Lam viéc voi Calendar (Lich) trong Gmail

HUONG DAN SU’ DUNG CHU'C NANG CALENDAR CUA GMAIL
1. Gioithiéu

Chirc nang Calendar (lich) cia gmail |a chirc ndng cho phép ngudi dung kiém soat lich lam viéc cua
minh, tao lich hen va cho phép gtri thong bdo moi téi ngudi khac tham gia vao lich hen dé. Nhirng
chirc ndng ndy hoan toan mién phi va cé thé truy cap qua céc thiét bj khac nhau nhu may tinh, dién
thoai thong minh. Trong cac van phong, néu sir dung chirc ndng nay mot cach hiéu qua s& giam thiéu
thoi gian théng bao lich cling nhu 1én lich lam viéc, lich hop mot cach hiéu qua. Hién nay Vién Dai
hoc M& da cung cap tai khodn email cho tat cd cac cdn bd cla Vién, tai khodn nay cé dang <tén tai
khoan>@hou.edu.vn, tai khoan nay da ding ky véi Gmail va c6 thé dang nhap vao thong qua hé
thdng Gmail va duoc st dung cac tinh nang mién phi cla gmail, trong dé cé tinh ndng Calendar nay.
Trong huéng dan nay dé cap tdi cac thao tac:

- Quan ly va chia sé lich cia minh

- Taova chinh stra ndi dung mot sy kién (cudc hen) chi tiét

- Nhic nhé cong viéc qua tin nhan va email

- GUiloi moi tham gia su kién (cubéc hen) cta minh t&i nguoi khac
- Xem lai lich cGla minh trén cac thiét bi khac nhau

2. Quan ly va chia sé lich
DE& truy cip vao chirc nang calendar cla gmail, ban dang nhap vao gmail va bAm vao menu
Calendar trén dong lénh clia Gmail (dong Iénh nay nam & trén cing man hinh), néu ban thiét lap
st dung ti€éng Viét, tim dén chlrc ndng c6 tén “Lich”
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Lam viéc voi Calendar (Lich) trong Gmail

Trong man hinh nay, ngudi dung cé thé nhin thdy mét lich nhé & bén trdi man hinh, bén phai la
lich tuan hién tai. Cac ban cé thé bam vao cic nat Ngay, Tuan, Thang, 4 ngay, hoic Lich biéu (danh sach
cac cudc hen da cd) dé thay ddi cach hién thj ca lich tuan.

Bén dudi lich nhd bén trai c6 2 dong: Lich cha téi, Lich khac, & day cho phép quan ly danh sach
cdc lich cdia minh va céc lich dworc chia sé véi ngudi dung khdc. Cc ban bam vao miii tén nhé trudec Lich
cua tdi dé md rong.

= Lich cia tédi hd

Hién menu cho

Khoa céng nghé thd. phép tao thém lich
va cai dat

M& rong hodc thu

hep menu hién thi Céng viée

Trong menu mé& réng nay, cac ban sé& nhin thdy danh sach céc lich cia minh va nhitng lich cua
ngudi khdc ma minh cé thé truy cap, bAm vao cac lich dé an hién cac cudc hen cua lich d6 trén lich tuan
chi tiét bén phai.

- D& tao thém mobt lich mdi, ban bdm vao miii tén nhé bén phai chit Lich cha tdéi, mot menu
xuat hién, chon Tao lich mé&i dé tao lich.

