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l. SUDUNG MICROSOFT OUTLOOK
1. Gi6i thiéu vé phan mém mail client Microsoft Outlook

Microsoft Outlook 1a mot phan mém quan ly théng tin c& nhan caa Microsoft, 13 mét
tng dung riéng biét cling nhu phan mot cua bo Gng dung Microsoft Office.
Microsoft Outlook thuong duogc sir dung chu yéu nhu 1a mot eng dung e-mail, ngoai
ra, phan mém nay ciling bao gdm cé4c chirc ning nhu lich, quan ly cdng viéc, quan Iy
lien lac, ghi chd. Vi viéc sir dung Microsoft Outlook, thu dién tir c6 thé duoc tu
dong download vé& may tinh c4 nhan, va sau d6 nguoi dung c6 thé duyét thu ngay ca
khi khong c6 két néi internet. Hién nay, cac thiét bi di dong co thé déng bo hoa hau
nhu tat ca dir liéu Microsoft Outlook sang Outlook Mobile.

o5& |+ Inbox - ha.nguyen@hyperlogy.com - Microsoft Outlook
| Home  Send/Receive  Folder  View
] G nore x 3 & E o Bieeing [23 Service Desk 3 To Manager B LS |N i JD ?’ Find a q
nUp~ [&.4 Team E-mail « Done _J [CEf Address Book | * :
New  New New Delete | Reply Reply Fol r\.vad B More - Reply & Delete  Create N | Move Rules o eNote | Unread/ Categorize Fol H . Save to
E-mail Items~  Meeting Al & Reply & Lreate New M - F{ead - q Evernote
New TeamView Respond Quick Steps Move Tags Find Evernote
4 Favorites Search Inbox (Ctrl +E
N = P Send test email
1 Inbox (26) Arrange By: Date Newest on top .
) Sent tems ha hoang <hoangha19081988@gmail.com>
. Mon 1/7/2019 2:10 PM
(5] Deleted Items (177) Today &
Nguyen Hoang Ha
| hahoang 2:11PM

L4 Drafts[19]

Send test email . N
Xin chao ban

Al hanguyen@hyperlogy.com = Nguyén Hoang Ha 204 PM
\. alef ETQCCC\Q éc cho ban than..
> L} Inbox (26) 4 Nguyén Hoang Ha 203 PM
[ Drafts [19] [Céng viéc méi] Ban tao cbng viéc cho ban thn...
L= Sent ltems Nguy&n Hoang Ha
> Last Week
(5] Deleted Items (177)
P4 lén lick »
— Bélénlich Two Weeks Ago Virus-free. www.avast.com
[[g Junk Email [1]
Gl L i » Three Weeks Ago
Li=} Outbox

[ RSS Feeds

€1 Soarch Enldare

¥ Last Month

> Older

N

Giao dién Microsoft Outlook

2. Cau hinh mét tai khoan sir dung Microsoft Outlook

Hién tai, phién ban pho bién nhat ciia Microsoft Outlook 1a Microsoft Outlook 2010.
Tai liéu nay sé hudng dan nguoi dung str dung Outlook 2010. Véi cac phién ban
khéc cling tuong tu.

2.1. Thém tai khoan vao Microsoft Outlook 2013
2.1.1. Sir dung giao thirc POP3 ( Post Office Protocol )

Giao thirc POP3 s& download toan bg thu cta nguoi dung yé may tinh ca nhan, néu
sau d6 cac thu nay dugc xo6a di trén hé thong thi ching van ton tai trong may tinh
cta nguoi dung.

Vao Control Panel -> All Control Panel Items -> Mail


http://vi.wikipedia.org/wiki/Microsoft_Office

® - 4 B+ ControlPanel + All Control Panel ltems o

Adjust your computer’s settings

. e )
‘p Action Center
E‘ Credential Manager
!' Display

l Folder Options

Internet Options

«\’

Mouse

Power Options

Sound

TE G

4

| System

Windows Firewall

&

Administrative Tools
Date and Time

Ease of Access Center
Fonts

Keyboard

Network and Sharing
Center

Programs and Features
Speech Recognition
Taskbar and Navigation

‘Windows Mobility Center

Troubleshooting

% User Accounts

2~ Windows To Go Ef) Windows Update

@ AutoPlay ‘7@ BitLocker Drive Encryption
@ Default Programs g Device Manager

% Family Safety _ﬂD File History

Q% HomeGroup & Indexing Options

@ Language |® Location Settings
Motification Area lcons !“ Personalization

p.*’r’ Recovery 9 Region

@ SRS Premium Sound E:% Storage Spaces

I

|
ol

i

v| ¢ | SearchControlF

View by Large ic

Color Management

Devices and Printers

Flash Player (32-bit)

Intel(R) Graphics and
Media

Phone and Modem

RemoteApp and Desktop
Connections

Sync Center

Windows Defender

Work Falders
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&3

Profiles

&

E-mail Accounts

Data Files

Mail Setup - Outlook

[-::j Setup e-mail accounts and directories.,

| E-mail Accounts... |

Change settings for the files Outlook uses to |

store e-mail messages and documents.

