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Huéng dan khai thiac Cong thong tin dién tir, Thu dién tir Bo Tu phap

II. THU PIEN TU
1. Cach ding nhip (twong ty ding nhap Cong thong tin dién tir)

Trén trinh duyét, tir trang Cong thong tin (http://moj.gov.vn) nguoi ding bim

vao 6 chuc nang “Thw dién t&”. Hodc nguoi dung cd thé vao tryc tiép voi dia chi la

https://mail.moj.gov.vn.

1. Hudéng din cach thay déi théng tin va mat khau tai khoén
Khi muén thay ddi thong tin va mat khau cho tai khoan ciia minh, ngudi sir

dung vao dia chi http://member.moj.qov.vn dé thay dbi thong tin va mat khau theo

mong mudn.
Néu trén trinh duyét, nguoi sir dung chua dang nhap tai khoan cua minh vao 1
g dung nao d6 trong hé thong thong tin ctia Bo nhu: Cong thong tin, Thu dién ti,

Quan 1y vin ban, thi khi vao dia chi http://member.moj.gov.vn s& xuat hién man hinh

dang nhap nhu sau:
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CONG HOA XA HOI CHU NGHIA VIET NAM

BO TU PHAP

DANG NHAP HE THONG
Tal khoan
iﬂ) et ndu

Théng bdc tnuoc khi 86 ding nhdp vho she khic

Dé 8&m bae an todr ban nén d3ng Kudt va Jdng 1Hah duyet sau khi haan thaeh cdng wic?

Va cach diang nhap vao hé thong nhu di hudng dan & phan trén.

Sau khi thuc hién ding nhap thanh cong thi theo ddi huéng dan phia dudi day.

Néu trén trinh duyét, nguoi st dung di dang nhép tai khoan cta minh thanh

cong vao 1 tmg dung nao dé trong hé théng thong tin ctia Bo nhu: Cong thong tin, Thur
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dién tir, Quan 1y vin ban, thi khi vao dia chi http://member.moj.gov.vn s& xuit hién

man hinh nhu sau:
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CONG HOA XA HOI CHU NGHIA VIET NAM

D TU PHAP
THONG TIN NGUUI DUNG BO TU PHAP
(Tai khoan ding nhap: avtw)
Ho: Nguyén Viét n Mt k.hi:n ban ding phii co 10i thiee 8 ky ty
T 1o N Mat khae phai chwra cac ky 50 0..9
[T Mt khaw phai chira cac ky terdac bigr ! @ # .
Di 80ng: 0904133663
Déén thoai co quan: 0462733717 Mélkhﬂ:ld!
Sofax: (462739730 Mgt Kisko mct
Dign thogi oha neng: 0462735717 Nic ohiba mit Kbl s

Mt -
Thingto thém: NVTU C3p nh&tmat sy

Cap nhat thdng tin

Luc nay ngudi ding s& thdy c6 2 bén déu c6 thé stra d6i cap nhap thong tin cho
tai khoan cua minh.
Thong tin bén trai 13 Cap nhat thong tin vé cac thong tin chung cua tai khoan.
Thong tin bén phai 1a Cap nhat thong tin vé phan mat khau s& dugc thay ddi
theo ¥ mudn ctia ngudi ding cho tai khoan ctia minh.
Trong phan thay d6i mat khau c6 luu y nhic nguoi dung khi thay d6i mat khau
theo cac qui tic bao mat nhu sau:
- Mat khau ban dung phai c6 ti thiéu 8 ky tw
- Mt khau phai chira cac ky s6 0...9
- Mat khau phai chira cac ky tu diic biét ! @ # ...
Sau khi d4 thay do6i thong tin va mat thau thanh cong, nguoi sir dung déng trinh
duyét lai, va vao lai tir trinh duyét theo tai khoan va mat khau mdi vira cap nhap dé

kiém tra lai.
2. Hwéng din sir dung co ché ding nhap mét lan

Co ché Ping nhip mot lan trong hé théng thong tin:
Dé thuén tién cho ngudi sit dung khai thac trong Hé thdng thong tin ctia Bo, Co

ché dang nhap mot 1an 1a co ché chi mot lan dang nhap bang tai khoan ctia minh va co

Trang 2


http://member.moj.gov.vn/

Huéng dan khai thac Cong thong tin dién tir, Thu dién tir Bo Tu phap

gia tri ddi véi tat ca cac hé thdng lién két va cing nam trén Cong thong tin dién tir voi
dia chi http://moj.gov.vn ma khong phai ding nhap lai mdi 1an chuyén sang hé thong
khac. Tai khoan cta ban sé& ty dong duoc xac thuc dang nhap vé6i cac hé thong lién két
va ban c6 thé chuyén d6i, sir dung hé thong lién két ngay sau khi dang nhap ma khong
can thuc hién xéac thuc dang nhap lai mdt l4n nao nita. (Nghia la: Khi ban da dang
nhap thanh cong véi Céng thong tin dién tu, sau d6 khi ban vao Thu dién tir, hién
nhién luc d6 s& 1a hop thu cua tai khoan ma da ding nhap tir Cong, khong phai dang
nhap thém 14n nao nira khi ban van ¢ trong phién Iam viéc hién hanh — va nguoc lai).
Dé thyc co ché dang nhap mot 1an thi ban c6 thé dang nhap tir Cong thong tin
dién tr (http://moj.gov.vn) hoac tir Thu dién tir (https://mail.moj.gov.vn) hay mot hé

thong lién két nao d6 nam trén Hé thong thong tin cua Bo.
Si dung co ché ding nhdp mot lin qua Céong théng tin
B1. Vao Cong thong tin dién tir véi dia chi http://moj.gov.vn

B2. Tir Cong thong tin, ban chon Ping nhép
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B3. Thuc hién dang nhap (nhw hudng dan dang nhdp o trén.)
B4. Xéc nhan thanh cong

Trang 3


http://dc2008:8080/
http://mail.moj.gov.vn/

Huéng dan khai thiac Cong thong tin dién tir, Thu dién tir Bo Tu phap

Khi ding nhap thanh céng trén trang chu ctia ban s& xuét hién chit “Ping xuat”

nhu sau:

P Pt e ot ot it
A
|
w Hot dap phap uat "'y,-' !
l # Tong ket cong tac nim 2012 cea HH dong

[l - Vin bin phap guy i khoa hoc B9 Tur phap

Thii tye Danh chind )
) ! « Phat tidu cda ThG ong 131 H& ot todn

Dich vy coog qude trilin knai odag 8¢ e phap

Via ban ey hiaak # Ting aréng tuydn Miing trong tiy § kién vé
Du thio sira &5 Hién phap ndm 1392
Hurdmg dan nghiilp vu

® Chngvan v wécsd ende iy § uén vk Du ihdo
sira B8 Hidn phip ndem 1992

v Ly § %én dyr thao VBML

Nhu vy 1a ban di dang nhdp thanh cong co ché dang nhap mot 1an va tir lic
nay ban co thé sir dung tat ca cc hé thong lién két nam trén Cong thong tin dién tir.

Ldc nay, khi ban Nhan (Click) chudt vao niit “Thw dién tir” trén Cong thong
tin. Luc nay hé thong s& khong phai dang nhap nita ma s& hién thi ra man hinh chinh

cua Tai khoan Thu dién tr ma ban da dang nhap, man hinh Thu dién tir nhu sau:
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Sur dung co ché dang nhdp mot lin qua Thuw dién tiv
B1. Piang nhap vao dai chi tryc tiép thu dién tir (https://mail.moj.gov.vn)

B2. Thyc hién ding nhap (nhw hwéng dan ding nhdp & phén I.)
B3. X4ac nhan thanh cong

Lwu y: Néu ban chwa diing nhap tir Cong thong tin thi thwe hién thém B2 va
B3. Néu ban da ding nhap thanh céng tai Cong thong tin thi sé¢ khong con B2 va
B3 ma sé 1a man hinh chinh cia Thw dién tir véi tai khodn cia ban ding nhap
vao h¢ thong — Pay chinh 1 co ché ding nhap mot lan.

