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I. Truy cap vao hé théng mail
1.1.  Truy cdp vao hé thong
- Tu trinh duyét web NSD nhap dia chi : https://mail.nghean.gov.vn

HE THONG THU DIEN TU' CONG VU
TiNH NGHE AN

Tén tai khodn
Mt khdu

Dang nhap

© H{ thing Thur dign tir cng vu tinh Ngh An
Dam vj quén tr kj thult: Cing thdng tin @i tif Nohé An - Viln pndng UBND tinh Nohip An

Dja chi: 5503 - Truding Thi- TR Vind - tinh Nohét An
Difn Thogi 07383 561,999, 0942.982 989

- Tiép theo, NSD nhép Tai khoan truy cap va Mat khau twong &ng :
1.2.  Thao tac trong mail:
- Sau khi dang nhap thanh cong, hé théng s& hién 1én trinh diéu khién trong mail:
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- Néu NSD muén chinh giao dién Tiéng Viét chon muc Preferences, General, tiép

theo NSD chon muc Language chon — Tiéng Viét va chon Save

€& THU DIEN TU TINH NGHE AN

Thu Danh ba

Lich

Cong viéc Cap tai liéu

Luu || Hay Hoan tic céc thay d8i
¥ Tay chon 0 "
Péng nhap
Téng quét I
% T khodn Mat khau: | B8 mat khdu
E Thy Ung dung web mic dinh: () Cjassic
' Béloc
| Chirky

@ Ra khdivin phéng
a Bia chi tin cdy

a Danh ba

B Lich

& Chia sé

£ Théng béo

G Nhap/ Xudt

|A]l Phim tat

B Céczimlet

- Néu NSD muén xem thu duoc giri dén NSD chon muc Thu dén (bén Menu trai)

Hinh déng bén ngoai

Chi d&: | Sy thanh binh ~
Phéng: | Chudn v
Hién thi kich c& chif: | Thusng +

In kich c@ chii: | 12pt =

Mui gis va Ngén ngir

Muiii gid: | GMT +07:00 Bangkok, Ha Néi, Jakarta +

MNgén ngii: | Tiéng \Vigt -

Hwdéng soan thao: | Trdi sang phai ~ [CJ Kign thi nit dinh hudng trong thanh céng cu soan thao

Tim kiém cac thu muc: [ Bao gbm thu muc Thur rac trong cac tim kiém

CDBao gbm thu muc Thiing rac trong cac fim kiém

[Bao gBm cac muc chia sé trong cac tim kiém

€ THU DIEN TU TiNH NGHE AN

Danh ba

Ty chon

E4 Thu mai - Tralsi | Trdl&itstca || Chuyén tiép X6a | Thu rac A ¥~ Thao tic
¥ Thu muc thu S3p x&p theo Ngay 1 cudc dam thoai
| & Hepthuaen | » Nguy&n, Nguy2n - @ 27 Théng 11
B bpaguni Chap nhan: VNPT Nghé An - C&, t5i s& tham du. P
E2 Thu nhap (10)
B2 Thurac
T@ Thing rac

Luot tim kiém
¥ The

&F The mai
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- Néu NSD mubn xem thu da duoc gui di, chon muc Pa giri (bén Menu tréi) :

THU DIEN TU TINH NGHE AN

Danh ba Lich Céng viéc Cap tai liéu Tay chon

Ed Thu mdi = Tra l&i | Tra lai tat ca Chuyén tiép Xoa || Thu rac © ¥ - hao tdc
¥ Thu muc thu Sap x&p theo Ngay © 2 cude dam thoai
&, Hop thu dén tranhieunan 10:04 54
IE—F' D3 gi 'I hé théng - hé thdng (o
@ Thu nhap (10) = » ... tranhieunan, vinhntnan -9 27 Thang 11
2 Thuric VNPT Nghg An - C&, t8i s& tham du P
§ Thing rac

Luot tim kiém
¥ The

F Thé mai

- Céach 1am twong tu v6i 3 muc Thw nhap, Thw rac va Thing rac NSD c6 thé kich
chudt vao cac chir twong tng va xem ndi dung tirng phan.
- Tao thu mé&i va mot s6 thao tac lién quan
- Tao thu mai
- O gdc trén cung bén trai, NSD kich chudt vao Thw méi dé bat ¢au soan thao

mot thu maoi:

€ THU DIEN TU TiNH NGHE AN

Danh ba Lich cHng viéc Cap tai ligu Ty chon

I ; ;Thu mi vI Tra lai Tra I tat ca Chuyén tiép X6a Thu rac - ¥ - Thao tac ~

¥ Thu muc thu S&p x&p theo Ngay © 2 cudc dam thoai
& Hép thusen tranhieunan 10:04 34
B2 pagni - hé théng - h& thdng o
@ L=l P ... tranhieunan, vinhntnan - 9 27 Thang 11
2 Thurac VNPT Nghé An - C&, t5i 5& tham du p

