Bai 5
Thuw dién tir - Email
Muc tiéu:
- Hiéu dugc mé hinh hoat dong Email
- Cai dit, cau hinh trinh quan 1y email cho cac hop thu ca nhan véi MS
Outlook
- Str dung thanh thao cac thao tac vdi hop thu (mail box)
- Thiét 1ap méi trudng lam viéc tai email Rule trong MS Outlook.
- Tu tin van dung email trong cong vi¢c
5.1 Gidi thiéu email
5.1.1 Khai niém vé E- Mail

Thu dién tir, hay email (Electronic mail) 1a mot hé théng chuyén nhan thu
tor qua cac mang may tinh .

No6i1 mdt cach don gian, thu dién tir [a mdt thong di€p guri tor may tinh nay
dén mot may tinh khac trén mang may tinh mang ndi dung can thiét tir nguoi giri
dén nguoi nhan. Do thu dién tr gui qua lai trén mang va st dung tin hi¢u dién vi
vy téc do truyén rat nhanh. Ngoai ra ban c6 thé gtri hodc nhan thu riéng hoic
cac buc dién giao dich voi cac file dinh kém nhu hinh dnh, cac cong van tai li¢u
tham chi cd ban nhac, hay cac chuong trinh phf?m mém...

5.1.2 Cac thuat ngir: Mail Server, Mail Client, Mail Account, E- mail
Address, MailBox

Mail Server 1a may chu dung dé nhan va giri mail, véi cac chirc nang chinh:

- Quan ly account

- Nhan mail cua ngudi gui (cua nhitng nguodi ¢d account) va gui cho
nguoi nhan hodc mail server ciia nguoi nhan.

- Nhan mail tir mail server cua ngudi giri (tir bén ngoai) va phan phdi mail
cho ngudi trong hé thong.

Mail Client 13 mot chuong trinh phin mém dau cubi chuyén dung dé
nhim nhén va goi mail mot cach chu dong qua cac webmail hay Mail server co
ho trg cac giao thirc truyén mail co ban

5.1.3 M6 hinh hoat dong cia E- mail: Mail Server, Mail Client, protocol,
port

Sw hoat dong ciia hé thong thw dién tir (E- Mail).
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a. Chiéu giri di (Outbound).

Khi ngudi A mudn giri mot bire thu dién tir (E- Mail) dén cho ngudi B thi
anh A can nhing gi?

Luc nay anh A dong vai trd 1a ngudi giri, can cung cap thong tin dia chi
ngudi gui, dia nguodi nhan, tiéu dé thu, va ndi dung buic thu va giri di. Nhung
van dé dit ra 13 ai s& 12 ngudi nhan thu va chuyén thu di cho anh A. D6 chinh 1a
vai tro cua Mail Server. Luc nay, Mail Server gui (Sender) dong vai tro 1a buu
cuc dé nhan thu anh A gri dén va chuyén thu di dén nguoi nhan 13 anh B.

Dia chi E- mail: Tuong ty nhu viéc gui thu béng buu dién, viéc gui nhan
thu dién tir cling can phai co dia chi ctia noi giri va dia chi ctia noi nhan. Pia chi
ctia E- Mail duoc theo cdu triic nhu sau: user- mailbox@domain- part (dia chi
thu@vung quan 1) Vi user- mailbox 1a dia chi ctia hop thu ngudi nhan. C6 thé
hiéu nhu s6 nha va tén duong nhu thu buu dién. Vung quan 1y tén mién
(domain- part) 1a khu vuc quan 1y cta ngudi nhan trén Internet. Co thé hiéu no
gidng nhu tén thanh phd, tén tinh va quéc gia nhu dia chi nha trén thu buu dién.
vi du anh A c6 dia chi nguyenvana@yahoo.com.

b. Chiéu nhin mail vé (Inbound).

Anh B mudén nhan mail vé, cling can 1 buu cuc tirc Mail Server nhan
(Receiver) nhan mail tir anh A giri vé dé trong mail box. anh B mudn doc thu thi
két ndi dén buu cuc dé nhan thu vé may.

