Huéng dan sir dung Hé thong thur dién tir tinh Bén Tre
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Huéng dan sir dung Hé thong thur dién tir tinh Bén Tre

Phan 1:

HUONG DAN SU DUNG WEB MAIL BEN TRE
(mail.bentre.gov.vn)

I. Ping nhip Web mail Bén Tre

Budc 1: Mé Trinh duyét e 6 @ hodac céc trinh duyét khac va nhap dia
chi: mail.bentre.gov.vn

Pang nhap
Tén ngudi ding [:]‘ @bentre.gov.vn ‘

o) & Mat khiu | \
HESTHONG THU/DIENETU] ,,
% @) Huéng din sir dung

UY/BAN NHAN DAN TiNH BEN TRE

PON VI VAN HANH
nesc: ) TRUNG TAM CHUYEN DOI SO BEN TRE
= ";;:mmmm e DC: S6 126A, dudng Nguyén Thi Dinh, phudng Ph Tan, TP. Bén Tre, tinh Bén Tre
& vin NHIEMMANG i Email: hotro@bentre.gov.vn ® Dién thoai: 0275 3554959

Bwéc 2: Dang nhap:
- Tén nguwdi dUng: 1a tén ding nhap duoc cip
- Mat khau: 1a mat khau nguoi dung duoc cap hoac mat khau dang sir dung
- Nhan Ping nhap dé vao tai khoan Email

Luwu y: Khi dang nhdp tén nguwoi ding khdng go kém tén mién @bentre.gov.vn

Vi du: Tai khoan duge cap 1a pdtung.skhen@bentre.gov.vn thi khi dang nhap
chi go: pdtung.skhcn

Ngoai ra & giao dién ding nhap con c6 Tai lidu hwéng din sir dung kém
theo. Nguoi dung c6 thé tai vé xem chi tiét hon.

Trung tdm Chuyén doi s6 Bén Tre — Pién thogi: (0275) 3554949 — 3554959 Trang 2


mailto:pdtung.skhcn@bentre.gov.vn

Huéng dan sir dung Hé thong thur dién tir tinh Bén Tre

Dang nhap
Tén ngudi dung l ” @bentre.gov.vn ‘

0) & Mat khiu |
HESTHONG THU/DIENETU] . |

UY/BAN NHAN DAN TiNH BEN TRE

Pang nhap

Tai lieu Hudng dan
st dung Email cong
vu tinh Bén Tre

PON VI VAN HANH
oy TRUNG TAM CHUYEN D01 SO BEN TRE
DC: S6 126A, dudng Nguyén Thi Binh, phudng Phu Tan, TP. Bén Tre, tinh Bén Tre
& Email: hotro@bentre.gov.vn ® Dién thoai: 0275 3554959

NCSCX

@ TINNH

dat chimg nhdn
1EM MANG

Bwéc 3: Sau khi ddng nhéap thanh cong s& xuét hién giao dién cta hop thu:

Tim kiém Thu v Moi ngut O @ Mgi| v

~ Yeu thich Hép thu dén Loc v

Hop thu dén sirc@viettel.com.vn

Muyc di Gui [SOAR] Ticket 241224 0001 | MEDIUM: [Admi 77 SA
New Ticket Created Dear Me/Ms. pdtungstitt Viettel .

Ban nhap 1
~ Pham Duy Tung Tudn truge
Hép thu dén sirc@viettel.com.vn
F—— 5 [SOARJSLA Reminder] Ticket 241219_0001 | | a2z
an nnap Ticket SLA processing reminder Dear Me/Ms. ptung..
Muc da Gfi

sirc@viettel.com.vn

Mucdixéabo 4

[SOAR] Ticket 241219_0001 | MEDIUM: [mixe: NEm 19712 \/
Email Rac New Ticket Created Dear Mr/Ms. pdtung sttt Viettel ...
Ghi chd

Nguyen Phuong Huy

Hi Tvienz

Hi Chon mét muc dé doc

sirc@viettel. comvn B&m vao diy dé ludn chon muc dau tién trong danh sich
[SOAR] Ticket 241218 0001 | CRITICAL: Ha tr ez

New Ticket Created Dear Mr/Ms. pdtung sttt Viettel ...

Hai tudn trude

sirc@viettel.com.vn
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Huéng dan sir dung Hé thong thur dién tir tinh Bén Tre

II/ Céu tric bén trong hop thw dién tir

~ Pham Duy Tung 1. Tén nguot st dung hop thu

2. Hop thu dén: Noi luu trir cac hop thu duoc giri dén

3. Ban nhap: Noi luu cac ban nhap dang soan thao chua
duoc gui di

4. Muyc da gui: Luu trit cac thu ctia minh gui cho ngudi khac
Mucdixéabe 4 5 Muc dd x6a: Bao gdm cac thu khong con st dung

Email Rac 6. Email Rac: Nhirng thu quang céo. C6 ndi dung khong phu
hop s€ liét ké vao Email rac...

