang, béi vi:

«  Nhirng phan clrng va modem méi da dén duoc thi trwong tiéu dung

«  Céc dich vu cung cép Internet mé&i da xuét hién.

«  Nhitng chwong trinh méi da dwoc phat trién, chi don gidn nhap chuét vao cac dwdng dan hay cac bl

anh la ban c6 thé truy cap Internet. Cac b anh, cac hinh dong, do hoa va sé lvong Ion cac trang chi
khac nhau tao nén rat nhiéu sw thu vi trén Internet.

Mang ndéi b

Nhiéu cac cong ty va cac t chirc da tao ra cac mang cla riéng ho, lam viéc béi cling cac giao thirc
v&i cung cac chuong trinh nhw Internet. Nhirng mang dé duoc goi la Intranet (mang ndi bd).

1.1.2  Cac giao thurc

Céc giao thirc 1a mot tap cac chuan, tao ra cac két ndi truyén théng trén toan Internet.

TCP/IP

Truyén di liéu trén internet hoan toan thuc hién dwoc, bdi nhivng chuan giao thirc gibng nhau duoc
st dung trén toan Internet, giao thirc nay duoc biét dén 14 giao thirc TCP/IP. TCP (Transmission
Control Protocol) chia di¥ liéu dwoc truyén thanh cac goi nhd khi givi, va dat nhirng géi nay bén canh
nhau khi chiing dang dén dich. IP (Internet Protocol) d& ddm bao rang nhirng géi nay dén dung dia
chi. Giao thirc TCP/IP dwoc phat trién tr mang ARPANET va Internet va dwoc ding nhw giao thirc
mang va van chuyén trén mang Internet. Hién nay cac may tinh cta hau hét cac mang co thé st

© Copyright by Accipp, All rights reserved Trang 10


http://www.zakon.org/robert/internet/timeline/

dung giao thirc TCP/IP dé lién két v&i nhau théng qua nhiéu hé théng mang véi kj thuat khac nhau.
Giao thirc TCP/IP thwc chat 1a mot ho giao thirc cho phép cac hé théng mang cung lam viéc v&i
nhau thédng qua viéc cung cap phwong tién truyén théng lién mang.

FTP

M6t giao thirc khac da st dung dwoc biét dén la FTP (File Transfer Protocol). Day l1a mét trong
nhirng chuén giao thirc 1au ddi nhat trén Internet, va né dwoc st dung dé truyén tin truc tiép gitra
hai may tinh.

Dé truyén tin st dung FTP, mot may tinh trong sé d6 phai cé6 mét chwong trinh FTP-server duoc cai
dat. Chwong trinh may chd nay, lam cho cac may tinh khac c6 thé két ndi téi nd, va dwa lén hay tai

xudng cac tép tin. May tinh két néi t&i FTP-server nay, phai s dung mét chwong trinh may tram dé

theo dai viéc truyén tin thong qua giao thirc FTP.

Trai véi WWW , FTP khong tw st dung dé& xem céc trang va anh, duy nhét chi dé truyén tin. Diéu d6
khoéng cé nghia la giao thirc FTP khéng dwoc st dung v&i cac trang cha, cac trang chi thwong
duwoc cai trén mot may tinh & dau dé, va st dung FTP, dé truyén téi mot may cha, gilv cho trang ch
truc tuyén.

C6 mot lwong 1&6n cac chuong trinh st dung dé truyén tin bang FTP. WS FTP, LE, va CuteFTP Ia
cac vi du clia cac chwong trinh FTP mién phi. Trinh duyét Internet Explorer, ciing ¢ thé duwoc st
dung nhw tram FTP. Bang cach danh FTP://theadress trong thanh dia chi, ban c6 thé d&ng nhap vao
may chd, bdng cach chon muc “file”, va 1énh “log on as”.

HTTP

HTTP (Hyper Text Transfer Protocol) la mét loai giao thirc khac, dwoc sir dung trén WWW tlr nam
1990. Ngay nay, HTTP duoc st dung dé dich cac tham sé truyén thong, dwoc st dung dé cac may
tinh ¢4 thé lién lac vé&i nhau, tham chi ching cé thé duoc thiét lap st dung cac ngdn ngi khac nhau,
tlr cac nwédc khac nhau, va tham chi la siv dung cac hé théng hoat dong hoan toan khac nhau. Néu
ban nhin vao thanh dia chi, ban sé& thdy HTTP dwoc s dung la mét giao thire hién thi trang chd. M6i
dia chi twong (rng mét trang cha, bat dau véi http://

1.1.3  WWW la gi?

World Wide Web (WWW), la mdt phan dwoc st dung phd bién nhat cia Internet ngay nay. Vi mét
nguwdi méi dung cling cé thé hoc céac cdng cu dé sir dung nd, cung véi kha nang c6 thé tim thay hau
hét bat ci théng tin gi.

Internet thuéng dwoc néi vé don gian nhw 1a WWW, tham chi né thuéng dwoc st dung cho cac
dich vu khac. Tén WWW, World Wide Web, biét dén tlr mot nhan thire réng internet la mét mang
nhén khdng 16 cac web, két ndi tat c& cac may tinh trén thé gidi.

Html

World Wide Web bao gébm phan I&n céc tai liéu html, trén cac may tinh trén toan thé gidi.
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Html 1a viét tat cha “HyperText Markup Language”, né 1a mdt ngén ngi¥ 1ap trinh , c6 thé doc dwoc
dé& dang béng nhiéu loai may tinh khac nhau. Html dwa ra co hoi d& hop nhét vén ban, cac birc anh,
cac hinh déng, cac tiéng dbng va cac thi khac. Béng cach str dung mét trinh duyét, vi du nhw
Internet Explorer, ban cé thé doc dwoc cac tai lieu html, va di chuyén tlr tai liéu nay sang tai liéu
khac, bang cach nhap vao cac siéu lién két trong tai liéu html.

Cac website

Khong phai cac may tinh phan 16n cé Internet s& cubn hut moét sé ngwdi, ma 1a cac théng tin chira
dwng trong cac may tinh d6. O’ nhidu may chd, ¢ mét lwong Ién cac website trén d6. Mot website
c6 thé so sanh véi mdt cudn sach, cudn sach cé nhiéu trang, mot website thwdng dwoc xay dwng
bang sw két hop clia cac trang khac nhau, nhwng thay vi c4u tric tuyén tinh, thi rat d& dé st dung
cac tham chiéu trén mét website.

Tham chi ban c6 thé don gian doc toan bd Website, va rdi tim mot cai khac, dé thay thé, chang
thuwdng duwoc str dung cho tham chiéu nhanh, ban c6 thé doc mét doan thu vi ciia trang web, va
chuyén t&i cac trang web khac dé doc thém cac chi dé thu vi khac. Sy tw do dé chuyén gitra cac
trang (Iwét), dwoc cung cap bdi cac lién két (cling thudng dwoc biét dén nhuw cac siéu lién két), nd
co ban 1a mét con dwdng nhanh dé truy cap cac trang web khac véi thdng tin lién quan

1.1.4 Céac siéu lién két

Cac website ca nhan thuwéng cd mot vai loai trang ddu mé (thwéng biét dén nhw la trang chinh).
Trang nay thuwdng chira cac lién két t¢i cac trang khac trén website. Nhirng lién két lam viéc nhw
moét loai ndi dung téng quan twong tac, noi ban chi don gidn nhap vao lién két, dé téi trang mong
mudn sé& hién thi trén man hinh. Thuwong thudng (hodc, it nhat, néu can nhw vay) ban cé thé tré lai
trang chinh t cac trang con, diéu nay kha hiru dung, néu ban thay bbi rdi voi tat ca cac lién két
tham chiéu va cac thir khac.

Mot vai lién két khdng dan dén cac trang trén cung website, thay vao dé dan téi cac website & chd
khac. Hang nghin cac may chi web trén WWW, hau hét duwoc két ndi véi nhau théng qua cac siéu
lién két. Diéu nay cé nghia ban chi cAn nhap chudt mot Ian, 1a cé thé tir mot website dat trén mot
may chi & Hanoi, t&i mot may chi vi du nhw & Moscow, tlr d6 ban ciing c6 thé téi cac trang dat tai
cac may chd & New York, London, Cape Town, va v..v...

Céc lién két dwoc hién thi nhw cac van ban hay cac blrc anh, va cling nhw 1a mét phan ctia vén ban
trén trang d6, hay nhw 1a mét phan cla danh sach. Binh thudng, cac lién két van ban duwoc gach
chan va duogc viét khac mau véi cac van ban khac, thuwéng 1a mau xanh. Khi ban ghé thdm trang
duoc lién két, lién két & trang cii dwoc dbi sang mau khac, vi du nhw mau tim, diéu nay lam cho ban
c6 thé nhan ra céc trang nao ma ban méi ghé tham, ma khéng phai nhap vao lién két d6. Mot cach
khac dé nhan ra cac lién két van ban va lién két anh, bang cach quan sat con tré chudt, dwoc hién

lén nhw ban tay {5 , khi ban di chuyén chudt qua cac lién két. Biéu nay lam cho viéc nhan ra cac
anh cé lién két, voi cac anh khong cé lién két trén mot trang dwoc dé dang.
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1.1.5 Cach s&* dung WWW

Khi ban két ndi t&i WWW, diéu dau tién thwong xay ra 1a ban tai trang web ma duoc thiét lap la
trang bat dau. Internet Explorer Ia mét vi du, trang mang Microsoft (msn.com) dwoc méc dinh 1a
trang bat dau.

Trang nay dwoc dat trén mét may tinh goi la webserver, d@m nhan viéc lwu tri, va truy cap toi, cac
tai liéu cha trang web. Nhirng webserver nay thuwéng dwoc biét dén nhw cac may cha HTTP, bdi vi
giao thirc ching st dung la giao thirc HTTP (Giao thirc truyén dan siéu van ban).

1.1.6  Trinh duyét

Khi ban quay lai va tién 1&n giira cac trang web khac nhau, diéu nay thwéng dwoc biét dén nhw
“trinh duyét”, mot thir dung dé& kham pha. Nhirng chwong trinh ban s dung cho viéc nay hién nhién
duwoc biét dén 1a cac trinh duyét. Cac vi du phd bién nhét ctia cac trinh duyét la Microsofts Internet
Explorer va Netscape’s Navigator, nhwng con cé rat nhidu cac trinh duyét tét khac.

@ Internet Explorer

Chirc nang cua trinh duyét

Thudng phai st dung mét trinh duyét dé doc cac website, cling nhw can ngén ngi html dé tao nén
cac trang web nay.

Trinh duyét khéng thé hién thi cac tai liéu van ban chuyén dung trong céc tai liéu web. documents.

Céc siéu lién két ciing c6 thé dwoc st dung dé dwa ngwdi dung téi nhiéu tai nguyén khac nhau,
khong phai chi méi van ban. Vi du, mot siéu lién két c6 thé dan nguwdi st dung téi mot birc
anh(dworc hién thi), mét am thanh hay chudi phim(dwoc chay), mét chwong trinh(dwoc thi hanh),
mot co s& di¥ liéu (dwoc mé), va v..v.... Dinh dang Html c6 thé doc tat ca cac loai nay theo nhiéu
céach truyén thdng tin khac nhau.

WWW, nhw da dé cap trwdc day, st dung giao thire HTTP, bén canh nhirng th& khac, dam bao
rang siéu van ban duoc truyén qua mang. Giao thirc nay lam cho chung ta c6 thé doc cac giao thirc
khac duwoc st dung trén Internet, ma ban c6 thé dung qua cac nghi thirc siéu lién két. Diéu nay cé
nghia ,khi st dung trinh duyét, ban cé thé truy cap dwoc cac tai nguyén s dung cac giao thirc nay.

1.1.7 Két ndi mang

Dé st dung Internet, ban can truy cap tir may tinh ctia ban dén mét may chd. Viéc nay thwdng duoc
sap dat théng qua mot nha cung cép Internet, thudng duwoc goi la ISP. ISP sé cung cap dwéng truy
cap Internet théng qua modem cai trong may tinh ctia ban.
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Sw két ndi téi Nha cung cép Internet (ISP) thuwdéng qua dwéng day dién thoai, cap mang TV, hodc
qua mét mang dia phwong. Mét vai két ndi dwoc biét dén Ia cac két ndi “fixed”, diéu d6 cé nghia
rang ban tra tién hang thang cho ISP d6 dé tw do két ndi vao internet vao thang dé, trong khi dé cac
két néi khac, thwong thong qua mang dién thoai, tra tién theo tirng phut, va yéu cau ban st dung
mot modem dé két ndi téi ISP théng qua mang dién thoai. Nén vé co ban, ban tra tién cho nha cung
cép dich vu Internet, déng vai trd mdt cdng vao internet, khdng cé nha cung cép Internet, ¢ nghia la
khéng truy cap dwoc vao Internet. Thanh phd nao ciing cé nhiéu cong ty cung cp dich vu truy cap
Internet, cu thé nhw thanh phé Ha Néi hién c6 kha nhiéu ISP dang hoat dong (VNN, FPT, Viettel).
ISP cung cap sb truy cap noi hat dé goi, c6 nghia khi may tinh cia ban quay sb két ndi vao Internet,
ban sé& khong bi tinh cuéc dién thoai dworng dai. Windows ciing huwéng dan ban tim ISP va thiét lap
két noi.

Yéu cau déi véi may tinh cua ban

Dé thiét Iap mot két ndi, can thiét phai cé6 phan mém (cac chwong trinh) va phan cing (cac phan vat
ly nhw card mang, modem va ...) dwoc cai dat trén may tinh. Mét vai website chra nhirng thir nhw
am thanh, video va cac hinh ddng. Néu ban muén truy cap day da cac trang nhuw thé, yéu cau téi
thiéu cho mot may tinh 1a mét may Pentium véi 32 MB RAM, mét card am thanh, loa, véi mét man
hinh c6 d6 phan giai it nhat 800*600.

Chu y: Toc do két ndi Internet c6 thé rét quan trong, dac biét véi nhiing nguoi mudn xem phim trén internet.

1.1.8 Nha cung cép dich vu Internet

C6 mot sw canh tranh gitra cac nha cung cap dich vu Internet. Khi khach hang st dung véi mot két
ndi kiéu modem , st dung dwérng day dién thoai khién khach hang mét thém chi phi. Thuwéng la
mién phi, hodc rat ré, dé truy cap Internet, thdng qua két néi kidu nay. Khi két ndi kiéu ADSL, c6 mot

khac biét dang ké gitra tbc do truy cap gitra hai loai va loi ich cla loai két ndi nay.

Khi két ndi kiéu cap xuét hién, cé mot sw lwa chon réng réi trong cac kiéu thiét 1ap két ndi khac nhau.
Tai TDC (WebSpeed), ¢ nhiéu loai tbc dd két ndi tlr 64 Kbps cho t&i 4 Mbps, véi khéng han ché lvu
lwong st dung. Tai StofaNet cé hai giai phap khac nhau: Mot gidi phap gidng hét nhw kiéu két ndi
ctia TDC, hodc mét giai phap tinh tién dwa vao lwu lwong st dung. Khi str dung gidi phap thi hai,
gia ré nhat hang thang cé thé phai tra 1a 50 dkr/ thang, cho viéc tai vé 50 MB di liéu, hoac [&én dén
300 dkr/ thang, cho viéc tai vé 5000 MB di liéu.
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1.1.9 Phan mém

Khi ban mudn két ndi t&i ISP ctia ban, dau tién ban can cé mét vai loai chwong trinh két ndi. Trong
Windows 98 va Windows 2000, thuwdng thdng qua chwong trinh “Network through modem”, né la
chwong trinh dugc cai sén véi Windows. Néu ban s dung Windows XP, ban can thiét 1ap két nbi
bang chwong trinh “Network Connections” trong Control Panel. Tiép theo, ban can mét vai phan
mém dé st dung cac dich vu trén internet, khi ban da két ndi dwoc. May mén, vé co ban ban chi can
moi mot chuong trinh dé 1am viéc nay — Microsoft Internet Explorer, né cho phép ban truy cap vao
hau hét cac dich vu trén Internet.

. 4 Administrative Tools @ sounds and Audio Devices
[ : &) 2 dobe G Falder Options
IE’“ Control Panel @ [DI phe mamma j g
"“ Automatic Updates JMouse
D, Swikch to Categaory View 81 User Accounts 'ﬂ_‘ Mebwork Connections
& Windows Firewall @J_ MWYIDLA niview Deskbo nager

Tiép theo, ban can moét vai phan mém dé st dung cac dich vu trén internet, khi ban da két néi duoc.
May man, vé co ban ban chi can méi mét chwong trinh dé lam viéc nay — Microsoft Internet
Explorer, né cho phép ban truy cap vao hau hét cac dich vu trén Internet.

RealPlayer

Néu ban mudn choi dwgc nhac hay cac doan phim trén Internet, ban can cai d&t mot chwong trinh
bd xung cho trinh duyét. Diéu nay c6 nghia la ban sé cé thé choi dwoc hdu hét cac doan nhac hay
phim trong trinh duyét, ma khéng can déng trinh duyét va st dung mét chwong trinh don 1& khac.
M6t vi du dién hinh cua loai chwong trinh nay 1a RealPlayer. Néu chwong trinh nay dwoc cai dat,
ban sé& c6 thé choi cac file nhac va phim chi don gidn bang cach nhap vao ching trong trinh duyét.
Néu cac chwong trinh thém vao khong dwoc cai dat trén may tinh, lién két do sé truc tiép dwa ban
dén mot trang ma ban cé thé tai vé va cai dat chwong trinh can thiét.

Adobe Reader

Dé hién thj cac file &nh va van ban tim thy trén Internet, viéc sir dung cac chwong trinh khac cling
c6 thé can thiét. Mot vi du cho viéc nay la chwong trinh xem tai liéu Adobe Reader, né cé thé hién thi
va in c4c tai liéu dwoc lwu trir bang dinh dang file chat lwong cao (cac file pdf). Adobe Reader cé thé
duoc tai vé mién phi tir internet, vi du nhw thong qua nat bén phai, né duwoc sir dung trén cac
website str dung ding dang pdf.

cet Adobe
Fteader%
WinZip
Nhiéu file tai vé tir Internet, dwoc goi la cac file Zip. Nhirng file nay dwoc nén trong mét goi, vi thé

ching can duwoc gidi nén trwde trwde khi cac file co thé st dung duorc. Pé dat dwoc muc dich nay,
ngudi st dung can cé mdt chuong trinh dac biét, vi du nhw WinZip.
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1.1.10 Sy an toan trén mang

Sau khi két ndi vao Internet, s& rat quan trong néu hoc mét chat vé bao mat lién quan dén tim kiém
trén Internet. Ca hai sw lién quan 1a lam thé nao dé dam bao an toan cho may cta ban va lam thé
nao dé bao mat v&i sy lién quan dén cac trang chi khac nhau.

Sw an toan trén Internet da dwoc dé cap tir trwde, kha quan trong — sw &nh hudng cla virus tran
vao may clia ban cé thé bi pha hoai.

Firewall (Twong Itra)

Mot cach dé tw bdo vé 1a dung chuong trinh goi 1a Firewall. Muc dich cta Firewall 1a khéng cho cac
vi khach khéng mai két ndi vao may tinh cia ban. Ban cé thé thiét 1ap mét Firewall chi dé cho phép
truy cap Internet, t&i cac chwong trinh dac biét. Mot Firewall 1a mét phan cia phan cing, hodc phan
mém, né diéu khién viéc truy cap vao ra may tinh cta ban.

Néu ban s dung Microsoft Windows XP ban Service Pack 2, ban da c6 mét firewall cai s8n, né co
thé dworc kich hoat théng qua céng cu két néi mang.

® Lam thé nao dé kich hoat Firewall trong ban Windows XP — Service Pack 2:

. i . .. My Metwork Places

1. Nhap vao nut Start, va chon My Network Place .

2. Chon View network connections du&i bang Network task trong ctra sb kich hoat bén trai. Chon vao
két ndi internet ctia ban.

hange settings of this
3. Nhép vao conneckion cho két ndi nay trong ctra s kich hoat “Network tasks” phia

bén trai cia ctra s& hoat dong.
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Ctra s Properties dwoc hién ra.

-i- Local Area Connection 5 Properties @E|

Gerneral | Advanced

Connect using:

B8 Broadcom Met<treme 57xx Gigabit C

This connection uses the following items:
Clignt far Microsaft Nebworks »~

gKaspersky Artivfing MDIS Filker
El File and Printer Sharing for Microzoft Metwork.s

J81 005 Packet 5 cheduler A
< >
[ Install... ] [ Uninztall ] [ Froperties
Drezcription
Alloves your computer to access resources on a Microsoft
ristwork.

[ Shaw ican in matification area wheh connected
[ Motify me when this connection hag limited or no connectivity

[ Ok ][ Cancel ]

Chuyén sang bang Advanced trong cira sb thudc tinh méi.

Nhap nut Settings trong muc Firewall

@ *) On [recommended)
Chon .

Nhap vao OK va déng clra s6 lai

Cha y: Mot céch khac dé thay thé la cai dat mot phan mém firewall. Rat nhiéu cac phién ban khac nhau cda ching cé thé

duoc tim théy, trong sb d6 mét vai 1a mién phi, vi du nhw Zone Alarm (cho cé nhén st dung). Ban c6 thé download

ZoneAlarm tai Zonealarm.com.
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1.1.11 Tac hai cua virus

Mot trong nhirng rdi ro I&n vé bao mat ban thwérng mac phai la khi st dung internet, nghia 1a may
tinh cGa ban bi nhiém virus. Mét virus thwéng dwoc dinh kém vao mét file, ma ngwdi st dung may
tinh tai vé tlr net. Khi ngwoi dung chay file nay, Virus dé sé nhiém vao may tinh ciia ngudi dung,
diéu nay co thé dan dén cac két qua khac nhau. Mét vi du la virus co thé xéa céc file nhat dinh khai
may tinh, diéu nay dan dén sy truc trdc ctia may tinh, doi hdi phai lam sach hoan toan & dia ciing va
cai lai moi thir d& may tinh c6 thé chay lai.

Chia sé tép tin va dinh kém cac tép tin

Nguy co' nhiém virus tang lén dang ké néu st dung cac chuong trinh dé chia sé tép tin, nhw
Napster, nguoi dung co thé chia sé va tai vé cac thir dwoc chia sé nhw nhac, phim, va cac th& khac.
Kha nhiéu Virus trén danh nghia cac chwong trinh chia s&, qua d6 lan truyén Virus! Nguyén nhan lay
nhiém Virus phé bién khac la qua cac thw dién tl, Virus dwoc dinh kém vao thw dién tkr.Virus nay sé
khéng hoat dong va phat tan trwédc khi ngwdi dung mé tép tin dinh kém nay.

Kha n&ng lay nhiém Virus vao may tinh gidm dang ké bang cach cai d&t va st dung mét chwong
trinh diét Virus (goi la Anti-Virus),ching phai dwgc cap nhat thuwong xuyén.

Chuy

Ban cang cap nhat thwdng xuyén chuwong trinh anti-Virus, thi sé cang an toan hon khi str dung
internet, diéu nay cho phép chwong trinh anti-Virus c6 thé nhan ra Virus méi, va vi vay ngan khéng
cho ching lay lan dén may tinh ca ban.

Mot cach tét dé bao vé |a cap nhat thwong xuyén bang cach st dung cac chwong trinh ¢6 chire
nang tw déng cap nhéat

Bao mat website

Mot vai website dwoc cai dat cac bién phap bado mat nhat dinh, d& ngén sw truy cap khéng moi, vi
du nhw béng cach gi¢i han truy cap dbi véi cac trang con. Sv gi¢i han nay hoat ddng béng cach yéu
cau ngudi st dung mdt username va mot mat khau téi website, trwde khi cho phép ngudi ding truy
cap cac phan nhét dinh cia website.Vi du nhw cac céng ty ma ngudi lao dong cé thé lam viéc &
nha, va can phai tai vé& céc tai liéu tir noi lam viéc. Diéu nay cling dwoc ap dung cho nhirng trang
khac, noi ma cac thanh vién truy cap téi cac forum, thdo luan cac théng tin khac, bdng cach st dung
cach truy cap nhw trén.

1.1.12 Cac chirng nhan sb

Mot chirng nhan sé 1& mot danh diu dinh kém theo mét tép tin, nd xac nhan rang di liéu ma nguoi
duing dang tai vé duwoc gl tir mot may cha dac biét. Ddng théi mot chirng nhan s bao dam réng
tép tin da tai vé khong bi thay déi. D& ngan khdng cho cac tép tin bao mat bi doc bdi nhirtng ngudi
khac ngoai nguoi giri va ngwoi nhan, cac tép tin nay cling dwgc ma hoa.

M6t chipng nhan cé thé c6 hai chirc nang:

«  Dé cho khach hang va cac vi khach biét rang, trang web d& duoc bao mat. Mot ching nhan sbé lam
tang dd bao mat va tinh dirng dan cla website hay mot chwong trinh phan mém. Nguwéi st dung c6 thé
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cam thay an toan khi gi¥i va nhan cac loai thong tin, hay khi cai dat cac phan mém da tai vé, néu thong tin
hay phan mém d6 dwgc glvi véi mot Chirng Nhan S6 kem theo.

+  Ching minh sy ddng nhét clia ngwoi ding va may chd trong qua trinh trao d6i dién tlr, béng céach bao
dam sw an toan trén website .

File Download - Security Warning g|
Do pou want to run or save this file?

j Hame: Autocad exe
l Twpe: Appheation, 12, 1MB

From: software-files, dowrload.com

[ An J[ sen ][ cum ]

i | While files from the Intemet can be wsehl, this s ype can
iﬂ potentially harm your computer. If wou do not trust the sowce, do not
© umoor zave this soflware. \What's the gk ?

Sw ma hoa

Ma hoa 1a mét cach dé ddm bao div lieu dwoc glvi di. Khi di¥ liéu dworc glvi st dung ma hoa, di liéu
do sé dwoc lam réi loan, chi nhivng nguwdi c6 duwoc chia khéa div liéu dac biét cé thé giai ma, dé
chuyén nhirng théng diép ri loan nay thanh file di¥ liéu gbc. St dung ma hoa di liéu trao déi, lam
cho n6 an toan hon véi dir liéu can trao ddi qua mang, nhw la cac giao dich ngan hang chéng han.

Sw gian lan thé tin dung

Néu tuan theo cac nguyén tac thwdng dét ra dé st dung Thé tin dung, thi rdi ro gdp phai khi mua
ban qua Internet la rat nhé. Nhwng ma van cé thé cé hai van dé lién quan dén viéc mua ban truc
tuyén.

Diéu dau tién, ban cé thé gép rdi ro véi nguwdi mua ban véi ban, ho nhan tién, nhung khéng gl dd
ban d& mua. Ban c6 thé tranh dwoc didu nay, bang cach chi mua ban trong cac ctra hang da dwoc
chng nhan dién ttr. O day, tién chi dwoc chuyén tir Thé tin dung dén nguwdi ban, khi hang héa trao
dbi da dwoc chuyén di.

7

»
Diéu th& hai ban can phai lwu v 14 ri ro trong viéc thdng tin mat bi chén b&i bén thi ba, nhw la cac
con sb trén Thé tin dung, cé thé bi lam dung. T4t ca cac clra hang truc tuyén & Dan Mach s dung
ma hoéa SSL, né bao dadm rang, khong ai khac bén ngoai ngudi st dung va ctra hang co thé doc
duoc thong tin givi va nhan. Ban c6 thé tw bang long, néu két ndi dwoc bao dam. Néu an toan, mot
cai khoa sé dwoc hién thi & goc day bén phai cla clra sb trinh duyét.
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1.2 Bat dau s dung Internet

Microsoft Internet Explorer dwgc goi la trinh duyét, mét trinh duyét la mét chwong trinh dugc thiét ké
v&i muc dich dac biét 1a d& xem céac trang html trén World Wide Web. biéu nay cling c6 thé l1am
dwoc khi str dung cac trinh duyét khac, nhwng trinh duyét phé bién nhét van |a Explorer. Bén canh
kha n&ng hién thj cac website, chwong trinh nay con chira rat nhidu cac coéng cu tién ich va nhiéu
chirc nang khac, véi muc dich tao ra sy dé dang khi tim kiém va kham pha WWW.

Phién ban mé&i nhat cia MS Internet Explorer dwoc gan chét vai giao dién s dung Windows. Diéu
nay hd tro viéc chuyén dbi dé dang khi duyét cac website, tim kiém noi dung clia & cirng, hay tham
chi tim kiém mét mang noi bd, néu may tinh dwoc néi vao mang ndi bd dé. Biéu nay c6 nghia, nguoi
dung c6 thé str dung cling mét giao dién st dung ma khéng can quan tam dén théng tin d6 dwoc
lwu trir & noi nao.
Khi hoan thanh bai nay, ban sé hoc duoc cach:

«  Thiétlap mot két ndi téi nha cung cép dich vu Internet ctia ban.

«  B&t ddu va déng Internet Explorer

« Twong tac voi giao dién ngwdi dung.

e S dung thanh cong cu Address

«  Tao cac dwong tat.
Yéu cau:
Ban can phai biét sé sir dung két ndi nao dé vao Internet (Local Area Network, Modem hoéc nhirng
gi cé thé két ndi internet). Bén canh dd, khéng can thém yéu cau dac biét nao dé hoan thanh bai hoc
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1.2.1  Thiét 1ap mot két ndi téi nha cung cap dich vu
Internet

Néu két néi t&i Internet ciia ban théng qua mét mang nodi bd hay moét két ndi dinh tuyén ADSL,
Windows sé& tw dong thiét 1ap két néi khi bat dau. Néu két ndi chia ban t&i Internet thong qua mét
modem hay théng qua mét cap modem, ban sé can phai két ndi t&i Internet béng cach quay sé t&i
nha cung cép dich vu Internet clia ban théng qua modem. Khi ban da dinh rd mét két ndi quay sb,
ban c6 thé quay sb théng qua Windows XP.

® Lam thé nao dé két ndi str dung kiéu két ndi quay sb:

Nhap vao nat Start, chon Connect To, chon tiép Wireless Network Connection.

"-‘5 Conneck To 3 | 231 wWireless Netwark Connection
"'_) cearch ‘ t:;_ Show all connections
2. DPanh diu vao Creat Connection to va nhp vao lwa chon két ndi ma ban mudn st dung.

Hop thoai Creat Connection sé duoc hién thi.

Uzer name: wnn1267 |

Password:

Save this user name and password for the following users:

{(®) Me only
(") Anyone who uses this computer

Dial 1267 v |
[ha ] [ Cancel ] [ Froperbes ] [ Help ]
3. G6 nhap Username va mat khau vao cac hdp twong trng néu chung khéng dwoc ty dong lwu

lai tlr nhirng két ndi truéc.

Nhép vao Dial.
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u"
Khi mot két ndi dwoc tao ra, ban cé thé nhin thay biéu tuqngé’ bén trai ddng hé trén thanh quy
trinh.

Goiy: Néu ban kich hoat hép Save username and password, n6 sé t déng dwoc nhap vao 1an sau khi ban dung chirc

nédng Creat Connection.

1.2.2  Ngét két néi t&i ISP

Khi ban khong can két néi téi internet niva, don gian ban cé thé tat né di.

® Cach dé bo két nbi

, x -

1.  Nhap chudt phai vao biéu twgng trong thanh quy trinh .
2.  Lwa chon vao Disable.

Két néi gio da duoc bd.

Disable
Status
Repair

Change Windows Firewall settings

Qpen Metwork, Connections

1.2.3 Kh¢&i déng va thoat Internet Explorer

Ban c6 thé khdi dong Internet Explorer theo nhiéu cach khac nhau, vi du ban ¢c6 thé khai dodng trén
man hinh may tinh hoac qua nut danh muc Start.

® Cach khéi dong Internet Explorer:

1. Nhap nut Start.

2. Di tré chudt vao All Programs.

3. Nhép vao Internet Explorer.

Hoéc

3. Nhap dup vao biéu twong Internet Explorer trén man hinh may tinh:
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Néu ban két néi tdi Internet thdng qua mang ndi bd hay néu ban thuc hién két ndi bang cach quay
s6 st dung mot modem, trang mé& dau clia ban trén WWW sé hién thi trén Internet Explorer.

Cha y: Khi ban st¥ dung xong chuong trinh, ban cé thé déng né st dung File/Close. Ban nhé déng cong két néi téi

Internet, néu né khéng tw dong tat.

1.2.4 Giao dién str dung

Khi bat dau Internet Explorer, trang bat dau sé hién thj. Trong cac phién ban cai dat chinh thdng cutia
Internet Explorer, trang bat dau thwdng méc dinh t&i MSN, cé thé dwoc tim thay tai dia chi:
http://www.msn.com.

Bén canh trang web & gitra man hinh,giao dién st dung con bao gdm mét bang diéu khién doc theo
véi mot thanh dia chi trén diu, va mot thanh trang thai tai day cla giao dién.

Goi y: Céc thanh cong cu da bj khéa, nén nguoi str dung khong thay déi ngéu nhién ching duoc. Céac thanh cong cu cé thé
duoc mé khoa bang céch chon View/toolbars, va roi nhéap vao nut Lock Toolbars dé mé khoa. Ban ciing c6 thé hién thi hodc

an céc thanh céng cu dac biét bang cach nhdp vao ching trong cting danh sach muc.

Giao dién cua Internet Explorer

Khi ban b4t dau kh&i dong Internet Explorer, trang chli s& dwoc tai. B&n canh website hién thi & viing chinh
gitra man hinh, giao dién chung ctia mét trang web con bao gdm mét bang diéu khién va thanh dia chi & phan
trén cung, chay doc dwéi man hinh la thanh trang thai.

Bang diéu khién

gbm mot thanh tiéu 0 Yahoo! - Windows Internet Explorer

dé va thanh danh @- = B iY? http: f e yahoo .comf _@__VE *5| | X |_ ] | 2 5
ra i |t | |
muc, doc véi 3
thanh céng cu: © File Edt View Favorites Tools Help @ : Links >
Standard, Address [ - — — 2 . : »
’ P v - kP - ¢ Tools - - )i
va Links. Tai déy 7:? "1'% |Y!Vah00! | |® ﬁﬁ f__J : |z Page i Tools @ &E

. 2 . rY
ban c6 thé nhin thay Yahoo! recommends the new Firefox 3

~
thanh tiéu dé dwoc ﬁ H O'
hién thj v&i tén caa o A_ ! 9 e |
trang web dang hién
hanh (O day trang
thong dung la trang Search:
Yahoo) va tén cda
chwong trinh dang

Web | Images | Video | Local | Shopping | mc

d ' d Yahoo! Home Ky Yahoo 1 Vietnam
wgc (rng dung
(Windows  Internet @ Answers Featured | Entertainment | Sports | Video
Explorer). : 5
& Autos | EEEEWCEGEWE Strong showing forracy film | v
‘- ' @
I € Internet F100% v
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Tai day ban c6 thé thdy thanh danh muc bao gdm céc I&énh va cac chirc ndng ma da dwoc nhém mét cach logic dwéi tén tiéu

2
dé.

5 Thanh céng cu cac nut Standard bao gém cac nt chirc néng va nhiing cau lénh thwong dwoc st dung nhiéu nhét.

3 Thanh céng cu Address hién thj dia chi clia trang web hién hanh (vi du & day la trang http://www.yahoo.com). Bay la noi ban
c6 thé nhap dia chi ban da biét ma khéng can tim kiém.

5 Thanh céng cu Links gém nhi*ng nit véi nhitng dwdng dan siéu lién két dén cac trang web khac nhau ma da duoc d&t mac
dinh. Tuy nhién, ban van c6 thé tw thém vao hoac bd bét di nhikng dwdng dan.

" Tai day ban c6 thé thu nhd, phéng to hay déng ctra sb trang web lai.

. O vi tri bén gdc phai trén thanh trang thai cudi man hinh, ban cé thé nhan nut nay dé chinh dé phdng to thu nhé man hinh theo

ty 1& phan trdm.

Thanh trang thai

O day cua giao dién, ban sé thay thanh trang thai, né hién thi mot thong diép ngén vé thao tac ma
trinh duyét hién hanh dang chay. Néu ban di chuyén chudt qua mét lién két, thanh trang thai sé hién
thi tén cua tai liéu, trang hay birc anh ma lién két d6 dan t&i.

Trong thanh trang thai, ban c6 thé theo d&i nhirng thao tac ké& trén dwoc didu khién bdi explorer,
nhw 1a lién hé v&i may chd web hién hanh dang duyét va tai vé trang web da dwoc kich hoat. Tai
thanh trang thai, cé6 mdt thanh nhé chi ra qua trinh ctia cac thao tac can cé dé hién thi qua trinh thao
tac.

Thanh chi thj nay sé thuwéng xuyén dwoc cai dét lai, diéu dé phu thudc vao qua trinh tai vé cac “mau”
ctia mot trang web, vi du nhw cac phan ctia cac bl anh, hay cac doan clia van ban trén mot trang
web.

1.2.5 Vung lam viéc (Website)

Theo cach nao dé thi méi website 1a don nhat, nhuwng cach ma ching dwoc duyét, thi kha gidng
nhau. Khi mét website dwoc tao Ién hon khodng man hinh ma trinh duyét hién thi, ban sé c6 thé
nhin thdy cac phan khac ciia n6 béng cach s dung chudt hay cac mdi tén trén ban phim, dé di
chuyén tdm nhin st dung cac thanh cudn bén phai va tai day ctia man hinh.

Thanh cudn

Ban c6 thé sir dung thanh cudn dé di chuyén ving hién thj Ién, xudng, phai hay trai trén trang web.
Chiéu dai cia cac thanh cudn twong dwong véi kich ¢& cla trang web, diéu doé cé nghia Ia, néu
khong c6 thanh cudn nao dwoc hién thi, thi toan bo chiéu dai va chiéu cao cla trang web da duoc
hién thj.

Trén thanh cuén c6 mét 6 vuéng cho biét noi nao trén trang web ma ban da cudn dén.

Dé di chuyén vuing hién thj st dung thanh cudn va chuét, ban cé thé nhap vao cac mii tén & cudi
cta thanh, hodc kéo & vudng bang chuot dé cuon.
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Trén mét vai trang web, trang web dwoc hién thi trong cac khung, ching cé thé twong tac dwoc, siv
dung cac bang cudn trong mdi khung.

® Cach thiét 1ap sw hién thi cac website.
1. Chon Tool/Internet Options.

2. Chon bang General Options, noi ban co su lwa chon gitra cac thiét Iap Color Settings, Fonts,

Language Settings, va/ho3c tro gitip cho ngudi khuyét tat.

3. Ban c6 thé nhap vao nut E]vé kéo d4u héi chdm qua mét ving néu ban thdc méac vé& nat nao do hay

céac chirc néng diéu khién.

Néu ban mubdn thay ddi kich thwéc clia van ban dwoc hién thi trén mét trang, ban c6 thé thay déi né bang

cach st dung tlly chon View/text size va chon kich c& mong muén.

1.2.6 Cac dia chi trén WWW

V& diéu hwéng Internet, nd la mot sy thuan loi Ion dé biét cac dia chi dwoc xay dwng nhw thé nao.
B&i vay, né l1a yéu t6 kha can thiét dé biét vé cac phan khac nhau clia cac dia chi dwgc st dung, déc
biét hon URL va DNS.

URL

Phwong phap chudn cla viéc hién thi va lwu théng cac dia chi dwoc thong qua URL(Uniform
Ressource Locator) ma théng bao rdng mét dia chi bao gébm hai thanh phan, dwoc chia ra b&i dau

7, vidu:
http://www.msn.com

Phan dAu tién mé ta giao thirc da dwoc st dung (trong trwdng hop nay la http) d& miéu ta cach thirc
hién thj di¥ liéu trén trang web. Phan thir hai (trong trwéng hop nay Ia www.msn.com ) miéu ta trang
web cu thé dang dwoc hién thi.

DNS

Mot phan ctia URL miéu ta noi dat may chi dac trwng, duwoc xay dwng bang cach s dung mot hé
thdng riéng cho viéc nay, goi la DNS (Doman Name System). Diéu nay tao ra kha nang chia tach
cac may tinh va cac may chi da két ndi internet s& dung chung bang cac tén, nén goi la domain
names, thay vi st dung sb dac trwng dang ki cho may tinh d6, goi la mét dia chi IP. Diéu nay lam
cho viéc nhé cac dia chi déc trwng trén Internet tré nén dé dang.

Mot dia chi IP bao gébm bdn s nam trong khoang 0 dén 255, ngén cach bang dau “.”, vi du
198.8.128.1. Chung la cac dia chi dwgc str dung khi glvi div liéu qua internet st dung giao thirc
TCP/IP. Vi thé tén mbi domain, dwoc gan véi mot dia chi IP.

DNS gil¥ cho cac tén domain twong (rng véi cac dia chi IP d6. Cac dia chi IP va cac tén domain gén
v&i nhau la don nhét.
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Phan cudi cia tén domain miéu ta rang trang web thudc loai ndo, ctia t& chirc nao(vi du .com), hay
nwé&c nao(vi du .vn).

