5 meo vat gitp giam thoi gian str dung Gmail

Nhirng tha thuat dwoc dua ra trong bai viét sé gitp
ban tiét kiém “kha kha” thoi gian sir dung hom thuw
dién t&r ciia Google.

Néu ban la mét trong s6 gan hang tam triéu ngwdi dung
dich vu hom thw dién ttr ctia hang Google trén toan thé gidi,
dudi day sé la 5 meo nho giup ban tiét kiém kha kha thoi

gian.

Tao quyén truy nhap tai khoan Gmail
Setting Up Gmail Delegation

J
Gia di ban s@ hiru toi thiéu 2 tai khodn Gmail, mot cho
cbng viéc va mdt cho nhitng nhu cau ca nhan nhw gtri thw
cho gia dinh, ban beé... thi viéc phai lién tuc dang nhap va

thoat khoi tai khoan sé tiéu ton ctia ban rat nhiéu thoi gian.

Tuy nhién ban nén biét rang Google da dua vao dich vu cua

minh mot tinh nang c6 tén “e-mail delegation” (tam dich la



phan quyén cho hom thw dién tt). Nh& dd, nguwdi dung cé
thé cap phép cho nguoi khac (la tro ly, thu ky, ngudi than)
dé c6 thé thay mat ban doc va tra 10i thu dién t.
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Loi dung tirih ndng nay, ngui ding cé thé thiét lap dé
minh doc thu cua ca 2 tai khodn rén mot hom thu duy nhat.
Cu thé, hay click Settings & goc trén cling bén phai cla
Gmail. Tai Tab Accounts and Import, & gilra, ban sé thay
mot tuy chon cho phép cép phép truy nhap vai tai khoan
clia ban. Chiy rang chi co thé thém vao mot hom thu
Gmail khéc.

Ngay sau khi ban an va thém vao dia chi e-mail, Gmail sé
glri m6t blrc thu yéu cau xac nhan. Ban chi viéc vao hom

thu kia va nhan dong y la xong.

TOi wu hda hom thuv dén
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Béa bao gi0 ban roi vao tinh canh ¢6 hang chuc nguoi st
dung tinh nang ra 10i tat ca (Reply all) va lam day hom thw
dén ctiaban? C6 mot cach dé dang dé bod qua nhirng e-mail

nhu vay voi tinh nang ctia Gmail mang tén “Smart Mute”.

V&i Smart Mute, nhitng 14 thu trong chuoi thu ta 10i tat ca
cla ngudi dung khac chi xuat hién trong inbox néu nhw n6
duoc giri dén dich danh cho ban va khéng kem nguoi khac,
hodc dd 1a e-mail gri thang dén ban (To) hodc gl dudi
dang carbon copy (CC). Khi kich hoat Smart Mute, tinh
nang nay sé tu dong chay cho tat ca cac dich vu Gmail, ké

ca dién thoai hoac web.

Pé bat Smart Mute, hdy vao Settings, & thé Labs, kéo
xudng cho dén khi ban nhin thay tinh nang mang tén Smart
Mute, click chon Enable. Sau do, nh¢ an nit Save & phia

dwai trang. Khi nhan dwoc moét e-mail, hdy chon More



Actions & trén thanh cong cu —Mute. Nhitng la thu gt

cho tap thé sé khong con lam phién ban nira
Céach sap xép su kién & cac ving thoi gian khac nhau

Gougle calendar Search my

a Back to calendar Save Discard

Click to add 3 title
12/8/2010 9.00am to 10:00am 12iS/201C Time zone

iAll day OUOR&peat

Event details Find 3time

NEu phai di chuyén hodc di cong tac thuwong xuyén gitra cac
ving c6 mui gi¢ khac nhau, viéc sap xép lai su kién (cac
cudc hen, viéc phai lam...) da khong it Ian tré thanh mot
ndi 4&c mong vai nhiéu ngudi. Tuy nhién, véi tién ich
Google Cale, ban c6 thé chi rd mui gio cho tirng sw kién

riéng lé thay vi phai doan hoac chinh lai.

Tai hom thu Gmail, click vao Calendar va chon tao sy kién
ma&i (Creat Event) @ phia bén trai. Chon vao Time zone,
xac dinh dia diém xay ra s kién va ban khong con phai lo
lang vi cong viéc diéu chinh mai gid sé do tién ich cla

Google lam nét.



Céach tw dong chuyén sang e-mail tiép theo

Settings
General |ob*-i§ .AccountsjrriJmcori EIBfiis Qbal
Language: Gmail display language English {USj
y Enable TransEiteraEion - lype-MSirtg pfrgniliG Enjli-il?.
OeWt t?ngg?g9?
O Righl to left editing support ofl
Kight-ip-rett supporton
Maximum p-pcje liBBI shew 50 + conversations per page
Show 250 v contacts per page
Auto advance: Alter archiving, deleting. muting, etc. a conversation!

Go to the next (newer) conversation
j Go to the previous (alder) conversation
Go back 10 Ihe throadifs!

Thong thuwong, khi ban mé mét e-mail trong hom thu va
sau doé luu lai hoac x6a ching, Gmail s€ dwa ban tro lai
hom thw dén (inbox), noi ma tat cd nhitng e-mail khac cua
ban dwoc hién thi. M0t tinh ndng trong Gmail Labs mang
tén “Auto-Advance” sé tw dong chuyén dén e-mail tiép
theo khi ban thwc hién cac thao tac x6a hoac lwu thw néi

trén.

Pé kich hoat tinh ndng nay, hay bat ching trong thé Tabs &
phan Settings. Ban sé duoc quyén chon gira viéc chuyén
dén e-mail ti€p theo, e-mail trudc do. Hay click Enable va

Iy lai cau hinh.



Céch chuyén doi qua lai gitra 2 tai khodn Gmail trong cling
mot trinh duyét

Got gic accounts
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Néu ban s¢ hiru nhiéu tai khodn Gmail, theo cach truyén
thong ban phai thoat ra khéi mot tai khoan trwdc khi dang
nhap vai tai khoan khac. Neu mudn vao 2 tai khoan mot
lGc, ngudi dung thuong mé nhiéu trinh duyét dé dang nhap.
Tuy nhién, ban co thé don gian héa moi viéc bang cach st
dung tinh nang “Multiple Account Sign-in”. Tinh nang nay
cho phép nguoi dung dang nhap vao 2 tai khoan phu bén
canh tai khodn chinh va di chuyén gitra cac tai khoan nay

trong cung mot trinh duyét (du¢i dang tab).



Pé kich hoat tinh ndng nay, hay truy cap dia chi
http://google.com/accounts, chon Edit va Multiple Sign-in.
Tai day, ban s& duoc yéu cau hoan thién mét so thong tin
va khi két thic, tai trang tai khoan Gmail, hdy click Edit dé

thém vao mot tai khoan khéc.


http://google.com/accounts

