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I. Hwong din déing nhip va thay d6i mat khau lin diu sir dung

- Nhim thyc hién theo Quyét dinh sé 41/2011/QP-UBND ngay 17/6/2011
cia Uy ban nhén dan thanh phé vé viéc ban hanh Quy ché quan 1y va sir dung hé
théng thu dién tir thanh phé va dam bao tinh an toan thong tin cho hop thu dién tir
no6i riéng va Hé thong thu dién tr than phd ndi chung, S6 Théng tin va Truyén
thong d thiét 1ap ché do an toan mat khau hop thu nhu sau:

» Thay d61 mat khau 1an dau tién dang nhap vao hé théng: thuc hién d6i véi
cac hop thu cap maéi.

’ » Thay d6i mat khau dinh ky 3 thang: thuc hién déi voi cac hdp thu da dugc
cap va dang sur dung.

- Doi v6i 2 trudmg hop trén, S& Thong tin va Truyén thong huéng dan cach
thay doi méat khau theo ding quy dinh an toan thong tin ctia h¢ thong:

Bude 1. Giao dién dang nhap hop thu

Nhap vao trinh duyét qu (Internet Explorer, chrome, firefox,...) dia chi
http://mail.tphecm.gov.vn => xuat hién giao dién dang nhap vao hop thu nhu sau:

THANH PHO HO CHIi MINH
HE THONG THU BDIEN TU

Tén nguoi dung:
user01

Mat khau:

*e00000ee

IZ1  Dung phién ban rit gon, tuong thich véi moi trinh duyét

® béng nhap

,  Co quan thuong true mang: S Thong tin vi Truyén théng Tp. Hé Chi Minh
‘% 59 Ly Ty Trong, Phuong Bén Nghé, Quin 1, Tp. Ho Chi Minh
¥ Email: stttt@tphem gov.vn - DT: 35.202.727

Hirdng dan st dung thw dién tiz.



http://mail.tphcm.gov.vn/

Buée 2. Huéng dan dang nhap

- Nguoi ding nhap tén nguoi ding va mét khau vao 2 6 tréng

{ THANH PHO HO CHi MINH
¥ HE THONG THU BIEN TU

o Luu y: “Tén ngudi dung”
Tén nguoai dung: R " R
user01 > khong bao gobm cum ti:
“@tphcm.gov.vn”

Mat khau:

J vung phien ban rut gon, tuong thich

® béng nhap

_ Co quan thuong true mang: SaThorztm\aTm\m:honsz Hé Chi Minh
4‘;& 59 L§ T Trong, Phutmg Bén Nghé, Quin 1, Tp Hé Chi Minh
M Email: stttt@tphem gov.vn - DT: 35.202.727

Hirdng dan st dung thw dién tie.

- Sau khi nhap Tén tai khoan va Mat khau, ngudi dung phai kiém tra déu
check tai myc “Dung phién ban riut gon, twong thich véi moi trinh duyét” =
chon “Dang nhﬁp”

e Néu nguoi dung dd su dung h0p thu => vao giao dién hdp thu s
dung. Giao dién hop thu co thé thay doi tiy vao ngudoi dimg chon hay khéng chon
dau check tai muc “Diing phién bin rit gon, twong thich véi moi trinh duyét”.

e Néu ngudi ding ding nhap 1an diu tién thi => chuyén sang Budc 3

* Luuy:
- Néu danh dau check vao muc “Dung phién bén rut gon, twong thich véi
moi trinh duyét” thi giao dién nguoi dung s& nhu sau: (giéng nhu phién ban cii):



6mmk‘WebApp Nnp vio déy & tin ) Todn b Hap th = ()] W Etuychen @  Dangrudt

R heusi | By chuyén . X6a | i Rac | & = |
tEHoe [ W Cchii g&

Danhin ~ Kich thudrc ‘

Khdng c6 muc nao € hién thi trong dang xem nay

=) MucdaGai
& Mucdaxéans

Nhép 8& xem tét ca thw muc ¥

B Quén iy The myc.

