|C3 Internet and Computing Core Certification Guide
Global Standard 4

Cudc song

Bai 14: Truyén thong ky thuat sé
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Muc tieu bai hoc

« Nhi¥rng hinh thire truyén thong dién tlr khac nhau

nhan biét ngwdi dung trén céc hé thong truyén théng

céc phwong phéap truyén théng khac nhau

st dung truyén théng dién tdr thich hop
. wu diém cla truyén théng dién tlr

dia chi thr dién t&r cé cau tao nhw thé nao

nhan dang cac thanh phan thw dién tr
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Toi co thé giao tiép véi nguwei khac bang cach nao?

- Truyén théng dé cap dén bat ky quy trinh nao cho phép
ban twong tac voi nguwdi khac

« C6 hai loai khung thoi gian thiét yéu cho truyén thdng: thoi
gian thwc va cé do tré.

Th ....... +h thAnA Hin A vy
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Toi co thé giao tiép véi nguwei khac bang cach nao?

* Thw dién tw (Email: Electronic Mail)

- Thuw dién t&r 1& mét phwong phéap chuan va phd bién dé trao déi cac
thdng tin kinh doanh va céc tin nhan ca nhan khi phan hoi chwa
phai & muc dd khan cap

- Thuw dién t& dworng nhw 1a phwong tién phd bién nhat cda truyén
thong dién tor

- cung cap cho cac doanh nghiép (va cac ca nhan) mét cach thirc dé
truyén tai tai liéu gitba cac dau mai lién lac.
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Toi co thé giao tiép véi nguwei khac bang cach nao?

» Tin nhan tirc thoi
- cho phép hai hodc nhiéu ngwdi tham gia “trd chuyén” véi nhau
theo th&i gian thwe
- nhap céc tin nhan vao trong mét clra sb ctia chwong trinh tin nhan tic
tho
- Tin nhan tic thoi 1a mot cach thive truyén théng rat hivu hiéu khi ban
nhanh chéng can c6 cau tra 1oi.

- can tao mot tai khodn v&i tén ngwoi ding va mat khau
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iep vé&i nguwei khac bang cach nao?

< mienbese T S5 Menu Bar

File Contacts Actions Tocls Help

Profile Picture
Share/Status

Andrew McSweeney ~

‘ Search contacts or the web 0 ‘

Favorites

K favorite friends at the t d H
T gpramesieesreeaez=ree | Information
Groups .
Creat t te and sh ith th I d t
p;:ji:g;o:fn;;ommumca € and share wi 13 Status n Ica or
Offline

- tolanol @live.com

Inbox Notification

Mi e B ®
B Alligator Attacks Trainer
Atrainer for the 'Kachunga and the

View Options
Add Contact

Connectedto &%  Add -
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Liét ké cac Iénh gilp ban thwc hién cac tac vu khi st
dung chwong trinh tin nhan tiec thoi

Lwa chon anh ttr danh sach cac hinh anh

M6t trwdng c6 dang & thoai hoac hinh bdng, cho phép
ban nhap thdng tin mudn chia sé

Lwa chon mét trong cac gia tri Available, Busy, Away
hodc Appear Offline dé thong bao

Chi ra s6 lwong tin nhdn méi trong Hop thw dén (Inbox)
cla tai khoan nay

Thay dbi cach hién thj

Thém lién lac vao danh sach nhirng ngwoi ban mudn




iep vé&i nguwei khac bang cach nao?

« Nhiéu nguoi coi tin nhan tie thdi 12 mot cach thive lién lac
it két noi trwe tiép dén ngwdi nhan so vai goi dién thoai
- nguwdi nhan doc dwoce tin nhan thi ho cling khéng nhat thiét phai tra 1o
ngay lap twc
« C4c théng tin lién lac cé thé dwoc chua sé tir chwong trinh
IM nay sang chwong T I —
trinh IM khac ]~

awrence says: (9:01:36 AM}
coming 2 town next Fri
awrence says: (9:02:44 AM) will the papers b ready 4 me 2 sign then?

oo Nicale Locklear says: (9:04:14 AM) es, they're at my desk

yes, they're at my desk
awrence Jang says

Lawrence says: (9:06:46 AM) reat! i should b in around 9:30
great! i should b in around 9:30

ocklear says: (9:07:43 AM)
don’t 4get the party after work 4 Curtis

Nicole Locklear says
on't 4get the party after work 4 Curtis

ast message received at 9:06 AM on 30/05/2012.

gww\l the papers b ready 4 me 2 sign then? icale Locklear says

are ~ & Video call ~ &

x
Share Facebook photos in Messenger

i
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Toi co thé giao tiép véi nguwei khac bang cach nao?

« Ban can chu y khéng dwoc cung cap mat khau hodc so6
thé tin dung trong cac chwong trinh M

- Viéc trao déi thdng tin qua cac chwong trinh tin nhan tirc thoi sé
dwoc givi qua Internet, va nhivng truyén théng nay 1a khdng béo
mat

 cac chwong trinh IM cho phép ban:

- chia sé cac lién két Web
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« Swr dung cac tinh nang da phwong tién
- Hau hét cac chwong trinh IM ch ophép ban trao dbi théng tin &m
thanh va video truc tiép theo thoi gian thuc
- can c6 mét tai khoan dé co thé s dung cho
viéc dang nhap vao mét dich vu trwéc khi sty
dung nhirng loai chwong trinh nay

- Néu chi c6 mét bén tham gia trd chuyén co
céc thiét bj thich hop thi video va Am thanh van cé thé truyén tai tir
may tinh d6 nhwng ngudi con lai khéng thé xem hodc nghe duoc
cudc trd chuyén, ho chi cé thé trd chuy@n bang van ban.

© CClI Learning Solutions Inc.




Toi co thé giao tiép véi nguwei khac bang cach nao?

 Tin nhan van ban

. TELUS = 12:03 PM ¥ =

Scott

- g qua mang di déng cua nha cung cap st dung

A e sawainor
giao thire Dich vu nhan tin ngan (SMS) [ﬂﬂckfw:u'sié‘;;"imfl
are thinking of going to

- dwoc tao va guwi tr dién thoai di dong

- s0 lwong ky tw trén méi tin nhan bi gidi han e ausgons ove
. 4 . U T
- (khoang 100 den 200 ky tw tren moi ban tin,

phu thuéc vao nha cung cap dich vu).
@ ( iMessage )é

- Dich vu tin nhan da phwong tién (MMS)
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Toi co thé giao tiép véi nguwei khac bang cach nao?

