HUONG DAN SU DUNG
HE THONG THU PIEN TU CONG VU TINH GIA LAI
I. QUAN LY HE THONG THU PIEN TU CONG VU
1. Pang nhap hé th(‘)n,g va doi mat khau
1.1. Pang nhap hé thong

Khoi  dong trinh duyét web (Chrome, firefox, 1E, ...) vagd vaodiachi truy
nhap http://mail.gialai.gov.vn

HE THONG THU BIEN TU CONG VU TINH GIA LAI

Hinh 1: Man hinh dang nhdp vao hé théng thu dién tw cong vu

Nhép Tén diing nhap va Mat khau vao 6 twong Gmg duoc quy dinh theo ci phap
sau:

- Tén diing nhap: Tén email cong vu duoc cp
- Mat khAu: Mt khau cua tai khoan thu dién tir
Click nut Péing nhdp dé dang nhap vao hé thong.
Luu y: Néu dang nhdp sai quad 5 lan td}' khoan sé bi tam khoa, mac dinh hé théng
sé khoa trong 5 phut. Sau 5 phut moi co thé dang nhdp lai dwoc hodc lién hé quan tri

vién dé dwoc mo khoa.

Giao dién hé thong thu dién tir Gia Lai sau khi ddng nhap thanh cong nhu sau:
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& Ho Q vi - Bién nhan (da doc): Test gui thu &
En hié i i 2019-12-24 15,32
# Thu nhdp Phan hien thi thw den From uTOi@gialal. gov.n on 2019-12-24 13:47
3 + RE: test mail cliem = oet
P g Detal
Thir w1 0@gialai.gov.vh 201912-24 1347
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Danh ba MAILER-DAEMON@mail2 gialsi.goven  2019:12.24 13:45
» Successful Mail Delivery Report _— Bay la suf trd lai xac nhan cho the cda ban
a Thumuc quan ly
rhigt lp cd.. Ngudi nhan: ulB@gialai.gov.w
fnhietliap.cdu hinh email thee nguwai diing Tiu de: Test giri the Phén hién thj Chi tiét cia thuw
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Ly y: Bién nhan nay chi béo réng thy da dugc hién thi trén may tinh cla
ngedd nhdn. Khéng bdo dam ridng nguii nhan dé d3 o6 doc hodc hidu ndi dung
thr,

Final-Recipient: rfc822; ulegg
Original-Message-ID: <b9328617b3%9¢C
Disposition: manual-a HDN -sent -
original-Recipient: wle@gialai.gov.vn
Reparting-UA: Reundcube Webmail

e@lbdfdala@gialai.gov.vny
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Phén hién thj dung lweng luu trie trén hép thuw
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Hinh 2: Giao dién chinh hé théng thu dién tir cong vu

1.2. D6i mat khau

Sau khi dang nhap vao hé thong thu dién tur cong vy, nguoi dung nén d6i mat khau
ngay trong lan truy cap dau tién dé dam bao bao mat, quyén riéng tu ca nhan. Cach thuc
hién nhu sau:

Budc 1: Tir man hinh chinh nhap chudt vao menu Thiét Iap ciu hinh (ving 1)
sau d6 chon vao Mat khau (vung 2) nhu hinh dudi:

Thiél Ip c&u hinh
= sdthich
B Cic th mue Lu'u y khi dgi mat khau:
B céc nhdn dién - D6 dall mat khdu 1 thidu & ky tur
1.1:” & cic phin hdi - Phéin bist chir hoa, chifr thuting
282
RN T 5o loc - Bao gbm cac ky ty dic bigt l@#s"...

- Mat khdu mdi khéna dudc triing vdi mat khiu cii

(D Rakhdi vln phiing
& matkhdy 8 Emall

8 Mat khau cii:

Mt khdu mdi:

Nhép lai mét khdu mdi:

G yéu ciu

Hinh 3: Man hinh thay doi mdt khau th.



Budce 2: Nhap céac thong tin bao gom (dia chi email cong vu da dugc cap, mat
khau hién tai, mat khau moi, xac nhan mat khau maéi) vao 6 tuong tng tai vung 3.

; GUi yéu cau [ : 2 : :.
Budc 3: Nhan nit deé h¢ thong kiém tra va ghi nhan su thay doi.
2. Hudéng dan sir dung m@t so chirc ning co ban trong hop thu dién tir cong

2.1. Soan thu méi
2.1.1 Gui thw cho ca nhan.

Trén cira s6 hop thu, nhap chon vao nhin Soan thur: -, hé  théng mo
hop thoai soan thu mai:

P Al
ﬂ C 0 = o 5 - Tiry chon va tép dinh kém
Ling pirhkdm Chiiky Cde phdn Bdnh vin
~
Gl lir Nguyén “viin Huynh <huynhnwstit@gialai govans : 4 Dung lrgng tp tin (i @a cho phép | 25 MB
ap tin tGi da cho phép |2 25 MB
Mguai nhan 8 =+ @ @ Kim theo 13p tin
Tieu G @
L
[1a]
Bdo nhan ?
Théng béo trang thél g thu
B4 wrutién Binh thugng *
Lun thir d& gii trong i gir %

N Hinh 4: Giao dién soan ngi dung thu moi
Dién giai:
- Vung 1: Bao gom céc tac vu khi tién hanh Soan thuw.
B
tu : Luu dang thu nhap
&
erten: Pinh kém tép tin

';A_p
= . Chén chir ky

. X . ~ < N A
=mn- » Thém cac phan hoi da dugc tao san vao ndi dung thu
"

s+ Ki€m tra chinh ta

- Vung 2: Pia chi hop thu ngudi giri (hé théng da ty dong dién sin)



- Vung 3: Nhap dia chi hop thu nguoi nhan hodc danh sach nguoi nhan. Tai day,

kich chon vao biéu tugng . Sau d6 man hinh s& hién thi ra danh sach cac so6 dia chi,
nguodi dung chon vao céc so dia chi (bao gom s6 dia chi ca nhan hodc s6 dia chi chung)
va chon dia chi thu can guri nhu hinh duéi:

|2} céc diachicd nhan
[E} s¢oia chichung
SRaSTTTT (4)

“ma Trung 1dm CNTTATT (1)

& Nguyn Diing GO - Trung tAm CNTT&TT Gia Lai

aa L& Th| Thu Huong

& Nguyén Ngoo Hing

& Thanh Thily Mguyn

& quang khanh

Hinh 5: Man hinh hién thi danh sach chon nguoi nhan thu
+ Vung 3.1: Danh sach cac so dia chi thu

+ Vung 3.2: Danh sach cac dia chi thu cta s6 dia chi thu twong (mg & ving 3.1

(4 A 5 . . \ \ , N R a’.‘ Chén
Tiép theo lua chon thu can giri tai ving 3.2 va kich vao biéu tuong
thém nguoi nhan thu.

de

- Vung 4: Noi nhap tiéu dé cua thu.

- Vung 5: Noi nhap ndi dung cta thu. Tai day, kich vao biéu tugng - dé hién
thi phan tily chon nang cao cua trinh soan thu (Trinh soan thao nang cao giéng cac trinh
soan thao van ban pho bién nhu Microsoft Word di rat quen thudc véi ngudi sir dung
cac tng dung van phong)




Nguyén Van Huynh <huynhnv.stttt@gialai.gov.vn>
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Hinh 6: Tuy chon ndang cao soan thuw

- Vung 6: Pinh kém tap tin theo thu méi (néu co).

i @ Keém theo tép tin .
Tai day, kich chon vao bi€u tuong , lra chon tap tin can dinh

kém

Hinh 7: Chon tap tin can dinh kém



Tiép theo bam nhit “Open” dé tai tap tin dinh kém lén

Luu y: Mdi tap tin dinh kém khong vuot qua giéi han dung luong cho phép la
25MB

Dung lugng tap tin toi da cho phép la 25 MB

848.pdf (765 KB -

=]

Hinh 8: Tai tdp tin thanh cong

- Vung 7: Céc tuy chon khac:

+ B4o nhan: Hé thong s& giri thong bao dén nguoi gui thu khi ngudi nhan thu doc
thu ciia nguoi gui.

