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SO THONG TIN VA TRUYEN THONG CONG HOA XA HQI CHU NGHIA VIET NAM

_TINH GIA LAI Poc 14p - Tw do - Hanh phic.
TRUNG TAM CONG NGHE TT&TT
S6: 12/TTCNTT&TT - NV Gia Lai, ngay 05 thang 07 nam 2018

VIV huéng dan sir dung hé thong
thu dién tur cong vu.

Kinh gui:
- Van phong Tinh uy Gia Lai;
- Cac Ban xdy dung Pang cua Tinh uy;
- Vin phong Hoi dong nhan dan tinh Gia Lai;
- Vin phong Uy ban nhéan dén tinh Gia Lai;
- Cac S0, ban, nganh, doan thé thudc tinh Gia Lai;
- UBND céc huyén, thi xa, thanh ph6 trong tinh.

Trong thoi gian vira qua, Trung tdm Cong nghé théng tin va Truyén théng
(Trung tdm CNTT&TT) tinh Gia Lai nhan duoc mot s6 ¥ kién phan hdi caa nguoi
ding vé cach sir dung cac chire ning hién co trong hé théng email cong vu nhu:
khdng cai dat, cau hinh va nhan dugc email cdng vu trén céc thiét bi di dong théng
minh... Vay, nham giai quyét cac vuéng mic nhu trén va dé thuan tién trong viéc
st dung va trao ddi théng tin qua hé thong email céng vy, Trung thm CNTT&TT
huéng dan céch str dung cac chire ning caa hé thdng email ¢éng vu cu thé nhu sau:

1/ Nhan théng bao thw dén trén may tinh
Hién co6 2 cach dé nhan thong bao c¢6 thu méi trén hé thdng va ching ta co
thé thuc hién mot trong hai cach sau:

1.1 Nhén thong bao thw méi tir trinh duyét hién cdé caa may tinh:

Buéc 1: Cau hinh thong bao thu dén: Tir man hinh chinh nhap chudt vao
biéu tuwong : Tuy Chon =S¢ thich>Trinh canh hép thw nhu hinh dudi (Hinh
1) . Trinh canh hép thy

Tay chon chinh

Ngay ldptuc v
Hai tdi
Khéng bao getr

50

Thu méi

anh trén thy mé | A
Lidntuc ¥  hién thi hip the thu gon ¥

Trash

Hinh I: Giao dién Cdu hinh théng bdo mail

5.07.2018
07:00




Khi kich chon (1): néu co thu mai thi trén thanh trinh duyét s€ xudt hién
biéu tugng nhu hinh: 49 H& thang thr Gién tr GiaLai X
Khi kich chon (2): néu trinh duyét khong hd trg “thong bao” c¢6 thu méi thi

s& hién thi dong thong tin nhu (4), nguoc lai néu trinh duyét hd trg “théng bao” thi
& gbéc phai man hinh may tinh (trinh duyé¢t) s€ hién thi

Cd thu mait

D Bay 13 théng bao kifm tra

Ignore X  Options= from mail.gizlsi.org.wn

Buéc 2: Cai dit addons hién thi thong bao khi c6 thu méi (Hudéng din thuc
hién trén trinh duyét FireFox)

- Truy cdp: http://addons.mozilla.org/vi/firefox/addon/html-notifications/ sau
do man hinh hién thi:

e HTML Desktop Notifications

bdi Cyril Pacs

Extension to add desktop notifications into firefox, the way it works with Chrome and
Chromium Browser : works with gmail, gtalk (gmail chat), imo.im, and all other websites
that use this technology.