Chu y: Chu y rdng héau hét céc trang web tim thay trén Internet, bat dau véi ba ttr phd bién “www’”. Pay chi la mét dich vu (hay
théi quen) st dung béi host dé biéu I6 rang tai nguyén duoc duyét trong thuc té la mét tai nguyén web. Theo mét quan diém
hoan toan vé ki thuét, ba tir www khéng cén thiét mot chut nao (nhuw la mét véan dé cua thuc té, né thuong duoc xem nhw mot
sw Iang phi béi vi phan “http:” d& miéu 3 diéu d6).

1.2.7 Cac dia chi trén WWW

Néu ban da biét dia chi clia website ma ban muén t&i, ban cé thé gé trwc tiép vao thanh dia chi cta
Internet Explorer s&r dung phwong phap nay:

1. DPanh d4u dia chi hién tai bang cach nhap vao né moét lan.

2. Viét dia chi m&i vao trong thanh dia chi (phai chéc chan réng dia chi ci da bi x6a khdi d6, viéc nay xay

ra tw dong).
3. Nhan Enter.

Hoac
Ed co

Thong thwéng, ban khéng can phai viét phan giao thire ctia dia chi (http:/), bdi vi Internet Explorer
st dung né nhu moét giao thirc mac dinh, néu khong cé giao thirc nao khac duoc dé cap dén. D6 la
vi giao thirc HTTP duwoc st dung hau hét danh riéng cho cac trang web.

4. Nhép vao biéu tvong

Théng thudng, ngudi st dung khdng phéi danh phan WWW cla dia chi, chi can danh dia chi cia
no, vi du: cnn.com

Autotext

Khi danh dia chi cia mot website da vao trwwdc dé tlr chinh may tinh do, Internet Explorer sé st
dung coéng cu Autotext, goi y cac dia chi bat diu véi cac tv da dwoc danh trudc d6, nén ngudi st
dung khong phai nhap lai hoan toan dia chi, nhwng thay vao dé cé thé chon no t&r danh sach trwot.

1. Viét mot vai tir ddu tién cla dia chi da vao trwdc do.
2. St dung chudt va cac phim mii tén dé chon dia chi mong muén.
3. Nhén Enter.

Churc nang nay khéng phai la cach bat budc va vi du néu ban dang danh mét dia chi ma chwa vao
trwdc d6 tr may tinh, ban cé thé don gidn 1a bd qua nhitng goi y hién ra trén danh sach truot.

Goi y: Néu ban chon muc File/New Window, mét cira sé méi sé hién thi cho phép ban mé thém hai hay nhiéu ctra sé cing

luc. Sau dé, ban c6 thé nhap dia chi khéc vao cira sé thir hai, do dé ban c6 thé luét qua vai trang web cting mét lic.
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1.2.8 Nhap vao céc lién két

Hau hét cac trang web chira mét hay nhiéu cac lién két, c6 thé chi bang mét cai nhap 1a nguoi siv
dung duoc dwa thang téi trang web khac. Ban c6 thé st dung céc lién két d& xem lwét qua nodi dung
clia mot website, hodc cac website khac, hodc kiém tra ndi dung clia website khac lién két t&i, néu
ban chu y dén lién két do.
B&i vi cac trang web khac nhau cé vé sé cac ndi dung va bb cuc khac nhau, cac siéu lién két tai mot
trang c6 thé dwoc hién thj theo nhiéu cach khac nhau.

1. Dichuét Ién trén mot siéu lién két, con tré sé chuyén tir mii tén dién hinh thanh trang thai “con tré hinh

ban tay”.
Khi con chudt & trén mét lién két, ban c6 thé thay dia chi clia trang duoc lién két ti trong thanh trang
thai.

2. Nhap vao mét lién két co vé thi vi. Mét trang méi s& dwgrc mé trong clra sb hién hanh, hay mét clra sb

m&i, didu nay phu thudc vao thiét 1ap mac dinh trong lién két do.

Goi y: Néu ban tw quyét dinh mudn lién két mong mudn duwoc mé trong mét ctra sé méi hodc civa sé hién hanh, ban cé thé

don gian nhép chudt phéi vao lién két va chon tiy chon mong mudn tir danh séch da hién thi.

Goi y: Hay thir téi trang web CNN dé xem tiém néng cia viéc duwa tin tirc hién thi truc tuyén.

1.2.9 Tao cac biéu twong tat t&i cac trang web

Khi lwét WWW, thuéng ban sé tim thdy cac website ma ban muébn quay lai vao nhirng thoi diém
sau. Dé gidp ban giai quyét diéu nay, ban co thé tao cac shortcut t&i nhirtng website nay (nhirng
shortcut nay con dwoc goi la cac Favorite), né gitp cho ban cé thé téi mét trang web da duoc danh
d&u mét cach nhanh chéng, ma khéng can nhé dia chi clia trang web nay. Vi du cac Favorite c6 thé
la netbank ctia ban, b4t clr trang web nao duoc tao ra bdi nhirtng ngwdi ban cla ban, cac trang tin
tire dia phwong, hay béat c thir trang nao ma ban mudn cho vao Favorites.

Ban cling c6 thé tao mot shortcut t&i mot website, bang cach siv dung nat Favorites, hodc menu
Favorites.

® Céch dé tao cac biéu twong tat toi cac website

1. Té&itrang web ma ban mudn tao shortcut.
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2. Dung danh muc Favorites/Add to Favorites, hodc nhap chudt phai vao bat civ dau trén website va

chon Add to Favorites trong menu, hodc nhap vao nat Favorites trong thanh céng cu clia ban va

chon vao chic nang Add Favorites.

3. Nhap vao t&n minh mudn cho shortcut va s dung phim Enter, hodc nhap vao nat OK.

= MSN.com - Windows Internet Explorer
6;.’ - |g, hktps v, msn, comfdefaulta, aspa

File Edit Wiew EWA-E Tools  Help

fdd ko Favorites., . 1
Ve bt | g o l

Add Tab Group ko Favwarikes, |,
Click for vour

Organize Favorites. ..

Links 3
Microsoft Websites r
S, cam

Radio Station Guide

search: Arer

=7 Hotmail Ar=TCRetEr Travel Fan
& Autos 53
"E Messenger Careers & Jobs Gr
"4 My MSN City Guides He
“| MSN Directory Dating & Personals Hao

Néu ban tw tim khi duyét mot trang web véi mot vai cac siéu lién két tha vi déi vai ban, ban co thé dé
dang danh dau nhirng trang nay ma khong can dén tan nhirng trang dé, dé lam dwoc didu nay, don

gian ban phai:

1. Dichuyén con trd chudt t&i siéu lién k&t mong muén, né sé chuyén thanh con tré hinh ban tay.

2. Nh&p chudt phai, va chon Add to Favorites.

Wha wan §270 million Print Tangot

Gacrgia lottery?

- t] The mask mizersble
= slmporte In Armarica

I e M iarid W
Ap of 4 : Corenbound 2l with

= Taliban thieatens to blow up 1alg  Dowmlosd with FlashGet
« Pakigtan blocks YouTube for po  Sethink SWF Catchee

* Gaowernoss 1o push Bush for mors
= M. maother charged wath killng
* Gloves come off as Clinmon-Obama showdawn loams | o8 uc4

Propeties.

3. Nhap tén cho Favorites nay va nhan phim Enter.
®© Cach str dung cac Favorite da lwu trwedc do
1. Tro téi View/Explorer Bar

2. Chon Favorites
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Hoac
1. Nhan té hgp phim Ctrl+Shift + |

Sau d6 nhap vao website ma ban muébn duyét.

Cha y: Tai mét vai thoi diém, co thé cac danh dau lwu lai triréc d6 khéng con lam viéc niva. Biéu ndy co thé xay ra béi vi
trang web dé khéng con hoat déng, hay dén chuyén téi dia chi khac. Trong trirong hop nay, thuong thi ban sé bi dua t6i mét

vai website khac.

1.2.10 Sap xép cac Favorite

Khi ban tao ra cac Favorite, chung sé dwgc thém vao cac thw muc Favorite theo mac dinh. Ban cé
thé thiét Iap lai ndi dung clia thw muc nay, cling nhw véi bat ki thw muc Windows nao.

Vi du néu ban mudn x6a médt Bookmark da tao ra trwdc do, hodc tao mét thw muc cho mot cha dé
riéng ma mo td moét vai Favorite ban co, ban chi phai chon danh muc Favorites/Organize Favorites

hodc nhap vao nut e trén thanh tab va chon nat Organize Favorites tir danh muc dé.

indows Internet Explorer

hikkps f v, msn, comyfdef aulka, aspx

Ed= Tools  Help

Add to Favaorites, ..

- . . v
Organize Favorites. .. I?
Links 3

Microsaft Websites r
MM, com
Radin Skation Guide

i i

® Cach tao mét thw muc:

D& qitr cho cac Favorite clia ban c6 trat tw, ban cé thé tao ra cac thw muc. Trong d6 ban c6 thé tb
chirc cac Favorite clia ban bang (vi du nhw) chd d&, néu ban Iam viéc nay, don gidn chung sé hién
thi nhw cac danh muc con:

1. Chon danh muc Favorites/Organize Favorites.
2. Nhap vao nit New folder.

3. Viét tén mong muén vao 6 nhap chir.
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4. Nhéan nut Enter.

Néu ban muén tao mét hay nhiéu cac thu muc trong mét thu muc khac, ban cé thé lam viéc nay
bang cach mé thu muc doé st dung danh muc Favorites va nhip dup vao thu muc...

A Organize Favorites ®

I Links

1= Microzaft Websites
£ MSM.com

& Radio Station Guide

Links

Favorites Folder
Modified:
10/1/2004 11:30 AM

- New Folder H Move... H Rename ” Oeiste.. ]

Close

Goi y: Thuong sé dé hon dé quan ly thu muc Favorites néu ban mé né théng qua Windows thay vi théng qua cac shortcut

Explorer. Thu muc Favorites c6 thé duwoc tim théy trong thu muc Documents and settings folder.

1.2.11 Quan ly cac Favorite

Ban c6 thé di chuyén, dbi tén va xéa cac Favorite. Va nhw da dé cap truwéc day, ban co thé tao cac
shortcut trong cac thw muc con.

® Chuyén mot Favorites té&i thw muc khac
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Néu ban mudn chuyén mét Favorite tir danh muc Favorite t&i mét thw muc con, hodc tir mét thw
muc con t&i chd khac, ban cé thé don gidn chuyén né nhuw 1a mét tép tin binh thwdng béng cach kéo
no vao trong mét thu muc khac.

Ban cling c6 thé sir dung nut Move to folder va nhap vao vi tri mong muédn st dung danh muc hién
thi.

Két thuc bang cach nhan phim Enter.
® Cach dé dbi tén mot Favorites
1. Panh d4u Favorites dé.
2. Nhép vao nut Rename.
3. Ghi tén méi.
4. Nhan phim Enter.
Bay gi®» Favorites d6 da dwoc déi tén.
® Cach x6a mobt Favorites
1. Nhép vao biéu twong Favorite ma ban mubc bé.
2. Nhén phim Delete
Hoac
Nhép vao nat Delete.
Bay gio Favorites do da bi xda.
® Cach tao Favorites thang vao trong cac thw muc con

Sau khi tao thw muc con cho thw muc Favorites, tat nhién ban c6 thé tao Favorites théng vao trong
cac thw muc con mong mubn.

1. Chon Favorites/Add to Favorites.
2. Nhap vao miii tén trong hop Creat in.

Béang cach do, hop thoai mé réng ra cho phép nguwdi stv dung xem dwoc cAu tric cua thw muc.

Add a Favorite (x]

Add a Favorite

m Add thiz webpage as a favonite. To access your
favarites, wizit the Favartes Center.

L=

Marme: FSM.com

Create i | [N

] (nrar]

sdd || Cancsl |

3. Nhép vao thw muc con ma ban mudn lwu Bookmark vao.
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4. Nhap vao OK.

Goi y: Trong hép thoai mé rong tai day, ban cé thé tao mét thw muc méi nhanh chéng béng cach nhép vao nut New Folder,

nhép tén mong mudn, va nhdp vao OK.
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Bai tap: Lam quen vdi Internet

Trong bai tap nay, ban s& mé va déng Internet Explorer, str dung thanh Address dé vao website
http://yahoo.com.vn, tao cac dwdng dan t&i cac trang web. Ngoai ra ban sé hoc cach st dung va
sap xép menu Favorites, mét menu chira cac dwéorng dan dén cac trang web ma ban luu lai.

+  Nhén nat Start
1 Khé&i dong chwong trinh

«  Nhan All Programs
Internet Explorer 7

*  Chon Internet Explorer € Internet Explorer

«  Nhép chudt I&n thanh Address
2 Truy cap vao dia chi

e G6 yahoo.com.vn
http://lyahoo.com.vn

«  Nhén Enter hosc nh4n nit Go |~

e Trén thanh menu chinh, nhAn menu Favorites,

3 http:/lyahoo.com.vn +  Trén hop thoai Add a Favorite,nhép tén cla
dwdng dan la ‘Yahoo Viét Nanv’

«  Trong phan Create in, chon thw muc Links
+  Nhan OK

«  Nhap chuét Ién thanh Address

e G0 ‘microsoft

~ «  Nhén Enter hodc nhan nit Go |
Tao dwong dan cho website

4 http://microsoft.com/ ¢ Trén thanh menu chinh, nhan menu Favorites,

¢ Chon Add to Favorites...

. Trén_hcf)p thoai Add a Favorite,nhap tén cta
dwong dan la ‘Microsoft’

« Trong phan Create in, chon thw muc Links

+ NhénOK
Truy cap website «  Nhén menu Favorites...
5 | http:/lyahoo.com.vn bing «  Chon Links

elbiedi sl b s L «  Nhén Yahoo Viét Nam

. . e Chon menu View
Truy cap website

6 http://microsoft.com bang

dwdng dan vira tao ra e Trén thanh két ndi Links vira xuat hién, chon
Microsoft

e Chon Toolbars, chon Links
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1.3 Tuy bién Internet Explorer

C6 mot sé tuy chon cho tuy bién Internet Explorer. Hiéu (ng clia vai sw thay ddi c6 thé dwoc hién thi
ngay lap tirc, chang han nhw, néu ban thay ddi giao dién ctia mét sé thanh céng cu, hay trang khéi
dong, trong khi nhivng cai khac thi khong bi anh hwéng téi, chang han, thay ddi kich thuwéc tam thoi
clia nhirng thw muc hd so Internet hay thay di m&rc an toan ca nhan.

Sau khi hoan thanh bai hoc nay, ban sé hoc dwoc cach:
*  Lwa chon moét trang khéi dong
e Lam viéc v@&i cac tép tin internet tam thoi
«  Sé&p xép cac thanh cong cu
«  Cai dat cac tuy chon hién thj khac nhau
e Bao vé thong tin ca nhan .
Yéu cau:

Ban sé& can biét Internet Explorer dwoc cAu truc nhw thé nao va cach diéu hwéng cac trang bang
cach st dung cac lién két va cac dia chi WWW.
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1.3.1  Chon mét trang m& dau khac

Trang dwoc st dung nhw mét trang mé dau cé thé 1a mét trang dwoc dat trén & clrng clia ngudi
dung hodc mét trang web trén WWW. Trang mé& dau mac dinh la Microsoft Network (MSN), nhwng
ban c6 thé thay ddi diéu nay theo s& thich cla ban .

® Céch thay dbi trang mé& dau

1. Lwa chon bang chon Tools/Internet Options... va sau do kich vao tab General.

Internet Options @@

General | Security | Privacy | Content | Connections | Programs | Advanced

Home page
% ou cat change which page to uze far your home page.
Address: ktp:) fgoogle, com.

[ Use Current ] [ Use Default ] [ Use Blank ]

2. Chén dia chi trang m& dau mong mudn vao trong hop ki tw Address.

3. Nhép vao nut OK.

Goi y: Théng thuong dé dé dang hon khi duyét t6i trang ma ban mudbn st dung nhuw trang mé dau, va réi nhap vao nit Use
current page.

1.3.2 St dung nut History

Sau khi duyét nhirng trang web khac nhau trong mét khoang thei gian, diéu thudng xay ra la ban
mudn tré lai mot trang web da duyét truéc do.

Dé lam diéu nay, ban c6 thé sir dung chirc ndng “back” ,hodc dé co cai nhin khai quat tét hon qua
nhirng trang web, ban duyét né bang cach s dung nut History.

1. Nhép nat w trén thanh tab

, & Hi -
2. Nhép nit History 15 T

Lap tirc mot danh sach cac website sé hién thj va cac trang web bén dwéi 1a nhivng trang da duyét
trong vai ngay trwéc hodc vai tudn truéec.
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<. Favorites [ Feeds |f History = El

|3 Waeks Ago
| 2 Weeks Ago
i Last Week
- Mondanw:

- Tuesday

= Wednesday
o Thursday

3. Nhép vao thv muc hay trang web ma ban muédn duyét .
Tuy bién cua History

Nguwoi dung co thé cai d&t bao nhiéu ngay quay lai, thu muc History sé hién thi théng tin vé cac
website da tham.

Browsing hiskory

"1_ | Delete temparary files, history, cookies, saved passwords,
v and web Form infarmation,

Delete, .. ] [ Settings

1. Lwa chon bang chon Tools/Internet Options... tuy chon va thé General .

2. Nhap nut Settings

3. Chon sb lwong nhitng ngay st dung thanh bén duéi hdp thoai Temporary Internet Files and History

Settings.

Temporary Internet Files and History Settings (%)

Temporary Internet Files

Internet Explorer stores copies of webpages, images, and media
for Faster viewing later,

Check far newer versions of stored pages:
() Every time I visit the webpage
() Every time I start Internet Explorer
(%) Aukomatically

) Never

Disk space ko use (& - 1024ME): 65 L=
({Recommended: 50 - 250ME)

Current location:

C:\Docurnents and SettingsiProduction keamiLocal
Settings) Temporary Internet Files!,

[ Mave Falder... ][ Yiew objects ][ Vigw files

Histary

Specify how many days Internet Explorer should save the list
of websites you have visited.

Days to keep pages in histary: 20 %

OK ] [ Cancel ]

4. Nhap OK.
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Goi y : Néu ban khéng mudn nguéi khac cé thé thdy nhitng trang web da duyét ,ban cé thé nhédp vao nut Delete. Lam vay,

ban ciing sé xoé di nhiing dja chi da Iwu trong thanh dia chi .

1.3.3

Cai dat kich thuwdc cho thw muc cua nhirng

tép tin Internet tam thoi

Ban co thé cai thién téc do duyét lai cac website da tham, bang cach tang kich thwéc cla thw muc
noi ma cac tép tin internet dwgc Iwu lai . Chinh xac hon la thw muc Temporary Internet files, né la
mot loai bd dém (cache) .Twr bd dém & day nghia la ndi dung cé tinh linh hoat d& dang chi khéng cb
dinh . M6t viing nh¢ dém dwoc st dung dé lwu trir div liéu cai ma cd thé sé sém dwoc st dung .

R4t nhiéu site trén internet, s& dung chirc ndng nay, cho phép site dé dwoc tai vé nhanh hon kha
nhiéu néu nguoi st dung quay tré lai trang d6. Mot ving nhé dé@m khong dworc dodi héi, trir khi don

gian dé cai thién tc do cua viéc tai nhirng trang da tham trwdc do.

® Céach thiét 1ap kich thwéc ving tréng cho cac tép tin internet tam thoi

1
2.

3.

4.

Chon bang chon Tools/Internet Options... va t&i tab General.

Nh&p vao nut Settings, & muc Browsing History.

Chon dung lwvgng mong mudn ctia khoang tréng cho phép, dé 4n dinh khoang tréng cho nhikng tép tin

internet tam thoi.

Temporary Internet Files and History Settings (%)

Temporary Internet Files

Internet Explorer stores copies of webpages, images, and media
for Faster viewing later.

Check for newer versions of stored pages:
() Every time I visit the webpage
O Every time I skart Internet Explorer
(%) Aukomatically

O Mewver

Disk space to use (8 - 1024MB): 468 =
(Recommended: 50 - 250ME)

Current location:

C:\Docurments and Settings\Production keamiLocal
Settings\ Temporary Internet Files)

[ Move folder.. . ][ Yiew objects ][ Wiew files

History

Specify how mary days Internet Explorer should save the list
of websites you have visited,

Days ta keep pages in history: m %

l O ] [ Cancel

Nhép vao nut OK.
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® Cach xoa cac tép tin tam thoi khi trinh duyét dong

Néu ban khéng mudn Internet Explorer lwu lai mét danh sach cac trang da duyét, ban cé thé dinh
cau hinh cho Internet Explorer tu ddng xda cac tép tin tam nay khi trinh duyét dwoc dong.

1. Chon Tools/Internet Options... va chuyén sang tab Advanced.

2. Tim tiy chon Security trong danh sach va danh dau vao Empty Temporary Internet Files folder

when browser is closed.

Settings

(%) Just display the results in the main window A
5 Security
[] allow active content from <Ds to run on My Computer®
[] allow active content to run in files on My Compuker®
[] allow software to run or inskall even if the signature is inv.
Check for publisher's certificate revocation
[] check for server certificate revocation®
Check for signatures on downloaded programs
Do niok save encrypked pages to disk,
E Empty Temporary Internet Files Folder when browser is u:II
[#| Enable Integrated Windows &uthentication™®
Enable native XMLHTTP suppark
i Phishing Filker
) Disable Phishing Filker o

3. Nhép vao OK.

1.3.4 Thanh cOng cu Links

Béang cach st dung thanh cdng cu Links, nguwoi dung cé thé tao ra nhirng nat tat dé téi trang cha
mong muén trong trong moét loat cac nat dé dang truy cap. Microsoft da tao ra mét vai nat mac dinh
ma ho nghi rang ching c6 tinh phé théng.

Khi nh&p vao mét trong nhirng nut tat dé trang web sé duoc tai . Néu thanh cong cu Links khéng
hién I&én ban c6 thé bat n6 béng cach s dung View/Toolbar/Links.

® Cach thém mét nut vao thanh céng cu Links

1. Nhép va kéo biéu twong (thudng la £1) dwoc dat bén canh dia chi hién thdi cha trinh duyét trang web
trong thanh dia chi t&i mét vi tri trén thanh cong cu Links, noi con tré dwoc thay dbi thanh mot duwong

thang.
Hoac

1. Ban ciing c6 thé nhap vao va kéo mét siéu lién két hién trén mot trang web téi thanh cong cu Links. Dé
lam diéu nay, chi can theo cach thirc gibng nhw trén bang cach nhap va kéo siéu lién két vao trong

thanh céng cu Links.
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Goi y: Vi thanh céng cu Links la mét thu muc con phia duwéi bang chon Bookmarks, ban cé thé thém nhikng nit tat vao thuw

muc nay hoan toan giéng nhuw céch lam véi bat ctr thw muc khac.
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® Cach dbi tén cac siéu lien két
Ban c6 thé ddi tén cac siéu lién két dé hién thj thong tin can dé nhan biét chung.

Diéu nay lam cho viéc nhan biét cac trang dé dang hon va tbn it khodng tréng hon.

1. Nhap chuét phai vao nut trong thanh céng cu Links ma ban muébn ddi tén.
2. Chon tuy chon Rename.

3. Viét tén (ngan) ma ban muén dbi.

4, Nhép vao OK.

Néu ban chi muén xo& mét tén cta Links, don gidn ban chi nh&p chuét phai vao né va chon tuy chon
Delete.

1.3.5 Sap xép thanh cbéng cu
Nguwi dung cé thé di chuyén cac thanh céng cu xung quanh trong giao dién , loai bé nhirng th
khong s dung , thay déi kich thwéc ctia cac biéu twong hién trén thanh cong cu va nhirng tuy chon
khac.

® Cach loai boé khéa cac thanh cong cu
Theo mac dinh, nhirng thanh céng cu thuwéng bi khod, nén ngwdi dung khéng thay ddi ngau nhién
dwoc. Néu ban mubn thay dbi cai d&t cia thanh céng cu, dau tién ban sé& phai mé khoa chung:

1. Lwa chon View/Toolbar.

2. Nhép vao tuy chon Lock the Toolbars dé bé chon tuy chon nay.

v [Menu Bar

v Links
Snaglk
Textaloud
Yahoo! Toolbar

v Lock the Toolbars

® Cach g& bd thanh cbéng cu Links

Ban c6 thé kéo thanh cong cu xung quanh cac vi tri khac nhau trong giao dién cia Explorer.
1. Nhép va gil¥ chudt qua dong chi¥ ghi Links cho dén khi xuét hién ky hiéu bén mdi tén.
2. Kéo thanh c6ng cu t&i vi tri mong mudn.

Vi du ban cé thé dat né tai cuing vi tri v&i thanh cong cu Address, né cho phép ban chuyén gitra hai
thi, tuy thudc vao sé thich va tiét kiém khong gian trong giao dién ctia nguwdi dung.

D& hién thi va an hai thanh céng cu, ban can nhap dup vao Address hoac chi Links.
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Goi y : Néu ban muén gidi phéng nhiéu khéng gian hon trong giao dién nguoi dung, cé6 mét y tuéng la dét thanh céng cu
Address bén canh bang chon .

1.3.6  Tuy bién thanh céng cu mac dinh

Ban c6 thé thém hay g& bd nhirng nut khac nhau trén thanh céng cu méc dinh. Ban cling c6 thé
chon néu ban muén nhirng mé ta van ban ndm canh nhirng nat do, va kich thuéc clia cac biéu
twong.

Hop thoai Customize Toolbar
Hop thoai Customize Toolbar thwérng dwoc ding dé tiy chinh thanh cong cu Standard Buttons.

Tai day ban c6 thé nhap

1
vao nut ban mudn chén Customize Toolbar e[
thém vao thanh cong cu Available toolbar buttons: Current toolbar buttars:
Standard Buttons. @
Separator ~ Help ~
5 Nhan vao day de them B Read Mail (2) {7t Send to DneMate @ 5
i A Size il Fesearch
nat ban da nhap (1) ?.:’;E i @ FI Mot
hanh céng cu (3) % =headng ) -
sang t i ! f Edit ':i Messenger @
Tai day ban co thé thdy & cut @ Separator
: g Copy |
nhirng nut hién thj trén E] Paste b A7
thanh coéng cu. £ > < ¥
4 Nhén vao day dé bd nat
da dwoc danh dau (3) khéi thanh cong cu. Nhirng nat ban da bo van co thé lai dwoc them vao thanh cong cu théng qua danh
sach cac nut hién cé (1).
. Ban nh&n chon mét nat trong danh sach hién thi & thanh cong cu réi nhan vao Move Up néu mudn chuyé&n nut d6 [én trén va
nhén ndt Move Down néu mubn chuyé&n nat d6 xudng dwéi.
5 Ban nhan vao nut Reset nay khi mudn thiét 1ap lai cac tuy chinh trong Thanh cong cu.

® Cach tuy bién nhirng nut trén thanh cdng cu mac dinh
1. Nhép chuét phai vao phan biéu twong cla Toolbars trén giao dién cta IE7
2. Lwa chon Customize command bar/ Add or Remove Conmands...

Hop thoai Customize Toolbar sé hién thi.
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6.

Customize Toolbar

Avwallable toolbar buttons:

| Separator
£ Map Drive
¥ Dizconnect
“» Folders

E Full Screen y

A Size

g Cut

") Capy o

>

< | =

Text options: |Se|ective kext on right

Icon options; |Small jcons

Current toolbar buttons:

= Edit

Dizcuss
&: Send to OneMote
% Skype
f, Research
{8 Sothink SWF Catcher

Separatar

|

| >

=]

Thém va/hodc g& bo cac nut .

Nhap vao nut Close.

Lwa chon van ban mong mudn va biéu twong thiét 1ap.

Thanh céng cu bay gi® hién thi nhirtng nit dwoc chon theo cach mong mudn.

Tuy bién vi tri cac nut trén thanh céng cu, béng cach danh dau vao mét nat va nhap vao nit Move up
hay Move down.

Chu y : Néu ban khéng mudn thay déi nhiing nut trén thanh céng cu méc dinh ni¥a, ban cé thé quay tré lai thanh céng cu
gdc bang céch nhap vao niit Reset trong hdp thoai tiy bién thanh céng cu.

1.3.7

Nhirng tuy chon Internet nang cao

C6 rat nhiéu cach dé tuy bién Internet Explorer, d& phu hop véi yéu cau cla ngwdi dung. Trong
phan duwdi day ban cé thé thdy mot vai tiy chon 1am nhw vay :

1.

2.

Chon tuy chon bang chon Tools/Internet Options...

Chuyén sang tab Advanced.
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Internet Options @[]

General || Security | Privacy | Content | Connections | Programs Advanced
Settings

Reset Zoom level ko 100%: for new windows and tabs -~
= Browsing

[] automatically check For Internet Explorer updates

[ Close unused folders in History and Favoribes*

Disable script debugging {Internet Explarer)

Disable script debugaing (Other)

] pisplay a natification about every script errar

Enable FTP falder wiew {outside of Internet Explorer)

Enable page transitions

[] Enable personalized Favarites menu

Enahle third-party browser extensions*

Enable visual styles on buttons and controls in webpages

[] Enable wehsites ko use the search pane®

[ Force offscreen compositing even under Terminal Server® ¥
<

*Takes effect after you restart Internet Explorer

Restore advanced settings
Reset Internet Explarer settings
Deletes all temporary Files, disables browser
add-ons, and resets all the changed settings.

“fou should only use this if wour browser is in an unusable state,

Hau hét cac thiét 1ap & day khong phai l1a ngau nhién, nhwng cé mét vai trong s dé rat nén dwoc
biét dén. Néu c6 gi nhdm Ian & day, ban luén ludn co thé nhap chudt dé& quay lai nat méc dinh.

«  Chrc nang tw dong dién tlr c6 thé dwoc tat & day.

«  Ban c6 thé tang tbc do tai cia mot sé trang web véi mot lwong dang ké, bang cach tat mot sb chire
nang ctia MultiMedia. Chang han nhw viéc hién thi nhitng btrc anh hay hinh déng, hay choi cac doan nhac.
TAt nhién diéu nay lam cho trinh duyét hoi t& nhat, nhung néu két ndi qua cham, d6 cé thé 13 mét y twéng
tbt dé tang tbc do tai.

«  Béng cach thay ddi cac tly chon in 4n, ban cé thé cho phép in &n nhirng trang web v&i mau nén va
cac burc anh.

. Internet Explorer cé mot thanh phan phat hién ra 18i tap 1&nh ma da sé ngwdi dung nén vé hiéu hoa.

1.3.8  Tuy bién chrc nang AutoComplete

Thwong thi khi ban bat dau dién vao mét hop ki tu trong Explorer, chirc nang AutoComplete sé khéi
dong dé goi y cac dia chi trang web, cac tén, dia chi thu hay nhitng thi lién quan khac trong mét
danh séach truot xudng & dwdi hdp ki tw. Ban co thé tuy bién chirc nang dd, va/hoac xoa cac dia chi/
cac tén da dwoc lwu.

AutoZomplete
= AutoComplete stores previous entries [ Settings
= , on webpages and suggests matches
For wou,

® Cach tuy bién chirc ndng AutoComplete

1. Lwa chon Tools/Internet Options...

2. Chuyén sang tab Content.
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3. Nhap vao nit Settings trong muc AutoComplete.

4. Thuwc hién nhivng thay d6i mong muébn

AutoComplete lists possible matches From entries you've
kvped before,

Ilze Autoomplete For

web addresses
|:| Forms

Ilser names and passwords on Forms
Prompk me ko save passwords

Clear AutoComplete history

[ Clear Forms ] [ Clear Passwords

To clear Web address entries, on the General tab in
Internet Options, click Clear Histary,

Ik l [ Cancel

Trong bang chon nay, ban cé thé lwa chon g& bd checksigns tir mot phan ctia chirc nang
AutoComplete ma ban muébn g& bd. Bang cach st dung nut Clear Forms va Clear Passwords ban
c6 thé g& bd cac van ban hay cac mat ma da dwoc lwu lai bng chirc ndng AutoComplete.

Goi y: Néu ban muén loai bé céc dia chi Internet da luu béi chire ndng AutoComplete, ban phai nhép chuét vao nut Clear
History tim thdy du6i Tools/Internet Options trong tab General (ciing cé thé g& bé danh sach céc dia chi da lwu trong thanh
dia chi).

1.3.9 V6 hiéu hda viéc hién thj anh va céac chirc
nang da phuwong tién khac

Néu ban mudn thay dbi cac thiét Iap cho cac tuy chon da phwong tién, ban cé thé 1am nhw sau:

1. Lwa chon Tools/Internet Options...

2. Chuyén sang tab Advanced.

3. Cudn xubng t&i Multimedia.

4, B& danh d4u bén canh chirc nang ma ban mudn vé hiéu hoa.
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g Multimedia
Always use ClearType Ffor HTML*
Enable automatic image resizing
Play animations in webpages*
Play sounds in webpages
[] show image download placeholders
Show pickures
amart image dithering

5. Nhép OK.

Ban ludn c6 thé quay tré lai nhirng thiét Iap mé&c dinh, don gidn bang cach nhan vao nit Restore
Defaults.
Loai bé viéc co anh ty dong

Co anh ty dong la mét chirc nang méi trong Internet Explorer 6, né ty déng co nhirtng anh qua Ién
dé c6 thé hién thi dwoc, cho phép ngudi dung thdy ching trong mot phién ban xau da co lai. Néu
ban mudn anh hién ra trong kich thuwéc day da, ban phai nhap vao nut tré lai kich thuwée binh
thwong, 1a nat hién ra khi ban di tré chuét qua brc tranh.

O] Lam sao dé vé hiéu hoa viéc tw co lai clia anh
1 Chon Tools/Internet Options...

2. Chuyén sang tab Advanced.

3. Loai bé danh dau bén canh Enable Automatic Image Resizing.

1.3.10 Cé4c thiét l1ap bao mat

C6 rat nhiéu cach khac nhau dé cai dat mirc d6 bao mat théng qua Explorer. Thiét lap mac dinh la
Medium khi st dung trinh duyét cho viéc duyét Internet. Khi st dung trinh duyét dé diéu hwéng cho
mang cuc bo (intranet) m&rc d6 bdo mat mac dinh thap hon, nhivng thiét 1ap méc dinh nay ciing c6
thé dwoc thay déi .

1. Chon Tools/Internet Options...

2. Chuyén sang tab Security.
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General | Security | Privacy | Content || Connections | Programs | Advanced

Select a zone to view or change security settings.

@ &/ ®

Local intranet  Trusted sites  Restricted
sites

: Internet
@ This zone is for Internet websites,
except those listed in trusked and

restricted zones,

Security level for this zone
Allowed levels For this zone: Mediumn to High
Medium-high
L} - Appropriate for most websites
- Prompts before downloading potentially unsafe
content
- Unsigned Activel controls will not be downloaded

Custom lewel...

[ Reset all zones ko default level ]

[ O H Cancel ]

3. O day ban co thé chon khu vwe, noi ma ban muén thay d6i mirc dd bao mat (Internet da dwoc
danh dau trén mac dinh).

4, Béang viéc str dung con truot, ban c6 thé chon mirc dd bado mat mong mudn cho khu virc minh

chon.

Duai mirc do tly bién ngudi st dung, ban c6 thé dinh ra mirc d6 bdo mat cda riéng minh.

1.3.11 Bao vé théng tin ca nhan

Khi ban duyét mét trang web, qua trinh duyét ctia ban dwoc dang ky b&i mot thir goi la cookie.

Cac Cookie

Mét cookie cé thé dwoc xem nhw mot loai tem (mot tép tin van ban nhd), mot trang web da duyét, co
thé dwoc lwu trong may tinh ctia ban, mot sy dang ky qua trinh duyét ctia ban (hay ding hon 1a may
tinh cla ban) t&i mét noi trén Internet.

Lan t&i khi ban ghé thdm trang web d6, né sé tw dong kiém tra néu ban da cé mét cookie dwoc lwu
tr 1an thdm truéc, trong trwéng hop nay website sé nhan ra ban.

Dir liéu da Iwu c6 thé 1a mét vai loai div liéu khac nhau:

«  Dautién, nhirng thir da gl bai may tinh khi thiy truy cap vao mét trang web , diéu d6 c6 thé vi du la
loai hé thong dang s dung.

«  Tht hai, cac lwa chon sy didu hwéng dwoc 1am khi duyét web. Néu ban tim kiém mét nha sach truc
tuyén cho sach khoa hoc vién twéng va tidu thuyét, may chli web co thé phan loai thdng tin d6, va dap tng
théng tin hién 1&n vao 1an tiép theo khi trang d6 dwoc thdm. D6 cé thé 1a mét kiéu quang cao déc biét,
nhirng thiét Iap méc dinh da dwoc thay déi, hodc mot vai the twong dwong véi didu do.
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*  Tht ba, nhitng thdng tin ca nhan ma ngudi dung da cung cép, vi du nhu tén ngudi dung, dia chi e-
mail, dia chi ca nhan , dia chi cong ty, s6 dién thoai, hay bat ct thr gi ma ngudi diung da nhap vao trong
sudt Ian tham cudi t&i trang web.

Mét sb lweng kha kha cac trang web sé la mét sy kho chiu khi duyét véi tAt ca cac cookie bj chan,
chang han nhw netbank cia ban. Mé&t khac, néu ban chip nhan tat ca cac cookie thi ban gap rui ro
khi nhirng thdng tin ctia ban bi xem b&i bén thir ba.

Mtrc bdo mat mac dinh la Medium va dwoc khuyén la nén gilr mrc nay. Ban co thé thay déi mirc do
bdo mat bang cach st dung con truot.

General | Securty| Privacy | Content | Connections | Programs | Advanced

Settingz
F Move the slider to select a privacy setting for the Intemet

8 zome

Medium

- Blocks third-party cookies that do not have a compact

privacy policy

- Blocks third-party cookies that use personally identifiable
L infarmation withaut vour implicit consent

- Restricts first-party cookies that use personally identifiable

infarmation without implicit consent

Chu y : May tinh cta ban khéng thé bj Iay lan vius tir mot cookie .

Chu y : M6t cookie khéng thé doc nhiing théng tin da dwoc dét trén may , nhung théng tin duy nhat nhap vao khi duyét web
bi git¥ lai béi cookie .
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Bai tap: Tuy bién Internet Explorer

Trong bai tap nay, ban sé chon dia chi mét trang web dé khi chay chwong trinh IE7, n6 sé tw lién két
dén dia chi nay. Ban sé& str dung chirc nang History d& xem nhwng trang web ma nguwdi st dung
may tinh nay truy nhap, ban ciing sé tim hiéu thém moét s cac tuy chon ctia IE7 nhw cac tiy chon

bao mat, bao vé thong tin ca nhan cla ban

1 Khéi ddng chwong trinh
Internet Explorer 7

+  Nhén nat Start
«  Nhan All Programs

*  Chon Internet Explorer € Internet Explorer

2 Truy cap vao dia chi
http://lyahoo.com.vn

«  Nhép chudt I&n thanh Address

*  G6 ‘yahoo.com.vn

«  Nhén Enter hosc nh4n nit Go |~

3 | Tao yahoo.com.vn la trang chu
cua ban

«  Nhan menu Tools
e Chon Internet Option
. Hép thoai Internet Options xuat hién

«  Trong tab General, nhan nat Use current trong
muc HomePage

e Nhén OK

+  T&tIE va khdi dong lai no

Str dung chirc nang History dé
xem cac dia chi ma IE da truy
cap

+  Nhén menu View
¢ Chon Toolbars

«  Nhéan Explorer bar
e Chon History

«  Clra s History phia bén trai xuat hién, Ian Iuot
nhan vao ToDay, LastWeek, Last 2 Weeks.

5 Tao bé nhé cho cac file Iwu lai
ttr Internet Ia 200MB

«  Nhén menu Tools
e Chon Internet Options

*  Hop thoai xuét hién, trong phan Browsing History
cua tab General, nhan Settings

«  Hop thoai tiép theo xuat hién, trong phan Disk
sapce to use nhap 200

« Nhén OK
«  Nhan OK

Chinh cac tuy chon dé IE7
6 | khéng hién thi anh trén cac
website

«  Nhan menu Tools
e Chon Internet Options

*  Chon tab Advanced
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e Trong nhém tay chon multimedia, bé chon Show
picture

+  Nhan OK
«  NhanF5

«  Bay gid cac hinh anh khong hién thij trén trinh
duyét nira
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BAI 2: Trinh duyét théng tin va diéu khién tép

Khi ban dang can tim kiém mot théng tin ndo do trén internet thi ban sé nhan dwoc vo van [&i gidi
dap. Vay viéc tim théng tin thé ndo va s dung ching ra sao cho hiéu qua nhét 13 van dé ma ai trong
chung ta d&u quan tam dén. Trong bai nay chung t6i s& hwéng dan cho ban cach tim kiém théng tin
va s dung thong tin. Dwa theo cac van d& ma ban thwéng gap trong qua trinh tim kiém thong tin,
chang han nhu: sao chép théng tin, lu thdng tin...vv ching toi dwa ra mét sé giai phap sau day.
Trong bai hoc nay, ban sé dwoc hoc cach:

«  Tim kiém théng tin bang cach st dung céac co ché tim kiém Yahoo va Google.

e Sao chép thong tin tir mot Website vao van ban cta ban.

e Lwu mot trang Web hay mét birc anh thanh mot tép tin.

. In mot Website.

«  Download cac chwong trinh (rng dung ti¥ internet vé may ctia ban.

e S dung goi chwong trinh nén tép (WinZip).

