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Hong Vy

Ban mudn nhitng phan mém thuong str dung nhu Office, IE, Acrobat hay ZoneAlarm tré nén manh
mé hon, téc do hon cling nhw dé str dung hon? Hay tham khao céc thi thuat va cdng cu duoc gidi
thiéu trong bai viét nay, biét dau ban sé tim dwoc "bi kip" cho minh.

Microsoft

Word 2003

Tang toc do xiv 1y: Dai luc ban nghi rang Microsoft da ¢d tinh ciu hinh sao cho Word x Iy moi tac
vu that cham. Birng lo, ban hoan toan co thé thay déi sw "i ach" nay. Nhan Tools.Options va thuc
hién nhitng thay d6i sau dé cai thién toc do va dang vé clia Word. Vi thé View, bo tly chon
Animated text. Néu dang st dung Word & ché do hién thi Normal, chon Wrap to window. Vi thé
General, bd tlly chon Provide feedback with animation. Néu dang lam viéc cung ltc véi nhiéu tai
liéu, tang gia tri clla muc "Recently used file list" 1én 9 (gia tri cao nhat). Néu str dung Auto Shapes,
bd tuy chon Automatically create drawing canvas when inserting AutoShapes. V&i thé Spelling &
Grammar, bd tuy chon Check grammar as you type, Check grammar with spelling va Check spelling
as you type. Véi thé Print, hdy bd tlly chon Background printing. Sau d6, nhan OK dé két thic.

Ngoai ra, ban nén tat tat ca tinh nang tw dong thuec hién ctia Word. Vi du, chon Tools.AutoCorrect,
va & thé Autoformat As You Type, bd tat ca tuy chon bén dwéi muc Apply as you type va
Automatically as you type.

Khoi phuc tai liéu: Khi Word gap sw c0, cac tai liéu dang mé sé bi "xé vun". Nhwng khi Word khéi
doéng lai, trong nhiéu trirdng hop, tinh ndng Microsoft Office Application Recovery c6 thé cung cap

phién ban duoc lwu lai gan day nhat cla tai liéu dé. Néu tinh ndng nay hoat dong, hay kiém tra can
thé@n ndi dung va Ilwu lai tap tin nay véi mét cai tén khac.

Nguorc lai, ban nén str dung tién ich Windows Explore dé tao mot ban sao cho tap tin nay, sau dé
chuyén sang Word va m& tép tin géc bi héng, hay nhén chudt vao mii tén tha xudng & canh nat
Open va chon Open and Repair. Word sé ¢ gang stra tap tin nay cho ban.

NEu ban da thiét lap Word tao ban sao Ivu, hdy tim nhitng tap tin c6 phén mé rong la .wbk,’h‘éu hét
di liéu chia ban déu nam & day. Néu khdng, hdy mé tap tin bi hdng bang WordPad va cé gang thu
thap cang nhiéu thong tin cang tot.



Tim kiém hiéu qua: Viéc tim ki€ém théng
minh doi hoi cac tai liéu phai duwgc mo ta day Genaral Summery | stasstc | Contants | Cutom |
du tlr khéa (hay con dwoc goi la siéu di liéu -
metadata). Trwéc hét, hdy yéu cau Word
nh&c nhé ban dién théng s6 vao hop thoai
Properties. Chon Tools.Options, nhén thé
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dién vao cac siéu dir liéu (d€ b6 sung di liéu
nay cho mot tap tin c6 san, ban mé tap tin dé ‘
va chon File.Properties).

O thé Summary, nhap vao céac théng tin co
ban nhu Title, Subject, Keywords (vi du
"TGVT" hay "Danh sach khach hang"),
Comment... Ban can bé sung nhiéu thong tin
hon? Nhén vao thé Custom va chon thudc Hinh 1: Tim tap tin Word nhanh hon béng cach bd sung cac tir
tinh can thiét tr trinh don tha xuéng (vi du khoa mo ta thong qua hop thoai Document Properties.

Client hay Department). Ngoai ra, ban con c6 thé tao thudc tinh mai bang cach nhap tén vao hop
thoai Name va chon Add.

Dé tim kiém tai liéu, chon File.File Search. O’ muc Other Sgarch Options & bén phai man hinh, chon
0 dia hay thu muc, loai tap tin..., sau dé nhan nit Go dé bat dau.

Bao mat dir liéu: Word c6 thé bao vé tai liéu ctia ban & mot mire dd vira phai. Chon Tools.Options,
va nhan vao thé Security. D€ ngan can viéc slra d6i bat hop phap, gd mat khau vao hop thoai
Password to modify; hodc dé han ché nguoi dung khac xem tap tin nay, ban gé mat khau vao hép
thoai Password to open. D& cho phép chinh stra, vi du dién vao biéu mau hay st dung tinh nang ghi
nhan sw thay do6i n6i dung (track change), ban nhan vao nut Protect Documents va thurc hién cac
Iva chon ctia minh.

Tuy nhién, kha nang bao méat ctia Word con nhiéu han ché. Do vay, ban hay s dung tién ich
deskPDF Professional ctia Docudesk (30 USD, ) dé tao tap tin PDF cho tai liéu Word ctia minh. Véi
co ché bao mat 128 bit, tai liéu PDF nay khéng cho phép ngudi ding khac xem, sao chép, ct dan
va tham chi ca in ra gidy.



1. Formatting restrictions
] Limit Formatting to a selection of styles
Settings...
2. Editing restrictions
[¥] Allows only this type of editing in the
document!

Tracked changes v

Are you ready to apply thesa settings? (You
can turn them off later)

| ves, Start Enforcing Protaction |

Hinh 2: S dung tinh nang bao mat
riéng ctia Word dé han ché nguoi ding
khac "dom ngé” tai liéu ctia ban.

Bién word thanh may tinh canhan: Word cung cép tinh nang
may tinh (calculator) bén trong trinh don Tools. Chon nhirng con
s6 bat ctr dau trong tai liéu, va chi véi mét ct nhan chudt, Word
c6 thé thuc hién céac phép tinh nhw cong, trir, nhan, chia. Sau
dé, ban chi can an t6 hgp phim <Shift>-<Insert> dé chén két qua
thu dwoc vao tai liéu. Word ¢ thé xtr ly cac biéu thirc nhw
(5+5)*(3+3).

DE lam xuét hién tinh nang nay, ban chon Tools.Customize, sau
dé nhan vao thé Command, chon Tools trong muc Categories &
bén trai. O khung ctra s6 bén phai, tim muc Tools Calculate va
kéo biéu twgng nay Ién thanh céng cu ctia Word. Tir day, dé st
dung tinh ndng may tinh, ban danh diu chon céac biéu thirc can
tinh toan va nhan Tools Calculate, két qua sé xuat hién trén
thanh trang thai ctia Word.

