BO XAY DUNG CONG HOA XA HOI CHU NGHIA VIET NAM

TRUONG PHXD MIEN TAY Poc lip — Tw do — Hanh phiic

Vinh Long, ngay 2 thdng (()nam 2018

HUONG DAN SU DUNG EMAIL
TRUONG PAI HQC XAY DUNG MIEN TAY

Can ctr quyét dinh s6428/QD-DHXDMT, ngay 7.9/ 1(7/2018 vé viéc ban hanh Quy
dinh quan 1y va st dung hé thong thu dién tir (Email) cong vu cia trudng Pai hoc Xay
dung Mién Tay (MTU). Nhim tao su théng nhat trong cong tac quan 1y va hd tro cong cu
phuc vu trong cong tac day va hoc tap cia giang vién, vién chirc, ngudi lao dong va sinh
vién toan Trudong, moi ngudi thuc hién va lam theo huéng dan sau:

1. Huéng dan ding nhap tai khoan Email cong vu MTU
1.1. Thong tin tai khoian Email cong vu MTU
- T4t ca Giang vién, Vién chirc va ngudi lao dong dugc thiét 1ap email ¢é céu tric theo

mau chung nhu sau:

+ Tai khoan: Ho va tén ddy du viét lién khong déu va @mtu.edu.vn

.

+ Mat khéu mic dinh: S6 CMND hosc CCCD da cung cp.

Vi du: Vién chitc ¢6 ho tén 1a Nguyén Hoang Phuong va CCCD la 086086000358,
thi Email dugc thiét lap cu thé nhu sau:

+ Tai khoan Email;: nguvenhoangphuong@mtu.edu.vn

+ Mat khau: 086086000358

- TAt ca cac sinh vién dang theo hoc tai Truong dugc thiét 1ap email co cAu trac theo mau

chung nhu sau:

+ Tai khoan: Ho va tén 16t viét tat chir cai dau lién khong dau, tén viét ddy du khong
dau, tén 16p dau vao va @mtu.edu.vn

+ Mat khau mic dinh: S6 CMND hozc CCCD d3 cung cép.

Vi du: Sinh vién c6 ho tén la Nguyén Hoang Phuong, 16p dau vao 1a KP21DO1,
CCCD 1a 086086000358 thi Email duoc thiét 1ap cu thé nhu sau:

+ Tai khoan Email: nhphuongkp21d01@mtu.edu.vn

+ Mat khau: 086086000358
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1.2. Cac bwdc dang nhap vao tai khoan Email cong va MTU

- Budc 1: Mo trinh duyét web, truy cdp vao dia chi: https:/mail.mtu.edu.vn hodc

https://email.com

Geoge
Dang nhap
S sung T khodn Google cua ben

Hinh 1.1. Giao dién chinh cia Email sinh vién MTU
- Bude 2: Sir dung tai khoan va mat khau Truong di cép (dia chi c6 phin mé rong
...@mtu.edu.vn), ddng nhdp vao hé théng Email cong vu MTU
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Hinh 1.2. Giao dién dang nhap vao hé théng Email cong vu MTU
- Buéc 3: Sau khi dang nhap hé théng 1in diu, hé thdng yéu cau dit lai mat khiu lin dau
khi dang nhap. Thuc hién déi lai mat khdu (mat khiu ddi lai tir 8 ky tu va bao gdm chit
hoa, chir thudng, ky tu dic biét. sd). nhdp mat khéu ban dau, nhap 2 lan mét khau maéi
giéng nhau.
- Sau khi doi lai mat khau thanh cong. hé théng thong béo ddi lai mat khiu thanh cong va
trinh duyét chuyén huéng dén hé théng Email cong vu MTU.

- Man hinh chinh sau khi dang nhap thanh cong

-

i am
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Xemn cac tinh ndng mdi trong Gmail
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Hinh 1.3. Giao dién sau khi dang nhap Email thanh cong
2. Huéng dén sir dung

2.1. Menu chinh cia Email cong vu MTU
- Compose (Soan) : Trinh bién soan thu guri di
- Mail (Thw) : Quén Iy hop thu, bao gdm thu dén, thu da giri, thu rac. ...

+ Inbox (Hop thw dén): Hién thi cac thu nhan duoc, sb trong ddu () cho biét hién
¢6 bao nhiéu thu chira dugc xem. Khi nhin vao cdc thu nhan dugc s& hién trong phan bén

phai, nhan dup vao tiéu dé cta thu dé xem thu.