+ Théng b4o trang thai giri thu: Hé thong s& thong bao cho nguoi giri thu biét
dugc ngudi nhan thu di doc ndi dung thu ma khong can sy dong ¥ hay khong dong y
cua nguoi nhén thu.

+ P§ wu tién: Bao gdm cac lya chon (Thap nhat, thap, binh thuong, cao, cao nhat)
dé nguoi nhan thu biét dwoc tam quan trong va dg uu tién cua ndi dung thu.

+ Luwu thw da giri trong: Nguoi dung c6 thé luu cac thu da gui di tai mot trong
s6 cac thu muc (Hop thu, thu nhap, da gui, thu rc, thung rac) hoic chon “-Khéng luu-
” dé khong can luu thu dd giri. Mic dinh danh sach nhiing thu dd giri ctia ban s& duoc
luu trong thu muc Da giri.

Cudi cung, kich chon dé thuc hién Giri thu.
2.2. Giri thu cho nhém nguwoi nhan

Budc 1: Tao nhom dia chi thu:



Truong hop 1: Néu nhém dia chi thu d3 ton tai thi bo budce nay chuyén qua thuc
hién budc 3.

Truong hop 2: Néu nhom dia chi thu chua ton tai thi tién hanh thuc hién theo trinh
tu sau:

Danh ba

Tt man hinh chinh nhap chudt vao biéu tuong , tiép theo phia trén man

hinh (goc phai) kich chon *

Cac nhém

(L1

[2} Céc dia chicanhéan Thém nhém

[2} Global Address Book

-ﬁ"
T

0O 8

B

Hinh 9: Man hinh tac vu thém nhom dia chi

Sau d6 chon vao Thém nhom, ctra s6 méi hién thi ra:

Tao nhém méi X

Ho tén STTTT

o B

Hinh 10: Man hinh thém nhom dia chi

Nhép tén nhém va luu lai.



v [2} céc dia chicé nhan

o3 STTTT

[z} s6 bia chi Chung

s&% Trung tam CNTT&TT

Hinh 11: Danh sach nhém céc sé dia chi

Budc 2: Thém dia chi thu vao Nhom cac sb dia chi.

2 i

v (2} cacdia chicd nhan

& STTTT

am3 Trung 1am CNTTATT

Thu
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Q, Timkigm . v
& MNguyen Ofing GB - Trung t3m CNTTATT Gia Lai

& L& Thi Thu Hurang

Nguyen Ngoc Hing

Thanh Thily NguyZn

Quang Khanh

a & 2 |

Timkigm MNhap Trich xuat hém

Hinh 12: Man hinh tdac vu thém dia chi thu vao nhom

Tai myc Danh ba (hinh 10) - kich vao biéu twong: T2e d¢ bat dau thém méi
dia chi thu, man hinh s€ hién thi:

Cdc thude tinh

5@ dia chi

Tén Goi ﬂ

Tén Ho

Cac dia chi ca nhan

Thém linhv ¢

Canhan Céc ghi chu

Thur muec...

pién thoai

Thu myc...

Dia chi

Thu myc...

Thu dién ta

ar

o Luu

Hinh 13: Man hinh thém cac thuoc tinh cua dia chi thw




S dia chi Céc dia chi c4 nhan
Tén Goi

Tén Ho

Thém finhv $

Cac thudc tinh Ca nhan Céc ghi chu

Gidi tinh — s |
&

Ngay sinh (i}

Thémlinhv =

Hinh 14: Man hinh thém thong tin cd nhdn cua dia chi thu

56 dia chi cac dia chi ca nhan
Tén Goi

Tén Ho

Thém linhv &

Cac thudc tinh C4 nhéan Cdc ghi chu

4

Hinh 15: Man hinh thém ghi chu cua dia chi thu
Dién giai:
Vung 1: Nhap thong tin ho va tén cd nhan
Vung 2: Nhap thong tin thu dién tir, s6 dién thoai, dia chi (tén duong, thanh phé,
qudc gia, ma buu dién...)
Vung 3: Nhap thong tin ca nhan (gid1 tinh, ngay sinh ...)
Ving 4: Nhap thong tin ghi cht (néu c6)

Kich dé luu thu dién tr vao nhoém so dia chi.



Budc 3: Thyc hién gt thu cho nhoém: Thyc hién guri thu cho nhém cac bude thuc
hién giong nhu guri thu cho ¢4 nhan (muc 2.1). C6é mgt diém khac so véi “Giri thu cho
ca nhan” tai muc Nguoi nhan chon tén Nhém can giri thu.

%] & ] e,
LUy Binhkém  chitky cdcphdn . DdnhviEn
G tir Nguyén van Hujnh <huynhnu stiti@gialal gov.un> B 4
Ngudi nhan Trung tam CNTT =+
- in Da 3 ia Lai = i
Tidy & aa Mguyen Ding GB - Trung tim CNTTETT Gia Lai =dungn.stitt@gia...
i Trung 13m CNTTATT (1)
[2a
\ ? . 14
Hinh 16: Gui thu cho Nhom
« R A
2.3. Kiém tra thw dén (dgc thw)
r
\ r A A
Tu trang chinh chon Thw = chon Hép thw = chon thw muon doc.
7™ gk gocen § A m = g DTN P I e
b\ v Lo FHECE Lrachon chiadéthr Tuychon Nap lal Traldithy TrAkdtdicd  ChuyEntigp xta ©Danhdfs Thém
Hop th m kigm... - 'y - = . 3 "
2 L= = ¥ | Doan Khai gii Hudng dan tang ket va khen thudng ném 2019
5 dean khol dan chinh da 2019-12-20 1513 (e
j Thu nhép m-'\ N"mh I_ ¢ n_g L e From dean khoi dan chinh dang <doankhoidcdgialai@gmail.com= on 2019-12-04 15:40
" o8 i * Dioan Khai g céng van gap gip @ = vetalla = vanbin 1
doan khal dan chinh dang 20181218 1336
© Thuric * Doan Khii gi céng vén & [ HD Téng ket 2019.pd1 (55 MB) +
Fhéng Tuyén sinh 2019-12-15 0427
& CV- Phuc vu thi 81 hach chimg chi ddu thiu 1 finh gli cac dong chi!
hieupd sttitgEgialal.gow.wn 20191212 %00 8
» Fwd: Re: [NCSC_BCKT_Thang11_01] Tinh hinh_ &
chadgiong kongehrof@gialal govwn  20019-12-10 0B 3
* BiEn nhan (dd doc): test mail B
hungan stitt@gialal. gov.em 20191205 13:37
ﬂ » Fwd: [NCSC_ECKT_Thang11_01] Tinh hinh an ...
doan kha dan chinh dang 2019.12.04 15:40
I « Doan Khii girl Hudng dfn ting kit vl khenth. &
dean khe dan chinh dang 20131115 17:07
» Poan Khiii gii Ciing viin gap &

Hinh 17: Mdn hinh thé hién chi tiét noi dung thu
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Dién giai:

Vung 1: Chon thu mubn doc

Vung 2: Noi hién thi chi tiét noi dung thu.
2.4. Tra 1oi thu da nhan

b2l

Tré I6i thur

Bude 1: M6 thu can tra 1o, nhép chon biéu tuong nhu hinh 16.

Xoa

«

Tra |oi thu §Tra loi tat ca

-

b b4

Chuyén tiép

L 2

Panhdau Thém

Doan Khoi guiri Huéng dan tong két va khen thudng nam 2019

From doan khoi dan chinh dang <doankhoidcdgialai@gmail.com> on 2019-12-04 15:40

= Van ban thd

% Details
HD Tong k&t 2019.pdf (~5,5 MB) ~

Kinh guri cac dong chi !

