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1. Truy cap vao h¢ thong mail

1.1 Truy cap vao hé thong

Tur trinh duyét web nhap dia chi: https://mail.tentinh.dcs.vn (Tuy thudc vao tung don vi
s€ co dia chi thu dién tir khac nhau).

Vi du: Dbi voi hé théng Email ciia tinh uy Ninh Binh. Tir trinh duyét web nhap dia chi:

https.//mail ninhbinh.dcs.vn



VAN PHONG TRUNG UONG
DANG CONG SAN VIET NAM

HE THONG THU DIEN TU

Tai khoan
Tén dang nhap
Nn3p t8n tal khodn
Mat khiu
Nhap mat khdu

Gidr dang nhap

1A Hung Vuong, phureng Quan Thanh, quan Ba Dinh, Ha NoI
Engineared by NGN

- Tiép theo, nhap Tai khoan truy cap va Mat khau tuong (mg:

1.2 Thao tac trén giao di¢n

- Sau khi dang nhap thanh cong, hé thong sé& hién 1én trinh diéu khién trong
mail:

Danh ba Lich Cong viéc Cap tai liéu Tay chon

¥ Thu muc thu Sép xép theo Ngay T

4, Hap thu dén -

B pagui Khéng cé két qua nao duoac tim thay.
@ Thunhip

3 Thurac

W Thing rac

B9 chats

Luot tim kiém

Thé

» Cac zimlet

“ Thang Ba 2025 L2

1
2 3 4 5 6 7 8
g 10 11 12 13 14 15
16 17 18 19 20 21 22
23 24 25 26 27|28 29

- Néu muén chinh giao dién Tiéng Anh hoic Tiéng Viét chon muc
Preferences, General, tiép theo chon muc Language chon — Tiéng Viét

va chon Save
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The Danhba Lich  Céngviéc Cépté\'l'\éum
EE

Hiy Hoan tac cac thay dsi

Pang nhap
Mat khau: | D46i mat khau

Uing dung web méc dinh: (3 Classic

i Hinh déng bén ngoai

inl ngoai
Ra khéi van phéng ng
Dia chitin cdy Chi dé: | Hoa & |
Darh b2 Phéng: | Chun = |
Lich .

Hién thi kich cd chii: Thusng «
Chia sé
In kich cd chir:

Théng bio In kich c& chir: | 12pt +
Nhap / Xudt H
Phim tét Mui gio va Ngon ngir
Céc zimlet

Mdi gig: | GMT +07:00 Bangkok, Ha N&i, Jakarta =

| Ngén ngii: | Tiéng Viét V| |

Huéing soan thao: | Trai sang phai = [ Hién thi niit dinh huéng trong thanh eéng cu soan thao

ThangBaz2025 b W

CN T2 T3 T4 T3 T8 T7 Tim ki€ém

23 24 25 26 27 28 1

4 5 6 7 8 Tim kiém cac thu mue: [ Bao gdm thu myc Thu réc treng cac tim kiém

9 10 11 12 13 14 15

[0 Bao gam thu muc Thiing réc trong céc tim kigm

% 17 18 19 20 21 22
23 24 25 26 27 28 28 [Dgao gim cac muc chia sé trong cac fim kiém
008 1 2 3 4 5

- Néu NSD muén xem thu duoc giri dén NSD chon muc Hép thw dén

A % VAN PHONG TRUNG UONG PANG CONG SAN VIET NAM nqtestas

Danh ba Lich Cong viéc Cap tai liéu Tly chon

-

O

(9]

Tra lgi Tra 15i tét ca Chuyén tiép Luu trid Xoa Thu rac =~ ad Thao tac ~ Poc them || @ Xem +

¥ Thu muc thu Sap x&p theo Ngay ©

thu dén =

B pagui Khéng c6 két qua nao dudc tim thay.

& Thunhap
E'a Thu rac
W Thung rac
ED chats

L

Ut tim kiém

Thé

» Cac zimlet

“ o«
CN
23

16
23
30

Thang Ba 2025 b »
T2 T3 T4 T3 T6 T7
24 25 26 27 28 1
3 4 5 6 7 8
10 11 12 13 14 15
17 18 19 20 21 22

24 25 26 27 (28] 20

31 1 2 3 4 5

- Néu NSD mudn xem thu di duogc gui di, chon muc Da giri:
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Danh ba Lich Céng viéc Cap tai liéu Tuy chon

Tra I6i Tra |Gi tat ca Chuyén tiép Luu tri Xoéa Thu rac v v Thao tac ~

¥ Thu muc thu Sap xép theo Ngay T 33 cuéc dam thoai
3 oo thy dé - D& xem mot cu¢
< Hop thuden ® huynguyenhoang 20 Thang 3
) pagui M test - test pe
2 Thunhap
® nqtuan2511 20 Thang 3
@ Thu rac q
Test - Test e
g Thung rac
B3 chats ® nqtuan2511 20 Thang 3
test - test [

