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3.2. M6t s6 luru y khi giao ti€p bang thu dién tl. .....ccveveeeeeeeeeeeeceeeeeeee e, 77
HE THONG THU DPIEN TU CONG VU CAO BANG

1. PHAN I - MO PAU
1. Gi6i thiéu.

Hién nay, str dung thu dién tir tré thanh nhu cau can thiét voi moi ca nhan, t6
chic. Déi véi cac co quan nha nuéce, Chinh phu di co Chi thi sé 34/2008/CT-TTg
ngay 3 thang 12 ndm 2008 vé ting cuong sir dung hé thdng thu dién tir trong co quan

nha nudc.

Tai Cao Bang, UBND tinh di dau tu va dua vao st dung hé thong thu dién tu
(email) cong vu nham trang bi cho can bo cong chic thude co quan nha nudc, cac to
chac chinh tri x4 hoi thudc tinh dé trao d6i thong tin, van ban trong cong tac chuyén
moén. Hé théng nay ngoai viéc dap mg cac tinh nang va tiéu chuan do nha nudc quy
dinh con c6 tinh bao mat cao, on dinh. Véi giao dién tiéng Viét, ngoai tinh nang chinh
la giri nhan thu, hé théng con c6 céac tng dung kém theo nhu 1ap lich, theo di cong
viéc, ghi chép, luu trit tai liéu,... Hé théng c6 hd tro giao thic truy cap IMAP va POP
nén nguoi dung cé thé xir 1y thu truc tuyén trén nén web hoic chay trong cac phan

mém duyét thu trén may tram nhu Oulook Expess, Microsoft Outlook, Thunderbird,.. .

2. Céc thong sb co ban ciia hé thong:

pén Di
Giao thirc IMAP/POP SMTP
Tén may chu Mail.caobang.gov.vn
cong 993/995 465
SSL SSL/TLS
X&c minh Mat khau binh thuong

Trinh duyét hé tro:  Microsoft Internet Explorer, Mozilla Firefox, Macintosh

Safari, Google Chrome...Va mot s6 trinh duyét thong dung khac
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3. Mot s6 qui dinh vé khai thac, sit dung thw dién tir trén hé thong thw dién
tir cong vu tinh Cao Bing.
3.1. Dat tén hop thu:

Hop thu cta ngudoi dung (con goi la tai khoan, ID, user, dia chi thu dién ti) cua
hé thong thu dién tr co quan nha nudc tinh Cao Bang dugc dit tén theo quy udc co
dang: tenhopthu@caobang.gov.vn , trong d6 phan @caobang.gov.vn 1a khong thay doi
d6i voi moi tai khoan. C6 2 loai hop thu nguoi dung: loai danh cho don vi va loai danh

cho ca nhan:

1. Hop thu danh cho céac co quan, to chac, phong, ban, bo phan,... dugc goi 1a

hop thu don vi ¢ dang: téndonvi@caobang.gov.vn

Tén don vi s& Viét tat, néu tén don vi viét tat gy kho hiéu thi s& viét tit mot

phan hoic viét day du.
Vidu: So Ké hoach va Pau tu:  sokhdt@caobang.gov.vn
Hoi Chir thap do: hoichuthapdo@caobang.gov.vn

2. Hop thu danh cho ca nhan: can bo cong chirc vién chuac, vién chic chuyén

mon thudc cac co quan truc thudc tinh sé€ co dia chi hop thu ¢ dang:
ténhodém@caobang.gov.vn, trong do:

- Tén: la tén cua can bo cong chuc, viét khong dau, khdng chira cac ky tu ma

trén ban phim may tinh khong c6, nhu d, u, 0, 9, & (d viét thanh d, u viét thanh u,...)
- Hodém: 1a ho va tén dém cuia can bo cong chirc, phan nay duoc viét tit.
Vi du: hop thu cua Nong Van Pat s€ duoc dat la dathv@caobang.gov.vn

Néu can bo, cong chic tring tén s& c6 chi dan thém hai chir sb tha ty dang ky

hoic tén don vi cdng tac kém dau cham.
Vi du: datnv2@caobang.gov.vn hoac datnv.soyte@caobang.gov.vn

3.2. Cép phdt va thay déi hép thu.
Hién tai, Trung tdm Céng nghé thdng tin va Truyén thong dugc UBND tinh

giao nhiém vu quan tri, van hanh hé théng thu dién tir cua tinh. Cac so, nganh, cac to
3
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chuee chinh tri, x& hoi, UBND céac huyén, thi cung cac don vi truc thudc, cac xa, lap

danh sach gui vé Trung tdm dé tao lap, thay d6i, hay bo dia chi thu.

Chi tiét vé cac quy dinh xem Quy ché st dung thu dién tir trong hoat dong cua
co quan nha nudc tinh Cao Bang, ban hanh kém theo quyét dinh s6 75/QD -UBND
ngay 14 thang 01 nam 2011 cua Chu tich UBND tinh Cao Bang.

3.3. Lién h¢ hwong din, hé tro:

- Hb tro qua thu dién tir: hotromail @caobang.gov.vn;

- Pia chi don vi quan tri hé thdng, hd trg ngudi dung: Trung tm Cong nghé
thong tin va Truyén thong Cao Bang, s6 009 — Hoang Vin Thu - TP. Cao Bing.

- Hb tro qua dién thoai: (0206)3955899.

2. PHAN 2: HUONG DAN SU DUNG CO BAN

2.1. Hwéng din sir dung co ban

2.1.1. Dang nhdp (Login)

Budc 1: Mo trinh duyét Web (Firefox, Chrome...) va go vao dia chi sau:

https://mail.caocbang.gov.vn

Budc 2: Nhap thong tin tai khoan thu dién tir duoc cap:

b
HEFHONGEHUED IENFIUS
T CAD BANG

Tén ngudi dung: nghinv@caobang.gov.vn
Pang nhap
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Buéc 3: Nhan nat Pang nhap

Man hinh lam viéc cia Webmail sau khi dang nhap:

Cong viéc Cap tai liéu

Théng digp méi b | TR | Tisitites || Chuyéntige

Tuy chon WebDAV
Xoibd | Thurdc | EBv Fv | Hinhdéng v

Ho Tro Mail ~

9]

90+ cudc dam thoai | Doc thém || @ Xem v

¥ Thu myc thu OrPMtd e @ mw & Chide Kich  Banhn 6%
3, Thuaen ~ im| ®  B&Duy Thé (Sa KHET) Fwd: Canh bao - -~ Thanks, B4 Duy Thé - 0973048000 - Théng digp da chuyén tido - Tis "quén trf he théng” <mglces@utm.educc> 4KB  Thg227 =
B2 Thuds gt b HE o q . s o i ’ D o : PR

O » ©  Benh H Mail gid mao - C3m on BVEK Héa An d& chuyén tigp thu gid mao d&n Quén tri hé théng mail céng vu. -- Théng digp gsc - Tir "Bénh (3) Thg 225
2 Thunhap 3)
2 Tharie ) ] e 5o G lai file reset em mail 5& K& hoach va Bau tu - -Do khong dé j nén hign tai file mat khau cla 5& KHOT 6 bixda 3KB  Thg222
W Thing réc O » e  Dinh H3 nh& anh e reset lai mat khau t3i khoan email Hosng Thi Ngoc Anh anhhin@ casbang.govn - T tn51(2) Thg 209
D Lubng hoat déng O » e HELuc P Danh sach cip Email cong vy cac phong ban thugc Huyén Tra Linh - ail' @ Thg 124
Tim kiém O » ®  Néng Hé &P Cis vao trang mail cachang govewn 13 xudt hign bao virut - — Thing & e Thg123
The O ®  LucMinhTudn # Thu gl trao ddooit thang tin huyén Tra Linh - Kinh gif Trung tam C 52K8  Thgl22

v Zimlet O ®  LucMinhTudn & D& nghi xéy dung Hom thu céng vu theo diu méi ca quan, don vi cda huyén Tr Linh ném 2018 - 52K8  Thgl22

& WebDAV I - N
O » . Admin, Phong, H3 @ Thg122
O» ®  S3H P Reset cic thi khodn cla 56 K& hoach v DEu tr - Truns o 2@ Thg 118
[mS ® K& Tuong D kich hoat mail cana wu - kinh gl quin tr mail & 8 3 tro sif dung Email Céng vu tinh Cao & (4) Thal12 ™
“ 4 ThangBaZ0lg  » W Mail gia mao 3 théng diep

CN T2 T3 T4 75 T6 T7

x % 2 sl 2 3 Tir. (K8 tro sir dung Email Cang wu tinh Cao Bing |
4 5 6 7 8 9 10 Téi: (Bénh vién da khoa Hoa An |

1 12 13 14 15 16 17
8 19 20 21 22 23 M4
25 26 27 28 29 30 31

Cam on BVDK Hbda An d3 chuyén ti&p thu gid mao d&n Quin tri hé théng mail céng vu.

Mot 56 biéu twgng chinh cua chirc ning Thu (email).

Thang Hai 27, 2018 9:08 SA =

Biéu twong

Chirc nang

Théng digp mdi i

Soan thao email maéi

¥od bd

Xo6a mot email dang chon

&

Chuyén email sang thu muc khéc

=

In ndi dung email ra giéy

Tra lai

Tra 161 email cho nguoi giri

Tra | tat ca

Tra 161 email cho nguoi guri va nhitng ngudt dong nhan

khac trong myc Cc,Bee

Chuyén tifp

Chuyén email cho mot ngudi khac

Thu rac

Dénh diu email nhu 13 thu rac

<

bat thé cho email

% Launch in Separate Window

M6 ndi dung email trong mot ctra sO riéng biét

2.1.2. Pding xudt (Logout)

- Pé dam bao tinh bao mat cta email ciing nhu tranh viéc danh mat tai khoan

email, ngudi sir dung nén thoét ra ngoai sau khi két thdc phién 1am viéc véi webmail.

5
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- Dé thoat khoi webmail: Chon vao chirc ning Ping xut

,\ -
Cong viéc Cap tai liéu Tuy chon WebDAV Trg gidp sén pham

Tré loi || Tra loitatca || Chuyéntigp | | Xoabo || Thurac | (@8~ |[ &~ | | Hanhdong ~ 80+ cugc di 17UNg tam tro gilp tryc tuyén

Tinh néng mdi

hu muyc thu OrPFtd& ey v & Chige Phim tét
1 Thu gén Y. oao» ° Trén, HS Kinh gri s& Théng tin va truyén thong

T Gidi thigu
JfmEgargin ] ®  B&DuyThé (SKHOT) Fwd: Cinh bao - - Thanks, 2& T
! Thu nhap (5) Offline Mode

° Bénh, H3 Mail gia mao —

| Thu réc @1) O » énh, HO ail gia ma
' Thiing réc [} ° S& G lai file reset em mail S& K& hoach va D3u tu - - D¢
] Ludng hoat déng O » ° Dinh, H& nhé anh e reset lai mét khau tai khodn email Hoang Thi Ngoc Anh anhhtn@ caobang.gov.vn - T31 ki M
im kigm O » e H&, Luc @) Danh séch cdp Email cong vu cac phong ban thudc Huyén Tra Linh - C tran trong cdm o Théng diép g&c -- T/ (2) Thg124

2.1.3. Thay déi mét khau tai khodn Email.

e Cach 1: Ap dung cho Tai khoan vira duoc khai tao.

- Ngay sau khi ding nhap hé théng bang mat khau duoc Quan trj vién cung cip, man

hinh xuat hién hop thoai:

, UBND TINH CAO BANG @zimbro

HE THONG THU DIEN TU CONG VU

\@/"t khAu cla ban khdng hop 18 nika. Vui 1dng chon mat mat khdu mdi.

Tén truy cap: |tk:test1

Mat khau méi: |

|
Mat khau: | |
|
|

MMt khau xac nhan: |

Bang nhap Nhe t&n va mat khau
L3

- Hweérng dén st dung

Hé trgr Dién thoai: 0263 955 899 - Email: hotromail@caobang.gov.vn

Pon vi quan tri va vAn hanh: Trung tdm CNTT va TT - S& Théng tin va Truyén théng Cao Bng
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- Ngudi sir dung tién hanh dién Tén ding nhip, Mat khiu cii, Mat khau méi, Xac
nhin mat khau méi.

Luwu y : Mét s6 quy dinh vé dit mét khiu méi

MGt khdu c6 do dai t6i thiéu 6 ky ti, t6i da 20 ky tir.

o &

Mt khdu méi khong dwoc trung voi mdt khdu ci.

MGt khau méi khéng dwoc trimg véi tén dang nhdp.

o o

Mat khau moi nén co sy két hop chir thuwong, chir hoa , so ,va cdc ky hiéu dac

biét: , -#1@,....
- Click Pdng y d¢ thay dbi mat khau.

e Cach 2: Dé thay d6i mat khau Nguoi sir dung thuc hién cac budce sau:

- Bugc 1: Trén thanh Menu ngang, click chon Tuy

chon

FHE THONG THU DIEN TU CONG VU TINH CAO BANG

§ O -y Fa _- ~. :
S& dia chi Lich Cong vice  Captailieu ZEEVTEGYel WebDAV

N

Luu lai Huy bd Hoan lai céc thay ddi
¥ Tuy chon

€% Taikhoan Mat khau: | Thay ddi méat khiu

B4 Thu

Dang nhap bang: ® Nang cao (Ajax#zb
A Boloc () Chuidn (HTML)
¥ Chirky

- Chon Thay d6i mat khau.

- Bu6c 2: Hop thoai thay d6i mat khau xuat hién.
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THU DIEN TU TINH CAO BANG

o Vui I6ng nhap mét mat khau méi va nhap lai né trong trréng

xac nhan.
Mat khau cii:
Mat khau méi:
Xac nhan:

D6i mat khau

- Nguoi sir dung tién hanh dién Mat khau cii, Mat khau méi, Xac nhan mat khau
moi.

- Click Thay d6i mat khau dé thay d6i mat khau.

2.1.4. Soan va Giri Email

2.1.4.1. Soan thao Email moi

- Trén thanh Menu ngang, chon chttc nang Thw > Thong di¢p maéi



Trung tdm CNTT va Truyén théng Cao Bang Tai liéu thur dién tir cong vu
https://mail.caobang.gov.vn

£ THONG THU DIEN TU CONG VU TiNH CAO BANG
Lich Cong viéc Cap tai liéu Tuy chon WebDAV

Théng diép mai Tra |5i Tra loi tat ca Chuyén tiép Xodbo || Thuric s g
¥ Thu muc thu N [ Sépxép theo Ngay ©

B2 Thudsgli

2 Thunhap

3 Thuric

Thung réac

Khéng cé két qua nao dugc tim thay.

Tim kiém
Thé

» Zimlet

- Man hinh soan thao email méi ¢6 dang nhu sau:

PP
IETHONG THU DIEN TU CONG VU TINH CAO BANG

] . S -
Thu  S6diachi Lich Cdngviéc Captailiéu  Tuychon  WebDAV [EEHGHIRELENELTEX]

Gl oy |_Luu ban nhép | ¥.| | Taychon

| Téi | (HoTroMail X)

‘ Ce: ’

Chi dé: Hwdng dan s& dung Mail cong vu
|E)|'nh kém v ’ Meo: kéo va thd cdc tdp tin tU desktop cda ban dé dinh kém véo théng diép nay.