- Truyén théng chéo (Crossing Over)

- Hau hét cac nha cung cap dién thoai di ddng déu c6 mét dia chi
thw dac biét dé cho phép ban gtvi tin nhan téi d6, sau dé no6 sé
dwoc chuyén thanh tin nhan van ban téi dién thoai di déng

- ré&t nhiéu nha cung cp dich vu di ddng cho phép ban nhap tin nhan
van ban trén Web site ctia ho va gt tin nhan téi may dién thoai di
dong st dung dich vu mang cua ho

- Dién thoai di ddng co6 thé dwoc st dung dé givi tin nhan thw dién to

~ > ~n
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Toi co thé giao tiép véi nguwei khac bang cach nao?

VolP
- Thwe hién cac cudc goi thoai str dung két ndi Internet

- Con dwoc biét dén la Thoai trén nén bang théng réng (VoBB: Voice
over Broadband)

- chuyén dbi cac tin hiéu twong tw thanh cac géi div liéu sb
- thém théng tin dia chi vao mai goi
- sau dé guri cac goi tin qua mang di liéu

c6 thé thwe hién hodc nhan cudc goi VolP tir may tinh st dung phan
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Toi co thé giao tiép véi nguwei khac bang cach nao?

« Hdi nghi truyéen hinh
- Hoi nghi truyén hinh cho phép moi nguwdi & cac dia diém cach xa
nhau cé thé tham gia vao mét cudc hdi nghi

1. Camera duwoc dat & vi tri pht hop vé méat quang hoc véi mat nguoi
tham dy hop trén man hinh.

3. Diéu chinh khoang céach phu hop dbi véi ngudi tham gia tai vi tri tinh
tor chiéu cao mét ban tré 1én nhuw thé ho dang ngdi & ban hop dbi dién
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Toi co thé giao tiép véi nguwei khac bang cach nao?

 Phong tro chuyén trwc tuyén

la nhirng vj tri dwoc thiét ké riéng trén Internet dé nhivng ngudi cé
cung sé thich cé thé giao tiép vé&i nhau bang van ban

khi ban tham gia vao phong trd chuyén, bat ky tin nhan nao ban
dang lén ngwoi khac cling quan sat duoc

Bat ky ai & noi ndo trén thé gi¢i déu cé thé tham gia vao phong trd
chuyén trwe tuyén dwoc phan loai theo chia dé

Phong trd chuyén cé thé dwoc quan ly béi ngudi diéu hanh va ho
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Cac trang mang xa hoi

- La nhixng Web site ma ban c6
thé tham gia dé két néi voi
nhirng ngudi ban biét ciing
nhw lam quen v&i nhirng
ngwoi ban moi

Can tao ra mét tai khoan

trén trang mang xa hoéi
tridc khi str dung

© CCI Learning Solutions Inc:
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 Nhat ky ca nhan truwc tuyén

Thong thweng, tac gid cla trang nhat ky ca nhan trwc tuyén xuét
ban hodc “dang” bai viét vé mot cha dé cu thé va moi ngudi sau do
c6 thé dang binh luan phan héi lai cha dé

- ¢0 thé chira cac lién két dén cac trang nhat ky ca nhan ctia nguoi
khac goi 14 lién két lwu vét quay tré lai (trackback)

- Dé tao nhat ky ca nhan truc tuyén, don gian la ban chi can truy cap

dén trang nhat ky ca nhan va tao tai khnan .
a‘i “”a —— =2 XH llaThEMmsummi::l or UrI\k:‘ac(our\t or Sign in usin: ﬂﬁﬁﬁ !
- St dung cac mau dé giup ban co Office Blogs “a0ffice
thé bat dau dang bai ngay lap tic o T, W 5
\ AN ~ V4 Vd 15—Mmu et + JV =
- tao va duy tri trang nhat ky c6 thé webinars o T ﬁ NiCiet
Webinar: Keyboard More SmartArt graphics Gtt ng Started Tip 5:
ShrtthdE el, H g Rdland ttklt&t
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Toi co thé giao tiép véi nguwei khac bang cach nao?

- Thuat nglr tiéu nhat ky ca nhén trwee tuyén (microblogging), dé cap
dén qua trinh cap nhat cac muc trong nhat ky cd nhan cua ban

- Nhirng tinh nhan nhé dwoc goi la cac tiéu bai ddng (microposts)
- Cé thé thu gon URL dé dang céc dia chi trang web lén blog

- R0t gon dia chi URL

- Thay dbi cach hién thj bai dang nguyén gbc

- Ciing c6 thé str dung dé giri thw dién tt hay trén céc trang mang xa hoi
khac
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Toi co thé giao tiép véi nguwei khac bang cach nao?

« Sw hién dién
- kha nang xac dinh trang thai lién lac cua ban tai mét thei diém cu
thé
- Céc trang thai bao gom: Online, Busy, Away, va Do Not Disturb
- Ban c6 thé thuc hién thay dbi trang thai vao bat ky thoi diém nao

- Mét vai tuy chon nhw Be Right Back hoac Out to Lunch xac dinh
hon nhiéu va cho nguwdi khac wéce lwong vé khoang thdi gian ban
khéng san sang giao tiép
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Toi co thé giao tiép véi nguwei khac bang cach nao?

- Cac phwong tién xa hoéi va dieu khién truy cap

- Mét vai trang mang xa héi cling dwa vao bd nhan biét sy hién dién
dé hién thi khi ndo ban truc tuyén

- Hau hét cac trang mang xa hdi cing cho phép ban thiét |ap diéu
khién nhirng ai c6 thé xem dwoc trang cda ban, ai ¢ thé xem
thdng tin hd so’ clia ban va ai c6 thé dang céc binh luan 1én trang
cua ban

- Khi ban dang binh luan I&n trang cta mét ngwdi nao do, ban cé thé

7 \ N\ d
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Toi co thé giao tiép véi nguwei khac bang cach nao?

- Céac tiéu chuan truyén théng dién to
- Thuw dién tl& khdng bao gi¢r thay thé hoan toan cac hinh thirc truyén
thong dién t&r khac
- hay suy nghi vé muc dich cta ban tin, ban dang tim kiém sw phan hoi
nhw thé ndo va ban mudn nhan dwoc phan hoi sau bao 1au

- Thuw dién t& khdng phai 1a truyén théng thdi gian thue

- Khi viét mét ban tin, ban can nghi vé nguwdi nhan
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Toi co thé giao tiép véi nguwei khac bang cach nao?