Luot tim kiém
- Céch lam tuong ty voi1 3 muc Thw nhap, Thw racva Thung rac NSD co
thé kich chudt vao céc chit trong tmg va xem ndi dung timg phan. - Tao
thu méi va mot sb thao tac lién quan
- Tao thu méi

- O gbc trén cung bén trai, NSD kich chudt vao Thw méi dé bit dau soan

thao mot thu moi:

B ~ Tim kiem

Danh ba Lich Cdng viéc Cap tai lieu Tuy chon

Tra l&i Trd |oi tat ca Chuyén tiép Luu trir Xoéa Thu rac - - Thao tac *

¥ Thu muc thu Sap xép theo Ngay ©

£, Hop thu dén -
2 pagui

3- Thu nhap

3 Thurac

7 Thung rac

D Chats

Lugt tim ki€m
Theé

» Cac zimlet

Khéng ¢ két qua nao dugc tim thay.

“ 4 Thang Ba 2025 r»
CN T2 T3 T4 T3 T6 T7
23 24 25 26 27 28 1

2 3 4 5 6 7 8

- Giao dién soan thao thu mé&i duogc hién thi nhu bén dudi:
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Thu Danh ba

Gui || Hay
[ 1o |

‘ Ce |

Chu dé:

[Binh kem =]

Sans Serif

<>

Luu ban nhap Tuy chon =

leo: kéo va tha cdc td)

12pt

Lich Céng viéc Cap tai liéu Tuy chon

|9 Pinh dang theo HTML ‘ |
Pinh dang theo van ban thuan tay | |

Hién thi Bec

1 M uu tién cao
@= Muic uu tién binh thugng
4 Mc Uu tién thap ™ A A

[l
il
iii
il
-
|
i
il
]

M & O Q — =

[} Yéu cdu xac nhan doc

Cic théng tin soan thdo giti thw bao gom:

Téi: NSD nhap dija chi email ngudi can giri thu téi ¢6 yéu cau phan hoi
thu.
Cc: NSD nhép dia chi ngudi can giri thu tdi nhung khong yéu cau phan hoi

thu.

Chu dé: NSD nhap noi dung cha dé thu can gui.

Khung trang rong: NSD nhap noi dung thu can giri.

Dinh kém: NSD dinh kém file theo thu.

Céch chinh thu theo van ban: NSD vao Tuy chon, sau d6 chon Dinh dang
theo HTML.

Cubi cung sau khi da hoan tat NSD chon GUT & goc trén man hinh dé giri
thu

Néu Giri thanh cong hé thong s& hién 1én thong bao: Pa giri thong diép.

1.3 Mot s6 thao tac lién quan

Trong truong hop nguoi st dung muon luu thu vira viét ra:
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Thu Danh ba Lich Cang viéc Cap tai liéu Tuy chon Soan thu £
GUi Hay Tuy chon ~
Téi: “
Chu de:
Meo: kéo va tha cdc tdp tin t& man hinh nén cta ban dé dinh kem vdo thu nay.
Sans Serif 12pt Doan van B I U S Ik A 1Al = E=E = = 66 = =
<>

- Truong hop hiy va quay lai man hinh chinh NSD chon nut hay bé dé hay

thu:
Thu Danh ba Lich Céng viéc Cap tai liéu Tuy chon Soan thu &
GUi Luu bén nhap Tuy chon
Téi: ||
Chu de:
Meo: kéo va thd cdc tdp tin t&r man hinh nén cia ban dé dinh kém vdo thu nay.
Sans Serif 12pt Doan van B 7 U S Ik A A = = = = 6 = =
<>

> Chikc nang khi dn chuét phdi vao tirng thu:
- NSD tién hanh tich chudt phai vao timg thu dé tién hanh céc tac vu:
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Danh ba Lich

Cong viéc

Cap tai liéu

Tuy chon

i || T titcd || Chuyén to

¥ Thu muc thu
é Hop thu dén
[ pagui
@- Thu nhap
£3 Thuréc
7 Thung rac

3 chats

Lugt tim ki€m
Thé

» Cac zimlet

“ o« Thang Ba 2025 > »