Kinh giri Anh(Chi) tai 1liédu huéng dan si dung mail céng vu Cao Bing

a. Giki t¢i: Nhap dia chi email ciia nguoi can giri. Muén gui cho nhiéu ngudi thi
thém dau «,” sau mdi dia chi email.
b. Cc: Bong gui cho nhitng nguoi khac ngoai cac dia chi email trén muc Giri toi.

C. Chii dé: Noi dung tom tat clia email can guri.

Luu y : Mudn giri email cho nhiéu nguoi ma nhitng ngudi nay khong biét nguoi gui

da giri cho nhitng ai thi chon biéu twgng Hién thi Bee va nhap vao cac email can gii.
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- Chon Giri dé gui thu.

2.1.4.2. Tra loi Email

Céch 1: Click phai vao tén ngudi giri caa email can tra 10i -> chon Tra loi.

Ly

ETHONG THU DIEN TU CONG VY TiNH CAO BANG

i NN A
S8 dia chi Lich Coéng viéc Cap tai liéu Tay chon WebDAV

Théng diép méi Al | Tral15i || Tralgitdtca || Chuyén tiép Xod bd || Thu rdc s o Hanhdéng ~

v Thu muc thu O»PFtF e 2 T & Chiae
B Thu da gti . [Ed Tl I
8 Thratyh | ®  B&DuyThe (S3KHOT) Fud: Canh & [‘—? EE L] T
£2 Thu nhap (5) &) Trd 15i tat ca v E
B3 Thu réc 1) O » ® Bénh, HO Mail gid ma 52 Chuyén tiép o th
‘ Thiing réc O ™ Sg Gii lai file r 2 Forward conversation
] 3 pigu hudng -
B Ludng hoat déng 0 » [ ] Dinh, H& nhdanher & Sia nhu tao mdi ':éng Th
Tim kiém O » ®  HS Luc & Danh séch ¢ . li¢ Huy
x Xod bo -
The o » e  Néng H P Civéotran (5 Danh diu I3 Thu réc bso vin
Cach 2:

- Chon email can tra 1o1.

Trd 1&i

- Chon biéu tuong

Lich Céng viéc Cap tai liéu Tay chon WebDAV

Théng diép mdi M | Tra i

¥ Thu muc thu O »

Chuyéntiép | | Xoabd || Thursc | |BA~v || & v | | Hanhdéng

1 e Tra loi

- & Thudén T O o Tran H3 Kinh g s Thimg
= Thu d3 gii ' '
B Thirath ol O @  B&DuyThé (54 KHOT) Fwd: Canh bdo - -- Thanks, B& Duy Thé - 09730
£2 Thunhép (5)
O » ® Bénh, Ho Mail gid mao - C3m on BVEK Hos An d3 chuyé

3 Thuric 2D

Lwu y: Néu mudn tra 10i email cho ngudi gui va nhitng ngudi nhan khac trong

Tra |&i tét ca

muc Cc, Bece thi chon biéu tuong

2.1.4.3. Chuyén tiép Email

A 2 .2 Chuyén ti&
Chon email cAn chuyén - >chon bidu twong —— ©©

10
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| Tralai || Trd loi tat AT Chuyén tigp sbd || Thurac | (BB~ || #F ~| | Hanhdéng ~

O PFt& e 3 & Chide

O e [ ] Hé&, Trudng &2 kich hoat mail cdng vu - kinh gii quan tri ma g wu d
O » ® Néng, HE MAIL STC CACBAMNG - £13 Feset lai mat khaw: tuhn@cack
Ll = [ ] Ha Canh bao v viéc rd d dif liéu (tai khodn/mat khiu) trén h
O w» [ ] Binh, HE Mhd Tudn reset em mail - D3 reset lal mat khau rdi anh n

- Nhap email mudn chuyén dén -> Giri

S8 dia chi Lich Cong viéc Cap tai liéu Tuy chon WebDAV Fwd: Canh bac v &

G || Huybé Luubdnnhip | | ¥ | Tiychon v

| Tdi: | |::L|..ru Anh Tudn X;]|ﬁﬁ Email Can chuyen

| Ce |

Chi d&: [Fwd: Canh bao vé viée rd ri diF liéu (tai khodn/mat khdu) trén hé théng thu dién t0r cdng vu tinh Cao Bang

|D|'nh kem ¥ | Meo: kéo va thd cdc tdp tin tif desktop ctia ban € dinh kém vdo théng diép nay.

----- Thong digp d3 chuyén tidp -----

Tir: "H@ trg sir dung Email Céng vy tinh Cao Bing” <hotromail@cacbang.gov.vn>

Tgi: "Trung tam CNTT" <ttcntt@cacbang.gov.vn>

Da gii: Thi Tw, Thang Giéng 1@, 2818 3:49:29 CH

Chd d&: Canh bdo v& viéc rd ri dir 1iéu (t3i khoan/mat khdu) trén h& théng thu dién tf cdng vu tinh Cao Bang

Thi gian vita qua, Quan tri hé thdng thu cdng vy tinh nhan dugc cdc canh bdo vE rd ri dir 1iéu (t3i khoan, ma
nguyén nhan chi y&u sau:

2.1.4.4. Chuyén tiép Email tir déng

- Pé thiét 1ap chuyén tiép email tu dong, Ngudi sir dung thuc hién cac budc sau:

Budc 1: Pang nhap hé théng Email ¢éng vu - > chon chirc nang Tuy chen -> chon

tiép muc Thw

11
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vy

HONG THU DIEN TU CONG YU TiNH CAO BANG

)

S8diachi Lich Céngviéc  Cap tailiéu WebDAV

Lwulai || Huybd | Hoan lai cic thay ddi

¥ Tly chon Hién thi théng diép

&% Téng quan

Kiém tra thu méi: | 5 phit v |
Hién thi thu: ® Theo HTML (Khi cé thé)
() Theo van ban thudng (Text)

- Kéo thanh truot xuéng dén phan Nhan théng diép.

Nhap dia chi email can chuyén tiép tai muc Chuyén tiép mot ban sao

yon

tol.

Nhan théng diép

Thing diép dén: [ phat mat tap tin &m thanh (y&u cau trinh cdm QuickTime hodc Windows Meadia)
[ Lam sang tab Thu

¥ Lim séng tiéu d& trinh duyét

[ Hign thi mét théng bao

| tuanla@caobang.gov.vn|

' Khéng gilr ban sa0 cuc bé cla cac thong digp

[ Giri mat théng digp théng bao tai

nhap dia chi email

- Chon Luru lai.

Luwu y : Néu khdng muén luu lai ban sao caa thu can chuyén tiép thi check vao tuy

chon Khéng giir ban sao cuc b§ cia cac thong diép.

2.1.4.5. Gui Email co kem tap tin

Dé giri email c6 dinh kém tap tin ta thuc hién nhu sau :

s \ . 2 Dinh kém
- Trong man hinh soan thao email, Chon biéu tuong

12
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THU DIEN TU CONG VU TiNH CAO BANG

Jich ~ Congviéc  Captailieu  Tuychon  WebDAV [EISICEENEVEIX

Gii || Huybd Luu ban nhép ¥ Ty chon

| Téi: | |(HoTro Mail X)

Chd d& Hwdéng dan st dung mail Cong vu g
- = 2 - ? Tep dinh kem
TAI LIEU QUAN TRI MAIL CONG VU.docx (8.8 MB) )

- Chon tap tin can dinh kém.

2.1.5. Quan ly Email.
2.1.5.1. Sdp xép Email

Dé sip xép email, ta click vao myc tiéu dé trong wng cua email.

Vi du : Sip xép email ting dan hoic giam dan theo ngay nhan, click vao tiéu dé Pa

nhan luc.

O» Mt&#F e T 4 Chida Kich m
O » . Tran, H& Kinh guii s& Théng tin va truy&n théng - Vang, Em 92 nhan duge yu ciu cla chi Em sé thuc hign va hoan tha Sdp x&p theo thai gian nhan
O L] BE Duy The {53 KHET) Fwd: Canh bao - -- Thanks, B& Duy Th& - 0973048000 -- Théng diép da chuyén tip -- Tir "quén tri hé thdng” <mgilce 4 KB Thg 227

O w [ ) Bénh, H& Mail gid mao - Cém on BVDK Haa A hdng digp ¢ (3) Thg 225

O [ ] Sa Giri I3i file reset em mail S8 K& hoach v B30 tu - -0o khang & nén hién tai file mat khiu cia 58 KHET a3 bi x6a. Ki 3 KB Thg 2 22

a » L] Binh, H& nhé anh e reset lai mét khau tai khodn email Hoang Thi Ngoc Anh anhhtn@ caobang.govwn - Tai khoan da reset M2t (2) Thg 209

O » . H&, Luc &2 Danh séch cdp Email céng vu cac phang ban thude Huyén Tra Linh - Ok xin trdn trong cam an! -- Théng digp gdc - T () Thg 124

O w» L ] Néng, H& & Cir vao trang mail.cacbang.govewn la xudt hién bao virut - -- Thang digp da ot <ng (2) Thg 123

O [ ] Luc Minh Tudn #2 Thu gui trao ddooit théng tin huyén Tra Linh - Kinh g Trung tam C -5 TTTT tinh Cao Bang: - Trong nam 2017 dL52KB  Thg 122

O L] Luc Minh Tuén #P DE nghj x&y dung Hom thu céng vy theo dau mdi ca quan, don vi cla huyén Tra Linh ndm 2018 - Kinh gl Trung t3m 52 KB Thg 122

2.1.5.2. Tao thw muc chira Email

Céch 1: Click vao biéu twong

S8 dia chi Lich Céng viéc

Théng diép mdi Al | Traloi || Tra loi tdt

¥ Thu muc thu R
é Thur dén a Thu muc mdi {%
B Thu as gui Luding hoat déng |
(2 Thu nhap (6) $ Mdréngtitcd |-
EE Thar rac (21) ﬁ Tim chia s& -
T® Thiina rar e | [ ]

13
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Cach 2: Click chuét phai vao ngan thu muc chon Thw muc méi

S8 dia chi Lich

Théng diép mdi ~ IRELE

¥ Thu muc thu O » P
4 The -~
=
B ot
@ Th Lam trdng thu muc |
£2 Thu (G, Chia s& thu muc -
@ Tho Di chuyén

B Lo X Xoibd

11 D&i tén thu muc
Tim ki Sifa cac thudc tinh
The Mé& réng tat ca

- Pat tén, chon mau dai dién, chon nei dé dit thu muc mai.
Tao mai thur muc

Tén: | Quan trong|
Mau: | B Mau a6 ~ |
Feed: || Bang ky tdi ngudn tin (feed) RSS/ATOM

Chon nai dé dat thu muc mdi:

¥ Thu muc thu
&, Thu dén
B Thu as gt
@ Thing rac
| Luging hoat déng

| Bangy || Huybs |

- Chon Pong y dé két thic.

14
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2.1.5.3. Di chuyén Email vao thw muc

Cach 1 : Click chon email rdi kéo(drag) vao thu muc can chuyén.

S8 dia chi

Théng diép mdi | Tra 1

Lich

Cong viéc

Cap tai liéu

e,

¥ Thu muc thu O »Pt#F e (3 Tr
& Thu dén O » ®  Trin H3
= Thu d3 gUi :
B Thuda gl O ®  B&Duy Thé (54 KHDT)
2 Thu nhap (6)
Bénh, H&
B3 Thu ric (21) O » ¢ = e
T8 Thing réc U L ¥,
3 Ludng hoat déng O » ®  Dinh HA
8 quantro M- - A
. . rﬁr_’b = = Tran, HO Kinh gl s& Théng tin va truy&n thdr
Tim kiém =2 » & Néng, HS

Céch 2 : Click phai chudt I&n email can chuyén -> chon Di chuyén -> chon thu muc

dat email

OO0 o0Oo0oooao o

» Pt #F e 3 T

[

Tran, H6

BE Duy Thé (S& KHET)
Bénh, H&

Sg

Dinh, H&

Ha, Luc

MNéng, Ha

Luc Minh Tudn

Luc Minh Tudn

Admin, Phang, Ha

¢ Chide

Ki’nh B B L e o e L e

3 Trd 1
Pwd &9 1ra 11 £2t c
Mail E¥ Chuyén tigp

o) 53 Forward conversation

Guri _

i Digu hudng
nhd # Sia nhu tao mai
&2 Dan
&2 Cin

@7 Thu @ Gén thé cude dam thoai

X ¥oad bd
g Béanh dau 13 Thu rac

]

B Der |@ Di chuyén )

@In

o w -

15
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2.1.5.4. Quan ly Email theo thé (Tag)

Chure nang Thé (Tag) dung dé phan loai cac email, nhiém vy, cudc hen... tir d

gitip ngudi dung d& dang quan 1i va tim kiém cac dbi tuong nay.

e Tao thé maoi

- Click chudt vao biéu tuong

Théng diép mdi Ml | Tra & || Traloitdt ca

¥ Thu muc thu
& Thuaén
B2 Thuda gt
£2 Thu nhép (6)
£3 Thuric 21)
' Thung réc
B Ludng hoat déng
. Quan trong

>

|
|
|
O »
a
O
|
O

Tim kiém
Thé

v Zimlet

N\ WaknAv

- bat tén, chon mau dai dién cho thé.

Tao mai the

Tén thé:

Hé tro' tao Email mdi | 4 Xanh lyc ~ |

| Bangy || Hujbs |

- Click Pong y dé hoan tat.

16
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e Gin thé cho email

Céch 1: Click phai chuot vao email can gan thé -> chon Gin thé thong diép -> chon

thé can gan.

[ * Luc Minh Tudn

[ ] - Luc Minh Tudn

O w ] Admin, Phéng, Hd
a » ® 53 HS

O m ® H&, Trudng

O » » Méng, HE

O » . H&

O » . Dinh, H&

a » e  H3 Vi

[ o Lém Hing

@2 Thu gl trac ddooit théng tin huyén Tra Linh - Kinh gl

A DS ki viu Ao Ham thee cding vu theo diu méi ca quan
- :

&9 Trd 15i |
& Trd 15i tat 3 E
3 Chuyén tigp E hoach va B&u tr - Trung tam

Forward conversation

5% Digu hudng :

fs‘.}anhut@l}mdi get 1zl mat khau: tuhni@caoban

M os bd
2@ Bénh ddu 13 Thu rac

g Z&n thé cudc dam thoai ]

D chuyen

@In

@ Ho tro tao Email mai

< Thé méi

o the

ll - i Ll

L

Céch 2 : Chon email can gan thé -> chon biéu tuong RN chon thé can gan

Chuyén tiép

O Pt&F e (3 T

-t

Tra lai Tra |di tdt ca

| ®
[ | .

Luc Minh Tudn

Luc Minh Tudn

e Hiéu chinh thé
Click phai chudt 1én thé can hiéu chinh

¥oa bo

Thu rac él'
&2 Cha d
et -

&2 BE nghjxdy dunyg

1. Néu mudn dbi tén thé thi chon D6i tén thé

2. Néu mudn ddi mau thé thi chon Mau thé

17
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¥ lhe —
| & ougmormaima

) <8 Thé mai
¥ Zimlet

< Danh déu tit ca 13 d3 doc
@ WebDAV Déi tén the

M ¥oibs
& Mau thé r

e B6 gin thé cho email
Céachl:
Click phai chu6t 1&n email -> chon Gan thé théng diép -> chon Loai bé thé

O s PMtF e (3 T & Chids

CL Tim email...