Khi dang nhap thanh cong ban s& nhan dugc hinh nhu sau:
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Nhu vay ban da dang nhap thanh cong hom thu ctia minh va cling da dang nhap
thanh coéng tit cd cic hé thdng lién két trén Cong thong tin véi dia chi
http://moj.gov.vn. Khi d6, ban vao Cong thong tin van trén cing phién 1am viéc, hién
nhién Cong thong tin clia Bo ciing dang ¢ trong trang thai da duoc dang nhap.
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HUONG DAN SU DUNG THU DPIEN TU BO TU PHAP
Tinh nang co bdn
1. Pang nhap
bang nhép vao trang Webmail

1. Mo trinh duyét web (Mozilla Firefox, Internet Explorer,.. ), g0 dia chi webmail:
https://mail.moj.gov.vn . Man hinh dang nhap Webmail

CONG HOA XA HOI CHU NGHIA VIET NAM

BO TU PHAP

DANG NHAP HE THONG
Tai khoan
dl..
[oanorio | i |

| Tidng Ban trede B 361 AAng nhdp vao shie inac

Nhap thong tin vé tai khoan va mat khau dang nhap. Click “Ping nhap” dé dang nhap
vao hé thong.
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2. Giao dién chinh trang https://mail.moj.gov.vn sau khi dang nhap
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Mic dinh khi dang nhap vao hé thong mail https://mail.moj.gov.vn, hé théng mic dinh
dua dén tab Mail. Panel bén trai chtra cac thu muc phuc vu cho vi¢c luu trir mail, nhan
mail vé... bao gdm: Thu dén, Thu di guri, Thu nhap, Thu rac, Thung réc...

2. Tao mt email méi
Trén thanh cong cuy, c6 cac button dé phuc vu cho nhu ciu guri nhan mail, bao gém:

1. Nhin vao Xem->Chon Theo cudc dam luin hoic Theo thong diép dé nhom cac
thu theo cudc hoi thoai (Conversation) hodc theo timg thu. Pay 1a tinh nang rat hay
ciia hé théng mail Mail. Piéu nay giup cho chung ta d& dang theo ddi cudc hoi
thoai vé1 nhiing user khac.
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HE THONGTHU DIENITU. BO TU PHAPL
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3. Nhép thong tin trude khi giri mail:
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1) Gui t6i: DPia chi mail ctia ngudi nhan.

a) Go dia

chi email can gui

b) Chon dia chi email tir danh ba : An nat Gui t6i, hé thong s& bat man hinh danh
ba. Cot bén trai la danh sach dia chi email. Chon dia chi email ma ban mudn guri

toi.

sung.

An “Gui t61” néu ban mudn gui email toi dia chi do.

An “Cc” néu ban mudn gui email tdi dia chi d6 dé nguoi do nam thong tin bo

An “Hién thi Bcc” néu ban mudn gui email téi dia chi do6 dé nguoi d6 nam

thong tin bo sung va dia chi ngudi do s€ dugce an di doi véi nhiing nguoi khac
nhan thu.
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2)
3)
4)
5)

Chon dia chi

& | | Hién thi tén ti- [ e L I
|f|| Tén Email §,| Tén | Email

@ admin admin@moj.gov. = Gl¥i t¢ anhptk anhptk@moj.gov.vn
'@ admin1 admin1@moj.goy Giri tf anhwt anhvt@moj.gov.vn
& anhig anhig@moj.goy., 1 m Gii t¢ admin admin@moj.gow.vn
'@ anhivz anhrt'.Q@_muj_gm_ Cc:  admin admin@moj.gov.vn
@ anhptk anhptk@moj.gov

'@ anhttn anhttni@moj. gov. g

@ anhwt anhvti@moj.gov.

& bichntn2 bichntnZ@moj. gt

@ binhnw binhnv@moj.gov -

'@ bithang btthang@moj.go

@ bithuy bithuy@moj. gov.

BL  chienhk chienhk@mni an ™

Cc: Guri Ce (gui toi nguoi dé ndm thong tin) mail thém cho ngudi nhan.

Chu dé: Tén chu dé

Noi dung: Soan thdo ndi dung thu.

File dinh kém: An “Chon tép” va chon t&€p dinh kém. Chon “Dinh kém” dé xac
nhan dinh kém tép tin va email. Néu c6 nhiéu hon 1 file dinh kém, thi chon nhin
nGt Thém tép dinh kém—=> Browser = Chon tap tin cin gii.
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Huéng dan khai thac Cong thong tin dién tir, Thu dién tir Bo Tu phap

Tap tin dinh kém

May tinh cia toi | Cap tailiéu | Mail | Contacts

Binh kém: | Chon tép | readme.htm Loai ba (1 KB}
Biinh kém: | Chon tép | Khing co tép ndo dwoc chon Loai bd
Binh kém: | Chon tép | Khdng co tép ndo dwec chon Loai bd

Biinh kém: | Chon tép | Khing co tép ndo dwoc chon Loai bd

Binh kém: | Chon tép | Khdng co tép ndo dwec chon Loai bd

Thém nhiéu hon tip tin dinh kém

Note: Each attachment size limit iz 10 MB

6) Nhan Giri dé tién hanh giri mail
7) Sau khi gtri mail thanh cong s€ c6 thong bao “Thu da dugc gri” (Message Thw da
gii).
(2 Message Sent

3. Giri email theo nhom
Trude khi gui email theo nhom, ta can tao cac nhoém trong S6 dia chi.

1. Vao muc S6 dia chi, chon niit Méi = Nhém lién hé.

Trang 12



Huéng dan khai thiac Cong thong tin dién tir, Thu dién tir Bo Tu phap

. Théng Gi€p [nm]

& Lién hé [nc}

@ NnomLiénné |

ﬂ Cuéchen [na]

[ Tac vy
4 Tailiéu

(4 The
£ Lich

a Thy muc
2 S6 dia chi

[_ﬂ Thy muc tac vu
[ cap tai i

2. Nhép tén nhom. Vi du “Nhom tin hoc”. Bén phai man hinh ta nhin théy danh sach

cac dia chi thu. Ta co thé nhap 6 Tim kiém dé tim kiém dia chi.

Chon dia chi thu can thém vao nhém, 4n “Thém”

T

»Nhém llhm
T e fivion i « s o TS  Tivkes thiets veke 14 Nom
© Thives vt tramg Team ™™ F’I- ;
B PRI Sty shehs e o ehramngy (OAL )
“rrtaee o avetuen EuiTey gov. e .L Tha P
N GOy jev «Te - ';~ — e
B hen NGy g0 wn
‘ rvtuen Ko Mot g gov o
Wako 3p S ] vt By (1hon 1t bleg ol oy
|
J— -

3. Chon “Luru lai” dé luu lai nhom lién hé.

4. Vao man hinh soan thdo email. G0 t€n nhom vao muc gui thu (vi du Giri t61). Trong

qua trinh gd tén nhom, hé thong s& tu dong tim kiém va nhac nguoi dung.
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ey o Tomueun Ly bt thip Tiies 150 s e bben mirameny B Owwy © Twy s
Tirsrr| 24 5 05 g oy
W Sren) o

odnt e * |

R vh B e the bt Seattes e S 8 S0 A vho Ddeg 2 by

eupkn Vs Think
Tu= TAng nehd Théng tin - 34 Tu Mip

Sau khi chon xong nhom can g, ta thao tic giri email nhu trong muc 2 bén trén.

