HU'O'NG DAN TAO CH{F KY EMAIL TREN OUTLOOK

bé tao chir ky trén Outlook, vui long thwc hién cac bwéc sau:

e Bwéc 1: MG chwong trinh Outlook va click vao muc “New Email” dé tao email méi.
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e Buwdc 2: Chon muc “Signature” (chit ky) trong menu “Message”.
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e Buwdrc 3: Hé thong hién thi bang thong bao. Click vao nit “New...” dé tao chit ky md&i.
Click “New” dé tao chir ky ma&i
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e Buwdc 4: Hé théng tiép tuc hién thong bao. Vui long dién tén cho chir ky ctia minh va click
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e Bwdc 5: Dién thong tin muon hién thi trén chit ky email vao khung “Edit signature” bén
dudi. Ban c6 thé tiy chinh mau sic, font, kich thwéc chir va thém hinh anh/logo vao theo y
minh. Click vao nut “OK” sau khi hoan tat.

Signatures and Stationery

4 Select signature to edit
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e Buwdc 6: bat tuy chinh cho New messages va Replies/Forward.
o Né&umuén ap dung chir ky cho tit ca cac thw méi, chon tén chir ky tir menu tha xuéng

cua New messages.

o Con néu mudn st dung cho nhitng tin nhin tra 1o hodc chuyén tié€p, & menu tha
xudng chon tén chir ky cia Replies/Forward.
o Hon nita, ban khong mudn ap dung chir ky cho tin nhan mi, tin nhan tra 1 hodc
chuyén tiép, thi chon (none) cho menu thich hop.

o Sau khi thiét l14p xong, 4n nut Save phia dudi.
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Select signature to edit
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Bwéc 7: Cudi cung, chon OK & hop Signatures and Stationary dé lwu nhirng thay dai.

o Khi m& hdp thw mai, thw tra 1oi hodc chuyén tiép khac, chir ky tw dong xuit hién & cubi

trang.
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