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MOT SO PIEM CHUNG

* Cac co quan nha nudc, can bg, cong chue, vién chirc thudc tinh Khanh
Hoa (sau day goi tit 1a ngudi dung) duoc cap thu dién tir cong vu phai tuan thu
cac quy dinh cia phap luat vé st dung thu dién tir trong giao dich dién tu.

* Pia chi thu dién tir cong vu cia nguoi dung c6 dang chung la <té€n ngudi
dung>@khanhhoa.gov.vn. Trong d6, <tén ngudi dung>: Puoc viét dudi dang
chir thuong va tiéng Viét khong dau .

Vidu:

- S& Thong tin va Truyén thong co dia chi thu dién tir cong vy co quan 1a
stttt@khanhoa.gov.vn;

- Uy ban nhan dan thanh phd Nha Trang 13 nt@khanhhoa.gov.vn;

- Phong Van hoa va Thong tin thanh phd Nha Trang la
pvhtt.nt@khanhhoa.gov.vn;

- Phong Cong nghé thong tin thuéc S& Thong tin va Truyén thong 1a
cntt.stttt@khanhhoa.gov.vn;

- Ong Lé Brc Phuong 14 ldphuong@khanhhoa.gov.vn.

* P6i voi cdu hinh tai khoan thu cong vu trén hé diéu hanh cua thiét bi di
dong:

- Tai khoan thu cong vu sé duoc cAu hinh tai myc Tai khoan Kkhéc, khong
phai 1 hé théng thu dién tir thong dung nao khac nhu Google, Yahoo, Hotmail,
1Cloud,...

- Khi dang nhap Tén mail va Tén nguoi dung thi phai nhap day du ca dia
chi thu cong vu, vi du: nva@khanhhoa.gov.vn (Riéng phan Tén thi nhdp ho va
tén, dwoc viét dudi dang chiv thwong va khong dau tiéng Viét. Vi du: Nguyen
Van A).

- Tén may chu (Server) thu dén sir dung giao thirc POP3 va Server giri mail
sir dung giao thirc SMTP déu nhép cung dia chi: mail khanhhoa.gov.vn.

- Cong (Port) ctia POP3 13 995, str dung giao thirc bao mat SSL (Chdp nhdn
moi chung chi).

- Cong (Port) cia SMTP 1a 587, st dung giao thitc bao mat TLS (Chdp
nhan moi chung chi).
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I. SU DUNG THU PIEN TU TREN UNG DUNG TRINH DUYET
WEB
1. Hinh thirc truy nhap tai khoan thw cong vu

Nguoi dung truy nhap Hé théng thu dién tr cong vu tinh Khanh Hoa thong
qua dia chi: https://mail.khanhhoa.gov.vn.

Nguoi dung sir dung mdt trong nhitng ting dung trinh duyét web (Internet
Explorer, Mozilla Firefox, Google Chrome, Microsoft Edge...) dé truy nhap Hé
thong thu dién tir cong vu tinh Khanh Hoa. Khi d6, giao dién ding nhép tai
khoan thu cong vu s& hién ra dé ngudi dung nhdp thong tin tai khoan va mat
khau da duoc cap.

& > 0O o 0 https://mail khanhhoagovn/ £ 72 B -

Thu dién tr cong vu
tinh Khanh Hoa

@&

User name:
‘.-___/*’
KHANH HOA

Password:

@ Dang nhap (sign in)

Nguoi dung thiét 1ap sir dung ngén ngir va mui gio phu hop (giao dién nay
chi hién thi cho 1an ding nhap tai khoan thu cong vu dau tién) co thé trong qué
trinh str dung tai khoan thu cong vu ngudi dung co thé tuy chinh ngdn ngit va
mui gid hién thi theo nhu cau.

B4 Outlook

@ Save



https://mail.khanhhoa.gov.vn

Nguoi dung tiry chon sir dung ngén ngir hién thi cho thu cong vu

El= Outlook

enapyckas (Benapwos])
= e = 3

Nguoi dung tiy chon mui gio.
BE= Outlook

[ English (United States)

S=lect time zone -
= o=t =
C . i, Mew Delhi

+15) Kathmandu

4 ) Astana
C A Dhaka
i Smsk
T . Sorno-Altaysk
0 7 Moo sibirs ke

20) Yangon (Rengoon)
(UTC+07:00) Bangkolk, Hanoi. lakarta
¢ < rarsic

g. Chongging, Hong Kong, Urumqi
Y Irkutsk

(UTC-08:00) Kuala Lumpur, Singapore =

Nhan @ Save dé lIuu lai lya chon vé ngdn nglt va mui gio cho thu cong

vu

= Outlook

Tigng Vigt (Viet Nam)

| (UTC +07:00) Bangkolk, Hanoi, Jakarta

= Save

Giao dién sir dung thu céng vu sau khi dang nhép tai khoan, thiét 1ap ngon
nglr va mui gio.

<« C & mailknanhhoa.gov.n/owa/#path=/mail

Tim kiém Thu va Moi ngut ® moi|v

~ Yeuthin Hop thu dén Loc v

Hop th agn

Hop thu dén
Ban

Email Rac

Ghicha VA =1\

Ban da cap nhat moi tin tdc.