Haop thu dén

Ban nhap

III/ Huéng din givi va nhan thw dién tir
1. Giri thw moi

Bwoc 1: chon Méi

Tim ki€m Thu v Moi ngut... O £3 Danh dsu tat ca 1a d3 doc
~ Yeu thich Hop thu dén Loc v

Hop the d&n sirc@viettel.com.vn

Muc d3 G [SOAR] Ticket 241224 0001 | MEDIUM: [Admi 7:17 SA
S =w Ticket Created Dear Mr/Ms_ pdiung stitt Viett
~ Pham Duy Tung Tudn trugc
Hép thu dén sirc@viettel.com.vn
; . [SOARJ[SLA Reminder] Ticket 2412190001 |1 CN 22712
Ban nhap Ticket SLA mrocezsing rermindzr Dear Me/Mz ndtuna
Muc d3 G
L sirc@viettel.com.vn
Muc da xoa bo 4
[SOAR] Ticket 241219_0001 | MEDIUM: [mixes 1am 19/12
Email Rac New Ticket Created Dear Mr./Ms. pdtung.stitt Viettel ..
Ghi chi
i Nguyen Phuong Huy
Hi Tu18/12
sirc@viettel.com.vn
[SOAR] Ticket 241218_0001 | CRITICAL: H trc Tu18/12

Ak ket (T reated Ma et
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Huéng dan sir dung Hé thong thur dién tir tinh Bén Tre

Buwére 2: Nhap cac thong tin sau:
- Pén: dia chi Email cta nguoi nhan
- Cc: dong gui thu nay cho mot ngudi khac
- Bec: dong giri thu ndy cho ngudi khac nhung sé an danh nhitng nguoi cing
nhan duoc thu nay
- Thém cha dé: Tiéu dé can thé hién ndi dung thu

=G O Binhkém Bo

0

Cc

Soan ndi dung thu can trao doi

AA A B I U & A = = z€ 3 @ & X X e v T v

Budéc 3: Chon Pinh kém dé dinh tap tin (c6 thé dinh kém file: Word, Excell, Rar,
Zip...), ngoai ra con c6 thé chén mot tim anh va chir ky. (hoic khong can dinh kém)
Chon tap tin can dinh kém, nhan Open dé dinh kém véao mail

| € Open >
“ =5 ~ 4 <« Mail congwvu » PhucDap v O Search PhucDap 2
Organize + Mew folder = ™ @
Fat
@ OneDrive " MName Date modified Type "
W=| pRUCaap-1Lv 3433 (KN03 €0 IUTTICE - U1 ., L&F 1 &7 2028 2217 FIVI WIICFOS oM
@ This PC ﬁ] phucdap-TIr135.docx 27/06/2024 3:37 PM Microsofi

. ucdap-TTr276.docx 9/04/2024 9:58 AN Microsofi
J 3D Objects Q| phucdap-TT276.d 18042024 958 AL Microsof
05 phucdap-TTr-329.docx 19/04/2024 9:59 AM Microsofi
- DESLIDFI L 22 M0 5] ) ey
0= phucdap-TTr-330.docx 23/10/2024 412 PM Microsofl
|=] Documents wlla o
File name: |phucdap-1‘rr135.dncx v| Tt ca Tép tin (*.7) i

Luwu y: Tap tin dinh kém khong lon hon 20MB
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Huéng dan sir dung Hé thong thur dién tir tinh Bén Tre

Buéc 4: Sau khi thyc hién thuc hién xong nhu cac budc trén nhan Giri dé
chuyén cho ngudi nhan
2. Tra 1oi thu: nhp vao thu dd nhan duoc tir ngudi guri:

Nguyen Phuong Huy S Tralsitatca | v
Tur 18/12, 4.03 CH o
Pham Duy Tung ¥ Tré 1ai
Trd |5 tat ca
Hi Chuyén ti€p

Tré 18i t4t cé bang yéu ciu hop

Xoa

- Chon Tra l&i dé tra 15i thu da nhan

- Chon Tra loi tat ca dé tra 1oi lai cho nguoi gui thu va tat ca nhitng ngudi
nhan duoc 14 thu nay

- Chon Chuyén tiép dé chuyén toan bo noi dung thu cia ngudi gui dén
motnguoi tai khodn khac

IV/ Gi¢i thiéu Thiét 1ap cai diit

- Q
bi treo.

Lam mdi 2. Tra 101 tu dong: Khi khong c6 mat
3. Cai dat hién thi: hién thi cai dat vé danh sach
thu, cudc hdi thoai, Outlook Web App...