E I

T Thung rac

Lot tim ki€m
¥ The

& Thé mai




HUONG DAN SU DUNG
THU DPIEN TU DON VI

- Giao dién soan thao thu méi dugc hién thi nhu bén duéi:

THU PIEN TU TiINH NGHE AN

Danh ba Lich Cong viéc Cap tai lidu Ty chon Soan tho E3
IGCri I Hny Luu ban nhap Ty chon ™

Binh dang theo vdn ban thuin tdy

Tesi | = Binh dang theo HTML

Hi€n thi Bec

Chi d&:

Binh kém - W T Muirc wu tién cao

@— Midc uu tién binh thudgng
Sans Serf 12pt 4 Mire Uu tién thap

|

x
b ]
»
I
Il

ek YEU ciu x&c nhan doc

Céc thong tin sogn thdo giei thuw bao gom :
- Téi: NSD nhap dia chi email nguoi can giri thu t6i ¢6 yéu cau phan hoi thu.
- Cc: NSD nhap dia chi ngudi can gui thu toi nhung khong yéu cau phan hoi thu.
- Chu d&: NSD nhap noi dung chu dé thu can gii.
- Khung trang rong: NSD nhap ndi dung thu can gi.
- Dinh kém: NSD dinh kém file theo thu.
- Céch chinh thu theo van ban : NSD vao Tuy chon, sau d6 chon Binh dang theo
HTML.

- Cudi cuing sau khi da hoan tat NSD chon GU'l ¢ goc trén man hinh dé guri thu .

- Néu Giri thanh cdng hé thdng s& hién 1&n thong béo : Pa gi#i thue.

THU DIEN TU TINH NGHE AN

Danh ba Lich Coing viéc Cap tai liéu Tuy chon

Ed Thu mai - ralgi | Trdlaitdtca | Chuyén tidp Xoa | Thu rdc - i hao tac =

¥ Thu muc the Sp x&p theo Ngay © 3 cudc dam thoai

|

s SR TSR oo oo 1mAn e
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1.3. Mgt sé thao tac lién quan
- Trong truong hop nguoi s dung mudn luu thu vira viét chon “Luu ban nhap™:

THU PIEN TU TINH NGHE AN

Cang wigc Cap tai ligu Luu ban nhap E3

G Hny I Luu ban nhap I Ty chon

| “tranhieunan” .q‘l Luru thu wao thu muc Thoar nhap

Tz

e |

Chad dé: |LLI‘LI ban nhap

Binh kéam - Meor kéo wva tha cdc tdp e B ma En cda ban & Jir = o [P el
Sans Senf 12pt Boan wan B xr o _— . L) A == =

- Trudng hop huy va quay lai man hinh chinh NSD chon nit Huy dé hiy thu:

€ THU DIEN TU TINH NGHE AN

Thur Canh ba Lich Cong viéc Cap tai ligu Tay chon Luu ban nhap [ ]
G Hiry Luu ban nhap Tay chon -

Tai: |"tranhieur1ar1" <tranhieunan @nghean.gov.vn>

Cc |

Chi d&: |Luu ban nhap

Binh kdm ~ | |Meo: kéo va thd odc tdp tin iF man hinh nén cda ban € dinh kém vdo thu ndy.
Sans Serif 12pt Boan van B F U 5 T, A a1 = =

Lwru ban nhap
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- Bang yéu cau xac thyuc hién Ién, NSD c6 thé chon luu lai thu hoic khong luu dé
tré vé man hinh chinh :
- & THU DIEN TU TINH NGHE AN

Thu  Danh ba Lich Céngviéc  Chptiliéu Ty chon [ERCTEERENER

Canh bdo.

LD Thu a8 quoc iyt dng. Ban ¢6 mudin il lai né kheng?

co Khang | Hiy

> Chire ndng khi én chugt phdi vao tieng thue:
- NSD tién hanh tich chudt phai vao ting thu dé tién hanh cac tac vu :

€& THU DIEN TU TiNH NGHE AN

Céng viéc Cap tai liéu Tay chon
Ed Thu mdi - Tra lai Tra I&i t8t ca Chuyén tiép Xoa Thu rac - F - Thao téc =
¥ Thu muc thu S3p x&p theo Ngay © 1 cudc dam thoai da chon
&, Heép thu dén - » Nguyén, Nguyén - ) 27 Thang 11
B b g Chap nhan: VNPT Nahé An - Cé 6 <2 tham dir P
B2 Thunhap (11) 5 Trd 16 ]
& Trd 13i tdt cd [2]
£3 Thurac .
= Chuyén ti€p [f]
@ UL = Chuyén tigp cudc dam thoai
Lugt tim ki&m x Yéa [Del]
¥ Thé E@ Banh ddu 1a Thu rac [ms]
& Theé msi F Gan thé cudc dam thoai  »

@ Chuyén
@ In Irl

Banh ddu 1a da doc [mir]
= Banh déu |4 chua doc  [mu]
P Gédn cs [mf]

Bd gin ci¥ [mif]

E5 Chuyén hudng
& Stra nhu mai

&k Tao bd loc
Tao cudc hen
M Tao céng viéc

4 M& trong mét cira 58 rigng
B Hién thj thu gsc

Thang Mudi Mot
2023

CN T2 T3 T4 T3 T T7

Ja 20 21 1 2 2

oA L.
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Cu thé tac dung cua tirng muc:

- Danh diu la chua doc: NSD danh dau thu thanh chua doc.

