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GIOI THIEU BO UNG DUNG VAN PHONG
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CHIA SE VA CAI BAT THONG SO TRONG MSWORD
DINH DANG VAN BAN
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GIOT THIEU PHAN MEM XU LY BANG TINH
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SU DUNG MS POWERPOINT BE TRINH CHIEU
GIOT THIEU CAC UNG DUNG VAN PHONG KHAC
TIM KIEM THONG TIN TREN INTERNET

SU DUNG E-MAIL TREN OUTLOOK EXPRESS

HOI THOAI INTERNET
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TRUONG CAO DANG NGHE QUY DINH HOC TAP

Tat chudng dién thoai Lang nghe

a1 S

e Ns g N bong gop y kién Khong hat thuoc
Hoi lai nhung gi va chlga sé kinh trong 16p hoc
chua hieu nghiém
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,zﬂfﬁgéi 15: SU DUNG E-MAIL TREN
OUTLOOK EXPRESS

[Ung dung cac chuong trinh gdi nhan thu dién tir nham trao doi thdng tin}

mot cach nhanh chdng va tin cay

e Gidi thiéu E-mail

e Cai dat chuong trinh gdi/nhan E-mail (Desktop mail)
e Cau hinh Desktop mail v&i MS Office Outlook

e Thié€t lap moi truéng lam viéc cho Desktop mail

e Cau hinh va quan ly Webmail

e XU'ly mot so su' co thong dung

e Cau hai bai tap
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TRUGNG CAD DANG NGHE M l_j CTIEUBAI H QC

e Hiéu dugc md hinh hoat déng cla E-mail
e Cai dat, cau hinh trinh quan ly E-mail cho cac hdp thu ca
nhan véi MS Office Outlook (Desktop mail), Webmail

+ Thiét 1ap moi trudng lam viéc, tai E-mail rules
e XU'ly mot so su co trinh duyét E-mail thong dung

i W
<
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TRUENG CAO DANE NEAE Gioi thiéu E-mail

[ E-mail (electronic mail) 1 thu dién td, la mét hinh thuc trao doi thu tr

nhung thong qua mang Internet

]

e Khai niém vé E-mail

Electronic mail (E-mail): thu tin dién tar

Ca ché gdi va nhan thu qua mang may tinh
Dich vu dau tién va pho bién nhat cla Internet
Cau truc: username@maildomain

Dich vu E-mail khong la dich vu End to End

Hoat dong theo ca ché luu tril va chuyén ti€p
(Store — Forward)
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S \aCeJ . TA _
n«.ﬂuﬁﬁ”ﬁ.@ Gigi thieu E-mail

E-mail (electronic mail) 1 thu dién td, la mét hinh thuc trao doi thu tr
nhung thong qua mang Internet

e Cac thuat nalr

— Mail Server: may chu phuc vu mail

— Mail Client: may truy cap mail thong qua phan mém
Mail Client (Webmail, Outlook Express, MS Outlook)

— Mail Account: username (hoac ID) va password
— E-mail Address: dinh_danh@maildomain
— Mailbox: hop thu
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n’.ifci;‘?‘xi";‘;é.e Gigi thieu E-mail

E-mail (electronic mail) 1 thu dién td, la mét hinh thuc trao doi thu tr
nhung thong qua mang Internet

e MO hinh hoat dong

MTA MTA MTA
Mail client Mail.ispace.edu.vn

%:L %:L
Mail Server Mail Server
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splace e _
n’.ifci;‘?‘xi";‘;é.e Gigi thieu E-mail

E-mail (electronic mail) 1 thu dién td, la mét hinh thuc trao doi thu tr
nhung thong qua mang Internet

e Cac trinh duyét E-mail thong dung

— MS Outlook Express: tién ich dugc tich hgp san trong
HDH Windows

— MS Office Outlook: Ung dung cua Microsoft Office

— Webmail: trao ddi mail théng qua giao thic Web
(http).

Ws_l N l GOUS e YAHOO! Mall
Qutlook -@ BMail =
Express
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,.%’;g%dét chuong trinh gdi/nhan E-mail

Microsoft Office Outlook (Desktop mail) la mot ung dung gdi nhan mail,
duoc tich hop trong bé phan mém MS Office

e Cai dat Desktop mail

— Cai dat MS Outlook 2003: -
= Chon: Office Enterprise =3 Office

Office Enterprise 2003

Office FrontPage 2003 D 2 W
Office OneNote 2003 = (W3 & 2003

Office Project Standard 2003

@ Microsoft Office System products CD

Office Project Professional ~ it
ce Project Professional 2003 | Office 2003 Editions can hel

Office Publisher 2003 organizations and their empFoyees
transform information into impact.

