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1. GIOT THIEU

||O

“Tai liéu dao tao end-users” nay dudc s dung trong du an nham:
e Hudng dan cho ngudi dung cudi cia Ngan hang Nha nudc cach truy nhap va su
dung hom mail ca nhan moi lic, moi nai.
e Gilp ngudi dung cudi khai thac, st dung hé théng dé dang va hiéu qua

Tai liéu gom 5 phan:

e Phéan 1: Gidi thiéu vé tai liéu.

e Phan 2: Gidi thiéu téng quan vé& hé théng thu dién ti cia Ngan hang Nha nudc

e Phan 3: Hudng dan ngudi dung cai dit, cdu hinh cac cong cu dé truy nhap
mailbox.

e Phéan 4: Gidi thiéu vé cac tinh nang cua phan mém Outlook.

e Phan 5: Hudng dan va mot s6 nguyén tic gilp ngudi dung khai thac, st dung
hé thdng dé dang va hiéu qua.

DG tugng cua tai liéu gom:
e Toan b0 cac can bd nhan vién cua Ngan hang Nha nudc.
Cac can bo st dung tai liéu phai dap i'ng nhitng yéu cau sau:

e Biét sif dung may tinh va cac phdn mém van phong co ban.

e Tai liéu dao tao nay chi gidi han trong pham vi phuc vu ngudi dung la nhan
vién ctia Ngan hang Nha nudc.
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Thuat ngir Pinh nghia

AD Active directory
SBV Ngan hang Nha nudc Viét Nam
CNTT Co6ng nghé thong tin
CNTH Cong nghé tin hoc
Mail Thu

E-mail Thu dién tu

Mailbox HOp thu dién tu
Mobile Thiét bi di dong
Contacts Dia chi lién lac
Calendar Lich lam viéc

Task Tac vu, cOng viéc
Oou Organizational Unit
Group Nhém ngudi dung
User NguGi dung

Printer May in

Workstation May tram

Server May chu
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Web brawser

Tuong lira Tuong lra
« Ed (P A A

Active Directory Exchange Server Exchange Server %

Sy S

?’ Qe ] Active Directory Exchange Server

& e
Active Directory

Web browser Cell Phone
Outlook
Ha Noi So'n Tay

Hé thdng bao gom 2 thanh phan:

Hé thdng Active Directory: Day la hé théng c6 vai tro xac thuc, dinh danh. Hé
thong chilra user account cldia ngudi dung trong toan NHNN. User account trén
hé théng AD sé dugc s dung cho hé théng Exchange, hé thdng chia sé file, cac
'ng dung khac. Trong du an nay, hé thong AD sé dudc xay dung dua trén
phién ban Microsoft Windows Server 2008 R2.

Hé théng Exchange: Day la hé théng dap Ung nhu cau sif dung thu dién t clda
NHNN. Hé thong chra mailbox clia ngudi dung trong toan NHNN. Trong du an
nay, hé théng Exchange sé dudc xay dung dua trén phién ban mdi nhat la
Microsoft Exchange Server 2010.

Mdi ngudi dung s& dugc cdp mot user account gdm user name va password.
User account nay sé& dudc dung dé dang nhap mdy tram va truy nhap mailbox.
Giao dién truy nhdp email dep méat, than thién va dé s dung han.

Dam bao truy nhap hé thdng email 8n dinh tir mang ndi bd cling nhu tur
Internet.

Pam bao an toan dit liéu hé thong email.

Kha nang gui nhan mail theo nhém
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e HO trg truy nhap email tir thiét bi di dong.

3. Cai dat, cau hinh truy nhap mailbox

3.1.1. By pass Proxy néu may két néi mang noi b6 NHNN

NE&u Ban truy nhap hom thu Mail Exchange t&r may ngoai mang Internet thi bé
gua budc nay.

Néu truy nhap tir may két n6i mang n6i b0 NHNN (thudng truy nhap web qua
Proxy) thi cdn By pass Proxy vdi dia chi truy nh&p Mail Exchange dé viéc truy nhap
dugc nhanh haon.

Vi du vdi trinh duyét IE can lam nhu sau (cac trinh duyét khac tuang tu):

Vao Tool => Internet Options:

ﬁ.;? Check ~ - A "15{3 E 0 MrsHam, .. ™

BB G Y

Delete Browsing Hiskary. .. ]

Pop-up Blocker r
Phishing Filter r
Manage Add-ons r

]

.ta | Wk OFfline

Windows Lipdate

Full Screen Fi1
Ging N g Menu Bar

Toolbars r
Tur11:06 54 Ben: Windows Messenger

Fhin|  Diagnose Connection Problems. .

Send to CneMote

e

€ Inkernst Options e

Tu10:40 54

Turl0:29 54

O clra s6 Internet Options chon tab Connection => Chon LAN Setting:
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-

-

Internet Options @
eneral | Security | Privacy CnntentPngrams advanced

To set up an Internet connection, click Setup

Setup.

Dial-up and Yirtual Private Metwork settings

Chonse Settings if wou need to configure a prowy
server For a connection.

Local Area Mebwark (LAN) settings

L&MN Settings do not apply to dial-up connections, ] LA&N settings [ )

Choose Settings above For dial-up settings. —_—

[ (84 ] [ Cancel

O clra s6 Local Area Network (LAN) Settings, néu "Use a proxy server for .....
dudgc tich chon thi ngudi dung can tich chon ca "Bypass proxy server ..... "

-,

Local Area Metwork (LAN] Settings

Autormatic configuration

Aukomatic configuration may override manual settings, To ensure the
use of manual settings, disable automatic configuration.

[ ] automatically detect settings

|:| Use automatic configuration scripk

Prozy server

Use a proxy server For your LAN (These settings will nok apply to
dial-up or ¥PM conneckions),

Address: | 172.16.19,100 Paorty | 80 Advanced

( Bypass prowey server For local addresses ]

[ (8] 4 ][ Cancel ]

Sau do6 chon Advance:
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Proxy Settings

SErvErs
R Tvpe Prosey address to use Port
NE]
HTTP: 172.16.19.100 L a0
Secure:
FTP:
Socks:

I=e the same proxy server For all protocols

Exceptions

R Donotuse proxy server For addresses beginning with:

NE

0 *sinbranet, sby.gow wng 172, %;ikdb, sbe. gov . wvn;

mail, she gove . vn

Ilse semicolons ¢ ; ) to separate entries,

[ oK, ] [ Cancel

O "Do not use proxy ..... ", nhap thém dia chi "mail.sbv.gov.vn"
Lan lugt nhdn OK dé hoan tat viéc cdu hinh trinh duyét
3.1.2. Truy nhap hom thu

e Vao dia chi: https://mail.sbv.gov.vn/owa

ﬁ' MSM.com - Windows Internet Explorer

https:fimail. sbv.gov.vnfowa

'{3 Favarites

50 kot https: fimail.shy.gow . vnfowa Enter B

W MSM.com - El] - (=] m=n » Page~ Safety ~ Tools - I@Iv

Hotmail  Messenger by MSKN  Bing Make MS

| MEM | Images | Video | MNews | Maps | Shopping

\¢
msn oing

NEWS ENTERTAINMENT SPORTS MONEY QREESW/NM LOCAL AUTOS HOLIDAYS ONMSN  MORE
style  décor love family inspire cooking glo health  holiday gifts  fithie  horoscopes  dating

Movernber 22, 2011 as of 236 PM Hanol, VNM | < 237 21° “F°C  5-day

KOHL
2 Ways to Keep i12AM
Facebook From

Ruining Your Life

IIDAY

g grEnmmEE
TEEREENIENEEE]

Preview
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https://mail.sbv.gov.vn/owa

e Chua y: Néu may tinh chua dudc cai ching chi s6 sé xuat hién canh bao dudi.
Chon Continue to this website dé& tiép tuc.
E=H el =
@ nttps://mail.sbv... O v & X ” & Certificate Error: Navigatio... | ‘ MR ARLE

£ W,

AN
File Edit View Favorites Tools Help

e E’d Thiét 13p E-mail Exchange... T\ Connecting via ActiveSyn... () Hudng din k&t nditiriPh.. 'S How to configure an Andr...

»

|@ There is a problem with this website's security certificate.

The security certificate presented by this website was not issued by a trusted certificate authority.

Security certificate problems may indicate an attempt to fool you or intercept any data you send to the

senver.

We recommend that you close this webpage and do not continue to this website.

@ Click here to dose this webpage.

gﬂ' Continue to this website (not recommended).
® More information \

e G0& username, méat khau rdi chon Sign in d& ddng nhap mailbox
Chu y:kiém tra lai username theo danh sdch théng bdo tir Cuc CNTH,

Username cé thé khac vdi dia chi email.
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ﬁ'Dutluuk Web App - Windows Internet Explorer

=1 E3
@\‘-‘/ - Iﬂ https:Il'll'mail.sl:-v.g-:-v.vnII'OWAII'auth,I'I-:gc-n.aspx?replaceCurr-j bt ||| % I Bing 2=
7 Favorites | 9% @ Suggested Sites = @ | Web Slice Gallery ~
| O] Outlaak Web App

»

S - Bl - ) mmn o+ Page - Safety - Tooks - @-

Microsoft®

A
Outlook'Web App

Security ( show explanation )
o

This is a public or shared computer
-~

This is a private computer

[T Use the light version of Outlook Web App

User narne: |Kign.engoc s gsername

Password: eessesss| - mét khau

Connected to Microsoft Exchange \
@ 2010 Microsoft Corparation. Al rights reserved.
Dione

l_ I_ l_ l_ I_ I_ |@ Internet | Protected Mode: On

[“a - [ #1005

=
4

Ban da hoan thanh viéc truy nhap hom mail.

Cuc Cong nghé Tin hoc - Ngan hang Nha nudc Viét Nam
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ﬁ'Le Ngoc Kien - Outlook Web App - Windows Internet Explorer

=] E3
@\‘_-: ¥ I.ﬂ https: | rnail, by, gove enf OWAS j % 1| X I Eing Felihs
f‘? Favorites | '{.?, € | sugoested Sites » @ | Web Slice Gallery -
| 0] Le Mgor Kien - Cutlaok Weh App | | - - [ p=h v Page - Safety~ Tools - @+
Outlook Web App sign out ‘ Le Ngoc Kien ~
ball > Inbox 1 Iterns W&l Find someane Options - @ ~
4 Favorites Mew - Delete + Move - Filter - Wiew - = ;
5 1w (1 Test mail

C8 Unread Mail (1)
E SentItems

4 Le Mgoc Kien
3 Inbox (1)
@ Drafts
E Sent Itemns
@ Deleted Iterns

=

[~ Mail
ﬁ Calendar

82| contads

@ Tasks

g Public Folders

Search Entire Mailbox R

- | ¥
Conwerations by Date ~  Mewest on Top F] I_e Ngﬂc Ki an
Today To: Le Mgoc Kien
b | Test mail ¥ Inbow, Sent inzms
Le Mgoc Kien 303 PR

|Dc-ne

UL T T @ et otecedvade on

|75 - | ®100e -

Dé& chuyén sang s dung giao dién tiéng Viét, thuc hién nhu sau:

e Vao Options, ch

Cuc Cong nghé Tin ho

on See All Options
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=R (HeE ==

O [ERERGEOR] © <o cen-ouoocve. x| G v

File Edit View Favorites Tools Help

»

ﬁ % Thiét Iap E-mail Exchange... Connecting via ActiveSyn... G Hudng dan két ndi tir iPh... :S: How to configure an Andr...

Outlook' Web App sign out ‘ Le Ngoc Kien -
Mail > Inbox 1 Items W rind someone Options = @ ~
4 Favorites = Mew ~ Delete - Move -~ Filter » View - Options
Inbox (1 ; ; Set Aut tic Replies...
2 Inbox (1 | Search Entire Mailbox HEeTmEte REples
Eﬁ Unread Mail (1) Change Your Password...
E Sent terns Conversations by Dete ~  MNewest on Top Create an Inbox Rule... |
[uesday See All Options... |
4 le MNgoc Kien Pl Test ""'a"_ !
) Inbox (1) | Le Mgoc Kien “Tue 3:0 Select a Theme
@ Drafts . 2 .
@ Sent Items & E‘_ N
@ Deleted Items
BN
[@ Junk E-Mail o
LT Netes
() Mail
% Calendar
Contacts
@ Tasks
@ Public Folders d’ﬁ
| El 5
e Chon Settings
=N [ER 5
[EREISERTGEER] @ wy account-outookwe.. x| | fn) ¥
Edit View Favorites Tools Help
Thiét 13p E-mail Exchange... Ty Connecting via ActiveSyn... Hudng din ket néi tiriPh... 'S How to configure an Andr... ”
= B3 P ge.. [N g 9 g
oot - _
Outlock'Web App sign out | Le Ngoc Kien
Mail > Qptions My Mail 0 -
Y
Account E}
Organize E-Mail My/Accomt:
Groups
Settings Account Information - Le Ngoc Kien Shorteuts to other things yo.. -
Phone General
Block or Allow ' Display name: Le Ngoc Kien ﬂ Tell people you're on
" . acation
E-mail address:  KienleMgoc@sbv.gov.vn v
Contact Numbe .
mbers l}ﬂél Learn how to get Direct
Work phone: ; Push e-mail on your mobile
Mobile phone: phone
Settings for POP, IMAP, and SMTP access...
Connect Qutlook to this
account
Edit
% Change your password
n
J .ﬂz

e Chon Regional
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File Edit View Favorites Tools Help

>

{;_"5 E‘?l Thiét lap E-mail Exchange... T Cennecting via ActiveSyn... -O Huréng din k& nditiriPh... 5 Howto configure an Andr...

sign out ‘ Le Ngoc Kien

Mot
Outlook Web App
Mail > Options My Mail o -
£ @ B 2 B RN &
Organize E-Mail Mail Spelling Calendar General egional Password S/MIME
Groups F
Settings E-Mail Signature Read Receipts - |
Phone Tah w10 = Choose how to respond to requests for I
ahoma read receipts.
Block or Allow B I U e == = = =
= = = == = @ Ask me before sending a response
= 2 E9 o ) Always send a response
B 25 X oM () Never send a response

Reading Pane

Choose when items should be marked as =

[ ——

+f Save

e Trong phan Language, chon Tiéng Viét va chon Save.

(oo ]
| 0 oy 65

File Edit View Favorites Tools Help

>

1‘;‘“@ E—?l Thiét I3p E-mail Exchange... T Connecting via ActiveSyn... c;} Huréing ddn két nditiriPh... 5 Howto configure an Andr...

sign out ‘ Le Mgoc Kien

Outlook Web App
Mail > Options Wy Mail o -
2 ¥ @ B EH R &
Organize E-Mail Mail Spelling Calendar General Regional  Password 5/MIME
Groups
Settings Regional Settings - |
Phone Choose your language, the date and time formats to
Block or Allow use, and your time zone.
Language:
Tiéng Viét (Viét Nam) v
Rename default folders so their names match
the specified language
The language you choose will determine the date and
time formats below.
Date format: (For example, September 1, 2010 is =
https://mail.sbv.gov.m/ecp/Trfr=owa# | disnlavar as follaws) ﬁ
Ir

Giao dién s dung da dudc chuyén sang tiéng Viét
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E=N|ESR|F5
‘ Q Le Ngoc Kien - Qutlook We.., * ‘ ‘ ﬂb ﬁ {‘3}

File Edit View Favorites Tools Help
5% T3 Thiét 13p E-mail Exchange... Connecting via ActiveSyn... () Hudng ddn két nditiriPh.. S How to configure an Andr...

Outlook Web App dang xuat ‘ Le Ngoc Kien -

Thu > Hop thu dén 1 Muc W& 7im Ngudingo @6 Tujchon - @ -

4 Ua thich B - xoa- Chuyén = Béloc~ Xem-~
5} Hép thu dén (1)
L8 Unread Mail (1)
3 MucDs g Cic cudc héithosi b Ngéy *  M&inhit & Trén ciing ile Ngoc Kien

i 33 [+ Bén: Le Mgoc Kien

4 Le Ngoc Kien 4| Test mail v
Hap thur dén (1) ‘ Le Mgoc Kien Ba %03 CH
@ Bdn thac
= MucDa gii
@ Muc D& xoa

@ E-mail Ric

L Ghich, =
@ Thur
] Lich
Danh ba
R Tacw

@ Thur muc Ding chung ol o O

Trong qua trinh truy nhap hom thu, may ngudi dung chua cai Certificates thi truge khi
dang nhap, ngudi dung thudng phai qua canh bao an ninh:

mL@ https://mailsbw... O = & X ” (2 Certificate Error: Navigatio.. * | ‘ {0 3¢ fe3

File Edit View Favorites Tools Help

Test mail

&
| Tim kiém Toan bé Hép thu o .y

Hép thu dén, Muc £4 g

r;% % Thiét 1ap E-mail Exchange... ﬁ Connecting via ActiveSyn... Q Huréng dan két ndi tir iPh... :5: How to configure an Andr...

