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IR} BANTO CHUC TRUNG UONG HUGNG DAN SU DUNG
THU PIEN TU PON VI

I. Truy cip vao hé thong mail
1.1.  Truy cdp vio hé thong
- Tu trinh duyét web NSD nhap dia chi : https://mail.btctw.dcs.vn

- Giao dién duoc hién thi nhu hinh bén dudi:

BAN TO CHUC TRUNG UONG

Dung lweong lwu trie khéng gidi han tly vao
nhu céu cla nguoi ding

-,
© +6 tro 508 fie inn kem *%¢ Dang nhap mail
@ Chdng thw rac, bom the mdt cach hiéu qua

Tén nguedi diing:

@ Loc thu theo muc dich nguwdi ding
; Mat khéu:
Tim kiém thu R

S6 dia chi \ Bang nhap

_\) Giao dién tiéng Viét fric guan

Chat truc tuyén néi bé nguedi dung

Don vi trién khai: Tap doan Buu chinh Vién théng Viét Nam - VNPT

- Tiép theo, NSD nhap Tai khoan truy cip va Mat khiu tuong tmg :

- Dai lai mat khdu mic dinh:

- Vi nhitng tai khoan truy cap 1an dau tién, hé théng s& yéu cau thay ddi mat
khau dé dam béao an toan thong tin.

- Sau khi nguoi dung nhap Tai khoan ding nhap, cira s6 ding nhap hién ra yéu

cau doi lai mat khau tir mat khau méac dinh. Tién hanh nhap :

e Old Password : Nhap password cii.
e New password : Nhap password méi.
e Confirm : Nhap lai password mai.

- Tiép theo NSD chon Change password dé thay doi :
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Please enter a new password and re-enter it in the
confirmation field.

Old Password:

Change password

1.2.  Thao tac trong mail:
Sau khi dang nhap thanh cong, hé thong s& hién 1én trinh diéu khién trong mail:

 * BANTO CHUC TRUNG UONG

Danh ba Lich Céng vigc Cap tai ligu Tay chon

4 Thy mi -

¥ Thu muc thu | Sap xep theo MNgay T
& Hop thu dén
™ pagui
E; Thu nhap
Ea Thu rac
‘]‘ Thung rac

Khong co két qua nao duge tim thay.

Lugt tim kiém
The

“ 4 Thang Ba2(19  » W

LT- R V) s |

4 f 28 1
3 4 5 6[7]s

11 12 13 1 15

17 18 19 20 21 22
24 25 26 27 28 29 30 3
i A Chat 3

[
Wom;m
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- Néu NSD mudn chinh giao dién Tiéng Anh hodac Tiéng Viét chon muc
Preferences, General, tiép theo NSD chon muc Language chon — Tiéng Viét

va chon Save

A % BANTO CHUC TRUNG UONG

Thu Danh ba Lich Céng viéc Cap tai liéu Tuy chon
Hy Hoan tac cac thay dal

¥ Tay chon . Phéng: Chuan
Hién thi kich ¢8 chir: Thuong
T in kich c3 chit:| 120t v |
&3 Tha
" 85 loc
& chirky
£ Ra khoivan phang Miii gié:  GMT +07:00 Bangkok, Ha NGj, Jakarta =

@ Diachitin cay

| Ngén ngl: Tieng Viét = |

“ ¢ ThingBa2019  » W ‘ Hudng soan thao:  Trai sang phai » | Hién thi niit dinh huéng trong thanh céng cu soan thio

- Néu NSD mudn xem thur dugc giri dén NSD chon muc Hop thw dén

A * BANTO CHUC TRUNG UONG

Danh ba Lich Cong viéc Cap tai liéu Tuay chon

L Thu méi v Traldi | Tralgitdtca | Chuyén tiép Luu trd | Xoa
¥ Thu muc thu u| | Sép xép theo Ngay T
&, Hop thu dén -
) pagui
£2 Thunhép

B Thurs Khéng cé két qua nao duaoc tim thay.
@ rac

g Thung rac

Lugt tim kiém

NN
L)
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- Néu NSD mudn xem thu di duogc gui di, chon muc Pa giri:

~ % BANTO CHUC TRUNG UONG

Danh ba Lich Cong viéc Cap tai liéu Tuy chon

L4 Thu mdi v || Tralsi | Traloitdtca | Chuyén tiép Luu trlr | Xoda
¥ Thu muc thu u| | Sap xEp theo Ngay T 2 cuoc dam thoai
3, Hop thu dén huydnq1987 07 Thang 3
7 pagui - Tét séwe - vsdfwet P
2 Thunhép demo 07 Théang 3
£2 Thurac Test - Test P
g Thung rac
Lugt tim kiém " I
Thé 2l [

