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1. Huwoéng din cai dit va sir dung webmail

Nguoi diing mudn vao mailbox (hop thu), c6 thé ding trinh duyét Web vi du Internet Explorer,
google chrome, Firefox... dé¢ vao Outlook Web Access:

— MO trinh duyét Web, sau do nhap dia chi sau: https://mail.aits.vn

—  Sau khi nhép dia chi trén vao, trang WebMail s€ mé ra, nguoi dung s€ nhédp tén dang nhap
va mat khau dé chimg thuc quyén sir dung.

ﬂa Cutlook ® +
& C B htips://mail.aits.vn “

B% Outlook

User name:

Password:

® signin

— (€6 thé ban s& dugc thong bdo chon ngdn ngit va thoi gian dé trinh duyét Web hién thi t6t
nhat cac thong tin email. Cac hudng dan trong tai liéu nay dugc soan dua trén ngdn ngit
dugc chon 1a Tiéng Anh.

e  Gidi thi¢u giao dién
—  Cac thu ctia ngudi ding sau khi nhan duoc s& nam trong folder Inbox.
—  Céc thu ma ngudi ding soan nhung giri di chua dugc s& nam trong Drafts.

—  Céac thu do nguoi ding d3 guri di s& duoc sao luu mot ban va duoc dé trong Sent Items.

—  Céc thu d3 dugc x0a (x6a tam thoi) s& nam trong Deleted Items.
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huudb@aits.vn

B2 Thu -
e

~ Hép thu dén

x o+

c @ mail.aits.vn/owa/#path=/mail

Tim ki€m Thy va Moi ngudi O @ Méi|v [ Xoi @@ Lwutr Thuric|v Quétdon Dichuyéndén v  Thé loai v
~ Yéu thich Hop thu dén Loc v Yéu cau dich vu_Dé nghi cdp email chung cho
H6p thu dén e T t8 Sut an-Dd uéng —Dung cu/phong Khai thac
Muc d3 G Helpdesk-AITS trén khong - Ban DVHK_ID27151 da dudc giao
N Yeu cau dich vu_B2 nghi cép email chung che 93054 |
Ban nhap Chi tiét y&u cBu : Ngudi yéu ciu : Helpdesk-IT Bon vi.. cho ban
~ Dinh Ba Huu

Helpdesk-AITS <helpdesk.aits@vietnamairlines.com>

Ban'nhap S Tralgitdtcd | v
Ham nay SA

Muc d3 G huudb.aits@vietnamairlines.com ¥

Muc d3 xd2 bd 9

e Chi tiét yéu cau :

Archive

Email Rac Nguei yéu ciu : Helpdesk-IT

e Ban vi:

Dién thoai: / 1900

Lich st héi thoai

o Huéng din giti/nhign Email
_ , . ® New
Dang nhéap vao Webmail cua nguoi dung, sau dé chon nit thu méi
Sau d6 ta nhap cac thong tin nguoi nhén, tieu dé va noi dung Email. Sau khi nhap xong ta

= Send

chon nut dé guri email di

€ nhitps://mail.aitsvn/owa/projection.aspx - Google Chrome = O X

8 mail.aits.vn/owa/projection.aspx

) Attach Discard

To Helpdesk-AITS x

BAm Guri dé guri mail di
Bec

Iql
bd
il
il

Discard @J

Sau khi giri email, ta c6 thé kiém tra xem email d dwoc giri di hay chua trong muc Sent
Item.
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e Huwéng dén sit dung Lich biéu - Calendar , o
Churc ndng Calendar trén Webmail gitip nguoi dung Ién ke hoach va sap xep thoi gian cho cong
viéc, nhac nho ngudi dung hoan thanh cong viéc theo lich da sap xep trong Calendar.
Trén thanh bén bén phai, ngudi dung co thé su dung chirc nang Calendar.

Pé tao ra mot Lich biéu cdng viéc, ngudi dung chi viéc chon cong cu la EEEEE. Sau d6 click

-
T A s A .o L s x:  oave
= Addealendar | 43n c4c thong tin can thiét vao lich rdi
H save i Discard [ Attach  Charm v Categorize v 0
Details W Feedback People B3 scheduling assistant
Su ki hop giao ban CNTT +

Dinh Ba Huu
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e Huéng dén sit dung Contact
Chure nang Contacts 1a noi cho ngudi dung tao ra va luu lai théng tin lién lac cia moi nguoi.
— Huwong dan Contact

G
2 ~ e T . g () Mew x. 4.2 A . s
bé tao mét danh thiép, ngudi dung chon myuc & sau do click MW 5 didn day du cac
M Save

H Sa'-.'el @ Cance

Add contact

thong can thiét. Sau do click

Mame

First mame

LRI

Last mamie

— Huéng dén thay doi inh dgi di¢n 7
Hé thong Exchange 2016 c¢6 thém tinh nang méi 1a ngudi dung c6 thé add thém anh dai dién (anh
1

avatar) cho tai khoan Email caa minh. Dé thém anh dai dién, nguoi dung chon muc A sau @6

click "=

[+

= *
a %« O
s B ? )
4
Dinh Ba Huu

[ﬂ?ma'lbox...
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(ERN L R

Tiép theo, ngudi ding chon -
H Save

, Chon file dinh dang anh (*.jpg; *.gif,...). Sau cung

chon

e Hudng dén sit dung Tasks

—  Chirc nang Tasks (Simple List) tao ra nhitng nhiém vu lam viéc. Trong d6 ta c6 thé hoach
dinh ngay bat dau cong viéc va ngay két thiic cong viéc. Chirc nang Tasks nay con co thé
nhic nhd nguoi dung sip dén ngay hét han cho cong viéc da dé ra.