- Kich chon Add to Firefox dé thém, sau dé khéi dong lai trinh duyét

Sau khi cai dat xong khi c6 thu méi hé théng mail s€ co6 tin hiéu am thanh
thong bao thu méi va hién thi thong béo thu tai trinh duyét ciia may tinh.
Han ché cta phuong phap nay |3 khong thong bao thu méi khi trinh duyét
FireFox bi tat.
1.2 Nhan thong bao thw dén tir phain mém POP3
Buéc 1: Tai phan mém tng dung quan ly thu va trinh thong bao thu moi
EmailTray cho Windows, sau d6 giai nén va tién hanh cai dit. Puong dan tai vé:
https://email.gialai.gov.vn/plugins/help/emailtray setup.rar (néu ban cai dit lan
dau thi bAm chon nhu hinh bén dudi Hinh 1.2):



http://addons.mozilla.org/vi/firefox/addon/html-notifications/
https://email.gialai.gov.vn/plugins/help/emailtray_setup.rar

ErmailTray Account Manager =7

Register EmailTray account
If you are an existing user, please log in to EmailTray

Please specify the EmailTray account type:
@ Iam anew user

(7) Iam an existing EmailTray user

| Mext = |’ Cancel

Hinh 1.2: Giao dién Chon loai tai khoan

= Add email accounts (= =&
Add the email accounts that you want EmailTray to check mail for:
Email address Password
2] |huynhny.stttt@dgialai. gov.vn sesnnes =

=

(oo ] [ e |

Hinh 1.3: Giao dién thém tai khoan dé kiém tra thong bdo
Sau khi Thém tai khoén thi nhan "save" dé hoan thanh cai dat.

Budérc 2: Khoi dong chuong trinh ciu hinh va thém mét s6 tinh nang nhu sau :



| Mark all as read [ .@ Nguyén Diing No priority

~ Today 17 test nhan mail Today 10:50 AM

Nguyén Diing

2 EmailTray Settings ®

Email accounts  Customrules @ My accoufit  Alerts  Mail database  Signatures  Other Unregistered user. Sign up

Configure EmailTray notifications

Top fpricrity messages
ow alert when new email arrives Show reminder every 5 minutes
ay voice alert Play reminder every 5 minutes sse

Low pricrity messages

Fhow alert when new email arrives Show reminder never
[JHay voice alert

Mo piority messages

Fhow alert when new email arrives Show reminder never
dlay voice alert

Mesgages to revise

Fhow alert when new email arrives Show reminder never

dlay voice alert
MNoffy me about emails rescued from Spam folders

[ pisable all notifications when applications, such as games and media players, are launched in full-screen mode

Va khi ¢6 mail méi chuong trinh s€ thong bao nhu sau:
RNV RTINS CARLIL L I b

4 No priority
Nguyén Diing

Re: test nhan mail

10:52 AM B
7/4/2018 2

B A m Z Q) ENG

2/ Vé viéc giri thw dinh kém tip tin véi dung lwong 16m:

Ciing nhu cac hé thong email khac, thi dung luong timg file dinh kém khi gui
déu bi gi6i han theo quy dinh nhu: Hé théng Gmail gidi han dung luong file dinh
kém 1a 25MB; Mail yahoo la 20MB,... Hé théng email cong vu caa tinh Gia Lai
cling gi6i han dung luong timg file dinh kém 1a khdng qua 20MB. Vay, dé khong
anh huong dén viéc nhan va gui thu vuot - qua dung lugng cho phep (>20MB) tur he
théng email cong vu cta tinh dén hé théng email cua cac hop thu khac can phai
thuc hién cac budc nhu sau:

Buéc 1: Chia dung lweng file can giri thanh nhiéu file c6 dung lwong nhé.

Hién nay c6 rat nhiéu phan mém thuc hién duoc chirc ning nay, Trung tm
xin hudng dan su dung phan mém quen thudéc WinRar dé thuc hién chia tach va
gop cac file dung lugng lon.

- Cai dit WinRar: Pia chi taii phan mém  WinRar
https://winrar.vi.softonic.com/ va cai dit phan mém ( bo qua budc nay néu may da
cai dat).



https://winrar.vi.softonic.com/

TRl WinRAR 5,20 o . S —— [ ——]

-

" = \ Copyright © 1993-2012
%]% by Alexander Roshal

Destination folder

~ [ sBrowse...
=
\ This is a wrial version of WinRAR archiver. Anyone may use it duning a [}

test penod of 40 days.