€N T2 T3 T4 T3 T6 T7
23 24 25 26 27 28

2 3 4 5 ©& T 8
9 10 11 12 18 14 15

Luutrd | Xéa = Thurdc  Eh~v
Sap xép theo Ngay © 1 cuéc dam thoai da chon
© Nguyén Quang Tuan 06 Thang 3
test - Luuy Email nall e 1,4 o M Hythan- [
€ Tra 15 tét ca o
» nqtest99, auth-resy R 21 Thang 2
=2 Chuyén tiép [fl
icati . x Por P=
Authentication Reporf Chuyén tiép cuoc dam thoai g o
» nqtest99, Nguyén 1 3¢ Xoa [Del] |21 Thang 2
test 10:45 - test 10:45| L@ Déanh dau 1a Thu rac [ms] =
» nqgtest99, nqtest99 \i — tP}e cugc dam thoai i Théang 2
N & Chuyén R
test - test again From jtestos P
& In [p]
P nqtestas’- g DPanh dau la da doc [mr] R Thang 2
test - test ] Péanh dau la chua doc [mu] P
P Gén cy [mf]
nqgtest99 B gén (mf] 21 Thang 2
test - test I-
3 Chuyén huéng
» nqtest9s, nqtestoo]| & Stfa nhu mdi 21 Thang 2
test 9:46 - test From: | 4 Tao b6 loc est9o@ P
= : Tao cudc hen i
Nguyén Quang Tuén = . . 21 Théang 2
[ Tao cong viéc
test - test b=
£ M& trong mét ctra 56 riéng
» nqtest99, nqtest99) [ Hién thj thu géc 20 Théang 2
test - test From: ngteq ‘4 X6a phan t6 sang két qua tim kiém P@ubk

Cu thé tac dung cuta tirng muc:

- Panh diu 1a chua doc: danh diu thu thanh chua doc.

&~

a

Thao tac ¥

B test

\

. TU:
Téi:

Luu y: Email nay duc
lien ket (link) hoac n

test

- Tra 161: chon myc nay néu muon gui thu phan hoi cho nhitng nguoi

trong danh sach gui thu phan hdi.

- Tra 101 tat ca: chon muc nay néu mudn guri thu cho tat ca thanh phan

lién quan.

- Chuyén ti€p: néu muodn lay ndi dung thu nay dé chinh stra va gtri cho

dia chi email khac.

- Xo4 bod: néu mudn loai bo thu khoéi danh sach.

» Tién ich muc XEM ¢ goc trén bén phdi:

- kich chu¢t vao chir xem va chon cac tac vu tuong tng:
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Thu S6 dia chi Lich Céng viéc Cap tai lidu Tay chon

4 Sosn thy méi v | jale | Taitics | Choyéntiep | | Archive | Xoibo | Touric | & | #Fv | manhdeng v i @ xem
| o e |
¥ Thu myc thy S3p XEp theo Naby © 17 euoc dim oy | @ Test web mail scdam thoal |

&, Thrden v Miciesoft Outlook Tha716 g ) i (huydng1987 ’
B wngdu Microsoft Outlpok Test Message ! Tok [ 1@ V 4
B thedaoit Microsoft Outlook kil | = b :
B3 Thunhsp Outlook Test Message ADMTV32MigGuide.doc (1.6 MB) Tai vt | CAp tai by | Loal ba Nhém thieo »
ER Thrac ha 7 16 ‘ Ba nhan duge mail

'J Thing tac

Chi tiét :

o Theo cuoc dam luan: Sép xép thu theo thir tu cac thu cé cung chu dé,

ta c6 the tich vao cac dau tam gidc ¢ bén trai thu dé x6 xudng:

Tay chon

S6 dia chi iéc Cap tai

Lich

| Thy muc thy S4p x&p theo Ngay T 2% Theo cu
& ‘ - & The
&, Thodén v croso 5 716
= Microsoft Guttook Thg 716 Khung doe ’
B Enghu Micrasoft Qutiook Test Message f ) M 1onG cudc tro chuyén »
= Dé xem mot cudc dam thoai, bam chudt 2 X
& Thuoa gl Microsoft Cutioak Thg 7 16 :
N ) NHOM theo »
@ Thet nhap | Microsoft Outlaok Test Messaoe

o Xem thw theo thong diép: Sap xép thu theo thoi gian, thu cang trén cao
1a cang méi nhat:

Ther S& dia chi Lich Cong viéc Cap i liéu Tay chon

4 Soan thy mdi - t ] Z > S
¥ Thu myc thy &p theo Ngdy ©
& T v Microsoft Outlook Thg 716
W nodu -4 Microsoft Outiook Test Message
= Dé xem mot thong diép. bam chudt vac
2 Thwas o Microsoft Outlook Thy'716
@ Thunhip L Micrasoft Outlock Test Message e

*  Khung doc: Tuy chon hién thi khung doc thu

S6 dia chi Lich Cong viéc Cap tai ligu Tay chon

=4 Soan thu mai - - - -
¥ Thu muyc thu S3p xp theo Ngay © 18 18 thdng diéy ® Theo cud gam thoal [vc]

3 | 3 ©2d Theo théng diép fvm]

