HUONG DAN SU DUNG HE THONG THU PIEN TU TAY NINH BANG

EMAIL CLIENT.

CAu hinh mail MS Office Outlook:

1.

Gioi thiéu:
Hién nay véi viéc ing dung hé thong thu dién tr phét trién. Dé nguoi dung co thé
chon lya céc trinh duyét, phén mém hd tro ung dung cho viéc Check Mail trén Server
cua T6 chuc, Cong ty, doanh nghiép,... 1a rat phong pha. O tai liéu nay Ching toi s&
huéng dan cac Anh (Chi) cach cau hinh Microsoft Office Outlook tich hop sin trong
bo Office, xtir dung Microsoft Office Outlook phién ban 2003
Ghi chi: Do yéu cau, tai liéu viét trén bo Microsoft Office Outlook. Nén cac Anh,
(Chi) can cai bo Microsoft Office 18n may tinh cia minh truée khi thuc hién thao tac
nhu tai liéu.
Cai dat:
Ung dyung mail MS Office Outlook dugc tich hop cling véi bo cai dat Office (2003,
2007...).
Céu hinh:
Trén man hinh giao dién Windows, Click chudt chon “Start/programs/Microsoft
Office/Microsoft Office Outlook 2003” nhu hinh minh hoa bén dudi.
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Hinh 1: Hinh minh hoa khéi déng Phan mém microsoft Outlook 2003

Sau khi mé trinh 1am viéc Microsoft Office Outlook 2003 1én s& xuit hién véi man
hinh giao dién nhu sau:



Tai Liéu Hwdng Dan S&r Dung — Mail Lotus Phién ban 1.0

File Edt Wiew Go Took Actions Help
Siten | & EpFind | 2 - @ @ @ | outlock:today
3

Tuesday, August 23, 2011

Customize Outlook Today ...
[ Sent Ttems
All Mail Folders

L3 Search Folders

(=4 Mail
5] calendar
82| contacts
7] Tasks
(Y=

Hinh 2: Man hinh chinh ciza Phan mém microsoft Outlook 2003
Pé sir dung Microsoft Outlook check mail, cac Anh (Chi) budc dau tién phai co tai
khoan do nguoi quan tri trén hé thong Mail Server tao. Budc tiép theo cac Anh (Chi)
tién hanh cdu hinh tai khoan trén Microsoft Office Outlook theo cac budc sau:
Buéc 1:
T man hinh giao dién chinh cia Phan mém Microsoft Office Outlook, Click chuot
chon Tools/Options...
Ghi cha: Pé cau hinh tai khoan trén Microsoft Office Outlok ¢ buwéc 1 nay cac Anh
(Chj) c6 thé chon E-mail Accounts... hodc Options...O tai liéu hwong ddn nay hiréng
dan cac Anh (Chj) chon “Tools/Options...”:

8] Outlook Today - Microsoft Qutlook

EEiIe Edit View Go Iools}&ctions Help

i 3dNew - | & | 2o Fing Find b _! } (@ Back @) | | {3} &) | outlooktoday
: Bl sparm [ Not Spam 4 Address Book..  Ctrl+Shift+B
{2 Snagit [+ | Windowﬂ Mailbox Cleanup...
5] | Empty "Deleted ltems" Folder
R - Today
orms
F ite Fold -
oo Macre vember 02, 2009
[ Inbox -
=1 Sent Items C__ E-mail Accounts...
All Mail Folders Customize...
= 26 parsonal Folders |(: Options... )\l
@l Deleted Irems le
L.# Drafts
L= Inbox
L@ Junk E-mail
= Outbox
=7 Sent Items
# L Search Folders

Hinh 3: Man hinh c4u hinh check mail Outlook

S& xuat hién hop thoai nhu sau:
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D ]

I Security | Oth Mail Anti-Virus | Anti-Spam

er |
1l Preferences (— Mail Setup )I Mail Format I Speling

E-mail Accounts

[\ - Set up e-mail accounts and directories.
N |

q E-mail Accounts... %%
il
Send/Receive

Set send and receive settings for e-mail messages and documents.

Send immediately when connected [ Send/Receive... ]

Data Files

- Change settings for the files Outlook uses to store e-mail messages
% and documents.

[ Data Files. .. ]

Dial-up

@ Control how Outlook connects to your dial-up accounts.

@ Warn before switching an existing dial-up connection

) Always use an existing dial-up connection
[ Automatically dial during a background Send/Receive
Hang up when finished with a manual Send/Receive

[ OK%"%:[ Cancel | | ooy

Hinh 4: Man hinh c4u hinh check mail Outlook

Click chudt trén thanh cong cu chon “Mail Setup/E-mail Accounts...” xong Click
chuét chon “OK” xuét hién hop thoai sau:

E-mail Accounts ! g

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

W
% (@ Add a new e-mail account )

() View or change existing e-mail accounts

Directory

() Add a new directory or address book

% () View or change existing directories or address books

el

i < Back (I MNext = -%% Close ]
N i |

Hinh 5: Man hinh c4u hinh check mail Outlook

Click chuot check vao 6 “Add a new e-mail account” xong click chon “Next” xuat
hién hop thoai tiép theo nhu hinh minh hoa bén dudi:
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E-mail Accounts ﬁ

Server Type
‘fou can choose the type of server your new e-mail acount will work with.

() Microsoft Exchange Server
Connect to an Exchange server to read e-mail, access public folders, and share

2 documents.
( @ POP3 )

Connect to a POP3 e-mail server to download your e-mail.
) IMAP

Connect to an IMAP e-mail server to download e-mail and synchronize mailbox
folders.

) HTTP
Connect to an HTTP e-mail server such as Hotmail to download e-mail and
synchronize mailbox folders.

(©) Additional Server Types
Connect to another workgroup or 3rd-party mail server.

[ < Back ﬂ[ Next = Jg.-E Cancel ]

——1

Hinh 6: Man hinh cdu hinh check mail Outlook
Click chudt check chon 6 “POP3” xong click chon “Next”

e mail Recounts:

Int - o Y 5 2
Ehap tén va dia chi mail voi jail - “égg%g;]avg'g gng'r']hséen“g
tén domain (tayninh.gov.vn) gii mail qua mail Server

‘ Server Information
I\ Incoming mail server (P0P3):,"‘é0p3.ta\. #hcovvn |

E-mail Address:, thanhtra@tayninh.gov.vn |/ Qutgoing mail server (SMTP):, | smtp tayninh gov.va

User Information

Your Mame: ;thanhtra

Logon Information Test Settings
User Name: | ;thanhtra |\ After filing out the information on this screen, we

- recommend you test your account by clicking the
/button below. {Requires network connection)

Test Account Settings ﬁ

Password: | skkskkkrk

|:]|_._og on using Secure Pass
Authentication {SPA)

More Settings ...

