Hen gi® gri email Outlook, cach tri hodn glri email trong
Outlook

C6 ba cach ngwdi dung c6 thé st dung dé tri hodn, delay viéc glri mail trong Outlook: delay
mot mail cu thé, delay toan bo email s& glri bang cac rule va 1&n lich sau dé gli tw ddng.

Tinh ndng nay trén Outlook gitip ban gidi quyét cac s cd nham 1an khi 1& tay gli di ndi dung
mail khéng mong mudn, glri nhAm thw quan trong cho ngwdi khac.

Day chinh 13 co’ hdi d& ban suy nghi va 14y lai thw d3 glri tlr hop thw di tride khi né that sy
dén tay ngwdi nhan. Vay cach st dung tinh ndng nay nhw thé nao? Hay theo ddi bai viét dé di
tim cau tra |&i nhé!

Cach Ién lich gtri mail trén Outlook

Néu ban mudn glri email clia minh vao mot thoi diém cu thé, cach tt nhat 13 ban Ién chinh
xac lich can glri di. Thwe hién cac bwdc dwdi day:

Bwérc 1: Trén clra s6 soan mail dang dung, thwe hién mot trong 2 thao tac sau:
e Cach 1: Trén tab Message, trong nhom Tags, click chon biéu twong mé rong Message
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M clra sO Properties trén tab Message
e Cach2: Chuyén sang tab Options, theo ddi sang nhdm More Options, click chon Delay
Delivery.

Website Quan Tri Mang - Message (HTML)

Gpticns Farmat Text Review ¢ Tell me what you . “ntto do

0
L= Request a Delivery Receipt
o M q ry Receip

Permission = Use Voting
> Buttons -

Request a Read Receipt

ul

pw Fields  Permission Tracking hMore Options P




M clra sO Properties trén tab Options
Bwéc 2: HOp thoai Properties mo ra, danh tich vao 6 Do not deliver before check trong
muc Delivery options, sau d6 d&t ngay va gi® glvi. An Close dé déng lai.
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Lén lich glri mOt mail cu thé trén Outlook
Bwérc 3: Hoan tat viéc soan email clia minh va nhap vao Send dé glvi thu.

Ldc nay, email clia ban s& ndm trong hOp thw Outbox va ban c6 thé tw do chinh stra, xda thw
néu co thay dbi gi. TGi thdi gian dat trwdc, email sé tw dong dwoc glvi cho ngwdi nhan chi
dinh.
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Email dwoc 1én lich glri ndm trong Outbox cé thé dwoc chinh slra hodc xda tly ngwdi dung
Huy lich gtri hoac thay doi lich gtri mail trén Outlook

Néu ban cé chinh slra ndi dung email va mudn glri ngay 1ap tlrc hodc Ién lich gli lai thi thwc
hién cac budc sau:

Bw&c 1: M& mail trong folder Outbox.
Bwérc 2: Didu hwdng sang tab Options, tim nhdm More Options, click chon Delay Delivery.
Bworc 3: HOp thoai Properties md ra, chon 1 trong 2 tly chon sau:
e B0 danh tich vao 6 Do not deliver before check trong muc Delivery options néu mubn gwri
thw ngay lap turc.
e Thay ddi lai ngay va gi® glri khac néu mudn doi lich gtri mail.
Bwdre 4: Click vao Close dé Iwu lai thao tac.
Bwdrc 5: Quay lai clra s6 soan mail, &n chon Send xac nhan glvi lai thw.

Tuy thudc vao lwa chon clia ban & bwdc 3 ma thw nay sé dwoc glvi ngay lap tlrc hodc nam
trong hdp Outbox dé chd guri.

Lwuy:
e Tuy chon nay chi kha dung trén (rng dung Outlook clla mdy tinh ca nhan, khéng cé trong
Outlook trén web.
e Email chi c6 thé dwoc glri va nhan khi Outlook dang chay. Néu Outlook bi déng tai thei
diém gli ma ban d3 chon, email s& chuyén di vao 1an tiép theo ban m& Outlook.



e Tuwong tw, néu Outlook clia ngw®i nhan bj déng tai thdi diém do, ho sé nhan dwgc mail
clia ban vao 1an bat dau tiép theo.

Tri ho3n viéc gtri tat ca cac email trén Outlook

TAt ca céc tin nhan gt di trong Outlook dwo'c chuyén qua thw muc Outbox sé& dworc glri ngay
lap tlrc. Dé thay dbi diéu nay, hiy thiét 1ap mot quy tac dé tri hodn viéc glri email. Day 13 cach
thwc hién:

Bw&c 1: Trén tab File, click chon Manage Rules & Alerts ngay trén phan Info.
Hodc ban cling c6 thé m& Manage Rules & Alerts & tab Home mac dinh, trong nhém Move >
Rules.

Outlook

¥ E’_“] =  Search People =T
(= E= Address Book =) )
Move = Rules  Unread/ Follow ] . Send/Receive
. Read Up~ Y FilterEmail™ Ay Folders
M Always Move Messages To: 'quantrimang. meta@gmail.com’ i
‘& Create Rule.. & | Current Folder =

' '-‘IEI Manage Rules & Alerts...

3 CATEGORIES 7
a.. nage Rules & Alerts

Manage rules and alerts,

Rules make it possible to
autematically take action based on
the contents of a2 message.

M®& Manage Rules & Alerts trén Outlook
Bwéc 2: HOp thoai Rules and Alerts m& ra, click chon New Rule.