& Thu dén x Mi Outlook Tha 716 Khung doc »

Khung doc O dudi Ll
B tingdu {4 Microsoft Outlook Test Message n og h "J - 7 ~ 3l S3p x&p theo »
) DE xem mot Khung d n phai i )
B Thuda gin Microsoft Qutiook Tha 716 1] khung doc t3t e —— ’
@ Thrnhap ) Microsoft Outiook Test Message
Thu rac .
[’(‘) " Microsoft Outiook Tho 7 1€
W Thang réc | (3 Mioosoftc Test Message

'l Gidi thiéu chirc ndang cua nut tam gidc thong diép maoi
*  Thu: Néu mubn soan 1 mail méi (Chirc ning nay di dugc huéng din &

trén).
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Danh ba

Lich

1 w d Thu [nm] I‘
Lién he [nc] I

& Nhom lien he

% Cuéc hen [na]
[ Céng viéc [nk]
- Tai lidu [nd]
l_ﬂ Thu muc [nf]
4 The [nt]

E Thu muc Danh ba

= Lich [nl]
L’J Thu muc céng viéc
| 3 Cap tailieu

Cong viéc
Tra |&i Tra 1 tat ca

Sap xép theo Ngay ©

Khong co két qua nao dugc tim thay.

Cap tai liéu

Chuyén tiép

Tuy chon

Luu trir

» Lién hé : NSD tao thong tin lién h¢ ctuia 1 ca nhan.

Xoa

Thu rac

Danh ba

1|l Thu [nm]
Lién hé [nc]

@& Nhom lién he

3 Cuéc hen [nal
[ Cong viéc [nk]
-4 Tai liéu [nd]
Ej; Thu muc [nf]
<4 The Int]

E Thu muc Danh ba

4 Lich [nl]
L‘V’J Thu muc céng viéc
| [ Cap tai lieu

Lich

- Nhap thong tin ngudi can lién h¢, tiép d6 NSD chon Luru lai dé Iuu hodc

Cong viéc

Trd |&i Tra 1o tat cd

Sap x€p theo Ngay ©

Khong cé két qua

Hity bé dé bo qua:

Cap tai liéu

Chuyén tiép

Tuy chon

Luu trlr

nao dugc tim thay.

Xoa

Trang 9
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Thu Danh ba Lich Cong viéc Cap tai liéu Tuy chon Liéen hée B3

‘ \ < Khéng co tén> Luu dudi dang: | Ho, Tén

Ho E Dia diém: | [ Danh ba ‘

Email:  Dig chi email &
Dién thoai: 5o dien thoal ‘ Di dong v ‘ £
M: |XMPP v | 4
Piachi:  Huong pho Trangchi v | &
Bang/Ti Ma buu dién

URL:  UFRI ‘ Trangcht ‘ 4

Khic: | Ngay ' | Ngay sinh [+ %

Ghicha:  Ghichu

- S0 dia chi d€ xem danh sach nguoi lién h¢:

Thu Llich  Congviec  Ciptailiéeu  Tuychon

@ Lién hé méi v | Sta | | xoabs | v | #F~v| @~ | Hanhdong ¥

¥ Danh sach lién hé
B enne v
DNQ, Hu ~
B Danh sach phan phéi f PO, Fuy Huy DNQ

E* Lien he da email

@ Thang rac

LG 122 A B € B  E F

Tim kiém
Thé

> Zimlet

|

e Nhom lién hé: Néu muodn lién hé voi 1 nhom.
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Danh ba Lich g Vviéc Cap tai liéu Tay chon

Tra loi Tra |oi tat ca Chuyén tiép Luu trdr || Xoda Thu rac v v

v L Thu [nm] Sép xép theo Ngay ©
Lién hé [nc]
| & Nhom lién he | I | Khong c6 két qua nao dudc tim thay.
Cuoc hen [na]
[ cong viec [nk]
-2 Tai liéu [nd]

Iij Thu muc [nf]

4 The [nt]

& Thu muc Danh ba

3 Lich [nl]

L’J Thu muc cdng viéc
| (3 cap tai lieu

- NSD tién hanh thém dija chi nhom tir phai qua trai:

Pia diém: | [F Danh ba |

Thanh vién: i"m: | Tim kiém ‘ |
trong: ‘ Danh séach dia chi chung '}
Khéng c6 k&t qua nao dugc tim théy.
@ Tén Ernail
Q adm adm@vptw.desvn H
Q admin admin@vptw.dcs.vn l

| ¢a Them

(48 Them tatca

Hodc nhap dia chi duéi day (tach biét bang dau phay)

| ¢a Them

- Sau d6 NSD chon Luru lai dé luu lai hodc Hiy bé dé bo qua.