Nhap tén tai khoan va mat
khau do nguoi quan tri hé
théng mail Server tao

[ < Back ]I Mext = ‘ [ Cancel ]

Hinh 7: Man hinh c4u hinh check mail Outlook

- Your Name: Nhap tén c4 nhén, don vi, t6 chuc,...tuong ung.

- E-mail Address: Nhap tén + véi domain hé théng mail Server. O day Anh (chi)
tao tai khoan cho “longxuyen” Nén s€ la “thanhtra@tayninh.gov.vn.

- Incoming mail server (POP3): dia chi nhan mail di qua hé théng mail Server
”pop3.tayninh.gov.vn”.

- Outgoing mail server (SMTP): dia chi giri mail di qua hé théng mail Server
“smtp.tayninh.gov.vn”.

- Username: Nhap tén do ngudi quan tri hé thong mail server tao.

- Password: Nhap mat khau do ngudi quan tri hé thong mail server tao.
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Sau khi nhap thong tin nhu hinh minh hoa bén trén. Click chugt chon “Test Account
Settings” dé kiém tra thdng tin tai khoan c6 két ndi dugc voi hé théng mail server
khong. Xuat hién hop thoai sau:

Test & t Settil
est Account Settings

Congratulations! All tests completed successfully. Click Close to continue. Stop
[ Close {1% |
Tasks | Errors
Tasks Status | =
o
{ v/Esiainsh netwark connection Completed )
\/ Find outgoing mail server (SMTP) Completed 3
\/Find incoming mail server (POP3) Completed
\/Log onto incoming mail server (PO... Completed
N L - O — armnlatard e
o —

Hinh 8: Man hinh c4u hinh check mail Outlook

Quan sét thay tai khoan da két ndi voi hé théng mail server thanh cong, Click chuot
chon “Close” dé dong hop thoai lai.

E-mail Accounts

Congratulations!

‘fou have successfully entered all the information required to
setup your account,

To dose the wizard, dick Finish.

>

kel

< Back

Hinh 9: Man hinh cdu hinh check mail Outlook hoan tat

Click chuot chon “Finish’ dé két thic qué trinh ciu hinh tai khoan check mail bang
Phan mém Microsoft Office Outlook qua hé théng Mail Lotus domino.
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OPLONS s —

(L0 o

| Security | Other [ Mailantivirus | Anti-Spam

] Preferences | Mail Setup | Mail Format | Spelling

E-mail Accounts

3 Setup e-mail accounts and directories.

and documents,

[
> [ E-mail Accounts... ]
Send/Receive
_=-|E. Set send and receive settings for e-mail messages and documents.
= Send immediately when connected [ Send/Receive. .. ]
Data Files

ﬁh Change settings for the files Qutlook uses to store e-mail messages

Data Files. ..

Dial-up
@ Control how Outlook connects to your dial-up accounts.
(@) Warn before switching an existing dial-up connection
() Always use an existing dial-up connection
[ Automatically dial during a background Send/Receive
Hang up when finished with a manual Send/Receive

| o {\*I\II

Cancel ]

Apply

e P\

Hinh 10: Man hinh ciu hinh check mail Outlook

Tiép theo click chudt chon “OK” dé dong man hinh giao dién khoi tao cau hinh tai
khoan luc dau. Dén ddy qua trinh cau hinh tai khoan di hoan tat.

Swr dung:

Tu giao dién man hinh chinh caa Microsoft Office Outlook. Click chudt chon
“Send/Receive All” hoic nhan “F9” dé kiém tra mail méi nhu hinh minh hoa bén dudi

Favorite Folders

[[Z)Inbox (1)
(=4 Sent Ttems
All Mail Folders
o @
(a] Deleted It
L7 Drafts
5 Inbox (1
L g Jurk E-ma

1 "All Accounts” Group

| August 23, 2011

2 "mail.kayninh.gov . vn" Only

Tasks

SendjReceive Settings »

[ Outbax
[ sent Ttems
[ Search Folders

ey
a5
] Tasks

Calendar

Contacts

k] G2 [#@ 2

Hinh 1: Man hinh cip nhat mail dén, di

File Edit Wiew Go Tools Actions Help -
Sinew - | /Dy sendiReceive ~|| SpFind | [ -l@E fah @ | outlookitoday ..

Send/Receive Al F2

Send Al

Customize Outlook Today ..

Messages

Inbox 1
Drafts 1]
Quitbox a
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Click chudt chon “Mail’ di chuyén qua thu muc “Inbox” dé check mail giri dén.

Inbox - Microsoft Outlook =

File Edt ‘Mew Go Tools Actions Help Type a question for
l'ga Hew - | [ X Reply Reply bo &l Farward % SendjReceive - %} Find (%% | @ Tvpescontacttofind - | @ B
[l spam [ Mat Spam

Faworite Folders ATy From | Subject |Received i:ﬁi %

(&G mbox (17
(=9 Sentt Ttems 3 pate: Today

Al Mall Folders ] cntsupport@.. Microsoft Office Dutlook Test Message Tue 8/23/2011 8:... 4KE ¥
= 4 personal Folders @ Date: Last Week
3] Deloted Items =1 Outlook 2003 T, lcome to Microsaft OFfice Outlook 2003 ‘wed 8/17/2011 8:2... 51K A

[ A Draft:

=] Inhuﬂ_(l) ) /

(i3 outhax
@ Sent: Ttems
[ search Folders

[~ Mail )
[ catendar Mail gtk dén
@ Contacts

2 Tasks

ol Co (& =
2 Items
Hinh 2: Man hinh m¢ mail dén
wg\e”é_dut‘ !\e:N’ go' ' 1;-:\; Actions  Help Type a question for he\-u -

BAMew ~ 5 23 X | ChReply CReply to Al 5 Forward | S SendiReceive | Bpfind [ W T oot ofnd v | @ B
[l spam [ Mot Spam B

Favorite Folders 103/ g From | subjert [Received (5ize i Welcome to Microsoft Office Outlook

B 2003
L1 Serk Ttems ) Hlag et Unileouzd (G iens) Outiook 2003 Tearm [olteam@microsoft.com]
Al Mall Folders /@ 0 nksang@cinote.., G mail test Tue 8/232011 %:1... 33KB 7 To: Mew Outlook User

B

= €6} Personal Folders

5] Deleted Ttems %I Thank you for using Microsoft®

Drafts Office Outlook® 2003! This version of
Inbox Qutlook includes new capabilities
G Jurk E-mail designed to helo you access, prioritize,
(3] outbose and act on communications and
[ sent Items \ 50 that you may use your
[ Zearch Falders time more efficiently and more easily

manage the ever-increasing flow of
incoming e-mail

To give you some idea of what is
possible with Outlook 2003, we have put
together a list of aur favarite new
features.