4. Nhan email
1. Chon natNhéan thw dé nhan mail

Ten Kihm | Lumityr  Wdeg coo

& Xem )

| Thu e Kich ¢ DA nhin ki ~

3 Thu o _J nguyennt o ménqm\lnkmummkhmﬁﬂmm%h&hhnrhualn aMB  22The -
“,.? ',:’.‘:‘m D‘ | nguyenntt ) mangmdmmmmmo:nuhdw-weanawmdn aus 22T -
&3 Sents (| ¥ Pnam Bich Dung & Emmmm-mmm»mu s thw\ 3nh da0 Coc Thi Gn 133K8 21Ths
£ doitac (=] ] BulHoai Nam £ Mall 3pam cua MOJ - Deat 30h Ti SANg nay Misal 43 330G 0 ¥0 5 Thu 0dn 20X8  20Ths
gmn (=] . B Hom Nam RE Mal sp maé - 0K anh From: Ngusdn Vidt Tu imaite mvu@mol oo Thr 68n 7@ 205
Find Shares a 0 NouyenVietLong & RE'Y k62 v v trien knai et bi Frswall F5 - Daar o) Mal E 24 st The 0dn 84KB 16ThS
T idm =] Ll wema £ quy che mang 2013 - Em oin s quy ché ning 2073, em &3 e ¢ Th Bén 174 KB 17 TS
e . ljf o .;",@ p’ﬁfsinonmrmcm Vigtes mTuzmsunu phin | min umvéumuaén 3750@ 1om5 {
@ Zimlet Py -
&5 Bacwp Posts ] D4 xem mét thing A, bAm chudt vio nd

Thang Nam 2013
CN 12 13 14 15 16 17
282030 1 2 3 4
8 67 8595 11N

1213 14 15 16 17 18
1020 2 2n s
627283 % N 1
23458 78

2. Chut y: mic dinh sau 5 phat hé thdng s& ty dong nhan mail vé. Ngudi dung co thé
chinh thoi gian nhan mail trong tab Tuy chon=>Thu. Trong lya chon “Kiém tra
moi thu méi” , chon thoi gian dinh ky ban mudn 13y thu vé.
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4 Thing tao
S Nhde xudt
52 Zimist

Ny bo

Kibm tra moi thir mot

i 801 nddn vio Ly e @  Thare hedn 1§00 im adm ngdm G cla 161
£ Cdp nhdt wing nhin hién hanh o thi
Hidnthithy & Theo HTHL (KN oé thé)
1 Theo van ban haong (Tad)

5. Poc email

1. Doc thu ¢ ctra s6 xem trudce: clich chudt vao mail can doc. H¢ thong s€ hién thi ndi
dung email trong ctra s6 bén dudi.

L1

HE THONG THU DIEN TU.BO TU PHAP

T Ko Lurw o ing Ca0
& o e i Xodbd & Yo
X 1) Gt @ Chige

C: Ther nhdp :u 2

£a Thar tic (] . s Hoal Nam RE: Mad sp mai - OK anh From: Nguydn Wt lu,m:mommgmmoomdln 7RB  20TRS vl

']’ Thung rac Di 7._,; ”mvmumq o Rsvmunncmnumumun DlummalEmatdeu 94%8 15}16 =
23 Sents o = ‘wepa o quvdununq‘z‘our Emwvmqwmdmang"oﬂ om&tnémecTh din 174K8 17Ths

(3 dorac g . Fungtt " Bo sung teen trang cshe - At ek 2 T 09 sung phan hidn frang v& (T @in 375K8 16 ThS
£ spam
3 storeData =] _J Doan Thanh Mai(m £ FW. Y HEN ¥8 WC WMan Mal tist o Firewall FS - Dear A TU, € gl 300 Th G8n 92XB  16ThS
Find Shares =] ¥ NouysnVietLong <@ FW.Y Wen ve wec ien khal thiet o Firewall F5 - H: 2 £ forward coo aThu 08n B9KB 16 ThS

Tim kiém (m | o) Proong Loan-HOé  HOABINHTOURSST - THANK YOU VERY MUCH FOR YOUR GREAT EThu 0én 10KB 16 ThS

The 4 ] .ammum no; mmmnumumgmmmv MhTuNMm&n'Emmemdn m@ 1s'ms” A
& Zimiet : Lozt =

£ Bactup Posta | FWLY Kien ve viec trien khal thiet bi Flrewall FS 18 Thing Nam, 2013 1208 CH »

v Smanshest w  Gintir @ "Doan Thaah Mal (mall ngoat)’ smaidtiGiecspn comw;

a %

i’ ms.:‘ Gin o Nguyln Vit Ta" -nvu@me; gouwne. T3 Thanh Trung” <¥ungh@mes govin.

Ce: "Nguyen Viet Long” <Wetiong@1ecapro com wn>;
Dear ATu,

CN 72 T3 T4 75 16 77 || Egltanh thong tin F5 nhuw duwdi,, @ dang @8 nghi F5 cip trial license thém 1,5 tharg anh 3.
2820 3 ¢+ 2 3 ¢

5 6 7 8 9 10 11 ]| Chocothdngtinngsy mal e sE baoanh nne,
12.13 14 15 16 17 18 Thanks and Best regnrds,
1920 2¢ 2802 2N . —
26 27 28 29 30 31 1 Doan Thanh Ata: (hds)
A ra Tl Rene Account Manager ~

2. Poc thu v6i man hinh rong : click dip vao email can doc hé théng s& mé thu trong
man hinh rdng
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Hué6ng dan khai thac Cong thong tin dién tir, Thur dién tir Bo Tu phap

& htpr!/maf mojgoviwm/ambra/ public/leuncMewWindow ap tskim= corbondlocel bz wédua
XDong =m v—i' X0d bb W Chayda do 4
Bo sunj hien trang csht 16 Thang Nam, 2013 6:08 CH
Bl i vunng@moi oo
Gir 101: “Phan Anh Wt svetpa@moj gowen>. TNguyen Viet Tu <nvu@moj govn>,

o 731 (15 KB) £ | héen w30 Ci 1ai 16U (L0106 L jgD% cuong 50 b _ BTP Ver2 8oc (2165 KB) 1 | Bbm vio Cap it My | Loal 0§

) Tl vkt <3 cictip tn nh kim

¢4l X681 ch sép ain wém

Py W T o0 tieed B Thur re

Vi&t va anh To b sung phdn hién trang v& csht nhir trong dé crong ! s mai gl iai anh

6. Panh diu email da doc/chwa doc
Click chon email can danh diu. An chudt phai , h¢ théng s& x0 ra menu, chon
danh diu email d3 doc/chua doc.
Déi voi cac email chua doc, hé thong s& hién thi tiéu dé thu in dam dé phan biét
vO1 cac email da duoc doc.

e HE THONGTHU BIEN TU'BO TIF PHAFP

= Th myc 3} a Tintkidm  Auwisl  Nang cac
G&é-:‘:.m w & Nham thr W Xob bo - - & Xem !
B Towr & g I8 AR I -1 O chige - : :
3 Trw nhzo 5] %3 Pgupennt £ Théng bao i wéc hud fersd " phéttoanThucdn 4M8  22Th .
3 urac o DMy @B M f |
¥ Trong téc o =i rgafennt ol qu@*m;u TR BT g pn&pmngdn 4ME  Z2Tns
&5 sents a % PhamBicnDung @ Emating Quy che chl "w, @30 Cut Thar Gdn 133KB 21 ThS
3 donsc a o4 BulHosiNam & MakspamouahOl-T g Triddi 1 pnd by S Thw 6ln 20KB 20 ThS
gmm ] 4 BuiHoai Ham RE Mall 5p mod- OF 1 e Trd It th i fal \@mojgo T 8dn TKB  20ThS
Find Sharen. 5] . NgurenVielLong 4 RE Y Wenve wectian v Chuyin bép M JEosaTruodn 84KE 18 THS
Tin kidem |E ) elpa & quche mang 2093 # S nhito miy 5 ¢ Thur 6dn T74KB 17 ThS
he < ‘:! gt . f_“'_"m“"""?“' * Gin 1é mbng Mép b [YangehiTes e 7S XD 4G TS, L
& Zimlet =¥ —Fannn Thankdhesim oD L2li X s ansamianatoan 10 Xod b6 B e ) noAd £ LTk
&5 Baowp Posta RE: Y klon ve viec trion khal thiat bl Firewall FS éDldmﬂn 18 Thang N3m, 2013 842 84 o
v Smanshest v  Ginin @ Nguren Viel Long” sietiong@tecapro, comvna; % 151
; ms':‘ Gun bt "Doan Tnanh Mal (ma nooal)” “mad@ecapro com
Ce: Vguybn Ve TU <mas@moj govwn. TaThann T (S Dénh adula e (myl
Thaeg Nidm 2013 i Daar chi Mai, -;J:‘:‘O“\::'“C
CN T2 T3 T4 75 T80 77 E da active licenss trial cho thiet bl F3 ben bo tu phap. e
28 20 30 1 2 3 4 || Ucsnse se expired vao ngay 00/07/2013. 3 T30 8ch nen
56 7 8 9 10 1 5 Tao tcwy
1213 14 15 16 17 18 || e 4, Cisar Search Highiights

7. Hoi Am (Tra 161) email

Click chon email can tra 16i. An chudt phai , hé thong s& x6 ra menu, chon Tra 161
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it 'w! = Nhim thur