2. B6 cuc, giao dién sir dung thw cong vu

Dé tao thuan tién cho ngudi dung trong qua trinh str dung, ching ta diém
qua cac phan muc co ban trong giao di¢n chinh cta thu cong vu nhu sau:

<« C @ mailkhanhhoagov.n/owa/#path=/mai * @ :

i O @My e

Yeu thich Hop thu dén Loc v
Hép thu dén
Muc da G

B4n nhap

Hép thu dén

Ban da cap nhat moi tin titc

N

- Muc [ _d bao gdm céc chirc ning sau:

- [Thay @é6i]: Cho phép nguoi dung thay d6i hinh anh dai dién cho tai
khoan thu cong vu.

- [Mé& hop thu khac...]: Cho phép nguoi dung thay doi tai khoan thu cong
vu khac.

- [Pdng xuit]: Cho phép nguoi dung ding xuit thu cong vu.

<7
’ 3 Lr K4 > |

Test

test@khanhhc

Qi
[la]
0

md hdp thu khac...

dang xuidt

- Muc E bao gdm cac chirc ning:
- [Théng biao quyén riéng tw]: Cho phép thong bao cac diéu khoan bao

- [Tro gitp].

Théng bao vé guyén rieéng tu

Trg giup



- Muc E bao gdm cac chirc ning:
- [Lam méi]: Cho phép nguoi dung 1am mdi cac ndi dung hién thi trén hop
thu.
- [Tra 10i tw dong]: Cho phép nguoi dung thiét 1ap tuy bién ndi dung tra
101 ty dong dén ngudi giri thu dén.
- [Cai dit hién thi]: Cho phép nguoi dung thiét lap tiy bién bd cuc cho
Ngan doc, Danh sach thu, Hop thoai.
- [Quan 1y phan bd trg]: Chirc ning nay khong hd tro.
- [Thiét dit ngoai tuyén]: Cho phép nguoi dung truy nhap hop thu khi
khong c6 két ndi mang.
- [Thay ddi chi dé]: Cho phép ngudi dung thay d6i hinh nén cho hop thu.
- [Tuy chon]: Cho phép nguoi dung thiét 1ap tiy bién tat ca cac chirc ning
cua hdp thu.
o
Lam mdi
Trd |di tu dong
Cai dat hién thi
Quan Iy phan bé trg
Thiét dat ngoai tuyén
Thay ddi chu d&

Tuy chon

r

- Muc Thong bao thu méi dén.

- Muc E Danh sach chinh cho phép nguoi dung lya chon st dung, bao
gém: Thu, Lich, Moi ngudi, Tac vu




2.1. Huwong dén thiét Igp chivc ning thay doi hinh anh dai dién tai khodn
thu cong vu

- Khi nguoi diung c6 nhu cau thay di hinh anh dai dién cho thu cong vu
ctia minh thi can thuc hién nhu sau:

.
Chon muc [ _d4 > nhin [Thay d6i] > [Tai lén anh] > nhin [Luwu]

- Khi nguoi dung khong c6 nhu ciu thay d6i hinh anh dai dién cho thu
cong vu cua minh (s dung hinh anh mdc dinh cua hé thdng thu dién tur cong vu)
thi can thuc hién.

3
Chon muc [ _4 > nhan [Thay ddi] = [X6a] > nhan [Luwu]

- Khi nguoi dung chon [Hity bé] 13 viéc hity bo nhitng thiét 1ap dang duoc
chon ma nguoi dung chua thuc hién nhan [Luru].

2.2. Huéng din thiét ldp chirc néing trd 1oi thw tw dong cho ngwoi giri
thu dén

Chon muc E —> chon [Tra 1oi tw dong]

Trong phan thiét 14p ndy, ¢6 3 su lwa chon cho nguoi dung:

P I N P IR e
| * '\":F::-\. ta el L -

i | Khi nguodi dung chon [Khong gtri tra 101 tu
dong] 1a viéc ngudi gui thu dén s€ chd minh phan hoi.

oy

& G0 s 15wy denag

- - e I Khi ngudi dung chon [Giri tra 161
tu dong] 1a viéc thiét 1ap mac dinh ndi dung tra 161 thu ty dong va co thé
thiét 1ap khung thoi gian gui tra 10 thu tu dong hodc khong thiét 1ap khung
thoi gian gui tra 101 thu ty dong.

- Ngudi dung co thé soan nodi dung tra 101 thu tu dong mot lan dén timg
nguoi giri thu cho minh bén trong cung hé théng thu dién tir cong vy, cu thé:




- Nguoi dung cé thé soan ndi dung tra 161 thu tu dong mot lan dén dija chi
thu dién tir gir1 cho minh thudc hé théng thu dién tir khac, cu thé:

| G thy tra

a

i tu dSng dEn ngu'ss Ui bEn n ait

® Gl tra ISty Gon
G thu tra 191 mot 1E
B I U Az A A A = (= =€ 3= v

2.3. Huéng dén thiét Idp bé cuc thw cong vu

Tuy theo nhu cdu va théi quen st dung, nguoi ding c6 thé c6 nhiéu tuy
chinh hién thi b cuc cua thu cong vy, cu thé:

- Tuy chinh hién thi [Ngin doc]:

Khi nguoi dung chon mét thu hodc nhiéu thu trong danh sach thu, ngudi
dung c6 thé thiy thong tin ndi dung thu trong ngin doc va truy nhap vao nhiéu
loai tép dinh kém khac nhau. Ngudi dung c6 thé tuy chinh cach ngin doc hoat
dong va xuét hién, hodc ¢ thé tit tinh nang nay.