Mudn giri - nhan mail trén Internet phai mua domain Qudc té, domain
local chi c6 thé giri - nhan mail trong local va giri ra Internet nhung khong thé
nhéan vé, mot s6 domain Qudc té tir choi khong nhan mail guri tir domain local.

Mobi mot birc thu truyén théng phai di toi cic buu cuc khic nhau trén
duong dén v6i nguoi dung. Tuong tu thu dién tir cling chuyén tir may may chu
thu dién tir nay (mail server) té1 may chu tu dién tir khac trén Internet. Khi thu
dugc chuyén dén dich thi nd duoc chua tai hop thu dién tir tai may chu thu
dién tir cho dén khi né dugc nhan bai nguoi nhan. Toan bd qua trinh xwr 1y chi
xdy ra trong vai phat, do d6 nd cho phép nhanh chéng lién lac v6i moi ngudi
trén toan thé gidi mot canh nhanh chong tai bat ctr thoi diém nao du ngay hay
dém.

Cac giao thuc Mail

Hé thong Mail dugc xay dung dua trén mot sd giao thirc sau: Simple Mail
Transfer Protocol (SMTP), Post Office Protocol (POP), ultipurpose Internet
Mail Extensions (MIME) va Interactive Mail Access Protocol (IMAP) duogc
dinh trong RFC 1176 1a mot giao thirc quan trong duoc thiét ké dé thay thé
POP, né cung cap nhiéu co ché tim kiém van ban, phan tich message tir xa ma ta
khéng tim thiy trong POP...
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e SMTP (Simple Mail Transfer Protocol).

SMTP 14 giao thtic tin cdy chiu trach nhiém phan phat Mail, né chuyén
Mail tir hé théng mang nay sang hé théng mang khac, chuyén Mail trong hé
thong mang ndi bd. Giao thic SMTP 1a mot dich vu tin cdy, huéng két nbi
(connection- oriented) duoc cung cip boi giao thirc TCP (Transmission Control
Protocol ), n6 sir dung s hiéu cong (well- known port) 25.

SMTP 1a hé théng phan phat mail tryc tiép tir dau dén cudi(tir noi
bit dau phan phat cho dén tram phéan phat cudi cing), diéu ndy rat hiém khi
stt dung. hau hét hé¢ thong mail sir dung giao thirc store and forward nhu
UUCP va X.400, hai giao thtrc nay di chuyén Mail di qua mdi hop, né luu trix
thong diép tai mdi hop va sau d6 chuyén t6i hé théng tiép theo, thong diép
duoc chuyén tiép cho t6i khi né ti hé thong phan phat cudi cing.

Trong hinh sau minh hoa ca hai k¥ thuat store and forward va phan phat
truc tiép t6i hé thdng Mail. Dia chi UUCP chi dinh duong di ma Mail di qua dé
t6i nguoi nhan, trong khi d6 dia chi mail SMTP nguy y 1a hé thong phan phat sau
cung.

Phan phat truc tiép (Direct delivery) cho phép SMTP phan phat mail ma
khong duy vao host trung gian nao. Néu nhu SMTP phan phat bi 15i thi hé théng cuc
bo s& thong bao cho nguoi giri hay né dwa mail vao hang doi mail dé phan phat
sau. Bét loi ctia viéc phan phat truc tiép (direct delivery) 1a né yéu cau hai hé thong
cung cdp dau du cac thong tin diéu khién mail, mot s6 hé thong khong thé diéu
khién Mail nhu PC, cac hé théng mobile nhu laptops, nhimg hé théng nay
thuong tit may vao cudi ngay hay thuong xuyén khong truc tuyén (mail
offline). Pé diéu khién nhimg trudng hop ndy can phai co hé thong DNS duoc sir
dung dé chuyén thong diép toi may chii mail thay cho hé thdng phan phat mail
truc tiép. Mail sau d6 duoc chuyén tir Server toi may tram khi may tram két ndi
mang tr¢ lai, giao thirc mang POP cho phép thuc hién chiic ndng nay.

e POP (Post Office Protocol).

POP 14 giao thirc cung cép co ché truy cap va luu trit hop thu cho nguoi
dung.