1. Lam mdi: [am mugt lai tng dung trong tinh trang

Tra 131 ty dbéng

Cai dat hién thi 4. Quan ly phﬁn bo tro: nhitng Ung dung duoc tich
hop cung vé1 Web Mail
Quan ly phan b6 trg 5. Thiét dat ngoai tuyén: Khi khong co6 két ndi

Internet van xem duoc ndi dung thu.
6. Thay doi chu dé: thay doi giao dién cia Web Mail
Thay d6i chu de 7. Tuy chon: nhitng cai dat nang cao

Thiét dat ngoai tuyén

Tay chgon
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Huéng dan sir dung Hé thong thur dién tir tinh Bén Tre

V/ Chi tiét cac phan thiét 1ap cai dit
1. Quy tit hop thw dén va quét don

Bude 1: Chonbiéutuong T = Tuychon =  Quy tic hop thw dén va quét don”
Buéc 2: Chon du + dé thém mot quy tic

®© Tuy chon
L6 tat
» Chung
“ Th Quy tac hop thu den
4 Yir ly tu dong
Tra |3 ty déng Chon céch thu s& duge xir I, Bém vao biéu tuong *+* dudi déy € tao quy tc mdi.
Hoan tac gur

Quy tac hép thu dén va quét don

Bao cao thu rac Bat Tén
Banh dau |a da doc
Tiry chon thu
Xac nhan da doc
Thigt dat tra 13
4 Tai khoan
Chan hoac cho phép
POP va IMAP

4 Ty chon dinh kém

Buée 3: Quy tac hop thu dén méi

Tén: dit tén cho quy tic

Khi thr dén va né khép véi moi diéu kién nay: chon “Pugc nhan tir...”
Thure hién tat ca nhw sau: chon “Di chuyén thu dén thu muc...”

H ok X Hay bé

Quy tac hép thu dén mdi
Tén

Di chuyén thy tif Chon nguii...

Khi thu d8n va nd khap vai moi didu kién nay
Buge nhan ti.. ¥ | Chon ngudi...
Thém diéu kién
Thure hign tat ca nhu sau
Di chuy&n thu dén thy muc... ¥ | Chonmét.
Thém hanh ddng
Ngoai trir néu quy tac khdp vdi digu kién bt ki trong 56 nay
Thém ngosai I&

+| MNgiing w7 j thém cac quy tac (Digu nay cd nghia |3 gi?)
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Huéng dan sir dung Hé thong thur dién tir tinh Bén Tre

Chon nguoi: Chon mot nguoi giri dén dé tao quy tac
Tim kiém: gd ho va tén vao 6 tim kiém roi chon 2 = tim kiém tén nguoi can
tao quy tac = nhan dau + va chon Luu

l v Luu l X Hoy bo

Bugc nhin ti...

»
Nguyen Phuong Huy p Nguyen Phuong Huy

Két qua tim kiém
Nguyen Phuong Huy . o N . . 2 ,
nphuy.skhcn@bentre.gov.vn + Lién hé Ghichd Té chic

Lich

Lén lich cuéc hop

Email

nphuy.skhcn@bentre.gov.un

- Tai muc Thuc hién tat ca nhw sau = bAm Chon mét = chon thu muc mudn thyc hién
quy tic roi bam OK

Chon thu muc

~ Pham Duy Tung
Hép thu dén

Ban nhap

Muc d3 G
Muc d3 x6a bd
Email Rac

Ghi chd

Hl:ly w
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Huéng dan sir dung Hé thong thur dién tir tinh Bén Tre

2. Dat tra 1oi tuw dong
Buwéc 1: Vao biéu tugng 0 3! gdc phai man hinh réi chon Tra 10i tw dong

I - EXC

Lam mdi

Tra |&i tu dbng

Cai dat hién thi

Quan ly phan bé trg
Thiét dat ngoai tuyén
Thay d6i chu d&

Tay chon

Buwéc 2: Xuat hién giao dién Tra 1oi tw dong
v OK X Hay b

Tra IGi ty dong

Tao thu tra 16i tuw déng (VAng mét) tai day. Ban c6 thé dat thai gian cu thé bat dau tra 16i tu déng hodc dat tiép
tuc trd 1&i tu dong cho dén khi ban tat.

Khéng gui tra 1ai tu déng
® G tra loi ty dong

V| Chi g tré I&i trong khoang thai gian nay
Thdi gian bat dau  Ba 24/12/2024 10:00 SA =

Thdi gian két thic | T 25/12/2024 10:00 SA «

- Check chon Giri tra 1oi tw dong

- Check chon Chi giri tra 1o trong khodng thoi gian nay

- Thiét 1ap Thoi gian bat bat dau va Thoi gian két thic

- Nhap noi dung thu bén trong t6 chitc (Mail Bén Tre). Nhap ndi dung thu bén
ngoai to chirc (gmail, yahoo...)
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Huéng dan sir dung Hé thong thur dién tir tinh Bén Tre

G thu trd 1 mét 13n d&n tirmg ngudi gl bén trong td chifc cda t6i véi ndi dung sau:

B I u M A A A s e v

+| GUi thu tra |&i tu dong dén ngudi glfi bén ngoai t6 chic cla t6i
Chi gufi tra 1&i cho ngudi trong Danh sach lién hé cda tdi

® | G tra 1&i tw dong dén t8t c& ngudi gifi bén ngoai

G thu trd 1861 mét [&n dén timg ngudi guri bén ngoai té chirc clia tHi véi ndi dung sau:

B I UMA & A= ===V

- Nhép v OK |dé luu lai viéc cai dat.