Rules and Alerts

E-mail Rules  Manage Alerts

Apply changes tnM Inbox [— ——  —= | o

Change Rule - Copy.. Delete Bun Rules Mow... Options

|Rule (applied in the order shown) | Actions

Select the ™ew Rule”™ button te.make a rule,

Rule description [click an underlined value to edit):

|:| Enable rules on all messages downloaded from R55 Feeds

Cancel Apply

Chon New Rule trén clra sb Rules and Alerts dé tao quy tac m&i trong Outlook

Bwdc 3: Dwdi muc Start from a Blank Rule, nhép vao tuy chon Apply rule on messages |
send rOi 4n Next.




Rules Wizard

Start from a template or from a blank rule
Step 1: Select a template

Stay Organized

E Pove messages from someone to a folder
" Move messages with specific words in the subject to a folder
%

hove messages sent to a public group to a folder

|" Flag messages from someone for follow-up

% Pove RSS items from a specific R55 Feed to a folder
Stay Up to Date

Display mail from someone in the New [tem Alert Window

! Play a sound when | get messages from someone

@ Send an alert to my mobile device when | get messages from someone
Start from a blank rule
Apply rule on messages | receive

I *E] Apply rule on messages | send |

Step 2: Edit the rule description [click an underlined valug]

Apply this rule after the message arrives
from people or public group

move it to theispecifiedifolder
and stop processing mare rules

Example: Mowve mail from my manager to my High Importance folder

0o,

Cancel < Back Finish

Nh&p vao tuy chon Apply rule on messages | send va click vao Next

Bwdc 4: Néu ban mudn delay email dap (rng mot sb diéu kién nhat dinh thi tich chon hop
kiém twong tng sau d6 &n Next. Vi du mudn tri hodn cac mail dwoc glri t&i mot dia chi cu thé
thi chon "though the specified account".

Con néu mudn tri hodn viéc gli tat ca cac email thi chi cAn nhap ludn vao Next. Outlook s&
hién thong bao xac nhan rang ban mudn 4p dung quy tac cho tat ca cac mail sé& glvi, nhap

vao Yes la dworc.




Which condition(s) do you want to check?
Step 1: Select condition(s)

[ ] with specific words in the subject S
[] through the specified account

[] marked as importance

[] marked as sensitivity

[] sent to people or public group

[] with specific words in the body

[ with specific words in the subject or body

[] with spegifi i e recipisnt

ol [l ']l [l [l d0lcre
WERELE |icrosoft Qutlook
[] assigne
[] which

[] with a s
[] uses th
[] with se
[] which i
[] from RSz Fee
[] from any RSS Feed
[] of the specific form type W

This rule will be applied to every message you send, s this correct?

Step 2: Edit the rule description [click an underlined valug]

Apply this rule after | send the message

0o,

Cancel < Back Mext = Finish

Tri ho3n viéc glri tAt ca cac email thi chi cdn nhap lubn vao Next

Bwdc 5: Giao dién tiép theo, chu y trwdc t&i khung bén trén Step 1: Select actions, ban tich
chon defer delivery by a number of minutes.

Bwdc 6: Dw@i khung Step 2: Edit the rule description, click vao link a number of.

Thao tac nay s& m& ra hdp thoai Deferred Delivery nhd & dudi, ban nhap sd phat mudn tri
hodn viéc glri email (t6i da 13 120) sau d6 bam OK.



What do you want to do with the message?
Step 1: Select action(s)

[] assign it to the category category
[] move a copy to the specified folder
[] flag message for action in a number of days
[] clear message's categories

[] mark it as importance

[] stop processing more rules

[] mark it as sensitivity

[ notify me when it is read

[] notify me when it is delivered

[] Cethe message to people ar public group
defer delivery by a number of minutes ‘

1

Step 2: Edit the rule description [click an underlined valug]

Apply this rule after | send the message
defer delivery by a number of minutes

Deferred Delivery

Defer delivery by | 20 1| minutes

Cancel

Cancel < Back Mext = Finish

Tich chon defer delivery by a number of minutes & khung step 1 va nhap s6 phut delay & khung
step 2

Bwére 7: O giao dién tiép theo, ban cé thé thiét 1ap cac email ngoai 1& khdng can ap dung quy
tac dang tao. Néu khong cé nhu cau st¥ dung phan nay, ban click luén vao Next dé bd qua.
Bwére 8: Day 13 bwde cudi cling két thic tao rule, ban dat tén cho quy tac dé cé thé ghi nhd va
phan loai v&i cac rule khac tranh nham 1an, vi du "Delay gui email".

Dw&i step 2 thi nhé tich vao & Turn on this rule rdi nhan vao Finish.



Rules Wizard

Finish rule setup.

Step 1: Specify a name for this rule

"0

S5tep 2: Setup rule options

|:| Run this rule now on r@ges already in "Cutbox”
»

Delay gui Email

[“] Turn on this rule

Create this rule onailMeccounts

Step 3i Review rule description [click an underlined value to edit)

Apply this rule after | send the message

Cancel < Back Mext =

Dat tén cho Quy tac rdi két thuc tao rule trén Outlook

Bwéc 9: Nhan vao OK trén clra sd Rules and Alerts.

Xong roi day! Tl bay gi®, khi ban nhap vao nut Send dé gtri thw, email sé dwoc chuyén dén
thw muc Outbox va nam & d6 trong khodng thdi gian ban chi dinh & bwérc 6.

Trén day |a cach tri hodn viéc glri email trong Outlook. Cac bwdc hoi Iang nhang mot ty nhwng
Quantrimang.com tin nd sé khéng lam khé dwoc ban. Hay thtr xem nhé!



