Hudng dan tao Ch& ky Email
trén Microsoft Outlook

Tools tao chit ky Online : http://apps.mailinh.vn/chuky/

DE cé thé cb thong tin Lién hé mot cach day da va cling dé phan biét Email cé phai la Email chinh
danh hay la Email Spam, thi vai tro cia Chir ky Email cuc ky quan trong.

Vi vay, cac Ban nén thiét 1ap Chr ky Email cho minh.

M¢& chuong Outlook, vao tai khodn can tao chir ky, sau dé chon Tool/Options... va nhan Click:
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Account Settings
Change settings for this account or set up mare connections,
" Getthe Outlook app for i05 or Android.

Mailbox Settings
Manage the size of your mailbox by emptying Deleted ltems and archiving.

Rules and Alerts

Use Rules and Alerts to help arganize your incoming email messages, and receive
updates when items are added, changed, or removed,

Slow and Disabled COM Add-ins
Manage COM add-ins that are affecting your Outlook experience,
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Trong phan Opions chon Mail Format, tim dén nat Signatures... dé khai bao

1 L pmpes wynry vve ey
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i Message format
Choose a format for outgoing mail and change advanced settings.
I Compose in this message format: :I-HH. =
HTML format

] Reduce the file size of the message by removing formatting information
that is not necessary to display the e-mail message

‘ [AIRely on CSS for font formatting
1 [[]5ave smart tags in e-mail
1
1 Stationery and Fonts
1 Use stationery to change your default font and style, change colors, and
add backgrounds to your messages.
 Stationery and Fonts... |
Signatures -
;}é Create and edit signatures for outgoing ' -
1 = ‘ Signatures...
Editor options -

:5_3 Change the editing settings for e-mail messages.

Hodc vao Tab Mail , vao tiép Signatures....
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@ Change the settings for messages you create and receive.

Compose messages

e the editing settings for messages.
in this format: | HTML ~ ~ |

B3 show text prediction ping 0]
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Editar Options...

abc [ Always check spelling before sending

| Spelling and Autocorrect..,

B Ignore original message text in reply or forward

Dg Create or modify signatures for messages.

Aa Use stationery to change default fonts and styles, colors, and backgrounds.
Outlook panes

ﬁ Customize how itemns are marked as read when using the Reading Pane.

Message arrival

When new messages arrive:

g' = Play a sound
[ Eriefly change the mouse pointer
B3 Show an envelope icon in the taskbar
] Display a Desktop Alert
[] Enable preview for Rights Protected messages (May impact performance)
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| Stationery and Fonts... |

Reading Pane...
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Luu Y: Ban cé thé Copy tu file word dé bd vao phan tao chit ky, néu chit ky c6 hinh anh thi chinh lai
duong dan hinh anh dé hién thi.
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Template Chit Ky : https://drive.google.com/file/d/16 WfWRHOAsel-
qTkgGFTdp8JAK4rn1x6U/view?usp=sharing
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