- Tra loi: NSD chon muc ndy néu muén guri thu phan hdi cho nhirng nguoi
trong danh sach giri thu phan hoi.

- Tra loi tat ca: NSD chon muc nay néu mudn guri thu cho tat ca thanh phan
lién quan.

- Chuyén tiép: NSD néu mudn lay noi dung thu nay dé chinh sira va gui cho
dia chi email khac.

- Xo0&: NSD néu mudn loai bo thu khoi danh sach.

» Tign ich muc XEM ¢ goc trén bén phdi:

- NSD kich chudt vao chir xem va chon cac tac vu tuong tng :

€ THU DIEN TU TINH NGHE AN

| Gui Email test h§ théng

“Tai Nguyén Thé Tai" <wintnan@nghean gavn>

Giri Email test hé théng

Chi tiét :

e Theo cudc dam Iudn : Sap xép thu theo thir tu cac thu c6 cing chu dé, ta co thé

tich vao cac dau tam giac & bén trai thu dé x6 xudng :

€ THU DIEN TU TiNH NGHE AN

&
B Digi
B2 Thurnhdp (1)
B3 Thurke

o Xem thur theo thu : Sap xép thu theo thoi gian, thu cang trén cao 1a cang méi
nhat :
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€ THU DIEN TU TINH NGHE AN Nguyia ThET. hithtng ~

£ Th mi -

¥ The muc th

& Hepthuddn -
B paga

[ Thurmhip (1)

B3 Thurse

W Thingrie

Lurgt tim kiém

D xem thu. bm chudt v th 86,

v Thé

& Thima

e Khung doc : TQy chon hién thi khung doc thu

€ THU DIEN TU TiNH NGHE AN I

Clp i liéu Ty chon

& thur 7 Thing
B pag £ @ -
B4 xem thu. bam chudt vao thy do.
B8 Thr nhip (1) - pr—
B3 Thursc o
W Thing ric
Lurat tim kiém
v e
& Thim

» Gigl thigu chirc nang cia nit tam gidc thong diép mai
o Théng diép: Néu NSD mudn soan 1 mail méi (Chtrc ning nay da dugc hudéng

dan & trén).

€ THU DIEN TU TiNH NGHE AN

Danh ba Lich Cdng viéc Cap tai lidu Tuy chon

Ed Thu mai E Tra lai Tra l&i tat ca Chuyén tiép Xda Thu rdc A d Thao tic ~

'IL%.J-'Th” [nm]l Sap x&p theo Ngay © 2 thu
i@ Lign hé [nc] . )
& Nhém lién he u Tai Nguyén Thé Tai 27 Thang 11
B Cude hen [nal [= Gii Email test hé thdng - Gii Email test hé thdng @ P
Bf Céngvite  [nk] NguyZn Thanh Vinh 27 Thang 11
= Tai ligu [nd] B8 Chap nhan: VNPT Nghé An - C&, 181 s& tham du p=
a Thu muc [nf]
<2 Thé Int]
E Thu muc Danh ba

!B Lich [nll
[&l Thir muc céng vigc
£ Cap tai licu
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Lién hé : NSD tao thong tin lién hé cua 1 ca nhan.

€& THU DIEN TU TiNH NGHE AN

Cong viéc Cap tai liu

Tay chon

tgl Thu mdi Tra 1&i Tra 1&i tat ca Chuyén tigp Xda hu r& - - Thao téc ~
1 B Thur [nm] S3p xEp theo Ngay © 2 thu
I @ Lign hé [ne]
] - - . I 7 Tha
ﬂ Mham lién ha Tai Nguyen The Tai 27 Thang 11
ﬁ Cudc hen [na] (=5l Giri Email test hé théng - Giri Email test hé thdng &2 l_,
B4 Cong vigc Ink] Nguy&n Thanh Vinh 27 Thang 11
=2 i lieu [nd] B8 Chap nhan: VNPT Nghé An - Co, 181 =2 tham du P
3 Thu muc [nf]
& The [nt]

B Thu muc Danh ba

| B2 Lich [nl]

2] Thu muc céng vige

3 Cap i lieu

NSD nhép thong tin nguoi can lién hg, tiép d6 NSD chon Luru dé luu hoic Hiy

dé bo qua:

€ THU DIEN TU TINH NGHE AN

Thu Danh ba

Lich Céng viéc Cap tai lidu Tuy chon Lién he E3

Luu dudi dang: | Ho, Tén

Dia diém: | |[F Danh ba

Email: |§7 chi email &=
Bién thoai: | 5& dién thoai Di déng - | o
1M | XMPP > | o
Bia chi: | Dudng phd Trang chi = | =&

