Cach tao quy tac (Rules)
trong Outlook

Phan mém quan ly mail Outlook gilip cac ban c6 thé quan ly cac email gi vao hom thu nhung mai
ngay déu cé rat nhiéu blc thu dugc gui téi va né déu nam trong HOp thu dén, nhu vay nhiéu blc
gom Vvao sé rat 16n xon khi khéng dugc sap x€p. HOm nay ThuThuatPhanMem.vn sé huéng dan cac
ban cach sir dung Rules dé cé thé sap xép va thuc hién cac Iénh tu dong trong Outlook.

Gagh taooqutyctag tRulkes)trong Outlook

Muc luc néi dung

e 1. Quy tac Rules trong Outlook la gi?
e 2. Cach tao quy tac Rules trong Outlook

1. Quy tac Rules trong Outlook la
gi?

Quy tac Rules trong Outlook gilp cac ban quan ly cdc email trong hom thu cia minh dugc hiéu qua
hon. N6 cho phép cac ban di chuyén thu tir thu muc nay sang thu muc khac, gan cac co khac nhau

dé phan loai thu va tham chi con gilp cac ban tra 16i email ty déng...v.v...

Quy tac Rules phd bi€n nhat ma ngudi dung hay st dung bdi Outlook d6 la tu dong chuyén thu
sang thu muc phu hgp khi cé thu gui téi.

2. Cach tao quy tac Rules trong
Outlook

DE cb thé tao moOt Rules mai trong Outlook cdc ban cé thé lam theo cac budc sau day. Pau tién ban
click chon mét mail lién quan t&i nhitng quy tac minh muén dat (vi du nhu ban muén thuc hién céc
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thao tac tu déng lién quan téi ngudi gui, tiéu dé gui...v.v... cla buc thu dién ti do).

Ti€p d6 cac ban ribbon Home trén thanh céng cu, sau dé click vao Rules trong nhém Moves roi
chon Create Rule.

choadoreate Rul@e unknown

Hodc cac ban c6 thé chon céach click chudt phai vao email dé va chon Rules trong danh sach vua
hién thi va chon Create Rule & day.

Bapahthénaher gaahdick chubt phai vao email dé va chon Rules trong danh sach vira hién thi va c

O clra s6 chlc nang Create Rule sé& xuat hién trén man hinh, tai day céc ban cé thé tao cac cai dat
lién quan téi quy tac Rules muén dat.

Trong phan When | get email with all of the selected conditions, cac ban cé thé dat ra cac
luat lién quan dé loc cac loai mail ma minh can. Cac ban cé thé loc mail dua vao ba tiéu chi sau:

- From <nguoi gui>: Cac ban cé thé thyc hién céc thao tac vdi nhiing blc thu téi tUr nguoi gui
nhat dinh. Nhu trong vi du dudi day, ngudi gui mail la Steam Support.

Fregya roteamy SupportBamcd thé thuc hién cac thao tac véi nhiing buc thu téi tir nguoi gui nhat dinh

- Subject contains: Tiéu dé gui thu, c6 thé thuc hién cac thao tac véi nhitng blc thu cé tiéu dé
tuong tu.

Subjedt eantaingpbiéwudegui thu, cé thé thuc hién cac thao tdc vGi nhimg bic thu cé tiéu dé tuong ti

- Sent to: Vi Outlook cho phép cac ban quan ly nhiéu mail cing mét ldc cho nén céc ban c6 thé dat
ra cac han ché thuc hién véi nhitng email gui téi dia chi mail nhat dinh nao dé ma minh dang quan
ly.

Sent to:Viutwtloglk chev@hép cac ban quan ly nhiéu mail cing mot ldc
Luu y rang cac ban cling cé thé tao nhiéu lya chon cung mot IUc véi ca ba diéu kién loc trén.
Tiép theo cac ban tao phan cai dat cho Do the following.

Sau khi da loc dugc cdc mail phu hop véi diéu kién k€& trén, cac ban cé thé thuc hién céc thao tac tu
doéng sau:

- Display in the New Item Alert window: Vi thao tac nay, cac ban cé thé hién thi clra sé théng
bao khi cé mail méi gui téi.

Display: ibuthe New JtkemwAlert window

- Play a selected sound: Phat ra am thanh théng bdo ma minh cai dat san. Cac ban c6 thé nghe
tha am thanh théng bdo dé bang céch click vao nat Play hinh tam gidc. Muén d6i am thanh théng
bdo thi bdm vao Browse va chon file am thanh.



Rlayeasetectediseundnown

- Move the item to folder: Cé 1é day la chic nang Rules thudng dugc chd y si dung nhat. N6 sé
gilp cac ban gui cac bic thu téi thu muc do ban luya chon trong Outlook. Cac ban chi can chon moét
thu muc muén chuyén thu téi va bam OK.

Meyertheiter topfaldebwn

Ngoai cac quy tac Rules don gian ké trén, cac ban con c6 thé thuc hién cac thao tac phic tap hon
trong Advanced Options.

Bapahthérthirebiémicaathao tac phic tap trong Advanced Options

Trong nay, c6 rat nhiéu cac quy tac tao Rules da dugc lap san véi Step 1 la budc loc thu va Step 2
la cac thao tac thuc hién véi thu dé.

Mét s ouyntac tae Rulesdugc 1ap san
Sau tat ca cac ban can bam OK hoéc Finish d€ hoan thanh viéc cai dat quy tac Rules cho Outlook.

Phan mém sé& mat mot chit thoi gian d€ c6 thé thuc hién quy tac ban viura cai dat.

Revision #1
Created 16 June 2023 07:00:27 by Quan tri
Updated 16 June 2023 07:01:11 by Quan tri