Hinh 3: Man hinh doc mail dén
Click chuét chon thu “mail’ mudn doc nhap chudt “double” hodc dwa con trd chudt 1én
thu “mail’ mudn xem tiép theo nhin phia bén phai man hinh s& thiy duoc noi dung thu
gui dén.
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(€l Tnbox - Microsoft Outlook

Ele Edt Yew Go Took Actions  Help
BiNew + S 23 X | CuReply CReply to Al (3 Forward | Y SendfReceive + | SpFnd [ | @ Tveescortacttofnd - '@B
[l “pam [ Not Spam =

Type & question fo

Favorite Folders | Subject |Received GUri mail test
[nbox (1) ntsang@cinotec.corm.yn
[ Sent Ttems B Flag Status: Unflagged {3 items, 1 unread) To: entsupport@tayninh.gov.vn

Al sl Folders [ MEmCENT Ffonl Gt Tue 8/23/2011 .. 330 | attachments: Blpa0 cao.doc (24 kB)
. (= cntsupport@ta... Microsoft Office Outlook Test Message Tue B/23(2011 &:5... 4KB F

2 @grﬂisﬁe&:s | &3 outlook 2003 ... welcome to Micrasoft Office Outlook 2003 Wed 6/17/2001 81, S1KB | G ngi dung

L 7| Drafts \
(m Tran trong,
g Junk E-mal

[ Outhix Nguyén Thanh Sang

[ Sent Items Chuyén vién Trién khai
[ Search Folders

Céng ty TNHH Céng Nghé Bién Tean Sai
Goén (CINOTEC)

282 L& Quang Dinh. P. 11, Q. Binh Thanh .
TP HCM

Bién thoai- 08-3510 0274 - 35511862 - 3551
1861 Fax: 08-3551 1860

Email: ntsang@cinotec.comn. Website:
www cinotec com vn

D

E Calendar E-MAIL DISCLATMER This e-mail and an

N i

Click chudt chon thu “mail’ can doc, dua tré chudt chon ‘Attachments” nhip chudt
“double” trén tén file dinh kém.

= Goilmail test - Message (HTML)

File Edt Miew Insert Format  Tools  Actions  Help

i Reply @Replytonﬂ i Farward | =N 4 @ 5 XN '@E

From: nksang@cinatec.com. vn Sent:  Tue &/23/2011 9:07 PM
Ta: cnksuppork@tayninh.gov. vn
e

Subject: Gl mail test

Attachment: :Eau cao.doc (24 KB)

G ndi dung

File dinh kem

Tran trong,

Nguyén Thanh Sang

Chuyén vién Trién khai

Céng ty TNHH Céng Nghé Dién Toan Sai Gon (CINOTEC)

282 L& Quang Binh, P. 11, Q. Binh Thanh , TP.HCM

Dién thoai: 08-3510 0274 - 35511862 - 3551 1861 Fax: 08-3551 1860
Email: ntsang@cinotec com vn. Website: www cinotec com vn

E-MAIIL DISCLAIMER. This e-mail and anv attachment(s) contain confidential information and are privileged. If vou are not the intended recipient,
dissemination or copving of this communication is prohibited and mav be in breach of the applicable law. Please notifv the sender and delete this email
from vour system. Thank vou for vour co-operation. Cinotec Co., Ltd 282 Le Quang Dinh St, ward 11, Binh Thanh dist. Ho Chi Minh city Tel: 08
5100274, Fax: 5511860 Email-cinotec/@ cinotec com vn. Website: www. cinotec_com v

Hinh 1: Man hinh doc mail dén

Xuét hién hop thoai sau:

| Upening Mail'Attachment IEI

? "u %ou should only open attachments From a trusbworthy source,

akkachment: Bao cao,doc from G mail kesk - Message
[HTML)

Would wou like to open the File or save it to wour computer?

Zancel

wpe of file
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Hinh 2: Man hinh doc mail dén

Click chudt chon “Open” néu mudn mé tryc tiép hoic cé thé chon “Save’ dé luu vé
may tinh trudc khi mé 1€n doc file dinh kém

Dé goi va kiém tra nhitng mail da goi di:
Trén man hinh chinh dwa con tré chudt Ién thanh Menu chon “New/mail Message”
hoc tir ban phim nhan phim tat “Ctrl+N”.

File Edit Wiew Go Tools Acktions Help

w05 23 X | CaReply SlReply to 8l (5 Forward | Sy SendiReceive - | SpFind [ | - @k
= -
|_1j Mail Message Chrlsits |
%) Post in This Foider  Chrl-+Shift-
[y Folder... Chrl+Shift-+£ om Subject Received Size
L SearchFolder...  Ctrl+Shift+P
HH  Appointment Chrl+Shift-+4
_— Fsang@cinote... Gl mail test Tue Bf23/2011 2:1... 33KB
Meeking R b Ckrl+-Shift+
ﬂ BRI RES " I tsupport@ta... Microsoft Office Outlook Test Message Tue B/23/2011 §:5... 4KB
B Contact CoHShift+C ook 2003 ... Welcome to Microsoft OFfice Outiook 2003 Wed 8/17/2011 8., S1KB
& Distribution List Chrl+Shift+L
& Task Chrl+Shift-+
ol Mote Chrl+Shift+h
Choose Form. ..
Outlook Data File. ..
¥

Hinh 1: Man hinh teo mail gui di

Xuét hién hop thoai giao dién sau:

EY Groi mail noi dung bdo cdo - Message

File Edit ¥iew [Insert Format  Tools Table window  Help - X
dgend | ] - 8, 4 ! B ¥ [ ) ophons.. - HTML -
ntsang@cinotec, com. ¥n ﬂf)la Chi mall nhén l
B,
Subiject: Gl mail ndi dung bao cads
H S [ | Arial 10 - Tié 3 S