@ There is a problem with this website's security certificate.

The security certificate presented by this website was not issued by a trusted certificate authority.

Security certificate problems may indicate an attempt to fool you or intercept any data you send to the
SEerver.

We recommend that you close this webpage and do not continue to this website.

& Click here to close this webpage.

@ Continue to this website (not recommended).
@ More information \
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va khi d& truy nhap hom thu s& cé bao 16i "Certificates Eror" nhu sau:

‘€& Outlook Web App - Windows Internet Explorer

@ o |,g] https: jimail.sby, gow . vnfowafauth/logon. aspefreplaceCurrent=1&url=https % 3a%:2f % 2Fmail. sbyv . gov. vn 2fowa%s2f

-
[H @ Certificate Error U""?
LY L

-Open FDF in Waord

Google

M -.' Search =+ E?' @ ~ &% Bookmarks~ "3’ Check - ﬁu AutoFil = 4

"Lr:? ﬁ'ﬁ LQ-IOutlookWeb App

[ ]

Day la cac canh bao cua trinh duyét khi ngudi dung chua cai Certificates cho may
tram, hodc Certificates trén may tram chua dang tin cdy. D& khic phuc tinh trang nay
ta phai ti€n hanh cai Certificates trén may tram nhu sau:

Tai file cert trong muc Trao d6i thu trén website ndi bd cia NHNN http://10.1.1.12

Kich Start => Run => g6 mmc rbi enter => Hién ra clra Consolel => Kich File =>

Chon Add/Remove Snap-in :

Help

BEX

Ani%l':{emwe Snap-in...
Cpitkans. ..

=

B&Cunsuhﬂ
| |.ﬁ.ctinn Wiew  Favorites  Window
M Chrl+Hh
Cpen. .. Chrl+0
Save Ctri+3

Save As...
Chrl-HM

1 CAMWINDOWSY,, services, msc
2 CAWINDOWS, L \comprgrk. msc
3 CAWINDOWSE, L \devmgmt. msc

Exit

There are no items to show in this view,

Enables vou to add snap-ins bo or remove them from the snap-in console,

Chon Add => Certificates => Add

Cuc Cong nghé Tin hoc - Ngan hang Nha nudc Viét Nam
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http://10.1.1.12/

B (P |

([~ Add/Remove Snap-in 7 |3
4 | standalone |Extensiu:uns|
’; Use this page to add or remove a stand-alone snap-in From the console,
1
Snap-ins added ko: |a Console Roak M
- b L. A N H -,
Add Standalone Snap-in W
fyvailable standalone snap-ins:
3nap-in Yendar
i Microsoft Corporation

( @Certiﬁ@:ates Microsoft Corporation
@Cumd@ent Services Microsoft Corporation
QCDmputer Management Microsoft Corporation
Device Manager Microsoft Corporation

Diescription EDisk Defragmenter Microsoft Corp, Execut...
gDisk Managernent Microsaft and YERITAS...
%Entrust Computer Digital ID Entrust, Inc.
L Event Vigwwer Microsoft Corporation |
[;-IFulder Microsoft Corporation M
Rermove Abol - Description

The Cettificates snap-in aliows wou ko jrowse the contents of the
certificate stores For yourself, a servicdy or a computer,

O clra s6 hién ra chon ti€p Computer Account => Next => Finish => OK => nhéan
Close d€ déng clra s6 Add Standalone Snap-ins => Nh&n OK d€& déng clra s6
Add/Remove Snap-in.

O clra s& Console Root/Certificates..... Chon Trusted Root Certification Authorities
=>chuot phai Certificates => Chon Import
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rﬁ] Console1

File  Action  View

Fawotites

Window  Help

€+ A@E " DR @E

“£i Console Root\Certificates {Local Computer)kTrusted Root Certification Authorities\Certificates

=Jo/ed

(23 Console Root

El@ Certificates {Local Compute

-2 Personal

{ED[:I Trusted Root Certificat

Issued To ¢

[E ac ralz DNIE

E)ana Certificate Services
[E] aBa.ECOM Root €4

i e Certificate
(27 Enterprise TruJ

all Tasks » |

Impnrt&.. ]

[:l Intermediate
[:I Trusted Publish
-2 Unkrusted Cert
I:l Third-Party Fo
[:I Trusted Peaple
-2 spc

View »
Mew Window From Here

Mew Taskpad Yiew, ..

Refresh
Export List...

Help

E Certlhd_.\gnn
& Certification ..,
t Certification ...
t Certification ...
5 M

s Motariales

nes de Derech. ..

[(_] 111 ]

= AFJe Laren LIesrer
| v I— . - PR

2]

eichische Ges. ..

Issued By

a6 Certificate Services

AEA ECOM Rook Ca

A RALIZ DNIE

A-CERT aDYANCED

agence Mationale de Certification El ..
Agence Mationale de Certification EIL,.

america Online Rook Certification Au...
America Onling Root Certification Au...

ANCERT Certificados TGN
AMCERT Certificados Motariales

AMCERT Corparaciones de Derecha ..

Application CH G2

arge Daten Oesterreichische Gesells. ..

]

Expiration Date
1f1j20z9
7/10/2009
2912036
102302011
8/12/2037
g/12/2037
1120020357
9292037
z2i1zf2024
Z/11/2024
zi1zf2024
3312016
z/12/2009

e

Add a certificate ko a store

O clra s6 Certificates Import Wizard nhdn Next => Browse => tim dé&n thu muc ma
ban d& save file cert tai vé ltc trudc, & phan chon File of type chon PKCS #7
certificates(*.spc, *.p7b):

-

Open

ey

Look in: | |3 File cert

> @2 =@

L —

| Dacuments

My Recent

E

Dezktop

b

My Documents

&L

ty Computer

¢ i

by M etworl,
Places

Filez of type:

File name:

]

I Open ]

#8509 Certificate [*.cer”.crt)

[¥]

[ Cancel ]

#8019 Certificate [* cer*.crt)
Perzonal Infarmation Exchange [*.pfs;=p12)

Certificate Trust Ligt [7.gt]
Dj:rtificate Flﬁf'w;u:aticun L_is_t [*.crl]

Ll mham

ate Store [% gzt

E

ch
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Sau doé chon file da tai vé => nhan Open => Next => Next => Finish => hoan tat
viéc cai dat Certificates.

Sau khi da cai dat Certificates thanh cdng, ban s& khéng con thdy bdo 16i khi mé trinh
duyét va truy cap vao mail nira.

Khi bat dau s dung hdp thu méi chuyén d6i, ngudi dung can truy nhap hdp thu qua
Web browser d€ déi mat khdu truy nhap va cdu hinh trinh duyét Bypass Proxy nhu
muc 3.1 da trinh bay. Sau dé thuc hién mdi thuc hién viéc cdu hinh Outlook.
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Truy nhap mailbox qua Microsoft Outlook

Paco Microsbi
Qutlook 2010/
007/2003

Al
WO

Yes

y

Cai Microsoft No D3 cai Outook Cai Microsoft
Outlock 2010/2007 (D3 cai Outlook 2010/2007) 2003? Outlook 2003
Tao Outlook Profile
tho cong. Mé  |———
Qutlook
M Outlook.
i Outlook Profile s&  |——»|
duorc tao ty dong
Y
ay tram
ngoai mang ndi Yes
b§? |
Cau hinh Outicok
No Anywhere
3.2.1. Tao Outlook profile tu dong
Cha y:

sau:
- B3 cai Microsoft Outlook 2007 hoac Microsoft Outlook 2010
- B3 join domain

- Chua md Microsoft Outlook lan nao.

Qui trinh nay ap dung v@i cac may tram théa man tat ca cac diéu kién

Cuc Cong nghé Tin hoc - Ngan hang Nha nudc Viét Nam
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Chon Start > All Programs - Chon Email (Microsoft Office Outlook)

Administrator

i Internet [9' My Documents
Internet Explorer
) 5 My Recent Documents
B E-mail

Microsoft Office Ouklook

r‘D\‘, My Pirbnires
Cpens your e-mgisprogram so yol can send or read a mess:

“ M5k ll.-"; T*TY T"TO5IC
g’ My Computer
® Windows Media Player ol

g My Metwork Places

; 3 Windows Messenger
E’ Control Panel
@ Tour Windows %P @, Set Program Access and
Defaulks

Files and Settings Transfer l:% Printers and Faxes
Wizard

@ Mokepad Q) Help and Support:

all Programs D {7 Run...

@| Log OFf |§| Shut Down

Chon Next nhu hinh sau;

Cuc Cong nghé Tin hoc - Ngan hang Nha nudc Viét Nam



Outlook 2007 Startup

Outlook 2007 Startup

welcome to the Qutlook 2007 Startup Wizard, which will guide wou through the
process of configuring Cutlook 2007,

= Back. [ ek = ] l Cancel

Chon Yes sau d6 chon Next

Account Configuration

E-mail Accounts

‘o can configure Outlook to connect to Internet E-mail, Microsoft Exchange, or
other E-mail server, Would you like to configure an E-mail account?

() Ves
Mo

< Back l[ Mexk = ][ Cancel
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Chon Next nhu hinh sau khi cdu hinh tu nhan

x)

Add Mew E-mail Account

Auto Account Setup

Zlicking Mesxt will contact your e-mail server and configure your Internet service provider or Microsaoft
Exchange server account settings,

E-mail Address: | | Nhip dia chi email

Example: barbara@contoso.com

[Imanually configure server settings or additional server kypes

< Back ” Mexk = ][ Cancel

Chd& cho dén khi cdu hinh hoan tat thi nhan Finish dé két thic
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Add MNew E-mail Account

Configuring

v

Online search for your server settings...

Configuring e-mail server settings. This might take several minutes:

Establish network connection
Seatch for hungnn@vipcovn server sethings

Log on ko server

‘Your e-mail account is successfully configured to use Microsoft Evchange.

[(IManually configure server settings \

X]

[ Finish ] [ Cancel

3.2.2.

Tao Outlook profile thu cong

Chu y:
Qui trinh nay ap dung v@i cac may tram thda man tat mot trong cac
diéu kién sau:

- D3 cai Microsoft Outlook 2003

- B3 cai Microsoft Outlook 2007 hoac Microsoft Outlook 2010 nhung
Chua join domain hodc Ba trng md Microsoft Outlook.

Cac budc cau hinh nhu sau:

Cha y: Trudc khi cdu hinh ban phai tit hét Outlook dang su’ dung.

1. Vao Start & Control Panel. Chon Mail
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- Control Panel

\_) J Lﬁ pSearch [{ Falders v

[=1E3

Address |@' Contral Panel
—gi

Accessibility  Add Hardware Add or

<

Q>

Control Panel

B Switch ko Cateqgory Yiew Options Removy.., Tools Updates
¥ B e @ @ =
5
wh— =
see Also ES ——"" L= @
Falder Options Fonts Game Internet Java kKevboard
“ windows Update Contrallers Options

[7)] Help and Support &5

.2
5]
ud

Mouse TMetuwork
Conneckions Wizard

Scanners and  Scheduled Security Sounds and Speech Syskem
Cameras Tasks Center Audio Devices
@ @

=N

User dccounks  Wilfindoms Wil eless

Firewuall Metwork St ..
2. Chon Show Profiles
Mail Setup - Outlook E

E-mail Accounts

| 3 Setup e-mail accounts and directories,

i

E-mail Accounts., ., |

Data Files

+, Change settings Faor the Files COublook uses Eo

Data Files. .. |
@‘é store e-mail messages and documents,

Profiles
% Sekup mulbiple profiles of e-mail accounts and |8 Brafiee.

daka files, Twpically, wou only need one.

3. Chon Add

Cuc Cong nghé Tin hoc - Ngan hang Nha nudc Viét Nam
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%

Administrative  Automatic  Date and Time

4 B

Metwark Setup Phone and  Power Options  Printers and  Reqgional and
Modem ... Faxes

2 9 9 & W

jGD

Display

.

il

t =

Language ...

o

Taskbar and
Skart Menu
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General l

@ The Fallwing praofiles are set up on this computer:

|-

Femove Properties | Copy... |

When skarting Microsaft Office Qutlook, use this profile:
" Prompt for a profile to be used

* Always use this profile

Ciutlaak:, j

(0] 4 Cancel | |

4, Trong hop Profile Name: gd vao tén cua Profile mudn tao. Ban nén dat tén cua
Profile (tu chon tén bat ky, c6 thé 1a tén day du). Vi du: Le Ngoc Kien. Chon OK

Mew Profile | x|

@ Create Mew Profile

Prafile Marme:

ILE Mgoc Kien

O 2 budc tiép theo, cd su’ khac nhau ddi chit vé giao dién c&u hinh gitta Outlook 2003
va Outlook 2007.

V@i Outlook 2003, thuc hién nhu sau:

5. Chon Add a new email account r6i chon Next
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E-mail Accounts m

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

* fdd a new e-mail account

™ view or change existing e-mail accounts

Directory

(" Add a new directory or address book

" Yiew or change existing directories or address books

il

Mext = Close |

6. Chon Microsoft Exchange Server r6i chon Next. Ti€p tuc vdi budc 9

E-mail Accounts [ x|

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

(* Microsoft Exchange Server

Conneck o an Exchange server ko read e-mail, access public Folders, and share
documents,

" POP3
Conneck ko a POP3 e-mail server ko dawnload your e-mail.
" IMAP

Conneck ko an IMAP e-mail server ko download e-mail and synchronize mailbox
Folders.

" HTTP

onneck ko an HTTP e-mail server such as Hotmail to download e-mail and
synchronize mailbox Folders,

" Additional Server Types

Zonnect ko another workgroup or 3rd-party mail server,

< Back Cancel
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D

V@i Outlook 2007

7. Tich chon Manually configure server settings... roi chon Next

\',';,;_1 Add Mew E-rmail Account

Auto Account Setup

|.ﬁ.dministratc:r

|Administratur@shv QO T

v Manually configure server settings or additional server bypes!

Mext =

Cancel

8. Tich chon Microsoft Exchange roi chon Next. Ti€p tuc véi budc 9.

Cuc Cong nghé Tin hoc - Ngan hang Nha nudc Viét Nam

30



0¥ Add Mews E-mail Account ﬂ

Choose E-mail Service

" Internet E-mail
Connect bo wour POP, IMAP, or HTTP server to send and receive e-mail messages,

{+ Microsoft Exchange
Connect ta Microsoft Exchange For access to vour e-mail, calendar, contacts, Faxes and voice mail,

" Other
Connect ta a server bype shown below,

Fax Mail Transpart
Cklook, Mobile Service (Text Messaging)

< Back Mext = Cancel |

Sau do véi ca Outlook 2003 va Outlook 2007 ti€p tuc cdu hinh theo cac budc dudi (lam
tiép tUr budc 9)
9. Trong clra sd Exchange Server Settings, cdu hinh nhu sau:
Microsoft Exchange Server: go vao tén cia mail server 1a mail.sbv.gov.vn
Username: go vao tén user dang nhap.

Chon Check Name
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E-mail Accounts

Exchange Server Settings
Yau can enter the required information to connect ta your Exchanage server,

Type the name of wour Microsoft Exchange Server computer. For information, see wour
syskem administrator,

Microsoft Exchange Server ]mail.sl:uv.gu:w.vn

¥ Use Cached Exchange Mode

Type the name of the mailbox set up For vou by wour administrator. The mailbo:x name
is usually wour user name,

User Mame: | |Kien.LeMgoc

More Settings ... |

< Back Mext = | Cancel

10. Nhap vao théng tin vé user name va password dé ddng nhap
User name: <SBV\Tén user>. Vi du SBV\Kien.LeNgoc
Password: gd vao méat khau hép mail

Chon OK

Connect to mail.sbv.gov.vn
A \b

Connecting ko mail. sbyv,gow.wn

Liser name: | € sBvikienLengoc =]

Passward: | TIITIILL

[ Remember my password

Cancel

11.Quay trd lai clra s6 Exchange Server Settings. Chon Next
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E-mail Accounts E

Exchange Server Settings
Yau can enter the required information to connect ta your Exchanage server,

Type the name of your Microsoft Exchange Server computer, For information, see wour
syskem adminiskratar,

Microsoft Exchange Server: Imail.sl:uv.gl:w.vn
¥ Use Cached Exchange Made

Type the name of the mailbox set up For vou by vour administrator, The mailbox name
is usually wour user name,

User Mame: |Le Mgoc kKien Check Mame |

More Settings ... |

< Back Mext = | Cancel |

12.Chon Finish

E-mail Accounts [ x|

Congratulations!

