Outlook 2016

Hudéng dan Nhanh

Ban mdi dung Outlook 2016 hodc nang cép tur phién ban trudc? Hay dung hudng dan nay dé tim hiéu nhiing thong tin co ban.

Thanh cong cu Truy nhap Nhanh
Gilr cho cac lénh yéu thich luén
hién thi.

Kham pha ribbon
Xem nhiing diéu Outlook 2016 c6 thé lam bang cach bam vao cac
tab ribbon dong thai kham pha cac cong cu mdi va quen thudc.

Nhan trg gitp vdi cac cong cu va lénh
Nhap tir khda d€ nhan trg gitp vai Iénh hoac
thuyc hién Tra ctu Théng minh trén Web.

Hép thur d&n - Outlook:

] Office

Tuy chinh hién thi ribbon
Chon viéc Outlook c6 an lénh ribbon sau khi
ban st dung chidng hay khong.
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Khoan muc D3 guri

Khoan muc D3 xéa

Dan huéng cac thu muc thu
B&m vao mat thu muc dé hién
thi néi dung clia nd. D€ bat
hodac tat ngan nay, bdm Dang
xem > Ngan Thu muc.

Chuyén dai giira cac dang
xem

Outlook la nam Ung dung
trong mot. Cac lénh ribbon sé
cap nhat dé phu hop véi dang
xem ban chon.
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Thur muc Xem Q Cho téi biét ban muén lam gi...
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EJ Email Theo nham ¥ Ba xong

Malorie Potwin
Cic muc trong chuong trinh ...
Chao moi nguai,

Raymond Chasse
Bdo cdo chi phi d€n han tron...
Chao nhém, téi chi mudn nhiac

Lan Lieu
Cubc thi Xbox cudi tulin nay!...
Cha cii, g cli. Ai tham gia

Eva Valverde Charlton
V& viéc phat hanh ngay lap tic
Chiu nay ching ta g théng

Suparna Acharya
Hop Moi ngudi
Vui léng gdi cdu hdi cda ban

Alaine Lang
Ghi chii tir Cubc hop Tinh hinh
Chao ca nhém, néu ban da bd
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Malorie Potwin
Cac muc trong churang trinh hop nhofm trong tudn sau
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Chao moi ngudi,

Chiing ta hiy clng thdo luén céc muc sau day vao budi hop nhém I3n téi cda ching ta:

s Tuyén dung - nghi ra thém mot nha cung cip
« Ky nghi - cin xac nhén viéc ra mat san phdm
s Su kién Tinh than - y tudng v& dia diém hay ho?

Cam an
Malorie

T4t cd thu muc d3 duge cip nhat,

Hién hodc an ribbon

Ban can thém khong gian trén
man hinh? B&m vao mdii tén dé
bat hoac tat ribbon.
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DPoc email nhanh hon

C6 dinh ngéan doc bén canh
hodc & phia dudi cung dé xem
thu & vi tri mong muén.

Xem trang thai két néi
Outlook lién tuc hién thj trang
thai déng bo thu muc cua ban
va trang thai két n6i may chu
g day.
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Thiét lap tai khoan cua ban

Ban ¢4 thé sir dung Outlook 2016 ngay khi nhap théng tin tai khoan cia minh.
Trén ribbon, bdm vao Tép > Théng tin réi bam vao ndt Thém Tai khoan. Dang
nhap vdi dia chi email yéu thich cta ban hoac st dung thong tin do cong ty hoac
trudng hoc cla ban cung cép.

Thém Taikhodn X

Thigt I3p Tu ddng Tai khoan
‘Outiook o thé 1p G hinh tr dong nhiéu tai khoan emal,

@ Fai khoan Email.

Ten clia Ban:
Vi du: Ellen Adams

Dia chi Email:
Vi du: ellen@contoso.com
Mat khdu:
Nhp lai Mt khau
G& mat khdu ma nha cung cip dich vy Intemet 38 cép cho ban,

© Thict 3p this cong hosc kidu may chi b3 sung
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Tao muc mdi

Trong dang xem Thu, trén tab Nha, bAm Email Méi dé soan thong diép email
mdi hoac bdm vao Muc Méi va chon loai muc ma ban muén tao.
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i§h Cudchop Skype
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Sap xép thu theo quy tac

Néu ban thudng xuyén nhan dugc lugng I&n email tir cadc ngudn khac nhau, hay
xem xét viéc thiét 1ap cac quy tac tu déng luu trir email vao cac thu muc thu ma
ban da tao. Bat dau bang cach bam vao tab Sap xép, roi bam vao Quy tac > Tao
Quy tac.

Tao Quy tac X
Khi téi nhan email thoa man tat ca cac digu kién duge chon
[A Tir Malorie Potwin
[Jcha @& chita | Chuang trinh hop nham
[Pugc gditéi  chi mat minh téi v
Lam nhifng viéc sau
Hién thi trong clfa s6 Canh bao Muc Mdi
[ Pnat am thanh dugc chon: | . » [ ] Duyét..,

] Di chuyén muctéi thu mue: | | Chon Thu muc...

Hiy bd Tay chon Ning cao...

Chuyén déi gitra cac dang xem

Outlook con nhiéu tinh ndng khac ngoai email. & dudi cling cia ctfa s6 (ing
dung, ban c6 thé dé dang chuyén dai gita dang xem Thu, Lich, Moi ngudi,
Nhiém vy, Ghi chu va Thu muc dé quan ly tat ca cac khia canh trong cuéc séng
ban ron cia minh.

