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Trung tam Tin hoc - Kiém todn Nha nuée

HUONG DAN SU DUNG
THU PIEN TU® KIEM TOAN NHA NU'O'C

1. GIOI THIEU

Hé théng Thu dién tir cuia Kiém toan Nha nuéc (KTNN) st dung Phan mém
quan tri thu dién tir (Mail Exchange 2016) cua hing Microsoft chuan Webmail. Hé
théng thu dién tir cia KTNN dap Gng yéu cdu vé ky thuat va cong nghé, dam bao an
toan, bao mat trong qua trinh trao d6i théng tin trén méi trudng mang, dap tng yéu cu
trao d6i thong tin phuc vu cong viéc cta cac can bo trong nganh.

TTTH s& gui file Tai liéu hudng din sir dung hop thu dién tir cia KTNN vao tat
ca cac hop thu. Trong qua trinh sir dung, néu c6 vudng méc, dé nghi cac can b trong
nganh trao doi qua hom thu: cntt@sav.gov.vn hodc lién hé Phong QLHT&ATTT -
Trung tam Tin hoc qua sé may 024.6262.8616 (may 1¢ 0710), can bd quan tri mang
ctia TTTH: 6ng Pao Vin Sang, s6 dién thoai: 0961.811.960.

2. CACH SU DUNG HQP THU PIEN TU KTNN

Nguoi ding c6 thé dung mét trong céc trinh duyét sau dé truy cap vao hop thu
dién tir cia KTNN: Internet Explorer IE8, IE9,..., Firefox, Chrome... (Khuyén nghi
ngudi dung st nén sir dung trinh duyét Chrome, Firefox ban update mai nhat). Trong
ndi dung Hudéng dan nay thuc hién trén trinh duyét Chrome (Céc trinh duyét khéc
tuong tu, xem tai liéu huéng dan chi tiét sé duoc gui vao ting hop thu ngudi ding).

Pé nguoi dung tiép can nhanh chéng, Tai liéu ndy s& hudng din st dung hop
thu dién tir trén giao dién ngdn ngir tiéng Viét.

2.1. Cai ddt ngon ngir ticng Viét trén trinh duyét Chrome

-Kich dup chudt vao biéu tuong
Start\Programs\Chrome, dé m¢ trinh duyét Chrome

trén Desktop hodc vao

- Trén thanh thuc don (Menu) cta trinh duyét Chrome, kich chudt chon biéu

twong 3 chidm doc nhu hinh duéi:

Mew Tab * 4

Gmail Hinnann i @ ~

B&m vao biéu tuong 3 chdm

Hinh 1. Giao dién Tools trén Internet Options
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- Xuét hién ctra s6 Options, kich chu6t chon Setting

MNew Tab X =+ D\X
C 0 (o] Q ) @ @ ON:

L

it Apps G Batdiu [ httpsi/Awww.dnswat & ht New tab Ctrl+T
New window Ctrl+MN

Gm New incognito window  Ctrl+Shift<M

History L
Downloads Ctrl+]

Bookmarks L4

ri
LJ

Zoom - 1o% -+

Print... Ctrl+P
Cast...

o ‘ Find... Ctrl+F
Maore tools 4

Edit Cut Copy Paste

\ Settings

Tim kiém trén Google hodc nhi g, ,

Exit Ctrl+Shift=0Q

-

- Cira s6 Setting hién thi nhu sau: Chon phﬁn mo rong Advanced nhu hinh

= O X
£ Settings x +
< C Y ® Chrome | chrome://settings w @ QG M
i App: G Bitasu [ httpswwwdnswate @ https//wwwotofun: ) Check web »

= Settings

(O  Continue where you left off

(® Open aspecific page or set of pages

Google
https://www.google.com.vn/

Add a new page

Use current pages

Advanced -
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- Kéo xudng tim dén muc Languages: Bam vao miii t€én mo rong bam vao biéu
tuong 3 cham doc ¢ phan cudi ciia ngdn nglt muon hién thi, truong hop nay chon phan

tiéng viét, roi tich chon “Display Google chrome in this language”

= Settings

Clear browsing data
Clear history, cookies, cache, and more

Languages

Language \

English
Order languages based on your preference

Vietnamese [[] Display Google Chrome in this language

English
Google Chrome is displayed in this

Move down
Add languages

Remove

-

Offer tn translate nanes that aren't in a lar. i
- Kich chudt chon Relaunch, dé reset lai trinh duyét 13 xong phan thiét lap tiéng
viét
Languages