‘fou have successfully entered all the information required ko
sebup wour account,

To close the wizard, dlick Finish,

< Back
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13. Chon Always use this profile va chon Profile vira tao (vi du: Le Ngoc Kien) lam
Profile mac dinh sir dung. Chon OK

General l

@ The Following profiles are set up on this computer:

Citlonk,

[

add, ., Remove | Properties | COpY... |

When starting Microsoft Office Outlook, use this profile;
" Prompt For a profile to be used

{+ Always use this profile *—""""—-

B B
HTI Cancel | Apply |

14. Qua trinh cdu hinh hoan thanh. Béng clra sé Control Panel va ma Microsoft
Outlook dé thuc hién viéc gui nhan mail.
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Thu

Internet
Mazilla Firefox

(IB__I E-mail
= || Microsoft Officew\

1
é Takal Comrnander

F:]j ‘ COMgay

F:]j ‘ Shortcut ko BCTC

J HTEC2005

all Programs ¢

E} My Documents

5 My Recent Documents  #

[:f} My Pictures

%‘““\

\g’ My Computer

g My Network Places

B-’ Conkrol Panel

@ Set Program Access and
Defaulks

t;é Printers and Faxes

9) Help and Support:

f:j Windows Security

Log OFF E Disconneck

#sart | B0 @ >

Connect to mail.sbv.gov.vin
‘ll.

.Ff?\

n

Connecting ko mail. sbyw.gowv.wn

Uset narne:

| € sBviKien.Lehgor

[

Passward;

¥ Remember my password

Cancel
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8] Inbox - Microsoft Outlook [ [O] x]

File Edit Yiew Go Tools Actions Help o
Sdtew ~ | S 3 X | CuReply SEReply to Al i3 Forward | L SendfReceive + | BpFind (5 | [ @
=
Favoarite Folders Arranged By: Date Mewest on top J Test mail
=) Inbox (1) Le Ngoc Kien
L= serk Items = To: Le Mgoc Kien

all Mail Folders B Le Ngoc Kien ; |

Test mail

=] @ Mailbox - Le Nooc Kien

13 Deleted Ttams
L7 Drafts
L7 Inbox (1)
L @ Junk. E-Mail
L= Outbox
L= Sent Items

|31 Search Folders

[ Mail

.;a; Calendar

&—| Contacts

=y

ﬂ Tasks
ﬁ Microsoft Office Outlook b

Ll CE & 2 | - . =
CQutlook is setting up a local copy of your mailbox, It may be
1 Ttem several minutes until all of vour data is available, ﬂ P

3.2.3. Cau hinh Outlook Anywhere

Ngudi dung phai cdu hinh Outlook Anywhere d€ sir dung MS Outlook truy nhép hé
théng thu dién tdr Mail Exchange tir ngoai Internet.

- C4u hinh Certificates cho may tram theo hudng dan trong muc 3.1.1 Cai Certificates
G trén

- Cau hinh Outlook:

V@i Outlook 2003

e M4 Microsoft Outlook. Chon Tools = Email Accounts
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Inbox - Microsoft Outlook
File Edit Wiew Go | Tools | Ackions  Help
Sdbew - o 3 X Send/Receive P || LY sendireceive ~ EpFind [ W Tvoe

Address Book... CtrHSHFHE  kpgnpen o - | | 1 estmail

Favorite Folders

(6%
[ Inbox (1) Eﬁ Rules and Alerts.., I Le Mgoc Kien
5

[ Sent Items Empty "Deleted Ikems" Folder To: Le hgoc Kien
all Mail Folders ! E-mail Accourts. .
= (@' Mailbo: - Le Mgoc Kie CLstomize
fa) Deleted Items -
L7 Drafts Options. ..
[ 7 Inbox (1) ¥
L@ Jurk E-Mail
(= Outhos

(=4 Sent Trems
[l Search Folders

e Trong clra s& Email Accounts, chon View or change existing email accounts va

chon Next

E-mail Accounts b3

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

" add a new e-mail account
i view or change existing e-mail accounts

Directory

™ add a new directory or address book

™ View or change existing directories or address books

|

= Back I Mext = I Close

e Trong clra s& Email Accounts tiép theo, chon ding Outlook profile mudn cdu
hinh r6i chon Change.
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E-mail Accounts [ x|

E-mail Accounts
You can seleck an account and change its setkings or remove ik,

Cutlaok processes e-mail for these accounts in the Following arder:

Mame | Type | Change...
Microsoft Exchange Server Exchange {Default)

fdd

Rernove

[N

Deliver new e-mail to the Following location:

Mailbos: - Le Mgoc Kien Mew Outlook Data File, .. |

< Back Finish Cancel

]

V@i Outlook 2007

e Chon Tools > Account Settings

[iw Hap thur d&h - Microsoft Cutlook

; File  Edit “iew Go | Tools | Actions Help Twpeanq

DadNew v g 3 X 5end/Receive Y| | BE VW | send/Receive v | [@ Search address boc
. Instant Search F [l

Mail Test mail

Favorite Folders Address Book...  Ctrl+Shift+EB

[ |Hépthudén (1] | =i Organize
O Urread Mail [F1 Rules and Alerts..,
[ Muyc B3 gdi

¥ || Le Ngoc Kien
Senty Tue 1172272011 5:03 PM
T Le MNgoc Kien

Out of Office Assistant..,
Mail Folders

JEAII Mail Tte ms Mailbox Cleanup...

= @ Héip thit - Le Ngac Ki @ Empty "Muc £18 x0a" Folder

L# Ban thio fa]  Recover Deleted Items..,

L @ E-mail Rac

[7] H6p thu dén [1

L= Hap thu di Macra

[ Mycbd gdi

3 Muc B3 xod (1)

L) PSS Feeds Trust Center..,
L& Search Folders

Farms

Account Settings...

Custamize..,

Optians..,
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e Chon dung profile va chon Change

Account Settings E

E-mail Accounts
You can add or remove an account, You can select an account and change its settings.

E-mail |Data Files I R33 Feeds I SharePoink#sts I Internet Calendars I Published Calendars | Address Books

oy Mew... 3*Repair.. U Change.. &9 SefasDefaul X Remove # &

Marme Twpe

Kien,LeMgoc@shbey, oy, vn Exchange (send From this account by default)

Selected e-mail account delivers new e-mail messages ko the Following location:

Hip thur' - Le Ngoc Kien' Inbox
in data file C:iUsersikien. LebgocAppDatalLocaliMicrosoft Qutlookloutlook. ost

Close |

V@i ca Outlook 2003 va Outlook 2007, tiép tuc thuc hién cac budc sau:

e Trong clra s6 Exchange Server Settings, chon More Settings
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E-mail Accounts E

Exchange Server Settings
ou can enter the required information to connect ko wour Exchange server,

Type the name of your Microsoft Exchange Server computer, For information, see your
syskem administratar,

Microsoft Exchange Server:

[v se Cached Exchange Mode

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

User Mame: |LE Mgoc Kien

Mare Setkings ... |

< Back | | Cancel |

e Trong clra s& Microsoft Exchange Server, chon tab Connection. Tich chon
Connect to my Exchange mailbox using HTTP r6i chon Exchange Proxy Settings

Microsoft Exchange Server El

izeneral ] &dvanced ] Security | Connection YR emate Mail ]

Connection

IUse these settings when connecting bo my Exchange
server when working offline:

* Connect using my Local &rea Mebwork (LAN)
" Connect using my phone line
(" Connect using Internet Explorer's or a 3rd party dialer

Madem

[

Exchange over the Internet

[v Connect to my Exchange mailbox using HTTP

f Exchange Prowy Setkings... K

| (04 | Cancel | Apply
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e Trong clra sd Exchange Proxy Settings, cdu hinh cac thdng sé nhu sau:

https://: mail.sbv.gov.vn

e Tich chon Mutually authenticate the session when connecting with SSL

Principal name for proxy server: msstd:mail.sbv.gov.vn

e Use this authentication when connecting to my proxy server for Exchange:
Basic Authentication

e Chon OK

Exchange Proxy Settings x

Microsoft Cffice Outlook can communicate with Microsoft Exchange Server over the
Internet by nesting Remote Procedure Calls (RPC) within HTTP packets, Select the
protocol and the identity wverification method that you wank to use.  IF you don't know
which options ko select, contack wour Exchange Server Administrator,

Connection setkings
Use this JRL ko connect to my proxy server for Exchange:

https:/} |mai|.s|:uv.gu:-v.vn

=

[v Mutually authenticate the session when connecking with S50
Principal name For proxy server:

1 msskd:mail. sk, gov. wn

[ ©n Fast networks, connect using HTTP first, then connect using TCP(TP
[+ O slow netwoarks, connect using HTTP First, then connect using TCRYIP

Proxey authentication settings
Lse this authentication when connecting ko my proxy server for Exchange:

Basic Authentication ﬂ

Cancel

e Chon OK
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Microsoft Exchange Server m

General ] Advanced ] Security  Conneckion lRethe Mail ]

Connection

Idse these settings when connecting to my Exchange
server when working affline:

{* Connect using my Local Area Nebwork (LAN)
" Connect using my phone line

" Connect using Inkernet Explorer's or a 3rd parky dialer

Modem

[~

Exchange over the Internet

v Connect to my Exchange mailboz using HTTP

Exchange Prowy Setkings. .. |

(04 Cancel | Apply

e Viéc cau hinh yéu cau khdi dong lai chudng trinh Outlook. Chon OK

Microsoft Office Outlook | x|

L] E Yau must reskart Qutlaok For these changes o take effect,
[

o]

e Chon Next

Cuc Cong nghé Tin hoc - Ngan hang Nha nuéc Viét Nam 42



E-mail Accounts

Exchange Server Settings
You can enter the required information to connect to your Exchange server,

Type the name of vour Microsoft Exchange Server computer. For information, see wour
syshem adminiskrator,

Microsoft Exchange Server: |mai|.s|:uv.gu:uv.vn
Iv¥ Use Cached Exchange Mode

Type the name of the mailbox set up for vou by your administrator, The mailbox name
is usually wour user name,

ser Mame: |Le Mgoc Kien

Mare Settings ... |

< Back Mext = Cancel

e Chon Finish d& hoan thanh viéc c4u hinh.

E-mail Accounts

E-mail Accounts
You can seleck an account and change its setkings or remove i,

Cutlook, processes e-mail for these accounts in the Following order:

Mame Tvpe | Change. ..

J

Microsoft Exchange Server Exchange {Default)

Add...

Remove

Deliver new e-mail ko the Following location:
Mailboz: - Le Mgoc Kien j Mew Dutlook Data File. . |

< Back Finish Cancel

b L
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Truy nhap mailbox qua dién thoai di déng

Jong dién thod
duot hé tro/

Yes

P co pha
mém truy nhap
mail tir dién
thoai?

Y
Cai dat phan mém
truy nhap mail trén

dién thogi Yes

'

Thiét Iap céc thong
6 theo hudng din

D& sir dung E-mail trén Dién thoai Di déng, ban phai cung cdp cac thdng s6 ciu hinh
tugng tu nhu khi ban tao Profile d€ sir dung Microsoft Outlook trén may tinh. Dudi day
I3 cac théng s8 cd ban dé cdu hinh truy nhdp email qua dién thoai di ddng.

1. Cac tham sé thiét 1ap xac thuc khi két noi (Credentials)
Server: mail.sbv.gov.vn

Secure connection: No

Acces point: GPRS/Wire-less (Wifi)

Port: Default / 80
2. Cac tham sé dé dinh danh (Credentials)

Username: (tén chu nhan cua hdp thu)
Password: (mat khdu dé truy cdp hép thu)

Domain: sbv.vn
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Cha y:
- Dién thoai di ddng phai hd trg e-mail;

- Sim cla ban phai dang ky s dung dich vu GPRS hoac 3G (trong
truéng hdp ban mudén truy nhap mailbox qua séng di dong)

- Huéng dan trén str dung cac thuat ngir ctia Pién thoai Nokia, ndi dung
nay co6 thé &p dung cho cac Pién thoai di ddong ho trd tinh n&ng check
mail (Pa c6 phadn mém Mail for Exchange. Ban cé thé download va cai
phan mém nay qua OVI néu dién thoai chua dugc cai ) - ¢ thé céch s
dung thuat ngit khac, nhung cung ndi dung.

Céc trudng hop khac cé thé khai bdo tucong tu hodc trao déi truc tiép vdi
cnth@sbv.gov.vn dé€ cdp nhat chung cho moi ngudi cung khai thac.

3.3.1. Cau hinh truy nhap mailbox cho iPhone, iPad, iPod
Cac budc cau hinh nhu sau:

(C&u hinh dudi ddy duoc thuc hién chinh xac trén iPod Touch 2. Cac thiét bi khac cua
Apple, cdu hinh tuong tu)

1. Trén man hinh khd&i dau cua iPhone, chon Settings.
2. Chon Mail, Contacts, Calendars.

3. Chon Add Account.

4. Chon Microsoft Exchange.

5. C4au hinh cac thong s6 két n6i mailbox nhu sau:

o Email: gb vao dia chi email. VD: Kien.LeNgoc@sbv.gov.vn
o Domain name: go vao tén domain la sbv.vn

Username: g6 vao tén username. VD: Kien.LeNgoc
Password : g vao méat khdu hom mail

Description: go tén day du cta ban. VD: Le Ngoc Kien

o O O

6. Chon Next.

7. Sau vai giay, iPhone sé hoi thong tin vé may chu email. Ban can nhap vao:
mail.sbv.gov.vn

8. Chon Next.

9. Né&u webmail khéng ho trg SSL, iPhone s& hién thi thdng bdo: "Exchange
account verification failed."

Chon Next sau d6 chon Save. Chuyén tdi budc 10.
Sau budc 10, s(ra lai account vira dugc tao.

Chon Account Info.

Thay d&i "Use SSL" thanh "Off."

O O O O
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10.

11.

iPhone s& hién thi mdt danh sach cdc muc ma iPhone cé thé ddng bd véi
mailbox. Chon cac muc theo nhu cau ctia ban va chon Save.

Qua trinh cdu hinh hoan thanh. Ban cé thé quay trd lai man hinh khdi dau,
chon Mail dé truy nhap mailbox.

3.3.2. Cau hinh truy nhap mailbox cho dién thoai Nokia

Yéu cau phan mém Mail for Exchange dugc cai dat trén dién thoai.

Cac budc cau hinh nhu sau:

(Cau hinh dudi ddy duogc thuc hién chinh xac trén dién thoai Nokia E72. Cac dién thoai
Nokia khac, cdu hinh tuong tu)

1.

i A W N

10.

11.

12.

13.

Néu day la lan dau tién ban bat dién thoai di dong cia minh, chon HOp thu
MG@i tir man hinh chd. Néu khong, khdi ddong 'ng dung khach email bang céch
chon menu Ung dung > Ung dung> Thu.

Chon Tao hdp thu méi dé khai dong thuét si thiét 1ap.
Chap nhan diéu khoan dich vu clia Nokia va chon Bat dau.
Chon Thu cho Exchange tir danh sach cac loai tai khoan kha dung.

Nhap uy nhiém tai khoan cua ban. Chon hop Pia chi thu va nhap dia chi email
day du cua ban, vi du: Kien.LeNgoc@sbv.gov.vn

Chon hép Mat khau va nhép méat khau tai khoan cua ban.

Chon hop Tén ngudi dung va nhap tén ngudi dung cua ban, vi du:
Kien.LeNgoc

Chon hop Mién va nhap mién cta ban. Mién cia ban la mot phéan cua dia chi
email dang sau ky hiéu (@) va ding trudc ddu chdm, vi du: sbv.vn

Chon Tiép theo dé tiép tuc.