Data Files... |

Setup multiple profiles of e-mail accounts and
data files. Typically, you only need one.

| Show Profiles... |

Add thém Account

Close



I Account Settings El

E-mail Accounts
You can add or remove an account, You can select an account and change its settings.

E-mail | Data Files | RSS Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Address Books

';ﬁ Mew... |3 Repair... P change.. @ Setas Default 3 Remove # &

Type

Close

Click New

) Add Account “

Auto Account Setup
Manual setup of an account or connect to other server types.

() E-mail Account

Your Mame: | |

Example: Ellen &dams

E-mnail Address: | |

Exarnple: ellen@cantaso, canm

Passward: | |

Retype Password: | |

Twpe the password wour [nternet service provider has given you,

(®) Manual setup or additional server types o

< Back | Mext = || Cancel

Click chon Manual setup or ...




] Add Account

Choose Service

'3:1' Microsoft Exchange Server or compatible service
Connect to an Exchange account to access email, calendars, contacts, tasks, and voice mail

(") Outiook.com or Exchange ActiveSync compatible service
Connect to a service such as Outlook.com to access email, calendars, contacts, and tasks ¥

P or IMAP

Connect to a POP or IMAP email account o

= Back Cancel
Click POP or IMAP

Add Mew Account >

Internet E-mail Settings
Each of these settings are required to get your e-mail account working.

User Information Test Account Settings
Your Mame: test After filing out the information on this screen, we
recommend you test your account by didking the button
E-miail Address: test@laichau.gov.vn below. (Requires network connection)
Server Information
Test Account Settings ...
Account Type: POP3 i
e ae mail laichau.gov.vn Test Account Settings by dicking the Mext button

. . Deliver new messages to:
Outgoing mail server (SMTF): mail.laichau.gav.vn

{®) Mew Outlook Data File

Logon Information
() Existing Qutlook Data File

User Mame: test
Browse
Password: ]
Remember password

[]Require logon using Secure Password Authentication (SPA)

More Settings ...

< Back Cancel
Dién thong tin can thiét (doc chii y phia dwdi truwéc khi next)

Chuay: Email Address : account@]laichau.gov.vn

Incoming mail server : mail.laichau.gov.vn



mailto:account@laichau.gov.vn

Outgoing mail server(SMTP): mail.laichau.gov.vn
Nguwoi dung khong dwec bé qua bwéc nay

Chon More Setting > Outgoing Server. Chon My outgoing server (SMTP)
requires authentication

Internet E-mail Settings Iﬁ

General | Cutgeing Server |Cor1r1ectior| I Advanced
[¥]3y outgoing server (SMTP) requires authentication;

1@ Use same settings as my incoming mail server
(") Log on using

i Remember password
Reguire Secure Password Authentication (SPA)

() Log on to incoming mail server before sending mail

[ OK H Cancel ]

Tuy chinh cho outgoing server
Chon Advanced

Incoming: Tich chon This server requires an encryted connection (SSL)
Outgoing: Chon TLS

Internet E-mail Settings

General Outgoing Server Advanced

l

Server Port Numbers 1
Incoming server (POP3): | 995 Use Defaults

This server requires an encrypted connection (SSL)

Qutgoing server (SMTP):

Use the following type of encrypted connection: ;TLS
Server Timeouts

Short b Long 1 minute
Delivery
Leave a copy of messages on the server

Remove from server after 14 =] days

I:l Remove from server when deleted from "Deleted Items”

Giao thac Incoming va Outgoing




@ Add Account

You're all set!

We have all the information we need to set up your account.

Add another account...

Click Finish dé hoan thanh
2.1.2. Giao thac IMAP ( Internet Message Access Protocol )
Giao thuc IMAP s& hién thi chinh xac cac thu hién c6 cia nguoi dung (giéng nhu

trén giao dién web), cac thu bi xda trén hé thdng ciing s& khong xuat hién trong
Microsoft Outlook.

Vao Control Panel -> All Control Panel Items -> Mail

Search Control F

® ~ + B8+ ControlPanel + All Control Panel ltems o i

Adjust your computer’s settings Viewby: Largeic

“w Action Center Administrative Tools @ AutoPlay a BitLocker Drive Encryption ﬂf Color Management
@‘1 Credential Manager Date and Time @ Default Programs ‘& Device Manager _3f~,§| Devices and Printers
! Display ‘_/ R Fase of Access Center &1 Family Safety ¢, File History Flash Player (32-bit)
l Folder Options h Fonts Q% HomeGroup J:;J/ Indexing Options Lr;t:;g:) Graphics and
Internet Options «Z» Keyboard %‘ Language Iffﬂ\ Location Settings 4 Mail F
Ml Network and Sharing e e 1 N .

J Mouse l‘* Center Natification Area lcons ! Personalization EJ Phone and Modem

@ Power Options ‘:.:] Programs and Features rjﬁ Recovery 9 Region { EE:nO:;?ffsand Desktop

Qf) Sound ﬁ Speech Recognition @ SRS Premium Sound ;;% Storage Spaces @ Sync Center

k&_‘ System Taskbar and Navigation @ Troubleshooting % User Accounts % Windows Defender

ﬂ Windows Firewall i;« Windows Mobility Center 8. Windows To Go Egy Windows Update ﬂ Work Folders

Vao ControPanel dé click vao Mail



@ Mail Setup - Outlook

E-mail Accounts

E-.“:\j Setup e-mail accounts and directories.
e

| E-mail Accounts.., |

Data Files

store e-mail messages and documents.

