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Huwéng dan sir dung Hé thong thuw dién tir cong Vu tinh Thanh Héa

1. Hwéng din sir dung hé thong thw dién tir trén nén Web
1.1. Ping nhip vao h¢ théng Thu dién tir (Email):

Pé dang nhap vao hé thong Email, nguoi ding thuc hién nhiig bude dudi day:

) n , N n /=) o -
+ Str dung mdt trong cac trinh duyét Internet Explorer % hodac Chormo € hoac

FireFox @ .. (Khuyén cdo nén sit dung trinh duyét Internet Explorer & dé nhan duoc
su hd tro t6t nhat tir Microft Exchange 2013 khi sir dung Tiéng Viét va Giao dién st dung)

+ Nhap vao duong link sau: http://mail.thanhhoa.gov.vn/

Man hinh dang nhap xuét hién. Str dung tai khoan (Account) dugc cap dé dang nhap
vao hé thong :

& UBND TiNH THANH HOA
HE THONG THU BIEN TU CONG VU

Théng bao:
Hé théng thwe dién tir dang dwoc nang cép va chay thir cha y:
nghiém, dé nghi vao hé théng thw dién tir cii theo dwéng D FEE—
dén & phia dwéi dé lay tén dang nhap va mat khau. Cac
Tén dang nhap cuongpy th‘ong bao
nay
Mt khau EN e .. ngu:(')’i .
Quan tri
co thé
thay déi &
cac thoi
# Tai lidu hwérng dan siv dung thu dién tir diém
¥ Kich vao day dé truy cap vao Hé thing thu dign ti cli (day khac
van 13 hé théng chinh thirc dé glri nhan van ban dén cac nhau
co quan)

Théng tin hé tro- Phang Quan Iy Céng thing tin dién ti
va Cong nghé théng tin, Van phdng UBND tinh Thanh Hoa
BT: 0373.857290 - Email: cntt@thanhhoa.gov.yn



Huwéng dan sir dung Hé thong thuw dién tir cong Vu tinh Thanh Héa

V6i lan dau dang nhap, nguoi ding can doi lai mat khau.

UBND TINH THANH HOA

HE THONG THU BIEN TU CONG VU

Tén dang nhap:

ThanhHoalcuongpy

Mat khu hién tai:

Mat khau mdi:

¥Ac nhdn mat khiu méi:

(® Xac nhan

M4t khiu phai d3m bac:
1. Thithiéu 7 ki tue.
2 Théa mEn it nhat 3 trong 50 cac didu kién sau:
- Chirhoa (AB,C...)
- Chifthuwirng (a,b.c...)
-80(123.)
- Kyt d4c bigt (L@ #5...)
- Ky twr Unicode (&, 3, 3...)
3. Khéng chika tn dang nhap, tén hién thi
4. Khéng tring 1ap v&i mat khdu 2 13n gan nhat.

Sau khi nhap mat khau hién tai (mat khau duoc cip ban dau) va mat khau méi > kich
Xéc nhan. Néu hoan thanh viéc d6i mat khau, hé théng sé hién thi thong bao:

Mat khéu ctia ban d& bi déi. Hay nhdp OK dé dang nhap bang

mat khdu mai cia ban.
@ ok

Nhan chon Ok. Sau d6 dang nhép lai bang tai khoan véi mat khau mai.



Huwéng dan sir dung Hé thong thuw dién tir cong Vu tinh Thanh Héa

1.2.  Giéi thi¢u giao dién hé¢ thong thu:

Sau khi ding nhap tai khoan nguoi dung, hé thong Email s& co giao dién nhu sau:

= Outlook Web App Thr Lich Nguéi Tacvy
@ thur moi O tim kigm Thu va Noudi HDSD
HOPTHL DEN HOI THOAI THEQ NGAY - .
- & TRALOI €& TRALOITAT
@ T g o g
tatca chweadoc déntoi ddgancod Pham Van Cuong
Ua thich Béy 25/10/2014 8:04 CH
¥ Pham Van Cuong 0 x |» Hap th gén; Myc d8 Giri
* HDSD 8:04c
4 Pham Van Cuong Khéng co ban xem trirde nao
Hop thee dén 1 Pén: PhamVan Cuong;
Ban nhap trungnd _ «0
. » ding ngay tin 1&n cong cha anh 5483 0 2 t2p dinh kém
Muyc da Giri Khéng cé ban xem trude ndo
Muc d& x06a bd v% rh
Email Rac Pham Cuong; cuongpv 1oL
o » thuB:21 2510 8:30s HDSD
L tu Bn30 2510 ON Sat, Cct 25, 2014 at8:26 AM, P... Mo

Tinh Thanh Hoa

thu 8:21.25M10 ok 8258
Tir: cuongp...
HOM QUA
hungvv €«
» (khdng cb chi d8) Séu10:43c

Ten dang nhap hien thi. Bi loi khi vao bang dt dido...