(3 chuyén X Xéa

Trang: 1 (4 4 b 2l

‘ Da két ndi dén Micosoft Exchange
- Néu khong dénh dau check vao myc “Dung phién ban rit gon, twrong
thich v&i moi trinh duyét” thi giao dién ngudi dung phién ban maéi s€ nhu sau:

Luwa chon sap Tuy chon cau
Soan thu moi Hop cong cu xép hép thu Luwa chon céng cu hinh
l ya ya AN I
B3 Outlo sk Web App Thu Lich Ngudi Tacvu (RIS
® thu méi P tim kiém Thuva Ngudi Kiém tra mail A
HOP THU DEN HOITHOAI THEO NGAY w

€ TRALDI €6 TRALOITATCA =3 CHUYEN TIEP

*« titcd chuadoc déntodi da gén <o danfh dau I thu d doc
User02
4 Uathich Hai 30/06/2014 10:21 CH
) . ¥ User02 %
Hibg thudh§ Kigm tra mail 21
Muc da'Gisi Khéng c6 ban xem trudc nao.
Dén: User01;

Bah nhap

4 User01
4

Hép th dén 1 - B

Bah b X6a thu Tra 161 mot hay Chuyén tiép thw
SR nhiéu nguoi cho ngudi khac
Email Rac

Ghi chu




* Khuyén cA0: Nguoi dung khoéng nén sir dung dau check vao muc
“Dung phién ban rit gon, twong thich v6i moi trinh duyét” dé sir dung day du
cac chire ning hd tro ctia Exchange Microsoft 2013.

Buée 3. Huéng dan thay d6i mat khau 14n dau tién sir dung
- Giao dién thay ddi mat kh&u nhu sau:

{ THANH PHO HO CHi MINH
=Y HE THONG THU BIEN TU

Daéi mat khau

Mat khdu ctia ban da hét han dang nhap ban can phai thay
d&i @€ truy cap vao hé thdng Outlook Web App

Tén nguéi ding Tén nguoi dung do quan tri hé thdng
hemGE0T) #| cip. Khéng bao gdm: @tphcm.gov.vn

Mit khau cii

» Mat khau cii do quan trj hé thdng

‘ cap.
Mat khau méi
— > Mat khau méi do ngudi dung ty chon
Xacrbanimat i mes theo quy dinh chung cda hé théng.
® Gui

% Luuy:

Mt khiu méi phai dap ing ding Quy dinh an toin mét khiu => hé thong
mai chip nhin



Mit khau yéu cau toi thiéu 3 ky tu, khong duoc sir dung cac tir trung voi

tén tai khoin ngwoi diung (username)  phai bao gom céc loai ky tu chir
(a,b,c,...), ky twso(1,2,3,...) Ky twdicbiét(@,!,$,# *, &, %, ....).

H¢ thong thu dién tir thanh pho khong chap nhan mat khau khong
bao gom ky tu chir, ky tur s6 va ky tu dac biét

- Sau khi nhap Mt khau méi => chon “Gii”
e Néu Mit khiu méi hop 16 => hé théng chdp nhan => xuét hién man
hinh sau => chon “Chip nhin” => quay vé Budc 2

4\ THANH PHO HO CHI MINH
=% HE THONG THU BIEN TU
Mat khdu cla ban di duoc thay d6i, nhan Chap nhan dé dang nhap bing mét khdu méi

(® Chap nhan

- Néu MAat khiu méi khong hop 18 => hé théng khong chip nhan chap nhén
=> xuét hién man hinh sau va quay vé Buéc 3



C THANH PHG HO CHI MINH
¥ HE THONG THU DIEN TU

Péi mat khau

Mat khau clia ban da hét han dang nhap ban can phai thay
doi dé truy cap vao hé théng Outlook Web App.

The password you entered doesn't meet the minimum
security requirements.

Tén ngudi dung
hem\user01

Mat khau cii

Mat khdu méi

Xac nhan mat khau méi

® Gui

II. Giéi thiéu mdt s6 chirc ning va hwéng din co ban ciia hp thw

1. Giéi thiéu chirc nang ciia giao dién hop thw

- Céc thu ngudi dung nhan dugc sé& nam trong Hop thu dén;

- Cac thu ngudi ding soan nhung giri di chua duoc s& nam trong Ban
nhap;

- Céc thu nguoi dung guri di s€ dugce luu trong Muc da giri;

- Céc thu di x6a s& nam trong Muc da xéa bé (nguwoi ding c6 thé phuc hoi
thw da bi xoa trong muc nay).