Chon muc ﬂ = chon [Cai dit hién thi] > [Ngin doc] > [OK]

Cai dat hién thi

Ngan doc Danh sach thu  Hi thoai

Chon noi ngan doc s& xudt hién.

®) Hi&n ngé&n doc phiz bén pha
Hign ngan doc & du'di ciang

Ko e e Ngan doc

Chon nhifng gi s& xay ra khi ban di chuyén hoic xod mdt muc.




- Tuy chinh hién thi [Danh sach thu]:

Hién thi ba dong thong tin cho mdi thu trong danh sich thu cua ngudi
dung: nguoi giri, chu d& va mot phan ctia dong dau tién ctia ndi dung thu. Nguoi
dung c6 thé tuy chinh dé hién thi ngudi gui hodc chu dé trén cung va cho phép
hién hodc 4n nodi dung thu xem trude.

Chon muc H = chon [Cai dit hién thi] > [Danh sach thu] = [OK]
Cai dat hién thi

MNgan doc Danh sach thu HS

thoa
[ B L E=

(]

hon ciach hign thi thur cda ban

-
—

- Tuy chinh hién thi [Hop thoai]:
Hién thi thu moi nhat hodc tir cii nhit 1én trén cing va cho phép hién hoic
an cac muc da xoa.
Chon muc H - chon [Cai dit hién thi] > [Hop thoai] > [OK]
Cai dat hién thi

Mgin doc Danh sach thu H&i thoai

C
w

Khi cac muc da bi xda:

c muc 38 xda

®) An cac muc di xda

10



2.4. Thiét lap truy nhdp ngoai tuyén

Viéc chon truy nhip ngoai tuyén cho phép ngudi dung st dung thu dién tir
cong vu trén may tinh xach tay, mdy tinh dé ban va thiét bi di dong khi khong
két ndi Internet. Cac tac vu ma ngudi ding thao tac truc tuyén déu hoat dong khi
& ché do ngoai tuyén, nguoi dung co thé thao tac bao gdm:

- Boc va tra 101 thu;

- Gui tin nhin mai;

- Xem va chinh stra lich cua ban;

- Tra 161 yéu cau hop;

- Xem va chinh stra cac lién hé cua ban.

Céc tac vu trén s€ dugc cap nhat, thuc thi khi cac thiét bi néu trén két ndi
lai mang Internet.

Luu y: Khong thiét 1ap truy nhap ngoai tuyén néu co ngudi khac cung sir
dung chung cac thiét bi néu trén.

Chon muc H - [Thiét dit ngoai tuyén] = [OK]

" OK 3 Hiy bé
Thigt dat ngoai tuyén

Sau khi ban bat truy nhap ngoai tuyén, ban <& the st dung Mmay tinh nay khi khéng kSt nSi mang.

2.5. Huwéng dén thiét Igp thay doi hinh nén

Nguoi dung c6 thé lya chon thay d6i hinh nén giao dién thu cong vu dé 1am
moi giao dién bang nhitng hinh nén c6 san trong hé thong thu dién tu.

Chon muc E - [Thay déi chi dé&] > [OK]

" (DK > HUUY BO

Thay d&i chd dé

B =
- . s

1

11



2.6. Thiét lgp muc [Tty chon]

Chon muc ﬂ = [Tuy chon]: Trong phan thiét 1ap myc [Ty chon],

bao gém cac phﬁn: Li tét, Chung, Thu, Lich.

Tuy theo nhu ciu va théi quen st dung, ngudi ding c6 thé co nhiéu tiy

chinh lién quan dén tng dung va ngudi dung tai muc [Ty chon] nay.

- Déi véi thiét 1ap trong muc [Loi tit]

©Tuy chon

Léi tat R 5 5
o Loi tat dén cac tuy chon thudng ding

» Thy

» Lich Them chif ky ema Thigt lap thu tré 161 tu dong

Nhap van ban sé dudc thém vao dudi clng cda moi

thu mdi ma ban soan,

S&p x&p lai ngan doc
Chon vi tri xut hién cda ngén doc trong Thu va

cach ban mudn tugng tac vai ngan doc,

g

Thay ddi bd cuc danh sach thu

Chon cach hién thi thu va ¢d hign ndi dung xem
trude khéng.

Sir dung tr3 & tv ddng dé cho moi ngudi biét ban
st khéng tra 13 email cha hg ngay dugc.

Tao quy tic hop thu dén
Thigt 13p cac quy thc 88 x|y email d&n dya trén
tiéu chi ban chon.

Thay ddi cach hién thi cia cugc hai thozi email
Chon thu can xem 3 trén cing clia danh sach thy
va ¢ hién cdc muc d3 xda khang.