= ieu de mail guri )

T iy d -

2|

Hurdng déin 1am File bao cad

YNCTH dung mail gﬁrij

Hinh 2: Man hinh tgo mail gui di

- To...: Nhap dia chi mail ca nhan, to chic, cong ty, doanh nghiép, ... nhan mail.
- CC...: Nhap dia chi mail c& nhan, t6 chuc, cong ty, doanh nghiép,... dong
nhan

- Subject: Tiéu dé chinh mail muén gui

Sau khi nhap théng tin va ndi dung mail muédn giri Click chudt chon “send’ dé hoan tat
viéc mail guri di. Bé kiém tra lai noi dung,... mail di giri di Click chudt chon “Sent
Items” nhin chinh gitra man hinh thiy tit ca cac mail di guri di. Mudn xem lai chi can
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Click chuot 18n mail muén kiém tra bang cach nhap chudt 2 lan hodc nhin phia bén
phai man hinh. Nhu hinh minh hoa bén dudi:

C4u hinh mail Thunderbird:

1.

Gioi thiéu:

Mozilla Thunderbird 1a phan mém ma ngudn mé ding dé gui va nhan email duoc
phét trién boi hang Mozilla. Thunderbird dang duoc st dung rong réi va co céc tinh
ning tuong duong phan mém thuong mai Microsoft Office Outlook.

Ban c6 thé download va s dung mién phi mién phi Thunderbird tai dia chi
http://www.mozilla.com, phan mém nay c6 thé chay trén cac hé diéu hanh Windows
98, ME, Windows NT, Win2K, XP, Vista, 7, Mac, Linux, Unix. Phan mém Mozilla
Thunderbird dugc gidi thiéu trong tai liéu nay la phién ban 6.0.

Lan dau 1am quen véi phan mém, cach hoc nhanh nhat 1a doc hét tai lidu, sau do tién
hanh thuc hanh ngay trén may tinh khi két thic mdi phan, néu cé van dé khic méc
ngudi sir dung tra ciu lai tai liéu dé hiéu ro rang hon.

Cai dat:

Chay file Thunderbird Setup.exe hop thoai sau xuat hién:

"5 Mozilla Thunderbird mglﬂlﬁg
' Welcome to the Mozilla Thunderbird
P Setup Wizard

This wizard will guide you through the installation of Mozilla
Thunderbird.

Itis recommended that you close all other applications
before starting Setup. This will make it possible to update
relevant system files without having to reboot your

computer.

Click Next to continue.

]

] [ Cancel

Hinh 1. Hép thogai Mozilla Thunderbird Setup
Nhan chudt vao Next

10


http://www.mozilla.com/
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Software License Agreement @
Software License Agreement k
Termms and conditions for using this software.

Please read the following license agreement. Use the scroll bar to view the rest of this
agreement.

| FOR TRANSLATIONS OF THIS LICENSE INTO SELECTED LANGUAGES, PLEASE VISIT A |
WWW,MOZILLA, ORGJLICENSING. O3

MOZILLA THUNDERBIRD END-USER SOFTWARE LICENSE AGREEMENT
Version 1.1

A SOURCE CODE YERSION OF CERTAIN THUNDERBIRD BROWSER FUNCTIOMALITY
THAT YOU MAY USE, MODIFY AND DISTRIBUTE IS AVAILABLE TO YOU

<

() | Accept the terms of the License Agreement
(O | do NOT Accept the terms of the License Agreement

[ < Back ][ Next > ][ Cancel ]

Hinh 2. Hgp thogi Softwave License Agreement

Chon I Accept the terms of the License Agreement, nhan Next hop thoai sau xuét hién

-

‘L) Mezilla Thunderbird ==

Setup Type
Choose setup options

Choose the type of setup you prefer, then dick Next.

E—

(@) Standard
Thunderbird will be installed with the most comman options.

() Custom

‘You may choose individual options to be installed. Recommended for experienced
users,

Use Thunderbird as my default mail application

[ < Back ][ Next = l[ Cancel

L e e— e s e e e  ee—— e e

Hinh 3. Hgp thoai Setup Type

Chon Standard dé mic dinh chuén ctia Thunderbird. Néu ban chon Custom th ¢6 thé
lya chon thay doi cac thdng sé nhu lwa chon cai dat phan mém tai thu muc nao trong
may tinh, c6 tao biéu twong phan mém trén Desktop, trén thanh Start,  Quick
Launch hay khong,... Ban nén ngam dinh chon ché d¢ Standard.

- Nhan nGt <<Next>>, xu4t hién man hnh thé hién tién tfnh cai dat:

11
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) Mozilla Thunderbird Setup

Summary
Ready to start installing Thunderbird

Thunderbird will be installed to the following location:
C:'Program Files\Mozilla Thunderbird

Thunderbird will be set as your default mail application.

Click Install to continue.

’ = Back ][ Install

] ’ Cancel

Hinh 4. Hop thogi Select Components

Chon Next dé tiép tuc, hop thoai sau xuat hién

‘L) Mezilla Thunderbird Setup -

Installing
Please wait while Mozilla Thunderbird is being installed.

Installing Thunderbird...
La ]

< Back Next >

Cancel

Hinh 5. Hop thogi Installing
Doi cho cai dat hoan tat

12
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~

-
‘L Mozilla Thunderbird Setup =) i

Completing the Mozilla Thunderbird
Setup Wizard

Mozilla Thunderbird has been installed on your computer.

Click Finish to close this wizard.

[¥] Launch Mozilla Thunderbird now

Hinh 6. Hop thoai Install Complete
Nhan Finish dé hoan tat viéc cai dit.