+ Starred (Thw gz"m diu sao): Hién thi cic thu duge gfm déu sao, cac thu duoc ge"m
ddu sao mau vang @ quan tam. Gan déu sao cho thu biang cach chon thu va nhin hinh

sao, d6i mau vang; bo gn sao thi nhan hinh sao 1in nira, sao d6i mau tring.
+ Sent Mail (Thw da giri): Hién thi ban sao ciia cc thu da duoc g di.
+ Drafts (Thw nhap): Luu trit cac thu chwa viét xong va chua duogc gui.
+ All Mail (Tt ca cac thw): Hién thi tét ca cac thu ké ca thu luu trit.
+ Spam (Thur ric): Hién thi cac thu bi danh dau 1a Spam.
+ Trash (Thing rac): Hién thi cac thu da bi x6a.

- Chat (Tro chuyén) : Noi tro chuyén truc tuyén.

- Spaces (Khong gian) : Tao khong gian tro chuyén riéng.

- Meet (Hai hop): T6 chuc hoi hop truc tuyén.

ar W e— YA
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2.2. Hwéng dan sir dung co ban Email cong vu MTU
2.2.1. Guithu
- Nhén nit COMPOSE (SOAN)
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Hinh 2.1. Giao dién khi soan thu
- To (Téi): Nhap dia chi ddy du ngudi nhan mail.
Vi du : nhphuongkp21d01@mtu.edu.vn
- Cc (Carbon copy): Cc duge hiéu nhur giri thém mdt ban sao ctia email cho nguoi khac.
Trong danh sach nhitng nguoi duoc giri Ce cua cung mot email vé6i To, ho ¢6 thé

nhin thdy danh sich va nhitng ngudi nhan khic. Tac 1a néu ban gui To cho

abc@mtu.edu.vn, giri Cc cho acb@mtu.edu.vn thi ngudi abe s& biét duge rang ngudi ach
cling nhan dugc email d6 va nguoc lai.

Cc 1a kiéu gtri hitu ich khi ban mubn mét vai nguodi khac nhan duoc ban sao cua
email, nhung ho khong phai ngudi nhén chinh.

- Bee (Blind carbon copy) : Tuong tu nhu Cc, ban s& giri mot ban copy cuia email d6 cho
mot danh sach cac ngudi nhan khéac. Tuy nhién nhiing ngudi trong danh sach nay sé
khong thé nhin thay nhimg nguoi khac, nghia 1a ho khéng dugc biét ring c6 nhitng ai
khéac cling nhén dugc email d6. Nhitng nguoi duge guri ban chinh va giri Ce khong thé
thdy danh sach nhirng nguoi duoc gui theo kiéu Bec.

C6 thé géi mail cho nhiéu nguoi cung mot ndi dung, moi ngudi nhan mail phan
cach bang mot diu chdm phéy (;) hodc dau phdy (,). Ap dung cho muc To, Cc¢ va Bee.

- Subject (Chi dé) : Chu dé cua mail.
- Khung tréng : Nhap noi dung cta mail.

- Thanh cong cu diréi cung :

“f&@ﬁ@@@@ﬁ’ P

A: Tuy chon d@é dinh dang néi dung soan thu.

B
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@ :Goimail cé dinh kém tédp tin cho ngudi nhan.

Lieu y: Vi Iy do bao mat nén Gmail han ché khong cho giti file c6 duéi .EXE. va file
ZIP chita file EXE. Néu muén giri tdp tin *.exe thi ban cé thé nén né lai thanh tdp tin
* rar hodc déi phan mé rong *.exe thanh phan mo rong khdc, vi du .abc réi thong bdo
cho nguoi nhdn. '

N g -
+  Cac tuy chon khac. = " B

’; : Binh kém tép tin cho ngudi nhan st dung Google Driver.

: Chen tap tin dnh vao ndi dung mail. Tép tin anh c6 thé trén mdy tinh hoc trén
Internet.
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Hinh 2.2. Chén anh vao néi dung thu

eo : Chen lién két (hyperlink) vao ndi dung mail. Lién két c6 thé 1a dia chi website
hodc dia chi mail.

Edit Link 5
Text to display: éhtt;a:!ﬁww.r.tuoitre.vn 1
Link to: To what URL should this link go?

® Web address Inttp:/iwww tuoitre vr|
) Email address Test this link
Not sure what to put in the box? First. find the page on the web that you want to link to. (A

search engine might be useful } Then, copy the web address from the box in your browser's
address bar. and paste it into the box above

0K Cancel

Hinh 2.3. Chén duong dan vao Email

d ™ mem —ancu-Bh

dat
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@ :Cheéncac biéu tugng vui vao ndi dung mail.
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Hinh 2.4. Chén céc biéu tuong vui vao ndi dung thu

+ Sau khi soan xong ndi dung mail, nhan niit Send dé géi mail t6i ngudi nhan.
2.2.2. Doc thu

Khi ¢6 Email nguoi khac goi dén cho ban thi Gmail tr dong phan loai thu vao muc
tuong tmg rdi hién théng bao cho ban biét, vi du: Inbox (5) tirc 1a c6 5 1a thu mai chura doc

trong Inbox, ban click vao Inbox rdi click vao tidu dé 14 thu dé xem ndi dung cua thu do.