- Céch 1am tuong ty v6i 3 muc Thw nhap, Thu racva Thing rac NSD c6 thé
kich chudt vao céc chir tuong tng va xem nodi dung tig phan.
- Tao thu mé&i va mot s thao tac lién quan
- Tao thu méi
- 0 gbc trén cung bén trai, NSD kich chudt vao Thu méi dé bat dau soan

thao mot thu maoi:
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A * BANTO CHUC TRUNG UONG

Danh ba Lich Cong viéc Cap tai liéu Tuy chon

_d Thu méi v | Tralsi | Tralditatcd | Chuyén tiép Luu tr | Xoa
¥ Thu muc thu 4| S&p xép theo Ngay T
.L Hoép thu dén -
2 pagui
@- Thu nhap

B Thurs Khong cé két qua nao dugc tim thay.
Q rac

T Thung réc

Lugt tim kiém

(]
i

S

- Giao dién soan thao thu méi duge hién thi nhu bén dudi:

~ * BANTO CHUC TRUNG UONG

Thu Danh ba Lich Coéng viéc Cap tai liéu Tuy chon Soan thu E3

GUi Hay | . Luu ban nhap Tly chon ¥ |

S @ Binh dang theo HTML |
Binh dang theo van ban thuan tuy

EG; :
Hién thi Bec

Chi e |

It

C s —1 T Mdicuutién cao : -
Binh kem w |f\/feo.' kéo va tha cdc ta , I . B vao thu nay.
E—— @= Muc uu tien binh thuong

Sans Serif ‘]Zpt - ‘ ML’rC Uu t|én thép Ix i ﬁ "

I
re
v
Il

KN & © Q — B [+ Yéu cau xac nhéan doc

Cdc théng tin soan théo givi thw bao gom :

- Téi: NSD nhap dia chi email ngudi can gui thu t6i ¢6 yéu cau phan hoi thu.
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- Cc : NSD nhap dia chi ngudi can giri thu téi nhung khong yéu cau phan hoi
thu.

- Chu dé: NSD nhap ndi dung cha dé thu can guri.

- Khung tring rong: NSD nhap ndi dung thu can giri.

- Dinh kém: NSD dinh kém file theo thu.

- Céch chinh thu theo van ban : NSD vao Tuy chon, sau dé chon Dinh dang theo
HTML.

- Cubi cung sau khi da hoan tit NSD chon GUT ¢ géc trén man hinh dé gui thu

- Néu Giri thanh cong hé thdng s& hién 1én thong bao : Pa giki thong diép.

1.3.  Mpt sé thao tic lién quan

- Trong trudng hop ngudi st dung mubn luu thu vira viét ra:

~ * BANTO CHUC TRUNG UONG

Thu Danh ba Lich Cong viéc Cap tai liéu Tuy chon Test Mail E3

Gui Huy Luu ban nhap || Tuychon ~

Tai: ("huydnq‘l%?" <huydnq1987@gmail.com> "()

e

Chu dé: | Test Mail

Binh kem ¥ | [Meo: kéo va thd cdc tdp tin tir man hinh nén cda ban dé dinh kém vdo thu ndy.

Sans Serif 12pt Doan vin B 7 U S Lk A & =
M L2 © QQ — =3 y ¢ <>
Test Mail

- Trudng hop hily va quay lai man hinh chinh NSD chon nut haty bé dé hay thu:
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A * BANTO CHUC TRUNG UONG

Thu Danh ba Lich

Cong viéc

Cp tai liéu Tuy chon Test Mail E3

‘ GUi Luu ban nhap ‘ ‘ Tay chon "‘

‘ Tai: "(“huydnqws?" <huydng1987@gmail.com> ")

! Gc |

Chu dé: |Test Mail

i Dinh kém ‘

Meo: kéo va thd cdc tép tin tir man hinh nén cua ban dé dinh kém vdo thu nay.

B 7 U S L | A-H-|

Sans Serif v 12pt ~  Doan van >
W &£ 0 Q— 8B 6§ & o
Test Mail

- Bangyéu cAu x4c thuc hién 1én, NSD c¢6 thé chon luu lai thu hodc khong luu

dé trd vé man hinh chinh :

& % BANTO CHUC TRUNG UONG

Thu Danh ba Lich Cdng viéc

Cap tai lidu

Tty chon Test Mail

GUi Huy Luu ban nhap Tay chon +
T6i: | "huydnq1987" <huydnq1987@gmail.com> *
{8cx |
Chu dé: |TestMai| o
Canh bao :
Dinh kem | =
C! 5 Thu da dugc luu ty ddng. Ban ¢ mudn gilr lai né khéng?
Sans Serif 12pt Poan van - =
M PO Q — = o [ s | xwong | miy |
T ) —