- Pbi véi thiét 1ap muc [Chung]

(© Tly chon
L6i tat

4 Chung
Tai khoan cua toi
Thay déi chi dé
Cac nhém phan phdi
Phim tit ban phim
Quan I b trg
Thiét bi di ddng
Thiét dat ngoal tuyen
Thiét dat trg nang
Phién ban rit gon

Ving va mui gid

12



- Déi voi thiét lap muc [Thu]

®© Tuy chon
LSi tat
» Chung
- Thu

« X ly tur dong
Tra |&i tu ddng
Hoan tac gir
Quy tic hép thur d&n va g
Baoc caoc thu rdc
Blanh ddu la da doc
Ty chon thu
Xac nhan d3 doc
Thi&t d3t tra |di

4 Tai khoadn
Chan hoac cho phép
POP va IMAP

4 Ty chon dinh kém
Tai khodn luu trir

« B& cuc
Hai thoai
Chir ky emai
Ban xem trudc két ndi
Binh dang thu
Danh sach thr
Hanh d4ng nhanh
Ngan doc

» Lich

- P6i vai thiét 1ap muc [Lich]

© Tay chon
LGi tat
» Chung
» Thw
« Ca nhan hda
Dién mao lich
- Xi¥ Iy tu dong
L&i mdi
4 Théng bao
Bao nhic
Théng bao tin nhan van ban
« Lich khac

Lich sinh nhat

3. Hu6ng din giri/nhén thu dién tir
3.1. Soan thw gwi di

* Mai|v

Nguoi dung chon vao
nhu sau:

khi @6 s€ hién ra ctra s6 soan thao thu

13



BS b W © A

Cac truong chire nang lién
quan dén soan thao thw

Néi dung dién giai

Bén

Nhap dia chi thu ngudi nhan

Cc

Nhép dia chi thu dong gui, nguoi nhén trong
danh sich [Peén] s€ nhin thay cac dia chi nam
trong [Ce] va nguoc lai.

Bee

Nhép dia chi dia chi thu dong gui, ngudi nhan
trong danh sach [Pén] va [Cc] s& khong nhin
thay cac dia chi thu ndm trong [BCC]

Nhép trich yéu cta ndi dung thu

Nhép chi tiét noi dung thu hoac kéo tép

Chon phong chir cho ndi dung thu

C& chitr cho doan ndi dung thu dugc chon

In dam cho doan nd1 dung thu duogc chon

In nghiéng cho doan ndi dung thu dugc chon

Gach chan cho doan ndi dung thu dugc chon

Mau t6 cho doan ndi dung thu dugc chon

Chon mau chir cho doan ndi dung thu dugc chon

14




Gach dau dong cho doan ndi dung thu dugc chon

Panh s6 cho doan noi dung thu duoc chon

Giam thut 1& cho doan noi dung thu dugc chon

“€
3= Tang thut 1& cho cho doan noi dung thu duoc
_ chon
B Can trai cho doan ndi dung thu dugc chon
= Can gitra cho doan ndi dung thu dugc chon
— Can phai cho noi dung thu
@ Chén siéu lién két (link)
@ Loai bo siéu lién két (link)
= Chi s trén
X, Chi s dudi
b Gach ngang
Null
q Trai sang phai
<. Phai sang trai
s Hoan tac
Lam lai
A Loai bo dinh dang/ tay
&= Chén bang
G thu di
B4 Huy bo thu dang soan thao

15




Pinh k&m Dinh kém theo tép

© Chén céc biéu twong va hinh mit cudi

Iy Tuy chon dinh dang cho ndi dung thu

y Cho phép nguodi dung lga chon thém cac hanh
dong sau:

Luu ban nhap

Chén chir ky

Hién Ngugi gdi

Kiém tra tén

Bat mirc d& quan trong * Cao

Chuyén sang van ban thudn Binh thudng
Hign tiy chon thu.. Thap

Ki€m tra su cd v& trg ndng

Luuy:
- Mot thu givi di dwoc dinh kém tép téi da la 20MB.

- Tép dinh kém, bao gom cdc dinh dang sau: van bdn, hinh anh, bang tinh,
audio, video.

3.2. Xem va qudn ly thw

Sy ® z o g
) 2 i 2/6»;
A P VW

Tim kiéim Thi va Moi ngut Méi|v i Xod Wutil Thirdc|v  Quétdon Dichuyéndén v  Théloaiv e
a2 T 2 PO, 3
A Yeu thich Hop thu dén Gui file tai liéu
REpiEE [Thu nhap] Thi Hang Nga Ho
Myc ds G 9 Talititca | v
‘D3 nhén duge tiliéu./. V3o Th 3, 11 thg 2, 2020 vio lic 11:22 Ho Thi Hang Nga <hthnga@k
Ban nhap

Muc da x6a bo

4 Ho Thi Hang Nga Test Da nhén dudc tai liéu./.
—— » Giii Théng bio
P ) Dear Vao Th 3, 11 thg 2, 2020 vao lic 11:22 Ho Thi Hang Nga <hthnga@khanhhoa.gov.yn> d3 viét:

Ban nt

Kinh chuyén: CBCC, VC va ngudi lao dong,
Thuc hién chi dgo ctis lénh dzo &, Vin phong phé bién dén CBCC, VC va ngudi lao déng biét ¢€ phong,
trénh v Gng thef tuyén truyén dén cong dong va ngudi than biét dé phong trénh dich.
Kinh chiic c & minh khée 4 tidp tuc hosn thanh &t nhigm vy
Tran trong.

Thi Hang Nga Ho

The Spamfilter checked this messages.

= (1) Danh muc quan 1y thu, bao gdm:
- Muyc Yéu thich: Hop thu dén, Muc da gui, Ban nhap, Muc da x6a bo.

16




- Tén tai khoan: Hop thu dén, Ban nhap, Muc da Guri, Muc da xo6a bo,
Email rac, Ghi chu, RSS Feeds.

