Outlook Calendar Quick Reference Document

Viethamese

SPS Student Email: Calendar

Outlook ¢6 tinh ndng Calendar ngoai Email. Ban c6 thé sir dung calendar nhu 1a mét cdng cu
|&p k€& hoach dé& gilip ban td chirc béng cach theo ddi thdi gian hop, cac bai tap khi dén han,
bai ki€ém tra va cadc ngay quan trong khac.

Outlook Calendar
Tai liéu nay chira cac hudng dan sau:

a

Ca nhan hoa Calendar

0 Tao Su Kién trong Calendar

a

Xem va Chinh Slra Su Kién trong Calendar

0 Tao va Tra Ld&i LGi Mgi trong Calendar

Ca nhan hoa Calendar
M& Outlook:

1.

2.

Nh&p vao biéu tugng Calendar ““ & phia dudi bén trdi man hinh clia ban d&€ ma
Calendar.
Ché d6 xem mac dinh cua Calendar la theo Thang:
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e Bén tradi la lich hang thang va clia ngay hom nay.
e Chinh giira hién thi thang trong vong thdi gian 30 ngay.
e (Cac) su kién cho ngay da chon dudc hién thi bén phai.

Nh&p vao Month dé xem cac ch& d6 xem Calendar khac nhau va chon ché dd xem
ma ban mudn.

Month v & si
Day

=] school week
Week

Month
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Outlook Calendar

Tao Su Kién trong Calendar
Ban c6 thé tao mét su kién trong Calendar c6 thé gilp ban nhé cdc ngay quan trong nhu khi
bai tdp vé nha, bai tap I18p hodc du &n dén han, bai kiém tra sdp tdi va thdi gian cudc hop.
Ban c6 thé s3p x&p thdi gian dé€ tu minh lam viéc hodc chudn bi cho nhitng su kién nay.

Nhép 2 Ian lién ti€p vao ngay va su kién Calendar window sé bat Ién.

& save E[ Discard fﬁ Scheduling Assistant Busy te Categorize ,’__: Response options

° ‘,J“nf(:’ a title & = Mon, May 18, 2020 v

Q Optional

2020-05-18 B s00AM to  830AM @ Alday®

Repeat: Never

T‘j Remind me: 15 minutes before

Thém Tiéu Pé cho su kién cua ban.

Chon thai gian bat dau va thdgi gian két thic. Néu ban khdng cé hoat dong nao trong
nhirng khoang thgi gian do, thi né sé la mau xanh va cho biét la You are available.
NEu ban cé mot su kién khac cung thdi gian, nd sé hién mau dé va cho biét You are
unavailable.

Nhac cho tdi: 15 phat trudc Ia khi 18i nhdc s& xuét hién trudc su kién. Ban cd thé
chon mot lugng thdi gian khac nhau hodc chon Khéng bao giG-Never.

Ban c6 thé Thém mo ta hodc dinh kém tai liéu vao su kién nhu cac tai liéu dudc
chia sé bdi gido vién cla ban hodc tai li€éu ma ban sé lam hoac nop |én.

Nhap Save.

Luu yv: Ban c6 thé chon Scheduling Assistant dé gitip ban xem nhifng gi dang dién ra

trong ngay va Phan loai dé giup ban sdp x&p loai su kién theo mau sdc va nhan. bé
nghi tao mot danh muc mdi va chon mau cho no.

Xem va Chinh Stra Su Kién trong Calendar

Nh&p vao thdi gian va tiéu dé cla su kién dé xem chi tiét.

B school week 12 Share 3 Print

wed 14 thu

[@) Work on Science Project

15 Fi

©  Fri 2020-05-15 1:30 PM - 2:30 PM

1l Work on Science Project

= Tumin Science project today

£ Edit

il Delete

2. Nhé&p vao biéu tugng but chi dé€ chinh slra va thay déi su kién.
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Tao LGi Mdi trong Calendar

Ban c6 thé tao mét su kién Calendar va mdi bat ky khi nao ban muén moi ngudi tham gia
cung ban nhu mot cudc hop, nhdm hoc tap hoac cung lam viéc trong mét du an.

1. Thuc hién theo cac budc dé€ tao su kién Calendar va nhdp vao Invite attendees.
2. GO ho tén va chon tén day du clda ngudi doé tir danh sach két qua dudc dé xuat.
3. Nhap Send.

Tra Loi Loi Mgi trong Calendar
1. Nhé&p vao thdi gian va tiéu dé cua su kién dé xem chi tiét.

Calendar 2

< e Math Class Check-in

10 AM [ Science ®©  Fri 2020-05-22 9:00 AM - 9:30 AM

Q  Microsoft Teams Meeting
22

. |
B Join Teams meeting
29 ﬁ Gutierrez, Romualdo R invited you.

You didn't respond.

= Will meet for our class check in.

Vv Yes ? Maybe X No

2. Nhdp Yes, Maybe, hoac No.
3. Email organizer s& xudt hién v3i mét thu nhén tuy thudc vao nhirng gi ban da chon
véi lua chon thém thu nhan cho riéng ban hodc ban cé thé chon khéng tra I5i.

Email organizer Q

r_;:l Yes, I'll attend

4. Nhap Send.
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