L il

Ning ot

m N Xoa bo & Xom
0 Trw 65 oin : Mt £ " Ty Kich ob, DN nbgn Nic.
- Hlodsind a ) ngarennt £ Mhngbiowubchungingc LGy Ted a8 2T
e — — e » BAn P— — 3
4 4 . |
¥ Thing e - Homent’ & Pemvedscwigims ool dih de s [T A8 A
553 sents =] & Pram@choung & Emaiing Ouy che i e 0ol Thir adn 133KE 21ThS
[J dottac =] L) BulHoa Nam 4 Mahspam cua MOJ - Dearann | o Tty e \Tnuy adn 20KB 20 ThS
gsmm o L4 Bui Hoai Nam RE Neail p med - OK anh From ke Tri ion tht el {3} | T 3dn TKB  20TNS
Find Shares =] . Noupen VielLong 2P RE Y Henve viectnen ihaifse + Chuyén hép N [Thedkn SaKE ETRE
Tim kidm = ) vielpa & quyche mang 2013 Emgiria # Sianhotaomén Thu dda 174KE 17 The
e 4j9 & gt Al e danbas sl 170 OGS Lo Lol ook S
B Zimiet 3 T T s B St A DO YA AR S 520 W (X Xod 06 [Backspacs) R
amm RE! Y kien ve viec trien khai thiet bi Flrewall F9 gumwh 18 Thing N&m 201384284
v Smarshest v Gt & “Nguren VielLong® ~eBang@Hecapro.com s, o . a
;m:’? Gin tHt “Doan Thanh Mai (makl ngoal)” «maidiitecapco comins;
€ “Noukn MR T <nau@mei govwns. “Ta Thanh Trung” <tum | ® Dinh sdulatwric (g
LN Y SN

Nhap ndi dung thu Tra 10i.

HE THONGITHLU . DIEN TU. B0 TU' PHAP

@ v | B tamoni | S tich | 0 Theve | W Coothines | © Thychon [T eror

* Thir S-MIME

§ B G ¥ Lirv ban nhig

i “Mguyen Viet Long” <etiong@tecapro.comims,
|-

x Muy o Thim thp tn finh kém

Wi brn Chial th

W Chirng

-8h &a eni dang chng

O Tiy chos

“80 ia chl ging thung Hedn i BCT

?Mﬁc Gl gk Ro: Y kion ve vio trian ki thiet b Firesial 75 wubin
S Sents
1 donac Tumat How Roman IMn
E- W v
Find Shares
i ko Gun tir: "Nguyen Viet Long" <vistlong @ tecapro com vi>
Thé 4 | Giri t¢4: "Doan Thash Mai (mail ngoai)® <maid @tecapro.com vn>
© Zmlet Ce: Nguyén Vigt T <avta@moj govve>, “Ta Thanh Trung” <trangnt @moj govve>
£3 Bachup Posta Da gun: Ther Bay, 18 Thang Nam, 2013 84236 SA
v Smartsheel Chii dé: RE: Y kien ve viec trien khai thiet bt Frewall F§
%2 Undo Send
R Kyt Dearchl Mal,

E da actrve license trial cho thiet bi F5 ben bo tu phap.
Lcense se expired vao ngay 01/07/2013.

CNT2 TATL 75 T8 77
2% 20 30 + 2 3 4|

® A Y a6 A wn

Rgds,

8. Chuyén tiép email

1. Click chon email can chuyén 4m. An chudt phai , hé thong s& x6 ra menu, chon

Chuyén tiép
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" e L el Nang ca
‘ o Nhbn thar # Mod no c 4 g & Xom
LI S T W— —" -
&3 e [ nouyennat @& Thombaoﬁwa(mn TP “ e 'm‘ ﬁnocpénwﬂn CVMB. 221}5 =
1 Trdng réc D - ',"f"'.“A o o “‘,"?'”Y?Y'?‘?‘.“?‘ J Banh odu 13 chira doe |muy| ""MAW“",‘,"BA LN 1
=5 Sents a ¥ eram Beh Dung 4% Ermaling Ouy che thi a0 Cuc Thur én 13368 21 THS
3 gonse O L) buHosiNsm & u.umm-uoa Y TisI 0 bnirrEThudén 2068 20THE
gg:)?om o A__J B How Nam RE Mad sp mot- O ; u‘l’r&lm‘id [3] yamoigo Thirdén JxB 20 ThS
fing Shares. o | NgwenVetlong & RE ¥ kenveviactnor _w Ohisdntifp  n M 56 daarThedin 9658 18T
Tor | & | vewa & quychamang013. # S nhistao ml 5 thim e Thir dén 17418 17 Tha
i &E o 4 Yungh & Bosunghentranges 08n thé hong it n nangva-mm 375¥8 16T
ag:mﬁ.,,.. ‘Wmmnomﬁ g:::;:% b nmwmmausw
:{ Siranshesl v Gt Vet sepa@mol goviny, % ol
‘Jx:‘::" G tor: “Ta Thanh Trung” <trungb@no) goren=,  miu@mes
Gy che ks th_3ng 20131 doc (126 KE) il | thémnvan cip) | @ DA adulathare  (ml
! ) 3 Hibn wthir gbe
CNT2 T T4 15 16 17 Em gih aah quy che mang 2013, em d8 thém cdc § cila bén BT 4 B 1oo mit
#2930 1 2 3 4 3 Tao keh hen
5 F 7 89 10N o Taotacw
12 13 16 15 16 17 18 ' Clear Search Highlights

Nhép dia chi nguoi can chuyén tiép thu, ndi dung thu

[erTesesTenTe i Tac e Tor = e

= T mac i = G * Huy b * T SMNE ¥ Leru b nhip Iheam tap tas dinh ke wemtrachinhta B Oy © Ty chon
5%, Ther (e (56) 3 ’

S KIS - 4oy g

= gin @ "Phan Anbs Bon® «sonpa@moj gl Feal| :

E Thr nhiop - ' @ “Sonnif” <sonad@mison com e [ ,ﬂqnbfﬂﬂum *ch

:?TT::: s “Crl 88: Fwd quy che mang 2013 warin [N
=8 Sents @ |7 Guyche Mhai thac mang 2043_V1 doc (128 K&

@?p::‘m Thtrais New Portian 110

9 StoreCuata

Fing Shares

™h A || G tir: “netps” Swietpa@moj gov.im>
© Zamiet | Giri ti: "Ta Thanh Trung” <muegnti@mo).gov v, nvtuiiznoy. gow v

3 Bacaup Posta D gii: Thir S, 17 Thing Nam, 2013 21200 CH

v Smartsheet Chih déiz quy che mang 2013

% Undo Send S|

R Kysnt Etmn gini ach quy chié mang 2013, em &3 thim cd¢ § cda bén BTC.

9. X06a email

Click chon email can x6a. An chudt phai , hé théng s& x6 ra menu, chon Xo6a bo.
Hé thong s& x6a email va dua email vao Thing rac.
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Tirmn kiém B Email Timkiém | Leulai  Nang cao

= . Nhanthey [ Xoabd = mow = B Thwrac @ = & Xem
O Bt o) 7)) Gitir Z7| Chidé Thu mui Kich ¢t P4 nhén lic ©
|
O ] nguyenntt & Thang baové E)-' ) ;j‘ ; ;j” ; - uyét Brai hiitoan Thr dén 4MB 22 Tha -
< anh dau |4 43 doc m] —_— <
[l L] nguyenntt & Thing haove 3 Dénh du [ chus doc. [ uyet Bgi hiitoan Thw dén 4 MB 22 Tha
anh dau & chwa doc  [mu _
O ©¥ Pham Bich Dung  ¢2 Emailing: Guy ¥i Lanh dao Cuc Thr dén 133 KB 21 Tha
O ] BuiHoai Mam & Wailspamcuz gl Tra lii i |44 sang hitro BiThe dén 20KB 20 Tha
O .| BuiHosi Mam RE: Mail spm ¥ Tra It¥i tht ¢ [al hilto:mtuggmoj.go Thu dén 7 KB 20Tha
O . MoguyenVietlong ¢2 RE Ykienwew —% Chuyén tiép 1 larchitai, E daacThe dén 84 KB 18 Tha
O ) vietpa 7 quychemany ¢ Siranhurtaomdi 13, em G4 thém c Thu dén 174 KB 17 Th
| & trungtt # Bosunghien: oAnthé thing diep , an hign trang v& 1 Thir dén 375 KB 16 Tha
E = o Tl e bA e 1 z LT T i el Tlewn dfae 09 LM 46 The e
e e | T ok pd [Backspacel | i
Thing bao vé viec hwong ing cudc thi viet ve Nghi g 3 Di b2 22 Thano N&m, 2013 4:32 CH o
e | ) i ctifiyan
- Gt @ nguyennt@moj.govn; @ »
Guwi tivi: vietpa@moj.govin,  anhmg@moj.goven,  an , dungnm@moj.govn,
duongdtt@moj.govyn,  hainx@moj.goven, |§ Panh dau lathy rac [mj] pevn;  huongdth@moj.govin,
huyennt@moj.govyn;  kietit@moj.oowen; lir g it e thi ghe W, minhdth@moj.govwn;
NYOCHMEIM 0] HOveN,  NOUyenntE@moj.goey 4 B3 loc r'nc,” nvtu@moj.govsn;  pharnducdu@moj.govyn;
phamthilang@moj.govyn,  phunb@moj. govyt T. -I' - oEMO]. govvn;
[ Tao lich hen
il i 002 g 1.1 MBY 130 w8 | thém vao CEp tailiéu | Loai bd e Brnvdo CAp tailiéu | Loaihd
il img004 jpo (867 KB) t3ive | thérm vao CAp tailidu | Loai ba i i j i | taive | thérm vao Cap tailiéu | Loai bd
2 Lo 1 o & 4 Clear Search Highlights
|| Hign tat ca &nh
Tai vk tat c3 cac tap tin dinh ke
7 ¥oa tht o3 1ép afin kém ﬁalmkse”der
Allow Sender i