Test Mail

> Chirc ning khi dn chuét phdi vao tirng thu:

- NSD tién hanh tich chudt phai vao tirng thu dé tién hanh céc tac vu :
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54 dia chi

Lich Cang wiéc Cap tai lidu

Tuy chon

4 Soan thu maéi » Tré lai Trd hovi 1t i Chuy#n tigp Aschive X0d bo Thu ridc :‘} > ¥~ Hanh dong ~
[¥ Thi mye thu 5 i thoy seiected || @ Test web mail
[ & thraen - ! — |
| & Thar dés ME 1 1rd 140 b ] Tir [ huydng1987
Tan gau O Trd 14 1
B tng M 'ém it c n vt (R
- Chuyén tiéo
) Thudagul ™ _““" e hg 7 16
B9 Thinhip i & B Chuyén tigp cude hdi thoa T ADMTV32MigGuide.doc (1.6 MB) Tive | Can tai idy | Loai bd
"1 XK Xodbo
g ac R i T x s
Eg Thurac wl <@ Banh diu la Thu rac Thg 7 16 P4 nhan duge mail
W Thing réc ¥ & Gin the cudc ddm thoai »
& D chuyén
Tim kiém Fuf - in hg 7
Theé R v 5112
| = Banh ddu 1 chua doc
| ® Zimlet Y - hg 7 16
11
I sy huding
|# 4 ThingBdy2018 » ®» o] =3 Bigu hudng Thg 7 16
| / Sdra nhuy tao mdn ;
I iC & AL &
a2 3 &4 & & 7 Tao bd lot
8 9 10 11 12 13 14 ml B8 Ta0 cude hen ha
15 16 17 19 20 21 B Tao cing vide
29 23 24 25 26 27 28 P9 Ma trong mit cira s6 riéng
29 30 ®1 & Hién thi thu g& Thg 7 16
té Clear Search Highlights P =

Cu thé tac dung cua ting muc :
- Pénh déu 1 chua doc : NSD danh déu thu thanh chua doc.
- Tra16i: NSD chon muc ndy néu mudn gui thu phan hdi cho nhimng nguoi

trong danh sach giri thu phan hoi.

- Tra 15 tit ca: NSD chon muc nay néu mudn gti thu cho tit ca thanh phan

lién quan.

- Chuyén tiép : NSD néu mudn ldy ndi dung thu nay dé chinh sira va gui

cho dia chi email khac.

- Xo04 bo : NSD néu mudn loai bo thu khoi danh sach.

» Tién ich muc XEM 6 goc trén bén phdi:

- NSD kich chu6t vao chit xem va chon cac tac vu tuong ung :

56 dia chi Cang vide Cap tai ligu Ty chon
4 Soan thu mdi o Tra I Trd léri 841 cd Chuyén tisp Archive Xod bi Tht ric (ﬁ v | ¥ Hanh ddng * T | B xem
|w Thu myc thu Sap XEp theo Moly T 17 cule ddm thom | @ Test web mail O Theo cude dam thoal |
4] 24 Thea thang. digp
& = - , S —
| & maoen Miciosoff Outlank o tie. (Pydna167 Khung doc .
B wnod Micrasaft Outlook Test Message 148 (Testiza WG riing cubc i chiygn »
B2 Theda g Microseft Outlook Thg 7 16 i '
=il T ADMTY de.doc (1.6 MB) Taivit | Cap i ey | Loal ba Nhdm theo »
B3 Thunhip Microsoft Dutlook Test Méssage T ac | L vit | Cap i By | Loal ba

[

o That rac

W thiing réc

Chi tiét :

Microsoft Outlook

Microsoft Outlook Test Message

Thg 716

| B3 nhan dude mail
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e Theo cudc dam ludn : Sap xép thu theo thir tw cac thu co cing chu dé, ta co

thé tich vao cac dau tam giac ¢ bén trai thu dé x6 xudng :

Sé dia chi Lich Cong viec Cap tai ligu Tay chon

=3 soan thit mal - i 141 | ) T - = | | Hink dbng = B 11 I'\Qmm.
[w Thu muc thu _I Sio v thea Nady 17 coflc gt _lﬂ'; Thea cudic dam thoai

|
i g - L Theo thang digp
- wl dén ar 716
& - Thg 716 Khung doc L]
| B angiu Microsaft Outlock Test Message 3 p - . ” MO rng cudc rd chuyén »
= : Be xem mot cude dam thoai, bam chudt: PR .
) Thar o3 o Microsolt Outloak Thg 7 16 Sap xEn theo
B 1 £ Nhém thea b
| E@ thnhip I Microsoft Outlook Test Messane

e Xem thu theo théng diép : Sap xép thu theo thoi gian, thu cang trén cao 1a

cang moi nhat :