- Thw dién t&r trong kinh doanh la nhirng thong tin chinh thirc cua
cbng ty
- lwu trir cac tép tin trong cac thw muc thich hop cia chwong trinh thuw
dién tor
- Than trong khi gtvi ban tin cho nhiéu nguoi.
- Khi tra I&i ban tin dwoc glvi téi nhiéu ngwdi nhan, ban xem xét khi nao
can thiét cho moi nguwdi doc thw phan hoi cia ban
- Néu ban tin chira théng tin bi mat hoac nhay cdm hay cé thé yéu

~n ~ 7 N A ~n e
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Toi co thé giao tiép véi nguwei khac bang cach nao?

- Viéc st dung tat ca céc tw viét hoa trong ban tin ctia ban dworc coi
la “shouting”

- Tranh dwa ra nhirng binh luan sai hoac gay hai cho ngui khac vi
diéu do6 co thé dworc coi 1a phi bang hoac vu khdng

- Khéng dwoc bat nat hodc quéay rdi mét ai dé theo bét ky hinh thire
nao

- Han ché sr dung chir ho&c tir viét tat khi giao tiép trong kinh
doanh hoac trwdng hoc, tham chi khi giri cac ban tin ca nhan hay
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Toi co thé giao tiép véi nguwei khac bang cach nao?

- Cac trang web ban tham gia va dwa cac théng tin ca nhan cua
minh 1&n ciling cé thé dwoc truy cap mét cach céng khai
- Hay nghft t&i nhivng gi ban mubn dang Ién vé minh va ai cé thé nhin
thay ching
- S dung nhirng nghi thirc mang (netiquette), hoac nhirng cach cw
X0 t6t trong moi truyén théng di mu kinh

doanh hay ca nhan

- Luén c6 gang phan hoi cac ban tin theo ding han

© CCI Learning Solutions Inc.
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Lam viéc v&i thw dién tw

« C4c loai tén mién pho bién khéc:
- .edu cho cac td chirc dao tao
- .gov cho chinh phu

- .org cho céc t6 chtre phi lgi nhuan

Khong phai moi cdng ty thwong mai déeu st dung tén mién
.com
- ¢6 thé str dung ma tén mién dé thé hién qudc gia ctia cong ty do

© CCI Learning Solutions Inc.



Lam viéc v&i thw dién twr

. Tén ngwéei dung, mat khau va thong tin dang nhap
- Can dang nhap tai khoan thw dién t& trwdc khi c6 thé giri hay nhan
thw

- Moi may chu thw dién tlr déu c6 kha nang nhan biét dia chi thw nao
d6 da dwoc st dung hay chuwa

- S dung nhi*rng hwéng dan chuan ma ban cé thé thwe hién khi lwa
chon tén nguwdi dung

- cac cdng ty yéu ciu ban tuan theo chinh sach dat tén thw dién tir
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Lam viéc v&i thw dién twr

- S dung tbi thiéu sau ky tw
- Trén céc s6, viét chiv hoa/thwérng, hodc ky hiéu
- Tranh s dung tén ngwdi gan gii véi ban

- Lwa chon mat khau cé tinh hop ly nhwng khdng rd rang da dé cho
ban c6 thé nhé n6

- Tranh s dung mét mat khau cho moi tai khoan

- Tranh st dung sw thay d6i mat khau dé doan
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Lam viéc v&i thw dién twr

- Su két hop cla tén ngudi dung va mat khau tao thanh théng tin
dang nhap thw dién tir cta ban

- Théng tin dang nhap can dwoc gri 18n may cha thw dién tl khi ban
dang nhap dé kiém tra hodc gvi thw dién tor.

- gilr tén ngudi dung va mat khau bao mat 1a vo cung quan trong

- Khéng chi béo vé tai khoan thw dién t& ma con can thiét phai béo vé
bat ky tai khoan trwe tuyén hay chwong trinh mang xa hoi lién két voi
tai khoan thw dién t&r cua ban

3 rat nhiéu chwong trinh thw dién t&r khach ) CAr hiét 1ap
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Lam viéc v&i thw dién twr

1.  Kh&i dong trinh duyét Web va truy cap t¢i: www.outlook.com.

2. Tai man hinh dang nhap, nhap théng tin Windows Account ID va mat
khau.

3. O phia bén dwéi man hinh, nhap chuét vao biéu twong mii tén kép
dé xem toan bo ban tin va sau dé chon Get started.

m ﬂ Andrew McSweeney a

Add an ema” account  inbox » Options » Sending/receiving email from other accounts

You can use QOutleok to send and receive email from other accounts. To get started, enter your email address and password below.

Email Address

‘ }ammweeney@tola no.com

Password

Advanced options

Privacy
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Lam viéc v&i thw dién twr

4. Nhap mat khiu vao Windows Account da tén tai va nhap chuét vao
Next.

Andrew McSw

Overview Manage linked accounts
Notifications Use linked accounts to switch quickly between your Microsoft account accounts.

Permissions
amcsweeney@tolano.com
Linked accounts Signed in

- Add linked account
Kids' accounts

Add accounts

Billing

5. Chon Add linked account.

Andrew

Overview Link a Microsoft account

Notifications

Verify your current information

Permissions

Linked accounts Current Microsoft account
Kids' accounts amcsweeney@tolano.com
Sign in with another Microsoft account
Add accounts

Password
Manage accounts | ‘

Billing
Forgot your password?

Enter the Microsoft account you want to link

Microsoft account

someone@example.com

© CCI Learning Solutions |




Lam viéc vé&i thw dién twr

6. Nhap tat ca cac trwdng va sau dé chon Link.

Overview Manage linked accounts
Notifications

You've added drew-mesweet@live.com to your linked accounts.
Permissions

Linked accounts Use linked accounts to switch quickly between your Microsoft account accounts.