C6 hai phién ban cua POP dugc st dung rong rai la POP2, POP3. POP2
st dung Port 109 va POP3 sur dung Port 110. Cac cau Iénh trong hai giao thirc
nay khong giéng nhau nhung chiing ctng thyc hién chirc nang co ban 13 kiém tra
tén ding nhap va password ctia user va chuyén Mail ciia nguoi dung tir Server
t6i hé théng doc Mail cuc bd cia user.

e IMAP (Internet Message Access Protocol).

La giao thirc hd tro viée luu trit va truy xudt hop thu cia nguoi dung,
thong qua IMAP ngudi ding co thé sir dung IMAP Client dé truy cap hop thu tir
mang ndi bd hoac mang Internet trén mot hoac nhiéu may khac nhau.
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Mot s6 dic diém chinh cua IMAP:

- Twong thich day du véi chuan MIME.

- Cho phép truy cép va quan 1y message tir mot hay nhiéu may khac nhau.
- Hd trg cac ché do truy cap "online", "offline".

- HO tro truy xuat mail ddng thoi cho nhiéu may va chia s& mailbox.

- Client khong can quan tdm vé dinh dang file luu trit trén Server.

e MIME (Multipurpose Internet Mail Extensions).

MIME cung cép cach thtc két hop nhiéu loai dit liéu khic nhau vao
trong mot thong diép duy nhit c6 thé duoc gii qua Internet dung
Email hay Newgroup. Thong tin dugc chuyén doi theo cach nay tréng gidng
nhu nhimg khéi ky tu ngdu nhién. Nhimg théng diép st dung chudn MIME c6
thé chira hinh anh, Am thanh va bat ky nhiing loai thong tin nao khac ¢ thé luu
trit dwgc trén may tinh. Hiu hét nhiing chwong trinh x 1y thu dién
tr s€ ty dong gidi ma nhiing thong bao nay va cho phép ban luu trir di¥ liéu
chtra trong ching vao dia ctng. Nhiéu chuong trinh giai md MIME khéac nhau
c6 thé duoc tim thay trén NET.

o X.400.

X.400 la giao thtrc dugc ITU- T va ISO dinh nghia va da dugc ung dung
rong rai & Chau Au va Canada. X.400 cung cip tinh ning diéu khién va phan
phéi E- mail, X.400 str dung dinh dang nhi phan do d6 né khong can ma hoa noi
dung khi truyén dir liéu trén mang.

Mot sb dic diém cua giéng nhau gitta X.400 va SMTP.

- Ca hai déu 1a giao thuc tin cay (cung cip tinh ning thong bao khi giri va
nhan message).

- Cung cap nhiéu tinh ning bao mat.

- Lap lich biéu phan phoi Mail.

- Thiét 1ap do wu tién cho Mail.

- SMTP c6 mét sd chirc ning ma trén X.400 khong hd tro.

- Kiém tra dia chi ngudi nhan trude khi phan phdi message con X.400 thi
nguoc lai.

- Kiém tra kich thudc ctia message trude khi giri no.
- C6 kha nang chen thém bat ky loai dit liéu nao vao header cua message.

- Kha ning twong thich tét v6i chudn MIME.
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Nguyén tic hoat dong ciia Mail Server

Mo hinh gtri va nhan mail

Mail Server gtii (Sender) lam nhi€ém vu nhan thu cua anh A. Sender truy
van DNS dé tim MX Record (IP) ciia domain dich. Sender telnet port 25 cia
receiver dé bao hiéu mudn giri mail. Receiver kiém tra mot s6 diéu kién dé quyét
dinh c6 nhan mail cia sender ko? Néu receiver dong ¥ thi sender ding protocol
SMTP dé gui mail cho receiver.

Vi 1y do nao d6, receiver tir chdi khong nhan mail cta sender, sender phai
forward mail can giri sang mot server trung gian dé server nay giri giup, qua
trinh ndy goi 1a Relay Mail. Cé rat nhiéu nha cung cdp dich vu Mail Relay. Vi
du nhu google,...

Mail Server nhan (receiver) nhan mail tir Sender va dé trong box mail
(Hop luu trir mail). Khi nguoi nhan mudn doc thu thi giri yéu cau va chuyén vé
thu vé client thong qua giao thirc POP3.