Cac lénh trén Ribbon sé chuyén doi dé phu hgp véi dang xem ban da chon, cling
nhu théng tin dugc hién thi trén thanh trang thai Outlook & dudi cling cua clra s6
Ung dung.

Tiy chon dan hudng...
Ghi chd
Thu muc
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Outlook con nhiéu tinh nang khac ngoai email

Chuyén doi sang cac dang xem khac dé quan ly tat ca cac khia canh trong cuéc séng ban rén cta ban.

Cong cu va lénh Lich dé sir dung
Trong dang xem Lich, ribbon hién thj t4t ca ndi dung ban
can quan ly méi ngay, tuan, thang va nam.

Chuyén dai dang xem ctia ban Tra clfu théng tin vé ai d6 trudc khi lén lich
Nhap tén va tim kiém dé xac nhan théng tin

lién hé cda ai dé trudc khi thiét lap cudc hop.

B&m dé xem mic d6 ban rén trong
ngay, tuan va thang cua ban.

Lich - Outlook

G / Nhan Thur muc Yem

] Office

Ban can médt ngay nang?
Xem qua du béo thdi tiét d€ dam bao cudc hop
hodc su kién ctia ban sé khong bi hiy do mua.

Q Cho téi biét ban muén lan gi...
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Tim kiém trong lich cua ban
Bat dau gé vao hép Tim kiém
dé tim nhanh cuéc hop va
cudc hen.
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Cufichen Tiép

Tao muc méi tai cho
Bam chudt phai vao vi tri bat
ky dé tao cudc hop, cudc hen
mdi hoac su kién khac.
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Pat tuy chon cua ban

Cé diéu gi d6 hoat dong khéng nhu mong dgi? Ban c6 thé dé dang thay déi va
tuy chinh céc tuy chon bat c lic nao. BAm Tép > Tuy chon, réi thiét lap Outlook
2016 theo cach ban muén.

Tiy chon cho Outlook 7 X
‘ Ch B cicr £l it v
| e D- Cac tily chon chung d& 1am viéc véi Outlook.
| )
| Tha
Lich Tity chon Giao dién Nguai ding
Moi ngusi Hién Thanh céng cu Mini khi chon @
Nhiém vu Cho phép Xem trudc Truc tigp ©
T kiém Ki€uMach nuéc: | Hién mé ta ciatinh nang trong Mach nugc v
Ngén ngir 'Gé nhan héa ban sao Microsoft Office ciia ban
Nang cao N
Tén nguéi ding:
Tiy chinh Ruy-bang Téntit
Thanh céng cu Truy nhap Nhanh [ Lusn ding nhing gia tri nay bat ké <6 dang nhap Office hay khong.
N Nen Office: Khéng c6 Nén <
Botro

Giao dién Office: [Sacss |~
Trung tém Tin ciy

Tay chon Khéi déng

Lam cho Outlook thanh chutng trinh mac dinh cho Email, Lién hé v Chusong inh mac dinh.
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Xem cac Hudng dan Nhanh khac

Outlook 2016 chi la mot trong cac (ing dung mdi dugc thiét ké trong Office 2016
méi. Truy nhap http://aka.ms/office-2016-guides d€ tai xuéng cac Huéng dan

Nhanh mién phi cGia chiing téi danh cho cac phién ban méi khac cua nhiing tng

dung Office yéu thich cua ban.

Né&u ban co6 bat ky phan hoi nao vé huéng dan cua ching t6i, vui ldng gui y kién
cla ban & cuéi trang tai xuéng. Cam on ban!

p Ao

] Office

Nhan trg gidp vaéi Outlook

GO mét tur khda hodc cum tur vao hop Cho toi biét ban muén lam gi trén ribbon
dé tim cac tinh nang va lénh ctia Outlook ma ban dang tim kiém, doc ndi dung
Trg giup tryc tuyén clda ching t6i hodc thuc hién Tra ciru Théng minh trén Web
dé biét thém théng tin chuyén sau.

Tuy chon Lich
Thu

Dao chidu Sap xép
Tiry chon 53p xép 4

Nhén Tro gitp trén "sip xEp t...
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Khim pha nhiing hiéu biét c...

GUi phan héi cho ching toi

Ban yéu thich Outlook 2016? Ban cé dé xuat cai tién? B&m Tép > Phan hoi dé
md& (ing dung Phan héi Windows, tir d6 ban cé thé gui I6i khen, phan nan va y
tudng truc ti€p dén nhém phat trién Outlook.

Chao mung!

Hay st dung ing dung Phan hai Windows 6 cho ching t6i biét cac
tinh n&ng ma ban yéu thich, nhifng tinh ning m3 ban khéng can dén
hosc khi mét tinh ndng ndo 86 cd thé trg nén t6t hon

« Tim kiém vA xem ngudi ndo dé c6 dua ra phdn hdi tuong tw khong.
« Sir dung “Tan thanh* @& cho chiing téi bit ban ddng ¥ hay gap su
6 tuang ty.

« Bua ra phan hbi mai cho ching t6i ma nguai khac c6 the tim thay
Vva tén thanh.

Bing viec cung ¢dp phan hdi cho ching t6i, ban dang ¥ ring

Microsoft c6 thé str dung phan hdi cia ban dé cai tién sén phim v
dich vy clia ching ti.



