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I. MOT SO PIEM CHUNG

Céc co quan nha nudc, can b, cong chirc, vién churc thudc co quan nha nude
trén dia ban tinh Khanh Hoa (sau day goi tat 1a ngudi ding) dugc cap thu dién tir
cong vu tinh Khanh Hoa, qué trinh stir dung phai tuan thu Quy dinh quan ly, st
dung hé théng thu dién tr cong vu trong hoat dong cia cac co quan hanh chinh
nha nuéc tinh Khanh Hoa dugc ban hanh kém theo Quyét dinh sé 1480/QD-
UBND ngay 18/6/2012 cta Uy ban nhan dan tinh Khanh Hoa.

Hé théng thu dién cong vu tinh Khanh Hoa hoat dong trén modi trudong
Internet tai dia chi: https://mail.khanhhoa.gov.vn.

bia chi thu dién tir cong vu tinh Khanh Hoa c6 dinh dang: <tén co quan/tén
nguoi dung>@khanhhoa.gov.vn; trong do, <tén co quan/tén ngudi dung> duogc
viét dudi dang chit thuong va tiéng Viét khong dAu, theo cAu trac sau, vi du:

- Thu dién tir cOng vu co quan:

+ S Thong tin va Truyén thong: stttt@khanhoa.gov.vn;

+ Uy ban nhan dan thanh phé Nha Trang: nt@khanhhoa.gov.vn;

+ Phong Vian hoéa va Thong tin thanh phd Nha Trang:
pvhtt.nt@khanhhoa.gov.vn;

+ Phong Cong nghé thong tin — Buu chinh — Vién thong (S& Théng tin va
Truyén thong): cnttbevt.stttt@khanhhoa.gov.vn;

- Thu dién tir cong vu ca nhan:

Hb Thi Hing Nga: hthnga@khanhhoa.gov.vn.


mailto:stttt@khanhoa.gov.vn
mailto:nt@khanhhoa.gov.vn
mailto:pvhtt.nt@khanhhoa.gov.vn
mailto:cnttbcvt.stttt@khanhhoa.gov.vn
mailto:hthnga@khanhhoa.gov.vn

1L SUDUNG THU BIEN TU CONG VU TINH KHANH HOA TREN
TRINH DUYET WEB

1. Hinh thirc truy nhép tai khoan thu cong vu

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

Nguoi dung sir dung mot trong nhing ung dung trinh duyét web (Internet
Explorer, Mozilla Firefox, Google Chrome, Microsoft Edge...) dé truy nhap Hé
thong thu dién tir cong vu tinh Khanh Hoa. Khi do, giao dién dang nhap tai khoan
thu cong vu s€ hién ra d¢ nguoi dung nhdp thong tin tai khoan va mat khau da
dugc cap.

<« C @ (@ hitpsy//mailkhanhhoa.govvn ENn

Thu dién t&r cong vu
tinh Khanh Hoa

uuuuuuuuu

=S
KHANH HOA

vvvvvvvvv

® Dang nhap (sign in)

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

L € @ mailkhanhhoa.gov.n/owa/languageselectionaspx o

B4 Outlook
=

@) Save



https://mail.khanhhoa.gov.vn

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

El= Outlook

English (United States) -

Nguoi dung tuy chon mui gio.
Bl= Outlook

[Emglish (United Stat=s) - |

gon (Rangoon)
nglkolk, Hanoi, Jakarta

o 0g:00) =k
(UTC = 08:00) Kuala Lumpur, Singapore

Nhén @ Save dé luu lai lua chon vé ngdn ngir va mui gio chothu cong vu

B= Outlook

[Tieng viet viet Nam) -

[0UTCc~07:00) Bangkok, Hanoi, Jakarta -

&= Save

Giao dién sir dung thu cong vu sau khi dang nhap tai khoan, thiét 1ap ngon
ngilr va mui gio.

Hop thir dén




2. B0 cuc, giao dién sir dung thw cong vu
bé tao thuan tién cho nguoi dung trong qua trinh st dung, chiing ta diém
qua cac phan myc co ban trong giao di¢n chinh cta thu cong vu nhu sau:
€« C @ mailkhanhhoa.govam v @

-
im Thu A B 7
4

Hop thy dén

-
- Muc [ _d bao gdém cac chirc nang sau:

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

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

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

—
- LT ? > |

Test
test@ khanmhhoa.gow.wn

hay do

md hdp thu khac...

e

dang »xuat

- Muc E bao gdm cac chirc nang:

- [Théng biao quyén riéng tw]: Cho phép thong bao cac diéu khoan bao
mat...

- [Tro gitp].

