Hwéng dan cai dat Outlook 2003

1. Khéi dong Outlook va thao tac & lan st dung dau tién.

Bwéc 1: Khéi dong phan mém Outlook trén menu start bang mét trong 2 cach nhw
mot trong cac hinh bén dwéi:

Céach 1:
Internet ___} My Documents
( Inkernet Explorer
i 5 My Recent Documents #
_0) My Pictures
Cach 2:

] u_] Microsoft Office Tools 4
1 Unikey Wietnamese Input Metho | icrosol ice Access
Unikey Wiet Input Method Pi B ™ ft Office & 2003
*| Launch Manager !3! Microsoft Office Excel 2003
L F 2

|T Microsoft Office

Motepad

- ﬂ My Blugtooth Places Microsoft COffice Qutlook 3
=l |L|'_] Mozilla Firefox D'@ Microsoft Cffice PowerPoint 2003
& | Microsoft Acces; |
' [ Skype v |[] Microsoft Office Word 2003

I
i | *| Canon Printer Uninstaller 2
Command Prom) o
L] Powertoys for Windows XP 4
©] PrintMe Internet Printin 4
‘_‘g Paink fo 8
[ winrar v

[7} Acrobat Distiller 6.0
@ KMPlaver =
| Adobe Acrobat 6.0 Professional
|(*] Internet Download Manager 4
(] The KMPlayer 4
|(7] ¥ahoo! Messenger 4
all Programs. » |/ GlobalscapE »
3
»
3

|(*] BlackBerry
[£] LaCWIET mtdzonz

st | @ (0] @) vocorp Provic 2007

Bwéc 2: Lan dau tién chay phan mém Outlook, hép thoai xuét hién nhw hinh bén
duwdi. Ban nhan chudt vao nut Next.

Qutlook 2003 Startup

Outlook 2003 Startup

‘welcome to the Outlook 2003 Starkup wizard, which wil
guide you through the process of configuring Qutlook,
2003,

Cancel

Bwéc 3: Hop thoai cAu hinh tai khodn E-mail xuét hién, ban chon No
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X

Account Configuration

E-mail Accounts

‘ou can configure Outlook ko connect to a Microsaft Exchange Server, Internet
E-mail, or other E-mail server. Would vou like to configure an E-mail account?

’ < Back ][ Mext = ][ Cancel ]

Bwéc 4: Hop thoai tiép theo xuét hién, ban lwa chon nhw hinh bén dwdi

Cancel Configuration

Create Data File

ou have chosen ko exit the Outlook 2003 Startup
wizard without configuring an e-mail account,

L.;

‘ou will not be able to send or receive e-mail messages.

You can add an e-mail accounk later, However, we
recommend that wou use this wizard to add an e-mail
ACCOURE o,

[#]icankinue with no e-mail support.;

el

[ < Back, ]I Finish ]

Tiép theo, ban chuyén sang Bwéc 1 & muc 2 bén dudi. ..
2. Cai dat Outlook tir file di¥ liéu c6 san hoac tao file div liéu méi trong 6 D

E-mail va cac di¥ liéu ctia phan mém Outlook phu Calendar, Contact, Tasl§ sé deo’c
Iu:u triv ch’ung vao moét file .pst. Do vay, ban can dat file di liéu nay trong oD.bé
van co thé st dung lai file nay néu may tinh ctia ban phai cai lai hé dieu hanh.
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Bwéc 1: Dé tao file di lieu cho Outlook, ban thyc hién 1énh File / Data File
Management...

i8] Outlook Today - Microsoft Outlook

EEile Edit iew Go  TJools  Ackions  Help

Mes ¥ lpe acontacttofind = | (@ ! { @ Back @)
Open 3

l Close All Tkems

Eolder 3

Data File Management. ..

Import and Export...
archive. ..

§&4| Print... Chrl+P

Exit

Bwéc 2: Theo mac dinh Outlook tao sén file dir liéu va dé trong 6 C, ban nhan nat
Add dé tao file di¥ liéu mé&i
Outlook Data Files El
Daka Files
Select a data file in the list, then click Settings For more details or click
Open Folder ko display the Folder that contains the data file, Ta move or Lol b lane e
copy these files, you musk first shuk down Outlook,

Tarre Filenama Cornrment Settings:..
Personal Folders — C:iDocuments and Setkin.,,  Mail delivery location §

Close

Bwéc 3: Ban lwa chon kiéu file di¥ liéu 1a Office Outlook Personal Folder File (.pst)
nhw hinh bén dudi