Pham Cuong 0
thu 22:07 24110 Séu 10.06¢
thy 22:07 24M0 ——— PhamVan C

Vung 1: Hién thi cac thu muc ctia Email nhu: Hop thu dén, Ban nhap, Muc d4 gui..

Viing 2: Hién thi noi dung rat gon cac Email.

Viing 3: Hién thi noi dung chi tiét Email d3 duoc chon & Ving 1.

Cha y: Hinh trén la giao dién mac dinh cua Microft Exchange 2013. Ngwoi sir
dung c6 thé thay ddi giao dién sang phién ban rut gon cho trinh duyét Internet

A .
Explorer & ta lam nhuw sau:

Thw Lich Danh ba Tac wu

Lam mi
UBND tinh Thanh Héa va TTXVN 1

Bat tra |&i tr ddng
€ TRALODl €& TRALOITATC ¢*Thikt gathién thi 1
Cwan 1§ tng dung o

e Thay d8i cha @&

Thay ddi mét khau

Tly chon

- Kich vao biéu twrong hinh béanh rang & goc trén bén phai man hinh
- Chon Thiét dit hién thi
Khi day xuat hién man hinh sau:
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cuongpy ¥

W OK ¥ HUY

-~ - % - o
hién thi cai dat
danh sach thir  cudc hdi thoai F’hién ban Outlook Web App béo céo thwr rac

Chon héap kiém bén dudi néu ban mudn sir dung phién ban rit gen cda Outlook Web App.
Phién ban rit gen cda Cutlook Web App mang lai trai nghiém dugc don gian héa cho nhing
ngudi ding cd:

= Trinh duyét web cli hon
» Két ndi bang thong hep
+ Mhu ciu vE kha nadng truy nhap

@dung phién ban rit gon cua Outlook‘.@

Mhimg thay do1 g vl thiet dat nay s& cé hiéu lue trong [an dang nhap tigp theo,

- Kich vao Phién ban Outlook Web App
- Tich vao Str dung
- Kich OK dé ghi lai

D01 véi cac 1an dang nhap sau, h¢ thong mail s€ c6 giao di¢n nhu sau:
gHx")plhudén—()uﬂmkWebApp,phiénbél;mmm TR . T Tmmmm— ) |-l

7\
@Ug‘|g, hitps//mail thanhhoa.gov.vn/owa/ Zac=Folder&it=IPF.Note&tid=LgAAAADaRPSMOY pRoXuLFcXXr #2bhAQDXBGaw 2 b0nTrbITfloXIpAAAAAA ENAAABBsIUsn: v ) M‘x [l &ing 5 -

Fle Edit View Favorites Tools Help

i Favorites | 8 Hop thus dén - Outlock Web App, phicn ban ight | |

-
Outlock Web App @ [ | @ | Bangxuit
tHOF T chi a& Kich thuérc
@ [7] Thanh THKH Lich tudn 28/12/2014 10:53 SA 148 KB
8 0 [ nghianx em giitin sang nay 2TH22014 455 CH 475K8
(2 sannhap £ 0 [ phuongbd E g bii (04.12.2014) 041212014 9:41 SA 218K8
= , =
[g EmaiRac E 0 [ quangduc Em Quang SXD gii a thong tin mdi.. 25112014 10:05 SA 68KB
[3 Hopthwabn = - p: 3 7 T
3 ecdiain % @ [ HoingTudn Amn Re: DF nghi kndn truong non tha TH112014 10:11 CH 267K8
& Muc gixba b S0 [ odungoc uinn {¥ng dung CHTT Nna knéch 258 TH1I2014 10:56 SA 65K8
£% 0@ [] NouyEn Haibing Re: Anh Cudng Thanh Hoa day, g TTH12014 952 SA BB
Niép € xem tat c thy muc ¥ B[] ehamTrénphicn ién a& més port firewall & hé thé 1411/2014 10:13 CH 14K8 |2
(& [] PhamTren PhicN Re: Chil y hoan thanh sém cée yéu 131172014 11:21 SA 19KB
[ Thotir VPUB tinh
3 @ [F] HoangTuén Anh Re: Céc vén a& con tBn tai ciia h. 11M1/2014 2:40 CH SMB
B quin§ The muc 20 [ noat Khio sét 05/1112014 11:26 SA 566 KB
(% 0 [ phuongbb A kiém tra lai bai &ng thang 10 051172014 10:58 SA 118KB
2 0 [F] XaydungBaotso THLY MOITHAM GlA CAC KHOA NGHIEP. 031172014 9:45 SA 160 KB
&[] PhamTrAn Phich Re: Trao afi v& hé théng mail mé 31072014 8:35 SA 15KB
B 0 [ nghianx CT: em givitin anh 1 Ky niém t6. 29M0/2014 7:33 SA 148
& 0 [ Minh Cuong G 02 d/c HA 5o yéu cdu trén HD 281002014 344 CH 158KB.
£ 0 [ ninhig CT: Bitdp cé nhan min Quin i 281012014 833 SA 138K8
5 [ Cuongpv_th from: Cuongpy_th 281002014 243 A 10K8
& [ PhamCuong From: Pham Cuong 281002014 227 SA 10K8
& [ PhamCueng Re: in 2THOR014 T40 SA 11K8
I (23 chuyén X X6a Trang: 12 I 4 P RI| -

