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I. MOT SO CHU'C NANG CHINH CUA HE THONG
1. Ping nhip vao hé thong

- Tt trinh duyét web nhap dia chi: mail.quangtri.gov.vn giao dién dugc
hién thi nhu hinh bén duéi:

(-]
(‘\ GE-.} CONG THONG TIN DIEN TU TINH QUANG TRI

HE THONG THU DIEN TU' TINH QUANG TRI .@. CONG BAO TINH QUANG TR

Tén truy cap
T TGETEE ﬂ 1 "—? HE THONG QUAN LY VAN BAN VA HO SO CONG VIEC
M3&t khau
@ HE THONG THEO D3I THUC HIEN NHIEM VU TiNH

A

O puy tri @ang nhap :") HE THONG THONG TIN GIAI QUYET THU TUC HANH CHINH
DANG NHAP
E, HE THONG BAO CAO - TONG HOP THONG TIN KINH TE XA HOI
Quén mat khau? Huéng dén sir dung

Bon vi quan tri va hé trg ky thuiit: Trung tam Tin hoe tinh Quang Tri

Dia chi: 45 Hung Vuang, TP Déng Ha, Quéng Tri - Email: trungtamtinhoc@quangtri.gov.vn - Dién thoai: 0233 3666112

- NSD nhap “tén tai khoan” (1) va “mat khau” (2) dé truy cip email
cong vu, sau d6 an nut “ding nhap” (3).

*Chi y: Tén truy cdp khéng can go phan dudi mo réng @quangtri.gov.vn

- Giao dién sau khi dang nhap

(@' HE THONG THU DIEN TU

TINH QUANG TR [ T @ Damhba [ teh () cangvice () Captaiieu  ZZ Toychon  Tra citu Email ci Q (¢ TaikhoinTest .

~ Thu muye thu @ SipxéptheoNgay v 1 cubc damthoal

@ Hopthu dén Pham, Tai, Content-flter 20 Thang 4

<9 pagl BANNED contents from you (text/htmi, tetgesthtm)) . DE xem mét cusc dam thoal, b&m chudt vao né.
B Thunhdp

Q Thuréc

T Thiing rac

Luet tim kiém

The

“ Thang Tu 2023 »o»
CN T2 T3 T4 T3 T6 T7
26 27 28 29 30 31 1
2 3 4 5 6 7 ]
9 10 11 12 13 14 15
18 19 20 21 22

16 17
23“25 % 27 B M

30 1 2 3 4 5 6

2. Do6i mat khau tai khoan email cong vu



- Buérc 1: Sau khi ding nhap thanh cong ngudi ding click vao ddu tam giac
tai phan hién thi tén tai khoan.

Q C Tai khoan Test .

Boc thér E Xem

- Bwéc 2: Sau d6 ngudi dung click vao 6 “Thay déi mat khau”

Q C Tai khoan Test ..

Thay ddi s& dién thoai

Thay d&i mat khau

Péng xuat

- Buwérc 3: Nguoi dung nhap cac thong tin theo thr nhu sau
o Nhap mat khau hién tai (1)
Nhép mat khau méi (2)

©)
o Nhap xac nhan mat khau méi (3)
o Nhap ma captcha (4)
o Sau d6 bam vao nut “Thay doi mat khau” (5)
THAY DOI MAT KHAU
Luu y: MGt khéu phdi cd 8 ky tu' trd Ién
- M@t khdu phdi bao gém chi, sé va ky tu ddc bigt(f @ #$ % A& *(J_+=\[{1]};:<>[./2,-).
Tén tai khodn (abc@quangtrigov.vn): test@quangtri.gov.vn

Mét khéu hign tai: csssssse @

Mdat khéu mdi ssssssss @

Xdc nhdn mat khdu mdi ssssssee @
f5@9W4 f5eowd| @

{5 =T

Sau d6 s& c6 thong bao “Péi mdt khdu thanh céng” trén man hinh



Tén tai khoan (abc@quangtri.gov.vn): test@quangtri.gov.vn

Mét khdu hién tai: Nhép mat khdu hién tai

Mat khdu mdi:

Nh&p mét khdu mdi

Xdc nhdn mat khdu mdéi: Nhap Igi mat khdu mdi

g4]'hq2n Nhé&p mé captcha

D& mét khdu thanh céng.