Eh Change settings for the files Cutlook uses to | Data Files... |

Profiles

Setup multiple profiles of e-mail accounts and | Show Profiles |
data files. Typically, you only need one,

Close

T

Add thém Account

A Account Settings ﬂ

E-mail Accounts
You can add or remove an account. You can select an account and change its settings.

E-mail | Data Files | R3S Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Address Books

g New... B9 Repair.. I change.. @ Setas Default 3¢ Remove 4 &

Type

Close

Click New




) Add Account

Avuto Account Setup
Manual setup of an account or connect to other server types.

Cl E-mail Account

Your Marme: | |

Example: Ellen Adams

E-mail Address: | |

Example: ellen@cantoso.com

Password: | |

Retype Passwoard: | |

Type the password your [nternet service provider has given yau,

@ Manual setup or additional server types o

< Back Mext = | | Cancel
Click chon Manual setup or ...
Add Account
Choose Service
(:) Microsoft Exchange Server or compatible service
Connect to an Exchange account to access email, calendars, contacts, tasks, and voice mail
CJ Qutlock.com or Exchange ActiveSync compatible service
Connectto a service such as Qutlook.com to access email, calendars, contacts, and tasks
Pol IMAP
Connect to a POP or IMAP email account o
| < Back || Mext > | | Cancel

Click POP or IMAP
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Add Mew Account x

Internet E-mail Settings
Each of these settings are required to get your e-mail account working.

User Information Test Account Settings
Your Mame: test After filing out the information on this screen, we
recommend you test your account by dicking the button
E-mail Address: test@laichau.gov.vn below. (Requires network connection)
Server Information
Test Account Settings ...
Account Type: IMAP o
Incoming mail server: mail.[sichau. gov.vn Test Account Settings by dicking the Mext button

Outgoing mail server (SMTE): mail.laichau.gov.vn
Logon Information

User Name: test

Password: =000 | |sms=s= |
Remember password

[JRequire logon using Secure Password Authentication (SPA)

More Settings ...

< Back Cancel
Dién thong tin can thiét ( doc chit y phia dwéi trieéc khi next )

Chuy: Email Address : account@laichau.gov.vn
Incoming mail server : mail.laichau.gov.vn
Outgoing mail server(SMTP): mail.laichau.gov.vn

Nguwoi dung khong dwec bé qua buéc nay.

Chon More Setting -> Outgoing Server. Chon My outgoing server (SMTP)

requires authentication
Internet E-mail Settings I& |

Outgoing Server | Connection | Advanced

MV outgoing server (SMTP) requires authentication:

@ Use same settings as my incoming mail server

) Log on using

Remember password
Reguire Secure Password Authentication (SPA)

() Log on to incoming mail server before sending mail

[ Ok ]’ Cancel ]

Tuy chinh cho outgoing server

11



Chon Advanced > Chon TLS cho ca 2 giao thirc Incoming va Outgoing

Internet E-mail Settings X
General Sent Items Deleted Ttems
Dutgoing Server Connection Advanced

Server Port Mumbers
Incoming server (IMAP): IUse Defaults
IUse the following type of encrypted connection: | TLS e
Qutgoing server (SMTP):
LIze the following type of encrypted connection: | TLS o

Server Timeouts

Shart W Long 1 minute

Folders

Root folder path:

Cancel

Giao thac Incoming va Outgoing

] Add Account

You're all set!

We have all the information we need to set up your account.

Add another account...

Click Finish dé hoan thanh add account

12



2.2. Tao chir ky trong Microsoft Outlook

Microsoft Outlook cho phép nguoi dung tao ra chir k)'/rcho riéng minh, khi gui thu
di, chir Ky cta nguoi dung s€ duoc tu dong thém vao cuoi thu.

Dé tao chix ky trong Microsoft Outlook 2010, ta chon New Email. O cira s6 soan thu
mai, chon Signature > Signatures

1 ctra 6 hién 1én dién thdng tin chit ky
Dit tén va soan thao chix ki (c6 thé dinh kém anh)

gnore - B &
) [ E.] wonore 5 | % Meeting | [ > Ny (N
%= Clean Up \ - e d (&3 Team E-mail v i
Mew  Mew MNew Delete | Reply Reply Forward #; pore —1| Move Rules OneMote | Unread/ Categoriz
E-mail Items~ | Meeting &JU”“' A - 7 Create New h < Read

TeamViewer Delete Respond Quick Steps ] Mave Tags
- ¥ |5 Untitled - Message (HTML)

Message Insert Options Format Text Review
. < A A is = ggﬂ @l @ i} ? ¥ Follow Up =
53 Copy ? High Importance
Paste N _ B 7 U |¥®- A = = = IE iE Address Check Attach Attach Signature Zoom
¥ Format Painte - Book Mames File  Item~ 4§ Low Importance
Clipboard ] Basic Text Mames Include Tags | Zoom
To.. |
="
- Ce |
Send
Subject: |
*
E-mail Signature  Personal Stationery
Select signature to edit Choose default signature

Ichif ki E-mail gccount: test@laichau.gov.vn (1) ~
Mew messages: (none) “
Replies/forwards: (nane) -
Delete m SEVE Rename
Edit signature Mew Signature ? x
Calibri (Body) ¥ ¥ | B | Type aname for this signature: 85| Business Card | = %

f Chif ki ~
- Cancel

Nguyen Hoang
System Admin

0K Cancel [

1]

Tay chinh chér ky

13



t.

