MOt vai thu thuat Gmail giup
ban s dung hiéu qua hon

Mac du Gmail khéng phai la mot dich vu Email dau tién. Thé nhung viéc Gmail da thay d6i cach moi
ngudi s dung Email (thu dién tk) la diéu khéng phai ban cai.

Bat dau vao nam 2004 va cho dén nay thi Gmail van la mét trong nhiing dich vu email dang tin cay
nhat, an toan, hiéu qua va dugc st dung phd bién nhat trén thé gidi.

Tat nhién, viéc st dung Gmail la kha don gian ma bat ky ai cling déu c6 thé sir dung dugc moét cach
dé dang. Thé nhung minh tin la mét sé meo khi sit dung Gmail ma minh sap chia sé sau day
van chua c6 nhiéu ngudi biét téi, hoac chua ting ap dung lan nao dau ~~

Vay nén cac ban c6 thé tham khao qua mot lugt xem, néu thdy né hiru ich cho cong viéc ctia ban

thi c6 thé ap dung ngay la luén nhé !
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#1. S dung phim tat trong Gmail

Meo dau tién ma minh mudn giéi thiéu dén céc ban la cdc phim tat trong Gmail.

Viéc st dung thanh thao cdc phim tat trong cac ing dung, phan mém hay & day la Gmail sé giudp
cho ban tiét kiém thai gian hon ... it phai dung téi chudt hon, con ngudi ngoai nhin vao thi sé thay
ban “pro” haon 7.

Vi du: Trong khi soan emai thi ban c6 thé s dung t6 hop phim ctrl + Enter d€& gui thu d6 dén
nguoi nhan. Khéng quan trong ban da thay déi cai dat hay chua, cadc phim tat chung van hoat
dong. Tuy nhién, cé nhiing phim tat sé khéng hoat dé6ng dugc néu ban chua kich hoat ching.


https://blogchiasekienthuc.com/thu-thuat-internet/cach-tao-tai-khoan-gmail.html
https://blogchiasekienthuc.com/thu-thuat-internet/mot-vai-thu-thuat-gmail-rat-hay.html#1-su-dung-phim-tat-trong-gmail
https://blogchiasekienthuc.com/thu-thuat-internet/mot-vai-thu-thuat-gmail-rat-hay.html#2-cai-dat-tuy-chinh-cho-hop-thu-den
https://blogchiasekienthuc.com/thu-thuat-internet/mot-vai-thu-thuat-gmail-rat-hay.html#3-tim-kiem-email-theo-ngay
https://blogchiasekienthuc.com/thu-thuat-internet/mot-vai-thu-thuat-gmail-rat-hay.html#4-bien-email-thanh-tac-vu
https://blogchiasekienthuc.com/thu-thuat-internet/mot-vai-thu-thuat-gmail-rat-hay.html#5-loi-ket

Trudc tién, ban hay truy cap vao phan cai dat Gmail truéc da, ban lam theo hinh bén dudi.

segHung fRhim-tatdrangrgmail

Sau dé kéo xuéng => va tim dén phan phim t[t. Mac dinh la tat, bay gio néu ban mudn s dung
nhiéu phim tat hon thi hdy chon Bat phim t[t nhé. Ping quén kéo xuéng dudi cung dé€ Luu lai nha.

mede\rai-thudthuategmabwrat-hay (1)

C - Cho phép ban soan mét Email méi.

N & P - Cho phép ban chuyén déi gilra cac tin nhan méi hon va trudc doé.
! - B4do cdo mot tin nhan la Spam.

Shift + 1 - Danh d&u tin nhan la da doc.

Q - Di chuyén Con tré dén Tim kiém Tro chuyén.

F - Chuyén ti€p tin nhan.

e / - Tim kiém [Pua ban vao thanh Tim kiém].