€ Intemet | Protected Mode: Off f5 - ®10% -
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1.3.  Soan thio thw
Giao dién sir dung Email hién thi nhu hinh dudi :

Kich vao muyc thu méi

[ Outiook Web App Thr Lich Nguéi
O timkiém Thur va Nguai HDSD

HOPTHL DEN HOI THOAI THED NGAY ~ it €
A
i titcd chwadoc déntdi ddgdnco Pham Van Cuong

fa thich Béay 25/10/2014 8:04 CH
¥ Pham Van Cuong 0 X > Hép thr 3én; Myc 33 GG
+ HDSD 8:04c
4 Pham Van Cuong Khéng ¢ ban xem trrdrc nao.
Hép thi dén 1 pén: PhamVan Cuong;
Ban nhap trungnd &« o
JUUSpI. b dang ngay tin 1én cdng cho anh %485 0 2 tép dinh kém
Muc d3 G Khéng cd ban xem trude ndo.
Muyc d3 xoa bd “% |:1'ﬁ
Email Rac Pham Cuong; cuongpv =
Ghi chi b thu 8:21 2510 3:30s HDSD
=hehu thu 8h30 250 On Sat, Oct 25, 2014 at 8:26 AM, P... MsilEx=.dac
Tinh Thanh Hoa
thu §:21 25/10 ok 8258
Tir: cuongp...
HOM QUA
A A <. A s A
Nhap tén nguoi nhan va ndi dung
Eel X HOVBO | CHEN  @UNGDUNG s C
Dém: admin@thanhhoa.gav.n; +
(c
3 z : i
Chu d&: G nhan mail
filri [ i = b sk e B = A B
|I2a:.|3r 'H‘12 B M a2 B ¥ A == =8 v

Hiall,
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Dé giri file dinh kém trong email, chon biéu twong CHEN nhu hinh bén duéi:

Belt X HiveO| [ cren | UNGDUNG e o
Dén: admin@thanhhoa.gov.n; +
Cc

:
Chu d&: G nhan mail

| Calti 2B I UL E=EY AMES

11
thi
63 |

Hiall,

Click vao nit GU'T d¢ gri Email di
1.4. Panh diu thr rac

Trong qué trinh st dung Email, nguoi sir dung c¢6 thé nhan cac thu khéng mong
muébn nhu cac thu quang cdo... Néu mudn danh dau thu d6 1a thu rac ta kich phai chuot
vao thu d6 va chon Panh dau 1a thu rac nhu hinh dudi

B3 Outlook Web App

@ thu moi O timkiém Thr va Nguai
HOPTHL DEN HOI THOAI THEO NGAY
« tdtca chuadoc déntéi dadganco
LFa thich o e T B D kg

Khang ¢ ban xem trdc ndo.

4 cuongpy v Xay d\ufng Dao ta,o _ ) ) I X |»
4 Hip thie dén THU MO1 THAM GIA CAC KHOA NGHIEP VU XAY DUNG 03M11/2014
T e VeI h Kinh chao anhichi Nhg . shuyén mén chod...
Ban nhap il HON danh déu I3 thu chua doc
Muc 83 G ; gén ol
Muc 93 x0a bd Phanﬂ -Eraﬁn Ehu{ chuyén 5 3
P P Trao d6i ve hé thong m 3102014
Email Rac vang. Néuctyemchol  bdqua & gia. Connéu cai...
Ghi chu ] phan loai 3
nghianx 1]

tac quy tac... 28/10/2014

3iri: 29 Thang Wwrdi...