PLEASE CAREFULLY READ THE LICENSE AGREEMENT BELOW
BEFORE CONTINUING THE INSTALLATION PROCESS.

- 3

END USER LICENSE AGREEMENT

- W W

The following agreement regarding RAR (and its Windows version - WinRAR)
archiver - referred to as "software” - is made between win rar GmbH - referred
to as “licensor” - and anyone who is installing. accessing or in any other =

o M

fe AT E N OIS V.E -

If you agree to the END USER LICENSE AGREEMENT (BLILA), please cick [Instal]. If you do not
agree, please dick [Cancel].

i | [—T—  ——
Hinh 2.1: Cai ddt phan mém WinRar

- Chia nhé file nén : Chon tip tin can nén va chia nho thanh nhiéu tap tin va
thuc hién Click chudt phai vao file can chia roi chon Add to Archive...

Scan with 360 Total Security

Share with >
Add to archive...

Add to "Chess.rar”

Compress and email...

Compress to "Chess.rar” and email

Restore previous versions

Include in library >

Hinh 2.4: Chia nho file

- Tai Cira s0 Archive name and parameters hién ra, dién tén file vao
0 Archive name, sau d6 xuong phan Archive format chon 1 trong 3 dinh dang
file la RAR, RARS, ZIP (o day chon la RAR).



B Archive name and parameters ? et

General Advanced Options Files  Backup Time  Comment

Archive name Browse...

af5_158C.rar w
Default Profile Update mode

Profiles... Add and replace files w

| Archive tormat Archiving options

@®rar ORapa OzIP [ Delete files after archiving

(] create 5FX archive

Compression method ] create solid archive

Mormal ~ (] add recovery record
Dictionary size [ Test archived files

I ME - JLodk archive

Split to volumes, size

| W [ IMB v Set password. ..

Cancel Help

Hinh 2.5: Chon dinh dang chia

Tiép dén, kéo xudng phan Split to volumes, size gd dung lwong mudn chia
nhé, sau d6 nhan OK d¢ thyc hi¢n chia nhé.

Budc 2: Thyc hién gui mail nhu giri mail thong thuong.

Budre 3: Thue hién nhan mail va ndi file thanh file ban dau:

Sau khi giri mail, ngudi nhan tiép nhan va tai cac file dinh kém vé mot thu muc
trén may tinh va thyc hién cac budc sau:

Click chuot phai vao part dau tién, chon Extract to Chess, WinRAR s& tu dong
ghép thanh file ban dau.

Open

Extract files...
Extract Here
Extract to Chess\

Open with...
Scan with 360 Total Security
Run in 360 Sandbox

Hinh 2.7: Ghép thanh file ban dau

3. V& viéc cAu hinh nhin email cong vu trén cac thiét bi di dong thong
minh:
3.1 Pang ky trén h¢ diéu hanh I0S ( Iphone, Ipad, Mac OS)
Buoc 1: Vao Cai dat - Tai khoan mat khau = Thém tai khoan - Khac



iTunes Store App Store

Ne)

Strc khoe Caidit . Mes:
. N Ry ,-.._r. x|

Hinh 3.1: Cai dit

£} Taikhoan & Mat khdu

£ mai

ai Danh ba

Hinh 3.2: Tai khodn va mdt khéu

B4 Outlook.com

Khac

Hinh 3.3: Thém tai khodn email

Buéc 2: Khai bao thong tin email cong vu ca nhan

sl Viettel = 10:15 @ 7 9@ 97% )
Hay Tai khodn mdi Tiep
Tén hoangnv 1
Email hoangnv.stttt@gialai.gov.vn 2

Mat khau ooooooooooool 3

Mo ta gialai.gov.vn
Hinh 3.4: Khai bao théng tin email cong vu
Dién giai:



(1): Tén tai khoan
(2): bia chi email cong vu
(3): Mat khau email cong vu
Sau khi khai bao xong bam nat 1énh <Tiép> dé thyc hién budc 4
Buwdc 3: Chon giao thuc mail 1a POP
wl Viettel & 10:15 @ 7 @ 97% wm