St dia chi icl Cang viéc Cap tai liéu Ty chon
=4 Soan thu mai - 1 it Tayén ¢ iy . 1 - o Haph dimg = ; i Xem
¥ Thu myc thu' || s8p %p theo Mgty © @ Theo cugc dbm thaai vl
= Thardén = Microsoft Dutlook Thg 716 @i Whung doc r
B unod 4 Microsoft Outlook Test Message : »
== BE xem mat thang diép. bam chudt vac
i Thirds g Microsalt Outlook Thg 716 ’
@@ Thunhip L Micrasalt Cuitlook Test Message
5
N < R .
e Khung doc : Tuy chon hién thi khung doc thu

Sd dia chi Ciing vigc Cap tai ligu Tay chon

- : ¢ - d ¥em|

=4 Soan thit mal >
¥ Thu muc thu cAp ke theo Ngay T 18 18 théng dkép @ Theo cudicdam thiai: [ve]
—— | d #d Theo thing difp  [vm]
- e oy 1716
= Thu | Micrasoft Outlook Tha 716 IS kg doc 8 dudl Khurig doc »
B ngiu Microsoft Outiook Test M E e ) ey
g [ Microsoft Outiook Test Message B4 vernmist] *i khung doc & bén phai .éL. XEp theo »
B thuraa gol Micresoit Cutisok Tha 7 16 I Khung dor tat Nham theo »
B8 Thunhap 1) Microsoft Dutiook Test Message
Thit ré4 s
& e Microsoft Outiook Tha 716
"I Ll i | L Microsaft Cutlook Test Message

» Gidi thi¢u chirc ndng ciia nut tam gidc thong diép maoi
e Thu: Néu NSD mudn soan 1 mail méi (Chirc ning nay da dugce hudng dan

O trén).
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A * BANTO CHUC TRUNG UONG

Danh ba Lich Cong viéc Cap tai lieu Tuy chon

4 Thu mdi I"' Tra |0i Tra I&i tat cd | Chuyén tiép Luu trlr | Xoa
! "'d Thy [nm] “ al | Sap xép theo Ngay T

@ Lién hé [nc] i

& Nhom lién hé 3

{':a Cudc hen [na]

[ Céng viéc [nk]

4 Tai liéu [nd] Khéng c6 két qua nao dugc tim thay.

I.:: Thu muc [nf]

<4 The (]

E. Thu muc Danh ba | - -

4 Lich ml B = [ i
|_ Lﬂ Thu muc cong viéc
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e Lién hé : NSD tao thong tin lién h¢ cua 1 c& nhan.

A * BANTO CHUC TRUNG UONG

Danh ba Lich Céng viéc Cap tai lieu Tuy chon

2 Thu méi |~ Tralgi | Tralditatcd | Chuyeén tiép Luutrd | Xoda
1 &g Thu [nm] t =
|ﬁ, Lién hé [nc]
@& Nhom lién hé
= Cudc hen [na]
[ Cong viéc [nk]
3 Tai liéu [nd] Khéng cé két qua nao dugc tim thay.

Sap xép theo Ngay ©

l-:: Thu muc [nf]
4 Thé [nt]
I} Thumuc Danhba |
= Lich myl
- 2l Thu muc céna viéc I

- NSD nhép thong tin ngudi can lién hé, tiép d6 NSD chon Luu lai dé luu hoic

[N
e

Hity b6 dé bo qua :
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*  BAN TO CHUC TRUNG UONG

Thut Danh ba Lich Cang viéc Cap tai ligu Tay chon Lign he B3

) <Khong co tén> Luu dudi dang: | Ho, Tén -
““ | ¢ ” [Ll pia digm: | [0 Danhba
| | e —
|
Email: | &
Dién thoai: I D dong v
IM: | XMPP. > g
Bia chi: | frangcht = |4
URL: I Trangcht + o
khéc: | =R z/e

- NSD vao S6 dia chi dé xem danh sach nguoi lién hé :

Thu Lich Coéng viéc Cap tai liéu Tuy chon

@, Lién hé méi v || sua Xodbs | v | #F~ | |@~v |  Hanhdong v

¥ Danh sach lién hé W

r Tét ca QR G B L L LR LE
3 Lenne -
- DNQ, Hu .
B Danh sach phan phéi @ DNQ Huy Huy DNQ
I Lien he da email

g Thing rac

Tim kiém

Thé

> Zimlet i

o Nhém lién hé : Néu NSD mudn lién hé véi 1 nhom .
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A * BANTO CHUC TRUNG UONG

