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1. Gioi thiéu Webmail

1.1. Dang nhap

Nguoi dung nhap username va password vao 6 Bang nhép dé sir dung email

é VNU % HE THONG THUDIEN TU

sumwoabeanimt  HA] HO(C QUCiC GIA HANOI

TEN DANG NHAP: |__ __|
@vnu.edu.vn

MAT KHAL: |\. ,.|E
(Mt kkhdu phan biét chi hoa 7 chiF thudng)

Luu mat khau BANG NHAP

10 Lfu digm ciia hé thdng webmail mdi
Quén mat khiu | D3ang ky email | Hudng din st dung

1.2. Emall
Bao gdm cac chirc ning sau:
e Soan va gui thu moi
e Doc va tra 101 thu
e St dung ché do hién thi cac thu la message view hoac
conversation view
¢ Thém phan dinh kém

e Chuyén tiép thu cho mét hodc nhiéu ngudi nhan khéc

1.3. SO dia chi (Address book)



1.4.

1.5.

1.6.

o Tao va quan Iy nhiéu s6 dia chi

e Nhipva xudt danh sach lién hé

e Chia sé sb dia chi c4 nhan

e Lich (Calendar)

o Tao va quan Iy nhiéu calendar

o Tao appointments, mettings,events

¢ Chtrc nang chia sé cho phép nguoi quan Iy xem va quan ly lich ca nhan

¢ Cho phép nguoi dung c6 thé xem ké hoach thoi gian ctia ngudi tham
du trong cac appointment, meeting, event.

e Import, export ra cac calendar khac.

Cong viéc (Tasks)

o Tao nhiéu danh sach cong viéc.

e Thém phén dinh kém cho cac cong viéc.

e Quan ly cong viéc, thiét 14p d6 uu tién va theo ddi qua trinh st 1.
o Churc ning chia sé cho phép ngudi quan 1y c6 thé quan 1y danh

sach cong viéc ca nhan.

Tai liéu (document)

o Tao nhiéu s6 ghi chép dé to chirc dit liéu web cia ngudi ding
e Tao cac link dé lién két t&i cac trang web
e Chtrc ning chia sé cho phép ngudi quan 1y ¢ thé quan 1y sd ghi chép

tai liéu ca nhan.

Cap tai liéu (Briefcase)



o Tai va nhap vao cap tai lidu ciia nguoi dung dé c6 thé truy nhap tai liéu
bat ctr lic ndo sau khi di dang nhap vao Webmail

e Tao cac thu muc dé t6 chirc cac tap tin

o Chtrc ning chia sé cho phép ngudi quan 1y ¢ thé quan Iy cip tai liéu

canhan.

1.7. Preferences

e Cach quan Iy hom thu ctia ngudi ding dé lam viéc voi Mail,
Addresss book va Calendar

e Tao nhiéu bo loc thu

o Gan cac phim néng dé thuc hién truy cap nhanh vao danh muyc
email, luu két qua tim kiém, va cac thé.

Thay déi password

o Click vao tab Preferences

e Lua chon tab General > Sign in > Change password.

Mat khau: | Thay ddi mat khau
Pang nhap bang: @ Ning cao (Ajax)

Chudn [HTML)

o Nhap password cii, password mod1i, nhap lai password moi.
Chu ¥: Password ctia ngudi dung khong bao gdm ky tu trong am,

gidng nhu: ¢; 6;...



o Click vao Thay d6i mat khau (Change password) dé xac 1ap
lai password mai.
Quén password
e Céich duy nhit nguoi dung c6 thé 1am néu quén password 1a hiy lién

hé voi quan tri hé thdng dé thiét dat lai password cho ngudi dung.
2. Giao dién Webmail

2.1. Giao dién Webmail

Webmail web client bao gdm cac ving:

] Thanh congcu 6 noi dung 0 ndi dung thu e
Window header thanh tim kiém
thanh l’rng Ll =i 3]
atca n dinh -
dl_lng v Tt Tc thr O 54 xiip theo Ngay © 25 eufie dam the = This is Subject 1 thiing diyp
&, Thtdiin ;
e L] = oot 12/29/2016 * () 7 (Foot Thing Muis Hai 29, 2016 5:52 CH
= 1:-1-1& ot This 15 Subject - This 15 meszans r;-a/ @ SIEE
A R 3 Th nhp
(0] tong quan """"""—m,._‘:“._,,,,u--.n.u O = rost 12/26/2016 LD e
W Thing rac This is Subjact EE] This. 15 meseage body
Tim kiérm I 12/28/2016 -
v Thé This is Subject
# testrag -
# tostrag 2 L ® root 13/28/2016

a 28201
. 4 Thing Nim 2017 » » -
llch Unloehl O ® rost 12/28/2016
* 1oz 3 48] s Thus 15 Subiject
F~& 9 10 11 12 13
14 15 16 17 18 19 20 O # root 12{28/2016
21 22 33 24 25 26 27 Thus is Subject - T
9§ 29 30 31 1
+ @ * root 13/26/2016 .

211  Window header . Hién thi logo, tén chii hop thu. Badm vao mii tén
den bén canh tén cha hop thu, nguoi dung cé thé trruy cap cac ndi dung: Tro
gitip (Product Help), Gi6i thiéu, D6i mat khau (Change password), Dang
xuat (Log out)

212 Application tabs (thanh &ng dung). Cac rng dung ma nguoi dung
c6 thé truy cap bao gom danh sach bén trong tabs. O bén phai 1a Help va Log
off



213 Overview Pane (6 tdng quan). Hién thi cac danh muc, bao gém:
Inbox; Sent; Drafts; Junk; va Trash, hon thé nira khach hang c6 thé tu tao ra
cac danh muc nay.

214 Mini — calendar (lich). Mot calendar nho s& dwoc hién thi & dudi 6
Overview. Chirc nang mini — calendar dugc click hoat & bén trong
Preference, tab calendar.

215 Toolbar (thanh cong cu ) . Hién thi cac hanh dong sin sang cho
ngudi ding 6 thé sir dung.

216 Content pane (6 ndi dung). Khung noi dung nay sé& thay ddi

tuy theo ung dung dang st dung.

21.7 Reading pane (6 ndi dung thw). Noi thu hién thi trong Reading
pane

2.18 Search bar (thanh tim kiém) . Thyuc hién churc nang tim kiém,

bao gom ca tinh ning Tim kiém nang cao
2.2. Cac chirc nang giao dién nguoi sir dung
Giao dién Webmail Web Client bao gdm nhiéu chirc nang thuan tién
2.2.1. Drown — arrow menus

Click vao mui tén nho s€ xuat hién mdt menu nhu sau:

Soan thu -

v |l Théng diép B

&, Lién hé
i Nhom lign hé
[ Cudc hen

[ Cdng viéc

5 Tailigu

' B Thu muc Lign hé
=4 Lich
] Thu muc céng vigc
B3 cap tai lidu



2.2.2. Right - Clickmenu

Click chudt phai 1én trén mdt thu trong vung message view hodc conversation

view ta duoc két qua

€1 7r3 &
) Tra & tat ca
o Chuyén tigp

K »oa bd
2@ Banh dau la Thu rac

& G&n thé théng diép b
&k Di chuyén

@In

) Banh dau la chua doc

P Car

23 Pigu hudng
# 50fa nhu'tao mdi

C& T,E_I|:| |_'||i| |':_'|:
[ Tao cudc hen
[ Tao cdng viéc

9 M trong mét clra sd rigng
= Hi&n thi thu gdic
Clear Search Highlights
2.2.3. Chirc ning lwu cong viéc ciia ngwoi dung
Thu muc Drafts dung dé luu mot email dang soan thao dé.
2.2.4. Overview pane
Folders bao gém cac phan

Sau:



¢ Inbox Ia noi mac dinh chtra cac thu mdéi sau khi nguoi dung dang nhép
e Sent la noi luu gilr cac thu ma nguoi dung da gui di
¢ Draft bao gom cac thu nguoi dung dang soan do hodc soan nhung chua
gui di
o Junk bao gdm céc thu d duoc danh du thu rac (spam) boi hé théng
¢ Trash bao gdm cac thu ma nguoi dung da x6a
Tags I ving hién thi céc thé ma nguoi dung da tao. Click hoat 1én thé d6 dé
xem nhanh tit ca cac thu di duoc dinh vao cac thé.

vy Thé

@ test tag
@ testtag 2

3. Quan ly thw (Managing your email)

3.1. Hién thij thu

D¢ view dugc ¢ ché do Message view hay Conversation view thi nguoi dung click

hoat vao nat view dé chon mot trong hai ché do nay.