B Thu mdi

& Sira lign hé

{=1 Forward Contact

3 Trd 15

Trd 13 tét &

e Chuy#n tiép

¥ Forward conversation
E¥ Digu hudng

# Sira nhu tao mdi

X xoa bd
[z@ Danh dau 1& Thu rac

@ Gén thé cudc dam thoai  » @ Thé mdi

E In

Cach 2:

Chon email muén bo gin thé -> chon biéu tuong 7 > chon Loai bé thé

| Trdlgi || Trdlsitstcd || Chuyéntigp | | Xoabd || Thursc | | BB v ||~ | | Hanhdong v |

O Pt&F e (3 T £ Chi dz &Z The mai [nt]

18
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e Xba thé

Click phai chudt vao thé can x6a -> chon X6a bé.

¥ The

O HAtrotao Email mai v

_ <8 Thé mai
¥ Zimlet Danh dau t3t ca I3 d3 doc
& WebDAV ]l Déi tén thé
% Xo3 bd T |
& Mau the o

2.1.5.5. Xem cdc Email da gui

- Pé xem céc email di duoc giri di, ta click chudt chon thu myc Thuw da gii

S6 dia chi Lich Cong viéc Cép tai liéu Ty chon WebDAV Hudng dan st du X

Théng digp mdi hll | Tralai || Trd laititcd Chuyén tiép ¥od bd Thur rac - i Hanh déng ~

¥ Thu muyc thu O»Mt# e 3 Ta & Chide
& Thu deén O w» * w hotromail@cacbang.gov.vn Kinh gii s& Théng tin va truyen thdng - Vang, Em 42 nhan dugc
TG {bv O » L] ... hotromail@caobang.gov.wn Mail gid mao - Cdm on BVDK Haa An d& chuyén tiép thu gid maa
2 Thwnhap (6) .
E?) Thir rde (21) O » ] cuongdv, Ho tro Mail nhé anh e reset lai mat khau tai khodn email Hoang Thi Ngoc An
§ Thing rac O L vanphongtonghoptn & Mau ding ky hop thu dign t cdng vu - E gl anh mau dinc
B Lugng hoat déng O » ] nghinv, Ha Tro Mail @ Cir vao trang mail.cackang.govewn 13 xudt hién bao virut - - The
Quan trong O » ®  Admin, Ho Tro Mail

2.1.5.6. X6a Email

¥oa bo

- Chon email can x6a -> click biéu tuong

| Tra 13i Tra |&i tt ca Chuyén tiép Thu rac
O Pt o (3 Tu @ Chid
0 [ Tran, HS Kinh gt
[+ L] B& Duy Thé (S5& KHET) Fwd: C2
1l . ® Bénh, H& Mail gi:
| . ot G laid

Cac email da x6a sé dugc dua vao thu muc Thung rac
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I Thu S& dia chi Lich Céng viéc Cép tai ligu Ty chon WebDAV Hudéng din st du X

Théng diép mdi Al | Tralai || Trd laitat cd Chuyén tigp Xod bd || Khdng phaithu rac - S Hanh déng ~

¥ Thu muc thu O»PMt&F e @3 T & Chide

‘i' Thu dén O [ ] Maggie Re: Guitar direct supply from China - Dzar friend =t =

E-: Th a3 g O [ ] Jason Re: Fxinda Umbrella manufactuer - Dear friend G000 DA

2 Thu nhip (6)

Ea Thu rdc (21) - O [ ] Cici Re: CAD design drawing for mould - Dezr Siror Madzm: 1o
I Thing réc U O ®  Matlo P £3R200% N EFEANTRIR MEFIE RS - oo
= LuZing hoat déng O [ ] Mr. Henry RE:inquiry about aluminium extruded profiles - «7F&0

B Quantrong O [ Hittey Re:New MPPT Solar charge controllers - (=777c2=70000=c
Tim kigém O L] Mandy Re: offer empty dropper bottle. - Dezr S0 (Vzczm Nice dz

2.1.5.7. Xb6a thung rac

. . N o - Y04 b
Céch 1: Vao thu muc Thiing réac -> chon email can xéa-> click biéu twong =~ °°

S8 dia chi Lich Cong viéc Cap tai liéu Tay chon WebDAV

Théng diép mdi Ml | Trdlai || Tra lai tdt ca Chuyén tigp

Khéng phai thu rac

¥ Thu muc thu O PFt&Fe 3 Tv & Chide
& Thudén ®  Maggie Re: Guitar direct «
- Thu da gt e  Jason Re: Fxinda Umbre
gu U L] Cici Re: CAD design d
| ™ Mat10 &7 2005 EERI

Céch 2: Click phai chuét vao thu muc Thing rac -> chon Lam tréng thung réc

¥ Thu muc thu

Thur dén

Thu d& gui

Thu nhap (6)

Thar rac (21) v
Thing ré-

a Thu muc mdi
Lugng h ) )

Quan tre @ Lam tréng Thing rac g
Tim kigm Chia s thur muc
¥ The

@ "Eltrlj ti I o tan thy muc L

¥ Zimlet |z | Sira cdc thudc tinh F

B O &)@ e
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Xuét hién hop thoai canh bao. Mudn xda email chon Pong Y, nguoc lai chon Hiy bé.

Canh bdo

f!‘-_». Ban cé chéc chin mudn xoé vinh vién moi thu trong thu muc "Thu
rac"?

[ DBng § ” Huy b3 |

2.1.5.8. Xoa thu muc

- Click phai chu6t 1én thu muc -> chon Xda bé

D Ludng hoat déng (]
' Quan trong |
Tim kigm a Thu muc mdi |
. PDénh diutdtcala dd doc B
¥ The o
Lam tréng thu muc
# Hétuotao (&, Chia sé thu muc
¥ Zimlet &h Di chuyén -
@ WebDAV [ o b [y I

Bl D& tén thu mug—f]
Sira cac thudc tinh I

Mo rong tat ca

T

2.1.5.9. Tim kiém Email
Hé thong cho phép ngudi dung tim kiém theo cac chu dé sau : Email, Cac lién hg,
Cudc hen,..... Mic dinh 1a tim kiém Email.

Dé tim kiém, ta chi can g& chudi can tim vao trong muc Search va nhin Enter.

C6NG V':' TiNH CAO BING L + “danh sach email” [°*%  Ho Tro Mail ~

Captailigu Ty chon WebDAV L

Chuyén tiép Xod bd Thur réc hd - Hanh déng ~ 100+ cudc ddm thoai | Boc thém QJ(em A

B T & Chigs Kich B3 nhin G
Trén, HS Kinh gtii s& Thdng tin va truygn thang - Vang, Em 43 nhan duge yéu ciu cdia chi. Em =& thuc hign va hoan thanh tre (2) Thg301
B& Duy Thé (54 KHET) Fwd: Canh bdo - -- Thanks, BE Duy Thé - 0973048000 -- Théng d <mo 4 KB Thg2 27
Bénh, HG Mail gia mao - Cam on BVEK Hoa An d3 chuyén tiép thu gia g dis (3) Thg2 25
Sa GUi lai file reset em mail S& K& hoach va Bau tu - -Do khang d& y nén hign tai file mat khiu ciz 58 KHOT d2 bixda 3 KB Thg2 22

Vi du: Tim kiém céac email c6 cha dé 1a “danh sach email”
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Lich Congviéc  Céptailieu  Tay chon WebDAV  ERaRIN N X]

T e o
;| "danh sach email" X/I|

n Tradlai || Trdlgitdtcd || Chuyén tiép Xodbd || Thurac - i Hanh déng ~ g8
OrPFtsF e T & Chiage
O w» [ ] H&, Luc #? Danh sach cip Email cong vu cac phang ban thudc Huyén Tra Linh - Ok xin tran trong cam on! --
O » [ ] Hé, Vi #? Danh sach email céng vy huyén Phuc Hoa (2018) - cém on em nhé! -- Théng didp gdc - Tin "Ha
O [} Ho & Danh sach dia chi Email céng vu Co quan Thanh Tra tinh Cao Bang - Em giri chi danh s3ch ema
O [ ] HE #2 Danh sach email cdng wu 5 KHCN - Em gii anh danh sach emmail 53 KHCN Anh xem cd thay &
% O » [ ] 5&, HE, sondx &2 56 Naivu gli &/c danh sach mail céng vy, reset mét khdu va tao mdi mét s6 tai khoan, Tran tron
] ] [ ] kdtpacbo Danh sach email khu di tich Pac Bb - Khu di tich Pac B3 42 nhén danh sach ema n chan thanh
] O [ ] Ho tro Mail &2 Danh sach email khu di tich Pac Bé - Xin gli Quy co quan danh sach email céc ca nhan khu di tic
] O » ] vpubndtinh, Ha tro Mail £2 Lap hop thu dign tir cho Cuc Thug, cuc Théng Ké - Kinh gii: VP UBMD tinkh Cong van TB =8 256/T
%

2.1.5.10. Tao chir ky cho Email
- Vao Tuy chen -> chon Chir ky

I THONG THU DIEN TU CONG VU TiNH CAO BANG Ho Tro Mail -

=

S8 dia chi Lich Cong viéc Cap tai liéu Tuy chon WebDAV Tim kiém X (V]

@ Huy bd Hodn lai céc thay d6i o Chon loai dinh dang
v Tuy chon e
&% Tdng quan
€4 Taikhodn Tén: | HO tro sy dungiimail Coéng vu tinh Cat ‘ Dinh dang theo HTML ¥
& Thy mwﬁwmﬂmwﬁ[hnsknf '|12pt ~ | Doan van '”B‘I|Q %lL”A' @'[E—: == '[E"“‘
551 HEHEHCIREMEEN R R
. e Hb tro’ st¥ dung Thuw dién tir Cong vu tinh Cao Béng
© R h°)' e Email: hotromail@caobang.gov.vn
@ Diachitincay Dién thoai: 02063.955.899 R " e
& S3diachi Thoéng tin cho chirky l
B9 Lich
& Chiasé
{4 Théng béo [ chirkymai || xoabo | Dinh kém lién hé nhu vCard: | |[ Duyét.. || Dondep |

% Nhap / Xudt

|A] Phim tat - -
B8 zimlet St dung chit ky
LY N SR Thong diép mai Tra 13i & Chuyén tiép
I Khai bao dung chir ky H
Tai khoan chinh: | Khang c6 chir kj v | | Khong c6 chirky v |

Vitri chirky: ® C trén cac thong diép duoc bao gom () & dudi cc thong diép duoc bao gdm

Vi tri chirky

Nhap thong tin cho chit ky

Luwu y : chon loai dinh dang cho chir ky

1. Vin ban thwong : chir ky dang plaintext
2. Pinh dang html : c6 thé dinh dang c& chit, mau chit, chén lién két website,

chén hinh,..... cho chit ky
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- Click Luru lai dé tao chit ky.

2.1.5.11. X6a chit ky
Vao Tuy chon -> chon Chir ky -> chon chir ky muén xo6a -> click biéu

| Xoabs |
twgng -

"'IY'W

Cong viéc Cap tai liéu ) WebDAV Tim ki€m X
Luulai || Huybd Hodn lai cic thay ddi
T ity |
&% Tdng quan
% Tai khodn Tén: | Hé tro s dung Email Céng vu tinh Cat
B Thu H tror sir dung EmailCdrg\n_ltir[Sans Serif = | 12pt ~ | Boan van - ” B | I | u ‘S" I!”i '|£ '”

>

=l=[=[=m[s[o[Q —[m-]5[]®

Ra khdi o quan II-EI;;:? :gtsglnr':giIg:agil;?:ntgg%?‘vgnw tinh Cao Bang

& Dia chitin cay Dién thoai: 02063.955.899

@ S&diachi

B Lich

@& Chiasé

(A Théng bio |m| | Dinh kém lign hé nhu vCard:

B Nhip / Xuat

[&] Phim tit
Zimlet Sir dung chii ky

Théng digp mai Trd |31 & Chuyén tigp

~

Tai khoan chinh: | Khang ¢4 chir kj | | Khang <6 chir iy = |

Vi tri chii ky: @ O trén cic thong digp duoc bao gdm ) O dudi cic thang digp duac bao gbm

2.1.6. Thiét lap bo loc Email (Filter).
Ching ta c6 thé thiét 1ap bo loc email dé ty dong di chuyén email vao mét thu muc cu
thé, gan thé (tag) cho email, chuyén tiép email cho mot dia chi khéc, hay xda

email,......

2.1.6.1. Tao bo loc moi

- Chon chirc nang Tuy chen -> cho B§ loc thw -> click Create Filter
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HE THONG THU DIEN TU CONG VU TINH CAO BANG

; 4
ST . T SR ~
Sé dia chi Lich Cong viéc Cap tai liéu WebDAV
Luu lai Huy bd Hoan lai cic thay déi
r Tuay chon
& Téng quan B4 loc ludng hoat déng
Py Tai khoan — ~ | Quy tac cé thé dugc thiét I3p d€ khi ban nhén dugc

& ’ Fuctiop ubng hogtang ’ déng ma ban c6 thé ki€m tra mot céch thudn tién.

& Thu

| B3 loc théng diép dén | BS loc théng diép gui di

=D

S8 dia chi Bé loc hoat dong

_ [

Ra khdi o quan Stabdlpe | [Hoabolge | [Chaboler

Pia chi tin cay

Lich
Chia sé

Thong béao

toplderaely

Mladem J V.. 5%

- Hop thoai bo loc hién ra

Thém bd loc Tén bd loc

Tén bé loc: ¥/ Hoat déng

MNéu cla cac digu kién sau dugc dap dng:

(=]

Pieu kién loc mail I

Thém digu I

Thurc hién cac hanh dong sau:

Gilf trong Thu dén - E] [:]

W) Khang xir Iy cde b loc thém N __‘ :
Cong viéc sau khi loc xong I
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- Nguoi stir dung tién hanh nhap Tén b lec, diéu kién loc mail, cong viéc sau khi loc

xong...
- Click Pong y dé tao bd loc.
2.1.6.2. Chinh swa bo loc

- Chon bd loc can hiéu chinh = click bidu tugng = "2 2% 2°

Bé& loc ludng hoat dong

Quy téc cd thé duoc thist lap dé khi ban nhan dugc ti

Thigt 13 &ng hoat d4 ; . L s iy s g
et ap luong ho? :'lng|ﬂu;:-ngmal::-a_nc:utheklemtramgtcachthuantlen.

Bd loc théng diép dén Bd loc théng digp gui di

Create Filter ¥da bd loc Chay bd loc

Lugng hoat déng

2.1.6.3. Xoa bo loc

A A s . 3 Fts s o
- Chon bd loc can x6a -> click biéu twgng -~~~ °

Bé& loc ludng hoat dong

Quy téc cd thé duoc thist lap dé khi ban nhan dugc ti

Thigt 13 &ng hoat d4 ; . L s iy s g
et ap luong ho? :'lng|ﬂu;:-ngmal::-a_nc:utheklemtramgtcachthuantlen.