New Outlook Data File X

Descripkion

Provides more storage capacity Faor ikems and Folders,
Supports multilingual Unicode data, Mot compatible with
Cutlook 97, 93, 2000, and 2002,

o4 Cancel
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Bwéc 4: Hop thoai nhuw bén dudi xuat hién. Trong hdp thoai nay, ban can thyc hién

2 thao tac:

My Wetwark
Places

f My Computer
e Le Khac Quyen's Documents
|C5) TruyenSil's Documents
|C5) Shared Documents
ﬂ. 3% Floppy (A

g indows (T

Daka (D

& CD Drive (E:)
o DVD-RAM Drive (Fi)
& My Network Places
[} My Documents
;} FTP Locations
[@] addiModify FTP Locations

r_ﬁ_;l@'L!]ld 2 4 B v Tools =

File name: | |LekhacGuyerzolo|

ol

Save as bype: |Persona| Folders Files

L | Zancel

Thao téc 1: Lwa chon duwong dan dé lwu trr file di¥ liéu cho Outlook. Trong hinh
minh hoa bén trén, chung t6i chon dwong dan la D:\Outlook

Thao ta"c 2: G0 tén file di¥ liéu vao 6 File name. File d¥ liéu thwdng dwoc dat tén lién
quan dén tai khoan E-mail.

Sau d6, ban nhan nut OK, hdp thoai Data Files nhw hinh bén dwi xuét hién:

Outlook Data Files

Data Files

Select a data File in the lisk, then click Settings For maore details or click
Open Folder ko display the Folder that contains the data file. To move or
copy these files, vou musk Firsk shut down Outlook,

X

Marme

Personal Folders
LekhacQuywenz010  DodCutlookiLekhacQuyve, ..

Filename
CiiDocuments and Sektin, ..

Carnmmenkt
Mail delivery location

Settings...

Open Folder. .,

Rernove

il

Close

Trong hép thoai trén, dir liéu dwoc Outlogk lwu trir m&c dinh vao dwdng dan thé hién
o qét Comment: Mail delivery location. Bé lwu tri E—mg—lil vao file ban vira tao, ban
nhan nuat Close dé dong hép thoai nay lai va chuyén tiép sang Bwéc 5
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Bwéc 5: Thuwc hién Iénh Tools/E-mail Accounts... nhw hinh bén duéi

Outlook Today - Microsoft Outlook

EEiIn_%, Edit  Wiew Go | Todls | Ackions  Help

P adew | 5§ | ZoFin i E
M fiddress Book. .. Ctrl+5hift+B

?;'| Duplicakes. ..

Mail ;

Emuorite: Boliars 5] Empty "Deleted Items" Folder

L Inbax Borrs 4
L3 Sent Items Macro r

All Mail Folders E-mail Accounts. ..

= 5 Personal Folders

| Custormize, ..
(4] Deleted Ttems ;
L7 Drafts Cptians. ..
Lj Inbas %4 Search For duplicate messages. ..
[ Junk E-rnail —

Bwéc 6: Hop thoai E-mail Account xuét hién. Ban lwa chon nhw hinh bén duéi:

E-mail Accounts

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

E-mail

() Add a new e-mail account

| (&) 4iew or change exisking e-mail accounks:

Directory

() Add a new direckory or address book
(") view or change existing directories or address books

< Back Mexk = l [ Close ]
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Bwéc 7: Trong 6 Deliver new e-mail to the following location, ban Iwa chon File dv
liéu vira tao réi nhan nut Finish

E-mail Accounts

E-mail Accounts
‘ou can select an account and change its settings or remove it

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

Mame Tvpe

Deliver new e-mail to the Following location:

Personal Folders [ | [ New Outlook Data File. ..

[ < Back " Fimish ll[ Zancel

Outlook sé& lwu trir E-mail vao file di¥ liéu ma ban vira thay d6i dwong dan trong lan
kh&i dong t&i, ban hay nhan nut OK trong hop thoai bén dwéi:

Account Manager gl

] ‘ou have changed the default delivery location For wour e-mail. This will change the location for wour Inboz,
. Calendar, and other Folders. These changes will take effect the next time you start Outlook.

Cancel

Bwéc 8: Ban tat Outlook va Khéi dong lai Outlook, thwe hién 1énh File / Data File

Management...

E_Eile Edit Miew Go Tools Actions  Help

MNew

-

pe acontact tofind -+ | (@) ! 5 Back (=3

Qpen 3

Closg All Tkems

Folder (8-

Data File Management. ..