*  Cuoc hen: 1€n lich 1am vi¢c dé€ guri cho céc user email khac.
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Thu Danh ba

v d Thy [nm]

@, Lién hé
& Nhom lién hé

[nc]

Lich

-

ﬂ, Cudc hen [na]
[ Cong viec [nk]
1 Tai liéu [nd]

li Thu muc [nf]

< The [nt]

a Thu muc Danh ba

=1 Lich [nl]

[f‘l Thu muc céng viéc
, [ cap i lieu

Thu S& dia chi Lich

G Luy Lol Hong o

Cong wéc

Tuy thon

C3p i héu

Coéng viéc
Tra Ioi tat ca

Sap xép theo Ngay ©

Khéng cd két qua nao dugc tim thay.

Tay chon Cong wic B

Cap tai liéu

Chuyén tiép

Hop ban giao B3

Tay chon

Luu trir

NSD nhap thong tin cudc hen va dién dia chi email :

Xoa

Thu rac

G o lN;vu ban grac

NGl tham dif ' huydng1987 *

Bja A ls-r.f..\,, r=os

MmOt dta S
&4t A3 l""""“""E b ’ 30 CH C3 ngdy
Kt thic lr"*.,- 2018 - '.( 30CH
Widn thi: | Bin v Mikn» Ridng tu

Lich trinh 2~

1 4
Tt <l ngudl tham dy

@ test123@vptw.dcs.vn

8 T huydngiSa7@gmailcom ’j

e -

[ rinhedi [T xnongmviee M 8dn [0 ™

[T ihdng bid

W Ra khéi co quan

- NSD chon Luu lai, tiép theo NSD chon Giri.

o Thuw muc: Pugc tao ra dé nguoi dung gdp nhimg thu lién quan vao 1

noi dé NSD dé quan ly.
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| Tate || maloitatca || chuyéntiep | | Luuta | xea |[ Thurac | [Eh | @~

v Ed Thu (nm] % s&p xép theo Ngay T
I @, Lién hé [nc]
@& Nhom lién hé
4 cuéc hen [na]
[ cong viec [nk]

Khong co két qua nao dugc tim thay.

4 Tai lieu [nd]
(/2' The TAT]

E, Thu muc Danh ba

Lich [nl]
o}

[ﬂ Thu muc cong viéc
| (3 cap tailieu

- Nhap tén thu muc can tao, chi dinh thu muc duge luu trong Thuw di, hoac

Thu dén:

S6 dia chi Lich Céng viéc Cap tai lieu Tuy chon

4 Soan thu mdi v =
¥ Thu muc thu Sap xép theo Ngay ©
o Tén: IBOSS
&, Thuden i Microsoft Qutlook —
s Mau: | . Mau do ¥
& Tngau - Microsoft Outlook Test Message

Feed: () Pang ky t6i nguon tin (feed) RSS/ATOM xem mt

B Thu da gui iroso
o g Microsoft Outlook Chon noi dé& dat thu muc maéi:
0@ Thunhap () Microsoft Outlook Test Message
n Ty ¥ Thu muc thu
nu rac
- : Microsoft Outlook 3
o i
1§ Thung rac (- Microsoft Qutlook Test Message o Tk Gen
e P& Tingiu
Tim kiém huydnq1987
N ) B Thu da gui
The : ] Re: Test két néi IMAP trén Outlook.
| T Thung réc
¥ Zimlet Microsoft Qutlook
) Microsoft Outlook Test Message
4« <« ThangBay2018 » » huydng1987
| I i E &) Re: Test web mail
1.2 3 4 5 6 7  oongy | Huybe |
8 9 10 11 12 13 14 Microsoft Outlaok
A’ 2 o
Két qua:
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S6 dia chi Céng viéc Cap tai liéu Tuy chon

=g Soan thu méi ¥ Tra |&i Tra 1oi tat ca Chuyén tiép Archive Xoa bo Thr rac
¥ Thu muc thu = | Sap x&p theo Ngay © 18 18 théng diép
v & Thuden ¥ Microsoft Outlook Thg 7 16
BOSS (. Microsoft Outlook Test Message - This is an e-mail message [*
%& 7éngau Microsoft Qutlook Thg 7 16
B Thuda gui () Microsoft Outlook Test Message - This is an e-mail message [*
) Thu nha
l; . Microsoft Outlook Thg 7 16
£ Thurac () Microsoft Outlook Test Message - This is an e-mail message
@ Thung rac
huydnq1987 Thg 7 16

- NSD mudn gop thu vao thu muyc chi can dung chudt kéo thu vao thu myc

vura tao la OK.

« Lich: NSD tao 1 lich méi dé lam viéc.