- (2) Hop thu dén, hién thi danh sach cac thu duoc sa‘ip Xép tr trén Xuéng
dudi theo thir ty giam dan vé thoi gian, thu nhan maoi nhét s& ndm trén cung, thu

co tép dinh kém s€ co biéu tuong

- (3) Ngan doc, hién thi mot thu nao dé khi nguoi dung click chon vao
mot thu can xem.

* Pé thuc hién xem va quan ly ddi voi mot thu nao do, nguoi dung click
chon vao thu can xem, nguoi dung cé thé nhanh chong thuc hién cac truong
chuc nang.

Céc truong chirc nang sé hién thi qua 2 cach:

Cdch 1. Ngudi dung chon thu can xem, cac trudng chirc ning s& hién thi
ngay trén muc [Hop thw dén]

M|~ Moa Lu'u trit Thu rac | v Di chuyén d&n ThE loai v

Hép thu dén
[Thu nhap]

. G bl dign thoai théng minh Samsung Galaxy <d

i1}
-
Q
|
1
|
|
1
|
3
1
i
Lue
1
9]
[
f
|
I
|
|
|
I
i
r
I
[a]

Test

kg Trung tam CNTT va DV HCC truc tuyEn tinh Khanh Héa, 58 147 Thdang Nhit, Mha Trang.

Cdch 2. Nguodi dung click chudt phai vao thu can xem, cac truong chuc

nang s€ hién thi nhu sau:

Test
Ted I E truc tuydn tinh Khanh Héa, 58 147 Thdng MNhit, Mha Trang.
Tra |&i tat ca
ChuyEn tigp
Xoa
Luru trir

Béanh diu 1a da doc

[=]
P

Ghim 5 messages.
Gan o

Banh dau la thu rac MEm 06

(=]
g}

B& gua

D chuyEn >

[=]
[}

Phan loai > i o2t
Tao quy tic..

Xem chi tigt thu
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Cac trwong chirc nang lién
quan dén quén ly thw

Noi dung dién giai

i

Cho phép soan thao mdt thu méi.

Tra 1o

Cho phép nguoi dung c6 thé chi gui thu tra 10i
cho nguoi da gui thu cho minh.

Tra 161 tat ca

Cho phép ngudi dung co thé gii thu tra 10i cho
tat ca nhiing nguoi da nhan duoc thu.

Chuyén tiép

Cho phép ngudi dung chuyén tiép thu ciia minh
sang dia chi thu khac, gitip ngudi dung dé dang
chuyén truc tiép noi dung, tép dinh kém, thong
tin dia chi thu tor nguoi g t61 mot dia chi thu
khac ma khong can phai soan thao lai ndi dung
thu, qua d6 nhanh chong truyén dat nhimng thong
tin tor nguo1 gui téi nguoi thu 3.

i Danh diu 13 chua doc

Gitp danh dau thu 14 chua doc dé nguoi dung
ghi nhé doc thu sau nay.

& Dé&nh diu la d3 doc

Gitp danh dau thu 1a di doc dé nguoi dung
khong can mé thu.

Gan cd gitp nguoi dung dé& dang tim va theo ddi

> Génc& <P
hogc thu.
= Cho phép nguoi dung gitt thu duogc trén cung
trong thu myc chua thu.
Xod | . | T Cho phép ngudi dung x6a mot hogc nhiéu thu tai
hodc thu muc thu dugc nguodi dung lya chon.
Luu trif Cho phép ngudi dung luu trit mot hodc nhiéu thu

tai thu muc thu dugc nguoi dung lya chon:
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Thiét lap thu muc luu trif

Chon thu muc d& di chuyén thu vao chi vdi mat [Bn bdm chudt.
®) Tao thu muc mdi duge goi 1a Luu trid

Luu trid thy cha tdi trong <Chon thu muc> W

Hoac Iuu trir thu theo luva chon sau:

Chon thu muc

~ Ho Thi Hang Mga
Hép thu dén
Bén nhap
Muc d3 G
Muc dad x6a bd
Ermail Rac
Ghi chd

R5S Feeds

Cho phép nguoi dung chuyén thu tai hop thu dén

Th rac
vao thu muc [Email rac]. Thu rac duoc coi la co
ndi dung quang cdo, ndi dung thu dén ma nguoi
nhan khong mong mudn nhéan.

Quét don Cho phép nguodi dung lya chon quét don thu

duoc chon nhu sau:

ol vdi email tf
Thi Hang Mga Ho (hothihangnga.dic@grail.com)

® Xdatht cé thu khai thy muc Hap thu dén
Vi bt c thy kg the muc Hp thy 32 v btk the ndo v
X tat & thy khai th muc Hp th d2n va bt kj th néo vE sau
Ludn gilt thu méi nhét va x6a phan con lai
Lun xda thet ¢l han 10 ngay

Xem quy tac Quét don Huy bo

19




Di chuyén dén v~

Cho phép ngudi dung di chuyén thu mong muén
dén mot thu muc luu trir thu khac.

Di chuyé&n dén The loai

Hop thu dén

Muc d3 xoa bd

Email Rac

Thu muc mdi

Di chuyén tdt ca email tir ...

Ci chuyen dén thu muc khac...

Thé loai v

Cho phép nguoi dung phan loai, quan 1y thu theo

danh muc mau sac.