Thuéat si thiét 1ap sé c6 gang tu dong thiét 1ap tai khoan email cta ban. Néu
qua trinh nay khdng thé tu ddng hoan thanh, ban s& can phai nhép tén may
chu Exchange theo cach thd céng. Bam vao hép Thu cho Exchange may chu,
nhap tén may chu ctia Ngan hang Nha nudc la mail.sbv.gov.vn va chon Tiép
theo. D& biét hudng dan vé cach xac dinh tén may chu cua ban, hdy xem phan
Tim tén may chu cua ban.

Chon OK khi Thu cho Exchange thong bao cho ban biét rang ban nén sl dung
nhiéu phuong phap dé déng bd hoa sb lién lac véi dién thoai cua minh.

Chon xem ban cé mudn ddéng bd hoa Lich, S& lién lac va Tac vu bdng cach chon
cac tuy chon phu hgp hay khéng, r6i chon Ti€p theo.

Néu cb cac s6 lién lac hién co dugc luu tri trén dién thoai di dong, thuat si thiét
lap s€ héi ban xem ban cé mudn gilf s6 lién lac trén dién thoai hay xoa sé6 lién
lac hién c6 trén dién thoai hay khong. Chon Giir trén dién thoai hodc Xoa
khoi dién thoai. Khi ban da luva chon, qua trinh dong b6 hoa sé bat dau. Co
th€ mat vai phut dé thdng tin thu, sé lién lac, lich va tac vu xuét hién.
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14. Qua trinh c8u hinh hoan thanh. Ban cé thé chon Thu cho Exchange dé ma
mailbox tur dién thoai.

3.3.3. Cau hinh truy nhap mailbox cho dién thoai Android
Yéu cau: Phai c6 phan mém Mail trong All apps
Cac budc cau hinh nhu sau:

(C&u hinh dudi ddy duoc thuc hién chinh xac trén dién thoai HTC Wild Fire. Cac dién
thoai Android khac, cdu hinh tuong tu)

1. Mg icon cua phan mém Mail.

2. B&m vao nat mii tén xd xudng.

3. Chon New account.

4. Select Microsoft Exchange ActiveSync
Nhap vao cac théng so sau:

e Email address: nhap vao dia chi email (vi du: Kien.LeNgoc@sbv.gov.vn)

e Password: nhap vao méat khdu hom mail.
Chon Next
5. Cura s6 Security warning xuét hién. Chon Continue
6. Clra s6 Set up Exchange ActiveSync account lai xuét hién.
B& sung cac thdng s6 sau:
e Server address: nhap vao tén cla Exchange server la mail.sbv.gov.vn
e Domain: go vao tén domain cia Ngan hang Nha nudc la sbv.vn
e Tich chon This server requires an encrypted SSL connection
Chon Next
7. Clra s6 Exchange ActiveSync settings hién ra.
e Tich chon cac dir liéu mu6n dong b6: Mail, Contacts, Calendar
e Tich chon ki€u Push mail
Chon Next

8. Trong phan Account name, dién tén account vira tao. Vi du: Le Ngoc Kien.
Chon Finish setup

9. Qua trinh cdu hinh hoan thanh. Ban cé thé mé ¢’ng dung Mail d&€ md mailbox tir
dién thoai.
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4. SU dung Outlook co ban

Chu y: Cac hudng dan va hinh v& minh hoa dudi day dua trén phién ban
Outlook 2007. V@i Outlook 2010 va Outlook 2003 vé ca ban la tudng tu,
tuy nhién cac budc thao tac cé thé co déi chut khac biét 8 mot s phan.

- X

i) Inbox - Microsoft Outlook _
i Fle Edit View Go Iools Adions Conferendng Help Type 2 questian for help =
@iNew - | @ 23 X | CuReply ElReplytoall (3 Forward | Y W | Fisend/Receive + [ | [ Searchaddressbooks | @

i [Z] Meet Now | £ Schedule a Live Meeting | 5 Schedule a Conference Call _

Mail « || (3 Inbox [ P ¥ Tect ANW To-Do Bar » X
Favorite Folders # || Amanged By: Date Newest on top | admin-ex ‘4 October 2010 »
= nb SM TW T F S
B et rems & Last Week Sent: Tue5/31/2010 10:19 AW 5
= Tor  VuThanh Kam; Thanhivs; Le Khac De 5 2557 65
Mail Folders 2 || 23 Micrasott Qutlook Thu9/23 10 11 12 13 14 15 16
2 Welcome to Exchange Unified Messaging =
All Mail Items. h Test ANW 17 18 19 20 21 22 23
2 € Mailbox - vuThanh Nam = [| 5] Older : 2627 B 20
&) Deleted Items = = ?
=5 (=1 admin-ex /31/2010
[ Dratts
= = Test ANW.
(3 mbox
(3 Junk E-tail 1 Microsoft Outlook 8/26/2010
() Outbox Welcome to Exchange Unified Messaging
[ Rss Feeds 1 Mo upcoming appointments.

[~ mail
1] catendar
8] contacts Arranged By: Due Date
= Type a new task
Tasks
] There are no items to

= show in this view.

M@ -

3 Items All folders are up to date. £3 Connected to Microsoft Exchange ™

12 start @ oo 87 |@.0 g am

4.1.1. Tim hiéu vé Ribbon

Giao dién mdéi cta Outlook 2007 c6 tén goi la Ribbon. Néu ban da su dung Microsoft
Office Word 2007, cac giao dién sé quen thudc vdéi ban hon vi trong Outlook 2007 dudc
soan thao dua trén Word 2007, cac l1énh trong Word sé& cé san khi ban soan soan noi
dung trén Outlook.

Ribbon cta Outlook 2007 dudc sép xép nhu sau:

Ll

C‘ip 9029 Untitled - Message (HTML)
o

1

Message Insert Options Format Text

(A

-;j 3 Calibri (Bo = |11 = | A" A7 ||3Z ~ = |4 ﬂﬂ ag; Q

Paste L7 & ol 3 || Address Check @ Attach
- J Format Painter Bestll - Saliab S Lok Book Names  File
Clipboard e Basic Text . Names

L ]

2
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e 1 Tabs: cac giao dién dugc tao ra tir cc Tab khac nhau. O hinh trén la giao
dién cua tab Message. Trong cac tab la cac Iénh va cac nut 1énh.

e 2 Groups: Mbi Tab cé cac Iénh lién quan dén nhau, ta cé thé gom thanh mét
nhém (group). Vi du hinh trén la nhém Basic Text.

e 3 Trong hdp Font chit cé chlra cac ki€u chir dung dé€ dinh dang cac kiéu chd.

4.1.2. Thanh cong cu mini

=3 X% Cut

o v)loe §— P ? 1)
. Colibri(Bo ~ 11 = | AS AT[I3= ~ i= - || 2] Blaﬂ ﬁ g
— 43 Copy

« . J Format Painter

Clipboard s Basic Text " MNames
To,.. Pia lund ipia@contoso.com)
-
Send
Subject: Training Course

| recommend the Up to Speed course,
— 1

Paste B 7 U W-A-EEE W iEIE Address Check Attach At

Book Names File Ite

l

Thanh cdng cu mini gidp ngudi dung dinh dang van ban thuan Igi va nhanh chéong hon.

e 1 Chon van ban cua ban bang cach kéo chudt dé td khdi, sau d6 Click chubt
phai, thi thanh céng cu sé hién ra.

e 2 Thanh co6ng cu sé xuat hién chim trén nén van ban. Néu ban tré dén nd, nd
s& hién ndi I1én va ban cé thé sir dung nd dé€ dinh dang van ban.

Cuc Cong nghé Tin hoc - Ngan hang Nha nudc Viét Nam 49



@;\@@ o il
M L_.v@ Ogtigos _ FormatTen

&Cut “canbnmo'hl IA"AI|== =2 lﬂ @ g

e J A A e e |
mm S 3!_3}_(_'[“ GJL m!.“ . =

|- To.. |
i =gei; |

Subjact:

Ban cd thé dung cac phim tdt dé thay cho ding chudt. Cac phim tat bat ddu badng cach
nhan Alt hoac Ctrl, sau dé nhan cac phim khac thi thanh céng cu sé hién ra, ban cé
thé truy cép cac cdng cu mot cach nhanh chéng. VD: Alt + F (md& nut File), Ctrl + N
(tao mot email mdi)... trong qua trinh s dung Outlook ban sé tu biét dugc nhiéu phim
tat ly thd khac nira..

Show tasks on: Due Date

Cuc Cong nghé Tin hoc - Ngan hang Nha nudc Viét Nam 50



e 1.Khi ban nh&n vao cac Tab Day, Week, Month thi né s& nhanh chéng chuyén
déi lich gitra hang ngay, hang tuan, hang thang.

e 2 Quay lai va chuyén tiép nat cho phép ban nhanh chdng di vao ngay hém sau,
tuan hodc hang thang trong lich.

e 3.VGi Tasks: Ban c6 thé st dung khu vuc nay dé theo ddi cac ghi chu cta ban.
Ban c6 thé hihglight cac ghi chi nay bang cach thém cd va td mau cho nd.

4.1.5. Tac dung cua Contacts

» || 83 Contacts

Jordan, Katie

Jargensen, Gundrun

Katie Jordan Gundrun Jorgensen

o

E

@

o

c

(o]

Shl| [Lund, Pia . | Tupy, Richard
s 7 Pialund Richard Tupy
®

Z A

Ban cé nhiéu mé&i quan hé, ban khéng thé nh3 hét nghé nghiép, dia chi ... cla tirng
ngudi. Trong Outlook 2007, Contacts cé tac dung luu trir thong tin ciia dGi tac cua
ban, d& dé dang cho viéc tim ki€m. Ban cé thé luu b4t ky théng tin cua ai trong
Contacts.
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4.2.1.

) Inbox -

{ File Edit View

HS
Mail

Favorite Folders

[ Inbaox
[ sent tems

oW é%;

Tao email mai

Message

% cut

=3 Copy

Paste

Clipboard

! . (™
iddnew - | 23 fng

Insert

¥ Format Painter

F}

Options Format Text

[A AT

L 0| ¥ A=

Basic Text

SR R e i

Untitled - Message (HTML)

@ 3 Permission -

Attach Attach Business Calendar Signature | Follow
File Ttem Card ~ - up-

Include

¥ HighImportance
= IE|  Address Check

Book Mames 4 Low Importance

Mames Options

- = X

v

Spelling

& || Proofing

Mail Folders

2] All Mail Items

2 &5 Mailbox - vu Th,
& Deletad tem

(7 Drafts
3 tnbox
L g Junk E-Mail

(3 outbox
[F5) RSS Feads

[~ Mail

|

['H

Calendar

Contacts

’?ﬂ

Send

[ Ta...

)
)

==

[ Account — ] Subject:

\

] » [0

|o7] Tasks

<

I |

Ll

P Items

All folders are up to date,

D& tao mot Email mdi cé cac nhiéu cach. Ban cé thé 1am mot trong cac cach sau:

e 1 Nh&p vao biéu tugng New Mail Message
e 2 Nhap vao File chon New chon ti€p Mail Message
e 3 Ban c6 thé dung phim tt ban phim: Ctrl + N

]
£

Sau khi ma dugc form (biéu m&u) email mdi, ban g dia chi Email ngudi ban muén gui

vao hop To va chla dé vao hop Subject. Néu mudbn guri email dén nhiéu ngugi thi gilta

cac dia chi email ngudi nhan dugc cach nhau bdi ddu ; (chdm phéy). Sau dé ban nhap
ndi dung chu dé & form bén dudi. Budc cubi cung la ban nhdp vao nut Send, thi email

sé dugc gui di.
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Untitled = Message (HTML]

Message Insert Format Text Add-Ins
84 | Aa Plain Text o =
g% iul’ﬂ Request a Delivery Receipt - 1 &l Delay Delivery
Aa HTML
Show ) Use Voting Request a Read Receipt Save Sent Direct Replies To
From Aa Rich Text Buttons = Item ~ &
ds Format Tracking IFi More Options L]

Subject:

(5

Khi gtri mail, thudng la gui cho nhiéu ngudi, ban can nhan biét su khac nhau cua To,
Cc, Bcc dé sir dung cho dung.

e To: D6i tugng chinh. Ban mong mudn ho nhan, x li mail va tra Igi.

e Cc (Carbon Copy): Dd6i tugng co lién quan. Ban mudn cho ho biét vé théng tin
trong email d&€ ho cé thé tham khao, gép y hay lam chirng néu cé tranh cai.

e Bcc (Blind Carbon Copy): D6&i tugng cé lién quan. Ban mudn cho ho biét thong
tin trong email. Ngu&i nhan mail theo ki€u Bcc sé khdng th8y dugc dia chi
email cia nhirng ngudi khac. Nhitng ngudi khac cling khéng thdy dugc dia chi
email clia ngudi dugc gui theo kiéu Bcc.

DE& hién thi Bcc, vao Options chon Show Bcc.
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@ H9 0«9 j = Test ANW - Message (HTML) - = x

(it |
Message @
& . .
: E_a @ E_Q D~ x L3 Mave to Folder Ei &l Safe Lists - E Y @ # Find
[ Create Rule 2 Related -

Il'e |'o

={|| Reply Reply Forward call = || Delete . Block [ Mot Junk Categorize Follow Mark as
o All % Other Actions || Sender = - Up~ Unread Iy Select~

1 Respond Actions Junk E-mail ] Cptions P Find
- From: inFex Sent: Tue 5/351/2010 10:19 AM

To: Vu h Mam; ' Thanhivg; ' Le Khac De
9] o

Subject: Test ANW

=]
1 -
Test ANW

Khi ban m& mét email trong Outlook dé doc ndi dung va ban mudn tra I8i mot email
nay thi chi cdn nh&p nat Reply. Mot form (mau biéu) email méi mé ra d& dudc ghi sén
dia chi gdi dén ngudi gui email cho ban. Ban chi can viét n6i dung théng bdo va nhap
vao nut Send.

"-. 1m0 [ B P ;I s Untitled - Message (HTML) = x
| Message Insert Options Format Text @
& SToolo= 213 @ Q =k Business Card ~ 4 - %
- MIF-SriE= =
BaC == ) = il gl

Paste |B I u ||Eilﬂ;’v A -”g = Address Check || Attach Attach _ Follow Spelling
- 7 — Book MNames File  Ttem L% Signature - Up~ -
Clipboard M Basic Text IF] Mames Include I Options ™ || Proofing
= | (e ]l
send | [gen |

.,.--!""ﬂ'-
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Insert File
Lok in: |[ﬁ Sample Pictures v| @-Ch | X CiE-

= Trusted & Blue hills
Templates @ Sunset
3 My Recent |) water lilies

Doouments

@ Desktop

My
@ Doouments
My
d Computer
-ﬂ My Metwork

Places

File name: | v|

Files of fype: |AII Files V|

\N_ Insert -l[ Caneel

Do\ H 9 ™ & 9 )7 Untitled - Message (HTML) - = X
T )
Message Insert Cptions Format Text @
= W o - -
& ARETEIE) BB @05 W [T &
Pt_] E b7 . A= = == Address Check = & Fall ! spelli
aste B I U - ; E é ;_E ;_E ress ({1 ollow pelilng
7 | _” - H ” — | Book Mames F="h Up~ s
Clipboard M Basic Text MNames Include ™= Options ™ || Proofing
= | o
Send [ Ce.. l

|
|
st |

Aftached: | [ winter.jpq (103 KB

(5

Ban mudn dinh kém file nao dé vao théng bao ban gui di (VD: file Word, Exel) ban lam
cac budc sau:

e 1 Nhap dia chi ngudi nhan Email @ hop TO

e 2 Nhap tiéu dé Email  hop Subject

e 3 Nhép vao biéu tugng Attach file, chon dudng dan dén nai luu trit file d6, chon
file ban mudn gui. Nhan Insert hoac phim Enter.

e 4 Ban c6 thé nh&p hodc khéng nhap ndi dung email mudn gui, sau dé nhan vao
nut Send, Email da dugc guri di cung file dinh kém.
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4.2.5. Cheén hinh anh vao néi dung Emaill

- H2 8+ 9+ )+ 1
\s%) Message Insert ﬁ Format Text
(R N WP = MR-

Attach Attach Business Calendar Signature Table Picture  Clij
File  Tem Card~ S ~ Al
Include Tables 14
s—w | [[To. ] [sekefptcomin
Send [ Ceo J [

Account ~ | Subject: ‘insen pics

Attached: L 72

Insert Picture

Look in: 1) Sample Pictures vl @-@ XcuiE-
| Lb My Recent
Documents
@ Desktop e
= My
Q Documents
!ﬂ ?gmpumr Sunset Water lilies Winter
‘Q My Network
Places
File pame: | v ‘
Files of type: | Ayl pictures A v
23

Tools vl

-—~ -—Ingert |+ -Cancel

v

(O 902 2

Message

'[Previous Item (Ctrl-<) h

i Brightness ~ },ﬁiCompress

Pictures

(D Contrast ~ By Change Picture
O Recolor - g Reset Picture

Adjust

=

Picture Tools

Format Text ' Format

I
m
>
Q

Lo |

[ To.. ] ideik@fpt.com.vn
|

Subject: iinsert pics
Atached: |
% ‘r‘} LD

D& chén mét hinh anh vao ndi dung mail, thuc hién nhu sau:

e Tao mdi 1 mail. Nhap dia chi ngudi nhan Email d hop TO
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e Nhap tiéu dé Email & hop Subject

e Nhép vao biéu tugng Picture, chon dudng dan dén ngi luu tri file anh do, chon
file anh ban mudn gui. Nhan Insert hoac phim Enter.

e Ban cd thé& nhép hodc khdng nhap ndi dung email muén gui, sau d6 nhan vao
nut Send, Email da dugc guri di cung file anh dinh kem.