3. Cau hinh:
a. Khai dong chwong trinh Thunderbird:
Chon Menu Start — Programs — Mozilla Thunderbird hozc nhan dp chudt vao
biéu tugng s Thunderbird & bat cir chd nao ma ban thiy trén man hinh.
b. Thoat khai Thunderbird
- Céch 1: Vao menu File\Exit.
- Céch 2: Nhan n(t & tai goc trén bén phai man hinh.
c. Thiét Idp cau hinh Thunderbird:

Chon File — New—Mail Account... d& tao mot tai khoan méi. Hop thoai sau
xuat hién

13
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Mail Account Setup

Your name: | cntsupport Your name, as shown to others

Email address:  entsupport@tayninh.gov.
Password: esesssssese

Remember password

Hinh 7. Hop thoai Account Wizard — Mail Account Setup
Chon Email account, va mat ma sau d6 nhan chudt vao Continue, hop thoai

kiém tra théng tin mail sau xuét hién

-

[E=X)

Mail Account Setup

Your name:  cntsupport Your name, as shown to others

Email address:  cntsupport@tayninh.gov.
Pazzword: sssssssssss

Remember password

"o
*

Looking up configuration: Trying common server names  ;

Hinh 8. Hgp thoai Account Wizard - Configurataion

Sau khi chuong trinh kiém tra théng tin xong. Man hinh yéu

théng tin.

cAu xac nhan lai
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7

Mail Account Setup

Your name:
Email address:

Password:

Configuration found by trying common server names

cntsupport Your name, as shown to others
cntsupport@tayninh.gova
0000000000

[¥] Remember password

@ :IMAP (remote folders) ) POP3 (keep mail on your computer)

Incoming: IMAP, mail.tayninh.gov.vn, No Encryption
Outgoing: SMTP, smtp.tayninh.gov.vn, No Encryption
Username: cntsupport

Cancel Create Account

Hinh 9. Hgp thogai Account Wizard — Mail Account Setup 2

Néu mudn cai dat bang tay thi ta chon “Manual config” dé thiét lap cac théng sb
tuong ty nhu man hinh sau:

-
Mail Account Setup

[

Outgoing:  SMTP

Username:

Yourname: cntsupport Your name, as shown to others
Email address:  cntsupport@tayninh.gova
Password: eeseesesses

[¥] Remember password

The following settings were found by probing the given server

Incoming: |POP3 ~ | pop3.tayninh.gov.vn [110 v l lNone v ‘ [Normal password v ]

Server hestname Port SSL Authentication

l smitp.tayninh.gov.vn v l [ZS v l [None v ] [ Normal password v ]

cntsupport

[ Re-test l [ Create Account

Hinh 10. Hgp thoai Account Wizard — Mail Account SetupManual

Chon “Create Account” dé tiép tuc.
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Mail Account Setup

=)

Warning!

Incoming settings: mail.tayninh.gov.vn does not use encryption.
¥ Technical Details

Outgoing settings: mail.tayninh.gov.vn does not use encryption.
¥ Technical Details

Thunderbird can allow you to get to your mail using the provided
f configurations. However, you should contact your administrator or email

provider regarding these improper connections. See the Thunderbird FAQ for
more information.

I understand the risks.

Hinh 11. Hgp thoai Account Wizard — Mail Account SetupWarning

Check vao | understand the risks va chon “Create Account”. Ok dé hoan tat

Dén day, vé co ban ban da thiét 1ap xong cau hinh, cé thé gai va nhan email.

d. Si dung font ché tiéng Viét
Gia sir ¢ ai d6 giri cho ban mot email véi ndi dung dugc soan thao bang tiéng
Viét c6 déu, nhung ban khong doc dugc email d6. Ban nhan vao Tools —

Options, chon muc Display, vao thé Fonts — Advanced. .. thiét 1ap nhu hinh v& 1a

ban c6 thé doc dugc email tiéng Viét.
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[ Fents & Encodings ﬁq
Fants for: ’Western -
Proportional: [SEFIS Serif v] Size: [1? v]
Senif: [ Cambria - ]
Sans-serif: [ Calibri - ]
Monospace: [Consolas v] Size: [14 v]

Minimum font size: | None -

Font Control
Allow messages to use other fonts
Use fixed width font for plain text messages

Character Encodings

Set the default character encedings for sending and receiving mail

Outgoing Mail: [ Unicode (UTF-8) - ]
Inceming Mail: [ Unicode (UTF-8) - ]

[] When possible, use the default character encoding in replies

| ok || canca |

Hinh 12. Hgp thogi Options - Fonts

e. Thiét Igp chi ky trong Thunderbird:
Trong mdi email khi giri di ban muén ty dong dé lai théng tin ciia minh & phan
cudi cia email. Chix ky trong Thunderbird gip ban thuc hién diéu nay mot cach
dé dang.
Budc 1: Soan thao noi dung chit ky biang mot chuong trinh soan thao vin ban nao
do6, luu né duéi dang .odt, .html, hozc c6 thé 1a mot file dang anh v.v..

Budc 2: Chon menu Tools — Account Setting hop thoai sau xuat hién

17
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-
Account Settings

=

4 entsupport@tayninh.govvn

Server Settings
Copies & Folders

Account Settings - <cntsupport@tayninh.gov.vn>

Account Name:  entsupport@tayninh.gov.an

Composition & Addressing

Thong tin chung

Default Identity

Junk Settings Each account has an identity, which is the information that
Disk Space when they read your messages.
Return Receipts

i Your Name: cntsupport
Security e

alocal Folders Email Address: cntsupport@tayninh.gov.vn

Junk Settings Reply-to Addregs:
Disk Space Organization:

Qutgeing Server (SMTP)

Signature text: Use HTML (e.g., <b>bold=/b>)

Chon va chi dwéng ddn dén
file Iru théng tin chik ky cla

Attach the sign

Thiét Iap théng tin ca
nhan

Rge):

Qutgoing Server (SMTP): | entsupport - mail.tayninh.govan (Default) I

Manage Identities...

[T Attach my'

Account Actions -

Hinh 14. Hgp thoai Acount Settings

Panh diu vao Attach this signature, nhan chudt vao nit Choose chon duong dan
dén file chira noi dung chit ky, bam OK dé hoan tat. Hoac chon Attach my vCard
to messages, bam chuét vao nat Edit card hop thoai sau xuét hién:

r — — B
) Edit vCard for CNTSUPPORT CNT S50
i —
Contact ﬂorklO‘tﬂer
First:  CNTSUPPORT Worl:  84-08-35511862
Last:  CNT Home:
Display: CNTSUPPORT CNT Fax: 84-08-35511860
Email:  sale@cinotec.com.vn Pager:
Mobile:
Prefers to receive messages formatted as: | {1005 -
[ oK l ’ Cancel

Hinh 15. Hop thogi Edit vCard

Dién day du thdng tin vao céc Tab cua hop thoai trén, bam OK dé hoan tat.

f. Quan ly email theo nhom:
Gia str, email cua ban duoc gui tir nhiéu ngudn khac nhau. Dé thuan tién cho viéc

quan ly email theo tirng nhém, tung chi nhanh, chic nang Filter cua Thunderbird
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s& gilp ban. Thuc hién theo cac budc sau:

- Bam phai chuét vao Inbox chon New Folder nhu hinh vé, dat tén cho
Folder

All Falders 4 P [
4~ cntsupport@tayninh.gov.wn |
,-‘";-,Inbox |
_T Tr Open
» Bloc Open in New Tab
Search...
Mew Folder...
Compact
Mark Folder Read
¥ Favorite Folder fro
Properties... W=

Hinh 16. Tao thu muc mdoi

Chon Tools — Message Filter hop thoai sau xuat hién:
r@ Message Filters E@ér

Filters for: [.g.cntsupport@tayninh.gov.vn - ] Filter Log

Enabled filters are run automatically in the order shown below.