Hay Tai khoan mai

Hinh 3.5: Chon giao thuc email

Buwéc 4: Khai béo thong tin cia May cha thu dén va May cha thu di > Luu

all Viette| = 10:17 @ v 9@ 97% wmm)
Hay Tai khoan mai Luu
MAY CHU THU DEN 1

Tén may chl mail.gialai.gov.vn
Tén ngudi dung hoangnv.stttt@gialai.gov.vn

Mat khau XYY YYYTYYYY Y]

MAY CHU THU DI 2

Tén may chl mail.gialai.gov.vn
Tén ngudi dung hoangnv.stttt@gialai.gov.vn

Mat khau ooooooooooool

Hinh 3.6: C4u hinh email
Dién giai:

(1): Thong tin may chu dén



(2): Thong tin may chu di

Luwu y: Sau khi hoan thanh cac budc trén, vao Cai dat - Tai khoan mat
khau - Tai khoan email cong vu dé kiém tra cac cong két noi cua may chu thu
dén va may chu thu di.

+ Déi véi mdy chi thu dén, chon Nang cao = cong két noi la 110. Va bo
chon SSL, Khai bao nhw hinh sau:

MAY CHU THU DEN

TénN may chd mail.gialai.gov.vn
Tén Nngudi dung hoangnv.stttt@gialai.gov.vn

Mat khau ecccccccccee

MAY CHU THU BI

SMTP mail.gialai.gov.vn

Nang cao

CAl| BAT THU DPEN

S dung SSL
Xac thuc Mat khau

Xéa khoi may chud Khéng bao gid

Céng may cha 110

Hinh 3.7: Céng két néi may chai thu dén

+ Doi véi mdy chii thu di, chon SMTP = My chii chinh = Cong két noi
1a 25 va bo chon SSL 2 Xong dé luu.

MAY CHU THU PEN

Tén may chd mail.gialai.gov.vn
Tén ngudi dung hoangnv.stttt@gialai.gov.vn

Mat khau escsccccccccce

MAY CHU THU Bl

SMTP mail.gialai.gov.vn

Hinh 3.8: May chu thu di SMTP

-9-



< hoangnv.stttt@gialai.gov.vn SMTP

MAY CHU CHINH

mail.gialai.gov.vn Bat

Hinh 3.9: Tai khoan email cong vu

Hay mail.gialai.gov.vn
May chu D

MAY CHU THU Bl

Tén may chd mail.gialai.gov.vn

Tén ngudi dung hoangnv.stttt@gialai.gov.vn
Mat khau ceecccscccssccs

Sd dung SSL

Xac thuc Mat khau

C8ng may chua 25

Hinh 3.10: Cang két néi may chui thue di

3.2 Piing ky trén hé diéu hanh Android
Buwée 1: Vao Cai dat - Tai khoan va dong bd = Thém tai khoan - Email

Hinh

&

3.1

=
Q
Db
— i

-10 -



Gidi thiéu vé dién thoai

@

Cap nhat hé thdng

Tai khoan va dong bo

®

Google
Hinh 3.12: Tai khodn va dong bg

atloal = 8:04 I

< cai dat Tai khoan va déng bo

Tu déng ddng bd héa dir liéu o« >

=

n Facebook

G Google
° Messenger
&"; Zalo

L Thém tai khoan

Hinh 3.13: Thém tai khodn

aaloal = 8:04 I

< Tai khoan va déong bé Thém tai khoan

™1 canhan (mapP)
™1 canhan (POP3)
& ouo

D Email

M Exchange

Hinh 3.14: Thém tai khoan email

Buwoéc 2: Khai bao thong tin tai khoan email cong vu va Chon giao thac
email Ia POP3 - Ding nhap.

