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I. Huéng din ciu hinh Mail trén Outlook
1.1.  Phdn biét IMAP va POP3
IMAP POP3
Nguoi dung muén truy cp email tir Nguoi dung mudn truy cap mail chi
nhiéu thiét bi khéc nhau. tir mot thiét bi.

Nguoi dung c6 mot két ndi Internet
thudng xuyén va tin cdy.

Nguoi ding muén xem nhanh céc
email madi hodac nhiing email trén server.

Khong gian luu trit cuc bo han ché.

Ban lo lang vé van dé du phong dir liéu

Nguoi diung can truy cdp email
thuong xuyén du c6 két néi Internet hay
khong.

Khong gian Iuu trit trén server han

cheé.

1.2.  Céu hinh MS Outlook
- Khoi dong MS Outlook

Welcome to Microsoft Outiook 2013

Welcome to Outlook 2013

Outlook is your personal assistant, helping you manage your life
with powerful tools for email, calendar, contacts, and tasks.

Let's get started. In the next few steps, we'll add your email account.

Cancel
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Microsoft Outlook Account Setup x

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 Qutlook to connect to an email account?

(No

< Back Mext = | Cancel

Add Account K

Auto Account Setup
Manual setup of an account or connect to other server types.

() E-mail Account

Wour Name:

Example: Ellen Adams

E-mail Address:

Example: ellen@contoso.com

Password:

Retype Passward:

Type the password your Internet service provider has given you.

@ Manual setup or additional server types

< Back Mext = | Cancel
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Add Account x

Choose Service

O 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
g Y pat

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

1.3.  Céu hinh IMAP

- Dién thong tin cua tai khodn mail, sau d6 chon “More Setting..”

Add Account >

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

User Information Test Account Settings

Your Name: Dema We recommend that you test your account to ensure that
: the entries are correct,
Email Address: demo@caobang.gov.vn

Server Information
Test Account Settings..

Account Type: IMA&P

W
: 2 Automatically test account settings when Next
Incoming mail server: mail.caobang.gov.in e -Z|I-I-:|rZEl:ILq ¥ L g5 w
Outgoing mail server [SMTF): mail.caobang.gov.vn
Logon Information
User Name: demo@caobang.gov.vn
Mail to keep offline: All
Passwaord: AhRE R AR EEER '

Remember password

|:| Require logon using Secure Password Authentication
[5PA)

More Settings ...
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Internet E-mail Settings x

Cutgoing Server

General Advanced

[“IMy outgoing server (SMTP) requires authentication
(@ Use same settings as my incoming mail server
(O Log on using

User Mame:
Password:
Remember password

Require Secure Password Authentication (SPA)

Dién céc thong sb trong tab “Advanced” nhu hinh, sau d6 chon “OK”

Internet E-mail Settings *

General Qutgoing Serverlﬂd‘-'BNCEd I

Server Port Numbers

Incoming server (IMAP): 993| Use Defaults

Use the following type of encrypted connection: |S5L |~

Cutgoing server (SMTP): | 587

Use the following type of encrypted connection: |TLS |~

Server Timeouts

Short ¥ Long 1 minute

Folders

Root folder path:

Sent ltems

[ ]oo not save copies of sent items

Deleted ltems
[ Imark items for deletion but do not move them autematically

Items marked for deletion will be permanently deleted when the
items in the mailbox are purged.

Purge items when switching folders while online

Cancel
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- Sau khi cai dat, chon “Next” dé két ndi tai khoan mail v&i Outlook.

Add Account

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

User Information

Your Mame: |Demo

Email Address: |demo@cacbang.gov.n

Server Information
Account Type: [IMap . v
Incoming mail server: E.rrl-ai.l:canbang.gnu.vn i
Qutgoing mail server [SMTF): .ma”lcagbang,gou,un
Logon Information

User Name: .demo@canbang.gou.vn

Password: M**x—*ﬂn*l

Remember password

|:| Require logon using Secure Password Authentication
[SPA]

Test Account Settings

We recommend that you test your account to ensure that
the entries are correct,

TestAccount Settings ...

Automatically test account settings when Next
Is clicked

Mail to keep offline:  All

More Settings ... '

Cancel

Test Account Settings

Congratulations! All tests completed successfully. Click Close to continue.

Stop

Close

Tasks  Errors

Tasks Status
\/Log onto incoming mail server (IMAP) Completed
+ Send test e-mail message Completed




HUONG DAN SU DUNG
THU PIEN TU BON VI

Add Account >

You're all set!