3. Cai dit hién thi
Buéc 1: Nhap vao biéu tuong £¥ ¢ goc phai man hinh chon Cai dit hién thi

IR - KX

Lam mdi

Tra I&i tu dong

Cai dat hién thi

Quén ly phan bé trg
Thiét dat ngoai tuyén
Thay déi cha dé

Tay chon
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Huéng dan sir dung Hé thong thur dién tir tinh Bén Tre

Buwéc 2: Hién thi khung lam viéc Cai dit hién thi bao gom cac tab:

a) Ngan doc:

v OK ¥ Huy bo
Cai dat hién thi

Ngén doc Danh sach thu Hoi thoai

Chon nadi ngdn doc sé xuat hién.

® Hién ngan doc phia bén phai
Hién ngan doc & dudi cing

An ngan doc

v| Ap dung cho moi thu muc (Néu hép nay khéng dugc chon thi thiét dat hién thi ma ban chon sé chi ap

dung cho thu muc email hién dang hoat déng).

Chon nhitng gi s& xay ra khi ban di chuyén hodc x0d mot muc.
M& muc trudc

® Md& muc kE tigp

Chon hanh déng xady ra khi ban dang nhap.

Chon thu dau fién trong danh sach

® P& t6i chon thu can doc trudc

Hién thi ngin doc phia bén phai: cho phép hién thi ndi dung thu bén phai.

Hién thi ngiin doc dwéi ciing: cho phép hién thi ndi dung thu bén dudi.

An ngin doc: khong cho hién thi noi dung thu.

Mé muc truée: sau khi x6a hodc di chuyén hop thu hién tai, thi hé théng s& tu dong
trd sang hop thu trude do.
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Huéng dan sir dung Hé thong thur dién tir tinh Bén Tre

Mé muc ké tiép: sau khi x6a hodc di chuyén hop thu hién tai, thi hé thong sé& ty dong
tro sang hop thu sau do.

Chon thw diu tién trong danh sach: mic dinh mo hop thu dau tién trong danh sach.
Pé tdi chon thw can doc trwée: dé ngudi dung tiy chon hop thu cdn mo.

b) Danh sach thw
v OK X Hay bo

Cai dat hién thi

Ngan doc Danh sach thu Hgi thoai

Chon cach hién thi thu cda ban.
® | Tén ngudi gui trudic

Chud dé trudc

Chon ¢6 hién van ban xem trudc khdng.
® | Hién thj van ban xem trudc

An vin ban xem trudc

Tén ngudi giri trude: tén ngudi giri nam phia trén tiéu dé va ndi dung thu
Chii @@ trude: tiéu dé nam trén tén nguoi guri va ndi dung thu

Hién thi van ban xem trudc: hién thi trich dan noi dung thu

An vin ban xem truéc: khong hién thi trich dan noi dung thu

) Hoi thoai: khong str dung
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Huéng dan sir dung Hé thong thur dién tir tinh Bén Tre

1

4.Thay d06i chi dé
Budre 1: Vao biéu tuong £F ¢ goc phai man hinh chon Thay déi chi dé
I - KX
Lam mdi
Tra I5i ty déng
Cai dat hién thi
Quan ly phan bé trg
Thiét dat ngoai tuyén
Thay déi chu dé

Tay chon

Buéc 2: Chon mdt chu dé co sin, xong nhan OK dé ap dung

v OK X HUY BO

Thay déi cha dé

S

-

5. Thay d6i mat khau
Budre 1: Vao biéu tuong F ¢ goc phai man hinh chon Tuy chon = Chung = Tai
khoan ciia téi & Thay d6i mat khiu ciia ban
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Huéng dan sir dung Hé thong thur dién tir tinh Bén Tre

(® Tuy chon

L6i tat

4 Chung
Tai khoan clia toi

Thay d&i chd d&
Cac nhém phan phdi
Phim tit ban phim
Quén Iy bé trg _’.
Thigt bi di déng
Thiét dat ngoai tuyén Tén Buéng/phd
Thigt dat tra ndng Pham Duy Tung
Phién ban nit gon
Viing va mii gig Tén viét tat
Nhan tin van ban

AT Thanh phé

& Yir ly tu déng

Trd 18 tu déng
| Bang/Tinh
Hoan tac gui ang/Tin
] Tén hién thi*
Quy tac hdp thu dén vi &n hien thi
Bao cao thu rac Pham Cuy Tung

M3 Zip/Buu chinh
Banh ddu la da doc

Bia chi email

Tay chon thu

@bentre.govy
Xdic nhan ds doc pdtung.skhcn@bentre.govvn

Qudc gia/Ving
Thigt dat tra I
el Bién thoai co quan

4 Tai khoan

Chan hogc cho phép Van phang

POP va IMAP Fax
4 Tay chon dinh kém

Tai khoan luu tri

= Thay d&i mat khau cia ban
e Dign thoai nha [ ’ ' ' ]

Héi thoai Sir dung hép thu

Chit ky email

Ban xem trudc két ndi Dién thoai di déng D3 ding 8.37 MB. V&i 2.00 GB, ban s& khéng thé gii email.