Hinh 18: Man hinh thé hién néi dung thw ban muon tra 1o6i nguwoi giri
Budc 2: Nhap noi dung cho thu tra 10i: Viéc nhap nodi dung thu tra 16i giéng nhu
viéc nhap thu moi, chi ¢6 diém khac 1a dia chi thu ngudi nhan s€ dugce tu dong dién vao
0 Nguwdoi nhan. Xem hinh 17:

a e »~ ®»

-

L airk kbm iWiky Cdophdn_  Bdbnh vin
G tir NgLyEN VEN HUjnh <huynbie stt@olalal goven> s &
[Ngu\iﬁ nhin doan khoi dan chinh dang % q] Iﬂl +
—s

Tigu d& Re: Bodn Khii gii Hudng din ting kSt va khen thudng nim 2019
|=

Van @ 7 vigk:

> Einh gk

Hinh 19: Cira s6 nhdp chi tiét ngi dung thw tra 16i

11



Dién giai:
Vung 1: Pia chi nguoi nhan (da dugc dién san)

Ving 2: Vung hién thi thu va noi nhip ndi dung thu tra 16i.

Sau khi soan xong ndi dung tra 101, nhap nut dé tra 10i thu.
2.5. Chuyén tiép thuw dén

" -
Chuyén tiép

Budc 1: Mé thu mudn chuyén tiép cho nguoi khac, nhap chon

Bude 2: Nhap dia chi hop thu nguoi nhén va nhép néi dung bo sung (néu muon)
trude khi chuyén cho nguo1 nhan khic (nhu soan thu mai).

B & ] %o,
Lm B ke

Cicphin . dvh¥in

Ting b trang e gui tar

B

Hinh 20: Man hinh chuyén tiép thu
Dién giai:
Vung 1: Vung nhap dia chi/danh sach dia chi thu chuyén ti€p (cach chon thyc hién
nhu hudng dan tai muc 2.1). 7
Vung 2: Vung soan ndi dung thong di€p bo sung.
Xong céc thao tac trén nhéap vao dé chuyén tiép thu.
2.6. Tao chir ky ca nhan cho thw dién tir cong vu
o

Tt man hinh chinh nhap chudt vao biéu tuong Mkl (ving 1) = chon Cac nhén

dién (ving 2) = chon Dia chi email ctia ngwoi sir dung (vung 3) nhu hinh dudi:

12



Thigt 13p c&u hinh =

= Sdthich Nguyén Vin Huynh <huynhnv.stit@agialal. gov.vns e e e 1o
= IE — - = ogialalg I Thiét ldp cau hinh
M Cicthu muc @ T&n hign thi Nguyen Van Huynh
2
Thar dign tir huyrnhnv sittt@gialai govwn
. @ Cic phan hal )
T chire Trung tAm CNTT&TT tinh Gia Lai
Y Biloc 4 N
(D Ra khol vén phang Tré 1di cho
& Mt khdu Ngul dBng nhén (nguii nhén
khding thdy email cla ngudi khic
cing duoe nhin thu
Thiét lap méc dinh
Chir ky
2a ]

Hinh 21: Giao dién tao chit ky cho hop thu

Tiép theo tai vung 4: Tao chit ky cho hdp thu, co thé ghi ho tén, churc vy, don vi
cong tac, dia chi email, s6 di¢n thoai, website. Sau khi tao chit ky xong kich

chon dé hoan tat viéc tao chit ky cho thu cé& nhan.

II. HUONG DAN SU DUNG MOT SO TIEN iCH NHAN VA GUI THU
PIEN TU CONG VU

1. Hwéng din sir dung Microsoft Outlook
1.1. Giéi thiéu vé phan mém mail client Microsoft Outlook

Microsoft Outlook 12 mot phan mém quén 1y thong tin ca nhan cia Microsoft, ¢6
san ca hai nhu 1a mot ung dung riéng biét cling nhu phan mot cia bd Gng dung
Microsoft Office. Microsoft Outlook thuong duoc sir dung chii yéu nhu 13 mot tmg
dung e-mail, ngoai ra, phan mém nay cling bao gdbm cac chirc nang nhu lich, quan 1y
cong vi¢c, quan ly lién lac, ghi chi. V61 viéc st dung Microsoft Outlook, thu dién tir
o thé duoc tu dong tai vé may tinh cd nhan, va sau d6 ngudi dung co thé duyét thu
ngay ca khi khong c6 két ndi internet. Hién nay, cac thiét bi di dong c6 thé dong bd hoa
hau nhu tat ca dit liéu Microsoft Outlook sang Outlook Mobile.

13
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= Delete P Duick Siep Move: foos
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P Send test email

L5 b (26)

Arranga By: Date MNewest on top -
5 it maet Lo ha hoang <hoangha198081988@gmail.com>
Mon 1/7/2019 210 P
(5] Deleted Iterms (177) * Today
) s : Niuwyen Hoang Ha
(L3 Deates 19] — haheang 211 PM
S Xin chao ban
A ha.nguyen®hyperiogy.com = . i
3 Dan thar..
[+ [-=) mbox (26) 203 PM
L7 Drafts [19] g i biéin thér
=3 Sent items
- Last Week
‘5] Deleted iterns {177)
_| BElén lich Two Weehs Ago [ Virus-free. www avast com
L@ Junk Email [1]
B Three Weeks Ago
= Outhox
= Last Morith
L RSS Feeds
I A Caarch Erlldare il
Older

Find 5 Contact -

[ Address Book

Save 1o
Evernota

Hinh 22: Giao dién Microsoft Outlook

1.2. Hwéng din cai dit, cAu hinh Microsoft Outlook

Hién tai, phién ban phd bién nhat cia Microsoft Outlook 2016. Tai liéu nay s&
huéng dan nguoi dung sir dung Outlook 2016. Vi cac phién ban khéc ciing twong tu.

1.2.1. Thém tai khodn vao Microsoft Outlook 2016
1.2.1.1. St dung giao thirc POP3 (Post Office Protocol)

Giao thirc POP3 s& tai xudng toan bo thu ctia nguoi ding vé may tinh ca nhén,
néu sau do cac thu nay dugc xda di trén h¢ thong thi chung van ton tai trong may tinh

cua nguoi dung.

. O
™ g & o
» g =
= o r i rie
L g che e
Lon e 5]
y = ‘
- - o - D
3 T - Po & -
o s = ¥ -~ 2,
- - - = e v -
Ly Mail Setup - Outlook
E-mail Accounts
y Setuo e-mail accounts and directories, | e e |
T |
Data Files
4, Change settings for the files Dutlook uses to
#5 store e-mail messages and documents. BatsEles:
Frofiles
Setup multiple profiles of =-mail accounts and | Show Profiies...
data files. Typically, you only need one. L

Close

Hinh 23: Mail Setup - Outlook

14



i ] Account Settings =

E-mail Accounts
Wou can add or remove an account, ¥ou gan select an account and change its settings.

E-mail | Data Files | RSS Feens | snarePoint Lists | Intemat Calendars | Publisned Calendars | Addesis Bogks

ge. o SetasDefeule X Remove & &
Tipe

Hinh 24: Account Settings

i | Add Account

Auto Account Setup
Panual setup of an acoount o connect to other ssrver fpes.

() E-mall Account
faur Hame [
er Adams
Email gdress |
Exsrmple: ellen@contoso.com
|
Tune the password vour lnternet serdce rovder has gluen vou

(®1 Manual setup or additional server types o

« Badk Hest » Cancel

Hinh 25: Add Account

Add Account

@ ar ible service
Connedt to an Exchange account to access email, calendars, contacts, tasks, and voice mail

() Duticok.com or
Conned to a senice such ac DUtOoK.Com 10 accass emall, (alendars, contacts, and tasks

or IMAP

Conned to 3 POF or IMAF email aecount o

< Back | Nestw Cancel

Hinh 26: Tiép tuc Add account
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Add Account X

POP and IMAP Account Settings
Enter the mail server settings for your account.

User Information Test Account Settings

Your Name: Nguyen Hung Anh We recommend that you test your account to ensure that
the entries are correct.
Email Address: anhnh.stitt@gialai.gov.vn

Server Information
Test Account Settings ...