Kids' accounts amcsweeney@talano.com

Add accounts signed in

Manage accounts drew-mecsweet@live.com
Unlink

Billing
Add linked account

7. Déng thé cha tai khoan mai dwoc lién két va quay tré lai
Outlook.com.
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Suwr dung Microsoft Outlook

~ - ‘ =
|§“ % ) |z Inbox - cci-student0l - Microsoft Outkm_l-(‘ — E@E
Home | Send / Receive Folder View & 0
@ = Clean Up ~ x - _a - ;J . _% £ Meeting (23 Move to: ? 5 To Manager 53 g- | Find a Contact ~
&Junkv ,j_) Team E-mail g/ Done L‘—I D [G Address Book
Meww  New Delete Reply Reply Forward & - N = — Move OneMote | Unread/ Categorize
E-mail Hems - 3 More =% Reply & Delete “Z Create New |T| - Read - “7 Filter E-mail =
Mew Delete Respond Quick Steps ] Maove Tags Find
Drag Your Favorite Folders F € S
______ |Search In box#trlﬂ-_j <+ Lo | 4 May 2012 »
4 cei-student0l Arrange By: Date | Mewest ontop ¥ El SuMo TuWe Th Fr Sa

2930 1 2 3 4 5

= Th it in this view,

%Dﬁﬂs 13 14 15 16 17 18 19
Sent Items 20 21 22 23 24 25 26
@ Deleted Items 27T 28 29 30 31 1 2
[ gl Junk E-mail A
@ ou“,ux -

[ RSS Feeds

g Search Folders

Mo upcoming appointments.

Do 10

Arrange By: Flag: Due |

r Type a new task

There are no items to show
in this view.
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Suwr dung Microsoft Outlook

Contents Pane Hién thj néi dung cla muc dwgc chon cho mé dun dang hoat déng
trong Khung diéu hudng

Search Nhép tiéu chuadn tim ki€m va xem két qua hién thj trong khi ban nhap
Vertical Split Kéo dé hién thi nhiéu hodc it hon dién tich cia khung & moi bén
Bars

Navigation Pane Di chuyén giita cdc m6 dun hodc céc thanh phan cla Outlook.
Email List Hién thi thdng tin ctia moéi mé dun hodc thu muc

Reading Pane Hién thi ndi dung cta bat ky ban tin thu dién tlr nao duoc danh dau
trong Danh sach thu dién tt.
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Suwr dung Microsoft Outlook

« Outlook chtra cdc mé dun hodc céc thanh phan cho phép
ban thwc hién cac tac vu khac nhau

Mail GUi, nhan, doc, va quan ly cac ban tin thw dién tu.

Calendar Lén lich cac cudc hen, cudc hop, hoac cac sv kién.

Contacts Quan ly danh sach lién lac, giéng nhw cach ban sir dung s6 dia chi.
Tasks Lwu vét va wu tién hda cac hoat dong.

Notes Nhap cdc ghi chd ngdn gon, twong tu nhw gidy ghi cha.

Folders List  Hién thj tadt ca cac thw muc trong phan trén cung cla Khung diéu
huwéng.
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Suwr dung Microsoft Outlook

« Tao ra cac ban tin méi
- Viéc gui thw dién tir sé thwe hién theo cac buwdc sau day:
1. Ghi dia chi nhan thuw.

2. Nhap van ban cho cha dé, va sau d6 nhap ndi dung thw, 4p dung dinh
dang néu can. Néu ban can g&ri mét tép tin qua thw dién tr, ban dinh
kem tép tin d6 vao thuw.

3. S dung cdng cu kiém tra chinh ta va hiéu dinh ban tin cia ban dé
han ché cac 16i vé chinh ta hoac nglr phap.
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Suwr dung Microsoft Outlook

Pé tao mot ban tin méi, ttr clra s6 chinh ctia Windows:
- Trén thé Home, trong nhdm New, nhap chudt vao New E-mail, hodc

- Trén thé Home, trong nhém New, nhap chudt vao mii tén ciia New
Items va sau dé chon E-mail Message

7
Nhan CTRL+N
= " E——— - B
EXIN" I R 4b = Untitled - Message (HIML) — — (= | &
Fila. Mesczge Insert Options Format Text Review i 0
Cul e — ¥ Full U
B | xcjEEe B& (BT
23 Copy ¥ High Impurlan
Faste B 7 U |%- A-|= = = | <= z= | Acdress Check | Attech Attach Slgnat Zo
= Fuimal Painter | | 1= Eook Names | File [Item~ $ Low Inpurtanc
Clipboard = Dasic Text [ MNames Include Tags Zo
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Suwr dung Microsoft Outlook

- nhap dia chi thw dién t&r cua nhirng ngwdi nhan hoac chon tén tw

danh sach

Théng tin dia chi — ban
can nhap it nhat mét dia
chi ngu&i nhan

Dong chi dé — van ban
ban nhap vao dong tiéu
dé giup ngwdi nhan biét
dwoc ban tin d6 mudn

© CCI Learning Solutions Inc.

- — — -
HEd® U + 9|+ New Proposal Tours - Message (HTML) -
Message Insert Oiptions Format Text Review

(o[ E |

)

— p— Foll Up -
E Calibri m A A2 =~ u @ g @ @ ¥ Follow Up Q
¥ HighImportance
Paste B 7 U aby . E = | €€ £5 | Address Check | Attach Attach Signature Zoom
d | A |. | ) Book Mames File  Item - - 4 LowImportance
Clipboard Easic Text G Mames Include Tags .| Zoom

| Student <nklassen@tolane.com:>

!ﬁ |

Send

Subject: |New Propaosal Tours

I would like to schedule a time when we can discuss the new proposal tours. We are getting some interest already from
clients who are now aware that we are opening the Seattle office shortly.

Let me know when it is convenient for you to meet on this. My schedule is open for the rest of the week. Thank you.

Andrew Mc Sweeney
Travel Director
Tolano Adventures
88 Piermont Drive
Seattle, WA 98117
USA

(206) 555-6262

[» &1

EM nickKiassen




Suwr dung Microsoft Outlook

 Dia chi
- Nhan dién nhirng ai s€ nhan dwoc ban tin thw dién t

To D& nhan dién nhitng ngudi nhan chinh cda thu dién tl, cé thé gii thu
dién t& cho mdt hodc nhiéu ngudi nhan bang cach ngdn cach cac dia

@)
(@)
=
(T
—~F
—F
Q)c
—F

Bcc  Bcc viét tat cia cum tir “blind carbon copy” va cung cap cach thirc dé

© CCI Learning Solutions Inc.




Suwr dung Microsoft Outlook

« Str dung Address Book

- La mét thw muc chira théng tin lién lac

- Dé truy cap vao danh sach cac lién lac tr mét clva s6 mai, nhép
chudt vao cac nut = hoéac

-
Select Names: Contacts o \

© CCI Learning Solutions Inc.