4.2.6. Quan sat trudc cac file dinh kem trong email

- Inbox : li Office Move Diagrams
| Lt (17|
= Today 1:
4 Pialund | : =
Office Move Diagrams ¥ ” | AMessage | () Disgramz.vsd (219 ¥8) %) Diagrami.vsd (217 KB)

Diagram.vsd

Avessage | (]Dagram2.ved (219 ¥3) () Diagram1.vsd (217 K8)

Trong Outlook 2007, khi ban nhan dudc cac tai liéu dinh kém ta cé thé quan sat cac
file nay trudc khi ma ching hodc luu vé & dia. N6 giup cho may tinh cla ban an toan
han, tranh luu vé cdc ma doc.

DE& xem dudgc cac file ndy ta nhdn vao biéu tugng file dé (nhu hinh trén). Ban cd thé
quan sat cac file d6 & clra s6 doc (cot bén trai Outlook).
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£dit( =
- d o 9@ < ead ets for vou to look vie sag
New ~ | @
il B Save in another format
v v 1 Hew Mall Message
wite Fol¢ Ji | e 'l Save As
Folders L\,‘ Save 3 copy of the item 10 your computer in
Save | one of saveral formats.
nmaig OTH G :
T i Save Attachmepts
& Mailbid | g 'l R o | —kd save one or mara of the tiles attached to
- 638 | Ny, T~ m this message to your computer.
- j
G D
s/ | x Delete
7 (8]}
JIn N
L@ v Move ’
= odyf ==
3 ) RS

Sau khi xem qua dung lugng clia cadc Email, ban s& nhén thdy rdng cac Email c6 dung

Lote

- X
o

iy ]

fo

bre

§2:24PM
a

lugng I8n thudng bao gdbm nhiing tai liéu dinh kém. Néu can dé Iuu trir cac tai liéu
dinh kem trong hop thu. Ban s&r dung Luu tap tin dinh kém cac Iénh trén Microsoft
Office nut trinh don va luu céac tai liéu dinh kém vao mot so vi tri thuan tién trén dia
cliing cla ban.

Sau khi d3 luu cac tép dinh kém, ban cé thé xéa cdc Email khéng can thiét dé.

Trudc khi bat dau Iuu tai liéu dinh kém vao dia clrng, phai nhd vi tri da luu dé sau nay

ngudi dung co thé xem lai cac tai liéu dé.

D& luu tép tin dinh kém vao & dia ban lam theo cach sau:

HwnN=

M3 Email c6 chira tap tin dinh kéem.

Nh&n vao biéu tugng Microsoft chon Save As
Sau do6 ban chon Save attachments.

Chon dudng dan dé luu tap tin, sau d6 nh&p Ok

4.2.8. Xoéa vinh vién cac Email ra khéi hop thu

Cuc Cong nghé Tin hoc - Ngan hang Nha nudc Viét Nam




Mail Folders
2] All Mail Items

2 25 Mailbox -
—

(o {2ty e Deked s foder upon extng
1=
m

Mdi khi ban xéa mot email, né di vao thu muc Deleted Items.

Khi xo0d nhiéu thi thu muc nay cé thé phat trién nhanh chéng va chiém nhiéu dung
lugng, do dé can phai lam sach thu muc Deleted Items cling nhu dung lugng cua toan
hop thu. Bai vay, nén xda vinh vién cadc Email nay ra khdi hop thu.

Céach x6a vinh vién cac Email don gidn nhat 1a vao thu muc Deleted Items, ban sé& thay
cac Email xdéa bén ngoai. Nhap chudt vao cac Email nay, nhan chudt phai chon Delete.

Ngoai ra ban cé thé xoa vinh vién cac Email b&ng lénh. Ban nh&n chudt phai vao thu
muc Deleted Items chon Empty Deleted Items Folder, chon Ok. Vay la tdt ca cac Email
trong thu muc Deleted Items da dugc xoa ra khoi hép thu cua ban.

v,

Junk E-mail folder
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Junk Mail cé tac dung loc thu rac (Spam mail), gilp cho ta phan loai dugc thu rac nhu
cac thu quang cdo, .... Junk Mail ciling la ndi chifa cac thu rac do. Junk Mail khéng
mudn cac Email rdc ndm 1an 16n véi cdc Email can thiét.

7 Inbox - Microsoft Outic :ﬂ i
@ it View Go|®3 ° 1 Mail «
Q}NM @B ] Favorite Folders v
o 3 1 - ’ ;ﬂ Folders S
R All Mail Rems x
Cloze All Rems = -
%) =] {-} Mallbox
3 (5] Deleted Items
L 7] Drafts
) Inbox
L @ Junk E-mall
[ outbox
@ [F RSS Feeds
2] SentItems

@ L0 Search Folders

S personai Foiders | 4 |

P& sir dung mét thu muc email cd nhan, trudc tién ban can phai tao ra né. Pé tao thu
muc ca nhan ban lam theo cac budc sau:

1. Chon file sau d6 nhan vao New chon Outlook Data File
2. Ban chon ti€ép Office Outlook Personal Folders (.pst).
3. Chon OK, thu muc ca nhan cua ban da dudc tao ra nhu hinh trén.

ipANew » @ M) X | LgReply |

4 Name:

Mail « A
Favorite Folders ¥ | Adventure Works @
Mail Foiders a
o g Mailbox | Eolder contains:
B @ Deleted Items |7 [ = [Mdmd?oﬁlbems
[g S:::: == Select where to place the folder:
L@ Junk E-mail | e @ % Mailbox

Sowes |5 yewrader. Ty [ | = 2/ EETEER (3)

) L) RSS Feeds [ Alpine Invoices
L3 sentRems 'i [ Contoso-Completed
4 L0 Search Fold,, f3) Deleted Items
o 9 Personal Foldelsﬁ

(3 Alpine Invoices & =
3 Contoso-Compl &8 |
fal Deleted Items

[ ok | [ concel

Sau khi ban tao xong thu muc ca nhén, ban cé thé tao thém cac thu muc con trong
thu muc cad nhan.
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1. Nhan chudt phai vao thu muc Personal Folders chon New Folder.
2. Dat tén cho thu muc vira tao, nhan OK.

Sau doé ban sé thdy mot thu muc con trong thu muc ca nhan cta ban.

ly L@ReplytoAll 38
? % L 2 25 CreateRule...
U Inbox Junk E-mail »
S2arch Inbox x QE'G!Q 2
Amanged By: Date Newest 23 MovetoFolder... i
=) Monday (1) ) Message Options...
e — e . g
T3 BobKelly  Mon122¢ &5 Sendto Oneicte |
. Regarding Contoso 2| Move the selected items to the foider:

@ S5 Mailbex -
() £9 Personal Folders

1 Covonc )

{3 Deleted ltems

= Last Mon

ik

Sau khi ban d3 tao xong cac thu muc con trong thu muc cdc nhan. D& dé di chuyén
mot hoac nhiéu Email dén thu muc con, ban lam theo cac budc sau:

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

Céch khac dé di chuyén cac Email vao thu muc ca nhén 1a dung phudng phap kéo tha.
Ban nhan chudt trai vao Email, gilt chdt chudt va di chuyén chudt téi thu muc con
trong thu muc céd nhan, sau d6 ban tha chuét ra, Email do sé xuat hién trong thu muc
ca nhan.

Cuc Cong nghé Tin hoc - Ngan hang Nha nudc Viét Nam 61



4.2.13. Xem danh

[} Searchaddress books -

elcome to Exchange Unif

) Microsoft Qutlook
ent Thu9/23/2010 11:15 AM
To ® Vu Thanh Nam

'QJ -

wive - [

Welcome to Exchange Unified M

To use your phone to access your
enter your PIN at the promgt.

Your access number(s): 8884
Your number: 4003
Your PIN: 9104

ba ngudi dung

k% sddress Book: Global &ddress List
File Bdit Tools

Search: (%) Mameonly () More columns — Address Book

| | oo | [ Advanced Find
| MName Title Business Phone Locatic F
£ Bach Thi Hoa - TKPT | 18
4 Bui Thi Giang - HCTH 5
& Bui Thi Thuy Duyen - PTUD 5
Discovery Search Mailbox 2
2]

8 DungvT

BJGQ_VP-MBO1

o] BUG_vr-mBOZ

&5 FPT Distribution Group
8 Le thac De

4 Le Viet Thanh

& MNguyen Hoang Hail-QTM
g TEST2

& Tran Anh Thu - QTM

& usertestds

8 Vu Thanh Nam

<

BN &

|

There are no items to
shaw in this view.

Trong outlook 2007, danh ba ngudi dung dugc thé hién trong Global Address List. Tai

Outlook, nh&dn Ctrl + Shift + B

4.2.14.

- =
(0 = > ¥
)
Message | Inset  Options

dé ma address book.

GUi email cho 1 nhém ngugi

Select Names: All Groups 3]

Farmat Text
search: (5 Memeonty O Morecolumns  Address Book
= ¥ Cut /|
B ¥ cu ‘ s&ﬂ aﬁ] [ | o Al Groups ~|  advanced Find
= 3 Copy
Paste ab = Address Check
St 2 Format painter || B\ || & o e Name Title Business Fhone Locatic
Clipboard 2 Basic Text Names EUQ_VP-MED] ~
o] BUg_vP-MBO2
g | (1o ) 7% FPT Distribution Group
= oo | | l. & Le khac De ! |
& | ‘l § Le viet Thann ‘
= ) & Nauyen Hiang Hail-QTM
[ Account ] subject | o reet ‘
§ Tran Anh Th - QTM &
§ usertestis b =
& u Tharh Nam =l
A2
< | »
To-> FPT Distribution Group 3 |
T ! \
= \
: 2

V&i Outlook 2007, ban cé thé gli email cho 1 nhém ngudi, cdc nhém nay goi la

Distribution Group.

Distribution Group la 1 tap hgp nhiéu emails, thudng la 1 phong ban hoac ca 1 vu.

DE& gui mail cho nhdm, ban cé thé gé tén dia chi email ca nhém hodc m& Address
Book, chon nhdm ma ban mudn gui email réi nhan OK.
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4.3.1. Tao mat nhiém vu (cong viéc can thuc hién)

[ To-Do List - Microsoft Qutlook

EEiIe Edit  Wiew Go  Tools  Acdions Conferencing Help

D@ New ~ | g (13 X | [ | CReply EfReplyto All (5 Forward ¥ | searchaddressbooks  ~ | @
@Meet Mo ;% Schedule a Live Meeting f;_% Schedule a Conference Call e

Tasks « ||'¥ To-Do List {Filter Applied)

O] All Task Items - P~|x

My Tasks & I Arranged By: Due Date Today on top |‘

¥ To-Do List Type a new task

21 Tasks 1

" = There are no items to show in this view.
Current View b3
) simple List

(O Detailed List
() Active Tasks

O Mext Seven Days
() Overdue Tasks
O By Category

@ Mail
ﬁ Calendar
/

8=| Contacts /f
7] Tasks

o] C2 (8 -

Filter Applied O Items

Outlook gitip ban quan ly, nhic nh& cadc nhiém vu ma ban da dé ra. D€ tao nhiém vu
ban thuc hién theo cac budc sau:

e Nhap nat Tasks trong Navigation Bar. Danh sach cac tac vu xuat hién.

e Nhap text ghi la Type a New Task. Cac tUr bién mat, va ban thay con tré (mot
dudng nhap nhay).

e GO nhap tén ctia nhiém vu. Nhiém vu xuat hién trong khéi bén dudi dong
Subject trén Task List

e Nhé&n phim Enter. Nhiém vu mdi di chuyén xuéng Task List v&i cac nhiém vu
khac khac.
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4.3.2. Tao mat contact (thong tin lién hé)
[») Contacts - Microsoft Ot
: File Edit View Go Tools Acions Conferencing Help
I @ New - @ 2 X B R, - W | @ Searchaddressbooks  « | @) 5

@Mee ow ;%gchedule a Live Meeting E% Schedule a Canference Call B

Cuntac‘&_ « || 81 Contacts
g]mmc.ntaénems - Ilflz:h! H9®ee ) Unti
My Contacts x = Nl F
- Contact Insert Format Text
85| Contacts
Cumrent View A | g Save & New - 3;] @% [87] Activities %_j q %
() Business Cards = & send - | ' #] Certificates it
Save & General| Details . E-mail Meeting Call
{7 Address Cards Clase #X Delete B an Fields -
() Detailed Address Cards J Actions Show Communica
(O Phone List [ ] | |
O By Category Full MName...
() By Company Campany: | | g
D By Location | | lob title: | |
e File as: | v|
[—J Mail /
! Internet
o| Calendar /r [IL@ E-mail... IE] | |
8= contact ‘ Display as: | | Me
— Web page address: | |
@ Tasks Ind address: | |
3.J Ca @ - Phone numbers
Business... ][] | |
— o I 1

Contact la mét cong cu quan ly va luu trit thong tin cia nhirng ngudi gui email cho
minh mét cach hiéu qua. D€ tao mdt Contact mdi, hdy |lam cac budc sau day:

e Nhan nut Contacts trong Navigation Pane, sau d6 nhap nut New trén thanh
céng cu d& md form nhap New Contact.

e Dién vao cac chd tréng trén form va sau dé nhap Save and Close. Thé |3 ban
c6 mot danh sach Contacts.
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iAmngea By: Due Date « |

B

e

"[ Type & new task( 3 )
,:J ¥ Today 7
| Coho sdle (4 )

<
4

Outlook 2007 c6 mot tinh nang mai dugc goi la To-Do Bar von tap hgp lai tat ca nhitng
viéc can lam va hién thi chdng trong moét phan cia man hinh Outlook. Muc dich cla
To-Do Bar cho biét sa bd nhitng gi cdn lam, thay vi yéu cau ngudi dung kiém tra lich,
sau dé kiém tra hép Inbox va sau do6 ki€m tra Task List. Cadc muc thudng thdy nhiéu
nhat trong To-Do Bar bao gom:

e Cac tadc vu ma ban da nhap
e Vai cudc hen ké tiép
e Céc thdong bdo email d3 dugc thém cd dé tién hanh

Ylew
Arrange By »

“d AutoPreview
Expand/Collapse »

Navigation Pane »

To.Do Bar » v HNormal
Reading Pane » Minimized
Reminders Window ott Alt«F2
Toolbars » ||¥  Date Navigator
;- Status Bar v” Appointments
Refresh FS "1 Task List
QOptions... E

Néu ban thich cdng cu TO-DO BAR, ban cé thé dua né ra man hinh Outlook ma
khéng can phai vao Contacts. P& thuc hién ban lam theo cach sau day:

e Nhéan vao View, chon TO-DO BAR, chon Normal.

DE& &n TO-DO BAR ban nhén Ctrl+ F2 hodc nh&n vao Minimize the To-Do Bar.
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To-DoBar » X

[r-.linimize the To-Do Bar]j

Pé tdt TO-DO BAR ban nh&n ALT + F2 hodc nh&n Close TO-DO BAR

To-DoBar » X

Close To-Do Bar

4.3.4. Panh dau cac nhiém vu da hoan tat

' To-Do Bar A € (2 June 20, 2008
V¥ Iodsy | DO~
X~ Tomorrow 20 Friday

\~  This Week
N Next Week
V¥ NoDate
Y Custom..
=N
v

Arrangad By: Due Date Add Reminder...