Binh dang thu

Danh sach thu
Bwéc 2: Xuat hién giao dién thay d6i mat khau
Mat khau hién tai: nhap vao mat khau dang str dung
Mait khau méi: nhap vao mat khau mudn thay do6i
Nhap lai mat khau: nhap lai mat khau méi
v Luu X BS
Thay déi mat khau

Mhip mat khdu hién tai cla ban, nhap mét khdu mdi va sau d6 nhip lai € xac nhan.

Sau khi luu, ban o6 thé cin phai nhap lai tén ngudi ding va mat khau cha minh, rai déng
nhap lai. Ban sé dugc théng bao khi mat khau cda ban dugc thay ddi thanh cdng.

Dia chi email: pdtung.skhcn@bentre.gov.vn
Mat khau hign tai:
Mat khau mdi:

¥ac nhan mat khdu mdi:

Trung tam Chuyén dsi sé Bén Tre — Dién thogi: (0275) 3554949 — 3554959

Trang 14



Huéng dan sir dung Hé thong thur dién tir tinh Bén Tre

6.Tuy chon

Pau tién can thiéet 1ap vé Tai khoan cuia toi

Xem dung lugng hop thu (mdi tai khoan s& dugc t6i da 2G luu trit thu)
Luu y: khi vieot qua 1,9G sé canh bao khong cho gui hodac nhdan thu

(® Tuy chon
LGi tat
4 Chung
Tai khoan cla t6i
Thay déi chd d&
Céc nhom phan phdi
Phim tét ban phim
Quin by bd trg
Thigt bi di déng
Thiét dat ngoai tuyén
Thiét d3t trg ndng
Phién ban rit gon
Viing va midi gids
Nhan tin vin ban
4 Thu
4 X1 Iy tw ddng
Tra 1&i tr déng
Hoan tac g
Quy tic hép thu dén vi
Bao cao thu rac
Bénh ddu la da doc
Tiry chon thu
Xac nhan da doc
Thigt dat trd 12
4 Tai khoan
Chén hodc cho phép
POP va IMAP
4 Tiry chon dinh kém
Tai khoan luu trir
4 B cuc
Héi thoai
Chif ky emai
Ban xem trudc két ndi
Binh dang thu

Danh sach thu

(B

Tai khoan cta toi

Tén

Pham Duy Tung

Tén viét tat

Tén hién thi*

Pham Duy Tung

Dia chi email

pdtung skhcn@bentre govn

Bién thoai co quan

Bién thoai nha

Bién thoai di déng

Cap nhat cac thong tin nhu trong bang bicu

Sau khi cap nhat xong nhan H Luu

Budng/phd

Thanh phé

Bang/Tinh

M3 Zip/Buu chinh

Qudc gia/Ving

Wan phang

Thay déi mat khau cla ban

Sir dung hép thu
D3 dung 8.37 MB. Vi 2.00 GB, ban & khang thé giri email.
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Huéng dan sir dung Hé thong thur dién tir tinh Bén Tre

Tuy chon Chan hoac cho phép:

(® Tay chon
L&i tat
» Chung
4 The Chan hoac cho phép
4 ¥ ly tu déng
Tra 131 ty déng Khéng di chuyEn email vo thu muc Email réc cua ti
Hoan tac gir ®) Tu déng loc thu rac

Quy tic hép thu dén va g
Bao céo thu rac . e . n N
T Ngudi gui va Ngudi nhan An toan
Tay chon thu Khéng di chuyén email tir nhitng ngudi gli hodc mign ndy vao thu muc Email Rac cda téi.
Xac nhan da doc
Thigt dat tra |&
4 Tai khodn
Chan hodc cho phép
POP va IMAP

4 Tiry chon dinh kém

Tai khoan lvu tri
4 Bd cuc
Hoi thoai

Chit ky emai
Ban xem trudc ket néi Tin cgy emall tif danh bz cla 1o
Pinh dang thu
Danh séch thu S Oy w
Ngudi gui Bi chan

Ngan doc Di chuyén email tir ngudi gli hodc mign nay vao thu muc Email Réc cla t8i.

S/MIME

» Lich

Hanh déng nhanh

Khéng tin cay email tn khi email du'oc gufi tif dia chi ¢ trong danh sach Ngudi gl va Mgu'si nhén An todn cla toi

CAu hinh cho:

- Ngwoi giri va Ngwdoi nhan an toan: Nhip dia chi ngudi gui va nhan an toan vao
khung dia chi

- Ngudi giri Bi chin: nhap vao dia chi ngudi giri ma minh khong mudn nhan thu

Sau d6 chon Lwu dé ap dung

Cac tuy chon khac:
Thu: cho phép chén ky tu, Pinh dang thu, tuy chon thu....
Lich: cho phép hién thi tuan lam viéc, gio 1am viéc....
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VI/ Diing xuit tai khosn
bé dang xuét tai khoan: Chon biéu tuong anh dai di¢n & goc phai cho xuét hién
hop thoai sau d6 nhan diing xuit.