-11 -



atl ol = 8:05 -

. =
POP3(MAC BINH) v

Hinh 3.15: Khai bao thong tin email cong vu

Dién giai:

(1): Dia chi email cong vu

(2): Mat khau email cong vu

(3): Giao thtc email

(4): Bang nhap

Luu y: Sau khi khai bao thanh cong may van chwa nhin dwoc mail thi can
kiém tra lai cdc cong két ndi ciia mday chi thw dén va may chi thw di. Thuc hién
nhir sau: vao Cai dat = Tai khodn va dong bé = Email > Thzet lap tai khoan 2>

Tai khoan email cong vu = Cai ddt mady chii dé kiém tra cdc cong két noi ciia mdy
chii thu dén va mdy chii thu di.

+ P6i véi mdy chii thu dén, cong két noz la 110.
+ P6i véi mdy chii thw di, cong két néi la 25.

all ol = 8:05 T .
< Tai khoan va déng bé Email
Tai khoan

ducduy12224@gmail.com

Boéng bé hda lan cudi04g thg 7, 2018 8:04

duynk.stttt@agialai.gov.vn
boéng bd hda lan cudi04 thg 7, 2018 8:04

Thi&t 1ap tai khoan

Tan suat déng bd, théng béo, v.v...

Hinh 3.16: Thiét ldp tai khodn

-12 -



Cai dat

[3 ducduy12224@gmail.com

@ duynk.stttt@gialai.gov.vn

Hinh 3.17: Tai khodn email cong vu

mail.gialai.gov.vn

110

Khéng bao gid

Khéng

mail.gialai.gov.vn

2.5

Hinh 3.18: Cdc céng két ndi

Trén day 1a mot s hudng dan co ban trong qué trinh sir dung hé théng email
cong vy, dé nghi quy anh, chi doc ki huéng dan dé st dung hé théng email cong
vu duoc dam bao. Péi voi cac chic nang khac dé nghi xem hudng dan cu thé trong
phan Tre giGp cta hé thong email cong vy nhu hinh bén dudi (Hinh 4). Hoic xem
thong tin hudng dan qua dia chi trang thong tin dién tir Trung tam ict.gialai.gov.vn.

F~VHE THONG THU DIEN TU CONG VU TINH GIA LAT

|| Hépthy o

z Thu nhap Thy 56 dia chi Trd gidp Tuy chon Thoat

Hinh 4.

Trong qua trinh sir dung, néu nhan dugc thu rac, dé nghi quy co quan, don
vi, dia phuong hoic c& nhan chup hinh va gui vé dia chi email:
ictgl.stttt@gialai.gov.vn dé Trung tm CNTT&TT c6 bién phap hd trg, huéng dan
ngan chan va xu ly duoc kip thoi.

Truong hop can thiét can hd trg xin vui 1ong lién hé: Trung tam Cong nghé
thong tin va Truyén théng tinh Gia Lai: Ong V6 Hong Phong - Chuyén vién

-13-


ict.gialai.gov.vn
mailto:ictgl.stttt@gialai.gov.vn

Phong Nghiép vu, s6 di¢n thoai: 0938661611; ema11 phongvh stitt@gialai.gov.vn.
Trén day la mot s6 hudng dan co ban vé céch sir dung hé thong email cong

vu clia tinh Gia Lai (....@gialai.gov.vn). Kinh dé nghi lanh dao cac co quan, don
vi, dia phuong quan tam chi dao thye hién theo huéng dan nhu trén./.

Noi nhén: GIAM POC |
- Nhur trén:

< SO TT&TT (ble),
- Luu: VT, NV.

Nguyén Diing





Phong Nghiép vu, s6 di¢n thoai: 0938661611; ema11 phongvh stitt@gialai.gov.vn.
Trén day la mot s6 hudng dan co ban vé céch sir dung hé thong email cong

vu clia tinh Gia Lai (....@gialai.gov.vn). Kinh dé nghi lanh dao cac co quan, don
vi, dia phuong quan tam chi dao thye hién theo huéng dan nhu trén./.

Noi nhén: GIAM POC |
- Nhur trén:

< SO TT&TT (ble),
- Luu: VT, NV.

Nguyén Diing
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