em giri tin anh 18 k7 nié

danh dAu 13 thr rac
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15. Dittim quan trong ciia thw

Click vao nut ... trén thanh cbng cu

Bl X Hive0 [ cHEN  @UNGDUNG s o
]

Dén: admin@thanhhoa.gav.m; hién ti Bec 4
hien thi ti

L kiém tra tén

Chi €& G nhan mail dat tm quan trong )y Cao

chuyén sang vin ban uan — pinh thiramg

hién thi iy chon thir... thép
Calbr |12 v B T \mmmmmmm———

e B - v - =

ihi
B |
L4

Hiall,

Khi nhan Email véi tam quan trong cao s& hién thi nhu hinh bén dudi:

Bz Outlook Web App

& thw moi £ tim kidm Thur va Ngubi
THUF TUF VPUB TiNH HOI THOAI THEO NGAY
« titcd chwradoc déntdi diganco
L'a thich

¥ vanphongub :>|I] X |*
Lich cong tac cia Thwedrng treec UBND tinh (Tud 9:08s
Khdng co ban xem trurdc nao.

4 Pham“an Cuong

4 Hop thir dén 1

Thir tiFr VPUB tinh 1 HO QUA
sannnee vanphongub
Muc da GiFi 222222 Bay 10:15¢

Muc 3 xoa bd Khéng co ban xem trirgc nao.,

Email Rac
Ghi chu
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1.6. Thay d6i mat khau (password)

Kich vao menu bén phai phia trén chon biéu twong banh rang:

The Lech Nguoi Tiow [EERRCRE. . R

dang ngay tin 1&n cdng cho anh

Pham Van Cuong
By 25/10/2014 5:52 S4

Lam mii
Pt tra i tr dong
Thié&t d4t hién thi

A

Quan Iy (rng dung

Thigt d4t ngoai tuyén
Thay d6i chi dé

trungnd

Bay 25/10/2014 9:48 =54

pén: Pham“an Cuong; cuongnm;

45}

& Ban d3 tr3 14 vao 25/10/2014 9:52 SA.

0 1 tai lidu dinh kém

TRA LG TRALDNTATC S e
+3 €€ EThay doi mat khag

Ty chon loc

10
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Chon thay d6i mat khau. Lam theo huéng dan hinh dudi rdi chon Luu:

tuy chon
tai khoan
td chirc email
nhém
hop thir trang
thiét dat
dién thoai
chan hoac cho phep

trng dung

thw lich vung mat khdu

Thay déi mat khau

Nhap mét khau hién tai cla ban, nhdp mét khau mdi va nhap lai dé xac nhan.

Sau khi liu, ban co thé cAn nhiap |ai tén ngwi ding va mat khu clia ban va dang nhap lai.
ban dirgre thay doi thanh céng.

Mién\tén nguroi ding:
Matkhau higntaic [ oooceseeserse

Mat khau mdi:

-------------

%Ac nhan mat khdu méi:

-------------

Poi thanh cong hé thong s& yéu cau dang nhap lai bang password vira doi

UBND TINH THANH HOA
HE THONG THU PIEN TU CONG VU

Théng bao:

Mat khau

Hé théng str dung va hién thj tét nhat vai trinh duyét Google
Chrome, Mozilla Firefox.

Téndang nhap | cuongpv

% Tailigu huong dan sir dung thur dién tlr
» Céng théng tin dién tir Thanh Héa: www thanhhoa gov.vn

Théng tin hé tre: Phong Quén ly Céng théng tin dién tlr
va Cong nghé thong tin, Van phong UBND tinh Thanh Hoéa
DT: 0373.857290 - Email: cntt@thanhhoa.gov.vn

11
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1.7.  Tao quy tic thw
Muc dinh dé hé thong ty dong sap xép Email vao timg thu muc (folder) cho d& quan 1y:

Kich chudt phai vao hop thu dén - tao thu myc méi

5 Outlook Web App

& thu moi L tim kigm Thur va Ngudi
H@F’THU' BEN H@I THOAI THED NGAY
« titcd churadoc déntdi daganco
Lfa thich
¥ Pham Van Cuong 1] X >
» HDSD B:04c
4 Pham Van Cuong Khéng co ban xem trirdc nao.
Hép the “ta = -
o thir muc mdi
Bannhi ' ngnd «10
L dai ten g ngay tin 1&n cong cho anh G:48s
Muc de = ing co ban xem trrdc nao.
Mucda .
Emailf  Tond am Cuong; cuongpv
GHi chi thém vao Muc wra thich 8212510 8:30s
o . B8h30 25/M0 On Sat Oct 25, 2014 at 826 AM, P__.

chuven

danh dautatcaladadoc  yh Thanh Hoa
sir cho phép... 82125100k 8:75s
: Tir: cuongp...