Danh sach thuc té rat dai. Ban cé thé cé danh sach day du tai day ! Hoac tham khao hinh dnh bén
dudi.

tlanbsa ehrphintat-treng-gmail (1)
Phim tat vé Soan thu va tro chuyén

clanh sa ehphimnmtattreng-gmail (2)
Phim tat vé Dinh dang van ban

danhrsaehirphintattieng-gmail (3)
Nhirng phim tat vé Hanh dong

danhsaehirphintatteng-gmail (4)
Nhirng phim tat vé Hangouts

clan b sa chrphinptat-treng-gmail (5)
Nhitng phim tat vé Di chuyén

clanbsa ehrphintat-treng-gmail (6)
Nhitng phim tat vé Chon danh sach chubi thu

clanh sa ehphimtat-treng-gmail (7)
Phim tat vé Kham pha

danb 53 ehirphintat-tieng-gmail (8)
Phim tat Ung dung

#2. Cai dat tuy chinh cho hop thu dén

Gmail c6 rat nhiéu ché& d6 hién thj Hop thu dmh khac nhau dé cho ngudi dung dé quan ly hon. Ban c6
quyén tu do chon moét trong 6 loai nhu:


https://support.google.com/mail/answer/6594?hl=vi

Mac dinh.

Thu quan trong truéc tién.
Thu chua doc trudce tién.

Thu cé gan dau sao trudc tién.
Hop thu uu tién.

Nhiéu hop thu dén.

ok wWwNH

DE thiét 1ap thi ban c6 thé vao phan cai dat nhu trong huéng dan phan # bén trén => sau d6
chon tab Hop thu dh va chon mét trong cac ché do hién thj tai Loa i ho p thu d&” n.

meie\rai-thudhuategmailwrat-hay (2)
Ngoai ra, ban cling cé thé chon moét trong 4 ché d6 hoac chon ché dd mac dinh. Tuy nhién, thiét lap
nay chi hoat déng véi ché do Ho. p thu uu tién . NOi chung la méi ché d6 sé cé mbt co ché tuy chinh

khac nhau. Vay nén ban hay th{ ting cai mot dé tim ra thiét 1ap phu hop nhat véi ban nhé.

Vi du minh sé tao ra 3 nhdm cho hop thu, dé la: Chua do . c, Co” ga'n dd’u sao va Mo i thu” kha'c
=> va nhan Luu .

mede\ai-thudthuategmaiblwrat-hay (3)

Két qua sé nhu thé nay.
mete\rai-thudhuategmaiwrat-hay (4)

#3. Tim kiém Email theo ngay

Ban dang muén tim email dau tién ma ban da gui?
Hodc ban muén loc danh sach email ma ban da nhan dugc cia mot ngay cu thé nao dé? Vang, Itc
nay ban hoan toan c6 thé sir dung tinh nadng tim ki€m tich hgp san ctia Gmail d€ lam viéc dé. Vi du

nhu ban muon tim cdc email ma ban da gui truéc ngay 11 thang 1 nam 2015 thi ban sé tim kiém
theo cU phap nhu sau:

before:2015/1/11

Tuong tu nhu vay, ban cd thé thay déi ch(t before thanh after dé tim nhitng email dugc gui va
nhan sau ngay dé. Va day la két qua:

medeai-thudthuategmablwrat-hay (7)

#4. Bién Email thanh tac vu



Vi du ban c6 hang tréam Email can xem va tra 10i, trong dé cé nhirng Email rat quan trong can phai
dugc xur ly. Vay mot cau héi dat ra la lam thé nao dé€ ddm bao rang ban hoan thanh nhiing Email
quan trong dé ding thoi han ma khong béd sét diéu gi?

Mot trong nhirng tha thuat Gmail rat hitu ich ma ban cé thé sir dung dé la chuyén Email thanh mét

tac vu. D€ lam diéu dé, ban cé thé chon mot cudc tro chuyén qua email bat ky => sau dé chon
Add to Tasks

mete\rai-thudhuategmaiwrat-hay (5)

Két qua la, cudc tro chuyén dé sé dugc chuyén vao danh sdch céng viéc can lam cua ban. Khi hoan
thanh cong viéc, ban chon Mark complete dé cap nhat viéc hoan tat cong viéc.

mede\ai-thudthuategmailwrat-hay (6)

#5. Loi két

Nhu vay la trong bai viét nay minh da chia sé cho cac ban 4 meo dé€ st dung Gmail hiéu qua
hon réi nhé. Tuy la nhiing kién thic rat co ban théi nhung néu ban khong dé y thi sé that uéng phi
tinh nang san cé.

Vay nén, hay dado qua mot vong Cai dat dé xem tinh nang nao thuc su hiru dung véi ban dé tan
dung né vao cong viéc nhé. Chuc cac ban thanh céng !
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