—  Dé tao ra mot nhiém vu (Task), nguoi dung chon muc trén thanh cong cy, sau do

I-F.'I \"\IE"'" H SE"."E

click vao = """ r6i dién cac thong tin can thiét. Click
nhiém vu.

dé luu lai cac task
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H save B Attach Charm ¥  Discard

Subject
Banh gia k& hoach 6 thang cudi nam
Due

ue 12/31/208 Show more details

i
il
£y
bd

<

©| B I UM A & A

Danh gid k& hoach 6 thang cudi ném|

e Hudéng dén sit dung Tity chon -Option
Out of Office Assistant: Khi nguoi dung di cong tac xa hay nghi phép khong c6 mat trong Ngan
hang, khong thé nhan mail dugc thi nguoi ding nén dung chirc ning nay. Chirc ning ndy s& gip
ngudi nhan ty dong gui thu nguoc lai cho ngudi giri biét 1a minh khong ¢6 mit & TCT HKVN lam
viéc v6i ndi dung duge viét dudi khung bén dudi sau khi chon chirc ning Automatic Replies. Sau

v OK

do click dé luu lai cdu hinh cho nguoi dung.

Refresh

Automatic replies

Display settings
Manage add-ins
Cffline settings
Change theme

Cptions
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v OK X Cancel
Automatic replies

Create automatic reply (Out of Office) messages here. You can set your reply to start at a specific time, or set it
to continue until you tumn it off.

Don't send automatic replies

Send replies only during this tims period
Tue 813/2019 UM > L. I
binh thoi gian tu tra loi bat
HedBaEEE +«——— | dau khi nao va ltc nao ket

thac

Send a reply once to each sender inside my organization with t

B I UM A & A = = Z€ 3= Vv

Aw " [
Toi di vang.
Xin lién lac lai sau.|

e Hudng dén sit dung chii ky cho Email
Trong phan nay, nguoi ding c6 thé cdu hinh tuy bién giao dién va tai khoan cia minh nhu
¢6 bao nhiéu thu dugc thé hién trong mot trang, thong béo cho ngudi dung biét 1a minh c6
mail méi, tao ra chit ky & cudi thu khi giri thu cho moi nguoi.

Pé tao ra chit ky, ngudi dung click vao Options -> Mail -> Layout -> Email signature rdi
nhap nhiing thong tin ciia chit ky. Dé add thém logo cho chir ky, trén phan chit ky, nguoi

dung dét con chd vao vi tri can add va chon va sau do6 click dé luu lai cau

hinh.
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== Mail

® Options

Shortcuts - .
Hszve X Discard
¥ General
4 Mail C T o -
el signature
4 A stomatic processing

Auto
Undo send
mbax and sweep rules

Junk email reporting

anks and Rgdrs,

nh Ba Hifu (Mr) - Excutive,

Infrastructure Development Department

4 Accounts Mobile: +84 974040860

Block or allow Tel: +84 2438732732 Ext: 933
POD and IMAD AI ts eMail:  huudb.aits@vietnamairlings.com
Web: http A

R EE S HO: AITS Building. 412 Nauven Yan C

vil)

Reply z=ttings

Storage accounts
4 Layout
Conversations

Email signature

Huwéng dén thay déi ngon ngiv

Nguoi dung c6 thé thay d6i ngdn ngit trong giao dién Webmail tir Tiéng viét sang Tiéng anh
(English), ta vao Options>General>Region and time zone.

(© Options

Shortcuts ;
H save X Discard
4 General

My account Region and time zone settings

Change theme
Distribution groups Choose your language, the date and time format to use, and your time zone.

The language you choose will determine the date and time formats for your language.
Keyboard shortcuts

Manage add-ins
Language
Mobile devices

. ) English {Unit =3 v
Offline settings

Accessibility settings +/| Rename default folders so their names match the specified language

Light version Date format (For example, September 1, 2019 is displayed as follows)

» Mail Time format

Region and time zone [

Text messaging

-59 PM -

T
4 Calendar 07 AM - 11:59

4 Personalizatio .
Eeona alion Current time zone

Calenjlar appearance

(UTC+07-00) Bangkok, Hanoi, Jakarta hd

4 Automafic processing

Invitations
4 Notifications

Reminders

Text message notifications
4 Other calendars

Birthday calendar
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Huwéng din thay doi Mgt khéu
Nguoi dung dang nhap vao hé thong mail qua Web mail. Tai giao dién sau khi dang nhép,
chon biéu twong Options>General>My account>Change your password

(® Options
Shortcuts

4 General

My acoount

My account

First name Strest
nitials
P
City
Last name
ate/Province

Dizplay name™

Zip/Postal Code
Ernail address
Country/Region

Work phone

Man hinh Change your password xuat hién, nhapmat khan cii vi mat khau méi 2 1an, Mat

khau méi phai theo Quy dinh da duoc ban hanh, click dé thay d6i mat khau.

v Save Discard
i — e —_
g o Ly W 155WiC '\j
Enter your current pa d, type a new paszword, and then type it agaim to confirm
After saving, you might in again
Email address uudb E@aits Nhap password cil

EW passwiord

Nhap Password méi

C TN MW password

Nhap lai Password méi
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2. Huwéng dan sir dung email AITS Ién &ng dung Microsoft Outlook
a. Céc thw muc Microsoft Outlook
Céc thu muc xuit hién & bén trai cua hop thu ctia ban, bén dudi dia chi thu di¢n tir ctia ban (n6
cling dugc goi la Navigation Pane). Hién co hai loai thu muc:
e Thu muc mic dinh
Cac thu muc mac dinh 1a thu muc tiéu hop ly phén mém MS Outlook ctia ban. Cac thu muc
mic dinh gdm c6 Drafts, Sent mail, Deleted Items, Trash, gixi tin rac va van van. Mot sd
phién ban ctia Outlook cling c6 mdt thu muc Clutter, mac du né sép bi loai bo.
e Thuw muc ci nhén
Day 1a nhitng thu muc b6 sung ma ban tao ra dé cho nhitng thu vu tién cta ban. Rat quan
trong dé can than k ko tao ra qua nhiéu cac thu muc hodc ban dua stc bi 1an 16n vi K biét thu
muc nao dé dung.
vi du vé mdi loai thu muc, xem phién ban danh cho may tinh dé ban ctia hop thu MS Outlook dudi
day:

Inbox - - Outlook

Send / Receive Folder View Help Q Tell me what you want to do

B = Re Yl \ .2 ¥ . Search Peopl =%
” g—.g x r L ‘ Move to: ? Move £ Unread/ Read id i e ~
ol x. £\ =] % Reoly All > ~  %4Rules~ [75 Address Book =T
New  New Delete Archive (T — > Send/Receive
2 ; 1 s = = 1 S |™ Follow Up ~ oy
Email ftems» &S~ 3 Forward TeinErnal @3 OneNote F Y Filter Email All Folders
New Delete Respond Quick Steps a Move Tags Find Send/Receive
4 Favorites S Search Current Mailbox pol Current Mailbox =
Inbox Inbox All -
[ .
‘ | 4 Today | Ribbon
“ @gmail.c...
Inbox Hello 141 PM

Happy New Years Sent from myMail for i0S

b [Gmail]

b. Si&r dung thw muc trong Outlook
Céc thu muyc trong Outlook kha easy ding néu ban biét phai lam gi. Du6i day 1a mot s6
nhiing diéu co ban dé su dung céac thu muc:
e Tao mot thw muc méi New Folder
Pé tao ra mot thu muc trong MS Outlook, click vao tab Folder tir thanh Ribbon. Sau dé nhap vao
biéu tugng thu muc mdi New Folder. Hop thoai tao thu muc moi Create New Folder sé& hién thi:
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Inbox Outlook

File Home Send / Receive View Help Q Tell me what you want to do
Copy Folder l/ N Al % Clean Up Folder L.]] o o
b = b =
Move Folder - z [ Delete All o ; . |
New INew Search Rename : Mark All  Show All IMAP  Update  AutoArchive Folder
Folder] Folder Folder 2 Delete Folder 55 Read Folders AtoZ 6@ Purge~ Folders Folder List  Settings ons Properties
New Actions Clean Up IMAP Properties -~
% Search Current Mailbox L | Current Mailbox ~ E\‘;.Reply (’6'\_ Reply Al E?,Forward
Inbox ) _ All -~ L a1~ 249PM
470 [Gmail) New work &G
Name:
iz, Drafts
249 PM
= Sent Mail
_ ;) Folder contains: Hello,
b () Trash:17 Mail and Post items v
From My Boss 248 PM We are getting lots of new projects in. We need to
Select where to place the folder: . ;
Important v 5 assign them as quickly as possible.
t® Spam [1] Inbox _ _—
(Gmail Are you available to accept new work at this time?
Starred E Calendar (This computer only)
Calendar (This c... [&7] Contacts (This computer only) Thu 1/4 Thanks in advance for your attention to this matter.
= .
2 (% Journal (This computer only)
=] Contacts (This c.. Notes (This computer only)
(% Journal (This co... "> Outbox
- RSS Feeds
pootes (s £o- v Tasks (This computer only)
(3] Outbox !
b Sync lssues (T... 2 =y
! Tasks (This com..
O Search Folders
Filter applied Connected ] @B - i + 100%

str dung hop thoai tao thu muc méi Create New Folder dé thém thu muc va giit cho email ctia ban
c6 to chure.

Nhép tén ctia thu muc mai vao truong Name. Nhép chuot vao thu muc ma ban mong mudn dat thu
muc moi va nhép vao OK khi ban da thuc hién xong.

Trong vi du nay, tdi vira mégi xay dung mot thu muc ¢6 tén la Memos va dit n6 dudi thu muc From
My Boss. Dudi day la phuong thirc sap xép cac thu muc hién tai:

v

File Home Send / Receive Q Tell me what you want to do

Copy Folder (i] l[ 3}, Al . Clean Up Folder ~ | e
? Move Folder \») 4 % Delete Al =
New New Search Rename Mark All Run Rules  Show All S AutoArchive  Folde
Recover Deieted items Settings Perm

Folder  Folder Folder X DeleteFolder 5cRead Now FoldersAtoZ

New Actions Clean Up Properties

<
Search Memos KL | Current Folder ~

Memae Al ~
Inbox Memos All

4 [Gmail) We didn't find anything to show here,
i#; Drafts
4 Sent Mail
VIS Trsh 47 New Folder
4 1 From My Boss/
Memos
Important

= Spam [1]

Ban ¢6 thé thém mot thu muc phy bén dudi mot thu muc sin co.
e Doi tén mot thu muc
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Ban du stc refresh tén cua thu muc d6 sau khi ban di tao ra né. lya chon thu muc ban mudn déi tén
bang phuong thirc nhap chudt vao n6. Nhap vao biéu tugng doi tén thu muc Rename Folder trong
tab Folder. Ban s€ nhan thay mgt hop xuat hién chung quanh tén thu myc d6:

- Outlook

[ B Memos -

=) Y.
File Home Send / Receive View Help O Tell me what you want to do
Copy Folder (* 1 F\ Al . Clean Up Folder ~ E . —
Move Folder " 4 % Delete All T v ;
Mark All Run Rules  Show All AutoArchive Folder

X Delete Folder | ;cRead Now FoldersAtoZ o Recover Deleted ltem: Settings  Permissions Properties
Clean Up Properties

New New Search
Folder  Folder
New Actions

<
Search Memos AL | Current Folder -~

Inbox Memos All -
4 [Gmail] We didn't find anything to show here
1 Drafts
3 Sent Mail

b & Trash 17
4 % From My Boss
Memos /
Important
fe Spam [1]
Starred
Calendar (This c...
[27] Contacts (This c...
(% Journal (This co...
Notes (This co...
[3) Outbox
RSS Feeds
Sync Issues (T... 3

| Tasks (This com...

