HUONG DAN
Thay ddi mat khau hdp thw cong vu va sir dung Hop thu Bio cdo vién

PHAN I
HUONG DAN PANG NHAP VA THAY POI MAT KHAU

I. Hwéng din Ping nhap

- St dung trinh duyét Web (Internet Explore, Firefox, Chrome hoac
trinh duyét khéc) truy cap vao Trang thong tin dién tr cua Ban Tuyén giao
Tinh uy Khanh Hoa qua dia chi http://tuyengiaokhanhhoa.vn.

- Nhap chuét trai vao banner “HOP THU BAO CAO VIEN” nhu hinh
bén dudi:
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- Sau khi man hinh cira s6 ding nhap hién thj :

UY BAN NHAN DAN TINH KHANH HOA
HE THONG THU DIEN TU

Bao mat ( )
© P33y 1a mbét may tinh céng cé6ng hay dung chung
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war s | -
Pang nhap

S& Thong tin va Truyén théng tinh Khanh Hoa.
Pia chi- Nha A1, Khu Lién co s6 1 Tran Phad, Thanh phd Nha Trang.
Bién thoai: 058 3563535 - Email: stifi@khanhhoa. gov.vn

Nguoi dung c6 thé lva chon May tinh céng cong hoic May tinh ca
nhan. Sau do6, nhap vao thdng tin tén ngwoi ding va mat khau:

Tén nguoi dung 13 phan tén trong tai khoan e-mail da duogc cép.

Vi du: bvvinh@khanhhoa.gov.vn thi ta chi can go: bvvinh

Mat khau: Mat khau ban dau do hé théng cung cap duoc gui dén cac
ddng chi bao cdo vién tai Cong van sb 282-CV/TGTU, ngay 06/6/2016.

Sau khi nhap tén nguoi dung va mat khau, chon Piang nhap, giao dién
mail s€ hién ra nhu sau:
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I1. Hwéng din thay doi mat khau
Sau khi m¢ hop thu (Pang nhap theo hudng dan tai Budc 1), ta chon
muc Tuy chon phia trén bén phai
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Ctra sb thay doi mat khau hién ra:

4 ¢ H B ©H A

Thur Chinh ta Lich Chung Ving Mat khau

Bai M3t khiu

Mhap mat khiu hién tai cia ban, nhap mat mat khau mdi va nhap lai 88 x&c nhan,

Sau khi liu, cd the ban cin nhép lai t8n nowdi ding va mat khdu cia ban va déng nhap lai. Ban s& durgc théng bdo khi ndo mat

kh&u cia ban durge thay d6i thanh céng.
Mign'tén ngudi ding:  KHANHHOA \whien
M&t khau
Mat kh&u mdi:

¥ac nhan mat khdu mdi:

J L

Sau d6 Bao cao vién nhap mat khau cti da dugc cap, Mat khau maéi va Xac

nhan mat khau méi.

Két thiic quéa trinh d6i mat khau bang cach lua chon Luu va Biang xuat.
Khi thay d6i mat khau thanh cdng, nén déng trinh duyét hién dang mé va co
thé dang nhap tro lai hé théng theo hudng dan tai phan dau tai licu nay.

PHAN II
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I. Tao thu méi
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Man hinh hién ra nhu sau:

Hor W 0 G & Y 8 EZ [ Tuychon.. |HTML v

[ pén... Mhap dia chi nhudi nhan tai day
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Tiéu dé: Mhap tigu d&

Tahoma v 10 » B I U = i= if i£ 7. A- ¥
Mhap ndi dung

+ Muc Pén: nhap dia chi hop thu ngudi nhan:

(vi du: bvvinh@khanhhoa.gov.vn; nvhien@khanhhoa.gov.vn, néu
muén gai thém cho nhitng ngudi nhan khac thi thém hop thu vao
cac muc Bén..., Cc...Néu c6 nhiéu ngudi nhan thi mdi dia chi thu céach
nhau boi dau (;) .

+ Nhap tiéu dé thu (Tiéu dae).

+ Nhap ngi dung thu trong khung I6n phia dudi.

+ Pinh kém tap tin (Attachments): néu mudn gii kém tap tin,
sir dung churc nang nay.

+ Xong chon nit Giri dé gui thu.

2. Kem tap tin: (Attachments)

Dé kém tap tin, tai man hinh tao thu méi, chon muc Dinh kém
tép tin, man hinh hién ra nhu sau:
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Nhap dia chi, duong dan tap tin kém sau d6 chon Open, vi du ¢




day chon tailieuhuongdansudung.doc

+ Muén dinh kém thém céc tap tin khéac thi thuc hién Iap lai theo cac
budc trén.

IL Xir Iy thu dén

Luu y: viéc xu ly thu trong giao dién thu tuong tu nhu thao tac trong
Explorer cua may tinh (khi can c6 thé kéo, tha thu tr muc nay sang
muc Khac)

Dé thao tac véi tung thu, c6 thé thao tac chudt phai tai vang hién thi
thu nhu sau:

Sau khi doc thu xong, cd thé ching ta s& xu ly: x6a (X6a), tra loi
thw (Hoi dap), di chuyén hoac sao chép thu ¢én muc khac (Chuyén dén
Thu muc/Sao téi Thu muc), chuyén thu tiép (Chuyén tiép), ...

- X0a (Delete): sau khi doc xong thu hoac nhan duoc thu rac khong
mong mudn, cd thé thuc hién xo6a thu trong Inbox hoic cac thu muc khac
bang céach: nhan phim Delete hoic click chudt vao nit 1énh Delete

- Tra 1o (Reply): chon thu can tra 1oi va click chuot vao nat Iénh
Reply.

- Chuyén tiép thw (Forward): co ban giong tra 1oi thu nhung ching
ta can nhap dia chi nguoi nhan vao tai muc To..., Cc... gidng nhu tao thu
moi.

- Nhan tap tin dinh kem :

Khi hop thu dén co tap tin dinh kém, ta thiay c6 biéu tuong attach
(kep gidy). C6 thé xem truc tiép hodc tai vé may dé xem./.