Théng bao vé quyén riéng tu

Tro giup



- Muc H bao gdm céc chirc ning:
- [Lam méi]: Cho phép ngudi ding 1am méi cac ndi dung hién thi trén hop
thu.
- [Tra 10 ty dgng]: Cho phep ngudi dung thiét 1ap tiy bién nodi dung tra 10
tu dong dén nguoi gui thu dén.
- [Cai dit hién thi]: Cho phép ngudi dung thiét 1ap tiy bién b cuc cho Ngin
doc, Danh sach thu, Hop thoai.
- [Quan 1y phan bd tro]: Chic nang nay khong hd tro.
- [Thiét dat ngoai tuyén]: Cho phép ngudi dung truy nhap hop thu khi
khong c6 két ndi mang.
- [Thay d6i chii dé]: Cho phép ngudi dung thay doi hinh nén cho hop thu.
- [Tuy chon]: Cho phép nguoi dung thiét 1ap tiy bién tat ca cac chirc ning
cua hdp thu.
g
Lam mdi
Tra |di tu dong
Cai dat hién thi
Quan Iy phan bé trg
Thiét dat ngoai tuyén
Thay dai chi d&

Tay chon

- Muc Thong bao thu méi dén.

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



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

- Khi ngudi ding c6 nhu cau thay d6i hinh anh dai dién cho thu cong vu cta
minh thi can thuc hién nhu sau:

Chon muc [ _d4 > nhin [Thay ddi] > [T4i lén anh] > nhan [Luu]

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

Chon muc [ _d4 > nhin [Thay ddi] > [X6éa] > nhén [Luu]

- Khi nguoi dung chon [Hity bé] 1a viéc huy bo nhimg thiét 1ap dang dugc
chon ma ngudi dung chua thuc hién nhan [Luu].

~ 2.2. Huong ddin thiét lap chirc nang tra 16i thw tw dpng cho nguwoi givi thw
dén
Chon muc E = chon [Tra 1oi tw dong]

Trong phan thiét 14p ndy, c6 3 su lua chon cho ngudi dung:

®) Khdng gli tra I5i tu don
- | | Khi ngudi dung chon [Khong gt trd 101 tu
dong] 1a viéc nguoi giri thu dén s& cho minh phan hoi.

0 GO trd 15 0 GEng

- — I Khi nguoi dung chon [Grri tra 101
tu dong] 1a viée thiét 1ap mic dinh ndi dung tra 101 thu tw dong va co thé thiét
1ap khung thoi gian gui tra 101 thu tu dong hodc khong thiét 1ap khung thoi
gian gui tra 101 thu ty dong.

- Ngudi dung c6 thé soan ndi dung tra 101 thu tyr dong mot 1an dén timg ngudi
guri thu cho minh bén trong ciing hé thong thu dién tir cong vu, cu thé:




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

| G thu tra 1G5 ' d5ng d€n ngu'di gl b&n ngoai 18 chidc oda tdSi
Chi gifi tra I&i che ngudi trong Danh sach lign heé cla 1S
® ) G tra I&i tu déng d€n t8t & ngu'di gl bén ngoa

B I U Ay A f A = 1= € 3= W

2.3. Huéng dén thiét Igp bo cuc thw cong vu

Tty theo nhu cu va théi quen st dung, ngudi ding c6 thé co nhiéu tity chinh
hién thi bo cuc cta thu cong vu, cu thé:

- Tuy chinh hién thi [Ngin doc]:

Khi ngudi dung chon mét thu hodc nhiéu thu trong danh sach thu, ngudi
dung c6 thé thay thong tin ndi dung thu trong ngin doc va truy nhap vao nhiéu
loai t&p dinh keém khac nhau. Nguoi dung co6 thé tuy chinh cach ngan doc hoat
dong va xuat hién, hodc co6 thé tat tinh nang nay.

Chon muc E - chon [Cai dit hién thi] > [Ngin doc] > [OK]
Cai dat hién thi

MNgan doc Danh sach thu  Hoi thoai

Chon noi ngan doc s& xudt hién.

i Ngan doc

i theet dat nen thl ma Dan Cchon s Cni ap
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- Tuy chinh hién thi [Danh sach thu]:
Hién thi ba dong thong tin cho mdi thu trong danh sach thu ctia ngudi ding:
nguoi gui, chu dé va mét phan ctia dong dau tién cua ndi dung thu. Nguoi dung

c6 thé tuy chinh dé hién thi ngudi giri hodc chii dé trén cung va cho phép hién
hodc an ndi dung thu xem trudec.