.

)

Search: @ Mameonly (7 More columrs  Address Book

|Go

Contacs - Other Address Bocks

- Adwvanced Find

Display hame

E-mail Address

= Aoigail Cuby

& Ana boutros

& Andrew MZSweeney
& Blair Miler

£ Brittanv Cooke

& C. Gaanzcn

& Conste Alirz

8 Carts Gorski

G Danizl Inex

& David Singh

& Cdwarc Tanzka

& Frances Nakamura
8 Hzid Anderson

Abigail Cobry (auolly @Lolanw.com)
Ama- outros (aboutrosictolano, com)
Andrew McSweeney (amcswezney @, ..
Blair Miler (bmiller @tclano. com)
Brittany Cooke (boooke @tolana.com)
C Guaanzen {gjguanzoen&tolana,com)
Christe Akrz {cakra@tolano. com)
Curts Gorski (cgorski@tolano.com)
Danizl Inex (dinzx 2tolano.com)

Diavid Sinch {dsingn@tolane . cor)
Cdward Tanizka {emraka @tolsno . com)
Frances Makamura (fnakarrurai@tola. ..

Heid Anderson (handersoni@tolano.c...
Heid Krame (hlkranee fonlane cam?

deelbry @ ularic, com
aboutros@tolzno, com
amesweeney @toano, com
bmiler@tolana, com
brooke @tolano. com
gguanzon@toano.com
cakra@tolano com
cgerski@tolano. com
dinex@tolano.com
deingh@olanc. com
etanaka @tolano.com
frakamura@tclano,con

handerson @tclano.con
hlkeranea fminlann ~nm

B Haid Krzize
4




Suwr dung Microsoft Outlook

« St dung mot trong nhirng cach sau dé chon nhiéu lién lac:

- DPé thém moi nguoi trong dai tén, nhap chuét vao tén dau tién
trong danh séch, va sau dé nhan va git phim SHIFT khi ban mudn
nhap chudt vao tén cudi cling

- Pé chon tirng tén riéng biét dwoc phan bd trong danh sach lién lac,
nhap chuét vao ngwdi dau tién ban mudn nhan ban tin, va sau dé
nhan va gitr phim CTRL khi ban nhap chudt vao tén cua tirng lién
lac ban mudn chon

r
~ by . 2 Vé . ~ \ n
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Suwr dung Microsoft Outlook

 Dong chu dé
- Gioi thiéu tém tat nhwng gon gang
- Lwa chon mét vai tir dé téng két muc dich cta ban tin dbi voi
ngwol nhan

- Pwng gri ban tin ma khéng c6é dong nay dé dam bao ban tin khéng
bi chan b&i may chi cla nguwdi nhan vi thw cda ban ¢ thé bj nghi
ng® la thw rac

N > 7 AY e AY > > ~ N

© CCI Learning Solutions Inc.




Suwr dung Microsoft Outlook

* N6i dung thw

- Day la noi ban nhap ndi dung cta ban tin.

- Thé dai bang tao ban tin mé&i chira céc tinh nang dinh dang
- @

Message Insert Options Format Text Review
% cut T e = | [El g @ |2r ¥ Follow Up ~ e

i ok bt A = =S= "
. 53 Copy ¥ High Importance A
Zoom

Paste abr . -
fFormatPainter Bl % - A |

Attach Attach Signature
File Item~ - ¥ Low Importance
| Include li| Zoom |

Address Check
Book Mames

Mames

111
4
wan
—— JHI

Tags

-

Basic Text

Clipboard T |

- Thé Format Text chra nhirng dinh dang twong tw nhwng cé thém méot

vai tinh nang khac nira

. Faormat Text Review

Options

| Fileo | Message Insert
U e LG R
= [ Z | 21| T || aaebcenc | maBbecne AthQH

B =
TMNormal || TNo 5paci.. Headingl |-
Styles =

Aa Plain Text
= = | *=
= T IESS
b

Change

52
Paste
+ F | AaPRichText
= Paragraph (] Styles

Clipboard 1= Format Font
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Suwr dung Microsoft Outlook

« Hiéu dinh ban tin
- Pé kich hoat tinh nang nay hoac st dung cac céng cu hiéu dinh
khac, nhap chuét vao thé Review va sau dé nhap chuét vao tuy

chon thich hop trong nhém Proofing

- Pé kich hoat tinh nang chinh ta:

Proofing

- Trén thé Review, trong nhom Proofing, nhap chuét vao Spelling &
Grammar, hoac

(g
Spelling and Grammar: English (U.5.)

= Nhén F7 Mot in Dictionary;

Let me know when it is convenintlfcr you to meet =~
on this.

-

Suggestions:
ccI nvenient &

convening

rrrrrrr

© CCI Learning Solutions Inc.



Suwr dung Microsoft Outlook

 Gui thw
- Khi théng tin cua ban tin da dwg'c nhap vao cac dong dia chi va
chi dé cling nhw ndi dung thw, nhap chudt vao Send & phia bén
trai cta trwd'ng dia chi.

© CCI Learning Solutions Inc.




Suwr dung Microsoft Outlook

* Nhan thw
- Pé kiém tra ban tin mai:

- Trén thé Send / Receive, trong nhom Send & Receive, nhap chudt
vao Send/Receive All Folders, hoac

- Nhan F9

- Thw muc Inbox cling hién thj sé lwong thw méi trong dau ngodc
ma ban nhan duwoc trong danh sac cac thw muc

© CCI Learning Solutions Inc.




Suwr dung Microsoft Outlook

 Phan hoi thw
- Pé tra 1&i ban tin d6i v&i ngudi guvi:
- Trén thé Home, trong nhém Respond, chon Reply, hoac
- Nhan CTRL+R, hoac

- néu dang xem ban tin, trén thé Message, trong nhém Respond, nhap
chudt vao Reply.

- DPé& phan héi dén moi nguwdi c6 mat trong ban tin gbc:

N > 4

© CCI Learning Solutions Inc.