Office Visio Professional 2003 New and familiar products, features,
S s A and functionality improve how
e £Aocess 2003 P "l people and organizations connect to

people, information, and business

VST for Office System 2003 processes,

Office OutLook 2003
Browse This CD

@2008 - 2011 Khoa CNTT  Email: fit@ispace.edu.vn




splace

i Aemkdlat chuong trinh gdi/nhan E-mail

Microsoft Office Outlook (Desktop mail) la mot ung dung goi nhan mail,
duoc tich hop trong bé phan mém MS Office

e Cai dat Desktop mail

— Cai dat MS Outlook 2003:

Pbanh dau Check vao
muc Outlook -> Click
Update

Tién trinh cai dat sé
copy file vao thu muc
Office

Click Finish dé két thic
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i Microsoft Office 2003 Setup
Microsoft Office Professional Edition 2003

Cuskam Setup

CoX

Select the Microsoft Office 2003 applications you would like to install.
Please deselect the Microsoft Office 2003 applications you would like to remove.

[ word [Publisher
[¥]Excel [Jaccess
[¥] PowerPaint [Cl1rfoPath

I [¥] Outlock

InfoPath requires Microsoft Internet Explorer wersion 6.0 ar later,

[Jchoose advanced customization of applications.

Space Required on C: 1908 KB
Space Available on C: 2620 ME

< Back ” Update ] [ Cancel




,.;3,?.; 'c%.dét chuong trinh gdi/nhan E-mail

Microsoft Office Outlook (Desktop mail) la mot ung dung goi nhan mail,
duoc tich hop trong bé phan mém MS Office

e Gidi thiéu cac thanh phan Desktop mail

— To:

— Cc (Carbon copy):

— Bcc (Blind carbon copy):

— Subject:

£¥ Untitled Message |Z|E|
! Fle Edt Yiew Insert Format  Tools  Table  ‘Window Help Type a question for help = 3
Pidsend | ) - | B, 54 ¥ 8 | ¥ | S| 3 options.. ~|HTML
[ To...
[ ce. .
Subjeck:

Ty I la s sus====c==]
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SPCSLhinh Desktop mail véi MS Outlook

Thiét Iap cac thong so cho chuong trinh goi/nhan E-mail, cho phéep thuc
hién trao dor thong tin

e Thiét lap mot hoac nhiéu E-mail
Account

— Khei dong MS Outlook
2003:

= Start ->All Programs ->
Microsoft Office ->
Microsoft Office Outlook
2003

= Xuat hién giao dién nhu
sau
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5} Microsoft Update

%5 Windows Catalog

ArCcessories
Games
i Microsoft Office
Skype
Skartup

WINFLAR,

E Internet Explarer
w s

@ Outlook Express
¢ Remote Assistance
(*) windows Media Player
_‘ﬂ Windows Messenger

@, Windows Movie Maker

@ Set Program Access and Defaults

Unikey Vietnamese Inpuk Method — »

3
3
3 Microsaft Office Tools
3

@ Microsoft Office Excel 2003

| 8] Microsoft Office Qutlook 2003

& Microsoft Office PowerPoint 2003
v b [#] Microsoft Office word 2003




[

Thiét 1dp cac thong s6 cho chuong trinh gdi/nhan E-mail, cho phép thuc
hién trao dor thong tin

e Thiét Iap mot hoac nhiéu E-mail
Account

— NéEu la lan khai dong lan

dau
— Click Next dé chon kiéu
Server mail
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Outlook 2003 Startup

Outlook 2003 Startup

‘Welcome to the Outlook 2003 Startup wizard, which wil
quide wou through the process of configuring Cutlook
2003,

< Back ezt = l[ Cancel
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SPALE hinh Desktop mail véi MS Outlook

Thiét Iap cac thong so cho chuong trinh goi/nhan E-mail, cho phéep thuc
hién trao dor thong tin

e Thiét lap mot hoac nhiéu E-
mail Account T

Server Type
You can choose the bvpe of server vour new e-mail acount will work with,