The loai e

. Canh muc mau cam

B Canh muc mau d&

. Danh muc mau lam
. Danh muc mau luc
; Danh muc mau tim

Danh muc mau vang

Theé loai mai

Cuan Iy the loai..

Cho phép nguoi dung thuc hién cac lya chon cac

chure nang quan 1y thu khac

Banh d3u la chua doc
Béanh diu la d3 doc
Ghim

B& ghim

Hoa o

Béanh ddu la hoan thanh
Bd qua

Tao quy tic..

I
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3.3. Tim kiém thw va moi ngwoi, thém ngwoi ding khdc vao danh ba

Dé tim kiém nhanh mét thu trong cic danh muc quan 1y thu hay tim kiém
nguoi dung khac trong cung Hé théng thu dién tir cong vu tinh Khanh Hoa,

. Tim kiém Thu va Moi ngud .
nguoi dung sir dung chirc nang nay nhap ndi dung

can tim kiém. Vi du:

ntthl > MG |~ ©

2 Tim kig€m MMoi nguesi

Chtre nang tim kiém s& cho ra két qua theo ndi dung nguoi ding tim kiém.
Pong thoi cho phép ngudi ding thém nguoi dung khac vao danh ba ciia minh tai

biéu tuong = hoac cho phép gui thu tai biéu tuong hoac 1én lich su

kién tai biéu tuong

ntthom Mdi| v Danh diu tat ca 13 di doc

NguyenThiThom =

Tnom E\K"E‘“’CP.;C'-_'_'. n

NguyenThiThom

£ Timkiém Moi nqusi

®6

Muc d3 xoa bo

~ Ho Thi Hang Nga Test Ghichu T6 chic
5 = » Gii Théng bao
PP E G Dear .. Lich Dia chi cg quan

Ban nhap
Muc &3 GUi

Thi Hang Nga He Gl email

Muc 33 xoa bo

G vén ban
Email Rac K.c -- The Spamfilter che
o Cd quan
Ghi chd 058.2563533
RSS Feeds ¥ Kigm thir mai
ok nhe

Di déng
0976854702

Thi Hann Nna He

21



4. Thay d6i mat khau tai khoan thw cong vu

Chon muc H —> chon [Tuy chon] - [Chung] - [Tai khoan cia toi]

- Bam chon dong | I dé thay d6i mat khau tai khoan thu

cong vu.

Loi tat
4 Chung
L khodn s o Tai khodn cla toi
Thay déi cha dé
Cac nhém phan phai 56 01 Trén Ph - Khu Lién co
Phim tat ban phim Ten vigt it
Quan ly bé trg i

Thiét bi di dong

Thanh phd

Thiét dat ngoai tuyén Ho Nha Trang

Thiét dat trg néng

Phién ban nit gon Bang/Tinh

Ving va mii gis Tén hién thi* Khénh Haz

Nhan tin van ban Ho Thi Hang Nga

4+ Thu Ma Zip/Buu chinh
4 X Iy tu déng Bia chi email 0258

Tra 11 tu déng hthnga@khanhhoa govin
Hoan tac g Qudc gia/Ving
Quy thc hdp thu dén v Bign thosi co quan Vigt Nam ™
Bio cdo thu rdc
Bénh du I3 dé doc Wi pheing

Tay chon thu fa

Xac nhan da doc

Thiét dat tr3 I&i Thay d6i mat khau cba ba
: i Bién thogi nha
4 Tai khodn

Sir dung hép thu

Chén hodc cho phép

Nhén chon [Thay d6i mat khau ciia ban] thuc hién thay d6i mat khau
theo huéng dan sau:

+ Luu X Bd

Thay doi mat khau
MNhap mat khdu hign tai cia ban, nhap méat khdu mdi va sau d4 nhap lai dé xac nhan.

Sau khi luu, ban 6 thé can phai nhap lai tén ngudi ding va mat khdu cda minh, r3i dang
nhap lai. Ban s& dugc théng bao khi mat khau cda ban dugc thay ddi thanh cdng.

Dia chi email: hthnga@khanhhoa.govvn
Mat khau hién tai:
Mat khau mdi:

Xac nhan mat khau mai;
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II. CAU HINH TREN HE PIEU HANH I0S
Chon [Mail] = [Thém tai khoan] = [Khac]

e0@ =

Dién thoai Safari Mhac Mail

< Tai khoan Thém tai khoan

< Mail Tai khoan

TAI KHOAMN Q’iCIOUd
iCloud

iCloud Drive, Danh ba, Lich va 3 muc khac

Yahoo! @8 Exchange

Khdng hoat ddng

[ Thém tai khoan GO gle
YAHOO!