«  Dién thong tin vao cac form dién tir trén internet.

e Thwong mai héa trén internet (e-trade).
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2.1 Tim kiém thong tin

Viéc tim kiém thong tin trén internet thuwdng c6 rat nhiéu ngudn va cac phwong thirc dé tim kiém
duoc théng tin ma ban can cling kha da dang. Hién nay cé khoang trén 300 nguén tim kiém théng
tin khac nhau trén internet. Trong bai nay ching t6i sé gidi thiéu 2 nguén tim kiém théng tin phé bién
nhét d6 1a: tim kiém théng tin trén Yahoo va tim kiém trén Google. 2 nguén tim kiém nay hé tro hau
hét cac muc théng tin ma ngudi st dung thuwdng can. Tuy thudc vao muc dich va pham vi bai viét
ma ban co thé lwa chon tham khao thong tin tai day.
Cac phan trong bai hoc:

«  Tim kiém céc dia chi trang Web.

»  Pua ra cac diéu kién dé tim théng tin.

«  Céch s dung cac co ché tim kiém Yahoo va Google.

« St dung cac co ché tim kiém nang cao.

Cac yéu cau dé hoan thanh té6t bai hoc:

Ciing khdng c6 nhiéu céc tiéu chuan dac biét dé ban cé thé thwe hanh tét bai hoc nay.
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2.1.1  Tim kiém théng tin 1a gi?

Tim kiém théng tin 1a qua trinh ban tim kiém va sang loc théng tin ban can théng qua céc trinh duyét
Web. Xac suét dé tim thay théng tin ban can la rat I6n, chi can ban cé kién thirc so dang vé né. Co
rat nhiéu théng tin ban co thé tim thay trén internet, chdng han nhu:

+  S6 dién thoai, dia chi va ban do.

«  Bach khoa toan thw vé mét thong tin nao d6, chang han nhw cac chi dé thong tin vé lich stv, cha dé
thong tin vé dia li va cac cha de thong tin khac...vv.

«  Cac phan mém tng dung, dwoc st dung trén may tinh cla ban.

« Cohoi nghé nghiép trong co s& di¥ liéu viéc lam.

«  Tin ttrc, didm tin, thw ngd, thdng tin gidi tri, nhat bao tryc tuyén...vv.

«  Cac btrc anh, cac doan phim ngén, cac ban nhac, cac hinh anh déng...vv.
«  DAu gia truc tuyén.

«  Mua hang truc tuyén.

«  Sach dién t&r, d6 la nhirng cudn sach ma ban c6 thé doc trén may tinh. Hau hét cac trang web cho
phép ban tim kiém théng tin dwéi dang chi¥, hinh anh hodc am thanh, mét sé khac cho phép ban truy cap
dé tai tép tin v& may tinh cGa ban. Ngudi st dung cé thé s dung rat nhiéu céng cu tim kiém dé thuc hién
viéc nay, dac biét 1a cac chirc nang tim kiém trén internet.

Tim kiém cac dia chi trang Web

Khi trinh duyét internet, hiu hét cac trang web ban déu khéng nhé ré dia chi. Ban cé thé dé dang
doan ra dia chi ctia ching, chang han nhw ban dang can tim dia chi trang web ctia mét céng ty 16n
nao dé. Ban chi can nhap dia chi twong tw nhu “ www.companyname.com” ho&c
“www.companyname.org” vao thanh dia chi, né s& dan ban dén mét website ctia mét cong ty theo
nhw yéu cau, néu website khdng hoat déng thi ban phai st dung co ché tim kiém. Duéi day 1a hai
co ché tim kiém phd bién:

H O’ Yahoo la mét cong cu tim kiém Ién tAm quédc té, né hoat dong

A O » = phdi hop v&i Google. Théng qua hé théng tim kiém theo danh
muc khién ban c6 thé dé dang tim thay théng tin ma ban can
chi v&i vai 1an nhap chubt.

_ l o Google la co ché tim kiém théng dung nhét ngay nay, né
GO \, )8 e cha mot trong cac co s& di liéu I&n nhét vé théng tin cac
website. V&i cac tinh nang nhu: tro gidp tim kiém, dich thuat,
tim kiém giai phap kinh doanh, hé tro' dwa ra y tuéng....wv.

2.1.2 Hai co ché tim kiém théng dung

Co ché tim kiém 1a co ché dua trén viéc tim kiém théng tin vé cac Website trong cac kho dir liéu.
Ban c6 thé tim kiém thong tin béng nhiéu cach khac nhau, trong d6 c6 2 cach phé bién nhat do 1a :

Mot trong céc loai co ché do |a co ché Robot. Trong co ché nay co s& di liéu duwoc xay dwng bdi
mot chwong trinh tim kiém, né lién tuc tim kiém théng tin t website nay qua website khac théng qua
cac duong link két ndi gitka chung. Theo co' ché tim kiém nay thi Robot s& tim kiém thoéng tin theo
danh muc, c6 nghia co s& di¥ liéu sé tao ra cac bién tham chiéu dén cac khda chinh trong website.
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Khi st dung co' ché tim kiém Robot ban phai nhap t&» can tim vao hdp chi réi nhan phim Enter. Lic
nay co ché tim kiém sé tim tr ma ban da nhap trong co sé di liéu.

Ban nén nhap nhirng tir st dung thdng dung nhat va két qua clia viéc tim kiém thwéong la hang tram
nghin trang, tlr ban nhap s& nam rai rac trong tat ca cac trang két qua hién thi.

Web Hinh jnh Nhoém Blogs Thy Muc Gmail thém v iGoogle | £ang nhip

Google

Viét Nam
T,ﬁ ek e anc
[ Tim w&i Google “ %em Trang Bau Tién Tim Buoc | Skose Habe nal

)

Tim kiém trén: & web O nhilng trang viél bdng tiéng Viét O nhing trang tir Viét Mam
) q Q lieng d g

Google com wn o sdn bing tiéng: English Frangais &3 ( %8 )

Chireng trinh Cudng cdg - Gidi phap Kinh doanh - Gigi thidu v Geogls - Google com in English

E2098 Sooghe

Dé téng tinh chinh xac cho théng tin dwoc tim thay, ban co thé gidi han pham vi tim kiém. Chang
han nhw ban chi lwa chon cac trang web dugc viét bang mét vai thir tiéng nhéat dinh hodc chon cac
trang web trong mét khodng théi gian nhéat dinh. Google 1&8 mét chwong trinh dién hinh st dung co
ché tim kiém Robot nay.

Co ché tim kiém th(r 2 ma ban sé dwoc hoc d6 1a co ché Catalogue. Con nguwdi da tao ra cac chi
dé va trong d6 méi trang sé dwoc phan loai. Co ché nay twong tw nhw cach cac cubn sach dwoc
sap xép trong thw vién, khi muén tim chung thi ban phai tra theo chii d&. Co ché nay nguoc lai v&i
cac co ché khac la ngudi tao ra cac website sé phai dang ky cac trang ctia ho tai co ché Catalogue
néu ho muén cac trang ctia ho dwoc ngudi st dung tim dén.

Dé tim mot trang web bang cach str dung phwong phap nay, ban phai nhap vao mét cha dé nao do ,
chang han nhw cht dé Sport. Tiép d6 ban chon mét chi dé trong bang chon con. Day la moét vi du
dién hinh cho céng cu tim kiém Yahoo.

g
"‘-i\\AucIio Directary | Local | Mews J
Y

b

W
1{’5 Azk a question | Answer questlons

43 Card. A MasterCard for those with Iei
-

? Free mail: Sign Up

A Shopping

ahl Sports
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2.1.3 Yahoo!

Co ché tim kiém Yahoo la mét trong cac co ché tim kiém I&n nhét st dung hé thdng danh muc.

Ban c6 thé tim thay nhiéu dwong link khac nhau trong mét trang web, chang han nhw: duwéng link
mua s&m (Shopping), dwdng link tin trc (News) va dwdng link du lich (Travel). Cac dwong link
duwoc sap xép theo danh muc. Ngoai viéc cung cép cac dwdng link vé& dich vy, Yahoo con 1a mot
trang web cung cap nhiéu trochoi (Game). Tai day ban c6 thé choi cac trod choi véi ban bé thong
qua internet hodc choi riéng 1é.

Giao dién cua Yahoo
Day 14 trang dau ctia Yahoo. Trang nay hién thi ngay khi ban nhap dia chi ciia Yahoo vao dong dia chi.

Hop Tim kiém trong

Yahoo! recammands the new Firefox Get & fres domain with your busineas vab site.

Yahoo!. Ban nhap ; E;YAHPO.’ @

ter can tim vao hop

Web  Images deo | Local | Shopping | more ~

nay roi nhan phim Zamrch: @ [ieb Semch_]
Enter trén ban phim
hodc nhén nit Web [ET i vanse | ¥ vesw @ s il
2 < A
Se'al't'c‘h :te ba;-gau € Answers eatured Entertainment Sports o Check your mail status- Signin  Free mail Sign Up
qua trinn tim Kiem & Autos End of 'Hannah Montana™? = = -
trén Yahoo. @@ Finance il TV rumars. while B= wan I \;)H“‘E"“F W RIEEH; o
a rs reveal their first fi

A N A B Geenas i w-.lc..-.,:..,ki. a} Weather | ‘3 Local I Q Horoscopes

Ban nhan vao day @ Groups e _

2 Q@ Hotlobs @
néu mubn ding EA Maps
nhap vao trang web

Yahoo! Games - Take a Break & Play

e

& mobile web
@l Mevies | TV

bang tai khoan cua & Husic
riéng ban. Khi dang #? one _ =
el Sl L R
klém tra h6p thw E :ﬂ Estate = Latest Election Polls and Coverage e
riéng hoac lam cac (3 Shapping Inside Yahoo! Small Business
hoat dong khac trong g spons Save 25% on Web Hosting
tai khoan ctia minh. {5 Travel s e b
[ TP P S = i a el yt
Tai day ban cé thé Ira chon mét danh muc cé trong Yahoo.
3
2 Tai day ban cé thé xem mét trong cac dich vu trong Yahoo!.
Tai day ban c6 th& xem tdng quan cac tin térc cap nhat ngay hom nay.
5
5 Ban nhan nut Page Options nay néu mudn d6i mau giao dién man hinh Yahoo, chuy&n b6 cuc man hinh rong hoéc hep hay

ban c6 thé tiy chinh trang chi Yahoo.

Yahoo bao gém cac tinh ning nhu:

Tim kiém theo danh muc, chirc nang tim kiém va cac tinh nang khac. Vi cac tinh ndng nay ma
Yahoo ciing dwgc goi nhw la mét Portal.

Portal 1a mot trong cac thuat ngir internet, né gidbng nhw mét cdng internet. N6 cé thé link dén rét
nhiéu cac dudng link cla cac dich vu chang han nhu thw t, lich ndm, béo chi, dich vu mua sdm, dw
bao thoi tiét...vv. Day ciing la ly do ma Yahoo dwoc nhiéu ngudi st dung coi né nhw mét trang khéi
dau cuia ho khi truy cap internet.
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Chc ndng My Yahoo! gitip nguoi st dung c6 thé dat trang bat dau véi cac dich vu ho can.

Sw canh tranh gitra cac cdng internet va cac co' ché tim kiém kha khéc liét. N6 thé hién & toc do
phét trién va sw I&n manh ctia ddi tha canh tranh. M6t vi du dién hinh vé sw canh tranh gitra cdng
internet va co ché tim kiém la sw canh tranh gitta MSN(Microsoft Network) va AOL(America Online).

Chu y: Mét sé phién ban chi danh riéng cho ving nao dé cta Yahoo. Khéng cé phién ban hoan chinh cho viéc trinh duyét

theo danh muc, day la ly do tai sao ma ban huwéng dan st dung phién ban cia My.

2.1.4 Tim kiém théng tin bang cach st dung
chirc ndng tim kiém Yahoo

Khi st dung Yahoo ban c6 thé:

«  Tim théng tin bdng cach nh&p chudt, day dwoc goi 1a phwong phap trinh duyét web

«  Tim théng tin bang cach nhap cac tir khéa lién quan, day dwoc goi la phwong phap Searching

«  Két hop ca hai phwong phap & cip dd béat ky clia danh muc.
Trinh duyét web
Khi trinh duyét béng cach nhap chuét, ban phai nhan thirc dwoc ring ban co thé tim thdy nhirng
théng tin gibng nhau. Yahoo! cé nhiéu thanh phan tham chiéu chéo gitra mét vai chi dé, do d6 ban
sé khong thé gi¢i han dwoc sy tim kiém ctia ban. Viéc nhap chudt vao mét chi dé thudng khong
duoc link tryc tiép dén thong tin ban cn, thay vi dé ban cé thé trinh duyét nhirng chi dé thong tin

quanh mét khu vwe nhé dé thu hep pham vi tim kiém xudng, nhw la sw diéu huwéng trong mét trang
web théng tin khéng 16 bang céng cu tim kiém.

Chang han ban dang can tim théng tin chung chung vé internet va cac médi quan hé van hoéa. Ban sé
b&n khodn va dwa ra cac cau hdi vé& van dé& nay nhw: Chi dé& nao cé thé chira dung thong tin vé van
dé& nay? C6 thé nhirng trang web trong muc Computer and Internet sé& chira cac thong tin nay? Co
tap tri trwc tuyén nao vé diéu nay trong muc News and Media khéng? hay cé tét hon néu ban bat
d4u viéc tim kiém trong muc Society and Culture?...vv.

Ban van c6 thé tim kiém théng tin ban can dwdi cac chi dé khong lién quan truyc tiép, théng qua cac
tham chiéu chéo. Néu ban chon muc News and Media dé tim kiém cac thong tin tha vi, ban lam nhw
sau :

® Cach tim mot tap chi
1. Nhép vao danh muc Yahoo! Web Directory
2. Nhap vao News.

3. Nhap vao Magazines.
Bay gi® ban c6 thé thoai mai lwa chon trong mét lwong 16n cac chu dé tap chi hién thi.

4.  Nhép vao Computers and Internet.
Tai day ban c6 thé thay rat nhidu cac tap chi ma phan Ién la cac tap tri v& internet.
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5.  Nhap vao PC World hodc mét tap chi twong duong.
Nhw ban thdy, pham tri cht dé thay déi theo ndi dung ma ban duyét. Chéng han t» pham tra ch dé
News and Media sang pham trii chi & Computers and Internet.

Khi trinh duyét web s&r dung Yahoo, ban ciing can biét réng cong cu tim kiém dwa vao trong tai
khoan néu moét trang web la thwong mai hay phi thwong mai.

Yahoo! Directory

News and Media

Home > News and Media

Yahoo! Directory

Magazines

Home > Mews and Media > Magazines

Yahoo! Directory
Computer and Internel Magarines

pmé = Computers and Internet > News and Media > Magazines

Néu ban dang tim kiém mét trang web, noi ma ban c6 thé mua mét doi gidy. Ban sé bat d4u viéc tim
kiém trong danh muc Business and Economy hay danh muc Recreation and Sports ?

Do trang web ma ban dang tim kiém 1a mét trang web thwong mai, nén ban nén bat dau viéc tim
kiém trong danh muc Business. Nhung néu ban dang mudn tim kiém cac cau lac bo thé duc hay
chd dé twong tw, thi ban nén bét dau viéc tim kiém trong danh muc Sports.

Nhwng tham chi trong lic ban dang trinh duyét cac danh muc nay thi cac tham chiéu chéo téi cac
danh muc khéc ciing sé hién 1én. Diéu nay |a tién lgi cho nhirtng ngudi dang can tim ca 2 loai théng
tin v& ddi gidy va cau lac bo.

Goi y: Ban c6 thé nhan dang cac chii dé duoc lién két chéo thong qua ky tw @ & cudi duong link.

2.1.5 Tim kiém

Khi ban dang st dung phwong tién tim kiém Yahoo!, ban phai nhap mét hay nhiéu tir khéa tim kiém
trong hdp chi réi nhap nut Search. Lic nay co sé& di¥ liéu sé quét qua cac tir ban nhap theo trat tw
sau:

«  Trwéc tién cac co ché tim kiém sé tim nhivng muc chl d& phi hop véi tiv ban nhap

«  Tiép doé né sé tim dén cac website, co ché dwoc st dung & day la co ché Robot.

Két qua tim kiém clia ban s& dwoc hién thij theo trat tw nhw trén, truwdc tién 1a cac danh muc rdi dén
cac website.
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Tim kiém nang cao (Advanced search) :

Khi str dung Yahoo! ban sé& gap ché do tim kiém nang cao. Ché d6 tim kiém nay cung cép cho ban
nhirng tién ich twong tw nhw Google. Khi nhap vao Advanced Search, ban cé thé chon ché do:

«  Tim kiém théng tin theo mét té hop cac tir khéa
«  Tim kiém thong tin theo tirng ter.
«  Tim kiém cac websites theo t&n nwéc hay theo ngdn ngi

«  Tim kiém théng tin theo khung thoi gian.

all of these words
the exact phrase
any of these words

none of these words

Tip: Uze these aptions to loak far

anytime v

all categories ~

2.1.6  Tim kiém két hop

M6t trong céc dac tinh théng minh clia Yahoo! la ban cé thé két hop browsing va searching. N6 sé
la mot dac tinh thich hop nhét dé ban Iwa chon dung khi ban da cé kién thirc hiéu biét vé cha dé ban
can tim hodc cac cac théng tin gan véi chi d& ma ban can tim.

Trudc tién ban nén tim kiém céc théng tin ma ban da biét, rdi qua do ban c6 thé tim thay cac théng
tin khac twong tw nhw vay.

Vi du ban muén tim théng tin v& mét cudc dua méo, cu thé hon |a ban quan tdm dén théng tin cac
loai méo hoang, chdng han nhw : hé, sw tt, bdo...vv. Vay ban sé bat dau viéc trinh duyét & dau ?
Trong trwéng hop nay thay vi ban trinh duyét, ban sé bat dau viéc tim kiém véi hop chir.

® Céch dé tim kiém két hop:
1. Trwdc tién ban nhap tr Lion vao hdp chir,
Gid day ban da co cai nhin tdng quan hon vé& céac thw muc khac nhau trong Yahoo! va tat ca két qua

dwoc tim thay la théng qua co ché tim kiém Robot.
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2. Dé thay ddi Directory ban nh&p vao né.

“ahoa! My Wahoo! Mail  Welcome, Guest [Sign In

Web | Images | Yideo | Audio Directnr:

YAHOO! SEARCH [ien

3. Nhép vao dudng dan Wild Cats > Lions trong thw muc Directory Results. Theo cach nay, ban co thé

trwoc tiép dwoc link téi thu muc vé Lion.

Directory > Science > Biglogy > Zoclogqy > Animals, Insects, and Pets > Mammals > Cats > Wild Cats > Lions

O day ban c6 thé thay cac thw muc ma ban dé trinh duyét qua,

5. Hay thtr nhap vao mét vai dwerng link, ban sé cé thé kham pha cac thu muc khac nhanh chéng chi don

gian la ban nhap chudt vao né.

6. Nhap vao thu muc Wild Cats d& xem liéu c6 dwéng link nao ban quan tam dén khong (Thw muc Wild

Cats la thw muc trong d6 co6 thw muc Lions).

Th&r nh&p vao dwéng link téi Big Cats Online.

T4t nhién ban c6 thé tim thAy cac trang web nay bang nhiéu cach khac nhau, chang han nhw ban st
dung nhirng tir tim kiém dau tién khac vi du méo, hé...vv. Hau nhw két qué sé la twong tu.

2.1.7 Google

Tén Google cé ngudn gbe tr tir “Googol”, cé nghia sb 1 va theo sau la 100 s 0. T& cudi ndm 2000,
Google da c6 co s& dir liéu vé tai liéu web I&n nhat trén internet.

Khi hwéng dan nay dwoc viét ra thi Google da chiva co dir liéu Ién dén 8.058.044.651 trang web,
con sb nay sé con lién tuc gia tang.

Bén canh d6 Google c6 kha nang thwc hién khoang 150 triéu 1énh tim kiém méi ngay, ma co ché
duoc st dung théng dung nhét la co ché tim kiém Robot.

Vi vay ma ngay nay Google tr& 1&n rét phd bién trong viéc tim kiém théng tin.
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Web Hinh inh MNhém Blogs Thy Mug Gmail thém v iGoogle | £ang nhip

Google

Viat Nam

[ Tim wiri Google “ Xem Trang Bau Tién Tim Buwoc PHEEPR A

o

Tim kiém trén: & web ' nhiing trang viét bing tidng Vigt O nhikng trang tir Vigt Mam

Google com wn o sdn bing tiéng: English Frangais &3 ( %8 )

Chireng trinh Cudng cdg - Gidi phap Kinh doanh - Gigi thidu v Geogls - Google com in English

F2398 Sooghe

Phan loai thong tin hién thi

Mét trong nhirng ly do quan trong ma Google tré 1&n phd bién véi ngudi stv dung dé 1a né khéng
hién thj cac théng tin tim kiém khong can thiét. Phuong phap nay dwoc goi la Relevance Sorting,né
hoat déng v&i co ché PageRank. Co ché PageRank nay quyét dinh két qua tim kiém nao sé duoc
hién thij t&i nguwoi st dung.

Mot wu thé khac ciia Google do 1a nd hau nhu khdng c6 cac thong tin quéng céo. Chi cé khoang
15% céc |énh tim kiém théng tin quéng céo s& dwoc hién thi. Théng tin vé quang céo dwoc tim thay
chi don gian 1a cac dwong link dwoc hién thi & phan trén cuing ctia trang theo mét cach nhét dinh,
ma diéu nay con tuy thudc vao chi d& ma ban can tim kiém.

Trang Google ban than né kha don gian chi véi mét hop nhap ti khoa tim kiém va vai nat 1énh.

2.1.8 Cac dac tinh cua Google

Ban c6 thé thay doi ngdn nglr méac dinh clia Google mét cach dé dang, thwc hién viéc nay tai muc
Preferences:

Web Images Groups MNews Scholar more »

Advanced Search
Preferences

Google Search ” I'm Feeling Lucky Language Taols

Search: @ the web O pages from Vietnam

Chu y :Ban sé khéng thé thay déi cac déc tinh khi ban da vé hiéu hoa céc Cookie trong trinh duyét ciia ban.

Ngoai viéc thay dbi ngén ngi tai trang déc tinh ctia Google, ban con cé thé thiét Iap cac dic tinh
khac nira nhu:

«  Chitim kiém nhirng trang web trong mét ngén ngty nhét dinh.
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«  Gi6i han bao nhiéu két qua sé dwoc hién thj & méi trang khi tim kiém, & day méc dinh s két qua hién

thi la 10.

«  Cho két qua hién thi trong mét clra sb trinh duyét méi hay khéng.

Global Preferences (changes apply to all Google services)

Interface Language Display Google tips and messages in: | English

b

If you do not find your native language in the pulldown above, you can

help Goozle create it throuzh our Google in Your Lansuage prozram.

Search Language (® Search for pages written in any language (Recommended)

(O Search only for pages written in these language(s):

[ Arabic [ English [ Indonesian
|:| Armenian |:| Esperanto |:| Iralian
[[] Belarusian [[] Estonian [[] Japanese
] Bulgarian El Filipino [ Korean
[ catalan [ Finnish [ Latvian
[ Chinese (Simplified) [ French [ Lithuanian
[] Chinese (Traditional)  [] German [[] Norwegian
[ Croatian [ Greek [ Persian
[ Czech [] Hebrew [ Polish
[ Danish O Hungarian O Portuguese
[ Dutch [ tcetandic [ Romanian
Number of Results Google's default (10 results) provides the fastest results.
Display 10 ¥ resules perpage.
Results Window O Open search results in a new browser window.

[J Russian
[ serbian

[ stovak

[[] Stovenian
[ Spanish
[ swedish
[ Thai

[] Turkish
[ Ukrainian
[ Vietnamese

Chu y: Google sé tao mét cookie véi céc dac tinh ma ban da dat khi ban nhap vao nit Save Preferences.

V'é

2.1.9 Tim kiém théng tin bang céch st dung

Google

Khi ban thwc hién viéc tim kiém bang cach st dung Google, thi co' ché tim kiém sé& khong chi tim
nhirng tai liéu c6 dudi html. Ma né con tim tai liéu c6 dudi pdf, tai liéu Word, tai liéu Excel va cac tai
liéu c6 dudi RTF. D& hién thi cac két qua tim thay, nguoi st dung phai c6 cac chuwong trinh doc

chung dwoc cai trén may.

® Céch tim kiém thoéng tin str dung Google:

1. Nhap tir khéa tim kiém vao hop chiv.

Néu ban muén gi6i han théng tin tim kiém theo mét ngdn ngir nao do.

2. Nhap chuét vao nat Google-search.
hoac

Nhan phim Enter.
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| feel lucky

| feel lucky

Nut [ sé& dan nguoi sir dung truc tiép dén trang web dau tién ma né tim
thay.Diéu nay khién cho viéc tim kiém cé phan nhanh hon nhét 1a véi nhitng két qua tim kiém da
dwoc xac dinh ré rang, chdng han nhw: Trang chi ctia mét cong ty nao d6. Nhung diéu nay khdng
phai luén dung trong moi trirong hop, day cling chinh la ly do vi sao ma né c6 céi tén nhuw vay.

Két qua tim kiém

Dé c¢6 céi nhin tbng quan vé toan bd két qua théng tin dwoc tim thay mét cach nhanh nhét, chéng
han nhw c6 khoang 6 ty két qua thong tin dwoc tim thay (nhw trong vi du nay) vay tét hon hét ban
nén cung cap thém thdng tin dé gi¢i han pham vi tim kiém. Khi két qua cla viéc tim kiém duwoc lwu
trong bd nhé tam thoi (Cached) véi mot tén nao do do hién thoi webite nay khéng san cé ma do
Google da lwvu né & dau dé, didu nay cé nghia théng tin tim thdy sé khéng hoan toan duoc cap nhat.

Nhw da noi & trén Google sé chi hién thi 10 két qua 1 1&n. O’ phan day cla trang, ban cé thé nhap
nat Next dé hién thi 10 két qua tiép theo. S6 mau dd khong cé gach chan thé hién trang nay hién
dang dwoc hién thi.

Previous L 2 2 4 5 6 7 8 2 10111213 Next

—

2.1.10 Tim kiém nang cao s dung Google

Néu ban mudn thém céc tiéu chuan tim kiém khac dé thu hep pham vi tim kiém xuéng, ban nén st
dung chirc nang tim kiém nang cao. Vi du ban tim kiém thong tin v&i tir “internet”, ban sé cé khoang
hon 6 triéu két qua khac nhau. Sau d6 ban tim kiém théng tin véi tir twong tw nhwng khong lya
chon nhung trang cé chira tir “Microsoft” thi két qua tim thay sé gidm xudng dang ké.

Tim kiém nang cao

Tai phan tim kiém Nang cao ctia Google, ban tlly chon c4c tiéu chuan trong cac nhém khac nhau dé thu hep
pham vi tim kiém cta minh. Day la ban téng quat ngén gon nhét cda Tién ich tim kiém nang cao cia Google.

Dién nhirng t&r can tim

1

vao phan nay ciing GOl }gle ‘Advanced Search Advanced Seaech Tips | About Googla

twong duong véi viéc

thém AND gilra cac tu.

Pién nhirng tlr can tim '
2 Find wel pages that have...

. o hese woids \:I)

vao phan nay cling ) B

twong duong vai viéc e o more ol hese words (3]

tII”n kiem mot cau trong But don't show pages that have...

A 5 kdn (€7

dau ngoac kép (“ ). ( ) ot

Dién nhirng tir can tim Foss movs Roliy )
3 Results par page 10 resulte w

R N . . Language ary language ~'®

vao phan nay cung File type any format )

twong duong véi viéc Soarch within & site or domain

thém OR gitra cAc tir.

bien nhCPng twr can tim Atvanced Search
4

vao phan nay ciing tvong dwong véi viéc dat NOT trwdc cac tir can tim.
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Tai day ban c6 thé lwa chon bao nhiéu két qua ban mudn hién thj trén méi trang.

5

" Tai day ban c6 thé gi¢i han viéc tim kiém trong pham vi mét ngén ngi nhét dinh nao do.

5 Tai day ban c6 thé lwa chon tiéu chuan kiéu dinh dang tép tin.

. Nhan vao nut nay khi ban mudn cra s mé rong thém pham vi tly chon thiét 1ap tim kiém nang cao, vi du nhw tly chon ngay
thang, cac quyén nguwoi dung, danh sach sb ...

§ Sau khi da Iwa chon xong cac tly chon giéi han pham vi tim kiém, ban nhan nut nay dé Google bét dau tim kiém nang cao.

® Céch dé gi¢i han pham vi tim kiém
1. Nhép chudt vao Advanced searching & bén phai ctia hop tir khoa tim kiém trén trang d4u cua
Google.
2. Nhap tr "Internet" vao hop co tén "With all words".
3. Nhap tir "Microsoft" vao hop coé tén "Without these words".

4. ROi nh&p nat Google-search.

Bay gi¢ két qua clia viéc tim kiém da gidam xudng dang ké&. Chu y Google thwérng dat mot dau triy &
dang trwde tv “Microsoft”.

Thi st dung chirc nang tim kiém nang cao ban sé& nhan thdy cac toan t& nao dwoc st dung trong
hop tir khéa tim kiém, né cho phép ban bé qua chirc nang tim kiém bang cach nhap chuét va st
dung truc tiép cac toan t& trong hop twr khoa tim kiém.

Thir thém mét vai tiy chon st dung tim kiém nang cao.

Web Images Groo

Goc Jg

Search: @ the web €

2.1.11 Tim anh bang cach st dung Google

Néu ban chon tim kiém anh trong Google, két qua tim kém s& dworc hién thj trong mét danh sach
céac tép anh. Tat ca cac tép anh nay déu cung moét loai, loai tép anh phd bién nhét 1a cé duéi jpg, gif,
png hay bmb. Theo nhw méc dinh thi cac birc anh ma Google sé tim kiém 1a c6 dudi jpg va gif.

® Cach dé tim kiém anh

1. Nhép vao nat Images.

@ Groups  Mews Scholar more s
Advanced Image Search
G 0 L Jg le SE a“:h ImagES Frafarances

Search: & the web O pages from Vietnam
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Bay gi® ban dang & phan tim anh cta trang. Khi cai nay dwgc viét thi da co khoang gan 500 triéu birc
anh trong co s& di¥ liéu ciia Google. Viéc tim kiém &nh cling don gidn nhw viéc tim kiém cac trang

web.
Nhap mét tir khoa tim kiém vao hop tir khéa tim kiém. Vi du ban nhap tir “tiger”.

R&i nhép nut Google search.
hoac

Nhan phim Enter.

Bay gi® ban sé& c6 trén 20 blrc anh dau tién trong cung mét dinh dang nhd nhw nhau, kich thwéc tw
100 dén 150 pixel. Bén canh d6 ban ciing sé cé théng tin vé méi birc anh, chdng han nhuw:

Tén.

Kiéu (.jpg or. gif).

Kich thwdc theo don vi diém anh.
Kich thwéce theo don vj Kilobytes (kB)

Dia chi anh.

Tiger Pictures & Facts
800 x 600 pixels - 46k - jpo
fohn.net

[ Elere resultater fra fahn. net |

2.1.12 Tim kiém anh nang cao

Khi dang tim kiém anh v&i tir khéa tim kiém 13 tiger, s& c6 kha nhiéu cac blrc anh cla tay golf Tiger
Woods hién thi. Google cé chirc ndng tim kiém nang cao sé gilp ban gi&i han pham vi tim kiém
xudng. Hay thwe hién cac thao tac tim kiém gidng véi tim kiém nang cao céc trang web.

® Cach dé gi¢i han pham vi tim kiém anh:

1

M@& chirc ndng tim kiém anh clia Google va nhap nat Advanced image searching.
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2. Dién thong tin vao cac hdp, nhw hinh dudi day:

GO E }8 le Advanced Search el Caah Ta T Al Coale
with all of the words tiger 10 resulis |»

Find results
with the exact phrase =008k Search

with at least one of the words

without the words wigod goft
Language Retum pages writien in any language »
Region Search pages located in: any region hd
File Format Only | rgluen results of the file format any formal b
Date Return web pages first seen in the anytime W

3. Nhap nit Google search

hoac
3. Nhan phim Enter.

Bay gi® tat ca cac blrc anh da dworc hién thj trong mét pham vi rong hon va cac bire anh vé tay golf
Tiger Woods da khéng con hién thi.

2.1.13 Nhom théng tin va chi dan trong Google

NGt Groups trén trang chd clia Google cho truy cap dén vai nghin nhém thong tin trén internet.
Nhém théng tin (Usenet) lam mét phan ci cta internet. Ching cé thé dwoc so sanh véi mét bang
pin, noi ma moi ngudi trén toan thé gidi cé thé doc va givi 1én d6 nhivng thir ctia riéng ho. Ho co thé
dé trong mét hay nhiéu nhém  tin.

Théng thwdng, cac chuong trinh nhw Microsoft Outlook Express hay chwong trinh nhom théng tin
chuyén dung(News-readers) dwoc st dung cho viéc trinh duyét nhirtng nhém théng tin nhw vay.
Google cung cap ché doc va tao cac trang viét (yéu cau dang ky) trong cac nhém tin nay béng cach
str dung internet Explorer hoac cac trinh duyét twong tuw.
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Vietnam

Web [mages Groups MNews{ Scholar more »
Advanced Search

| Preferences
[ Google Search ][ I'm Feeling Lucky ] Language Tools

Search: ® the web O pages from Yietnam

s00R!1€

Thw muc (chi dan)

Google 1a mét céng cu tim kiém Robot quan trong nhét, ngoai viéc phéi hop véi Open Directory
Project (ODP), Google ciing c6 mét thuw muc chi dé kha dd so6. Open Directory Project 1a mét thw
muc cha dé rat I6n, né duoc tao va duy tri bdi nhung ngwdi tinh nguyén. Nut chi dan trén trang cha
Google dan ban dén mét phan tir muc cla trang.

Hau nhw khéng c6 cac thu muc khdng viét bang tiéng anh trong phan thw muc ciia Google trén
trang dé. Viéc trinh duyét phan nay cla trang dugc thue hién twong tw nhw cac thw muc cla Yahoo.
Ban nhép vao mét thu muc va thu hep pham vi tim kiém cta ban béng cach trinh duyét thong qua
cac thw muc nay.

Ban cling c6 thé chon st dung tim kiém trong hop tir khéa tim kiém dé tao ra mot sy tim kiém mai
trén thw muc hién thdi dang duoc trinh duyét. Google st dung hé théng PageRank dé hién thj cac
trang lién quan trén phan dau clta két qua tim kiém.
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2.2 Diéu khién théng ttr www

Khi ban tim kiém thong tin hay trinh duyét trén www, c6 thé cé lic ban muédn lwu gitr hay gl thong
tin tim thay t&i nhivng ngudi khac.

Ban c6 thé Iwu ca trang web hay lwu cac phan clia né nhu: cac doan chi, cac birc anh hay cac
dwong link.
Trong bai nay ban sé dwoc hoc cach dé:
e Sao chép thdng tin tr cac trang web.
e Lwu moét trang web vao may cuda ban.
e Incac trang web.
e Lwu cac blrc anh hay cac dwong link.
Yéu cau:

Khoéng cé yéu cau dac biét d& ban cé thé hoan thanh bai hoc nay tét.

Chu y : Ban luén phai tdp trung va tén trong ban quyén cda tac gia, véi cac doan chik va céc birc &nh trén internet. Thuong
thi viéc sao chép nhirng thir nay la dé phuc vu cho muc dich tham khao cé nhén, nhuwng néu ban sao chép théng tin dé

truyén tay la diéu khéng nén.
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2.2.1 Thoéng tin sao chép

Khi ban muédn sao chép théng tin vé may cta ban, ban cé thé thwdng st dung cac 1énh Copy va
Paste. Viéc sao chép chir c6 dinh dang html vao Word la hoan toan cé thé. Word cé thé doc dwoc
dinh dang html, diéu nay cé nghia chi¥ dwoc sao chép tir mang cé thé gitr dwoc dinh dang html ma
khéng can phai chuyén sang dinh dang binh thuwéng cta Word. Biéu nay ciing ¢ nghia céc dinh
dang nhu : phdng chir, mau va kich thuwéc sé dwoc sao chép vao Word cung véi nhikng thir nhw
anh va dd hoa.

® Céch dé sao chép thdng tlr mot trang web vao moét van ban:

Néu ban mudn sao chép mét phan cla trang web vao van ban Word ma khéng gil lai dinh html cia
nod, ban lam nhuw sau:

1

5.

6.

DBanh dAu doan chir ma ban muébn sao chép bang cach nhap chuét va kéo chudt qua doan chir do.

Con tré phai chuyén thanh mét dong trwéc khi ban nhap.

Chon Edit/Copy.
hoac
Nhan t& hop phim Ctrl+C.

Chuyén dén chwong trinh va van ban ma ban muén dan doan van chi d6 vao.
Ban chon Edit/Paste ho&c nhan tb hop phim Ctrl+V.Dé gitr dwoc dinh dang html cho doan chiv dwoc

sao chép, chdng han nhw : phéng chi¥ hay nhitng thi twong tw nhw vay. Thay vi d6 ban nén

Chon Edit/Paste special.
Hop thoai Paste special sé& hién thi.

Nhap vao non-formatted text d& dan chir chwa cé dinh dang.

Nhép OK.

Chu y: Néu ban muébn sao chép toan b chir cia mét trang web, ban cé thé si¥ dung chirc ndng Save as.

Cha y: Str dung phim tat Alt+Tab dé chuyén déi gitra cac chuong trinh, néu chwong trinh soan tho van ban hién dang chay.

Chu y: Néu ban st dung céc chuong trinh soan tho van ban nhuw: Microsoft Notepad hay Microsoft Wordpad , ban cé thé

str dung Edit/paste dé bé dinh dang html.
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2.2.2 Lwu trang web nhu la mét tép

Mot trang web thwérng cé dinh dang tép html. Cac bl &nh hay céac thanh phan khac twong tw nhw
vay trén trang web thudng khong duoc lwu theo dinh dang html clia né, nhwng cé thé két néi duoc
t&i nd. Néu ban muén lwu trang web hién thoi téi & dia cirng cGa ban, ban c6 thé chon rat nhiéu loai
kiéu tép, va dinh dang riéng cac birc anh.

Hop thoai Save Webpage

Nhan tab File rdi nhan Save Save Webpage

As, ban sé c6 hop thoai Save
Webpage.

Tai day ban lwa chon vi tri lwu

trang web vao.

Nhén vao biéu twgng nay néu

2
ban muédn tao mét thw muc
mai.

5 Day la vi tri @& ban thay ddi tén
tép cla trang web ban dang
lwu.

2 Tai day ban c6 thé chon dinh

dang ban muén Ilwu trang web,
vi du ban chon dinh dang chiv
hoac kiéu dinh dang trang
HTML cé kém theo cac anh.

Savein | u:i by Documents l‘y

My Recent
Documents

P

Desktop

)

My Documents

My Computer
<

by Metwork

¥ &2 @
@
ﬁ My Music h 4
|]£l| My Pictures
[C5)Snaglt Catalog
File: name: |Yahoo! @ v | [ Save l
Save as type: L\_\{??_.‘?«[Cihi\"e, singIE El_n_a__[’finht] (‘&) : | [ Cancel ]
Encoding: | Vigtnamease (Windows) w i

® Cach dé Iwu trang web:

1. Chon File/Save As.
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Hop thoai Save As hién thi.

Save Web Page EJE|
Savein | |2} webpage P o * % -

3

w

My Recent
Docurnents

Desktop

7

fy Documents

-
9
tdy Computer
‘;‘] File: narne: Google v
>
My Mebwark Save as type: “Web Page, complete [*htm " k] R

Encoding: western European (Windows) hd

2. Nhap vao miii tén tré xudng d& chon thu muc ma ban sé Iwu trang web.
3. Nhap tén vao hop File Name (hodc str dung tén mac dinh).
4. Chon kiéu tép (Website, complete, Website, single file, html or text file) trong hop Save as type.

5. Nhap nat Save — ban phai nh¢ vi tri ma ban da lwu nd.

2.2.3 M& mbét tép tir dia cirng.

Néu ban da lwu mét trang web nhw la mét tép tin, ban hoan tdoa c6 thé mé né bang chwong trinh
Word hay mét chuong trinh soan thdo vén ban khac twong tw. Ban cé thé mé trang Web trong
dinh dang html lai hodc st dung Internet Explorer & mé né, ban lam nhu sau:

1. Chon Files/Open.

2. Nhap vao nit Browse.

3. Trinh duyét dwéng dan clia ban dén thu muc d4 lwu trang web.
4. Nhép vao tép tin html.

5. Nhap nut Open.

Bay gi®¢ ban quay lai v&i hép "open”.

6. Nhap nut OK.
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v Type the Internet address of @ document or folder, and
- Internet Explorer will open it for you.

Open: | v|

[ ]Open as \Web Folder

DK [ Cancel ][ Browse... ]

2.2.4 Lwu anh va dwong link

Néu ban muén lwu &nh hay van ban cé dang html, ban lam nhuw sau:

1. Dichuét t&i birc anh hodc dweng link ma ban mudn lwu né.

2. Nh&p chudt phai va chon Save picture as hoic Save destination as.
hodc ban cé thé Iam cach khac nhw sau:

Hagda|

Nhép vao biéu twong cé hinh dia mém trén bang céng cu nhd hién thi
3. Ban c¢6 thé chon thu muc lwu tép bang cach str dung Save in.
4. Nhap tén cho tép trong hép File name .