O Search Folders

Items: 0 Connected o & - +

ding biéu twong Rename Folder dé d6i tén mot thu muyc sén c¢é trong MS Outlook.
G4 vao tén thu muc méi vao hdp thu. Khi ban dang thuc hién xong, click phim Enter trén ban
phim cua ban. Tén thu muc mdi cua ban s€ dugc luu lai.

e Di chuyén mét |4 thw vao mdt thu muc
Mot khi ban da tao ra mot so thu muc, ban da san sang dé khéi dau dua nhitng 14 thu vao do. Quay

trd lai hop thu chinh ctia ban dé nhin thay cac 1a thu cta ban:
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=4 s Inbox

=]
File Home Send / Receive Folder View Help Q Tell me what you want to do
Copy Folder ( N Al % Clean Up Folder ~ :[;;W ® I._
— P (& =] —
Move Folder . / ¢ Delete All & Tl
New New Search i Mark All - Show All IMAP  Update  AutoArchive Folder Folder
Folder  Folder E older  a5Read FoldersAtoz &# Purge~ Folders FolderList ~ Settings Permissions Properties
New Actions Clean Up IMAP Properties -~
% Search Current Mailbox pol Current Mailbox ~ E);_ Reply @2 Reply All E:;Forward
i Inbox All - a81- 248PM
47 [Gmail] 4 Today Project estimates %
i#; Drafts
£ Sent Mail New wmlk 2:49PM
£ Hello, We are getting lots of new projects In. Hi,
4 5] Trash 17
Test Messages Project estimates 2:43 PM I need your projet':t estimates as soon as possible.
Testing Hi, | need your project estimates as soon as Please reply to this email when you have them
r .
4 1 From My Boss 4 Last Week ohdy
Memos
Important Hello Thu 174 Sincerely yours
Happy New Years Sent from myMail for iOS
fo Spam [1]
Starred

Dudi déy 1a cach thirc to chirc thu trong Outlook bang cach di chuyén cac 14 thur vao cac thu muc.
Nhap vao mét 1a thu dé chon né va chi khong khé khan dan 1a thu ¢6 vao thu muc chon cua ban.
Trong vi du dudi day, téi dang kéo tin nhan hop thu online “Project estimates” vao thu muc

Memos:
File Home Send / Receive Folder View Help Q Tell me what you want to do
Copy Folder ‘/ \ sz Al *_ Clean Up Folder = & r—
[~ L) Z = [_L? 1 =
Move Folder Nt [ Delete All S
New New Search Rename Mark All Run Rules  Show All : : : AutoArchive  Folder Folder
Folder  Folder Folder 'XDeleteFolder = 5cpead  Now FoldersAtoZ - Recover Deleted ftems Settings  Permissions Properties
New Actions Clean Up Properties -~
% | Search Memos P | curcent Forder - CReply EaReply All €} Forward
1B Viemos e All » . a%1-  2:48PM
41 [Gmail) 4 Today Project estimates %
iz, Drafts ]
£ Sent Mail Project estimates 2:48 PM
= Hi, | need your project estimates as soon as Hi,
4 [3] Trash 17
Test Messages I need your project estimates as soon as possible.
Testing Please reply to this email when you have them
4 " From My Boss ready.
Memos
Important Sincerely yours
@ Spam[1]

gidng nhu ban thay, 14 thu “Project estimates” hién gio da ¢ trong thu muc Memos

e Xo0a mjt thu muc
d6i khi ban du ndi luc thiy rang ban k con mong mudn su dung mét thu muc ma ban vira méi tao.
Khi diéu nay xay ra, ban c6 thé don gian xoa thu muc d6 di.
N}lép vao thu myc ma ban mong mudn xéa trong bang diéu huéng Navigation (bén tréi)
dé chon no:
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Memos - - Outlook
Send / Receive Folder View Help Q Tell me what you want to do
[ﬁ [._','l, G (2 Reply & Memos ¥ Move - [» | |Search People rr—.'-
= og e = ="
s (& : 2 Reply All & To Manager *|  “3Rules~ [ Address Book e !
New New o Archive E’@ = T N 2 Send/Receive
Email items~ | ¥~ (53 Forward Team Email X .@ OneNote N Y Filter Email ~ All Folders
New lete Respond Quick Steps (1 Move Find Send/Receive
4 Search Memos pe, Current Folder ~ &Reply @Reply All Q,Forward
Inbox Memos All - 281~  Tue248PM
4117 [Gmail) 4 Tuesday Project estimates -
iz, Drafts
Sent Mail Project estimates Tue 2:48 PM
F] Hi, | need your project estimates as soon as Hi,
4 (5] Trash 17
Test Messages I need your project estimates as soon as
Testing possible. Please reply to this email when
4 From My Boss you have them ready.
Important Sincerely yours

[© Spam (1]

Duéi day 1a phurong thirc to chirc cac hop thu email Outlook ciia ban bang cach xoa cac thu
muc khéng can kip.
Nhép vao biéu tuong Delete trong Ribbon. (Trong nhu ddu X.) Thu muc d6 sé bi xo4.
ChU y: Néu ban x04 mét thw muc, bat ky 14 thu nao trong thu muc d6 ciing sé& b xoa.
c. Céch sir dung categorize

e Doi tén hang muc
Theo méc dinh, cac hang muc doé dugc dét tén theo mau sdc. Dé doi tén mot hang muc, nhép chuot
vao mili tén hudng xudng & bén phai ctia biéu tugng Categorize. Tir trinh don tha xudng lya
chon all Categories. Hop diéu khién Color Categories s& xuét hién:

Inbox

Outlook

Send / Receive Folder

Q Tell me what you want to do

View Help

¥

0 l.,'1 G x m (2 Reply ) Move to: ? Move ~ €2 Unread/ Read | Search People 1_{:14
L ] ~€ ~ —~ I=1
. | & —  f2ReplyAll £3 To Manager *| i Rules~ [ Address Book == )
New New Delete Archive E{:.] = . . ) : Send/Receive
Email tems~ O~ €3 Forward = Team Email ¥\ MoneNote | Follow Up - Y Fitter Email - All Folders
New Delete Respond Quick Steps i Move Tags Find Send/Receive
< =
“ Color Categories X fward
inbox. 4 §3:22 PM
X To assign Color Categories to the currently selected items, use the checkboxes next to
7 Drafts :;chr;category. To edit a category, select the category name and use the commands to the for <
[ Sent ltems ancelled
- Name Shorteut k New...
{5} Deleted Items 2 R — o
[ I [Biue Categony! :
Calendar Om Green Ca(—e‘qory lures. To help protect your privacy, Outlook
oad of some pictures in this message.
7] Contacts [ Orange Category Delete
,_C\’ oisar [CJ B Purple Category Color:
[ Junk Email [0 vellow Category ncelled.
Shortcut Key:
Notes e
one] v
[3) Outbox s rescheduled.
RSS Feeds
V! Tasks
L Search Folders
Hatln Thu 174
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Ban ¢6 thé lam md mau cho nhiing thu cta ban trong Outlook dé don vi chung.