Language
Viethnamese

Order languages based on your preference

Vietnamese

Relaunch
Google Chrome is displayed in this language

English

Add languages
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2.2. Dang nhap, sw dung thw dién tir KTNN
2.2.1. Cach dang nhdp, giao dién chinh cua hop thu dién e KTNN (Webmail)

- - Trén thanh dia chi (Address) cua trinh duyét Chrome gé dia chi Webmail
cta KTNN https://mail.sav.gov.vn nhu hinh sau:

— O *
Tab mdi X+

C ﬂ' ﬂﬂhttps:g’fmail.sau.gw.vnfowa & @n ﬂ

e l.:fng dung G Batdau D https:/fwww.dnswat @ https://www.otofun »

- Citra s0 giao dién Webmail xuat hién nhu sau:
4 Trang chi BB Tai liéu HDSD

KIEM TOAN NHA NUGC
HE THONG THU DIEN TU

Tén dang nhap

Mat khdu

» Quy ché Quan Iy va s dung HT thi dién ti Kiém toan Nha nuéc
» Huréng dan cai gat mail SAV trén dién thoai, Microsoft Outlook

» Huéng dan tao nhom trén hé théng mail Kiém toan Nha nuéc

» Hudng dan dang ky cap méi, cap lai mat khau hop thu

» Huéng din thay déi ché a6 hién thi hdp ther dién ti

Théng tin hd tro: Phong K§ thuat va Quan Iy hé théng
Trung tdm Tin hoc - Kiém toan Nha nuréc
Dién thoai: 024 6282 2163 - Mail: cntt@sav.gov.vn

- Nhap Tai khoan ngudi ding va mat khau, kich chudt vao Ddng nhdp, cia s6
giao dién Webmail hién thi nhu sau:

KR AN
o Ve ® .. & UOY \ V&Mﬁ‘

Tim kiém Thuva Moinguai 2 (D Mai|v

A Yeu thich Hop thu dén Loc v
Hop thut dén Le Minh Truc 9
Muc @3 GUfi » BB nghi cp lai m&t kh&u hép thu dién tir. Nam 1110

Kinh gtfi Trung tam tin hoc. Mat kh&u m6i vui long g...
~ Ho tro Thu dien tu KTNN

Hop thu dén Van thu BaoKiemToan a0
. ) b GUi lai mat khdu cic cin bo Bao Kidm tosn Ba 03/10
Ban nhap 7 . .
D3, VANG. ECAM 0N 8] =mrmmrmmmmessmmsmsesaneee,
Muc d3 Gui
Thang truéc
v Muc d& xoa bo
Nguyen Thi Thanh Hoa 9
Email Rac 5 B s .
b xin cap lai mat khiu hom thu SAv 20/09/2018
Ghi chd Tén: Pham Thi Dugng Li&u Bon vi: Trudng phéng KT... .
Chon mot muc dé doc
Spambor Van thu CN4 >

Bam vao day dé lun chon myc dau tién trong danh sach

DE nghi tro gidp add cac hom thu dién 1l sav 20/09/2018
Thai gian qua, KTNN chuyén nganh IV ¢6 sy thay d6i...
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- Mot s6 tinh nang chinh cia Webmail

Danh déu thw

rac or bao spam

kiém Thu va Moi nguc’flp ® mai v M Xod & luutrd Thuric|¥ Quétdon Dichuyéndénv  Théloai v

T lgi
, Hop thy dén loc v Kiémthir
3 |dén B Chuyén tiép
dLm;‘éa Ho tro Thu dien tu KTNN a T I3 1t & bing yéu ciu hop
anh ba £ . N
i » Kiém thi 210 CH Fmaw™ Ho tro Thu dien tu KTNN 9 Tralgitstcd | v
N 26 PHAW@UAN TR .. Hom nay, 1210 CH '
#'Thu dien tu KTNN Hap ther gén Ho tro Thu dien fu KTNN ¥
= 5 Tuan troc Xéa - I
Hop thu dén Ph&n md réng
. 4t ca thu khdi Thu dié T
Bén nhép G Le Minh Truc 9 xoamfa( s ki Ho tro Thu dien fu KTNN
. » D& nghi c2p lai mat khau hap thur dién tir, Nam 1/10 porieaL e
Mucdg Gl Kinh aifi Trung tm tin hoc. Mat khdu méi vui lang g... - _| BahaduBladi _——
v Muc d3 xda bd w BQ P'!'M Danh déu I3 chua doc ‘ v L
O N emeentenonn o TRUNGTAM| - ANUOC
mallfac » Gl lai mat khdu cic can bé Bdo Kiém todn B2 09/10 Bla chi: 1 . a Noi
Ghi chd D2, VANG. E CAM G113) weeemsemeeemmseeneomeeeceees S —
Spambox Thing trdic M trong cla s8 riéng

