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HAI QUAN VIET NAM

1. KHAI QUAT CHUNG
1.1. MUC biCcH

Pay Ia tai lieu hwdng dan st dung hé théng Email Ethange phuc vu cho hoat dong trao doi thw dién
tlr cia Hai quan Viét Nam. Tai liéu dwoc xay dung nham huwéng dan cac can bo Hai quan st dung
dich vu Email bang phan meém Microsoft Outlook 2007.

1.2. BOI TUONG, PIEU KIEN SU DUNG
DPéi twong dwoc st dung hwdng dan nay la toan bd can bd, nhan vién ctia Hai quan Viét Nam.
Diéu kién truy cap hé thédng Email bang Microsoft Outlook 2007 la:
e Nguoi ding cd tai khoan trén hé théng Email cia Hai quan Viét Nam.
e May tinh phai dwoc két ndi vao mang noi bd ctia Hai quan Viét nam
e Heé diéu hanh:
o Windows XP Service pack 2 tr& lén.
o Windows 7/8.

e May tinh dwoc cai dat phan mém Microsoft Outlook 2007
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2. HUONG DAN S’ DUNG
2.1. HUONG DAN CAU HINH

2.1.1. May tinh da join domain

DPéi voi cac may tinh da join vao domain, hé théng sé tw déng ciu hinh chwong trinh
Microsoft Outlook 2007 dé két néi dén hé théng thw dién tr. Ngwdi dung chi can thao tac mot vai
bwéc rat don gian:

Bwéc 1: Dang nhap vao may béng tai khodn cta domain da dwoc cap, chay chwong trinh MS
Outlook 2007 -> Tai man hinh Startup, click Next -> Tai man hinh Accout Configuration, chon Yes roi
click Next.

Add New E-mail Account x|

Auto Account Setup
Clicking Mext will contact vour e-mail server and configure vour Internet service provider or Microsaoft
Exchange server account settings.

Your Name: I Nguyen Anh Tuan

Example: Barbara Sankowvic

E-mail Address: I TuannalS@customs.gov.vn

Example; barbara@contoso.com

Passwurd' I***************

REtva Password: I***************

Twpe the password wour Internet service provider has given you,

[ Manually configure server settings or additional server types

= Back I Mext = I Cancel

Bwéc 2: Tai man hinh Add New Email Account, MS Outlook 2007 c6 chirc nang Auto Discovery sé
tw tim tai khodn cla ngwdi dung. Kiém tra tén va dia chi email ciia minh, néu da chinh xac chon Next.

Bwéc 3: Tai man hinh Online search for your server setting, chd hé théng kiém tra cac théng tin vé
Username va Mail server. Khi hoan thanh click Finish dé két thic qua trinh cAu hinh Microsoft
Outlook 2007 dé két nbi vao mailbox ctia ban. Khi d6, ban da s&n sang dé s dung hé théng thu dién
ter.

2.1.2. May tinh chwa join domain

Trong trdng hop may tinh clia ban chwa join vao domain, ban sé khéng str dung dworc tinh nang tw
doéng céu hinh cta hé théng. Khi dd, ban phai thwe hién ciu hinh bang tay.

Bwéc 1: Trén may tram mai cai dat Outlook 2007, vao Start va chon Control Panel.

e Né&u ché do hién thj ciia Control Panel & Category View, & bén trai clra sb kich vao
Other Control Panel Options va chon Mail.
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e Néu ché do hién thi la Classic View, nhay kép vao Mail.

Bwéc 2: Trong ctva s Mail Setup — Outlook click vao Email Accounts...,0] Trong cira sb
Account Settings, chon tab Email rdi nhan New.

Bwéc 3: Trong clra sd Auto Account Setup, tich vao muc Manually configure server setting or
aditional server type va nhan Next.

Bwéc 4: Trong clra sé Choose Email Service chon Microsoft Exchange va nhdn Next. Trong
ctra sb Microsoft Exchange Settings nhap vao cac théng sé sau:

i v&i ngwoi dung tai Téng cuc va 25 Cuc Hai quan thwdng
o Dién mail.customs.gov.vn vao 6 Microsoft Exchange Server.
o Dién tén ngwoi dung vao 6 User name > Bam Check Name.
o Chon Next

Déi v&i ngwoi dung tai 9 TTDL Hai quan
o Dién XXX-EX01.XXX.haiquan.vn vao 6 Microsoft Exchange Server (XXX la tén
domain twong &ng)
o Dién tén nguwoi dung vao 6 User name = Bam Check Name.
o Chon Next

E-mail Accounts &

Exchange Server Settings
¥ou can enter the required information to connect ko your Exchange server,

Type the name af your Microsoft Exchange Server computer, For information, see your
syskem administratar,

Microsoft Exchange Server: l_rnail.cu stoms. gov.vn

IUse Cached Exchange Mode

Type the name aof the mailbox sek up for wou by wour administrator, The mailbos: name
is usually your user name,

User Mame: |Tuannails Check Mame

More Setkings ...