Chon muc n - chon [Cai @it hién thi] > [Danh sach thu] = [OK]
Cai dat hién thj

MNgan doc Danh sach thua HGi thoa

o
_non

Ach hi€n thi thu cda ban

[l

™ Tan nous Y i SR

=N ngu

0 STE e

-
L=

hon cd hién vdn ban xem trudc khdng

2 wEr truiee

- Tuy chinh hién thi [Hop thoai]:
Hién thi thuy méi nhat hodc tir cii nhat 18n trén ciing va cho phép hién hoic
an cac muc da xoa.
Chon muc n - chon [Cai dit hién thi] > [Hop thoai] > [OK]
Cai dat hién thi

Mgin doc Danh sach thuy Hoi thoai

Hi€n thi cdc muc theo thir tu nay:

® Thu mai nhst

5%

Ly,
e
5%

Khi cdc muc d3 bi xda
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2.4. Thiét lgp truy nhdp ngoai tuyén

Viéc chon truy nhip ngoai tuyén cho phép ngudi dung st dung thu dién tir
cong vu trén may tinh xach tay, may tinh dé ban va thiét bi di dong khi khong két
nbi Internet. Cac tac vu ma nguoi ding thao tac tryc tuyén déu hoat dong khi &
ché d6 ngoai tuyén, nguoi dung cé thé thao tac bao gdbm:

- Poc va tra 101 thu;

- GUri tin nhan méi;

- Xem va chinh stra lich cua ban;

- Tra 161 yéu cau hop;

- Xem va chinh stra cac lién hé cua ban.

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

Luu y: Khong thiét 1ap truy nhap ngoai tuyén néu co6 ngudi khac cung sir
dung chung cac thiét bi néu trén.

Chon muyc E - [Thiét dit ngoai tuyén] > [OK]

" OK 3 Hiy bo
Thiét dat ngoai tuyén

Sau khi ban bat truy nhap ngoai tuydn, ban <& the sir dung may tinh nay khi khéng kSt nSi mang.

2.5. Huéng dén thiét Igp thay déi hinh nén

Nguoi dung c6 thé Iya chon thay ddi hinh nén giao dién thu céng vu dé lam
moi giao dién bang nhiing hinh nén ¢6 san trong hé thong thu dién tir.

Chon muc E - [Thay d6i chi dé] > [OK]

~ K > HUOUY BO

Thay d8i chd dé

_—

B =
]

—— ™
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2.6. Thiét lgp muc [Tity chon]

~ Chonmuc E - [Tuy chon]: Trong phan thiét Iap muc [Ty chon], bao
gom cac phan: Lo1 tat, Chung, Thu, Lich.

Tuy theo nhu cu va théi quen st dung, ngudi ding c6 thé c6 nhiéu tiry chinh
lién quan dén trng dung va nguoi dung tai muc [Tuy chon] nay.

- B6i voi thiét 1ap trong muc [Loi tit]

©Tuy chon

|.6| tst A & A Fi . v z
Loi tat dén cac tuy chon thudng dung
» Chung
» Thu
: hém chit ki em gt [ap thur tré 1&i tu dong
b Lich Thém chir ky ema Thiét [3p thur tra 13 tu _TL__ g
Nhap vén ban s& dugc thém vao dudi cling cda mo St dung tr 18 tur dbng G& cho moi nguadi biét ban
thu mai ma ban soan. s& khdng tr2 13 email cla ho ngay dugc.
S&p xép lai ngan doc Taa quy téc hép thu dén
Chon vi tri xudt hién cla ngan doc trong Thu va Thigt lap céc quy thc dé it Iy email dén dua trén
cach ban mudn tuang tac véi ngén doc, tiéu chi ban chon.
Thay ddi bé cuc danh séch thu Thay ddi cach hign thi cla cuéce héi thoal email
Chon céch hién thi thu va cé hign ndi dung xem Chon thu cin xem & trén cing cda danh sach thu
trudc khéng. va ¢ hién cac muc da x0a khang.

- Pbi voi thiét 1ap muc [Chung]

©Tly chon
LGi tat

4 Chung
Tai khoan cua toi
Thay déi chi dé
Cac nhom phan phdi
Phim tit ban phim
Quén by bd trg
Thigt bi di ddng
Thiét dat ngoai tuyen
Thiét dat trg nang
Phién ban rit gon

Ving va mdi gid



- Déi véi thiét 1ap muc [Thu]

® Tay chon
LSi tat
» Chung
- Thu

4 Xy tur déng
Tra I&i tu ddng
Hoan tac gir
Quy tic hdp thu dén va g
Bao cao thu rac
Blanh ddu la da doc
Ty chon thu
Xac nhan da doc
Thigt d&t tra I&i

4 Tai khodn
Chan hoac cho phép
POP wva IMAP

“ Ty chon dinh kém
Tai khodn luw trir

4 B& cuc
Ha&i thoai
Chir ky emai
Ban xem trudc két ndi
Binh dang thu
Danh sach thu
Hanh déng nhanh
Mgan doc

» Lich

- P6i véi thiét 1ap muc [Lich]

@ Tay chon
LGi tat
» Chung
» Thu
4 Ca nhan hoa
Digén mao lich
- Xi¥ ly tu dong
L mdi
« Théng bao
Bdo nhic
Théng bio tin nhin van ban
4 Lich khac

Lich sinh nhat
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3. Hu6ng dén giri/nhén thu dién tir

3.1. Soan thw gvi di

N \ \ +) Mai| v
Nguoi dung chon vao '

sau:

khi @6 s€ hién ra ctra sO soan thao thu nhu



Giri Binh kem Ba

Bo b W @
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Cac trwong chirc nang
lién quan dén soan thio
thw

Néi dung dién giai

Bén

Nhap dia chi thu ngudi nhan

Cc

Nhép dia chi thu dong gui, nguoi nhan trong
danh sach [Pén] s€ nhin thay cdc dia chi nam
trong [Cc] va nguoc lai.