10. Tim kiém email
bé tim kiém email, gd ndi dung can tim kiém trén dong Tim kiém. An Tim kiém
hodc Enter, h¢ thong s€ hién thi cadc email c6 chu dé€, ndi dung, ngudi nhan, nguoi gui
khop véi thong tin can tim kiém.

Cucs Cleg agrd Tadrgn & e

Tm b towisl  Wing csa

[N T8 AN | 4 Gannr | 0 cha ok Tharms et ol D oodn W
jw] Pra Are Ve 1Rt ARSI RARE - TAT AT Ve TRy e 2 Tw phwp wid B Trwr The Sk 153 18T
g & PRAGy gov b & [Fwd R Lot vt bon wpouty moc Ve bef gun 3] - ThEog O e - CNG B [Fam Rl Lok vl M0 spaie 106 VA W9 a3 Mourd B 2

04 e mie thina dio bdm choft vie nb

Dé c6 thé tim kiém chinh xac hon email can tim , sir dung chirc ning Tim kiém
Nang cao. An niit “Nang cao”
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- rmar Tem b Low i

Do bemibptn & Cotin Mooy Tonmwin B8 Throms B8 T bbb e B8 ehodd T Dokt Trmgmbi e O Thingen  Low i 1ie b

-
O Gifis oy cnw | @ Chaod ) : : T Kich o B4 i e
") Sratareet Contum piur omat AF08A 15 4T UANG STMNSaee! - - Grmrisnaet — T3 siar! s your STammieer SCTRARL Shok T (/0 Tay e P WM .
O w wrwn e W 300 e - o @ 3™ =

Nhap cac thong tin can tim kiém :
Gui tr

Gtri t61/Cc

- Chu dé

- NOoi dung

- Néu can tim trong thiing rac va hop thu rac, click chon :
o Tim kiém trong ca Thung rac
o Tim kiém trong ca Hop thu rac

- An Enter dé thyuc hién tim kiém

- Sau khi tim kiém xong, 4n nit “Péng” dé dong lai chirc ning nay.
11. In email

Click chon email can in. An chudt phai , h¢ thong s€ x6 ra menu, chon In.

In . bt o
o e tasraear s et
Ifng e 1 treny
| L e L UL 2 T T B
L I N
o e o
T b - by B N S b g Con Gl it
v dus dang F0F ﬁ‘-n-ﬂ,:;:_: .'-\:‘ . DT
Thay A8
LI 2=
8 Ihedec
Ve ngacg
MY S -
o Dl tzang »3 chin tang
W bl g ragi 08 thing . (Lt thite )
—_————

Chon Luu dé in noi dung email.
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12. Xem dung lwgng hop thw
Di chuyén chudt t6i dia chi Email ddng nhap goc phai trén cao cia man hinh. Hé
thng s& hién thi ra dung luong hop thu da sir dung. Vi du bén dudi 1a hop thu cia tai
khoan nvtu@moj.gov.vn da str dung 671.5 MB thu va c¢6 hop thu 14 1 GB.

. 5 Lwulai  Nangcao
Quota: 66% (671.5 MB coa 1 GB :
) ‘ ;

13. Tao thw muc chira email

Thu muc mic dinh nhan email 1a hop thu dén. Ban c6 thé tao thu muc khac dé
luu trit email ma ban mudn.

E Thwmuc &= :I
2 &, Thedén |
B3 vt [ 5] The muc moi ol

& The a Pénh déu tit ca la 3 doc
B2 Thwn

|| Xoa bo [Backspace]
h A
S z ii|) Doi tén thu muc
t?,, Thw ra S
i Thing L RS
(43 Chia sé thy muc
£ congn

B o Stra cac thudc tinh
i

B sents 4k Mo réng tat ca

88 Taomo () Lam tréng thu muc

@ thu mc

Chudt phai vao thu muc “Thu dén” > chon Thu muc méi. Nhap tén thu muc.
Chon “Pong y” dé luu lai.x
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Tén: |

Chon nei d& 4t the muc mdi

Biéng ki téi ngudn tin (feed) RSSATOM

= Thw muc
= &, The dén
B nviu
B2 The g4 givi
= :__? Thing rac
£ congnx
B Sent

B congnx
D giangdv
D Sents

D Taomoi

m

14. Chuyén thw vao thu muc

Click chon email can chuyén vao thu muc. An chudt phdi , hé thong s€ x0 ra menu,
chon Di chuyén

dl & Mt Gt ‘ & cnig
3 Phan Asa Vige o5t MafB2AANSBSA38ABIA8A - PHimn Sah VM — Bhimes (idn & 7y & he ting Cuc CAng nghd Thing tn - 86 Tir prdg and &
7 e nvinesh. vaiﬂ teat Fw mal Danhdiu B dd S [m]
] Banh adu & chea doc |mu)
| Ngwyen Vst Tu el
| Tram Bo fihlrog thing tm tai chinh i mdt ol g Hbli b 11 [} o= thi chinh bi mét e dng Odng Thash Tém Vas i
3 Sratshee Confirm your emal addreas 1o star ko Hé S tdt ch ] o start using yur Smartshast sccount, cick the but
« Cruydnsép m
S Sin v tvo mii
Gdn 1d théng Slp »
P M xzavd [Sackszace]
test L[ R v
T T ———— SLL ) |
E L 1)
Phaon Anh Viet ---cceomemmamoaaaaaaaaas Phong Quan I Co so by tang Cyc Cong nf '9 ) - 60 Tran Ptm, Ba Db, Ha Noi Tel - 0«
Emal : vietpa@moj gov o phananiviet8 S @gmal com OpNT A
= - =3 1én i thur gdc
+ BScmbi
[72 Tooich 0
| Taosicvu
@ zSgam

Chon tén thu muc luu trir email. An “Pong .
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Di chuyén théng diép

Chon thw muc dich

Mhép véo & 4€ loc danh sach. Nhan Tab d& chuyén con tra. Phim

midi tén cé thé ding d& chuyén trong danh =4ch.

