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Hinh: Dang nhdp vao hé thong mail

- Chi c6 nhitng ngudi c6 tai khoan mail @hagiang.gov.vn méi c6 thé dang nhap vao
Hé thong thu dién tir tinh Ha Giang.

- Ngudi dung can phai nhap dung Tén tai khoan va Mat khau ctia minh.

- Khi nhap xong thi nguoi dung can phai click vao dé vao phan quan tri
chinh.

I1. Quan Iy hé thong thw
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- Khi nguoi dung webmail dang nhap ding Tén dang nhap va Mat khau thi s& vao dugc

phan trang chinh ctia webmail. Phan nay bao gém :
*  Quadn ly thu
= Lich
= Thiét lgp hé théong
1. Quan ly thw
a. Soan thw

- Deé vao soan thu mai guri cho nguoi khac thi click vao “Soan thu” ¢ trén danh sach

thu muc
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Hinh: Soan thu moi

- Phai nhap dung dia chi email ngudi nhan (“Giri dén”) va khong duoc bo trong. Dé
giri cho nhiéu ngudi thi méi tai khoan thu cac nhau boi dau «,”

- CC: Dédng giri thu nay cho nhiéu ngudi khac.

- BCC: Gtri bi mat.

- Tiéu dé thu 14 dé ngudi nhan thu click vao xem noi dung thur.

- Pinh kém file bang cach click vao dé chon file can dinh kém ¢ trong may
tinh ctia ban. File dinh kém tdi da la 10 MB.

- Sau khi nhéap diy du thong tin thi click vao dé thuc hién viéc giri thu.

- Dé tim kiém dja chi thu mail.hagiang.gov.vn ngudi dung chon muc “Dia chi” & phan
soan thu. Sau do6 go tur tim kiém.

Timtrong s0 ia chi

Tim kiém | nghi | Tim 1| Lietketatca
Titca  Tat . e nE L s
ca Tatca Ten bia chi thw Théng tin Ngudn
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| Ding cac diachi || Thai |

Hinh: Tim kiém dia chi thu hagiang.gov.vn
b. Hop thu dén

- Hop thu dén 13 danh sach céc thu tat ca cac thu ngudi khac gui dén cho minh.
- bBé vao xem hop thu dén thi click vao “Hop thw dén” & trén danh sach thu muc.
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Hinh: Hop thuw dén

- O day nguoi dung c6 thé sip sép thu theo “Giri tir”, “Tiéu dé thu” va “Ngay”
- Deé thay doi cac trang thai hop thu dén: Di chuyén, Chuyén ti€p dén nguoi khéc, Poc,

trong cac thao tac do.
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- Dé vao xem thong tin chi tiét thu nao thi click vao tiéu dé cua thu do:
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Chil d&: RE: M3u mdt3 chive nng website

Bén: Hadng Minh Hign <hoangminhhienvni@amail.com=
Erm alti anh ndi dung ma e dinh lam a xemya reply lai cho e nha

0973.928 258

Hinh: Chi tiét thu dén

- Pé chuyén tiép thu nay cho nguoi khac thi nguoi dung chon W@ Chuyén tién

- D4 tra 161 thu nay thi nguoi dung chon B¢ Tl

- Tréa 10i At ca thi nguoi dung chon S TEIbitated bao odm ngudi gui thu cho minh va
nhirng ngudi nhan thu cung minh.

C. Thw nhap
- Thu nhép 1a danh sach cac thu tat ca cac thu ma nguoi dung soan thu méi nhung chua
gui va c6 “Luu nhap”.
- Pé vao muc thu nhép thi click vao “Thw nhap” ¢ trén danh sach thu muc.
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Hinh: Thu nhap
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O day nguoi dung c6 thé sap sép thu theo “Nguoi nhan” , “Tiéu dé thu” va “Ngay”
D¢ thay doi cac trang thai thu nhap: Di chuyén, Chuyén ti€p dén nguoi khéac, Poc,

trong cac thao tac do.
- DE vao xem thdong tin chi tiét thu nao thi click vao tiéu dé cua thu do:

Dé lay lai thu nhap thi ngudi ding click vao L2tlainhan

d. Thw da gwi

THL BEN
THLF MHAP
THLY BA GLH
THUNG RAC

Junk

MNumber of online users:
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Thu d3 giri 1a danh sach cac thu tat ca cac thu ma nguoi dung soan thu méi va giri cho
nguo1 khac.
Dé vao muc thu da gui thi click vao “Thw da gui” ¢ trén danh sach thu muc.
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Hinh: Danh sach thw da guri

- O day nguoi dung c6 thé sip sép thu theo “Ngwoi nhian” , “Tiéu dé thu” va “Ngay”
- D¢ thay doi cac trang thai thu da guri: Di chuyén, Chuyén tiép dén nguoi khac, Poc,

trong céc thao tac do.
- bBé¢ vao xem thong tin chi tiét thu nao thi click vao ti€u dé cua thu do:

e. Thung rac
- Thung réc l1a danh sach cac thu tat ca cac thu ma nguoi dung da xoa.
- D¢ vao muc thu rac thi click vao “Thung rac” ¢ trén danh sach thu muc.
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Hinh: Danh sach thw rac

- Trudc khi x6a vinh vién thung rac thi nguoi dung phai kiém ra k§ xem trong thung
rac co thu nao quan trong khong.