5. Ri nhp nut Save.

Chu y:: Théng qua bang cong cu cuc bé (bang cong cu xuét hién khi ban nhdp chudt phai), ban cé thé in ra hodc str dung né
lam man hinh nén trén desktop.
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2.2.5 Intrang web

Khi ban gép mét trang web véi nhivng ndi dung thu vi, ban cé thé in né ra bang cach st dung may
in. Ban c6 thé chon in moi tht gibng nhw hién thi trén man hinh ho&c chi chon in nhirng phan nhét
dinh, t6t hon hét ban nén st dung chirc nang Print Preview dé& xem trwéc trang in cla ban.

Print Preview

Ban c¢6 thé sir dung chirc nang Print Preview dé kiém tra, thanh phan noi dung va sé lwong trang in
sé duwocinra.

Cha y: Mot trang web thuong di I6n dé chira ttr 2 dén 3 trang gidy khé A4.

Chtlrc nang Print Preview
Nhén tab File rdi nhan Print Preview ban sé thdy ngay hop thoai Print Preview.

Khi ban da sén sang, ban

1 72 Print Preview
chi can nhén vao day dé in
trang web.
5 Ban chon 1 trong 2 kiéu
hwéng gidy in & day.
5 Ban nhén vao nut nay dé
dén hop thoai Page
Setup. Trong hop thoai
d6, ban cé thé cai dat cac
thiét 1ap cho trang in.
. Ban nhén vao day dé bé
hoac dé hién thi D& muc
trén va D& muc dwéi trong
trang in.
5 Day la nhirng biéu twong
gitip ban c¢é thé xem toan bd dd rdng trang hodc xem toan b trang in.
. Nhén vao day khi ban mubn Iwa chon kiéu xem nhiéu trang.
. Nhén vao phan nay néu ban muén thay dbi kich c& trang in theo ty 1& phan trdm.
. Céc biéu twong nat nay dung dé chuyén vé trang trwéc do, trang sau d6 hodc chuyén vé trang dau tién hodc chuyén dén trang
cubi cuing.
g Phan nay @& hi&n thi cho ban biét ban dang xem trang nao.
Ban nhan vao biéu twong diu hdi nay khi can co sy tro gitip clia hé théng.
D
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Chon Files/Print Preview

| B [&] * = page[t Jai1 = » | @ @[75% v ]| tel | Ciose

Ban ¢4 thé thay toan bd nhirng thanh phan sé dwoc in ra. Bang cach s dung chirc ndng thu nhd
(Zoom out), ban c6 thé xem toan canh vé tat ca cac trang sé duwoc in ra. Néu cé mét cot nao d6 ban
con thay thiéu, nhw trong vi du nay, ban cé thé diéu chinh lai trong phan Page Setup.

Néu ban dang trinh duyét mét trang web c6 chira cac frame, thi ban c6 thé lwa chon gitra:
«  Hién thj nhw hién thj trén man hinh.

«  Chi hién thj cac frames da chon.
«  Hodc hién thj tat ca cac frame, cai nay ndi tiép cac khac.

Page setup
Trong phan Page setup, ban cé thé :

«  Thay dbi can chinh cac 1&.

«  Thay dbi chiéu gidy in.

«  Thay dbi ndi dung trong phan tiéu dé trén va dwéi cla trang.
Hop thoai Page Setup

Nhan tab File rdi nh4n Page Setup ban sé& nhan Page Setup

dwoc hop thoai Page Setup. —
Tai day ban c6 thé thay ddi thong tin phan chir trong Dé zes i
L 7
muc trén va D& muc dwdi cla trang. Solitee:
Tai day ban c6 thé thay dbi chi sb céc |& cla trang. [ Automatically Select >
2
X . . . Headers and Footers
Tai day ban c6 thé quyét dinh hwéng gidy in nam ngang Header
. LA ZawdbPage &p of &P
hay hwéng giay in doc. L ——
A by " . A > 2 . FDDtBr
2 Ban nhan vao day khi mudn xem trang cua ban hién thi T
thé nao sau khi da co6 nhirng thiét 1ap thay doi. e PErYFE ks @
Ban nhén vao nut nay khi da hoan thanh viéc thay déi thiét (&) Partrait @ Left: :_U-?S Right: | 0.75
5 T
Iép trang. OLandscape Top: | 0.75 | Bottom: 0.75
@ a4 ] ’ Cancel ] [ Prinker. ..

® Cach thay déi thiét lap trang trwdc khi in:
1. Chon File/Page Setup.
Hop thoai Page Setup hién thi.

2. Néu co, nhw trong vi du nay tai phén Print Preview toan bd cot sé khéng co trong phén dwocin

ra. D& khac phuc van d& nay ban cé thé thay ddi chidu gidy tir chiéu thdng dirng (Portrait) sang
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chiéu ngang (Landscape)
Nhap Landscape trong phan paper feed.

3. Rdinhép nut OK.

4. Quay lai phan Print Preview va thay dbi moi th&r nhw ban dy kién.

Chu y:: Néu ban chi mudn in vén bén trén trang web, ban c¢6 thé lwu trang web d6 nhw doan vén va in né tte chuong trinh

soan thdo van ban.

2.2.6 Tiéu dé trén va dwdi cua trang

Ban c6 thé thay ddi cac ma trong phan tiéu dé trén va duéi clia trang. Ma méc dinh hién thi tiéu dé
cla trang web, sb trang va téng sb cac trang trong phan tiéu dé trén cla trang, cung véi dia chi
trang va ngay thang trong phan tiéu d& duwdi ctia trang. St dung chirc néng tro giip dé xem nhirng
ma nao dwoc st dung :

1. Nhép vao diu haéi chadm & gbc phai trén cung cla thiét 1ap trang.
2. Nhap vao tiéu d& trén cla trang hién théi, lUc nay trd chudt cé dang ddu hoéi cham.

3. Tao danh sach va nhap cac ghi chu cho céc l1énh néu can.

227 Inan

Khi in mét trang web, ban phai tinh kich thwéc cho phan trang ban in I&n nhw thé nao:
1. Chon Files/Print.
hoac
Nhan t6 hop phim Ctrl+P.

2. Chon cac ché dd in ban mubdn:

e Khuvucin

+ S lwgng ban sao

Chu y : Ban c6 thé danh dau mét phén nao dé cla trang web va chi in phan dé. nit Configurations mé ra man hinh

céu hinh cta may in.

Néu c6 cac frame trén trang, ban c6 thé thiét 1ap ché dd dé in ching bang céach:

1. Nhép vao thé configuration trén dinh hop Print

2. Chon As shown on the screen, néu ban muén in trang nhw hién thi trén man hinh cta ban

3. Chon Only the selected frames, néu ban muén in mét hay nhidu frame d& chon.

4. Chon All frames printed individually, néu ban mubn méi frame dwoc in trong 1 ban riéng biét.

5.  Nh&p nat Print khi ban d& hoan thanh viéc c4u hinh.
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General | Options

Selact Printer

B & @ ;

Add Printer hp Laserlet

3380 PCL B

W
Staluz:  Ready []Prnk to file | Preferences
Location:
Comment
Page Range

o Mumber of copies: |1 3|

OPages |1 | Cabate e,
Enter aither a zingle page number of a single 12 I :

page range. For example, 512

[_Pix ][ concel ]

& Print

i :'<-c..~ﬁ
T o I e B .

[] Priek ot firked documents (] Prirw tabile of links

Cha y: Khi ban kiém tra hép Print table with hyperlinks, mét bang nhw véy sé dugc in & cudi trang vén bang.

Cha y: Cén than khi chon hép Print all linked documents, vi két qua trén tat ca cac trang cé lién quan dén trang dau
tién sé duworc in ra.
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2.3 X ly cac tép tin trén WWW —
download

Phan I&n théng tin dwoc tim thay trén WWW 1a bao gdm tép tin, c6 nghia 1a, tén cla goi di liéu. Do
c6 thé la hinh &nh hodc cac tép da phuong tién trong trang web, cac tai liéu ho&c phan mém riéng
biét, dwoc dinh kém cho ngwi dung khi truy cap vao trang Web.
Trong bai hoc nay ban sé dwoc hoc cach dé:

«  Tim kiém tép tin.

«  Taicac tép tin v& may.

» Nén va gidi nén cac tép tin.

e S dung chtrc nang WinZip.
Yéu cau:

Khong cé yéu cau dac biét d& ban cé thé hoan thanh tét bai hoc nay.
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2.3.1

Gigi thiéu vé downloading

Khi ban thay tép tin ma ban dang can tim, sé rat dé dang dé chuyén né tlr www hoac FTP t&i dia
clrng clia ban. Ban goi viéc nay 1a tai vé (downloading). Con néu ban dwa théng tin trong mot tép tin
[én internet thi goi la dang tai Ién (uploading).

Dé tai mot tép tin tr www hodc FTP, ban chi phai nhap chudt vao dwéng két ndi tép. Nhap vao day
dé xem vi du:

©

Lwu cac tép tin I1én dia clrng clia ban

Khi dang tai cac tép tin vé bang cach Iwu tép tin 1én dia clrng, ma hau nhuw 1a lvu cac birc anh tiy
internet.

1. Ban nhap chudt vao tép tin ban muén lwu.

Thuwong mét hop thoai sé dwge mé.

2. Nhép nut Save.

Ban cling c6 thé nhap chudt phai trén tép tin ban mudn Iwu va chon Save trong danh sach truot hién

thi.

File Download - Security Warning

Do pou want to run or save thiz file?

s—T Hame: Sutocad .exe
Type: Apphcation, 12.1ME
From: software-filas. dovnload. com

Rur ] | Save I [ Cancel

| While files from the Intemet can be wseful, this e ype can
ﬂ potentially harm vour computer. IF pou do not tust the sowee, do not
= fur of save thiz soflware. ‘What's the rch?

Hop thoai Save as hién thi .

3. Chon moét thy muc béng cach str dung mii tén tré xuéng trong hop Save in.

4. Nhap nut Save.

Tét hon ban nén tao mét tép cé tén Download, né gilp ban dé& dang dé tim thay khi can.

5. Sau khi chon xong cac y&u cau trén, mét hop thong tin vé viéc truyén tép sé hién thi.

Khi viéc truyén tép hoan thanh, mét tép tin s& dwoc chuyén t&i dia cirng cla ban va ban c6 thé s

dung né nhuw tép tin khac.
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— —=
 save s ad
Savein | websie w ) ° [T~

3
L
My Recent
Diocuments

~4,8
My Computer

‘“"J Filler ez Autocad 2006 Conructions: >
-

My Metwaik Save as lype: Frogram w Cancel

S dung tép tin

Trong hau hét cac trudng hop, thi budc tiép theo sé phai nhap ddp lén tép ma ban da tai vé. Sau dé
c6 thé ban sé& dwoc chi dan téi qua trinh cai dét, tai day ban phai tra I&i mot vai cau hdi vé cac dac
tinh ma ban muén cai. Bwéc cudi ciing 1a chay chwong trinh.

Néu c6 bat ky van dé gi xay ra trong qué trinh cai dat, thuwdng sé co cac tép tin tro giip ban gidi
quyét cac van dé dé. Néu khong gidi quyét dwoc, ban sé phai tim mét vai huwéng gidi quyét khac.

2.3.2 Tim kiém cac tép tin

Khi ban dang tim mét tép tin nao d6, ma thwéng la phan mém (cac chwong trinh). Néu khéng phai
trong trwo'ng hop nay, thi ban dang tim cac tép tin nhw : anh, am thanh hay cac tép tin da phwong
tién. Ban sé& phai str dung cac co ché tim kiém c6 kha nang lam viéc nay. Google la mét vi du, né co
chirc nang tim kiém anh va rét nhiéu co ché tim kiém khac khién ban c6 thé tim dwoc ca nhivng tép
tin &m thanh va cac doan phim.

Rui ro

Céc tép tin c6 kha nang tw chay cé dudi (.exe), né rat dé lam lay truyén virus t&i may tinh cda ban.
Khi ban mé& mét tép tin d& bj nhiém virus, nd sé 1ap tirc tac dong dén may tinh ca ban. Chinh vi vay
ma ban phai cai sdn mét chwong trinh chéng virus di cap nhat trong may tinh.

Cac loai chwong trinh
Loai chwong trinh phé bién nhat ma cé kha nang tai dwoc vé tir internet dwoc goi 1a phdn mém chia
sé (Shareware)

Lay phan mém

Thuong kha dé dang dé tim thdy mot doan phan mém. Ban chi phai chon moét trong cac co' ché tim
kiém chuyén dung trong viéc tim cac tép tin phan mém. Khi trinh duyét qua cac trong web nay, ban
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chi viéc nhap vao cac thw muc (directories) khac nhau dé tim loai phan mém cda ban hodc ban c6
thé nhap tir khoa tim kiém 1a tén cGa chwong trinh.

r \ =D J 4
2.3.3 Neén va giai nén
Mot viéc ma ban thwdng phai lam tredc khi giri mét tép tin qua internet Ia ban phai nén (déng goi)
né. Diéu nay giup ban tiét kiém dwoc thoi gian gii. Cé nhiéu phwong phap khac nhau dé thuc hién
viéc nay, chinh vi vy ma ban can c6 su lwa chon thich hop. Khi st dung cac tép tin dwoc nén trén
internet, ban thwéorng sé gép rat nhiéu dinh dang tép khac nhau.
S dung WinZip

C6 rat nhiéu chwong trinh nén tép, mét trong cac loai phd bién nhat 1a WinZip. Chwong trinh nay c6
thé dwoc tai vé tir internet, tai trang: www.winzip.com.

Khi ban da tim thay va tai WinZip vé, ban can phai cai n6é vao may tinh. Néu tép tin khéng & dang
nén, cé nghia ban c6 thé bat dau tién trinh cai dat né. Ban nhap dup vao tép tin dwoc tai vé. Khi da
tra |oi ciu hdi dé chon lwa gitra cach cai Classic hay cai Wizard, ban cé thé bat dau bang cach cai
Wizard.

Trong qua trinh cai dat, WinZip c6 thé sé hoi ban liéu cé6 mudn tim chon lwa 6 dia cho cac tép tin zip
hay khéng. Néu mudn ban nhap vao yes dé tra & cho cau hdi trén, cling cé thé thay dbi biéu twong
cho tép tin zip trong phan typical archive locker, thay vi mét co ché mac dinh may méc.

2.3.4 Giai nén bang cach str dung WinZip

Khi ban da tai va cai mot phién ban chwong trinh WinZip, thi ban c6 thé giai nén céac tép tin zip.
WinZip c6 thé chay béng 2 giao dién str dung khac nhau dé la: WinZip Classic va WinZip Wizard,
Thuwe hién gidi nén tép nhw hwdng dan sau.

D& bat dau viéc gidi nén, ban sé kiém tra xem ban nhép dup vao tép tin zip dé giai nén né bang cach
st dung WinZip Wizard s& nhuw thé nao .

® Cach dé giai nén tép tin zip:
1. Nhép dup vao bidu twong cla tép tin zip.

2. Nhép nat | agree, Néu phién ban ctia ban chwa dwoc ding ky (WinZip 1a mét chuong trinh chia sé).
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http://www.winzip.com/

3.

4.

WinZip Wizard - Welcome

Welcome to the WinZip Wizard!

Thig ‘wizard automates the most common tazks involving Zip files.
It features:

* Fazt access to Zip files in vour Favorite Zip Folders

* Automatic installation of zoftware distibuted in Zip files

* Fazt and easy zipping and unzipping
¥ Additional support for decoding MIKM and UUE files

You can change your "Favorite Zip Folders”
and other options by clicking the Options button. plions...

Click "Mexst" to continue.

’ WinZip Classic ] [ Help Mext > ] [ Cloze ]

(Néu nhép vao nut Options, ban c6 thé thay déi thuw muc giai nén méc dinh va nat WinZip Classic
chuyén thanh WinZip Classic.

Néu WinZip wizard khéng xuét hién, rat don gian ban nhap vao nat WinZip Wizard.

Man hinh hién thj tiép theo trong WinZip Wizard dwgc ciu tric twong tw nhw cac chi dan khac. O day
¢6 nut Next, dwoc st dung dé chuyén tiép qua trinh nén théng qua sw lwa chon ché dé ctia ban va nut
back d& quay lai bwdc cai dat trwdc d6. Trén dinh c6 dong tiéu dé tén, tén cla tép tin dwoc viét trong
dau “()".)

Nhép vao nat Next.

Th& duy nhat ma ban phai chon trong chi dan nay la noi dé gidi nén céc tép tin.

Néu thw muc ma WinZip dua ra la OK, thi don gian ban chi nhap nat Unzip Now. Néu khéng, ban sé

phai chon thw muc khac.

Viéc giai nén thwong chi trong thdi gian rat ngén va cac thw muc ma ban chon dé gidi nén sé duoc
md& mot cach ty dong.

Diéu khién cac tép tin da dwoc giai nén

Sau khi gidi nén cac tép tin, budc tiép theo phu thudc vao loai tép nao ma tép tin gidi nén sé duwoc

dat.

Trong mét vai treong hop, ban chi don gian la nhé&p dp vao mét tép chwong trinh. Ban cé thé nhan ra

didu nay vi chiing c6 dudi (.exe) hodc biéu twong bén canh tén tép tin.

Trong mét sé trudng hop khac sé bat dadu mét tién trinh cai dat, noi ¢ mét chi dan danh riéng cho

viéc nay. Ban cé thé lam theo.

Néu tép tin gidi nén la mét van ban Word, MS Word sé khéi dong khi ban nh&p dup vao tép tin.

2.3.5 Neén mot tép tin zip

O mét muc dich nay hay thdi muc dich khac, ban cé thé s& mudn tw nén mot hay nhiéu tép tin. Cé
thé dé tiét kiém khoang tréng ctia 6 dia clrng hodc dé glri mot chwong trinh hay moét vai di liéu khac
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qua internet dwoc dé dang hon. Ban c6 thé sir dung WinZip dé nén céc tép tin cGa ban, néu ban

mudn tao mét ban sao dw phong cho ching.

Winzip

Khi ban muén nén cac tép tin, ban cé thé st dung WinZip Classic. V&i tién ich nay ban ciing c6 thé dung dé

gidi nén cac tép tin.

Thanh céng cu cta hdp thoai Winzip chira cac chirc nang quan trong nhét.

Chtrc ndng New tao mot tép nén. Ban [ e R T e LT s LI S R L)

LS
M @ Sl
Wiew CheckOut  Wizard  VYiew Style]

Packed Path
15,249

v

200

1
File Actions View Jobs Optiol Help  Buy Now! @
c6 thé chén thém cac tép ban mudn 1) @) ' s
nén P Q i- @ ‘J‘@ "f"
’ New Open Favorites Add Extract

Churc nang Open d& mé& mot tép tin Type Modified
2 WEGImage  11/6/2006 6:23 PM

da dwoc nén. Chirc nang nay con dé

giai nén tép tin.
5 Chtrc nang Favorites bao gém mét

danh sach thv muc da dwoc danh

dau. =

Selected O files, 0 bytes Total 1 File, 16KB

) Vé&i chirc nang Add ban co thé thém vao nhirng tép tin dé mo tép tin nén.
5 Churc nang Extract dung dé xut cac tép gidi nén ma da dwoc nén trong tép tin clia ban.
B Churc nang Encrypt dung dé ma hoa cac tép tin.
5 Churc nang View dung dé hién thi cac tép tin dwoc hién thj trong cac thu muc cda ban.
B S dung chirc nang CheckOut, ban cé thé tao cac biéu twong cho cac tép tin.
5 Chtrc nang Wizard diing dé kich hoat WinZip Wizard.

Dung chirc ndng View Style, ban c6 thé thay ddi hinh thirc chwong trinh WinZip cta ban.
0

® Cach tao mot tép tin Zip méi cho viéc nén cac tép tin:

Mot tép tin Zip cling con dwoc goi la mét Archive. Trudc khi ban co thé tao thém cac tép tin, thi mét
tép tin zip can phai dwoc tao va dwoc dat tén. Ban tao mot tép tin zip theo cach sau:

1. Nh&p vao nat va chon Programs/WinZip/WinZip.
2. Nhap nat WinZip Classic, khi Wizard b&t dau.

3. Nhip New dé tao mot tép tin zip méi.

4. Chon thw muc ma ban muén tao tép tin zip trong do.
5. Nhap tén cho tép tin zip trong hop filename.

6. Nhap OK.

® Cach tao cac tép tin thanh tép zip-archive:
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Bay gi® ban phai chon céac tép tin ma ban mudn dét trong tép tin zip méi.

—
1. Nhép nut Add "'\'L—'] néu hop thoai Add khéng tw ddong mé ra.

2. Chon cac thw muc ma ban mudn thém cac tép tin tir bang chon Add.
3. Chon cac tép tin ma ban mudn nén.

4. Nhap nut Add.

Bay gi® cac tép tin da dwoc nén va két qua cubi cung sé hién thi trén man hinh cta ban. Khi ban tao
céc tép tin zip theo cach nay, cac tép tin sé van gil® nguyén vi tri ban dau cla chung.

Chu y: Nhén gitr phim Ctrl trong luc st dung chuét dé Iwra chon céc tép tin, nhw vay ban sé lwa chon duoc nhiéu tép tin.
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Dang mau thwong mai dién tor

Trén WWW, ban thwdng phai dién vao cac mau véi cac loai
thong tin khac nhau béng cach s dung cac mau dién tir. Didu
nay c6 thé lién quan dén cac don dat hang dwéi dang thw thong
bao mi&n phi, mét catalogue vé& du lich, cac chi tiét san phdm
ho&c mua tric tuyén moét sb thir qua internet, chang han vé xem
phim, dat phong khach san, thiét bi may tinh hay mot sb mét
hang tiéu dung khéc...vv.

Khi ban xt ly cac théng tin nay, mbi quan tam vé& van dé bao mat
lap tirc ndy sinh trong dau. Lam sao ban c6 thé hoan toan yén
tam réng thong tin ban nhap vao khéng bi doc bdi bén th ba
trong lic né dang trén duwdng dén véi ngwdi nhan hodc mot
ngwdi nao doé co thé xem truc tiép trén man hinh khi ban nhap
céac thong tin nay, va co sy ddm bao réng ngwdi nhan khong ban
tén va cac thong tin clia ban cho ngwdi nao dé khong? Tat nhién
khéng ai c6 thé dam bao 100% réng diéu nay khong xay ra,
nhwng rdi ro la rat nhd.

Trong bai nay ban sé dwoc hoc:
e Céch dién vao cac mau dién ter.
*  Thwong mai dién tcr.
e Théng tin ngwoi tiéu dung.

Yéu cau:

Khoéng cé yéu cau dac biét dé ban cé thé hoan thanh tét bai hoc nay.

© Return @ One way
Origin v

Destination w

Departing
01wl 0ec 2005 v

Returning

01wl 0 2005 w

Adults Child Infant

Children reguiring supernvision

+ More options

“mveoomwe | ©
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2.4.1 Cac mau dién toy

Cac mau dién t& lam viéc cling gibng nhw cac mau trén gidy thwong, ngoai trir cach théng tin nhap
vao dwoc chuyén dén ngudi nhan.

Ban c6 thé bat g&p nhirng mau nay, noi cac hdp tir khda dwoc danh dau ( phd bién nhat véi a*),
diéu nay c6 nghia cac hdp phai dwoc dién trwde khi viec gl thdng tin co thé dwoc glri. Khi mot vai
hép vudng dwoc danh dau nhu vay, né thworng co nghia cac hdp con lai chi phai dién néu ban mubn
nhan thém théng tin.

Céc hop khac cé thé & cac bang chon cdng cu truot xudéng, ma tir dé ban phai lwa chon mét cha dé
nhét dinh. Ciing c6 thé c6 cac hdp danh diu (checkboxes) hodc cac hdp ky tw, trong dé cé cac hdp
nhw: username va password la phai nhap vao.

Mau hién thj tir Wings Travel la mét vi du dién hinh vé méau, né thuwdng bao gdm mét hang cac hop
danh dau (checkboxes) va hdp ky tw ( textboxes), véi mét vai nat givi théng tin dén ngwdi nhan sau
khi da nhap théng tin vao no.

Chu y: ban c6 thé giii mét vai théng tin ca nhan khi dang dién va giri mét méu dién tir sau dé nhan nat Send | théng tin sé
khéng thé lay lai duoc.

Mot méu khéac két hop gitka 2 mau véi nhau, noi ban théy né la trén mot trang web, ban dién théng tin vao né réi in ra sau dé
ban gt dén nguoi nhan dudi dang thu théng thuong.

2.4.2 Thwong mai dién to

Mét thir d& glri thong tin chdng han nhuw: tén, gi¢i tinh, dia chi cia mot ngwdi nao do ..vv.., thir khac
dé guvi théng tin chadng han nhw cac sé thé tin dung...vv. Thwong mai dién t& da cé mot buéc phat
trién manh mé & mat vai nwéc va co vé sé 1a mot khuynh hwéng phat trién 1au dai.

® Céch théng thuweng dé kinh doanh qua internet 1a phai:

1. Tim kiém mét gian hang tryc tuyén, néu ban thay & do c6é vai thir dd ban dang muén mua, ban d&t né
vao gié dd cla ban.

2. Khiban hoan thanh viéc trao ddi thwong mai, ban nhap vao nut Pay dé thanh toan.

3. Bay gid ban phai dién cac thong tin chi tiét vé: s thé tin dung, dia chi hdm thuw(email), tén va dia chi

thw théng thweng, rdi glvi cac théng tin dé.

Thwong ban sé nhan dwgc mét thw
xac nhan sau khi giri mét cach nhanh ke’kc’c‘ FId. Compars. Save:
chong, va sau mot khoang thoi gian ] cavecones © oS
nhat dinh ban sé nhan dwgc cac mén
ma ban dat mua théng qua dia chi thw
théng thwdng. C6 rét nhiéu noii tét dé
trinh duyét, trwde khi thye hién thwong
mai dién t&r...Kelkoo

Home = Categaries

Shop by category

WY HIST
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Tai dia chi http:/kelkoo.com ban cé thé so sanh cac gia v&i nhau trén mét pham vi hang héa rong
I&n, dé co thé tim ra noi ré nhat dé mua hang.
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Bai tap: Tim kiém va x(&r ly théng tin trén Internet

Trong bai tap nay, ban sé truy cap vao moét trang web tim kiém dé tim kiém théng tin va hinh anh vé
loai ca heo, sau d6 copy théng tin va lwu trang web c6 chira thong tin vé cac heo vao may tinh cla

ban

Khéi dong chwong trinh
Internet Explorer 7

+  Nhén nat Start
«  Nhan All Programs

e Chon Internet Explorer ’é Inkernet Explorer

Truy cap vao dia chi
http://google.com.vn

«  Nhép chudt I&n thanh Address

G0 ‘google.com.vn

«  Nhén Enter hosc nh4n nit Go | .

Tim cac website c6 chira
thoéng tin vé loai ca heo

«  Trong & nhap chiy tim kiém, gb c4 heo hodc
dolphin

e Nhén nut Search

e Cac trang web co6 tr khéa Dolphin dwoc liét ké
trén trinh duyét

Tim cac hinh anh vé loai cac
heo

«  Trén phan trén cung cla trang goole, chon
Images

e Cac btrc anh c6 tén Dolphin sé xuét hién trén
trinh duyét

Copy chir va hinh anh cua
trang web

+  Bbi den phan chi¥ va hinh anh ban muén sao
chép

«  Kich chuét phai
e CHon Copy

e M@& chwong trinh soan thao van ban Microsoft
Word

»  Kich chu6t phai

e Nhén Paste

Lwu trang web do trén may
tinh cua ban

e Trén trinh duyét, nhan menu File
* CHon Save as
» G0 tén dolphin va chon noi lwu file

« Nhéan Save
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BAI 3: Bat dau sir dung Outlook

Outlook bao gébm nhiéu thanh phan nhé (chwong trinh nhd hon) vi du nhw thw dién ti (e-mail) va
théng tin ca nhan. Ching ta sé& khong di qua tat ca cac thanh phan clta Outlook trong bai nay, nhung
chuiing ta sé tap trung vao cac phan thw (mail).

Microsoft Outlook 2007 nam trong bd Microsoft Office 2007 1& mot phan mém dung dé nhan va gwi
thw dién tir da dwoc dwa vao s dung véi nhiéu tinh nang so véi cac phién ban cii. C4c tinh nang
bdo mat, kha nang loc thw rac ciia Outlook dwoc cai thién dang ké.

Outlook 2007 hé tro Microsoft Exchange Sever va cling hd tro email sever POP3, IMAP va HTTP.
Déi v&i hau thé account, Outlook tw do tim may chi khi ban cung cap tén hop thw va mat khau.
Outlook 2007 ciing hé tro' nhiéu tinh n&ng trong viéc quan ly cac théng tin ca nhan, quan ly théng tin
ca nhan, quan ly cdng viéc hang ngay va nhiéu trng dung khac.

Chu dé cla bai hoc gigi thiéu cho hoc vién vé giao dién co ban Outlook co’ ban va cac chirc nang
tuy chon.

Ban sé hoc dwoc cach:

. B4t dau va két thuc Outlook.

. S dung thanh diéu huéng.

. Tao cac nhém dwdng dan tat.

. Thay ddi gitra cac tuy chon hién thj khac nhau

. Céch hién thi néi dung ctia cac chl dé& déng bang cach st dung Auto Preview va thanh doc
(Reading Pane).

. Di chuyén, tao va xéa cac chi dé va cac thuy muc.

. Tim kiém cac chi dé& bang cach sr dung khung tim kiém.

. In mot cha dé.

. S dung tuy chon trg giup.
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3.1

Khéi dong va déng chwong trinh
Outlook

Microsoft Outlook 2007 l1a mét chwong trinh dwoc kiém soat béi cac thong tin ca nhan, duwoc goi la
mot chwong trinh PIM (Personal Information Manager - quan ly théng tin ca nhan).

Microsoft Outlook 2007 c6 thé dwoc mua va dwoc st dung doc 1ap, nhung thdng thwdrng né la mot
trong nhirng chwong trinh thudc goéi phan mém Microsoft Office 2007.

Khao sat Office Outlook 2007

Office Outlook 2007 khong chia sé cung mét giao dién ngwdi dung may tinh ma Microsoft Office
Word 2007, Microsoft Office Excel 2007, Microsoft Office PowerPoint 2007. Thoat nhin Office
Outlook 2007 m@i tréng twong tw nhw Office Outlook 2003. Nhwng xem k¥ ban sé& thay mét sé tinh
nang méi nhw hop Search & dau cot Inbox, RSS Feeds trong khung dinh huwéng Mail Folders va To-
Do-Bar mé&i nam doc theo phia bén trai cia sb.

= X

I Tnbox - Microsoft Outlook -
© File Edit View Go Tools Actions Help Twpe a question for help

& New - HED (A5 X i~ Reply L—&Replyto All (5} Forward By @ @ Search addressbocks  « | @

Al

Mail « || 2 Inbox To-Do Bar » o X
Fawvorite Folders A | jel v| ¥ 4 MNovember 2008 3
— W
L—;:] I Arranged By: Date Mewest on top | S0 TW U F <
U= Sent Items 1
= 2 3 4 5 & 7 3
Mail Folders 2 =
2 15 Last Week : 9 10 11 12 13 14 15
] All Mail Ttems ™ | ii23 Kien VuTrung Fri11/21 16 17 18 19 20 21 22
= B4 Personal Folders Company phone number 1] 23[24] 25 2 27 8 20
@ Deleted Items = Mguyen Duc Trung Fri 11721 =
L7 Drafts Mews on KTC
L:q Inbox Hi all, As announced yesterday, fraom now on our company
La Junk E-mail will outsource KTC as our Finance and Accounting
=, I Department. Should you have any question
U] Cuthox . _
= L) Rss Feeds F& MNguyen DucTrung \Wed 11112 Mo upcoming appointments.
[ sent Ttems - Test
~ ~ And we know that all things wark together for good to them
d Mail that love God, to them wha are the called according to his
o| Calendar
Arranged By: Due Date |
8-| contacts Company phone number
. B . Type a new task
= Kien Vu Trung [kienvu@skillsgroup.com] : |
Tasks ;
ﬂ = Sent: Frill/21/2008 1:49 PM There are nD_ItE_ITIS to
To trung.nguyen @skillsgroup. com shauwin this view.
_.-J | - 0 9. gLy group.
Il
3 Items

Ban co thé “thu gon” bang diéu hwéng trong Office Outlook 2007 khi ban mudn tw cho minh thém
khéng gian lam viéc trén man hinh. Cac thw muc yéu thich va cac biéu twong cho cac khung xem
chinh Mail, Calendar, Contacts va Tasks c6 san trong thanh dwgc thu gon dé ban co thé tiép tuc
chon céac khung xem d6 khi can thiét.
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Cac Phan cua Outlook:

I Mail Hi&n thi mot tdng quat vé cac thu ma ban da nhan. O day ban c6 thé gt va nhan cac
thw va lam viéc véi chung.
= Calendar | Hién thi mét lich va nhat ky chi dinh ctia ban. C6 thé dwoc st dung nhw mét lich binh
I thwdng, nhwng ciing cé thé nhac nhé ban vé nhirng ké& hoach dinh trwéc.
= Contact Chtra thong tin lién lac va tao ra sy d& dang tim va st dung nhirng théng tin nhét dinh.
Task Mét nhat ky trong dé ban co thé ghi chu lai nhi’ng hoat déng cuta ban, va danh wu tién
cho chiing, va ciing nhac nhé nguéi dung vé nhitng han cubi cung dang dén.
Notes M6t phién ban dién t& ctia nhirng ghi chu. Pwoc str dung dé gitk nhirng théng bao ghi
chud nhé.
Folder list | Hi&n thi mot tdng quat vé tt ca cac thw muc clia Outlook va dua ra tiy chon vé viéc
nén va thém sw bao mat dén cac thw muc.
Shortcuts | O day ban c6 thé thém cac dwong dan tat dén cac thw muc thwong xuyén st dung, cho
phép ban dé dang truy cap dén chang.
Journal Journal dwoc st dung dé dang ki théng tin vé& cac hoat déng clia ban, ma cé nghia la
: ban c6 thé nhin thay cai gi xay ra vao lic nao.

Bai hoc nay sé gii thiéu vé Microsoft Outlook:

Khi ban da hoan thanh bai hoc nay, ban sé dwgc hoc cach:

. Khéi dong Outlook
. bong Outlook.
Yéu cau:

Khong cé yéu cau dac biét nao dé hoan thanh bai hoc nay.

Chu y: Microsoft Outlook 2007 khong giéng nhw churong trinh thue Microsoft Outlook Express.

3.1.1 Kh¢i dong Outlook

Ban c6 thé khéi dong Outlook theo mét vai cach khac nhau, béi vi cé BED e ®
thé c6 mot dwdng dan tét trén man hinh desktop va trong bang chon _

Quick Start.

Ban ludn ludn co thé khéi dong Outlook théng qua bang chon Start.

® Cach khéi ddng Outlook bang cach sir dung nut Start:
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—'
Wy
1. Nhép chudt vao nut Start L start tai thanh trang thai.

2. Chon All programs/Microsoft Office/Microsoft Office Outlook 2007.

Bay gi&r Outlook sé kh&i déng.

3.1.2 Dong Outlook

Outlook luén ludn mé dé coé thé nhic nhé ban vé cac thuw méi, lich cac cudc hop, tuy nhién ban van
c6 thé déng chwong trinh lai.

® Cach déng Outlook:
1. Chon File/Exit.

Bay gi® Outlook sé dugc dong.

3.1.3 Kh¢i ddong Outlook mot cach tw déng

Ban c6 thé dé Outlook bét dau tw déng, khi ban khéi ddng may tinh cla ban.

® Cach kh&i dong Outlook mét cach tw dong

1. Nhép vao nat Start I Sia .

2. Chon Programs/ Microsoft Office/Microsoft Office Outlook 2007.
3. Nhéan giir phim Ctrl.

4. Kéo bidu tuong Outlook xubng dusi = “Hartup

Thw muc bat dau dwoc mé.

PSS IrTe F

{Emnpty)

Startup

fa
&8 Adobe Extension Manager C53
B :dabe Flash 53 Professional

.z N I
5. Kéo biéu twgng Outlook vao trong Startup .

f@ Startup [ Microsoft OFfice Qutlook 2007 :|

6. Dau tién nha chudt va rdi dén Ctrl.

Bay gio Microsoft Outlook dwoe dat trong thuw muc StartiP 5 s& dwoc khéi dong cling ltc méi
lan Windows dwoc khéi dong.
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) Startup

Cht y: Néu ban muén bé Outlook khéi thu muc , rat don gian: nhap chudt phai vao biéu tuong Outlook trong

) Startup

the muc , chon Delete va nhép nut Delete shortcut.

3.2  Cac tuy chon hién thj trong Outlook

Giao dién Outlook dwoc chia thanh nhiéu phan, ching cé thé dwoc hién thi hay an tt ca va thwong
chtra céc tly chon hién thi khac nhau, phu thudc vao phan Outlook ma hién tai ban dang st dung.
Tinh linh hoat nay c6 nghia la Outlook c6 thé dwoc diéu chinh dé& nhin theo mét vai cach khac nhau.

Nhirng tuy chon nhién thi

C6 nhiéu tuy chon hién thi khac nhau. T4t ca tuy chon hién thi nay gén véi 5 loai hién thi chinh:

Bang Hién thi cac chl dé trong cac hang va céac cot.

Gidi han thoi gian Hién thi cac cha dé nhw nhirng biéu twong theo th tw trén moét gidi han
thoi gian.

Ngay/Tuan/Thang | Hién thi cac chi d& nhw mot bang lich véi hop thoi gian.

Nhirng thé Iwu triv Hién thi cac chl d& nhw nhitng thé Iwu trik.

Nhirng dwdrng dan tt | Hién thi cac chi dé nhw nhitng dwong dan tét.

Chu y: Hay chi y rang nhiing tén duoc hién thi phai la nhiing tén cho céc loai tiy chon nhét dinh. Biéu nay khéng cé nghia la
tén cac tiy chon hién thi phai dién dat nhiing loai nay. N6 thuong la céch dé phan biét céac tiy chon hién thi thw ndo, do dé

nhiing tiy chon céu hinh duoc gén véi céc loai chinh.

Khi ban hoan thanh bai hoc nay, ban sé hoc dwoc cach:

. St dung Outlook Today.

. Diéu chinh thanh diéu huéng (Navigation Pane).

. Thém va st dung cac dwong dan tat.

. St dung Thanh doc (Reading Pane) va chirc nang Auto Preview.
Yéu cau:

Khoéng cé yéu cau dac biét nao dé hoan thanh bai hoc nay.

3.2.1 Outlook today

Outlook Today thudng dwoc hién thij khi Outlook dwoc khai déng, nhwng ban cling co thé tw minh
thay déi Outlook Today.
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Giao dién cua Outlook Today

Outlook Today cho ban céi nhin tdng quan vé& céac lich trinh ma ban can phai thwc hién chdng han nhw : cac
cudc hop, lich hen va cac I&i nhan. Lich trinh nay dwoc thé hién théng qua cac muc trong lich ndm, bang théng

ké nhiém vu va cac thw muc thw quan trong.

bay la danh sach

[ Outlock Taday - Microsoft Outlook

EEiIe Edit  VMiew Go Tools Adions ﬂelp@

Bk

Twpe a guestion for help -

®
@
@
=
[
Ex
o0

%

A

®

1 Microsoft at Home (i w

€ Personal Folders - Outlook Today

|CIicIr. here to enable Instant Search

Calendar ®

Wednesday
3 0 Kien's
birthday
party

@uzua@E |

Tuesday, November 04, 2008 [Customize 0.td.8)

Messages @

Inbox 0
Drafts 1
Sent Items 0

Phan nhé hon clia clra s diéu hwéng chiva cac nit, cho phép ban truy cap dén tat ca cac thanh phan ciia Outlook.

Day la thanh cong cu chinh stra tirng thanh phan. N6 thay déi tiy thudc vao tirng thanh phan cla thw.

Nh&p vao day dé thay ddi giao dién hién thi cia Outlook Today. Ban cé thé chon hién thi giao dién Outlook Today méi khi ban

mé Outlook, chdng han nhu : thay dbi hinh thirc bén ngoai, cac thu muc da hién thj va hon thé niva.

Day la bang tdng quan v& tAt ca céc lich hen trong ngay, nhap vao tirng muc d& xem chi tiét.