Bd loc théng diép dén Bd loc théng digp gui di

Create Filter Sira b loc Chay bé loc
Reset Email

Lugng hoat déng

i
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2.1.7. Quan ly s6 dia chi (Address Book).
2.1.7.1. Tao s6 dia chi méi

- Trén thanh menu ngang, chon Sé dia chi > click vao biéu twong =~ = Chon Sé dia

chi mai

' 4]35»16_ THU DIEN TU CONG VU TiNH CAO BANG

Lich Cong viéc Cap tai liéu Tuy chon WebDAV

Lién hé méi ¥ 3 bd @~ | Hanhdéng v

v Contact Lists Titca llzglA’B]ch‘E‘FIGIH’IIJ

g Danh sich phan phdi

B Lién hé a5 email E % Hung Pam Van
W Thung réc Phé phong ky thuat
[0 @ Tramy té x5 Hung Pao TP TT CNTT&TT
Tim kiém \
Thé 0@ .t CaoBing Email: hungdv@caobang.gov.vn
v Zimlet O & ytetra finh
& WebDAV

- Hop thoai tao m&i sb dia chi hién ra, dit tén, chon mau dai dién, va chon vi tri dat

sb dia chi mai
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Tao mdi s& dia chi

Tén: | Trung tim Cdng nghé thdng tin va Truyén thong]|

Mlau: |E Xanh lam -

Chon nai d& dat the muc mai:

¥ Contact Lists

[ Lignhe

5 Lién he a3 email

| Bongy || Hujbs |

- Chon Pong y dé tao sb dia chi.

2.1.7.2. Thém mot dia chi vdo s6 dia chi

Chon chuc nang Sé dia chi -> chen Tén sé dia chi -> chon Lién hé¢ méi

Cap tai liéu

Cong viéc

=1}

¥ Contact Lists
Bl Danh sach phan phsi
B Lienne

B Lién hé a3 email

e i G S

% Thungrac

Tao lien hé mdi

Khéng cb két qua nao dugc tim tha,

Tim kigm
The

¥ Zimlet

@ WebDAV

Chon =6 dja chican thém

- Ctra s6 Tao méi lién hé hién ra, tién hanh nhap cac thong tin lién hé
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Lich

Céng viéc

Cap tai liéu

Ty chon

WebDAV JREEREEYX]

= ¥od bd Y-

<Khong co ten>
G

Email: | £z chlemall &
Dién thoai: | 50 dién hoa) |Mobile  v| 4
IM: | Screen Name |W| +
Dia chi: | Dubng ohd (Nhareng v |4
Thanh pho Bang/Tin Mé buru dién

URL: | URL Nharigng v | 4

Khac: |Nhdp van ban |E| Ngay sinh |Z| s
Ghi chi:

- Chon Luu lai dé két thuc

Lwu y: Néu muon lheu hinh anh twong g Véi dia chi lién hé, ta click chon biéu

tuong va lam theo hirémg dan.

2.1.7.3. Stra thong tin dia chi

=

Hanh déng ~

. A - -2 S':rEI
Chon dia chi can stra -> click biéu tugng
Lién hé mdi __ Ehv || Fv
¥ Contact Lists - [ —

B Danh sach phan phi

|123 |A‘E|C|D‘E|F|E|I—

B Lenhe
% Lign he g3 email

B Trung tam Céng nghét ~
T® Thiina rar

28
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2.1.7.4. Xoa dia chi

Click chon dia chi can x6a -> click vao biéu tugng = 2 2°

T | Hinhdéng ¥

[ Tét ca 123 A|B|C|D|E|F|G|H

Anh Tuan Luu
MNhan vién

Trung tam CNTT&TT

2.1.7.5. Chia sé s6 dia chi
- Click chudt phai vao Tén sé dia chi -> chon Chia sé sé dia chi

¥ Contact Lists E
B Danh sach phan phai
[ Lignhe M @ Luu, Anh Tudn

% Lien he 63 email
8 Trung tdm Céng nghé t =

% Thing réc E. 54 dia chi mdi
. I8 Chia sé s dia chi@
Tim kiém % Xoi bd
The Bl D&i tén thu muc
¥ Zimlet Sira cac thude tinh
{E, WebDAV Mo réng tat ca

- Nhap théng tin (dia chi email) va xac dinh quyén cua ngudi duoc chia sé
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Chia se thudc tinh

Tén: Trung tdm Cdng nghé thdng tin va Truyén thdng
Kidu: Contacts Folder
Chia se vdi: @ Nguai ding hodc nhém ndi bé
Khach ngodi (chi xem)

L - i - - e - =]
Céng cong (chi xem, khéng yéu cdu mat khau)

Email: [:nghinv@ca cbang.gov.vn x:]

Vai tré
Khing Khéng
#* Ngudixem  Xem

MNgudi quan Iy Xem, Sia, Thém, Loai bd

Quan tri ¥em, Sira, Thém, Loal bd, Quan tri
Théng diép
| Gt théng digp chudn - |

Ghi chi: Théng digp chudn hién thi tén cda ban, tén cla cac muc
chia =&, cdc quyén ban d3 cdp cho ngudi nhan, va théng tin dang
nhap, néu can thiét.

URL
Bé cho phép ngudi khac truy cdp muc nay, digu hudng ho tai URL nay:
http:/mail.cacbang.goviv..uy?EL3EEEE 1n%020th3aC3%E4ng

| Bangy || Hupbo |

7

-Luuy:

1. Néu chia sé cho Nguoi dung hodic nhém ndi bd thi ngudi duoc chia sé sau khi
dang nhap vao email co thé truy cap vao cic tai nguyén chia sé nay véi quyén
duoc xac dinh khi chia sé.

2. Néu chia sé cho Khéach ngoai ( ngudi bén ngoai mang ndi bo) thi nguoi duge
chia sé chi c6 quyén xem va cin mét khéiu dé truy cap céc chia sé nay.

3. Néu chia sé cho Céng cdng thi ngudi dugc chia sé chi ¢é quyén xem va khong

can mat khau deé truy cép céac chia sé nay.

Ngudi duge chia sé nhian duoc email thong bao tir ngudi giri véi 2 tiy chon Chap

nhén chia sé hay Tir chéi chia sé.
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[ S3p xép theo Ngay 1 cuée dam thoai El

1 théng dié

Share Created: Trung tdm Cdng nghé théng tin va Truyén théng shared bv Luu an

[] ® Lwu Anh Tudn 2:38 CH “ Tir: [ Luu Anh Tudn | Thang Ba 5, 2018 2:37 CH
Share Created: Trung tdm Céng nghé théng tin va Truyén théng st - Ta \'tktEst'_@caobang.gav‘vm."

Chap nhan chia se_)| C E[rchc‘ii chig s& }

Lwu Anh Tuan has shared "Trung tam Céng nghé théng tin va Truyén
théng" with tuanla

Shared item: Trung tam Céng nghé théng tin va Truyén théng (Address Book Folder)
Owner: Liru Anh Tudn
Grantee: tuanla
Role: Viewer
Allowed actions: View

Néu chap nhan chia sé, mot hop thoai xuat hién yéu cau dat tén va chon mau dai dién
cho s6 dia chi.

Chép nhan chia sé

Luu Anh Tudn vira chia sé thuy muc Trung tdm Céng nghé théng tin va Truyén théng cda ho vdi ban.
Ching vira ban che ban vai trd Nguidi xem | cai c& nghia la:

* Ban co thé Xem céc muc trong thu muc,
Ban mudn chip nhan chia sé nay?
Tén: |Lwu Anh Tuan's Trung tdm Céng nghé théng

Mau: | g khong ¥

| Khéng gli thu v chia =& nay -

[ Péng v “ Khéng |

- Chon Pong y dé két thuc

2.1.7.6. B6 chia sé sé dia chi

Click phai 1&n sé dia chi -> chon Sira cac thudc tinh
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¥ Contact Lists C

Bl Danh s&ch phan phai

[ Liznhe [0 @ Dam, Van Hing
F'_, Li&n hé 23 email [0 & Luu, Anh Tusn
E Trung tdm Céng nghé t =
T Thing réc B 54 dia chi mai inh
B, Chia sé 58 dia i
The Bl Béi tén thu muc
v Zimlet Sira cc thuse tinh
Mé& réng tat ca
@ WebDAV 3

- Tai hop thoai Céc thude tinh thw muc, click Thu hoi tai dia chi muén bo chia seé.

Cac thudc tinh thu muc

Ten: |Trung tam Céng nghé théng tin va Truyén th

Kidu: Contacts Folder
Mau: |E Xanhlam -
Lignhé 3
Chia sé& cho thu muc nay

nghinv@caobang.govwen  Ngudixem  Sla Thu hdi G lai

tktestl@cacbang.govwn  Ngudi xem S&a@ﬁf EY

| Thém chia sé.. |

- Chon Pong y dé hoan tat.

2.1.7.7. Xéa sé dia chi

3 Hodnd

- Nhan chudt phai tai s6 dia chi mudn xda -> click vao biéu tuong
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¥ Contact Lists E
B Danh sach phan phai
[0 Linhe [0 @ Dam, Van Hing
5 Lien he 83 email
E Trung tém Céng nghé t ~

[ @& Luu, Anh Tudn

Thing réc 2 54 dia chi mai fhinh
B chiasésddiachi |
Tim kiém 'K Xodbs {%
The L]l D& tén thu muc
v Zimlet Sira cac thude tinh
Md rong tat ca
@ WebDAV ‘

2.1.8. Qudn ly lich cong tac.
2.1.8.1. Tao lich cong tac moi

- Chon chire niing Lich -> click vao biéu tuong - chon L2 tehmsi

Cap tai liéu Tuy chon WebDAV

Cubc hen mai Xoa b Pw @ Hoém nay
v Lich T3, Thg36
v B Lich .
e TR
L Thilng réc ' Kiém tra tat
Tim kiém Don dep t4t
Thé &0 Gui lién két rdi va ban nhu »
v Zimlet & Tim chia sé
@ WebDAV

9 SA
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- Hop thoai tao mai lich hién ra, dat tén, chon mau dai

Tao mai lich

Tém |
Mau: |E Xanh lam -

[l Loai trirlich nay khi dang bdo céo cic Bn rdi/bin

| Bangy || Huybs |

diéni
- Chon Pong y dé tao sb dia chi.

2.1.8.2. Tao méot cudc hen moi

- Chon tén lich cong tac -> Cugc hen méi

HE THONG THU DIEN TU CONG VU TINH CAO BANG

mhry

g

Cong viéc Cap tai liéu Tay chon WebDAV

Xod bo 2 [ “v | |#®| | Hom nay

v vLic '

vl B Lich

2018 T2, Thg 35 13, Thg36

6 SA
Tim kiém o
Thé 8 SA

¥ Zimlet
@ WebDAV 95A

- Ctra s6 cudc hen hién ra, dién cac thong tin cha dé, noi dung, nguoi gui. ..
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Thu S8 dia chi Lich Coéngviéc  Captailieu Ty chon Eo I\ Tap hudn quy 1 B
(oo ) i | oong | (@[3 ][] [ Toychon =

Chi d&: | Tap hudn quf Il ndm 2013 |

((nghinv * )( Néng Van Toan * [ thinhnv | Hién thi tly chon

D& nghi mét thai gian
| Dia diém: | | Trung tam Céng nghé théng tin va Truyén théng Cac Bing Hidn th thiét b

DE nghi mét dia diém

aét any: 3772018 Z‘ 300 CH Z| Cangay Liplai: [Khong v B
Ket thoe: | 2712018 z‘ 200CH Z| Nhdc nha: |5 pnit truse ;‘ 0 ik
Hidn thi: | | Ban ~ | | B Lich v | U Réngtw
Lich trinh dn «
Tst ¢4 nguai tham du i - |
&  tusnla@cacbanggovan |
\¥ nghinv@cacbang.gov.vn ﬁ | I
‘L toannv_vhitdi@caobang gov.vn ﬁ | I
‘L thinhnv@caobang.gov.vn ﬁ I I
& - [ 1 .
- click Giri @€ guri email dén moi nguoi trong danh sach.
- Khi dén thoi gian hen trong lich, s€ xuat hién bang théng bao
MNhic nhd cudc hen
Tap hudn quy II nam 2018 Trong 4 phut.
Thg 3 7, 2018 tir 3:00 CH tai 4:00 CH
Bia diém: Trung tdm Cdng nghé théng tin va Truy&n théng Cao
Bing
Snocze for: | 1 phiit trurdc | 7] | éoni | | Giaitan

-Nhitng tai khoan duoc gui lich hen, s& xuat hién email moi tham du cudc hen, Nguoi
sir dung c6 thé chap nhan hoic tir chdi cudc hen. Khi chap nhan tham du cudc hen,

lich cdng tdc mai sé dugc thém vao chie nang Lich cua ngudi dugc moi

Trdlai || T lgitdtcd | Chuyén tidp Xodbd || Thurac SRR A Hanh déng + Boc thém

[0 S3p xép theo Ngay © 1 cudc ddmthoai B Ta‘p huan ql.lsi II nam 2018

.54 CH e Tir: [ Luu Anh Tudn ) Théng Ba 7, 2
& Téi: [ nghinv | [ Néng Van Toan | | tktestl |

Théi gian: Thir Tu, Thang Ba 7, 2018 2:00 CH - 4:00 CH
GMT +07:00 Bangkok, Ha Noi, Jakarta

® Luwu Anh Tudn

Tap hudn quy Il ndm 2018 - Sau day la mét yéu cdu hop mdi: CJ

Dia diém Trung tim Céng nghé thang tin va Truyén théng Cao Bing

Ngurdi t8 chiic [:Luu Anh Tudn |

Khach mai {_nghinv_:- [_héng \an Toén_:- [ tktestl_]

? T v 4 D wust thai gian ma

Phan hd v Chép nhén +

- Pong thoi mot mail xac nhan tham du cudc hen sé dugc giri toi ngudi mai .
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= Chap nhan: Tap huan quy II lrﬂfém 2018 1 théng d

. Tir: [ thctestl) Thang Ba 7, 2018 3:00 C
Téi: (Anh Tudn Luu )

Théi gian: Thif Tw, Thang Ba 7, 2018 3:00 CH - 4:00 CH
GMT +07:00 Bangkeok, Ha Mgi, Jakarta

Dia diém: Trung tdm Céng nghé thang tin va Truyén théng Cao Bing

Ngudi t6 chic: { Luu Anh Tusn )

Khach mai: 7R [:nghinv@cac:bang.gDw.rn:]

| I::t::-annv_vhttdl@caobang.g u:n.r.vn::l

" [:tk'testl @ca Dbang.gov.vn:]

+" tuanla d3 chip nhan I& mai.