Tao Lich mei

Chi tiét lich

« Quay lzi lich

Tén Lich: |

Té chie: Hou.zdu.vn
Mo ta:

Google Account Video Purchases

vi dy: "San Franciscd”, "New York” hofic "USA.” Chi dinh mét vi ti chung & gilp moi ngurdi tim kiém sy kidn trén lich ciia ban (néu 13 lich céng céng)

Wi gié cia lich:

hon mét quéc giz 82 ohon bE mii gitr Jing, D& Nude: | Viét Nam [ix] tenon mét quéc gia khac 62 xem cdo mili gid khdc)
3c mii gidr, hy chon & thay thd
Béy gié hiy chon mii gid: | [GMT+07:00) H3 N&i [=] [ it thi et 3 cic i i

[7] Chia sé lich nay vé&i nhitng ngwéi khac

Chuyén thanh lich cing céng =
sem

Chia 54 lich ndy véi tht o3 moi ngwdi trong 1§ chive Hou.edu.vn

Chia sé v&i ngwei cu thé

Ca nhin Cai 3t Quyén han bz bo
Xem it ci chi tiét sy kién Thém Ngwdi
" edu.vn” =di eduyn> Thay a8i VA quin I chiz =2

« Quay lai lich
- Trén day la giao dién cho phép tao lich méi, gdm co:
o Tén lich: bat tén cho lich mdi, vi du: Lich di hoc, Lich hop co quan, Lich nhdm, ...
T6 chirc: Ty d&t (trong truong hop nay do hom thu hou.edu.vn 13 Vién d3t nén
khong diéu chinh duoc)
M6 ta: dién giai y nghta cta lich d& nhdm muc dich gi
Google Account Video Purchases: bd tréng, khéng sir dung.
Mui gio: chon mac dinh Viét Nam, GMT+7.00 Ha Noi
Chia sé lich nay vd&i ngudi khac: NEu mudn nhiéu ngudi khac cd thé truy cap vao lich
thi tich vao muc nay

O

0 0O O ©
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Lam viéc voi Calendar (Lich) trong Gmail

Chuyén thanh lich cdng cdng: tat cd moi ngudi déu cd thé xem
Chia sé lich nay vdi tat cad moi ngudi trong t6 chirc Hou.edu.vn: tat ca nguoi

dung trong Hou.edu.vn déu c6 thé xem lich nay
o Chia sé v&i ngudi cu thé: NEu khdng mudn chia sé cho nhidu ngudi nhw trén (khé
quan ly, kiém soat) thi c6 thé nhap tén cu thé ctia ngudi mudn chia sé lich (nhap tén
tai khoan gmail)
* C4 nhan: Nhap tai khoan gmail cla nguwdi mudn chia sé, vd:
dinhtuanlong@gmail.com
*= Quyén han: gdn quyén han cho ngudi dugc chia sé
= XOa bd: x6a bd nguoi dung khéi danh sach dworc chia sé

Chu y: sau khi thiét 1ap cAn bAm nut Thém ngudi dé xac nhan

o Bam nut Tao lich dé xac nhan viéc tao lich md&i va quay lai man hinh trwdc, hodc bam
nut Hay dé hdy qua trinh tao lich méi.

DPay 1a man hinh vi du cda viéc tao lich mai:

Tao Lich méi

Chi tiét lich

« Quay lai lich
Tén Lich:

T chirc:

WG ta:

Google Account Video Purchases

hdc 82 wem cdo mii gid khig)

& chirc Hou.edu.wn | 257 BEES

Ca nhin Cii dit Guyén han

eduvn” <di edu.m=

« Quay lai lich

Sau khi bdm nut Tao lich d& hoan thanh, danh sach Lich cha tdi s& dwoc bd sung thém tén lich mdi tao:

» Lich cla tdi -

Lich trrc HE thong ..
Khi ban di chudt 1én trén tén clta Lich d6, tén day dd cla lich sé hién ra, déng thdi cé mét hinh
tam gidc nhd & bén phai cta tén, bdm vao tam gidc dé sé hién ra menu hién thj cic thao tac ban cé thé
thuc hién duoc vdi lich.
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Do lich md&i nay 13 ban tao ra, ban s& thdy menu day d cic chirc ndng, néu nhu day 13 lich ban
dugc chia sé, thi tuy theo viéc ngudi dung cho ban quyén gi, menu s& thay ddi theo cac quyén han
twong &ng, vi du day l1a menu cua lich Céng viéc (dugc chia sé tir tai khodn khac) va lich tryc vira tao:

Cong viec

Lich trrc HE thang .|

= Lich khac

= 13:06) Lich trrc: H& thing . [7]
Chi hi&n thi Lich nay Chi hin thi Lich nay
v Lich khac An lich nay khdi danh sach
.=.. Cai dat Lich
2l Cic ngdy I cia Vié Tao s kién trén lich nay

Chis =& Lich nay

Ehen mau tuy chinh L&i nhdcva théng bac

Chgn mau thy chinh

Céc tuy chon trén menu:

- Chi hién thi lich nay: néu chon chirc nang nay, chi cé cac cudc hen cua lich nay hién thij trén
lich tuan chi tiét phia bén phai man hinh

- An lich ra khéi danh sach: Tén lich nay s& khdng hién & danh sach lich nita, ban mudn hién
thi lai thi phai vao Cai dit cla Lich cha tdi (bam vao hinh tam gidc nhd bén phai Lich cha tbi)
dé cho phép hién thi lai.

- Cai dat Lich: Cho phép thiét 1ap lai mot s thdng sé cla lich:

O

O
O
O

Tén lich

M6 t3

Google Account Video Purchases

Mui gio

Bén muc duoc liét ké & trén hoat ddng giéng nhu lic tgo lich méi ban déu

Ty déng chdp nhan &1 mdi: cho phép tiép nhan cac 161 moi cia ngudi khac mot cach
tu dong hay khong, vi du: Lich cha phong héi thao cé thé dé ti€p nhan tu ddng céc
|6 moi (cdc phong ban xép lich s&r dung phong héi thao), néu nhu khdng cé xung
dot.

Nhing vao cac trang web hodc blog: day la tinh nang cho phép nhung lich nay vao
cac trang web hoac blog do ban tao ra.

Thay d6i cai dat chia sé lich véi ngudi khéc, giao dién giébng nhu khi tao lich mdi
(thém ngudi, xda bét, thay quyén han).

- Tao su kién trén lich nay: cho phép tao ra cac cudc hen, sy kién trén lich hién tai (xem chi tiét
& phén 3)
- Chia sé lich nay: Thay ddi cai dat chia sé lich v&i ngudi khac
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- Loi nhic va thong bao: Thiét 1ap cac thong s& dé thuc hién nhdc nhé khi thoi gian cua
kién chuan bi bat dau, viéc nhiac nh& duoc tién hanh qua email va SMS.

Lich trwe Hé théng LIPE Chi tiét
Chi tiét lich Chia sé Lich nay L& nhic va théng bao

a Quay l3i lich

Léi nhic s ki

Trir trisérng

ginh b3 tisng sy kidn

Chen cich ban muén dugs théng bao:

S kign méi
i s

i kign d5 thay dbi:
NRén bdo i nd

S Kign @3 bi hiy:
Nnn théng bé

Tra I&i cho sw kign:
Hhn thing £d

« Guay lai lich

o khi ngui ndo 8

2 mail kh
giF g cip nhit v
g nd dung cip rndt vd

Khéng oé i nhic Swoc oli 3§t Thém ki nhi

bdo khi khach trd 1 mét s kidn ma

tan od thé xem danh sdch khich cla s kidn 32

o L&inh3c sy kién: bam vao dong chit Thém 161 nhac dé thiét 1ap:

Email

[ T R |

Theo méc dinh, rhic tdiqus | Oz =8 pdt n El 10/ | phit EI trurdre mdi 51 kidn

Gl'rahﬁllh

o Véicéac su kien duoc liét ké & phan dudi, ban cé thé thiét 1ap chon viéc nhic qua
Email hodc SMS bang cach tich vao muc chon tuong tng. Riéng lich biéu hang ngay
chi gri qua email mot Ian vao luc 5h sang theo gidr dia phuong.

o N&u mudn nhan nhic viéc qua SMS, bam vao Cai dat diét thoai di dong cta ban dé

nhan thong bao

Cal dat Lich
Chung Lich (Cai dit dién thoai di dong Labs

« Quay lzi lich

Lich Google c6 thé nhic ban bing cach g SMS vé =i kign cia ban.