2.2.2. Po6i mdt khau hdp thu dién ik KINN
- Trén giao dién Webmail (Hinh 12), kich chudt chon biéu twong banh ring va
chon “Tuy chgn” nhu hinh dudi:

Lam mai ¥? Hoan tac
Tra |01 ty dong

Cai dat hién thi

Quén ly phan bé trg

Thiét dat ngoai tuyén

Thay déi cha dé

Tuy chon 4-—"“"'/
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- Cura s6 hién thj nhu sau:

RS - LTINS

® Tuy chon
L&i tat H Luu % Bo
<Chung ‘ :

Tai khodn cla td 5 z X .

Blkoan o o8 Tai khoan cda toi

Thay ddi chd dé

Cac nhém phan phdi 7

Phim tit ban phim Thanh phé

Quén I bd trg vo .

Rhicsbiiccag Ho tro Thu dien tu KTNN

Thiét g&t ngoai tuyén Bang/Tinh

Thiét gat trg nang Tan hign thi*

Bhrculbaniiitoon Ho tre Thu dien tu KTNN

Viing va mii gidr M3 Zip/Buu chinh

Nhén tin vin ban Dia chi email

4 Thu cNt@sav.gov.vn
« XU Iy tu déng Qudéc gia/Ving
r3 13i tu déng Dign thoai co quan -
Hoan tac gui

Van phéng

Quy tic hép thu dén vi
B&o c&o thu ric
D4nh diu I3 63 doc \ Dung lrong

. A Thay d&i mat khiu <la ban hép ﬂ?u hién
Dién thoai nha N tai cia ban

Sd dung hép thu

Tay chon thu
Xdc nhan da doc

Thiét dat tra 15i

4 Tai khodn Bién thoai di déng B4 diing 40.33 MB. V&i 5.10 GB, ban s& khéng thé giri email.

- Kich chudt chon Péi mdt khdu dé thay d6i mat khau hop thu:
+ Mat khau hién tai : Mdt khdu cii dang su dung

+ Mat khau méi : Nhdp mdt khau moi

+ X4c nhan mat khau méi: Nhdp lai mat khau mdéi

- Sau khi nhap xong bam nat “Luru”

v Luu X Bo

Thay d&i mat khau

Nhap méat khiu hién tai cia ban, nhap mat khiu mdi va sau dé nhap lai dé€ xac nhan.

Sau khi luu, ban cé thé cdn phai nhap lai tén ngudi ding va mat khiu cda minh, rdi dang
nhap lai. Ban s& dugc théng bao khi mat khiu cia ban dugc thay ddi thanh céng.

Bia chi email: cntt@sav.gov.vn

Mt khau hién tai:

Mat khdu mdi:

Xac nhan mat khau mdi:

Huéng dan sir dung thu dién tir KTNN
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-Luuy:

+ Mat khau c6 do dai tdi thiéu 1a 06 ky tu. Nén gém ca s6, chir hoa, chit thuong
va ki tu dac biét (@,#,%,..)

+ Néu nguoi ding c¢6 nhu cdu thay d6i mat khau nhiéu 1an thi c4c mat khau vé
sau khong duogc tring voi mat khau da dit trude d6. Hé thdng chi cho phép nguoi
ding dat 1ap lai mat khau tring v6i mat khau truée d6 khi: Ké tir 1an thay d6i mat
khau, sau 24 1an thay d6i mat khau khac nhau méi duoc dat lap lai mat khau truée do
nguoi dung da dat.

+ Sau khi lwru hé thong ty dong thoat ra, mat khau da duoc thay ddi, ngudi ding
dang nhap lai hop thu dién tir theo Tai khoan ngudi ding va Mat khau méi dé tiép tuc
st dung hdp thu dién tu.