Thanh phé . Bang/Tink M& buu dign
Quétc gia/Ving

URL: | RL Trang chi  ~ | s

Khdc: | figay B~ [|Ngay sinh [ > |4

Ghi cha: | Ghecho
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- NSD vao Danh ba dé xem danh sach nguoi lién hé :

€ THU DPIEN TU TINH NGHE AN

Thur Lich Cong wiéc Cap tai lidu Tuy chon LEn hé X
@ 56 lidn hé mai - Sira Hoa oy - || g - = Thao tac -
¥ Danh sach lién he ")
Tat ca 122
E Danh ba - I
Higu, Tran hié
[l Cac danh sdch g thu : N'E“' :a:h f: - Tran hiéu
guyen € Tai, Tai
(%, Mhirng lign he a3 giri email

@ Thing rac

Luot tim kigm

¥ The

@ Theé mgi

e Nhém lién h¢ : Néu NSD muén lién hé véi 1 nhom .

€& THU DIEN TU TINH NGHE AN

Danh ba Lich Céing viéc Cap tai liéu Tuy chon Lién hé X

4 Thu mai [ wwi | mawitics | chuyéntiep | x6a | Thurke - &~ || Thaotsc ~

| 4 Thu [nm] S&p x&p theo Ngay © 2 thu
@, Lign he [nc] .
[ Nhom lien he I Tai Mguyen The Tai 27 Thang 11
= Cuéc hen [nal /=) Gui Email test hé thdng - Giri Email test he thdng 2 =
o Céngvigc  Ink] Nguy&n Thanh Vinh 27 Thang 11
3 Tailigw [nd] Chép nhén: VNPT Nghé An - 02, 17 <& tham du =
a Thu muc [nf]
< Theé Int]
E Thu muc Danh ba

| =3 Lich [nl]

I_ﬂ Thu muc céng viéc
£3 Cap i lieu
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- NSD tién hanh thém dia chi nhém tir phai qua tréi :

€ THU DIEN TU TINH NGHE AN

a U
Lou iy -
%| admin | Dia diém: | B Danh ba

vong: | Danh sich dia ehi chung

P@PPPP PP PR R P PP e e

- Sau d6 NSD chon Luu dé luu lai hozc Hiy dé bo qua.

e Cugc hen : NSD 1én lich 1am viéc dé giri cho cac user email khac.

& THU DIEN TU TINH NGHE AN

Danh ba Lich Cong viéc Cap tai liéu Tay chon Lién hé X admin

(g Thu mai n Talsi | Traloitat ca Chuyén tigp Xéa | Thu rdc - P Thao tic ~

1| Thu [nm] S&p x&p theo Ngay © 2 thu
@ Lign hé [nc] . .

Nhém lién hé I Téi Nguyen Thé Tai 27 Théng 11

E=8 Cuéc hen [nal =) Gii Email test hé théng - Giri Email test hé théng @2
b Céngvide  [nk] NguyZn Thanh Vinh 27 Théing 11
2 Tai igu [nd] Chép nhan: VNPT Nghé An - C&, 141 s& tham du P
a Thu muc [nf]
3 The [nt]
E Thu muc Danh ba

! B Lich Inl]

[2] Thir muc céng vige
3 Cap tai ligu
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- NSD nhap thong tin cudc hen va dién dia chi email :

& THU BIEN TU TiNH NGHE AN Nauyén ThET._bé thing =

Ciptailieu  Toychon [EESSGEELEVERYx]

%[ “Nguyén Thanh Viah™ x Hién thi tiry chon

i this
Lip s | Khing
Teinh nhic: |3 phist nasc v
12 1 6 ] 10 1 1 1 4 3 = ] 1 1 1
 ca ngua tham dir | |
&  tmmen@nghesngon | |
& - |trenhieunan@ngheangon r: | I
@ ~ [vinhntman@nghesn.gov = | I
a [
[ Rénh [ Khonglémviéc M Ban [0 Chua dit khost [ Kndng wic Ginh Ml Ra ki vin phing
125t [ B7USLA-BH-s==-E-6«=s===uf00—8 o

- NSD chon Luru, tiép theo NSD chon Giki.
o Thir muc : Puoc tao ra dé ngudi ding gop nhitng thu lién quan vao 1 noi dé
NSD dé quan ly.