Dit mot ddu tich canh mau ma ban mong mudn d6i tén va bim vao nit Rename. G& dé 1én tén mic
dinh ctia hang muc dé dbi tén. Nhép vao nat OK khi ban dang thuc hién xong cac hang muc do6.
Duéi day 1a mot goi ¥ vé mot sd hang muc vira méi duge doi tén:

Inbox - - Outlook
Folder View Help Q Tell me what you want to do
E] Of-.— (T:; x m Q‘ Reply eyl ¥ Move to: ? ¥ Move ~ 3 Unread/ Read  Search People =1
¢ € = 9
&2 x| e @)_ Reply All & To Manager *  =Rules~ - Categorize ~ [ Address Book L g
New New o Delete Archive [3@ = Email com } Send/Receive
Email ltems~ 87 & Forward v LRnyEmN T 3% OneNote i~ All Folders
New Delete Respond Quick Steps ™ Move . Company Announcements Send/Receive A
<
i Search Current Mailbox L | Current Mailbox - Q_Repiy @_Re Bl Meetings
Inbox 4 Inbox All - B ReadytoGo
iz, Drafts 4 Today - LS B Urgent | =
£ Sent Items Waiting on Information
5] Deleted Items 2 Meeting Cancelled 3:22 PM " B Orange Category
Next week's meeting is "
[F=] Calendar © Click hereto « amn Al Categories.. your privacy, Outlook
= prevented aul Set Quick Click in this message.
i3 Pe
&3] Contacts Deadlines are Coming 3:22 PM
{® Journal Hi, Don't forget the
[© Junk Email 4 Tuesday Next week’'s meeting is cancelled.
Notes
=% - . RSP B You'll be notified when it's rescheduled.

Pit tén cho mdi hang muc mau dé don vi hop thu Outlook ctia ban
Céc hanh muyc tiry chinh riéng ctia ban dii stic khong giéng nhau.

e Xo0a mét hang muc
Sau khi ban dang tiy chinh tat ca cac hang muc cta ban, ban c6 thé thay rang ban s& k sir dung tat
ca cac hang muyc nay. Néu diéu d6 xay ra, ban dii ndi luc x04 cac hang muc khdng dung.
Dé xo04 mot hang muc, bam vao tly chon tat ca Categories trong trinh don Categories tha xuéng
loai. Hop thoai all Categories mo ra:

Send / Receive Folder View Help Q Tell me what you want to do
—_— i’;l (,\5‘. x = P WSS by Siiaa Pt AL Ok Search pCOp'(‘ =%
L : ‘ 9 = b
&8 x| L] | Color Categories X I8 Address Book s
New New Delete Archive : Send/Receive
Email. Reme ~ .’5 - To assign Color Categories to the currently selected items, use the checkboxes next to Filter Email ~ All Folders
each category. To edit a category, select the category name and use the commands to the
New Delete right. Find Send/Receive ~
< e
4l; search| | Name Shortcut key New...
A Inboy |CJ Il Company Announcements e
o [ Meetings
» Drafts 4
i & I R G|
(4 Sent Items : 1 Readyto Go Color: 2d
(] Deleted items 2 Mee (]l Urgent | W z]
Next! [[7] waiting on Information e
[Z= Calendar Shortcut Key:  |help protect your privacy, Outlook
@3 Contacts (None) w | pme pictures in this message. R
i Deag
% Journal Hi, @
{® Junk Email 4 Tues
Notes
(%) Outbox New| iduled.
5 RSS Feeds ok || conce
2! Tasks 4 Last Week 'E:]’
= g b
o E| e important Information abo... sat1/6
Items: 5 Unread: 4 0 s - ] + 100%

Ban du surc x0a cac hinh thirc mau ctia Outlook ma ban k dung.

Luu hanh noi bo



Nhap vao hop danh diu bén canh cac mau sic ma ban mudn x6a. Trong vi du trén, toi vira méi x6a
hang muc mau cam vi tdi khong ding né. Nhip vao nuat Delete .
Khi mét 16i nhic xudt hién yéu cau ban cdng nhan xda, click nit Yes. Khi ban dang hoan tit
cac thay doi cho cac hang muc d6, nhap vao OK. hinh thirc mau cam k con xuét hién trén trinh
don Categorize tha xudng va ban k thé gan né vao mét thu tin nhan hop thu online.
e Géan mot hinh thirc mau cho mgt thw
Mot khi ban vira méi mot minh hoé cac thé loai mau cta ban, ban d3 sén sang dé bat dau gan ching
cho cac thu trong hop thu ctia ban. Dé gan mot hinh thirc mau cho mét 1a thu, bam vao 14 thu d6
dé lya chon nod. Nhap vao biéu trgng Categorize. Trinh don Categorize tha xudng s& hién thi:

Inbox - - Outlook
Folder View Help Q Tell me what you want to do
s r.—.-;--- & x —‘ ' 3 Reply o W Move to: 7 ¥ Move » £ Unread/ Read  Search People =%
| | * P — =1
bl - R —  RAReply All E3 To Manager *  3Rules~ L} Address Book -
New New o Delete Archive EB- =1 = \ Send/Receive
Email Items~ &5~ & Forward =" = Team Email * SBOneNote Clear All Categories L All Folders
New Delete Respond Quick Steps o Move B Company Announcements Send/Receive -~
< - N -
4 Search Curtrent Mailbox p Current Mailbox ~ &chb’, ‘!L;‘,R
Inbox 2 Inbox All = B ReadytoGo
i7; Drafts 4 Today bad LS Bl Urgent
W :
£ Sent ltems \ Waiting on Information
: TN Te >
& Deleted items 2 Meeting Cancelled 322 PM To laurathewriter 888 All Categories..
Next week's meeting Is X
=] Calendar Orange Categor Set Quick Click.,
[27] Contacts Daadivies are Colbig 3.22 PM © Click here to download pictures. To help protect your privacy, Outlook
2 R prevented automatic download of some pictures in this message.
% Journal Hi, Don't forget the A
{© Junk Email 4 Tuesday
Notes Next week's meeting is cancelled. i
() Outbox New work Tue 2:49 PM
Hello, We are getting lots of ' : )
£3 RSS Feeds You'll be notified when it's rescheduled.
*! Tasks 4 Last Week
B
& s -y Important Information abo... Sat1/6 < -[:] 14
tems: 5 Unread: 2 0 B - ] + 100%

str dung trinh don Categorize tha xudng dé gan cac hinh thirc mau cho email va don vi cac hop thu
cua ban.

Nhép vao thé loai mau ma ban muén gan cho 14 thu dang chon. thé loai mau do sé& duge gan cho
thu. Ban s& thdy mau sic ciia hinh thirc mau 1a mét hinh vuéng & bén phai tén ngudi send thu trong
hop thu ciia ban. Trong bai viét ciia 14 thu d6, né xuat hién bén dudi tén nguoi giri.

Duéi day 1a mot goi ¥ ctia mot hop thu voi cac hinh thite mau gan cho all cac tin nhan:
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Send / Receive View Help Q Tell me what you want to do

[=9] ._;LJ & x 2 Reply ] W Move to: 2 ¥4 Move - 2 Unread/ Read ~ Search People Lk’“-j;
e % ~ " E2Reply All €3 To Manager *  3Rules~ i Categorize~ [} Address Book =
New New o Delete Archive - = = Send/Receive
Email hems~ | @~ £ Forward ™ Team Email * BoneNote ™ FollowUp~ Y Filter Email - All Folders
New Delete Respond Quick Steps F. Move Tags Find Send/Receive ~
< < - . a
4 Search Current Mailbox L | Current Mailbox = 3 Reply .':’;;l_ Reply All (‘?,Forward
inbox .2 Inbox All - Sat 1/6/2018 12:31 PM

iz, Drafts 4 Today e L

[ Sent Items @ Important Information about Our New Logo

] Deleted items 2 Meeting Cancelled 322 To §s199@y. com

Next week's meeting is

7 Calendar m fge
3:22 PN

(s Contacts Deadlines are Coming - 1 ;

{7 Journal Hi, Don't forget the ’_" anytown-consulting-logojpg

S5 b comu 131 KB

[© Junk Email 4 Tuesday

e Category
{3) Outbox New work Tue 2:49 PM Dear Joe, L]
Heilo, We are getting lots of

£) RSS Feeds

Z 4 Last Week I wanted to make you aware of our new business logo. I'm quite

g 8 proud of the selection. it meets the following criteria:
= m e Important Information abo... Sat 1. = [ >
tems: 5 Unread: 2 o 0 B - ] + 100%

Véi cac thé loai mau dugc gan cho céc 14 thu cta ban, ban c6 thé biét ngay duoc phai lam gi véi
moi email.
Mot 14 thu €6 thé c6 nhiéu hon mot thé loai mau dé gan vao. Bé gan mot hinh thirc mau phu
hop cho mot 14 thu, chon 14 thu d6 va bam vao mot thé loai mau khac trong trinh
don Categorize tha xudng .

e Loai bo categorize
Theo thoi gian, cac hinh thirc mau ctia mot 1a thu du stre cai thién. Ban c6 hinh thirc bo mét hinh
thirc mau tir mot 14 thu hodc cai thién no. Duéi day 1a nhitng diéu can st dung.
Dé loai bo mot thé loai mau tir mot 14 thu, nhan vao 14 thu trong hop thu cua ban dé chon no. Nhép
vao biéu tugng Categorize. Tir trinh don tha xudng, nhip vao hinh thirc mau ma hién vira méi gén
cho thu dién tir dé loai bo no:
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Inbox -
Send / Receive Folder View Help
e f._l % x m €2 Reply Move to: ?
g ol f Roy @}. Reply All & To Manager
New New Delete Archive 25 [_",] =T Email
Email Items+ 97 &3 Forward ¥ sl
New Delete Respond Quick Steps
4 Search Current Mailbox L | Current Mailbox =
Inbox 1 Inbox All =
iz, Drafts 4 Today
7 Sent Items a8
€] Deleted ltems 2 Meeting Cfn(elted 322 PM
Next week's meeting is
{21 Calendar
[&5] Contacts i
= Deadlines are Coming 322PM
%5 Journal Hi, Dont forget the
{© Junk Email 4 Tuesday
Notes
() Outbox New work Tue 2:49 PM
Hello, We are getting lots of
£ RSS Feeds i
5! Tasks 4 Last Week
|’_-;
Mmoo 5
""" Important information abo... Sat 1/6
ems: 5  Unread: 1

- Outlook

Q Tell me what you want to do

¥ Move - ) Unread/ Read  Search People =%
*  “9Rules~ s Categorize~]| (15 Address Book = LR- !
= y nd/Receive
B OneNote Clear All Categories i~ All Folders
e Move Send/Receve

Company Announcements

EaReply ERR

LS

Meetings

Ready to Go

Urgent
Waiting on Information
All Categories...

Set Quick Click...

To

0 Click here to download pictures. To help protect
prevented automatic download of some pictures in this message.

Next week's meeting is cancelled.

You'll be notified when it's rescheduled.

=

e m +

Ban ¢4 thé xoa mot thé loai mau dugc chi dinh tir mot tin nhin hop thu online.
Ban c0 thé gan mét hinh thirc mau mai cho thu tir trinh don tha xuong Categorize hoac khéng gan

mau cho né.