Cha deé: Tap hudn quy II ndm 2018
Ngudi td chic: tuanla@cacbang.gov.un

Bia
diém:
Thai Thi Tu, Thang Ba 7, 2018, 3:00:00 CH - 4:00:00 CH GMT +07:00 Bangkok, Ha MNai,
gian: Jakarta

Trung tdm Céng nghé théng tin va Truy&n théng Cao Bang

Léi m&i:nghinv@cacbang.gov.vn; toannv_vhttdl@caocbang.gov.vn; tktestl@cacbang.gov.vn

e Py e B e B e W W

Cao, Toi s& tham gialr\yr

2.1.8.3. Hi¢u chinh thong tin cudc hen

- Click phai chuot vao cudc hen -> chon Mé
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La:m-:H I.Il

Tap hudi y II ndm 2018
dp hudn quy II n3m EM& |

@In '{T}

) Mai lai ngusi tham du

_h_°| Tao mét Ban sao

Tra lai
T T3 131 t5t 3
EF Chuyén tigp
K Huybpd

Thuc hién cac thay d6i phd hop va luu lai.
2.1.8.4. Xoa mot cudc hen

. " X , . .2 ¥od bd
- Click chon cugc hen can xda -> click biéu twong = %% *°

WebDAV  Tap huidn

[ Xéa muc di igig 3 5 T3, Thg 26

i -
354
b 3A 6:00 SA i
Tap hudn quy II ndm 2018
7 SA
854

2.1.8.5. Chia sé lich cong tac

- Click chudt phai lich cong tac muén chia sé -> chon Chia sé lich
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Thu S8 dia chi Cbng viéc
e -
v Lich 2018

[w] B3 Lich

[v B Lich tap husn 2018 +
|_ @ Thing rac Lich madi

= chia sé lich )

The &4 Di chuyén |
¥ Zimlet [2] Sia cac thudc tinh
L WebDAV Taila GN

% Launch in Separate Window

- Cung cap théng tin cua nguoi duoc chia sé : dia chi email, quyén chia sé,... ->
chon Pong y

Chia sé thudc tinh
Tén: Lich t3p hudn 2018
Kigu: Lich
Chia st vdi: @ Nguai ding hoic nhém ndi b
) Khach ngoai [chi xem)

| Cdng cong (chi xem, khéng yéu cdu mat khau)

Email: [:tk-[esr_‘[@caubang.go\f.\rn x:]l

Vai tro
' Khdng Khang
® Ngudai xem  Xem
) Ngudi quan ly Xem, Sz, Thém, Loai bo

0 Quan tri Xern, Sira, Thém, Loai bd, Quan tri

[ Che phép ngudi ding théy cdc cudc hen rigng cda toi.

Thong diép

Gii théng digp chudn -

Ghi chi: Théng digp chudn hién thi t&n oda ban, tén cda céc muc
chia sé, cic quyén ban di cdp cho ngudi nhan, va thong tin ding
nhép, néu can thist.

URL
Pé cho phép ngudi khic truy cip muc nay, digu hudng ho tdi URL nay:
ICS:  httpy//mail.cacbang.gova. ADp3e20hu3EL3BAASN: 202018

Kem: httpi//mail.cacbang.goviv. ADp e20huEL%BAASN: 202018 himl
Cutlook: webcalsy/mail.cacbang.go..ADp320huSE1%BATASN:202018

| Bangy || Fujbs |
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- Tai tai khoan duoc chia sé s& xuat hién mail yéu cau

[ S3p xép theo Ngay © 2cudcdimthosi B Share Created: Lich tap hudn 2018 shared by Luu Anh Tuan
O ® tuanla 307CH @ Tir: (twanla) Thing Ba 7
Share Created: Lich tip hudn 2018 shared by Luu Anh Tudn - Luu & = Tai: I.tklesﬂ.@caobang.gw.\m\'l
. J
O ® tuanla 252CH @hap nhan chia o2
Tap huén quy I ndm 2018 - Sau day 2 mét y2u ciu hop mdi: Chi v P .

Lwu Anh Tuan has shared "Lich tap huan 2018" with tuanla

Shared item: Lich tAp huan 2018 (Calendar Folder)
owner: Luu Anh Tuan
Grantee: tuanla
Role: Viewer
Allowed actions: View

- Khi chip nhan chia s¢, mot hop thoai xuat hién cho phép dit lai tén va chon mau dai

dién cho lich -> chon Péng y dé két thc.

Chap nhin chia sé

Luu Anh Tudn vira chia s& thu muc Lich tap hudn 2018 cia ho vdi ban.
Chuing vira ban cho ban vai trd Ngudi xem |, cdi cé nghia la:

= Ban co thé Xem céc muc trang thu muc.

Ban mudn chdp nhin chia sé nay?

Tén: |Luu Anh Tuan's Lich tap huan 2018

Mau: |E Xanh lam =

| Khéng gdi thu v chia s nay - |

Céng viéc Cap tai liéu Tay cho

Cudc hen mdi Ml | Mod bd - T = Ham nay

¥ Lich 2018 T2 Thg 353
v 3 Lich

§ Thung rac 654

v Lurw Anh Tudn's Li

. - 7SA
Tim kigm |}

The B SA
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2.1.8.6. Bo chia sé lich
- Click phai chu6t Ién lich cong tac dugc chia sé -> chon Sira thugc tinh

Cuéc hen mdi - Xod bd -

¥ Lich 2018 T
|7 E Lich
v £ Lich tép hudn 2018 ~
[] @ Thing rac Lich mai _
B Chia s lich _
Tim kigm % ¥os bd _
The él i chuyé’n |
v Zimlet Sira cac thude tinh : _
o WebDAV e i1l B
'a Launch in Separate Window

- Tai hop thoai Céc thude tinh thw muc, click Thu hoi tai dia chi muén bo chia se.

Cac thuoc tinh thu muc

Ten: |Lich tap hun 201§

Kigu: Lich
Mau: |E Xanh lam "’l

Cudc hen: 0

| Loai trir lich nay khi dang béo céo cac [3n rdi/ban

Chia sé cho thu muc nay

tktestl@caobang.goven  Mgudi xem SCraCrl' El

| Thém chia sé.. | DBng y ” Huj b3 |

- chon Pong y dé hoan tat.
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Thu hi chia sé

Ban c6 chic chan mudn thu hdi truy cip cho tktestl@caobang.gov.vn?

G théng digp chudn -

Ghi cha: Théng digp chudn hién thi tén cda ban, tén cla céc muc
chia s&, cdc guyén ban d3 cdp cho ngudi nhén, va théng tin ding

nhap, néu can thist
| E:nang\%J Khéng |

2.1.8.7. Xoa lich cong tac.

- Click phai chuot Ién lich cong tac -> chon Xda bé.

¥ Lich 2018
v & Lich
[+ L1 Lich tép e = Lich mai
(15 Thingric P cpis i fich '
Tim kigm ~ (98%0sks ”Z)“ :

& Di chuyén

The Sira cac thudc tinh
¥ Zimlet Tdila g
@ WebDAV 9 Launch in Separate Window

2.1.9. Qudn ly cap tai li¢u.

2.1.9.1. Tao cap tai lieu moi

Chon chttc ning Lich -> click vao biéu twong > chon 4 Thumue msi |

3 Cap tai ligu -
g Thing rac a Thu muc mdi :{bj
. Chia s& thu mu
Theé & .
¥ Zimlet

Sifa cac thude tinh

2 wWaknaLy

- bat tén, chon mau dai dién , noi lwu trir cap tai liéu méi.
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Taoc mai thu muc cap tai liéu

Tén: Wan bénl

Mau: 2 khéng -

Thu muc cha: Cap tai liéu

| Bangy || Hujbs |

- chon Pong y dé tao cap tai liéu.

2.1.9.2. Tao trang tai liéu moi

- Chon tén cap tai ligu - > Tai ligu méi

/ 2y
,_’* < 3 R4

S8 dia chi Lich (@ AV Cap tai liéu

HE THONG THU DIEN TU CONG Yy

Tai liéu mdi Tailéntap tin || Taixudng | | Stra

¥ Thu muc cap tai liéu [0 SipxéptheoTén ©

Khong c6 két qua nao

Thé
v Zimlet
@ WebDAV

- Mot trang soan thao xuét hién cho phép ta soan thao céc thong tin can thiét
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i B’
Zimbra - Google Chrome E‘Elg
q

@ Bdo mst https://mail.caobang.gov.mn/zimbra/pliblic/launchNewWindow,jsp?skin=harmony&localeld=vi_...

tai liéu 1 Huiwiai | | HLlwudbeng | # Cho phép Ghi chi phién ban
[SansSerif "|12pt "Doanvén '|[B‘I|Q ‘-5—|Ix|[i '|£ "”E E| = 'H— "“
HEEE CIECINEEN I U

hwdng dan mail cong vul

L

- Pé luu trang soan thao, ta dit tén cho trang -> chon Luru lai.

- M6t hop thoai xuat hién cho phép thém cac ghi chu cho trang soan thao.

Thém ghi chi phién ban tai liéu

Ghi cha:

phign ban 1]

| Bongy || Hujbs |

- Chon Pong y dé két thic.
2.1.9.3. Chinh sua trang tai liéu moi

- Chon trang tai liéu can hiéu chinh -> click biéu twong = >
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¥ Thu muc cap tai ligu

v B3 cap tai lieu
£ Van ban -
g Thing rac

The

2.1.9.4. Upload tdp tin lén cap tai liéu
Chon Cap tai liéu - > click muc Tai Ién tap tin

% e 2 ——

Lich Coéng viéc Cap tai liéu

Thy S8 diachi

Tai ligu midi Ml | Tailén tdp tin || Taixudng Sira Xod bd

¥ Thu muc cap tai liéu [0 Sép xép theo Tén ©

v B3 cap tailieu 0
3 Van ban \
@ Thing rac
Thé

¥ Zimlet

@ WebDAV

-_— .- - -
= tai héu 1

tuanla

- Click vao Chon tép... dé chon tap tin mudn tai 1én (tap tin co kich thudc tbi da 7
MB)

Tai |.=:-.<@.> tin méi vao Cap tai liéu

Chon tap tin € tai lén:

Tap tin: | Chon tép | TAI LIEU QU...ONG VU.docx (¢ Me)la

Ghi chi:

Chii y: Binh kém khéng thé |én hon 7 MB

| Bongy || Hujbe |
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+ Mudn tai 1én thém nhiéu tap tin nita thi click vao Thém
+ Mubn loai boé mét tap tin nao dé thi click vao Loai bé
+PDdng thai co thé thém ghi cha cho cac tap tin nay.

- Chon Pong y dé két thiic qué trinh tai lén tap tin.

2.1.9.5. Download tap tin twr cap tai liéu

- Chon tap tin can download

Tai xudng

Lich Cong viéc [QEeELRENIINN Tuy chon WebDAV

- Click biéu tuong

Thu Sé dia chi

T&i lén tap tin | Xoabd | | B~ | F~ | | Hanh,
¥ Thu muc cdp tai liéu 0 Sap xép theo Tén —
v B captaii - — . :
B cap witiew v TAI LIEU QUAN TRI MAIL CONG WU.docx 4 MB
"h"an bﬂn e lE _j'njrzﬂla
%§ Thing rac
The | T tailigul 678
. tuanla 3772018
¥ Zimlet
T T R

2.1.9.6. Xoa tap tin trong cap tai liéu

- Chon tap tin mudn x6a -> click biéu tuong = =

S8 dia chi Lich Cong viec ENeETRETNIIN

¥ Thu muc cap tai liéu [0 S3pxEptheaTén ©
v B ciptaiie — )
B cap i liew O TAI LIEU QUAN TRI MAIL CONG VU.docx
|l 5 4 -
. Vén ban tuanla
3§ Thing rac
The = tai héu 1
. tuanla
¥ Fimlet
= WebDAV

2.1.9.7. Chia sé cap tai liéu

- Click phai chudt Cap tai liéu muén chia sé -> chon Chia sé thu muc
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¥ Thu muc cap tai liéu O S&p x&p theo Tén
v B0 Cap tai ligu O — LIl
& van bin a Thu muc méi E
@ Thing rac |@ Chia sé thu muc
The X Xodbd
v Zimlet Sira cac thude tinh
& WebDAV

- Thyc hién tuan ty cac bude nhu chia sé lich cdng tac va chia sé s6 dia chi ¢ trén.

2.1.9.8. Bo chia sé cap tai liéu
- Click phai chuot I&n cap tai liéu -> chon Swra cac thugc tinh

Thu S8 dia chi Lich Céng

¥ Thu muc cap tai ligu [0 Sipxépt
v BB cap tailieu O —
3 vin ban -
@ Thiing réc a Thur muc mdi
(&, Chia sé thu muc

The % Xod bé
v Zimlet Sira cac thudc tinh

& WebDAV g

- Tai hop thoai Céc thudc tinh thw muc, click Thu hai tai dia chi muébn bo chia sé.

Cac thudc tinh thu muc

Tén: |VEn ban

Kidu: Cap tai lidu
Mau: |' Xanh lam ~

Céc tp tin: 2
Kich ca: 4 MB

Chia sé cho thu muc nay

tktestl@cacbang.govvn  Mgudi xem

Péngy || Hujbd |

| Thém chia sé..

- chon Pong y dé két thuc
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2.1.9.9. Xoa cap tai liéu
- Click chudt phai 1én cap tai liéu -> chon X6a bé

L
¥ Thu muc cap tai liéu O sap
v B3 cCip tailieu 0

Van bar =
Eg Thiing ric a Thu muc mdi
Chia s& thu muc
The K Heabs |
¥ Zimlet Sira céc thudiinh

& WebDAV

2.1.10. Pdnh déu va bé dinh diu spam mail.
2.1.10.1. Pdnh dau mail Spam
- P6i véi cac email 12 spam nhung hé thdng khong nhan biét duoc, ta c6 thé danh dau

cac email nay la spam nhu sau :

i . . . .2 Thu rac . .., P . -
- Click chon email nay -> click biéu tugng . Email bi danh dau la spam s¢

duoc dua vao thu muc Thw rac.

S8 dia chi Cong viéc Cap tai liéu Tuy chon WebDAV

Théng diép mdi Tralai || Trdlaitdtcad || Chuyén tiép ¥oabs T ghr | P~ Hanh déng ~
¥ Thu muc thu [0 Sip x&p theo Ngay © . Banh ddu muc d3 chon nhu Thu rac [ms] lis
L] w ”S”ln\" TgT=
&, Thu dén (32) v N
() Bac 18 gii mail ra ngoai hé théing khéng dugc (gmail) ngéy 27.2.2018 - Hi Chi Canh. Nh g2 P
B2 Thuda gii
8 Thunhip 27) @ Taco from Trello Thg 214
£8 Thuric .—) Introducing Emoji Reactions! O % - Emaoji Reactions In Trella! Express yourself. View in your =
¥§ Thing rac
i Thg 2 08
D dien tap ddos O @ nghinv d
&) iway (7 (- Fwd: Anh chdo em nhé, anh gii em 2 t&p &nh minh hoa tao muc "Cai cach Hanh chinh"r @@ =
Tim kiém O ® Mang Van Mghi Thg 2 02
Thé (- Re:[RequestID #263673] : Re: [Request ID #263675] : Re: [Request ID #263675] : Hé tro cai gi =

2.1.10.2. B6 danh ddau mail spam
- Pdi véi cac email khong phai 1a spam nhung hé théng hiéu 1a spam, ta c6 thé bo

danh dau spam cho email nhu sau :
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Vao thu muc Thw réc -> chon email can boé danh dau -> click biéu

tuong Khéng phai thu rac

T

Lich Cong viéc Cap tai ligu Tay chon WebDAV

S6 dia chi

Théng diép méi Trd 1ai || Tra 13itat ca Chuyén tigp Xod bo |LKhéng phai thurac ) S| F Hanh déng -
¥ Thu muc thu [ 53p xEp theo Noay © 11 théng diép selected
&, Thu dén (32)
= @ Taco from Trello Thg 214
B Thu d3 gii

- Introducing Emoji Reactions! 0 % - Emaji Reactions In Trella! Express yourself. View in your bre =
£2 Thunhip 27)

'@ Thang rac
B3 dien tap ddos
B3 iway (M

2.2. Huéng din sit dung WebDAV dé upload tép tin c6 dung lwong 16m.
- WebDAYV - Web-based Distributed Authoring and Versioning (tam dich hé théng
qudn ly chirng thec va phién ban dwa trén méi trwong Web) cho phép nhitng nguoi

ding c6 thé hop tac stra doi va quan Iy nhiéu file trén web server tir xa.