=) |= Untitled - Message (-

Message Insert Options Format Text Review

ﬂ &j] @ @ 7 ¥ Follow L

¥ High Imp
= it Address Check  Attach Attach |Signature
J Book Mames | File Item™ | ¥ Lowimp
Clipboard Basic Text Mames Includ|

"
=

Paste B 7 U |%

i U

chif ki

To.. Signatures...

7
Send
Subject:

Ce..

Nguyén Hoang
System Admin

Chi ky xudt hién khi sogn thu

2.3. Str dung Microsoft Outlook dé giri nhan thw dién tir
2.3.1. Giri thw

Dé gui mot thu biang Microsoft Outlook, ta chon New Email

Nguyén Hoang
System Admin

Tao thu moi
Man hinh guri thu méi xuét hién, dién céc thdng tin:
To: bia chi email ngudi nhan
CC: Cac dia chi email dong gui
Subject: Tiéu dé thu
Néu muén thém dinh kém vao thu, ngudi dung cd thé 1am theo hai cach:
- Chon Attach File roi browse dén file can dinh kém

- Copy file dinh kém bang to hop phim tat Ctrl+C roi mo cua s6 soan thu,
paste céac file nay vao bang t6 hgp phim tat Ctrl+V

Soan thao ndi dung thu roi bAm Send dé thu dugc gui di

14



2.3.2. Nhan thw

Khi ¢6 thu dugc giri dén, Microsoft Outlook s& tw dong két noi vao mail server va
dong bo cac thu nay vé. Nguoi dung co thé xem thu ciing nhu tra loi, chuyén tiép thu
ngay trén Microsoft Outlook.

Home | Send/Receive  Folder  View

3 [ E atorere S B Movetorr G To Manager SN N gl
i 5 ClesnUp + SiTeamEmal o Done / ot =) (& Address Book
New New | New Detete e g | More Rules Onellote | Unread Cotegorize Follow SendReceive
Emil tems+ | Mesting | & Junk G Rephy BDelete 7y CresteNew (=] M7 R Read ¢ Upr |V FMerEmailc lToders
New | teamuiewer Detete Quick seps Moe Tags Fna | sengmecene
> Favorites <
ferte scarch mbor (- || N&i dung test
) test@laichau.govn artange by, Date Newest on top test <test@laichau govvn>
4 test@lichaugorn () © Click nere o downlosd pictures. o help protect your riacy, OLIok preverted sutomatic downIoad of Some ICtres n this message
. o vesterday
Cmbox(o) Tue /82019 1012
5 sent tems e Mon 12352 AM scnn@lachau gov.un
(3 Deleted items (1) Noi dung test test@laichau.gov.vn
=i -1 Microsoft Outiook Mon 12:32 AM
(J Drafts Microsoft Outlook Test Message
2 Noidung test
g Junk E-mail 2 21 Microsoft Outiook Mon 1232 AM €
i Outbox Microsoft Outlook Test Message
8 searcn Fotgers .
4 Sunday Nguyén Hoang
System Admin
-] Microseft Qutiook Sun 10:30 AM
Micosoft Outlook Test Message
-1 Microsoft Qutiook Sun 10:29 AM
Micosaft Outloak Test Mssage
=] Microsoft Outiook Sun 10:29 AM
Micrasoft Outiook Test Message [<] ®  Vius-free. www avast com
] Microsoft Outiook Sun 10:27 AM
Micosoft Outiook Test Message
-] admin@laichau.gov.vn Sun 10:20 AM

New account auto provisioned

X ly thw nhdn dwoc trén Microsoft Outlook
2.3.3. Tim kiém thw

Trong Microsoft Outlook, ngudi dung c6 thé dé dang tim kiém thu dién tir theo cac
tiéu chi: Ngu:@ri gui, nguoi nhan, tiéu dé, dinh kém... hoac tim kiém theo thu muc
(Inbox (thu dén), Sent Items (thu da gui), Deleted Items (thu da xo6a)...)