KE&t noi tai liéu: Tap tin van ban ma ban dang soan thao co thé
chtra duwong dan (link) dén cac bang tinh Excel, logo va tham chi
la nhirng doan van ban cia mot tai liéu Word khac. Tuy nhién,
néu ban dem tap tin nay sang str dung trén mot may tinh khac,

nhirng lién két d6 sé khdng con gié tri.

Cach khac phuc: Khi chén hinh anh dd hoa, chon Insert.Picture.From file, chon tap tin, nhdn chudt
vao mii tén nhé & bén phai ndt Insert va chon Insert and Link. Word sé tao ra mot ban sao cla hinh
anh nay dé str dung khi tap tin lién két khong ton tai; va khi tap tin nay xuat hién, lién két sé dwoc
cap nhat.

D6 v6i cac tap tin va cac doi twong khac, ban cé thé xda lién két hay mang tat ca tap tin theo. B
x0a lién két, chon Edit.Links, chon tat ca lién két, nhan nat Update Now, roi nhan Break Link. Dé
mang tat ca tap tin theo, ban str dung hop thoai Links dé xem tap tin nao can thiét, sau dé chép
chdng vao mét thw muc trén may tinh can st dung. Ti€p dén, trong hdp thoai Links, nhdn Change
Source dé thay d6i dwong dan cho mai tap tin nguon.

Ngoai ra, ban cfing c6 thé st dung tién ich Word Hyperlink Checker () dé tim va x6a h&n nhiing lién
két khong con ton tai.

Microsoft

Excel 2003

Nhap liéu nhanh: Tai sao phai lang phi thoi gian dé nhap mot loat di¥ liéu cung tinh chat vao Excel
trong khi ban c6 thé tw déng héa cong viéc nay? Excel cé thé tw dong tao ra gia tri s6 va van ban
theo thi twr, va tham chi ban cé thé cau hinh dé xac dinh khoang cach gitra 2 gia tri lién nhau. Vi du,
nhap gia tri 5, 10 vao 2 6 lién ti€p, roi thue hién kéo tha 2 6 nay xuéng hoac qua tréi, ban sé thay
cac gia tri 15, 20, 25... lan lwot xuat hién. Néu ban mudn Excel sao chép day gia tri nay, an <Ctrl>
khi thwe hién kéo tha.



Ty dong tong két: Mot trong nhitng tinh nang hap (I Microsoft Excel - Book1 ok
dan nhat clia Excel 2003 la ||ét ké dir "éu, XCp |y tép A b 51: gc. ‘3":01- Fomat ook [oR Wrdow D
hop cac cot va hang trong mot bang di liéu. Tinh ' -~

nang nay cé kha néng tw dong tong két gia tri clia cac “"‘“_2 5
cdt cling nhw cho phép nguoi dung thay déi phwong : 10
thirc tong két mot cot. Vi du, néu ban c6 mot bang di :Q_} 15

liéu vai cot la s hiéu khach hang (ID) va moi dong la
chi tiét don dat hang cda ho; ban cé thé tao mot danh
sach di¥ liéu bang cach tap hop vai cot vao bang tinh,
chon céac 06 tiéu dé, sau dé chon Data.List.Create List.
Danh dau muc My list has header box va nhan OK. 1
Mot danh sach di liéu méi sé xuéat hién, sau dé ban a e i oheets [ Shed [ Sheits /] €] >
can hoan tat viéc nhap gia tri cho cac dong. Bay gio, Tockenin et —

néu ban muén b6 sung mot dong tong két & cudi bang,

hay chon Data.List. Total Row. Néu ban muén thay d6i Hinh 3: Excel c6 kha néng tw dong dién day dir liéu
mac dinh tinh téng (Sum), nh&n chudt vao miii tén tha xuéng & méi 6, sau dé chon cach tinh khac
nhw trung binh (Average), gia tri lén nhat (Max), gia tri nhd nhat (Min)...

o N
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M& rong tam vire: Excel cho phép ban xac dinh thm vuc theo tén dé cac cong thirc dé hiéu hon. Vi
du, ban c6 thé thay thé cong thitc =SUM(C2:C25) bang =SUM(Bonus). M&3c du tam vire theo tén
trong Excel thuwong la dang tinh, vi du nhw C2:C25, nhung ban hoan toan co thé tao ra mot tam vuc
dang dong duoc tw dong mé rdng khi ban b6 sung dir liéu méi (s6 phan tir sé tw dong duoc cap
nhat).

B Microsoft Excel - Department EXpenses - 2006 DEé d6i tén mot tam vure va bién thanh dang

{i) 56 B Vow pwet Fomat Tmb Daa Widow Heb dong, hay dat tén maéi cho sheet dang lam viéc

VT REVIETINL- 1 VP e TN 8 S V1 (trong vi du nay ldy tén la Bonus) va danh dau 6

81 - f DEPARTMENT EXPENSES di¥ lieu dau tién khong phai dau dé cot (vi du
=S =2 = = $C$2). Nhan Insert.Name.Define; nhap vao tén

E DEPARTMENT EXPENSES sheet vira tao vao muc Name in the workbook.
2 Q1 Q2 Q3 Q4 Trong muc Refer to, gb vao
4 $C)) roi sau do6 an <Enter> (luu y la khong Igém
5 "M‘ khoang trang). Cong thirc nay sé xac dinh tam
an R vure rAnc'yi,, b_éEt d_éu:tu’ 0 C2 va két thac ngay khi
= O 200% gap 6 co gia tri rong.

, O 100%

2.5 g’g: Pat tén ngay: Néu ai dé gtri cho ban mot bang
9 oF_ tinh v&i théng tin ngay thang & dinh dang mm/dd
10 gg‘:’"“m ) lyyyy (vi du 10/23/2006), ban c6 thé dé dang ddi
1 x sang cach hién thj véi tén ngay trong tuan di
12 [lam) ot )] kém ngay thang. Rt don gian, nhan phai chudt

Ién gié tri ngay thang can bo sung va chon
Hinh 4: Binh dang lai hién thi ciia Excel dé tao nhanh man F9rma,t_ Cells, C,hon Da.t? trong muc Category &
hinh trinh dién bén trai, sau do chon tiép Wednesday, March

14, 2001 trong danh sach Type & bén phai, va
cuGi cung nhan OK. D& tao mdt ngay thang véi cach hién thi tlly y, chon Custom trong muc
Category va chon dinh dang can thiét trong danh sach Type. Vi du, chon d-mmm-yy sé& chuyén gia
tri "10/23/2006" thanh "23-Oct-06". D€ hi€u rd y nghia cla tirng ma hién thi ngay thang, ban cé thé
tham khao website .