— Tai clra s Server Type ->
PO P3 () Microsoft Exchange Server

Caonneck o an Exchange server to read e-mail, access public Folders, and share

- Cl iC k N eXt dé th UJC h ié_n 0 a POP3 e-mail server to download wour e-mail,

) IMAP

14 N V4 N N N
Xa C Ia p Ca C th On g SO Ca u Connect to an IMAP e-mail server to download e-mail and synchronize mailbox

folders.

hinh E-mail 45T

Conneck to an HTTP e-mail server such as Hokmail to download e-mail and
synchronize mailbox Folders.,

) additional Server Types
Caonnect to another workgroup or 3rd-party mail server,
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TRUONG

«alkhinh Desktop mail véi MS Outlook

Thiet Iap cac thong so cho chuong trinh goi/nhan E-mail, cho phep thut
hién trao doi thong tin

e Thiét lap mot hoac nhiéu E-mail
Account

— User Information
= Nhap Your Name
= Nhap dia chi E-mail

— Server Infomation
= Nhap tén may chu

gdi/nhan thu dén va di
— Logon Information

= Nhap tai khoang mail/
password
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E-mail Accounts

Internet E-mail Settings (POP3)
Each of these settings are required ko get vour e-mail account working.

User Information Server Information

four Mame: |Théi T&ng Phudc Bign | Incoming mail server (POP3): |mai|.ispace.edu.vn |

E-mail Addrass: |dienttp@ispace.edu.vn | Oukgoing mail server (SMTPY: |mai|.ispace.edu.vn |

Logon Information Test Settings

User Mame: |dienttp@ispace.edu.vn | After Filing out the infarmation on this screen, we
recommend you test ywour account by clicking the

| button below. (Requires netwark connection)

Password: | *******

Remember password

[ Test Account Setkings ... ]

|:| Log on using Secure Password
Authentication (SPA)

More Settings ...

< Back. ” Mexk = l[ Cancel




,.....“eau.hlnh Desktop mail véi MS Outlook

Thiét Iap cac thong so cho chuong trinh goi/nhan E-mail, cho phéep thuc
hién trao dor thong tin

e Thiét Iap mo6t hoac nhiéu E-mail
Account

— Kiém tra cai dit E-mail

Test Account Settings

" N hé’n TeSt ACCO unt Congratulations! All tests completed successfully. Click Close to continug. Stop
Settings
Tasks | Errors
— DPdng clra sd Test Account TaskJ A
Settings. Click Next hoan |[|yasmmmemamen = Code
tdt  qud trinh cAu hinh ||| e o oo 3
Ch u_, dng trinh g 6| /nhén E_ " Send test e-mail message Completed b

mail
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SPC&iLhinh Desktop mail véi MS Outlook

Thiét Iap cac thong so cho chuong trinh goi/nhan E-mail, cho phéep thuc
hién trao dor thong tin

e Thiét 1ap Rules: E-mail va

Message

: Fle Edt Yew Go | Tools | Actions  Help

- Khai d‘éng MS OUthOk JJMEW '|Ej ":3 }{ Send{Receive > |_?ﬁSend||'Regeive vl
el "

- Va (0) TOO | S -> RU |es ad nd =TT LLh Address Book...  CirheShift+B
[ b hﬁ Rules and Alerts, .. |
Alerts dre

@ Empty "Deleted Ikems" Falder
| For Follow G

L= Sent Tkems E-mail Accounts.. .

all Mail Folders Customize. ..

= 26 Personal Folders Qptions. ..
(&l Deleted Ttems
L# Drafts
[ Inbaz
[ Junk E-mai
[ Cutbox
L7 Sent Items

# 3| Search Folders
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,.....“eau.hlnh Desktop mail véi MS Outlook

Thiét Iap cac thong so cho chuong trinh goi/nhan E-mail, cho phéep thuc
hién trao dor thong tin

e Thiét lap Rules: E-mail va
Message

—_— I - I E-mail Rules | Manage alerts
[ai tab E-mail Rules, chon |
éNew Rule... Change Rule = 23 Copy... X Delete| &% RunRules Mow,.. Options

N eW Ru |e Rule {applied in the arder shown) Ackions

Select the "Mew Rule" button to make a rule.