Aol.
B= Outlook.com

Khac ]

Chon [Thém Tai khoian Mail] = nhap thong tin [Tai khoan Méi] -
nhan [Tiép]

Tim nap dir ligu mdi Push

< Thém tai khoan Khac Hily Tai khoan M&i Tiép
MAIL
N . '/Tﬁ;n Nguy&n Van A \
Thém Tai khoan Mail |
Email nwva@khanhhoa.govv.n

MAY CHU
Mat khau sssssssss
Thém tai khoan macOS Server

Mo ta Mail céng vu Khanh Hoa _/

112131415161 7]18]19]0
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Chon loai giao thirc cho Tai khoan méi [POP] - [Luwu]

Huay Tai khoan Mgi Hdy Tai khoan Mai
IMAP ﬂ.ﬂﬁ td Mail cdng vu Khanh Hoéa \
MAY CHU THU DEN
Tén Nguy&n Van A

Tén May chi mail.khanhhoa.gov.vn

Email nva@khanhhoa.gov.vn
Tén Ngudi dung

Qﬂéjt kh3u sssssssese /

MS td Mail cong vu Khanh Hoa

ajwjejrjtjyjujijojp]jajwiejrjtjyjulijolp
ajsjdifiglhlijk]ijg @ajsjdlfjglnlijk]’
B Z 12 1C1VIPINIMENEE B Z | ] C]V PN |m
123 & dau céch ‘Nhap 123 B dau cach Nhap

Giao dién st dung cua tai khoan thu cong vu vira duoc ciu hinh xong trén
hé diéu hanh 10S

Hop thu Sifa

< Hép thuy  HSp thur dén Sira
Mguy&n Wan A 0738
Test dién thoai

BE giri tlr iPhone cla toi

1 Hop thu d&n
»  WVIP

® D3 gincd Ngu_yﬁn vin B 07 A8
tast mail dign thoai

® Chua doc Thu nay khing b ndi dung

H&m nay

=7 Da g

[

Vita c&p nhidt @' .::;- Dang kifm tra kail...

Pign thoai Safari
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III. CAU HINH TREN HE PIEU HANH ANDROID

Chon Email = nhén biéu twéng Menu =05

EI HOP THU PEN
mhnga@khanhhoa.ﬂnv.E

Q. Tim kiém

Samsung

nva@khanhhoa.gov.vn
Giri van ban

C] K.c - The Spamfilter checked this |
‘

Ghi am Email nvb@khanhhoa.gov.vn
Re: Kiém thir mail

. @ ok nhe From: Ho Thi Hang Nga <t

nvc@khanhhoa.gov.vn
SE ] Galaxy

G(ri Céng van
Health Store - .

/. - The Spamfilter checked this i

Chon biéu tuong [Cai dit] = nhin [Thém tai khoén)]

- ] [ ]
< CMNOETEMAL [0
TAI KHOAN
cubi 10:30 ~ @amail.com(méc dinh)
0917 vao 0702 20C 28
hthnga@khanhhoa.gov.vn
Hip thur dén 6 Thz
+  Thém tai khoan
1 Chua doc G-

CAl DAT CHUNG

VIF VIP & 6 Th2
Quan Iy hop thur &
B3 dénh dau sao &n thi, 8n holic sdp x&p lai hip thu

55 Dpagii ' 6Th2 ¥em theo

Chuan
TAT CA THUF MYC e

M&i dung ty dgng vira khép

2 3Th2 L 18 vira vii rman hinh. N O
e
3Thz
(2

25



Chon [THEM TAI KHOAN MOI] = nhép [Pia chi email] va [Mit mi]

)

Thiét lap tai khoan

Chon tai khoan Gmail

'

nguyenvana@gmail.com

hoac

THEM TAI KHOAN MGI I

< THEMTAI KHoi\N

() Hién matma

() Dat lam tai khoan gtri email mac dinh

L

P

1H{203[l4]/5]l6][7]l8] 9

QIWIHEIRTHYHUlI}O
AlS|IDHFIGHHlJI[K

4l ZIX[IcllVv||BlIN[MI|®&

1@# \!f @ 1 EN(US) »

.com Tiép

Nhép [Pia chi email] va [Mét mi] = chon [CAI PAT THU CONG]

&

THEM TAI KHOAN

nva@khanhhoa.gowv.vn

ceem e

C D Hién mat ma

C D Patlam tai khoan gdri email mac dinh

I CAIl PAT T.CONG

BDANG NHAP

1 Z 3 4

q wW e r
a s d

- =z x

1@# 83 a

S5 6 7 8 o O

t A4 u i o P
g h J K I

v b n m <=1

English (US) © H._tat
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Dién va chon diy du thong tin theo hinh dudi = nhian [PANG NHAP]

Luu y: Dia chi email va Tén ngudi dung phai gidng nhau, vi du: dia chi
email nva@khanhhoa.gov.vn thi Tén nguoi dung cling phai la:
nva@khanhhoa.gov.vn

¢ CAIDAT SERVER E {  CAIDAT SERVER E
Port
Bia chi email 99
nva@khanhhoa.gov.vn
Hoa Email tir server
Tén ngudi ding . s
Khéng bao gic v
nva@khanhhoa.gov.vn
Mt ma SERVER G MAIL
"""" SMTP server
T mail.khanhhoa.govvn
. Hiénmat ma
: Loai béo mat
SERVER NHAN MAIL ——
= N TLS (Chap nhan moi chimg chi) v |
Port
Loai bao mét
SSL (Chap nhan moi chimg chi) v canxscthyetsckhigiiemal @0
Port Tén ngudi ding
995 nva(@khanhhoa.govn

L]
4 edss | OLRE

DANG NHAP
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mailto:nva@khanhhoa.gov.vn
mailto:nva@khanhhoa.gov.vn

Giao di¢n sur dung tai khoan thu cong vu sau khi cau hinh xong

— HOP THU DEN E! SUA  XEP THEO
hthnga@khanhhoa.gov.
Q_ Tim kiém &

Péng bd Ian cudi 10:41

09:17
Gui van ban
K.c - The Spamfilter checked this messages.