2.2.1. Qudn ly tdp tin voi WebDAV

2.2.1.1. Tao thu muc moi

Chon chuc nang WebDAYV -> click vao biéu tugng

Thu muc mdi

E L
> FHE THONG THU DIEN TU CONG VU TINH CAO BANG

S6 dia chi Lich Cong viéc Cap tai liéu Tuy chon WebDAV

¥ Thu muc _wén Kiéu Kichc3 Dugcthay déi i
>3 Dswail £3 osmail Thu muc 1/29/2018 5
ont
D nt
a ccuments E3 Documents Thu muc 5/18/2017
D Photos
otos hu muc /2
B3 rh T 5/18/2017
T ownCloud Manual.pdf application/pdf 4 MB  5/18/2017

- Hop thoai tao thu muc méi hién 1én, g6 tén thu muc mai
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Thu muc mdgi

Thur mue mdi:
Tap_Huan_2018|

| Bongy || Huybs |

- Click chon Péng y dé tao thu muc méi.

Luu y: Khuyén nghi nén dit tén thu muc, tén tép tin 1a tiéng viét khéng dau, han ché

sir dung dau cach khoang trang.

¥ Thu much ¥ Tén Kigu Kich c&
- Thu muc mdi I
>3 DsMail B3 psmail ; Thu muc
D t -
B crumeEnts uments Thu muc
B Photos
i B3 Photos Thu muc
E Tap_Huan_2018
= Tap_Huan_2018 Thur muc
= ownCloud Manual.pdf application/pdf 4 MEB
2.2.1.2. Upload tap tin
Tép tin tai [&n

- Chon thu muc can Upload tap tin & Chon biéu twong

E THONG THU DIEN TU CONG VU TiNH CAO BANG

S6diachi Lich Congviéc Captailieu  Taychon RWENAY
¥ Thu muc ¢ Tén
»E3 DsMail

Kiéu Kich c&

3 Documents

- Hop thoai T4p tin tai 1&n xuét hién > Chon - Chon tap tin can tai 1én
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Tép tin t3i l&n

Tép tin: TAI LIEU QU...ONG VU docx

| Bangy || Hujbs |

- Click Pong y dé Upload file 1én hé thdng

Lich Cong viéc Cap tai liéu Tuy chon

¥ Thu muc e Ten Ki€u Kich c& Buoc thay ddi
»E3 Dsmail = TAI LIEU QUAN TRI MAIL CONG VU.docx application/vnd.op 5 MB  3/9/2018

£ Documents {b

3 Photos

£ Tap_Huan_2018 0

2.2.1.3. Download tdp tin
- WebDAV ciing 1a mot noi luu trit tap tin, dé tai tap tin di up 1én. Click chudt phai tai

Tap tin cin tai. chon ¥ Téixushg

Tép tin tai |én Thur muc mdi

F Tén Kiéu Kich c& Buoc thay

TAI LIEU QUAN TRI MAIL CONG VU.docx application/vnd.op 5 MB  3/9/2018

e
' T.'ai x¥ugng (b |
[ D4itén
M Moibd

=) G lign ket
&2 G nhur 13 tip tin dinh kém

2.2.1.4. Xoa bo tap tin

- Click chudt phai tai tap tin can x6a bo = chon biéu tugng X Xoibd
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P Tén Kigu Kich cé
= TAI LIEU QUAN TRI MAIL CC-="= =" * o Ifund.np 5 MB
Tai xudng
[ D4itén
'K Xod bo ]
[ Giri lign ket
&2 Gli nhu I3 tip tin dinh kém

2.2.2. Twong tac WebDAV va Email

2.2.2.1. Pinh kem tap tin vao email

C6 2 cach dé dinh kém tap tin vao Email.

e Cach 1:

- Tai khung ctra s6 soan thao email mai, chon biéu tuong L| - Chon WebDAV

| @éNG THU DIEN TU CONG VU TINH CAO BANG

S§diachi Lich Cdngviec Captiilitu Tuychon  WebDAV

G Huy bd Luu ban nhdp 2{: Tuy chon ¥

=
Q:

al
(3]

Cha g&:

‘ DPinh kém a Meo: kéo va tha cdc tap tin t desktop cua ban dé dinh kém vao théng diép nay.

May tinh cda toi

Dinh kém truc ti€p

Cap tai liéu
Thu

- Cira s6 dinh kém tép tin hién ra = chon thu muc chua tép tin, & Chon tép tin can
dinh kém
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Binh kém tir WebDAV

[ B3 DsMail Cheon thu mue chia

l_ B Documents
l_ B Photos
‘!’I_ B Tap_Huan_2018
TAI LIEU QUAN TRI MAIL CONG VU.docx -
[ ownCloud Manual.pdf

Pinh kém dudi dang lien két

) Lién k&FTa1 tap tin Vot KhEo Biten 6
Mat khiu cai dat: at khau tai tep tin

Chi y: Binh kém khdng thé Ién hon 22 MB

- Tich vao Lién két téi tap tin dé Co thé guri tép tin dudi dang lién két
- Pat mat khau dé tai tap tin (néu can)

- Chon Pinh kém dé dinh kém tap tin vao email.

THONG THU DIEN TU CONG VU TINH CAO BANG

S 4

S@ dia chi Lich Cong viéc Cap tai liéu Tuy chon WebDAV Soan thao B3

G || Péng Luu ban nhép ¥ Ty chon ~

(e | Téptindadinhkem |

Chi d&: I

| Binh kém | |(TAI LIEU QUAN TRI MAIL CONG VU.docx (48 MB) X)

DT: 0969.120.189
Email: tuanla@caobang.gov.vn - luuanhtuancb@gmail.com
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e Cach 2

- Tai ctra s6 WebDAYV, Click chuét phai tai tap tin can dinh kém, Chon Giri lién két

hoac Giri nhw la tap tin dinh kem

S8 dia chi Lich Céng viéc Cap tai liéu

_\ Tap tintai lén || Thu muc mdi |
-—

¥ Thu muc . Ten = ”
»E3 DSMail .
Documents & Téj xudng
Photos (X D& tén
K Xos bd

0 Guri lién ket
@) G nhu 13 tap tin dinh kém

2.2.2.2. Luu trit Email vao WebDAV
- Tai ctra 56 thu, nhan chon thu can luu trit & Kéo tha sang phan WebDAV

COng viéc Cap tai liéu Tay chon WebDAV

| Tralai || Tratsitstca || Chuyéntigp | | Xoabd || Thuric | |gh~ || &

¥ Thu muc thu [0 S3p x&p theo Ngay ©

B Thuaa gii

2 Thunhap (33)
2 Thuric () [ @ nghinv
w Thung réac [Q] Re: Share Created: Trung tdm Cong nghé thdng tin va Truyén théng sh

dien tap ddos
iway (8)

Tim kiém
The [ e Néng Van Nghi
v Zimlet [d Re: test gl nhan trong va ngoai hé thdng 2.3.2018 - Gmail nhan duoc
[ e nghinv
[31 test gifi nhan trong va ngoai hé thdng 2.3.2018 - t=st gl nhan rong v
Rl & il
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Trung tdm CNTT va Truyén théng Cao Bang

Goi y: Cd thé nhan nat CTRL hoic SHIFT dé chon nhiéu tap tin

- Tap tin Email ¢6 dudi .eml da duogc luu trix trén WebDAV.

weboa

Cong viéc

Cap tai liéu

Tay chon

I Tép tin tai lén Thu muc mdi

Tén Kigu Kich c& Bugc thay déi
B3 osMail Thu muc 1/29/2018
El Documents Thu muc /18,2017
E Photos Thu muc /18,2017

" Re Hdi v& muc ggi § dign tén trong & Goi tai.eml

U

applicationfoctet-s 286 KB 3/9/2018

Thu muc

3/9/2018

B3 Tap_Huan_2018

= ownCloud Manual.pdf application/pdf 4 MB  5/18/2017

- Pé doc tap tin .eml c6 thé s dung phan mém nhu: EML Viewer hoic Free MSG
EML Reader....

FREE EML File Vi
File Help
), Search B} Upgrade to PRO X Exit 4 Switch View +
4[] Desktop | Downloads
p-EIG Libraries CI0) | @] From | subject | To | sent | Received | size[KE)
»-[ 1. .andreid
»-[0 | Androidstudio3.0
1[0 ) BigNox
o[ 1 .gradle
[ & Contacts
i [0 jm Desktop
»-[CJ |, Downloads
B F Narmal Mail View ‘Hex\lwew Properties View MssageHeaderView|MIMEVieleTMLViewlRTFV\ewlAtta:hmems
o[ s Favorites
L[] [ Links [From : nghinv@caobang.gov-vn DateTime  : 3/9/2018 9:08:37 AM
v-E0i My Documents To : "Pham’” nam.coms; "thotd” .com
L [F b My Music
L) My Pictures ce : "thinhny" <thinhnv@caobang.gov.vn>; "hungdv” <hungdv@caobang.gov.vn>; "kiennt” <kiennt@caobang.gov.vn>; "tuanla” <tuanla@caobang.gov.vn>
i.[C] /@ My Videos Bec
Nox_sh
; E 3 s;: G:’:m Subject : Res Hai v muc goi ¥ dign tén trong & Gui téi
{-[01 Searches Attachments  : | 2467.2099999999947 | | 2050261 315572 | 2467 7 2050261 | 315572
L vmlogs
> -[C]y8 Computer R ) . -~
> -[C] € Network Chi oi xem gilp em van dé nay v&i. dung 1a tai khoan cli thi danh sach goi ¥ tim khdng thay tén nguwdi cén fim. B
Cam on chi
Em Nghi
Tir: “tuanla” <tuanla@caobang.gov.vn>
Tei: "Pham” <canhpt@iwayvietnam.com=
Cc: "nghinv" <nghinv@caobang gov.vn=, "thinhnv" <thinhnv@caobang gov.vn=, "hungdv" <hungdvi@caobang gov.vn=, "kiennt"
<kiennt@caobang.gov.vn>
ba gL'r[: Thir Tw, Thang Ba 7, 2018 8:15:42 SA
Chu dé: Hai v& muc goi ¥ dién tén trong 6 Gli toi
Hi chi Nanh Z
1Ttems

2.2.2.3. Luu tai liéu tai cap tai lieu sang WebDAV
Tai muc Cap tai liéu, nhan chon tai lidu can luu trit & Kéo tha sang phan WebDAV
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NG THU DIEN TU CONG VU TINH CAO BANG

Lich Cong viec [NELRENIZVEN Tuy chon WebDAV

Tailentaptin | Taixuong | [Sia | [ Xoatd | [@hv][#~] [ Fanha
¥ Thu muc cap tai liéu [0 Sép xép theo Tén ©
v cap tai lieu v O
Van ban
T Thing rac
Thé

v Zimlet

i~ WebDA\< n
= ebl
E3Van ban Thu mu

tuanla

B3 Van ban Thu mu
tuanla

2.3. Céu hinh nhin Email tir cic ving dung client
- C6 thé sir dung phan mém thi 3 tir cac hang ndi tiéng nhu Mozilla hodc Microsoft dé

gui va nhan email théng qua 2 giao thiec POP hoac IMAP

. Giao thuc POP

- Két ndi dén server.

- Nhéan toan by mail.

- Luu cuc bd nhu mail moi.

- X6a mail trong server.

- Ngit két ndi
Mac dinh cua POP la x6a mail khoi server. Tuy nhién, Cac chuong trinh mail client
hién nay chay POP ciing cung cip mét tly chon cho phép dé lai mot ban sao mail tai

Ve trén server.
¢ IMAP

- Két ndi dén server.
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- Lay noi dung duoc yéu cau tir ngudi dung va luu dém cuc bd, chang han nhu danh

sach mail méi, tong két tin nhin hay noi dung cta nhitng email dugc chon lua ki cang.
- Xir ly céc bién tap tir ngudi dung, vi du nhu danh diu email 1 mail dé doc hay x6a...
- Ngit két ndi.

V& co ban, ciu trac thu muc va email dugc luu trén server va chi ¢é ban sao duogc luu
cuc b, tirc chung dugc luu tam. Tuy nhién, ngudi ding ciing c¢6 thé luu lai ¢é dinh

mail.

e Thong s6 cau hinh Email Cao Bang

pén bi
Giao thirc IMAP/POP SMTP
Tén may cha Mail.caobang.gov.vn
cong 993/995 465
SSL SSL/TLS
Xac minh Mat khau binh thuong

2.3.1. Str dung phan mém Thunderbird
- Tai Thunderbird tai trang chu https://www.mozilla.org/vi/thunderbird/

- Tién hanh cai dat Thunderbird

- Sau khi cai dat xong, tién hanh khoi dong truong trinh. Cira s6 Welcome xuat hién
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- Chon

Skip this and use my existing email

f ™y
Welcome to Thunderbird ‘ M

Would you like a new email address?
Your name, or nickname I Search

In partnership with several providers, Thunderbird can offer you a new email account. Just fill in
your first and last name, or any other words you'd like, in the fields above to get started.

1 B gandi.net

The search terms used are sent to Mozilla (Privacy Policy) and to 3rd party email providers to
find available email addresses.

d Skip this and use my existing email ) I think I'll confizure my account later.

w

- Cira s6 thiét 1ap email xuit hién, Nguoi st dung dién cac thdng tin tai khoan

i '
Thiét 13p Tai khodn Thu [ |

Tén cha ban: tuanla Tén cia ban, cho ngudi khac thay

Blia chi email: tuanla@cacbang.govn

Mat khaw: ---------|

Ghi nhé mat khau

Get a new account Tigp tuc ] ’ Hiy ba
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- Chon tiép tuc.