Danh ba Lich Cong viéc Cap tai liéu Tuy chon

—d Thu mdi |» 1 Talsi | Tralsitdtca | Chuyén tiép Luu trlt || Xoa

|4 Th {nm]| 4| | S&p xép theo Ngay T

Lién hé [nc]
& Nhom lién hé |

ﬂ Cudc hen [na]
[ Cong viéc [nk]
2 Tai lidu [nd] Khong c6 két qua nao dudc tim thay.

a Thu muc [nf]
4 The [nt]
E. Thu muc Danh ba
= Lich i | .
N [_ﬂ Thu muc cong viéc
[ cap tai lidu

[EIH]
(]

P »

B T7
- NSD tién hanh thém dia chi nhém tir phai qua trai :

54 dia chi Lich Cong viéc Cap tai liéu Ty chon

Luw lgi Huy bd -

!.’. admin
5
e,
Thanh wién: | Tim: | hary Tim kigm |
trong: | Lién hé -
@ x T T
@ DNQ Huy
@ huydng19a7? huydnq1987@gmail.com
4 Thém
§a Thém tat ca

- Sau d6 NSD chon Luwru lai dé luu lai hodc Hiy bé dé bo qua.

e Cugc hen : NSD Ién lich lam viéc dé guri cho céc user email khac.
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~ % BANTO CHUC TRUNG UONG

Lich

Cong viéc

Cap tai liéu

Tuy chon

Danh ba

4 Thu mdi

y |2 Thu [nm]|
i, Lién hé [nc]

S Nhom lién hé

3 Cudc hen [na]
[M Cdng viéc [nk]
4 Tai lidu [nd]
I_ﬁ Thu muc [nf]
& The [nt]

E Thu muc Danh ba

Lich [nl)
~ [&] Thu muc céng viéc
£ cap tai lidu

-

=

P »

i/

Tra loi Tra loi tat ca

Sap xép theo Ngay ©

Khong co két qua nao dugc tim thay.

Chuyeén tiép Luu trll | Xoa

LILL

- NSD nhip théng tin cudc hen va dién dia chi email :

Thu 56 dia chi

Cap thi héu

Ty chon

Cong wic B

Chi; g2 |Hop bdn giao

NGO Tham g i huydna1967 *

Bt |’-"""“?"5 = |5J-’.‘ et - 3 ngdy
Kt thic ] /1828 - |-‘ 30 CH -
Hidn thi: | | Bdn v Miich = Ridng tu
Lich trink A0 =
L 1
B ok

hong bmvide Il Bdn [T Tha [T ihdng bidt

- NSD chon Luru lai, tiép theo NSD chon Giti.

W Ra khdi cor

e Thu muc : Puoc tao ra dé ngudi dung gop nhing thu lién quan vao 1 noi

dé NSD dé quan ly.
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A * BANTO CHUC TRUNG UONG

DETal g oF! Lich Cong viéc Cap tai liéu Tuy chon

L Thu méi |~ Traldi | Tralditdtca | Chuyén tiép Luu trdr | Xoa
] 'J‘ Ll [nm]| ‘ a1l | S&p xép theo Ngay T
@ Lién hé [nc] :
& Nhém lién hé
iﬂ Cudc hen [na]
[ Cong viéc [nk]
4 Tai liéu [nd] Khéng c6 két qua nao dudgc tim thay.
a Thu muc [nf]
\2 The [nt]
E. Thu muc Danh ba | - :
P Lich [nl] I i
! [f‘l Thu muc cong viéc
' o . iy pa | I
(3 Cap tai liéu
: E 7

- NSD nhip tén thu myc can tao, chi dinh thu muc duoc luu trong Thw di, hodc
Thu dén :
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S&diachi  Lich  Céngviec  Ciptailieu  Tuychon

d Soan thu méi > Tao méi thu muc

¥ Thu muc thu
Tén: IBOSS

3, hu aen T Microsoft Outlook
) ] Mau: | B8 Maude v |
'm [&4ngau Microsoft Qutlook Test Message s
. ) Feed: L) Dang ky tdi ngudn tin (feed) RSS/ATOM 8 xem mt
) Thu da gui Microsoft Outlook i 38 A5
Chon nai d€ dat thu muc mai:

5@ Thu nhap

Microsoft Outlook Test Message

¥ Thu muc thu

Ca Thu rac
i Microsoft Outlook T
) Ing rac , B Thu dén
j | Thng e _| Microsoft Qutlook Test Message —
P8 Tangiu

