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Hwdong dan Bat dau Nhanh

Microsoft Outlook 2013 c¢ giao dién khac véi cac phién ban trwdc day, vi vay chung
t6i da tao hwdng dan nay dé giup ban dé dang nam bat hon.

Bién Outlook thanh cua ban Tim kiém Quan ly cac Nhiém vu thw trong Danh sach Thw
Tuy chinh Outlook. Chon bang phbi mau khac va nén khac, déng Ban cé thé tim kiém thw muc, thw muc con, tham chi 1a cac Phan loai, G&n c& hodc X6a bd thw ngay tai ché—trong Danh
bo hoa ching véi cac may tinh khac cta ban. hép thw khac. sach Thuw.
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Thém tai khoan cua ban
Trwée khi cé thé glri hodc nhan thw, ban phai két ndi tai khodn email cia minh.
Néu cong ty clia ban st dung Microsoft Exchange, thi Outlook 2013 sé tim cach
thiét 1ap tai khoan email cho ban.

Néu ban s dung email trén Internet (chdng han nhw Ho,tmail, Gmail hoac Yahoo!),
hay nhap tén, dia chi email va mat khau cta ban dé thiét 1ap tai khoan.
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Thong tin Tai khoan
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Khéng cotai khodn nao san cé. Thém mottai khoan e-mail d€ cho phép cac tinh ning bésung. J.

= Thém Tai khodn

Thém tai khodn thu dién tir hosc két néi khac. }aN va Mang Xa hi
[ =¥ | Hay thay dai thiét dat cha tai khadn nay hodc thigt 13p thém két néi.
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Thay dbi Cha dé Office

Chung t6i da thiét ké lai Office 2013 d& mang dén mét trai nghiém mach lac,
dé dang — giong nhw mét t& giay trang. Néu ban my()n xem cac vung khac
ctia Outlook rd rang hon, ban cé thé thay déi Cha dé Office.

Hay dung thiét d&t Tép > Tai khoan Office dé thay ddi bang phéi mau Office
2013 cho tAt c& cac may tinh cta ban hoac dung Tuy chon Outlook dé chi thay
déi bang phdi mau trén may tinh nay. Ban co thé chon t» Trang, Xam Nhat hoc
Xam bam.
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Nhirng ndi dung ban co thé tim kiém

Hay dung danh sach duéi day dé tim thém mét sé cdng cu va Iénh thwdng dung trong Outlook 2013.

Sau do, tim trong...

Ap dung méu nén thw hodc nén cho thw Tép Bam Tép > Tuy chon > Thw > Mau nén thw va Phéng. Trén tab Mau
nén thw Ca nhan, bAm Chu dé.

GUi tra |oi tw dong khi ban vang mat Tép Trong Théng tin Tai khoan, hay bam Tra I&i Tw déng > G tra loi
tw dong, sau d6 chon cac tuy chon cla ban (tinh nang nay yéu cau tai
khodn Microsoft Exchange Server).

Cheén &nh hoac hinh mau Chén Tir thu moi, bam Minh hoa, réi bam vao mét trong cac muc sau day:
Anh, Anh Trwc tuyén, Hinh dang, Smart Art, Biéu dé hozc Anh chup
man hinh.

Quan ly email bang cach gan quy tac Trang chu Trong dang xem Thw, bAm Di chuyén > Quy tac.

Chén biéu twong hodc ky tw dic biét Chen T thw m&i, bAm Céc biéu twong > Biéu twong.

Thém ngay |& vao lich cla ban Tép Bam Tuy chon > Lich. Trong Tuy chon Lich, hdy bAm Thém Ngay Ié.

Chia sé lich Trang chu T dang xem Lich, trong nhém Chia sé, hay bAm Gwi Lich qua

Email > Chia sé Lich (tinh ndng nay yéu cau tai khoan Microsoft
Exchange Server) hodc Phat hanh Trwc tuyén.
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Thuw tir khdng phai 13 tat ¢

Giao tiép la diéu rat quan trong nhuwng thdi gian clia ban ciing quan trong khéng kém.
Outlook 2013 da cap nhat cach ban quan ly thoi gian, lién hé va Nhiém vu cia minh.

Lén lich Cuéc hop Lync
Ban c6 thé chon mét truc tiép hodc tiét kiem mot chuyén
di bang cach hop trwc tuyén véi Lync 2013.

Lap ké hoach theo thoi tiét

Xem nhanh dw bdo cho thanh phé ctia ban va téi da bén thanh phd
khac. Khi ban 1én ké hoach cho cudc hop ngoai thanh phé, ban sé
biét nhirng thtr cAn mang theo.
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Tao mot chir ky emaill

DPé tao chiv ky email m&i, ban hay lam nhuw sau:

1. B4m Tép > Tuy chon > Thw. Trong Soan thw, bAm Chir ky.

2. Trong tab Chr ky Email, bAm M&i, sau dé nhap tén cho chir ky.

3. Trong hop Stra chiv ky, hay nhap van ban ban mudn dwa vao chi ky,
rdi str dung céng cu dwng sén dé dinh dang ch ky dé.

Chit ke v3 M3u nén thu .9 [
Chirky Email | Mu nén thu Ca nhén
Chon chitky d€ sia Chon chif kj mac dinh
T .| Taikhodn email [|manjrekar@sdith-mso.com [-]
N3i b Lo
Trd ai Théng bag mét:  (knang cs) |Z|
Tré 1gi/chuyén tigp: (khéng cé) |Z|
[ X6a bd ] [ Méi ] [ Luu ] l Dé)tén ] Thém anh
Stfa chif ky
|| cob mhan) [+][11 |Z|| B I U Ty déng |Z||E] = = | [&5] Danh thiép ||§b= Thém siéu két néi
Anne Weiler lj
Contoso, Ltd
anne@contaso.com
(273) 555-0151

Néu ban da tao chir ky tir trwdc, ban cé thé sao chép chi ky tr mét trong
cac thw da gvi cia ban rdi dan vao day.
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Tw dong thém chir ky vao thuw

Dé tw déng thém chir ky vao email mai, ban hay lam nhw sau:

1. T dang xem bét ky, hady bAm Tép > Tuy chon > Thw. Trong Soan thuw,
hay bdm Chip ky.

2. Trong Chon chi¥ ky méc dinh, hay chon chir ky dé thém vao Thw M&i.
Néu muén, ban hay chon mét chiv ky khac cho Tra I¥i/Chuyén tiép.

3. D& thém chi¥ ky vao thw méi theo cach thd cong, tir mot thw méi trén tab
Thw trong nhém Bao gém, hay bdm vao Chir ky, sau dé bam vao chi ky
ban mudn.
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