Tai khoan
nguoi dung

Chtra cac thw da
dugc x6a

4 User01

Hop thu dén 1

Chira cac
thw giri dén

Chira cac thu rac
nhan dwoc

Ban nhap

Muc da G

Chira cac
thw chwa giri
di dwoc

Muc da'xoa bo’

Chire nang ghi chu

o Email Rac
cho nguoi dung

hi chu’

Chira cac
thw da givi

2. Huwéng din ciu hinh cdc thong tin tai khoan ciia nguwdi dung nhw sau

B3 Outlook Web App Thu Lich Ngudi Tacvu [IRUESSTIRSEEE o M4

4 User01

Lam mai

@ thu mdi B tim kiém Thuva Ngus Kiém tra mail
HOP THU BEN HOI THOAI THEQ NGAY ~

Dt tra’léi tu dong

€ TRALOI €& TRALOITATC  Thiét dat hién thi

tditcd chuadoc déntdi dagancd Quén Iy tng dun,
User02
4 Vathich Hai 30/06/2014 10:21 CH Thay déi chu dé
¥ User02 x>
10:21c

Hép thu déh 1 Kidim tra il Thay déi mat khat
Muc 448G Khéng cé ban xem truéc nio.

lac

Dén: UserD1:
Bah nhap

Hép thu déh 1

Bah nhap
Mug d3 Gl

Chon phén
Thiét dat

Chon phin
Tuy chon

Mug da'xoa bo’

Email Rac

Ghi chu



- Giao dién cau hinh thong tin cua tai khoan nguoi dung nhu sau:

% Outlook Web App

©

tuy chon tai khoan cua toi

tai khoan L&i tét cho nhitng thao tac khac ban... =

td chirc email
Thiét 13p thu tri 16i tu ddng

nhém Két ndi thiét bi hoac dién thoai di déng voi tai khoan ciia ban
hdp thu trang Két ndi Qutiook véi tai khoan nay

) Thay di mat khiu cia ban
thiét dat
dién thoai Téng quét

. - X Tén hién thi Usero1
chan hoac cho phép

Bia chi email: user01@tphcm.govvn

Dung lwgng hop
thu da dung

tng dung

Mirc st dung hép thu

48.57 KB da str dung. O miic 2 GB ban s& knang thé
giH thur

Ngubi lién hé

Dién thoai co quan:

Dién thoai di dong E
utiook Web App Usergl v+ 2~
tuy chon tai khoan cua téi
tai khoan Kétndi thiét bi hoac Gién thoal di éng véi tai knoan cia ban B
!C:) chire email Ket n0i Qutiook v&i tai khoan nay
Thay d6i mat khdu ciia ban .
nhém
hdp thu trang Téng quét
. Tén hién thi: UserQ1

thiet dat .

Bia chi email; user01@tphcm.govvn
dién thoai

- - R Mtkc si¥ dung hp thur
chan hodc cho phép

ng dung 48,57 KB da sirdung. O’ mikc 2 GB ban s& khdng thé
gl thur.

Ngudilién hé

Dién thoai co quan:

Dién thoai di déng:
Chinh sira thong
tin nguoi dung

Thiét a3t cho truy cip POP ho3c IMAP.