- O day nguoi dung c6 thé sip sép thu theo “Giri tir”, “Tiéu dé thu” va “Ngay”

- Dé thay d6i cac trang thai thu di giri: Di chuyén, Chuyén tiép dén nguoi khac, Poc,
trong cac thao tac do.

- Dé vao xem thong tin chi tiét thu nao thi click vao tiéu dé cua thu dé:

f. Tim kiém thw
- bBé tim kiém céc thu ngudi dung phai g tir khoa & 6 tim kiém.
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Hinh: Két qua tim kiém thu
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- O day nguoi dung c6 thé tim kiém thu theo cac tiéu chi nang cao: Trong ting thu muc
hodc cac thong tin trong thu nhu ti€u dé, ndi dung, nguoi giri, ngudi nhan. ..

2. Lich
- Lich dé nguoi dung ghi nhét ky cac sy kién cta minh trong cac khoang thoi gian.

-

Lich
THUY BEN
THLY MHAP
THU BA 601 Hem Thang xem Moay
=< 2011 < Th7 Thang Tam 2012 Tho = 2013 5>
THUNG RAC Chii Nhat Thir Hai Thir Ba Thir Tw Thir Nam Thir Sau Thir Bay
Junk [ HOM MAY ] 1 2 3 4
Mumber of online users: 5 G 7 2] g 10 11
Show Motify Popup

12 13 14 15 16 17 18

19 20 21 2 23 24 25

25 2 28 29 30 il

2012 ~|[The v
Hinh: Lich su kién
- Dé ghi nhat ky su kién trong thoi gian ndo thi ngudi dung chon #EE twong tng.
-
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- Sau khi nhap day du thong tin thi ngudi dung click vao dé thyc hién ghi
mot nhat ky su kién moi

-
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Hinh: Thong tin chi tiét su kién

3. Cau hinh
a. Doi thiet lap o
- Chon “Doi thiét Iap” & muc “Tuy chon” dé di€u chinh lai thong tin ca nhan.

:

Tity chon - Théng tin ca nhan

THU' BEN (1)
THU NHAP
THU BA GUH Tuy chon - Thong tin ca nhan
X i Tity chon tén va dia chi
THUMG RAC . =
Ha tén: |Hoang Minh Hign|
dunk Bia chithw: |hienhm&hagiang.govan

Mumber of onling Users: Tra I&ti cho: [hienhm@iforce. com.wn

~
Thanks wour hest regards!
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Chitki | __ _
Hosng Minh Hien (Mr) v

Address : 1103, B11B Buiding, Nam Trung Yen,
Da catinh: Sira Catinh Cép cao (oai b céc thay 301 4 1am trén miu nay

Tay chon M gid

Wai giér hién thixi cla ban: | Gidng nhu may phuc vy A4

Hinh: Tuy chon thong tin ca nhan

- Sau khi diéu chinh lai théng tin thi ngudi dung chon nat dé thyc hién viéc luu
thong tin.

b. Doi thiét 1ap o
- Chon “Sé thich vé thu muc” & muc “Tuy chon” dé di¢u chinh lai cac thu muc.
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:

Tiy chon - Tay thich The muc

THU BEN (1)
THU NHAP
THU DA ol Tuy chon - Tuy thich Thw muc
X ) Tiy chon Th muc Bac biét
THUNG RAC Thu rye Sot Rac: | Trash v
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Hinh: Sé thich vé thu muc

- Sau khi diéu chinh lai thong tin thi nguoi dung chon nut dé thuc hién viéc luu
théng tin.
c. Loc thw
- Chon “Loc thu” & muc “Tuy chon” dé kiém tra cac thu va cho vao thu muc nao.

Ty chon - Loe thwe

Queét gi: | Moithu || Luu

[Mé] - [Hobn tht]

Hinh: Loc thu

- Sau khi diéu chinh lai thong tin thi nguoi dung chon nut dé thyc hién viéc luu
thong tin.

d. P6i mat khau
- Chon “Thay doi mat khau” & muc “Tuy chon” dé vao thay déi mat khau dam bao
tinh bao mat.
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Poi mat khau

Mt kehéu hign ta |
M4t kchn méi
Thém tra mét kehiu mé

Hinh: Thay d6i mdt khdu

- Sau khi didu chinh lai thong tin thi nguoi diing chon nut |_Thay S8 matkhéu | 4 o

hién viéc luu thong tin.
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