Nhap tén thu muc mai:

= Outlook Web App

(®) thu moi O tim kiém Thur va Nguwéi
THLU TLF WPUB TiMH HOI THOAI THED NGAY -
« titca chwadoc déntdi di ganco
L¥a thich

4 PhamVan Cuong
4 Hop thur dén
[Thu i vPUB ol
Ban nhap
Muc 95 Giri

Wuc da x0a bd

Email Rac Khéng c6 muc nac dé
Ghi chi hién thi trong dang xem
nay
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Click vao hop thu dén: Chon bién tugng ... phia goc trén bén phai > tao quy tic:
PhamVen Sung = & 7

@ the moi

«

Ua thich

4 Pham Van Cuong
Thur tiF VPUB finh
B83n nhép

My 43 G

Muc 43 x6a bd

Email Rac
Ghichu

] HDSD MailExchange..doc  ~ | ] HDSD MailExchange..doc  ~| B

SO tim kiém Thur va Nouini
HOPTHU BEN

titca chwadoc déntéi daganco

HOI THOAI THEOQ NGAY ~

¥ Pham Van Cuong o x>
» HDSD 8:04c
Khong £ ban xem rudc nao
trungnd . €0
» §&ng ngay tin 1&n ¢dng cho anh 91485
Khéng £ ban xem trdc nao
Pham Cuaong; cuongpv
¥ thu 8:21 25M0 8:30s
thu 8h30 26/10 On Sat, Oct 26, 2014 at 8:26 AM, P
Tinh Thanh Hoa
thu 8:21 25M0 ok 8:258
Tir: cuongp
HOM QuA
hungwv €«
» (khéng cé chi d&) Séu 10:43¢
Ten dang nhap hien thi. Bi loi khi vao bang dtdi do
Pham Cuong (0]
thu 22:07 24110 Sau 10:06¢

thu 22:07 2410 Pham Vin C

Hiy

Taptin dinh kem_201..zip .

HDSD

Pham Van Cuong
/2014 8:04 CH

Biy 25,

Hop thir a&n; Myc 8 Gl

Pén: Pham Van Cuong;

U 2 tép dinh kém

Nhap tén quy tic, vi du: Thu tir VPUB tinh

€ TRALOL €€ TRALOITATCA 3 CHUYENTIEP E]

xoa

phan loai y
dann adu 14 thur rac

mé trong clra s8 riéng bit
in

xem chi tiét thr

# Hién thi tét ca tép tdixudng.. X

Tich muc thu nhan tir = chon tén nguoi dung twong tmg bén canh

-
ﬂa Quy tic Hép thur d&n Méi - Google Chrome

& b#ps://mail thanhhoa.gov.vn/ecp/RulesEditor/NewlnboxRule.aspx?ewsid =4

Ap dung quy tac nay...
Tén:

quy téc hép thu dén mai

| Thu tir VPUB finn

*Khi thur @én, va:
[#! Thur dwoc nhan tir

) Thu dwoc givi dén

) Thwr bao gdm nhiFng tir nay trong chi dé&

Thire hién nhiing didu sau:

Trgr
giup

'Pham Van _..

‘dang nga.__.

yen thur den thor muc. .

- | *Chon maot...

Cac ty chon khac...

Iru

hury

13
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Nhép tén ngudi gri-> click vao nat tim kiém-> chon ngudi giri chinh xéac (c6 thé
chon nhiéu nguoi) roi kick OK

X HUY

Tir trungnd;

||trungnd ] @X ‘

tadtcad ngwdi nhom phong

»

trungnd
trungnd +
trungnd@thanhhoa.govn
trungnd. samson +

trungnd.samson@thanhhoa govn
s@ lién lac ghicha t& chirc
frungnd sgivt )
trungnd sghi@thanhhoa. govyn a email
trungnd@thanhhea.gov.vn

trungnd thieuhoa
trungnd thisuhoa@thanhhoa.govin

Chon muc: Chon mgt dé chon thu muc muon sap xeép

quy tac hép thw dén m&i Trrolp

Ap dung quy tAc nay...
Tén:
| Thur tir VPUB tinh

*Khi thur dén, va:

[#] Thw duwoc nhan tiv “trungnd"
[E Thw duwoc gl dén ‘Pham Van_. .
[ Thw bac gém nhikng tir nay trong cha dé ‘ddang ngay. ..