6 Th2
Re: Kiém thdr mail
ok nhe From: Ho Thi Hang Nga <hthnga@khanhhoa.q...

¢ 6Th2

Guri Cong van
/.- The Spamfilter checked this messages.
| \ 6 Th2
Thir mail
Nhan duoc mail xin vui long giri phan hoéi
Microsoft Outlook @ 3Th2
Thu gtiri bi chdm:Kiem tra
Thu g&ri dén nhirng ngudi nhan hodc nhém sau bi cha...

3 Th2

test
../. - The Spamfilter checked this messages.
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IV. CAU HINH TREN MICROSOFT OUTLOOK 2010
Chon [Microsoft Outlook 2010] trong Microsoft Office

. Microsoft Office

=)
A
2
5
L
L]
e
*
N
=
P
5]
W

Productivity
Digital Certificate for VBA Projects

Microsoft Access 2010

Microsoft Clip Organizer

Microsoft Excel 2010

Microsoft InfoPath Designer 2010 e
Microsoft InfoPath Filler 2010

Microsoft Edge

Microsoft Office 2010 Language Pr... Explore

Microsoft Office 2010 Upload Cent...

Microsoft Office Picture Manager &

Microsoft OneMote 2010 VR
Microsoft Qutlock 2010

Microscft PowerPoint 2010

Microscft Publisher 2010

Microscft SharePoint Workspace 2...

Microsoft Word 2010

@ Microsoft Solitaire Collection

ﬂ Microsoft Store

Cloudy

39°

Washington,...

v

Microsoft To...
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Nhén [Next] dé tiép tuc

Microsoft Cutlook 2010 Startup 4

Microsoft Outlook 2010 Startup

Welcome to the Microsoft Outook 2010 Startup Wizard, which will guide you through the
process of configuring Microsoft Outook 2010,

<gack | [(vext> || cancd |

Account Configuration X

E-mail Accounts

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

(®) Yes
D Mo

< Back Mext = Cancel
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Nhép thong tin vao phan [E-mail Account] > nhin [Next]

Add Mew Account *

Auto Account Setup
Click Mext to connect to the mail server and automatically configure your account settings.

(®) E-mail Account

Your Name: Nguyen Van A

Example: Ellen Adams

E-mail Address: nva@khanhhoa gov.vn

Example: ellen@contaso. com

Password: s

Retype Password; | SFFsss=

Type the password your Internet service provider has given you.

() Text Messaging (SMS)

(") Manually configure server settings or additional server types

<sck | x> ||| conce

Add Mew Account x

Online search for your server settings...

Configuring

Configuring e-mail server settings. This might take several minutes:
«"  Establish network connection
=y Search for hthnga@khanhheoa.gov.vn server settings
Log on to server

Mext = Cancel
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Nhén [Yes]

Add Mew Account >
Online search for your server settings...
e
Configuring Security Alert P
1 L T e s M
Configuring e-mail servel
- . Informaton you exchange with this site cannot be viewed or
~"  Establish g changed by others. Howeawer, there is a problem with the
—_ Search R site's security certificate.
[ETrpEaTles | " The security certificate is from a trusted certifying authaority.
- The security certificate date is valid.
> The name on the security certificate is invalid or does not
match the name of the site.
Do you want to proceed?
Yes Mo Wiew Certificate...
A A R 9 N 2 A
Nhép [mat khau] cua tai khoan thu cong vu
B Add Mew Account ot Res
Online search for your server settings._..
Windows Security s
7 1 A | |
Configuring Microsoft Outlook
Cenfiguring =-mg Connecting to nva@khanhhoa.gov.vn
w Es
~ S nva@khanhhoa.govn
Loy
‘ Password |
I:I Remembrer my credentials
More choices
OK Cancel
< Back Mext = Cancel
. A 2 9 N\ hd Pal \ /( \
Giao di¢n st dung cua tai khoan thu cong vu vira dugc cau hinh xong
Ol Hop thurdzn -nva@khanhhoa.gov.n - Microsoft Outlock - .
File Home Send / Receive Falder View o
FE Y X QG Qs : S O B g e
HCeanup- ¢ il sy 8 (34 Team E-mail / - e il [ Address Baok
Tyt it & unk~ i i o Y 7 Create New = RulesiiOnchiote, | Unéeadl! Catey ¥ e
New Delete Respond Quick Steps. ' Mave Tags Find
>

4 Favorites @ -
T Search Hp thu dén (Ctr+6) p O ek
Arrange By: Date (Conversations) Newest antop SuMo Tuwe Th Fr Sa
There are no items to show in this view. S hA R ;
910 1112 13 14 15
1617 18 19 20 21 2
BUBBTBNY

([ Mycaa Gl

& Muc daxéa bd
4 nthnga@khanhnoa.gov.yn

(3 Hap thu aén

[ 8an nhap

(3 Muc da G

@ Mucdixéa bé

(g Email Rac

(= Heép thu di

[ Rss Feeds

[ Search Folders

Ho upcoming appointments.

Luu y: CAu hinh tai khoan thu cong vu trén Microsoft Outlook 2010 dugc
ap dung tuong tu cho Microsoft Outlook 2007, Microsoft Outlook 2013 va

Microsoft Outlook 2016.
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