Cac nhiém vy trong ngay dwoc hién thi tai day. Nhdp vao dé mé tirng nhiém vu. Ban ciing c6 thé d&t danh dau & trwdc méi

Tai day ban c6 thé biét duoc sé lwgng thw ban chwa doc trong hdp Inbox, sé lwgng ban nhap cla thw trong hop Draft va thw

1
thanh cong cu cla
Outlook. N6 khong
::I:n ?]Ua:kdén,ca'c A New - —_‘1 Send/Receive ~ ,g'_':
anh phan cla —
Outlook hién dang Mall@
dwoc mo. Favorite Folders
L . 5 Inbox
5 HOp nay dwoc coi nhuw [ sent ttems
. N Mail Folders
ctra so dieu hwéng. [~y
Tai day ban c6 thé Sl
didu huwong gitka cac = 5t Persanal Folders =
H |
thanh khac nhau cia a 3 o
Outlook. @B nbox
Cen P L@ Junk E-mail
5 Tai day ban thay noi Lg Outbox [1]
. = [ Rss Feeds
dung cua thanh phan
dwoc chon. Trong —_——
treong hop nay [ Mail
nhirng thay dbi clia :
thanh phan thw, phu _] catendar
thudc vao thanh phan
hién dang dwogc chon.
Nhép vao mét thanh phan dé& mé né.
4
5
6
7
8
nhiém vy @& nhan biét né da dugc hoan thanh.
9

gwi di tai thw muc Outbox. ban ciing cé thé xem cac dir liéu twong tw tai clra sb didu hwéng hién thi bén trai man hinh.

® Céch diéu huwéng Outlook Today:

1. Nhan chudt vao nut Folder L list trong bang diéu huwéng.

2. Nhén chudt vao Private folders

Outlook today sé duoc hién thi.

\.E":;'

tai dau cua Folder list.
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- g ieatew - | B 50| Hisenamesehe | @) seuch siessbocks v | @
# Personal Folders - Outlook Today

Thursday, November 20, 2008

;;;;;

Goi y: Néu ban thuong xuyén thay déi Outlook Today, ban cé thé mudn st dung nit Outlook Today dugc dét trong thanh
céng cu Advanced. Lira chon View/Toolbars/Advanced, néu thanh céng cu dé khéng duoc hién thi.

3.2.2 Truc tiép t&i Outlook Today

Outlook Today la mét man hinh dac biét, né mang lai cho ban mét cai nhin téng quat vé cac chi dinh
clia ngay bang cach hién thi cac thanh phan cia lich, nhat ky chi dinh va cac thuw muc thw quan
trong nhéat.

® Cach hién thj Outlook Today méi lan Outlook khéi dong

2t

1. Thay dbi thw muc Outlook Today =

2. Nhép chudt vao nut‘ [Sustomzs Susioor vodev | ‘c’y bén géc phai cla giao dién Outlook.

3. Danh déu vao hop cb tén O] when starting, go directly to Qutlook Today .

4. Pidu chinh bét ky thiét Iap nao ma ban mudn thay dbi v&i Outlook Today.

Save Changes

5. Nhan chudt vao nut

Outlook today bay gi®’ sé dwoc hién thi méi lan Outlook dwoc khéi dong.

3.2.3 Thanh tac vu diéu hwéng trong Outlook

Thanh diéu huéng dwoc hién thi & phia bén trai trong giao dién ctia Outlook. Phan thap hon cla
Thanh diéu huéng gédm cé nhirng nat gitp cho viéc truy cap vao tat ca ctia nhirng thanh phan trong
Outlook trong khi phan trén cung ctia Thanh diéu huéng dwoc hién thj thong tin vé& thanh phan théng
dung.

Ban c6 thé thay ddi do rong cta Thanh diéu huéng.
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Thanh tac vu diéu hwéng

Ctra sb didu hwéng hién thi bén phia trai cia cra s& Outlook. N&i dung ctia ctra s6 didu hwéng phu thudc vao
thanh phan dwoc chon, trong trwérng hop nay la bang Task.

O day mét danh sach cac thw muc dwoc st dung nhidu nhét clia cac dbi Tasks )
1 2] All Task Items -
twong dwoc chon sé hién thi. Danh sach nay thwong dugc goi la My+ tén = 1 %
A FR A 9= YT ren yTasks (1) 7 e
cua thw muc. Néu lién quan dén thw, danh muc nay sé dwoc wu tién goi la ¥ To-Do List
thw muc, nhung ciing hoat dong giéng nhau ca. 3] Tasks
N&i dung c6 lién quan dén déi twong dang hoat ddng sé hién thj tai day. Nhw Current View 2
2 ) ) ) Simple List @
ban thdy, trong trudng hop nay Simple List dwoc chon lam ché d6 hién thi ) Detailed List
cho nhiém vu. (O Active Tasks
Ban c6 thé thay ddi chidu ngang clia ctra s diéu hudng bang cach kéo cac © Next Seven Days 3
3 O Overdue Tasks =
duwong khung bén phai cha ctra sb. © sy category 1
() Assignment
4 Tai day ban c6 thé tao cho nat thém hay gidam khoang tréng trén cira sd diéu ) By Person Respansible f
. () Completed Tasks
huwéng, va kéo duwong bo dé thay dbi khoang tréng cho cac nut. © Task Timeline
Céc nat dwoc hién thi tai day, né cho phép st dung céc dbi twong khac nhau O serverTasks
5 0 Outlook Data Files
trong Outlook. Nhap vao day dé chuyén sang déi twong khac. A
5 Néu khdng c6 di khoang tréng dé hién thi tit ca cac déi twong trén dau méi @, Sustomee C”"E”t”'”_"_‘f*""" =
bang, cac nut con lai s& hién thi nhw cac biéu twong tai day. L @
- Néu ban nhép vao day, ban cé thé nhan nat ban mudn hién thj trén clra sb ﬁ Calendar
N =| Contacts
digu huéng. 8- con
® 2] O3 (A
@

® Céch bat chirc nang hién thi va an di Thanh diéu huéng:
1. Tré vao View/Navigational Pane.

2. Chon tly chon mong mudn.

Mavigation Pane F [« MNormal
To-Do Bar L Minimized
Beading Pane 2 Off  Alt=F1

Hoac
2. S dung té hop phim Alt+F1.
Néu thanh diéu huwéng da hién thi, n6 sé an di va néu né bi an di thi sé& hién thj tré lai.

® Cach sl dung cac nut trong thanh diéu hwéng:

-

1. Nhén chuét vao Configure buttons & phan dwéi bén phai clia thanh diéu hwéng.

2. Luc nay bang chon Configure buttons s& dwoc hién thi.
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4  Show Maore Buttons
¥ Show Fewer Buttons
Mavigation Pane Cptions...

Add or Remaove Buttons ]

3. Chon Navigation Pane Options...

Hop thoai Navigation Pane Options hién thi.

Mavigation Pane Options g|
Display buttons in this order

V]

] Mail

|| Conkacts

[+| Mokes

| Folder List

[+| Shorbcuts

|| Journal

(0] 4 l [ Cancel ]

4. Danh diu hodc bd danh d4u phan ban mudn né hién thj hodc an di.
5. Ban co thé dinh dang vi tri ctia nhirng nat béng cach str dung nit Move up va Move down.
6. Nhén OK khi ban muén két thuc.

Bay gi®& nhitng nut dwoc lwa chon hién thi trong thanh diéu huwéng dwoc thay ddi nhu mong muén.

3.2.4 Nhirng thw muc dwoe danh dau

Mai thanh phan cé trong muc Mail hodc thu muc thudéc nhém Mail and Post Iltems déu c6 thé duwoc
danh diu. Danh sach danh dau co thé tim thay trong muc Favorite Folders

® Cach thém nhirng thw muc vao danh sach cua Favorite Folders:
1. Nhép vao tuy chon danh sach thw muc Ij .
2. Nhap chuét phai vao thw muc ban muébn thém vao danh sach trong Favorite Folders.

M6t danh sach dwoc hién thi.
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5 open

Cpenin New Window

i Mew Folder...

Add to Favarite Folders

3. Chon Add to Favorite Folders.

Nhirng thw muc dwoc chon bay gio da dwoc thém vao danh sach ctia Favorite Folders.
® Cach loai bd nhirng thw muc tir danh sach Favorite Folders:

1. Nhap vao nat Mail trén thanh Navigation Pane.
2. Trong phan Favorite Folders nh4p phai chuét vao thw muc ma ban muén loai bé khéi danh sach.

M6t danh sach dwoc hién thi.

5 Open
Cpenin Mew Window

U3 Copy "Outbox™...

[ Mew Folder...

Remove from Favorite Folders

3.  Chon Remove from Favorite Folders.

Bay gi® nhirng thw muc dwoc chon sé bj loai bé khéi danh sach Favorite Folders.

Goi y: Ban c6 thé thay déi vj tri cta céc thu muc bang cach kéo tha ching vao danh séch Favorite Folders.

3.2.5 Céc dwdng dan tat

Thanh Navigation Pane gitp ban dé dang trong viéc thay déi dé dwoc st dung trong hau hét cac
thw muc trong Outlook. Néu ban muédn thuan tién hon nivra dé thay ddi cho mét thw muc khac, vi du,
ban tao riéng mét thu muc cho minh, ban cé thé tao mét dwérng dan tat cho no.
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® Cach tao mot dwong dan tat:

1. Nhép vao biéu twong IE trén Thanh Navigation

Pane.
2. Nhap vao Add a new shortcut.
Ctra s6 Add Navigation Pane dugc hién thi.
3. Chon thv muc ban mudn tao duwéng dan.
4. Nhap nut OK dé hoan thanh.
® Céch tao nhém cho cac dwdng dan tat:
1. Nhép vao biéu twong IE trén Thanh Navigation Pane.
2. Nhép vao Add a new group.
3. Dét tén cho nhém cla cac dwong dan tét va nhan Enter.

M6t nhom dwéng dan tat mai bay gior da dwoc thém vao.

Add to Navigation Pane E)E

Folder name: Contacts

=] t:é‘? Personal Folders
jﬁ Calendar
FEFonkacks
{a] Deleted Ttems
L7 Drafts
[ Inbax
Sﬂ Journal
g Jurk E-mail
| Motes
L4 outbax
= L) R3S Feeds
[ Microsoft at Home {27}
1 Microsoft at Work (Z7)

[[= sent Items
=g

Tl

W

.y

[ Ok l [ Cancel

Goi y: Ban c6 thé thay tén hoédc xéa bé nhém biéu tiong tét bang cach nhén chudt phai vao nhém va chon Rename Group

hodc Remove Group.

3.2.6 Folder list

Folder list hién thi nhuw mét danh sach gém tat ca nhirng thu muc ctia Outlook. Ban c6 thé s dung

Folder list dé hién thi ndi dung ctia tirng thw muc riéng biét.

® Cach mé moét thw muc tir bang Folder list:

1. Nhép vao nut_j trén thanh Navigation Pane.

Bay gi¢ danh sach thw muc da duoc hién thi.

Folder List «
All Folders s
£] Al Qutlook Items -

=) #4t Personal Folders

:ﬁ Calendar

H (g Deleted Hems
L;# Drafts
[ Inbox

53 laurnal

@ Junk E-mail

| Motes

© Copyright by Accipp, All rights reserved

Trang 97



2. Nhan vao vij tri tiép sau ctia thw muc & dé thdy mot vai thw muc con.
3. Nhan vao thu muc ma ban muédn hién thi ndi dung.

Bay gi®» ndi dung trong thw muc ma ban muédn da hién thi.

Goi y: Ban c¢6 thé mé mét thu muc véi mét ctra sé méi bang cach nhén chudt phai vao thuw muc dé va chon Open in a new
window trong bang chon truot.

Chu y: Khi ban str dung Folder list, dé thay céac nut trong Thanh Navigation Pane, Folder list sé khéng bj thay thé, vi n6

lién quan dén nhiing thanh phan khéc, nhiing tiy chon hién thi hién thoi.

3.2.7 Nhirng tuy chon hién thj chuan

Ban c6 thé xem ndi dung clia cac thw muc trong Outlook trong mét vai cach khac nhau. DBiéu nay
cho phép ban chon dé ban lwa chon mot sé mau théng tin va kiéu cho phu hop véi nhivng gi ban
mubn st dung.

S dung nhirng tuy chon hién thi khac nhau c6 thé gitp ban sir dung chwong trinh Outlook hiéu qua
hon.

® Cach thay dbi gitra nhirng tiy chon hién thi khac nhau:

Trong Outlook, ban cé thé thay ddi mét vai tuy chon hién thi khac nhau.

Tuy chon hién thi gan ch&t ché véi cac thu muc cu thé. Vi thé cac thw muc dwoc lwa chon quyét
dinh tuy chon hién thi nhw thé nao va sé dwoc hién thi vao thoi diém nao.

Néu ban mudn thay ddi tiy chon hién thi mac dinh cho thw muc dang hién hanh, ban cé thé lam nhw

sau:

i M Contacts
1. Nhép nat trong thanh Navigation Pane.

Tré toi View/Current View.

«  Business Cards
Address Cards
Detailed Address Cards
Phaone List
By Category
By Company

By Location

i)

Cutlook Data Files

Customize Current View..,

2. Danh d4u ty chon mong muén.
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Hoac
Chon Customize Curent View... dé thay dbi nhirng tiy chon khac.
3. Nhép OK.

Bay gi® thw muc thay ddi theo tuy chon mong muén.

Chu y: Outlook today Ia thu muc duy nhét chi cé mét kiéu hién thj. Ban c6 thé dat céu hinh hién thij trong phdn Customize
Outlook today & bén trén cira sé thu muc.

Chu y: Khi mét chd dé duwoc hién thj theo tirng phén cta néi dung thuw muc, thi chi hién thj nhiing phan duwoc lwa chon ma cé
chd dé. Néu ban mudn chac chan nhin théy tat ca thong tin bao gém bén trong mét chii dé, ban sé phai mé né. Ban cé thé
maé mot chi dé bang céch nhén dup chuét vao né.

3.2.8 Hién thi hoac an cwra s6 doc (Reading
Pane)
Thanh doc c6 thé dwoc hién thi ndi dung clia chi & ma khéng can mé né. Tuy chon hién thj thanh
doc c6 thé két hop véi nhiéu tly chon hién thi khac.
Ctra s doc (Reading Pane)

Khi cra sb dé doc dwoc hién thi, ban co thé doc cac dbi twong ma khéng cAn mé ching. Clra sé doc co thé
dwoc két hop voi phan I6n ché do hién thi ciia Outlook.

v Notes - Microsoft Outlook =i

Tai day ban cé thé thdy cac

! File Edit View Go Tools

DelNew - g3 23 XK | B

Actions  Help Type a question for help =

ghi chu vira tao. [l Searchaddressbooks - Z

- small Icons

<5 large Icons

Nhirng ghi cht dwgc [am néi

2 Notes « || .l Notes
bat Ia ghi cha duoc hién thi 5] All Note Items -l Py
trong cla s6 doc (Reading Current View o= |Click here to enable Instant Search |
Pane) . & o @ @
Ché dd hién thj hién hanh O Mnotes List J J -
3 () Last Seven Days | . The Buckeyes sscﬂ;ﬂi};
Icons l& ché d6 mic dinh cho O By Category
céac ghi chu. () Outlook Data Files
Ban cd thé diéu chinh kich Add New Group
4 Customize Current Wiew.. @
a2 £ = lSaTur'day schedule
th‘u)o,’? cua Acu’axso'doc’. Nha’n i - But L5U bounced back Saturday with a 21-14 victary aver
Vig'i c.hu,c_)t de: ke,9 C:C mep b Tennessee in the Southeastern Conference championship game,
gitra hai clra so v&i nhau. " : : : :
ﬁ st wm which vaulted the Tigers to second in both palls.
Ctra sO doc & day dwoc dat @
5 s@auaE -]
dwdi cac ghi chu. Ban ciing c6 =

thé& chon chuyén sang phia
bén phai cac ghi chu.

® Cach hién thj hodc 4n Reading Pane:
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1. Chon View/Reading Pane.

Right

Eottom

T O

[

L]

2. Nhap vao tiy chon mong mudn.

Thanh doc bay gi¢r s& dwoc hién thi néu né an trwdc do, hodc sé an di néu né da hién thi néu trude
d6. Néu ban khong thé chon dwoc tly chon, 1a do thanh doc khéng thé hién thi trong man hinh hién
thi tuy chon ma ban da chon.

Chu y: Khi thanh doc hién thj bén phai, n6 giéi han sé luong céc hép hién thj duéi chi dé dang hién hanh.

Goi y: Ban c6 thé str dung nit Reading Pane trong thanh céng cu néng cao (Advanced toolbar )dé n hoac hién thi
thanh doc.

3.2.9 Hién thi va an ché do Auto Preview

Ché d6 Auto Preview cho ban nhirng tiy chon dé& doc mét vai dong dau tién ciia mét tin nhan, néu
chd dé hién thi nhu mot bang.

Ché dd Auto Preview

Khi ché dé hién thi tw dong (AutoPreview) dwoc bat, ban c6 thé thy dong dAu tién cla tat ca cac dbi twong
dang hién thi, néu ché do hién thj dwgc dat & ché do bang.
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Tai day ban sé thdy

1 lix; Inbox - Microsoft Cutlook =
N .2 .
Hop Thl;" dEJ’QCV hleln thi © File Edit Wiew Go Tools Acions Help auto content -
theo ché d6 mac dinh = _
bang. S New - —_'1 Send/Receive ~ X ,d};ﬂeply _$ Reply to All _} Forward ,g‘{_': ';'
5 Néu ché do hién thj thw Mail « || (3 Inbox
. Favorite Folders % | o vl ¥
tw dong ( Messages 3 inbox 1L
with AutoPreview) L—,J Sn tt”I(t m |Click here to enable Instant Search (1) |
N I =4 Sent tems
khéng duoc bat, cac = Arranged By: Date MNewest on top |A
PRI . A Mail Folders S
thw sé chi hién thi phan .
t&n ngui gii va chil ) All Mail Items ~ | B huong dathu Nl et
e thg g - finger print Oct 2008 o
e inw. 3 B4
= ‘*-'a; Personal Folders = = | huong.do@skl’llsgroup.vn@ Mon 10/27
Ché d6 hién thi thw tw o @ Deleted Items (3} _ Re: New email address of Skills Group
3 ‘-ﬂ Drafts [1] Dear all, "The first time a user logs into the system, he ar
. . = [ Inbox (1) she will be asked to change their password for security
dong (Messages w.|,th [ g Junk E-mail reasons. Each persons emailadress is their username
Al-.ltoF:reVIe‘w) Se;hle.rl L= Outbox [1] ¥ | -] huong.do@skillsgroup.vn Mon 10427 ¥i=
thi nhuing dong dau tién Mew email address of Skills Group
ctia méi thu. ) EES ] Ca =
9 tems

® Cach bat ché do Auto Preview:

1. Chon View/Auto Preview.

hoac

Nhan vao nut Auto Preview trong thanh céng cu nang cao.

Lénh dé hién thi mot vai dong dau tién cda tin nhan trong thw muc tin nhén gid da dwoc bat Ién. Néu
nhirng tuy chon nay khéng hién thi 1a do Auto Preview khong thé hién thi trong tiy chon hién thi ma
ban da chon.

Chu y: Ding Auto Preview phéi gén véi thw muc hién thoi. Do vy, ban c6 thé kich hoat Auto Preview trong hdp Inbox trong
khi n6 c6 néi dung hién thi dudi phan trang cta Outlook.

3.2.10 BPinh kém mét trang chu v&i mét thw muc

Ban c6 thé dinh kém mét trang chd v&i mot thw muc bang cach sir dung Outlook, ban cé thé dé
dang hién thj mot trang website tir thw muc. Néu ban lam viéc trong mét cong ty ma cé mét trang
website bao gébm nhiing tin tirc va nhirng théng tin quan trong, ban cé thé gan trang web nay dén
thw muc ndi bd ma cho phép ban cé thé xem dwoc dé dang béng cach sir dung chwong trinh
Outlook.

® Cach dinh kém m6ét trang chu vé&i mét thw muc:
1. Nhép vao nut_j trong thanh Navigation Pane.

2. Tré vao thw muc Inbox (Ban cé thé tao thu muc méi néu ban muén hodc chon thw muc khac).

3. Nhép chuét phai vao thw muc ban mudn dinh kém mot trang chu va chon Properties.
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Hop thoai Properties twong trng hién thj (& day la hop thoai Inbox Properties).

Inbox Properties

General |H|:ume Page | Autodrchive | Administration | Forms

|: _,{I | Inbo: |

Type: Folder containing Mail and Post Tkems
Location: 1"Personal Folders
Descripkion:

Inbo Folder

{#) Show number of unread items
) Show total number of ikems

When posting to this Folder, use: | IPM.Post "

Automatically generate Microsoft Exchange views

Folder size. ..

[ Ok l [ Cancel

4. Chon tab Home Page.

5. Trong muc Address viét dia chi trang chd ban muén dinh kém (vi du: www.msn.com).

6. Danh diu vao 6 []5how home page by defaulk For this Folder _

7. Nhan OK d& hoan thanh viéc dinh kém trang chd.

Bay gi& website dwoc Iya chon dinh kém véi thw muc va sé dugc hién thi méi 1an thw muc dwoc mé
ra.

Chit - Outlook chi hién thi website néu 6 | 5o home page by default For this Folder 5,00 ganh ddy va ban khong theé
nhin thay néi dung khac ctia thu muc ngoai trir trang web khi chirc ndng dé duwoc kich hoat.
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3.3 Cac tly chon quan ly va kiém soét

Outlook cé thé hiéu nhw mot sw tap hop nhirtng chwong trinh nhé hon: Mgt chwong trinh thw dién
tlr, mot chwong trinh lich, mét chwong trinh ghi chd Sw nhan thire nay gitp cho ban dé dang hinh
dung duwgc mét cach khai quat trwde khi quyét dinh st dung Outlook cho mét viéc gi do.

Ban sé& nhan thay réng co6 nhiéu phan trong Outlook c6 thé rat khac nhau, nhwng cach st dung
chung lai twong dbi gibng nhau.

Néu ban nhan thirc dworc nhirng phan khac nhau trong Outlook mét cach day du qua céu truc co
ban twong ddi gibng nhau, ban sé c6 thé s& dung Outlook mét cach hiéu qua hon.

D& chon ra nhirng tuy chon quan ly dé la mét yéu t6 chung cho tat ca nhitng phan trong Outlook ma
chuing t6i sé mo ta chung tai day.

Khi ban hoan thanh bai hoc nay, ban sé hoc dwoc cach:

. Tao va quan ly nhitng chi dé.
. Tao va quan ly nhirng thw muc.
. Thiét Iap nhivng cha dé.
. Tim kiém va tim nhitng chi d& hodc théng tin ca nhan.
. In nhitng cht d& va céac danh sach.
Yéu cau:

Khong yéu cau trinh do gi dac biét d& hoan thanh bai hoc nay.
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3.3.1 Tao mdt chu dé moi

Mot sy tap hop nhirng théng tin trong Outlook dwoc biét dén nhw mot chi dé. Mét cha dé co thé 1a
mot tac vu trén bang Task, mét tin nhan trong hop Inbox hodc mét cudc hen trong Calendar. Sy hiéu
biét vé cach tao va xéa mét cha dé 1a quy dinh bat budc dé sir dung Outlook.

Ban st dung nut Create New dé tao mét chi d& mai clia moét kiéu nhat dinh. Nhirng kiéu nay phu
thudc vao phan ctia Outlook ban hién dang st dung.

I Hinh anh trén New button hién thi | [#5. I

twong (rng méi loai ctia cha dé k

Mew Mail Message dwoc tao ra va sé thay doi khi ban Mew Appointment

chuyén sang loai khac.

Vi dy, ban sé tao mot mail-message méi néu ban dang lam viéc véi muc Mail va an nat New.
Nhwng néu ban dang & muc Calendar, ban co thé tao mail-message bang cach nhap chuét vao mi
tén bén canh nut New va chon kiéu minh mong muén ( & vi du nay la Mail Message).

Goi y: Ban c6 thé diing phim tat CtrI+N dé tao mét chi dé méi, chii dé sé phu thudc vao thu muc dang duwoc danh déu.

Chu y: Bang chon trinh bay céc chu dé thudc vé timng loai trong thu muc hién hanh. V&i béang chon nay sé gitp cho nguoi st

E‘ﬁﬂew | 1-_-:_1 . g4 | Taday
j Appointment Ctrl=M
j IMeeting Reguest Ctrl=Shift=Q
4 Folder.. Ctrl=Shift-E
& Calendar...

Mavigation Pane Shorteut...
2 Mail Message Ctrl=Shift=M
4= Contact Ctrl=Shift-C
& Distribution List Ctrl=Shift=L
& Task Ctrl=Shift=K
L:f—‘ Task Request Ctrl=Shift=U
5.‘] Jaurnal Entry Ctrl=Shift=]
| Mote Ctrl=Shift=M
Y_ﬁ Internet Fax Ctrl=Shift=x
=_§| Choose Form...
El}  ChooseInfoPath Form...  Ctrl=Shift=T

dung c6 thé chon lra dé dang gitra nhiing kiéu phu khac nhau. STIRETRLE

3.3.2 Tao tw déng

Outlook cho ban kha nang dé cé thé sir dung théng tin ttr mdt cha dé, dé tao ra mot chi dé maéi,
ngay ca dé la moét loai chi d& méi. Vi du: Ban c6 thé tao mot cudc hen trong Calendar, dwa trén mot
lwu y (note).

® Cach tao mot chd dé méi dwa trén mot chu dé ci:
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1. Tim kiém chd d& chira thong tin ma ban mudn s dung (trong vi du nay la mét birc thu trong muc

Mail).

2. Kéo chl d& véi thong tin ban mudn dén nat s& dung dé tao mét chi d& mai ( trong vi du nay Ia nat

a| Calendar

).

3. M6t chi d& méi da dwoc tao véi nhivng théng tin cii dang dwoc st dung.

called according to his purpose (Romans 8:28)

And we know that all things work together for good to them that love God, to them who are the

4 I

G » ¥ ) Test - Appointment x
a =
_) Appointment Insert Format Text Add-Ins @

Calendar =0 OV Recurrence (5
W 8 3 M) gEen Qe @
¥ Delete @ Time Zones ¥
Save & Imite [Appointment|Scheduling | i B
Close Attenaees £ Forward = [|[ " | 15 mirites B8 categorize - §
Adtions Show Options % || Proofing || OneNote

Subject | Test |

Location: | v/

starttime: |Fri 11/21/2008 v [1030 am v | Canday event

Endtime: | Fri 11/21/2008 ¥ [1100 am v
| i)
From: Nguyen Duc Trung [trung.jahu@gmail.com]

Sent: Wednesday, November 19, 2008 3:25 PM
To: trung.nguyen@skillsgroup.com
Subject: Test

4. Thém nhirng théng tin ban mubn vao cha dé mai.

Save &

5. Nhan chudt vao nat =958 | d& hoan thanh céng viéc.

Goi y: Ban c6 thé tao mét chii dé méi dwa trén nhiéu chi dé cii bdng céch st dung phim Ctrl dé lra chon nhiéu chu dé va

lam theo nhuw trén.

® Ban ciling c6 thé chén mét cha dé 1én mot cha dé cii theo cach sau:

1. Nhép nat New d& mé& chd d& ban mudn thém thong tin tlr mot chl d& khac vao (trong vi du nay la

Calendar).
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) » ¥ )5 - Apr - =
) =] Untitled - Appointment
S EEE o o oo @
Calendar =0 O Recurrence (£ T
H #8 T e O - T & 7}
X Delete @ Time Zones ¢ =S
Saves Inute Appaintment|Scheduling || @ 15 minutes  ~ m Spelling || Mecting
Close Attendees Cap Forward ~ O Categorize™ § - Hates
Actions Show Options )| Proofing || Onefiote
[ This appointment accurs in the past.
subject: |
Location: | -
Starttime: |Sun 11/16/2008 ~| [300am ~| AN day event
Endtime: | Sun 11/15/2008 v [s30am ~
Lz
4 m ] »

2. Dichuyén téi tab Insert.

!

Attach
3. Nhap Item

4. Trd téi thw muc chira thong tin ban mudn chén.

5. Chon kiéu chen.

Insert as
) Texk only

(%) Aktachment
) Shorbeut

6. Nhép OK.

7. Thém nhitng théng tin ban mudn vao chi d& mai.

Save &
8. Nhan chudt vao nat “/958 | d& hoan thanh céng viéc.

3.3.3 Xoa mét chu dé

Néu ban mudn xéa mét ch dé&, ban cé thé dé dang loai bé no.
® Cach xéa mot cha dé:

1.  Nhan chudt vao chd d& ma ban mudn xoa.

Pt

2. Nhén chudt vao nut :

Hoac
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2. G0 phim Delete.

Chu dé bay gid sé dwoc chuyén dén Thw muc Deleted Items @

I s
Chu y: Néu ban khéi phuc lai cht dé da xéa, ban chi can t6i Thu muc Deleted Items @ va di chuyén cha dé tré lai thu

muc géc

Goi y: Ngoai ra ban ciing cé thé st¥ dung nut ) trong danh sach Advanced. Nut nay chi 4p dung véi chi dé vira bi x6a

tire thi, va thi muc chira chi dé vira duwgc xéa van ton tai.

3.3.4 Lién két mot cha dé véi mét category

Khi ban tao mét cha dé trong Outlook, ban cé thé két hop cac chi dé véi mot hodc nhiéu chuyén
muc (category). Category c6 thé 1a mot tir hodc cum tr cu thé (cach ban dat tén cho chuyén muc)
ma ban mudn nhan chia nhém cho cac cha dé.

® Caéch lién két mét cha dé véi mot category:

1. Mé& chi d& mong mudn (trong vi du nay 1a

mét mail).

o) 1 PR Test - Message (Plain Text)
a
| Message
[23 Move ta Folder = =
| = x o &, sate Lists - v
AT *'$ [ Create Rule = X
Reply Reply Forward | Delete Block ot Categorize Follow M
to Al [£) Other Adtions ~ || sender — ERR
Respond i Junk Email T Options
From: higuyen Duc Trung [tru o]
To trung.nguyen @skilsgroup.
e
Subject Test

@
@j & Find B?_:

(2 Related -
ark as to

en.
Unread || W Select™ | onenote

& Find OneNlote

Sent: Wed 11/19/2008 3:25 PM

And we know that all things work together for good to them that love
are the called according to his purpose (Romans 8:28)

=
el
Categorize

-

2. Annut trén bang Ribbon.

3. Lwa chon Category mong muén.

»

God, to them uho
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Elue Categary
Fed Category
Green Category
Crange Category
Purple Category

Yellow Category

0000 b

All Categories..,

Create Category Search Folder...

4. Annat' ™ @& déng cha dé.

Bay gi®» chi dé d6 da dwoc lién két voi category dwoc lwa chon va trén hop thoai ctia chi dé hién thi

mau cla category da Iya chon.

Goi y: Néu ban mudn mét vai cac cht dé da duoc tao ra lién két véi cac category gidng nhau, ban cé thé lam diéu nay bang

céch st dung phim Ctrl dé danh déu tét cé ching, sau d6 nhédp nat "= va chon category mong muén.

3.3.5 Tao mdt thw muc maoi

]

Ban c6 thé dat cac chd dé nhat dinh trong cac thuw muc con khac nhau va theo cach té chirc sép xép

théng tin cua ban.

® Cach tao mét thw muc moi:

1. Nhép chudt vao mdi tén bén canh nat =5 L& 7

Mot danh sach hién thi.

2d  Mail Message Ctrl=N
%) Postin This Folder Ctrl=5hift-5
L4 Folder.. Ctrl=5Shift-E
Lyl Search Folder... Ctrl=5hift-P
Mavigation Pane Shortcut...
:ﬁ Appointment Ctrl=Shift=A
j Meeting Reguest Ctrl=5hift+Q
&5 Contact Ctrl=Shift=C
& Distribution List Ctrl=Shift-L
& Task Ctrl=5hift=K
@ Task Request Ctrl=Shift=U
;SH Journal Entry Ctrl=Shift=)
o HMote Ctrl=Shift=M
2. Chon [ Folder.

Hop thoai Create New Folder hién thi.
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Create New Folder

Marme:

Folder contains:

I"-'1-ai| and Post Ttems

Select where to place the Folder:

= @ Personal Folders ~

:ﬁ Calendar
4| Contacts

(] Deleted Items
L4 Drafts
[ Inbox
S 10urnal
g Junk E-mail -
o | Mates
[ Outbax

[+ L\ R55 Feeds

£

I Ok l ’ Cancel

3. Dattén cho thu muc.

4.  Chon cha dé cho thv muc.
5.  Chon noi mudn tao thw muc.
6. Nhap OK.

Bay gi® thw muc méi da dwoc tao ra va cé thé dwoc tim thay trong Folder List.

3.3.6 Lam viéc v&i cac thw muc

Néu ban mudn sap xép lai cac chu dé trong cac thw muc khac nhau, ban cé thé dé dang sap xép lai
cac thuw muc, sao chép cling nhw x6a chung vv ...

® Céch di chuyén, sao chép, dbi tén hay x6a mét thuw muc:
1. Tré t&i thw muc ban mudn thay déi.
2. Nhép chuét phai vao thw muc dé.

M6t danh sach tat hién thi.
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= Open
Open in New Window
Save As...
3 Moye "Persan’...
L®y Copy "Person”...
L34 Delete "Person
aIe Rename "Person’...
[ Mew Folder...
Mark All as Regad
Send via E-mail...
Publish to Internet 3

’ff‘ Properties

3. Chon I&nh mong mubdn.
Hoac

3. Ngoai ra ban ciing c6 thé lam béng cach tré t&i File/Folder... va chon l1&énh mong muén.

[ Mew Folder... Ctrl+5hift+E

ey

3 Move "Person”...
Uy Copy "Person’...
L4 Delete "Person’
-‘IIE Bename "Person’...

'ff‘ Properties for "Person’...

Bay gi® 1énh mong mudn da dwoc thue hién.

Goi y: Ban c6 thé di chuyén mét thu muc bang cach kéo né téi vj tri mong mudn trong Folder List.

Goi y: Ban c6 thé sao chép mét thu muc bang céch nhén gii¥ phim Ctrl trong khi kéo né t6i vi tri mong muén trong Folder
List.

Chu y: Ciing nhw cac chi dé khéc, cac thu muc khéng duoc xda truc tiép, nhung thay vao dé ching duoc chuyén t6i Thu

L
muc Deleted Items @

3.3.7 Chuyén mét chi dé téi mot thw muc

Ban c6 thé sép xép lai cac chi dé ctia ban béng cach chuyén ching téi thu muc khac. Vi du, ching
c6 thé 1a cac thu trong Inbox clia ban, va ban cé thé chuyén t&i mét thw muc con.

® Cach chuyén mot chd dé t&i mot thw muc khac:

1. Danh d4u chi d& ma ban muébn chuyén (Ban co thé danh dau mét vai chi & bang cach nhén gitr
phim Ctrl).

2. Nhép phai chuét.

Mot danh sach tat hién ra.
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Dpen tems

i Print...

i Forward Items
Fallow Up k

Categorize k

¥

Mark as Read

&

Mark as Unread

Delete

Move to Folder...

Send to OneMote

B X[

3. Chon Y Move to Folder..,

Hop thoai Move Items xuét hién.

: Move [tems

Maove the selected items ta the Folder;

= @ Personal Folders
ﬁ Calendar
|&5] Caontacts Cancel
{al Deleted Ttems
L7 Crafts M
=} irnbox
ﬁ Journal
L@ Junk E-mail
| Motes
(= Cutbox
= L) RSS Feeds
[ Microsoft at Home (Z7)
[ Microsoft at Work (27) —
=3 Sent Items

S -

[

i

W

4. Chon thw muc ban mong mudn chuyén cha dé& dén.
5. Nhap OK.

Bay gi® cac cha dé dwoc lwa chon da dwoc di chuyén.

53
Chu y: Ban ciing ¢6 thé phuc héi céc chd dé da x6a bdng céch st dung nit Move to Folder = trén thanh cong cu.

Goi y: Tén cua thu muc ma ban mudn di chuyén cac chi dé toi sé hién ra trong béng chon. Khi ban nhén vao nut Move to
53
folder " trén thanh cbng cu va ban c6 thé Iwra chon né truc tiép & day.
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3.3.8 Lam rong thw muc Deleted ltems

Khi ban x6a mét trong cac cht dé clia ban, ching sé dwoc chuyén téi thw muc Deleted Items @

Néu ban mudn, ban ciing c6 thé 1am réng tréng thu muc Deleted Items =

® Cach lam réng thw muc Deleted Items
1. Nhép chudt phai vao bidu tvong & Deleted ltems  yrong Folder List.

M6t danh sach tat xuét hién.

EF Open
COpen in Mew Window
@ Empty "Deleted tems” Folder

U7  Copy "Deleted tems"...

[ Mew Folder..,

Add to Favarite Folders

2 Chon @ Empty "Deleted tems" Folder

Bay gi® thw muc Deleted Items da dwoc xéa tréng, diéu d6 cé nghia 14 tt ca nodi dung cac cha dé
sé bj loai bd vinh vién.

Chu y: Ban sé nhan duoc mét cdnh béo truéce khi xéa tréng thu muc Deleted Items va hanh déng nay khéng thé phuc héi

Microsoft Office Outlook

! E Are you sure you wank bo permanenthy delete all the items and subfolders in the "Deleted Items" folder?

es l [ Mo

duoc.

3.3.9 T6 chie (Organizer)

Outlook chira mét td chirc (Organizing), né cho phép truy cap t6i cac chirc nang tb chirc, lién quan
t&i thw muc duoc lwa chon.

® Cach str dung Organize:

1. DPanh diu thw muc ma ban mudn td chtrc .

&0 i
2. Chon Tools/Organize Crganize
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Organize sé& duwoc hién thi.

Ways to Organize Inbox New Folder... | Rules and Alerts...

# Move message selected below to | Inbox “ | [Mu:uve ]

% Using Folders

To view or edit your rules, and for more advanced options, dick 'Rules and Alerts' above.
FH Using Colors

(N6i dung cua Organize, phu thudc vao thw muc dwoc lwa chon, trong vi du nay la Inbox)

3. Thuwec hién sy td chire lai mong mudn.

N
4. Nhan . Close khi hoan thanh.

Bay gi¢ phan Organize da duoc déng.

3.3.10 Tim kiém mét chi dé

Ma&c du ban da sép xé&p thr tw cac chi dé cla ban, nhwng ddi khi that khong thé dé dang tim duwoc
chi @& mong mudn. Néu ban biét thw muc ma chia dé& dé dwoc dat vao, chirc ndng tim kiém don
gian clia Outlook c6 thé gitip ban tim ra cha dé do.

® Céch tim mét ch dé bang cach st dung 6 tim kiém:
1. Tai Folder List danh dau thw muc ban mudn tim kiém.

2. G6 tlr khoa vao 6 tim kiém phia trén bén phai clia giao dién Outlook (Trong vi du nay la Inbox).

"3 Inbox | search Inbox I Rar’

Outlook sé& tw ddng tim kiém trong thu muc va sé dd mau cho tir khéa néu né bét gép.
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!ﬁ D d From Subject Received Size |Categories

= Date: Today

f=  MguyenDucTrung Mews on KTC Fri11/21/20... 8 KB

Hi all, &5 announced yesterday, from now on our company will outsource KTC as our Finance and
Accounting Department, Should you have any question
related to finance, please contact Ms Mai Anh: 0935592770 (who will sit

=) Date: Wednesd ay

,-_—}. Mguyen Duc Trung  Test Wed11/19/.. SKB

And we know that all things work together for good to them that love God, to them who are the called
accarding to his purpase (Romans 3:28) <end>

Try searching again in All Mail ltems.

News on KTC

Nguyen Duc Trung [trung.jahu@gmail.com]
Extra line breaks in this message were removed.

Fri 11/21/2003 10:49 AM
trung.nguyen@skillsgroup.com

N z 2 2 s
Goi y: Tré vao nat ™ bén canh hop tim kiém, dé c6 thé str dung tim kiém néng cao.

3.3.11 Tim théng tin ca nhan

Néu ban can cac thong tin vé lién lac cia mot ngwdi nhat dinh, trong khi 1am viéc véi Outlook, ban

c6 thé dé dang tim thay nhirng théng tin d6 bang cach st dung hop tim kiém

[l Search address books -

® Cach tim théng tin ca nhan:

[ Search address books

1. Nhép vao hop - trén thanh cdng cu.

2. Viét tlr khoa ban mudn tim.
3. Nhép Enter.

Hop thoai Choose Contact xuét hién.

Choose Contact

Contacts:

iNquyen Duc Trung, Contacks

4. Danh dau tén ngwdi mubn tim.

5. Nhép OK.

no ludn dwoc hién thi trén thanh cbng cu.
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Bay gio Outlook s& m& mdt clra sb Contact Person vé&i nhivng thdng tin vé ngudi dé.

Chu y: Néu Outlook chi tim thdy mot nguoi theo tiéu chuén tim kiém, cira s6 véi thong tin cta nguoi dé sé dugc mé ngay 1ap

tire.

3.3.12 In cha gé

T4t ca thong tin da dwoc lwu trong Outlook cé thé dwoc in ra. Trén thuc t& nhirng lwa chon in &n
trong Outlook s& phu thudc vao tirng loai ctia chi d& ban dang lam viéc.

Hop thoai Print

Khi ban muén in ra tlr Outlook, ché dé in hién hanh sé& phu thudc vao cac phan dwoc chon.
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Nhép vao day dé chon may in.