Tim kiém huydnc
B Thudagui
Theé | Re: Test két ndi IMAP trén Qutlook.
T Thing réc
> Zimlet Microsoft Qutlook
Microsoft Outlook Test Message
“ o« Thang Bay 2018 L huydnq1987
& Re: Test web mail
12 3 4 5 6 7 | Bongy || Huybo |
8 9 10 11 12 13 4 Microsoft Outlook
— -

Lich Céng viéc Cap tai liéu Tuy chon
=4 Soan thu méi ¥ Tra loi Tra loi tat ca Chuyén tiép Archive Xoé bo Thu rac
¥ Thu muc thu =| | Sdp xép theo Ngay © 18 18 théng diép
v Thueden ¥ Microsoft Outlook Thg 716
BB soss [ Microsoft Qutlook Test Message - This is an e-mail message P
#& Tngdu Microsoft Outlook Thg 7 16
B Thudagui () Microsoft Outlook Test Message - This is an e-mail message P
Thu nha
) £ Microsoft Outlook Thg 7 16
Ea Thif rac (2] Microsoft Outlook Test Message - This is an e-mail message e
T Thung réc
huydnq1987 Thg 7 16

- NSD mubn g0p thu vao thu muc chi can dung chudt kéo thu vao thu muc vira
tao la OK.

e Lich: NSD tao 1 lich méi dé lam viéc.
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A * BANTO CHUC TRUNG UONG

Lich Cong viéc Cap tai liéu Tuy chon

Ld Thu méi v | Talei | Tralsititca | Chuyén tiép Luutrr | Xoda
| “J‘ Thu [nm]| 4| | S&p xép theo Ngay ©

@ Lién hé [nc]

& Nhom lién hé

[':3 Cudc hen [na]

M Cong viéc [nk]

21 Tai liéu [nd] Khéng cé két qua nao dugc tim thay.

I-j. Thu muc [nf]
<4 Thé [nt]
E Thu muc Danh ba

[ Licn [nl] i

[LLET]
(11T}

E’J Thu muc cong viec
B2 cap i lieu
- NSD nhép tén lich va thong tin vao bang va chon Pong y:

L

Sédiachi  Llich  Congviec  Ciptailisu  Tuychon
4 Sean thu mai v

¥ Thu muc thu

v & Thuden N Micrasoft Outlook Thg 7 16
B poss Microsoft Outlook Test Message
Peé:
- ldngdu Micrasaft Qutlook Tao méi lich
hu da g soft Outlook Test Message .
B2 Thunhé - Tén: |Test
Viicrosoft Outlook
Lg Thir icrosoft Outlock Test Message s 'E Xanhlue =)
f' Thiing rac ‘ ) o [J Loai trir lich nay khi dang bdo co cac fan réi/ban
huydng1987
Tim kiém Re: Test két ndi IMAP trén Outlock. 1 |
Pongy | Huybo |
The Microsoft Outlook

- NSD mubn xem danh séach lich NSD chon Lich ¢ thanh Menu trén cung :
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Cdng viéc Chp thi ligu Tay chon

3 cubde ren mo - - = W pom oy & 116720 B noy | Tulalmaécy Tuin | Thang | Danhsich

2008 12, Thg 714 13, Thg 7 17 T4, Thg 718 15, Thg 719 16 Thg 7 20

1.4.  Huwéng déan thuc hién fim kiém thw
- NSD c6 thé tim kiém thu theo dia chi mail ciing nhu tir khoa c6 trong thu, NSD
danh tir khoa vao 6 TIM KIEM ¢ khung tring trén bén trai man hinh rdi tich

vao biéu tuong kinh lip dé tim kiém thu :

a * BANTO CHUC TRUNG UONG

Cong viec Cap tai ligu Ty chon
=g Thu mdl -
¥ Thu myc thu Ap xip theo Ngly ©

4

e  HOP thu dén

P pagu -

S Thu nhap (1) demo 07 Thing 3

D& xem mét cude dam thoai, bdm chudt vao nd

|;";_3. Thas 4 Test
W Thing re

Lugt tim kigm

The

» Cac zimlet
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- Két qua thu tim kiém s& duoc hién thi hét bén dudi