Danh ba Lich Cong viéc Cap tai liéu Tuy chon

Tra Igi Tra |Gi tat ca Chuyén tiép Luu trdr || Xoa Thu rac

1 Thu [(hm] Sép xép theo Ngay ©
@ Lién hé [nc] I B
@& Nhom lién he
= Cuéc hen [na]
[« Cong viéc [nk]

Khong cé két qua nao dudc tim thay.

-1 Tai lidu [nd]
l_ﬂ Thu muc [nf]
<4 The [nt]
Thu muc Danh ba
|4 Lich Inl]
% Thu muc cong viec
| 3 Cap tai lieu

- NSD nhép tén lich va thong tin vao bang va chon Pong y:
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Lich  Congviec  Captailieu  Tuaychon

i Soan thu mai v

¥ Thu muc thu Sap x€p theo Ngay |

v & Thudén X Microsoft
B8 soss

& Tangdu

Outlook Thg 7 16

Outlook Test Message

Tao méi lich.

Thu da gui

|
Tén: ‘lTest

@ Thu nhap

L INnUrac

Mau: ‘B Xanh luc =

3 Thung rac . [ Loai trir lich nay khi dang béo céo cac lan réi/ban

Tim kiém Re: Test k&t ndi IMAP trén Outlook. |l L.
. Pongy | Huybo

Thé Microsoft Outlook

™

- Mudn xem danh sach lich NSD chon Lich & thanh Menu trén cung:

Cop thi idu Tay chon

£33 cubdx e mos =l x v S ]| Homoay & 7167720 Nody | udammMEsy | Tusn | Thang | Danhsich

v Lich 0 | T2, ™hg 716 | 13, Thg 717 | T4, Tho 718 | 15,109 719 16, Thg 7 20
B e ‘ | ‘

[EE=—1 |

|
@ thing rac ‘ o | |
Tim kigm | | |
| i ] 4
The | 2sa ‘
|
|
> Zimlet [ { t
‘ 3SA | |
|
|
| a4sA ! |
| | | |
‘ 554 | I

1.4 Hwéng din thuce hién tim kiém thw
- C6 thé tim kiém thu theo dia chi mail ciing nhu tir khéa c6 trong thu, danh
tir khéa vao 6 TIM KIEM ¢ khung tring trén bén trai man hinh roi tich

vao biéu tugng kinh lup dé tim kiém thu:
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Thu Danh ba Lich Cong viéc Cap tai liéu Tuy chon + Tim kiém &

Tim thaly 31 két qua cho: [ test *) Tim k
Th Tra |&i Tra |di tat ca Chuyen tiép Luu trir Xoa Thu rac v v Thao tac ~ Poc thén
B5 loc co ban Sap xép theo Ngay © 31 cudc dam thoai
T a DE xem mot cudc dam thoai, bam chudt vao né.
(J co tap tin dinh kem ® nqtest99 20 Thang 3
O auge gin c& test - test o
Ol chua doc
® nqgtest99 20 Thang 3
P@ loc néing cao X Test - Test P
| D34 nhan tir .. -
| Budc gdii dén .. - ® nqtest9s, Nguydn 20Thang 3
( i - tes (=
| Ngay gt . - ‘ test - test
|_ Tép tin dinh kém .. '} ® nqtesto 20 Thang 3
[ Kich ¢ . - test - tost P
|‘ Trang thai ... vJ
( )| 11 Thang 3
| Thu myc .. - ‘ ® ngtest99 g
tost 242 tect 242 P

bieu kién

- Két qua thu tim kiém s& dugc hién thi hét bén duéi:

Thu Danh ba Lich Cong viéc Cap tai liéu Tuy chon + Tim kiem &

Tim thy 31 ket qua cho: [ test ) Tim k
Tra loi Tra |oi tat ca Chuyen tiép Luu trd Xoa Thu rac v v Thao tac ~ Poc thén
B loc ¢ ba Sép xép theo Ngay © 31 cudc dam thoai
oc cd ban > . P e PO
T a Dé xem mot cudc dam thoai, bam chudt vao nod.
[ o tap tin dinh kem ® nqtest39 20 Thang 3
O duoc gén cor test - test pe
g

O lachua doc

® nqtest89 20 Thang 3
P@ loc néng cac ) Test - Test P
| DA nhan tir .. -
‘ Duge gdi dén .. ] ® nqtesty9, Nguy@n 20 Thang 3
[ ) - tes pe
\ Ngay guii ... v \ test - test
L Tép tin dinh kém .. '} ® nqtest99 20Thing 3 -

Kich cg .. M test - test - |
{ Trang thai ... vJ
" Thu muc .. "‘ ® nqtest99 11 Thang 3
test 2:42 _ tect 240 b

Pieu kién

2. Thay ddi mat khau user mail va thoat khoi hé thong
2.1 Thay d6i mit khau

- Trén giao dién, chon Tuty chon va chon Thay d6i mat khau
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Thu Lich Cong viéc Cap tai lieu Tuy chon

Luu | Hoan tac cac thay déi ]

¥ Tuy chon - R
y e Pang nhap
(] Thu Ung dung web méc dinh: O Classic
%" Boloc
Chit ky g . - o
Q / Hinh dang bén ngoai
@ Rakhoi van phong
@ Diachitin cdy Chu dé:
@ Danhba Phéng:
] tich Hién thi kich c& chi:
l Ch. 3
& 18 s€ In kich ¢& chir:
i Théna bo

- Bang thay d6i hién Ién tién hanh nhap mat khau cii.
« Nhap Password moi.