Account Type: POP3

Incoming mail server: mail.gialai.gov.vn ™ ;:uct”ocr;l:;ically test account settings when Next
Qutgoing mail server (SMTP: | mail. gialai.gov.vn Deliver new messages to:

Logon Information (® New Outlook Data File

User Name: (O Existing Outlook Data File

anhnh.stttt@agialai.gov.vn

Password: =00 |sakessks Browse
] Remember password

|:| Require logon using Secure Password Authentication

e

< Back Next > Cancel

Hinh 27: Tiép tuc Add Account
Dién giai:
Vung 1: Vao Control Panel > All Control Panel Items
Vung 2: Chon Mail
Vung 3: E-mail Accounts...
Vung 4: Click New...
Vung 5: Click chon Manual setup or additional types
Vung 6: Click POP or IMAP

Luu y: Dién thong tin can thiét va doc chii y phia dwdi méi thao tdc trude khi
nhdan “next” dé han ché sai sét.

Email Address: Nhip thong tin tai khodn thu c4 nhan (vi du:
anhnh.stttt@gialai.gov.vn)

Incoming mail server: mail.gialai.gov.vn
Outgoing mail server (SMTP): mail.gialai.gov.vn

Nguwoi dung khong dugc bé qua budc nay:
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Chon More Setting = chon Outgoing Server - chon My outgoing server
(SMTP) requires authentication

Internet E-mail Settings w

General | Outgoing Server | Connection | Advanced
¥ e, "W <
@ outgoing server (SMTP) requires authentication:
@ Use same settings as my incoming mail server
() Log on using
¥ ser Mame
I Remember password
Reguire Secure Password Authentication (SPA)
i
" Log on to incoming mail server before sending mail ]
"
i
I i
|
U

Lo J[ camcel |

Hinh 28: Tuy chinh cho outgoing server

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

Intesraet E-omail Settngs

Gereral CuAgoing Serves  Advanced

i e (POPIE | D95 Une Dwlaubs 1
Fuires an encrypred connecton (S5
Onioang serves (SMTPY 2%

Ui P oibuomrirng) Dypee OF encrypled corewction TS

Short Long 1 minuse
Dbreery
| Learve & cogry of messages on e werves '
—— I
(o] Bawromer frass server after 14 ® deys

| Brrve from werves s deteted frotr Debeted meeny

Hinh 29: Giao thirc Incoming va Outgoing
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@ Add Account

You're all set!

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

Add another account...

Back | Finkh |

Hinh 30: Click Finish dé hoan tdt
1.2.1.2. Swr dung giao thirc IMAP (Internet Message Access Protocol)

Giao thirc IMAP s& hién thi chinh x4c cac thu hién c6 ctia ngudi dung (gidng nhu
trén giao dién web), cac thu bi xda trén hé thong cling s€ khong xuat hién trong
Microsoft Outlook.

= ~ 1 B » ControlPanel + All Control Panel lberms o | & | [Search Cont

Adjust your computer’s sefttings

v Largei

W% Action Center rj‘;‘" Administrative Tools | a‘ AutoPlay . '& BitLocker Drive Encryption m Color Management
a‘] Credential Manager "1 Date and Time B Default Programs ,3 Drevice Manager #irg Devices and Printers

! Display

Ease of Access Center .(_",:ﬂ Family safety :‘L.\ File Histony Flash Player (32-bin

- = ) Intel(R) h
rﬂl Folder Options Fonts iy& HomeGroup __f.& Indexing Options i T

redia

2
q?'- Internet Options smg= Keyboard w Language |r3|1 Location Settings

J Mouse 2::‘:":_'1 ancShaing Q Metification Area lcons q" Personalization g Phone and Modem

@ roweroptions B P miromis il Recovey B region . Seesmmang Dk
(‘Ep Sound t} Speech Recognition @ SRS Premium Sound :r:g Storage Spaces @ Sync Center

u&. System i Taskbar and MNavigation ﬁ Troubleshocoting m User Accounts m Windows Defender

‘ Windows Firewall g__i Windows Mobility Center :5.;- Windows Ta Go EEy Windows Update n Work Folders

Hinh 31: Truy cdp tién ich cai dat Mail
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| Profiles

[0 Mail Setup - Outiook [ x |

E-mail Accounts 3
& j Setup e-mail accounts and directories. [ E-mail Accounts... ]
Data Files
| a# Change settings for the files Outlook uses to Files...
&3 store e-mail messages and documents. [ Pl

Setup multiple profiles of e-mail accounts and  cp . Profilec |
data files. Typically, you only need one. L Sh_o'_w Profiles...

| Close |

—

Hinh 32: Mail Setup — Outlook

d

Account Settings

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 | Intemet Calendars | Published Calendars | Address Books

‘i New..

Repair '.'u:'l,r- 0.*'1 Default x'—'—. ove # 8

Hame

Type

Close

Hinh 33: Account Settings
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@ Add Account

Auto Account Setup
Manual setup of an account or connect o other server types,

() E-mait Account

& Manual setup of additsonal serves types o

« Back

[ wet> | [ concs |

Hinh 34: Add Account

A Add Account

| Microsoft Exchange Server of compatible service

Connect to an Exchange account to access email, calendars, contacts, tasks, and voice mad

I Dutiook.com or Exchange ActiveSyn< compatible service

Connect to a service such 35 Outiook.com 1o access email, calendars, contacts, and tasks

@wum
Connedt to a POP of IMAP emall account o

|« Back

Hinh 35: Click POP or IMAP
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Add Account X

POP and IMAP Account Settings
Enter the mad server settngs for your account.

User Information Test Account Settings
Your Name: Nguyen Hung Anh We recommend that you test your account to ensure that

the entries are correct.
Email Address: anhah.stitt @ gialai.gov.mn
Server information

Tes t
Agcount Type: IMAP v
A mat te ettin en

Incomeng mad server mail.gialai.gov.amn ked

Outgoing mail server (SMTPE | myil giatal.gov.n

Logon Information
User Name: anhnh sttt & gialai.gov.m
Mail to keep offline: All
Password: eranes
1 ]
I Remember password

[ Require logon using Secure Password Authentication

(5P More Settings ..

Hinh 36: Tiép tuc Add Account
Dién giai:
Vung 1: Vao Control Panel > All Control Panel Items
Vung 2: Chon Mail
Vung 3: Kich chon E-mail Accounts ...
Vung 4: Click New ...
Vung 5: Click chon Manual setup or additional server types
Vung 6: Click POP or IMAP
Luu y:
Email Address: Nhip thong tin tai khoan thu cd4 nhadn (vi du:

anhnh.stttt(@gialai.gov.vn)

Incoming mail server: mail.gialai.gov.vn
Outgoing mail server (SMTP): mail.gialai.gov.vn
Nguwoi dung khong duwgce bé qua budc nay:

21



Chon More Setting = chon tab Outgoing Server = chon My outgoing server
(SMTP) requires authentication

Internet E-mail Settings “
| General | Outgoing Server | Connection | Advanced |
@ Use same settings as my incoming mail server
© Logon using
[l Iser Mame :
m | Remember password
Reguire Secure Password Authentication (SPA)
(7 Log on to incoming mail server before sending mail |:|
"
I
| n
L]
[\

Hinh 37: Tuy chinh outgoing server
Tiép theo chon tab Advanced = chon TLS cho ca 2 giao thic Incoming va
Outgoing

Ilntemet E-mail Settings X
General Sent Items Deleted Items
Outgoing Server Connection Advanced
Server Port Numbers
Incoming server (IMAP): _.we Defaults
Use the following type of encrypted connection: ETLS E_v__
Outgoing server (SMTP): E
Use the following type of encrypted connection: 'TLS Iv|
Server Timeouts
Short @ Long 1minute
Folders
Root folder path: |
[ ]| concel |

Hinh 38: Giao thirc Incoming va Outgoing
22



A Add Account

You're all set!