@ Xem -

@52 Theo cudic dam thoai | Ip

| = Theo théng digp |
ar

Feading Pane 3
M& réng trao dadi »
S3p xép theo b
Mhdm theo 3

Message view

10



Danh séch céc thu duogc hién thi ra, trong d6 cac thu méi nhét s& duoc hién thi
1€n trén cung cua danh sach thu d6. Cac thu chua doc sé dugc hién thi 14 mau

dam.

Lich Céng viéc  Cap tal liéeu  Tuy chon

L Xem =

O Sap x&p theo Ngay © 39 39 thana diép
a root 12/29/2016

(] This is Subject
a root 12/28/2016

() This is Subject
a root 12/28/2016

() This is Subject

O e root 12/28/2016
§ () This is Subject

Khi doc thu & ché 46 Message View, ngudi dung click chudt vao thu can doc
dé noi dung thu hién thi trén Reading Pane.

Conversation view

Céc thu thudc cung mdt Subject s€ dugc hién thj ra. S6 lugng cac thu cia cung
mot conversation s& dugc dé trong cip dau ngoic don ngay sau subject cta thu

d6. Mdi conversation s& bao gom thur goc va tat ca cac thu tra oi.

Tralei || Tralgitdtea | Chuydn tigp Xoabd | Thurac  Ehv |+ Hanhding v @ e
[ sap xép theo Ngay © 39 cugc d. 1 théng
O # root 12/29/2016

This is Subject - This is message body

] root 12/28/2016
This is Subject

[m} root 12/28/2016
This is Subject

[m} root 12/28/2016
This is Subject

(] root 12/28/2016
This is Subject

Khi doc thu ¢ ché d6 Conversation View, ngudi dung click chudt vao miii tén den

dé hién thi céc thu cé trong conversation, click chudt vao thu can doc dé nodi

dung thu hién thi trén Reading Pane.

11



[0 # ® root, Demp 1 - 13/20/2016
This s Subjeck - This is messags body

O = ¥ root, emo L - 122942016
This is Subjact - This is massaga body

O ®Dbemol 533 CH
1 at

O root 12/29/2016

3.2. Reading Pane

Vi tri Reading Pane c6 thé ¢ bén phai hodc cudi trang. Dé diéu chinh Reading
Pane, nguoi dung click chudt vao miii tén trén thanh cong cu, drop down hién thi

cac tuy chon nhu sau:

Q’ xem -

to Sender @2 Theo cudc dam thoai |p
2 Theo théng diégp

[l khung doc & dusi Reading Pane ’
e[| Khung doc & ban phai Mf réng trao doi g
L] Khung doc tt Sap x&p theo g
Mhom theo .

it mtatZ.vnu.edu.vn.

[ ol S R L LT

3.3.  Phan loai thw

Mot s6 phurong phap dé phan loai thu trong Webmail nhu sau:
e Filter. Preferences > Filter, ngudi ding c6 thé tao quy tic cho cac
hang myc trong cting dong chii dé, ngudi giri, nguoi nhan hodc

cac ky tu khac.

12



1. Chon trang Preferences > Filter

2. Bam nit Create Filter. Hop thoai Add filter hiénthi nhu sau:

Ghi chit: Cae thay A quy the cia b loe dt s ngay Lip tie.
B lgc luing hoat déng
Qur LA G th dule thigt ap 98 b ban nhan duie tin nhin it quan treng, ching duvc di chuyn ra khin Tha 38 ca ban va vae mat taf mue
Thidt 13p ludng hoat déng | [ o o v B ca) thit kifim tra mat cach thsgn ban,

" Baloc B lgc thing didge dén B4 e thing digp gii di
F chky

£ R khor oo quan
% Bia chitin cay

& 50 dhachi
B Lich

R Khang ob két qud ndo dude tim thay,
& Chiasé

4 Thing bido
B nhap / Xudt
(&) Phim tht

3. bat tén cho filter (Filter Name)
4. Chon diéu kién

|batky v
 [bstki |
o tatca

- Bat ky (‘any') nghia 1a chi 4p dung cho mét trong s6 nhitng diéu kién dugc
nhap vao