& THU DPIEN TU TINH NGHE AN

Danh ba ic Cdng viéc Cap tai liu Tuy chon

Lgd Thu mdi ﬂ Tra |&i Tra l&i t5t cd Chuyén ti€p Xda Thu réc hd S Thao tic ~
ER [nm] S&p x&p theo Ngay © =

@ Lign he [nc]

& Nhm lién he i Tai Nguydn The Tai 27 Thang 11
ﬂ Cudc hen [nal [=) G Email test hé thdng - Gli Email test hé théng @ P
4 Congvite [kl NguyZn Thanh Vinh 27 Thang 11
2 Tai ity [nd] Chip nhan: VNPT Nghé An - C& 181 =2 tham du [

I a Thu muc [nf]
<7 The Intl
E Thu muc Danh ba

' B Lich [nl]
(2] Thu muc cdng viée

3 Cap tai lieu

- NSD nhap tén thu muc can tao, chi dinh thu muc dugc luu trong Hép thw dén,

hoac Pa goii :
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& THU DIEN TU TiNH NGHE AN

Danh ba Lich Cong viéc Cap tai liéu Tuy chon

&4 Thu méi ~
¥ Thu muc thu Sip x&p theo Ngay © 2 thu
&, Hép thu dén 7 Tai Nguyén Thé Tai 27 Thing 11
B Pagui G Email test hé thdng @2
& Thunhap (11) 27 Théng 11
2 Thurac @ Chap nhan: VNPT Nghg An
f Thing réc T
Luot tim kigm
Tén: Thy muc cén luu
¥ Thé
Mau: | Bl Mauds - |
{j Thé mdi
Ngudn cdp: [ Déng ky ngudn cip RSS/ATOM

Chon nai dé dat thu muc mdi:

¥ Thu muc thu

| & eothuaen
2 pagni

§ Thing rac

Két qua :

THU DIEN TU TiNH NGHE AN

Danh ba Lich Cong viéc Cap tai lidu Tay chon
| B4 Thu msi ~ || Al | Talsitstcd || Chuyén tisp ¥6a || Thurac | @B~ | &~ Thao tac ~
¥ Thu muc the S3p x€p theo Ngay © 2 thu
v & Hop thu dén @ Tai Nguyén Thé Ti 27 Thang 11
BB Thu muc can luu {=) G Email test hé thdng - G Email test hé théng @2 =
B pagli Nguy&n Thanh Vinh 27 Thang 11
£% Thunhap (11) Chap nhan: VNPT Nghé An - Co, t8i 52 tham du F

£3 Thuric
@ Thing rac
Lugt tim kiém
¥ Thé

& Thé mai

NSD mudn gop thu vao thu muc chi can ding chudt kéo thu vao thu muc vira tao
la xong.
e Lich:NSD tao 1 lich mé&i dé lam viéc.
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& THU DIEN TU TINH NGHE AN

Danh ba Lich Céng viéc Cap tai liéu Tuy chon
| B4 Thu méi ~ | Talsi | TAlsitdtcad | Chuyén tip ¥éa | Thurac | &3~ || @ ~ | | Thaotac ~
1 Eg Thy [nm] 1 S3p x&p theo Ngay ©— 2 thu
. iy Lign he [ne] _ . ) -
% Nhém lién he Tai Nguyén Thé Tai 27 Thang 11
B2 Cuéc hen [nal {=0 Giri Email test hé thdng - Gl Email test hé thdng @ =
M Céng vigc [nk] NguyZn Thanh Vinh 27 Théng 11
& i figu [nd] Chiép nhan: VNPT Nghé An - 08, 1 52 tham du =
3 Thu muc [nf]

g The Intl
EThu muc Danh ba =
[Ftich [}
| ﬂ Thur muc céng viéc |

3 Cap tai ligu

- NSD nhap tén lich va théng tin vao bang va chon OK:

€ THU DIEN TU TiNH NGHE AN

Danh ba Lich Cong viéc Cap tailidu Tuy chon

& Thy msi -

¥ Thu muc thu

v & Hop thudén - 27 Thang 11
&
B pagui 27 Thang 11
EZ Thunhap (11)
B3 Thu rac
F Thing rc
Lugt tim kigm
v Thé
& Thi ms Tao lich mdi

Ten: ‘ Béo céo thang 11|

Mau: | ] Mau da cam ~ |

() Loai trir lich nay khi bao cdo cac I3n ranh/bin
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- NSD mubn xem danh séach lich NSD chon Lich & thanh Menu trén ciing :

€ THU DPIEN TU TINH NGHE AN

Thur Danh ba CoHng viéc Cap tai héu Ty chon
=8 Cudc hen mdi - Xoa = || G- =P Hém nay
¥ Lich 2023 Th2, 27 Thang 11
[+ B Lich
[ £ Bao céc thang 11 ~ | 6 SA
] ‘@I Thing rac
T S84
Lurgt tim ki&m
¥ The 835A
¥ Thé msi o
1054 | 10:00 SA - VNPT Nghé An ]
11 54
Trua
1CH
2 CH

1.4.  Hwéng ddn thuc hién tim kiém thu
- NSD c6 thé tim kiém thu theo dia chi mail ciing nhu tir khoa c6 trong thu, NSD
danh tir khoa vao 6 TIM KIEM ¢ khung trang trén bén trai man hinh rdi tich vao

biéu tugng kinh lap dé tim kiém thu :