Bé bit d3u, nhip quic gia va 56 diEn thosi. Google khéng tinh

Trang thai:

Hupdre:

50 dién thosi:

Nh& cung cip dich vu:

M2 x3c minh:

H&y nhip m3 xdc minh droc gl t&i Jign thogi oba ban

I

oS ok

W

thé tinh phi ndy.

P2 kich hogt cac thén
Vigt Mam
+B49EEE11ITE

Gl ma& xac minh

585558

! Ban cling co the dong b hoa Lich Google v&i disn thoai di dong hosc may tinh bing cia minh. Tim hifu thim

« Quay lai lich

Quy trinh dang ky s6 dién thoai:

B1: Nhap s6 dién thoai clia ban, nén thay s6 0 & dau bang +84

* Thong bao qua dign thosi d3 bi wo higu hoa.

g bao cho di dong, Jien nhirn

[=]

Heén thanh cai dat

sy

SMS

g thing tin dirdi day.
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Lam viéc voi Calendar (Lich) trong Gmail

B2: B&m GUri ma xac minh, gmail s& glti m3 xac minh dé&n cho ban qua tin nhan SMS
B3: M& tin nhan, 18y ma va nhap vao phan M3 xac minh, bAm Hoan thanh cai dat

- K&t thuc viéc thiét 1ap |oi nhic.

- Thiét 1ap cudi cung trén menu lya chon 1& mau sic cla lich, ban cé thé chon cadc mau khac
nhau cho cac lich khac nhau, dé dé& nhan biét khi nhin trong lich tuan chi tiét bén phai man
hinh.

CHU Y: Ban c6 thé cho phép lich hién trén lich tuan bang cach badm vao tén cta lich twong Gng,
néu 6 vudng & trudce lich cd mau trang, tie 13 lich khéng dugc hién thi, con néu cé mau khac thi
1a lich dwoc hién thi:

+ Lich ciia t&i .

Khoa ofng nghé thd...

Lich khéng hién
thj trén lich tuan

Lich cé hién thi
trén lich tuan

M Uich trrc HE thang ..

Gmail con cung cap chirc nang chung dé quan ly cac lich trong mot man hinh, ban cé thé truy
cip chirc ndng nay thdng qua viéc bAm vao hinh tam gidc nhd sau Lich ctia tdi, chon Cai dat

Cai dit Lich

Chung Lich Cii dit dién thosi di dong  Labs

« Quay lai lich

Lich catdi Lich md t5i cé thé xem va sia 431

LICH BIEU HIEN THI TRONG DANH SACH  THONG BAC CHIA SE
tat o3 khéna ob
= Jhoa edng nohé théng tin Hinh Tuén Long Léri nhdo w3 do B4 chia sé: Chinh s ci Xéa
at
= Céng vide
@ Lich trwe Hé thong LIPE ) L L&inhic wa théng bdo B4 chia sé: Chinh sk ci Hiv 33ng ko pEY
Lich phan cdng ngudi trirc kiem tra hoat S6ng cla hé théng LIPE, tr3 ki cdc thic mic ciia hoc vién, ién hé va trd ki dién thoai clia cac dit
thiy.
Nhip lich Xuft lich Hily ding ky: Ban s& khéng oén truy cip i lich. Nhirng nguéi khic vin od th si dung lich binh thudng

Xéa: Lich =& dwoc x3a hin. 58 khing b ai oin of thé siF dung nd.