We have all the information we need 1o sel up your actount

Add another sccount..,

Finish

Hinh 39: Click Finish dé hoan tat
1.2. Tao chir ky trong Microsoft Outlook

Microsoft Outlook cho phép ngudi dung tao ra chit ky cho riéng minh, khi gtri thu
di, chir ky cua nguoi dung s€ duoc tu dong thém vao cudi thu.

Pé tao chir ky trong Microsoft Outlook 2016, ta chon New Email. O cira s6 soan
thu mdi, chon Signature > Signatures, mot cira s6 hién 1én d€ dién thong tin chir ky

Tiép theo dit tén va soan thao thong tin chit ky (c6 thé dinh kém theo hinh anh)

Sgnaturss sed Sstianary ? = f i the sermings for your

[

Hinh 40: Tuy chinh chit ky
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By I Fallaw lip -
LA

! High o
. B = m Chack | ttnch Bitmch Simam ST
Hoor Names | Fle leme | % Lowimporsce
i [ e | At ine

[Hguylin Hung Anh
System Admin

Hinh 41: Théng tin chit ky hién thi khi soan thu
1.3. Huéng dén sir dung Microsoft Outlook dé giri nhan thw dién tir

1.3.1. Gtri thw

Dé giri thu bang Microsoft Outlook, ta chon New Email, man hinh gtri thu
ma&i xuat hién, dién cac thong tin:

"-._ R Calibri(Bec= (10 = A A iZ-i=~ M L-i! é’%{;\ i - / ™ Follow Up = .’

! High impontance
Paste BI U ¥-A-F = 3=  Address Check Amtach Attach Signatuee
¥ Format Painter == Book Mames Fie= Nem- = + Low Importance
Chpbosrd . Badic Temt e Namey el Tags e Adding A~

Hinh 42: Tao thu moi su dung Microsoft Outlook
Vung 1: Nhap dia chi email ngudi nhan

Vung 2: Nhap cac dia chi email dong gt
Vung 3: Nhap tiéu dé thu



Vung 4: Nhap noi dung thu

Néu mudn thém dinh kém vao thu, nguoi ding c6 thé 1am theo hai cach:

- Chon biéu tuong " 18 tim dén file cAn dinh kém

- Copy file dinh kém bang t6 hop phim tat Ctrl+C rdi mé cira s6 soan thu, dan cac
file nay vao bang t6 hgp phim tat Ctrl+V.

Sau khi soan xong ndi dung thu, bam = dé thu duoc g di

1.3.2. Nhan thw

Khi c6 thu dugce gui dén, Microsoft Outlook s& tu dong két ndi vao mail server va
dong bo cac thu nay v€. Nguoi dung c6 thé xem thu cling nhu tra 101, chuyén tiép thu
ngay trén Microsoft Outlook.

Inbax - anhnh.stitt@gialai.govan - Outlook

Folder View
_ Ll = T -\ 3 . [S— [ R L=
T h_| F lgnore x = |L_,1 [ [ Mesting Move toe T 3 To Manager ¥ - ﬁ (1 Unread/ Read |__.|
% Clean Up~ &€ = L= Tearn Email v Done : T Catzgoriza~ | [EZ Acldress Book b
Mew  Mew Mew Delete | Reply Reply Forward [ - = . _| Move Fules Onelote . Send/Feceive
Email hems® | Meeting  amlunk= Al 2 More & Reply & Delete  § Create New L | - > FollowUp~ W Filter Email» "~ o) Foders
MEw TEamYIEWEr Delets fespand ek Steps [ Mave Tags And send/REcele »
SR ¢ Search Current Mailbax .. J2 | Curent Mailbox - (5 Reply B2 Reply Al (S Forward
4 anhah sttt @gialalgovn Al Unread By Date *  Mewest Microsoft Outlook <& stttt@aizlaigovan> Tguyen Hung Anh None
Inbox 225 4 Today Microsoft Outlook Test Message o
Drsfts Microsoft Outlook
Microsoft OLtoak Tast Me... 18 41 ) ) ) ) X
Sent ltems THiE IS 3 2-mall meszage This 15 an e-mail message sent automatically by Microsoft Cutlook while t=sting the sethngs far your
Deleted Items . account.
) Microsoft Outlook
Junk E-mail Microsoft Dutlook Tast Me... 818 AM
':Juu:m This I an e-mall message
FSS Feeds 4 Last Week
Search Folders auth-results @verifier...
Authanticztian Report ENl 2712
ThIE Mes£age 15 2N aUtaman e
Ernily Turner
[OReNly Enook| The Enterp.,  Thu 26012
Learn how service meshes

Hinh 43: Xu ly thu nhdn dwoc trén Microsoft Outlook
1.3.3. Tim kiém thu

Trong Microsoft Outlook, ngudi dung c6 thé dé dang tim kiém thu dién tir theo
cac ti€u chi: Nguo1 guri, nguoi nhan, tiéu d€, dinh kém. .. hoac tim ki€ém theo thu muc
(Inbox (thu dén), Sent Items (thu da giri), Deleted Items (thu d x6a) ...)
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nh sttt @ gialai gov.n - Outlook

View Search @ Tell me .-
=N Current Folder .; = “ [ 1] EA This Week = [* Flagged p LT a
‘0 Subfalders w— - III. i Sent To- ! Impartant =
Current _ Include From Subject Has Categorized Recent Ssarch  Close
Mailbaw| £F 4| Cutlook ftems | 714, fc s Attachments - £ Unread + Mare Searches - Toals - Search
Scape Results Refine Optians Close -
< -
| P | Cument Manbox - (S Reply £ Reply All 2} Forward
. ate - " - Microsoft Outlaok <anhnh strr@gialai govuns guyen Hurg Anb Man
4 anhnh.stitt@gialai.gov.un All Unread ByDate ~  Mewsst b fi Itiock Dgialal o ur Rguryen Hurg Ar lane
FIr -
Inbox 225 oday Microsoft Qutlook Test Message -
Drafts Microsoft Qutlook
MIErosoft Cutiook Test Me.. 218 AM
Sent lkems This is an &-mail message This is an e-mail messags sent antomatically by Microsoft Outlook while testing the settings for your
Deleted ftems accoul.
i Microsoft Outlook
Jurk E-mail Microsoft Outlack Test Me... B:18 AM
Outhox This is an e-mail message
RS Feeds 4 Last Week
Search Folders auth-results@verifier....
Authentication Report Fri2zna
This message is an automatic
Emily Turnsr

Hinh 44: Tim kiém thw

2. Hwéng dan sfr‘dun‘g trén‘ thiét bi di dong chay h’é diéu hanh Android i

2.1. Gidi thiéu vé phan mém mail client trén thiét bi di dong chay hé dieu
hanh Android

Ngay nay, viéc st dung mot chiée smart phone véi ddy du cac tinh nang giai tri,
phuc vu cong viéc mot cach hi¢u qua da tro nén rat phé bién. Hé diéu hanh smart phone
duogc nhiéu ngudi sir dung nhat hién nay 1a Android, dugc phat trién boi hang Google.
Hé théng thu dién tr cong vu tinh Gia Lai ¢ thé sir dung théng qua mail client dugc
tich hop san trong hé diéu hanh di dong nay.
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Hinh 45: Giao dién phan mém email trén dién thoai (OS Android)

2.2. Cau hinh mét tai khoén thw dién tir trén thiét bi di dong chay hé diéu
hanh Android

Dé cau hinh mot tai khoan thu dién tir trén thiét bi di dong chay hé diéu hanh
Android, ta vao ing dung email ciia hé diéu hanh.
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09:08 =l 76% M

Thiét 1ap Email

e ]

G 1 o
Gmail Hotmail
G Suite Yahoo Outlook
@s ]

Exchange Office365 Khac

Hinh 46: Cdu hinh tai khoan thw dién tir trén OS Android

Chon kiéu tai khoan. O day, ngudi ding c6 thé sir dung giao thitc POP3 hoic
IMAP.