* C6 2 mo hinh Mail Server:

- M6 hinh online: Mail tir Internet goi thang vé server cia ta. Cai mail
server ndi by, publish port 25 cua mail server ra firewall, NAT port 25 tir adsl vé
Firewall. Tuy theo tinh hudng thuc té s& c6 nhiing diéu chinh phu hop, vi du
Firewall c6 IP Public thi khong can cong doan NAT port ...

- Mo hinh offline: Chung ta phai thué server trung gian nao dé dung ra
nhan mail giap, sau do ta cAu hinh mail server ndi bd két ndi dén server nay tai
mail vé.

5.1.4 Gidi thiéu cac chwong trinh géi/nhan E- mail thong dung: MS
Outlook Express/Office Outlook, Netscape Messenger, Webmail

MS Outlook

Outlook 1a ctia Microsoft premier. N6 1a mét img dung doc 1ap duoc tich
hop vao Microsoft Office va Exchange Server. Outlook ciing cung cdp hiéu suét
va tich hop vai Internet Explorer 5.5.

Outlook s€ gitp ban tim va td chuc thong tin do d6 ban co thé 1am viéc
lién tuc véi cac tng dung van phong. Diéu ndy s& gitip ban giao tiép va chia sé
thong tin hi¢u qua hon.

Quy tic hop thu dén manh mé cho phép ban dé loc va to chuc thu dién
tir. V&i Outlook, ban c6 thé tich hop va quan 1y thu dién tir tir nhiéu truong muc
thu dién tir, ca nhan va nhém lich, danh ba va tac vu.

Khi ban st dung Outlook vé1 Exchange Server, ban c6 thé st dung nhém
lam viéc thong tin chia sé va quy trinh 1lam viéc lién lac, nhom 13p ké hoach, thu
muc cong cong, hinh thirc, va nang cao cac két ndi Internet.
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Outlook dugc thiét ké dé sir dung vé6i Internet (SMTP, POP3 va IMAP4),
Exchange Server, hodc bat ky hé thong dua trén cac chuan giao tiép khac hd trg
nhin tin tng dung lap trinh giao dién (MAPI), bao gdm ca thu thoai. Outlook
dua trén tiéu chuan Internet va hd trg email quan trong nhat cua ngdy hom nay,
tin tirc, va thu muc tiéu chuan, bao gém, LDAP, MHTML, NNTP, MIME, va
SIMIME, vCalendar, vCard, iCalendar, va hd trg day du HTML thu.

5.2 Cai dat chwong trinh giri/nhan mail (Desktop mail)
5.2.1 Cai dat: MS Office Outlook, Netscape Messenger
Huéng dan cai dat Email dung MICROSOFT OUTLOOK 2007
Bude 1:

M¢& Microsoft Outlook 2007 1€n, trén thanh Menu chon Tools a Account
Settings...

Xuat hién cta s Email Accounts
Budc 2: Chon New dé thém dia chi Email

Bude 3: Trén cura s6 Auto Account Setup, check vao Manully configure
server ... (Phia dudi cira s0)

Click Next,

Budc 4: Choose E- mail Service

Chon Internet E- mail, click Next dé tiép tuc

Budc 5: Internet E- mail Settings

Pién thong tin c4 nhan, thong tin cia email vao cac muc dé tréng

Chon loai giao thtrc két ndi voi server mail (Thudng st dung POP3)

Luu ¥ phan User Name phai trung voi Email Address

Budc 6:

Sau khi dién day du thong tin, ta nhan vao More Settings (Goc dudi bén
phai ctra s Internet E- mail Settings) xuat hién cua s6

Tai Tab Outgoing Server, check vao My outgoing server (SMTP) requires
authentication

Tai Tab Advanced, luu ¥ phan Leave a copy of messages on the server
(muc nay cho phép luu lai 1 ban copy trén server, st dung chic ning nay néu
mudn cai dit email trén nhiéu may hodc mudn str dung webmail)

Remove from server after x days: Cho phép x6a email trén server x ngay
tir khi Outlook download mail vé
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Remove from server when ... ‘Deleted Items’: Xo6a email trén server khi
x0a trén Outlook