Suwr dung Microsoft Outlook

- Khi ban chon mét trong cac tuy chon phan hoi thw, Outlook tao mét
ban tin m&i va bén trong né hién thj ban sao tin ban dau dé tham
chiéu, va thém RE: vao phan bat dau cda dong cha dé dé chira

rd . 7 = \ \ > A
bantin m&inaylaphan héi ... . s ok
- Message Insert Option Format Text Review [~ e

- tw dong liét ké cac dla chi (|BopeElec=cn @& (=7 200

Pt a{z; . = Address Check | Attach Aﬂathnat
7 B A | = J LowImportance

| Bo k Hames | File Hem~
Clipboard = Basic Text Include | Zoom

Tags

dia chi dwa trén tuy chon = ﬁ . |
Reply ma ban chon |

From: Lawrence Jang [mailto: jang555@ hotmail.ca]
Sent: Thursday, May 10, 2012 3:04 PM

To: amcsweeney@tolano.com

Subject: Anticipated Arrival

5]

Hey, Drew

Still antidipating to be in Seattle the week before the office is scheduled to open. I may even be able to arrive earlier to finalize the E

@lﬂw eeeee lang @ A

© CCI Learning Solutions Inc.



Suwr dung Microsoft Outlook

« Chuyén tiép thw
- Dé chuyén tiép thu:

- Trén thé Home, trong nhédm Respond, chon Forward, hoac

- Nhan CTRL+F, hoac

- néu ban dang xem
ban tin, trén thé
Message, trong
nhém Respond,

© CCI Learning Solutions Inc.

p
SIH9C s 9= FW. Bsmess Core e Message L D - [E=SEER)
Meszage Inzert Option Faormat Text Review & e
= " =_ o ¥ Follow Up ~ ©
B '“'A'=="‘-‘>M@Q@@’ ]
n 53 ¥ High Importanc
Paste B I U | abr . AL ===l I= = | Address Check | Aftach Attach Sgnat Zoom
- = T 7 Book MNames | File Item~ § LowImportanc
Clipboard 7| Basic Text | Names | Include | Tags |:| Zoom |

o |

oo L]

Subject: |FW Business Cards

From: Nicole Locklear [mailto:tolanol @Iiv:
Sent:Th rsday, May 10, 2012 1:35 FM
eeeeeeeeee y@tolano.com
Subject: Business Cards

e.com]




Suwr dung Microsoft Outlook

- Lam viéc vé&i cac tép tin dinh kem

- Gilr kich thwdc cha céac tép tin dinh kém nhé nhét c6 thé.

- Xem xét chén siéu lién két hoac lién két URL vao ndi dung thw dién
ter thay vi giri mét tép tin I&n dinh kem

- Xem xét tép tin dinh keém la gi va khi nao st dung thw dién t&r 1a
cach tbt nhat dé gui tép tin di.

- Xem xét loai tép tin va ngwdi nhan cé chwong trinh dé mé tép tin
do hay khéng

© CCI Learning Solutions Inc.




Suwr dung Microsoft Outlook

- Pé dinh kém ho&c chén mét tép tin trong thw dién ti:

- Trén thé Message, trong nhom Include, nhap chudt vao Attach File,
hoac

- Trén thé Insert, trong nhém Include, nhap chuét vao Attach File
- Sau d6 ban c6 thé truy cap dén cac vij tri thich hop va chon moét
hodc nhiéu tép tin dé dinh kém vao ban tin
- DPé xba tép tin dinh kém tir ban tin:

- Chon tén tép tin trong trwdng Attached va sau d6 nhan DELETE, hoac

© CCI Learning Solutions Inc.



Suwr dung Microsoft Outlook

« Xem cac tép tin dinh kem

- Khi ban nhan ban tin c6 tép tin dinh kém, Outlook hién thj biéu
twong Y

- nhap chudt phai vao tép tin dinh kém dé hién thj cac tuy chon dé
Xt ly

Ereview

Open

- Nhéap chudt vao Preview dé xem trudc tép tin dinh ké
Khung doc hodc trong ctra s6 ban tin

V4 l’\ V4 ~n L} 7 \ ~n 7
)

Quick Print
Save As
Save All Attachments...

Remove Attachment

Copy

0w XEEFL

Select All

1

I Home Send / Receive Folder View Attachments

TN
Open Quick Save Save All Remove Select Copy Show

© CCI Learning Solutions Inc. Print  As  Attachments Attachment Al Message
Acdtions | Selection Message |



Suwr dung Microsoft Outlook

- Nhép chuét vao Open dé mé tép tin trong chwong trinh nhan biét dwoc
loai tép tin do.

- Nhap chudt vao Save As dé Iwu tép tin dinh kém vao vij tri trén 6 dia
cuc bd hodc 6 dia mang

- C6 nhirng trwdng hop nat Preview file xuat hién dé cho xem trwdce
tép tin dinh kem

- C4c ban tin nhw vay chi ra rang ban cé thé mubn Iwu tép tin va quét n6
trwdc khi mé tép tin d6 ra. Ngoai ra, ban c6 thé can chon chwong trinh

] Message | J| 20111215 133601.m4a (2 ME}

ﬁ} You should only preview files from a trustworthy
SOUTCE.

Previewing the file might not show the full content of

the file. To see the most complete, up-to-date content,
open the file,

© CCI Learning Solutions Inc. Always warn befare previewing this type of file.




Suwr dung Microsoft Outlook

« Quan ly thw rac
- Thuw réc dé cap dén bat ky ban tin nao khéng mong muén

- thwdrng thi ngudi glri quang bé dich vu va dich vu, hodc truyén tai
céc ndi dung vé quan diém chinh tri/tén giéo

- Hau hét cac chwong trinh thw dién t& c6 tinh nang loc dé chan thw
rac

- nhiéu ISP ciing chay céc bd loc trén may chu thw dién t& dé chan céc
. e R « K

© CCI Learning Solutions Inc.




Suwr dung Microsoft Outlook

- Khéng cho thw dién t& cia ban dwoc thém vao bat ky danh sach dia chi
tiép thi nao
- Khi ban ghé tham mét Web site yéu cau dia chi thw dién t& cta ban
- Khéng tra 1&i bat ky thw dién t& ndo ban coi la thw rac

- Tranh dwa tén va dia chi thw dién t&r cia ban & nhirng danh sach cong

cona
VYI Iu

- Tranh tiét 16 thw dién tlr cha ban trén bat ky dién dan hoac nhém tin tirc
ma ban thwéng xuyén trao déi théng tin

- Pé& ngan ban tin cta ban bj danh dau thanh thw rac béi cdc may chu thw

© CCI Learning Solutions Inc.