E Thw muc
El.i"l Thuw dén
B nwtu
£ The g5 givi
E?, Thw rac
=R ": Thing rac
£ congnx
D Sent

D congnx
D giangdv
B Sents

m

15. Khoi phuc email da xda tir thung rac

Vao thu muc Thung réac, hé théng s& hién thi cac email d3 bi x6a. Chon email can
khoi phuc, an chuot phai chon “Di chuyén”

»B Ther muc
B & The sl
D mtu

) The & gin

73 T ahig (10)

E2) noap 12
Za Thw e
=] Thing rac
D cengnx
£ sere
2 comgrx
3 sanzo0
2 Sete
23 Tacro
&0 mumes
& e muct
8 wumuc2
: |
Find Shares

Tim e

- o - nlate [ Xdd o 4 [ Tamakate P nhides T 0dlden thtcd

CLs My oy G | @] Chi ok

O Aveeeh @ o vh o it try - i 1 O Tha, Thivey M Hae 300~

Re: Kiem tra

-:m tir g *vivarh@meigevn
HiHi

On Thu, Théne Muds Ha 29, 2011 10:08 am, Nguyen Viet Tu wrote:

O Tone Thidewn Llwdd Had 77 011 330 s santhasdi Famnd mo om

Chon thu muyc luu trir email khoi phuc, an “Dﬁng y”’

Darhsdugidoc o}
< Barh 24y  chua doc Imy|
& Hildn "
e B4 Anth ck fal

« Cauyda tdp m

/S nou tos mén

Cha thl ey Sdp »
79 Makad [Bacisgace|

Ok |

=n ]

& Nark we Spam ]
= Hide wy the géc

&+ B8 be méi

23 oz kehhen

[ T the vy

% Soam

p OuTus Tha
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Di chuyén théng diép

Chon thw muc dich
Nhip vac ¢ d€ loc danh sach. Nhan Tab g€ chuyén con trd. Phim
miii tén cé thé ding @& chuyén trong danh =ach.

B Thwe muc it
El.i". Thu dén
D nvtu

£ The g3 gl
E'E Thw rac

= _': Thing rac

£ congnx

T sent |

D congnx
D giangdv
D Sents -

m

16. Thoat khéi hé thong thu dién tir

An nit Ping xuit ¢ trén goc bén phai man hinh dé dang xuét khoi hé thong.

HE THONGTHU OTEN T $

W Cvak Tio b L Mg

Lo

g ¢ e Pl s Wombe Do % e B e

:'b"kp‘ . x,‘ :5_‘_‘ - v » g - T Benh b D4 riin loe”

.)énmmm PG . T A 00 - O T, A St W 2 511 0B an hguper o Ty armw D0 Ten Taag W e ST I RS e rTumg e 200 SSHATONY
s 2

17. Thay ddi giao dién (Theme)

Nguodi quan tri s€ ddt giao dién mac dinh cho tat ca nguoi dung. Nhung, mdi tai khoan
ngudi ding ciing c6 kha niang thay d6i giao dién riéng cho minh.

Céch thay doi giao dién:

1. Nhin vao tab Tty chon ¢ thanh cong cu:
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1 [ HE THONGITHU BIENTL7.BO TU PHAD

= Ty chon
e :-:?mn T Lsuby X Miykd
¥ soanthio
o Chirky
£ Thixhodn SRR T
N 88 loc thu mm“‘l”
by O i i |
Lich Dang nide bdog cach sb dungs @ N 50 (A0
) Chine Crudn (HTML)
(3 Théngbiao
B Nbp 0 .
- Ly
2 2 ons o I ‘

Naon ngie SO L

E
MO gho mie Ginke GMT (700 Banghosk. Ha Ner, Jakarts

)

Cac It bp G baden: | Tirm kidm trong ¢ #nr mase Thursdc

CN T2 13 T4 15 16 17 17 ity kidn trong ¢3 s e Thiong ri

20 20 30 1 2 3 4
5 6 7 @ 9 101t Ngon ngik ten ke | Hidn ngdn gl tim keden nang cao rong Manh téeg oy fm Kém
12 13 14 15 16 17 18
1820 21 228824 25
0 27 2878 20 N 1 Khie

afalsiavehrie

2. Nhan vao Chu dé dé lua chon trong danh sach giao dién(Theme) s& duoc thay do6i

| Lich W Cip tai liéu - mtu@mojgovin < Tro gidp 4 pang x
B Email Timkiém | Luulai  Méng

= Lweulai X Huyho

Hoan lai cac thay doi

Tuy chon dang nhap

(LT Thay doi mat Khau

Ping nhdp bing cach st dung: @ MNang cao (Ajax)
@ Chudn (HTML)

cni i R
Nodn ngiy: Bare
Miji gid' mac dinh: GMT +07:00 Bangkok, Ha Nai, Jakarta
Hot Rod
Lake
Fehbble

Tim kiém
Cac thidt Ep tfim kidm: Tirn kidm trong ca thu mue Thu réc

Tirn kiém trong cd thu muc Thing réc

Mgon ngik tim kism: Hign ngdn ngd fim kidém nang cao trong thanh céing cu tim kiém
3. Sau do, nhan Luwu lai dé luu cac cau hinh da lya chon

18. Chit ky

1. Nhin vao tab Tuy chon ¢ thanh cong cu.
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2. Chon phan Thu - Chir ky.

e [T ;
ads A Wouykn Vin Thndan

Cus Cing nghé Théeg tin - BS Tu Fip
m X0 ) Antycr Contact 88 voand Oyt m

3. Nhap thong tin vé chit ky.

4. Tai muc Str dung chir ky. Trong muc “New Messages” chon tén chit ky str dung.
Néu st dung chit ky tai phan Hoi Am va Chuyén tiép thi chon tuong tu.

5. An “Luu lai” dé ghi lai cdu hinh chit ky.

19. Thay d6i ngén ngir (Language)

Ciing nhu phan giao dién nguoi dung. Ngudi quan tri s& dat ngon ngit mic dinh cho tat
ca ngudi dung chung. Nhung, mdi tai khoan ngudi dung ciing c6 kha ning tuy chon
thay d6i ngon ngi.

Céch thay doi ngon ngir (Language)

1. Nhan vio tab Tty chon & thanh cong cu

(o T osioer | e | 3 e | ciouie RO wogmogoun  Tome & Dimmk
= Tiy chon Fim Aien
Téng quan
2 T 5 2
o :
% Tai dhadn ey =
" B toc Tuy chon ding nhip
Bia o tin Gy
bt ou O e |
Lich Didng nhdp bing cach sirdung: @& Hing cao (Aax)
& Cniasé Chidn (HTHL)
(4 Tndng bdo
% Nndp it X .,
2 cow o R )
| T
i PO === 0700 ko . ar
Cac thiét 1ap tim kigne || Ten Kém trong o thu muse Thu rdc
‘N 12 13 14 14 18 17 | Ten Kém trong c3 thu mue Thing ric
82030 1 2 3 4
5 6 7 8 9 10 % Nodn noir tim kidme 17 Hidn ngon ngl e M&m ndng c20 trong Manh odng o tim Kdm

1211 14 15 %6 17 M
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2. Nhan vao Language dé lwa chon ngdn ngit

[TOTITN . e gy Tow it
= Ty chon ] W Emat | Timkiém | Lowilel ey cao
Téog quan |
=] Ther |
St i o 6
7 chivig Hoan tal chc thay o
€3 Taishodn b
' 84 locthu e g g Wl P U
©)a chitnci
36 A T
Lich Diing ohlo biog cheh air dung: T e s
& Cniasé Engezn L
(4 Tnéng b0 1§ rancals
% Nndip/ Xud coioa: ™ Deutscn
2 Zimiat | Lme £
Ngdn ngir:
s - gy oy
g mc g Ly
« B8
» =0
Tim kiém
e DOISK
Cac thibt 13p fim Kidm: &2 porugués (Brasil) \rric
Thiog Nim 2013 £ 8 roméng
¢ > % 16 ] Ung rac
CN 12 T3 T4 15 16 17 ST
26203 1 2 3 4 == sspoa
15? 103 '7‘ i 196 :: :; Ngde nglr tim kibme | N 30 ong Mianh ong cu tm Ném
2 3 Turkge
1920 21 2524 25
R pasechKa
2827 2829 30 3 1 Khac T "
208 ¢igi8 74 (Dningviet o3| 2

3. Sau d6, nhan vao Luru lai dé luu thay doi.
20. Céu hinh ty dong chuyén tiép email
bé chuyén tiép email sang tai khoan thu khac, thyc hién cac budc sau:
1. Vao Tuy chon
2. Nhéan vao TabThw
3. Dién dia chi Email cin Forward dén tai Chuyén tiép mot ban sao téi:
4

Nhén Luwu lai dé luvu lai cdu hinh

21. Tw dong giri email thong biao da nhan dwgc thw
Cai dat ché do tu dong guri email thong bado da nhan dugc thu.
1. Budc 1: vao Tuy chon
Budc 2: chon tab Thw
Budc 3: tich vao “Giri thong diép tw dong hdi Am”

Budc 4: Viét nd1 dung thu giri di vao ctra s6 bén dudi

o k~ P

Budc 5: Nhan Luru lai dé Iuu cau hinh.

