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Hion nay Email da qua quen thulc vii mOingO0i, tuy nhién d0 gdiva nhin thO vinchiadd,
bl n ctng cOn phdibi0t sO ding email nhd thd nao d d00c hidu qul, tidn ddng va an toan. Sau
day la mit vai nhin xét vO vilc s ding email.

1/ L0u y khi dit tén cho dia chl email

Tén mit dia chd email “b0t binh thO0ng”, chl ng h nthangchochet@yahoo.com cé thl trl
nén “ph0n chd” khi b0 n gUi thd xin vilc. MOt email cé tén ngd0i gli nhi
cuncon@yahoo.com

emgaicodon@hotmail.com
r0t cd thl s bl xoa di bli ngl0i nhdn hilu chung la tho rac.

2/ Tranh viDt tO t

NhOng ngd0i sO d ng mdy tinh ca nhan th00ng dung nhing ky hiCu viltt0t riéng d0 tranh phli
danh may nhil u, vi d0 nhO “IMO” (in my opinion - theo y kil n cla téi) va “TTYL” (talk to you
later - t6i s trao dli cO thO viibOn sau).

NhOng nhOng ng00i nhOn thd sO thOy nhdng chi vidt t0t dé khé hidu nhD nhi ng céng thl ¢ hoa
hic. BOn khéong thD cho ring mdingl0i d0u quen thulc vOinhOng ky hiCu vilttdt ma bdn
dang ap ding.

3/0 Chuy ditl tiéu dU thO (subject)

Bl n cOm thiy thd nao khi nhn d00c email t0 mitdia chi 10 hollc ma khéng c6 phln subject?
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NgOOi nhin thd bao gil cing Ou tién dl ¢ nhi ng dong subject tri0c, sau d6 mOUi dln ndi dung
thO. Subject c n phUi ré rang, lanh midnh, khéng dai dong nhi: “Xin gili quylt t0c khi c va tr0
I0i ngay ngay hdm nay”. Khi mudn gli bai cla minh cho bao, t0p chi, bl n khéng nén gili mii
file dinh kem bai vi0t ma khong c6 mit chl nao di clp tli bai vilt cla minh, gilithilu vO bOn
than hoUc nhin gdi vOitoa sodn. ThO khdng c6 tiéu d0 thiOng b0 delete.

4/ Hinh thi ¢ bl ¢ thO

Cé ba théi quen khilln ngd0i nhin email rdt b0 ¢ minh, dé la vilt hoa toan bl nOi dung, font chi
to nhd khéng d0u, chl in d0m, in nghiéng va mau slc dilIc sl ding bla bai. Vilc vilt hoa chl
nén ap ding dang nguyén tic cla nd. TOOng t0, mau sl c, kilu chd nghiéng hay dim clin

thO ng nhit, gi0 cho hinh th ¢ bl c thd 10ch sO, thanh nha.

5/ L0 c thO rac (spam)

ThO rac la cac th qul ng cao holl ¢ cac thong tin gil t0o, vé gia trl, cang ngay cang nhil u trong
hip thD cOa bln. B0 tranh cac loli spam nay khéng phlila dilu din gidn. Hidn cac dich v
email nh Yahoo va Hotmail, hol ¢ cac mail client nh0 Outlook, Eudora 6 ... cé cung cllp cac
"p0 I0c" spam cho ngd0i sl ding. Khibdn s dingcac bl I0cnly, né sl t0 ding lodibl bOt
mOt phln nao cac thi rac cho bin. Blng bao gil diln tén bl n vao trong danh sach nao do
theo yéu clu clla mit email b0t chOt. Pay la mitcach 0y dia chD clabln tl cac tay spammer
chuyén nghil p.

6/ Gil "sOch" hip th0 in-box

Gil qua nhillu thO ct trong hi p in-box ddi khi sO khi n cho computer khili ding r0tchim, va
thO m chi dlng may... B0 din giln, b0 n nén x6a bt cac email khdng cl n thilt sau khi d0c holc
t0 o cac folder riéng dil chla cac blc thl viicac chl dil khac nhau di villc tim kiom di0c doi
dang.

7/ TOt b0 cla s Preview

Outlook, Outlook Express 6, Eudora 6 va Netscape Mail 7 dlu m0 siin mOt cla sO t0 ding do
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bl n xem trl0¢ thO. Tuy nhién, n0u email Ia spam trong do6 cé chla mit doln code nhi sO 0
ding phattan cac spam nay, va do do6 khi bl n xem qua th0 thi b0n da dingy viivilc phUi
nhOn thém nhilu spam khac. Do dé nén bl phn Preview.

8/ TU o danh sach email

NOu b0 n khéng mudn thiOng xuyén vilt di vilt I0icO chic dia chl email mOi khi glithD cho
mOt nhom ngd0i ma bl n quen bilt, cach din giln nhit la b0n hay t0o mOt danh sach email vOi
nhil u nhém khac nhau va chll ¢l n click vao nhém dé mii khi gOi thi tOt ¢l diu sO thly diCc
email cla bOn. B0 thOc hiln dilu nay trong Outlook Express, bdn m0 sO dia chl, chin
FileNewGroup (trong Outlook né c6 tén la Distribution List); con vl i Netscape Mail, thi b0 n vao
WindowAddress BookNew List. MOidOch vl email dlu cé cach mi mOt danh sach dla chi
khac nhau, cac bin nén xem phUn Help.