Tim gia tri goc: Ban thay déi gia tri clia 6 két qua va mudn tim ra gié tri méi cho mét 6 cé anh hwéng
dén két qua dd, hay str dung tinh ndng Goal Seek. M@ bang tinh cd lién quan, chon & can thay doi,
va chon Tools.Goal Seek. Nhap gia tri cudi cling vao muc "To Value" va vi tri 6 can thay déi vao
muc "By changing cell" va dn <Enter>. NéEu ton tai giai phap, Goal Seek sé hién thi két qua va ban



nhan OK dé chdp nhan hodc Cancel dé tir ch6i. Néu chap nhan, gia tri ngay lap tirc sé dwoc cap
nhat.

Hién thi Excel nhw PowerPoint: Ban khéng can
phai & thudc vao PowerPoint dé trinh chiéu cac bang COIl CHUNG Bl THEO DOI
tinh ctia minh. Tinh nang View cla Excel c6 kha '
nang hién thj rat hiéu qua. Néu ban mudn phoéng Ién
mot bang tinh vai 5 cot, hay chon View.Zoom, trong
hop thoai vira xuét hién chon ti€p Fit selection. bé BimabaoiaiolsRalnglcacconplelidownioad
Iwu lai cach hién thi nay, chon View.Custom View, chuyén dung dé tai tap tin ti Internet — ban sé bj
nhan nat Add, nhap vao tén va an <Enter>. D& s(r theo dai. T6i thi€u thi ban can kiém tra xem tén
dung lai, chon View.Custom View, chon tén cach chuong trinh dang st dung ¢6 nam trong danh

e AN . N ~ sach spyware hay khéng tai website
hién thi tlr danh sach va nhan Show. www.spywareguide.com. Hay dac biét than trong

néu ban khéng thé thady ré nguon thu (Igi nhuan)

Chia sé PivotTable: Tinh nang PivotTable ctia Excel ctia chuong trinh va d6 khdng phai la phan mem
> ‘A > g R A ma ngudn mé. Ngoai ra, dirng cho phép mot
LhNUI(.yPg du’(yctdoanh p?k:wlep%s%:jyn? de tct)ng hop cac website cai mot didu khién ActiveX trir khi digu
r lIeu quan trong, vi the can than trong trong vige khién nay da duoc "xac nhan" béi mot cong ty
chia sé. Mot gidi phap don gian la tach r&i phan danh tiéng. Cudi cling, dirng tai vé cac phan
PivotTable v&i 16p di liéu bén dwoi. BE thye hién meém bat hop phap va vi pham ban quyén, nhieu
diéu nay, nhan phai chuét Ién sheet chira PivotTable kha néng chiing s& kem theo v6 s phan mém cé

can chia s&, chon Move or Copy. Trong trinh don tha hal.

xudng To book, chon (new book) va nhan OK. Excel
sé& chuyén sheet nay sang mot ving lam viéc
(workbook) m@i. Sau do, ban hay lwu lai workbook nay véi mot tén tap tin khac.

Microsoft

PowerPoint 2003

Giam kich thuwée tap tin: Ngwdi ding dé dang nhan thdy cac tap tin PowerPoint thuéng co kich
thudc 16n va phinh ra nhanh. D& gidm kich thwdc tap tin, chon Tools.Options, nhan vao thé Save va
bd tuy chon Allow fast saves. Mot cach lam khac la sir dung cac tly chon tw trinh don Insert thay vi
thwe hién kéo tha hinh anh, am thanh va cac tap tin khac tir Windows Explorer vao slide trong
PowerPoint.

Tao slide tir Word: Trwdc khi tao mot tap tin trinh dién trong PowerPoint, hay xay dwng "swon bai"
tlr Word. Chi nén dung vai kiéu dinh dang cho van ban va chuyén tap tin nay sang PowerPoint bang
cach chon File.Send to.Microsoft Office PowerPoint. Bat ky doan van ban Word nao dwgc danh dau
Heading 1 sé tré thanh tiéu dé cla slide trong PowerPoint, van ban dang Heading 2 tr& thanh bullet
chinh, Heading 3 tr& thanh bullet cap 2... (Ban c¢6 thé thiét [ap ki€u dinh dang van ban trong Word
bang cach nhan Format.Styles and Formating hay chon tir trinh don th& xudng Style trén thanh
cong cu). Ngoai ra, khi chuyén néi dung tir Word sang PowerPoint, ban c6 thé can phai st dung
thao tac Edit.Copy va Edit.Paste Special cho cac ddi twong nhu bang biéu, bi€u do, hinh vé...



ERee ey r— T Nhin moi thir cung lic: Cong cu Select

Desktop PC Usage % Multiple Objects clia PowerPoint sé& la "vo

(T Vv o e — st gi&” khi ban can chon cac déi twong bi giau
------ ,/ s D di boi nhitng d6i twgng khac trong mot slide.

: PE bo sung cong cu nay, chon

Tools.Customize.Commands, chon Drawing

trong muc Categories, kéo Multiple Objects

Ién thanh céng cu va sau dé la nhan Close.

Chon biéu tuong Select Multiple Objects
vira b6 sung, mot clra s6 sé xuat hién dé
liet ké tat ca doi twong co trong slide dé va
ban chi can danh dau vao hop thoai canh
doi twong can chon, sau cung la nhan OK.

Hinh 5: Tinh n&ng Select Multiple Objects cho phép d& dang chon

tat ca doi twong trong mot slide ctia PowerPoint. Sau khi chen cac doi tirong vao mot bai

trinh dién, hay nhan dap chudt vao déi
twong va nhap vao van ban mo ta trong thé Web. Thong tin nay sé xuat hién khi ban st dung céng
cu Select Multiple Objects — thuén tién dé nhan dién déi twong.

Thiét 1ap biéu do theo vy riéng: PowerPoint di kém nhiéu loai biéu do (chart) nhwng ban ciing cé
thé tw tao nhiéu loai biéu do c6 kha nang str dung lai nhiéu lan. Nhan ddp chudt vao mot biéu do
trong bai trinh dién, chon Chart.Chart Type.Custom Type. Nhdn chudt vao tily chon User defined va
ké dén la nat Add. Nhap vao tén va phan mé ta, nhan OK dé b6 sung biéu do nay vao danh sach.

DU vay, cac bi€éu do do ngwoi dung tao sé khong git lai nhirng thay d6i trén bang mau chuan cla
PowerPoint, ciing nhu khéng "di cu” theo céc bai trinh dién hay mau dinh sén (template). Néu ban
muén chia sé cac bi€u dd do minh tao véi ban bé, hdy tim tap tin GRUSRGAL.GRA (thwong la &
thu muc C:\Documents and Settings\userprofile\Application Data\Microsoft\Graph), gri tap tin nay
cho ho va yéu cau ho thay thé tap tin nay.