2.2.3. Soan va Qui thw

- Kich chu6t chon Thw méi nhu hinh dudi:

o =
Tim kiém Thu va Moi ngudi O ® Mai | v
v Yéu thich Hop thu dén Loc v
A u dien tu KT, 3

Hote Ty ety RTHI Ho tro Thu dien tu KTNN
Hop thu dén » Kiém thir 1210 CH
; BO PHAN QUAN TRI ...
Ban nhap 6
Muc d3 GUi Tuan trudc
v Muc d3 x6a bo Le Minh Truc )

- Xuat hién ctra s6 nhu hinh sau:

oon e

Bén Bcc

GO hép thu ngudi nhan vao day

0

Ce Thém hép thu ngudi nhan

Tén tiéu dé hép thu

Soan ndi dung & day

BO PHAN QUAN TRI HOP THU BIEN TU
TRUNG TAM TIN HOC - KIEM TOAN NHA NUGC
Dia chi: 116 Nguyén Chénh, Cau Gidy, Ha Noi
S4& dién thoai: 024.6262.8616 (may le 0710)
EMail : cntt@sav.gov.vn

|»
\

|

1
"
v
I
I
1l
1l

Ay, A B I U & @ @ v

Giii Bo B wm © A v [} 5 luuban nhap léc 100 CH
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- Trén cira sd soan thu, nhap dia chi hop thu cia nguoi nhan (Co thé nhap truc
tiép hodc kich chudt chon Pén... dé lua chon danh sach céc dija chi hop thu mubn gui),
hodc cac dia chi cing duoc giri khac vao 6 ngudi nhan hodc 6 ddng giri, danh sach cac
dia chi dong gtri cach nhau mot dau (;). Trong 6 Tiéu dé ta c6 thé dat hodc khong dat
tiéu dé cho 14 thu, sau d6 soan ndi dung thu (c6 thé gd tiéng Viét theo chudn Unicode)
vao 6 tréng dung soan thu.

- PBé guri céc file dinh kém thu kich chudt chon Phdn dinh kém..., xuét hién cira
sO dé chon duong dan dén file tai liéu can giri, bAm Open dé dinh kém file.

-Luuy:

+ Tong dung luong céc file dinh kém khong qua 15MB.

+ Khong gtri duge cac file ¢ dudi dang (*.exe, *.mdb, *.mdz, *.asp,*.ade,
* ps1,*.xml,*.inf,*.ini,...), 3 dam bao tinh an toan, bao mat. Dé giri dugc céc file o
duo6i dang trén, phai nén thanh tép .zip hoac .rar. = Kich chudt chon Giri dé gui thu.

+ Giri theo CC... cho phép ngudi nhan thu biét duoc nhitng hop thu khac cing

dugc gui tai thoi diém do;

+ Giri theo BCC... an tat ca nguoi nhan khac ké ca Bec.
2.2.4. Nhan thu, xoa thw
- Pé nhén thu, kich chudt chon Hop thw dén, nhu hinh sau:

Tim kiém Thu va Moi ngudi £ (P Mgi|¥ K2 Danh d&u tat ca la da doc
v Yéu thich HOp thu dén Loc v
Ho tro Thu dien tu KTNN : —
o mo e L gen i Ho tro Thu dien tu KTNN IR
ek Hop thu dén 1 b Kiém thif 12:10 CH
) B0 PHAN QUAN TRI ...
Ban nhap 7
Muc d3 Gii Tudn tru'dc
v Muc di x6a bo Le Minh Truc
o » DB nghi cdp lai mat khdu hép thu dign th. Marn 1110
Email Rac > Kinh gt Trung tam tin hoc. Mt khdu mdi vui leng g...
Ghi cha
Van thu BacKiemToan
Luu trir P S
¥ Gui lai mat khau céc can bd Bao Kiém toan Ba 09/10
Spambox D3, VANG. E C3M aN @) —----mm=mmmmmmmmmmmm e eee

- Dé x0a thu, kich chudt chon thu can x6a, nhu hinh sau:

Huéng dan sir dung thu dién tir KTNN 9
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e T LI

Tim kiém Thu va Moi nguai O ® Méi|v M Xod ®Eluutrd Thurdc|vY  Quétdon Dichuyéndén v  Théloai v  ee 9 Ho
v Yeu thich Hop thu dén Loc v Kiém thu
Thu di Tl =
~ Ho tro Thu dien tu KTNN Van thu KV9 TP = X
Hop thu dén 2 DE NGHI CAP MGI HOP THU DIEN TU 226 CH 3 Hotro Thu dien tu KTNN O Trawitstca | v
A h Kinh gii bd phan quan tri hop thu dién tif trung tam... p HOom nay,12:10 CH
Ban nhap 8 = Ho tro Thu dien tu KTNN ¥
Muc a3 G Ho tro Thu dien tu KTNN /
i » Kiém thit 1210 CH Hop thu dén; Muc d3 Gir
v Muc dé x6a bo 80 PHAN QUAN TRI ..
Email Rac 5
Tudn trudc
Ghi chu

- Kich chudt chon X0a, Thu x6a sé dugc chuyén vao Muc dé x6a. Can phai x6a
tiép cac thu trong muc nay thi méi tao ra dung luong rdng cho hom thu ctia minh.