Luu y: Day la hai giao thirc gui nhan email khac nhau. Giao thirc POP3 s€ tai toan
b thu cua nguoi dung vé may tinh ca nhan, néu sau d6 cac thu nay dugc xoa di trén hé
thng thi chiing van ton tai trong may tinh cua ngudi dung. Nguoc lai, khi sir dung giao
thirc IMAP thi hop thu s& hién thi chinh x4c céc thu hién c6 cia ngudi ding (giéng nhu
trén giao dién web), khi d6 néu ngudi dung x6éa thu nhan thi trén giao dién web ciing
s& khong xuat hién cac thu nay nira.
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2.2.1. Cau hinh thiét bi str dung giao thirc POP3

Pé cau hinh mot tai khoan thu sir dung giao thirc POP3, tai man hinh thiét lap
Mail (muc 2.2) = chon thém méi tai khoan véi giao thuc POP3

< Thém tai khodn mai

anhnh sMyE@Egiala, gov v

araad

Hidn médt mbk

Cal djt t.cdng

Hinh 47: Thém mdoi thong tin tai khodn
Tiép theo chon cai dit thit cdng > chon Tai khoan POP3

Chon loai tai khoan

Tai khoan POP3

Tai khoan IMAP

Microsoft Exchange ActiveSync

Hinh 48: Chon giao thuc POP3
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Sau d6 dién cac thong tin can thiét bao gdm:

0910 B oa75% e

< Caidat server

Tai khoan

anhnh,stitt@gialai.gov.vn

anhnh.stttt@gialai.gov.vn 8

Hién mat ma

Server nhin mail

POP3 serves
mail.gialai.gov.vn 6

ap O

Khong bao gid -

Hinh 49: Nhdp cdc thong tin khi su dung dich vu POP3
Dién giai:
Vung 1 (Pia chi email): Nhap dia chi thu dién tr cong vu
Vung 2 (Tén nguoi dung): Nhap tén nguodi dung trung vai dia chi thu dién ti
cong vu
Vung 3 (Mat ma): Nhap mat khau thu dién tir cong vy

Vung 4 (POP3 server): Dia chi may chu POP3 ciia hé thong, véi hé thong thu dién
tor cong vu tinh Gia Lai, @ muc nay ta dién: mail. gialai.gov.vn

Ving 5 (Loai bao mat): Chon SSL (dé chap nhan moi ching chi)
Vung 6 (Port): Dién vao gia tri 995. Pay la port hoat dong ctuia dich vu POP3
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X6a thu tir may cha: O day 1a thoi gian dé email phan héi lai trén may chu cua h¢
théng thu dién tir. Chon Khéng bao gio néu khong mudn cac thu duoc tai vé may bi
x0a di trén may chu.

Sau khi dién thong tin tai khoan cho dich vu POP3 (dé nhan mail), nhan tiép tuc
va dién thong tin tai khoan cho dich vu SMTP (d€ gtri mail).

mail gialai.gov.vn 0

@ B
507 S L3,

Yéu cau xac thyc dé giri email 6 a

¥ )
anhnh.sttttiZgialai.gov.vn 6
6

Hién matma

Hinh 50: Nhdp cac thong tin cho dich vu SMTP

Dién giai:

Vung 1 (SMTP Server): Dia chi may chtt SMTP cutia hé théng: Véi hé thong thu
dién tr cong vu tinh Gia Lai, chung ta dién: mail.gialai.gov.vn

Ving 2 (Loai bao mat): TLS (dé chdp nhan moi chtng chi)

Ving 3 (Port): Pién vao gia tri 587. Pay 1a port hoat dong cta dich vu SMTP

Vung 4 (Yéu cau xac thuc dé giri email): Bat tich chon yéu cau

Vung 5 (Tai khoan): Nhap dia chi thu di¢n tir cong vu

Vung 6 (Mat ma): Nhap mat khau thu dién tir cong vu

Sau khi nhap cac thong tin cau hinh SMTP xong, bam Tiép tuc
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09:14 | = 74%n

— Hop thu dén Q

—  anhnh.stitt@gialai.gov.vn
Hém nay

» Citrix 09:08
5 signs you're ready for the workspace revolu...
Infographic: 5 signs you're ready for the work...

» Microsoft Outlook 08:17

Microsoft Outlook Test Message
This is an e-mail message sent automatically...

» Microsoft Outlook 08:17

Microsoft Outlook Test Message
This is an e-mail message sent automatically...

Ci hon

» auth-results@verifier.port25.co... 27 Th12
Authentication Report
This message is an automatic respanse from...

» Emily Turner 26 Th12
[O'Reilly Ebook] The Enterprise Path to Service...
Learn how service meshes improve flexibility,...

» Citrix 25 Th12
Get the e-Book: Driving success for your busi...
@media only screen and (max-width: 640px) {...

223Th12
Undelivered Mail Returned to Sender y ik
This is the Email Security Gateway at host sp. [

23 Th19

Hinh 51: Giao dién thu trén OS Android sir dung POP3 sau khi cdu hinh thanh céng
2.2.2 Céu hinh thiét bi sir dung giao thirc IMAP

Dé céu hinh mét tai khoan thu st dung giao thuc IMAP, tai muc 2.2 thém moi tai

khoan:
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09:09 oo 76

< Thém tai khoan mdai

anhnh_stttt@gialai.gov.vn

Hi&n mat ma

Cai dat t.cong bang nhap

Hinh 52: Thém mai tai khoan thu sw dung IMAP
Tiép theo chon cai dat thi cong = chon Tai khoan IMAP

Chon loai tai khoan

Tai khoan POP3

Tai khodn IMAP

Microsoft Exchange ActiveSync

—

Hinh 53: Chon giao thuc IMAP
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Sau d6 dién céac thong tin can thiét bao gdm:

< (Cai dat server

Tai khoan

anhnh.stttt@gialai.gov.vn

anhnh.stttt@qgialai.gov.vn

&

Hién mat ma

&

mail.gialai.gov.vn

G

GO -
o3 M6

Hinh 54: Nhdp cac thong tin cho dich vu IMAP
Dién gidi:
Vung 1 (Pia chi email): Nhap dia chi thu dién tir cong vu

Vung 2 (Tén nguoi dung): Nhap tén nguodi dung trung voi dia chi thu dién tr
cong vu

Ving 3 (M4t mi): Nhap mat khau thu dién tir cong vu

Vung 4 (IMAP server): Dia chi may chu IMAP cua hé théng, voi hé thong thu
dién tir cong vu tinh Gia Lai, & muc nay ta dién: mail.gialai.gov.vn

Ving 5 (Loai bao mat): Chon TLS (dé chip nhan moi chimg chi)
Ving 6 (Port): Pién vao gia tri 993. Pay 14 port hoat dong ctia dich vu IMAP

‘Sau khi dién thong tin tai khoan cho dich vu IMAP (dé nhan mail), nhan tiép tuc
va dién thong tin tai khoan cho dich vu SMTP (d€ guri mail).
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Server gui mai

mail.gialai.gov.vn 0

TL “ v 8

& (O

Yéu cau xac thuc dé gui email 6 a

] L)
anhnh.sttttiZgialai.gov.vn 6
6

Hién mat ma

Hinh 55: Nhdp cdc thong tin cho dich vu SMTP

Vung 1 (SMTP Server): Dia chi may chu SMTP cuia h¢ théng: V6i hé thong thu
dién tir cong vu tinh Gia Lai, chung ta dién: mail.gialai.gov.vn

Vung 2 (Loai bao mat): TLS (dé chip nhan moi chimg chi)

Ving 3 (Port): Pién vao gia tri 587. Pay la port hoat dong ctia dich vu SMTP

Ving 4 (Yéu cau xac thuc dé giri email): Bat tich chon yéu cau

Vung 5 (Tai khoan): Nhap dia chi thu dién tir cong vu

Ving 6 (Mat mi): Nhap mat khau thu dién tir cong vu

Sau khi nhap cac thong tin c4u hinh cho dich vu SMTP, bidm chon Tiép tuc.
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09:14 o=l 74%m
— Hap thu dén Q

anhnh.stitt@agialai.gov.vn

Hém nay

» Citrix 09:08
5 signs you're ready for the workspace revolu...
Infographic: 5 signs you're ready for the work...

