Hwéng dan cai dat Outlook 2007

1. Kh&i dong Outlook 2007 va thao tac déi v&i 1an sir dung dau tién

Bwéc 1: Khéi dong phan mém Outlook trén menu start nhuw mét trong cac hinh bén

J#%s Internet
Internet Explorer

dwoi

&

[::} My Documents

i é My Recent Documents #

L__,? My Pictures

= I il T
ﬁf‘ Microsoft Office Tools 2
..\ﬁ Backup . ]
: Skartup k E Microsoft Office Access 2007
—— Wi b ' i
SO ~mand Prompt \WinPcap ﬁ; Micrasaft Office Excel 2007
WinR AR, ¥} = Microsoft Office Groove 2007
@ Motepad g Internet Explorer IE' Microsaft Office InfoPath 2007
¥ mMan i3 Microsoft OFfice Onelote 2007
& S ISI Cutlook Express M Microsaft Office Cutlook 2007
g Pemobe Assistance (3 Microsoft OFfice PowerPoint 2007
@ Windows Media Plaver [IE Microsoft Office Publisher 2007
3 Windows Messenger [w| Microsoft OFfice Word 2007

AllPrograms B | [

Windows Maovie Maker

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

Outlook 2007 Startup

Outlook 2007 Startup

‘Welcome bo the Qutlook 2007 Startup Wizard, which will guide wou through the

process of configuring Outlook 2007,

[ Mext = ] [ Cancel
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Bwéc 3: Hop thoai cAu hinh tai khodn E-mail xuét hién, ban chon No

Account Configuration [zl

E-mail Accounts

‘fou can configure Qutlook o conmect to Internet E-mail, Microsoft Exchange, or
other E-mail server. Would you like to configure an E-mail account?

Cives
@ Mo

[ < Back ” Mext = ][ Cancel ]

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

Cancel Configuration

Create Data File

You chose ko exit the Outlook 2007 Startup Wizard without configuring an
e-mail account,

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

You can add an e-mail account laker, However, we recommend that you use
this wizard to add an e-mail account now.

-
-
=

Tiép theo, ban chuyén sang Bwéc 1 & phan 2 cai dat Outlook tu file...

’ < Back. ” Finish ]

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, Task sé duwoc
lwu trlr chung vao mét file .pst. Do vay, ban can dat file di¥ liéu nay trong 4 D.
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Bwéc 1: Dé tao file di lieu cho Outlook, ban thyc hién 1énh File / Data File
Management...
[~ Outlook Today - Microsoft Outlook

fElLe Edit Wiew Go Tools Acions Helg

-

New hddress books
Cpen W=
Personal |
- Close All Ttems [r————
here to enablt
E0|der » P ——

[Drata File Management...

Import and Export... alendar

Archive...

& print., Ctri=P
Exit
[ Inbox |

Bu’(yc,2: Theo mac dinh Outlook tao san file dir liéu va dé trong 4 C, ban nhan nat
Add dé tao file di¥ liéu ma&i

Account Settings |g|

Data Files
Outlook Data Files

'E-ma.ii.i Diata Files IRSS Feeds _ShareF‘olnt Lists. f-Ila.temei:"E;aienciars. 1 Published Calendars 1 -.C\-ci.cir.ess.é.oo.ks;

Jg Add...

=
Iarmne Filenarme Zamment
Personal Folders Outlook, pst in CHiDocuments and SethingsiXPMUserLocal Setbin,,,  Default

Select a data File in the list, then click Settings For more details or click Open Folder ko display the Tel Me More
folder that contains the data file. To move or copy these files, vou must first shut down Outlook.

Close

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

New Outlook Data File 9

Types of skorage:

fCFFice Qutlook Personal Folders File [ pst)

Descripkion

Provides more storage capacity Faor ikems and Folders,
Supports multilingual Unicode data. Mot compatible with
Cutlook 97, 93, 2000, and 200Z.