Sau d6 nhan Close dé két thiic qua trinh cai dit
Budce 7: Kiém tra cai dat
Tai muc Internet Email Setting (budc 5), chon Test Account Settings,
Néu thay Status Completed thi qua trinh cai dt thanh cong
Nhan Close,
Nhén Finish dé hoan thanh va bat dau st dung.
5.2.2 Gi6i thiéu cac thanh phin Desktop mail: To, CC, BCC, Subject

Trong MS Outlook khi gt thu thuong ta s€ go dia chi ngudi nhén vao
dong To, con CC 1a dia chi ma ta mudn dong thoi mot nguoi khac cling nhan
duogc thu d6 va nguoi nhan ciing nhin thiy dong dia chi ciia CC ma ta gd dja chi,
con ¢ dong BCC thi ta cling gtri cho nguoi khac nhan duge thu d6 nhung nguoi
nhan khong biét duoc 13 ta dong thoi gui thu d6 cho ai. Con Dong Subject 1a
tiéu dé thu thé hién birc thu ma ta giri di c6 ndi dung vé van dé gi
5.3 Thiét 1ap méi trudong lam viéc cho MS Outlook

5.3.1 Tao chir ky: Signatures

Microsoft Outlook 2007 ban ¢ thé tao chir ky dé dinh kém trong email
gui di. Ban c6 thé thay di chit ky hodc tao méi, ciing nhu thiét 1ap mot chir ky
mac dinh, bé'mg cach nhﬁp vao Signature

- Néu ban d tao chit ky trude do, ban s€ théy dugc li¢t ké ¢ day

- Pé tao chir ky mai, thiét 1ap mot chitr ky mac dinh, hodc stra ddi hién ¢6
chit ky, bam vao Signnature

5.3.2 Tao va quan ly Address Book

Tao mot contact (thong tin lién h¢)

Contact 1a mdt cong cu quan ly va luu trit thong tin cua nhitng ngudi giri
email cho minh mot cach hiéu qua. Pé tao mot Contact mdi, hay lam céac budc
sau day:

- Nhin nat Contacts trong Navigation Pane, sau d6 nhdp nit New trén
thanh cong cu dé mé form nhap New Contact.

- Pién vao cac chd tréng trén form va sau d6 nhip Save and Close. Thé 1a
ban ¢6 mot danh sach Contacts.

5.3.3 Calendar — Lich lam viéc

- Khi ban nhan vao cic Tab Day, Week, Month thi n6 sé& nhanh choéng
chuyén ddi lich gitta hang ngay, hang tuan, hang thang.
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- Quay lai va chuyén tiép nat cho phép ban nhanh chéng di vao ngay hom
sau, tuan hodc hang thang trong lich.

- V6i Tasks: Ban c6 thé st dung khu vie ndy dé theo dbi cac ghi chu cua
ban. Ban c6 thé hihglight cic ghi cht nay bang cach thém co va t6 mau cho noé.

5.4 Quan ly lwu trir trong Outlook
5.4.1 Data Files: thay doi folder luu trir dir liéu

Luu cac email vao thu muc ca nhan

Ban mudn c6 mot thy muc ca nhan chira cac tap tin riéng cua ban, diéu do
tuong tu dé co mot tu dung cac hd so ¢4 nhan. Véi thu muc ca nhan, ban tao tap
tin riéng cho minh. Sau khi ban da tao ra thu muc ca nhan va cach di chuyén cac
tap tin vao thu muc ca nhan nay.

5.4.2 Pong b dir liéu giira MS Outlook Express va MS Office Outlook
5.4.3 Backup/Restore: E- Mail Databases

Néu may tinh ctiia ban héng, hoac néu ban it ¢6 co hoi dé két ndi Internet,
do d6 phai luu tap tin vao mot noi khac nhu trén mot dia CD hodc USB. Ban
c6 thé 1am dugc diéu nay bang cach sao chép mot file PST. Ban c6 thé di
chuyén, sau d6 sao chép file dé mot may tinh khac hodc vao mot dia CD.

bay 1a mot cach dé tao mot ban sao ctia mét PST: Ban bt dau trong
Windows Explorer dé tao mot ban sao cla tap tin. Ban can phai dong Outlook
trude khi copy.

Click chudt phai vao tap tin trong Windows Explorer va nhan chudt vao Copy.