\

Home  Send/Receive  Folder  View Search

[ Current Folder 331 j @ ED [ This Week ~ W Flagged (g;) N

 All Subfolders &, entTo~ ¥ Important

All Mail From Subject Has Categorized Recent  Search Close
ttems '1g8 All Qutiook items Attachments & f=d Unread =k More ~ Searches ~ Tools ™ | Search
Scope
> Favorites <

#| INbi dung test

test <test@laichau.gov.vn>
4 test@Iaichau.gov.vn (1)

@ Click here to downioad pictures. To help protect your privacy, |
L} Inbox (8] 4 Yesteraay Tue 1/5/2018 10:18 PM
[ sent items A test Mon 12:52 AM admin@leicheu.gov.vm
S Deleted ttems (1) NGi dung test test@laichau. gov.vn
4 Microsoft Outiook Mon 1232 AM
L3 Drafts Microsoft Outlook Test Message oidl
Lg tunk E-mail 2] i Microsoft Outlook Mon 12:32 AM Noidung test
L5 outbax Microsoft Outlook Test Message
[0 search Folders L
4 Sunday Nguyén Hoang
System Admin
- Microsoft Outiook Sun 10:30 AM
Microsoft Outlook Test Message
4 Microsoft Outiook Sun 10:29 AM
Microsoft Outlook Test Message
i Microsoft Outiook Sun 1029 AM
Microsoft Outlook Test Message Xl R Virus-free. wa
= Microsoft Outiook Sun 1027 AM
Microsoft Outlook Test Message
4 admin@laichau.gov.vn Sun 10:20 AM

New account auto provisioned

[ mail
Calendar

Contacts

& [ [

Tasks

- Dlest

Items: 8 Unread: 8 |

Cick vao 6 tim kiém

15



@
File_ Home Send /

eceive Folder View |

[ Current Folder

LT All Subfolders

Search l

i J %TmsWeek - " Flagged
I:I @z‘ SentTo -

&0 0 ® » B

? Important
All Mail F From Subject Has ategorized Recent Search Close
ftems "B All Outlook Items Attachments - l=d Unread R More Searches ~ Tools~ | Search
Scope Refine Options Close
[> Favorites 3
admin

L s s ) Voo o Bt

[+ test@laichau.gov.vn
4 test@laichau.govn (1)

Arrange By: Date MNewest on top

= Inbox (7} 4 Yesterday
[ sent Items [ test Mon 12:52 AM
@ Deleted Items (1] Mdi dung test
E Drafts 4 Sunday
Junk E-mail [2]
é Ou"m — -1 admin@laichau.gov.vn Sun 10:20 AM
utbox

ﬁﬂ Search Folders

Mew account auto provisioned

Iry searching again in All Mail ltems.

Chen tim phgm vi tim kiém dé

®

-

Néi dung test
test <test@laichau.gov.vn>

@ Click here to download pictures. To help pratect your privacy
Sent: Tue 1/8/2019 10:18 PM

o admin@lzichau.gov.vn

Ce test@laichau.gov.vn

N&i dung test
Nguyén Hoang

System Admin

] r

Virus-free. www avast.com

nang cao két qud
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11. SUDUNG WEBMAIL
1. Gi6i thiéu vé hé thong Webmail Client
1.1. Giao dién webmail Tinh Lai Chau

Ngay nay, véi sy phat trién nhanh caa phuong tién thdng tin dai chung, thu dién ti
da tre thanh mot phan khong thé thiéu trong van dé trao doi thong tin lién lac. Dé
dap tmg duoc nhu cau trén, Trung tdm cong bao va tin hoc thuoc UBND tinh Lai
Chéu da nang cap dua vao trién khai mot hé théng thu méi véi day du tinh nang nhur:
kha ning loc spam (thu rac), quét virus tot, dam bao an toan dir liéu caa thu, cho
phép luu trix lién hé (Address Book), lap lich 1am viéc (Calendar), to churc va luu trix
document,... Bac biét, hé thong thu mdi c6 giao dién rat than thién, d& st dung gidp
ngudi dung nhanh chéng lam quen. C6 thé noi day 1a mot bo tich hop tat ca céc tinh
nang dap tmg diy du cac nhu cau cua ngudi sur dung.

Dé sir dung hé théng thu méi ndy, nguoi ding can ding nhap vao webmail cua tinh
Lai Chau & dja chi mail.laichau.gov.vn qua trinh duyét web (khuyén khich st dung
Google Chrome hoic Mozilla Firefox) dé truy xuat webmail.

&

ih] @ # maillaichau.gov.vn 0% eee iad

UY BAN NHAN DAN TiNH LAI CHAU

HE THONG THU BIEN TU CONG VU

Password

| ] Stay signed in
Version: Default pll What's This?

Huwéng dén st dung th dién tl trén Webmail - Outlook

Huréng dén sir dung thw dién tir trén Mobile

Bon vi quén tri:Trung tam C6ng nghé théng tin va Truyén théng tinh Lai Chau
Téang 7 nha D - khu Hanh chinh - Chinh tri finh Lai Chéu; Dién thoai: 02133.791.558; Email: hotro@laichau.gov.vn

Hinh 1 : Man hinh dang nhap webmail

17



1.2. Pang nhap vao hé théng Webmail

UY BAN NHAN DAN TINH LAI CHAU

HE THONG THU BIEN TU CONG VU

Username: test

Password:

| Stay signed in Sign In
Version: Default What's This?