Ik, Cancel

IT Team, University of Economics and Business — VNU, www.ueb.edu.vn
Chinh stra lan cudi: 10/11/2010, Tai liéu Ity hanh ndi bo



Bwéc 4: Hop thoai nhw hinh bén duéi xuét hién. Trong hdp thoai nay, ban can thuc
hién 2 thao tac:

Create or Open Outlook Data File

Save in: | = outloak. = O—
= @ Deskbop A
@ Besiap 3_‘1 My Computer
S [ oon | TO-LARTOR
= My
 Documents i
"5; My on CID-CAFTOP
Cornmputer =% Hon LTD-LAPTOR
= - -
1y Netvork 22 Zon LTD-LAPTOP
Places 3 C on LTD-LAPTOR
z E on LTD-LARPTOR 2
File name: |LamTangDoanzo10 T
Save as LYPe! | perconal Folders Files = |
__TDD[S - [ 8] 4 ] ’ Zancel ]

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

Thao ta"c 2: G0 tén file di¥ liéu vao 6 File name. File di 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 dw&i xuét hién:

Account Settings [§|

Data Files
Outlook Data Files

'-E-—ma.ii-i Diata Files RSS Feeds || SharePaint Lists || Internet E;aienciars._ Published Calendars _.A.ci.cir.ess.é-oc;ks

g Add...

! Mame Filzname Camment
Personal Folders Cutlook. pst in CHDocuments and Settings|<PMUseriLocal Settin,,,  Default
LamTangboanz010 LamTangCoanz2010, pst in Vksclient DyOutlaok

Select & data file in the list, then click Settings for more details or click Open Folder to display the Tell Me Mare...

fFolder that contains the data file. Ta move or copy these files, wou rmust First shut down Outlaok.

Close

Trong hép thoai trén, dir Iiéy duwoc Outlook lwu trlr mac dinh vao du’(‘)’ng,dén thé hién
6’,cét Comment: Default. Pé lwu trp’ E-mail vao file ban vira tao, ban nhan nut Close
dé déng hép thoai nay lai va chuyeén tiép sang Bwéc 5
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Bwd&c 5: Thue hién 1énh Account Setting nhw hinh bén du&i
v Outlook Today - Microsoft Qutlook

EEiLe Edit View Go|| Tools 1cttnns Help

||
i New ~ | iy | S| G Send/Recaive b

Instant Search 3

Favorite Folders

i
=

[} Address Book.. Ctrl=Shift=B

Lj Inbox Mailbox Cleanup... \J:
= o
L] Sent ltems {a] Empty “Deleted ems” Folder
Mail Folders
Forms 3
£] Al Mail ltems
Macro 3
= 261 personal Folders _
@ Delatad fams Account Settings...
L7 Drafts TTUSt CENLer..,
(5 Inbox
_~] ; Customize...
L@ Junk E-mail =
L= Outbox Options...
LE RSS Feeds |

Bwé&c 6: HOp thoai Account Setting xuét hién. Ban lwa chon nhw hinh bén dwai.

Chon nhw hinh dwéi réi nhan nat Set as default dé Iwa chon file Iwu trl thw méc
dinh. Chon OK & hop thoai tiép theo.

Data Files
Qutlook Data Files

i.I-E-—ma.ii i DataFiles |pss Feeds SharePoint Lists Inkernet Calendars I Published Calendars I Address Books |

SgAdd... ESF Settings... | @ Set as Default | X Remove (25 Open Falder...

| Llame Eilename omment

LarnTangDoanz010 LamTangboanz010, pst in ViEsclientiCyOutlaok
FETSTa Foider L0 o = L I o =1 T T T 2 = =2 PP = =10

Select a data file in the list, then click Settings for more dekails or click Open Folder to display the Tell Me Mare
folder that contains the data file. To move or copy these Files, you must First shut down Qutlook,

Close
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Bwérc 7: Tat Qutlook va kh&i dong lai Outlook, sau doé vao muc Tools/Accout s:etting ]
Hop thoai xuat hién chon nhw hinh sau va nhan Remove. Chon OK v&i ctra s6 hoi ké
tiép.