~ * BANTO CHUC TRUNG UONG

Thu Danh ba Lich Cong viéc Cap tai lieu Tuy chon + Tim kiém E3

Tim thdy 3 két qua cho: |

d Thu mei v Tra |0 Tra |0i tat ca Chuyén tiép Luu trr X6a Thu rac
Sap xép theo Ngay © 3 cudc dam thoai
B6 loc co ban | e o : =
[ ¢6 tap tin dinh kém Test Mail e
L) duge gan co Test Mail - Test Mail f
L 13 chua doc .
' Test Mail 07 Thang 3
Bé loc ndng cao Tét séwe - vadfwet P
Pa nhan tir ... - Test Mail 07 Théng 3
Bugc gui dén ... v Tk =Tt p
Ngay gui ... o
Tap tin dinh kém ... > :
Kich c& ... v
Trang théi ... v
Thu muc ... -

II. Thay doi mat khau user mail va thoat khéi hé thong
2.1.  Thay doi mét khiu

- Trén giao dién, NSD chon Tuy chon va chon Thay déi mat khau
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A * BANTO CHUC TRUNG UONG

Thu Danh ba Lich Cong viéc Cap tai liu

| Luu | Huay | | Hoan tac cac thay déi

¥ Tuay chon 2

Téng quat

Tai khoan Ma&t khau: DG&i mat khau |

Ung dung khach mac dinh: ® Nang cao (Ajax)

() Chuan (HTML)

L < U F|&

- Bang thay d6i hién 1én tién hanh nhap
e Old Password :NSD nhap Password cii.

e New Password : NSD nhap Password méi.

o Confirm : NSD nhép lai Password moi.

Please enter a new password and re-enter it in the
confirmation field.

Old Password:

New password:

Confirm:

Change password
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2.2.  Thodt khéi hé thong
- Goc phai man hinh, NSD chon biéu twong tam giac bén canh tén tai khoan. Sau

d6, NSD chon Ping xuét dé thoat khoi hé thong.

Q

Ling dung kfach HTML

« * BANTO CHUC TRUNG UONG

Danh ba Lich a.

Cap tai ligu Tuy chgn

Try gl san pham
T .- -
< Thu mt Treng t3m g giup tryc tuyén
¥ Thu miye th Shp wEn e Ny T 2 cude divm thoal Tinhnang ma
i Phirm Lt
o HEp th d8n huryelng 1587 07 Thang 3
P o - Tk stwe el = Gl thigu
= Pé xem mot cudc dam thoai, bam chudt y
E3 Thunhap (1) doma 07 Thing 3 Ché 46 ngoal fuyén
ER Thurac Teab= That . £l mat khau
11 Thang fac _ﬂang wudt
Lurgt tim kbem
The
* Céczimlet

III. Gi6i thiéu thém 1 sb tic vu trong muc tuy chon

3.1. Dinh dang vin bdn soan thw

~ * BANTO CHUC TRUNG UONG

Thu Danh ba Lich Céng viéc Cap tai liéu

| luu || Hay | Hoan tac cac thay déi

_—

¥ Tuy chon =
@ Téng quat
ﬁl Tai khoan Mat khau:  BG6i mat khau |
Thu

Ung dung khach mic dinh: (® Nang cao (Ajax)
B loc () Chudn (HTML)
Chir ky

Ra khoi van phong

Hinh dang bén ngoai

Bia chi tin cay

Danh ba Cha da: _ Su thanh binh =
Lich Phéng: Chuin
Chia s& Hién thi kich c& chir: | Thudng « '

exldleraelli<E

Thong bao

= In kich ¢& chir: | 12pt v |
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3.2.  Chgn ngén ngir va mui gio

A % BANTOCHUC TRUNG UONG

Thu Danh ba Lich Céng viéc Cap tai liéu

| Luu \‘ Huy ‘ ‘ Hoan tac cac thay déi
¥ Tuy chon = e = =
Mui gig va Ngén ngir
I 8k Tong quét I :
ﬁ, Tai khoan Miii gig: | GMT +07:00 Bangkok, Ha NGi, Jakarta = ‘
E Thy Ngén ngif: | Tiéng Viét +
Y BA loc Huéng soan thao: Trai sang phai = _CJ Hién thi nut dinh hudng trong thanh cong cu soan thao
b chaky
@ Rakhaivan phong "
Tim kiém
& Diachi tin cay
2 Danh ba im kiém cac thu muc: = Bao gom thu muc Thu rac trong cac tim kiém
a : Tim kiém céc th (E: th Th t tim k
D Lich H ) Bao gom thu muc Thang rac trong cac tim kiém
i3 5é ) Bao gbm céc muc chia sé trong cac tim kiém
& Chiase L Bao g hia sé trong cac tim k
(1 Théng bao . B
| Ngén ngir tim kiém: | Hién thi ngén ngir tim kiém nang cao trong thanh céng cu tim kiém
[

e Chiéu huwdng soan thdo: Hién thi cach viét thu, c6 2 cach 1a tir trai sang
phai hodc tir phai sang tradi. Mac dinh thong thuong 1a tir trai qua phai
(Left to right) :
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3.3.  Chon cdc tiac vu va ngon ngir tim kiem