Huéng dén st dung the dign té trén Webmail - Outlook

Huéng dén s dung thwr dién t& trén Mobile

Hinh 2: Chon tén dang nhap va mat khau vao hé théng

Tén khoan: Tai khoan thu duoc cap (VD;_admin@laichau.gov.vn)
Mat khau : Mat khau

Click vao Stay signed in dé luu lai tai khoan ding nhap cho nhitng lan sau. Tuy
nhién, néu may tinh sir dung dé dang nhap khéng dang tin cay (may tinh ding
chung, may tinh & quan internet...), khong nén chon Ghi nhé dé tranh luu lai
théng tin trén trinh duyét.

Phién ban: Chon Mac dinh

2. Cac tinh nang cia Webmail Client

Khi dang nhap vao hé thcf)ng thu. Man hinh mac dinh s€ ¢ tab Mail. Tuy nhién,
chlng ta co céc tab khac bao gom:
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m HE THONG THU' BIEN TU TINH LAI CHAU

|
Thu Danh ba Lich Céng viéc Cap tai liéu Tay chon

Tralsi | Tralsitstca | Chuyénti€p || Luutrr | Xéa | Thuric  Bv P~

v Thu muc thu Sap xép theo Ngay © 1 cudc dam thoai

s -
S Hop thu dén © admin@laichau.gov.vn 10:32 SA

B2 pagu New account auto provisioned - Your account has been auto provisioned. Your =
£2 Thunhap

@ Thu rac

g Thing rac
Lugt tim ki€m
The

> Cac zimlet

# 4 Thang Giéng 2019 » W
CN T2 T3 T4 T3 Te T7
30 31 1 2 3 4 5

6 7 8 9 10 11 12
13 14 El 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30 31

| =

3 4 5 6 7

Hinh 3 : Céc tab chinh trong hé théng Webmail

- Thu — Dung dé gtri nhan thu dién tir
- Danh ba - Ding dé luu danh ba ngudi ding khéc

- Lich — La noi nguoi dung c6 thé tao cac su kién dé nhic khi sy kién
dién ra.

- Cong viéc — La noi quan 1y cong viéc ban than
- Cap tai liéu — Noi nguoi dung tai 1én céc tai liéu cta ca nhan va chia
sé cho nguai dung khac.
- Tuy chon — Noi tiy chinh va thay d6i mat khau thu dién ta.
MJi tab s& c6 cac chirc ning va nhitng Thu muc chira cAc chirc niing nho
riéng.
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2.1. Soan mgt thw méi

Pé soan 1 thu moi. Nguoi dung Click vao tab Thu -> Thw méi

@ HE THONG THU BIEN TU TINH LAI CHAU

ot L anh ba Lich Cong viéc Cap tai liéu Tay chon

Thu mdi Tra |oi Tra |di tét ca Chuyén tiép Luu trir || Xoa Thu rac
¥ Thu muc thu Sap xép theo Ngay © 1 cudc dam thoai
& -
| HE T ® admin@laichau.gov.vn 10:32 SA
E' ba gt New account auto provisioned - Your account has been auto provisioned. Your P
2 Thunhap
Ea Thu rac

g Thing rac

Lugt tim ki€m
Thé

» Cac zimlet

Hinh 4 : Tao mgt thu méi

Dién dia chi nguoi nhan
Viét noi dung thu
Bam Giri dé thuc hién

A HE THONG THU DIEN TU' TINH LAI CHAU

Thu Danh ba Lich Céng viéc Cap tai liéu Tay chon Néi dung méu &3

GUj Hay Luu ban nhap Tuy chon ¥

it | I “test” <test@laichau.gov.vn> x\ o

| Cc: |

Cha d&: | Ngi dung mau

‘ Binh kém ~ | Meo: kéo va tha cdc tdp tin tir man hinh nén cda ban dé dinh kém vdo thu nay.

I.I
I'I

Sans Serif 12pt Doan vén B 7 U & I A A

Néi dung mau
Cam on| o

Hinh 5 : Giao di¢n soan mgt thw méi
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2.2. Thém mot So dia chi méi

S6 dija chi c6 chirc nang nhu mdt cudén danh ba danh cho nguoi ding.
Chon Danh ba -> Sé lién hé méi

@ HE THONG THU  BIEN TU TINH LAI CHAU

)
J
Th Lich

56 lién hé mdi

¥ Danh sach lién hé
@ Danh ba A
[0 cac danh sach guri thu
% Nhing lign hé da gui email
g Thang rac
Lugt tim ki€m
Thé

> Cac zimlet

Coéng viéc Cap tai liéu

Xoa v v @ v

Tay chon

Thao tac ~

Tat ca

‘ 123 ‘ A

Khdng ¢d két qua nao dugc tim thay

Hinh 6 : Thém mét so dia chi méi

Dién thong tin ngudi mudn thém vao danh ba

BAm Luwu dé hoan tat
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HE THONG THU DIEN TU TINH LAI CHAU

Thu Danh ba Lich Céng viéc Cap tai liéu Tuy chon Nguyén Vin, A &

Luu Hay = || Xoa v
Ngl.IYén Vén, A Luu dudi dang: ‘ Ho, Tén ".|
A Nguy&n Van E| Dia diém: ‘ﬁ Danh ba |