Pham Duy Tung

pdtung.skhen@bentre

[V}

md hop thu khac...

dang xuat
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Phan 2:
PANG NHAP TAI KHOAN MAIL
TREN OUTLOOK 2013

Luu y: Mail Exchange 2019 khong con hé trg Outlook 6
Budc 1: M chuong trinh B4 Outlook trén may tinh
Buwoc 2:Add an Email Account (Thém mot tai khoan email) chon Yes
Buwéc 3: Nhian Next dé tiép tuc budc ké tiép
Microsoft Outlook Account Setup B3

Add an Email Account

Use Outlook to connect to email accounts, such as your organization’s Microsoft Exchange Server or an Exchange
Online account as part of Microsoft Office 365. Outlook also works with POP, IMAP, and Exchange ActiveSync
accounts.

Do you want to set up Outlook to connect to an email account?

(@) Yes
() No

< Back \_Next > [ Cancel

Buérc 4: Chon Manual setup or additional server types

() E-mail Account

(®) Manual setup or additional server types

< Back Next > Cancel
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Budc 5: chon POP or IMAP
Add Account 23

Choose Service

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

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

(®) POP or IMAP
Connect to a POP or IMAP email account

< Back Next > Cancel

Budc 6: Nhap thong tin mail nguoi st dung

Your Name: Tén nguoi sit dung hdp thu

Email Address: dia chi email ( dia chi mail Bén Tre )

Luwu y: g6 luén phan dudi @bentre.gov.vn

Accout type: chon POP3

Incoming mail server: nhap dia chi server mail Bén Tre:mail.bentre.gov.vn
Outgoing mail server (SMTP): nhdp dia chi mail server dé giri nhan
mail:mail.bentre.gov.vn

User Name: 1a dia chi mail Bén Tre

Password: nhap mat khau cho dija chi mail
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Add Account >

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

User Information Test Account Settings

Your Mame: Pham Duy Tang :’:‘: ;Zin:i?;n:r:dc;r:::dyou test your account to ensure that

Email Address: pdtung.skhcn@bentre.gov.

Server Information
Test Account Settings ...

Account Type: POIP3 »

Incoming mail server: mail.bentre.qov.en gutpmatlcally test account settings when Mext
: -gaov. is clicked

Cutgaing mail server (SMTPE | mail bentre.govan Deliver new messages to:

Logon Information @ Mew Cutlook Data File

User Mame: pdtung.skhcn@bentre.gav. () Existing Outlook Data File

Password: t***************gl Browse

Rememberpasswnrd

|:| Require logon using Secure Password Authentication

SPA
(SPA) More Settings ...

Buéc 7: sau khi nhap xong cac truong nhan Test Account Setting... chiic ning nay
dé kiém tra xem email ndy c6 thé hoat dong dugc chua?

Néu test account setting successful thi email d6 da c6 thé sir dung giri nhan mail tir
nguoi khac

Néu test account setting error & dong thir 2 ( X Send test e-mail massage) thi cau
hinh thém budc ké tiép

Test Account Settings

Congratulations! All tests completed successfully. Click Close to Stop
continue.
Close
Tasks Errors
Tasks Status
\//Log onto incoming mail server (POP3) Completed
V/Send test e-mail message Completed

EESORONES SRR SRR AR TE TSN TSI A AL T raT S
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Budc 8: Chon more setting...

Add Account >

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

User Information Test Account Settings

Your Mame: Pham Duy Tang ‘tv."‘r;": ;zi::i?;n:r:dutjr:f:ctynu test your account to ensure that

Email Address: pdtung.skhen@bentre.gova

Server Information
Test Account Settings ...

Account Type: POIP3 »

Incoming mail server: mail.bentre.qov.en Autpmatlcally test account settings when Mext
: -gov. is clicked

Cutgaing mail server (SMTPE | mail bentre.govan Deliver new messages to:

Logon Information @ Mew Clutlook Data File

User Mame: pdtung.skhcn@bentre.gova l:::lF_mstlng Cutlook Data File

Password: ***x*n******x*nl Browse

Rememberpasswnrd

|:| Require logon using Secure Password Authentication
(3P4

More Settings ...