Thay déi hiéu rng: PowerPoint c6 cung cap
hiéu trng déng tén goi Grow/Shrink nhwng lai
khéng ho tro tinh nang lam tré (delay). Vi thé
néu mudn phéng to mot anh, lam xuat hién “

vai doan van ban trén do, roi lai thu nhé chinh
anh nay, tinh nang Shrink sé khong thé dap
(rng yéu cau cua ban.

Céch khac phuc 1a tao ra hiéu trng cho mbi ““‘"“‘""’

giai doan. Nhan phai chudt vao anh trén slide Tl e

va chon Custom Animation, nhan vao nut ,:‘,__,:_‘:‘.,’__,__ - e e
Add Effect & khung ctra s6 bén phai, chon o el | I
Emphasis.Grow/Shrink, hay dé nguyén gia tri

mac dinh 150% & trinh don tha xuéng Size. =t

Tiép dén, b6 sung hiéu tng cho van ban.

Cudi cung, chon lai &nh nay, nhan

Emphasis.Grow/Shrink, nhap vao gia tri 66.7 Hinh 6: Tao mét biéu dd tly y trong PowerPoint
vao muc Size, va sau do6 an <Enter>. Luu vy,

dé xac dinh gia tri can thu nho cho mot déi twong, str dung céng thirc (%goc/%tang)x100. Trong vi
du & trén, (100/150)x100=66.7%.

Microsoft

Outlook 2003



CAN THAN vO1 BAN BETA

Blrng bao gio tai vé va cai dat ban thr nghiém
Beta clia nhitng phan mém ma ban chua tin
twdng. Hay dam bao dir liéu da duoc sao Iwu va
tinh nang System Restore ctia Windows dang &
trang thai "s&n sang". Ngoai ra, ban can doc k§y
théa thuan ban quyén (end-user license
agreement — EULA) clia phan mém, vi biét dau
trong do6 sé dé cap dén viéc han ché kha nang st
dung, c6 phan mém quang céo hay phan mém
gian diép di kem, hay tham chi yéu cau ban phai
tao cac bao céo.

Ban cling dirng bao gio cho phép trinh duyét tw
dong giadi nén cac tap tin duoc tai vé. Bay la mot
cach thong dung dé phat tan virus. Hay str dung
phan mém diét virus ki€m tra cac tap tin nay trwdc
khi giai nén chiing mét cach tha cong.

Trong nhiéu truvong hop,
ban mudn xem qua tiéu dé cla tat ca thw nhan duoc
dé xac dinh dau la thw rac va dau la thw ding muc
dich. BE yéu cau Outlook cung cdp cho ban mot
man hinh I&n hién thj tat ca thw nhan dwoc va chinh
ban sé quyét dinh nén tai thu nao vé, chon
Tools.Options.Mail Setup.Send/Receive, chon All
Accounts, va nhan vao nuat Edit. Tiép dén, chon
Download complete item including attachments, va
danh dau vao muc Download only headers for items
larger than. Sau do, dat mét gia tri cho dung lwong
thw (mac dinh la 50KB), va nhan OK.Close.OK. Tl
day, khi nhan dwoc mét thu cé dung lwong 16n hon
gia tri ma ban da dat, Outlook sé chi tai vé tiéu dé
cua thw nay.

Outlook cho
phép ban gi¢i han tinh nang yéu cau gt trd xac
nhan da doc thw doéi véi nhirng dia chi dwoc chi
dinh. D& tao danh sach nay, chon Tools.Rules and
Alerts, nhan vao nut New Rule. Chon Start from a

blank rule, chon Check messages after sending, va nhan Next. Ti€p dén, danh dau vao muc sent to
people or distributed list trong danh sach. &’ khung ctra s6 phia dwéi, nhan chudt vao lién két people
or distributed list vira xuat hién. Lic nay, ban chi can chon nhirng dia chi ma ban mudn nhan duwoc
email kem theo yéu cau gtti xac nhan da doc. Khi da chon xong, nhan Next hai lan. Nhap vao tén
cho lut (rule) vira tao vao muc Step 1 va hoan tat céng viéc bang cach nhan Finish.OK.

Microsoft
Internet Explorer 6

Trinh
duyét Internet Explorer (IE) phién ban 6.0
hién nay khong ho tro tinh ning mé cuing
lic nhiéu trang web trong cung mot ctra
s0, hay con goi la tinh ndng duyét web
dang thé (tab). Tuy nhién, ban c6 thé b6
sung tinh nang nay cho IE 6 va&i trinh
duy&t mién phi Maxthon ( hay ). Bén
canh kha nang duyét web dang thé,
Maxthon cho phép ban thwc hién cac tac
vu théng dung bang cach di chuyén
chudt. Maxthon cling c6 kha nang ngan
chan céac clra s6 quang céo, xo6a cac dau
vét trinh duyét, cung cap tién ich doc tin
RSS va nhiéu tinh nang khac. Bac biét,
Maxthon c6 kh& nang tw dong dong bo

S Zilehude e selected s 5 1 ouinoad headers anly
QJ M:,'mm - (3) Downkoad complete item ncluding
05 00 et o attachments
]Emcbvm raad teere [“]Oowrjoad onty headers for items
larger than
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() Rowrksad hasders anly

(%1 Dowrload conpiets Rem nckaing
sttachmarts
Z]0owniced oy basdecs for Rems
e the
wo ol
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Hinh 7: Hwéng dan Outlook chi tai vé phan tiéu dé ddi véi nhitng thw
c6 tap tin dinh keém qué lén.

danh sach cac trang web thwdng truy xuat (Favorite) tir IE.

Danh séach céc trang web thuwdng truy xuat qua dai nén viéc tim kiém sé gap
nhiéu khé khan. Hay st dung tién ich b6 sung mién phi Favorites Search clia DzSoft (). Mot khi d&
dwoc cai dat, mot bi€u twong méi sé xuat hién trén thanh céng cu cla IE. Nhan vao bi€u twong nay,
ban sé thay xuat hien mot hop thoai tim ki€ém, hdy nhap vao mot tlr khéa va Favorites Search sé liét
ké céc trang web lién quan. Ban c6 thé tim theo tén hay dia chi cllia mot trang web ciing nhu thiét
lap tinh nang tao thuw muc Last Items Found lwu cac két qua tim kiém gan day nhéat (muc nay xuat
hién trong Favorites cla trinh duyét). Lwu y, chwong trinh phong chéng virus trén may tinh clia ban



c6 thé canh bao mot thanh phan nao dé cua trinh duyét, nhung trong tridng hop nay, day khéng
phai la mét nguy co bado mat.