Filter Mame Enabled Dew...

Mowve Up

Mowe Down

Run =selected filter(s) on: | Inbox Run Now

Hinh 17. Hop thoai Message Filters

Bam chudt vao nit New hop thoai sau xuét hién. Pién day du théng tin vao hop

thoai nhu sau:
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4 ~
Filter Rules Iﬂ
Filter name: TP HCM
Apply filter when: [ Checking Mail or Manually Run -
() Match all of the following @ Match any of the following (7 Match all messages
Subject - ] [contains + | hcmtayminh.govivn =

Perform these actions:

[ - ] [TP HCM on cntsupport@tayninh.gov.... » ]

Hinh 18. Hgp thoai Filter Rules

Y nghia ctia cac théng tin trén hop thoai nhu sau:

TP HCM: Tén nhdm, hoic chi nhanh. S& chon trong tat ca cac email gui dén
hop thu cua ban, email nao c6 phan tén mién két thic véi hem.cinotec.com.vn s&
duogc di chuyén dén thu muc TP HCM di tao trude trong muc Inbox. Nhan OK,

hop thoai sau xuat hién

r ~
@ Message Filters l SRR X
Eilters for: [.Q,cntsupport@tayninh.gov.vn - Filter Log
Enabled filters are run automatically in the order shown below.
Filter Name Enabled New...
TP HCM Edit... I
Delete
Move Up
Mowve Down
Run selected filter(s) on: | Inbox Bun Mow
N

Hinh 19. Hgp thoai Message Filter
Bam chuot vao nit Run Now, cac email s& duoc di chuyén vao thu muc theo y

ban. Lam twong tu v&i cac nhdm con lai.

4. S dung:
a. Soan thu:

- Vao menu Message\New Message, hoic nhan chudt vao biéu tuong
Write % trén thanh cdng cu, hodc nhan té hop phim Ctrl+N, xuét hién
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ctra 56 soan thao thu.

[(w - = | B |
Binh kém file -
File Options  Tools i . i Y s
: Bia chi mail ngwdi can goi -
B8 send |« Spelling + ) Attach - 85
TG Mail ngwdi ddng nhén W .

From: | cntsupport <cntsupport@tayninh. gow

Bdng nhan (an thong tin nguoi
nhén)

To: truongphong@tayninh.gov.

&
Co & phophong@tayninh.gov.n
Bec: | | & giamdoc@tayninh.govn Mail nguw&i cén fra &1 mail I L
Reply-To: & tdkhoa@cinotecon

Subject: Thang tin hé tro

||‘||
|:!
q

BodyText - | | Variable Width - A A|AAA|EIZEE]|

Support théng tin.

Tai liéu hwrdng din st dung mail Thunderbird.
CINOTEC SUPPORT NGi dung can goi
Cong ty TNHH Bién Todn Sai Gon-CINOTEC

BC: 282 L& Quang Dinh, P.11, Q.Binh Thanh, TP. HCM /

Hinh 20. Hgp thoai New Message

Nhap dia chi nguoi nhan vao dang “To:”, vi du: truongphong@tayninh.gov.vn

- Dit tiéu dé thu tai 6 Subject.
- Soan noi dung thu tai 0 tring bén dudi. Ban c¢6 thé cin chinh noi dung
thu bang cac cong cu nam phia trén cua 6 ndy. Vi du: Chon chir dam,

nghiéng, chen anh,...

b. Gui thw
Sau khi hoan thanh noi dung thu, ban thuc hién mot trong nhiing cach sau dé tién
hanh gui thu:
- Céch 1: Vao menu File\Send Now.
- Céch 2: Nhin chudt vao biéu trong Send = trén thanh cong cu dé gui
thu dén nguoi nhan da chon.

- Céch 3: Nhan t6 hop phim Ctrl+Enter, xuat hién théng bao sau:
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Send Message ﬁ

‘ - &

e Are you sure you are ready to send this message?

[] Do not show me this dialog box again.

| Send | [ Cancel

Hinh 21: Thong bao xac nhdn gui thu hay khong

Nhan nat <<Send>> dé giri thu.

c. Nhdn thu
Pé kiém tra va nhan nhimg thu mai, thuc hién mot trong cac cach sau:
- Cach 1: Vao menu File\Get New Message for\Get All New Messages.
- Céch 2: Nhan chubt vao bidu trong Get Mail <= trén thanh cong cu.
- Céch 3: Nhan t6 hop phim Ctrl+Shift+T.

d. Poc thuw
Sau khi nhan chudt vao biéu tuong Get Mail, danh sach nhiing thu dugc lay vé s&
hién thi trong danh séch tai man hinh chinh. Ban c6 thé doc noi dung thu bang 2
cach:
Cach 1: Nhan chon thu can doc va doc noi dung thu tai ngin

- - — - N
& Inbox - Mozilla Thunderbird . b ol Lol [E=N T
- -
File Edit Wiew Go Message Tools Help » Ssae
& GetMail - 4 Wiite & Address Book | ® Tag- | Search all messages... <Cirl+K> P
& Inbox |1 Res Fu - Inbox x| B9
All Folders 4 P |Gz QuickFilter: 2 % & Filter these messages... <Ctrl+F> P
4= cntsupport@tayninh.govun & ¢ @ subject “ From © Date - B
&
(%) Inbox (1) I Re: Fwe + <cntsupport@tayninh.govivn> + 28/08/2011 3:52 CH
WGl Re: Test - KHOA TRAN © 31/08/2011 213 CH
=Dl Re: Fw: & <cntsupport@tayninh.gov.un> - 02/09/2011 2:32 SA
1%/ Trash
48| pcal Folders
15/ Trash
(& Outbox ; . 4 reply - | = forward | @ archive| @ junk & delete
from ou
subject Res Fws 28/08/2011 3:52 CH
to You other actions ~
A
————— cntsupport/ TAYNINH Vigt: ----- 1
Tdi: entsupport/ TAYNINH@TAYNINH M
Tir: entsupport/ TAYNINH
Ngay: 08/28/2011 03:33PM
Cha dé: Re: Fw:
————— cntsupport/ TAYNINH Vigt: -----
L . AT A en A e a e TR S
| No messages to download Unread:1  Total: 3
o
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Hinh 22: Cira sé giao dién hm thu — Ngdin xem trudc thu

Céch 2: BAm dup vao thu can doc, ni dung thu s& hién thi tai cira 6 riéng.