. Saa ot s Duyét qus lich s thich »
Lich khae Lich ma i chi co the xem

LICH BIEU HIEN TH| TRONG DANH SCH  THONG BAG
tat c3 khdng oo
= Sw kién va ngay sinh nhit els ngwsi lign hé

Ngdy ky niém v3 ngdy sinh nht cla nhing ngudi ién hé cla ban

« Quay lai lich

Muc nay cho phép ban an hién cac lich trén danh sach, thiét 1ap thong bao cho cac lich, chia sé
cac lich, tao mai va xda cac lich.

o} day céc ban ciing cé thé ti€n hanh Nhap lich tir iCal hodc MS Outlook va xuét lich ra dinh dang
ics d& nhap vao cac hé théng doé.

Phan Lich khac la cac lich ma ban chi cé thé xem, cac ban cé thé dang ky hodc hly dang ky dé
khong hién thi cac lich trong lich tuin cta minh. & déy cac ban cé thé thém lich ciia ddng nghiép,
thém lich thong qua dudng dan truc tiép cla lich, hodc duyét qua cac lich wa thich. Sau day 13
chirc nang phd bién lién quan téi phan nay ma ngudi dung hay sir dung trong cong tac vin
phong cda minh:
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- Thém lich déng nghiép: badm vao miii tén nhd bén phai chit Lich khac, chon Thém lich déng
nghiép, va nhap dia chi email cha déng nghiép vao hdp thoai xuat hién trén man hinh, bdm

Thém dé thém:

Thém lich cia mét ddng nghiép

| [Thém]

Mhip i

chi email clia ngrdi khic 48 xem lich cia ho.

Khéng phai tit c3 cdc dia chi lién b cia ban d2u chia =&
thdng tin lich vdi ban, nhirng ban ob the méi ho tao tii khodn
Lich Google, hodc chis =2 lich cls ho vai ban.

Sau khi bdm thém, Gmail s& yéu ciu ban glri thong bdo dén ngudi ban dé nghi viéc chia sé
(phai cb sy ddng y cla nguwdi ma ban mudn xem lich thi ban md&i xem dwoc lich cia déng
nghiép). Ban bam nut Glri yéu cau, va chd phan hoi tir phia dong nghiép cda ban.

Dong nghiép cla ban sé nhan dugc email cé ndi dung twong ty nhu sau:

dinhtuanlong@hou.edu.vn mudn xem lich cda ban

dinhtuanlong@hou.edu.vn dinhtuanlong@hou.edu.vn
to me |-
-{CA Vietnamese~

English=  Translate message

11:48 AM (2 minutes ago) -

Inbox  x

n |
]

4

Turn off for: Vietnamese x

Téi d& va dang siv dung Lich Google d& sap xép lich va chia sé lich biéu cla minh véi céc déng
nghiép. Téi mudn co thé xem lich ciia ban dé két he'p céc ké hoach trén lich d& dang hon.

dinhtuanlong@hou edu vn mudn xem lich cia ban.
Dé chip nhan y&u ciu nay, hiy ghé tham:
http-/iwww google com/calendar/render?share=dinhtuanlong%
aGI1LmVsZWFybmluZ0Bnb' RO ib20

Cam eon,
- Mham Lich Google

Xem lich cla ban

3. Tao cudc hen (sw kién) chi tiét

B&m vao dudng link nay dé chia

sé lich

DE tao mot cudc hen (suw kién), ban cé thé thyc hién theo mét trong 2 cach:

- Bam nut Tao trén lich thang & bén trdi man hinh
nay

Lich £ 03

= thang muwdi, 2012 ¢

I Lich trec HE théng . [7]

=
]
]
w

- Lich khac

w

t2 t3 t4 t5 t5 17 on
f4 mE mE e omm o ae 0100 2 R ST
24 25 26 27T 28 20 3 i B Cic ngay ke cla Vig
2 1 4 58 87
B 8 10 11 12 13 14 0200 [ S kign v ngdy sin
19 20 21

I in

16 17 18 z

B3am vao hinh tam gidc nhé bén phai Lich mudn thém sy kién va chon Tao s kién trén lich

Chr hin thi Lich néy
An lich nay khdi danh sdch

Cai g3t Lich

Tao s kién trén lich nay

Chia s& Lich nay
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Man hinh Tao sy kién xuat hién, cho phép cac ban thuc hién cic cdng viéc:

= Hily

| Sur kién khong co tiéu dej
3110/2012 | 12:30 dén | 13:30

C-El ngay LE'l_'p Izi...