Suwr dung Microsoft Outlook

- Poi phé véi thw rac trong Outlook

- Dé thiét 1ap céc tuy chon thw rac,
trén thé Home, trong nhom Delete,
chon Junk va sau dé chon Junk

No Automatic Khéng lam gi ¢, triy khi ngwdi glvi nam
Filtering (Khéng trong danh sach Blocked Senders

loc tw dong)

Low (Thép) Cac bd loc ban tin chira nhirng dac

diém rd rang cda thu rac (mac dinh).

© CCI Learning Solutions Inc.

o
Junk E-mail Options - amcsweeney @tolano.com

—]

Options | Safe Senders | Safe Recpients | Blocked Senders | intermnational |

X )

Outlook can move messages that appear to be junk e-mail into a spedal
Junk E-mail faolder.

ir

Choose the level of junk e-mail protection you want:

() Mo Automatic Filtering. Mail from blocked senders is still moved to the
Junk E-mail folder.

(@) Low: Mowve the most obwious junk e-mail to the Junk E-mail folder.

() High: Most junk e-mail is caught, but some regular mail may be caught
as well, Check your Junk E-mail folder often,

(7 Safe Lists Only: Only mail from people or domains on your Safe
Senders List or Safe Redpients List will be delivered to your Inbox,

Permanently delete suspected junk e-mail instead of moving it to the
Junk E-mail folder

Disable links and other functionality in phishing messages.
(recommended)

Warn me about suspicious domain names in e-mail addresses.
(recommended)

Apply




Suwr dung Microsoft Outlook

- Luwra dao trwe tuyén (phising) la thuat ngtr dwoc si dung dé miéu ta
céc ban tin thw dién tlr c6 gang lay céc thdng tin chi tiét vé tai
khodn ngan hang, thé tin dung, hodc so6 PIN tlr ngwdi nhan

- Néu Outlook nhan biét dwoc cac ban tin c6 chira dau hiéu lira dao,
Outlook sé& chuyén né vé dinh dang van ban thuan, vo hiéu hoa tat ca
cac siéu lién két va dat né trong thw muc Junk E-mail

- C6 bbn danh sach thw dién tlr ban co6 thé s dung dé loc cac loai
ban tin khac nhau dwoc xem la ban tin rac:

- Nhép chudt vao Safe Senders dé xem cac dia chi thw dién t& ban coi

© CCI Learning Solutions Inc.




Suwr dung Microsoft Outlook

- S dung thé Safe Recipients dé xac dinh -

cac dia chi thw dién t&r ban coi la nhirng cpsor [ S st ecpmns | B s vt |
ngwoi nhan an toan

always be teated as junk e-mail.

=
Junk E-mail Options - Andrew McSweeney g

. cancaataian Lo ]
- SG’ dung thé Blocked Senders dé liét ké | e
t’ng ngudi glri cu thé ma ban khong

r4 ~ r >
miiAN NhAn ~rAr hAnNn tin
I1HTIUUI I Illal wvaAAuvwv vJAiI (9]

- Ban c6 thé dé cac dia chi toan cuc cho
mot mién

© CCl'Learning SotutionsYne:




Suwr dung Microsoft Outlook

« Panh dau cac ban tin la thw rac

& Elock Sender

Mever Block Sender
Mever Block Sender’'s Domain (@ example.com]

Mever Block this Group or Mailing List

[ Mot Junk

% Junk E-mail Options...

- Pé danh dau mét ban tin 1a thw rac:

- Trén thé Home, trong nhém Delete, nhap chudt vao Junk, va nhap

~

© CCI Learning Solutions Inc.




Suwr dung Microsoft Outlook

 Lam réng thw muc Junk E-mail
- Pé lam réng céc ban tin dwoc chon trong thw muc Junk E-mail:

- Trén thé Home, trong nhém Delete, chon Delete, hoac
- Nhéan Delete hodc CTRL+D

- Dé lam rbng ca thw muc Junk E-mail, nhap chudt phai vao thu muc
va sau d6 chon Empty Folder

© CCI Learning Solutions Inc.




Suwr dung Microsoft Outlook

e Lwu trir cac ban tin o —

- A Iuu tri? céc ban tin mat cach thil cong, | =smmmememe
chon File, v&i phan Info da chon, nhap %E'
chuét vao Cleanup Tools va chon Archive @ Deletedens
- Chon thw muc ban mudn Outlook lwu trir %Jgu;EEmde .
- thanh trang thai hién thj sowm—vo §é LT I—
chi ra qua trinh lwu trir dang dwoc thye vmioipoamemputosrswe] (]
hién ngam o ) [Comat

© CCI Learning Solutions Inc.




Suwr dung Microsoft Outlook

R A ~ e ] rhutcv.ﬂm:hi'\rﬂ
- 'De tu, dOng |U’U trU’ cacC muc [V]Run AutoArciive every (30 |4 days

, R . . . . Pror:zio b:rfge A.I..ItOAJ'd"Ii\I'E runs
- Nhap chudt vao the File, chon Options, |
Archive or delete olditems

va trong nhém Advanced, nhap chudt R S

Defaul: folder settings for archiving

Vé.o AutOArChive settinQS, hOéC Clean out items clcer than EIE

@ Muve old itens Lo;

- ¢6 thé xac dinh khoang thoi giao bao 1au e

() Pernanently delete old items

chay tinh nang AutoArchive | A5 these setingsto o fldrs o |

To spedify different archive settngs for any folder, right-dick

on the folder and choose Properties, then go to the
Autoarchive tab,

ok | [ concel

- C6 thé chon dé xt ly, hoac c6 thé hay

7

Inbox Properties

| General | Home 2age | Autodrchive |

(@ Do not archive items in his folder
(0 Archveitemna in this folder using the default sottings

I Defzult Archve Settings.. |
(" Archve this tolder using thess settings:

Jean auk iterns older thar IE_":| [MDI‘I'H'IS '*]

(@ Move olditems to default archive folder
Muve uldilems Lu;

|If'f:'|,|Jgpra‘lshJdpnfm‘l,l']nmrnprﬂ?:‘[']l.ﬂmkFiI [Ernwge_, |

Fermanently dzlete olo items

© CCI Learning Solutions Inc.




Suwr dung Microsoft Outlook

* Tw dong hoa Outlook
* Str dung chir ky

- Pé tao chir ky, chon File, Options, va trong muc Mail, trong ving
Compose messages, nhap chuét vao Signatures

r '

E-mail Signature | Personal Stationery |

Select signature to edit Choose default sigmature

- E-mail aecount: |amcsweene'y@mlano.mm

Mew messages: |(n0ne)
Repliesforwards: |(mne)

L]

’ Delete ]’ Mew ]’ Save

Edit signature

@nee | ¢ u [ wows [ | s cod | @ 8

© CCI Learning Solutions Inc.