Import and Expart...
Archive. ..

4| Print... CtrP

Exit
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Bwéc 9: Trong hdp thoai xuat hién bén dwdi, Q coOt Comment‘: Mail delivery location,
Outlook da Iwu trir dir liéu sang file ctia pan. Tiép theo, ban qén go bd file mac dinh
cua Outlook (Personal Folders), ban nhan chudt vao file dé roi nhan nat Remove.

Qutlook Data Files g|

Data Files
Select a data file in the lisk, then click Settings for more details or click

Cpen Folder to display the Folder that contains the data file, To move or
copy these files, you must first shut down Outlook,

Tell Me Mare. ..

Cormrent | Settings...
Mail delivery 1.,

Open Folder...

Bemove

Close

RVl

Két thiic Bwéc 9, ban da tao duoc File lwu trl div liéu trén 6 D va cau hinh dé
Outlook sé lwu trir div Ii,éu vao file cla ban. bé péu hinh tai khoan E-mail cho
Outlook, ban hay chuyén sang Bwéc 1 ciia phan 3

3. Cau hinh tai khoan E-mail cho Outlook
3.1. Cau hinh cho tai khoan E-mail cia VNU
Bwéc 1: Ban thwe hién 1énh Tools / E-mail Accounts...

Outlook Today - Microsoft Outlook

i Fle Edit Wew Go | Iools | Actions  Help

i yiew - | | BpFin | Find FE
G Address Book... Chrshifc+B |

\il Duplicates. ..

Mail B
5.

Favorite Folders Empty "Deleted Ikems" Folder

L7 Inbax Edtin; 4 i
L= Sent Ttems Macrao *
All Mail Folders E-rail &ccounts. ., |
= ‘é‘l Personal Folders Customize. ..
(5] Deleted Items :
L # Drafts SpLEnsT:
L Inbo B Search for duplicate messages. ..

[ Jurk E-mnail -
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Bwéc 2: Ban Iwva chon muc Add new e-mail account nhw hinh bén duéi

E-mail Accounts

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

E-mail

|@§0.dd a niew e-rnail accounk

) Wiew or change existing e-mail accounts

Directory

(T Add a new directary or address book
() Wiew or change existing directories or address books

< Back I Mok = ][ Close J

Bwéc 3: Trong hdp thoai bén dwéi, ban lwa chon POP3

E-mail Accounts El

Server Type
‘fou can choose the type of server vour nevs e-mail account will work with,

() Microsoft Exchange Server

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

Connect ko a POP3 e-mail server to download vour &-mail,

O map
Zonnect ko an IMAP e-mail server to download e-mail and synchronize mailbox
folders.

CHTTP
Zonnect ko an HTTR e-mail server such as Hokmail ko download e-mail and
synchronize mailbox Folders.

() additional Server Types

Connect ko another warkgroup or Srd-party mail server,

[ < Back ][ ek = l[ Zancel ]
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Bwdc 4: Hop thoai cau hinh dia chi E-mail xuét hién nhw hinh bén dui

E-mail Accounts

Internet E-mail Settings (POP3)
Each of these settings are required ko get vour e-mail account warking,

User Information Server Information

Your MNarme: [Le khac quven | Incoming mail server (POP3Y: [172.16.1.160

E-mail Address: | quyenik@vnu.edu.vn | ©utgoing mail server (SMTRY: 1;-2 16.1.160

Logon Information Test Settings

User Mame: [ quyenik | After filing out the information on this screen, we
e - recommend you kest vour account by clicking the

Password: e | button below, {Requires network connection)

Remember passwaord

Test Account Setkings ... ]

|:| Log on using Secure Password

Authentication (SPA) Mare Settings

[ < Back ][ Mok = ] [ Zancel
Your Name Ban g6 tén clia ban vao 6 nay
E-mail Address Pia chi E-mail
User Name Tén tai khoan E-mail
Password Mat khau

Incoming mail server (POP3) | Dia chi két ndi t&i may chi dé nhan E-mail:
172.16.1.160

Dia chi st dung cho may Notebook va cho két
noi tr bén ngoai VNU NET la mail.vnu.edu.vn

Outgoing mail server (SMTP) | Dia chi két néi t¢i may chu dé g&ri E-mail:
172.16.1.160

Dia chi st dung cho may Notebook va cho két
noi tr bén ngoai VNU NET la mail.vnu.edu.vn