Thuwe hién nhirng didu sau:
| Di chuyén thu dén thur muc... =

Cac tiy chon khac..

lwru : huy

Chon OK = Luu

Két qua: khi ngudoi dung trungnd guri dén mail ty dong duge dwa vao thu muc Thu
tu VPUB tinh

14
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1.8. Traloi tw dong thw
Pé tra 10i tw déng thu, thuc hién cac budc thiét 1ap sau:
Kich vao menu bén phai phia trén chon biéu tugng banh ring > Dit tra 10i ty dong:

Thr Lich Ngwdi Tacwvu Pham Yan Cuongﬁ

Lam midi

I: B3t tr3 1 ty dong ]

= TRA LO €& TRALOITAT G, Thigtdathién thi i

Quan Iy (rng dung 1

Thiét d4t ngoai tuyén
Thay ddi chi d&
Thay d4i mat khau

Tly chon

Kich chon vao Guri tra 10i tu dong, thoi gian tra 101 phl hop (néu can) sau d6 nhap
noi dung tra 101 ty dong & phia dudi

tuy chon quy tac hép thu @én  1rd 1&i tw déng  bao céo g

i khod Tao thu trd 161 tir dGng (VAng mit) tai @3y, Ban co thé datthisi gian cu thé bat céu trg
tai khoan - T aong g mat) tai day. Bs : g i 3

t6 chirc email
Birng gl tra & tw dong

nhom q;; @ Giri tra &1 ty ddng

[_] Chi gi¥i tra |&i trong khoang thixi gian nay:
hdp thwr trang

thiét dat

dién thoai

Gl mot 1an thu trd 16 sau day téi moi ngueéxi giri bén trong 4 chire cla tai:
chan hodc cho phép [ calibri JI"1'2_| B I U & = =
$ Pham Van Cwéng d3 nhan dwoc Email cha ban (tra léi t|7|| déng)

(rng dung

Kich Luu
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Huwéng dan sir dung Hé thong thuw dién tir cong Vu tinh Thanh Héa

1.9.  Ding xuit khéi h¢ thong thw dién tir

Dé thoat khoi hé thdng thu dién tir ta 1am nhu sau:
Kich vao tén nguoi ding & goc phia trén bén phai - Dang xuét

Thir Lich Danhba 1auvwvu cucngpy ™ 0

cuongpwv
cuongpv@thanhhoa.gov.vn

thay dai

m& hdp thir khac...

Trén ddy hwéng dén co bin dé siv dung hé thong thw dign tiv trén trinh duyét Web
Dé siv dung siv dung trén cac irng dung Microsoft Oulook hodc cdc thiét bi di
dgng ta thwe hién theo hwong din sau:
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Huwéng dan sir dung Hé thong thuw dién tir cong Vu tinh Thanh Héa

2. Cau hinh Microsoft Outlook 2007 cho ngudi diing

Nhu hudng dan trén 1a ching ta st dung cac trinh duyét Web (Internet) dé gui sir
dung thu dién tir. Chung ta ciing co thé s dung cac tmg dung chuyén dung khac nhu
Microsoft Outlook 2007, 2010, 2013...

Sau day 1a huéng dan cau hinh mail trén Microsoft Outlook 2007 (cac phién ban

khac lam tuong tu):

- Kich Start - gd Outlook
Qutlook 2007 Startup &

Outlook 2007 Startup

Welcome to the Outlock 2007 Startup Wizard, which will guide you through the
process of configuring Cutlook 2007.

< Back . Mext= [ Cancel ]

- Kich Next
Account Canfiguration M

E-mail Accounts

‘You can configure Outlook to connect to Internet E-mail, Microsoft Exchange, or
other E-mail server. Would you like to configure an E-mail account?

< Back ][ Mext = ][ Cancel

- Kich Next

17



Huwéng dan sir dung Hé thong thuw dién tir cong Vu tinh Thanh Héa

Add New E-mail Account [

Auto Account Setup
Clicking Mext will contact your e-mail server and configure your Intermet service provider or Microsoft
Exchange server account settings.

Your Name: cuangpy

Example: Barbara Sankovic

E-mail Address: cuongpy @thanhhoa.gov.vn
Example: barbara@contoso.com
Pasewonk [ ———
Retype P, rd: |
Type the password your Internet service provider has given you.