—— - Lol R e [ 5 [ |

@ Re: Fw: - Inbox - Mozilla Thunderbird

. LE NN
File Edit ¥iew Go Message Tools Help &
& GetMail - & Write | & Address Book | D Tag - l Search all messages... <Ctri+K> ):'_\
[ % npox ][.:“ Re: F: - Inbox + | i Rez Fuw: - Inboxc |

4 reply - = forward || @ archive | @ junk @ delete
28/08/2011 3:52 CH

other actions -

Ta&i: cntsupport/TAYNINH@TAYNINH
Tir: entsupport/TAYNINH

Ngay: 08/28/2011 03:33PM

Chi d&: Re: Fw:

m

Tai: entsupport/ TAYNINH@TAYNINH
Tur: entsupport/ TAYNINH

Ngay: 08/28/2011 03:30PM

Chad d&: Fw:

————— Chuyén tiép cntsupport/ TAYNINH dén 08/28/2011 03:29PM -----

| Tai entannnart <entannnart@tavninh anw wn >

it

Hinh 23: Cura s6 giao dién man hink thie chi tiét
e. Inngi dung thuw
Pé in ndi dung thu ban c6 thé thuc hién mot trong cac cach sau:
Céch 1:
- Nhén chon thu can in.
- Vao menu File\Print Preview hoic nhan chudt vao mili tén bén phai nit
Print > ° trén thanh c6ng cu dé xem trudc khi in.
- Nhan chuét vao biéu tuong Print et | tran cira sé Print Preview
Céch 2:
- Nhéan chon thu can in. Vao menu File\Print, hoic nhan chon ndt Print
»= " trén thanh cong cy, hodc nhan té hop phim Ctrl+P.
f. Xod thu
Dé xo4 thu trong danh sach ban thyc hién theo cac budc sau:

- Chon thu can xo4.
- Vao menu Edit\Delete Message, hoic nhan chudt vao biéu tuong Delete

. trén thanh cong cy, hoic nhin phim Delete.
Thir sau khi xod sé dwoC chuyén vao trong thir muc Trash. Néu muén xoda han thu
nao dsé, ban can mé thi muc Trash va thuc hién chice ndng xod twong tw nhuw
trén; hodc ¢ buwde xod thw ban giit phim Shift dong thoi trong khi nhan phim
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Delete.

g. Sao chép van ban vao noi dung thu
Néu ban di c6 sin noi dung thu tai mot tép tin nao do, ban co thé sao chép noi
dung d6 vao thu can soan theo cac budc sau:
- M0 tép tin chira ndi dung can sao chép.
- B6i den phan ndi dung can sao chép.
- Vao menu Edit\Copy, hoic nhin chuét vao biéu tuong Copy trén thanh
cdng cu, hoic nhan to hop phim Ctrl+C.
- M& man hinh soan thao thu, dua con tré vao vi tri muén chén vao noi
dung thu.
- Vao menu Edit\Paste, hoic nhan chudt phai va chon chac ning Paste,

hodc nhéan t6 hop phim Ctrl+V.

h. Giki thw cho nhiéu ngwdi cung ldc
Néu mudn giri mot thu cho nhidu nguoi, khi soan thu ban nhap dia chi email caa

nhitng nguoi nhan vao 6 ""To:", cac dia chi email cach nhau boi dau phay.

-
Write: (no subject) =NEEh X

File Edit View Insert Format Options Tools Help

B8 send | + Spelling 0 Attach - nSecunty - & save -
From: | cntsupport <cntsupport@tayninh.gov.vn> cnisupport@tayninh.gov.vn
To: & truongphong@tayninh.gov.wn:phophong@tayninh.govan: tdkhoa@cinotec.coman
Subject:
Body Text Variable Width B anA | AAA|l=i—EEl=z

Hinh 24. Hgp thogi CC Message

Ban ciing cé thé nhdp dia chi email cua time ngwdi nhdn trén time dng “To:”

bang cach: Sau khi nhdp dia chi email ciia mét ngwoi nhan, nhédn phim Enter d@é
24
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xudt hién dng “Te:” tidp theo. Nhdp dia chi email ciia newdi nhdn tiép theo vao

day va Iap lai thao tac trén cho tdi khi hét danh sdch newoi nhan.

i. Guiban sao
Trong trudng hop ban mudn gui ban sao cua thu cho ai d6, sau khi nhap dia chi
email nguoi nhan vao 6 ""To:", ban nhan phim Enter dé xuét hién dung “To:”
tiép theo. Nhan chudt vao miii tén bén trai nut ""To:"" va chon ""Cc:", sau d6 nhap

dia chi email nguoi nhan ban sao vao 6 nay twong tu nhu trén.

j.  Gui ban sao an danh
Khi guri ban sao theo cach **Cc:", ngudi nhan thu s& nhn thdy danh séach tit ca dia
chi email ban guri téi. Tuy nhién, trén thuc té c6 nhiing tinh huéng ban can gui ban
sao cho ai d6 nhung lai khdng mudn nhimg ngudi nhan khéc biét, khi d6 hiy nhap
dia chi email cua ngudi mudn an di vao phan ""Bcc:". Thao tac chon ""Bec:™

tuong tu nhu khi chon ""Cc:"".

K. Sdp xép thir theo mét so tiéu chi
Ban c6 thé sap xép cac thu nhan duoc theo mét s6 tiéu chi nhu thoi gian nhan thu,
ngudi gui thu, tiéu dé thu, dung luong thu. ..

