Huréng dan cdp nhdt Danh bg vao tai khoan Mail

HUONG DAN CAP NHAT PIA CHI MAIL
VAO “DANH BA” TAl KHOAN MAIL CUA BAN

Muc dinh: Gidp ban d& dang giri Mail cho nhiéu ngudi ciing mot luc ma ban
thuong xuyén phai gui tai liéu.

(VD: tat ca gi4o vién trong truong, mét to khdi trung trudng, mot nhom, ...)
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Huréng dan cdp nhdt Danh bg vao tai khoan Mail

M6t thé mai hién ra tim dén vi tri c6 dong chit “Nhap” va nhap chudt vao
dong chir do.
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Huréng dan cdp nhdt Danh bg vao tai khoan Mail

Ban tim dén file c6 chtra danh sach Mail dé cap nhat (file @& duwoc guri cho
ban, néu ban can danh sach don vi khac hay lién hé véi don vi d6 dé lay danh
sach Danh bg) va nhan chon file d6 (¢ day tdi chon file cia fruwong TH Péng
Tam) nhan tiép Open.
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Huréng dan cdp nhdt Danh bg vao tai khoan Mail

Dén day ban d4 cap nhat dugc dia chi Mail vao danh Danh ba Mail caa ban,
tuy nhién dé thuan tién trong qua trinh giri Mail ching ta can doi tén “Nhan” vira
vé6i cap nhat (Nhan d6 1a Ngay nhap ban vira tai dia chi Mail) nhan vao Nhan can
dbi tén va nhan chon biéu tuong chiéc but )
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Huréng dan cdp nhdt Danh bg vao tai khoan Mail
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Trwdng TH Dong Tam
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Toi duoc hinh nhu duégi ddy Nhan “Trwong TH Pong Tam” gom cé 43
dia chi Mail kém theo ho tén.
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Nhu vay néu ta mudn gui Mail cho tit ca GV trudng TH Bong Tam ta chi
viéc tim chon Nhan “Trwong TH Pong Tam” chén vao dia chi can gui (Céch
gi#i ther hang logt theo nhan ban hay t tim hiéu nhé).

Chuc bgn thanh cong!
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