072012 Mui gidr

Chi tiét sir kign | Tim thévi gian

Bia diém

Lich | Khoa ong nghé théng tin Binh Tudn Long EI

Mé ta

Thém khach
Mhép dia chi email Thém

Khach b thé
sl.'ra 40 s kign

Tai liéu dinh kém

Mau s kign

L&i nhic

Hién thi ti o trang thai

Thém tai liéu dinh k&m

m&i ngudi khac
[#]xem danh sach khach méi

(Gt [] | 10|t ] *

Thém I&i nhdc

© pa ng tree tuyén @ Bang bén

Bao mat I:Z':I Méc dinh ':::' Cdng cdng ':::' Riéng tw

Thn Fikdu TEm vl saf KiEn rigng W va S kiEn cing odng
- Nhap tén cla sy kién (cudc hen) vao dong tiéu dé
- Sau dd la thoi gian dién ra sy kién

- Tich va hop thoai cd ngay dé xac dinh day |a sy kién dién ra trong ca ngay
- Tich vao Lip lai d€ thiét [ap cho cac su kién dién ra nhiéu lan:

Lap lai

Lin 13p lai: | Hang tudin

=]

Lap lai mdi: tuén

Bat diu wvao: (211102012

Két thic:

@ Chys bas gty

Ban tém tit: Hang tudn vio thir b

Ho&in thamh Hily

Laplaivao: [ [ s s [ s [ e [ & [ en
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- Dja diém dién ra sy kién (cudc hen)

- Lich: su kién nay s& dwoc gan vao lich ndo trong danh séch lich hién tai clia ban

- MO0 ta: dién giai chi tiét y nghia su kién (cudc hen)

- Tailiéu dinh kém: b4m vao dé bd sung tai liéu cho sy kién

- Mau su kién: lya chon mau sac hién thi cla su kién trén lich tuan

- Loi nhdc: Lwa chon nhdc nhé qua SMS, Email hay clra s6 xuat hién trén man hinh, ban cé thé
bam vao Thém 1&i nhic dé déng thoi la chon nhiéu phuong phap nhdc nhé khac nhau.

- Hién thi tdi & trang thai: thay déi tinh trang hién thj (status) cda ban trén hé théng Gmail

- Bao mét: lya chon bdo mét cho su kién la Méac dinh (theo thiét 1ap cda Lich), Cong cong
(ngudi khdc cé thé xem duwoc ndi dung su kién), hodc Riéng tw (chi ngudi cé quyén han méi
xem duoc chi tiét sy kién)

- Thém khach: b6 sung danh sich nhitng ngudi dwoc moi tham gia su kién bang email, ban
nhap dia chi email cia nhitng ngudi ban muén mai tham gia sy kién va bAm nat Thém, ban
c6 thé xda bdt danh sach khach moi, cho phép khach mai cac quyén “Sira déi su kién, Mai
nguoi khdc, Xem danh sach khach moi”

Nguoi duoc mai sé nhan duwgc mot Email théng bao cé dang:

Thw méi: Hop giao ban thang 11 @ th 6, 2 thg 11 14:00 - 16:30 (hou.elearning@gmail.com) wa & B
Khoa céng nghé théng tin Binh Tuin Long dinhtusnlong@hou.edu vn vis google. com [ 12:28 PM {0 minutes age) - T
te me, dinhtuanlang (=

:255, “ietnamese ™ * English ™ Translate message Turn off for: Vietnamese =
Title: Hop giao ban thang 11 Your Agenda for Fri Now 2, 2012
When: Fri Mov 2 14:00 — 18:30 {ICT) No ssrier events
Where: Phéng B3.5 14:00 Hop giao ban thang 11
Wha: dinhtuanlengi@gmail.com, dinhtuanlongi@heou.edu.vn® Mo lster eventz

maore detsils »
Going? “es - Maybe - No wview my calendar »

Hop giao ban thang 11 thém chi tiét »

Hop gias ban thang 11, k&t hop vAi hop phén ofng lai odng vidc che cén bé méi.