Rules and Alerts

— Xudt hién clra sO Rules
Wizard

Rule description {click an underlined value to edit):

a4 l [ Cancel Apphy
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SPCSLhinh Desktop mail véi MS Outlook

Thiét Iap cac thong so cho chuong trinh goi/nhan E-mail, cho phéep thuc

hién trao dor thong tin

e Thiét lap Rules:
Message

E-mail va

— Chon Start creating a rule
from a Template

- B1l.1: -> Move messages
from someone to a folder

— B2.1: -> People or
distribution list -> click
Next
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Rules Wizard

(%) Start creating a rule from a template
() Skart From a blank rule

Step 1: Select a kemplate

Stay Organized
Ky Move messages From sameone ta a Folder
Ty v messages W P = Subject ko a folder
L™ Move messages sent to a distribution list ko a Folder
x Delete a corwersation
¥ Flag messages from someone with a colored Flag
Stay Up to Date
=) Display mail from someone in the MNew Tkem Alert Window
il Play a sound when I get messages from someone
a Send an alert o my mabile device when I get messages fram someons

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

apply this rule after the message arrives

Fru:un'lpeu:up & or distribubion istl

move it Lo Ehe specified Folder

Example: Move mail fronn my manager to my High Importance folder

3

Cancel

mext> | | Finish




,.....“eau.hlnh Desktop mail véi MS Outlook

Thiét Iap cac thong so cho chuong trinh goi/nhan E-mail, cho phéep thuc
hién trao dor thong tin

e Thiét lap Rules: E-mail va
Message Rule Address ['5__(|

Type Mame or Select From List: Showe Mames Fram the:
N N
— B2.1: Nhap tén hodc chon | | Lo J
| Mame Display Mame E-mail £

tU danh sach tai khoan
muon thiét 1ap Rule

NOUYEn MJoC Kim MNgan WJUYen Mgoc nAga. .. ngan
Tran ¥an Tai Tran Yan Tai (taltv@l Laitwiz

— Click Ok
< | k.
[ Fraom - = ]| |
o (e ]
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,..,u,.gfm.hmh Desktop mail véi MS Outlook

Thiét Iap cac thong so cho chuong trinh goi/nhan E-mail, cho phéep thuc
hién trao dor thong tin

e Thiét lap Rules: E-mail va

Message

- B2.2:
dinh thu muc luu tr& E-mail

— Click Next
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-> Specified dé chi

Rules Wizard

{#) Start creating a rule from a template
(") skart From a blank rule

Step 1: Select a template

Stay Organized

E Mawve messages From someane ba a Falder

™3 Move messages with specific words in the subject to a Folder

™3 Move messages sent to a distribution list to a Folder

x Delete a corversation

¥ Flag messages from someane with a colored Flag
Stay Up to Date

S Display mail from someone in the Mew Tkem Alert Window

) Play a sound when I get messages from someone

a Send an alert o my mabile device when I get messages fram someons

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

Apply this rule after the message arrives
Frum?NguxSr Mgoc kim Modn {(ngan-nnki@saigonco-op, com, ¥
move it to the specified Folder

Example: Move mail fronn my manager to my High Importance folder

]

Cancel

next> | | Finish




Thiét 1ap cac thong s6 cho chuong trinh gdi/nhan E-mail, cho phép thuc
hién trao dor thong tin

e Thiét lap Rules: E-mail va
Message

— B2.2: -> chon thu muc
muon luu trlr

— Hodc click New dé tao mot
thu muc mdi

— Click Ok d& hoan tit va
quay tré vé cua sO Rules
and Alerts

— Click Next
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&Eles Wizard

(%) Start creating a rule from a template
(") Start Fram a blank rule

Rules and Alerts

Choose a Folder:

1 £t Personal Folders
] ﬁ Calendar
L |85 Contacts
&) Deleted Items
£l L7 Drafts
. = [ Inbex

o
L2 100rnal
f_a Junk E-rnail
Skep o | MNaotes
app @ Cukbox

Fron [ sent Items
ma & Tasks

Exa

K

Cancel

il

Mew, .,

Cancel

< Back Mext = ] [ Finish
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AU a.u.hmh Desktop mail véi MS Outlook

Thiét Iap cac thong so cho chuong trinh goi/nhan E-mail, cho phéep thuc
hién trao dor thong tin

e Thiét 1ap Rules: E-mail va
Message

— B1.2: chon diéu kién tai
muc Select condition(s)

— Click Next

— Lul y: néu mudbn thay doéi

tal khoang va thu muc tao
Rules -> B2
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Rules Wizard