Buwéc 9: Chon tab tha 2 Outgoing server check chon vao muc My
outgoingserver(SMTP) requires authentication. Nhan ok déthuc hién

Budc nay dung dé cho server outlook giri mail xac thuc dén user cta ngudi dung co
thé gri nhan email tir nguoi khac

Internet E-mail Settings =
2

General' Cutgoing Server JAdvanced

—

(=Pray cutgoing server (SPTE) requires au thentication t
(@) Use same settings as my incoming mail server &
. O Log on using r
1

~] Remember password
Require Secure Password Authentication (SPa)

D Log on to incoming mail server before sending mail

[ oK <ance:

Budc 10: Xong cac budce trén nhén Next dé kiém tra hoat dong cua mail mot 14n nita
Budre 11: Sau khi ciu hinh thanh cong s¢€ xuét hién giao di¢n mail trén outlook
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Mail Calendar People Tasks ---
e e

Phan II:
HUONG DAN PANG NHAP TREN THIET BI DI PONG
(Cai dat thu dién tir tinh Bén Tre trén thiét bi di dong

= o |

smartphone/may tinh bang tablet)

I. Piing nhip trén thiét bi chay hé diéu hanh I0S (Iphone, Ipad)

Cach 1:Sir dung email dwgc tich hgp trén 10S.
Vao cai dat trén dién thoai IOS

X 75 Khoa Nguyxén W ¥ ¥

Buwdce 1: Vao cai phﬁn cai dat cua Iphone, chon Mail, Danh ba, Lich

F:T Bl T S e Lo %

(W) Passbook & Applc Pax

FIJ Mot Danhbe.tich = ———

Ghi chua

LS1 nhic
Pien thoai

Tin nhin

b 008000
§
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Bwéc 2: Thém mot tai khoan

FoF T Khoa Nguydn 7 890 1422 o
£ Cai aat Mail, Danh ba, Lich
TAI RHOAN

iCloud
< Them Tai khoan e

Tim nap D lie¢u MSi PAay

MAIL l
Xem trudc 2 Dong
Hién thi Nhan Pén/CC

Tuy chon Yudt

Kiéu CS Mau

HSi Trudc khi XSa

Tai Hinh anh Tu xa

| Sdp xép Theo Chudi

Buwde 3: Thém tai khoan vao Khac

T 7 Khoa Nguyén W ¥ 17 1a:22 Cl + 4
< Mait Thém Tai khoan
™ iCloud

@8 Exchange

Google

YAHOOQO!
Aol.

B= Outlook.com

Budc 4:Dang nhap

Tén: Tén nguoi sudung

Email: dia chi Mail Bén Tre, Vi du: pdtung.skhcn@bentre.gov.vn
Mat khau: Mat khau nguoi ding

Mo ta: dién ta
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¥ Khoa Nguyén w917 1a:23 T 4
Hay Tai khoan Méi Tiép theo
Tén Pham Duy Tung
Email pdtung.skhcn@bentre.gov.vn

Mﬁtkhé’u eeccccccccccccs

M6 ta bentre.gov.vn

Nhan: Tiép theo

Buodc 5: Chon POP

May chu thu dén/di

Tén may chi: mail.bentre.gov.vn

Tén nguwoi dung: La tén dang nhap vao mail Bén Tre
Mat khau: mat khau ngudi ding

Hoan tt nhap chon luu

¥ " KhoaNguyén T 9 7 14:25 o
Huy Tai khoan Méi Luu

IMAP

Tén Pham Duy Tung

{
Email pdtung.skhcn@bentre.gov.vn

|
M6 ta bentre.gov.vn

MAY CHU THU DEN ‘

Tén May chu  mail.bentre.gov.vn
Tén NguSi dung  pdtung.skhen
Mat RKhAu eeeccccccccccece

Q w E R T Y U I O P
A S D F G H J K L
Z X € V B N M

123 @& . / .com Nhap

Buéc 6: Khi diang nhap tai khoan xong s& xuét hién thong bao yéu cau chung thuc
SSL. Chon C6

Luu y: Théong bdo chitng thwe SSL sé xudt hién 2 lan (thoi gian doi céthé 3 — 5 phit)
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Khong th& K&t ndi
Bang SSL
Ban ¢S mudén thi thiét 1ap tai

khoan ma khéng cd SSI1.
khéng?

Céach 2:Vao cai dat trén dién thoai I0S

vk 75 Kkt

Buwde 1: Vao cai phan cai dat ctia Iphone, chon Mail, Danh ba, Lich

L

(W) Passbook & Applc Pax

=) Mait Danhbatich  — ——

Ghi chu

1S nhédc
Pien thoai
Tin nhan
FaceTime
Ban &

La ban

Safari

Nhac

jo 000006
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Bwéc 2: Thém mot tai khoan

P Whoa Naur&n 9

Vaiza oA

£ Cai aat Mail, Danh ba, Lich

TAI RHOAN

iCloud
(—f’
JThem Tai snokn e

Tim nap D lie¢u MSi PAay

MAIL

Xem trudc 2 Don
Hién thi Nhan Pén/CC

Tuy chon Yudt

Riéu CS Mau
HSi TrudSce khi XSa

Tai Hinh anh T xa [

L Sdp xép Theo Chudi g

.|

Budce 3: Thém tai khoan vao MicrosoftExchange

Microsoft

Exchange

mobileme

Gmail

YaHoO!

Aol.