Mark Complete [%
Clgar Flag
=] \‘ Tomotrow

| . Set K Click... Show tacks on: Due Date
[Ql Mark about Coho sale \( Il* Quick Clic 3

Céc nhiém vu khi hoan thanh xong ban c6 thé xéa né di, nhung hdy danh d&u nhiing
nhiém vu da hoan thanh thay vi xdéa nd, nhu vay sé hay han.

D& danh ddu mét nhiém vu da hoan tat, lam theo cac budc sau:

1. Nhap nut Tasks trong Navigation Pane (hay nhan Ctrl+4). Module Tasks md.
Nhdp cac tir Simple List trong muc Current View ciia Navigation Pane.

3. Nhap hop k& bén tén nhiém vu ma ban mudén danh dau da hoan tat. Hop trong
cot th(r hai ké tir bén trdi Ia hdp ban can danh d&u kiém. Khi danh ddu kiém
vao hop, tén cta nhiém vu thay d8i mau va cé6 mét dudng thidng xuyén qua nd.
Nhu vay la ban dd danh ddu xong moét nhiém vu hoan tat.
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4.3.5. Danh dau cac Email bang thé mau Categories

dle a Live Meeting f:_% Schedule a Canference Call =

« |2 Inbox Welcome to Exc
o "
A |l P ~| ¥ || O Microsoft Outl
Arranged By: Date Mewest on top |‘ Sent: Thu 972372010 11
Ta Yu Thanh Mam
2 |2 Last Week
T |F 5 Microsoft ¢ Open u9/23 Welcome to Exchz
lam - Welcame te N
i Print To use your phaone
= Older . enter your PIN at t
: g Reply
= ?dTmHEX & Replyto All 1/2010 Your access num
e - — . - .
=1 Microsoft q o Fonuard Clear &Il Categaries
Welcome te Follow Up » |G Create Category Search Folder..,
Categorize 4 D Blue Categaory
Park as Unread D Green Category
Find All L C] Crange Category
@ LCreate Rule... D Purple Category
Junk E-mail 3 Q Red Categary
)( Delete [:] Yellow Categary
..E Move to Folder... ﬁ All Categories...
.
2] Message Options... Set Quick Click...

Hang ngay ban cé qud nhiéu Email dé xur ly, c6 mét s6 Email ngudi dung muén danh
d&u dé sau nay quay lai xt ly sau. Ban cé thé danh ddu cac Email bang thé mau trong
Categories, hdy |lam theo cdch sau day dé€ tao cac thé mau:

Nhan chudt phai Ién tiéu dé Email, chon Categorize, sau dé chon cac thé mau theo y
ban ma danh dau.
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‘:
~ Mail « || (A Inbox To-Do Bar
| - - >
~ Favorite Folders o | | Pely - N
p 2une 2055
) Inbox e
(=] ————TE S M T W
3 Unvead Mair Yt Es
@Sentnems u_g $' 3 3 4-5 6 7
Al Mail Folders ¥ 3 91011 12 13 14
= 115 1617 1819 2 2
2 All Mail Ttems N E N Sl s
ay N 1 2 3
oho Winery i
onkoso () g
y S |
2 ( ’.
A - fi
~ , v
= a — |
k=3 \

Muc dich cta viéc tao cac thu muc 1a d& phéan loai cdc Email vao nhitng nhdm riéng
biét, va cadc Email s& khéng con ndm I&n 16n vdi nhau nifa.

Mail Folders !
L All Mail Items -
=R

G e wm tame:
t':i f— ] [Persoml
s G

;2 e  n— Folder conkains:

: } [y New Folder... Mad and Post Items
" Select where to place the folder:
—_

[
_—
|

Cach tao cac thu muc nay rat don gian, chi nhan chudt phai vao INBOX va chon New
Folder, dat tén cho thu muc vira tao va OK.
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Mail | -3 Inbox — _\ Dates and
A— 2l # | | details for focus
;" S | E— ,J‘ Judy Lew
;3 i) Heidi Steen Sent
RE: Contoso Hotels opp
| S | 2
) < (3 Judylew s
Dates and detalls for fo...
-F‘d Smith
:a Great sales numbe
__J Personal 4 Heidi Steen
K} -Q % I—;J RE: Great sales numbers
e | 3 John Kane
4’4 """ ' RE Great sales numbers B

Sau khi d3 tao ra mét thu muc, ban c6 thé di chuyén cac Email vao trong thu muc dé.
Email cé thé di chuyén vao thu muc nay bang cach kéo tha hodc nhdn chudt vao tiéu
dé Email, gilr chat chudt va di chuyén dén cac thu muc va ban tha chubt ra.

-} Inbox
| FesnTm R4 Move the selacted kams to the foldsr:
Arranged By: Categories Aon top = o :Mzegbox A
T ;
(<] ' 1 T B Coho Winery [
= D CohoWiney ' Coliapse All Groups ;j 3
- Expand All Groups a3
3 QOpen ltems e 3
&u Print.. =]
2 % Mark as Unread <
= ) Contoso <« 3K 35 Uarea y
& X Delete j
_.3 Move to Folder..: 3
I - -
T LS :

Ngoai cach di chuyén cdc Email bdng cach kéo va tha thi ta cd thé dung Iénh @€ I1am
cong viéc nay.

D& dung Iénh di chuyén ban thuc hién cac budc sau:

1. Nhan chudt phai vao tiéu dé Email.
2. Chon Move To Folder.
3. Chon thu muc ban muén luu
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e G cpen

4 Unread Mail Open in New ¥indow
SR ove oho Wiery.
B o hownery
i (54 Delete "Coho Winery"

Ban cd thé xda bd thu muc chira cac email bang cach: Click chudt phai vao thu muc
muén xba, chon Remove from Favorite Folders. Thu muc d6 sé& bién mét. Bung lo

1&ng vi thu muc nay van & trong hop Inbox, né chi &n di thoi.

'mma e
stfice move diagram
_J

R e Y T Py

Cac Email cua ban trong outlook rat nhiéu, doéi khi ban can tim ki€m mot Email cii
nhung ban khdng biét Email d6 ndm & dau trong ca ngan Email dugc luu trong céc thu
muc. V8i Outlook 2007 thi ban s& kh6ng mét thdi gian dé& tim tirng Email nita.
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) Inbox (Search Results)

[Quarteny Sales

ne Quarterly Sales

I» |

Katie Jordan

E P

3 Katie Jordan

n sakes o

Quarterly Sales
ed 0

=8

arz

=

V@i cong cu Instant Search thi cong viéc tim kiém Email cia ban rat dé dang, Ban can

L
b

®

phai c6 mot it thong tin v& Email ban can tim, ban cé thé& ghi dia chi Email hodc mét
s6 tU nglr cta noi dung Email do. Tat ca cac két qua tim thay sé hién ra mot cach

nhanh chdéng.

EMEEt Mo agchedule a Live Meeting

% Schedule a Conference Call _
i

Mail « ||[3 Inbox
Favorite Folders - | 2 v| ¥
(5 nbox Arranged By: Date Mewest an top &
(=4 sent Items
Mail Folders % |2 Last Week
5] All Mail Items * || (3 Microsoft Outlook ' Thu 9/23
= @ Mailbas - Yu Thanh Mam &~ Welcome to Exchange Unified Messaging
i) Deleted Items (1}
(33| Drafts =) older
=3 admin-ex 5/31/2010
Junk: E-Mail Test AMW
(5] Outbox = Microsoft Cutlook 8/26/2010
@ R33 Feeds L Welcome to Exchange Unified Messaging
. anfo?.Tj
"
| Mail
“4] Calendar
i=| Contacts
/] Tasks
38 - v
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Regords,

PIA LUND

Director of Morketing
Contoso, L1d
612-5550189 (w)
612-555-1090 |m)

Ch{ ky ctia ban bao gém cac théng tin v& ban, cidc nha kinh doanh thi thudng dé
thong tin lién lac, dé cac khach hang va ddi tac cua ho dé dang lién lac véi ho.

M6t chif ky cling c6 thé bao gdm mot thdong diép tiép thi hodc thdm chi Ia mét naoi yéu
thich d€ thé& hién gia tri hai hudc hay ca nhan

Théng tin trong mdt email rat dan gian véi chir ky cé thé bao gom:

e Tén cua ban.
e Chuyén mon, chiric vu cla ban.
e Dija chi va s6 dién thoai.

Ban cling c6 thé thém vao dia chi Website, hay mot chit ky bang tay. Logo cla cdng
ty, hodc hinh anh ctia minh.

Hinh &nh, hinh anh, clip va nghé thuét cé thé Iam chdm viéc gui Email. Do d6 dung
lugng cla cac thong diép ban thém vao phai tugng déi nho.

Ban phai quyét dinh khi nao dua vao mot chir ky ma ban dugc phép tao trong Outlook
Web Access. Chit ky cua ban danh cho céng viéc kinh doanh cé thé rat quan trong.
Trong trudng hgp dd, ban co thé thich d& né bén ngoai cac théng bdo ma ban gdi dén
nhirng ngudi ban cua ban han.
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' 3 (3= s Address Check  Aftach Attach Business Calendar Signaturs' Follow
”l =3 # * Book MNames File Item Card~ ! - Up~

|" i
te-q =) ?umez Include i R Signatures...

TalEeE ) (38 & Q b A ] . Y:?’
4
|

Signatures and Stationery

E-mal Signature | Personal Stationery |

Select signature to edi Choose defauk signature
Emal gccount: Mcrosoft Exchange
New [essages: .(m)

E = o Replesfforwards: l(nooe)

D& tao chit ky mau:

e Nhéan vao nut Signature chon Signatures, mot form sé hién ra.

Signatures and Stationery

E-mai Simawv? getsonal St&tionery

Sedact signature to edit Choose defauk signature
Emal account:  Microsoft Exchange
New messages:  (none)

Replesfforwards: |(none)

]‘,ype a name focthls signature:
My work signoturel

) Coomn )

e Ban nhan vao New, nhap tén tiéu dé cho chit ky, nhan OK.

C6 thé cho chit ky la tén cua ban, hodc chon bat c diéu gi khac. Néu mudn tao ra
nhiéu han mot chit ky, ban cé thé sir dung thém tén md ta vé ban than ban.
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Signatures and Stationery

£-mall Signature | Personal Stationery

Selact signature to edt Choose defauk signature
My work signabure Emal account:

(osere ] [

chafct‘

PIA LUND

Director of Morketing

Contoso, Ltd

$12-555-0189 {w)

| 612:555-2050 (m)

Khi ban tao chir ky dau tién cta ban, Outlook sé& mac dinh ch{r ky do sé ap dung né
cho t&t ca cac bai viét mdi tu ddng. Vi vay, dé s dung chit ky khac ctia ban, chi can

bat dau tao thém mot chir ky mdi.

Néu ban d3 tao ra nhiéu han mét chit ky, ban cé thé xac minh dugc chit ky dudc thiét
Iap 1a mac dinh, bang cach xem trong hop New Message: mac dinh chir ky dudc liét ké
bén canh cac tin nhdn mdi theo mac dinh Chon chi ky.

u =2 I o BN > v

Message Insert Options Format Text

e - m ~UARASlls= =Y ii aﬁl Q h:EJ »1_3 Y

g% - A - ":{F 5!1 Address Check | Attach Business Calendar !Slgnatutél Foliow

Book Names File Card ~ v Up~
Basic Text fx Names include | Businass
i ' Personal } |
{
| 2 ) Signatures... |

e

DE thém chi ky trong ndi dung email gui di, chon Signature nhu hinh trén (cé 2 phan
chinh).

e 1 Néu ban da tao chir ky trudc do, ban sé thay ho liét ké g day
e 2 D& tao chit ky mau mdi, thiét 1ap mot chit ky méc dinh, hodc slra ddi chit ky
mau dang c6, bAm vao Signnature (d& trinh bay & trén).
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Cé bon su lua chon khac nhau cho Calendar trong Outlook 2007.

Ban cd thé diéu chinh trong Calendar vé cudc hen, cac cudc hop, su kién hang ngay va
nhiém vu. Bdng cach tao ra cac danh muc trong Calendar, thi nguGi dung sé& sir dung
chlc nang nay rat hiéu qua cho cong viéc cia minh.

@

September 04 - 08

Khi vao Calendar ban cé thé nhin thdy nhitng nhiém vu, lich cadc cudc hen hay cac su
kién ma ban da tao ra trong calendar.

Cach xem nhiém vu trong Calendar:

e Nhé&n vao biéu tugng lich.
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e Click vao mot ngay trén lich, ban sé thdy cac nhiém vu hodc cac cuéc hen ma
ban d3 sap xép sé& xudat hién trén To-Do Bar.

2 March b
S M TW T F S

26 27 28 1 2 3 4
5 6 7 8 910 11
12 13 14 15 16 17 18

19 20 21 22[23] 24 25

2627 28 29 30 31 1

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

Nh&n vao Day, Week, Mooth d€ nhanh chéng chuyén ddi thdi gian ngay thang mudn
xem. DUng phim miii tén dé€ di chuyén ngay thang mot cach tién Igi

C6 thé cho hién thi hodc &n ngay phu thudc vao cach xem cla ban.

4.4.3. Chon lua cach lap biéu trong Calendar

g Monday
’ R Contoso Conference | 3
' Exercise
' |
Staff meeting
Conference Room 101 [ 2
Pia Lund
‘ Show tasks on: Due Date Skart Date Dus Date
| Make photocopies for meeting | 4 Mon 1/8/2007  Mon 1/8/2007 \
S | Prkup dry deaning Mon 1/8/2007  Mon 1/8/2007 \

B&i vi cac yéu cau khac nhau, nén ban phai l1ap biéu khac nhau cho céc yéu cau dé.

e Cudc hen: Mot cudc hen can dién ra chinh xac theo thdi gian, do dé ta sé& Iap
bi€u tai mét thdi gian.

o Cudc hop: MOt cudc hop xay ra tai mot thai gian, du kién, gibng nhu moét cudc
hen. Su khac biét la ban s& mdi nhitng ngudi khac bdng cach sir dung mot cudc
hop yéu cau dugc gui qua email.

e Su kién: MOt su kién la mét hoat dong kéo dai cd ngay dai. Khdng gidéng nhu
mot cudc hen hodc cudc hop, mot su kién. VSi mot su kién, ban van cé thé c
cac muc xuat hién trong lich trinh cia ban cho ngay hém dé.

e Nhiém vu: Mot nhiém vu la mot yéu cau ban lam gi dé trong moét khoang thgi
gian, ban cé thé 1ap biéu nhiém vu cho mbi ngay.
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4.4.4. Tao cac cudc hen

Pé& tao mot cudc hen, 1am theo cic budc sau day:

e Nh&p nut mii tén x8 xudng New trong thanh céng cu & phan trén cling cla

man hinh. Chon Appointment.