*Chii y - - Mt khau phai c6 8 ky tw tré lén.
- Mat khau phdi bao gém chir, s6 va ky tw déic biét (! @ #$ %
N&FEO A=V <>/ 7,4).
3. Cap nhit méi sé dién thoai hoic thay doi sé dién thoai

Luu ¥: ngudi dung cap nhat sé dién thoai chinh chu dé tién cho viéc 14y lai
mat khau

- Buéc 1: Sau khi ding nhap ngudi ding click vao ddu tam giac tai phan
hién thj tén tai khoan.

Q C Tai khoan Test .

Boc thér E Xem

- Buwéc 2: Sau d6 ngudi dung click vao 6 “Thay déi mat khau”

. d Oid =

Thay ddi sd dién thoai

Thay dai mat khau

Dang xuat

- Buwdce 3: Nguoi dung nhap céc thong tin theo thir tu nhu sau
o Nhap mat khau hién tai (1)
o Nhap sb dién thoai cii (2) — (SO dién thoai cii ¢6 thé bo trong néu
tai khoan chwa cé s6 dién thoai)
4



o Nhap sb dién thoai méi (3)
o Nhap ma captcha (4)
o Sau d6 bam vao nat “Thay d6i sé dién thoai” (5)

Cap nhat so dién thoai

Luuy: - Sddién thogi cd cd thé bd tréng néu tai khodn chua cd s dién thogi.

Tén tai khodn (abc@quangtri.gov.vn): test@quangtri.gov.vn

Mdt khdu h\éﬁ t(_]i: ssssssse @

S6 dién thoai ci: Nhép s8 dién thoai cii

S8 dién thogi mdi: 0123456789 @
° jkbz93
jkbzo3

@ Thay ddi si' dién thoai Reset captcha

- Buwéc 4: Sau d6 sé& co thong bao “Cdp nht sé dién thoai méi thanh
cong” trén man hinh

Cap nhat so dién thoai

Luuy: - S8 dién thogi ci cd thé b tréng néu tdi khodn chua cé sé dién thoai,
Tén tai khodn (abc@quangtri.gov.vn): test@quangtri.gov.vn
Mdat kh&u hién tai: Nhép mét khdu

S6 dién thogi cii: Nhép s6 dién thogi cii

S6 dién thoai mdi: Nhép sé dién thoai mdi

ac@ij Nhép ma captcha

Cdp nhat sé dién thogi mdi thanh cong.

Thay ddi sd dién thoai Reset captcha



Ghi chii: Trieong hop quyén madt khdu ding nhdp, nguwoi ding cé thé tw ldy lai
mdt khau maoi thong qua tin nhan SMS hé thong gui vé so dién thogi trén.

- Buwéec 1: Tu trinh duyét web nhap dia chi: mail.quangtri.gov.vn tai giao
dién dang nhap bam vao muc “Quén mdt khau”

(+]

CUIANG TR

HE THONG THU DIEN TU TiNH QUANG TR]

Tén truy cdp

&t khau

[ Duy tri dng nhap

BDANG NHAP
HU@”Q dé” Sﬁrd'—"”g

- Buwdrc 2: Nguoi dung thyc hién cac budce sau
o Nhap sb dién thoai vao 6 SPT (1) - S6 dién thoai da duoc cap nhat
theo tai khoan
o Nhap email (2) — Cha y nhap day di email theo ciu tric (tén tai
khodn@quangtri.gov.vn)

Sau d6 nguoi ding bAm vao nat “Giri ma OTP” (3) — ma OTP duoc
guri vé so dién thoai cua nguoi dung

L3y lai mat khau

Nhap SDT: 0949550378 {;}

Nhdap email: duongnguyenxuanhieu@quangtri.gov.vn @
(abc@quangtri.gov.vn)

o —

* Ma OTP duwoc gui vé so dién thoai cua nguoi dung.



mailto:abc@quangtri.gov.vn
mailto:abc@quangtri.gov.vn

620552 la ma xac thuc doi mat
khau Email cong vu tinh Quang

Tri.
21:10

- Buwéc 3: (giao dién tiép theo) Nguoi dung nhap céc thong tin sau:
o Nhap ma OTP (1)
o Nhap mat khau méi (2)
o Nhap xac nhan mat khau méi (3)

Sau d6 bam vao nit “ Tao mat khau” (4)

Lay lai mat khau

Nhap OTP: 620552

M(fjt khdu mdl 00900 OORRSY @

Xdc nhan mat khdu mdi: cocssssssce

{3} NSNS Tao mat khau | Lay lai ma OTP

- Sau d6 s& xuét hién thong bao “Tao mat khiu méi thanh cong”

doimatkhau.quangtri.gov.vn says

Tao mét khdu mai thanh céng!