* Nhap lai Password moi.
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Qv

P6i mat khau

Mat khau hién tai

| Chi
M4t khdu mai
Chi
6 hoac nhiéu nhan vat
Xac nhan mat khau
Chi

mat khdu phai triing khép

Hay

2.2 Thoat khéi hé thong
- Go6c phai man hinh, chon biéu tuong tam gidc bén canh tén tai khoan. Sau

d6, chon Ping xuét dé thoat khoi hé thong.
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B ~ Tim kiém [#] ngtest99 -

May khach Web ‘Modern’

Danh ba Lich Cdng viéc C3p tai liéu Tuy chon

Tralgi || Tralgitdtca || Chuyén tiép Luu trif || Xoa || Thu rac ot ad Thao tac ~ Trung tém trg gidp trc tuyen L

Tinh nang mdi

¥ Thu muc thu Sap xép theo Ngay © Phim tit
—— T Gidi thidu
B pagu Khéng cd két qua nao dudc tim théy.
a Thu nhép (2) Ché d¢ ngoai tuyén
) D& mat khau
£ Thurac Dang xuat
w Thing rac
B3 chats
Lugt tim kiém
Thé

» Cac zimlet

3. Giéi thiéu thém 1 sd tac vu trong muc tuy chon

3.1 Pinh dang viin ban soan thw

Thu  Danhba Lich  Céngviéc  Cép tailiéu

Luu || Huay Hoan tac cac thay doi
v TUy chon N
AL Pang nhap
Téng quéat
Tai khoan M3t khau:
Thu Ung dung web mic dinh: O Cjassic
B loc

Chir ky - 3 R .
y Hinh dang bén ngoai

Ra khéi van phong

Bia chi tin cay Cha dé: | Hoa am

Danh ba Phéng: | Chuan
Hién thi kich c& chi:
Chia sé

In kich ¢@ chir: | 12pt =

Théng bao

Nhap / Xuat
= Miii gié va Ngon ngir

“« 4 Thang Ba 2025 P »

CN T2 T3 T4 T3 T6 T7 Maigic‘s:[GMT+07:ooaangkok,HaN{:i,Jakanav]
23 24 25 26 27 28 1

2 3 4 5 6 7 8 Ngon ng: | Tiéng Viet ~ |
9 10 1 12 13 14 15 Huéng soan thao: | Trai sang phai * O Hién thi nut dinh hudng trong thanh céng cu soan thao

1% 17 18 19 20 21 22

Lich

s omlderae® <0 FE

3.2 Chon ngon ngir va mui gio
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Thu Danh ba
Mww |[ iy |

¥ Tuy chon

Tai khoan

Thu

B loc

Chir ky

Ra khéi van phong

Bia chi tin cay

s opldleaeMiL<EF

Lich

Cong viéc

Cap tai liéu

‘4 Hoan tac cac thay doi l

»

Ung dung web méc dinh: O Classic

Hinh dang bén ngoai

Hién thi kich c& chi:

In kich <@ chir:

Danh ba

Lich

Chia sé

Théng bao

Nhap / Xuat
“ 4 Thang Ba 2025
CN T2 T3 T4 T3 T6
23 24 25 26 27 28
2 3 4 5 6 7
9 10 11 12 13 14
16 17 18 19 20 21

P »
T7

15
22

<

Miii gié va Ngon ngir

Muii gig: l GMT +07:00 Bangkaok, Ha Noi, Jakarta ']
Huéng soan thao: | Trai sang phai * O Hién thi nut dinh hudng trong thanh céng cu soan thao

] Chiéu

huong soan thao: Hién thi cach viét thu, c6 2 cach la tir trai

sang phai hodc tir phai sang trai. Mac dinh thong thuong 1a tur trai

qua phai (Left to right):

3.3 Chon cac tac vu va ngon ngir tim kiém

Thu Danh ba

Lich

Cong viéc

Cap tai liéu

“ Luu [ Huy ‘
¥ Tly chon
@ Tai khodn
9 The
5" Boloc
[ chaky
&) Ra khél van phong
u Dia chi tin cay

a

& Danhba

B Lich

& Chia sé

Q Théng bac

% Nhap / Xuat

v

“« Thang Ba 2025 P »
CN T2 T3 T4 T3 T6 T7
23 24 25 26 27 28 1
2 3 4 5 6 7 8
o 1A 11 17 12 1A s