Ki thuat vién

S& truygn thdng va théng tin Lai Chau

Email: | test@Iaichau.gov.vn | +
Dién thoai: |@| +
IM: | XMPP v| 4k
Bia chi: | Trang cha v:\ *
URL: [mangcha + | 4
Khae: ‘E‘ Ngay sinh E\ +
Ghi chii:

Hinh 7 : Nhép théng tin ciia ngwoi can thém
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2.3. Tao mét su kién méi
Muc dich dé tao nhic nhé hoic dat phong hop. Vi du dat phong hop
Chon Lich -> Cugc hen méi

HE THONG THU BIEN TU TINH LAI CHAU
- 1

Thu Danh ba Coéng viéc Cap tai liéu Tuy chon
m - ~ @ Hom nay & a0 -en B Ngéy | Tulinlmyige | Tuin | Théng | Danhsich
¥ Lich 2019 Th2, 14 Thang 1 Th3, 15 Thing 1 Thd, 16 Thang 1 ThS, 17 Thang 1 Thé, 18 Thang 1
v B Lich
[ @ Thung rac A
: 9 8SA
Luot tim kiém
X 95A
The
» Cac zimlet 10 SA
—
11 5A
Trua
1CH
2CH
3¢CH

Hinh 8: Thém mét sw kién mgi

Pién thong tin vé lich nhu

Chu dé: Tén chu &

Ngwoi tham dw: Thém nhitng nguoi s€ tham gia cudc hop
Pia diém: Dia diém phong hop

Thoi gian: Chon thoi gian bat dau va két thic cudc hop
Trinh nhic: Nhéc viéc trudc khi cude hop dién ra

HE THONG THU BIEN TU TINH LAI CHAU

Thy Danh ba Lich Céng viéc Cap tai ligu Tuy chon Téng két cudin B

<admin@laichau.govun> * Hién thi ty chon

Pia diém: | | Héi truéing s4 Truy&n théng va Théng tin| Hién thi thigt bi
Gal § mat dia diém
BAt dBu:  16/1/2019 * 11:00SA O ngdy o Lap lai: | Khéing -
Ket thic: 16/1/2019 - Ta - Trinh nhdc: 5 phat trude * | Cdu hinh
Hién thi | | Ban = | B tich = [ migng e

Lich trinh An =

12 1 2 3 4 6 8 9 10 1 12 1 2 3 4 1] 7 a 2 0 11 12
Tht i ng ) |
a test@l; |
& - [amin@lichaugovim a |
i - [
Rinh [ Khéng lbm visc I B4n [ Chua dinkhost [ Khong xbedinh B Ra khdi van phéng
Sans Serif 12pt Doan van B 7 US L A-RA = = = 1= 6 FE EEE NSO —=2 <

Hinh 9 : Noi dung mét sy kién méi

- Giri : Su kién s€ duogc gui t&i nhirng dia chi thu dién tir da dwoc nguoi dung
thém & muc : Nguoi tham du

- Luu lai : Su kién s& chi luu tai ngudi dung. Khdng guri cho bat i ai.
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2.5 Tao mot cong viéc

Muc dich quan Iy tién do cong viéc ca nhan
Chon Cong viéc -> Cong viéc mai

Cap tai liéu Tuy chon Cong viéc X
Cbng viéc mdi

Panh d&u da hoan thanh

¥ Danh sach cong viéc S&p xép theo Ngay =

] Céng viec
g Thung rac

Bam vao day dé thém mdt cong vigc mdi

Qua han.

Luot tim kiém
Theé

» Cac zimlet

Hinh 10: Tao cong viéc

Ngudi ding dién mot s6 thong tin truge khi Luu
Trang thai: Thé hién tién d6 cng viéc
Thai gian: Khoang thoi gian xur ly cong viéc

\) HE THONG THU BIEN TU TINH LAI CHAU

Thu Danh ba Lich

v Tim kiem Q

Cong viéc Cap tai liéu Tuy chon

(IRl Cong viec B
Luu || Hay 2 || = Tuy chon ¥

* Chu de: | Viet tai ligu

Dia diém: | Van phong Ngay bt dau: |8/1/2019 Z]
Mide uu tign: Ngay dén han: | 15/1/2019 Z]
Danh séch cong viec: Tiinh nhac 8 [15/1/19 Z] 400 CH Z]
C&u hinh
Sans Serif 12pt Poan van B 7 U s I A A = = E = 6 =E T EE N L OQ — EH Al
Ghi chy

Hinh 11: Ghi cong viéc
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2.4. Tai mgt tai ligu mai 1én cap tai liéu

Cap tai liéu 1a noi nguoi ding cd thé chua cac tai lidu véi tat ca dinh dang file va
chia sé nhiing file nay cho ngudi khéc.
Chon Cap tai liéu -> Tai lén tap tin

\) HE THONG THU BIEN TU TINH LAI CHAU

Thu Danh ba Lich Céng viéc

Tai ligu mdi 2 Tai [én tap tin Tai vé Stra Xba v v Thao tac ~

¥ Thu muc cap tai liéu S&p xép theo Tén T

] cap tailieu -
W Thing rac Khéng cé két qua nao dugc tim thay.