‘which conditionis) do wou want to check?
Step 1: Select conditiongs)

Ed on £his maching only
from people or diskribution list

[ with specific words in the subject

[ through the specified account

[ sent only to me

[] where my name is in the To box

[] marked as importance

[] marked as sensitivity

[ flagged For ackion

[] where my name is in the Cc bax

[] where my name is in the To or Cc box
[] where my name is nat in the To box

[ sent to peopls or distribution list

>

| £

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

apply this rule after the message arrives

FromiTran Yan Tai (kaitv@ispace edu, v
and on this machine only

move it to the TaiTY Folder

x)

Cancel ][ < Barck “ Mexk = ][ Finish




,.....“eau.hlnh Desktop mail véi MS Outlook

Thiét Iap cac thong so cho chuong trinh goi/nhan E-mail, cho phéep thuc
hién trao dor thong tin

® Thlé’t IéD RUIES: E-mall Vé Rules Wizard rs—<
Messag e |-What da you wanF ko do with the message?

Step 1; Select action(s)

A3 gLl =T ] -] -
. N pAY pad [] assign it ko the cakegory categary b |
— B1.3: chon hanh dong muon ] et
| 1 kh . : 7 d - R | t . [] permanently delete it —
a m I a p U ng u es al [ ] Forward it ko eeeele ar dlstrll:uutlen lisst
H [ Forward it to people or distribution lisk a5 an attachment
m u C Se I eCt ACtI on (S) [ reply using a specific template =
[ Flag message For action in & number of days
. [ Flag message with a colored flag
— [ clear the Message Flag
Cl IC k N eXt [] mark it as importance
[ print it hd
7 N N N2 —
- M neu muon thay dO/ Step 21 Edit the rule description {click an underlined walue)
\ » ? Al
Apply this rule after the message arrives
ta/ khoang Va thuJ muC t.ao fram Tran Y&n Tai (taitv@ispace, edu.vnl
and an this machine only
RU/@S -> BZ rove it ko the TaiTy Folder
Cancel ] l < Back ” Mext = ] l Finish
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SPELS hinh Desktop mail véi MS Outlook

Thiét Iap cac thong so cho chuong trinh goi/nhan E-mail, cho phéep thuc
hién trao dor thong tin

Are there any exceptions?
Step 1 Seleck exception(s) (if necessary)

® Thlé’t IéD RUIeS: E-mall Vé Rules Wizard ['5__(|
Message
the subfst contains g nords

- Bl-4: Chon di‘éu klén |Oa| trl‘f [] except through the specified account

[ except if sent only to me

ta i m l:,l C Se I ect [] except where my name is in the To bos

[ except if it is marked as importance

Exce pti on (S) ( if [ excapt i i is marked a5 sensiivity 3

[] except if it is flagged for action

>

[] except where my name is in the Cc box
n ecessa rY) O exccept if iy name is in the To or Co box
[] except where my name is nat in the To box
[] except if sent to people or distribution list

_ C“Ck Next [ except if the body contains specific words v
. . - o Step 2: Edit the rule description (click an underlined value)
— Luu y: neu muon thay doi A g
tal khoang va thu muc tao e 1t the 1414 Foldr
Rules -> B2
Cancel | | <Back || mext> | [ Finish
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,...,.“ea.u.hlnh Desktop mail véi MS Outlook

Thiét Iap cac thong so cho chuong trinh goi/nhan E-mail, cho phéep thuc
hién trao dor thong tin

e Thi€t lap Rules: E-mail va
wgg Rules Wizard
— B1.5: danh dau check Run ey

Step 1: Specify a name For this rule

th i S ru Ie now on m essag e |Tr§n Yan Tai (kaitv@ispace. edu.vn)
a I rea dy i n “I n box” Step 2: Setup rule options

[ JRun this rule nawe on messages already in "Inbox"

— CliCk FiniSh Vé quay tr6 V‘é [¥] Turm on this rule
> Y. Create this rule on all accounts
cua so Rules and Alerts
— Click Apply -> Ok hoan tat i e

and an this machine only

tlé’n trinh tao RU|€S move it o the TaiTy Folder

— Luk y: néu muébn thay doi
tai khoang va thu muc tao
Rules -> B2

X

Step 3: Review rule description (click an underlined value to edit)

Cancel ] [ < Back Mext =
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Sﬁﬂj@t lap moi truong lam viéc Desktop