Trang 27



Hué6ng dan khai thac Cong thong tin dién tir, Thur dién tir Bo Tu phap

_Cm--ﬁku

22. Bj lgc thw
Bd loc thu cho phép nguodi dung tao ra cac b loc cho thu dua trén céc thong tin nhu
nguodi gui, nguoi nhan, ndi dung thu,. ..
Cach tao B0 loc thu: Vao Tuy chon chon B loc thu—> chon B loc méi
_Cm-ummuuu

f
|

Nhép tén b loc. Vi du : Email gui tir anh Ta
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Thém bé loc

Tén bd loc: |emﬂi| cla anh TG | Hoat ddng

MNéu cla cac difu kign =au dvoc dap Gng;

e sy [nvtugmoigovvn ST B

Thirc hign cac hanh ddng sau:

Tap tin diea vao trong thee muc ! ! - m

Khong (¥ Iy cac b loc thém

Dinh nghia cac diéu kién cho bd loc. Néu mdt trong cac di€u kién 1a dung thi chon
“bat ky” , con néu tat ca cac dicu kién deéu phai dang thi chon “tat ca”
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Thém bd loc

Tén bd lpc: |E.‘ITIE|i| cla anh Ti | Hoat ddng

Néu cia cac digu kién sau dwrc dap Gng:

BT B S - | B
G tir

Thuc |

G tii

Cc

Gi¥itdi/ Co
Chi 3&

Bidu muc co tén
Kich o

Mogay

Mdi dung

Binh kém tép tin
Read Receipt

Bia chitrong
Wi gap

Khong = by cac bd loc thém

Mot s6 dinh nghi co ban cho bo loc thu :

Giri tir : Dinh nghi diéu kién loc email dugc gui tr mot ngudi nao do. Vi du
néu chiing ta muon loc cac thu duge giri tir email Nvtu@moj.gov.vn thi ta s&
dinh nghi diéu kién loc email 1a :

Gti tr ---------------------- chira ------------------m oo nvtu@maoj.gov.vn

Giri t6i : Tuong tu nhu giri tir. Cho phép chiing ta dinh nghi diéu kién loc d6i

v6i email dugce gui té1 mot ngudi nao do.

Chii dé : Cho phép dinh nghi diéu kién loc email c6 theo mot loai chii dé nao
d6. Vi du ta muén loc email chu dé vé “Nghi mat” thi ta s€ dinh nghi nhu sau:

(@) (11 [ ———— 0 11 ¢ e —— Nghi mat

Sau khi dinh nghia xong bd loc, ta can dinh nghia cac hanh dong can thuc hién khi

thoa man céc di€u kién dinh nghia.
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Thwc hién cac hanh ding sau:

Tép tin dwa vao trong thur muc ! - it

Gilk trong Thu d&n
Huy

Tép tin dwa vao trong thy muc -

Gan thé v
KN panh gdu

Chuyén tiép t&i dia chi m m

Céc hanh dong bao gom :

- Giit trong thu d&én : Email s& & méc dinh trong hop thu dén.
- Huy : Khi nhin email nay hé thong s& tu x6a

- Tép tin dua vao trong thu myuc : Chon thu myuc ma email s€ dugc chuyén t6i.
Trong vi dy trén 1a khi email dugc gui tir dia chi nvtu@moj.gov.vn thi ta s€ co
hanh dong 1a chuyén vao thu muc nvtu.

- Gin thé voi : Gan thé email
- Panh diu : Hé théng tu danh ddu email
- Chuyén tiép toi dia chi : Nhap dia chi email can chuyén tiép.
Sau khi dinh nghia xong diéu kién va hanh dong, chon “D("ing y”’ dé luu lai b loc.
23. Emport va Export dir li€u email

Vo Tuy chon chon Nhip/Xuit

s EIE
Thp twr [ Chon Tha b | 1ndng =3 o vl &roc shar
L e e ]
TH o8 34 W) Teenp 3 v
R 1 o e
Tt 4o vy oo

- Export (két xuét) : St dung két xuét dir liéu Email nham muc dich luu trit
backup hé thong.
Chon dir liéu mudn két xuat

o Zimbra : Két xuat dit liéu email
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o Lich : Két xuit dich liéu lich
o Lién hé : két xuat dir liéu dau moi contacts

An nat Xuat dé xuét dir liéu.

- Import (két xuat) : Céac dir liéu dugc két Xuét c6 thé duoc import vao hé thng.
Chon tap tin luu trir dir liéu duoc két xuat. An nat “Nhap” dé thuc hién import
du licu.

24. Danh sach phim tit
Vao Tuy chon chon Phim Tat. Hé théng hién thi danh sach cac phim tit st dung
trong hé théng thu dién tir.

Phim tat ban phim
Phim tit ing dyng Phim tit bé théng
Tit ch (g Syng Proien e cheo che it
JiL b Candy) 01588 T fnver | | Ble e
A e s =
Phien bt che Che Triom 0om pop ap

PageUp

bé in danh sach cac phim tat, an nut ‘In’.
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[ about:blank

Phim tt han phim

Tit ca ing dung Liét ké khung hién thi ciia the nhe cic cupe Phim tat cho cac Nit
G M Chuven ("nhiy") téi tab dim ludn 6 thé mé rong Enter Bim nut
Thir O Hién thi heic in mdt cude | Hién thi trinh don pop-up
G A Chuyén t3i tab Litn hé ("sb dam lun cic thang didp cho cde mit
dia chi”) Shift+0 Mg rong tat ¢ cic cude . L
GC Chu}-'ﬁ t4i tab Lich dam ludn Phim ¢t cho cac Trl_nh dom pop-up
G T Chuyén t4i tab Téc vu Ctrl+0 Thu gon tit ci cic cude dim L Chuyén téi mue ket tidp
G P Chuyén téi tab Tiy chon tudn 1 Chuyen téi mue tride
N Tao mbt muc méi (bén Ctrl+[ Chon th chua doc trisde PagelUp Scroll up one page
trong tme dung hisn thai) Ctrl+] Chon thur chuza doc tisp PageDown Scroll down ene page
G B Taicap tai lifu Shift+ Ctrl+[ Chen thu chua doc diu Enter Chon muc hizn thei
NM hojic C Thong diép méi ("sean Shift+ Ctrl+] Chon thu chuza doc cudi Esc Gat bé menu
thio") o ] — Hién thi trinh don con cia
Shift+C Théng didp méi trong cita Phim tit trong form Sum.lhau th muc hién thii
hmsi ) Cerl+Q Hién phim tat — An trinh don con
j:_ (_,i z?c:;m;lm Ctrl+Entg:'rlhj;_15c Giri thong digp Phim tat trong cac Danh sach
NEK Ticvumsi Esc Hiy bd théng dip niy ! hofc Space @ ucké tidp
N L Lich méi Ctrl+5 Luu thing digp nhir mat hode ‘! .
ND Taotiilium bin nhip 7 hoge K Chon mye tnrde
NF Thu mue méi Ctrl+G Chon ("liv") ngudi nhin tix PageUp Scroll up one page
NT thémdi S5 dia chi PageDown Scroll ﬂ_l}‘-"l_’l one page
_» Trang ké tiép cita cic mpe Ctrl+H Chuyén gifta dinh dang Ctrl+A Chon tit ca cdc muc thay
— TranE tnrde cla cac muv:; HTML va Vin ban cho ni durge Lo
P Incicmpcdichon dung thur Home Chon muc dau tién
Backspace hodc . . .. Alt+X Kifm tra chinh ta End Chonmyccubicing
Dél Xoa cac muc da chon . ) L L i Cirl+ C.l}anochqnmucco tigu
. o Phim tit trong Khung hién thi cudc dam luin digm
Esc i‘;‘g kg hién thi bitn Shift+— Hifn thi cudc dim luin kf Enter Nhiy kip chust vio muc 43
v . - ttep chon
: %ﬁ&?‘ﬂia h.__ Shift+— Hitn thi cude d3m luin . hojic Shift+, Hifn thi mot trinh don 42
Zi.mbra- c - truroc hojc Ctrl+Enter tic dc_m.g‘_trén cac mu.c da )
V Téi thw muc Phim tit trong tab 3 dia chi ;hhzfi; (gibng nr bém chudi
vV Tothe E Sira lifn he da chon Shift+ | Thém muc ké tidp vio lua
M hogc MM Chuyen muc P A Inshdiachi M = 12 k
T NNN Gan the cdc myc &3 chon . L Shift++ Thém muc trude vo luz
véi thé cu thé (thist 1ip the Phim tit trong form Sia lién he & ? -
trana tah "rhim tif cha Ciel+ 5 Tam lign ha on