& THU DIEN TU TINH NGHE AN

Danhba  Lich  Congviec  CAptilieu  Tuychon

(5§ Thu mdi v || Tl | Talitdtcs | Chuydntiép || Xéa | Thuric ~ | #~ || Thaotic ~
¥ Thu muc thu Sip xEp theo Ngay T 2the
v & Hopthudén > Tai Nguyén The Tai 27 Thang 11
BB Thy muc can lu 3 Gli Email test hé théing - Gl Email test he théng 2 P
‘D€ xem thu, b&m chuét vao thu dé.
B pagii Nguyn Thanh Vinh 27 Thang 11
E8 Thunhap (11) B3 Chap nhan: VNPT Nghé An - €&, t6i 52 tham du P
B3 Thuréc
T Thing réc
Luot tim kiém
v The

& Thé mai




HUONG DAN SU DUNG
THU DPIEN TU DON VI

- Két qua thu tim kiém s& duoc hién thi hét bén dudi :

& THU DIEN TU TINH NGHE AN

Thy  Danhba  Lich  Congviéc  Captailieu  Tiychon
| Tim thay 1 ket qus eno| [ "cong” < |
EZ Thu mai - Tra I Trd 1 t&t ca Chuyén tiép Xba Thu réc arhd o Thao tac =
S3p x8p theo Ngay © 1 thu
B loc co ban £2t =k
[ ¢4 tap tin dinh kém Tai Nguyén Thé Tai 12:30 CH
Dducjcgénc&s {=1 Vv cong tac chudn bi - Vv cong tac chudn b ,L"

1z chua doc

Bé& loc ndng cao

B3 nhan tir ... -
Buoc gii dén ... ~7
MNgay gii ... -
Tap tin dinh kém ... ~
Kich ¢ ... ~
Trang thai ... ~
Thé .. -
Thur muc ... -
DiEu kién

Bam vao day d€ thém trudc
khung d3 chon, hodc & cudi. Luu
y: AND duge ap dung gilta cac tir
lign k&

II. Thay d6i mat khau user mail va thoat khéi hé théng

2.1

Thay doi mgt khau

- Trén giao dién, NSD chon Tly chen = chon Téng quat = chon P6i mat khau

& THU DPIEN TU TiNH NGHE AN

Lich

Céng viéc Cap tai ligu

Hoan tic cac thay &&i

¥ Tiy chon

@ Téng quat |

Tai khoan

Thur

BS loc

Chi ky

Ra khdi van phéng
Bia chi tin cay
Danh ba

Lich

Chia s&

Théng béo

Nhap / Xu#t

Phim tit

Dol FLIUEF

Cac zimlet

Pang nhap

[R——

Ung dung web miac dinh: () Classic

Hinh dang bén ngoai

Cha d&: | Su thanh binh +
Phéng: | Chudn ~
Hién thi kich c& chir: | Thuéng -

In kich c& chii: | 12pt «

Mai gi& va Ngén ngii

Miii gio: | GMT +07:00 Bangkok, Ha Noi, Jakarta ~

Ngén ngir: | Tiéng Viet ~

Huéng soan thao: | Trai sang phai ~ |[_| Hién thi nit dinh hudng trong thanh céng cu soan thao



HUONG DAN SU DUNG
THU DPIEN TU DON VI

- Bang thay d6i hién Ién tién hanh nhap
e Mdt khdu hién tgi : NSD nhap mat khau cii.

e Mdtkhduméi  : NSD nhap mat khau mai.

e Xac nhdn : NSD nhép lai mat khau méi.

Poi mat khau

Mét khdu hién tai

Mét khdu mdi

1 hodc nhiéu nhan vat

¥ac nhan mét khdu

mat khau phai tring khép

Huy
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2.2.  Thoat khéi hé thong
- G6c phai man hinh, NSD chon biéu tuong tam gi4c bén canh tén tai khoan. Sau
d6, NSD chon Ping xuit dé thoat khoi hé thong.

€ THU DIEN TU TINH NGHE AN Tim Bl touytaTheT_héthin) =

May khich Wed Modem

pachby  Llich  Céngviec  Ciptiliéu Ty chon

Trung tim tra gidp tnsc tuyén
4 Thu méi - || T | Tawime oy da | Thurk - s tie * Tihning méi
¥ Ther muc th Sip xép theo Ngiy ™ 2tha Phim tdt
v & Hepthudén = Thi Nguyén Thé Tai 27 Thing 11 Gidi thigu
B ™ muc o 3 Gidi Email test hi thang t 5 e F .
BE xem thy, bim chudt vio thi 46, Che 88 ngoai tuyén
2 pagu Nguyin Thank Vink 27 Théng 11 Déi mit khiu
5 Mooy B ot WO -
B3 Thuric
W Thingric
Lurert tim kigm
¥ The
& Trem