TRUGNG CAO DANG NGHE o
mail

Thut hién cac thiét I1ap can thiét, phu hop voi tung ca nhan su’ dung mail

e Stationary and Fonts

Options

. Menu TOOlS -> Options Preferences | Mai Setup | Mail Format | Spelling | Security | Other

Message format

—_— Ta i ta b M a i I FO rmat I_jﬂ Choose a format for outgoing mail and change advanced settings.
- 4 =|—

Compose in this message Format: |HTML E¥ |

Stati O n a ry a n d FO nts = > Cl iC k Ise Microsoft Office Word 2003 to edit e-mail messages

[CJuse Microsaft Office Word 2003 to read Rich Text e-mail messages

ChQn Fonts dé’ tl‘Jy ChQn fo nt [ Internet Format. .. ] [ International Cptions. .. ]

Stationery and Fonks

~
C h Lr C h O m essa g es "B Use stationety to change wour default font and style, change colars,

AG and add backgrounds to your messages.,

— - > Stati O n a ry dé, tL‘J y C h Q n Use this stationery by defaulk: | zMone >
backgroun cho messages P REETTTE

\

é Select signatures For account: |mai|.ispace.edu.vn w |
Signature For new messages: | <Mane > e |
Signature fFor replies and Forwards: | ZMNone= “ |
[ Signatures. ., ]
[a]'e l [ Cancel ] [ Apply ]
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Smt lap moi truong lam viéc Desktop

TRUGNG CAO DANG NGHE o
mail

[ Thut hién cac thiét I1dp can thiét, phu hop voi tuhg cd nhan su’ dung ma//}

e Tao ch{ ky (Signatures)

— Tai tab Mail Format, click Create New Signature X
C ho n Slg natu res = > C hO n @ 1. Enter a name for wour new signature:
New
[ ] N hé p tén Cﬂa Ch Cl" ky 2. Choose how ko create wour signature:

) ) ) (%) Start: with a blank signature
o CI | Ck ChOn “Use th IS fl Ie Il=e this existing signature as a kemplake:
as a template” ->
Browse Chon ﬂle Ch CI" Iq,/ () Use this file as a template:
= Luu y: file phai co phan ——
mao rong *.htm/
Mext = l [ Cancel
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Smt lap moi truong lam viéc Desktop

TRUGNG CAO DANG NGHE o
mail

Thut hién cac thiét I1ap can thiét, phu hop voi tung ca nhan su’ dung mail

e Tao va quan ly Address Book

e e s |
— Tai cua sO Ung dung mail click & e

C h Q n b i é,u tLro’n g (ICO n) Ad d ress A Reply to Al (3 Forward | Y sendiReceive - | 2o Find WYDE a onte

BOO k d By: Date Mewwest on bop
e Click chon Icon “New Entry” dé [eEal
tao mot dia chi lién lac mdi EERIE

Type Mame or Select From Lisk: Show Mames from the:

|C|:|ntacts L ‘
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Smt lap moi truong lam viéc Desktop

TRUGNG CAO DANG NGHE o
mail

[ Thut hién cac thiét I1dp can thiét, phu hop vdi tung cd nhan su’ dung ma//]

e Tao va quan ly Address Book

= Untitled - Contact

! Fle Edit Wew Insert Format  Tools  Actions  Help

Egiaveand\close B0 r oS8 e -+ v!
. ~

“womeral | Detabs, | Activiies | Certificates | allFields |

Full Mame. ..
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Sp\ﬁjét lap moi truong lam viec Desktop

TRUGNG CAO BANG NGHE

mail

Thut hién cac thiét I1ap can thiét, phu hop voi tung ca nhan su’ dung mail

e T6 chifc cOng viéc: Calendar

¢ Chon sO ngay lam Vviéc
trong tuan, ngay bat dau
cua tuan, thdi gian lam
Viéc

¢ Cac tuy chon cd ban khac:
“Show week numbers in
the Date  Navigator”,
“Allow attendees to
propose new times for
meetings you organize”, ...