- Tét ca (‘all') nghia 14 chi 4p dung cho toan bo diéu kién duoc nhap vao

5. Chon diéu kién tiép theo cho filter:

Trong vi du trén anh, diéu kién duoc chon 13 From.

| Chu da - |

TLY

Tdi

Cc

TG hoac Co

Chu d&

Thdng digp

Kich cd

i Magay i s,
MEi dung N
Binh kém tap tin
Bign nhan doc
Bia chi trong
Lich
#a hii

p Paumuccé tén |y

13



6. Chon diéu kién tiép theo. Diéu kién nay phu thudc vao diéu kién nguoi dung

da chon ¢ budc trén.

chira -

ddi sanh chinh xac

khéang déi sanh chinh xac

chira |
khéng chira

phl hop vai digu Kign Ly o dai dign

khéang pho hop vai digu Kién ky tu dai dign

Trong vi du trén anh, 'contains' 1a diéu kién duogc chon. Tir d6, Filter sé tim
nhirng thu dugc gui tir dia chi nguoi giri trén

7. BAm nat + mau xanh dé dat thém diéu kién néu can.

8. Tai phan Perform the following actions, chon thao tac:

Gid trong Thu d&n -

Gl trong Thu dén |
Huy
Di chuy&n vao trong thu muc
Gan the vai

b panh dau 13
Chuyén hudng dé&n dia chi

Trong anh, File into folder dugc chon. Nguoi dung can chon thu muc can dit thu
Thue hign cac hanh déng sauw:

Di chuy&n vao trong thu muc « | Duyat. ..

Nhu vay, cac thu dugc gui tir dia chi da nhap ¢ budc 6 s€ dugc dat vao thu muc da

chon.

14



9. Nhén nut Save d¢ hoan thanh.
o Thw muc (Folder). Cé thé tao cac folder dé td chirc cac thu cua
ngudi ding va ngudi ding cé thé di chuyén cac thu d6 tir folder
nay sang folder khac (xem 3.4)
o Tags. Co thé tao cac tag giéng nhu cac nhén trén thu va sir dung

chtrc nang tim kiém dé hién thi tit ca cdc mail c6 trong mot tag.

- Tao Tags

v Thé

Thé mdi
&t i y
@' testtag 2

-

ol
Tao mdi thé

Tén thé:
& mau cham ~

béng ¥ || Huy bd

- Gan Tags cho thu: Chon thu can gén tags, bam chudt phai va chon Tag message

> New Tag
E b o testtag & Gan the thang digp 8
#F testtag 2 &5 Di chuyén
o & n
9 <& Thé mai
Lee

= Banh dau la chua doc

15



o Conversations. Chirc ning nay sé& ty dong nhom tat ca cac thu
guri di va cac thu guri dén véi cing mot chil dé vao mot cude hoi

thoai riéng Ié (xem 3.1)

3.4. Chirc niing di chuyén cac thw & cac thw muc khac nhau
Nguoi dung co thé chuyén cac thu hoac chuyén toan bd cac cudc hoi thoai tir

folder nay sang folder khac.
o (6 thé kéo va nha chudt ddi voi timg muyc trén cac folder minh

mudn chuyén t6i bang cach click chudt tréi.

¥ “hu muc thar [0 s2Zp «Ep _heakygay © 20 culc d:
Z. Ihodén _ [ ® Lamo - Thy
E-j Th. di}D o] Tho 7 nN&

FB Th-nh tesst
2 thora Tet:T)
— Thln=rar Thiw i= Sk e

message box, Iya chon folder s€ chuyén dén, va click OK.
Di chuy&n cudc dam thoai

Chon thu muc dich
G& vao hd d€ loc danh sach. BAm Tab d& thay ddi

tiéu di€m. Cac phim mdi tén cd th& dugc sir dung
dé& digu huang trong danh sach.