Bee

Nhép dia chi dia chi thu dong giri, nguoi nhan
trong danh sach [Pén] va [Cc] s€ khong nhin
thay cac dia chi thu ndm trong [BCC]

Nhap trich yéu cta ndi dung thu

Nhap chi tiét ndi dung thu hoic kéo tép

Chon phong chit cho nd1 dung thu

C& chit cho doan ndi dung thu dugc chon

In dam cho doan nd1 dung thu dugc chon

In nghiéng cho doan ndi dung thu dugc chon

[

Gach chan cho doan ndi dung thu dugc chon

Mau t6 cho doan ndi1 dung thu dugc chon
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Chon mau chir cho doan néi dung thu dugc chon

A

- Gach dau dong cho doan ndi dung thu dugc chon

= Panh s cho doan noi dung thu duoc chon

— Giam thut 1& cho doan noi dung thu dugc chon
o Tang thut 1é cho cho doan noi dung thu duoc
— chon

o Can trai cho doan ndi dung thu dugc chon
= Can gitra cho doan ndi dung thu dugc chon
— Can phai cho ndi dung thu
@ Chén siéu lién két (link)

2 Loai bo siéu lién két (link)

— Chi sb trén

X, Chi s6 dudi
b Gach ngang

Null

o Trai sang phai

< Phai sang trai

s Hoan tac

Lam lai
A Loai bo dinh dang/ téy
= Chen bang
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m Guri thu di

B4 Huy bo thu dang soan thao

U Binh kém Dinh kem theo tép

© Chén cac biéu tuwong va hinh mat cuoi

Tuy chon dinh dang cho ndi dung thu

y e Cho phép nguoi dung Iya chon thém céc hanh
hodc dong sau:

Luu ban nhap

Chén chir ky

Hién Ngugi g

Kiém tra tén

Bat mirc d& quan trong > Cao

Chuyén sangwin banthuin |  Binh thuding
Hign tiy chon thu.. Thap

Kiém tra su cd v trg na ng

Luuy:
- Mot thu gui di dwoc dinh kem tép 16i da la 20MB.

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

3.2. Xem va quan ly thw

PN VN i aa oS

) Méi|v Il Xoa & luutr¥ Thuric|v Quétdon Dichuyéndénv ThéloaiVv  ees
z - 2 — - 3
Hop thu dén L G file tai liéu
! [Thu nhép] Thi Hang Nga Ho
v Gl fle tal 55 Ch Q a Ho <hothihangnga.d co D Trdlgitdted |v
D3 nhén duge 1 u.. Véo Th 3, T1thg 2, 2020 véo e TH22 Ho Thi Hang Nga <hthga@ Hom nay, 155 CH
L Ho Thi Hang Nga ¥
Test Hv D3 nhan dugc tai lidu./.

b Gifi Théng bio
Dear Vao Th 3, 11 thg 2, 2020 véo lic 11:22 Ho Thi Hang Nga <hthnga@khanhhoa gov.yn> d3 viét:

i
Kinh chuyén: CBCC, VC va ngui lao déng,

fuc Thye hién chi dac cia I&nh dao 5&, Vin phéng phé bign dén CBCC, VC vi nguéi lao déng biét dé phong,

. Thi Hang Nga Ho trénh va dBng thi tuyén truyén dén céng dBng v ngui thin biét dé phong trénk dich
Gl viin ban bu 07/02 Kinh chic ¢4 5& minh khde ¢ tigp tuc hoan thanh tét nhigm vy,
Ema ke T ter checked this messages Trén trong.
Ghi ch
s

The Spamfilter checked this messages.

The Spamfilter checked this messages.

- (1) Danh muc quan Iy thu, bao gom:
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- Muc Yéu thich: Hop thu dén, Muc da guri, Ban nhap, Muc da xéa bo.

- Tén tai khoan: Hop thu dén, Ban nhap, Muc da Guri, Muc da x6a bo, Email
rac, Ghi chu, RSS Feeds.

- (2) Hop thu dén, h1en thi danh sach cac thu dugc sp Xep tir trén xudng
dudi theo thir ty giam dan vé thoi gian, thu nhan méi nhat s& nam trén cing, thu

6 tép dinh kém s& ¢ biéu tuong

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

* Pé thuc hién xem va quan 1y doi v6i mot thu nao d6, ngudi dung click
chon vao thu can xem, nguoi dung cé thé nhanh chong thuc hién cac trudng chic
nang.