Vao menu View\Sort by.
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Toolbars »

Layout 4

Folders 4

Threads 4 Star

Headers Order Received

Priority

Message Body As 4

v Display Attachments Inline —
Recipient

Text Size » Size
Character Encoding 4 Status
Subject
Read

Tags

Junk Status
Attachments

Message Source  Chrl4+U
Message Security Info

® Ascending

Descending

Threaded
® Unthreaded
Grouped By Sort G

Hinh 25. Sort by

Chon tiéu chi dé loc thu trong danh sach s6 xudng:

Date: Nhan chon tiéu chi nay dé loc thu theo thoi gian thu dugc gui di
Star: Nhan chon tiéu chi nay dé loc nhimg thu nao da duoc danh dau sao.
Order Received: Nhan chon tiéu chi nay dé loc thu theo thu ty thu da
duogc nhan

Priority: Nhan chon tiéu chi nay dé loc thu theo thir ty wu tién.

Sender: Nhan chon tiéu chi nay dé loc thu theo thir ty ting hoic giam tén
Cua nguoi gui.

Recipient: Nhan chon tiéu chi nay dé loc thu theo thir ty tén hm thu nhén
thu

Size: Nhan chon tiéu chi nay dé loc thu theo thir tu ting hodc giam kich
thudc cua thu giri dén.

Status: Nhan chon tiéu chi nay dé loc thu theo tinh trang cua thu gui dén
la méi (New), thuda dugc doc (Read), hoic thu chuyén tiép
(Forwarded).

Subject: Nhan chon tiéu chi nay dé loc thu theo tiéu dé caa thu gui dén.

Read: Nhan chon tiéu chi nay dé loc thu theo tiéu chi thu da doc
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- Tags: Nhan chon tiéu chi nay dé loc thu theo tiéu chi thé danh dau

|.  Binh kem tép tin vao thu

Khi ban muén giri mot tép tai lidu cho ai d6, ban cd thé dinh kém tép tai liéu do

theo cac budc sau:

Tai man hinh soan thu, ban nhan chudt vao biéu tegng Attach trén thanh cong cu.

Khi d6, ctra s6 Attach File(s) s& hién ra cho phép ban chon téi tép tai liéu can giri.

s X
Attach File(s) — - [
| g — -
Wl | L Pr?ir_am Files » Mozilla Thunderbird » - |&,| | Search Mozilla T ] ol
Organize « Mew folder £l '19_1'
B Desktop * [0 Name Date modified Type -
& Downloads
. components 3 File folde|=
=l Recent Places .
. chreme 3 File folde
J defaults 3 File folde
w4 Libraries - i )
= . dictionaries 3 File folde
j Documents = X y
i . extensions 3 File folde
J Music i _ X
— isp 3 File folde
= P_ew — | uninstall 3 File folde
1
=] Pictures % AccessibleMarshal.dll 13 Applicati
E Videos N -
| application.ini 12 Configuri
= " = blocklistxml 12 {ML Do
18 Computer
= E crashreporter.exe 13 Applicati
i SYSTEM (C) . -
4 | crashreporterini 12 Configuri -
ca DATA (DY) I - v
File name: | | [ Files -
[ Open |v] [ Cancel J

Hinh 26. Hop thoai Attach file

Sau khi chon tép tai liéu, nhin nat <<Open>> dé dinh kém tép tai liéu d6 vao thu.

C6 thé dinh kém nhiéu tép tai lidu va nhing tép tai lidu duoc dink kém sé hién thi

trong 6 Attachments bén phdi man hinh soan thu.

m. Trd loi thu

Dé tra 16i mot thu giri dén, ban lam theo cac budc sau:

- Nhén chon thu can tra loi.

&

- Nhin chudt vao biéu twong Reply = trén thanh cng cu xuit hién man
hinh soan thao trong d6 da dién sin dia chi ngudi nhan vao 6 "To:" (lay
tir dia chi d4 guri thu cho ban), tiéu dé thu s& bit dau bang tién t6 ""Re:"
cling véi tiéu d& cua thu trude, dong thoi trich din nguyén toan bo noi

dung thu trudc.

- Soan noi dung thu tra 161 va nhan chudt vao biéu tuong Send < trén
g

thanh cong cu.

Vi cach trd loi trén thi mac dinh thu sé qui dén mét dia chi duy nhdt dé la dia

chi da quri thu cho ban. Tuy nhién, véi nhitng Id thw dwoc qui cho nhiéu newdi,
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ban c6 thé chon tra loi tdt cd moi nguoi bang cach nhan chugt vao biéu twong
Reply Al =~ trén thanh cong cu.

n. Chuyén tiép thi di nhdn cho nguoi khac
Néu ban mudn chuyén thu da nhan tir ngudi nay cho ngudi khac, hdy thuc hién
theo cac buoc sau:
- Nhén chon thu can chuyén tiép
- Nhéin chudt vao biéu trong Forward trén thanh cong cu xuat hién man
hinh soan thao s& hién ra trong d6 dién sin tiéu dé thu s& bit dau bang tién
t6 "Fwd:" cling voi tiéudé cua thu trudc va trich dan nguyén toan b noi
dung thu truéc, ké ca tép tin dinh kém.
- Nhap dia chi ngudi nhan vao 6 " To:" roi nhan chudt vao biéu twong Send

trén thanh cong cu.

0. Mo tép dinh kém
- Nhan chon tép dinh kém can mé.
- Nhéin chudt phai, chon chiic ning Open. Ctra s6 Opening... s& hién ra cho

phép ban chon ung dung dé ma tép tin

Opening Ke hoach hoan thanh tailieu.mmap (3]

¥ou have chosen to open

@ Ke hoach hoan thanh tai lieu.mmap
which is a: Mindjet MindManager 6 Document
from: mailbox:}

What should Thunderbird do with this File?

(&):Open with: | Mindjet MindManager Pro 6 (default) &

() Save to Disk

[] Do this automatically For files like this from now on.

[ OK ] [ Cancel ]

Hinh 27. Hgp thoai Open Attach file

Nhén nit <<OK>> @& ma tép tin.

p. Luu tép dinh kem theo cdc budc sau

Nhan chon tép dinh kem can luu.
- Nhan chuét phai, chon chiic nang Save As. Hop hoi thoai Save

Attachment s€ hién ra cho phép ban chon noi luu tép tin.
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Hinh 28. Hgp thogi Save Attach file
- Nhin nat <<Save>> dé luu tép tin tai vi tri da chon.
g. Xoatép dinh kem theo cdc budc sau

- Nhan chon tép dinh kém can xo4.
- Nhan chudt phai, chon chiic nang Delete.

Tép dinh kém sau khi xod s& khong thé khdi phuc.
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