M@t 56 tinh ning co bdn thong dung
25. Lich (Calendar)

Lich cho phép ngudi st dung tao, xo6a, stra lich cua minh va cé thé chia sé cho
ngudi khac, dong thoi ngudi dung c6 thé d& dang t6 chirc hop, moi hop.
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N0 ICEDE & e

(777 Thiing rac - N & Loenmol Kok _ - Mmooy = Xam
Find Shares. | 15,23 ThS
_ Tmém | ]
™hé a4 BEA -
B Zimiat
£3 Bacup Posta 954
v Smartshest
-
5 Undo Send SOtk
8 Kivéathe
18
= | s \
1CH J:
e
1
b | 2cn ‘
CN T2 T3 T4 75 T8 77 SO !
2B 2030 v+ 2 3 4 ok
56 7 8 9 w0n
1213 14 15 1617 18 AT
19 20 21 Z2Ral 24 25
28272822 W0 N 1
2 1 4 & =& ?T 2 §CH -

An nit Méi, nguoi dung c6 thé nhip vao cac chi tiét ciia cudc hop nhu: tén
cudc hop, dia diém, thoi gian hop, thanh phﬁn tham du...

(8 @ ssomon] = ter] 3 ricw | Wi wuon ] © riveaor JEtS g Tosis ot

o = Liuinivathed X e bo Thden thp tas Glnh héen Kb tra chinh 1 Bx Pion dang © Tiy chon

Thiang Mim 2013

CN 72 TA T4 15 16 T7 Cni gk |

78?930'234m] mm

§ 6 7 8 9 wn

12 13 14 1516 17 18 ml Chon thi nguydn

1920 21 228l 24 25 Bitaby [2352012 800 SA " i
%27 28200 N 1 [zsaos  WMsooss W Ciciny ot T
234508713 Kiimic (225200 [lenss e and [ 5 onat e Contgws
i TR NI
Lich Show =
H

Thmas New Romas 3 M2pt) .

=

Sau khi hoan thanh viéc diéu chinh, ngudi dung c6 thé két thic bang cach nhan nut
Luru lai dé luu lai lich hop.

Dé xem lich theo tuan/thang/nam, 4n nit “Xem”hé théng s& x6 ra cac tiiy chon tuwong
ung.
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Tiem Wideri  Liowt b

TL10Th2 ™ it™g n] T ™G
ooz Salatn X .;Y&\M*'.WI 2o = e
B vadn twl
oo B i i
[ 2oan szt i
5 I cen o #l
7]

26. S6 dia chi ca nhan (Address Books)

Address Book 1a cong cu dung dé luu lai dia chi email cua nguoi dung khéc.... Chon
tab Address Book dé xem danh sach cac dia chi lién hé. Address Book ctia hé thong
duoc phén loai theo thir tw ABC, do d6 rat dé dang cho viéc quan 1y. Mic dinh, khi
ban giri mail cho ngudi nao do, dia chi mail cia nguodi ndy s€ ty dong dugc thém vao
Céc lién h¢ da gtri email.

[ v TPYRPRN = v |5 vhc v | ciomi | © oy coor | mugmago  Vow ¥ oinmid
o Sddmch B2 * Cacniin ho Timkiém  Lumigt  Mdegcan
%, Cac ién né a5 gin &
I3 nndm nénné WT
| Treing réc
Fing Shares B WP
, L& Duc
T o i Chian Naumm l
Thé 4 D‘qﬂ‘m ChlenHQ Ha Quang Chién Vit I Nvom hén 6
e —— 3 Quang
= Zimiet =
‘éA.éAA,T [0 & Cdng Ngurkn Xusn Emal: ChecHQI@uattslicomwn o
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bé tao mdi mot s6 dia chi, nhan vao SO dia chi->Mai

Mot khung thoai méi hién 1€n, nhép cac thong tin dia chi tai khoan can thém vao do.
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Ngoai ra, S6 dia chi con c6 mot s6 tinh nang nhu: Sira d6i, Xoa lién hé... ban c6 thé st
dung tiy theo yéu cau.

Sau khi thém mé&i mot lién hé, hé thong sé hién thi nhu sau :
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Hon nita, hé thong S6 dia chi con cho phép quan Iy lién hé theo nhom. Vao Masi->
chon Nhém lién hé méi—> G6 tén cia Nhdm—-> thém céc lién hé vao Group:
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27. Tinh ning t6 chirc tai liéu (Briefcase)
Véi tinh niang nay, hé thdng cho phép nguoi st dung co thé luu trir cac tip tin
document nhu: file .doc, .xIs....dé co thé truy xuat bat cir dau thong qua giao dién
webmail.
O tab Cap tai liéu, nguoi dung c6 thé tao nhiéu cip tai liéu méi bang cach chon Mgi->
chon tén cho cap tai ligu—> nhan Luu lai.
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Tai tai li€u 1én hé théng Webmail: chon Tai tap tin 1én—> chon tap tin dinh can tai
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bé x6a bo tai liéu, chon tai liéu va an chudt phai. HE thong s€ x0 ra cac tinh nang,

chon Xo6a bd.
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Dé tai tai liéu xudng may tinh nguoi dung, chon tai lidu can tai va 4n chudt phai. Hé
thdng s& x0 ra cac tinh ning, chon Check Out file.
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28. Tinh nang lgc SPAM (Thu rac)
Dbi vi cac mail 1a spam nhung hé théng hiéu 14 khong phai spam thi ngudi ding can
click vao mail ndy va nhan button Thur rac.
D6i voi cac mail khong phai 1a spam nhung hé thong hiéu 1a spam thi nguoi ding can
vao thu muc Thu rac (khung diéu khién bén trai bén trai), click chon mail cin loc va
nhin button Khong phaiThu rac.

Hé¢ théng mail s& dugc lap lich dé thuc hién toan bo cac mail nay..
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29. Tinh nang Tac vu
Tinh ning T4c vu cho phép ngudi dung 13p ra cac tic vu cong viée, dé dang theo ddi
tién d6 cong viée cling nhu viée quan 1y cong viéc mot cach dé dang.
Tao mot Tac vu méi, nhin vao tab Tac vu>M4i-> nhap thong tin Chu dé, Vi tri, ngay
bat dau va két thic. ... Sau khi hoan thanh, nhan Luu lai dé luu lai.
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Pé danh dau tac vu di hoan thanh. Chon tac vu, 4n chudt phai. Chon “Panh dau tac
vu da hoan thanh”
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bé xba bo tac vy, chon tac vy, an chudt phai. Chon “Xéa bo6”.

O Lam béc car
. I
f Sira

[ Mark As Completed

% Gdn thé tac vu »
fi] Xoabd  [Backspace]
' Di chuyén
(=3 In tac vu dwoc chon [p]
Lam bao cao -] Hién thithw gdc

Ngay bat ddu: 10 Th12, 2012

Ngay dén ky han: 17 Th12, 2012
Wu tién: Thweng

Trang thai: Chira bt ddu

Nhac nhé: 10 Th12, 2012 @ 12:00 Ch
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MOT SO PIEU CAN LUU Y KHI SU DUNG THU PIEN TU

Trong trudng hop ban giri / nhan thu trén hé thdng mai khong dugc, co 2 truong
hop xay ra:

- 1. Kiém tra lai dung lugng thu ciia minh xem c6 bi vugt qua han mirc khong
bang cach di chudt vao phan uc, nhu hinh v€ sau:

Quota: 82% (486.7 MB cla 595.4 MB) &
1 2 < ReT
Ban x6a céc thu khong can thiét di va sé sit dung duogc binh thuong trd lai. Chu

y: X6a thu, sé chuyén vao “Thung rac”, tiép theo ban vao “Thung rac” va xoa tiép

mai la x6a vinh vién.

- 2. Ngoai thu myc “Thu dén”, kiém tra thém trong thu muc “Thu rac” néu thu
d6 ban khong mudn ¢ “Thu rac”, chon thu d6 va an nat “Not spam”, hodc bam
phim phai chudt tai thu do6 va chon chirc nang “Not Spam”.
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