Account Settings EJ

Data Files
Outlook Data Files

f.II-Z--ma.ii | Diata Files | RSS Feeds SharePoint Lists :-Ilaternei:"aaienciars." Published Calendars | Address Books

Safdd.. S Settings... @ Set as Default | ¥ Remove |'a Cpen Folder . ..

Mame Filenarme Camment

LaraT- O Tethal LaraT- ey O Emekin L celiorE kol O ok
o il 154 AK} =

Personal Folders Cugtlook.pst in Ci\Documents and Settingsi%PMUseriLocal Settin...

Select a data file in the list, then click Settings for more details or click Open Folder to display the Tell Me More
folder that contains the data file, Ta move or copy these files, you musk first shuk down Outlack.

Close

Outlook s& Ivu tr& E-mail vao file dir liéu ma ban viva thay d6i duwong dan trong lan
kh&i dong tiép theo.

3. Cau hinh tai khoan E-mail cho Outlook
3.1. CAu hinh cho tai khoan E-mail ciia VNU
Bwdéc 1: Ban thye hién Iénh Tools / Account Setting ...

i Outlook Today - Microsoft Outlook

3 File Edit View Go Innls—l gctions  Help
D New - @ @ 58 Send/Receive b ) B
i Instant Search (8 =)
Mail _ tle
Favorite Folders 4l Address Book.. Ctrl=Shift=B ]
'L_] Inbox Mailbox Cleanup... —]
= No
L= Sent Items @ Empty "Deleted ltems” Folder
Mail Folders
Faorms 3
D] All Mail Ttems
Macro ¥
= £ Personal Folders ;
@ Deleted Hems Account Settings...
L;?| Drafts Trust Lenter..,
[ Inbaox
J . LCustomize...
g Junk E-mail
L= Outbox Options..,
L) RSS Feeds |
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Bwéc 2: Trong thé E-mail ban Iwa chon muc New ... nhw hinh bén duw&i

Account Settings @

E-mail Accounts
You can add or remove an account, You can select an account and change its settings.

E-mal | Data Files || R35 Feeds | SharePoint Lists | Intemet Calendars | Published Calendars | Address Books |

Uiy Mew,

Marne Type

Bw&c 3: Ban lwa chon nhw hinh bén dwdi va nhan next.

Add New E-mail Account

Auto Account Setup

Retype Password: | |

Manually configure server settings or additional server types

< Rack Mext = ] [ Cancel

IT Team, University of Economics and Business — VNU, www.ueb.edu.vn
Chinh stra lan cudi: 10/11/2010, Tai liéu Ity hanh ndi bo



Add New E-mail Account

Choose E-mail Service

(%) Internet E-mail
onnect o your POP, IMAP, ar HTTP server to send and receive e-mail messages.

() Microsoft Exchange

) Other
Conmect ta a server tyvpe shown belaw.,

Connect ko Microsoft Exchange for access ko your e-mail, calendar, contacts, Faxes and voice mail,

[ < Back [ Mext =

] Cancel ]

Bwdc 4: Hop thoai cau hinh dia chi E-mail xuét hién nhw hinh

Add New E-mail Account

bén dudi

Internet E-mail Settings
Each of these settings are required to get your e-mail account working.

Server Information

’ Test Account Settings ...

Account Tyvpe: | poP3 o |

Incoming mail server: 1172.16.1. 160 |

Qukgoing mall server (SMTPY 172 16.1.160 j

Logon Information

User Mame: ?doanlt |
Password: l;*****| J
Remember password

[]Require logon using Secure Passward Authentication (SPA)

User Information Test Account Settings

Your MNarme: [L&m Tang Doan i After filing out the information on this screen, we
— = recarmmend wou test wour account by clicking the

E-mail Address; | doanlt@vnu.edu.vn i button below, (Requires network connection)

Mare Setkings ...

