MOT SO LUU Y KHI SU’ DUNG TiNH NANG GUI PHIEU LWONG HANG LOAT BANG ADD IN MYEXCEL

Bwéc 1: Khai bao Tai khoan Outlook hoic tai khoan Gmail dé gri Thw (Khuyén khich dung Outlook vi sé chuyén nghiép hon)

- Trwng hop dung Outlook @& glri, néu Outlook ddi Alow mé&i cho gtri thi lam theo hwéng dan & Link bén duéi
https://www.youtube.com/watch?v=X3jsnzyilnU

- Trwdng hop dung Gmail dé givi, bat budc phai Lam cac buéc dé 14y Mat khdu rng dung Gmail nhw Link bén duéi
https://www.youtube.com/watch?v=X3jsnzyilnU

Bwéc 2: Tao mau Théng bao lwong

Nguyén tac tao Mau théng bao: Ban tao Mau thé nao ciing dwoc, mién 1a 1ap cong thirc (vi du Viookup) sao cho khi mot 6 thay dbi sb thir tw

thi toan bd thdng tin bang lwong sé thay ddi theo (Néu khdng tw dat dwoc cdng thire Ban cé thé ding tinh ndng Tao Phi€u lwong ty dong (Click
dé xem)
Vi du nhw hinh bén dwéi, Khi & H1 thay ddi sé th tw, thi thong tin bang lwong (tr C6:C19) sé thay ddi theo

Bwéc 3: Khai bao dé givi lwong Video huéng dan: https://www.youtube.com/playlist?list=PLMaq39BTAz-ISykhM4S-4xJm-Y8sfigx6

Vi du nhw hinh dwéi, 6 H1 sé dwoc khai bao vao 6 nhéy sb tw dong, H2;H3;H4 sé dwoc khai bao vao 6 dia chi email, tiéu dé email...
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Tha thuat: Néu ban dung Outlook dé gtri thu, trong
phan Noi dung thu ban cé thé dung mau Template dé
glri, Mau Template phai ndm trong thu muc Document,

Tén mau Template khong duoc cé dau tiéng viét; Vi du
trong 6 H4, ban c6 thé khai bao |a Luong.msg (trong dé
Luong.msg la mau Template)
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Tha thuat: Ban cé thé Quét vung M3, ID nhan vién thay

vi s6 nhay