- Chon “Email Rac” sau d6 bAm “Lam tréng thw muc” nhu hinh duéi:

o

Tim ki€ém Thu va Moi ngudi ,O ® Mai |%  Lam trdng thu muc £3 Danh d4u t4t ca 1a da doc

v Yeu thich Email Rac Loc v
»~ Ho tro Thu dien tu KTNN . —
Mai Tan o P
Hap thu dén 2 Re: Quen mat khau 02/10/2018
., . Tran trong cdm on! Vao Th 3, 2 thg 10, 2018 vao ldac 14:1...
Ban nhap 8 ‘ 2
Muc d Gui Khu vuc 13 9
t kh 01/10/2018
v Muc d3 x6a bé Quen mat khau S
Kinh guri: Trung tdm Tin hoc — Kiém toan Nha nudc Kiém...
Email Rac 5
Cu hon
Ghi chu
Luu trit Ba ‘Tranplnh . . .
DUGNG SAT VN BAT KY LUC NHAT THE 6 14/06/2018
Spambox DUGING SAT VN DAT KY LUC NHAT THE GIGI | KHONG ...

I Da TranNinh
2.2.5. Tao/X0a noi dung dat Lich:
- Tao lich méi: Tir cir s6 giao dién Webmail hinh dudi day: Bam vao biéu
tuong hinh 6 vudng, 16i chon “Lich” nhu hinh dudi:

@ Xos & luutrd Thuric|¥ Quétdon Dichuyéndén v  Théloai ¥

dén Loc v Kiém th

[ ) M1 HOP THU DIEN TU 226 CH

Lich Moi nqui 50 quan tri hop thu dién tir trung tam...

Ho tro Thu dien tu KTNN

dien tu KTNN
12:10 CH
80 PHAN QUAN TRI ...

ils )
i mat khdu hop thu dign tir, Nam 1110
13m tin hoc. Mat kh&u méi wui long g...

oKiemToan 989
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+ Kich chudt chon Lich, xuat hién ctr s0 sau:

£ Tim kiém Lich @ M6i|Y B Thémlichv O Chiasé B In
« 3 A
< Thang Mu®i2018 > < > Théng Mugi 2018 ¥ Ngay Tuanlam viéc Tuan Thang = Hom nay
J2 I3 T4 T3 16 17 CN Lich Ngay sinh nhat
1 2 3 4 5 6 7
Thit Hai Thit Ba Th Ty Ther Nam Thit Sau Thir Bay Chi Nhat 17 Thang Mudi 2018 »
g 9 10 11 12 13 4
ISE 17 18 19 20 21 ’IThg)‘O 2 3 4 5 6 7
22 23 24 25 26 27 28
29 30 31
8 9 10 1 12 13 14
A Lich ctia ban
Lich
15 16 17 18 19 20 21 <
Ngay sinh nhat g
Lich khac
22 23 24 25 26 27 28
29 30 31 1 Thg 2 3 4

+ Chon 1 ngay c6 su kién ctia ban, bam “Mai1” dé tao moi 1 lich:

M es [ Dinhkem NGt~  Phanloaiv 0}

e Dién day dua thoéng tin vé su . .
Chi tiét kién sau @6 bam ndt "Luu" M Phén hoi Mol ngudi £ Tra Iy 13p lich bicu

| Thém tidu @& cho sy kign | Thém ngui +

Ho tro Thuldien tu KTNN

Thém wvi tri hodc phong .
'm vi tri hoac phéng Ranh

Bt ddu

NSm 25/10/2078 | so0sa - Chia s su kién véi
ngudi khac cung su
N&m 25/10/2018 = |sw0sa - dung hé théng thu
dién t KTNN

Két thic

Ca ngay Riéng tu
Lap lai Luu vdo lich
Khdng bao gid - Lich -
L&i nhc Hign 12
15 phat ~ | | Ban -

Thém bao nhéc email

W©|2 1 UM A & A==

||
I¥]
<

Huéng dan sir dung thu dién tir KTNN
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- Xéa lich: Chon ngay c6 su kién cta ban, bam vao sy kién hién 1én bang thong
bao, co thé chon nut “chinh sira” dé sua ndi dung su kién hodc bam “Xéa” dé xoa su
kién nhu hinh dudi:

@ Mai|v [ Thémlichv U Chiasé & In

< > Thang Mugi 2018 ¥ Ngay Tuan lam viéc Tuan Thang = Hémn
Thit Hai Thit Ba Tht Tu Thir Nam Thif Sau Thir Bdy Cha Nhat 25 Thang Mudi 2018
1 Thg10 2 3 4 5 6 7 Hop giao ban

1ngay Phdng 725, Lac 9h00

8 9 10 11 12 13 4

Nam 25/10/2018 (Ca ngay) n]

—— Phong 725, Lic 9h00

15 16 17 18

Hop giao ban

@ Ho tro Thu dien tu KTNN
22 23 24 25 )

/@ y  # Chinhsiia T Xoa

29 30 31 I ThgM 2 3 -

2.2.6. Tim kiém

- Tim kiém trén hgp thw: Nhap tén tiéu dé, noi dung hop thu hoic tén cua
nguoi giri vao 6 tim kiém nhu bén duéi:

Tim ki€m Thu va Moi ngudi 40 * Mai | ¥ £3 Danh d&u tit ca 13 da doc

v Yeuthich Hop thu dén Loc v
»~ Ho tro Thu dien tu KTNN Van thu Kvo
Hép thu dén 2 DE NGHI CAP MG HOP THU DIEN TU 2:26 CH
. Kinh g bé phan quan tri hgp thu dién t trung tim...
Ban nhap 8
Muc d3 Gufi Ho tro Thu dien tu KTNN

b Kiém thi 12:10 CH

v Muc daxca bo 86 PHAN QUAN TRI ...

Email Rac 5
Tuan trudc
Ghi chi
B Le Minh Truc )
Luiu trit . e
» B2 nghi cdp lai mat khau hop thu dién . Nam 1110
Spambox Kinh guri Trung t3m tin hoc. MAt khdu méi vui 1dng g...
Van thu BaoKiemToan S @
»  GUilai mat khdu cic can bo Bao Kiém todn Ba 09/10

Ma vAnA F rAm R 89 ceccemccm e cm e e
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Trung tam Tin hoc - Kiém todn Nha nuée

- Tim kiém danh ba: Bam hinh 6 vudng, chon “moi nguoi”

M Xod = luutri Di chuyén dén
Ui Loc v

Py
.‘ 5 mail 256 CH

Moi ngudi nh kiém tra gidp em tai khodn nay bi ...

dien tu KTNN
120 CH
80 PHAN QUAN TRI ..,

thanhsav@gmail.com
Mam 11/10
eset mail thanhtd_kva 13: 123123 Pa ..

uc

i rm A LA ARt AR B YEWE LTy

+ Chon “All Users”, g0 tén tai khoan hodc Ho tén d?ly du hodc tén don vi can

B AT e

je (® M6i|vY  Thémvaodanhba Danh sich v

tim:

Tim kiém Moi ngudi

~ Danh ba cta ban All Users Theo tén hién thi
Danh ba
10
A Thu muc
AR ADMIN RODC
ooms

-
-
-
i

All Users

’AII Contacts

All Distribution Lists

Administrator

Administrator State Audit Office of Vi

Public Folders

& Adminmail

Q Asosail4

2.2.7. Kiém tra dung lwong hop thie: (Xem lai muc 2.b & trén )

Dung luong hop thu hién tai dang dé tdi da 1a 3 GB, khi dung luong hop thu dat
dén 2,95 GB s& c6 canh bao hop thu day, dé nghi ngudi dung can kiém tra dung luong
ctia hop thu khi c6 thu canh bao giri dén hop thu ciia minh. Bé nhan thu vé hay gii thu
di, nguoi dung can tai vé may tinh ca nhan céc tai liéu can thiét va xoa bét thu trong
danh muc: Hop thu dén, thu da gtri, thung rac, cac file dinh kém trong danh muc Lich.
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Trung tam Tin hoc - Kiém todn Nha nuée

2.2.8. Thiét Idp ché dé hién thi hdp thu:
- Bam vao biéu tuong hinh banh ring, chon “Cai dat hién thi” nhu hinh dudi:

Lam mai

Tra 1&i tu ddng

Cai dat hién thi

. tdtca | v
Quan Iy phian b8 trg e
Thiét dat ngoai tuyén
o Thay déi chu dé )
1 nay bi van n fuc xoa

Ty chon

- Tich chon céc ché d¢ hién thi theo hinh miii tén, bAm OK dé xem kiéu hién thi
da phu hop chua, néu chwa phu hop tiép tuc vao chon lai dé chon cho minh kiéu phu
hop nhét.

v 0K X Hiy bé

Cai dat hién thi

Ngan doc Danh sach thu Hoi thoai

Chon noi ngan doc s& xudt hién,
\ ® | Hién ngin doc phia bén phai -

\ Hién ngdn doc & dudi cing

™ An ngan doc

+'| Ap dung cho mai thu muc (Néu hép nay khdng dugc chon thi thiét d4t hién thi ma ban chon s&'chi 4p
dung cho thu muc email hién dang hoat déng).