A * BANTO CHUC TRUNG UONG

Thu Danh ba Lich Coéng viéc Cap tai liéu

Luu || Hay Hoan tac cac thay d6i |
¥ Tay chon & BT s 0 ]
Muii gid va Ngon ngir
I ﬁ Téng quat I -
(il Tai khoan Miii gic: | GMT +07:00 Bangkok, Ha Noi, Jakarta «
BE Thu Ngén ngii: | Tiéng Viét ~ |
' Boloc Huéng soan thao: | Tréi sang phéi ~ (B pign thi ndt dinh hudng trong thanh céng cy soan thao
¥ chaky
@ Rakhdivan phong _ — -
Tim kiém
& Diachitincay
@& Danhba Tim ki€m cac thu muc: [ Bao gdm thu muc Thu rac trong cac tim kiém
D Lich [ Bao gbm thu muc Thung rac trong cac tim ki€m
h Chia sé ) Bao gdm cac muc chia sé trong cac tim kiém
{1 Théng bao A i
| Ngén ngir tim ki€m: | Hién thi ngén ngi tim ki€m nang cao trong thanh céng cy tim kiém

3.4.  Gidi thigu Danh ba

- Hién thi ra danh sach ca nhan hoic group lién hé :

~ * BANTO CHUC TRUNG UONG

Cong viéc Cap tai lieu Ty chon

| &, s6 lién he mdi > | sia X6a b || F~ ‘_@v" Thao tic

¥ Danh sach lién hé G
Tatca o2 bl P el R BUE IERE i e e e 1
R

E Danh ba -

B8 cacdanh sach g thu

[, Nhing lign he da gt email
W Thung réc Khéng cé két qua nao dudc tim thay.
Lugt tim kiém
Thé

» Cac zimlet
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3.5.  Gioithiéu Lich
- Muc dich: Hién thi lich 1am viéc c4 nhan cua mail ,cot bén trai 1a danh sach lich

da duoc tao.

A % BANTO CHUC TRUNG UONG

Céng viéc Cap tai liéu Tuy chon
53 cuéc hen méi ¥ || Xéa b | || @l H6m nay & 43 -3 B
¥ Lich | 2019 Th2, 4 Théng 3 Th3, 5 Thang 3 Th4, 6 Thang 3
B uen ]
[ T Thing rac
Lugt tim kiém 75A
Thé
8 SA
» Céac zimlet
ey |
1
10 SA

- NSD muodn thém céng viéc vao lich chi can tich dup vao 6 c6 ngay ¢ cot dung

va thoi gian ¢ cot ngang tuong ng, sau d6 dién thong tin vao lich :

¥ Lich 1 Thém nhanh cudc hen
v
“Cha d@
v
P Bia diém: I
Tim kiém Hign thi: | | Ban *  Panh ddu by | Cong cdng =
Hop
The Lich: | B tjeh =
* Zimlet
£ Thési glan bat aau-lmwzms - @111:0@ sA -
Thai gian két thiic I?,”ZU.IT’U'FS e @‘11:3054\ b
Lap lai: | Khong >
Nhdc nhdt | 5 phiit trudc -
- » L.
Chi tiét han... pang y Huy bé

- NSD chon Péng y dé hoan thanh.
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3.6.  Gioi thiéu Cong viéc

- Dung dé tao ra lich 1am viéc va nhic nhd hang ngay, 13 hinh thirc bao thirc cong

vi€c hang ngay.

~ % BANTO CHUC TRUNG UONG

Thu Danh ba Lich Cong viéc Cap tai liéu Tay chon

[ cong viec mai » Stfa X6a v i 'l Panh dau da hoan thanh

¥ Danh séach céng viéc Sap xép theo Ngay A

ii] Cong viec - Bam vao day dé thém mot cong viéc mdi

1 Thung rac

Lugt tim kiém

The Khéng cé két qua nao dugc tim thay.

» Caczimlet

3.7.  Gidi thigu Cap tai ligu

- Dung d¢é luu trit va chia s& tai liéu trén hop thu.

~ * BANTO CHUC TRUNG UONG

Thu Danh ba Lich Cong viéc Cap tai lieu Tuy chon

2 Tai lidu mdi v | | Tailentaptin | Taiw X6a v v Thao tic ~
¥ Thu muc cdp tai liéu Sap xép theo Tén ©
B3 cap tailigu - "= BCKS CQDT Quang Nam 27.09.2018.docx 4 MB
W Thung réc testmail 7/3/2019
Thé
» Céac zimlet
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