- Ctra s6 thiét 1ap Tai khoan thw xuat hién, chon Cau hinh tha cong

Thiét l&p Tai khoan Thu

Tén cia ban:  Luu Anh Tudn Tén cda ban, cho ngudi khac théy
Blia chi email: tuanla@cacbang.govan
Mit khiu: essssssss

Ghi nha mit khau

Cdu hinh dugc tim thdy bang cach thir cac tén may chid théng thuéng

@ IMAP (cac thumuctirxa) () POP3 (gilrthu trén may tinh cda ban)

Bém  IMAP, mail.cacbang.govn, STARTTLS
B SMTP, mail.cacbang.gov.wn, STARTTLS

Tén dang nhap:  tuanla

’ﬁet a new account ] [ C&u hinh thi ﬁﬂl ’ Done ] [ Hiy ba

- bién cac théng s6 cau hinh vao hé thong

Thiét 13p Tai khodn Thu

Tén cda ban:  Luu Anh Tudn Tén cda ban, cho nguai khac théy

Bia chi email: tuanla@cachang.govan

Mit khiu: sssssssss

Ghi nhé mat khau

Tén may chi Céng SSL Xac minh
Pén: [IMaP = | mail.caobang.govn 993 - | ssiLs - | | Mat khau binh thusng |
i SMTP mail.caobang.gov.vn v 465 v | ssLLs + | | Mat khau binh thusng |
Tén ddng nhap: Pen: tuanla Bi: tuanla
Get a new account ] ’ C&u hinh ndng cao l Kiém tra lai l Done l [ Huiy bé
e
ben bi
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Giao thuc IMAP/POP SMTP

Tén may cha Mail.caobang.gov.vn

cong 993/995 465

SSL SSL/TLS

Xé&c minh Mat khau binh thuong

- Chon Done dé thém cau hinh.

. v—\ (el e ]
P —r
] = Hop thu G m
3 : B - - T = R = | Sukién 4 »r x|
%, Get Messages |v [ VietThu |~ @B Chat 8 56 Dia Chi ] Nhin Y QuickFilter || Search <Ctri+ Pl = |
10
2 8 Thur muc Néi bé *‘ o A &8 9 © Filior thace meccaaec. < CilsShiftsk o 13 Th3 v
: ; | HEEniliese Mesages SO Thg032018 Tusn1l
=/ Thung rac = o 8
& Thu ché gl * @  Tieude @ Correspondents © Ngay ~ B 18] Su kién Mo
3 ach cap mail ° o an Nghi G
B tinnia@icanbang govn @ Fwd: Danh sich cp mail Noéng Van Nghi 10/8/2014 2 4 Beansy
Dir lié il Néng Van Nghi 10/8/2014 2:... —
¥, Hop th (98) i S oo b Ngay mai
@] Thing réc Fwd: Théng tin tai khoan Cloud Ho... © Xuén Thanh 10/9/2014 9.... b Upcoming (5 days)
Fwd: Chao mirng ban dén véi Digi... @ Xuén Thanh 10/9/2014 3:...
Fwd: Tao mail c6ng vu theo ds ° thinhnv@caobang.gov.vn 10/14/2014 8...
dfafdf @ = tuanla@caobang.gov.vn 10/22/2014 1...
TEST THU 1011 ° hungdv@caobang.gov.vn 11/10/2014 1...
[Dich vu ¢é6ng S& Théng tinva Tru... © dichvucongonline@gmail.com 12/15/2014 4...
@ -+ Fwd: Xin chao BBT ° Trung tdm CNTT va TT Cao Bing 12/29/20141... ~
[
Chao mirng Gén voi ‘
Thunderbird ]
Tai sao chung t6i can nhan quyén gép
Ban co thé d4 biét viec phat trién Thunderbird knong con dugc ti tro bdi
Mozilla. May man la co mot cong dong dang phat trién Thunderbird; nhung
vé lau dai, du an van can ngan sach.
Thunderbird hién tai dang chuyén d6i sang mot t6 chirc doc lap. Khi do,
chung toi c6 thé dinh hudng st meénh cla chung toi, day 1a mot cd s& ha tang
2iat ol o s i L o A i
@ Thunderbird now contains calendaring functionality by integrating the Lightning extension. Learn more J [ Disable ] [ Keep I x
"8  tuanla@caocbang.gov.vn: Downloading message 99 of 345... W | Chuadoc:98  Téng:98 Bang Ngay Hom Nay v l

- Chon Get Messages dé tién hanh tai email vé ung dung.

Luu ¥: do mot s6 tai khoan email chi thiét 1ap 1 giao thirc IMAP hoic POP. Do vy

ngudi ding c6 thé cau hinh lya chon mét trong 2 giao thuc trén.

2.3.2. Sir dung phin mém Microsoft Outlook

Microsoft Outlook 1a mét phan mém quan ly thong tin c& nhan caa Microsoft,
6 sin ca hai nhu 13 moét tng dung riéng biét ciing nhu phan mot caa bo tng dung
Microsoft Office.

Mic du thuong duoc st dung chi yéu nhu 13 mot wng dung e-mail, no ciing bao

gom mét lich, cong viéc quan ly, quan 1y lién lac, ghi chl, mot tap chi va duyét web.
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e CAu hinh email trén Microsoft Outlook

- Mé& chuong trinh Microsoft Outlook. Cira s6 Welcome xuét hién, chon Next.

-

- B’
Welcome to Microsoft Qutlook 2016 ﬁ

Welcome to Qutlook 2016

Outlook is your personal assistant, helping youymanage 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.

< Back Mext = ][ Cancel

e - S S e S s &

- Hop thoai Thém tai khoan Email xuat hién, chon Yes.

-

- ™
Microsoft Qutlock Account Setup ﬁ

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 youwant to set up Outlook to connect to an email account?

@ Yes
) No

< Back ” Mext > ][ Cancel
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- Cira s6 Setup Accout xuat hién, chon Manual setup or additional server types dé

tién hanh cau hinh bang tay. Chon Next.

Add Account @

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

() E-mail Account

Luu Anh Tudn

tuanla@caobang.gov.vn

(@ Manual setup or additional server types

s

< Back ][ Mext = ][ Cancel

- Chon Pop hoac IMAP - Next

Add Account [ﬁ

Choose Service

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

a POP or IMAP email account

[ <Back |[ met> | [ cance |

" ~

- Ctra s6 cAu hinh xuat hién, tién hanh dién théng sé tai khoan Email. Chon More

Setting dé thém cau hinh.
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Add Account

25|

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

User Information

Your Name: Luu Anh Tudn

Email Address: tuanla@caobang.gaov.vn

Server Information
Account Type: POIF3
Incoming mail server: mail.caobang.gov.vn
Qutgoing mail server SMTFE | mail,caobang.govn
Logon Information

User Name: tuanla

Password: ExERER AR

Rememberpassword

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

Test Account Settings

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

’ Test Account Settings ...

[¥] Automatically test account settings when MNext
is clicked

Deliver new messages to:

@ MNew Outlook Data File
() Existing Outlook Data File

Browse

) (Cconee ]

’ < Back ][ Mext >

Cira s6 Internet Email Setting hién ra, Cau hinh nhu hinh duéi

-

Internet E-mail Settings

2]

Server Port Numbers

| General | Cutgoing Senrer| Advanced |

Cutgoing server [SMTF: 485

Server Timeouts
Short d

Delivery

Incoming server (POF3): 995 D‘? Use Defaults

This server requires an encrypted connection [55L1)
Use the following type of encrypted connection:

Long 1 minute

Leave a copy of messages on the server
Femove from server after

|:| Remove from server when deleted from 'Deleted Items’

S5L

(=]

14 =/ days

[ QK ] [ Cancel

Chon OK > Next. Ung dung tién hanh kiém tra ciu hinh
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i '
Test Account Settings o —
Qutlook is testing the account settings you entered.
Close
Tasks | Errors
Tasks | Status% |
] Log onto incoming mail server (POF3) In Progress
S5end test e-mail message
|
)
L5 =

- Két néi thanh cong

i '
Test Account Settings - —
Congratulations! All tests completed successfully. Click Close to Stop
continue,
s
Tasks | Errors
Tasks Status
\/Lng onto incoming mail server (POF3) Completed
\/SEFICI test e-mail message Completed
|
)
L5 =

- Chon Close = Finish.

Fe w
= .'J’_‘:I (xIgnore X & (E ) 3 BMecting [ Moveto? € To Manager Yo g S m =
N N“ % Clean Up~ o _— (" s ')d I Team Email v Done " nl\jl e € ol [E Address Book st
lew  New clete  Reply Reply Forward g - _ Move Rules Unread/ Categorize Follow end/Receive
Email Trems = & Junk - Al EiMore (2 Reply & Delete ¥ Create New ' 5 > upe Y FiterEmail =y Fojders
New Dalzte Respond Quick Steps B Move Taﬂé Find Send/Receive a
- <
4Favorites Search Current Mailbor (Ctrl=E) P [ Current Mailoox_-| | & Reply faReply All (3 Forward
Inbox 106 All Unread ByDate - Newest | = Microsoft Outlook <tuanla@caobang.gov.n> Luts Anh Tuan 241 PM
Sent It .
enttiems 4 Today Microsoft Outlook Test Message
Deleted Items -
Microsoft Outlook @ Cick here o download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this
Microsoft Outiook Test Message 241Pm message. "

4 tuanla@caobang.govn This is an e-mail message sent automatically

Inbex 106 Lufu Anh Tugn - This is an c-mail message sent automatically by Microsoft Outlook while testing the scttings for your
Drafts test accoutt.
Sent Items
e Nong Van Nghi 1}
cleted ftems Re: HO1 V& muc g § n tén trong & G t6i Fi39
Junk E-mail Chi oi xem gitip em vin @& nay véi. ddng 13
OQutbox Nong Van Nghi E Phin m&m Avast antivirus d% kiém tra virus cho email nay.
RSS Feeds Re: Share Created: Trung tdm Céng nghé ... Mon 3/5 Www.avast.com

T6i 3 nhan dugc email cia Bang eni <end>
Search Folders

Duong Tué
Re: test gii nhan trong va ngeii hé thing ... 3/2/2018
Reply All from Gmail

Néng Van Nghi
Re: test gui nhan trong va ngeai hé théng ... 3/2/2018
Gmail nhén dugc

N6ng Van Nghi
test giri nhan trong va ngosi hé thang 2.3.. 37272018
test gl nhan trong va ngodi hé thing

PO N6ng Van Nghi
Re: Chin lai bin ghi SPF spos (-
Kems: 106 Unread: 106 Receiving message 114 of 347 (126 MBoF 36 MEV | ||| B - ] + 100%
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2.3.3. Céu hinh trén dién thoai Smartphone

2.3.3.1. Céu hinh trén dién thoai Android
- Trén man hinh dién thoai Android, chon Cai dat

OV a2

Q, Tim kiém (rng dung

=
C ~J
v

ADB wirele..

cooen

Chrome Danhba  Diénthoai DPonghd  Facebook

MG &6 a

Gmail Google  Google Dri.. Lich LightNovel

- Kéo man hinh xudng dudi, chon Tai khoan

Cai dat

‘nb Cu chi
Clr chi nhanh dé& kiém soét dién thoai

Ca nhan
9 Vi tri

BAT / B¢ chinh xac cao

ﬁ Bao mat

B Tai khoan
G Google

@ Ngon ngir va nhap liéu
Tiéng Viét (Viét Nam)
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- Chon Thém tai khoan méi

~
< Google

Zalo Zalo
+ Thém tai khoan

- Chon Tai khoan ca nhan POP3 hoac IMAP

Thém tai khoan

M Ca nhan (IMAP)

Ca nhan (POP3)
M Exchange
n Facebook

~
< Google

|Zalo Zalo

- Nhap dia chi Email dugc cap, Chon Thiét 1ap tha cong
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™M

Thém dia chi email cta ban

Nhap email ctia ban

tuanla@caobang.gov.vn|

THIET LAP THU CONG TIEP THEO

- Chon loai tai khoan, Ca nhan POP3 hoac IMAP

M @ VA = 913

™M

tuanla@caobang.gov.vn

Day |a loai tai khoan gi?

Ca nhan (POP3)

Ca nhan (IMAP)
Exchange

- Nhap mat khau. Chon Tiép theo
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] OQ4 =914

™M

tuanla@caobang.gov.vn

Mat khdu

Lo b

- Nhap thdng tin ciu hinh POP hozc IMAP. Chon Tiép theo

Cai dat may chu thu dén

Tén ngudi dung

tuanla@caobang.gov.vn

Mat khau

cesessans Q

May chu
mail.lcaobang.gov.vn

X6a email khoi may chu

Khoéng bao gi¢ v
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- Nhap ciu hinh may chu gai thuw SMTP. Chon Tiép theo

Cai dat may chu thu di
Yéu cau dang nhap .

Tén ngudi dung

tuanla@caobang.gov.vn

Mat khau

sessssece & ><

May chti SMTP

mail.baobang.gov.vn

- Chon Tiép theo dén khi két thuc.
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- Két qua

Luu Anh Tuan
tuanla@caobang.gov.vn

bd Tét ca hop thu dén 99+

J Hop thu dén 99+

Tat ca nhan

) ¢ Thu gan dau sao

2.3.3.2. Cdu hinh trén dién thoai Ios
- Trén man hinh Iphone, Chon Cai dat > Mail

eeee0 VN Mobifone & 15:32 76% )

Cai dat

iTunes & App Store

Ghi chu

- Menu mail hién ra, chon Tai khoan
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eeee0 VN Mobifone & 15:33 76% .

£ caidat Mail

-~ '\V' >
“Tai khoan
van, hotromail@caobang.gov.vn,.

DANH SACH THU

Xem trudc 2 Dong

Hién thi Nhdn Dén/Cc

- chon Thém tai khoan

eeee0 VN Mobifone & 15:33 76% )
£ Mail Tai khoan

TAI KHOAN

iCloud

iCloud Drive, Danh ba, Lich va 5 muc khac...

caobang.gov.vn
Mail

hotromail@caobang.gov.vn
Mail

cbitc@caobang.gov.vn
Mail

(Thém tai khoan_

Tim nap dif liéu mdi Push

- Chon Khac
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eeeco VN Mobifone & 15:33 76% .

< Tai khoan Thém tai khoan

NiCloud
@& Exchange
Googler
YAHOQ!
Aol.

B4 Outlook.com

- Chon Thém tai khoan mail

eee00 VN Mobifone & 15:33

< Thém tai khoan Khac

MAIL

Thém Tai khoan Malil

||

MAY CHU

Thém tai khoan macOS Server

- Nhap théng tin tai khoan email cong vu duoc cap, Chon Tiép
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eee00 VN Mobifone & 15:35

Huy Tai khoan Mgai

Tén Luu Anh Tun

Email tuanla@caobang.gov.vn
Mat khau ecccccccs)

M0 ta tuanla@caobang.gov.vn

- Nhap théng tin Cau hinh POP/IMAP rdi lwu lai

®ee00 VN Mobifone & 15:35 75% .

Huy Tai khoan Méi O

Tén Luu Anh Tuén

Email tuanla@caobang.gov.vn
Mb ta tuanla@caobang.gov.vn
MAY CHU THU DEN

Tén May chu

Tén Nguai dung

Mat khau eecccccee

MAY CHU THU bI

2.4. Mot s6 15i va cach khic phuc

75%

e L&i tap tin khong lién két dwoc tép tin dinh kém dwoc vao email

- Tinh trang: Lién két cua tap tin dinh kém khong dugc tao. Trong mail xuat hién 15i:
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Thu S8 dia chi Lich Cong viéc Cap tai liéu

Gii || Déng Luubannhdp | | M. | | Tiychon ~
| oTai |
| Cc |

Chi d& TAI LIEU QUAN TRI MAIL CONG VU docx

. ] L L
|D|nh kém ¥ | Meor kéo vd thd cde tdp tin tr desktop cia bgn d@€ dinh kém véo théng digp ndy.

- Nguyén nhan: Do tén cua tap tin viét bang tiéng viét, hé thong khong thé tao lién két
duoc.