*Chu y:

- Lién hé quan tri hé théng dé cap nhat lai mat khau khi khong c6 s6
dién thoai va quén mat khau.

- Mat khau phai co 8 ky tu tro 1én.

- Mat khau phai bao gom chit, s6 va ky tu dic bist(! @ #$ % ~ & * ()
_EENN] <> 7,0



- Ma OTP c6 hi¢u luc trong 10 phtt va khong chia sé cho nguoi khac.

- Hé thdng chi cho phép 14y lai mat khau qua OTP 3 lan/thang. Néu s6
lan vuot qua 3, vui long lién hé quan tri hé thong (0233 3666112).

5. Tra cwru tai khoan email cii

- Pé tra ctru nhimg thu dién tir trude ngay 08/4/2023 tai hé théng cii nguoi
dung bam vao 6 “ Tra ctru email cii” & thanh menu phia trén tai giao
dién sau khi dang nhap thanh cong

£ HETHONG THU DIENTU
Z TINH QUANG TRI

Thur Danh ba Lich m Cang viéc Cap tai ligu 25 Ti chon  Tra ciru Email cii
) 9 P == 'y

Captailiéu  Tuy chon

® itvb@vpcpn

***** a
v & Thudén (19)
o8 Thang bio yéu ciu phin hdi trang thii nhdn vin bin trén tryc: 07/04/2023 15:14:09

BAO GIA LINH COM

B e

6. Chirc nang Quan ly cong viéc

Tao cac cong viéc tai myc “Cong viéc”, h¢ thong s€ quan 1y va nhdc nhé céac
trang thai cho nguoi dung

a) Tao danh sach cong viéc

- Nguoi ding bam vao 6 “ Cong viéc” ¢ thanh menu phia trén tai giao dién
sau khi dang nhap thanh cong

\ HE THONG THU BIEN TU
TiNH QUANG TRI

Cadng viéc mai v # Sta W xoa Bénh ddu da hoan thanh

- B¢ tao mdi danh sach cong viéc nguoi dung bam vao 6 tam giac (1) ¢ nut
“Cong viéc madi”, sau do bam vao “Thw muc cong viéce” (2)

Thu Danh ba Lich m Cang viée Cap tai ligu S T chon # Chudnb
) g | P == L

Cdng viec mai # Sua

= Thu [nm] @ éSép o
& Lignhé [ne]
2z Nhdm lién hé S3g
Cuéc hen [nal ‘
[z Céngvigc [nk]
[H Tailigu [nd] o]
B Thu muc [nf]
@ Thé [nt] 1]
& Thu muc Danh ba
£ Lich [ol

I Thu MUC CONG VIEC | —f————
5]

Cap tai liéu @



Nguoi dung nhap tén cong viée (1) > chon mau thu myc (2) = Bam nit
“OK” (3) dé tao danh sach cong viéc méi

Tao thu muc cong viec mdi
4_@

Ngudn cdp: [_]D8ng bd céng vige tir dich vu tir xa (vd iCal)

(b o | v |

Tén: Tap hudr|

Mau: Xanh lam ~

- Giao dién sau khi tao méi Danh sach cong viéce

~ Danh sach céng viéc o)

Cdng viéc
Quan Iy van ban
Tap hudn

& Thing rac
Luot tim kiém o)
The o]

b) Tao méi cong viéc

- beé tao cong viéc nguoi dung bam vao nut “Cong viéc moi”

~ Danh sach céng viéc g -
Céng viéc B
Tap huén
1y Thing rac
Lugt tim kigm o
Thé o