[T Manually configure server settings or additional server types

[ < Back ]i_ Next = ]’ Cancel

- Nhap cac thong tin vé tai khoan ciia nguoi ding = Kich Next
(A Connect to 12bc9c1f-7261-4895-b850-5... - Bl MNES

Connecting to 12bc9cif-72e1-4695-b&50-
50d0e32fa7a0@thanhhoa. gov. vn

User name: €} cuongpv@thanhhoa.gov.y

N Password: "'Iiii.iiiiil

[ Remember my password

[_ (8]4 ] [ Cancel

- Nhap mat khau dé két néi = Kich OK

18



Huwéng dan sir dung Hé thong thuw dién tir cong Vu tinh Thanh Héa

é ===

(A Add New E-mail Account: —

Congratulations!

Configuring

Configuring e-mail server settings. This might take several minutes:

+  Establish network connection
~"  Search for cuongpy@thanhhoa.gov.vn server settings

" Logon to server

E"gl ‘Your e-mail account is successfully configured to use Microsoft Exchange.

[ Manually configure server settings

<gack |b Finish [ concel |

- Kich Finish dé hoan thanh, dugi day 1a giao dién mail Outlook

SLILSEEee e _____________________ =il x]
T -

File Edit View Go Tools Actions Help pe a question for help

MNew - 3 X | CauReply (3 ReplytoAll () Forward 4 Send/Receive ~ [ Search address books .| @
“daReply P o = =
Mail «||.2 Hép thu dén Tl: M&t s8 van dé can chinh sira trén trang QPPL To-Do Bar i
o il 2 |[[search Hop thu dén Py nvquynh@tandan.com.vn ‘ July 2015 r
g”““"{”{’" Aranged By: Date Newest on tap - S FEMo N eI FESh
E Muc d3 Gii You replied on 07/05/2015 7:45 AM. s e
(7 Ban nhip v D Sent Wed 06/05/2015 4:24 PM s 6 708 91011
Mail Folders 2 i Pham Van Cuong 12 13 14 15 16 17 18
(i thuanteskhat Tue 211 PM T 1920 21 22 3 4 25
] All Mail Ttems - Anh rest passw ciia 3 tai khoan mail e e £ 2% 27 28 29 30 31
2 €5 Mailbox - Pham Van Cuang - ) )
(21 Ban nhap = Last Week
[ Email Ric [75] =1 Nguyén Xuan Dang Thu 02/07
[ Hp thu dén chung chi atttt 2}
Q_;;”"g‘_“a‘z‘ﬂ (=) trungnd Thu02/07
P o Vjv: Dign thing tin tham gia Iép tip husn @ No upcoming appointments.
&) Muc dd xéa bd =St
B e s (4 ninhlg ) Wed 01/07
CT: Chuyén tiép: cong van xin bin phéohoa @

& [0 Search Folders

(3 info@ecapro.com.vn Tue 30,06
Email from GPIs4 4ETH, events in month U
Eee s Arranged By: Due Date| - | =
=l Two Weeks Ago
(=4 Nguyén Minh Cung 26/06/2015 = || Lypea new task
G anh ban Hop dang du kién sé ky véi Vi.. @
e 3 ¥ Today
£ DucToan Nguyen 23/06/2015 o v
em Toan So Cong Thuang [0 Re: DE nghi khd. A d
i em giitinliénh.., 1
= oider
> om.vn
Tk Mét 55 vén @& can chinh sira trén trang QPPL
{1 Pham Van Cuong 20/04/2015
hitp://forum.ubuntu-vn.orgAiewtopicphp?f=...
(% quanson 20/04/2015
VA Viv: phi€u khaa sat CNTT UBND huyén .. @
I {2 thuenttrieuson 20/04/2015
= Anh cha em hdi: Hé théing hép thu cong v t.. e
oG @~ L b x
4 bat 20/04/2015
This folder is up to date. £3 Connected to Microsoft Exchange *

250 Items
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3. Cau hinh giri nhén thw cho thiét bi di dong

3.1. Cdu hinh trén hé diéu hanh 10S

Hudng dan dudi day thuc hién cho cac thiét bi cai dat IOS nhu Iphone; Ipad ... dé
giri nhan thu. Thuc hién nhitng huéng dan dudi day dé cau hinh.

