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1.DANG NHAP WEB MAIL BAO LONG

Mot sé chire nang maé rong lién quan hé théng mail, chi c6 thé thiét lap trén web mail Bao Long.

Budéc 1: Str dung trinh duyét web (Chrome/Firefox/Safari/IE, ...) truy cap lién két (link):
https://mail.baohiembaolong.vn

Nhap thong tin tai khoan mail (tén dang nhap, mat khau). Luu y: tén dang nhap khong can thong
tin phia sau @ trong dia chi mail > Ping nhap.
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2. THIET LAP MAIL TRA LOI TU PONG:

Budéc 1: Pang nhap Web mail Bao Long nhu phan huéng dan trén (muyc 1).

Buoc 2: Click chon Preferences = Out of Office
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Bwdéc 3: Check chon “Send auto-reply message”
Thong sé kém theo:
e \Vung 2: noi dung Email tra loi tu dong.

e Viing 3: thiét 1ap thoi gian goi mail tra 101 tw dong (néu khong thiét Iap thi luon gai cho
tai khi tat chic nang nay - Vung 1 chon “Do not send auto replies”).

e \ung 4: chi thiét 1ap néu mudn ndi dung goi cho céc khach hang / dbi tac bén ngoai noi
dung khéac so vai noi bd. Vung nay chira ndi dung tra loi tw dong cho bén ngoai.
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3. THIET LAP CHO' KY: ‘
Chi thuc hién néu muon mail tu dong dinh kem phan chan chir ky nhu trong Outlook.

Bwéc 1: Pang nhap Web mail Bao Long nhu phan huéng dan trén (muc 1).

Budrc 2: Click chon Preferences - Signatures
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Budéc 3: Thiét 1ap thong sé:
e \Vung 1: dit tén chix ky dé luu trir (c6 thé tao nhiéu mau khac nhau).
e \ing 2: Chon “Format As HTML” (dé c6 thé chén hinh va dinh dang noi dung).
e Vung 3: N6i dung chit ky
e \lng 4: thiét 1ap chir ky nam bén duéi noi dung
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