Send Email Quick Reference Document

Viethamese

Gui Email

Ban cé thé gui va nhan email t&r moi ngudi trong Trudng Cong Lap Seattle nhu gido vién cua
ban va cac hoc sinh khac.

Email Messages
o GuUi email
0 BPinh kém attachment
0o Tra IGi email
0 Luu ban nhap hay Huay bd email

Gui Email
GUi di mot email:
1. Nhdap New Message.
2. T To, bat dau nhap ho tén ciia mét ngudi trong Trudng Cong Lap Seattle nhu gido
vién, nhan vién hodc hoc sinh.
3. Khi ban go chi, cac tén sé xuat hién trong danh sach két qua dé xuat. Khi ban thay
ho va tén clia ngudi ban mudn gui thu di, thi nén nhap vao tén dé va nd sé xuat hién
trong muc To.

B Send [ Attach v Encrypt [i] Discard

To @ Last Name X I

Suggested contacts

M Gutierrez, Romualdo R
2 rrgutierrez@seattleschools.org

My New Email Address Q

Cc

Cranston, Gary

Geranston@seattleschools.org

Luu Y: Ban cling c6 thé gd mot dia chi email ma phan cudi 1a @seattleschools.org.
Ban ciling ¢ thé thém nhiéu tén trong phan gli dén To, Cc, or Bec. Cc (Carbon
copy) c6 nghia la ban dang gui moét ban sao cta email cho ho c6 thém théng tin. Bcc
(Blind carbon copy) c6 nghia la ban dang gifi mot ban sao va ban khéng mudn ngugi
khac thdy rang ban dang gui né cho ngudi nay. Diéu nay la t6t n€u ban dang gui
email cho nhiéu ngudi, va ho khong can phai xem tén va dia chi email cia nhiing
ngudi khac.

4. Thém chu dé bing céch g6 chu dé cua email. Email noi vé cai gi?
5. Diéu hudng miii tén vao khung hinh ctia email va sau dé bat dau gd chir.
6. Khi gd xong, ban cé thé doc lai thu, sau dé nhan Send.

Luu Y: Ban cling c6 luva chon dé glfi email clia ban sau nay. N&u ban chon Send
later, chon ngay trén lich va thdi gian ban mudn gui thu, sau dé nhan Send. Thu
s& khoéng dugc gui cho dén thdi diém do.
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Pinh Kem Attachment

D€ dinh kém attachment:
1. Nh&p vao biéu tugng hinh kep gidy dé dinh kém attachment hodac file.

2. Mot danh sach cac tép dinh kém dugc dé xuat xuat hién va ban co thé *
chon mot trong cac tép dudc dé xuat, Browse this computer, hoac Browse )?’
cloud locations. SEATTLE

FUBLIC
SUHOOLS

B Send [ Attach v Encrypt  [il] Discard

Ll Browse this computer

To .
< Browse cloud locations

Suggested attachments

7 Document.docx
| Opened 1 day ago

3. Néu ban chon Browse this computer:
a. Chon mét file d€ tai Ién tlr may tinh cla ban.
b. Nhap Open.
c. Ban s& thdy mdt biéu tugng cla file xuat hién trong thu nhdn cda ban.
4. Néu ban chon Browse cloud locations:
a. Mot window bét 1&n hién thij cac files tir OneDrive cla ban.
b. Chon file.
c. Nhap Next, va mot window bat 1én hdi How do you want to share this file?
o N&u ban chon Share as a OneDrive link, ngudi nhdn cd thé thdy cac
thay déi va tdc phdm ngay sau do.
e NEu ban chon Attach as a copy, nguGi nhan sé nhan dugc mot ban sao
dé& xem xét.
d. Ban s& thdy mot biéu tugng file xuat hién trong thu clia ban.

Tra Lgi Email
DE tra I3i email:
1. Trong hdp thu Inbox cla ban, nhdp vao mdt email d& xem trong ngdn Reading Pane.
2. Nhap vao mii tén Reply 9 dé gui thu lai cho ngudi gui va gb chif cho thu cda ban.
3. Né&u mdt ngudi dudc copied (Cc) trong thu, ban cé thé chon vao miii tén dé Tra Ldi
©
cho Reply all.
4. NEu mudn chia sé email nay véi mdt ngusi khac, hdy nh&p vao mii tén Forward.?

Ban cling ¢ thé& Thich tin nhdn bang cach nhap vao biéu tugng ngdn tay cai. o
Nhap Send.

o v

Huy Bo Tin Nhan hay Luu Ban Nhap

1. Néu ban nhdp vao Discard, mot window bat 1én hoi, "Are you sure you want to
discard this draft?”
e Nh&p OK dé xda va tin nhan s& khéng dugc gui hodc Iuu.
e Nhap Cancel dé quay trd lai vdi tin nhan.
2. Tin nhan dudc tu déng luvu dudi dang ban nhap cho dén khi ban nhdp Send hodc
Discard.
3. Ban c6 thé quay lai Ngan Folder Pane dé€ xem cac tin nhan dugc sdp x€p trong cac
thu muc cé labeled: Inbox, Drafts, Sent, or Deleted.
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4. Nhé&p vao folder Drafts va chon tin nhdn ma ban mudn tiép tuc dé€ hoan thanh.
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