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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
ttr cia Hai quan Viét Nam. Tai liéu dwoc xay dung nham huwéng dan cac can b Hai quan st dung
dich vu Email trén nén tadng Website.

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 théng Email trén Website |a:
e Nguoi ding cd tai khoan trén hé théng Email cia Hai quan Viét Nam.
e Heé diéu hanh:
o Windows XP Service pack 2 tr& 1én.
o Windows 7/8.
e Trinh duyét:
o Internet Explorer 7 tré én.
o Firefox 3.5 tr& lén.

o Google Chrome.
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HAI QUAN VIET NAM

2. HUONG DAN S’ DUNG
2.1. HUONG DAN BDANG NHAP

Ngwoi dung muén vao mailbox (hop thw), ¢ thé dung trinh duyét Web vi du Internet Explorer dé vao
Outlook Web Access:

1. M@ trinh duyét Web, sau dé nhap dia chi sau: http://mail.customs.gov.vn hoac
https://mail.customs.gov.vn/owa

HE THONG THU DIEN TU

HAI QUAN VIET NAM = ..,
_

Tai khoan dang nhép: JUEUUENES

Mét khgu: sesssenes Nhap

Password
BPang nhap

B&o mat ( Hién thi giai thich)

O Danh cho may tinh dung chung
® Danh cho may tinh c& nhan
B Su& dung Outlook Web Access Light

Hwong dan sir dung
hé thong thee dién tie cia Hai quan Viét nam

2. Sau khi nhap dia chi trén vao, trang web clia Mail Exchange sé mé ra va ngwoi dung sé nhap
tai khoan(Username) va mat khau(password) dé tham dinh trwdc khi dang nhap vao hop thw
clia ngwoi dung.

3. Néu Ia 1an dau tién truy nhap vao OWA, ngudi dung sé dwoc thong bao chon lwa ngdn ngl
va th&i gian.
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HAI QUAN VIET NAM

HE THONG THU BIEN TU

HAI QUAN VIET NAM!

Néu ban 6 thi luc kém va i dLJI'ig mbt tl‘ll‘ihﬂﬂl}t man h'lnh;hu"at thiét ldp
did tuong phan cao, ban b thé chon hip kiém duwdi day dé tdi vu hod
Outlook Web App cho [@n nay hodc cho t&t ca cc phién lam viéc tifp theo,
Sau khi ddng nhép, ban cé thé sira ddi lua chon nay bat of lic ndo bang
cach sif dung Tuj chon.

B S dung trai nghiém cida ngudi khiém thi

Chon ngdn ngif ban mudn s dung.

(CGORLTEI Tiéng Viét Viét Nam) [w]

M gid:
{UTC-08:00) Giér Théi Binh Dwong (Hoa Ky & Canada) [v]

B3 két nbi dén Microsoft Exchange
© 2010 Microsoft Corporation. B3o heu moi quyEn.

O day nguwoi dung co thé chon Language : Tiéng Viét.

4. Sau khi nguoi dung da nhap tai khoan (username) va mat khau (password) dé& dang nhap vao
OWA, giao dién ctia OWA c6 dang nhuv sau.

Microsofr
Outlook' Web App
Inbox (0 Trems Options €3]
4 3 Favorites BANew v X - Move ~ Fiter ~ View~ | & :‘g ; fm ; f‘a
:E—_-’} Inbox 0 $ ‘ ‘
L9 unread Mail ad By
@ Sent Items Arrange by: Date ~ NewestonTop ~

There are no items to show in this view.
4 [ Administrator

f_j Inbox

I:Z Drafts

F—B Sent Items
jsj Notes

@ Junk E-Mail
@ Deleted Items

1 O Search Folders

Calendar

{;d Mail
] calendar
Contacts
\z Tasks

5. Céac thw clia nguwdi dung nhan duwoc sé ndm trong folder Inbox, Cac thw ma nguoi dung soan
nhwng gtri di chwa dwoc sé nam trong Outbox, cac thw ma ngwdi dung viét nhap sé& ndm
trong folder Drafts, cac thu do ngwdi dung glvi s& nam lwu lai trong Sent Items va cac thw
duwoc x6a sé nam trong Deleted Items.
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L2 Favorites Chtra céc thw