* Microsoft Outlook 08:17
Microsoft Qutlook Test Message
This is an e-mail message sent automatically...

» Microsoft Outlook 08:17
Microsoft Outlook Test Message
This is an e-mail message sent automatically...

Cii hon

» auth-results@verifier.port25.co... 27 Th12
Authentication Report
This message is an automatic response from...

* Emily Turner 26 Th12
[O'Reilly Ebook] The Enterprise Path to Service...

Learn how service meshes improve flexibility,...

s Citrix 25Th12
Get the e-Book: Driving success for your busi...
(@media only screen and (max-width: 640px) {...

™ # 23Th12
Undelivered Mail Returned to Sender oy
This is the Email Security Gateway at hostsp| /

el ol 2a s

Hinh 56: Giao dién thw trén OS Android sir dung IMAP sau khi cdu hinh thanh céng

2.3. Hwéng din giri nhin thw dién tir trén thiét bi di dong chay hé diéu hanh

Android
2.3.1. Gtri thw
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09:14 C =l TA%E

— Hop thu dén Q

anhnh stttt@gialai.gov.vn

Hom nay

» Citrix 09:08
5 signs you're ready for the workspace revolu...
Infographic: 5 signs you're ready for the work...

» Microsoft Outlook 08:17

Microsoft Outlook Test Message
This is an e-mail message sent automatically...

» Microsoft Outlook 08:17

Microsoft Outlook Test Message
This is an e-mail message sent automatically...

Ci hon

» auth-results@verifier.port25.co... 27 Th12
Authentication Report
This message is an automatic response from...

» Emily Turner 26 Th12
[O'Reilly Ebook] The Enterprise Path to Service...
Learn how service meshes improve flexibility,...

o Citrix 25Th12
Get the e-Book: Driving success for your busi...
@media only screen and (max-width: 640px) {...

B % 23Th12

Undelivered Mail Returned to Sender d \
This is the Email Security Gateway at host spl [

2 233 Thia

Hinh 57: Giao dién thuw dién ti trén thiét bi di dong OS Android

Tai giao dién chinh, kich chon biéu tuong

hinh soan thu xuét hién:

bén gbéc phai man hinh, man
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00:50 & oS 72%m
X ? <

Dén support@gialai.gov.vn v

Send test mail

GUi tir dién thoai thong minh Samsung Galaxy cua toi.

4 & Roboto ... ¥ 12w B

Hinh 58: Soan thw trén thiét bi di dong OS Android

Dién giai:
Pén: Nhép dia chi email nguoi nhan
Tiéu dé: Nhap tiéu dé thu

Chon biéu tuong \ﬁ néu mudn dinh kém file
Chon +Cc¢/Bece dé thém dong giri

Tiép theo tién hanh soan ndi dung thu. Sau khi nhap day du cac thong tin, bAm

</

dé thu dugc giri di.



2.3.2. Nhan thw

Khi c6 thu dugce giri dén nguoi dung, thu ndy s& dugc luu trit trén may chi hé
thong. Tuy thudc vao cau hinh dong bd ma thu nay s€ dugc tai vé thiét bi di dong cua
nguoi dung.

bé doc mdt thu, tai giao dién chinh ctia hop thu dén nguoi dung can click vao thu
can doc, man hién thi ndi dung chi ti€t cua thu s€ xuat hién.

09:51 @ o 71%n

< ANV

Read the 2019 Gartner Magic
Quadrant for WAN Edge

Infrastructure
9 thang 12, 2019 09.04
Fortinet
Fortre! has been named 0 Mag c Owadiant Chalienger e emel coloe
FZIATINET

Realize
the Power
of

EEEEESS  Fortinet named a Challenger in

the 2019 Gartner Magic Quadrant

for WAN Edge infrastructure

What's Inside

«+ Discover Fortinet's placement as a
Challenger in the report

* Learn how FortiGate Secure SD-WAN
helps deliver netwark connectivity

from nches to data centers to th
LEARN MORE om bra o data centers to the
cloud

+ See how this approach helps
organizations reduce costs, simplify
complexity, and enhance business
application performance

< - |

Tra lai Chuyeén tie.. Xoa

Hinh 59: Poc ngi dung thu trén thiét bi di dong OS Android
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3. Huéng din giri nhin thu dién tir trén thiét bi di dong chay hé diéu hanh
10S

3.1. Cau hinh mét tai khoan thw dién tir trén thiét bi di ddng chay hé diéu
hanh I0S

Dé cau hinh mét tai khoan thu dién tir trén thiét bi di dong chay hé diéu hanh 108,
ta vao ung dung email ctia h¢ di€éu hanh va thém méi tai khoan theo céc budc sau:

Budc 1: Chon loai tai khoan dé thém méi thu dién tir. Vao muc Cai dat - chon
Mat khau & Tai khoin - chon Khac

09:57 Th 2 30 thg 12 100%; (m—

Cai dit < Tai khoan Thém tai khodn

Eg Cai dat chung

a Trung tam kiém soat ‘ iCIOUd
Man hinh & D6 séng @5 Exchange
Hinh nén

Google
Siri & Tim kiém g
) matms YAHOQ!
Qe Aol.

m Quyén riéng tu
B= Outlook.com

iTunes & App Store Khac

®  Mat kh3u & Tai khoan
Mail

20| Danh ba

@R Lich
L&i nhic

b Tin nh3n

sl FaceTime

@ Safari

Hinh 60: Man hinh chon logi tai khodn dé thém mdéi thw trén hé diéu hanh I10S
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Budc 2: Thém mai tai khoan thu:

Tai khodn méi

Tén Nguy&n Hung Anh

Email anhnh.stttt@gialai.govvn
Mat khdu eesseses

M6 ta gialai.gov.vn

Hinh 61: Thém mdi tai khoan thw trén hé dieu hanh 10S
Tai man hinh thém moi tai khoan, dién day du cac thong tin bao gdm:
Tén: Thong thuong s€ 1a ho va tén nguoi sir dung
Email: Thu c4 nhan ctia nguoi dung
Mait khau: Mat khau dang nhap thu dién tir
M ta: Thong tin thém dé goi nhé
Sau khi nhap ddy du thong tin, kich chon Tiép, man hinh s& hién thi:
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Hay Tai khoan mdi
Tén Nguyén Hung Anh
Email anhnh.stttt@gialai.gov.vn

M6 ta gialai.gov.vn

MAY CHU THU BEN

Tén may chu mail.gialai.govvn
Tén ngudi dung anh.stttt@gialai.gov.vn

Mitkhiu esssssss

MAY CHU THU 81

Tén may chu mail.gialai.govvn

Tén ngudi ding anhnh.stttt@gialai.govyn

Matkhdu eeeesseee

Hinh 62: Man hinh hién thi thong tin mdy chi (thw dén, thi di)
Budce 3: Nhap day du cac thong tin can thiét cho phan may chu thu dén va may
chu thu di, bao gom:
Tén may chu: Dia chi cua may chu cai dat h¢ théng thu dién tor cong vu
Tén ngwoi dung: Thu dién tr cong vu
Mat khau: Mat khau cua thu dién tir cong vu

Luu y: V6i ca hai loai giao thue stir dung IMAP va POP3 tén may chu cua h¢ théng
thu dién tir cong vu tinh Gia Lai déu 1a mail.gialai.gov.vn
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Buéc 4: Sau khi dién thong tin tai khoan cho dich vu IMAP, POP3 (dé nhan mail),
tiép tuc dién thong tin tai khoan cho dich vu SMTP (dé giri mail).