Sau d6 nguoi ding dién diy du thong tin tai muc nhu hinh anh bén duéi.
Pé nhan thong bao nhac nho thi nguoi dung tich chon vao muc “ Trinh
nhéc” (1), @ nhan thong bao nhan thu dén ngudi ding bam vao muc
“Cédu hinh” (2) sau d6 bam nat “Luru” (3)

‘ B L | X Béng @ [_] i Tuychon
Chi tigt
f *Chi @&: | Chudn bi tai liéu
Dia diém
Mtrc uu tign: | — Thudng ~
Danh séch cang viéc: | ] Taphudn ~
Sans Serif 12pt Doan van B 7 YU S L A-A =

Tién trinh
Trang thai:
Ngay bit dau:

Ngay dén han

ﬁ Trinh nhac:

<
: |

Chua bét dau v 0% v
8/5/2023 -
10/5/2023 -
10/5/2023 - 840 SA v

{4

=E NSO O— = <>

cu inh <

Email {duongnguyenxuanhieu@quangtri.gov.vn)

* Néu chua c6 email nhan thong bao, nguoi dung bam vao muc
“cau hinh” (4) hinh phia trén = gé tén email vao 6 “Théng bao”
- Bam “Luu”

~ Tuy chon

8 Téng quat
@ Tai khoan
B The

W Bdloc

<y Hoan tac céc thay ddi

Théng bao bing email

Théng bao:

ducngnguyenxuanhieu@quangtri.gov.vn

- Giao dién sau khi hoan thanh tao méi cong viéc

~ Danh sach cong viéc

Céng viéc
Tap hudn
B Thing rac

Lugt tim kiém

The

o] ] Sap x8p theo Ngay ~

Bam vao day d& thém mét céng viéc mai

e

Danh ddu dd hoan thanh

‘| Chuén bi tai liéu
Ngay bit dau: 8 Thang Nam, 2023

. Ngay dénhan: 10 Thang Nam, 2023
Hom nay
Mdre vu tién:  Thudng
Chun bi tai ligu 10/5/2023 Trang thai: Chua bt diu
d Trinh nhic: 10 Thang Nam, 2023 @ 8:40 SA
o

- Heé théng sé& ty dong thong bao canh bao cho ngudi theo dung cai dit

Trinh nhac cong viéc

Chudn bi tai liéu

Tir 8 Thang Mam, 2023 t&i 10 Thang Nam, 2023

Céng viéc: Tap hugn

Bao lai d&i vai: | 1 phat.

Bao lai

Dén han hém nay

Loai bo



DPong thoi giri thu canh bao tai hop thu dén

HE THONG THU DIEN TU
TiNH QUANG TRI

(3 T () Danhba  [=] Lieh (D) Congvizge () Cap tailicu

& Tra loi W, Tra |oi t5t ca # Chuyén tiép o xda @1

~ Thu muc thu o] i Sap xép theo Ngay ~ 100+ cudc dam thoai
> i Hop thu dén (2) ®~ Duong Nguyén Xudn Higu - 3 8:40 54
= Da gul Task Reminder: Chudn bi tai ligu
© Thu'nhap [] Dwong Nguyen Xuan Hieu o4l oA
& Thuric (2) =
Thung rac .
zl J Duong Mguyén Xuén Higu 840 SA
.read-mail
- <
v Task Reminder: Chudn bij tai liéu 2 thu

Tir: "Durong Nguyén ¥uén Higu" =<duongnguyenxuanhieu@quangtri.gov.wn= 10 Thang Mam, 2023 8:40 SA

% Téi:  "Duong Nguyén Xuén Hifu" <duongnguyenxuanhieu@guangtri gov.vn=
Start Date : 08/05/2023
Due Date : 10/05/2023
Where :
Task List : Tap hudn

Notes :

8. Churc nang quan ly lich
a) Tao lich moi

- Pé tao lich méi nguoi dung bam vao 6 tam giac (1) tai nut “Cufc hen
mé6i” > bam vao “Lich” (2)

Cudc hen maoi

= Thu [nm]
2 Liénhé [ne]

~% Nhom lign he

Cudc hen [nal @
[ Céngviéc [mk]