T—— Duyét web theo cach riéng: Ban c6 thé
es ar N © s
— E khoi chay IE tr ctra sO Start.Run cua
Which condtian(s) do you want to chedk? Windows bang cach str dung nhiéu ci phap

Step 1: Salect condtionds)
[ vty Nithe atbiEe »
I theough the ACCOUY I

marked as
1 markad as

| sent to people or distribution list

Iénh khac nhau. Vi du, g6 vao Iénh iexplore —
e, va IE sé khai chay véi 1 clra s6 Windows
Explorer & khung clra s6 bén trai. Véi lénh
iexplorer —k, IE sé& xuat hién & ché do toan
man hinh ma khoéng c6é thanh dia chi va
thanh coéng cu... lvu y, ban can dat dia chi

| assged b cateae o . 4 P ,
[T ki s o bt trang web mac dinh trwéc khi stir dung cu
o s o phap nay néu khéng ban sé chi thdy man
it of documents a forms v hinh trang (dé déng clra s6 nay, ban an to

hop phim <Alt>-<F4>). Néu ban gd lénh
Stop 2: £t the nde desoription (cthok an underbned value) . | h IE s& khai ch 7 ot
Aoy this s aftes 1 erd the message IeXplore —Nonome, IE se khot chay vol mol
sent o ol vl man hinh trang. Ngoai ra, ban ciling c6 thé
két hop 1énh trén dé md mot trang web & ché
do toan man hinh, vi du nhu iexplore —k .

Hinh 8: Thiét Iap Outlook yéu cau nguoi nhan email gli tra théng
bao xac nhan da doc. In khéng kem anh: Khi ban in mét trang
web tlr |E, ban thiong quan tam dén van ban nhiéu hon la hinh anh va quang cao. Néu mot website
c6 mot lien két "printer-friendly”, ban khdng can phai lo lang vé diéu nay. Néu khong, hdy yéu cau IE
chi in phan van ban (khéng in hinh anh).

M¢& Notepad va nhap vao ndi dung sau:
IMG { display: none !important;}
Download: Nolmages.css [right-click and select: Save Target As]

Sau do, lwu lai tap tin nay véi tén Imagesoff.css. Khi
ban da s&n sang cho viéc in, chon Tools.Internet LUU MOI THU VAO CD
Options, nhan vao nut Accessibility, va chon Format i
documents using my style sheet. Nhan vao nit
Browse, tim va chon tap tin Imagesoff.css, nhan
Open, va roi la nhan OK hai lan. IE s& nglrng hién thi

hau hét (chr khdong phai 1a tat ca) cac hinh anh. Néu Hay chép phan mém diét virus, spyware va nhiing
sau khi in xong, ban muén IE hién thj lai cac hinh cong cu sao luu khac |én dia CD hay DVD. Sau
anh, thuc hién lai cac bwéc trén va bé tiy chon TER, ML G [TENTE T2 Sl Bl [ e it

d t tong vé sinh" may tinh v&i cac phan mém trén
Format documents. dia nay ma khong can tai ching vé.

Ngoai ra, ban nén sao luu danh sach trang web
thwong truy xudt (bookmark), cac mau tai liéu

R R . ~ 5. PO PRI S~ (template), hop thw va cac thong tin tham khao
Thmh thoang, |.(h| nhan phal chudt VaONmQtNI'en Ifet khac. Néu phai cai méi Windows, nhitng thong tin
va chon Open in New Windows, ban sé& thay xuét nay sé gilp ich nhiéu cho ban.

hién mot clra s6 c6 kich thwédc chi bang nira so voi Ban cting c6 thé ghé qua dia chi

Ludn hién thi clra sé véi kich thwéc day da:

find.pcworld.com/54134 tham kha&o cach chuén bi

binh thudng. Bé hién thi clra s6 nay & kich thuéc cho méy tinh d6i pho v6i cac hiém hoa.

day du, ban can "huan luyén" cho IE mot s6 thi
thuat sau. Hay déng tat ca clra s6 IE va chi dé lai 1
clra s6. Nhan phai chudt 1én bat ky lién két nao va
chon Open in New Windows. Bdng ctra so |E géc lai
va m& rong kich thwdce clra s6 IE con lai cho dén murc t6i da (Iwu y l1a khédng nhan chudt vao nut
Maximize dé thuc hién diéu nay). Sau d6, nhan-git¥ nit <Ctrl> va nhan chuét vao dau X & géc trén




bén phai clra s6 dé déng IE. Tlr day trd di, IE sé m& mot trang web méi & kich thwdc day da.

Nhap dia chi nhanh: Tha thuat sau sé gilp
G@' T = ba’n tLét kiém thoi gian khi nhap céac dia chi co

= T - m& dau la "www." va két thic la ".com”. Truwdc
5 | @uatencatomint. | BPCHokon - | @omee-me W6t chuyén con trd dén thanh dia chi bang
cach an <Alt>-<D>. K& dén, nhap vao dia chi
trung tam (vi du pcworld) va an <Ctrl>-
<Enter>, dia chi sé& dwoc tw dong chuyén
thanh , va ban chi can dn <Enter> dé bat dau. (Lwu y: th thuat nay cling c6 thé ap dung cho
Firefox).

/2 PCWorld.com - Home - Windows Internet Explorer

Hinh 9: Maxthon cho phép duyét web dang thé.

Thiét ké thanh cong cu riéng: Ban b6 sung mot anh .bmp vao nén clia thanh cong cu clia IE. Qua
don gian. Néu anh nay qua nhd, IE sé tw dong phong to gitip ban (tuy nhién, kich thwdc t6i thiéu
phai 1a 10x10). Cac budc thirc hién nhu sau: mé tién ich chinh stra Registry bang cach chon
Start.Run, gd vao |énh regedit va an <Enter>. Tim va chon muc
HKEY_CURRENT_USER\Software\Microsoft\Internet Explorer\Toolbar trong khung ctra s6 bén trai,
sau d6 nhan phai chudt Ién ctra s6 bén phai. Chon New.String Value va dat tén la BackBitmaplES5.
Nha&n dap chudt Ién khoa mai nay, trong hdp thoai Value data, nhap vao dwdong dan tap tin .bmp ma
ban can str dung lam hinh nén cho thanh cong cu, an <Enter> dé két thiic. Thoat khoi Registry va
dong IE. Lan sau, khi mé& lai IE, ban sé thay thanh céng cu xuét hién cung hinh nén ma ban vira dat.
DE loai bo hinh nén nay, ban chi can xéa khoa BackBitmaplE5.

Hinh 10: Thay d&i hinh nén cho thanh cong cu cua IE.