Suwr dung Microsoft Outlook

- Nhap chuét vao New, nhap tén cla chir ky va chon OK
o Sau d6 ban c6 thé nhap van ban chi ky va dinh dang néu can.
- Ban c6 thé tao nhiéu chir ky tai mét thei diém, hodc ban c6 thé thém
céc chir ky méi khi ban can

~

- Ban thiét ké chir ky mac dinh dé chi ky xuat hién rong moi ban t|n
hoac ban xac dinh st dung ¢

chuyén tiép thw v totow
- P& chon chi ky khac véi chiv ky mac dinh cho mot ban tin - sewwe | "

r
o A 2 4 o o Personal

Tolano

Signatures..,

© CCI Learning Solutions Inc.



Suwr dung Microsoft Outlook

« Gri thong bao khéng lam viéc & van phong

Trong thwc tién kinh doanh, néu ban Ién ké hoach khong c6 mét &
van phong, ban gvi ban tin dé théng béo véi nhivng ngudi thuwéng
xuyén lién lac v&i ban

Théng bao cho moi nguwdi vé sw vang mat cla minh va cung cap
cho ho tén ctia ddng nghiép c6 thé hé tro ho

Cb6 gang gwri théng bao it nhat hai ngay truwde khi ban khéi hanh

Viéc glri thdng bao dén céc lién lac c& nhan la tuy theo quyét dinh

© CCI Learning Solutions Inc.




Suwr dung Microsoft Outlook

- Nhwoc diém chinh cla viéc phan hoi nay & sé givi cho tat ca moi
nguwdi nhan ma khdéng phan biét nguoi g la ai

- khéng truy cap vao tinh nang nay trir khi ban két ndi véi cac may
chu thw dién ti chuyén dung " awersicresies svorgacasaningeon =

) Do not send automatic replies
@ Send automatic replies

= Dé thiét Iép hOéC Xéa théng béo ["only send during tis time range:

Start tine: [Frisiya012  [+] [s:00am 4]

Khéng Cé mét tal Vén phbng Ié.m Endtime: [satsiizja0:2 [+] [s:00am [+

viéc, ban nhap chuot vao File va 7" T o

v&i muc Info dwoe chon, nhap e Ft HesuvaccEs
\ - » P - — |

© CCI Learning Solutions Inc.



Lesson Summary

« Nhi¥rng hinh thire truyén thong dién tlr khac nhau

nhan biét ngwdi dung trén céc hé thong truyén théng

céc phwong phéap truyén théng khac nhau

st dung truyén théng dién tdr thich hop
. wu diém cla truyén théng dién tlr

dia chi thr dién t&r cé cau tao nhw thé nao

nhan dang cac thanh phan thw dién tr

© CCI Learning Solutions Inc.




Tong két bai hoc

1.Nhirng loai hinh truyén thong dién tlr ndo c6 thé sir dung
dwoc?

a.Thw dién tr d.Trd chuyén trwc tuyén
b.H&i nghi truyén hinh e. Bat ky dap an nao
c.Tin nhan van ban f. a hodc c

2.Trong dia chi thw dién tlr sau day, phan nao biéu dién tén

© CCI Learning Solutions Inc.




Cau hai on tap
3.Alice da gui thw dién t&r cho Gail, Susan va Kelly. When Gail m& ban tin, cé ta
thay ban tin dwgc giri cho minh va Susan. Khi Susan mé ban tin, ¢d ay nhin thay

ban tin dwoc glri cho ¢ ta va Gail. Khi Kelly mé& ban tin, cé &y nhin thay thw chi
dwoc giri cho minh. Cau nao duwdi day la dung?

a.Alice da liét ké ca ba dia chi trong trwwdng To.

b.Alice da liét ké dia chi caa Kelly trong trwwdng To trong khi Gail va Susan dugc dat
trong trwdng BCC.

c.Alice da liét ké dia chi cua Gail va Susan trong trwdng To, va liét ké dia chi cta Kelly
trong trwong BCC.

d.Alice da liét ké ca ba dia chi trong trwong BCC.

© CCI Learning Solutions Inc.




Cau hoi on tap

5.Sw khac nhau gitra tra 1o ban tin va chuyén tiép ban tin 1a gi?
a.Tra | tin 1& khi ban dap wng nguoi glri téi ngudi nhan va chuyén tiép ban tin 13
phan hdi cho ngu®i nhan va ciing gt ban sao cda ban tin cho ban.

b.Ban c6 thé phan héi cho mét hoac nhiéu ngwdi nhwng chi cé thé chuyén tiép ban tin
cho mét nguoi.

c.Phan héi khi ban dap &ng ngudi givi va chuyén tiép 1a givi ban tin cho mét ai do.
d.Khoéng khac gi ca
6.Khi ndo ban nén st dung siéu lién két thay vi dinh kém mét tép tin trong thw dién t&?

a.Khi tép tin dinh kém I&n va tép tin cé thé dwoc tai tir mét vi tri xac dinh trén Web

© CCl'Learhifg Solutiofs e




Cau hoi on tap

7.Thw rac dé cap dén diéu gi?

a.Nhirng ban tin khdng mong mudn dé quang ba san pham, dich vu hoac cac
chu de vé chinh tri/ton giao.

b.Ban tin t& cac cdng ty ma ban da dang ky dé nhan thu.
c.Hinh anh trong ban tin ttr nhi*rng ngudi ban.
d.Vi rat trong mét ban tin.

8.Lwu trlr ban tin nghia la gi?

a.Outlook sé& chuyén cac ban tin nhan dwoc trwdc mot ngay xac dinh vao trong
thw muc Deleted ltems.
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Cau hoi on tap

9.Tai sao ban mudn tao chi ky?
a.Vi ban khéng can tao hinh anh ctia chir ky viét tay mai lan g ban tin.
b.Dé tao mot ban tin méi tw ddng méi khi ban khéi ddng Outlook.

c.Dé chira thong tin chuan, chang han nhw théng tin lién lac cta ban trén méi
ban tin m&i.

d.bé tw déng tao ban sao méi khi ban g&ri mét ban tin.
10.Tai sao ban thiét lap théng bao rang ban sé khéng lam viéc & van
phong trong mot khoang thoi gian?
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