< Back “ Mext = ][ Cancel

Chon Next thi hién thi man hinh dang nhap, ta nhap User Name va Password theo c4u triuc &
dwdi. R6i chon OK
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Connect to

Ve
>,
1
R
Connecting ko mail.customs.gov.vn
User name: Q Tongcucituannals b
Password: o \

[[Jremember my password

[ OK ][ Cancel J

Bwéc 5: Sau khihé thong kiém tra xong, hé théng sé hién thi tén day da ctia nguoi ding trong 6
Username, nhan vao Next roi sau do nhan Finish dé hoan tat qua trinh cu hinh dang nhap vao hé
thong thw dién tir bang Microsoft Outlook 2007 .

2.2.  HUONG DAN GUI/NHAN EMAIL

GUI THU

Dé tao va gti mot mail méi, ngudi dung chuyén sang tab Mail (mac dinh da & tab nay) va kich chubt
vao nat New hodc nhan vao miii t&n bén phai nat New rdi chon Mail Message. Mot ctra s6 Untitled
Message xuét hién, ngudi dung nhap vao day du cac thdng tin v& ngudi nhan trong muc To va muc
Cc..., Subject va noi dung thw rdi nhan nat Send dé gt thw di.

Trong trwéng hop ngwdi dung mudn gl theo file dinh kém, trong clra sd Untitled Mesage nhén

biéu twong dinh kem U mét cira sb Insert File xut hién, ngudi ding chi dwong dan dén cac file
can dinh kém va nhén nut Insert (Hé thdng thw dién t& ctia Hai quan Viét Nam cho phép givi va nhan
céac thu ¢c6 téng dung lwong dwdi 10 MB). Néu ngudi dung mubn bd di mét file dinh kém da dwoc lva
chon, kich chuét vao file d6 va nhan phim Delete hoac nhay phai chudt vao file va nhan Clear.

NHAN THU

Mac dinh khi nguoi gvi dang nhap vao hé thdng thu dién tir, cac thw méi dwoc givi dén sé tw dong
dwoc chuyen den nguwoi ding va cé thong bao & goc phai dwédi man hinh dé bao cho ngwoi dung biét
c6 thw méi dwoce glri dén.

Trong trwdng hop ngudi ding mubn thwe hién yéu cau g/ nhan, cé thé nhan vao nuat
Send/Receive Lsraese | & thipc hign giril nhan tee thi

TRA LOI THUY

Khi ngwdi dung mudn trd 1&i mot blrc thw ma minh nhan dwoc, chon thw muén trd 161 va
kich vao nit Reply skt #fst28  néu mubn tra 107 cho nguwdi glri hoac Reply All dé tra 16i cho
tat cd moi nguwoi (ca nhirng ngudi trong muc Cc...)

Trong clra sb hién ra, nhdp vao danhsach nguoi nhan va nhap thém cac néi dungcan thiét
néu nguwdi dung mudn va nhan nat Send dé chuyén di.

Nguoi dung ciing cé thé dinh kém thém file khi tra |&i thw. Cach dinh kém file khi ban tra 16i thu twong
tw nhw khi ban gtvi mét thw maoi.
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CHUYEN TIEP THU

Khi nguwdi dung nhan dwgc mot bire thw va mudn chuyén tiép thu d6 cho ngudi khac, ngwdi ding

o Forpare

chon thw mudn chuyén tiép va nhan vao nut Forward

Trong ctva sb hién ra, nhap vao danh sach nguwoi nhan va nhap thém cac néi dung can thiét néu
ngudi dung mudn va nhan nut Send dé chuyén di.

Nguoi dung ciing co thé dinh kém thém file khi chuyén tiép thu. Cach dinh kem file khi ban chuyén
tiép thw twong tw nhw khi ban giri mét thw maoi.

ADDRESS BOOK

Address Book cho phép ngwdi dung dé dang tim kiém dwoc thdng tin v& nguwdi minh can lién hé.
Dé tim kiém mot ngudi dung, ban c6 thé nhap tén ngwdi can tim kiém vao & Type a contact to find
dé hé théng tw dong tim kiém va tra vé danh sach nguwdi dung cé thé 1a ngwoi ban tim kiém hodc
nh&n vao nit Address Book , ctra s Address Book sé& hién ra. Trong ctra sd nay, nhan vao
nat tha coé tieu d& “Show Names from the:” va chon don vi cong tac clia ngudi can tim kiém.

Hé thong sé liét ké ra danh sach nguoi dung ma ban chon va ban co thé dé dang tim kiém
dwoc ngudi can lién hé va cac thong tin lién quan dén ho.
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