Di chuyén con trd dén cac dia diém ma ban mudn dan cc ban sao cia tap
tin, nhap chudt phai va bam vao Paste.

Két qua: Céc tap tin sao chép xuat hién v6i phan dudi 1a —Copy.pst dé biét
rang d6 1a mot ban sao.

C6 mot cong cu goi 1a Outlook Personal Folders Backup Tool ma ban c6

thé tai vé dé sao luu file PST.

Néu ban d3 sao chép cua PST vao mdt dia CD hodac thiét bi luu trit tuong
tu, ban s& can phai sao chép né vao mdt may tinh khac trudc khi sir dung, vi
Outlook khong thé doc thong tin dia CD.

Ngoai ra, Thong thuong ban luu trit cdc Email vao thu muc ca nhan.
Nhung cac thu muc ndy van nam trong Outlook. Tuy nhién c6 cach dé back up
dit liéu khéc 1a Iuu trit cic Email vao 6 dia.

Trong hinh hién thi cong cu Import and Export trong trinh don File, day 1a
cong cu xuat Email ra ngoai ra va nhap Email vao trong Outlook.
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5.5 Cau hinh va quan ly Webmail
5.5.1 Mail rac (spam): chdng e- mail ric, khéa dia chi e- mail rac

Junk Mail c6 tdc dung loc thu rac (Spam mail), gitip cho ta phan loai duoc
thu rac nhu cac thu quang cdo, .... Junk Mail cling 1a noi chtra cac thu rac do.
Junk Mail khéng mudn cac Email ric nam 1an 16n v6i cac Email can thiét.

5.5.2 Quan ly e- mail

bé tao mot Email méi ¢ cac nhiéu cach. Ban c6 thé 1am mot trong cac
cach sau:

- Nhip vao biéu tugng New Mail Message
- Nhip vao File chon New chon tiép Mail Message
- Ban ¢6 thé dung phim tat ban phim: Ctrl + N

Sau khi mé dugc form (biéu mﬁu) email mé&i, ban go dia chi Email nguoi
ban mudn guri vao hop To va chu dé vao hop Subject. Sau d6 ban nhap ndi dung
cha dé ¢ form bén duéi. Bude cubi cing 1 ban nhip vao nut Send, thi email s&
dugc gt di.

Khi ban mé mot email trong Outlook dé doc noi dung va ban muén tra 1oi
mot email nay thi chi can nhap nat Reply. Mot form (mAu biéu) email méi mo ra
da duoc ghi san dia chi gai dén nguoi gl email cho ban. Ban chi can viét noi
dung thong bao va nhap vao nat Send.

5.5.3 Tao va quan Iy Address Book: Import/Export, in 4n Address Book
Khoi phuc lai Address Book (Import)
Khéi dong MS Outlook.

Ta chon File trén thanh menu, roi chon Import and Export

File | Edit View Go Tools Actions Help
New ' L -4 Send/Rece
Open > |
: [Deleted Ite...
Closg All Items E
4 P~y
Joed By: Date

Ere are no items to
FEolder » how in this view.

Data File Management...
Import and Export...
Archive...

Page Setup >

& Print.. Ctrl-P
Wark Cffline

Exit
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- Trong cira s6 Import and Export Wizard, ta chon Import from another...
- Click Next.

Import and Export Wizard

Choose an action to perform:

Export to a file

Import a YCARD file (.vcf)

Import an iCalendar or vCalendar file {.vcs
Import from another program or file
Import Internet Mail Account Settings
Import Internet Mail and Addresses

Description

Import data from other programs or files, including
ACT!, Lotus Organizer, Personal Folders (.PST),
Schedule+, database files, text files, and others.

< Back [ Next > ] [ Cancel ]

- Trong ctra sO Import a File, chon Comma Seperated Values (Windows)
- Click Next.

Import a File

Select file bype to import from:

ACT! 3.x, 4., 2000 Contact Manager for Windows A
Comma Separated Values (DOS B
Comma Separated Yalues (Windows'

Lotus Organizer 4.x
Lotus Organizer 5.x —
Microsoft Access

Microsoft Excel

Personal Address Book b

< Back MNext = Cancel

- Néu hién thi thong béo sau thi chon Yes
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