Cach Hen Gio Gui Mail Trén
Outlook

Vi tinh nang hen gio gii mail trong Outlook, ban cé thé |én ké hoach gli email céng viéc dé dang,
trdnh truong hop quén gi nhirng email quan trong. Cung theo déi bai viét nay dé biét cach hen gio
g mail trong Outlook, cach tri hodn va sap xép thai gian gui ty dong trén may tinh nhé.

1. Huéng dan nhanh

M@ Outlook va nhap dia chi ngugi nhan, ndi dung email > Nhan vao Message > Nhan vao biéu
tuong ma rong tai muc Tags

Chon Do not deliver before check trong muc Delivery options, sau dé dat ngay va gio gui > Chon
Close > Nhan Send dé gui thu.
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2. Huéng dan chi tiét
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Budc 1: Ban hday mé Outlook va nhap dia chi nguoi nhan, néi dung email > Nhan vao
Message > Nhan vao biéu tuong mé réng tai muc Tags.

Budc 2: Tai giao dién Properties, ban hay tich chon Do not deliver before check trong muc
Delivery options, sau dé dat ngay va gio gui > Chon Close dé déng lai.



Budc 3: Nhan Send dé gui thu.



Nhu vay, ban cé thé xem lai thu da Ién lich trong muc Outbox.



Luu y:

e Tuy chon nay khéng cé trong Outlook trén web.
e Email chi dugc gui khi Outlook cGa ban dang ma tai thoi diém gui ma ban da chon. Néu
khong, email sé dugc gli vao lan tiép theo ban mé Outlook

Hen gio g mail trong Outlook |a tinh nang cho phép ngudat lich gi email ty dongoi dung vao
ngay/thai diém cu thé&, diéu nay gilp ngudi dung dé dang quan ly thoi gian va gi email ma khéng

can phai thuc hién tha cong.

Chuc ban thuc hién thanh céng
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