Chon nhiing gi s& x3y ra khi ban di chuyén hosc xoé mét muc.

Mg muc trudc

® | Ma muc ké tifp

Chon hanh d@éng xdy ra khi ban dang nhap.

2.2.9. Thay déi giao dién hdp thu (theme):
- M6 phan cai dit, chon “Thay doi chu dé”:
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Trung tam Tin hoc - Kiém todn Nha nuée

Lam mai

Tra 1di tu ddng

Cai dat hién thi

. t4t ca
Quan ly phan bé trg e
Thiét dat ngoai tuyén
Lo Thay dé&i chi dé .
nay bi van n fuc xoa

Tay chon

- Chon vao céc hinh theo chi dé dé chon duoc giao dién phu hop theo so thich

nhat:
Vv OK X HUY BO

Thay déi chu dé

. .

-

J

.ﬂ-‘
- h
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Trung tam Tin hoc - Kiém todn Nha nuée

3. PHAN LOAI HQP THU PEN THEO HQ TEN, NHOM/PON VI
3.1. Phén loai hp thuw dén theo Nhém/don vi

- Chuot phai vao hop thu dén -> Tao thu muc con mé&i-> it tén cho thu muc:

=

4

"

Tim kiém Thut va Moi ngusi O ® Mgi|v¥ K3 Danh dau

v Yeu thich HOp thu dén

~ Ho tro Thu dien tu KTNN | Van thu KVo
Hép th . | CAP MO HOP THU DIE
mal

Tao thu muc co _ L
i} } bd phan quan tri hop thu

Bannhi o4 ten
Mucds ) Thu dien tu KTNM
| ]
C e Lam tréng thu muc BO
Email Ri i e
Loai bo khai Yéu thich téc
Ghi chd )
Di chuyén
o : 1h Truc
WU oinhdsutstcaladidoc  cép lai mat khu hop th
Trung tam tin hoc. Mat kh
Spambeg Quyen. g

Van thu BacKiemToan

b GUi lai mat khdu cic cin bé Bao K

- Vi du: Tao thu muc hop thu dén theo don vi TTTH

Tim ki€m Thu va Moi ngudi O ® Mai| v

v Yéu thich TTTH Loc v
~ Ho tro Thu dien tu KTNN
~ Hop thu dén 2
TTTH
Ban nhap 8
Muc da Gui

- Vao phan cai dit, bam “Tuy chon”

Lam mai “> Hoan tac

Tra 161 tu dong

Cai dat hién thj

Quén ly phan bé trg
Thiét dat ngoai tuyén
Thay ddi chu dé

Tuy chon
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Trung tam Tin hoc - Kiém todn Nha nuée

- Chon “Thu” -> Xir Iy tw dong -> Quy tic hop thu dén... -> bim diu +

® Tuy chon
Lai tat

» Chung

E Thu/

4 Xir Iy tu déng

Trd 18i ty déng \Chz_)n cach thu sé dugc xr Iy. BAm vao biéu tugng "+~ dudi day G€ tao quy tic mai.
\ Hoan tac gl

+

Bdo cao thu rac Bat Tén

Péanh dau 13 di doc

Quy tac hép thu dén

Quy tic hép thu d&n va quét don

Tay chon thu
Xéc nhan &3 doc
Thiét dat tra lai

4 Tai khodn
Chan hoac cho phép
POP va IMAP

4 Tiy chon dinh kém
- Dién tén TTTH -> bam vao miii trén x0 ra -> Chon Dugc g1 hodc nhan ->
Chon DPa nhan duoc tu:
H ok X Huy bo

Quy tac hép thu dén mdi

Tén
Khi thu dén va né khap v6i moi digu kién nay /
Chon mét -
Chon mot...
Bugc gifi hodc nhan > D& nhan dugc tir...
Bao gdm nhing tir nay > Bugc gui dén...
-
Tén toi >
Buoc danh dau vdi >
Thu > )
‘ong s6 nay
Kich thudc trong pham vi cy thé...
Puge nhan trong mét khodng ngay cu thé..,
ghia I3 gi?)