1
Tai day ban c6 thé chon céac trang

2 Prinker
nao sé dwoc in ra (trwong hop na Mame: |5end To Onehote 2007 v_ Properties

30 s& d (trwong hop nay |5end ®_ | [Lprop ]
!a tat ca cac trang) va s6 ban dwoc Status:
Inra. Type: Send To Microsoft OneMote Driver
. R . 3 Print: ko Fil

Tai day ban cé thé chon dinh dang e E Rk i

3 Comment:
ban mudn in Print style Copies

=

Tai Page Setup... va Define Table Style w} Lt es! E_AH 2 2

4 @ @ Murnber of copies: ' 1 | k
Styles...ban c6 thé thay déi hinh ‘ Mema Style [l collate capies
dang trang in clia ban. Ban cé thé |
thay ddi phéng chir, can 18, cac @ - -
loai gidy va hon thé niva. Print optians .E .H

5 & Print attached files, Attachments will print to the

Nhép vao day dé& chon ché dd in default printer only.

5
cac file dinh kem. Cac file dinh
kém sé& dwoc in ra bdng may in @ o | l e ] ’ Preview@
méc dinh cai sén.
Nhép vao day dé bat dau viéc in.

6
Nhap vao day dé xem trwéc hinh dang trang in véi cac ché dd ma ban da chon.

7

® Cachin:

1. Trong Folder List danh d4u thw muc bao gém théng tin ma ban muén in.
2. Banh d4u nhirng chd d& ban mudn in, néu ban khéng mudn in toan bd ndi dung ctia thw muc.
3. Tré t&i File/Page Setup.

4.  Chon kiéu mong mudn.

Table 5tyle

PMemao Style

Hop thoai cho kiéu twong (ng xuét hién (trong vi du nay 13 kiéu Table).
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Page Setup: Table Style 3

Style name: |Table Shyle |

Format | Paper Header/Footer

Presview:

Opkions Fonks

Column headings
[10pt. Segoe LI | [ Eonk.

Rows
|8pt. Seqgoe LI | [ Font. .. ]

Shading

Print using grav shading

[ QK ] [ Cancel ] [ Print Preview ] [ Prink...

5. Thay déi cac tuy chon mong muén.

6. Sau d6 nhap Print Preview d& xem dién mao ctia cha d& sau khi in.

® Print Preview EEG)
D)3 | A rage setup.. | Eprint..  Close

7. Nhép lai nut W Page Setup.. | s chiva thdy wng y va mudn thay ddi tly chon.

Hoac

7. Annut @Ermt... déinra.

Bay gi® nhirng théng tin dwgc Iwva chon sé dwoc in.

3.4 Suwtro giup

Mac du Outlook 1& mét chwong trinh than thién cho ngudi str dung, nhung déi khi ban c6 thé muén
tan dung hé théng Help trwc tuyén Windows mot cach hiéu qua khi ban bi ndy sinh nhirng thdc méc
tam thoi. Outlook bao gdm mét cdng cu tro gitp c6 thé md ta y nghia ctia mét tir hodc chi cho ban
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tirng budc vé nhirtng chirc nang lam viéc nhw thé nao. Ban cé thé hdi nhirng cau hdi qua
Type aquestion for REID = pidn thi phia trén bén phai clia giao dién Outlook.
Khi ban nhap mét cau hdi ban cé thé viét mét tr ré rang nhu "Meeting" hodc ban cé thé viét mot cau
hoi.
Khi ban két thic bai hoc nay, ban sé hoc cach dé:

. Tim kiém véi cong cu tro gitp

Yéu cau:

Khbéng c6 yéu cau dac biét nao dé hoan thanh bai hoc nay.

3.4.1 Tim kiém v&i cong cu tro giup

Néu ban gdp phai mét vai diéu trong Outlook ma ban mudn mét
cau tréd I&i nhanh, ban c6 thé dé dang nhap cau haéi ctia ban vao

@ Qutlook Help == =
0@ 0 & AMe |

hop tim kiém & phia trén bén phai cta giao dién Outlook. ! | searn -
Hé théng Help ctia Outlook xuét hién dwéi dang cira sb pop-up X
riéng biét (xem minh hoa bén dw&i) bat c&r khi nao ban nhan F1.
< . . - e e z A Whats ney Accessibility
Hé thong Windows Help tim nhirng I&i giai dap cho bat clr cau pe— p—
. Accounts and data files E-mail
hdi nao ma ban gd nhap trong hop /P = Auestion for fiel pe—— R
Views Security and privacy
Contacts Tasks
Notes and Journal Customizing
@ CéCh t‘lm klém Vc’),l Céng CU tro, glL’Jp Printing (Qutiook) ;orkmgujat:lfﬁlﬂ:nl\anglzge
e management Susnacs Contact Manager o
z 1 = Rules and alerts Integrating with SharePaint sites
1. Dat dau trong hop Twpe a question For help . - ratng
2. Viét cau héi hodc nhitng tir khda ma ban muén tim. ER U o |
Qutlook Help @ ormine

3. Nhap Enter.

Bay gi® Outlook sé& tim kiém cau tra 1&i cho cau hdi clia ban, va sau dé sé hién thi cho ban két qua tim

thay.
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4.

@ Outlook Help - x
REROE BAS

mail ~ P search ~
Outlook Ai

Searched for: "mail”

Results of top 100 Page:[1] 234 =

@ Overview of the Junk E-mail Filter
Help > E-mail > Junk e-mail filter

@ I receive a 550, 553, or relay-prohibited error when sending
e-mail messages
Help > E-mail > Creating messages

@ Introduction to e-mail account types
Help > Accounts and data files > E-mail accounts

@ Create an e-mail message
Help > E-mail > Creating messages

@ Add names to the Junk E-mail Filter Lists
Help = E-mail = Junk e-mail filter

@ Add or remove an e-mail account
Help > Accounts and data files > Microsoft Exchange accounts

@ Review or change e-mail account settings
Help > Accounts and data files > E-mail accounts

@ Using the E-Mail Marketing Service in Business Contact
Manager
Help > Business Contact Manager for Outlook > Business Contact
Manager records > Promoting your business using Marketing Campaigns

B o anooo . - . ol

E— Lhortine _;

Nhan chuét vao chi & mong muén.

Ctra s6 Outlook Help hién thi ndi dung dwoc lwa chon.

@ Qutlook Help - = x
RN BN B
mail + B search -

Crtogk = E-mail > Junk e-mail fter ~|

Change the level of protection in
the Junk E-mail Filter

By default, the Junk E-mail Filter in Microsoft Office Outlook 2007 is
turnad on, and the protection level is setto Low, which is the sefting
that is designed to catch the most obvious spam. Also by default, any
message that is caught by the Junk E-mail Filter is moved to the
Junk E-mail folder. You can change any of these Junk E-mail Filter
options to get the kind and amount of protection that you nesd

In this article

< Change the level of junk e-mail protection

+ Delete messages instead of moving them te the Junk E-mail folder

Change the level of junk e-mail
protection

™|

— Yo

5. Doc chi¥ va thwc hién nhitng buéc ban mudn.

6. Dong ctra sb tro gidp.

Chu y: Néu ban muén xem tirng phan mét trong Outlook Help én nut

@
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Bai tap: Lam quen v¢&i Outlook

Trong bai tap nay, ban khé&i ddng Outlook, déng thanh diéu hwéng Navigation bar, chuyén clra sé
doc thw xubng phia dwéi ciia Outlook, déng cira sb To Do Bar, chon mét trang chi cho mét thv muc
thw, tao moét thw muc méi va dong Outlook.

«  Nhén nut Start

1 Khéi dong chwong trinh «  Nhén All Programs
Microsoft Outlook *  Chon Microsoft Office

e Chon Microsoft Office Outlook 2007

. ¢ Nhan menu View
2 DPéng thanh dieu hwéng

Navigation Pane *  CHon Navigation Pane

¢ CHon Off

. Nhan menu View

3 | Chuyén ctra sé doc thw xudng .
phia dwéi *  Chon Reading Pane

*  Chon Bottom

DPong thanh To-Do Bar * Nhan menu View

¢ e Chon To-Do Bar
e Chon Off
5 M& Navigation Pane + Nhan View

e Chon Navigation Pane

¢ Chon Normal

»  Kich chuét phai Ién thw muc Inbox
Chon trang chu Yahoo cho thw «  Chon Properties
6 muc Inbox e Chon tab Homepage
» GO0 dia chi Yahoo.com trong 6 Address

«  Nhén chudt vao thw muc Inbox dé kiém tra

. «  Nhén Menu File
Tao thw muc dé thw méi trén

; |Navigation Pane véi tén Ia *  Chon New
‘New mail folder’ *  Chon New folder
GO tén cho thw muc la ‘new mail folder’
+ Nhan OK
Thoat Outlook ) o
8 « Nhan nut Close
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BAIl 4: Thw dién tw

M6t trong nhirng cach trao dbi thong tin hiéu qua va nhanh chéng nhét la st dung thw dién t& (e-
mail). Trong bai nay, ban sé hoc cach st dung hé thdng quan ly thw dién tlr dé& g&vi va nhan thw va
st ly ching. Bai hoc s€ bat dau bang cac khai niém co ban xoay quanh thw dién t.
Trong bai hoc nay, ban sé dwoc hoc cach:

¢ Nhan va doc thw

+  Danh déu céc thu

«  Tao chi¥ ki, hodc chi st dung cubi thw

«  Dién thong tin dia chi cho cac thw méi st dung dia chi trong MS Outlook

e Tao mot thw mai, tao dau dé va dinh kém file vao thw

e Tao mét bre thw véi ndi dung vé cach st ly khi ngwdi nhan nhan duoc thw nay

«  Guwithuw.
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4.1

Thuw dién tw

Khi s dung thw dién ttr, ban cé thé g va nhan cac tin nhan dién t& dén moi nguoi trén thé gisi chi
trong vong mét vai phut.

Ciing gibng nhw v&i cach gl thu théng thuwéng, ban ciing can dia chi khi glri e-mail, nhwng thay thé
bang céac dia chi thw dién tlr clia c ngudi nhan 1an nguoi givi.

M6t mau thong tin dién tr dwoc glvi di dwéi dang ma hoa hay théng thuwéng va duwoc chuyén qua
mang may tinh hay Internet. N6 cho phép chuyén théng bao hay thw tir(e-mail) tr mot may ngudn
dén mét hodc nhiéu may khac nhau cung mét Idc.

Ngay nay, thw dién tlr cho phép chuyén tai cac dang néi dung rat phong phu nhw hinh anh, am
thanh, phim, va d&c biét cac phan mém thw dién t& kidu mai con co thé hién thi cac email dang
twong thich véi kiéu file HTML.

4.1.1 Trao dbi thw dién tcr

E-mail dwoc trao ddi theo phwong thire gibng hét nhw cach trao ddi ctia thw tin théng thuong.
Nhwng & day, né hoat ddng v&i cac tin hiéu dién tor thay vi gidy va do do téc dd nhanh hon rat
nhiéu.

Ban sé viét thw va chon dia chi nguwoi nhan. Ban cé thé dé dang givi cung mét bire thw dén nhiéu
ngwdi, néu ban, vi du, muén méi nhiéu ngudi dén dw tiéc hodc thdc méc mot van dé ki thuat, hay ké
véi cac ban clia minh vé chuyén du lich .v.v. Khi ban nhan dwoc mét e-mail, ban cé thé tra 161 ngudi
gl trwc tiép hay chuyén tiép dén nhiéu nguoi.

4.1.2 Wu diém va nhwoc diém cla thw dién tor

C6 ca wu diém va nhwoc diém khi st dung e-mail

Nhirng wu diém
Hé thdng thw dién t&r co vai wu diém Ion sau:

- So voi thu tin truyén thdng (con goi la snail-mail), e-mail nhanh hon rat nhiéu, do dé cho
phép ngudi nhan trd [&i mot cach nhanh chéng. Téc do truyén thw dién tor chi vai giay dén
vai phat va chi phi rat nhd, khong dang ké so véi thw glvi qua dwdng buu dién

- Thw dién t& co kiéu dinh dang dién tlr cho phép ban dé& dang sao chép, chinh stra lai noi
dung

- S dung thw dién t& rat linh dong, ban cé thé nhan hodc gtvi thu ma khong can & mot noi cb
dinh. Ban c6 thé gtri va nhan thw bt ct¥ luc nao néu ban c6 mdt may tinh dwoc ndi voi
Internet. Do d6, khdi lwgng gl va nhan thw rat Ién. Cac nha cung cap dich vu e-mail ngay
nay déu hd tro ngwdi str dung hom thw chira véi dung lwong ngay cang lén.

Nhirng nhwoc diém
Ngoai cac wu diém ra, e-mail con cé mot sé cac nhwoc diém han ché sau:
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- Cac nhuoc diém cla e-mail thuwéng xoay quanh viéc bado mat thw, khi mét sd ngudi co thé
mudn xem thw ctia ban. Trong mét sé cong ty, cé kha ndng ngwdi quan ly sé xem ndi dung
thw clia nhan vién ho.

- M6t nhuwgc diém khac cla e-mail la viéc nhan cac thw rac clia cac trang web khi ban 1&
dang ky dia chi cia minh vao mét trang web thwong mai nao dé. Loai nay thwdong gay kho
chiu cho ban hon I& gay ra nguy hiém cho may tinh clia ban vi chiing thwéng gli cho ban
mot ngay vai l&i dé nghi mua cac sén phdm ma ban khéng muédn quan tam

- Thém mét nhwoc diém 1a e-mail ciing 1a méi trwérng van chuyén virus may tinh qua mang.
Mét sb virus chi lay lan khi ban dinh kém mét file tr may tinh. Mot sb loai virus lai cé kha
nang tw glvi thw s dung danh séch dia chi c6 trong phdn mém givi thu.

Chu y: Ban khéng nén mé mét file dinh kém ma ban khéng biét ré khi nhan the.

Chu y: Ban nén cap nhat thuong xuyén phdn mém diét virus cta minh néu ban mudn giam nguy co lay nhiém virus qua
Internet.

4.1.3 Chi ky dién t&

Chi ky dién t& 1a thong tin di kém di liéu nham muc dich xac dinh ngwdi chi clia div liéu d6. Ngoai
ra chirc nang quan trong clia chiv ky s6 |a bao vé théng tin dwoc gl di, tranh bi nguwdi khac thay dbi.
Ngu&i nhan cé thé nhan ra ban da glvi bire thu d6 va nodi dung clia né khong thé thay déi duorc.

Chi ky sb c6 thé dwoc dung nhu mét chir ky chinh thire
st dung trong cac mau gidy t& dién t. 'ng dung cla :
chi¥ ky s6 ngay cang mé rong, véi kha ndng moét vai hé C/
thdng st dung van ban ctia nha nwéc chap nhan hinh

thirc nay som. b

4.1.4 Phuwong thirc hoat ddng cua thw dién tw

DPé gri hodc nhan thw dién t&r ban phai st dung phan mém thw dién ttr. C6 hai loai phan mém thw
dién tlr, d6 la MUA (mail user agent) hay con goi la email client, la mét (rng dung thw dién t& dwoc
cai dat trén ttvng may tinh clia ngwi dung, vi du nhw: Microsoft Outlook, Microsoft Outlook Express,
Netscape Communication hay Eudora.

Mot phadn mém khac khdng can cai d&t ma né dwoc cung ng bdi cac may chi trén internet goi 1a
WebMail. D& dung dwoc phan mém nay, ban phai cé may tinh twong thich véi Webmail co két ndi
Internet, mot s& Webmail phd bién hién nay la Yahoo.com hodc Gmail.com.

C6 2 (rng dung hoat déng trén may chi thw (Mail server), do la MTA (Mail Transfer Agent) trng dung
gtri thw gilra cac may chl va nhan thw tir may Client. MDA (Mail Delivery Agent) la (rng dung gtvi
thw tir may cha dén client thudc domain ctia né.

Khi gt thw dén mét nguwdi, ban st dung MUA hodc Webmail ctia minh soan va gt thw. Sau khi
nhan nGt Send, MUA hodc Webmail sé& str dung giao thitrc SMTP gli thong tin t&i MTA (1) trong
domain ctia minh, MTA nay sé doc dia chi nhan va dwa vao hé théng tén mién dé héi dia chi tén
mién MTA may chd sé nhan e-mail (2), khi cé dia chi ciia may chd nhan thw (3), may chi gtvi thw
chuyén thong tin dén MTA nhan (4). Cudi cing MTA sé& d& MDA chuyén thw dén dia chi may tinh
nhan (5). May tinh nhan sé& st dung giao thirc POP d& nhan thuw.
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Dw¢i day la hinh minh hoa cla qua trinh trén.

Delivery Client Reciever Client

MUA

(Mail User Agent)

(1) SMTP ;

(5) POP
(M a|ITrans ermren" (Mail Delivery Agent)

= -
Mail Sewer (2) DNS El| Server
(3) DNS

Domain Server

F'Id

4.1.5 Cac giao thirc str dung cho thuw dién t

Dé van chuyén va trao dbi e-mail trén mang internet, cac giao thirc chinh dwoc st dung bao goém:

SMTP

SMTP viét tét ciia Simple Mail Transfer Protocol — 1a giao thirc chuyén thw don gian. Bay la mét giao
thirc sir dung dé van chuyén e-mail gitka cac may chi trén dwédng trung chuyén dén dia chi nhan
ciing nhw dé chuyén thu dién t& tir may khach dén may chi. Hau hét cac hé théng thw dién to gl
thw qua Internet déu dung giao thirc nay. Céac théng tin cé thé duoc lay tir mot may tinh, sau d6 may
tinh nay sé st dung cac giao thirc POP ho&c IMAP dé nhan thu.

IMAP

IMAP viét tat cia Internet Message Access Protocol — la giao thirc truy nhap théng diép Internet.
Giao thirc nay cho phép truy nhap va quan ly cac mau thong tin vé cac may chd. Véi giao thirc nay
ngwdi dung e-mail cé thé doc, tao ra, thay dbi, hay xoa cac ngan chira, cac mau tin déng thoi cé thé
tim kiém cac ndi dung trong hop thw ma khéng can phai tai cac thw vé.

Phién ban mé&i nhat ctia IMAP 1a IMAP4 twong tw nhung c6 nhiéu chirc nang hon giao thirc POP3.
IMAP nguyén thuy dwoc phat trién béi dai hoc Standford ndm 1986

POP

POP viét tat ctia Post Office Protocol — & giao thirc buwu dién. giao thirc nay dwoc dung dé truy tim
cac e-mail tr mét MTA. Hau hét cac MUA déu dung dén céac giao thirc POP mac du mot s MTA
cling c6 thé dung giao thtrc méi hon 1a IMAP.

Hién nay c6 hai phién ban ctia POP. Phién ban dau tién POP2 da trd thanh tiéu chuan vao thap nién
80, n6 ddi héi phai c6 giao thirc SMTP dé g di cac mau thong tin. Phién ban méi hon POP3 c6 thé
dwoc dung ma khéng can téi SMTP.
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4.1.6 Dia chi E-mail

M6t dia chi e-mail sé& c6 cAu tric nhw sau:

Ex;tension Nlame@DomainlName

Phan tén m& rong  Phan tén hop thw Phan tén mién

Phan tén mé réng: Day 1a phan tén dé giup ngudi doc dé dang nhan ra nguoi glvi. Tuy nhién, trong
céac thu dién tr ngudi ta cd thé khéng can cho tén dinh dang va I thw dién t&r van duwoc gl di dung
noi. Vi du nhu ta c6 thé viét dia chi dwdi dang David Web@cia.us hoéc viét duwéi dang web@cia.us
thi phan mém thw dién t& van gvi thw dén ding dia chi.

Phan tén hop thw: Day 1a phan xac dinh hop thw. Théng thwdng dé dé nhé, phan nay thuweng la
tén ghép v&i ho ngudi chi hodc tén ghép véi ki tw dac biét. Phan nay con duoc goi la phan tén dia
phwong — local name.

Phan tén mién: day |a tén mién cta noi cung cap dich vu thw dién tt. Ngay sau phan tén hop thw
bat dau bang chir @ ndi lién sau d6 1a tén mién.
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BAI TAP: Thu dién tC

Trong bai tap nay, ban sé& hoc cach tao mét email tir nha cung cip email mién phi Gmail

1 Chay chwong trinh Internet
Explorer

+  Nhén nat Start
e Chon All Programs

. Chon IE & Intermet Explorer

2 Truy cép vao trang web
http://www.gmail.com

«  Nhap chuét I&n thanh Address

*  G06 ‘gmail.com’

e Nhén Enter ho&c nhan nut Go ?

Vao phan ding ky tai khoan
3 cua Gmail

«  Nhép chuét [én dwdng dan

Sign up for Gmail

4 | Nhap cac théng tin cho tai
khoan cua ban

«  Lanlwot dién thong tin cho cac 6 chiy ctia phan
Create an account,

«  DAautién nhap tén cla ban trén hai & First Name
va Last Name
*  Nhap tén dang nhap cua ban tai 6
Desired Login Name:
Thong thwong déy la tén ho cla ban khong viét hoa
va khéng c6 dau, vi du nhw ‘tranthanhson’ hoac
‘sontt’ hoac ‘sontran’.
«  Sau khi ban dién t&n d&ng nhap nhan

check availability!

] dé kidm tra xem tén nay
da dwoc nguwdi khac dung hay chwa

»  Nhap mat khau cta ban trong cac &

Choose a password:

Ban dé y bén phai c6 phan Password Strength, né sé
thong bao mirc d6 bao mat clia mat khau cﬂe} ban.
Nhap lai mat khau ban da gé & trén trong phan

Re-enter password: g3 chic chén ban da nhap
ding mat khau cia minh

« D& phong trwdng hop ban quén mat khdu truy
nhap vao hom thw clia minh, Gmail cho phép ban st
dung cau héi bado mat, mot loai mat khau the 2 khi
ban chét quén mat khau chinh ctia ban

Ban chon cau hdi c6 san clia Gmail, hodc tw dat cau
héi cho minh trong phan Sercurity Question, sau dé
dién cau tr |6i cia minh vao phan Answer

e M®bt cach nira ma Gmail giup ban Iéy lai tai
khoan ctia minh dé la dia chi email ma ban da co
trwéc day, Gmail sé gli lai password dén dia chi nay
cho ban, dién dia chi thw cii cia ban vao phan
Secondary email, hodc dé tréng néu ban khéng cé
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«  Chon quéc gia cla ban tai phan Location

»  Tiép theo Gmail s& y&u cau ban gidp n6 bao mat
bang cach nhép lai chi¥ cai ma né hién thi, vi du

«  Cubi cung, ban phai doc cac thong tin chinh
sach s dung dich vu cdia Gmail va nhan nat

[ | accept. Create my account. ] néu ban déng y v&i cac

diéu khoan yéu cau cta gmail khi ban st dung dich
vu cla no.

3 | Dang nhap va tim hiéu hém
thw cia Gmail

»  Sau khi da tao ra moét tai khodn email cta Gm’ail,
ban dang nhap vao Gmail, str dung tén va mat khau
da tao tv budc trén

+ Nhén vao Soan thw ¢é soan thu mai va gui thu
do dén cac ban clia minh.
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4.2 Tao mbét tai khoan e-mail trong MS
Outlook

Trudc khi ban cé thé nhan va gri e-mail st dung Outlook, ban phai tao it nhat mot tai khoan email.
Khi ban tao mét tai khoan e-mail, ban sé& cung cap nhitng théng tin ma Outlook can dé két nbi dén
tai khoan e-mail truc tuyén ca ban. Outlook cé thé lam viéc véi nhiéu tai khodn e-mail cing mét luc.
Thiét lap e-mail gdm c6 hai phan.

DAu tién, ban phai cé moét tai khodn e-mail trén server hodc tir nha cung cap dich vu Internet (ISP)
v.v. Cong viéc nay khoéng lam trén Outlook. Néu tai khodn ctia ban thudc vé noi lam viéc va né dwoc
thiét lap b&i nhan vién IT, thi ban héi ho nhirng théng tin can thiét nhw dia chi e-mail va password.
Néu tai khoan cta ban la loai ca nhan hay doanh nghiép nhé thi ban phai tw lam nhirng céng viéc
nay.

Th hai, ban phai thiét 1ap tai khoan ctia Outlook. Day I& cong viéc cung cap cho Outlook nhirng
théng tin nhw dia chi e-mail va password ctia ban, dé& Outlook c6 thé két ni dén may chi thw (e-mail
server) dé nhan hodc glri thw. Ngoai ra ban ciing can phai cung cép dia chi hay URL ctia email
server. URL cuia e-mail server sé& gidng nhw dia chi clia mét trang web cé dang nhu sau
mail.hosting.com. M6t s6 tai khodn sé yéu cau cé 2 dia chi, mét cho nhan thw (incoming mail) va mét
cho gtvi thw (outgoing mail).

Outlook hé tro vai loai tai khoan e-mail khac nhau, trong dé cé dang Microsoft Exchange Server.
Qua trinh thiét 1ap tai khoan sé& khac nhau tuy thudc vao ban dang tai khodn nao, mot tai khoan
Exchange, mét tai khodn HTTP nhw Hotmail hay MSN, hodc mét trong cac dang duoc hd tro khac
nhw POP va IMAP.

4.2.1 Thiét lap tai khoan thw ty dong

Outlook c6 thé ty dong thiét Iap mot sé tai khoan e-mail. Ché do nay khéng hoat dong véi cac tai
khoan POP, IMAP, Exchange Server, hodac HTTP. Dé sir dung tinh nang tw ddng nay ca Outlook,
ban can phai cé dia chi e-mail va password. Sau dé theo cac buwédc dudi day

® Cach thiét lap tai khoan tw déng
1. Chon menu Tools | 128l

2. Chon Account Setting Account Settings. .

Hop thoai Account setting xuat hién
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Account Settings

E-mail Accounts
You can add or remove an account. You can select an account and change its sethings,

o Mew... 3 Repair... M9 Change... @ SetasDefaul X Remove

Marne: Tvpe
thanh.bach@skillsgroup. com POPSMTE {send from this account

Selected e-mail account delivers new e-mail messages to the Following

3. Trén tab email nh&n New = MEW-

Hop thoai Add New E-mail Account xuét hién

Add Mew E-mail Account

Choose E-mail Service

(%) Microsoft Exchange, POP3, IMAP, or HTTP

Conneck to an e-mail account at wour Inkernet service provider (12
arganization’s Microsaft Exchange server,

") Other

Conneck bo a server type shown below,
|

4. Sau khi dé tuy chon la Microsoft Exchange Server, POP3, IMAP, or HTTP dwogc chon, nhan Next

Hop thoai Next xuét hién
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Add New E-mail Account

Auto Account Setup

Clicking Mext will contact your e-mail server and configure your Inkernet service provider .
Exchange server account settings,

Your Mame:

Example: Barbara Sankovic

E-mail Address:

Example: barbara@contoso, com

Password:

Retype Password:

Type the password wour Internet service provider has given we

5. Sau khi dién cac thong tin t&n, dia chi e-mail, password vao cac 6. Nhan Next. Outlook sé& thir két ndi

dén may chi e-mail ctia ban va thiét 1ap tai khoan.

Trong phan 1&n cac trwdng hop, khi qué trinh thiét 1ap hoan tét, ban sé cé thé bat dau gtvi va nhan
thw. Tuy nhién, qua trinh tw déng nay khéng phai lic nao ciing hoat ddng. C6 thé ban sé bét gép
mot trong cac trwdng hop sau:
- Outlook sé& théng bao ring né khong thé thiét 1ap két ndi dwoc ma hoa dén may cha va dé
nghi thtr két nédi lai st dung két ndi khdng ma hoa

i &n encrypted connection to your mail server is not available,
\J‘) lick Mexk o atbempt using an unencrypted conneckion,

- Outlook khéng thé két néi dén tai khoan va yéu cau ban xem lai dia chi e-mail ctia minh va
thtr két nbi lai 1an niva
Yerify the setkings below, You can make changes iF necessary,

E-mail Address: #web@cia,us|

Example: barbara@contoso.com

- Néu cac budc & trén déu that bai, Outlook sé yéu ciu ban tw thiét 1ap cac thong sb cla e-
mail server. Bwédc nay dwoc thwe hién khi ban chon Manually configure server settings or

additional server types Manually configure server settings or additional server bypes

Add New E-mail Account

trong hop thoai

Cac budc tw thiét 1ap tai khodn ctia ban trén Outlook sé dwoc gidi thiéu trong phan tiép theo cta bai
nay

4.2.2 Tuw thiét 1ap tai khodn thuw

Néu tinh ndng tw dong thiét lap tai khodn khong lam viéc véi cac tai khoan mail POP va IMAP, ban
sé& phai tu thiét lap cho né. Ngoai dia chi e-mail va password, ban can phai thém mot sb théng tin
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khac nira. Nhirng thdng tin nay ban sé cé dwoc tir nha cung cép dich cu hodc mét nhan vién IT, né
bao gém:

- Dia chi cia may chd nhan thw (incoming mail server) va may chi gwi thw (outgoing mail
server). Hai dia chi nay cé thé gidng hodc khac nhau

- Tén dang nhap va password cla ban
Khi ban d& c6 trong tay cac thdng tin trén, ban co thé cai dat tai khoan theo cac budc sau.
® Cach tu thiét lap tai khoan thw

1. Nhén vao menu Tools

2. Chon Account Setting

Hop thoai Account setting xuat hién

3. Chon Manually configure server settings or additional server types

v ' ) - L
Manually configure server settings or additional server bypes 18 nhan Next

Hop thoai yéu cau ban chon dich vu e-mail xuét hién

Add New E-mail Account

Choose E-mail Service

%) Internet E-mail
Conneck ba your POP, IMAR, ar HTTP server ko send and receive e-mail me

") Microsoft Exchange
Conneck bo Microsoft Exchange for access ko wour e-mail, calendar, co

) Other

4. Chon Internet E-mail, nhan Next

Hop thoai tiép tuc phan dién thdng tin cho tai khodn ctia ban. Nhap mét cach chinh xac tat ca cac
théng tin dwoc yéu cau. Nhan chon Remember Password va Require Logon using Secure Password
Authentication. Hau hét moi nguwoi sé dé nhirng tuy chon dé theo méc dinh. Nat More Setting

sé dwoc gidi thich trong phan tiép theo
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Internet E-mail Settings
Each of these settings are required to get your e-mail accon

User Information

Your Mame: weh

E-rnail Address: web@cia, us
Server Information

fccount Type: POP3 "

Incaming rmail server: pop.cia. us
Qutgoing mail server (SMTPY | <mbp cia.us

Logon Information

Uset Marme: weh
Password: -
Remember password

5. Khiban da nhap hét cac thdng tin, nhan nat Test Account Setting dé thir két néi. Néu két ndi thanh

c6ng, ban nh&n Next va Finish d& két thuc thiét 1ap.

Cha y: Khi Outlook thir két néi véi e-mail server, mot hay ca hai két néi véi may chi nhan va méy chi gii thw déu thét bai,
hép thoai Test Account Setting sé hién thj két qua cho ban théy va phéan Ién céc 16i két ndi déu do ban gé sai théng tin nhw
tén hop thu hay méat khau. Néu thong tin duoc nhap hoan toan diing, ban sé phai st dung hdp thoai Internet E-mail setting dé

thiét Iap thém céc théng tin.
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BAI TAP: Thu dién tC

Trong bai tap nay, ban sé hoc cach tao mét tai khoan trong Outlook st dung tai khodn email ma ban
da tao phan trén

«  Nhén nut Start

L e  Nhan All Programs
1 | Knhei dong Outlook, J
*  Chon Microsoft Office

e Chon Microsoft Office Outlook 2007

¢ Chon menu Tools

e Chon Account settings ...

«  Chon tab| E-mai

2 | Tao mét tai khoan méi

e Chon New = L
trong Outlook

«  Nhéan Next trong hop thoai mai hién ra ﬂ]

*  Chon Manually configure server settings or additional
server types, nhan Next

«  Nhan Next tiép néu Internet Email dwoc chon

«  Dién tén va dia chi email ciia ban trong phan User
Information

Nhép cac théng tin ma «  Trong phan Server Information, chon Account Type
3 | outlook yéu ciu dé tao tai Ia POP3, Incoming server la pop.gmail.com, Outgoing

IR mail 1a smtp.gmail.com.

«  Trong phan Logon Information ban dién User Name
la dia chi email ctia ban, dién mat khiu d&ng nhap vao
phan Password.

«  Nhan nat More Settings...
. HOp thoai Internet E-mail settings xuat hién

*  Chon tab Outgoing server, chon My outgoing server
Piéu chinh thém mot sd (SMTP) requires authentication

4 | tuy chon trong phan «  Chon tab Advanced danh d4u vao phan sau

More Settings ... This server requires an encrypted connection {S5L)

IJse the following type of encrypted connection:

. Chon la

TLS
« Nhén OK

Nhan nutl Test Accounk Setkings ... I

Kiém tra thtr dworng truyén
5 | dén cac email server xem «  Khi cac duwdng truyén hoat dong tét, ban sé thay
chuing c6 hoat dong khong thong bao sau,

\/Lu:n; anto incaming mail server (POP3) Complete
v/ Send test e-mail message Conplets
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+  Trong trwdng hop khong két ndi dwoc dén email
server, ban nén kiém tra lai cac théng tin minh d& nhap
trong phan khai b4o.

6 |Batdau sir dung Outlook
khi nhan va givi thw

© Copyright by Accipp, All rights reserved

Trang 136



4.3 DPoc va tra loi e-mail

Khi Outlook nhan dwoc e-mail, né sé dat toan bd thw vao thw muc Inbox. Theo méac dinh, cac thw
nay duoc sap xép theo thdi gian ma chiing dwoc nhan vao Outlook. Ban c6 thé thdy cac muc nhw
ngwoi glri, dau dé thw, thdi gian nhan duoc thw va kich ¢& thw dwoc hién thi.

= Wednesd ay

(=i Martin Nielsen
Martins World Tour end 2008

Wed 4:06 PM

4.3.1 Doc e-mail str dung Reading pane

Bang Reading pane sé gitip ban xem néi dung ctia mét birc thw ma khéng can phai mé né ra. Khi
mé& bang Reading pane, né sé hién thi b4t ctr btrc thw ndo dwoc chon trong Inbox hodc bét ké folder

nao ban dang lam viéc.

s

Reading Pane

Ctra s6 Reading pane c6 thé hién thi & phia dwdi hodc canh bén phai clia clra s6 Outlook.

® Cach doc thw str dung Reading Pane

1. Chon View Yigw

[ Inbox - Microsoft Outlook - 0 x
! File Edit W¥iew Go Tools Acions Help Type a question for help =
GdNew v | g8 (3 X | CiReply (5@ Replyto Al (2 Forward | [ Search addressbooks - | (@) ;_
Mail « |2 Inbox Martins World Tour i
Favorite Fold... 2 || L~ end 2008
-
[ Inb : - L
é Sllni,lctfnls |CI|ck here to enable Instant Search Martin Mielsen [martm,m ?U
] Sent: Wed 11/20/2008 4:00 PM
Mail Folders 2 Arranged By: Date Mewest on top ; E,*EH'- -.;* / gJ
. . 0 o Hai Van; -
L] Al Mail ... - i minh e Th':' =17 PE B0 Thi Thu Huong; =1 &
- Mext meeting Wednesday Christian Tusborg;
= €6t Personal « Martin Sighjorn; b
{a] Delete =) Wednesday Ce Marten Biilow Nielsen |
E@ ]Dr;:“ ] Martin Nielsen  Wed 4:06 PM afl 2
- nhox Martins World Tour end 2008 Hi All = =
L gl Junk| £
o
@ Outhe = Monday . g
[ RSSF _ — I will leave soon for 3
rrrrr | =] EJ::; Th!fThL;]HLrZr:_?HMnn 1:43 @ Egypt and then ﬁ
= alary for Mov 2008
L Mail thereafter Denmark. s
= Last Week Y s
1 ] =
B0 Thi Thu Hugng _Wed 11/19 w
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2. Chon Reading Pane Beading Pane g

4 rignt

|_|§=-| Eottom

g off

3. Chon Right, hodc Bottom

Chu y: Theo méc dinh, Outlook sé hién thj ctra s6 Reading Pane bén phai cta ctra s6 Outlook

4.3.2 Doc e-mail trén clra sd message

Khi d& mot email hién thi trén mot clra sé riéng, ban cé thé thuc hién cac thao tac st ly e-mail dé
dang hon béng cach s dung cac chirc ndng trén bang Ribbon ctia Outlook.

Thanh Ribbon

I.J"E,;\] = © 39 &« % | = Martins World Tour end 2008 - Me%age (HTMIL) - = X
- Message (7]
= o o
- }J ; % x "3 Move to Folder &, | L Categorize oy
: _ @Create Rule ¥ Follow Up -
Reply Reply Forward Delete i Junk . Find
to All 2] Other Actions ~ | |E_mail ~ '-.j Mark as Unread -
Respond Actions Options ]
From: Martin Mielsen [martin.nielsen@skillsgroup. com] sent: Wed 11/26/2008 4:06 PM
To: £)8 Hai Van; £6 Thi Thu Huong; Christian Tusborg; Martin Sigbjorn; Nguyén B Trung;
Bach Mgoc Thanh; Vi Trung Kién; Tran Quang Minh
Cc Marten Bllow Nielsen
Subject: Martins World Tour end 2008
. FY
Hi All B

I will leave soon for Egvpt and then thereafter Denmarl.

From the 27th to the 4th December I will be in Egvpt.
From the 4th December to the 4th January I will be in Denmark
From the 4th of Januarv to the %th Januarv I will be in Egvpt. A

Vung hién thi néi dung e-mail
® Céch doc thw trén clra s6 Message

1. Kich dap chuét 1&n email ma ban muén doc
Ctra s xuét hién

2. Noi dung sé& hién thi trong phan bén dudi, nhan | | hoac | ¥a doc cac thw trwdc hodc sau
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X X 2 7 > 2
3. Nhan nut Close dé dong ctra sO.

=] Martin Nielsen Wed 4:06 PM

Martins World Tour end 2008

Cha y: Khi ban kich chuét mé mét biec thu méi , bire thw d6 sé duoc coi nhw da

i1 Martin Miglsen Wed 4:06 PM

Martins World Tour end 2008

duwoc doc . Trong mét sé truong hop ban chuwa doc thur va muén dénh déau bic dé

¢ j Mark as Unread

nhw chwa doc, nhan nu trén clra sb Message.

4.3.3 Panh dau thw

Khi ban gt hodc nhan mét bire thw, néu bire thw ¢ y nghia quan trong, hodc vi du, ban muén chéc
chan btrc thw d6 da nhan dwoc hdi dap. Ban co thé sw dung chire ndng Follow-up ctia Outlook dé
danh dau cac birc thw ctia ban dé tién theo déi va lam viéc véi chung.

‘=] Martin Nielsen Wed 11/26 ?
i Martins Warld Tour end 2008

® Céch danh dau cac bire thw sir dung chirc ndng Follow-up
1. Nhan chon thw ma ban mudn danh diu
Hoac

1. M@ buc thw trén mot clra sb rieng (message — window)

¥ Follow Up =

2. Nhén nat Follow up ? trén Menu Bar hoac trén thanh Ribbon

3. Chon mét trong céc kiéu danh dau thoi gian

? Today
Hoac Y Tomorrow
3. Chon Custom... dé tuy chon thoi gian \ This Week
Ctra sb Custom xuét hién N\ Next Week
W Mo Date
'?' Custom...
Flagging creates a to-do item that reminds ywou o Follow up, &fter wou 3 Add Reminder...
Fallow up, wau can mark the to-da item complete, -
" Mark Complete
Fagto: |Folow upl v N
Skark date: |Mn:nnu:|a';.f, December 01, 2005 V| Set Quick Click
Due dake: |r'-“I|:||'u:|.E|~:.fJ December 01, 2005 V|
[ ]reminder:
| | | | e

o Come
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4. Chon th&i gian ban muédn
5. Nhén OK

Ban cling c6 thé danh dau moét bire thw gl di. Ban chon Flag for Recipients ti menu Follow-up
menu va sau d6 nhap cac thong tin cé lién quan trong phan dwéi ciia hop thoai Custom.

Khi mét ngudi st dung Outlook duing dugc thw d6, thi bire thw dworc hién thi bang du co (flag) trén
Inbox, di theo né la théng tin di kém véi thw. Nguwoi st dung cé thé nhan chuét phai vao biéu twong
dé dwa blrc thw nay vao danh séach viéc can lam (to-do list) cia minh.

® Cach danh dau hoan thanh
Khi hoan thanh céng viéc, ban c6 thé dbi dau co (flag) thanh dau da hoan thanh

+  Mark Complete (completion mark)

1. Nhén lén blrc thw trong mot thw muc clia Mail folder

2. Chon menu Follow up

3. Chon Mark Completion

\& v

Goi y: Ban c¢6 thé nhan truc tiép lén biéu turong l4 co trén hdp thu ...}, 14 ¢ sé tw dong tré thanh d4u hoan thanh ...