Céc truong chirc nang sé hién thi qua 2 cach:

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

Mi | ™ Xoa Luu triy  Thu rac | v Di chuyén dén Thé loai

Hop thu dén
[Thu nhap]

. G tlr dién thoai théng minh Samsung

Test

K.g./. Trung tam CNTT va DV HCC truc tuy@n tinh Khanh Haa, 58 147 Thdng MNhat, Mha Trang.

Cdch 2. Nguoi dung click chudt phai vao thu can xem, cac trudng chirc nang
s€ hién thi nhu sau:

Test
Te3 15 E truc tuy&n tinh Khanh Haa, S8 147 Thdng Nhit, Mha Trang.
Tra I&i t&t cd

Chuyén tifp

if
[}
i}

Xba

Luru trix

Banh diu 1& da doc

Ghim £ messages.

Gan

Banh diu 1& thu réc MNEMm 06,02
B& qua

Di chuyén >
Phan loai >
Tao quy tic.

Xem chi tiSt thur
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Cac trwong chirc nang
lién quan dén quén ly thw

Noéi dung dién giai

i

Cho phép soan thao mdt thu méi.

Tra 161

Cho phép nguoi dung cé thé chi gui thu tra 10i
cho nguo1 da guri thu cho minh.

Tra 101 tat ca

Cho phép ngudi dung c6 thé giri thu tra 16i cho
tat ca nhirng nguoi da nhan dugc thu.

Chuyén tiép

Cho phép ngudi ding chuyén tiép thu ciia minh
sang dia chi thu khac, gitp ngudi dung dé dang
Chuyén truc tiép ndi dung, t¢p dinh kém, thong
tin dia chi thu tr nguoi gui té1 mot dia chi thu
khac ma khong can phai soan thao lai ndi dung
thu, qua d6 nhanh chéng truyén dat nhiing thong
tin tr ngudi gui to1 nguoi thur 3.

B2 Danh diu la chua doc

Gitp danh dau thu 1a chua doc dé ngudi dung ghi
nhé doc thu sau nay.

& Danh diu la d3 doc

Gitp danh du th 1a d doc dé nguoi ding khong
can mo thu.

Gan co gitp nguoi dung dé dang tim va theo doi

> Gan ca hos
0ac | thur.
>
= Cho phép nguodi dung gitr thu duogc trén cung
trong thu myc chua thu.
Y04 . Cho phép nguoi ding x6a mot hoic nhiéu thu tai
hodc thu muc thu dugc nguoi dung lua chon.
i Cho phép nguoi dung luu trir mot hodc nhiéu thu

tai thu muc thu duoc nguoi dung lua chon:
Thiét lap thu muc luu trit
Chon thu muc dé d chu;-'é"" thu wao chi vai mot [Bn bam chudt
* Tao thu' rmuc mdi dugc goi 1a Luu trid
Luu trif thu cia t8i trong <Chon thu muc> W

Huy bo

Hoac luu trir thu theo Iwra chon sau:
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Chon thu muc

~ Ho Thi Hang MNga
Hép thu dén
Ban nhap
Muc d3 Qi
Muc d3 xda bd

Email Rac

Thu réc Cho phép nguoi dung chuyén thu tai hop thu dén
vao thu muc [Email rac]. Thu rac dugc coi la co
ndi dung quang céo, ndi dung thu dén ma ngudi
nhan khéng mong mudn nhan.

Quét don Cho phép nguoi dung lya chon quét don thu duoc
chon nhur sau:

B6i v emall tl
Thi Hang Nga He (hathihangnga.dic@gmail.com)

®) ¥da tét ca thu khdi thy muc Hop thu dén
Xba tit ¢& thu khai thy muc Hop thu dén vé bét kjf thy néo vé sau
Ludn gilt thu méi nht va xba phan can lai
Ludin xga thu' cll han 10 ngay

Xem quy tac Quét don Hiy bo

Di chuyén dén v Cho phép nguoi dung di chuyén thu mong mubn
dén mot thu muc luu trir thu khac.
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Di chuyé&n dén v TheE loai

| x i
Hop thu dén

Muc 43 xda bd

Ernail Rac

Thu muc mdi

Di chuyén tat cd email tir ...

Di chuyén d&n thu muc khac..

Thé loai v Cho phép nguoi dung phén loai, quan ly thu theo
' danh muc mau sic.
Thé loai v
Danh muc mau cam
Danh muc mau dé
Danh muc mau lam
Danh muc mau luc
Danh muc mau tim
Danh muc mau vang

Thé loai mai

Quan Iy thé loai...

Cho phép nguoi dung thuc hién céc lua chon cac
chirc ndng quan ly thu khac

Banh diu 1a chwua doc
Banh dau 1a d3 doc
Ghim

Bd& ghim

Al

3an ol

c

Xoa o

B2anh diu & hoan thanh
Bd qua

Tao quy tic..

