THUC HIEN KHAI BAO EMAIL QUAN LY THU BANG OUTLOOK
EXPRESS

Pai vé

D3&i véi nhén vién van phong hién nay thi viéc khai bdo va quén ly thu dién tu rigng cia cong ty
mot higu qué la mét nhu céu tat y&u. Microsoft véi chuong trinh Outlook Express tich hop sén sé
mang lai cho ban sy tién dung va chuyén nghiép khi cdn qudn ly thu cba céng ty (cé thé quén
ly dvoc c¢d Gmail hay Yahoo mail,...). Chiong t6i lay vi dy & day la email
support@quantrimang.com, néu ban khai béo theo dia chi mail cia céng ty thi phdi thay ddi theo
dang ten_email@ten_mien_cty va thay mail.quantrimang.com thanh mail.ten_mien_cty

|. B&t déu khéi tao Email trong Outlook

1. Vao Tools

2. Chon Accounts...

3. Xuét hién hop thoai Interent Accounts. Chon Add\Mail. ..

4. Xudt hién hép thoai Internet connection Wizard

5. Nhép tén mudn hién thj vao 6 Display name.

6. Chon nit Next d& tiép tyc khai béo

7. Nhép dia chi Email tai 6 E-mail address.

8. Chon nit Next dé tiép tuc khai béo

9. Khai bdo tén E-mail da khdi tao trén Server

10. Chon nit Next d& tiép tuc khai béo

11. Khai béo tai khodn Email khi dang nhép vao Outlook

Luu y: N&u ban mudn nhé mat khau dé 1dn sau khong phéi nhap khi déng nhap vaio Outlook thi



nhap ding mat khdu vaio 6 Password va danh ddu R & Remember password (néu la mdy cé nhan).
N&u mdy tinh cda ban cé cung nhiéu nguoi dung thi khéng nén luu va nhé mét khau & déy nham

bdo mét thu tin cda minh.

13. Chon nit Next

14. Chon Finish

Il. Kiém tra lgi nhiing thong tin dé khai béo Email trong Outlook Express

Khi khai bdo khéi tao email trong Outlook Express van chua cé du céc thong s8 can thigt nham
ddm bdo thu dén va thu di duoc bdo mét an toan nén ban hay xem va dién thém mét s& théng tin
nia.

Ban hay so sanh va dién thém céc thudce tinh cia email theo cac budce dusi day:

1. Vao Tools

2. Chon Accounts...

3. Xuét hién hop thoai Internet Accounts

4. Chon Accounts vira khai bdo

5. Chon n0t Properties

6. So sénh thé General

7. So sanh thé Server

8. Chi y lya chon R My server requires authentication. Chon nit Settings. .. d& khai béo Email va
mdt khau khi gui thu.

Chon Use same settings as my incoming mail server dé st dung cing Email va mat khau cda mail

da khai bédo.
9. Thé Connection
10. Thé Security

11. Thé Advanced

Ban hay dé'y thay déi théng s& phu hop &:



- Outgoing mail (SMTP): (cda Gmail: 465)
- Incoming mail (POP3): (cda Gmail: 995)

Cudi cting nhan OK d& luu lai céc thay déi da lya chon.