® Cach bé danh dau thw
Khi ban hoan thanh céng viéc hodc ban khéng can phai danh dau dé nhac niva

1. Nhéan lén btrc thw dwoc danh dau

2. Nhan menu Follow up \d

3. Chon Clear Flag trong menu Clear Flag

Hop thoai Custom

Tai day ban c6 thé chon loai nhac nhé

i

can thiét
L e o Flagging creates a to-do item that reminds you o Follow up. After wou
5 Tai déy ban c6 the nhap ngay thang follow up, wou can mark the to-do itern complete,
bét dau va két thuc qua trinh nhc nhé y
° : Faoll 1
bang co (flag) ? Flagto:  [Fallow up 1]
5 Panh d4u vao day néu ban mudn hién Skart date: I'u'u'eu:lnesu:la';.f, Decermber 17, 2008 d
2
thi ngay thang va gi& Nhéc nh& bang Cue date: I'-.-'-.-'Eu:lnEsu:la';.-'J December 17, 2003 j
hién thi man hinh hoac bang am thanh
2 Vi tri nay ban chon ngay thang nhac |_3 Reminder:
| 4 5 6 £|
. Mol j ,2ne j N1
. Vi tri nay d& ban chon gi® nhic Clear Flag 7| oK I cancel |
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Nhén vao day néu ban muén chon nhic nhé béng am thanh

Nhén vao day cé thé bd hét cac danh diu ban da s dung

4.3.4 HO6i dap va chuyén thw

Hoi dap va chuyén thw 13 hai thi rat c6 ich khi ban st dung Outlook. Khi mét birc thu dwoc mé trén
clra s message, ban c6 3 nat chirc nang trong nhém Respond trén thanh Ribbon.

Reply : La chilrc nang tao mét thw méi trong dé dia chi gvi di chinh la dia chi cla &
ngwoi gui cho ban blrc thu nay. Ll
Reply to All : C6 chirc nang gibng nhu clia Reply ngoai trir dia chi gtvi dén 13 tat ca dia N
chi ma btrc thw ban dang doc dinh kém e
to All

Forward : Tao mét brc thw méi, chwa cé dia chi ngwdi nhan. Nhwng cé chira nbi
dung cii cta birc thwr ma ban dang doc. har="§

Forward

Sau khi da nhan s dung cac chirc ndng trén, ban cé thé chinh stva thém chir vao bl thw, thém va
bd dia chi g&ri dén. Thém file dinh kém va nhan Send.

Mot tuy chon chuyén thw khac 1a chon Forward As Attachment t&» menu Actions. Khi chon tuy chon
nay mot email maéi sé dwoc tao ra véi bire thw ban nhén dwgc nhw mét file riéng biét dwgc dinh kém
theo thu maoi.

Chu y: Khi ban héi dap (reply) lai mét birc thu, moi file dinh kém theo thw cii déu duoc gé ra. Nhung néu ban chuyén tiép
mét thu, file dinh kém déu duwoc gii theo birc thur do.

4.3.5 Lam viéc v¢i file dinh kém

Outlook cho phép ban lwu cac file dinh kém vao dia cyng va ciling cho phép ban xem ndi dung ma
khong can phai m& né ra. Tuy chon xem ndi dung phu hop véi mot sé loai file nhat dinh, bao gom
hau hét cac dang file anh, tai liéu Word va Excel v.v.

Khi nhan dwoc mét bire thuw bao gdm mét hay nhiéu file dinh kém. birc thw nhan dwoc sé co biéu

twong mot cai kep gidy dicting ¥ .

® Cach Iwu file dinh kém ma khéng can mé blre thu

1. Chon btc thw trong Inbox (hodc b4t ctr thw muc mail nao ma ban dang lam viéc)

2. Chon File il

3. Chon Save Attachments tr menu trd ra. Chon file dinh kém

Save Attachments 3 Acropolis.jpg |=

© Copyright by Accipp, All rights reserved Trang 141



Hop thoai Save Attachment xuat hién

4. Chon noi ban muén lwvu
5. Nhéan Save
Lap lai cac bwéc trén néu ban muén lwu cac file dinh kém khac.

® Cach Iwu file dinh kém trén clra sd message

. | 5. pdf (55 KEB)

1. Mé& thw ra mot civa sb riéng Preview —)
2. Phia trén btrc thw, nhan chudt phai vao file dinh kém Dpen

Print
3. Chon Save As tir menu nglr canh

Save As..
4. Trén hop thoai Save As, chon noi dat file dinh kém Remove
5. Nhén Save =3 Copy

S5 select Al

® Cach xem ndi dung file dinh kém

Khi mét bire thw ma ban nhan dwoc cé mét hoac nhiéu file dinh kém, chung sé duoc liét ké phia
trén dau blre thw (ca trén clra sb reading pane va trén clva s6 thw). Ban ciing sé thdy nut Message
bén canh tén file dinh kém

] Message | ,E:]Acmpnlis.jpg 48 KE)

1. Nhén chuét vao file dinh kém d& xem file dinh kém

1 Message | E‘]Acrnpnlis.jpg 45 KE)

Greek Costume and Greek Painters
(from 24/04/2008 until 30/05/2009)

Museum of the History of the Greek Costume

2. Nhan vao nut Message dé quay lai brc thw

] »

To everyone

There will be meeting next on -
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4.4 Dinh dang va bién tap thu dién tw

Mot bire thw dién tr khéng chi gi¢i han bang chir don gidn. Outlook cho phép ban tao ra cé birc thw
v&i dinh dang rat phong phu, bao gédm phéng chir khac nhau, tranh anh, biéu @8, va rét nhidu thanh
phan khac.

4.4.1 Cac tuy chon dinh dang thw dién tw

Outlook cé thé tao ra 3 loai thw dién tlr. Cac loai thw dién t&r khac nhau quy dinh cac dinh dang khac
nhau, va quy dinh ca ai c6 thé hay khong thé doc thw. Ba loai d6 1a

Plain Text : La loai thwdng dung cho thw, ai cling cé thé doc chir don gidn khong can biét ho st
dung phan mém quan ly thw nao.

HTML : Viét tit cta Hypertext Markup Language, Ia mét ki thuat dung dinh dang céc trang
web. HTML cung cép cac tuy chon dinh dang rat tét, cé thé dé dang doc bai bat ky
mét chwong trinh quén ly email nao

Rich text : Dang rich text, hay RTF, dwoc tao ra d& st dung cho chwong trinh st ly van ban.
N6 cho phép st dung cac kiéu ndi dung da dang hon HTML nhwng chi cé thé doc
dwoc trén mdt sb chwong trinh quan ly mail, trong d6 c6 Outlook va Exchange

Vay ban nén st dung dinh dang nao cho email ctia minh. Diéu nay con tuy thudéc vao phan mém cla
ngwoi nhan thw, vi vay hay gt dinh dang chi¥ don gidn Plain Text cho nhirng ngwdi ma ban khéng
biét trwd'c hodc suy doan dwoc ho str dung chwong trinh quan ly email nao

4.4.2 Thay dbi dinh dang thw dién to

Thong thwerng HTML la dinh dang tét nhét cho tat c& cac. Dinh dang nay hé tro hau hét cac tinh
nang ma nguwdi st dung can, né cé thé doc dwoc trén hau hét tat ca cac phan mém doc thw. Vi thé,
HTML la dinh dang mac dinh ctia Outlook.

Khi ban soan moét thu méi, ban c6 thé thay ddi dinh dang béng cach nhan vao nat Plain Text, Html
hay Rich text trong nhdm Options trén thanh Ribbon.

iAa Plain Text |
Aa HTML
Az Rich Text

Format

® Cach thay déi dinh dang email:

1. Nhén menu Tools = 122l

2. Chon Options, s

Hop thoai Options hién thj
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Options

Preferences |r'-'1ai| Setup | Mail Format || spelling || Other

E-mail
\ hange the appearance of messages and the way they are handled.
[ Junk. E-mail. .. ] [ E-mail Options. .. ]

3.  Chon tab Mail Format Mai Format I

4. Trong phan Message Format, chon dinh dang mong muén trong danh sach

Massage Format
Choose a format for outgoing mal and change advanced settings.
Compose in this message format: |1y w
Rich Text
\Plain Text
5. Nhén OK.

T4t ca cac email ma ban tao ra déu c6 dinh dang nhét dinh, va ban cé thé thay ddi né theo tirng
email mot.

4.4.3 Tao va str dung chir ky (signature)

Mot chir ky trong Outlook I& mét viing chir dwoc tw ddng thém vao cubi cac email ma ban tao ra. N6
c6 thé bao gdm tén clia ban, chirc vy, tén cdng ty, va mot sé thdng tin khac ma ban muébn dwa vao
trong tat ca cac thw ma ban gui.

Chu y: Chir ky & day khéc véi chik ky dién ti (digital signature), mét dang bdo mat duoc st dung cho tai liéu dién tr duoc dé
cép trong phan trude.

® Céch tao va viét ndi dung chi ky-

1. Nhén menu Tools = 1291

2. Chon Options, LUEME

Hop thoai Options hién thj

Options

Preferences |r'-'1ai| Setup | Mail Format || spelling || Other

E-rail
\ “hange the appearance of messages and the way they are handled.
[ Junk E-mail.. ] [ E-mail Dptions. .. ]
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3.  Chon tab Mail Format b= et

4. Nhén nut Signatures d& mé hop thoai Signature and Stationery Slgnatures..

5. Nhéan nut New

Hop thoai New Signature xuat hién

6. Nhap tén cho chi ky va nhan OK

7. Nhap chi® mong muédn cho phan Edit Signature

Signatures and Stationery

E-mail Signature | Personal Stationery |

Select signakure ko edit

Edit signature

8. Nhéan Save

Goi y: Ban c¢6 thé tao nhiéu chi ky cho email ctia minh néu ban mudn. Chang han mét chir ky tiéng Anh, mét chir ky tiéng
Viét.

® Cach dat chir ky vao thw cua ban

1. Trén thanh Ribbon cta ctra sb soan thw, nhan tab Insert

2. Nhén nit Signature |1 Signature |

3. Chon mét chi ky ma ban datao ra e IR
My Signature

Cimmabiirae
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Chir ky bay gio da dwoc thém vao email

MOE | JiESEY 15ibdi vl B4l BV HEid w9k TR EE & 1IBF (oEPEY M§ -
Esght i work 4 Conieiast - ww Ev 50t amtv of the sends 2 hes i

Regards, 1
Martin Nielsen

CEO Skills Group JSC

Mobile Vietnam: +84904855001

Intemational +45 36934611

Skype: Martin nielsen evisionsgroup

email: martin nielsen @skillsgroup.com - web: www.skillsgroup.com

Hop thoai Signatures and Stationery

E-mail Signature | Personal Stationery |

Select signature ko edit Chaoose default signature

E-mail account:

Ithanh.bach@skillsgroup.com

Mew messages: Imy signature

Replies/forwards: I(none)

Led Led e

2 3

Delete | ey | Save | Rename |

Edit signature

6 5
|Calibri(Body) - |11 v| B I U I Autarnatic ]”%

| 8=| Business Card | @ %

i -
4

Thanks & Best Regards,

Bach Ngoc Thanh

Skills Groug, [ www.skillsgroup.vn ]

RA2 N1 Crmam I8 Blaincme Thi Dimkb Troma daa T i Hamai Windmaen LI

Cancel |

Ban nhap nut Rename néu mudn dbi tén chiv ky da cé.

1

5 Nhén vao day néu ban muén xéa chir ky dwoc tao tir trwdrc, & day la phan chi ky Signature 1

5 Nhan nat New khi ban muén tao chir ky méi. Trudce tién, tai hdp thoai, ban phai dat tén chi ky ban sé tao ra
5 Tai day ban nhap ndi dung chi¥ ky cta ban

5 Pay 1a vi tri d& ban chon mau séc cho phan théng tin trong chi ky

. Nhén vao day khi da tao xong chiv ky
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4.4.4 Su dung cac chirc nang thiét ké mot
email

Céac mau trinh bay (theme) va kiéu nén (stationery) la hai cong cu cho phép ban thiét ké mét email.
Kiéu nén bao gdbm mau nén hodc mau trang tri nén, va theme bao gdbm nén va cac thanh phan khac
nhw phoéng chir, kiéu list, cac hiéu ing. S dung mét kiéu trinh bay (theme) hay kiéu nén (stationery)
khéng c6 nghia la birc thw clia ban duoc thiét ké mot kiéu cb dinh, ban c6 thé ty diéu chinh cac tuy
chon trinh bay theo y minh.

Sw khac biét chi yéu gitra cac mau theme clia Outlook va theme ctia Word 14 ban cé thé chinh sira
cac theme cia Word nhwng khong thé déi véi cac theme trong Outlook. Vi thé cac ban st dung
chung ciing khac nhau, diéu nay sé dwoc giai thich trong phan tiép theo.

® Cach st dung mét mau trinh bay Outlook cho tat ca cac blrc thu moi

Ban c6 thé chon mdt mau trinh bay (theme) mac dinh ma né sé tw dong dwoc st dung cho tat ca
cac thuw dinh méi dinh dang HTML:

1. Chon menu Tools =122l

2. Chon Options Options...

Hop thoai Options xuat hién

Options

Preferences |Mail Setup | Mail Farmat | Spelling | Other

E-rnail ‘

\’1 Change the appearance of messages and the way they are handled.,

[ 3unk E-mail... | | E-mail Cptions. .. |

3. Trong tab Mail Format, nhan nut Stationery and Fonts[ Stationery and Forts. .. ]

Hop thoai Signatures and Stationery xuat hién

Signatures and Stationery

E-rail Signature| Personal Stationery |

| Theme ar skationery Far new HTML &-mail message

Theme. .. | Mo theme currently selected

4. Nhan nat Theme

Hop thoai Theme or Stationery xuét hién
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1 | Khéi dong Outlook

«  Nhén nut Start
«  Nhan All Programs
¢ Chon Microsoft Office

¢ Chon Microsoft Office
Outlook 2007

Tao mét chiv ky cudi thw str dung chirc nang
Signature cé ndi dung nhw sau

2 | Yours sincerely,

Kenneth Beare
Director of Ken's Cheese House

+  Nhén menu Tools

¢ Chon Options...

¢ Chon tab Format

«  Nhén nat Signatures
«  Nhénnat New

. G6 ndi dung bén vao
phan Edit Signature

+  Nhén OK

3 | Tao mét birc thu méi str dung Themes and
Stationery la Edge

«  Chon Menu | &dtians

¢ Chon
Mew Mail Message Using »

Chon Mare Stationery...

*  Trén bang Themes and
Stationery chon Edge

« Nhén OK

G0 ndi dung birc thw nhw sau, str dung chirc nang
Spelling and Grammar dé kiém tra chinh ta va ngir
phap cua birc thw

Dear Mr Flintstone:

With reference to our telephone converzation today, Iam writing to
confirmyour orderfor: 120 x Cheddar Deluxe Ref. No. 856

The orderwill be shiped within three days via UPS and should arrive
atyourstorein about 10 days.

Pleaze contactus agianif we can help in any way.

¢ Nhép ndi dung nhw 6
bén

e Sau khi soan xong ndgi
dung btrc thw, ban nhan tab
message, nhan nat Spelling
& Grammar

e Sau khi hop thoai
Spelling & Grammar xuét
hién thay thé tiv 16i béng cac
tlr goi y cda chirc nang nay

Download mét anh bat ky trén Internet, dinh kém
5 | né theo email trwére khi ban Iwu thw nay vao thw
muc Draft dé sau nay st dung lai

e Trén tab Message trén
thanh Ribbon

e Trong nhém Include,
nhén Attach file

. Hég thoai Attach hién,
ra, tré dén file ma ban mudn
dinh kém, nhan OK

+  Nhén nut Save trén
thanh Quick Access Toolbar
dé lwu blre thw nay vao thw
muc Draft
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Theme or, Stationery

Choose a Theme:

Select themes et

Slank {Stationery)
Slends

Slue Calm

Slueprint

Sold Stripes

Sreeze

Zanyon

Zapsules

Cascade

Zitrus Punch (Stationery)
Zlear Day (Stationery))
_ompass

—oncreke

Currency (Skationery)
Deep Blue

“cho

“Clipse

Edoe

Fuwergresn

Heading 1 styl
% Bullet1
¥ Bullet 2
= Bullet3

Horizontal Line:
Heading 2 style

Regular Text Sample
Regular Hyperlink

Followed Hyperlink

- [P reyiew ared

5. Nhan chon mét tén clia theme hoac stationery dé xem trudc chung

6. Tuy vao mau trinh bay dwoc chon, mét hay nhiéu trong cac tuy chon sé dwoc str dung & goc dwdi bén

trai clia hop thoai

[ ] vivid Colors
Ackive Graphics
Background Image

7. Nhan OK 3 1&n dé thoat tat ca cac hop thoai.

Chu y: Bé bé mau ma ban chon dé mét birc thu méi duoc tao ra khéng theo mét kibu mau nao ca, thi ban lam theo céc budéc

trén nhung chon NoTheme trong buéc 5.

® Céch tao mau (theme) riéng cho trng blre thu:

Ban ciing thé s dung tirng mau trinh bay hodc mau nén cho tirng birc thw, thay thé cho kiéu mau

mac dinh:

1. Chon menu Actions

2. Chon New Mail Message Using

3. Chon More Stationery tir menu trd ra

HOp thoai Theme or Stationery hién ra

Mew Mail Message Using

More Stationery...
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4. Chon theme ma ban muén

5. Nhan OK

® Cach str dung mau trinh bay ctia Word cho thw

Dé str dung mot kiéu trinh bay (theme) ctia Word cho mét email, dau tién ban phai tao ra mét birc

thw dinh dang HTML, sau do:

1. Nhan vao phan néi dung cla birc thw
2. Nhan vao tab Options trén thanh Ribbon

3. Nhén Themes

4. Nhéan tiép vao nat Themes trén menu, Outlook tiép tuc hi&n thj thw vién Themes

T4t ca cac themes dworc liét ké trén menu

Built-In L
Aai‘ﬂ\aﬂﬂaw AaT
e
Aau;ﬂ\a? Aa]Aai|
e T Tew | B

s I I

Themes

-

5. Nhan chon theme ban mudn hodc st dung cac chirc ndng tw thiét ké bén canh bao gém Theme Color

= = Ol » e x e ,
n , Theme Fonts , Theme Effect dé tw tao ra m@t mau riéng cua ban

® Céch thay kiéu nén(background) cta trang email

Trong trwéng hop ban khéng muén s dung mét mau trinh bay cho email
ctia ban nhung van muédn thay dbi nén cla no, Outlook cho phép ban st
dung mau, dai chuyén mau (gradient), texture, pattern ho&c btrc tranh nhw
hinh nén cla blc thw. Ban ciing thé thay dbi nén cia mét mau theme. Dé
thay d6i nén cda thw, ban nhan nat Page Color trong phan theme cua tab
Options. Outlook hién thi menu Theme Colors. Sau dé ban lam theo cac
buwéc sau day:

1. Nh&n mau mong muén trén bang mau
2. Nhan chon No Color dé bé mau nén da st dung

3. Nhan More Colors dé chon bang mau réng hon

Theme Colors

Standard Colors

Mo Color

Maore Colors...

Fill Effects...

4. Nhan Fill Effects d& str dung hiéu (rng gradient, texture, pattern ho&c anh lam background
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|§Gradient§| Texture || Pattern | Picture

4.45 Cac chirc nang kiém tra va tw déong slra
16i
Outlook cung cép cho ban mét s6 coéng cu giup ban tranh cac 16i v& noi dung chi¥ cho ban

Kiém tra chinh ta va ngir phap

Outlook c6 chirc ndng kiém tra ngir phap va chinh t&, né giup ban tim ra céc 16i trong thw cla ban.
Sau khi soan mét la thw, chay chirc nang nay bang cach nhan nut Spelling trén thanh Ribbon hodc
nhan F7. V&i méi t 16i, hdp thoai Spelling and Grammar déu xuat hién. Tl 16i sé xuét hién trén
phan trén cla hdp kém theo céc tlr ding ma chirc nang nay goi y. Ban phai lam theo mét trong cac
thao tac sau day:

Spelling and Grammar: English (U.5.)

Mat in Dickionary ;.

About gait sadi 4_‘ [ Ignare Once l
W [ Ignore All ]
I [ Add ko Dictionary ]
Suggeskions:
[ Change ]
[ Change All ]
’ AutoCorrect ]
Cptions. .. [ Cancel ]
Ignore Once: B qua I6i 1an nay nhung van théng bao cho ngudi dung néu né tiép tuc
phat hién
Ignore All: B qua tat ca cac I6i kiéu nay trong thw ctia ban
Add to Dictionary: Thém tir nay vao trong tir dién ctia né
Change: Thay dbi tir danh d4u béng cach chon chiing trong hop Suggestion
Change All: Thay dbi tat ca nhirng tir sai twong tw véi tir goi y
AutoCorrect: Thay déi tr 16i bang tlr dwoc goi y va dua hai tir d6 vao trong danh sach
AutoCorrect.

Khi ty chon kiém tra ngir phap duwoc bat, cac cau ma Outlook cho l1a cé céc 16i ngl¥ phap sé duoc
danh diu va hop thoai Spelling and Grammar sé dwa ra cac tly chon sau dé ban thuc hién:
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Ignore Once: Bd qua 16i nay

Ignore Rule: Bd qua quy tac nglr phap nay

Next Sentence: Nhay qua I6i tiép theo, nhwng van danh d4u 16i nay
Change: Thay dbi chi¥ sai bang chir ding trong hdp thoai nay
Explain: Hién thi giai thich tai lai danh dau 16i ngl¥ phap cac chir nay

Chu y: Néu ban chi mubn kiém tra chinh t& hodc kiém tra ngi¥ phap. Ban c6 thé chon hay bé céc tuy chon nay bén trong hép

thoai Option cta Outlook

Cac tuy chon kiém tra chinh ta va ngir phap

Dé tao cac tuy chon chinh ta va nglr phap, ban chon menu Tools rdi chon Options dé mé hop thoai
Options va sau d6 nhan tab Spelling. Cac thanh phan trong nay bao gom:

Options

Preferences | Mail Setup || Mail Format | Speling | othey

aeneral options

AB [ always check spelling before sending
Ignore original message text in reply or Forward

apelling and AutoCorreckion,

Always Check Spelling before Sending: Chon tly chon nay néu ban muén Outlook
kiém tra chinh t& va ngir phap khi thw cla
ban dwoc gwi di.

Ignore Original Message Text in Reply or Forward:. Chon tuy chon nay néu ban muén chirc
nang kiém tra chinh ta hodc ngiv phap bd
qua céac chir 13y lai tir 14 thw ma ban dang
hdi dap ho&c chuyén dén ngudi khac.

Spelling and AutoCorrection: Nhan vao nat nay dé tao thém céc tuy chon
spelling and grammar. Ban ciing c6 thé
hién thi nhitng tuy chon khac béang cach
nhén nat Options trong hop thoai Spelling
and Grammar.

Chu y: Chirc ndng kiém tra chinh ta va ngi¥ phap trong Outlook la chirc ndng rat hitu dung, nhung thuc té né khong phai 1a
hoan hdo. N6 c6 thé gitip ban nhung khéng thé thay thé kha nang va kién thirc cta ban. Néu ban str dung mét céu tiéng Anh
¢6 ngi¥ phép phrc tap thi sé khéng ngac nhién néu chirc ndng nay sé théng bao mét sé 16i. Cubi cting la chirc ndng nay hién
tai chi str dung voi tiéng Anh, néu ban st dung mét ngbn ngir khac thi dwong nhién, chirc ndng nay sé danh dau 16i toan bo
burc thw cdia ban. Vi vay néu ban str dung mét ngén ngir khac tiéng Anh dé viét email, Ioi khuyén déi véi ban Ia nén tat chirc

néng kiém tra va ngi¥ phap di néu ban khéng muén bic thu cdia minh tréng réi maét.

Chirc nang tw déng stra 16i AutoCorrect

AutoCorrect 1a chirc ndng phat hién mot s6 chir nao dé khi ban dang gé va tw dong thay déi ching
thanh mot sé chir khac. Chirc nang nay cé thé:
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- Stra cac 16i khi gd chi¥, chang han nhw ban bt ddu mét cau véi hai chi céi in hoa

- Tw doéng chén thém céac biéu twong va ky tw dic biét vi du nhw thay thé chir ‘c’ bang biéu
twong ©.

- Tw dodng stra cac I6i chinh td ma ban thuwéng xuyén mac phai, nhw 1a thay thé tir ‘abuot
thanh ‘about

- Tw doéng hoan thanh cac tir dai ma ban thwéng xuyén st dung, chang han nhu ‘Jan’ thanh
‘January’

® Cach sr dung chirc nang AutoCorrect:

1. Nhan menu Tools
2. Chon Options d& mé hop thoai Options

3. Nhéan tab Spelling

£ . PP . Editor Options
4. Nhan nut Spelling and AutoCorrect dé moé ctra s6 Editor Options

5. Nhan nat AutoCorrect Options k

AukoCorreck Math AutoCorrect AukoFormat As You Type

Show AutoCorrect Options buttons

Correct Two INitial CApitals

Capitalize first letker of sentences
Capitalize First lekter of table cells
Capitalize names of days

Correct accidental usage of cAPS LOCK key

Replace text as you type

Replace: Wikh:

I

S
i)

{r) @

l:tITI:I TH

- @ b

Ctra sb tily chon AutoCorrect hién ra. Phia trén ctra sb Ia cac tly chon, phia dwéi la phan lam viéc
v&i chir ma ban gé, néu né dwoc chon, méi muc chir clia cot bén trai sé tw dong thay thé béng
nhirng chir twong (rng & cot bén phai. Ban co thé thém cac chir ma ban lam viéc hodc thay déi
chung tai day.
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BAI TAP LON: Dinh dang, bién tap va g&ri mét birc thw
hoan chinh

Trong bai tap nay, ban sé& soan mot birc thw méi, st dung cac chirc ndng kiém tra dé kiém tra ngir
phap va chinh t&, st dung cac chirc ndng trang tri cho thw, tao chir ky cudi thw, va gvi thw. Ban sé
soan ndi dung birc thw nhw sau

Dear Mr. Flintstone:

‘With reference to our telephone conversation today, I am writing to confirm vour order for: 120 x Cheddar Deluxe Ref. No.
856

The order will be shipped within three davs via UPS and should arrive at vour store in about 10 davs.

Please contact us again if we can help in any way. |

Yours sincerelv.

Kenneth Beare
Director of Ken's Cheese House
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BAI 5: Lién lac ca nhan

Trong chi d& nay, ban sé& hoc cach s dung thanh phan lién lac ca nhan dwoc thiét ké dé lwu git
nhirng théng tin ma ban biét vé ngwdi ma ban dang lién lac. Didu nay cé thé 13 tén, dia chi, sé dién
thoai va mét vai mau tin tha vi.

Ban sé hoc dwoc cach:

. Tao mét lién lac ca nhan.

. Tao mét bang phan phéi.

. DPanh dau ngudi lién lac bang cac 14 co.

. Tao mdét muc maéi dwa trén moét lién lac ca nhan.

. Tao mét thé thwong mai ty dong gén v&i moét lién lac ca nhan.
. G4n chat lién lac ca nhan véi cac muc va cac tép tin.
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5.1

5.1.

Lién lac ca nhan (Contact persons)

Outlook 2007 du linh hoat @& cho ban lwu tri» toan bd bod swu tap théng tin tén va dia chi ctia ban &
mdt noi — nhwng ban cling cé thé phan loai, xem, tim va in né6 mot cach khac nhau phu thuéc vao
loai cdng viéc nao ma ban dang thwc hién. Ban cling c6 thé lwu trir cac danh sach gia dinh bag ban
bé trong Outlook cung v&i cac contact kinh doanh ctia ban ma van phan biét chang nhanh choéng khi
can.

Sau khi ban hoan thanh bai tap nay, ban cé thé:

. Tao mot lién lac ca nhan.

. Tao mét bang phan phéi.

. Viét cac thong tin chi tiét cia mot lién lac ca nhan.

. Gén mét lién lac ca nhan véi cac muc hodc cac tép tin nhat dinh.
Yéu cau:

Ban can phai biét nhirtng cach khac nhau vé co ban dé st dung Outlook, vi du, lam thé nao dé dinh
kém file va thém c& vao cac thw.

Ch y: Céc thanh phén Contact Persons khéng giéng nhwr céc danh sach dia chi Outlook, méc du trong danh séach dia chi

cho phép ban nhan céc dja chi tir Contact Persons.

1 Tao moét lién lac ca nhan

Khi ban tao mét lién lac ca nhan, ban phai str dung thw muc Contacts.

Ctra s6 Contact

Ctra s6 Contact xuét hién khi ban nhan vao nit New Contact. Khi ban tao mét lién lac ca nhan, ban thuéng
phai diing nit General trong nhém Show trong ctra sé Contact.

1 Ban hay nhdn vao day dé dignvao hop | ;o - S —
= antact Adid-In: o
thoai c6 nhitrng théng tin lién quan dén ; & E” D | ABC
lién lac ca nhan (vi du nhw chirc danh, ey o 2 . 2 s
Ho, Tén, Tén dém...). Close X a7 i
5 Chon phuong thire lwu théng tin tén T
Company
ngwdi o dia chi lién lac. Jab titte
, Dol viét & day sé bi han ché theo i
nhirng théng tin hién thj trong khu vic Display a5
nat (4). Web page address i &
. Nhén vao mét nit d& m& mét hép thoai ® 3

dién hoan thanh thang tin.

Business..

[ This is the mailing

address
®
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Nhan nhivng nGt mii tén nhé dé thay ddi sang cac chi thé khac (4). Ban c6 thé thay dbi bat ky thong tin nao lién quan dén cha

thé. Ban chi can chon va nhap thong tin can thiét.

Danh dau vao day khi dia chi ban mudn dung 1a mét dia chi gt thw. Khi ban dung chirc nang néi thw véi mau vi du trong

Word, thi ban thuwong dung dia chi nay.

Tai day ban c6 thé& nhap dia chi thw dién td cha lién lac ca nhan.

Day la vi tri ban chén thém &nh cla lién lac ca nhan. Ban chi cn nhan vao day va chon anh c6 trong cac thw muc anh cia ban.

® Cach tao mét lién lac ca nhan:

1. Chon thv muc Contacts

2. Nhép nat 83 New H phia trén bén trai ctia giao dién Outlook.

Ctlra sb Contact xuéat hién.

& | Contacts

e )= Untitled - Contact
D)
— | Contact | inset  FomatTed  Adcdns

- || B Details (514l Fieids
Save Email Meeting  Call Business

Close X || (B3 Activities

Adtions Show Communicate

Full Narme, |
Company

Jab title:

File as: v

Internet

B 0

Display as:

MJE 8] General] 8 Cartficates 'jﬂ §'i_Li %j ;’J Dgpm,ev

B4 Categorize -

Options

Notes

@ x

5] E/7h
o &

Spelling | Contact

Card ¥ FollowUp - & Notes

Proofing | |OneNate

Web page address:
IM address:
Phane numbers

-
rr—
e )
-
r—

[]This is the mailing
address

4 Im 3

3. Nhap théng tin mong mudn.

. | petai
4. Nhépnat | Detals

trong nhém Show trén bang Ribbon dé& nhap thém nhiéu théng tin hon nira.

5. Ban c6 thé nh4p nGt Save & New trong nhém Action d& lvu moét lién lac ca nhan va tao mot lién

lac méi.

Hoac

g

Save &

5. Nhép nat = =958 | khj ban khéng muén tao thém mét lién lac ca nhan nao niva.

© Copyright by Accipp, All rights reserved

Trang 158



Bay gi® lién lac ca nhan da dwoc tao ra va Iwu lai.

% =| General

Chu y Ban thuong chi cén str dung kiéu Genaral trong ctra s6 Contact. Ban c6 thé mudn thém ngay sinh cua

& 1 .
nguGi d6 néu ban biét béng céch dung (EPEEkai|

Chu y: Tét ca bang hién thi nhitng tuy chon trong cira s6 Contact, gitip ban c6 thé tao mét lién lac cé nhan theo mét form
nhét dinh. Pay la gi6i han long théng tin vao nhiing ty chon ma Outlook cé trong nhitng muc khéc nhau.

Goi y: Néu ban phai tao mét lién lac ca nhdn méi véi cung théng tin vé cong ty nhw theo cé nhan dang duwoc lia chon, bang

céch tré vao miii tén bén canh nat ﬁﬁ Save & New|~ O fi=| Mew Contact from Same Company

5.1.2 Tao mbétlién lac ca nhan tw thw dién to
(email)

Néu ban da nhan duwoc mot e-mail tr mot ngudi ndo do, ban cé thé nhanh chéng tao ra mét lién lac
ca nhan tlr thong tin clia nguoi do.
® Tao moét lién lac ca nhan tir mot thw dién tor:

1. Tré téi thw muc Inbox.

2. Danh dau thw ban mudn tao lién lac ca nhan.

Dia chi ngwi glri ciing néi dung thw dwore hién thi trong thanh Reading Pane.

News on KTC
Nguyen Duc Trung [trung.jahu@gmail.com]
Extra line breaks in this message were removed,

Fri 11/21/2005 10:49 AM
trung.nguyen@skillsgroup.com

Hi all,

As announced yesterday, from now on our company will outsource KTC as our
Finance and Accounting Department. Should you have any question related to
finance, please contact Ms Mai Anh: 8936592778 (who will sit on 5th floor
most of the time) or Mr Hung: 82982888985 (who will mostly be based at KTC s
office)

3. Dichuyén chubt téi dia chi ngwoi glri & phia trén bén trai ving hién thi Reading Pane va nhap chuét
phai.

M6t menu tat hién thi.
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Mguyen Duc Trung [trung.jahu@gmail.com]

Schedule a Meeting...

B

Send Mail
Additional Actions

Send Cptions..
Add to Outlook Contacts

B E

Laok up Cutlook Contact...

Cutlook Properties

S ala]

4 Chon EF Addto Outlook Contacts

Ctra sb Contact xuat hién.

(oa) Ho®o a9 )5 Mguyen Duc Trung - Contact .= ox
- Contact Insert Format Text Add-Ins @
b & B e £ 5,2 B 3 6

Y- | ElDetails B AN Fields HE & B2 Categorize - [0 ]

Save & ) E-mail Meeting Call Business Spelling | Contact
Close & 87 Activities - Card ¥ FollowUp~ 8, - Naotes

Actions Show Communicate Options Proofing |OneMote

[FuH Mame... ] |Nguyen DucTrung Nguyen Duc Trung

|
Company: | | g trung.jahu@gmail. com
Job title: [ |

|

File as: |Trung, MNguyen Duc v

Internet
[ILl! E-mail... ]E] |trun .jahu@gmail. com

Display as: |Nguyen Duc Trung

Web page address: |

IM address: |
Phane numbers

) » S

[Eusmess...

[Eusmess Fax..

]| \
[fome ) | |
]| |
[Mabile... -] 1 |
Addresses

Business...

[] This is the mailing
address

DbnDn

4]

4 [L m ] »

5.  Nhap thoéng tin nhw binh thwong.

W

!Save B-L|

6. Nhap nut lose

Bay gi® lién lac ca nhan da dwoc tao.

® Cach cap nhat théng tin lién lac tr mét thw:
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1. Tré téi thw muc Inbox.
2. Danh d&u thw ban mudn cap nhat lién lac ca nhan.

Dia chi ngwoi glri cling néi dung thw dworc hién thi trong thanh Reading Pane.
3. Nhép chubt phai vao dia chi nguoi givi.

M6t menu tat hién thi.

4. Chon & Leokup Outlook Contact..

Clra sb Contact xuét hién.

5. Cap nhat nhirng thdng tin ban mudn.

&

Save &
6. Nhap nat =958  khi @a hoan thanh.

ﬂ

Address

Book

Goi y: Ban ciing c6 thé thém dia chi ttr viing To va Cc clia mét thu mé bang céch nhap niit trong nhém Name trén

thanh Ribbon va dénh dau dia chi mong muén trong hép thoai Select Name Contact.

Goi y: Trong truong hop ban khéng nhé ré dia chi nguoi nhan, ban cé thé danh moét vai ttr khéa ma ban nhé 1én ving To va

Check
nhép nat "3MES trong nhém Name trén thanh Ribbon dé Outlook tim kiém trong dia chi danh séch ciia ban.

5.1.3 Thé dia chi (Address card)

Nhirng lién lac ca nhan cla ban dwoc hién thi méc

84 Contacts Hud - Tru

dinh nhw mét day thé dia chi. Ty chon hién thi nay | o ~|v
hién thi mot cach tdng quan lién lac ca nt:én cﬂaxban P — | 123
va mot vai théng tin dinh kém. Ban c6 thé thay doi | E-mai: huongdo@.. ab
kich thuéc clia thé dia chi bang cach kéo dwérng [Trung, Kien Vu | :
théng g”:l’a nhl:l’ng thé |E-mai|: kien.vu@ski... | =
, 2 z . . . R z N | Trung, Mguyen Duc | i

Ban co6 thé tim thay thé dia chi ma ban mudn bang [E-mail: trungjahu... | K
cach str dung thé ky tw & bén phai cla cac thé dia =
ap

chi. ar

Néu ban khéng nhé tiéu dé cua thong tin lién lac ban ;
dang mudn tim kiém, ban cé thé danh mot vai ky tw w
lén hop tim kiém va 4n Enter. =
,

Egp| —
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Ban c6 thé thay ddi mot s6 thong tin ( nhw sé dién thoai) trong mét lién lac ca nhan moét cach truc
tiép trwc tiép bang cach nhap chudt vao phan muén thay déi trong lién lac ca nhan.

Néu ban mudn thay dbi tiéu dé hoadc bat ky théng tin nao khac trong lién lac ca nhan, ban phai nhap
dup chudt vao lién lac ca nhan. Khi clira sd Contact hién thi, ban s& co thé thay di théng tin & day.

Cha y: Néu ban khéng thé bién tap théng tin truc tiép trong thé dia chi, ban lam theo chi ddn sau theo: Nhédp chudt vao

Customize current Vie & bén trai giao dién cta Outlook trong Navigation Pane... h{p thoai Customize View hién thi, chon

Other Settings. . , hop thoai Format Card View hiéu thij, danh déu 6 [ allow in-cell editing 55, 45 nhép OK hai

1an.

Ban c6 thé tw quyét dinh nhitng théng tin dé hién thi trén thé dja chi bang céch: Nhap chudt vao Customize current Vie & bén
trai giao dién cta Outlook trong Navigation Pane... hop thoai Customize View hién thi, nhap chudt vao Fields... va thém
vao vung ban mudn, ciing nhw loai bé nhitng ving ban khéng muén.

5.1.4 Tao mo6t danh sach phan loai

M6t danh sach phan loai 1a mét danh sach gébm nhiéu tén va dia chi ciia mét nhém nguwei. Néu ban
thworng xuyén can glri nhirng théng tin gibng nhau cho tirng nhém ngui riéng biét, sé tot hon khi
phan nhém cho nhirng ngwdi nay. V&i cach nay, ban chi cdn chon danh sach phan loai, thay vi chon
tirng dia chi ngwdi glvi cach riéng 1é.

Ctra sé Distribution List

Dé c6 ctra sb Distribution List ban can nhap vao tab Actions rdi nhan New Distribution List. Clra s6 nay giup
ban tao hodc dinh hinh thé mét danh sach phan loai.

Tai day ban viét tén

ban muén d&t cho a) = ¥ Untitled - Distribution List s i
danh sach phan — | Distribution List Insert Farmat Text L7
" H | B |l$ Members| @J & 'smlj 821, | BS categorize~ | ABC
Nhan vao day khi i | Notes P | TF ER ||y rotowup .

2 Save & )( Select Add Remg pdate E-mail Meeting = Spelling

. Close Mempers Ne»\.@ @ C (z) Private >
ban mudn chon lién Actions Show (ué\s MeRmErs Communicate Options Proofing
lac ca nhan dé cho i
vao danh sach. RELIE | @
R . |/ Name E-mail |

Day la Vi tri hién th! There are no items to show in this view,

3
nhirng lién lac ca @
nhan dwoc ban
thém vao danh sach
phan loai.
Nhan vao day khi

4
ban mudn thém maét ngwdi ma chwa dwoc chén vao trong thong tin lién lac ca nhan vao danh sach phan loai.

. Nhan vao day néu ban mubn bd mét nguwdi ndo d6 (3) khdi danh sach phan loai.

5 Nhan vao day dé cap nhat danh sach phan loai.

® Cach tao mot danh sach phan loai:
1. Trd chudt té¢i menu Actions.
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2. Chon ﬁ Mewr Distribution List

Ctra s6 Distribution List hién thi.

(O [ B L S Untitled - Distribution List so=
~ Distribution List | Insert  Format Text @
=l - & || 87 [g=! r @ 3
e L@ gl & oy s HYa v
g I d &= H || = v
Save & % Delete | [Members| Notes || Seledt  Add Remove Update || E-mail Meeting | Categorize Follow Private | Spelling
Close Members New Now - Up~ -
Actions Show Members Communicate Options Proofing
Hame: | |
3 Name E-mail IS

There are na items to show in this view,

3. Dat tén cho danh sach.

8

Select
4. Nhép nat MEMBETS trong nhom Members .

Hop thoai Select Members hién thj.

Select Members: Contacts 3

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

|| | Go | Contacks hd |

Advanced Find

| ame Display Mame E-mail

Address

g Yu Trung
& Nguyen Duc Trung

ki

<

u@skillsgrouy
Mguyen Duc Trung trung. jahu@gmail.co

>

Mernbets - = l |

oK

Cancel
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5. Danh d4u dia chi mudn nhap va 4n nut WJ.
6. Lap lai buwoc 5 va nhap OK khi d& hoan thanh.

Bay gi¢ hép thoai Distribution List sé hién thj v&i viéc lién lac ca nhan dwoc chon.