[(~ H&p thu géh - Microsoft Cutlook

-
{ File Edit iew Go Tools  Ackions  Help Type a queskion For help =
JdMews < = X CiReply (Gl Replyto Al (5 Forward | [ Search address books @ =
BIEE Mail Message Chel+ M
B thi' e | Test mail
o _ est mai
] ‘_'j,J Post in This Folder  Ctrl+5hift+5 -
_ @ Tl Le Mgoc Kien
[y Falder.. Ctrl+Shift+E
v Date Sentr Tue 1372272011 3:03 PM
Ll Search Folder.., Ctrl+ Shift+ P Ta Le Mgac Kien
— Mawigation Pane Shartcut... [ -
w =
| Appointment Ctl+ Shift+ & E|
i
i Meeting Reguest  Ctrl+Shift+Q I
= Contact Ctrl+ Shift+ C
ﬁ Distribution List CLrl+ Shift+L A
o Task Ctrl+ Shift+ K
|| gzl Task Request Ctrl+ Shift+ 1
| 8 Journal Entry Ctrl+ Shift+)
.| Mote Ctrl+ Shift+ M L4
€5 Internet Fax Chrl+ Shift+ X L]
]
125 cChoose Farm... rs are up to date,  £3 Connected to Microsoft Exchange =

Nhap vao cac thong tin ctia cudc hen

o Nhap hop Subject va nhdp mot tén cho cudc hen. Vi du: Gap dai tac

FPT

Chon gid bat dau va két thuc

O O O O

Chon Save & Close
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Nh&p hdp Location va nhép dia diém cudc hen. Vi du: 101 Ladng Ha

Nh&p ndi dung md ta cudc hen. Vi du: Trao d6i vé Cloud Computing
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5 Gap doitac FPT - &ppaintment -8 X

et Insert Format Text '-ﬂ]

@#;QW\ o a5

w ?Scheduling &zsistant

Save & Inwite = Options | Spelling
Close Attendees E@ 7 - =
Actions Sho Proofing

Subject: | Gap doi tac FPT

Location: IlEIlLang Ha j
Start time: IFri 1172572011 j |3:IIII2I P j [ an day event
Erd time: | Fri 11/25/2011 | 330 Pu |

Trao doi ve Cloud Cumputingi

50

e Viéc tao cudc hen hoan thanh. Ban nén vao phan Calendar dé€ kiém tra cudc
hen vira tao.

i Lich - Microsoft Outlook - B X
: File Edit Wiew Go  Tools  Acions  Help Type a question far help |+

P New v | dEn X g8 | Today | [ Search addressbooks  « | (@) o

]

Calendar L Day Yifeek Farith

4 Mowvember 2011 [ 3 fey PRl ;
(&) (=) 5 h Lich o A
Sutio Tuwe Th Fr 3a = 22 NDUE‘m ber 25’ | SIS |

1 2 3 43 29 Friday
6 7 & 9 10 11 12
13 14 15 16 17 18 14

20 21 22 23[24] 25 26

27 28 2% 30

2] A Calendar tems - 01| | Gap doi tac FPT; 101 Lang Ha

My Calendars

] Lich
4 i1}

(] Mail %
5 on

o| Calendar
— Sy
LE | —-J a Tasks: 0 Active tasks, 0 Completed tasks 2 v
1Ttem All folders are up to date, 'Eﬂ' Connected to Microsoft Exchange ™

4.4.5. Tao cac cudc hop va dat phong hop

D& tao mot cudc hop, 1am theo cac budc sau day:
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Nh&p nat miii tén x6 xudng New trong thanh cdng cu & phan trén cing cla
man hinh. Chon Meeting Request.

lix= Hap thu dén - Microsoft Qutlook
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Nhap vao cac thong tin cta cudc hop:

o To: nhap vao dia chi email cla nhirng ngudi tham gia cudc hop. Ban co
thé gb cac dia chi email hodc bdm To dé chon ngudi hop tir danh ba

o Subject: nhap tiéu dé cho cudc hop. Vi du: Hop du an Thu dién tr

o Location: B&m Rooms dé& chon phong hop tir danh sdch hodc gd tén

phong hop.

o Chon gid bat dau va két thic
o Nhap ndi dung mé ta cudc hop. Vi du: Hop du an hang tuan
o Chon Send dé gui yéu cau mdi hop di.

79

"
{ File Edit Wiew Go Tools Adions Help Type a question for help =
E_ﬂﬂew - @ A > i-da Reply ,_?3" Reply to Al i Fonward ED W | @ search addressbooks - | @) ;
|2 Mail Message Chrl+ M - )
— . thu dén Test mail
_‘?}] Paostin This Folder  Ctrl+ Shift+ 5 —
thi dén B 1% || Le NgocKien
4 Folder.. Ctrl+ Shift+E
v Date Senty Tue 11/22¢2011 3:03 PM
Ll Search Folder... Ctrl+ Shift+P Ta Le Mgoc Kien
— Mavigation Pane Shortout., i !
) appointment Ctrl+ Shift+ & FIK“‘-'”T'"
3
_:j Meeting Reguest  Chrl+ Shift+
49 Contact Ctrl+Shifts C \
Q Disttibution List Ctrl+ Shift+L
< Task Ctrl+ Shift+ K =
| as] Task Request Ctrl+ Shift+
S Journal Entry Ctrl+ Shift+)
o] Mote Chrl+ Shift+ M
| &5 Internet Fax Ctrl+ Shift+ X il
-
=2| Choose Form...
- .
1 Outlook Data File... & folders are up to date.  ©3 Connected to Microsoft Exchange =



.-'/Eli-x“- H ) 5 e ¥  Hop du an Thu dien tu - Meeting -
g
—) hMeeting Insert Format Text )

ﬁzm ) o)

X 79 scheduling Assistant

Cancel 5 Attendees||Options | Spelling
Invitation £ ™ - b =
Actions Shion Proofing \

| Imwitations hawve not been sent far this meeting,

T Le Mgoc Kien; Do Tran Quanag; Yo Thi Hoa; Trinh Thanh Son - QLTT;
o Phonghop-MCT-T1-POL

Subject: IH::up du an Thu dien tu

Location:  [Phonghop-NCT-T1-P01 | R.;..;.h...

starttime: |Mon 11/28/2011 | 330 PM | T 2 day event

End time:  |Mon 11/28/2011 | 400 P =
n

Hop du an hangtuanl .-

-

e Viéc tao cudc hop hoan thanh. Ban nén vao phan Calendar dé kiém tra cudc

hen vUra tao.
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lw Lich - Micrasoft Outlook - B X

© File Edit Wiew Go  Tools  Adions  Help Twpe a question For help =
 FNew ~ | g2 X g8 | Today | @ Search addressbooks - | @) =

Calendar L1 Day Week kanth
dimileyen bEe TR (&) [ Search Lich P~y
Subo Tuwe Th Fr Sa © 12/ November 28, ... | ' |
1 2 3 4 5 28 Monday
& 7 & 9 10 11 12
13 14 15 16 17 15 19
21 22 23[24] 2% 26
27 28 29 30 2 pm -
g All Calendar Ite ms
3[”]
ol
% SR - [an du an Thu dien bu; Phonghop-MCT-T1-P01; Le Mgoc Kien |
Lich -
4[”]
L~ Mail %I
: SIJIJ
a| Calendar f

iy i
LE < —-J L Tasks: 0 Active tasks, 0 Completed tasks = B

1Item All folders are up to date, 'Eﬂ Connected to Microsoft Exchange ™

4.4.6. Tao yéu cau tham gia hoi thao

Day y Week | Month : © e () ey
€ 2 January 08 - 12, 2007 Ludid
9 Monday ‘9 Tuesday 10 Wednesday 11 Thursday 12 Friday -
| Contoso Conference j
| Birthday |

|

Né&u s&r dung Outlook, ban cé thé kiém tra thdi biéu clia moi ngudi, chon mot khoang
thdi gian va d& nghi mot thdi gian hdi thdo ma moi ngudi cé thé tham gia béang Email.

D& mdi mdt sd ngudi tham gia hdi thao, lam nhu sau:
1 Chon File > New > Meeting Request (hoac nhan Ctrl+ Shift+Q).
Form New Appointment md ra.
2 Click nat Scheduling.

Trang Attendee Availability xudt hién. S dung trang Attendee
Availability d&€ md&i nhitng déng su du mot cudc hoi thao.
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w

M&t danh sdch x8 xuéng xuét hién.

N

Chon Add from Address Book.

HOp thoai Select Attendees and resources xuat hién.
5 Click tén cia mot ngudi ma ban mudén mdai du hoi thao.
Tén ban click dugc bat sdng dé cho thdy ban da chon né.

6 Click nat Required hoac Optional phu thudc vao viéc su tham du clia ngugi
do6 cé tdm quan trong doéi v@i cubc hoi thao nhu thé nao.

Tén ma ban chon xuat hién trong hop Required hoac Optional phu thubc vao
nut nao ban click.

7 Lap lai cac budc 5 va 6 cho dén khi ban da chon moi ngudi ma ban mudén
thém vao cudc hoi thao.

Cac tén ma ban chon xuat hién trong hop thoai Select Attendees and
Resources

Ban c6 thé chon nhitng ban bé cua ban va ban cé thé chon cac cubc hdi thao
cua ban.

8 Click OK.

HOp thoai Select Attendees and Resources dong lai va cac tén ma ban da
chon xuat hién trong Attendee Availability List. Danh sach Attendee
Availability cling cho ban thdy mdt s d6 vé thdi biéu ctia mdi ngudi dé ban
c6 thé thay khi ndo mdi ngudi cé thdi gian ranh.

9 Thdai gian ban chon xudt hién trong hop Meeting Start Time nam & cudi
danh sach Attendee Availability. Néu ban khéng thdy mot khoang thGi gian ma
moi ban mdi du cudc hdi thao cua ban cé sdn, click nit Autopick Next va
Outlook sé tim mot th@i gian hoi thao kha thi cho moi ngudi.

10 Click nat Appointment.

Trang Appointment xuat hién vé&i tén cta nhirng ngudi ma ban da@ mdai du hoi
thao trong hop To nam & phan trén cung cta form.

11 GO nhap chu dé cua cudc hoi thao trong hop Subject.

12 Nhap bat ky théng tin khac ma ban mudn nhitng ngudi tham du biét vé
cubc hoi thao.

Ban cé thé dua vao dia diém hodc hang muc.
13 Click Send.

Yéu cau tham gia hdi thao cta ban dugc gdi dén thanh phan tham du.
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4.4.7. Kiém tra nhiém vu da tao

8 Monday
| Contoso Conference

Exercise

Staff meeting
Conference Room 101
Pia Lund

‘ Show tasks on: Due Date Start Date Due Date v
| Make-phetocopiesformeeting R e v
| Pick up dry cleaning Mon 1 /8/2007 Mon 1/8/2007

Zs

I > "; >

Khi tao ra mot nhiém vu trong Calendar thi khong can phai dugc lap ké hoach cho mot
thdi gian cu thé trong ngay. Ban sé& thdy cac khu vuc chung khi ban nhin vao trong lich
Tuan, Ngay thudng xem nhat.

Vi du, néu ban c6 mot s6 cong viéc can phai lam, chi can nhap cong viéc dé nhu la
mot nhiém vu. Khi ban hoan thanh mét nhiém vu, kiém tra né. Khi nhiém vu hoan
thanh trong mot ngay xac dinh sé cd mot danh sach hoan thanh nhiém vu hién thi
ngay dé. Trong hinh trén: cac cdng viéc da hoan thanh mét kiém tra va danh ddu moét
dong gach gilra tiéu dé nhiém vu va thdgi gian hoan thanh.

Ban c6 thé nhdp mét nhiém vu v38i ngay du kién bat dau va ngay két thdc nhiém vu.
Né&u ban khéng hoan thanh mdt nhiém vu trudc ngay két thic, nd sé tu dong chuyén
tiép va xuét hién trén nhitng ngay hién tai cho dén khi ban hay bd né hay kiém tra dé
diéu chinh né.

Day Week Month (2) show work week () Show full week
€ (2 February 05 - 09, 2007 s
5  Monday 6 Tuesday 7 Wednesday 8  Thursday 9 Friday
Exercise Exercise Exercise
o L) o

Cac nhiém vu dudc nhap sé& dugc hién thi nhiéu [an ma ban khéng can phai nhép lai
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nhiém vu dé. Outlook s& nhac nhd nhiéu lan vé& nhiém vu dé theo y cia ban. Dudi day
la thanh céng cu diéu chinh né.

[/ ] ok b
b2 Show As: [l Busy ~ “ \ @ __. _gj ivate
‘ el Y High Importance
A Reminder: 15 minutes ~ Recurrence Time Categorize
Zones e § LlowImportance
Options =

4.4.9. Piéu chinh nhiém vu theo dinh ky

Doy | Week Month |
€ () February 05 - 07, 2007 : »
5 Monday 6 ‘{uesdy E 7 Wednesday

"Exercise” is a recurring appontment.
! Do you want to open only this
Exercise \, occurrence or the series?

~

(%) Open this ocourrence.
() Open the series.

Lok J[ comcel |

|

Khi m& Calendar d& xem cac muc nhiém vu hodc cudc hen trong dé. Ta cb thé xem lai
cac chi tiét hodc thay ddi nd. P& thay déi ta lam cac budc:

e Nhan double vao muc luc, ban sé thdy mot théng bao nhu mét trong hinh, sé
c6 hai lua chon:

o Open this occurrence: c6 thé xem hodc thay d6i ndi dung.
o Open the series: c6 thé thay ddi thdi gian clia toan bd muc nhiém vu
hoac cubc hen nay

e Sau khi chon Open the series d€ thay déi, nhdn vao nat Recurrence sau dé
chon tab Appointment.
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@ Bsnowss Wewy -

ntiScheduling & Reminder ISminutes |- Re|

Save &  Invite

Close  Attendees (3 Forward ~ i Assistant |
’ Actions I Show | mone
0 minutes 5
Subject: | prepare for statf meeting 5 minutes </

T Prepare for staff meeting <:_3>
Qart time:

Khi ban tao ra bat ky muc nao trong Calendar (Muc nhiém vu hoac muc thong bao
cudc hen), mét I16i nhdc nhd dudc thiét 1ap tu dong. Outlook s& thong béo cho ban vé
cudc hen va cac cudc hop 15 phut trudce khi cudc hop bat dau. Trong hinh trén thé
hién cac budc dé thay déi thdi gian nhac nhd cho bat ky muc lich bang cach ma céac
muc nhap va diéu chinh cac cai dat trong hop Reminder trén tab Appoiment.

¢ 1 Nh&n Double vao cudc hen d&€ ma nd.
e 2 Chon thdi gian nhéc nhé
e 3 MOt nhdc nhd sé xudt hién & thai gian xac dinh.

Céc su kién sé dudc nhdc nhé tu ddng, Outlook sé théng bao cho ban vé su kién 18
gid trudc khi ho bat dau. Ban khdng thé thay ddi thiét 1ap tu ddng nay, nhung ban cé
thé sir dung cung mdt budc ma ching tdi da hién thi trong hinh dé thay déi I8i nhac
cho cac su kién.

Trong Outlook, ta cé thé xem théng tin ngudi khac & trang thai rdnh hay ban, nh& thé
ma ta co thé Iap lich cac cudc hop cho phu hgp va chinh xac.
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Meeting Insert Format Text

Q| Calendar =) G I B & | ABC En|
o IE ﬁ — @ = Show As: [l Busy - q | |E"?'
=| : \ 9 ¥ ]
X Delete 8, L = [] \/ .,
Cancel Appointment |Scheduling Meeting 4 Reminder: 15 minutes - Recurrence Time Categorize Spelling || Meeting
Invitation e Forward - Workspace ﬁa' Zones - ¥ - MNotes
Actions Show Attendees COptions || Proofing || OneMote
(), |100% lz‘ Thursday, January 21, 2010
2:00 1.00 2:00 3:00 4:00 &:00 9:00 10:00 11:00 12:00 L:00 2:00
B, | AllAttendees O ! [ [ | |

) Yu Thanh Nam <namvt@fpt.c
© Queng Do Tran (O FIs ) R R R T Y

1l 3

[sdd Others -] [options

] Starttime: | Thu 1/14/2010 [=] [s00sm  [+]

[ i ][ AutoPick Mext > > ] End time: | Thu 1/14/2010 E 8:30 AM |Z|

| | Busy |7 Tentative W Out of Office [N No Information [ Outside of working hours

5. Khai thac, st dung hé thong dé dang va hiéu qua

V@i gigi cOng sa thdi nay, internet chi can truc trac mét gid, ho da thdy nhu mat chan
mat tay. Chat va email d& trd thanh nhitng céng cu théng tin, giao tiép, trao d6i cong
viéc qua thudng xuyén va hitu hiéu. Lam thé& nao dé td ra chuyén nghiép trong mdi
blc email?

bang ti€c la mot bé phan khéng nho cac nhan vién ngay nay khéng chu trong dén
hinh thic, n6i dung cac email ma ho gui di hang ngay; bén canh dé ho chua khai thac
hét tinh ndng clia cac chuong trinh kiém tra email nhdm phuc vu cho c6ng viéc cua
minh. Nhitng email xau vé hinh thic (viét sai chinh ta, font chif rudm ra), ndi dung
khoéng di thdng van dé... cé thé khién ddi tac, khach hang danh gia thap tac phong lam
viéc cua ho.

Bdi vay ban can chi y mét s6 nguyén tac cc ban trong viéc st dung thu dién tl trong
cong viéc hang ngay:

1. Tuan tha nguyén tic chaa té chirc

Viéc stir dung email trong c6ng viéc hang ngay can tuan thu Phap luat va cac nguyén
tdc cua mdi cong ty dé ra. Phat tan tai liéu khiéu dam; khing bd, tdn cdng ngudi khac
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qua email; chdng phéa chinh quyén; tiét 16 bi mat cdng ty... 1a nhing 15i “chét ngudi
trong viéc st dung email.