Dé loai bo all cac hinh thire mau cting mot lac tir mot thu thu dién tir c6 nhiéu hon mét hinh
thirc mau, chon thu d6 va bam vao tuy chon Clear tat ca Categories tur trinh don tha

xubng Categorize:

Inbox -

Send / Receive Folder View Help
*’-J r._ G- x ‘— £3 Reply Move to: ?
“F-j x —— J (/\ R &
4 e Reply All =3 To Manager
New New Delete Archive - &
Email ltems~> @0~ £ Forward Team Email
New Delete Respond Quick Steps
<
¥ Search Current Mailbox L | Curtent Mailbox ~
Inbox 1 Inbox ’
i Drafts 4 Today
(7 Sent items
] Deleted ltems 2 Meeting Cancelled 322PM
“ Next week's meeting is
[=] Calendar
|2 8]
&7 Cont
2] Contacts Deadlines are Coming 3:22PM
% Joumnal Hi, Don't forget the
{© Junk Email 4 Tuesday
Notes
(%) Outbox New work Tue 2:49 PM
Hello, We are getting lots of
RSS Feeds
1 Tasks 4 Last Week
£ Important Information abo... Sat1/6
tems: 5 Unread: 1

= Outlook

Q Tell me what you want to do

¥ Move ~ 2 Unread/ Read  Search People =%
9 Rules ~ (33 Address Book s
Send/Receive
S OneNote Clear All Categories Y Allfolders
™ Move Send/Receive A

i Company Announcements
€32 Reply -75‘\_ Re [l Meetings
L.: Ready to Go
LS B Urgent
Waiting on Information

To g 3 Al Categories..

0 Click here to download pictures. To help protect your privacy, Outlook
prevented automatic download of some pictures in this message.

Set Quick Click...

A
Hi, B
Don't forget the upcoming deadlines.
Let us know if you need extra time.
0 = - i + 100%

sir dung tly chon Clear tét ca Categories dé loai bo all cac thé loai mau tir mot email véi

nhiéu hinh thitc mau dugc gan.

d. Céch thwc hién Archive hoac Delete nhirng thw cii va don dep

your privacy, Outlook

1005
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e Delete cac email cii khong sir dung
No rat dé dang dé x6a mot tin nhan hop thu online cti. Chi can dé dang nhap vao thu dién
tir d6 dé chon no:

Inbox - - Outlook
Folder View Help Q Tell me what you want to do
=7 o= G5 x = QReply [T Movetor? ¥iMover | (3 Unread/Read |Search People Lj-‘.;i
ai] &) P E - A1="
e 1 % ) I3 Reply All £ To Manager *  i3Rules~ H] Categorize ~ [} Address Book ST
New New _ |JDelete Brchive W~ =37 ¢ = : Send/Receive
Email tems~ &S~ £ Forward eam Email Y ,@ OneNote  [™ Follow Up~ Y Filter Email All Folders
New Delete Respond Quick Steps ™ Move Tags Find Send/Receive -~
% gdete (Ctri+D) L | Current Mailbox ~ ELReply E2Reply All £ Forward
elete this item.
All = T 2018 3:22 PN
Int Al Thu 1/11/2 M
i7; Drafts 5% T LS
Re: RE: New work 1110 AM s 3
= Sent It
e st Thanks for the heads up, I'll have several projects Deadlines are Commg
{5 Deleted Items 2 To laurathewriter 12@gmad,com
4 Yesterday
B Calendar 0 Click here to download pictures. To help protect your
35 Contact privacy, Outlook prevented automatic download of
OMIACES Meeting Cancelled Thu 3:22 PM some pictures in this message. ”
(% Journal Next week's meeting is cancelled, You'll be notified
[© Junk Email
Notes Dea'cllines are Coming Thu 3:22 PM Hi,
Outh Hi, Don't forget the upcoming deadlines, Let us
t g
-2LERoX 4T Don't forget the upcoming deadlines.
£ RSS Feeds it
7! Tasks (=] Let us know if you need extra time.
New work Tue 2:49 PM
vel Search Folders Hello, We are getting lots of new projects in. We
4 Last Week
b
Important Information about Our New Logo Sat 1/6
Dear Joe, E]
= m e i
Items: 6 r &g - ] + 100%

Pay 1a cach thic don vi cac hop thu email Outlook ciia ban bang phuong thirc x6a cac thu cil.
Nhiép vao biéu tuong Delete & thanh Ribbon (n6 trong gidng nhu dau X). La thu dé duoc chuyén
to1 thu muc Deleted Items.
Pé x04 vinh vién mot 1a thu tin nhin hop thu online cta ban, bim vao thu muc Deleted
Items dé xay dung no ra. (N6 nam trong Navigation Pane & bén trai va trong giéng nhu mot thing
réc). click vao 14 thu dé6 mot 1an nira dé chon né. Nhip vao biéu twong Delete dé xo4 vinh vién I&
thu vira moi lya chon.
Cha y: Mot s6 sms bi x0a tron doi dii ndi luc dwoc phuc hoi tir CAc may chii néu chung ludn
lubn con trong thu muc Deleted Items, nhwng ban dii néi liec sé K thé phuc hoi cac email sau khi
ban x6a bo no.

e Archive thi cong
Mot cach thic it thong dung hon dé di doi cac thu dién tir cii tir hop thu ciia ban 14 luu trit ching.
Pé luu trir mot thu dién tir, nhan vao 1a thu dé chon nd. Nhip vao biéu twong Archive trong thanh
ribbon bén canh biéu tugng Delete:
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Qutlook

Folder View

0 l. 4 5= x £3 Reply & Move to: ? 5 Move -
; N .N. % 2 Reply All & To Manager * i3Rules~
ew ew =Tl v 7 P
Email ltems~ &S £ Forward C E3 Team Email 7| fBOoneNote
New Delete Respond Quick Steps e Move
<
i Search Current Mailbox L | Current Mailbox
Taboe Inbox All ~
i Drafts 4 Yesterday
- Sent ltems
Meeting Cancelled Thu 3:22 PM