¥ Thu muc thur

&, Thu dén
£ Thu a3 gui
2 Thurac
77 Thong rac

M Béng v || Huy bé

Hodc lya chon mot item, click chudt phai, chon Move. Trong Move

16



3.5.  Chikrc ning thiét 1ap mot dia chi Forward thu

Nguoi dung c6 thé thiét 1ap mot dja chi email dé gtri chuyén tiép cac thu ngudi
dung da nhan dugc va lya chon gitr lai thu trong hom thu cua nguoi dung hodc tu
dong xo4 cac thu khi di forward. Bao gdm céc budc sau:
1 Mo tab Preference, va lua chon tab Mail.
2. Trong ving Receiving Message, phan When a message arrives: Forward
a copy to. Nhap dia chi email s& forward dén.
3 Truong hop mudn tu dong xoa cac thu tir tai khoan ctia nguoi dung, thi
enable Don't keep a local copy of messages.
4. Click vao Save d¢ két thic

Thong diép dén: Chuy&n tigp mot ban sao tdi:

Khéng giff ban sao cuc bd cla cacthdng diép

GUi mot théng diép théng bao tai:

Hi&n thi mét théng bao
Lam sang tab Thu
Lam sang tidu d2 trinh duyat

Phat mat tap tin 4m thanh (y&u ciu trinh cdm QuickTime hodc Windows Media)

3.6. Chitrc niing ldy lai thu di x6a

17



Khi d3 x0a tit ca cac thu va cadc moi lién hé, cac file do sé duoc chuyén dén thu
muc Trash. Ngudi dung c6 thé 1dy lai cac file tir thu muc Trash bang cach kéo va

tha vao thu muc khéc.

3.7.  Chirc nang lam sach thw

Viéc x0a tat ca cac thu trong Trash, bang cach click chudt phai trén folder trash

va lua chon Empty trash. Cac thu trong thu muc nay sé bi xo6a di vinh vién.

3.8.  Sir dung thw muc chira thw rac

Hau hét cac thu khong mong muén duoc loc tu dong va dugc gan nhu mdt spam
trude khi cac thu d6 duoc dua vao Inbox cianguoi dung. Thu d6 co thé 1a mot thu
rac, nhung cling c6 thé khong phai 1a thu rac, khi d6 cac thu rac s& duoc dé o folder
Junk.

Dé danh dau mot thu 1a Spam/Junk, chon thu can ddnh dau, bAm chudt phai va
chon Mark as Spam.

Dé x6a toan bo thu trong thu muc Junk, nguoi dung bam chudt phai va chon
Empty Junk.

[C2 Thurac v

T Thung ri

Tim kiém @ Lam trang Hop thu rac
v The
-;‘ test tag

& testtag

Ccanh bao

1. Ban cd chic chin mudn xoa vinh vién moi thu trong thy
22 myc"Thurac'?

Bong § Huy bad

18



3.9. Doc thuw

3.9.1. Chitrc niing danh diu thw

Céc conversation c6 chira cac thu chua doc s& duoc hién thi ra ddm. Nguoi ding

6 thé thay ddi trang thai cia mot thu da doc thanh chua doc hodc nguoc lai bé'mg
viéc click phai chudt trén thu va lya chon Mark as Unread hoac Mark as Read

tir menu xuat hién do.

3.9.2. Cach m¢ cac file dinh kéem

Tét ca cac email c6 thé bao gdm céc file dinh kém: dit liéu xir 1y vén ban, bang
tinh, cac file van ban, file zip, hinh dnh, cac img dung cai dat, hodc mot loai

file bat ky trén mang may tinh ciia nguoi gui thu,

Khi nhan dugc email c¢6 chira file dinh kém, ngudi dung click dup vao tiéu dé file.

Hop thoai xuat hién cho phép ngudi dung xem hodc luu vé may tinh.

3.10. Soan thu méi (Compose)

Céc budc dé soan thao thu gom:

1 Ngudi diung bdm chon New message tir thanh cong cu.

Soan thu -

2. Trang soan thao s€ duogc hién thj ra

19



Lich  Céng viéc  Céap tai ligu

G Huy ba Luu ban nhap Tuy chon =

[ 1ei |

|Cc:|

Chu ds:

Soan thao &

Sans Serif +  14pt~ Paragraph = B 7T U S5 T A~ A~

Hello1

3 Nhap dia chi, dong tiéu dé, va toan bd vin ban ma nguoi ding

can soan thao.

