SU DUNG “SEACH FOLDERS” TRONG MICROSOFT OUTLOOK 2003

Chuong trinh Outlook phién ban 2003 cda hding Microsoft c6 mét tinh néing rét htu dung (khéng
c6 frong cdc phién ban truéc), dé la "Seach folders” - thy myc tim kiém. C6 thé xem day la mét thy
muyc o tap hop céc thu myc theo mét ti&ec

Chuong trinh Outlook phién ban 2003 cda hding Microsoft c6 mét tinh néing rét htu dung (khéng
c6 frong cdc phién ban truéc), dé la "Seach folders” - thy myc tim kiém. C6 thé xem day la mét thy
muc &o tap hop céc thuy myc theo mét tidu chi hay diéu kién cho truéc nao dé.

Hinh 1

D& tao mét "Seach folders", ban chon lénh "Seach folders" tr menu File > New trong man hinh
chinh Mail ca Outlook 2003. St dung t6 hop phim t&t Ctrl + Shift + P ciing c6 két qué tvong ty.
Mét hop thogi xuét hién (hinh 1) cho ban xdc dinh cdc tidu chi va diéu kién tim kiém. Ban ciing ¢
thé tao méi mét "Seach folders" tir thanh céng cy tim kiém "Find Bar". Hay chon "Save Search as
Search Folder" tai man hinh két qud tim kiém, tr frong menu "Options".

Hinh 2: 1. 3 "thw myc tim ki€m mdc dinh" 2. Nhirng noi luu triy khéc cling c6 thé ¢é cdc "thu myc
tim kiém" riéng.

Céc "Seach folders" tao ra s& duoc liét ké trong khung cla 58 bén trdi (hinh 2) bén duéi muc
"Seach folders". Méc nhién thuy myc nay con chia 3 "Seach folders" méc dinh la: For Follow Up
(thu chuyén), Large Mail (thv 1é6n), va Unread Mail (thv chua doc). Tét cd céc thy dign td & ty
déng hién thi trong "Seach folders" néu thda mén diéu kién ma ban da xéc dinh va Outlook 2003



s& gilr cho thu myc nay ludn ludn duoc cap nhat méi khi ban truy xudt. Tai "Seach folders" ban cé
the lam moi thao tdc véi cdc thy dién t& nhu gui chuyén tiép, trd |oi, hay copy dén mét thu muc
khdc. Muén sta déi cdc lya chon cho "Seach folders", hay lva chon thu myc dé réi nhén chust
phdi va chon Customize this Search Folder.

Khi ta x6a mét "Seach folders" cac thu dién t& s& khéng mét di, nhung néu xéa chinh thu dién tu
dé thiné s& mét. Luu y, ban khéng thé kéo mét thy dién t& vao trong "Seach folders", né duoc
hién thi tai dé khi thda diéu kién do ban thiét lap. N&u da ting s dung cdc quy téc (rule) trong
Outlook 2003 d& quén ly thu dién t& thi ban s& nhan thdy "Seach folders" don gidn hon nhung
khong kém higu qud, né gitp ban kiém sodt thy dién t& nhung khong géy dnh hudng. Vidy, ban
mudn xem thu tr mét nguoi gui ma khéng mudn di chuyén ching, vay thi "thy myc tim kiém" la

mét lya chon thich hop.

XOA NHANH THONG TIN NHAY CAM

Phién ban Firefox 1.5 va Opera 8.51 déu cho phép ngudi dung su dung lénh trinh don va cai dat
dé ty dong xéa sach cdc thong tin cd nhan duoc luvu gi; phién bdn 7 cda trinh duyét Internet
Explorer s& dugc trang bj tinh néing tvong ty khi chinh thic phét hanh vao cudi ném nay. Firefox:
D& nhanh chéng don sach céc div liéu b nhé trinh duyét, ban chon Clear Private Data Now. Méc
dinh, Firefox s& xéa danh sdch website dé truy cap, bé nhé trinh duyét, cdc biéu méu va théng tin
dang nhap, ddu hiéu nhan bigt phién lam viéc va cookie. D& cai ddt Firefox ty déng xéa céc thong
tin c& nhan, ban chon Tools > Options > Privacy > Settings, dénh déu tuy chon Clear private data
when closing Firefox, va nhén OK hai lan dé& két thic. Opera: D& xéa sach moi ddu vét duyét web
cba minh (trir mét khdu), ban chon Tools > Delete private data, va nhdn Delete. Con néu ban mudn
lya chon cy thé ddi tvong ndo cdn xéa (mét khau, cookie, b nhé trinh duyét...), nhdn vao
Advanced va dénh déu hay bd danh déu céc tuy chon tvong ing va sau dé nhéan Delete.
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