Theé

> Cac zimlet

Hinh 12: Tai tai lidu

Ngudoi ding chon file minh can tai 1én Cap tai liéu, tai liéu sau khi tai 1én. Nguoi
dung c6 thé chia s¢ cho nguoi dung khéc hoac co thé tai ve nhitng luc can.
Tai tap tin mdi lén Cap tai liéu
Chon tép tin dé tai lén:

Tap tin: | Browse... | Lai Chau_Huong dan su dung email - Androi_Final.pdf (2 MB) X6a Thém
Ghi chi: é

Tai ligu hudng dan|

Luu y: Cac tap tin dinh kém khéng thé Ién han 7 MB H

ook || may |

Hinh 13 : Tai mgt tai liéu Ién cap tai liéu
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2.5. Tao mot chir ky cho thw dién tir

Ngudi ding ¢ thé tao cho minh chix ki (12 théng tin vé ban than) ¢ dudi thu dién

U HE THONG THU DIEN TU TINH LAI CHAU
Th: 4 Danhba Lich Coéng viéc Cép tai ligu
Luu || Hay Hoan téc cic thay d6i
v Tuay chon ~
8 Tong quat
%) Tai khoan Tén: | Chir ki
& The Chir ki Nguyén Vin A
¥ 8o loc K1 thuat vien
p chitky S6 Truyen thong va thong tin tinh Lai Chau

&> Ra khéi van phong
& Diachitin cay

& Danhba

B9 lch

& Chiase

. chirkymei|  xea | inh kem li
1 Thong bao

% Nhép/Xust

|&) Phim tat
— A\
# 4 Thing Giéng 2019 » » Thumsi  Trd I&i & Chuyén tiép

CN T2 T3 T4 T3 T6 T7
30 31 1 2 3 4 5

6 7 8 9 10 11 12 .. -~
Vitri chit kj: (®) Phia trén céc thu dugc bao gom () Phia dudi céc thu dugc bao gom
13 14 18] 16 17 18 19

Tai khoan chinh: | Chirki = | | Chit ki =

20 21 22 23 24 25 26
27 28 29 30 31 1 2

3 4 5 6 7 8 9

Hinh 14: C4c bwérc tao chir ki cho thw dién ti

HE THONG THU DIEN TU TiNH LAI CHAU 9 b luu tiy chon

Thu Danh ba Lich Céng viéc Cap tai liéu Tay chon Soan thu B3

G Hiy Luu ban nhap Tay chon ¥

Cha d&:
|Bl'nh kém ‘ Meo: kéo va tha cdc tdp tin t’ mdn hinh nén cda ban d€ dinh kém vdo thu nay.

Sans Serif 12pt Doan van B 7 U 5 L A i

m
I

.
Il
iii
.

]
[ .Y
[ Y
M
i
ihl

Nayyén Van A

KT thuat vien
S& Truyén thong va thong tin tinh Laj Ghau

Hinh 15: Cha ky dwo'c sir dung khi sogn 1 thur mai
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3. Poi mat khau thwr dién tir

Nguoi dung truy cap trang doi mat khau dé tién hanh thay doi mat khau
Bam TQy chon -> Téng quéat -> Poi mat khau

@ HE THONG THU DPIEN TU TINH LAI CHAU

Thu Danh ba Lich Coéng viéc Cap tai liéu Tuy chon

Luu Hay Hoan téc cac thay déi
¥ Tuy chon -

Pang nhap
a Téng quét
& T khosn Mt khu: o

d Thu Ung dung khach mic dinh:  ® Nang cao (Ajax)
5P 8o loc () Chudn (HTML)
[ chirky

& Rakhoivan phong Hinh dang bén ngoai

& Dia chitin cay
@ Danhba 3 Cha dé: | Hoa am ~
9 Lich Phéng: | Chusdn

@ Chiasé - Hién thi kich ¢& chi: | Thuong

Hinh 16: Truy cap trang d6i mat khau

Nguoi dung tién hanh nhap thdng tin tai khoan va mat khau maéi

UY BAN NHAN DAN TINH LAI CHAU

HE THONG THU BIEN TU CONG VU

Xac nhan

Hinh 17: Trang d6i mat khau



4. Chite ning tim kiém

Véi chte niang Tim kiém cua hé thong thu dién tir. Nguoi ding c6 thé tim kiém
nhitng thong tin lién quan dén cac su kién da tao, mail, danh ba ... Trudc khi go
noi dung tim kiém. Nguoi dung nén chon pham vi minh can tim kiem.

\) HE THONG THU DBIEN TU TiNH LAI CHAU B~ Tim kigm

o) Thu .

Thu Danh ba Lich Cdng viéc Cap tai liéu Tuy chon @ Danh ba

Danh séach dia chi chung
sa) (52 ) [ @) (@) [ ~) [ e da o i o
¥ Danh sach cong viéc &p xép th ay o [ Cong viéc
gvie Sap xép theo Ngay > -
= &p tin
2 Cong viee v Bam vao day dé thém mot cdng viéc mdi
T Thing rac & Bao gom cac muc chia s L

. ) Qué han.
Lugt tim kiém

The

» Cac zimlet

Hinh 18: Chon pham vi minh can tim kiém
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