Chtra cac thw da dwoc gt di
gUi dén B B0k e
LO Unread Mail
(=3 sent Items

il Administrator

Chtra cac thw

viét nhap
@ Sent Item:
_//th Nafes Chura cac
Chirc nang ghi L@ Junk E-Mail th da duoc
chi cho ngudi & Deleted Items
dung g EG Search Folders

2.2. HUONG DAN GUI/NHAN EMAIL
6. Bang nhap vao Webmail clia nguwdi dung, sau dé chon nut New nhw hinh dwi day.

Outlook Web App

BAm New dé
tao m&i email

Mail > Inbox 47 ltems

s Favorites Filter  View ~ L)
) Inbox T — e
L; . | Search Entire Mailbox P .|¥
LB Unread Mail e -

@ Sent ltems Conversations by Date ~ Newest on Top
(esterday A

¢ test mail 2010 "] guiluc 6h16 g
(2 Drafts[1] g From activesync
(5 Sent ltems Lé Quang Hoang Thu 5:43 PM

7. Sau do ta nhap cac théng tin ngwdi nhan, Subject va ndi dung Email. Sau khi nhap xong ta
chon nat Send dé gri email di

@“ https:// mail customs.gov.vn/OWA/7ae=ltem &a=New&it=IPM.Note&cc= MTQuMSAyMTguMTMsZW4tVVIMsNDISNDK2NZISNS & ‘

3 & - H- options. |HTML :’ ey @

BAm Send d& gl mail di

ec...
Subject: Test Email
‘Tahoma VJ‘EV' B I U =i |(s&E# W, Ay

Kiém tra giri nhan
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8. Sau khi giri email, ta c6 thé kiém tra xem email da dwoc givi di hay chwa trong muc Sent Item.

Outlook'Web App
Mail > Sent ltems
4 Favorites New v Delete ~ Move ~ Filter v View~ &
5 Inbox = = =
Search Entire Mailbox i o S
L@ Unread Mail %
L__‘ Sent ltems Conversations by Date ~ Newest on Top
4 test mail 2010 v Khoi tao email moi
3 Inbox Testmail 2003
7 Drafts[1
=] Sent Items 5
[ 3 gui luc 6h16

\a] Deleted ltems tectmail0?
estmaill2

2.3. HUONG DAN S DUNG CALENDAR

Trén thanh bén bén trai, ngwdi dung co thé st dung chtre nang Calendar. Chirc néng cula Calendar
nay la gidp ngudi dung hoach dinh ké hoach va sap xep thoi gian cho cong viéc, co kha nang nhac
nhé& nguwdi dung hoan thanh cong viéc dung theo lich da sap xép trong Calendar.
9. Dé tao ra mot thdi biéu cong viéc, ngudi dung chi viéc chon céng cu 1a Calendar. Sau doé
click New, dién cac théng tin can thiét vao lich réi Save and Close lai.

Microsofy
Outlook' Web App
Calendar
< August 2010 ~ > ?ﬁflc - X -3 e iﬁ]share v | View ¥ Today Ei;‘jDay ﬁ‘v‘iork Week
S MTWTF § < »i20 Friday ' I a
r 23 % 596 L
8 9 10 11 12 13 14 8:
15 16 17 18 1920 21
22 23 24 25 26 27 28
2930311 2 3 4
5 6 7 8 9 10 11 9
4 My Ca}endars 10
ﬁ Calendar
11
......... 12°
=] Mail
ﬁ Calendar 1
85 Contacts
== 2 |
ﬂ Tasks I=