Sau khi gb day du cac thong so trong hop thoai trén, ban nhan chuét vao nut More
Settings.. dé chuyén sang Bwéc 5
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Bwéc 5: Tai budc nay, ban can thuc hién 3 thao tac
Thao tac 1: Bat tén cho tai khoan ctia ban nhw hinh bén dwi

Internet E-mail Settings

General | outaoing Server | Connection | Advanced |

Mail Accounk

Type the name by which you would like to refer to this
account, For example: "work” or "Microsoft Mail Server”

| | |

Other User Information

Organization: “ |

Reply E-mail; | |

[ Ok ][ Cancel ]

Thao tac 2: Xac thyc cho E-mail givi di nhw hinh bén dw&i

Internet E-mail Settings

General || Qukgoing Server ICDnnectinn || Advanced |

[¥]#y outooing server (SMTF) Fequires authentication:

| @ Use same settings as my incoming mail server

(") Log on using

Rernember password

rd Authentication (SP&)

(") Log on to incoming mail server before sending mail

[e]:4 ] [ Zancel
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Thao téc 3: Chinh stra cac théng sb nhw hinh bén dwdi

Internet E-mail Settings

___General Qukgaing Server | Conneckio

Server Port Numbers

Incoming server (POP3): !.995 _i Use Defauls

I This server reguires an encrypted connection (SSL)I
Qukgoing server (SMTR): I-25 i

| This server requires an encrypted connection (SSL)l

Server Timeouks
Shart <

Delivery

Lang 1 minuke

|§.eave a copy of messages on the server!

[ ]Remave From server after

[JRemove from server when deleted From 'Deleted Items'

; davs

I [0] 9 H Cancel ]

Chu y: Néu ban khéng danh dau vao muc Leave a copy of messages on the

server thi sau khi Outlook tai E-mail vé&, E-mail trén Server sé bi x0a.

Bwéc 6: Sau khi hoan thanh buéc 5, ban sé quay tré lai hdp thoai E-mail Accounts

nhw hinh bén dwéi. Ban nhan nat Test Account Settings... dé kiém tra lai toan bo

qua trinh cai dat tai khoan

E-mail Accounts

Internet E-mail Settings (POP3)

User Information

Your Mame: ILe Khac Quyen

E-mail Address: _quyenlk@vnu.edu.vn

Logon Information

[]Log on using Secure Password
Authentication (SP&)

User Mame: :quyenlk
Fassword: [ —
Remember passwiord

Each of these settings are required to get vour e-mail account warking.

Server Information

Incoming mail server (POP3Y: [172.16.1.160

CQubgaing mail server (SMTPY 1172 16.1.160

Test Settings

| After Filling out the information on this screen, we

recammend you kest your accaunt by clicking the

| button below, (Requires network connection])

||_ Test Accounk Settings ... _||

Mare Settings ...

[ < Back ” Mext = ][ Cancel

]

Néu tai khoan E-mail clia ban da dwoc cu hinh dung véi tat ca cac buédc, méi buéc
sé duoc thdng bao 1a “Completed” nhw hép thoai bén dudi
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Test Account Settings

Congratulations! Al tests completed successfully, Click Close bo continue,

| Tasks | Errars |

|_Tasks Skatus i ]
\./ Eskablish nebwork connection Completed
\./ =ind outgoing mail server (SMTP) Completed
\/:ind incaming mail server (POP3 Completed =
\/ | 0g onto incoming mail server (PO, Completed

|\_./ fend test e-mail message Completed i

3.2. Cau hinh cho tai khoan E-mail ciia Gmail
Dé c6 thé cai dat dwoc Gmail str dung cho Outlook ban can bat tinh ndng POP trong

hép thw ctia Gmail. Sau khi d&ng nhap(login) vao hdp thw Gmail bang webmail, ban

bam chuét vao dwdng link “Cai d&t/Chuyén tiép va POP/IMAP”, clra sb xuat hién nhw

hinh bén duwéi.

Forwarding:

POP Download:
Learn more

[ Add a forwarding address ]

Tip: You can also forward only some of your mail by creating a filter!