In

3.3. Tim kiém thw va moi ngwoi, thém nguwoi diing khdc vao danh ba
Pé tim kiém nhanh mét thu trong cac danh muc quan 1y thu hay tim kiém
nguoi dung khac trong cung H¢ thong thu dién tir cong vu tinh Khanh Hoa, nguoi
Tim kiém Thu va Moi ngud _ .
dung st dung chirc nang nay nhap ndi dung can tim
kiém. Vi du:
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r‘ltthl > MG |~ £

g Tim ki€m hMoi ngudi

Chuc nang tim kiém s& cho ra két qua theo ndi dung nguoi ding tim kiém.
bong thoi cho phép nguoi dung thém nguoi dung khac vao danh ba cua minh tai

biéu tugng - hodc cho phép giri thu tai biéu tuong hoac 1én lich su kién

tai biéu tuong

ntthom Mdi| v Banh du tat ca 13 d3 doc

MguyenThiThom =

e NguyenThiThom

£ Tim kiém Moi nguai

® 6

Muc d3 xoa bo

A Ho Thi Hang Nga Test Ghi chd Té chirc
= = » Gii Théng bao
Hop thu dén Dear /. Lich Bia chi co quan
Ban nhap

Muc a3 Gl

e Thi Hang Nga H¢ ~ GUfi email
Muc 33 xda bo

G vén ban
Email Rac K.c -- The Spamfilter che
o Cad quan
Ghi ch 058.2563533
RSS Feeds ¥ Kiém thir mai
sknhe_______ Didéng
1976854702

Thi Hann Nna He

4. Thay d6i mat khau tai khoan thw cong vu

Chon muc ﬂ —> chon [Tuy chon] = [Chung] - [Tai khoan cta t6i]

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

cong vu.




© Ty chon
L& tat
4 Chung
Tai khodn cla téi
Thay ddi cha d&
Cac nhém phan phéi
Phim tat ban phim
Quan Iy bd trg
Thiét bi di ddng
Thigt dat ngoai tuyén
Thiét dét trg ndng
Phién bdn nit gon
Ving va mui gidt
Nhin tin vin bin
4 Thu
4 Xir ly tu dong
Trd 18i tr déng
Hoan tac gii
Quy tac hop thu dén wi
Bao cao thu rac
Dénh ddu la 83 doc
Tay chon thu
¥ac nhan da doc
Thiét dat trd 1ai
+ Tai khodn
Chén hoac cho phép

H L X Bo

Tai khoan cua toi

Tén vigt tit

Ho

Tén hién thi*

He Thi Hang Nga

Bia chi email

hthnga@khanhhoa.goven

Bién thoai ca quan

Bién thoai nha
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5501 Tr2n Phi - Khu Lién co

Thanh phi

MNha Trang

Bang/Tinh
Khénh Hoa

M3 Zip/Buu chinh
0258

Quéc gia/Ving

Vigt Mam -

Van phang

S dung hép thu
I |

Nhén chon [Thay d6i mat khiu ciia ban] thyuc hién thay d6i mat khau theo

hudng dan sau:

v Luu X Bo

Thay doi mat khau
Mhap mat khdu hign tai cia ban, nhap méat khdu mdi va sau da nhap lai dé x&c nhan.

Sau khi luu, ban 6 thé can phai nhap lai tén ngudi ding va mat khdu cda minh, réi dang
nhap lai. Ban s& dugc thdng bao khi mat khdu cda ban duge thay dai thanh céng.

Dia chi email: hthnga@khanhhoa.gov.wn

Mat khau hién tai:
Mat khau mdi:

¥ac nhan mat khau mai;
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III. SU DUNG THU PIEN TU CONG VU TREN MICROSOFT
OUTLOOK

Cac buéc thiét 1ap thw dién tir cong vu Khanh Hoa trén Microsoft
Outlook

~ Budce 1: Mo chuong trinh [Microsoft Outlook], ctra s6 cau hinh Outlook
hién thi dé bat dau thiét l1ap.

Budc 2: Nhap thong tin thu dién tir cong vu Khanh Hoa cua co quan, ca nhan
[Email address], chon [Connect]

el Outlook

Email address

[dqminh@khanhhca.gov.vn ]

Advanced options ~

[_] Let me set up my account manually

No account? Create an Outlook.com email address to get started.