2.4. HUONG DAN SU DUNG CONTACT

Chtrc ndng Contacts 1a noi cho ngwdi dung tao ra va lwu lai théng tin ctia moi ngwoi. Dé tao mot
danh thiép, ngwdi dung chon muc Contact sau d6 click New réi dién day du cac théng can thiét. Sau
do click Save and Close lai.
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Microsoft*
Outlook'Web App
Contacts (2 It=ms S Options [
Show: Anew ~ X B+ | View~ | & 2 B & rorward
€ Al
£ - ¥ Nguyen Xuan Truong
Microsoft Consulta
@ People Arrange by: File as ~ Aontop _'!:lzro:s'r»JtC Ofsuita
€ Groups Tu, Dang Van CoRtact v NxXTruong@hpt.vn
HPT Vietnam
4 My Contacts | 4345822
185 contacts
Nguyen Xuan Truong Profile Job title
Microsoft Consultalt, HPT Vietnam HP
]
[=] mMail
4] Calendar
&=| contacts
5,
iﬂ Tasks

2.5. HUONG DAN SU DUNG TASKS

Chirc nang Tasks (Simple List) tao ra nhirng nhiém vy lam viéc. Trong dé ta c6 thé hoach
dinh ngay bat diu céng viéc va ngay két thiic cong viéc. Chirc ndng Tasks nay con cé thé nhic nhé
ngudi dung sap dén ngay hét han cho cong viéc da dé ra.

Dé tao ra modt nhiém vu (Task), nguwdi dung chon muc Task trén thanh céng cu, sau dé click
vao New roi dién cac thdng tin can thiét. Click Save and Close dé Iwu lai cac task nhiém vu.

Microsoft*
Outlook' Web App
Flagged Items and Tasks (7 Ifems
Show: ENew ~ X B~ B P  vew~ L
C Al P =¥
@ Active Arrange by: Due Date ~ Oldest on Top
€ Overdue - @
)
' Complete
4 My Tasks &g Create new users h
¥ Flagged Items and Tasks Ar Trien khai du an AD-Exchange v
& Tasks &ar Thu thap du lieu nguoi dung v

2.6. HUONG DAN SU DUNG TUY CHON (OPTIONS)
Out of Office Assistant
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sign out | test mail 2010 -

gl Find Someone Options ~

Options
Set Automatic Replies...
Change Your Password...

Create an Inbox Rule...

[ See All Options...

Select a Theme

= - - d
f -
AL

5 o ba
L

0 v

ttions -

] ¥i4 PM

> 14PM

Khi ngwdi dung di cong tac xa hay nghi phép khdng cé mét trong cong ty, khéng thé nhan mail dwoc
thi ngwoi dung nén dung chirc nang nay. Chirc nang nay sé giup nguwdi nhan tw dong gtri thw nguoc
lai cho ngu®i gtri biét 1a minh khéng c6 mat & cong ty lam viéc véi ndi dung dwoc viét duwdi khung bén
dwai sau khi chon chirc nang I'm currently out of the office. Sau d6 click Save and Close dé lwu lai

céu hinh cho nguoi dung.

Microsoftt

OutlookWell - ¢ nang tu dong tra 16

Select what to manageN;

Account

Organize E-Mail Inbox Rules = Automatic Replies = Delivery Reports

Groups
Settings Automatic Replies
¢ Send automatic replies
Phone
[V Send replies only during this time period:
Block or Allow

Xin chao!

Hién tai, t6i dang nghi phép. Toi sé
lién lac v&i ban sau.

Cam on.

Than ai,

bVvT

Start time:  Sat 8/21/2010

End tme:  Tue 8/24/2010

x' X M M

Dinh thoi gian tw tra 1&i bt dau k
nao va ltc nao két thuc

Tahoma Ml B I U b EE E|=Z = E T A7|2

>3
il

Thank you for your message. I am currently out of the office, with limited access to e-mail.

2.7.  HUONG DAN SU DUNG CHU KY CHO EMAIL

Trong phan nay, nguoi dung cé thé cu hinh tuy bién giao dién va tai khodn ctia minh nhw c6
bao nhiéu thuw dwoc thé hién trong moét trang, thong bao cho ngudi dung biét 1a minh c6 mail méi, thé

tao ra chir ky & cudi thw khi givi thw cho moi ngudi.