Mozilla

Firefox 1.5

Dung |E trong Firefox: Mot vai website chi @ about config - Mozilla Firefox
lam viéc khi dugc xem bang trinh duyét IE, Bl £k View Go Bockmais Took beb

trong d6 co ca trang web Windows Update cla S M
Microsoft. Tién ich b& sung IE Tab @ - 2 0 O B0 soemny
(find.pcworld.com/54108) cho phép ban chay Filer; | browser.t

IE ngay trong trinh duyét Firefox. Khi ban truy ’
Xuét mot trang web yéu cau IE, tién ich bd
sung sé kich hoat engine "gia dang" IE va bt
dau cong viéc. Néu IE Tab khdng hoat dong,
ban hay nhan chudt phai Ién trang web dé va
chon View Page in IE Tab. Tham chi, ban con
c6 thé chi dinh cac website can mé véi IE trong
Firefox bang cach: chon Tools.IE Tab Options,
nhan vao thé Sites Filter, nhap vao cac dia chi,
nhan Add va roi OK dé két thuc.

Hinh 11: Thay déi trang web mac dinh khi nh&n vao biéu
Khéi dong Firefox trong an toan: Thinh thoang, tuong "throbber”.

,
docococacacacoacoo .



Firefox cling gap truc trac véi cac tién ich b6 sung (extension) hay ché do hién thi (theme). Giéng
Windows XP, Firefox c6 mot ché do an toan (Safe Mode) dé chay trinh duyét nay ma khong kém
bat ky tién ich b6 sung hay cai dat riéng nao. Trwdc hét, déng tat ca clra s6 Firefox dang m@. Nhan
Start.Run, gd vao lénh Firefox.exe —safe-mode va an <Enter>. Mot hop thoai xuét hién, cho phép
ban reset thanh cong cu, danh sach website thwdng truy xuat va thiét lap ngudi dung khac. Khi da
chon Iya xong, nhan Continue in Safe Mode.

Thay doi trang "throbber": Biéu twong nho dang vong & gdc trén bén phai Firefox (xoay khi trinh
duyét dang lam viéc) dwoc goi la "throbber". Khi nhan chudt vao biéu twgng nay, ban sé duoc
chuyén dén website "Welcome to Firefox". Nhwng ban c6 thé chuyén "throbber" sang mét website
khac: nhap lénh about:config trong thanh dia chi va &n <Enter>. Nhap gia tri browser.throbber.url
vao hop thoai Filter, va roi nhan dip chudt vao muc nay trong danh sach bén dwéi. Trong hop thoai
"Enter string value", nhap vao dia chi URL ma ban mudn, sau dé dn <Enter> hay nhan OK dé két
thac.

Khoi phuc Firefox: Khi Firefox gap s cd, ban phai khéi dong lai trinh duyét va mé lai cac thé —
that phirc tap. Tién ich b8 sung mién phi Tab Mix Plus (find.pcworld.com/54110) cung cép nhiéu
cong cu diéu khién hru ich. M6t khi da cai dat xong, khi Firefox "ngé ngwa”, ban chi can khéi dong
lai trinh duyét va chon Tools.Session Manager.Last Session. Tham chi tinh nang Session Manager
con c6 kha nang ghi nhé tat ca cac thé da dong, gitp ban nhanh chéng mé lai ching.

Adobe Elements 4
& Photoshop cs2

Thao tac nhanh: Du ¢6 téc dod xtr ly kha nhanh nhwng Elements sé con nhanh hon niva néu ban st
dung tién ich nay dang cach. Khi m& Elements, hay tat di man hinh Welcome va viéc nay co thé
gidm tlr 10 dén 20 gidy cua thoi gian khéi dong. O goc dwéi bén trai man hinh Welcome, nhén Start
Up In trong trinh don tha xudng, chon Editor, sau dé déng man hinh Welcome. Mt cach khac dé
ti€t kiém thoi gian la: an <Ctrl>-J dé tao mot ban sao cho I6p hién tai, va an <Ctrl>-<Alt>-<Shift>-E
dé chép toan bo hinh anh trong I6p hién tai sang mot 16p mai.

YT ST TP SR ———— . Can bang mau: Elements thiéu tinh nang can
srdmodene ot ot odlration bang mau (Color Balance) ma Photoshop da

Cdicame Ll b 7 Do ven

cO ttr lau. Tuy nhién, ban c6 thé sir dung
Levels dé thay thé. M& anh can chinh va chon
Enhance.Adjust Lightning.Levels (hay an
<Ctrl>-L). Chon Red (dd), Green (xanh 1a) hay
Blue (xanh dwong) tlr trinh don tha xudng
Channel, sau d6 di chuyén thanh trwot bén
du6i. Kénh Red ding dé can bang mau doé va
mau luc lam (cyan); kénh Green danh cho mau
xanh |a va mau dé dam (magenta); va kénh
Blue danh cho mau xanh dwong va mau vang.

NY NI N2SLNOET

Tw dong Photoshop CS2: Kha nang ghi va
thuc hién lai theo cac bwéc dinh sdn chinh 1a
Hinh 12: Can bang mau cho céac déi tugng trong Photoshop strc manh clia tinh nang Actions. Cdng cu nay
€S2, gitp tiét kiem thoi gian nhor kha néng kich hoat
bang phim tat. An <Alt>-<F9> dé mé& bang Actions, nhan vao nit Create new set va dat tén cho tap
thao tac chuan bi thiét 1ap. Sau do6, nhan vao nut Create a new action bén canh, dat tén va gan t6
hop phim tét (vi du <Shift>-<F2>) va nhdn vao nat Record. Sau do, lan Iwgt thurc hién cac thao tac
va nh&n vao nut Stop khi hoan tat. Lan sau, mdi khi can st dung cdng cu tu tao nay, ban chi can &n
<Shift>-<F2>.



Chia sé hinh anh: N&u ban mudn chia sé hinh anh nhwng thiéu k§ nang dé tao riéng mot website,
hay nght dén tinh nang Web Photo Gallery. Photoshop CS2 cé thé tao nhanh nhiéu thw vién hinh
anh. Trong CS, mé trinh don File.Automate.Web Photo Gallery, chon mdt template tlr trinh don tha
xudng Styles, chon Banner trong trinh don tha xuéng Options, va dat twa trong muc Site Name. Sau
do6, ban xac dinh thw muc cha hinh anh ma minh muén st dung, dat kich thwéc cho ching, chon
mot thir muc dé chira cac tap tin HTML va nhirng tap tin khac. Nhan OK, va Photoshop sé& x(r Iy cac
hinh &nh va tao ra nhirng trang web.

Tao tap tin PDF kich thudce nho: DE tao tap tin PDF véi kich thiwdc nhd cho mét anh, ban dirng
thwc hién Iénh "in" &nh tlr Photoshop sang PDF, hay lwu tap tin nay & dinh dang Photoshop PDF.
Thay vao do, hdy lwvu anh nay & dinh dang EPS. Sau do6, chon Image.Mode.CMYK va Iwu lai &nh
nay v&i mot tén tap tin khac (cling & dinh dang EPS). Thoat khéi Photoshop, chay tién ich Acrobat
Distiller, va roi mé tap tin EPS th& hai. Khi cong viéc hoan tat, ban sé c6 mot tap tin PDF véi kich
thwéc nhé gon nhw mong muén.