Budc 3: Tai ctra s6 dich vu thu dién tir chon [Exchange]

E Outlook

Advanced setup

J & K

Microsoft 365 Outlook.com Exchange Google

Q)

~ ™M R

pop IMAP Exchange 2013
or earlier

Go back
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Budc 4: Nhap mat khau thu dién tir cong vu tinh Khanh Hoa (co quan, c4
nhan), chon [OK]

Windows Security b4

Microsoft Outlook

Connecting to dgminh@khanhhoa.gov.vn

dgminh@khanhhoa.gov.vn

Password

D Remember my credentials

More choices

oK Cancel

Budc 5: Chon [Use Cached Exchange Mode to download email to an
Outlook data file] néu ¢6 nhu cau luu trir thu dién to dé st dung ngoai tuyén;
chon [Download email for the past] dé thiét 1ap thoi gian dong bo luu trir thu
dién tir vé Microsoft Outlook; chon [Next]

Exchange Account Settings
dgminh@khanhhoa.gov.vn

Offline Settings

Use Cached Exchange Mode to download email to an Outlook data
file

Download email for the past:

6 months
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Budc 6: Microsoft Outlook thong bao thiét 1ap thanh cong tai khoan thur
dién t&r cong vu Khanh Hoa

R Outlook

Account successfully added

m Exchange
dgminh@khanhhoa.gov.vn

Add another email address

( g

Advanced options ~

Let me set up my account manually

[] Set up Outlook Mobile on my phone, too

E Hop thu dén - dgminh@khanhhoa.govvn - Outlook

@ Account Information

| (m Info ‘u dgminh@khanhhoa.gov.vn |

Microsoft Exchange

Open & Export —
‘ + Add Account |

Save As | Account Settings
% Change settings for this account or set up more
Account connections.
Settings v = Access this account on the web.
G https://mail.khanhhoa.gov.vn/owa/
rim
®  Get the Outlook app for i0S or Android.
Change
Automatic Replies (Out of Office)
Q Use automatic replies to notify others that you are out of office, on vacation, or
Automatic not available to respond to email messages.
Replies
Mailbox Settings
6 Manage the size of your mailbox by emptying Deleted Items and archiving.
Tools -
® 1.85 GB free of 2 GB
{:L Rules and Alerts
(o)
Q Use Rules and Alerts to help organize your incoming email messages, and receive
Manage Rules updates when items are added, changed, or removed.
& Alerts
| Manage Add-ins
@ Manage and acquire Web Add-ins for Outlook.
Office Account Manage Add-
ins
Options

Exit
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Buéc 7: Giao dién quan 1y thu dién tir cong vu Khanh Hoa sau khi thiét 1ap
thanh cong trén Microsoft Outlook

o9 s O search [-)

o]
IE File ~ Home Send/Receive View Help

] NewEmail ~ [l Delete v [ Archive ] Movev <) Reply € ReplyAll —> Forward [Moveto:? v () Unread/Read BB~ M~ |searchpeople | B V'~

(D) ORGANIZE YOUR INBOX Use the @mention column to prioritize your email messages. | Lear how

Q
g <

v Favorites Al Unread ByDate v T

Hop thu dén v Last Week a
[
Muc da Giti B6 N&ivu
Bannhdp. B0 Noi vu khdo st § kién danh. Fri 12727
_ | 86 Noi wu tran trong theng béo!
Muc d& x6a bo 1
86 N6i vy

vdgminh@khanhhoa.gov.vn 86 Ni vy khdo st j kién danh, Mon 12/23
Hop th dén 85 Ni v iran trong thang baot
Ban nhap v Three Weeks Ago
Muc da Giti Kaspersky
Muc d& x6a bo 1 APAC News Bites_Dec 2024 12/972024
Archive

5 v Last Month R

Email Rac Select an item to read
Hopthuct Marketing VNCS Click here to always preview messages
RSS Feeds [VNCS] - Diém tin an toan thém..  11/19/2024

Hay ciing VNCS diém qua
> Search Folders

Veeam Team
Ready for Fortfy Your Ransom...  11/15/2024
Join us for part 2 of our highly

Veeam Webinar
Veear's NEW Cloud Storage 111472024
Introducing Veeam Data Cloud

v Older
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IV. SUDUNG THU DPIEN TU CONG VU TINH KHANH HOA TREN
THIET BI DI PONG (SU DUNG HE PIEU HANH I0S)

Céu hinh qua rng dung Mail trén dién thoai thong minh, may tinh bang sur
dung Hé diéu hanh IOS:

Budc 1: [Cai dat] = [Mail] = [Tai khoan] = [Thém tai khoan] >
[Microsoft Exchange]

09:50 al s 09:50 att =

el »iCloud

iCloud

Microsoft Exchange

= Google

TEEET 1 yahoo/

Aol.
ﬁ Outlook.com

Tim nap dif liéu mai Push )
Khac

Budc 2: Nhap thong tin thu dién tr cong vu tinh Khanh Hoa [Email], [M6
ta] = chon [Tiép] > chon [Ping nhip]

Hiy Exchange Tiép Hay Exchange Tiép
Email dgminh@khanhhoa.gov.vn Email dgminh@khanhhoa.gov.vn
M6 ta Thu dién tir edng vu Khanh Hoa M6 ta Thur dién tir céng vu Khanh Hoa

ai khoan ange sé cho phép quan tri vién Exchang Thém tai khoan Exchange s& cho phép quan tr| vién Exchange

3 ban tif xa. Quan tri vig thé thém/xoa cic quan Iy thigt bj ciia ban tif xa. Quan tri vién cd thé thémfxda cdc
ial X &t I 1a ban tif xa gidi han va xda thiét bi cua ban tif xa.