[¥ Tailigu [nd] o)
3 Thu muc [nf]
& The [nt] 1)
& Thu muc Danh ba

| Lich [nl]lq_
£4 Thu muc cong viéc
Co Cap tai lidu

11



- Nguoi dung nhap tén (1) > Chon mau (2) 2 Bam nit “OK” (3) dé tao
danh sach cong viéc moi

Tao lich mdi

Tén: | Céng tac tap hudn| @

Mau: | g5 Xanhlam v | Gee—
() Loai trir lich nay khi béo cao cac [8n rdnh/bén

Giao dién sau khi tao lich thanh cong

~ Lich a

B & Lich
@ Congtac tap hudn
[J 7 Thung rac

b) Tao cudc hen méi

- Nguoi ding chon ngay & phan lich > Bam chudt phai tai ngay di chon >
Bam chon “Cudc hen mé6i”

# 4 ThangNadm 2023 » »
CN T2 T3 T4 T3 To6 T7

30 1 2 3 4 5 i)
I 8 9 n 11 12 13
14 1

Cudc hen mdi [na]
21

Lude hen ca ngay mai
28 2 Tim Thu

4 8 6 7 L 9 10

- Nguoi dung dién day du thong tin vao bam “OK”

12



Thém nhanh cuoc hen

*Chi &5 | Chudn bitép huén
Pia diém: | Trung tam dich vu hai nghi
Hiénthi: | | Ban « | Danh ddu l& | Céngkhai «

Lich: | g Lich ~

Thai gian bat d&u: | 15/5/2023 ~ | {@ |3:30CH e
Thai gian két thic: | 15/5/2023 ~ @ 4:00CH w
Lap lai: | Khang -
Trinh nhac: | 5 phit trudc - Emai
Chi ti&t hon... oK Huy
- Giao dién sau khi tao cudc hen thanh cong
e Hém nay €« 15/5-19/5 = Ngay Tuinlamviéc  Tuin Thang  Danh sach
H 2023 Th2, 15 Théang 5 Th3, 16 Thang 5 Th4, 17 Théang 5 Th5, 18 Théng 5 Th6, 19 Théang 5

8354

8:30 SA
954 Tép huan chuyén dé 1
Trung tam dich vu héi nghj

1084

11-00 SA

1sA
Trua
1 CH
2CH
3CH

3:30 CH - Chu#n bi tap hudn
4CH

5CH

9. Cai @it ciu hinh mail cong vu Quang Tri trén dién thoai

- Nguoi dung sir dung ing dung Gmail ¢6 san dé cai dat cau hinh mail
cong vu dé nhan thong bao va quan 1y, str dung email

Gmail

- Bwéc 1: Nguoi dung mé ing dung gmail> ngudi dung bam vao 6
hinh tron (Avatar) trén thanh tim kiém
13



= Tim kiém trong thu/ @
Chinh

- Buwéc 2 : BAm chon “Thém tai khoin”

rx Gaogle A

¥ -

[ Guén Ij Tai khoin Goagle cis ban ]

&"  Th&m mdt t3i khoan khac

fo Quan ly cac tai khoan trén thidt bi nay

Chinh séch quyin rigng tu +  Bidu khobn digh vu

4
- Buwdce 3: O phan thiét 1ap email chon “Khac” — D6i véi hé dieu hanh I0S
thi chon “Khac (Imap)”

x Thém tai khoan
" ~i
Thiét |ép email Thiét lap email
G Google
G Google
& Cloud
ﬂﬂ Qutlook, Hotmail va Live
u/l Outlook, Hotmail va Live
Yahoo
1) office3ss
@8 Exchange va Office 365 R

pr
K

Khac ] [ 2 Khac (IMAP) ]

- Buwéc 4: Nhap tén email (abc@quangtri.gov.vn) > Bam “ Tiép theo”

Thém dia chi email

Mhap email clia ban
Qest@q uangt ri.gov.un| )
THIET LAP THU CONG

14



mailto:abc@quangtri.gov.vn

Buwéc 5: BAm chon “Ca nhan IMAP)” — Néu ding hé diéu hanh 10S thi
bo qua bucc nay

M

test@quangtri.gov.vn

Pay la loai tai khoan gi?