- Céach sira: doi tén tép tin theo dung chuan.

Gl || Déng Luubannhap | | ¥. | Tiychon =

I
o

Chu dgi: [TAI LIEL MAIL CONG VU .DOCX

Binh kém ~ | Meo: kéo va tha cac tdp tin iU desktop cua ban §¢ dinh kém vao thing diep nay.

TAL LIEU MAIL COMG WU.DOCX: http://file.cacbang.gov.vn:8@/index.php/s/1bsnH5bvDatwds?

e L&i khong két néi dwgc WebDAV

- Tinh trang: M tab WebDAV trén thanh menu khdng két néi duoc

Sorry

You must first enter a password in the left menu.
You can find it under Zimlets -> WebDAV,

To try again, reload your browser (CTRL+R).

- Nguyén nhan: Sai ciu hinh két néi WebDAV.
- Cach swa: Trén thanh menu ngang, chon Thu -> Zimlet > WebDAV
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HE THONG THU DIEN TU CONG VU TINH CAO BANG

A P s .
S8 dia chi Lich Congviéc  Cap tai liéu Tuy chon WebDAV

Traloi || Tralditdtcd || Chuyén tiép

[0 S3p xép theo Ngay © 3 cudc dam thoai
-
] ® tuanla Thg 3 07
Share Created: Vin ban shared by Luu Anh Tudn - LU 206 Tusn has < [

2 Thunhip (1)
£3 Thu rac ] e tuanla Thg 3 07

Chia sé dugc thu hbi: Lich tap hudn 2018 chia sé bdi Luu Anh Tudn - [~

Tim kiém B o tuania Thg 3 07
The Tap hudn quy I ndm 2018 - Szu day 13 mot yéu cau hop mak Chi 82: Tap P
¥ Zimlet

- Thiét lap cau hinh may chu: http:/file.caobang.gov.vn

- Cong: 80

- DAV dudng dan: /remote.php/webdav/

Tiry chon

Tén truy nhap: tuanla

Mgt khau: F—

Luu lai mét khiu: ] If checked, the password is stored in plain text in Zimbra LDAP.
B ) ' "~ If not checked you have to provide password for sach session.

May chi CalDAV: http:/ifile.cacbang.gov.vn
DAV dudng dan: fremote. php/webdav/
Bia

ﬂi.é*m ownCloud/Nextcloud:
Mac dinh tho muc:

Phai chi dinh mdt thu muc

O
dich:

Phign ban: 0.4.3
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o L4i dia chi email khong ton tai

- Tinh trang: Khi gui thu, xuét hién thong diép béo

loi

Zimbra

® Théng digp khdng duge gli; mot hodc nhigu dia chi khdng dugc chap nhan.
Céc dia chi bi tir chéi: tuanlat@cacbang.govvn

(s |

Hoac nhan dugc email phan héi véi noi dung:

s

B Mail delivery failed: returning message to sender 1théng d
Tee | Mail Dﬂiver_\{ System._l Théll"lg Ba 15 2018 10:15 5

% Tai: | thtestl@cacbang.gov.vn |

(=] test email guii (24 KEB) | WebDAV

This message was created automatically by mail delivery software.

A message that you sent could not be delivered to one or more of its
recipients. This is a permanent error. The following address{es) failed:

tuanlat22323@ggmail.com
host gmail-smtp-in.l.google.com [64.233.1859.27]
SMTP error from remote mail server after RCPT TO:<tuanlat22323@gmail.com>:
558-5.1.1 The email account that you trisd to reach does not exist. Please try
556-5.1.1 double-checking the recipient's email address for typos or
£58-5.1.1 unnecessary spaces. Learn more at

58 5.1.1 https://support.google.com/mail/?p=NoSuchUser 71-v6s5i3138617pla.787 -
gsmtp

- Nguyén nhan: Sai dia chi Email nguoi nhan
- Céch swra: Nhap lai dung dia chi email ctia nguoi nhan.

3. MOT SO VAN PE LIEN QUAN

3.1. Pam bao an toan khi sir dung thw dién tir
Str dung thu dién tir (email) mang lai nhiéu thuan loi cho con ngudi song ciing

chta dung nhiéu rai ro. Sy mat an toan, bao mat dan c6 thé dén nhirng thiét hai nhu:
- Mat mét thdng tin, 16 théng tin, théng tin bi thay doi;

- Nguoi khéc chiém dung tai khoan email;
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- Email c6 kém vi-rat gay lay lan pha hai may tinh, danh cip dir liéu, thong tin

ca nhan.

Dé giam thiéu cac nguy co mat an toan, trong sir dung thu dién tir can lu ¥ mot

s nguyén tic sau:

1. Khdng m& bét ky tap tin (file) dinh kém duoc guri tir mot dia chi ma ban

khong biét rd hoic khong tin tudng.

Ké pha hoai c6 thé gui mot file c6 ma Iénh chira vi-rat dinh kém thu cho mot
dia chi. Sau khi ngudi nhan mé tap tin, vi-rat phat tac, n6 cé thé gay hai cho may tinh
va c6 thé tu dong gui tiép tap tin c6 chta vi-rat dén hang loat ngudi dung khéac can cir
vao danh sach dia chi cua chu hop thu bi nhiém. Cac thu chta vi-rat thuong ding

tiéng nudc ngoai. Cac file chira vi-rt thuong ¢d phan ma rong 1a EXE, VBS, SCR,...
2. Khong bam vao céc lién két dén trang web nao dé néu ban nghi ngo.

Hién nay nguoi ta thuong tiép thi, gisi thiéu san pham qua thu dién ta. Mot s6

nguoi lai loi dung thu dé dan ngudi ding dén cac trang web cd chira ma doc.

3. Xo6a cac email khdng rd hoac khéng mong muon. Pung chuyén tiép email
nay cho bat ky ai hoac tra 1o lai cho nguoi gui. Nhitng email nay thuong 1a cac thu rac
(spam email). Muc dich cta cac spam email chi dé quang cdo hay lam nghén dudong

truyén Internet.

4. Khong copy vao dia citng nhiing file ma ban khong biét rd hoac khdng tin

tudng vé ngudn goc xuat phat cua no.

5. Dung mot chuong trinh diét virus tin cay cho may tinh va dugc cap nhat

thuong xuyén.

6. Thuc hién viéc sao luu cac dit liéu quan trong thuong xuyén. Néu ching may
virus xoa tat ca cac di lidu trén may tinh caia ban thi van con c6 kha ning phuc hoi cac
dit liéu quan trong nay. C4c ban sao luu nay nén duoc cét giit tai mot vi tri riéng biét

hoac cat giir trén may tinh khéc.

7. Han ché phé bién dia chi thu dién tir cdng vu cua ban. Mot sb trang web c6

thé yéu cau ban nhap dia chi thu dién tar ¢é phuc vy ban mot viéc gi d6. Khong dung
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dia chi email cong vu dé khai béo trén cac trang web. Rat c6 thé mot thoi gian sau ban
s& nhan duogc rat nhiéu thu rac. Mot sé trang web con yéu cau ca mat khau cua hop

thu, ddy thuong 14 trang lira dao dé an cap mat khau.
8. Khdng tra 161, khong tra diia dé han ché spam.

Sau khi nhan duoc hang loat thu khong mong mudn va né lam phién ban. Mot
cach tu nhién ban s& tic gian va tra diia lai nguoi gui va két qua 1a ban nhan dugc

nhiéu thu spam hon va tai nguyén mang bi 1ang phi nhiéu hon.

3.2. Mot s6 lwu y khi giao tiép bang thu dién tir.
Ciing gidng nhu cac dang giao tiép khac, giao tiép bang thu dién tir cling c6 mot
s6 quy tic nhat dinh, mac du khong c6 quy dinh chinh thiic, song ngudi ding can luu y

tuan theo nhu mdt phong cach “van héa email”, dac biét la trong céng so.

1. Tiéu dé thu (subject).

Tiéu dé thu cho ngudi nhan biét bic thu cua ban noi vé céi gi ma khong can
phai doc hét thu. N6 giup cho nguoi nhan cé thé sap xép duoc email theo tirng loai.
Bao gio tiéu dé ciing phai mang y chinh cta buc thu. Tuy nhién ciing khong nén ding
tiéu dé qua dai.

Nén tranh cac tiéu dé chung chung nhu “Kinh giri anh”, “Bao cao”, “Cong

vige”, “Thu”,...

Hét sirc tranh viéc giri mot thu di ma khéng cé tiéu dé. Hay hinh dung néu mot
ngay ban nhan va xu ly hang chuc thu thi s& kho chiu thé nao véi nhiing bic thu tiéu

dé chung chung, tham chi khong c6 tiéu dé.

Tranh giri thu ¢6 cha dé va noi dung khong an nhap véi nhau. Hién tuong nay
thuong xay ra khi nguoi gai chon ché d6 tra 15i (reply) hoic tra 16i cho tat ca (reply
all) tir nhitng e-mail cii dé viét thu v6i noi dung hoan toan mai nham tranh mat thoi
gian nhap lai dia chi nhan thu. Chu dé khéng dn nhap véi ndi dung thuong lam ngudi

nhan khéng quan tdm hoic cam thay buc boi, mat thién cam.
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Nguoc lai, néu cling mot chu dé trao d6i nhung mdi 1an tra loi lai soan mot thu
mai Véi tidu dé méi thi kho kiém soat mach cong viéc, ca tir phia nguoi nhan va nguoi
gui.

2. Xem ai la nguoi nhan chinh thuc.

Phan ghi dia chi dau thu dugc phéan thanh 3 ddi tugng nguoi nhan: Giri téi (To),
Sao gui (Cc) va “Mat sao giri” (Bee). Néu guri t6i nhiéu ngudi, cd thé dién tat ca dia
chi nhan trong mét 6. Tuy nhién nén xem vai trod tiép nhan va xt 1y thu nay, c6 thé mot
s6 ngudi chi can nhan duoc nhu “dé biét” thi nén dat dia chi cua ho & Cc, con ngudi ¢6
vai trd chinh s& & 6 Gui toi - To. Nguoi nhan ¢6 ¢ To va Cc khong biét duoc nguoi &

Bcc.
3. Can than trong khi “Tra 10 tat ca - Reply All”.

Can xem xét ky danh sach nhitng ngudi s& nhan duge thu khi chon chic nang

“Tra 1o tat ca”: ho c6 nhat thiét phai nhan phan hoi 1oi cua ban khang.

Vi du: Van phong cap tinh lap email guri van phong cac huyén trong tinh yéu
cau nodp bao cdo vao dia chi cia email, dia chi nhan thu déu ¢ “Guri téi”. Néu ban &
van phong mot huyén giri b4o cdo bang “Tra 10i tat ca” thi cac huyén khac déu nhan

duoc bao cao cua ban.
4. Nén dung vin ban binh thuong, chi dung HTML khi can thiét.

Khi soan noi dung thu c6 2 ché do do ban chon. Dung ché d¢ van ban thuong
(Plain text) bao dam moi trinh doc thu déu hién thi dwoc noi dung. Dung ché do
HTML sé& trinh bay duoc ndi dung thu dep, nhung néu ngudi nhan nao d6 duyét thu
bang mot phan mém khéng hd trg doc dinh dang HTML s& khong doc dugc noi dung

thu, toan bd thu caa ban s& duoc hiéu 14 1 file dinh kem.
5. Véi tap tin (file) dinh kém:

- Nén c6 giai thich vé file dinh kém, tham chi huéng dan nguoi nhan sir dung
n6 néu la cac loai file khong thong dung. Nén néi dén viéc cé giri kém file trong noi

dung email. Ngoai ra, ban ciing can dat tén phi hop, thé hién chinh xéac noi dung cho
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file dinh kém, khong nén dat tén file chung chung nhu “baocao”, “danhsach”,

“bienban”,...

- Luu ¥ rang, néu file dinh kém cua ban bi nhidm vi-rit, ¢ thé ngudi nhan s&

khong nhan dugc thu.
6. Chit viét;
- Tranh lam dung viét tit.

Mot s6 cum tir, doi v&i ban nd rat théng dung va ban thuong xuyén viét tit
nhung c6 thé xa la voi nguoi khac, su khac nhau nay do linh vuc chuyén mén cong
tac. Ciing ding ap dit nhirng chix viét tat cua riéng ban cho nguoi khéc, vi du viét “of”

thay cho “cua”.
- Viét hoa, thuong hop ly.

Khang nén viét toan bo noi dung hodc tidu dé thu toan bang chit in hoa hoic

toan bang chir thuong, nhét 1a voi thu cong vu.
- Chi y 16i chinh ta. Hay soat k¥ trudc khi bam nat “Giri”.
- Tranh viét chit Viét khdng dau.

C6 thé ban dau st dung may tinh ban s& gap nhiéu kho khan dé viét chir c6 dau,
nhung day ciing 1a dip dé luyén tap. Hay cb gang.

7. Thu ¢6 bd cuc.

Tuong tr nhu thu viét, thu dién tir ciing mang thong diép tir nguoi giri dén
ngudi nhan, mac du thu dién tir c6 thé ngan gon, stc tich hon. Thong 1€, thu dién tir
cling c6 phan mao dau, phan noi dung chinh va phan két thic. Vi nhitng méi quan hé
thuong xuyén, quyen biét thi c6 thé bo qua van dé nay, nhung véi nhitng mdi quan hé
méi hozc voi nguoi can ton trong thi ban nén ap dung.

Phan mao dau thu thudng chi 1a mot cau chao hodc “Kinh gt ...”; két thiic thu

thuong la mot 161 chuc hay cam on.

8. Noi dung ngan gon, mach lac.
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Véi nguoi nhan phai xir Iy nhiéu thu, viéc doc nhitng thu viét réi rim hoac dai
dong 1a diéu kho chiu.

Dé thu d& doc, khong nén viét mot dong qua dai, chirng da mot d6 rong man
hinh thi nén ngat dong, trir khi d6 12 ndi dung mét van ban hoic trich dan. Panh sé thi
tu hodc gach dau dong cac y 1a cach nhiéu ngudi va dung.

9. Thu céng vu nén co chir ky.

“Chit ky” trong email c6 thé chi 1a ho tén ngudi guri, hodc c6 thém nhiing thong
tin co ban nhu chtrc danh, tén co quan, sé dién thoai, dia chi,... Mot sb truong hop,
ngudi nhan ¢6 nhu cau lién lac bang bang dién thoai véi nguoi gui, chit ky du thdng

tin sé tién loi cho ho lién hé lai.
10. Nén tra loi thu s6m nhat co thé.
Sém tra 10 thu thé hién su ton trong nguoi gui.

Mot s6 hé thong thu c6 chirc ning ty dong tra 11, ban c6 thé thiét 1ap chirc ning

nay néu thudng ban ron, song véi thu can duoc ban c6 y kién thi nén c6 tra 1oi cu thé.
11. Cat bot thong tin cii khi tra 101 thu.

Véi nhitng chi dé duoc trao doi qua lai nhiéu lan, cac théng tin cua thu cii sé
lam dai thém phan noi dung thu, vi thé kho kiém soét thong tin. Ban c6 thé x6a hét

phan thu cii qua dai hodc x6a bt di chi dé lai nhitng phan quan trong.
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