RS S Béng nhap vao tai khoan
AM73EAMF7HEMB7 TFKOE4AA3MSK Exchange "khanhhoa.gov.vn”
cla ban bang Microsoft?
Bia chi email s& dudc gl dén
Microsoft dé phat hign théng tin tai
khoan Exchange cla ban.

Binh céu hinh thi céng

Béng nhap
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Budc 3: HE théng s& thuc hién kiém tra xac minh thong tin két ndi dén thu
dién tr cong vu tinh Khanh Hoa = chon cac dich vu can dé)ng bo dé st dung -
chon [Luwru] dé luu thong tin cau hinh thu dién tir cong vu tinh Khanh Hoa

Hay Thu dién tif cong vu Khanh Hoa Luu 10:08 HHAC

< Mail Tai khodn

Al KHOAN
iCloud
Thu dién tf cong vu Khanh Hoa

I...- [ ] [}

L&i nhac

elelelielle

Ghi chti
- n n .. J n
Thém tai khoan
Tim nap di liéu méi Push

Budc 4: M& ung dung Mail trén thiét bi sit dung HE di€u hanh 10S, chon

[Thu dién tir cong vu tinh Khanh Hoa] dé quan 1y, st dung thu dién tr cong vu
tinh Khanh Hoa

10:10 EUECH s0]

10:10 o = €8
Hop thu Siia
£ Thu dién tir céng vu Khdnh Haa 20 < Quay lai Sira
vIP ,
HOp thu dén
iCloud > * P
B& Ndi vu hir SéL
Thu digntifeong vu Khant Hoa < B& NGi vu khao sét ¥ kién danh gia két qua cai cach h...
£ Hap thy dén 0 B NOi vu trén trong théng bao! Dé gilp danh gia mot
cach thuc chat, khach g veé thue trang, két g 13 Va..
[ Nhap
<7 bagli B?N.élw R N
B& N&i vu khao sat y kién danh gia két qua caicach h...
1] Thing réc B& NGi vu tran trong thén o! Dé giup danh gia mot
cach thue chat, khach guan vé thuc trang két qua va..
5 Lwtrw ' )
E5 Email Réc Kaspersky
APAC News Bites_Dec 2024
5 Hopthudi [https://media.kaspersky.comflandgo/
FS5 RSS Feeds APAC_Newsletter_Dec_2024/MktgNewsBites_EmailB..

[ PRI S T ~e
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V. SU DUNG THU BIEN TU CONG VU TINH KHANH HOA TREN
THIET BI DI PONG (SU DUNG HE PIEU HANH ANDROID)

CAu hinh qua Wng dung Gmail trén dién thoai thong minh, may tinh bang
stt dung Hé diéu hanh Android:

Budc 1: Trén dién thoai
thong minh, may tinh
bang chon [Gmail]

Buédce 4: H¢ thong kiém
tra, xac thyc thong tin

Budc 2: Tai giao diér} hga
chon dich vu email d€ cau
hinh ([Thiét l1ap email]),

Bude 3: Nhap dia chi
thu dién tor cong vu
Khanh Hoa va mat khau

chon [Exchange va |- chon [Tiép theo]
Office 365]
AN Fial vim

™ Gy

Thiét 1ap email Whip dla chf enal

@ Outiook, Hotmal v Live

Yahoo

@8  Exchange vaOffice 3¢5

Khac

Budc 5: Tai ctra s6 [Cho
phép Gmail truy cap
vao danh ba] chon [T
chéi]

W5 m 20016

=
test1@khanhhoa.gov.vn

Pang Iy théng tin tai khodn

E Cho phép Gmail truy
— cép vao danh ba cia
ban?

1/2 TUCHOl  CHO PHEP

Budc 6: Tai ctra s6 [Cho
phép Gmail truy cap
lich] chon [Cho phép]

[Z] cho phép Gmail truy
cap lich cua ban?

2/2 TUCHOI  CHO PHEP
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Buge 7: Chon [Xong],
hoan thanh thiét lap tai
khoan thu dién tur

Budéc 8: Mé tng dung
Gmail, st dung thu di¢n
tu cong vu Khanh Hoa da
dugc thiét 1ap

i) W § 2020

Tai khoan clia ban da san sang hoat
dong!

¥ E 2023

@s

= Tim kiém trong thu'

Hép thu dén

Nhan vao hinh &nh ngudi gii dé chon cudc

& ithost do. Bbqua
Nhan dé dugc théng bao vé cac email mai .

O hico ¢ Bé qua
t6i 2 @ 2ithg 12
Test file dinh kem
Hello test attach Thanks! R

&/ Soanthu
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