III. Giéi thiéu thém 1 s6 tac vu trong muc tly chen

3.1.  Dinh dang vin bdan soan thw

€ THU DPIEN TU TINH NGHE AN

Lich Céng viéc Cap tai lieu

Luru Hiny Hoan tic cac thay ddi

= Pang nhap
I &6k Tong quat I
Tai khodn Mat khau: | £48i mat khdu
Thu Ung dung web mic dinh: () Classic

B& loc

Chi ky r
Hinh dang bén ngoai

Ra khdi van phéng
Bia chi tin cay Chid dé: | Su thanh binh ~
Danh ba Phéng: Chudn -
e Hién thi kich & chiz | Thuéng -
Chia s& s T

In kich c& chilrz: | 12pt «
Thang bao o

MNhap / Xust
Phim tit Mui gid va Ngén ngii

DeopdraPLI0F

£ Cac zimlet Mi gi&: | GMT +07:00 Bangkok, Ha N&i, Jakarta =

Ngdn ngii: | Tieng Viét «

Huwéng soan thao: | Tréi sang phai - [] Hign thi nit dinh hudng trong thanh céng cu soan ¢

Tim kiém

Tim ki€m cac thu muc: [ Bao gom thu muc Ther rac trong cac tim ki€m
JBac g@m thu muc Thing rac trong cac tim ki€m

(JBac g&m cdc muc chia s& trong cac tim ki€m
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3.2.  Chgn ngdn ng va mui gio

e Hurong sogn thao: Hién thi cach viét thu, c¢6 2 cach 14 tir trai sang phai hoic

tur phai sang trai. Mac dinh thong thuong la tir trdi qua phai

3.3.  Chen céc tac vu va ngdn ngir tim kiém

€ THU DIEN TU TiNH NGHE AN

Thy  Danhba  Lich  Céngviéc  Cp tailiu

Hiy Hoan tic céc thay A&
¥ Tiy chon Pang nh'a:p
Téng quéat :
@ I Mait khau: | B4 mat khiu
%) Tai khodn . —_—
Ung dung web mac dinh: () Classic
E Thu

v Bd loc

¥ Chitky Hinh dang bén ngoai

g5 Rakhdi vin phén
& eneng Chi d&: | Su thanh binh -
w Bia chi tin cdy S —
Phéng: Chudn -

a Danh ba
B Lich Hién thi kich c& chii: | Thudgng ~
& Chiasé In kich c& chii: | 12pt ~

@A Théng béo

B Nhap / Xuat Miii gi& va Ngén ngii
[A] Phim tat

Cic zimlet Mii gig: | GMT +07:00 Bangkok, Ha N&i, Jakarta ~

Mgén ngii: | TiEng Viét «

Huéng soan thae: | Trai sang phai + | Hién thi nit dinh hudng trong thanh céng cu soan thao

3.4. Gigi thigu Danh ba

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

& THU DIEN TU TINH NGHE AN
The lch  Congviec  CptailEu  Taychon

- Titch 2 A B C D E F G H J K L M N ©O P Q R S T U ¥V W X Y 1
[ Danhbs -
3 - in s, P
[ Cse dann sseh gl ther - = @ admin
[ Nhimg lién he a3 géi email & Nouydn The T, T
W Thing réc
Lot tm Kigm admin admin admini
adminhdnd@ngheangovan admintoaan@ngheangovarn adminl.anhsan@ngheangovan
v The

& e mai
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3.5.  Gidi thigu Lich

- Muc dich: Hién thi lich 1am viéc c& nhan cua mail ,cot bén trai 1a danh séach lich

da duoc tao.

& THU DIEN TU TINH NGHE AN Nouyin THET... ¢ thing
[ Cudc hen mai > || xow ||| #F~ Qj Ham nay & 2T - 12 B Ngiy | Julnjamiicy| Tuin | Thing | Danh sich
v Lich 2023 Th, 27 Thang 11 Th3, 28 Thang 11 Thd, 28 Thing 11 ThS, 30 Thang 11 | ThE, 1 Thing 12
@B e
FF ek chathing 11 = 65a
C1'W Thimg ric
SA
Lurgt tim kiém
v e 85|
&F Témsi e
1055 10:00 SA - VNPT Nghe An i
1184
Trus
2CH
3CH
4cH
5CH
6CH

- NSD mubn thém c¢6ng viéc vao lich chi can tich dp vao 6 c6 ngay & cot dung va

thoi gian & cot ngang tuong tng, sau d6 dién théng tin vao lich :

& THU DIEN TU TINH NGHE AN

Céngviec  Captilieu  Tiychon
= cuc hen mai - & | | Hom nay 4m 27711 - 112 mp Ngay || Tuan lam viéc

¥ Lich 2023 Th2, 27 Théng 11 Th3, 28 Théng 11 Th4, 29 Thang 11 Ths, 30 Théng 11 Th, 1

v Th
Thém nhanh cudc hen
& e
1054 [ 10:00 54 -| 1000 SA - VNPT Nghé An
v | Banh asu 1 | Cang khai v
. Thi gian bt dau: | 20/11/2023 ~|@[10305a -
Lok, e —— = =
Thasi gian ket thic: |20/11/2023 ~|@[1100sa -
Lp lai: | Khéng -
Trinh nhic: | 5 phit truse -
Chi tigt han.. oK Hiy
gq L »o»

- NSD chon Péng y dé hoan thanh.
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3.6. Gigi thigu Cong vigc
- Dung dé tao ra lich 1am viéc va nhic nhé hang ngay, 1a hinh thirc bao thic cong
viéc hang ngay.