[



- Chinh stra c4c thong tin nguo1 dung néu can:

Théng tin tai khodn - User01 froa
» ki Sir dung cac nt dé thay ddi hodc xéa anh clia ban.
vi tri lién lac

céac sé lién lac

Thanh déi 4nh
nguoi dung

Tro gilp

Théng tin tai khoan - User01

Thém thong tin

anh Tén: Tén nguoi dung
.............. — User01
» 10ng quat
o Chik céi d3u:
vi tri lién lac
cac sb lién lac Ho:
*Tén hién thi:
User01
Dia chi email:

user01@tphcm.gov.vn

ey [| huy




Théng tin tai khoan - User01 Tro gitip

-

anh Phé:
tong quét // Thém thong tin
G nguoi dung

cac s6 lién lac

Thanh phé:

l |

Tiéu bang/Tinh:

l |

ZIP/M3 buu dién:

l |

Quéc giaVing:

l [=]

Van nhana El
| Iru I | huy |

Théng tin tai khoan - User01 Tro gitp
Thanh thong tin

lién lac

anh Dién thoai co' quan:
téng quat I
Fax

vi tri lién lac l ]

Dién thoai nha riéng:
I |

Dién thoai di déng:

I |

Iru I | huy




- Chon churc nang tra 161 ty dong nhu sau:

Outlook Web App Userol v 2~

tuy chon quy tac hop thu @én  tra 1&i tu ddng bao céo gl

Tao thu trd 10 tw dng (Vang mat) tai day. Ban ¢4 thé dat thoi gian cu thé bat cau tra 101 hodc Gt cau trd 10i tiép tuc phat cho dén khi ban tat

1

tai khoan

@ Dimng giri tra 1&i tw dong
nhém @ Giri trd 10i tw déng

hép thw trang
Thei gian bat & T2 2014 v/ 1M00CH |~

thiét dat
T v 11.00CH [~
dién thoai
chén hodc cho phép Calibr H 12 . = W A & ¢
rng dung

- Chon céu hinh chit ky cho thu nguoi dung nhu sau:

g
®©

utlook Web App User01 v

D

tuy chon lich ving matkhau
tai khoan chir ky email Xéac nhén da doc
té chire email [calibri 2 B I U === = = £ Chon céch hdi dap cic yéu ciu cho xdc nhin d3 doc
St 3= W A b = B 3 X ox oW @ Hébi toi trwdc khi giri hdi ddp
nhém L
@ Ludn gtlri hoi dap
hép thu trang @ Dirg bao gi giti hdi ddp
thiét dat
dién thoai Ngén doc
chan hodc cho phép Khi viét thu:
[F] Tu déng bao gdm chik ky clia téi trong cic thu toi gk
. @ Nhdp thur trong ngan doc
(rng dung
# Nhép thur & mau riéng
Binh dang thw Chon thoi @iém muc duoc dénh déu 3 D3 doc
. # ©anh d4u muc hién thi trong Ngn doc 12 93 doc
[ Luén hién thi Bee
o =




- Chon cac dinh dang ngon ngft, thoi gian,... cia ngudi dung nhu sau:

(= Outlook Web App

G
tuy chon
tai khoan
td chirc email
nhém
hdp thw trang
thiét dat
dién thoai
chan hoac cho phép

trng dung

- Chon thay doi thong tin mat khau nguoi dung nhu sau:

utlook Web App

G)

tuy chon

tai khoan

t chirc email

nhém

hép thw trang

thiét dat

dién thoai

chan hoac cho phép

(rng dung

vung méatkha

thw lich
Chon ngén ngi, dinh dang ngay va gir dé sit dung va mdi gi ciia ban.
Naén ngir

Tiéng Viét (viét Nam) B

[F] Déitén cacth muc mac dinh dé nhimg tén nay khép voi ngon ngi dwoc chi dinh

Dinh dang ngay: (Vi du: ngay 1 thang 9 n3m 2013 duoc hién thi nhur sau)
011092013 [=]
Binh dang thoi gian

1.01SA-11:59 CH E

Mi gitr hién tai:
(UTC+07:00) Bangkok, Hanoi, Jakarta Izl

thy lich vung m
Thay @bi mat khdu

Nhap mét khdu hién tai ciia ban, nhap mat khiu méi va nhap lai d& xac nhan

Sau khi luru, ban ¢ thé cin nhép lai tén ngudi ding va mat khau ciia ban va d3ng nhap lai. Ban s& duoc thdng bdo khi mat khiu cia ban dwoc thay ddi

thanh céng.

Mién\tén nguei dung
Mat khiu hign tai ‘
Mét khdu méi ‘

Xéc nhdn mét khau méi ‘

User01 v

User01 ~

?v

?v
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