Dé thém phan dinh kém nguoi dung click vao

| Binh kém |

4. Bam nat Send dé gtri thu di soan.

3.10.1.Pé thém chix ky cho thw (Signature)

Nguoi dung mé trang Preference > Signatures va nhap chir ky

CEp tal licu ety

L bai || Mol bd Haan lai cac thay 48
v Ty chon
€ Tong quan
£ 13 bhodn Tin: Chilky

8 Th chaky sansgem = 14pt- Paragran- B F Y & K
o 8dhoc Chi ki test

e BP0 —\E N

& Rabhéico quan Hello1
W 8iachitincdy

& 56 dachi

-

Lich
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3.11.1. Tra loi thw (Reply)

o Reply: Chi gui tra 15i cho ngudi da giri thu gbe, khong bao gdm
bat ky dia chi cia mot ngudi nao khac trong cac trudng To: va Cc..
¢ Reply to all: Thyc hién chtic ning giri thu t&i tat ca nhitng nguoi da

nhan dugc thu gdc.

3.11.2. Chuyén tiép thw (Forward)

Nguoi dung c6 thé st dung chirc ning Forward dé gui thu cho mot hay nhiéu
ngudi khac. Viéc Forward mot thu s& bao gdm ca phan dinh kém (néu c6)
trong khi néu nguoi dung Reply thu d6 thi s& khong bao gdm cac phan dinh

kem
4, Quan 1y s dia chi (Address books)

S6 dia chi 1 noi nguoi dung c6 thé luu giir cac chi tiét lién lac trong s6 dia chi. Co
thé theo ddi theo contacts va mot Emailed contacts ching dugc tao ra trong tab
Address books.

Nguoi dung c6 thé thay d6i man hinh hién thi cia AddressBooks bang cach
Preference, Address books, thiét 1ap Default contact view.

Dé thém méi 1 contact hodc 1 group contact, ngudi ding chon New contacts hoic
New contact group. Sau d6 nhdp céac thong tin cho Contact hodc Contact group

d6. Nhan Save dé luu két qua.

5. Quan ly lich (calendar)

Webmail cho phép ngudi dung theo dbi va 1ap lich cho cac cudc hen, cudc hop

va cac su kién.

5.1. Tao lich l1am viéc (Calendar)
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Bao gdm cac budc sau:
1 Luya chon tab Calendar

2. BAm chon nut Create new calendar

Lich

v Lich

3. Trong hdp thoai Create new calendar, nhap Tén, Nguoi tham
du, Thoi gian, Noi dung cua budi lam viée

4, Bam nat Send dé guri 161 moi toi Nguoi tham dy
5.2. Huy lich lam viéc

Nguoi dung c6 thé hiy lich 1am viée nao d6 co trong danh sach calendar cia
ngudi diing ngoai trir calendar dd mic dinh. Bao gém céc budc sau

1 Chon lich can huy va bam chudt phai

2 Bam Cancel

3 Chon Send cancellation dé giri thong bao hay ti Ngudi tham du

6. Str dung Tasks

Chtrc nang tasks cho phép nguoi dung tao danh sach céc cong viéc va quan ly
cac cong viée dd hoan thanh. Ngudi ding c6 thé thém vao cc cong viée tir Tasks
default, ngoai ra nguoi ding ciing c6 thé tao ra cac task khac dé to chuc cac cong

viéc cua minh nhat 1a nhitng cong vi¢c dac biét.

6.1. Thém Tasks lists

Cac budc dé tao mot Task list
1 Chon tab Tasks

2 BAm chon Tasks list options va chon New Task List
dia chi Lich Cong viec

Cang viec mdi | Sia o0& ha -

v Chuc n&ng nhiém vi [0 s&p xép theo Ngay = 22

#] céng viée -

77 Thong rac

B3m vao day d& thém



3. Trong hop thoai Create New Task List, danh tén cua task do va chon

mau hién thi cho task do.

4. Click vao OK dé két thic.

6.2. Thém Task

Céac budc dé tao mot Task list
5 Chon tab Tasks

6. Bam chon nut New Task

Thu SO dja chi Lich Cong viec I

Cang vigc mai - SLra oa bd A

v Chuc ndng nhiém vi [0 sép xé&p theo Ngay =

:) céng vige T B3m vao day d& thém
77 Thong rac

7 H
op thoai cho phép nhép cac thong tin chi tiét vé task d6 bao gdm:
Subject, Location, Priority, Task list, Ngay bit dau, Ngay két thuc
cho task do

8 BAm nut Save dé hoan thanh.

7. Sir dung cép tai liéu (Briefcase)

Chtrc ning Briefcase cho phép ngudi dung truy cip tit ca cac file trong
Briefcase. Nguoi dung c6 thé truy cip vao cac file d6 vao bat cir luc nao sau khi

ngudi dung di dang nhap vao hé théng mail.

