Thao tac su dung MS-Outlook
Tac dung cua cac thu muc:
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/(mu bi xoa thi o trong day, neu muon x0a thu thi ta bam vao thu muon xoa, bam vao nut Delete)

(Thu muc nay chua cac thu dang soan)

\(Cacemall nhan duoc ve se nam o thu muc nay)

[ — (Thu muc nay chua cac thu dang duoc gui di, neu mang internet bi loi thi cac thu khong gui duoc se
nam o day, neu sau khi mang internet da hoat dong binh thuong thi ta chi bam vao Send/Receive

(hoac Fs) de tiep tuc gui thu di)

(Thu muc nay chua tat ca cac email da gui di)





1/ Tao email moi:
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Bam vao New (tren thanh toolbar) or bam to hop phim CTRL + N

Sau do thuc hien thao tac nhu hinh ben duoi:
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(Sau khi s0an xong, neu muon gui mail

dithi bam vao nut Send)

[=be]

Type a question for help

Neu muon gui them file dinh kem thi bam vao day, sau do bam
chon file muon gui > tiep den bam vao nut Insert hoac ta kich dup.
vao file muon gui cung duoc)




2/ Thao tac tra loi email:

- Bam chon email muon tra loi, bam vao nut Reply tren thanh Toolbar, sau do thuc hien thao tac nhu hinh ben duoi
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A [ AT AP FORSRINe I OROERS | (Buoc L: bam vao email muon tra loi) | Wed 8/5/2009 131

(Buoc
kem - buoc nay chi
dung khi muon gui file
dinh kem)

Pls see 1st fit sending status DON(Buoc 5: Sau khi soan xong thi bam vao nut Send de gui email di)  1g status
date.





3/ Thao tac chuyen tiep thu:
Y nghia: chuyen tiep email den cho nguoi khac

Thao tac thuc hien: bam chon email muon chuyen tiep ( bam vao nut Forward, sau do thuc hien nhu hinh ve ben duoi:
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(Buoc 1: bam chon email muon chuyen tiep)
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(Buocs: bam vao nut Send de gui email di)





4/ Thao tac lay thu ve:
Bam vao nut Send/Receive tren thanh Toolbar or bam to hop phim F9
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