1l
Categorize
7. Ban ciing c6 thé nhap chudt vao il dé quy dinh loai ma ban muén lién két danh sach phan
loai.
=]
&
Motes
8. Va nhap vao nat d& viét ghi chti cho danh sach phan loai.
A
Save &

9. Nhépnat = “lose

Bay gi®» danh sach phan loai sé& dwoc tao ra va cé biéu twong E

Ch y: Théng tin trong mot danh sach phén loai khéng duwoc cp nhét khi ban thay déi théng tin vé mét lién lac ca nhéan. Néu

ban da thay déi dia chi thw dién tir cdia mot lién lac cé nhédn ma dé ciing la mot phan ctia mét danh séch phéan loai, ban can

AL

Update

Mow

mé& danh sach phén loai va nhap niit dé cap nhét thong tin mai.

Goi y: Mét danh sach phan loai c6 thé bao gém nhitng danh sach phén loai khéac.

5.1.5 Nhirng la co hiéu

Ban c6 thé danh d4u lién lac ca nhan véi mot 14 c& hiéu. Nhivng 14 ¢ hiéu dwoc st dung dé danh
d4u lién lac ca nhan hodc mét s6 thong tin can lwu y. Vi du ban cé thé siv dung la c& hiéu dé tw ghi
nh& v&i minh khi ban can dé lién lac véi mot ai do.

® Cach danh dau mot lién lac ca nhan véi mot 14 co:

1. Danh dau lién lac ca nhan ban mudn gan co hiéu.

2. Nhap chuét vao nut v trén thanh coéng cu.

M6t danh sach hién thi.
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Today
Tomarrow
This Week
Hext Week
Mo Date
Custam...

Add Beminder..,

e 44 <9%

Mark Complete

Clear Flag

Set Quick Click...

3. Lwa chon tuy chon Custom.

Hop thoai Custom hién thj.

Flagging creates a to-do item that reminds vou to Follow up, After yvou
fFollow up, wou can mark the to-do ke complete,

Flagto: | Follow up v |
Start date: | Tuesday, Noverber 25, 2008 v |
Due date: | Tuesday, November 25, 2008 v |
[ IReminder:
| | | | &

o) Cae )

4. Chon loai co.
5. Chon ngay, thang (va néu can 13 ca thdi gian) bt diu va két thuc.

6. Nhap OK.

Lién lac ca nhan bay gio da dwoc danh déu ciing véi biéu twong ¥ & bén phai giao dién caa Outlook
trong thanh To-Do Bar.
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Arranged By: Due Date |

I Type a new task I

= ¥ Today
B0 ThiThu Huong ¥

® Cach dat |a c& hoan thanh:
Khi ban hoan thanh viéc ma |14 c& hiéu nhac nhé, ban cé thé chon thay ddi né thanh mét 1a c& hoan

thanh

1. Nhép chudt phai vao bidu twong |a co trong thanh To-Do Bar va chon DD

Hoac

1. Nhép vao biéu twong ¥ trén thanh céng cu va chon el ikl

Lién lac ca nhan bay gir da dwoc danh dau cung véi biéu twong ¥ & bén phai giao dién ctia Outlook
trong thanh To-Do Bar da bién mét.

Arranged By: Due Date

I Type a new task I

There are no items to
shaow in this view,

® Cach xoda la co:
Khi ban da két thic cong viéc ma ban da danh dau béng moét 14 c& hiéu, ban cé thé danh d4u nhiém
vu d6 nhw da hoan thanh, hoac xéa la co do di.

1. Nhép chuét phai vao biéu twong 14 co trong thanh To-Do Bar va chon Clear Flag
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Hoac

1. Nhép vao biéu twong A trén thanh céng cu va chon Clgar Flag

L& c& gén véi lién lac ca nhan gié da duoc xoa.

5.1.6 Tao mbét muc tr moét lién lac ca nhan

Ban c6 thé sir dung phan lwu trir lién lac ca nhan, khi ban muén tao nhirng cudc hen lam viéc méi,
gtri thw v..v.. Ban co6 thé tao mot muc théng qua cac tuy chon dwoc hién thij trén bang Ribbon trong
ctra sb cua lién lac ca nhan hodc st dung bang chon Actions.

® Cach tao mot muc mdi tir mét lién lac ca nhan:
1. Danh dAu lién lac cac nhan mong muén.

2. Trd chudt toi Actions/Create.

Mew Message to Contact
Mew Meeting Request to Contact
Mew Task for Contact

kel B 1

Mew Journal Entry for Contact

3. Lwa chon tlly chon mong muén.
Bay gi®» ctia sb cla tuy chon da hién ra.
4. Nhap thdng tin va lam nhw théng thwong.
Gg’i y: Néu ban da cai M{'crosoft qud tr,én méy tinh cta ban, ban cé thé str dung thwr muc lién lac c& nhan lnhu’ moét dir liéu
goc cho mét thw tron. Néu ban mudn bat dau mét thu tron trong thur muc lién lac cé nhan ban phai danh dau lién lac ca nhan

ma ban muén st dung nhw mét div liéu géc, trir khi tat ca ngudi trong thu muc nén duroc st dung va lua chon Tools/Mail
merge...

5.1.7 Business card

Business card c6 thé giri qua email. Ban c6 thé dung nhuw mét danh thiép cia minh, ngoai ra ban
cling c6 thé guvi thong tin clia mét lién lac ca nhan khac.

® Cach tao mo6t Business card tir mét lién lac ca nhan:

1. Danh dau lién lac ca nhan ma ban mudn gt di nhw mot Business card.

2. Trd vao danh sach Actions.

3. Chon 4] Send as Business Card

Ctra sb thw hién thi.
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Speling

e | options 15/ | Proofing

Attached: |03 Ty Thu Hunaus 0 @)

D38 Thi Thu Hudng

huong.do@skilsgroup.com

4. Nhap dia chi ngwdi glri nhw thong thwdng.

5. Nhép nat dé gtvi thw di.
Bay gi® thw da dwoc gri di (ndm trong thw muc Outbox).
® Céch nhap di liéu cho business card bang lién lac ca nhan:

1. Kich dlp vao lién lac ca nhan mong muén.

Ctra sb Contact hién thi.

[a=}

Business
2. Nhapnut  “8d  trong nhom Option trén bang Ribbon.

Hop thoai Edit Business Card hién thj.

Edit Business Card

- Card Design
B0 Thj Thu Hudng Layout: Image Left * | Background:
h .do@skill .
TS S Image Align: |Fit ko Edge w

Figlds Edit

Full Mame AN | B | I U ‘ = A

Company — — f—

Job Titke |BE Thi Thu Hugng |
Departrent

Blark Line | | |NU Label v| A
Business Phone

E-mail

Business Address

Blank Line

Elank Line

Elank Line

Blank Line

Blank Ling

Blank Line

Blank Line

Blank Line
' @

I Reset Card ] [ O ] [ Cancel

3. Panh d4u phan mong muén dé nhap thong tin.
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4. Chinh stra Business Card theo mong mubn.

5. Nhép OK khi d& hoan thanh.

5.1.8 Cac hoat dong (Activities)

Khi ban gt ho&c nhan théng tin tr mét lién lac ca nhan, chwong trinh Outlook sé tw dong lién két
nhirng muc cé lién quan dén lién lac ca nhan. D4 co thé 1a nhirng 14 thw dién tl, nhirng ghi chu,
nhirng ghi chd, nhitng cudc hop va nhirng ghi chép nhat ky. Ban cé thé str dung (rng dung nay béng

cach n nat |28 AFMEES | o0y nhom Show trén thanh Ribbon cia cira sé Contact thudc tng lién
lac ca nhan.

o) = & 9 |3 D6 Thi Thu Huong - Contact - o ox

©

Contact Insert Format Text Add-Ins

- [B3General & certificates | 87 8zl CE gi;s =] Picture ~ @ || ABGC Enl
JJ u &_} ﬁ i |§_:?_l

&%~ || Bl Details  §E AN Fields B2 categorize =[G

Save & — E-mail Meeting Call Business Spelling || Contact

Clase x S Activities - r card ¥ Followup~ 8, - Nates
Actions Show Communicate Options Proofing || Onelote

Show: | GEYRE3E R

01/ subject In Folder

i—4 Salary for Mov 2008 Inbox

& Party Deleted Items

E=] Deleted ltems

Chu y: Chi nhiing dugc tw dong lién két dén lién lac cé nhan sé hién thi trén giao dién Activities . Néu ban tao ra mét thuw tin

bang céch str dung Word théng qua chuong trinh Outlook, né sé khéng lién két dén lién lac ca nhéan.

Nhirng kiéu hién thi trong ctra sé Contact
Ban c6 thé tim thay 5 kiéu hién thij trong clra s6 Contact:

o % General S& dung dién nhirng théng tin théng thuwdng vé mot ngudi. Vi
Thong tin chung du tén, dia chi va sb dién thoai.
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= :
Théng tin chi tiét I7-) =kl

S dung dé nhap chi tiét nhw tén clia nguwdi cap trén hodc ngay
sinh.

Cac hoat dong w

Hién thi nhirng muc kép hop véi lién lac ca nhan, vi du nhw thw
dién t&r gtri hodc nhan ttr lién lac ca nhan.

. A | ifi
Chtng nhan | - Certificates

Néu ban mudn nhan thw dang mat tir mét lién lac c& nhan,
ching chi can thiét (ID sb) sé phai nhap vao & day

T4t ca cac trwong |E -

Truy cap dwoc chdp nhan dén tat ca vung théng tin va néi dung
clia chiing, cung v&i lya chon dé thém dinh nghia vang cho
ngwoi str dung.

5.1.9 Cheén file vao lién lac ca nhan

Ban c6 thé tw dong lién két mot lién lac ca nhan dén moét muc, hodc mét tép tin

® Cach lien két mot muc hodc mot tép tin véi lién lac ca nhan

1. Kich dGp vao lién lac ca nhan mong muén.

Ctra sb Contact hién ra.

2. Chon tab Insert trén thanh Ribbon.

!

Attach

3. Nhannut FlIE  g& chen mot file co trong may tinh.

Ctra sb Insert File hién thi.

Insert File @)
Lookp: | () My Documents v @-0 X ciE-
ymued | [Dadobe
Termplates | pownioads
) t | (Edutasia SCORM Reader
Daeuments | | Edutasia SCORM Writer Prajects
(5 Deskion e Projects
i My
5 pocunents
)
Computer
gty ek
Places
([E30neNote Notebooks
()5nagh Catalog
(E3Ulead VideoStudio
il pame: 3
Files of type: | ul Files v
2,
Attach

3. Nhapnuat MM | §& chen mot muc c6 trong Outlook.

Hop thoai Insert Item hién thi.
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Insert Item &[]

Look in:
= 4 personal Falders ~ oK
i Calendar
@ Deleted Items (1)
(7 Draft Insert as
rafts
= (O Text onky
A8 Journal (&) attachment
l-q i:"r:k E-mail v (O sharteut
Teems:
t @ From | Subject Received Categories ~

=) Date: Monday
(1 DDA Th.. Salary for Mav 2008 Man 11/24/...

(=) Date: Last Week

(=4 W Kien .. Company phone number Fri11/21/20..
guy... Mewson KTC Fri 11/21/20...

S M Tem Vareaaa e

4. Chon File mong mudn va nhép Insert.
Hoac
6. Danh ddu muc mong mudn va nhap OK.

7. Bay gid muc hoac tép tin da dwgc chen vao lién lac ca nhan.
Bai 6: Outlook nang cao

Sau khi str dung Outlook dwgc mét thoi gian, céd thé ban mong mudn diéu chinh Outlook sao cho
thuan tién cho minh st dung. Trong chi dé nay, ban sé& hoc dwoc cach chi sira cac giao dién tuy
chon trong Outlook, dé hién thi chinh xac cda thdng tin ma ban mudn.

Ban sé hoc dwoc cach:

. Di chuyén, thém va loai bd nhirng viing trong nhirng tiy chon hién thi.

. Tao ra cAu tric véi mot tly chon hién thi.

. Thém mot bo loc hién thi mét lwa chon, d& dam bao réng chi c6 phan lwa chon dwoc hién thi.
. Lwu mét tuy bién tuy chon hién thi.

. S dung chtrc nang Thw muc tim kiém ctia Outlook.
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6.1 Lam viéc voi tuy chon hién thi

Outlook chira mét sé tly chon hién thi m&c chuén, ban c6 thé chon mét trong nhung tily chon dé.
Théng tin nao dwoc hién thi phu thudc vao tily chon hién thi dwoc lwa chon. Tuy chon hién thi [a mot
phan quan trong dé st dung chwong trinh Outlook, vi vy viéc lwa chon viéc hién thj thdng tin va
sap xép céu tric sé gitp cho ban s dung nhirng théng tin d6 dwoc hiéu qua nhat

Sau khi ban hoan thanh bai tap nay, ban cé thé:

. Tuy bién nhirng tuy chon hién thi.

. Lam viéc v&i sy phan loai, loc va phan nhém.

. Viét cac thong tin chi tiét cia mét contact person.

. Gan mot contact person v&i cac muc hodc cac tép tin nhat dinh.
Yéu cau:

Ban can biét vé nhirng thanh phan va nhirng muc khac nhau trong chwong trinh Outlook.

6.1.1 Tuy bién nhirng cét bang cach st dung
tuy chon cutia bang hién thi

Céc cot 1a nhirng yéu té co ban khi lam viéc véi cac tuy chon hién thi nhw nhém, phan loai va loc
théng tin cGia ban's. Ban c6 thé thay ddi chiéu rong clia cac cot va xéa hay thém cot.

® Céch thay dbéi 6 rong clia mot cot:

1. Dichuyén chudt t&i tiéu d& ctiacot mudn thay ddi (Trd t&i . cho tdi khi biéu twong mii tén thay doi
thanh H* ).
2. Kéo khung cot sang trai hodc phai nhuw mong muén.

Bay gi®» do rong cla cot sé b thay dbi.

Goi y: Ban c6 thé thay déi do réng ctia mot cot hodc lam cho né vira véi ndi dung trong ¢t bang cach nhan dip chudt vao

& bén phai cta cét ma ban mudn dé tw déng chinh vira.

® Céch thay dbi thtr tw cot hién hanh dang duoc hién thi:
Néu ban mudn, ban c6 thé thay déi thir tw ctia cac cot.

1. Kéo cot dén mot vi tri mai trong thi tw clia cac cot.
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+

MGi tén mau dé + hién thi noi cot sé dwoc dat.

From
Chu y: Néu ban tha cét tiéu dé trong khi ¢6 hién thi cot d6 sé bj loai bé trong viing hién thi.

® Cach thém mét cot:
Thém mot cot bang cach thém mot hdp méi vao tiéu dé cia cot.
1. Nhén chudt phai vao phan tiéu dé cua cot.

M&t menu tat hién thi.

Arrange By k

b
—

Sort Ascending
Sort Descending

Group By This Field

TS

Group By Box

Eemove This Calumn

g

Field Chooser
EBest Fit
Format Columns...

Customize Current View...

2 Chon—E'a Field Chooser

Hop thoai Field Chooser hién thi.

Field Chooser

Frequently-used Fields

w
Auto Forwarded i
Zc

Contacks

Conyersation
Created

Do Mot Autofrchive
Due Dake

Flag Completed Date

Fallow Up Flag
IMAP Skakus
Message

Originatar Delivery Requested| ™

Mew, ..
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3. Danh d4u hép mong mubn.

4. Kéo hép mong mudn tir Field Chooser dé s&p xép trong phan tiéu d& clia cot trong viing tiy chon

hién thi.

5. Lap lai budc 3-4 cho dén khi hoan tat ca cot ban muébn thém vao.

6. Dong Field Chooser.

Bay gi®» cot mong mubn da dwoc thém.

Cha y: Chirc ndng Field Chooser sé khong hién thi néu khodng tréng trong vu hién thj khong du dé thém cét. Trong truong

hop nay ban can néi réng khoang tréng ciia viing hién thi ra nhiéu hon. Vi du thu nhé hoéc déng thanh To-Do Bar.

Chu y: Outlook sé tw dong sap xép s6 cot hién thj tuy thudc vao khodng tréng cé sén. Néu khodng tréng dé khéng dd cho tat
¢4 céac cot cot (vi du dbi véi cira sé doc), nhiing cét duoc thém vao phia bén phai cé thé bi 4n di hodc khéng thé doc duoc.

Goi y: Ban c6 thé di chuyén mét cot bang cach kéo tiéu dé cta cot ra khdi hang cua tiéu dé cot.

Hop thoai Format Columns

Dé thay ddi hinh thirc ctia cot, ban co6 thé st dung hop thoai Format Columns.

Chon c6t ban muén dinh dang tai day.

Chon dinh dang nao ma ban mubn st dung trong

2
cot. Ban c6 thé chon duy nhét thé hién ngay trong
cot dwoc nhan.

3 Tai day ban co thé thay déi tén tiéu dé cla cot.

2 Tai day ban co thé nhap dd rong cla cot. Néu
ban mudn Outlook tw déng didu chinh do réng cot
phu hop v&i ndi dung, ban chon dat tai hdp Best
fit.

& Chon dé&t ché dd can chinh ndi dung cot tai day.

® Cach dinh dang cét:

Néu ban mudn thay dbi hinh thai cia mot cot, ban can s dung hdp thoai dinh dang cot.

1. Trd toi View/Current View va chon

Hop thoai Format Columns hién th.

Format Columns

Avwailable Fields:

Importance
&ttachment
Frorm
Subject
Received
Size

Flag Status

®

Format:

Label:

‘Width:

Alignment: () Left O Center ) Right

Text

Subject @

(%) specific width:  [49,20]

) Best fit

characters

®[0K

] [ Cancel

Format Columns...
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Format Columns

Hvailable fields:

Importance

Faormat: |Fr|:|m only W |

Rerminder
Aktachment

Label: | Fram

iFrom
Subiject

Cakegories
Flag Status

Feceived ‘Width: (¥} Specific width: (10,50 |characters

Size () Biest it

dlignment: (%) Left

() Center () Right

[ Ok l [ Cancel

2. Danh d&u cot mong mubdn thay déi tuy chon.

3. Thay déi nhitrng tly chon mong muén.

4. L&p lai bwec 2-3 cho dén khi tat ca cac cot dwoc thay dbi nhw mong mudn.

5. Nhép OK.

Bay gi® nhitng cot lwa chon da c6 nhitng ciu hinh mai.

6.1.2 Tuy chon hién thj cau hinh cho cac

trwwong (fields)

Ban c6 thé thay ddi nhirng tly chon hién thi cho viing bang cach diéu chinh vung.

Hop thoai Show Fields

Ban c6 thé tao hay xda cac trwdng trong View Option béng cach str dung hop thoai Show Fields. Viéc thiét

lap trong hop nay c6 thé bién déi phu thudc vao loai View Option ma ban mudn thay ddi. Vi du thé dia chi dwoc

hién thj.
Tai day ban c6 thé chon loai trwdng nao ma Show Fields
1
ban mudn dwa vao danh sach cac truong Mazximum number of lines in compact mode: '2 W i
dwoc hién thi Select available fields From:
Day la toan bd cac trwdng ma ban c6 thé dwa | Frequently-used fields V® ra
2 Available fields: @Show these fields in this order:
hién thi trén Menu Bar. Nhép vao mét truong [ auto Forwarded Al [ add-= by
d& chon né. | Categories =
' b @ S
Nhép vao day dé& dwa mot trudng ma ban da | conaets. @
3 i Eonvtercslatmn
chon & (2) vao danh sach cac truong hién thi | Do Mot Autodrchive -
A | Due Date
trén Menu Bar. | Flag Completed Date
A ama ez s | Fallow Up Fl
Nhap vao day dé x6a mét trwdng trong danh EICDDI?,W il
4 | IMAP Status
. . R .2 Ca | Message
sach cac trwong dang hién thj trén Menu Bar. | originetor Delivery Requeste ¥
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Day la cac trwong dwoc chon hién thi trén Menu Bar.

Sl dung cac nit Move up va Move Down dé thay dbi trat tw hién thj cia céc truong trén Menu Bar.

® Céch tuy bién tuy chon hién thi cho cac trudng:

1. Lwa chon thw muc ban muédn thay di tiy chon hién thj cho cac trwong.

2. Tré toi View/Current View/ chon Lustomize Current View...

Hop thoai Customize Current View hién thi.

Customize View: Messages

Descripkion

Fields, .. Importance, Reminder, Icon, Attachment, From, Subject, R...
Group By... Mone
Sort,.. Received {descending)
Filker ... CFf
Other Settings. .. Fonts and other Table Yiew settings
Aukomatic Formatting... | User defined Fonts on each message

Format Columns., .. Specify the display formats For each Field

Reset Current Yiew [ Ok ] [ Cancel

3. Chon I Figlds... I

Hop thoai Show Fields hién thi.
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Show Fields

Select available fields From:

:Fr'EqIJEan':.-'

-used fields

]

Awvailable fields:

% Complete
Ackual Work
Attachment
Categoaries
Company
Conkacks
Date Completed

Maxirmurm number of lines in mulki-ine mode:

Show these fields in this order:

Mew Field, .,

Add - Icon

Complete
Subject
Due Date

[ k. ] [ Cancel

4. Thém, loai bé hodc di chuyén viing ma ban muén.

5. Nhén OK.

Bay gi® thay d6i mong mudn da dwoc hién thi.

Chay: Néu tay chon hién thi dwoc lra chon Ia hién thi theo thoi gian, vi du gi6i han thoi gian trong nhat ky, hoac

ngay/tudn/thang trong lich céng tac, hép thoai Customize View sé cé mot chit thay dbi. Hop thoai str dung duoc hién thi
trong vuing thoi gian bat dau va két thic nén duoc xac dinh ré rang.

6.1.3 Diéu chinh lai mét tuy chon hién thi

Néu ban khéng bang long véi mét vai thay dbi da lam trong bang tuy chon hién thi chuan, ban c6 thé
dé dang diéu chinh lai nhirng tiy chon hién thi chuan.

® Cach diéu chinh lai tuy chon hién thi:

1.

2. Lwa chon View/Current View/ chon

Hép thoai Custom View Organizer duwoc hién thi.

Define Views..,

Chon thw muc va thdng tin Iwa chon hién thi ma ban muén diéu chinh lai.

© Copyright by Accipp, All rights reserved

Trang 177



Custom View Organizer,

Views For Folder "Calendar”:

Wigw Mame Can Be Used On Wi Type Mew., ..
1
Day"Week/Month Al Calendar Folders | Dawweek/Monkh Copy...
Day ek Month Yiew With Au... |8l Calendar Folders | DayWeek/Month
Ackive Appoinkments all Calendar Folders | Table fog G
Events Al Calendar Folders | Table
Annual Events All Calendar Folders | Table
Recurring Appointrments All Calendar fFolders | Table Reset
Bry Cakegory all Calendar folders | Table
Descripkion

Fields; Skart, End

Filker: OIff

[ ] only show views created For this Folder

Close

3. Nhéan vao tén cla tuy chon hién thi ma ban mudn diéu chinh lai.

4. Nhan Reset.
5. Nhan OK.
6. Nhan Close.

Bay gi® nhirng tuy chon dwoc lwa chon sé dwoc dat lai.

Cha y: Néu nit diéu chinh lai c6 mau xam hoan toan , ¢6 nghia nhing tiy chon hién thi duoc lira chon da

gié'ng nhw voi tay chon mac dinh.

6.1.4 Sap xép bang cach st dung hop thoai

Ban c6 thé sép xép théng tin cha trong Outlook bang cach s dung tuy chon phan loai. Mét hién thi
tuy chon c6 thé dwoc sép xép theo mét hodc nhiéu linh viwe. Néu mét thu muc chiva nhiéu linh ve
thi s& dé dang cho ban hon néu ban phan loai sap xép cac linh vuc dé.

Néu ban cé céc lién lac ca nhan dwoc sap xép sau tén cong ty ho 1am viéc, thi tbt hon hét 1a hay sap
xép theo tén. Bang cach nay, tit ca cac nhan vién sé duwoc hién thi sau tén cac cong ty thudc vé ho.
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Ban c6 thé sap xép cla ban hién thi tuy chon phan loai bang cach s dung hop thoai.

Hop thoai Sort

Néu ban mudn sép xép vin ban theo mét trat tw
nao doé, ban co thé st dung hép thoai Sort.

Tai day ban c6 thé chon cot ban muén sép xép cac

1
muc.

5 Tai day ban c6 thé chon sép xép cac muc theo trat
tw ting hay giam dan.

3 Néu ban muén sap x&p nhidu cot, ban phai chon
céc chi tiét ban muédn cho viéc sép xép tai day.

1 Tai day ban cé thé chon loai cot ban mudn hién thi

trong danh sach cac cot dwoc sdp xép.

Sort ikems by

|Received

Then by

|(n0ne)

v|

Then by

@ |

Then by

Select available fields From:

|Frequentlv—used fields

20

= ) Ascending
@J (=) Descending

Ol
Clear Al

® Cach sap xép bang cach str dung hop thoai:

1. Lwa chon thw muc chira muc ma ban mudn sap xép.

2. Lwa chon View/Current View/Customize Current view.

Hop thoai Customize View duoc hién thi.
3. Nhan Sort

Hop thoai Sort sé& dwoc hién thi.

Sort ikems by

O hsconding
Then by Clear Al
|(n0ne) i |
Then by
Then by

Select available figlds from:

| Frequently-used fields w |

4.  Lwa chon nhi*ng lwa chon sap xép mong mudn.

5. Nhan OK hai lan.

Bay gi® lwa chon hién thj sép x&p da dwoc hién thi.
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Chu y: Khéng phai tat ca tuy chon déu cé thé sap xép. Vi du, khéng thé sap xép tuy chon hién thi lich Ngay/Tuéan/Thang. Ban

c6 thé thay kha nang tiy bién tiy chon Sort sé khong duoc kich hoat trong hdp thoai Customize View.

Goi y: Néu ban muén loai b sép xép, ban chi cdn mé hop thoai Sort va nhan chudt vao nit Reset all.

6.1.5 Sap xép trwc tiép trong tuy chon hiéen thi
bang
Ban c6 thé sip xép truc tiép khi ban dang st dung tiy chon hién thi bang .=
® Céch sap xép truce tiép trong bang lwa chon hién thi:
1. Nhén chudt vao tiéu dé ctia cdt ma ban mudn sap xép.

Bay gi® cac muc sé dwoc sdp xép theo thir tw tdng dan trén cot, va mét tré hinh tam giac nhé hwéng

len s& duoc hidn thi & muc tiéu dé tren "2

2. Nhéan chuét lai vao tiéu dé ctia cot, néu ban mubn sp xép bang th tw gidm dan trong nhirng cot d6.

Bay gi&r da dwoc sap xép trong thir tw gidm dan, can ct trén cot R

3. Ban c6 thé thém vao su s&p xé&p trong nhiéu cot bang cach gir xudng nat Shift trong khi d6 13p lai

bwéc 1-2.

Goi y: Ban c6 thé loai bé suw sdp xép bang cach chon View/Current View/Customize Current View...va nhap nit

Resel Current Yiew sau do nhép oK.

6.1.6 Nhom lai bang cach st dung hop thoai

Ban c6 thé sap xép tuy chon hién thi bang cach nhém lai. Ban cé thé tao ra bén nhém bén trong mot
nhém khac. Vi du, Néu cac thu dwoc nhdm lai béi ngudi glri va 1a ¢ hiéu. Khi ban mé nhém cutia
thw tir mot ngudi nao dé, ban sé cé thé nhin thy nhitng nhém gém cuia cac thw cé ciing mot biéu
twong |4 c&. Ban ciing cé thé mé& nhdm chira biéu twong la c& mong mudn, va cac thu yéu cau cod
cung biéu twong 1a cd sé hién thi.

Hoép thoai Group By
Néu ban mubdn tao thém cac nhém vao mét View option nao dé, ban sé phai sir dung hop thoai Group By.

. Néu ban mudn tw tao moét nhdm, thi bd dau tich.
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Noi dung cla trwvong dwgc nhom vao sé

%) Group By %)
hién thj gibng nhu moét d& muc cda 1 H ] automatically group according ko arrangement
nhém. Nhép vao hdp nay, néu ban Group items by
mubn ndi dung ol truong 58 dugo BTy ] Qs |

ien thi lién tiép cac muc riéng biét. i
' P ) 9 D18 (2: —F | Showe Field in vigw O Descending
Then by

5 Tai day ban chon trwdng ma ban muén i(none) w |

nhom bdi cac muc clia no.
Then by
x o 5) [n |

2 Tai day ban cé thé chon néu muén hién s
thi cac muc theo trat ty tdng hay giam Heohy
dan. ' | | Ascending
Néu mudn tao cac nhém nhé cho nhom iSelect avalilable :T:Idlsdfrom: ;ExandIcollapze defaults:

5 Frequentlyv-used fields a || As lask viewe W

) o s @y | |

dwoc chon, ban phai chon ché dé dé
thwe hién tai day.

5 Tai day ban c6 thé chon loai trwérng sé dwoc hién thi trong danh sach cac trudng ma ban muén nhém bai (3).
Sap xép cac nhom bang hép thoai:
1. Lwa chon thw muc chira muc ma ban mudn sap xép.
2. Lwa chon View/Current View/Customize Current view.

Hop thoai Customize View duoc hién thi.
3. Nhép Group By...

Hop thoai Group by sé hién thj.
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Group By &3

[] automatically group according to arrangement

Group items by

(mone) -

Clear all
Then by
Then by
Then by

Select available fields Fram; Expandfcollapse defaults;
Frequently-used fields w || s lask viewed “

4.  Lwa chon nhitng tuly chon dang dwgc nhém theo mong mudn.
5. Nhan OK hai lan.

Bay gio tuy chon hién thj hién thoi da dwoc nhom.

Nhan chudt vao @ dé hién thi nhirng muc trong mét nhém, va nhan chudt vao = dé &n nhivng muc
trong mét nhém.

Chu y: Khéng phai tat ca tiy chon déu cé thé nhém lai. Vi du, khéng thé sép xép tuy chon hién thi lich Ngay/Tuan/Théng.

Ban cé thé thay khé néng tuy bién tiy chon Group by sé duoc kich hoat trong hép thoai Customize View.

Goi y: Ban c6 thé loai bé sw sap xép bang cach chon View/Current View/Customize Current View...va nhap nit

Reset Current Yiew

sau dé nhap OK.

Chu y: Ban c6 thé hién thj hodc &n di tat ca muc trong tily chon hién thj bdng cach chon bang chon View sau dé

Expand All Groups

Expland/Collapse Groups, va béng chon View/Hide groups va nhép hoac

Collapse All Groups

6.1.7 Nhom trwe tiép bang cach sir dung tly
chon hién thi bang

From

V% [ @ subject

Ban c6 thé nhém truc tiép béng cach st dung bang hién thj tuy chon
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® Cach nhém tryc tiép thanh moét bang:

1. Nhép chudt phai vao thanh tiéu d& oot va chon —1  Croup By Bax

Hoac

1. Nhép nut j trén thanh céng cu Advanced.

Hop nhédm dwoc hién thj phia thanh tiéu dé ca cot.

L Inbox

Drag a column header here to group by that column.

ik [ 0 From Subject

2. Kéo tiéu d& cia co6t ma ban mudn nhém vao hép nhém.

3. Lap lai buoc 2, néu ban mudn nhém thém cac cot khac.

L] Inbox

Attachment

$3% [ subject

Nhirng muc bay gi& da dwoc nhém lai.

Chu y: ban chi cé thé thuc hién nhitng thao téc trén trong triromg hop chirc ndng

[ ] Automatically group according to arrangement trong hép thoai Group by...duoc g& bé dénh déu.

Chu y: C6 mét sé cot nhét dinh cta cac nhém khéng thé duoc tao bang céch kéo cot vao trong tiy chon hién thi bang, tham

chi trong viing hién thi. Vi du Size hoéc flag.

Goi y: Ban ciing c6 thé nhép chudt phai vao thanh tiéu dé coét va chon j 2IEE A AT dé én hop

nhém.

Goii y: Ban c6 thé dé dang nhém cac muc chi bang muc tiéu dé trén, bang céach nhan chudt phai vao muc tiéu dé trén va lua
chon nhém béng cét nay.

Chu y: Néu khodng tréng gii han vé chiéu rong lién quan dén nhitng cét qua nhd, tiy chon bang chon Box groups sé khéng
hién thi.
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6.1.8 Loc nhirng muc bang cach s dung tuy

chon hién thi

Néu Outlook chira rat nhiéu di liéu, va sé khé co thé cé dwoc mdt cai nhin tdng quan, trong mot sb
trwdng hop nhat dinh. Néu van dé cé thé khong dwoc gidi quyét bang cach str dung cac nhdm hay
phan loai ctia di¥ liéu, thi cach gidi quyét cé thé Ia ty chon loc.

Tuy chon loc dwoc gén lién véi hién thi tiy chon va lgi thé cha tuy chon nay 1a chi nhitng ndi dung
phu hop véi tiéu chi ma ngudi dung méc dinh sé dwoc hién thi, con nhitng phan khong lién quan sé

dwoc an di.

Hop thoai Filter

Ban c6 thé tao bo loc thdng qua hdp thoai Filter. Hop thoai 1a ly do d&c biét d&n dén sy thay ddi ctia bang bén
trai, phu thuéc vao thw muc nao ma filter st dung. Tai day, Message dwgc chon nhw mét thi du.

Nhirng thay ddi trong bang nay phu thudc vao

1
thw muc ma filter dwoc st dung trén no. Messages | More Chaices | Advanced | 5L
5 Tai day ban c6 thé viét cac tir ma cac cha dé Search for the wordis): @ 3
cha né. In: | subject field anly @ w
5 Tai day ban cé thé chon noi cac tir dwoc tim o
thdy.
[Iwhere I am:
2 Nhirng s lwa chon trong cac hop nay duwoc Timne: |3
chinh stra theo cac nat ma bd loc ap dung cho
(tai day la hop thw Inbox).
[a]4 l [ Cancel l [ Clear all
. Tai day ban c6 thé nhap yéu cau vé thoi gian.
® Cach loc cac muc bang cach sr dung tuy chon hién thi:
1. Chon thw muc ma ban muén loc.
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2. Chon View /Customize Current View...

Hop thoai Current View hién thi.

3. Nnépl Filter... |

Hop thoai Filter sé& dwoc hién thi.

Filter a3
Messages | More Choices | Advanced | SQL
earch far the waord(s): || v
In: | subject Field anby w

[Jwhere T am:

Time: |none ¥

I Ok H Cancel ][ Clear all

4. Nhap cac tuy chon loc mong mudn.
5. Ban ciing c6 thé thém nhiéu tiéu chuan trong tab More Choices, Advanced.
6. Nhan OK hai lan.

Phan dwoc chon loc gi¢r s& dwoc hién thi va nhirng phan con lai sé bi an di.

Goi y: Néu ban mudn g& bé ché d loc tir toy chon hién thi, ban cAn mé hép thoai Filter va nhép L.2ear Al_|

6.1.9 Kiéu chi va tuy chon hién thij

Ban c6 thé thay ddi ciu hinh cho tuy chon hién thi hién thei, nhw kidu chiv va kich ¢& chi, tiy chon
nay phu thuéc vao thw muc va tuy chon hién thi ma ban dang st dung.

® Céch thay dbi dinh dang khac:
1. DBanh dAu thw muc va tiy chon hién thi mong muén thay déi cau hinh.
2. Lwa chon View / Customize Current View...

Hop thoai Customize View hién thj.

3. Nhép Cther Setkings. ..

© Copyright by Accipp, All rights reserved Trang 185



Hop thoai Other Settings hién thi.

Column Headings and Rows

Column Faont. .. 3 pt. Segoe UI Autornatic column sizing
[ allow in-cell editing

Gtid Lines and Group Headings

Grid line style: Sclid | [Jshaw items in Graups
[5hade group headings

AutoPreview

3 pt. Segae UI (O Preview all items

O Preview unread items
@ Mo AutoPreview

Reading Pane
ORight &) Battom () OFF [Hide header information
Other Options

Use compact layvout in widths smaller than |30 characters,

Alvaays show unread and flagged messages in Arrange by Conversation

[ K ][ Cancel ]

4. Lua chon nhirng tiy chon mong muén.

5. Nhéan OK hai lan.

Bay gi® cAu hinh cho tly chon hién thi hién thoi sé dwoc thay dbi.

6.1.10 Binh nghta cac tuy chon hién thi

Khi ban da thay d6i nhirng tly chon hién thj hién théi, chwong trinh Outlook sé tw dong lwu nhivng
thay d6i d6. Néu ban mudn st dung ca hai tly chon hién thj chuan va tuy chon tuy bién méi, ban
can dinh nghfa cho tuy chon tuy bién mai.

® Céach dinh nghia mét tuy chon hién thj ttr mét tiy chon hién thj c6 sén:
1. Danh dau thw muc va tly chon hién thi ban mudn thay déi.
2. Lwa chon View/ Current View/Define View...

Hop thoai Custom View Organizer s& xuét hién.

(Tuy chon hién thi da dwoc chon, khi hop thoai dwgc mé ra va sé ty dong lwa chon va hién thi phia

trén cung)
3. Nhap nit Copy.

Hép thoai Copy View sé duorc hién thi.
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x]

Copy View

Mame of new view:

vy of IMAP Messages |

Zan be used on

) This folder, visible to everyvone
i) This Folder, visible only ko me
%) all IMAP Folders

(04 ] [ Cancel

4. Viét tén cho View mai.
5. Lwa chon vi tri ma ban muén View la co hiéu lwc.
6. Nhén OK.

Hop thoai Customize View... sé& xuét hién.

Customize View: Copy of Address Cards

Description

File As, Follow Up Flag, Mailing Address, Business Phone, C...

File As (ascending)
Fonts and other Card View settings
w User defined fonts on each message

7. Lwa chon cac cau hinh ban muén.

8. Nhén OK dé déng hop thoai.

9. Nhépvao dé thay ddi dinh nghia View va déng hép thoai.

hoac

9. Nhép Close dé déng hop thoai.

Goi y: Ban c6 thé mudn bé View vira tao bang cach lam theo cac buée 1-2 va sau dé bam vao nut Delete.

Chu y: Néu ban mudn sir dung mét sé tuy tiy chon xem truyén théng, vi du, hién thi bai viét trong lich, ban can chon céc thu
muc ban muén &p dung tiy chon nay, sau dé chon View/ Current View/Define View... va nhap nit New. Bay gio ban c6 thé
tao ra mét tuy chon xem mai.
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6.1.11 Thw muc tim kiém cho cac thuw

Thu muc tim kiém khéng phai 1a mét thw muc théng thudng, nhung né thwerng dwoc an di. Thuw muc
tim kiém thwong dwoc siv dung dé hién thi thw theo mét sb tly chon nhéat dinh.

Outlook da cé ba loai thuw muc tim kiém la Large Mail, Categorized Mail va Unread mail dé tim kiém
cac thu muc twong (ng véi tiy chon cla tirng loai, va hién thi trong thw muc, trong khi ching khéng
bi di chuyén khéi thu muc gbc.

=l L& Search Falders
L& Categorized Mail
L2 Large Mail
L& Unread Mail (31]
® Cach sw dung thw muc tim kiém:
1. Nhép nut Folder list )
2. Nhap @ gan Search folders dé nhin thay nhirng thw muc con.
3. Nhan chuét vao thu muc tim kiém mong muén.
Bay gi® két qua cda tim kiém hién hanh sé& dwoc hién thj.
® Cach tao mot thw muc tim kiém mai:
1. Nhénp nut Folder list d

2. Nhép ChUét phél vao = I_p Search Folders .
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3 Chon Ly Mew Search Folder...

Hop thoai New Search Folder sé& duwgc hién thi.

select a search Folder:

Reading Mail ~

i Unread mail

Mail flagged For Follow up
Mail either unread or flagaed For Follow up
Important mai
Mail from People and Lists
Mail from and ko specific people
Mail from specific people
Mail sent directly to me
Mail senk to distribution lists
Organizing Mail v

Customize Search Folder:

Seatch mail in: |Personal Folders ~

I K ][ Cancel l

4. Lwa chon thw muc tim kiém miéu mong muén.

(Nhap nat Choose... néu cé va s dung hdp thoai twong trng khi né xuét hién.

Hop thoai hién thi phu thudc vao thw muc tim kiém dwoc lwa chon.
5.  Nhan OK khi da hoan thanh.

Bay gid thu muc tim kiém méi da duoc tao.

Goi y: Ban c6 thé xéa thu muc tim kiém di bang céch: nhan chudt phai vao thu muc va chon Delete (Viéc xéa thu muc bé
khéng anh hwéng nhiing bire thw).

Goi y: Ban c6 thé dat lai tén cho mét thur muc tim kiém bang cach nhén chuét phai vao thu muc va lwa chon Rename, nhap

tén ma ban mudn va danh Enter.

Chu y: Néu ban chon dé tim kiém thuw dién ti tir nhiing cé nhan riéng biét véi diu kién ban phai nhé thém dia chi thw dién to
cla nhiing ca nhan do.

Goiy: Néu ban muédn tw déng di chuyén mét thuw tte thw muc Inbox, ban phai tao mét duong dén. Lwa chon

0 i,
'-’-}' Rules and Alerts... trong danh séch ctia Tools. Nhap nat e va lam theo chi dan.
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