2. Subject, Cc: va Bcc:

Subject (tiéu dé) cho ngudi nhan biét bldc thu clia ban noi vé cai gi trude khi ho doc
thu. N6 gilip cho ngudi nhén cé thé sdp xép dugc Email (theo tirng loai). Bao gid
Subject cling phai mang y chinh cta blc thu. Tranh viét nhirng Subject khéng co
nghia, hodc md ho vi nhu vay khéng cé théng tin nao. Ngoai ra, néu ban gui di mot
birc thu véi Subject nao dé khi ngudi nhan doc va nhan vao nut Reply, thi n6é sé dugc
tu dong thém vao blc thu tra 1Gi (vdi tir Re nghia la V&). Va ban dudc nhan lai chinh
tiéu dé cia minh. Néu ban |a ngudi gii nhiéu thu thi ban cé thé nhé dudc ndi dung
blc thu ma minh da gui khong? Hai cai hop nira la Cc: (Carbon Copy) va Bcc: (Blind
carbond copy). Bat c&* mot dia chi Email nao ban g6 vao Cc: déu nhan dugc mot ban
sao cua buc thu, va ngudi nhan trong hop To: sé thay dia chi Cc: ma ban da cho ban
sao. Con va@i Bcc thi khong nhu vay ngudi nhan trong To: sé khong biét la birc thu nay
con dugc sao gui cho Bcc.

3. Chi str dung file dinh kém khi can thiét.
Email cé thé cé hai dang khac nhau:

e Inline plain text
e Attachment

Inline text l1a nhitng van ban binh thudng ma ban viét trong thu. M6t attachment la
mot file trong may tinh cdia ban (vi du nhu mot file tai liéu .Doc hay blc anh .Gif) ma
ban dinh kém hay thém vao blrc Email. Khi mot ngudi nao dé nhan dugc mot birc
Email v3i vén ban binh thudng (Inline text), ho c6 thé doc né truc tiép. Khi ho nhén
dugc mot file dinh kém (attachment) ho budc phai ma file dinh kém bang chuong trinh
thich hop (vi du nhu Word hay Paintshop). Cé rat nhiéu van dé vai file dinh kém:

a. Ngudi nhédn khéng cé chuadng trinh thich hgp d€ ma file dinh kém.
b. File dinh kém cé thé mang theo Virus (!!)

c. M6t s file dinh kém cé kich thudc I8n cé thé phai méat rat nhiéu thdi gian
Download. Nhiéu ngudi khong hé thich nhan file dinh kém. Thudng thudng tot
hon la nén gui inline text. Chi gui file dinh kém khi khéng thé gui thong tin
bang inline text dugc va ban phai chac chan ngudGi nhan doéng .

4. Dung van ban (Plain text) thay cho HTML (van ban siéu lién két).

Van ban binh thudng trong nhu la chr ddnh mdy (néu & Font Courier New. Courier).
Nhitng chuong trinh doc Email cho phép ddi cac Font nay thanh VNI-Times hodc
.Vntime. GUi thu badng HTML c6 thé 18 mot y kién tdi, vi mdt s8 trinh doc Email khdng
hiéu dudc va cho rang toan bd birc thu d6 1& mot File dinh kém. Do vay khi ngudi nhan
khéng thé doc dugc thu néu khéng md file dinh kém. Néu ban mudn blc thu ciia minh
tré nén dé chiu hdy dung Plain text.
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5. Mot dong khong nén qua dai.

Mot chuang trinh doc Email ndo dé cé thé khéng xir ly mot dong van ban theo cling
mot cach v@i chuong trinh cta ban. Va do d6 moét dong van ban khi ngudi nhan doc sé
khoéng gidng nhu ban viét. Vay dau la giai phap?

H&y viét tirng dong ngén thoi. T8t nhat 13 64 ki tu hodc ngdn han (k€& ca ddu tréng).
Diéu doé cd nghia la sau khi go dgc 64 ki tu thi ban nén nhan Enter. Va, gilra nhitng
dong vdi nhau, ban nén cach khodng bang mét lan enter nita vi khi doc trén may tinh,
néu viét dinh lién thi rat kho doc.

6. Pung la hét?

Dirng viét tat ca moi th& bang chir viét hoa. N6i chung théat 1a khéng lich su (dac biét
la trong Tiéng Anh) khi viét qua nhiéu chir viét hoa. Trudc hét, van ban viét bang chir
hoa that la kho doc. Ban cling chua bao gid thady mot cudn sach nao toan la chit hoa
dang khéng? Toan bd blrc thu ma dudgc viét bang chir hoa goi la la hét (YELLING) (Vi
ngudi doc hiéu 1 ngudi gui can ndi to nhitng chd viét hoa). Tai sao lai khé doc chif viét
hoa?

Hay nhin vao nhirng tur sau day:
1. ENGLISH (chir viét hoa)
2. English (ch{r dau viét hoa va chi viét thudng)

Ch{r thr nh&t khdng ¢ ki€u dang, né chi la mdt hinh chit nhét don diéu ban thdy
khong? con chit th& hai cé moét ki€u dang dep. Khi ching ta doc dac biét la khi doc
nhanh, ching ta doc ki€u dang cua toan bd tir. Ching ta khéng doc tirng ki tu mét.
Ki€u dang cua tir ENGLISH trong giéng nhu SPANISH.

Nhung ki€u dang cla English thi khac vdi Spanish. D&i vdi Subject thinh thoang cé thé
st dung ch{f hoa. Nhung néu ban mudn lam ndi bat mét tir nao d6 quan trong dirng su
dung chif hoa. Hay s dung dau hoa thi nhu thé nay *.

7. Hay cén than véi nhirng chit viét tat.

Viét tat 1a mot cach tét dé tiét kiém thdi gian va céng siic néu nhu ca hai ngudi (gui va
nhan) déu hiéu. Nhung néu ngudi nhan khéng hiéu, ban da khéng thanh céng trong
giao ti€p. Vi vay nén han ché viét tat trong cac 14 thu dién tu, dac biét la vdi nhitng
thu quan trong.

8. Hay ky tén trong Email cua ban.

Viét tén minh dudi blc thu 1a mot didu tét va Ia hanh ddng biéu hién lich su. Ban ¢
thé ghi thém céc thong tin khac nita nhu dia chi, s6 dién thoai...

Ban c6 thé tao mot khudn mau chit ky ma ban sé& thém vao cudi birc thu. Mot sé dich
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vu Email c6 thé cé kha ndng tu thém chi ky ctia ban vao cudi thu nhu Yahoo, Gmail,
Outlook.

Hay tao théi quen s’ dung email theo nhitng nguyén tic don gian trén, ban sé
chi’ng té va duy tri tac phong chuyén nghiép cua minh trong méi truong kinh
doanh nang déng, khong nhirng thé con tang hiéu suat céng viéc.

5.2.1. V@Gi may tinh chay hé diéu hanh Windows 7

D& ddng nhdp may tram chay hé diéu hanh Windows 7 trong méi trudng Active
Directory, thuc hién theo cac budc sau:

e Budc 1: Khai dong may tinh.
e Budc 2 : Chon Other User.

5BViadministrator Other User

Cancel

e Budc 3 : Ban nhap vao cac théng sé nhu sau:

o HOp thoai bén trén: g6 vao SBV\<Tén user> (Vi du SBV\Kien.LeNgoc)

o HOop thoai bén dudi: gd vao méat khdu dugc cdp (chinh 1a méat khau truy
nhap e-mail)

o Bam phim Enter hodc chon nat = (miii tén). Viéc dang nhap vao may
tram da hoan thanh.
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Cha y:

[sovrentengoe ]

.

Log on to: SBY
How dollog on to another domain?

Switch User

e O budc 3, néu sau dong chir Log on to: 1 SBV thi ban cé thé khéng can gd
SBV\ trong hop thoai bén trén.

How dolog on to another domain?

Switch User
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e NEu day la lan dau tién ban st dung user account, théng bao « The user’s
password must be changed before logging on the first time ». Ban can chon OK
va g& mat khdu mdi 2 1an d& ddi mat khau.

@ The user's password must be changed before logging on the first time.

: sesssses mét l{_héu ma |

[oeeeeend e mitt Khiau moi G2

M

Lljlg on to: SBY
How do I log on to another domain?

@ Your password has been changed.
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D& ddng nhdp may tram chay hé diéu hanh Windows XP trong méi trudng Active
Directory, thuc hién theo cac budc sau:

e Budc 1: Khai dong may tinh.

e Budc 2 : Trong clra s& Log On to Windows, ban nhdp vao cac théng sd nhu sau:

o Username: Tén user. VD: Kien.LeNgoc

o Password: gd vao méat kh&u dugc cdp (chinh 1 méat kh&u truy nhép e-
mail)

o Log on to: chon SBV

o Ba@m phim Enter hodc chon OK. Viéc dang nhap vao may tram da hoan
thanh.

Log On to Windows

Copyright £ 1985-2001
Microsoft Corporation

User name: | Kien.LeMgoc |

Password: | TITIITIL |

logonto: [T
L ok J[ Cancel ] Shut Cown, .

Cha y:
Néu day la Ian dau tién ban s dung user account, théng bao «You are required to

change your password at first logon.». Ban can chon OK va g& méat khdu mdi 2 1an dé
d6i mat khau.

Logon Message |z|

6 You are required to change wour password at Firsk logon.
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Change Passwornd

- Microsoft"

; .~ Windo
Copyright & 1385-2001 ’ .. Professio
Microsoft Conporation
User name: | kKien.LeMgoc |
Log on ko: SBEY
ld Password: | ek |
Mew Password: | TYIIITILIL |

Confirm Mew Passward: | T T YT Y |

Change Password |E

-
. | ) Your passwaord has been changed.

C6 nhiéu cach dé ddi mat khau, cach dan gian nhéat 1a thuc hién qua giao dién Web
mail. Cach nay thuc hién nhu sau:

e M3 Web browser. Truy nhap dia chi web mail la:
e https://mail.sbv.gov.vh/owa

Cuc Cong nghé Tin hoc - Ngan hang Nha nudc Viét Nam 93


https://mail.sbv.gov.vn/owa

{ZMsN.com - Windows Internet Explorer ==

—,

|\’ htkps: ffmail, sbe,gove, vnfowal

B ([ | X I Bing 2|~

o

. . https:fimail. sbv.gov.vnfowa
.5 Favorites

W MSH.com 6o tohttps:jjmail sb.gov vnjows Enter & - - B @3 + Page = Safety » Tools - I@Iv >
=
Hotmail  Messenger My MSK Bing Make MS:
| MSK | Images | Video | Mews | Maps | Shopping
L
msn oing k-

NEWS ENTERTAINMENT SPORTS MONEY QREESWIN LOCAL AUTOS HOLIDAYS ONMSN  MORE
style  décor love family inspire cooking glo health  holiday gifts  fithie  horoscopes  dating

Movermber 22, 2011 as of 2236 P Hanoi, WNM | — 23T R eC A-day
5 Ways to Keep
= Facebook From

Ruining Your Life

e G0& username, méat khau réi chon Sign in d& dang nhap mailbox

@\‘_‘/vlﬂ https:Il'll'mail.sl:-v.g-:-v.vnII'OWAII'auth,I'I-:gc-n.aspx?replaceCurr-j @ 4 X I Eing 2

7 Favorites | 9% @ Suggested Sites = @ | Web Slice Gallery ~

| O] Outlaak Web App | | ‘& - + [ @ - Page -~ Safety = Tools = -@w >
A

Microsoft®

Outlook'Web App

Security ( show explanation )

& This is a public or shared computer
i This is a private computer

[T Use the light version of Outlook Web App

User narne: |Kign.engoc s gsername

Password: eessesss| - mét khau

Connected to Microsoft Exchange \

@ 2010 Microsoft Corparation. Al rights reserved.

Done l_l_l_ |_|_|_|G Inkernet | Prokected Mode: On |v’5 - | H100%.

e Trong clra s& Web mail hién thi, chon Options rdi chon Change Your Password

=
4
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{:.;'Le Ngoc Kien - Outlook Web App - Windows Internet Explorer

@\‘_\/ - Ig hkkps: il sbeogowe wnfCea) jlﬁl g% I Bing o

.7 Favarites | 9% @] Suggested Stes ~ @] Web Slice Gallery =

| 0] Le Naoc Kien - Qutlaak Web App | | fi v B - [ ®0 v Page~ Safety~ Tods~ @+ ~
C‘Jut'look'WehApp sign out | Le Ngoc Kien -
kail > Inbox 0ltems 8 Find someone Options = @ -
4 Favorites Mew - Delete - Move - Filter - View - Options
= b : . i i
i Inbox - Search Entire Mailbox Set Autamatic Replies..,
Eﬂ Unread Mail

Change Your Password...
Create an Inbox Rule..,

Conwerations by Date ~ M
& sertlterns kr

There are no items to show in this See All Options..,

4 e Mgoc Kien
'.n_?':] Inbox
@ Dirafts
E Sent Iterns
@ Deleted Iterns

=

Select a Theme

-4 Mail
ﬁ Calendar
@ Contacts
@ Tasks

g Public Folders

| I_,_ ,_I_,_ ,_le Internet | Protected Mode: On Y - [®o0% -y

e Trong clra s6 DG6i méat kh&u hién ra, gd méat kh&u cli va mat khdu md. Chon
Save dé thuc hién ddi mat khau.
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ﬁ'Passwurd - Dutlook Web App - Windows Internet Explorer

@AVI_$ https:,I',l'mail.sbv.gnv.vnll'ecpll'?rFr=Dwa&p=PersonalSettingsj % 4+ X I Eing Pelbs

f_‘;’ Favvorites | 7:.3 £ | Suggested Sites = @ | Web Slice Gallery =

" Password - Outlook Web App | | - - [ g~ Page - Safety ~ Tools - (g~ >
Outlook Web App sign out | Le Ngoc Kien
Mail > Options My Mail @ -
AB I ‘
Account g‘ @/ @ e= : % \%
Organize E-Mail hdail Spelling Calendar General Regional  Password SAMIME
Groups
Settings and then type it again to confirm it. -
Phone After saving, you might need to re-enter your user
narme and password and sign in again. You'll be
Block or Allow natified when your password has been changed
successfully.
Domaintuser name; SB\-’\kien.lEﬂgo/ mét khau cii
Current password: sesseene k”
Mew password: [TTTTTT] "__ mét khiu méi
Confirm new password: esesses| \
mét khau mai
S Save
|https:,l',l'mail.sbv.gov.vn,l'ecp,l'?rFr=0wa&p=Persona|Set |_|_|_|_|_|_|® Inkernet | Protected Mode: On |’-'_-i - | +100% - &

e Clra s& Outlook Web App hién ra cho biét viéc d6i mét khdu da thanh céng.
Chon Close Window dé déng cira s6 nay lai.
e Qua trinh d6i mat kh&du da hoan thanh.
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Zf'Passwurd - Outlook Web App - Windows Internet Explorer

{3 Favarites | {.55 £ | Suggested Sikes ~ @ | 'Web Slice Gallery -

g Password - Qutlook Wweb App | |

@“ - I_ﬁ https:,I',l'mail.sbv.gov.vn,l'ecp,l'?rfr=nwa&p=PersonaISettingsj % 4| K I Bing Pk

ff} ~ ] - =) == - Page - Safety - Tools - .@.. >

Outlook Web App

Mail > Options

X g

ET Spelling

Account
Organize E-Mail
Groups

Settings

Phone

Block ar Allow

Microsoft®

5.3.2.

e DO dai t6i thiéu 6 ky tu

@

Calendar

sign out | Le Ngoc Kien
My Mail @ -
General Regional  Password SMAIME

Outlook'Web App

ou have successfully logged of f from Qutlook Web App. We recommend that
wau close all browser windows at this time.

|_|_|_|_|_|_|® Internet | Protected Mode: On
Quy dinh mat khau hé théng Email

[“g - [®100e - 4

e Tinh phtrc tap cia méat khdu bao gém ca ky tu va sd
e Thdi gian hiéu luc mat khdu 90 ngay
e MAat khdu mdi khéng dudc trung 18p véi 2 1an gan nhéat.

e Ngudi sir dung phai d6i méat khau lan dau sau truy nhap thanh céng.
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