7.1. Tao thuw muc Briefcase
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1 Click tab Briefcase

2 Bam chon Briefcase folder options va chon New Briefcase
[ TR SRR R

v Thu muc cap tai lie O s&pxépt
T c3p tailidu -
@ Thung rac

3 Hop thoai Create New Briefcase Folder hién thi ra. Ngudi dung
nhdp tén cho New briefcase do.

4. Click OK dé hoan thanh.

7.2.  Luwu tai liéu trén Briefcase

1 Chon thu muc can luu tai liéu
2. Click vao nat Upload file
Lich Cong viec Cap tai lieu l

' Tai l1én tap tin Tal xudng Sira Xod b

lie O Sap xép theo Tén

3 Chon tai liéu can tai I&n
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7.3.

Sau khi tai tai liéu 1én Briefcase, hé thong s& thong bao

‘Successfully Uploaded'

Chia sé thu muc

Chon thu muc can chia sé
Bam chudt phai va chon Share folder

Cura s6 chia sé thu muc hién thi nhu sau

[ chia sé thuéc tinh
Tén: Cap tailigu
Kigu: C3p tailigu
Chia sé vdit & MNgudi ding hodc nhdm ndi b
Khach b&n ngoai

Cang cong (chi xem, khéng y&u cau mat khau)

Email:

Vai tro
Khing Khdng
* Nguoi xem Xem
MNgu'di quan ly Xem, Sifa, Thém, Loai bd

Quan tri Xem, Stra, Thém, Loai bd, Quan tri
Thong diép
Goi théng digp chuin -

Ghi chi: Thong diép chudn hi&n thj tén cla ban, tén cla
cac muc chia s&, cac guyén ban d3 cap cho ngudi nhan,
va thdng tin dang nhap, néu can thiét,

URL
Pé& cho phép ngudi khac truy cap muc nay, digu hudng ho tdi URL nay:
https:fftestmail . vnu.edu....emol@yvnu.edu.vn/Briefcase

Huy bo

Tai day nguoi dung nhap mot s6 thong tin dé chia sé thu muc nhu
Déi tuong chia sé: Internal, External, Public
bia chi email ctia ngudi nhéan chia sé

Quyén cua nguodi nhan chia sé doi1 voi thu muc chia sé
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- Pinh kém tin nhan hoic khong
5. BAm chon OK dé hoan tat
6. Nguoi nhan sé nhan dugc email thong bao vé thu muc duoc chia sé.
Ngudi nhan c6 thé dong y hodc tir chbi nhan thu muc chia sé.
Sau khi chap nhan thu muc chia sé, ngudi dung truy cp Briefcase dé xem thu
muc dugc chia sé
7. Ngudi ding c6 thé thu hoi thu muc di chia sé nhu sau:
- BAm chuét phai vao tén thu muc va chon Edit Properties
- Tai ctra s6 Folder properties, chon Revoke va xac nhin yéu cau thu hoi thu
muc chia sé ctia minh
- Nguoi nhan s€ nhan dugc thong bao vé viéc thu hdi thu muc chia sé. Truy

cap Briefcase, nguoi dung s€ khong xem duoc ndi dung thu muyc nay nira.

8. Tao auto-reply message

Dé tao auto-reply message ta lam theo cac budc sau
o Truy cap trang Preferences
e Chon tab “ ra khoi co quan”

v Tuy chon

€ Tdng quan

i*) Tai khoan

= Thur

B BE loc

& Chitky

i Ra khdico quan
Bia chi tin cay
58 dia chi
Lich
Chia s&
Théng bao
Mhap / Xuit
Phim tat

[ ot om0 @
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Ra khai cd quan
Ra khéi co' quan: @ Khang ool tu ddng tra 1gi
Gl thang digp ty ddng tra lai

Théng diép tw dong tra 1oi:

Ngu'di giri ngoai: E]

Chu ky thdi gian: GUi tu déng tra &) trong khoang thai gian sau:
Bt dau: Midnight 3 ¥/ Cangay
K&t thc: 11:59 CH 3

Hi&n thi rdi/ban nhu: | Ra khai co quan -

e Nhap ndi dung auto-reply va ngay thang

o Sau khi d4 nhap ndi dung va chon ngay thang, bam nat 'Save' dé luu

thiét dat.
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