- Tai man hinh chinh, nhan vao biéu tugng Settings trén man hinh

Groups Business

o)

Entertainment . Galendar Maps

DA<

Mail Settings

= Trong cira s6 Setting, nhan vao menu Mail, Contacts, Calendars

20



Huwéng dan sir dung Hé thong thuw dién tir cong Vu tinh Thanh Héa

@ iCloud

Mail, Contacts, Calendars

Notes
Reminders
Phone
Messages

FaceTime

UDOG

- Trong ctra s6 Mail, Contacts, Calendars ...nhan vao Add Account

sesec VN MobiFone = 10:00 & 909 )

{ Settings Mail, Contacts, Calendars

ACCOUNTS

iCloud

Mail, Contacts, Calendars and 8 more.,

Gmail

Mail

thanhhoa.gov.vn
Mail

Add Account

- Trong ctra s6 Add Account, nhan vao Exchange
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eewec VN MobiFone % 10:00 @ 90% ()

{ Mail...  Add Account

& iCloud

@5 Exchange

Google

Dién vao c4c théng tin cau hinh nhu bén dudi

eeses \/N MobiFone ¥ 10:01 @ 89% W}

... Verifying

Email cuongpv@thanhhoa.gov.vn
Password eeeeeeeeee

Description Exchange

Nhan vao Next dé dén man hinh tiép theo
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- Dién vao cac thong tin nhu trong anh, nhan nut Save dé hoan thanh cau hinh
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Huwéng dan sir dung Hé thong thuw dién tir cong Vu tinh Thanh Héa

3.2. Cdu hinh trén h¢ diéu hanh Android

Can dat
Google

B. huing

Ban qhi f = it Email

- Trén thiét bi di dong chay hé diéu hanh Android ta kich vao biéu twong Email
" Thiét lap tai khoan
Ban co the thiét |ap email cho hau
hét moi tai khoan chi bang vai budc.
cuongpvi@thanhhoa.gov.vn

F R RN R RN

Thigt lap thi cdng Tiép thea

- Nhap tén tai khoan va mat khau ngudi ding sau d6 kich vao nat Tiép theo
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~“ Thiét lap tai khoan

Day loai tai khoan gi?

POP3

IMAP

Exchange

- Kich vao loai tai khoan Exchange

= 15 5, o0l 32% ~ 9:36

" Cai dat thu dén

Tén mign\Tén nguii ding
thanhhoa‘\cuongpv
Mat khau

LB BN B B B BN BN B A

May ehi

mail.thanhhoa.gov.vn
I strdung két néi bao mat (SSL)
Chép nhan tat ca chimg chi SSL

Chimg chi tng dung khach
Khang Chon

Ciéng
443
1D Thigt bi di déng

Trude Tigp theo

- Nhép cac thong s6 theo mau nhu trén sau d6 kich nut Tiép theo
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A Quan ly bao mat tirxa

May chi mail.thanhhoa.gov.vn
yéu cau ban cho phép kiém soat
tir xa mot s6 tinh nang bao mat
cua thiét bj Android cta ban. Ban
c6 mudn hoan tét viéc thiét lap tai
khoan nay khéng?

Hury OK

- Kich OK

Tuy chon tiét pin

Push théng minh kigém tra email
mdi it thudng xuyén hon dé tiét
kiém pin. Tiép tuc dung ché do
nay, email s& duge nhan ding gio
hon.

Ban c¢o thé thay d6i cai dat bat cur
luc nao.

OK

- Kich OK

"~ Cai dat tai khoan

Tan sudt kigm tra hdp thu dén
Push théng minh

54 ngay dong bd hoa
Ba ngay 4

Gui email tirtai khoan nay theo méac dinh

- Théng bao cho t6i khi email dén
Bong bd hda danh ba tirtai khoan nay
.4 Ddng bé héa lich tirtai khoan nay

. bong bd héa email tirtai khoan nay

Tuwr ddng tai xudng tép dinh kém khi duge
két ndi Wi-Fi

Trudc Tiép theo

- Kich Tiép theo
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B Tai khodn “cuor than v.vn" yeu cau

@ Kich hoat quan tri vién thiét bj?

E Email

X6a tat ca dirliéu

M

Giam sat nhimg [an thir ma khoéa
man hinh
2 .
clla dia
mét khau

Khaa man hinh
Ki

Kich hoat

- Kich vao nat Kich hoat
- Thiét lap tai khoan
Tai khoan cta ban da dugc thiét lap va

email dang duoc gun!
Pt tén cho Wi khodn nay (ty chon)

cuongpv@thanhhoa.gov.vn

Tiép theo

- Kich vao nit Tiép theo dé hoan thanh viéc cai dat
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N Hop thur dén
cuongpvimthanhhoa. gov.vn

Nguyén Minh Cudng & 55
| CT: Hop dong 51-09-BS3-nang cap free-UBN...
Tir lehang88@support.vnn.yn <lehangB8@s

nvhuu@tandan.com.vn 2thg 3
[ TI: Thir gdi tu, néu nhén dugg hdi &m giap anh...
Em nhan duge! -Pham Van Cuong <cuongpy...

[
0
|
0
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