2008 - 2011 Khoa CNTT  Email: fit@ispace.edu.vn

Calendar, Options

Calendar work week

@ Maon Tue Wed Thu Fri [Jzat [J=un
First daw of week: Start kime;  [S:00 &AM

w
First week of yvear: |Startsonlanl s [ Endtime: |5:00PM v

Calendar options

[] shows week numbers in the Date Navigator

[=]
Allow attendees ko propose new times for meetings you organize

Use this response when vou propose new meeting times: |Tentative w |

Background color: v| [ Flanner Cptions. . ] [ Add Holidays. .. ]

[Juse selected background colar on all calendars

Advanced options

@ [(JEnable alternate calendar: | | | | Options...
hen sending meeting requests owver the Inkernet, use iCalendar Format
[ Free/Busy Options. ., ] [ Resource Scheduling. .. ] [ Time Zone. .. ]
I [o]4 l [ Cancel ]




Smt lap moi truong lam viéc Desktop

TRUGNG CAO BANG NGHE

mail

Thut hién cac thiét I1ap can thiét, phu hop voi tung ca nhan su’ dung mail

e Message Format

% Menu Tools -> Options -> Malil
Format

% Tai nhan Message format ->
International Options

¢ Thuc hién cac tuy chon: ma hoa
message, cG hiéu, headers cho
message tra IGi hodc chuyén ti€p

2008 - 2011 Khoa CNTT  Email: fit@ispace.edu.vn

International Options

General Setkings
[ ]Use English For message flags

[ ]Use English For message headers on replies and Forwards

Encoding Cptions
[ ] Aute select encoding for outgoing messages

Preferred encoding for outgoing messages:

X

| Western European (150




sﬁace

TRUGNG mm"cuﬁléc

hinh va quan ly Webmail

Thut hién cac thiét I1ap can thiét, phu hop voi tung ca nhan su’ dung mail

Options
Colors
» Mail
Address Book
Calendar
Notepad

Account
Information

®2008 - 2011 Khoa CNTT

Mail Options
Spam

Spam Protection

Customize our anti-spam tools to maximize your
spam protection:

e SpamGuard
o Marking Spam + Not Spam
e Image Blocking

Block Addresses

Block addresses from which you don't want to
receive mail.

Email: fit@ispace.edu.vn

Management

Mail Addresses

We've added the dot into our email addresses so
you can get the address you've always wanted. Use
it just like your existing Yahoo! ID. Also retrieve mail
from your other (POP) accounts into your Yahoo!
Mailbox.

Filters

Sort your incoming mail automatically into
designated folders or to your mobile device. Filter
out unsolicited email.

General Preferences

Customize your Inbox view and your Compose
options. Change your outgoing name and address.

Signature

Attach a custom signature to your outgoing
messages.

Vacation Response

Send a custom, automatic message response

whan unii are awav




Nace
SPlace au hinh va quan Iy Webmail

Thut hién cac thiét I1ap can thiét, phu hop voi tung ca nhan su’ dung mail

+ Mail rac (Spam)

¢ Spam Filter: bat/tat |
ché d6 bao Vé Spam —— Spam Protection [ ssck to wai options |

Choose the tools you'll use to protect your mail account from spam.

Colors

@© Mark Spam + Not ,..

) . Spam Filter
Spa M. XOa messag e vd Address Book SpamGuard is OFF [Turn SpamGuard ON - What's this?]
khoa dia chi mail Calendar
) Notepad Mark Spam + Not Spam
’EB‘ I m ag e B | OC k| ng . kh éa Account When | mark a message as Spam, in addition to deleting the message:
hi N h é n h C h L:ra tI‘O n g e Add the sender's email address to my blocked addresses list
mail réC . Image Blocking

© Don't block any images
@ Block images in messages that SpamGuard thinks are spam

© Block all images until I've had a chance to look it over

®2008 - 2011 Khoa CNTT  Email: fit@ispace.edu.vn




splace

LR T e v oo

nmuc;\"h"glfca’u hinh Vé quan Iv WEbmaiI

Thut hién cac thiét I1ap can thiét, phu hop voi tung ca nhan su’ dung mail

+ Quan ly E-mail

4 Thém mot dia chi mail
mai

Contacts Calendarr Notepad

. Mail Accounts [ Back to Mail Options ]
Options
E e Add| Edit| Delete |
» Mail
Sending Mail (Default Account)
Address Book e
Name: Thai Bi&#7873;n
o Email: phuoc_dien@yahoo.com
Notepad Reply-To:
Account Receiving Mail
Information

You receive all messages addressed to:
phuoc_dien@yahoo.com
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Nace
SPALE Cau hinh va quan Iy Webmail