9/ Quét virus trong the

COn phUichay dicbilttlinhing file dinh kém (attach) khi gUi thO. BOng bao gil giith0 c6
file dinh kem cho nhOng ngl0i ma b0 n khéng quen bilt vi nhilu khl nang th0 sO b0 xéa, khong
difc dicvinglOinhOn sO dé la nhi ng file c6 chia virus. Thém vao dé, nhing file giii kem vOi
dung lI00ng I0n cn rOt nhilu thOi gian d0 t0i vO 10 may chl. Ngoai ra, hay cl gl ng nén nhing
file c6 dung I00Ng I0n, dic bilt la nhi ng file 0 nh. BOn khédng nén m holc chl'y cac file attach
trong cac th nhin d00c ma khéng rd ngulln gic, hol ¢ thOm chi bl n khdng bilt ngd0i gli la ai.
Vi din gilln ching c6 thd chia virus, trojan ... ¢6 thd khiln cho hi thO ng computer cla bl n
hoan toan hl hing. Cach din giln nhdtlabln hay liénl0c viingdOiglixemhd daglidin

bl n nhi ng gi, hol ¢ thilt I0p cac trinh anti-virus t0 dl ng quét cac bl c thl nhin di0c¢ cling nhi
glidiclabln.

10/ GUi file kich thIOc IUn

BOn muln glib0c thd cé kich thOOc hO'n 20MB, tuy nhién cac nha cung clp Internet (ISP) I0i
thD0ng chO cho phép gilli hin tlida t0 5-10MB, va do d6 né sil bl bt phln dung I00ng bl di
ra. Du viy, bin vin cé mitvaillachOn khac. Nhd vilc bl n cé thd IDu file trén Web va nhiln
ngl0i nhOn din t0ichdng vO. HiOn Yahoo va Hotmail cho phép bin I0u tr0 khod ng 30MB di
liu tr0c tuyOn trén site cla hO.
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011/ Kil m tra thD qua Webmail

BOn khéng cOn phiinglitli PC cla minh miicé thl xem thD di0c. Pa sU cac nha cung clp

dich vO Internet ngay nay dl u cho phép ngilli dung I0a chin Web-mail, v n ¢é thl gidp b0 n

truy cOp hOp thO t0 b0t c0 may tinh nao n0i mi ng. Ngoai ra, bl n cling c6 thl sO ding dlch v0
chuyln tilp thO (forwarding) trong cac tai kholl n cl a Hotmail holl ¢ Yahoo (c6 tinh phi).

12/ Pl ng trd 10i chl m tr0

Trén nguyén tlc va vi [0 ch s x& giao khi nhin di0c mdt email b0n nén trd I0ingoli trl nhing
e-mail di0i ding thO rdc holc nhing bl c thD c¢6 n0i dung khéng lanh minh. Vil c hii &m mOt
email khong c6 gi khé khan hit. Chi cln click reply va vilt mdt vai cau ngdn tr0 10ila do rOi .

13/ B0ng t0 trl thanh ngl0i gOil tho rac

HOu hOt chung ta ddu gil danh sach dia chd e-mail cla cac thanh vién trong gia dinh, nhi ng
ngl0i bl n than va nhilu d0a chi khac t00ng t0. KhibOn trd 10§ th0 c0a nhing ngl0i than, hay
blo dIm rlng bl n chl phuc dap I0i nhng ngd0igdithd cho bln chl khéng phditltcl nhing
ngO0i than cé tén trong danh sach. Ngoai ra, nl u bl n chuyl n nhilng bl ¢ th0 nay cho mit ai
khac, chll nén copy va paste nhl ng thdng tin dé vao trong mit email mdi. Khéng nén chuyln
toan bl bdc thd d6 vii hang lo0t nhilng d0a chl O trong d6. BOng cho ring nhing ngl Ui nhdn
thD d0u muOnmO radd dlc .

14/ Chuyl n til p (forward) mit email dung cach

- Khi bl n chuyln tilp mOt email , bl n nén x6a (delete) t0t ¢ cac dila chl khac nim 0 phin
diu email. BOn phOib0m nat FORWARD tri0c tién va sau d6 chinh sOa phin thD nOu cln.
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-BOtcO luc nao bin gdiemail cho nhilu ngdli, dlngbao gil dung TO: hay Cc: Luén luén
dung BCC ( blind carbon copy) Va ngd0i nhin chO thly riéng dla chl email cla hI ma théi .

- Hul b0 chO FW trong tiéu di ( subject). Bl n co6 thl d0 I0i tén ti€éu di khac theo y bl n.

- BOn chO nhdn nat Forward khi nao da 00t b0 0t ¢ nhOng gi vé ich trong bOc thO. Virus
thDOng xen I0n trong bl ¢ thO ma bl n ¢é thl Forward cho ngdOi khac .

- MOt trong nhing dilu ma bOn cOn I0uy la khi c6 yéu cllu bln hay gii email nay cho nhilu
ng00i khac vi tin rlt quan trdng. BOn nén dit khoat delete cac thl nh0 vOy. Nh0 ng théng tin
trong bl ¢ thD dé hoan toan khéng c6 gia trll gi hit.

- Tri0c khi bln chuyOn tilp mOt b0 c thD bao ding vO Virus hay mdt vaitin dic bilt nao do (tin
ding ddt chln hin), b0 n nén kidm tra tr0c khi chuydn ti0p cho ngd0i khac . BOn chd cln vao
website :http://www.snopes.com/ hay http://www.hoaxbuster.com/index.php d0 tim ra cai tin
ma bl n sOp chuyln la thdt hay gil

- Xin vui long ngl ng I0i vil ¢ chuyO n cac thd rac va virus cho ngl Ui than va bln be.
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