{5 Deleted Items

Q Tell me what you want to do

2 Unread/ Read
S Categorize ~
|™ Follow Up ~

Search People
[} Address Book
Y Filter Email ~

Find
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All Folders

Tags Send/Receive

2 Reply (E-:‘,Reply All & Forward
Sat 1/6/2018 12:31 PM

Important Information about
r New Logo

Calendar e Set up One-Click Archive
[&7] Contacts Deadi We didn't find an existing archive folder, Create a new fol
% Journal Hi, D
b9 Junk Emad 4 Tu I Create archive folder I Choose existing folder
Plctes laur.
(3 Outbox New work Tue 2:49 PM
Hello, We are getting lots of new projects in, We
£ RSS Feeds
%1 Tasks 4 Last Week
0 Search Folders ] B
Important Information about Our New Logo Sat 1/6
/ Dear Joe,
Hello Thu1/4
Happy New Years Sent from myMail for iOS <end>
items: 7

m
L

Ider called "Archive™? . .
pnsulting-logo.jpg

b

Cancel

Dear Joe,

I wanted to make you aware of our new
business logo. I'm quite proud of the selection.
It meets the following criteria:

Business-like
Colorful

Professional
Eye-catching

Here's a sample of what the logo looks like:

<] »

0 1 + 100%

str dung biéu tuong Archive 1a mot phuong thirc khac dé gitr cho cac 14 thu cii ¢6 trat tu trong hop

thu dén cua ban.

Néu ban khdng dung chirc ning Archive ctia Outlook trude day, thi ban s& dugc nhic dé tao mot
thu muc luu trir. Nhap vao nat Create archive folder. Outlook s€ tao ra mot thu muc méi co tén

Archive va chuyén céc thu dién tir ma ban dang lya chon vao do:

Send / Receive Folder View Help Q Tell me what you want to do
o B
] I | TR x r— £3 Reply o Move to: 7 Move ~
I | % - = Q Reply All 8 To Manager v 3Rules~
New New o Delete Archive &~ = -
Email ems> &9~ S Forward = | Team Email 7 fBOneNote
New Delete Respond Quick Steps e Move
<
4 Search Archive L | Cutrent Folder =
Inbox Archive All -
7 Drafts 4 Last Week
3 Sent Items 8
Important Information about Our New Logo Sat 176

5] Deleted Items

Archive
(=] Calendar
[&7] Contacts

% Journal

{© Junk Email

Dear Joe,

3 Unread/ Read  Search People =%
I Categorize~  [173 Address Book =]
Send/Receive
I Follow Up~ Y Filter Email ~ All Folders
Tags Find Send/Receive -~
£2 Reply "-2 Reply All £ Forward
Sat 1/6/2018 12:31 PM
L
Important Information about
Our New Logo
To }s199@yahoo.com A

A anytown-consulting-logo.jpg

pencossu 131 KB

#)

Luu trit nhitng thu dién tir ¢ii trong thu muc Archive dé t6 chirc hop thu cua ban.
Trong twong lai khi ban luu trit mét thu dién tir, n6 s€ di vao thu muc nay.
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e Archive tw dong

Ban ciing c6 thé refresh setup luu trit ty dong caa MS Outlook. nhan vao File > Options dé mé cira

s6 Outlook Options:

|
oo m Options for working with Outiook.
Mail
Calendar Outlook panes
People | ;I Customize Outlook panes.
Tasks ‘
Search

Outlook start and exit
Language
Ease of Access & % Start Outlook in this folder: |&1Inbox Browse...
I | [T Empty Deleted Items folders when exiting Outlook
Customize Ribbon AutoArchive
Quick Access Toolbar 5
L;ﬂ Reduce mailbox size by deleting or moving old items to an archive data file.

Add-ins

Reminders

Trust Center

"B [ Show reminders
,

[4 Play reminder sound: der.wav Browse...

Export

=3 Export Outlook information to a file for use in other programs.

RSS Feeds

[_‘tq (] Any RSS Feed item that is updated appears as new
-8 [ Synchronize RSS Feeds to the Common Feed List (CFL) in Windows

Send and receive

Ban du strc thiét 1ap Outlook dé auto luu trit cac tin nhén.

1D

Navigation...
Reading Pane...

I AutoArchive Settings... I

oK Cancel

Nhiép vao tiiy chon Advanced tir Navigation pane bén trai. Sau d6 nhap vao nit AutoArchive

Settings. Hop thoai AutoArchive s& xuét hién:

G | ’ ;
i m Options for working with Outlook.
Mail
Calendar Outlook panes
People H;I Customize Outlook panes.
Tasks : [, "
AutoArchive
Search
Ouuookswtunde:d{ [JRun AutoArchive every |14 | 2 oo
L
geGe : | »7 Prompt before AutoArchive runs
Ease of Access & Start Outlook pyring Autoarchive
. |
WS 5 (] Empty Def Delete expired items (email folders only)

Adravoud I Archive or delete old items
Customize Ribbon AutoArchive Show archive folder in folder list
Quick Access Toolbar Default folder settings for archiving

@ Reduce mailh Clean out items older than E] S Months
Add-ins ‘ Move old items to:
Trust Center Reminders | [Csersyt | | Browse.. |

7R Show remJ Permanently delete old items

Play remis Apply these settings to all folders now
To specify different archive settings for any folder,
Export ' right-click on the folder and choose Properties, then go
| to the AutoArchive tab.
2 Export Outlog" » ok | \ Cancel

Navigation...

v Reading Pane...

Export
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str dung hop thoaj AuqtoArchive dé xac dinh cac thong $6 luu trix trong Outlook. ’
dung hop danh dau dé chon cac tuy chon luu trit ma ban mong muon lya chon. Nhap vao OK trén
hdp thoai AutoArchive khi ban vira méi thuc hién xong. Sau d6 nhap vao OK trén ctra so Outlook

Options.
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