Thut hién cac thiét I1ap can thiét, phu hop voi tung ca nhan su’ dung mail

+ Quan ly E-mail
4 Tao ch{ ky mail

Signature [ Back te Mail Options ]

Options
Colors .
e Enter text that you can attach to the bottom of all outgoing messages.
»
= Editor: Plain | Color and Graphics
Address Book P E—— =
£ B 7 3 @ E = | &= =
- X b @ F & B 2 9 8 = =5 @ =
Notepad Thai Tang Phuoc Dien
Account
Information

[Vl Add signature to all outgoing messages
[C] View HTML Source
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Maca
SPACe c&u hinh va quan Iy Webmail

Thut hién cac thiét I1ap can thiét, phu hop voi tung ca nhan su’ dung mail

+ Quan ly E-mail
¢ Tao E-mail tra IGi tu’ dong

Vacation Response [ sack to Mail options ]

Options
Colors Duration
» NMalil :
Start Date: February ~ 08 ~ 2009 ~
Address Book End Date: February ~ 08 v 2009 ~
Calendar
Notepad Generic Response
Account This response will be sent to all incoming mail that you receive during your vacation. You may enter up to 10 lines of text.
Information

-

Send a sample copy of this message to my Inbox

2008 - 2011 Khoa CNTT  Email: fit@ispace.edu.vn




Nace
SPALE Cau hinh va quan Iy Webmail

Thut hién cac thiét I1ap can thiét, phu hop voi tung ca nhan su’ dung mail

+ Tao va quan ly Address Book

€ Import/Export

: Export
Options Import and Export . .
Bk Choose the program you want to export to and click the corresponding button:
Mail Import Microsoft Outlook:
1. Choose a program to import contacts from: ]
» Address Book 3 , Netscape/Thunderbird:
i Microsoft Outiook ( CSV fle) + p
alendar
2. Go to that program (application) and export the appropriate records. Yahoo! CSV.
Notepad (refer to the Help section on right)
Account Information 3. Specify the file to import : S s;rerglfe I:ille:
recommen or Faim

Desktop users)
4. Press Import Now to Import the file:

vCard, Zip of .VCF files:

(One .VCF file per contact,
Outlook compatible)
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splace .. .. . _ .
,.mﬁ.ﬁau hinh va quan ly Webmail

Thut hién cac thiét I1ap can thiét, phu hop voi tung ca nhan su’ dung mail

+ Tao va quan ly Address Book
€ In Address Book

Dptions Printable Address Book
Colors
Mail Printing Preferences
» Address Book Print. @ Your entire Address Book
Calendar © Category: Unfiled ~
Notepad
Layout: @ Detailed view
Account Information The detailed view includes all fields in your address book.
© Basic view

The basicview only includes the following fields: full name, nickname, Yahoo! ID, company, email, and primary phone.

© Avery 5162 (2 columns) mailing address labels (PDF)
Please note, because these are ‘'mailing labels’, this will only include contacts which have a mailing address.

(@) Avery 5160 (3 columns) mailing address labels (PDF)
Please note, because these are 'mailing labels’, this will only include contacts which have a mailing address.
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LEASSAG &Y DO,

TRUGNG CAO BANG N

u' ly mot so su’ co thong dung

Khac phuc cac su’ cd'thiét 13p thong s6 E-mail address, Server mail

+ Mail Account

4 User name
+ Server Options

@ Incoming mail server

% Outgoing mail server

© Server Port Numbers
= ]ncoming server
= (Qutgoing server

®2008 - 2011 Khoa CNTT  Email: fit@ispace.edu.vn

Internet E-mail Settings

=2

l Generall Outgoing Server | Connectionl Advanced |

Server Port Numbers

Incoming server (POP3): Use Defaults
[] This server requires an encrypted connection (SSL)
Qutgoing server (SMTP): 25

Use the following type of encrypted connection: CNone

Server Timeouts

Short ¢ Long 1 minute

Delivery
[]Leave a copy of messages on the server

[[IRemove from server after |10 |5 days

[1Remove from server when deleted from 'Deleted Items'

Cancel




+ Chu dé thao luan

— M0 hinh hoat dong mail
= Mail Server, Mail Client, Protocol, port
= V& mo hinh hoat dong
— E-mail va Message Rules
— Quan ly luu trif cua chuong trinh gdi/nhan E-mail
+ Bai tap thuc hanh
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