Adobe
Acrobat 7

Hién thi cha thich: Goéi phan mém Acrobat day di cho phép ban dé dang thém chu thich vao tap
tin PDF. Nhan chu6t vao biéu twong thanh céng cu Comment & Markup, chon Add a Note. Néu gap
tinh trang Acrobat ddy phan chd thich qua hon phan nira man hinh, khac phuc nhu sau: Chon
Edit.Preferences, danh ddu muc Commenting trong danh sach Categories va bd tuly chon Create
new pop-ups aligned to the edge of the document.

Giau chu thich: Tinh nang chd thich ctia Acrobat xem =
ra rt thuan tién, tuy nhién néu cé qua nhiéu ghi chi B e et EaAPOR e o ooy v
dinh kém thi chic chan ban sé& cam giac khéng thoai | I———————
mai khi xem tai liéu nay. D& tam thoi che gidu chdng (chi e 3]0 =
khi ban st dung phién ban Acrobat day du chit khéng o LA B
phai Acrobat Reader), ban chon Comments.Show B ERS R 1ac: <t =
Comments & Markup.Hide All Comments. Néu thanh B Cociak b e B
cong cu Comments dwoc hién thi, hdy chon Show.Hide Hrdeg Lo =l
All Comments. Awschaters [T dete parinchs

A
St dung Acrobat theo v rieng: Khi ban "in" mét tap tin [~ Enbed humbisk
sang dang PDF, Acrobat mac dinh sir dung céc thiét lap ~
chuan. BE tao cai dat riéng: Trong hop thoai Iénh in clia Delna
bat clr tng dung nao, chon PDF Printer (hay Adobe

PDF) nhu thiét bi xuat va nhan vao nit Properties. Sau
dé, chon thé Adobe PDF Settings, nhan vao nut Edit &
trén phai muc Default Settings. Khi nay, ban c6 thé tao Hinh 13: Tuy bién tap tin PDF dé in nhanh hon.
cai dat cho riéng minh.

DE in truc ti€p tir man hinh nhanh hon, nhan vao General, thay doi gia tri muc Resolution tir 600
xubng con 300. D& man hinh cla tap tin PDF nhd hon, chon Images. & muc Color Images va
Grayscale, déi gia tri Downsample thanh 100 pixels per inch. &' muc Monochrome Images, nhap
vao gid tri 300pixels. Cudi cung, nhan vao nit Save as va dat tén cho nhirng thiét 1ap vira tao.

Dol hinh dang: Ban tw hoi tai sao tap tin PDF clia mot trang web khong gidng nhw mot trang web
théng thuong? Co 1€ do trang web khong cho phép Acrobat tai Ién cac font riéng, hodc ciing cé thé
Acrobat khéng ¢6 gang thuc hién diéu nay. Dé thay déi cach hanh xr nay, mé Acrobat, nh&n vao
nut Create PDF va chon From Web Page. K& dén, nhan vao nut Settings, trong muc File Type
Settings chon HTML va nhan ti€p vao nut Settings. Trong thé Fonts and Encoding, danh dau muc
Embed Platform Fonts When Possible. Nhan OK hai lan va quay tré lai man hinh Create PDF from
Web Page, nhan Create.



Symantec norton

Antivirus 2006

Ban nén nhé dirng bao gio thuc hién quét virus hé thdng trong khi dang truyén
phat (streaming) nhac hay céc tap tin kich thudc 1én khac twr Internet, cling nhw trong khi dang chay
bat ky (rng dung c6 truy xuat dia cirng. Néu dang st dung mét phan mém twong Itra hiéu qua, ban
c6 thé vob hiéu hda tinh nang Auto-Protect ctia NAV khi khéng st dung Internet hay bt ky mang nao
khac (ké ca tién ich email). Hay ludn nhé ki€m tra virus bat ky tap tin nao dwoc tai vé trwedc khi mé
chung va sau khi ban cap nhat chwong trinh quét virus ctia minh. Néu tinh nang LiveUpdate cla
Norton dang chay qua cham, hdy dén dia chi find.pcworld.com/54112 va tai vé ban cap nhat mai

nhat.

NéEu ban da cai dat NAV vao mot
may tinh duoc bao vé bdi chwong trinh twong Itra
ZoneAlarm Internet Security (c6 riéng mot cong cu
phong chdng virus), NAV sé budc ban phai g& bé cai
dat ZoneAlarm. Hay tr chdi diéu nay va nhan vao nit

AN TOAN LA TREN HET

Thw vién tai vé clia website PC World
(www.pcworld.com) va hau hét website cé tén
tudi khac déu "khtr trung" tat ca tap tin duwoc
cung cap. Nguoi dung thuong gtri thong tin
phan hdi I1én cac dién dan néu nhitng tap tin nay
kem theo virus hay spyware. Néu ban phai tai
tap tin vé tr mot nha cung cap (du c6 tén tudi),
hay quét virus cac tap tin nay trwéc khi khoi
chay chung.

Hay tw phong vé bang cach st dung phan mém
twong Itka (nhw ZoneAlarm chéng han), céng cu
phong chdng virus (nhw Norton AntiVirus) va
tién ich quét spyware (nhuw Webroot Spy
Sweeper).

Next dé NAV hoan tat viéc cai dat. Khi may tinh khdi
dong lai, ban sé nhan thay tinh nang phong chéng
virus clia ZoneAlarm da dwoc khoa lai. Tuy nhién,
viéc chuyén qua lai gilra 2 tién ich nay cé thé duwoc
thuc hién dé dang: trong NAV, chon Options.Norton
AntiVirus, bo chon tat ca cac muc dé vo hiéu hdéa NAV
va két thic bang cach khéi dong lai may. Mét cira s6
thdng bao sé xudét hién, yéu cau ban xac nhan cé
mudn kich hoat tinh nang quét virus ctia ZoneAlarm
khong. (Néu khong thay thdng bao nay, ban hdy nhan
vao biéu twgng ZoneAlarm trén khay hé théng va thu
cong kich hoat tinh nang kiém tra virus va twong Ira).
Ban c6 thé lam nguorc lai cac bwdc trén dé kich hoat
tinh nang quét virus clia NAV.

NEu dang st dung céac dich vu email trén nén web (Webmail) nhw Yahoo

Mail hay GMail (khong phai théng qua Outlook, Mozilla Thunderbird hoac bat ky tién ich g&vi nhan
thw dién tir khac), ban c6 thé yén tam tét tinh ning tw dong kiém tra virus cho email: nhan
Options.Norton AntiVirus, chon Email trong ctra s6 bén tréi va bé chon muc Scan incoming Email va
Scan outgoing Email.