Hoan tac cac thay déi

Mui gid va Ngén ngit

Mii gid: | GMT +07:00 Bangkok, Ha N, Jakarta = |

Ngén ngir: | Tiéng Viét =
Huéng soan thao: | Trai sang phai ~ [ Hién thi nat dinh hudng trong thanh céng cu soan thao

Tim kiém cdc thu muc: [ Bao gom thu myc Th réc trong céc tim kigm

0 Bao gdm thu muc Thiing rac trong cac tim kiém

0 Bao gdm cac muc chia sé trong cac tim kiém

Ngén ngir

tim kigm: (J Hign thi ngdn ngr tim kiém néng cao trong thanh cdng cu tim kiém

Thiét lap khac

Lya chon: [ Hién thi hop chon dé chon cac muc trong céc danh sach
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3.4 Gioi thiéu danh ba

- Hién thi ra danh sach ca nhan hodc group lién hé:

Danh ba Lich Céng viéc Cap tai liu Tuy chon

SG lién hé mdi - Sira Xéa - - | Thao téc =

v e s
Danhsachhenhe Tt ca |123 ABCDEF|G‘H 1 J K‘L|MNOPQRS|T‘U|VWXVZ
|2 Danh ba -
B Céc danh sach gui the )
g Khéng c6 két qué nao dugc tim tha
B, Nhing lién hé da gifi email

g Thing rac

Lugt tim kiém
Thé

» Céc zimlet

“ 4 Théng Ba 2025 L

3.5 Gi6i thiéu Lich

Muc dich: Hién thi lich 1am viéc ca nhan cta mail, cot bén trai 1a danh

sach lich da duoc tao.

Thu Danh ba Céng viéc Cap tai liéu Tuy chon
Xoa - - Hém nay 4. 24/3-28/3 wp Ngay | Tuanlémviée = Tuan = Théng = Danh sach
v Lich 2025 Th2, 24 Thang 3 Th3, 25 Thang 3 Thd, 26 Théng 3 Ths, 27 Thang 3 The, 28 Thang 3
B Lich
T -
r j Thung rac 8sA
Lugt tim kiém
. 95A
Thé
» Céc zimlet 10'SA
115A
Trua
1CH
2CH
—
“ 4 ThangBa2025 » W 3cH
P T3 T4 T3 Té
e ! 4cH

2 3 4 5 [ 7 a
Muon thém cong viéc vao lich chi can tich dip vao 6 c6 ngay & cot dung

va thoi gian ¢ cot ngang tuong tng, sau d6 dién thong tin vao lich:
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Tha  S&diachi Congviec  Cap tai lidu Ty chon

- Ja K v
¥ LUch Thém nhanh cudc hen 1
[v
. “Cha g
v 3|
— Bia diém: I
Tin kiém A Hign thi: | | Ban v | Panh ddu 1y | COng cong ¥ ¥00 SA
e e S Hop
Thé Lich: | B Lich =
» Zimlet
Thasi glan bat dau: I 7/20/2018 - @ 111200 SA v
Thai gian két thic |7/20/2018 v @ |11:30 SA v
L3p lai:  Khéng >
Nhic nhd: | 5 phiit trude -
- » »
Chi tiét hon... Pong y Huy bé
Ll 1 1a

- chon Pong y dé hoan thanh.
3.6 Gioi thiéu Cong viée

Dung dé tao ra lich 1am viéc va nhic nhé hang ngay, 13 hinh thtrc bao thic

cong viéc hang ngay.

Thu Danh ba Lich Cong viéc Cap tai liéu Tuy chon

¥ Danh sach cong viéc Sap xép theo Ngay

Xem ¥

: <
W Thung rac

Bam vao day dé thém mét cong viéc méi
Lugt tim kiém
Thé

» Cac zimlet

Khong co két qua nao dugc tim thay.

4 4«  ThangBa2025 » »
CN T2 T3 T4 T3 T6 T7
AT DA DF 7 28 1
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3.7 Gidi thi¢u cap tai liéu

Thu Danh ba Lich Céng viéc Cap tai liéu Ty chon

Téi 1&n tap tin aiv Suia Xoa v v Thao tac ~ m}(em -

¥ Thu muc cép tai liéu S&p xép theo Ten T
3 cap tai lieu v
W Thing ric Khéng co két qua nao dudc tim thay.
The

» Cac zimlet

DE xem trudc mét tap tin, bam vao né.

- Dung dé luu trir va chia s& tai liéu trén hop thu.
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