Ca nhan (POP3)

Céa nhan (IMAP)

- Bwéc 6: Nhap mat khiu cua tai khoan email = Bam “Tiép theo”

M

test@quangtri.gov.vn

Mat khau

- Bwéc 7: Cai dat may chi thu dén va cai dat may chu thu di nhu hinh

| i
Cai dat may chd thu dén Cai dat may chi thu di
Tén rgui ding = Yéu chu dang nhip

| test@quangtri.gov.vn |

.\_ ___/' P Tén ngud ding

A | test@guangtri.gowwn
.-'/ at khau -\.\\] -
b S f M ki

PRI
My ehil I\\
imap.hu angtri.gov.vn
Wéry chi SMTR

imap.quanagtri.govyn

I o)
/| X N

TIEF THED TIEP THED

15



*Tén mién may chu ( may chua thu dén ) va May chit SMTP ( may chu thu
di ) la: imap.quangtri.gov.vn
- Buwéc 8: Bam tiép theo 1a hoan thanh cai dat

g M
Tuy chon tai khoan Tai khoan cla ban da dugc thiét
an suat dang ba haa: |ép vé emEi” [ial"'lg dug[: gl:ri,l

15 phut mot 1&n - P TEn tai khcdn (kivdag Dat budc)

| test@guangtrigov.yn |
Théng béo cha téi khi cd email dén e A

= P . . S LE i . \l
¥ Bdng bd hda email cho tai khoan nay I/Test )
) I\-\._ "y
Tl.,l' cTc,':ng tai xuéng tép dinh kem khi két ndi Bruige hidn thi trén thu ban gu
e ¢
wedi Wi-Fi

10. Cai @it cAu hinh mail cong vu Quéang Tri trén may tinh (
danh cho hé diéu hanh Windows 10 va Windows 11) N

- Nguoi dung sir dung tmg dung Mail c6 sén trén win 10 va win 11 L&
dé cau hinh. Céac budc thyc hién nhu sau

- Buwéc 1: Truy cap vao ung dung Mail. Nguoi ding bam vao nut “Start”
(1) trén thanh Taskbar = Bam vao tng dung Mail (2)

= # Productivity

Manage accounts

Select an account to edit s as.

R Accounts oy
%@ Link inboxes

Jr Add account

- Buwéce 3: Chon “Other account”

16



E Other account

POP, IMAP

ﬁ Advanced setup

- Buée 5: Nguoi dung dién day du thong tin theo budc nhu sau: Tén
email (abc@quangtri.gov.vn) (1) > Tén hién thi (2) > Mat khau (3) >
Sau d6 bam vao “Sign”

Email address

test@quangtri.gov.yn ‘

Send your messages using this name

test a

Password

We'll save this information, so you don’t have to sign in every
time.

=, Cancel

Inbox - Quangtri

_I_

New mail

Accounts

Content-filter at mta0l.quangiri.gov.vn 1]
BANNED contents from you (text/html,.txt test.html) 20/04/2023
BANNED CONTENTS ALERT Our content checker found b

Quangtri
test@quangtri.gov.vn

Folders

17


mailto:abc@quangtri.gov.vn

IL. MOT SO LUU Y

- Dung luong t6i da cia mdi tai khoan tdi da 13 5GB. Dung lugng dang sir
dung duoc hién thi theo hinh bén dudi

Q C Xuén Hiéu .

- Quy tac dat mat khau:
o Mat khau phai c6 8 ky tu tro 1én.
e Mait khau phai bao gém chit, sé va ky tu dic bist(! @ # $ % ~ & *
0_+=\[(\J3:<>10/2,9.
- Khi dang nhap nguodi dung khong can gé phan duéi mé rong
@quangtri.gov.vn

HE THONG THU PIEN TU TiNH QUANG TRI

Tén truy cap

tes

Mt khau

- 86 di¢n thogi lién hé khi can hé tro : Trung tam Tin hoc tinh — S6 dién
thoai: 02333666112

- Link huéng dan ciu hinh email trén dién thoai: Bam vio day
( https://tinhoc.quangtri.gov.vn/uploads/tai-lieu-hdsd/mobi.mp4 )

- Link huéng dan ciu hinh email trén may tinh: Bam véo day
( https://tinhoc.quangtri.gov.vn/uploads/tai-lieu-hdsd/cai-dat-pc.mp4 )
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