[Ap dung cho tat ¢4 cac thu]

- Nhép tén nhitng ngudi muén thém vao nhém TTTH sau d6 bam Luu (néu gd
tén xong khong hién goi ¥ thi bam vao tim “Tim kiém thu muc” dé hé thdng tu kiém

tra.

v Lwru X Huaybd

~

Bui Quang Hung

hungbg@sav.gov.vn

Dugc nhan ti... Tran Trong Nghia X hung

>
Tim kiém Moi ngudi
,O Tim ki€m Thu muc

Danh ba clia ban “rreoen—
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Trung tam Tin hoc - Kiém todn Nha nuée

- Tiép theo bam vao phan miii t€én mé rong -> chon “Di chuyén, sao chép hoac

x6a bd” -> chon “Di chuyén dén thu muc”

Thue hién t4t cd nhu sau /
Chon mot...

Chon mot.
Di chuyén, sao chép hoac xo0a bé > Di chuyén thu dén thif muc...
Ghim thu 5ao chép thu dén thu muc..,
Panh dau thu > Xba bd thu

o . _ N igmatagre)
Chuyén tiép, chuyén hudng hodc g >

- Chon Thu myc TTTH : nhu vay tat ca thu duoc giri tir cac thanh vién trong

thu muc nay gori dén s& nam hét trong thu muc TTTH

Chon thu muc

~ Ho tro Thu dien tu KTNM
~ Hop thur dén
Ty TTTH
Ban nhap
Muc d3 Gui

v Muc da xo0a bo

Email Rac
Ghi chd
Luu trir

-

3.2. Phin logi hép thw dén ho tén riéng
Tuong tu nhu muc 3.1, Pau tién tao Thu muyc con 1a Nguyén Vin A, sau d6 add

mail ciia Nguyén Vin A rdi chon duong dan dén thu myuc Nguyén Vin A 13 xong.
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Trung tam Tin hoc - Kiém todn Nha nuée

4. TAO NHOM TREN HQP THU KTNN
- Bam vao biéu tugng 6 vudng -> chon “Moi ngudi” nhu hinh duéi:

Moi ngudi

- M6 rong phﬁn “Thu muc” -> chon “All Distribution Lists” -> Bam vao chit V
dé mo rong lua chon “Danh séch 1ién hé” nhu hinh dudéi:

E Moj i ®. o

W

Tim ki€ém Moi ngudi L | @ Méi ¥ Danhsich v
Lién hé /
~ Danh ba cta ban Danh séch lién hé | ... Theotén hién thi
Danh ba
Q All_user SAV
~ Thu muc
&1l Rooms Q BCHDBKTNN
All Users
Al Contacts Q dangvienKTNST

All Distribution Lists
, Public Folders Q dvvan phong
. ! ! aiaoban
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Trung tam Tin hoc - Kiém todn Nha nuée

- Nhap tén nhom vao 6 “Tén danh sach”

- Nhap tén céc thanh vién mudn cho vao nhom, hé thong s& hién thi mét sé tén
gan giéng, r0i chon vao tén mail cia thanh vién minh mudn cho vao nhém, khi d6
thanh vién s& dugc thém vao nhom nhay xudng phan bén dudi;

- Ghi chti: C6 thé nhap hoic khong

- BAm “Luu” dé Ivu lai nhém vira tao hodc BAm “Huy bs” néu khong mudn tao

nhém

. Hvee

Tén danh séc'./ Ghi chi /
Quantr B& phan quan tri mang

Thém thanh vién /

»
sd

Dao Van Sang
sangdv@sav.gov.vn

,O Tim ki€ém Thu muc

Bui Quang Hung %
vn

hungbg@

Nguyen Van Quang %
quangnv@sav.gov.vn
Tran Trong Nghia %
nghia_ttth@sav.gov.vn

- Sau khi tao nhom xong vao phan “Danh ba cua ban dé xem” dé stra nhom,
chon vao nhoém can stra ro1 bam vao nat Stra hoac x6a nhom

& o I X

Tim kiém Moi ngudi yeol (® M6i|v  Chinhsita Xéa Danhsich v

Quantr
A Danh ba cua ban Danh ba Theo tén ~
Danhba
»
A Thu muc ' .
i ol Thanh vién Ghicha
All Rooms el
Bui Quang Hu..  Dao Van Sang
Nguyen Van Q... Tran Trong Ng

=> Nhuwr vy, tir diy vé sau c6 thé soan giri thu dén nhém ban tao ra

Chuc thanh cong! TRUNG TAM TIN HQC
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