1. Status: POP is enabled for all mail that has arrived since 26/05/2009
| (& Enable POP for all mail (even mail that's already been downloaded) |

() Enable POP for mail that arrives from now on

(> Disable POP
2. When messages are accessed with POP | keep Gmail's copy in the Inbox v
3. Configure your email client (e.g. Outlook, Eudora, Netscape Mail)
Configuration instructions
Néu chi mudn download E-mail méi:
Forwarding: [ Add a forwarding address ]
Tip: You can also forward only some of your mail by creating a filter!
POP Download: 1. Status: POP is enabled for all mail that has arrived since 26/05/2009
Learn maore ¢y Enable POP for all mail (even mail that's already been downloaded)
&) Enable POP for mail that arrives from now on |
(" Disable POP
=

2. When messages are accessed with P{}PI keep Gmail's copy in the Inbox

3. Configure your email client (e.g. Qutlook, Eudora, Netscape Mail)
Configuration instructions
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Bang théng tin tai khoan déi véi gmail
rTrTE—— =

Internet E-mail Settings (POP3)
Each of these settings are required to get wour e-mail account warking,

User Information Server Information

Your Marme: ILE Khac Quven Incaming mail server (POP3): Ipn:np.gmail.n:n:-m

E-mail Address; Iquyen.lekhac@gmail.cnm Cukgoing mail server (SMTP: Ismtp.gmail.cum

Logon Information Test Settings

Liser Marne: Iquyen.lekhau: After filling out the information on this screen, we
recommend you kesk your account by clicking the

Password; I************** button below. (Requires network connection)

¥ Remember password
Tesk Accounkt Setbings ...

1 Log on using Secure Password

Authentication £5PA) Matre Setkings ...

< Back I Mext = I Zancel

bat tén cho tai khoan gmail

Internet E-mail Settings

utgoing Server | Connection || Advanced

Mail Accounk

Type the name by which you would like to refer to this
account. For example: "work” or "Microsoft Mail Server”

éi;mai” 1

Other User Information

Organizakion: |

Reply E-mail; |

oK l [ Cancel
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Xac thyc cho email gwri di

Internet E-mail Settings

General | Outgoing Server ICDnnectiDn | Adwanced

[¥]#y outooing server (SMTF) Fequires authentication:

| @ Use same settings as my incoming mail server |

(") Log on using

(") Log on to incoming mail server before sending mail

[ [9] 9 l [ Cancel

Chinh stra cac théng sé tuy chon nhw hinh dwéi

Internet E-mail Settings

.General Cukgoing SErver' Connectior|.i Advanced |

Server Port Mumbers -

Incoming server (POPS) | 995 | Lse Defaulks

I This server requires an encrypted connection (SSL)l
Zutgoing server (SMTR: | 25 |

| This server requires an encrypted conneckion (SSL)l

Server Timeouks

Short < Long 1 minute

Delivery

|i_eave a copy of messages on the server?l
[CJRemove from server after L : | days

[ ]Remave From server when deleted From 'Deleted Ttems'

[ Ok ] [ Cancel

Outgoing server (SMTP) c6 thé sir dung céng 465
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4. Chinh stra dinh dang Font Unicode trong Outlook 2003

Bwéc 1:

Inbox - Microsoft Outlook

Eile Edit Wiew Go

Tools |

actions  Help

SdNew -~ G 3 X

Favwarite Folders

All Mail Falders

= E5t LekhacQuyenz010
= [ #UEE 'E_."

= [ Administration

[ Durgng £

[ Gala 2009

[ L& Thanh K

] Ma. Ngu*;.-'é

| Nguyén £

[ Mguvén Th

[ Mhém hd

Send/Receive

Chon Tools, sau d6 chon
tiep Options...

Find

fddress Book. ..
Drganize

Rules and alerts. .,

Mailboyx Cleanup. ..

Empty "Deleted Ikems" Folder

Forms

Macra
Speech
E-mail &ccounts. ..

Custamize, ..

Ctrl+5Shift+B

20 Find

= ] ST T LT o

y

Thu Phuong
'-u;| W Migoc
:aniﬁ Hung

ed

DAEMON@vNL.vn

[ Pham Bich

opkions, .,

[ Tran van Trormg

- =

T |

PN

|bAEMON@vnu.vn

rwledgeTree Commmunity Tearn

| Preferences

Meszage Format

BB

Choose a Format For oukgoing mail and change advanced setkings.,

Compose in this message Format: |28 -

|| Use Microsoft OFfice Word 2003 to edit e-mail messages
|| Use Microsoft OFfice Word 2003 ko read Rich Text e-mail messages

Internet Farmat, ..

| International Options. .. |

[ Chon International Options... ]
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Bwéc 3:

International Options r—mlm]

aeneral Settings
|Use English For message flags

| Use English for message headers on replies and Forwards

Encoding Options

/| ko select encoding For outgoing messages

Preferred encoding For outgoing messages:
Unicode (UTF-3) g-‘

[ Chon Unicode (UTF-8) ] |_, ................................ ~_| | I
5 Ik ance

..................................

S
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