10:03 Th2 30 th 12 = 100% -
Hiy mail.gialai.gov.vn Xong
May chi [ )

Tén mdy ch( mail.gialai.govan

Tén ngudi dung anhnh. stttt@gialai.govwn
M&t khau sessssne

Sif dung SSL

Xac thuc

Céng may chii 25

Hinh 63: Nhdp théng tin cdu hinh giao thirc SMTP (Outgoing)

SMTP Server: Dia chi may chu SMTP cua hé théng thu dién tr cong vu tinh Gia
Lai, chung ta dién: mail.gialai.gov.vn

Budc 5: Kich chon Xong dé hoan tat qua trinh thém méi tai khoan thu trén thiét
bi di dong chay hé diéu hanh I0S
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10:04 Th 230 thg 12

& Hop thu

Chuadoc
® Citrix

nfographic:
kspace revolution

Microsoft Outlook
Microseft Outlook Test Message

® Microsoft Outlook
Microseft Outlock Test Message

® auth-results@verifier.po...
Authentication Repart

® Emily Turner

Sira

08:17

5 signs you're ready for the workspace....

dy for the

[O'Railly Ebook] The Entergrise Path to..

Learn how sen

fledbility, reliability, and s

rvice masheas improve

peed of sarvi.

® Citrix
Get the e-Book: Driving success for y...
your business and |

with digital workspace delivery

@ Mail Delivery System Thir Hai
Undelivered Mail Returned to Sender

® Mail Delivery System Thii Ha
Undeliverad Mail Returned to Sender

— ‘Wi cép nhat

TR 100% .

]

ssage

matically by Microsoft Outlook while testing the

Hinh 64: Giao dién chinh khi cdu hinh tai khodn thanh céng
3.2. Cau hinh giri nhan thw dién tir qua thiét bi di dong I0S

3.2.1. Gui thw

Dé giri mot thu mdi, ta chon biéu tugng

man hinh soan thu xuat hién:

»

A
trén giao di¢n chinh cua tng dung,
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08:31 Th331thg12  6O% )

Hay H8 trg d&t lai mat khdu Mail. é}
| bén: support@gialai.govwn l ﬂ

[ e 16 o dzt lai mat khau wail | @

3

Bugc gdi tif iPad cla tdi

S C o B I U &
@ w E R T Y wu 1 o p 9@
A S D F 6 H J K L <
* , ¥ ¢ v B N M . I 0w
123 0 123

Hinh 65: Man hinh soan thu moi trén 10S
Dién giai:
Vung 1: Nhap dia chi thu nguoi nhan. Chon +Cc/Bec dé thém déng gui
Vung 2: Nhap tiéu dé thu
Vung 3: Soan ndi dung thu
Ving 4: Nhan Gii dé thu duoc giri di

3.2.2. Nhan thw

Khi ¢6 thu duoc giri dén nguoi dung, thu nay s& duoc luu trit trén may chi hé
théng. Tuy thudc vao cAu hinh déng bd ma thu nay sé duoc tai vé thiét bi di dong cua
nguoi dung.

bé doc mot thu, tai giao dién chinh ctia hop thu dén:
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ull VN MOBIFONE = 14:01 9 51%m )

< Quay lai Hop thu dén Stfa

® choglong.kongchro@gialai... 10/12/2019
Bién nhan (da doc): test mail
Day la su tra lai xac nhan cho thu cta ban Ngudi
nhan: phuongddong@gmail.com, choglong.ko...

hungnn.stttt@gialai.govivn  05/12/2019
Chuyén tiép: [NCSC_BCKT_Thang11_01] Ti...

Pudc g bdi : Nguyén Ngoc Hing

(hung.bcvtgl@gmail.com ; hungnn.stttt@gialai....

doan khoi dan chinh dang 04/12/2019
Poan Khai glri Huéng dan tdng két va khen...
Kinh gUfi cac déng chi!

® doan khoi dan chinh dang 17/11/2019
Doan Khoi glfi Cong van gap

K/g cac ddng chi cdng vin vé viéc thay doi thdi

gian t8 chitc dién dan Tudi tré Tay nguyén sat...

® doan khoi dan chinh dang 15/11/2019
Doan Khéi glri Céng van
Kinh gUri cac dong chi trién khai. Tran trong !

- - —

Vira cdp nhat
@ 305 chua doc D/
Hinh 66: Giao dién chinh cua thw dién tir trén 10S

Nguoi dung click vao thu can doc, man hién thi noi dung thu s& xuat hién:




all VYN MOBIFONE = 13:67 @ 53% @ )

¢ 305 AV

TU: hungnn.stttt@gialai.gov.vn 0
Pén: khanhdg.stttt@gialai.gov.vn An
hieupd.stttt@gialai.gov.vn
guyenntn.stttt@gialai.gov.vn
dungn.stttt@gialai.gov.vn
huynhnv.stttt@gialai.gov.vn

Chuyén tiép:
[NCSC_BCKT_Thang11_01] Tinh hinh

an toan thong tin Thang 11/2019
13:37 ngay 5 thang 12, 2019

Pudc gtfi bdi : Nguyén Ngoc Hung
(hung.bcvtgl@gmail.com ;

hungnn.stttt@gialai.gov.vn)

B3t dau thu dudc chuyén tiép:

TU: Trung tam NCSC <ncsc@ais.gov.vn>
Ngay: 13:26:22 GMT+7 ngay 5 thang 12,

= - il = K

Hinh 67: Man hinh hién thi ndi dung chi tiét thw dién tir trén 10S
Tai dy, ngudi diing c6 thé thyc hién cac thao tac twong Gmg véi cac tily chon trén
menu cua ng dung:

(. viét thy moi
<§ : Tra 101 lai thu dang doc, voi dia chi 1a ngudi da gui thu cho ban
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: X6a thu dang doc
E : Di chuyén thu dang doc dén hop thu méi

I:jz Céc tuy chon (Gﬁn cd, Panh diu 1a chua doc, Chuyén vao thu rac, Thong
bdo ...)
III. CAC LOI THUONG GAP

Email giri di hién thi trong thw muc Spam ciia ngudi nhin

Trong truong hop nguoi nhan thu st dung cac tai khoan email cta cac hé thong
khac nhu Gmail, Yahoo, ... thinh thoang ciing xay ra 16i: Email ngudi gui hién thi trong
thu muc Spam ma khong hién thi trong “Hop thw dén”, lac nay thuc hién cic budc
sau dé 1an gui thu tiép theo Email s& khong bi dwa vao thu muc “Spam” nira.

(Vi dy cho Gmail):

Budce 1: Bang nhip vao Gmail

Budc 2: Mé thu muc Spam

inspam

Delete all spam messages now (messages that have been in Spam

M I test Kiém tra thw bj Spam - N&i dung thw can gir

Hinh 68: Thu muc Spam cua Gmail
Dién giai:

(1): Kich chon vao email da bi spam, sau d6 chon Not spam (2). Lic nay thu s&
dugc chuyén sang “Hop thw dén”.
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IV. LIEN HE HO TRQ

Trong qué trinh str dung, néu tai khoan thu ctia co quan, don vi, tai khoan thu ca
nhan nhan dugc nhiéu thu rac, & nghi quy co quan, don vi, dia phuong hodc ca nhan
chup hinh va giri vé dia chi email: ictgl.stttt@gialai.gov.vn dé Trung tim CNTT&TT
c6 bién phap hd tro, huéng dan ngin chin va xtr Iy dugce kip thoi.

Truong hop can thiét can hd tro tryc tiép, xin vui long lién hé: Trung tam Cong
nghé thong tin va Truyén thong tinh Gia Lai: Ong Nguyén Hung Anh - Chuyén vién
Phong Nghi¢p vu; Dién thoai: 0913831832; Email: anhnh.stttt@gialai.gov.vn

Trung tim Cong nghé thong tin va Truyén thong tinh Gia Lai
- Pia chi: 105 Hung Vuong, TP. Pleiku, tinh Gia Lai

- Pién thoai: (0269) 3567878

- Email: ictgl.stttt@gialai.gov.vn

- Website: http://ict.gialai.gov.vn
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