’ < Back ” et =

][ Cancel ]

Your Name Ban g6 tén cta ban vao 6 nay
E-mail Address Dia chi E-mail

User Name Tén tai khoan E-mail
Password Mat khau

Incoming mail server (POP3) | Dia chi két nbi t¢i may cha dé
172.16.1.160

nhan E-mail:

Dija chi str dung cho may Notebook va cho két
noi tr bén ngoai VNU NET la mail.vnu.edu.vn
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Outgoing mail server (SMTP)

Dia chi két ndi t&i may cha dé giri E-mail:
172.16.1.160

Dia chi s&r dung cho may Notebook va cho két

ndi tr bén ngoai VNU NET la mail.vhu.edu.vn

Sau khi g6 day du cac thong sb trong hop thoai trén, ban nhan chuét vao nut More
Settings.. dé chuyén sang Bwéc 5

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 dw&i

Internet E-mail Settings

| General |: Oukgoing Server | Connection | Adwvanced

| Mail Account

Type the name by which wou want to refer to this account, For
phe: “Waork” or "Microsaft Mail Server”

Other User Information

Organizakion: i |

Reply E-mail: i |

[ Ok ] [ Cancel

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

Internet E-mail Settings

1 General! Qukgoing Server |Cnnnecti0n | Advanced |

My outgoing server (SMTP) requires authentication

@ Use same settings as my incoming mail server
{_JLog on using

Require Secur

() Log on ko incoming mail server before sending mail

’ Ok ] l Cancel
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Thao téc 3: Chinh stra cac théng sb nhw hinh bén dwdi

Internet E-mail Settings

| General || Cutgoing Server Cnnnectior_? Advanced |

Server Port Numbers

Incoming server (POPSY !995 | | Use Defadls

This server requires an encryphed connection {55L) |
Qutgoing server (SMTR): | 25

(]

IJse the Following kype of encrypted connection: [

Server Timeouts
Shart 7 ~ Long 1 minute

Deliver

|
Leave a copy of messages on the server

| |Remave From server after | | days

[ [CIremove from server when deleted from 'Deleted Items'

I [9]9 ” Cancel ]

Chu y: Néu ban khéng danh diu 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 qua trinh

cai dat tai khoan

Add New E-mail Account

Internet E-mail Settings
Each of these settings are required to get your e-mail account working.

User Information Test Account Settings

Yfour Mame: [Lam Tang Doan i After filing out the information on this scraen, we
e recommend wou test waour accounk by clicking the

E-mail Address: Edoanlt@\-’nu.edu.\-’n i butkon below. {Requires network connection)

Server Information

Account Type: [pop3 =

Test Account Sethings ...

Incoming mail server: -1?2 16.1.160

Qutgoing mail server (SMTP): 172 16.1.160

Logon Information -

User Marne: doanlt— l

Password: I*****|_ J
Remember password

[(Require logan using Secure Passward Authentication (SPA)

Mare Settings ...

[ < Back ” Mexk = I[ 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 duGi
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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 .

2.3.2. Cau hinh cho tai khoan E-mail cia 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 dwéi.

Cai dat

Chung MNhan Tai khoan va Nhap Bé loc Tro chuyén BDoan néi dung trén Web Hop thw wu tién Lab Ngoaituyén Chidé Buzz

Chuyén tip:

Meo: Ban ciing cé thé chuyén tiép mét sd thu bang cach tao bé loc!