10. Dé tao ra chi¥ ky, ngudi dung click vao Settings - Email Signature...réi nhap nhirng théng

tin cGia ch ky va sau d6 Save dé lwu lai ciu hinh.

Tai liéu huéng dén str dung hé théng Email Hai quan Viét Nam
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Microsofe*
Outlook' Web App
Select what to manage: |Myseh‘ - l

Account AN B
4 4 @ =
Organize E-Mall Mail spelling Calendar
Groups
E-Mail Signature
Phone
Tahoma v
Block or Allow g
x' X
2.8. HUONG DAN THAY BOI NGON NGU

2 ¥ R &

General Regional Password S/MIME
Read Receipts
Choose how to respond to requests for rea
v B I U abe "
= (¢ Ask me before sending a response
» . A v |- :—; " Always send a response
4 (" Never send a response

Reading Pane

Choose when items should be marked as Re
) Mark the item displayed in the Reading
— .

Nhap chi¥ ky ctia ngudi glri

Nguoi dung cé thé thay déi ngdn ng trong giao dién Webmail tir English sang Tiéng viét, ta

vao Option ->

e Trong Options, co rat nhidu théng tin cho ngudi dung cAu hinh tuy theo yéu cau ctia moi
ngudi. Chirc ndng Out of the Office I& mot trong nhivng chivc ndng can dwoc quan tam.

sign cut | test mail 2010
B8 Find Someone Options ~ @ -
Options
Set Automatic Replies...
Change Your Password... F
ttions

Create an Inbox Rule...

[

See All Options...

Select a Theme

>

E
i

-~ = “"
A‘v)d !‘
> 14PM

198
N\
= DEO

e Settings -> Regional, chon Language : Tiéng VIét réi chon Save.

Tai liéu huéng dén str dung hé théng Email Hai quan Viét Nam
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Mail > Options

Account gi @ =

Organize E-Mail Mail Calendar General

Groups

Settings Regional Settings

Phane Choose your language, the date and time formats to use, and your time zone.
Block or Allow Language:

Tiéng Viét Viét Nam)
slovencina (Slovenska republika)

slovenski (Slovenija) and time formats below.
srpski (Srbija i Crna Gora (Prethodno])
suomi (Suomi) s displayed as follows)

svenska (Finland)
svenska (Sverige)

Tiéng Viét Vigt Nam)
Tiirkee (Tirkiye)
sAnuikd (EAGda)
rarapckn (Bearapua)
Kazak (KazakcraH)
pyccknii (PoccuA)
cpnckn (Cpbuja v UpHa Mopa (MpetxogHol) v
yEpalHecka (Ykpalta)
N2y (NI

33yl (linsL) / Save

R T T

2.9. HUONG DAN THAY BOI MAT KHAU
11. Nguoi dung dang nhap vao hé théng mail qua Web mail. Tai giao dién sau khi dang nhap,
chon Options

sign cut | test mail 2010 ~

W& Find Someon Options =~ @ -

o

Options
Set Automatic Replies...
[ Change Your Password... ]
Create an Inbox Rule... Rl
See All Options...
14 PM
Select a Theme
B
S L
> 14PM

.
2 o) (o

12. Sau khi click Options, chirc ndng Change Password sé& xuat hién dwéi menu Options, click
Change Password

13. Man hinh Change Password xuét hién, nhap mat khau ci va mat khdu méi 2 1an, click Save
dé thay ddi mat khau.
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Outlook Web App

Mail > Options

Account ;4 “4 _;Q &] ;P\

Organize E-Mail Mail Calendar General Regional  Password

Groups

Settings Change Password

Phone Enter your current password, type a new password, and then type it again to confirm it.

BoekorAiu After saving, you might need to re-enter your user name and password and sign in again. You'll be notified

when your password has been changed successfully.

Domain\user name: Tongcuc\Tuannals Nhép password cii

Current password: |
New password:

Confirm new password: Nhap Password moi

J Save

Nhan lai Pacewnrd

Man hinh théng bao ddi mat khdu thanh cong xuét hién, click OK dé hoan tat qua trinh ddi mat khau.
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