Zone labs
Zonealarm



Strdung & moi noi: Néu thwong xuyén
lam viéc di dong, hay clu hinh ZoneAlarm
trén may tinh xach tay ctia ban ho tro tat
ca tam dia chi mang (cling nhw subnet)
ma ban mudn phan mém twong Itra nay
chap nhan. Mang tai cong ty hay gia dinh
c6 thé dugc quy vao nhém an toan
(trusted zone). Nguoc lai, ban co thé chi
dan cho ZoneAlarm nhan biét nhirng
mang lam viéc mai va khong ré tén tudi
dé canh bao moi khi ban ¢d truy xuét vao
chiing. Tuy trwdng hop, ban c6 thé chap
nhan, hoac gan thudc tinh cho ching nhw
Trusted (An toan), Internet (mang
Internet) hay Blocked (can ngan chan).

Thay d6i nguy co tdn cong may tinh:
ZoneAlarm la phan mém twong Ira dwoc

Emall Scanning

sanzs)

[T Scaninceming Emall gecommended)

Lavlpdate

Bcan gulgoing Emall (recommended)
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Hinh 14: Thiét lap tiy chon dé chuyén déi tinh nang quét virus trong
email gitta Norton AV va ZoneAlarm Internet Security.

danh gia cao nhung khéng thé cung cdp cho ban nhiéu chi tiét vé ngudi dung nao ¢d gang xam
nhap vao may tinh, cac bao céo cu thé vé& nhitng hanh dong bat hop phap nay. D& khac phuc khiém
khuyét nay, hay bé sung tién ich mién phi VisualZone (find.pcworld.com/54124). Tién ich nay cé
kha nang thuc hién "do vét" dé ¢ gang tim ra cac dia chi IP, dia chi vat ly va nha cung cép ISP tin
cay. Chi qua mét cli nhan chudt, ban cé thé bao céo vé viéc xam nhap dén dich vu theo déi cac moi
nguy hiém DShield thudc SANS Internet Storm Center.

PHAN MEM TRUC TUYEN

Ajax va cac cong nghé lap trinh web m&i cho phép ban lam dugc nhiéu viéc hon trén trinh duyét so véi vai nam veé trudc.
* ng dung van phong: ThinkFree Online () 1a dich vu web mién phi, cung cép tién ich x ly van ban, bang tinh va trinh
dién dé str dung ngay trong trinh duyét. T4t ca tap tin .doc, .xIs, hay .ppt dwoc tao tir ThinkFree c6 thé dwoc str dung
trong céc rng dung Office (va ngwgc lai). Dich vu nay hién dang trong giai doan thir nghiém Beta va cung cdp mién phi

1GB dung luwgng lvu trik.

Bén canh , tién ich xt& ly van ban trén nén web clia Google vira két thic giai doan thir nghiém Beta, nguoi diing cé thém
mot Iwa chon méi: Zoho Writer (). Website nay c6 kha nang doc céac tap tin Word véi bat ky kich thuwdc va do phirc tap
nao, cling nhw xuat di¥ liéu sang tap tin dang PDF, .doc hay .html. Néu can moét tién ich x(r ly van ban nhé gon dang web,
hay thtr dung INetWord (); tién ich nay c6 di kém tinh nang kiém tra tir virng va nhigéu mau tai liéu tao san.

* Gri tap tin qua email: Dich vu mién phi Dropload () cho phép ban Iwu tap tin véi téng dung Iwgng Ién dén 100MB trén
may chu trong vong 7 ngay; sau d6 ban gtri cho ngudi nhan mét email thong bao kém dwong link dé tai vé cac tap tin nay.
Canh dé, SendThisFile () cung cap dich vu twong tw cho nhu cau str dung ca nhan, nhung bd sung ndi dung quang cao

vao email va chi hd tro luu trir trong 3 ngay.
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XU ly cac tap tin Word trén trinh duyét thong qua dich vu Zoho Writer.
* Chia sé lich lam viéc: Google Calendar (calendar.google.com) c6 giao dién khéng c6 hinh anh quang cao (khac véi
Yahoo! Calendar) va cho phép tim kiém nhanh théng tin trén lich lam viéc. M6t dich vu khac c6 thé ké dén la CalendarHub
(), cung cdp lich lam viéc hiéu qua, dé chia sé, tinh nang gt thw mai theo nhém...
Kiko () gri nh&c nhé théng qua tin nhan IM hay tin nh&n van ban. Hai dia chi lich lam viéc cho phép ban chia sé tét ca hay
mot phan théng tin v&i moi ngudi. Dich vu mién phi nay hién chwa hd trg dong bd dir liéu tir Outlook.
* Quan ly trén mang: Dich vu Backpack () cho phép quan ly moi thi, tir thué mwén nhan cong cho dén td chirc mot
chuyén cong tac. Ngoai ra, ban cé thé ghi lai chi thich, lién két, tap tin, hinh &nh va ban do cling nhw tat ca di liéu can
thiét.
Voo2do (), mét tién ich quan Iy cdng viéc va du an mién phi, c6 kha nang sép xép cac ndi dung dua trén do wu tién va
thoi han hoan tét, theo di thoi gian ban da thuc hién cho méi cong viéc.
Remember the Milk () cho phép nguoi diing Itu moi théng tin. Ban c6 thé b sung cong viéc qua email va gtti nhac nhé
cho chinh minh hay nguwi khac bang nhigu cach khac nhau.
* Quan ly va cong tac duv an: Basecamp () c6 kha nang giam sat va quan ly cac du an lam viéc theo nhém. Dich vu nay
¢6 phi tr 12 USD/thang cho nhu cau st dung ca nhan, hay 24 USD/thang cho nhu cau kinh doanh. Dich vu mién phicho
1 du &n va hd trg dung thir trong 30 ngay déi véi nhikng tay chon tinh phi khac.
* Cong cu tim kiEm mai: Khi ban phai "vo dau bit tai* dé trd 16 mot cau hoi, dac biét 1a lién quan dén k¥ thuat, hdy nho
dén sy tro gilp cia Answers.com. Hoac néu c6 ai héi ban nhitng blog nao c6 dé cap dén mot dé tai nao do, hay sir dung
tinh ndng tim ki€m theo blog ctia Ask.com.
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® U Labor Day Rt Get maps online 3 8/31/2006 1 1

# L Labor Day R« Make hotel reservations 2  8/15/2007 B 3

® LI Labor Day Rt Stop mailinewspaper delivery 4 83120086 1 05

Voo2do.com cho phép ban ki€n soét tat ca cong viéc dang thyc hién
Hong Vy
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