€ THU DIEN TU TiNH NGHE AN

Thu

M Céng viéc méi ~ || st X6a | v | &~ | | @~ | | Banhddu 45 hodn thanh

¥ Danh sich cong viéc

Sap xép theo Ngay bao cdo thang
I |;J Céng vigc - Bdm vao day dé thém mét cong vidc mdi Bia diém: hai truging
T Thing rc Qua han. Noay bét du: 20 Thang Mugi Mat, 2023
Lurot tim kiém Eomgrvitengiy TSN hgay aen hans 20 Thang husi Mat, 2023
v The S Mc uu tién: Thudng
Sap tai »
& The mai R VAT Trang théi: Bang ti€n hanh
S— D4 hoan thanh: 50%

3.7.  Gidi thigu Cap tai ligu

- Dung dé luu trix va chia sé tai liéu trén hop thu.

€ THU DPIEN TU TiNH NGHE AN

Thur Danh ba ic Cong viéc CEp tai ligu
=L Tai ligu mdi - T&i 1&n tap tin Tai v Sira Xéa e | - Thao téc ~

S3p xEp theo Tén ©

¥ Thu muc cap tai ligu

I B3 cap tai lieu et I = Test hé théng mail 123.docx 11 KB
¥ Thung rac taintnan 27/11/2023

@ Cac tép duoc chia sé vai th- = TEST2.pdf 162 KB

27/11/2023

¥ Theé taintnan

 The mai
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3.8. Giagi thi¢u xoa thw cii
- Thuec hién thiét Idp cac mac thoi gian

Danh ba

Luu Huy Hoan tac cac thay ds8i
N A i s Luu y: Céac
8¢ TSng quat
£y Tai khoan
E Thu
" B& loc I | |

P Char ky
nhesLas [ Tac bs 1oc_| Stra bo loc XSa b loc Chay b& loc

BS loc lung hoat déng
— = - Quy tac cd thé dugc thiét 1ap d& khi ban nhan duoc
ElERS SR SR eI TSR] | s thir &N va vao thu mue Ludhng hoat d&ng ma |

BS loc thu dén | BS loc thu di

. Ra khaivan mhana

- - Thang Chin 2024 > > B ~ N
- N - N = BS loc hoat déng BS
CN T2 T3 T4 iR= T6 T7
1 > 3 a s & - xSa thu dén Thém
T [

s a an 11 1> 1= 14

MheEam Bd oo

T=n bBo In;b-:::l »aa thar E&Sn cSc meSc s giam I Hoast GSng

rEu dESp g ﬂ'léu &y m&eo durdsi T&Ss

INgé’l} - ErLcERs - 152 2054 I ===

Thorc higm cSc thao tSe s=us

I i :huyé_-n wao trong thor mauac

Khedreg »a0r by cde b bos thém

I L I Halns

- Thuyc hién x6a cac thu cii trong méc thoi gian

Th&m bd loc

I I—Ciat dSng

Téan bd loc: | xda thur cTe:r'- thgci S thasn qi._ar'-

MNEu dap ang ﬂi“’éu kién naoc dudi day:

— =Eau

-~ || 1sBr2024 - = —

$
i

hat trurgic - Z1,/8/2024 -~

Thuc hién cac thao tac =au:

4

I Di chuyEn wao trong thuo muc -  Thang rac

Khang i Iy cac bd loc thém

I O I H iy
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3.9.  Gidi thigu Luu tri Email
- Luwu trit thw theo thdang, nam, ngwoi dung riéng biét

@v HE THONG THU'DIEN TU' CONG VY TiNH NGHE AN

Thu Danh ba Lich Cong viéc Cap tai liéu Tuy chon

g Thu mai > Tra losi Traloitdtca | Chuyén tiép Xo6a Thu rac - - I Luu trir vI Thao tac v

¥ Thu myc thu = [| S&p xép theo Ngay T 37 cubc dam thoai -
f 3 oo th de n Luu trir theo thang
& én A & &n - : |
= nop O » Nguyén. Nguyén - @ LIS Luu trif theo ngudi gui

E: ba gui tham gia dao tao tai Nghé AN - C& P o
@ Thu nhap (1) Lutu tri tin nhén ci.. t cuéc dam thoai, bAm chuét vao n
nhap & R g
a » Nguyén. The - @ 9:58 SA Ty dong luu trit...
B2 Thu rac o P '

- Twdong luu trii thw theo phén loai

v Luutrr -
v 3 2024
| B3 09-Thango

£ nttai.nan@vn pt.vn :