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

Add another account...

1.4.  Céu hinh POP3

- bién cac thong tin cta tai khoan mail, sau d6 chon “More Setting..”

Change Account 4

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

User Information Test Account Settings

Your Mame: | Dema We recommend that you test your account to ensure that
the entries are correct,

Email Address: demo@cacbang.gov.vn

Server Information
Test Account Settings ..
Account Type: POP3
Automatically test account settings when MNext

Incoming mail serven mail.caobang.gov.vn ey

Outgoing mail server [SMTP): mail.caobang.gov.m

Loegon Information
User Name; demo@caobang.govn
Password: HR kR R AR AR

Remember passward

|:| Require logon using Secure Password Authentication

SPA
s More Settings ..
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Internet E-mail Settings X

Generalf Outgoing Server § advanced

My outgoing server (SMTP) requires authentication
(@ Use same settings as my incoming mail server
(D Log on using

User Marne:
Password:

Remember password

Require Secure Password Authentication (SPA)

Dién céc thong sb trong tab “Advanced” nhu hinh, sau d6 chon “OK”

Internet E-mail Settings X

General Qutgoing Server

Server Port Numbers

Incoming server (POP3): 995| Use Defaults

[«] This server requires an encrypted connection (55L)

Qutgoing server (SMTP):

Use the following type of encrypted connection: | Mone | ™

Server Timeouts

Short ' ® Long 1 minute

Delivery

[]Leave a copy of messages on the server
[“|Remave from server after |14 [$| days

[ ]remaove from server when deleted from 'Deleted Items'

Cancel




HUONG DAN SU DUNG
THU PIEN TU BON VI

- Sau khi cai dat, chon “Next” dé két ndi tai khoan mail v&i Outlook.

Change Account =

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

User Information Test Account Settings
Your Mame: Demo We recommend that you test your account to ensure that

: S the entries are correct,
Email Address: demo@caocbang.gov.n
Server Information

Test Account Settings ..
Account Type: POP3 a3
- - r | Automatically test account settings when MNext

Incoming mail server: mail.caobang.gov.vn e v g

Outgeoing mail server [SMTF: mail.caobang.gov.vn
Logon Information

User Mame: demo@Ecacbang.gov.vn

Password: -*kaatxﬁx-*kt
Remember password

|:| Require logon using Secure Password Authentication

SPA I .
il More Settings ...
< Back Mext = Cancel
Test Account Settings
Congratulations! All tests completed successfully, Click Close to Stop
continue.

Close

Tasks  Errors

Tasks Status

\/Log onto incoming mail server (POF3) Completed
\/Send test e-mail message Completed
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Add Account X

You're all set!

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

Add another account..

< Back

end / Receive

Giao dién mail trén outlook.

Inbox - demo@caobang.govivn - Outlook

Folder View Nitro Pro

a T lgnore x & rL’_} (3 B2 meeting Move to: T 3 To Manager » @ . :
g T Cleanlpr RL(_I 5 (" F*')d | Team Email v Daone i Rl‘jl 0')N e E= Address Book
ew clete | Reply Reply Forward B piore~ | |2 - ove Rules OneNote  Unread/ Categorize Follow
° ore s -
Email Items~ | Meeting | & Junk= All &y |62 Reply & Delete ¥ Create New . - Read 2 Up- | Y Filter Email
Mew TeamViewer Delete Respond Quick Steps [ Move Tags Find
i | search Current Mailbox (.. B | Current Mailbox - | € Reply G2 Reply All (3 Forward
- C <demo@ AeE @ca .gov. v
+ dangnguyenquochuy@vnptvn All Unread ByDate ~  MNewest + Demo ACC <demo@cacbang.govvn demo@cacbang.gov.vn
4 Today Tesst
+ demo@caobang.gov.vn Microsaft Outlook
Microsoft Outlogk Test Me... 11:49 AM
This is an e-mail message ascs
Sent ltems 4 Last Week
Deleted Items N
) Content-filter at mta...
Conversation Action Settings VIRUS (Win.Trojan.Agent-3.., Tue 477
; VIRUS ALERT Our content
Junk E-mail
Qutbox 4 Two Weeks Ago
Quick Step Settings Demo ACC
Search Folders Hi S
ascs <ends

=

Send/Receive
All Folders
Send/Receive