Other

Budrc 4:

Email: dia chi Mail Bén Tre, Vi du: pdtung.skhcn@bentre.gov.vn
Domain: bé trong

User name: tén nguoi dung, Vi du: pdtung.skhcn

Password/Mit khau: Mat khau nguoi dung

Descripttion/M6 ta: mo ta thu dién tir
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Email pdtung.skhcn@bentre.gov.vn

Password esceevoeee

Description Exchange

Buée 5:Nhan NEXT, hé thong sé& kiém chig tai khoan ctia nguoi ding. Xuat hién
hop thoai thong bao “ Unable to verify certificate message” nhan Accept 2 1an (c6 thé
phai doi tr 1-3 phut)

Bué'c 6:Sau d6, hé thong tiép tuc kiém chimg tai khoan nguoi dung. Nhép tiép cac
thong s6 sau:

di

Emall pdtung.skhcn@bentre.gov.vn

Server mail.bentre.gov.vn

Domain bentre
Username  pdtung.skhcn

Password eesscssscse

Description Exchange
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Buéc 7: Nhan nat NEXT dé thiét bi két néi SSL dén hé théng mail Exchange

T 3G 10:16 AM

Email pdtung.skhcn@bentre.gov.vn v

Server mail.bentre.gov.vn v
Domain bentre v
Username  Pdtung.skhcn v
Password eeceesseese v
Description Exchange v

Buéc 8: Chon cac nat ON/OFF dé chon thong tin can dong b trén hé théng mail
Exchange.

mi.. ATET 3G 11:08 AM e =

= calendars @\ )
€

- Reminders

IL. Piing nhip trén thiét bi chay hé diéu hanh Android

1. Truy cap vao menu App va chon setting:
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2. Kéo man hinh xubng phan Accounts va nhat Add account:

@ Settings

& Google

W Linkedin

:] Microsoft Exchange ActiveSy..
& MobileLife Contacts

& Add account
System

. Motion

. Accessory

3. Trong phan Add account,nhan chon Email:
< @ Add account

6 Samsung account

p ChatON

” Dropbox
Email

f Facebook
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4. Nhép vao dia chi email va mat khau thu dién tr:

< © Setupemail

You can configure email for most accounts
in a few steps.

pdtung.skhcn@bentre.gov.vn

Show password

Send email from this account by default

5. Chon loai tai khoan 1a Microsoft Exchange :

< © Add email account

What type of account?

POP3 account ‘

IMAP account ‘

I Microsoft Exchange ActiveSync I
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6. Dién céc thong tin tai khoan thu dién tir va dia chi cua hé thong thu dién tir. Nhan
Next

< @ Exchange server settings

Domainiusermame

bentre\pdtung.skhcn

Password

sSsesesssssee

Exchange server

mail.bentre.gov.vn
“ Use secure connection (SSL)
Use client certificate

Client certificate

Mobile device ID

I Next I

. Nhén nat OK dé chéip nhan cac diéu khoan bao mat

A Remote security administration

Server connect.emailsrvr.com must
be able to remotely control some
security features on your device.
Continue?

Cancel
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8. Chon céc tuy chon déng bo thu dién tr va nhan nat NEXT

< @® Account options
_2 wa&ks_-

Send email from this account by default
Motity me when email amives

Sync Email

Sync Contacts

Sync Calendar

Sync Task

L (L E (L AR {

Sync SMS

Automatically download attachments
when connected to Wi-Fi

Next

9. Pt tén cho tai khoan thu dién tir va nhan ntt Done dé hoan tit. Tén nay la tiy
chon va muc dich 1a dé goi nhé.

@ Setup email

Your account is set up, and email is on its
way!

Give this account a name (Optional)

pdtung.skhcn

Done
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I11. Ping nhap trén thiét bi hé diéu hanh Windows Phone
Buwée 1: chon Settings trong menu tng dung

®

@ Remote For Roku

& Rowi

L£X Settings

B> SharePoint Newsfeed

& SkyDrive

Budc 2: chon Email + Account

SETTINGS

system

ringtones+sounds

theme
email+accounts
internet sharing
lock screen
Wi-Fi

Bluetooth
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Bwoc 3: chon add an Account:
SETTINGS

email+account

(# add an account

Budc 4: chon Advanced Setup

ADD AN ACCOUNIT

™M Al&lI Emall
@' Yahoo! Mail

Clele) J le

]
m LinkedIn

Sina Weibo

other account

advan
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Bworc 5:

OUTLOOK

pdtung.skhcn@bentre.gov.vn

sign in

Budc 6: Chon Exchange ActiveSync

ADVANCED SETUP

Exchange ActiveSyn(

Internet email
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Buéc 7: Nhap dia chi may cha thu dién tir va nhan Sign in:
QUTLODK

pdtung.skhcn

bentre

mail.bentre.gov.vn

show all settings

sgn an

Moi théng tin chi tiét vui long lién hé:

- Trung tdm Chuyén d6i s6 Bén Tre

- Pia chi: S6 126A, duong Nguyén Thi Pinh, phuong Pht Tan, TP. Bén Tre
- Dién thoai: (0275) 3554949 — 3554959

- Hop thu hd trg: hotro@bentre.gov.vn
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