Théi gian th @, 2thg 11 14:00 — 18:30 Ha Mai

Bia diém Fhéng B3.5 (ban 43)

Lich hou.elearning@gmail.com T 2 1ne M en Chinh Sffa Chl

MNgw&i tham gia - dinhtusnlong@hou.edu . vn- ngwl i chie td Idl Ve viec tlé’t Sl_f klén
« Elesming Center Hanoi Cpen Univezs tham du‘ SUI k|én

Tham du? Cé& - Cothé - Khéng tiy chonkhdcs
L mél WF Lich Google
NEu muén tham gia sy kién, bAm nut Cé trong Email, sy kién s& ty dong cap nhat vao lich

cla ngudi khach moi dé. Néu khach cé quyén slra sy kién, nat thém chi tiét s& hién ra cho
phép khach mai thay d6i ndi dung su kién.

Mét phuong phdp tao lich khac tién lgi hon, d6 1a ban chon tryuc ti€p khodng thai gian
sw kién sé dién ra trén lich tuan thdong qua thao tac kéo tha.

Pinh Tuan Long — dinhtuanlong@hou.edu.vn
Trung tdm Pao tao E-Learning - Hanoi Open University




Lam viéc voi Calendar (Lich) trong Gmail

VD: D& tao mot su kién tir 14h00 dén 16h00 ngay 1/11/2012, ban chuyén lich dén ngay tuong
ing, lich tudn sé& hién thi tudn cé chra ngay dé. Ban bam chudt vao méc 14h00, gilt chudt trai va di dén
méc 16h00, sau d6 nha chudt, hop thoai tao sy kién s& hién ra:

Sip kign | Thai diém cude hen X
Thai didm: th 5, 1 thang muwdi mdt, 14:00 — 18:00
MNgi dung:

widy: An s3ng i3l nhd Quan

Lich: Lich TT E-Leaming [=]

&)

Tsoswkén | Chinh sira si kién »

14:00 - 160 40— 183
:I.?p giao ban thang

DE tao nhanh, ban chi can nhap tén sy kién & phan Néi dung, chon Lich va bAm Tao sw kién, dé
thiét 1ap day du cac théng sé nhu cach tao truyén théng & trén, ban bAm nat Chinh sira sw kién

4. Xem lai va chinh stra ndi dung s kién (cudc hen)

Trén phan lich tuan chi tiét & bén phai man hinh, danh séch céc sy kién dwoc hién thi theo khoang
thoi gian dién ra sy kién, ban bam vao s kién, hdp hdi thoai cé ndi dung twong tu s& xuat hién:

= x
Hop giao ban thang 14

th &, 2 thang muwdi mét, 14:00 — 18:20

Bia diém Fhéng B2.5 ban 43
Nguwori tham gia hoostesming@gmsatoem,
sinhtuanteng@gmait-aam, Khoa
1 Chinh siFa s kién »
Test

Tham dw? Co - £ the - Khing | Xos

Trén hdp hoi thoai nay, ban s& doc dugc théng tin chi tiét vé su kién nhu tén, dia diém, thoi gian,
ngudi tham gia, thdm chi cd ban d6 Google Map vé su kién. Néu mudn xda s kién, ban bam vao nat
X6a, néu day 1a su kién L3p lai trong mot chudi sy kién, Gmail s& hdi ban muén xda hét tat ca cac su
kién, hay chi sy kién hién tai. Twong ty vdi chirc ndng Chinh sira sy kién, ban bdm chon va tién hanh
cdc thao tac chinh stra giéng nhu tao mdi sy kién dé.
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