Tai xuéng POP: 1. Trang thai: POP dwgc kich hoat cho tét ca céc thw dén tir 31710
Tim hiéu thém 19} Bt chirc nang tai POP cho tat ca thw (tham chi ca thw da duoc tai xudng) |

) Bat POP cho thie dén tir bay gid tro di
) Tat chirc nang tai xuing POP

2. Khi truy cap thw bing POP giir ban sao cia Gmail trong Hép thu dén -

3. Dinh céu hinh cho ing dung email khach cda ban (vi du: Outlook, Eudora, Netscape Mail)
Huwéng dén dinh ciu hinh

Truy cap qua IMAP: 1. Trang thai: Ba bat IMAP
{trry c3p Gmail tir img dung khach khic bing @ Bat IMAP
IMAF) O Tit IMAP

Tim hiéu thém

2. Dinh céu hinh cho (eng dyng email khach cda ban (W du: Outlook, Thunderbird, iPhone)
Hwéng dén dinh céu hinh

Luu Thay dai

Néu chi mudn download E-mail méi:

Cai dat
Chung MNhan Taikhoanva Nhap Bo loc Chuyén liép va POP/IMAP |Tro chuyén Doan néi dung trén Web Hoép thw wu tién Lab Ngoai |uxén Chi dé& Buzz
Chuyén tiép: Thém dia chi chuyén tiép

Meo: Ban ciing c6 thé chuyén tiép mét sa thu bang cach tao bé loc!

Tai xuéng POP: 1. Trang thai: POP dirgc kich hoat cho tat ca cac thw dén tir 31/ 10

Tim hidu thém () Bat chirc ning tai POP cho tt ca th (tham chi ca th dd dwoc tai xudng)
@ Bat POP cho thw dén tir bay gi trer di

) Tat chirc nang tai xuéng POP

2. Khi truy cap thw béng POP giir ban saa cia Gmail trong Hép thu dén -

3. Binh céu hinh cho i#ng dung email khach ctia ban (i du- Outlook, Eudora, Netscape Mail)
Huwéng dén dinh cAu hinh

Truy cap qua IMAP: 1. Trang thai: Ba bat IMAP
{truy odp Gmail tir ing dung khdch khic bing @ Bat IMAP

IMAF) ) TAt IMAP

Tim hiéu thém

2. Dinh céu hinh cho tng dung email khach cida ban (v du: Outlook, Thunderbird, iPhone)
Hwéng dan dinh cau hinh
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Add New E-mail Account

Internet E-mail Settings
Each of these settings are required to get vour e-mail account working.

User Informafion Test Account Settings

“our Marme: |L&m T&na Doan i After filling ouk the information on this screen, we
L recommend you test your account by clicking the

E-mail Address: !Iamtangdoan@gmail.com | button below, {Requires network connection)

Server Infornjation

_| Test Account Setkings ...

e — )
Incoming mail sever: ipop.gmail.com i

Account Type:

Outgoing mail sdrver (SMTF): Esmtp.gmail.com

Logon Informption

User Mame: ilamtangdoan |

Passwaord: rm—

Remember password

[]Require logon using Secure Password Authertication (SPA) More Setkings ...

[ < Back ” ek = ][ Cancel ]

Dat tén cho tai khoan gmail

Internet E-mail Settings

General ”Jutgoing 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”

;Gmail| |

Other User Information

Organizakion: | |

Reply E-mail; | |

oK l [ Cancel

IT Team, University of Economics and Business — VNU, www.ueb.edu.vn
Chinh stra lan cudi: 10/11/2010, Tai liéu Ity hanh ndi bo



Xac thuwe cho email glvi 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 sb tly chon nhw hinh dwdi

Internet E-mail Settings

General | Oukgoing Server Connectionl Advanced

Server Pork Mumbers

Incoming seryer (POP3): | 995 | Use Defaulks

I This server requires an encrypted connection (SSL)I

Qutgoing server (SMTR): | 25 |

| This server requires an encrypted connection (SSL)l

Server Timeouks

Short < Long 1 minute

Delivery

|3_eave a copy of messages on the server?l

[l Remove From server after L : | days

[ ]Remaove From server when delsted from 'Deleted Items'

Ok ] [ Zancel

Outgoing server (SMTP) c6 thé sir dung céng 465
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