[ ™ inbax 5] 106000058 X 4
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= M Gmail Q. Searchaf conseriation B oewe- QO E @ O
Ciich chon vao diy 4 doc th ndy
51’ o H 5 t-5ath 1 > 8 ‘:

Google Canh bio bao mdl - Mt g rhis e Windows 132 188 T3 AM

Google Cinh bio bio mat- ThS b el 43 S2ng ship vo tai ¢ LIl

YouTube Cac thay déi trong Dieu khoan dich vy cia YouTube Eon noin dunc emad ady v ching s hién dan_ 5242 @

Google Canh bao baa mal - Thit b rik 43 gy thip

Afrvacy i chosi S Ban 192 188 3 J05@ s edi e

e A 1128720 a
Boagie Canh bdo bho mat - T2 & mal 43 2300 thip Ao td bhosn o

3N oiiz Dan 1911680 25E Mty edu v / a0

Hinh 2.5. Man hinh chinh nhén thu.
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Slared

Sent
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@ Snoozed
B
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' Drafts

v More

Chat

Spaces
* Meet

[ New mesting

M b menbinne

https//mail.google.com/mailfu/4/#m_5151404623004382027

onkic [ QuaniyTang 7 Ma by

i @ Active = o ®

<::_‘;;Céac thay déi trong Diéu khoan dich vu cla YouTube (& o /

N —’—7____—/—4"7 B
Thoug tin Eglm'ﬁﬂ;, théi ;mn’—u?ﬂlﬁ“he i (Iijng thr
nhan the A

Ban nhén duoc-emall iy v ching ti hién dang cap hat DiRT-khedg dich vy

(“Did an”) cla YouTube d& 1am rd c4c didu khodr cla ching toi va the- .
_Wign uieh minh bach voi ngudl ding. Céc Biu khodn nay 3 duoc cap nhét \\
I tuong tu tai Hoa Ky vao théng 11 pam 2020. Nhitng diém méi nay khéng lam
“thay 641 dang k& quyén truy cip hodc guyén sir dyng cla ban d8i val dich vu

Yo u@\ e

-
Ban tom tat cac thay dor——— .~

* Quy dinh han ch& doi véi cong nghé nhan dang khudn mat: Diéy khoan
dich vy dé quy dinh rang ban khdng dugc phép thy thap bat ky thong tin
nao ¢ tha xac dinh dann tinh ngudt khac khi ban khong duge sir cho

nhén /13 e @A MEe di't Inai thAna Hin nau van An haa ARm A3
Hinh 2.6. Thong tin ndi dung thu
5 O @ 88 ® & & O

- Thanh ‘cc”)ng = i
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Back to Inbox (Quay lai hop thw dén): Quay vé hop thu dén.

Archive (Lwu trir): Luu trir mail.

Report spam (B4o ciao spam): Panh du thu rac.
Delete (x6a): X06a mail.

Move To (Chuyén téi): Di chuyén mail.

Mark as unread

Mark as important

Add to Tasks

Add star ’
Filter messages like these

Label (Nhin): Quan Iy nhan.

+ Mark as unread/read: Panh déu 14 thu chua doc.

+ Mark as important : Danh d4u la thu quan trong.

+ Add to Tasks : Thém d4u sao (Phén loai thu quan trong).
+ Create event: Tao su kién trén google lich.

+ Filter messages like these: Loc noi dung thu.
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- Thu ¢6 dinh kém tép tin:

.

Bién L& ST Minh A Dign gl Phuong

B 2eANcToNG .

- M¢ thu :

E3 2 BANG TONG HOP GIO
NAM HOC 2021-2022

s __Chon tai xuéng (Download)

IR

& Tralai ~ Chuyén tiép

Hinh 2.7. Chon tap tin tai vé

- Ban ¢6 thé chon View dé xem hoic Download vé may tinh luu tri.

2.2.3. Traloi thu

- Ban mé thur can doc xong, nhan Reply dé tra 1oi thu.

¥ X & Hugngelnch X | @ Huongdansu X @ MTU-Tuene X |4 R & - g x
Kb, Bl gew s o s
Thear [7) Churka2dipnt [J RauThiylanh [ Corttc (J QuintyTang [ Mabii [ riake eanner &4l ) M7 »
Er @ Active v @ @ B gé g
7 ¢ ¢« BOE B0 G B O SR I S
Compese
Cac thay d6i trong Biéu khoan dich vy clia YouTube el 1o »
* Mail
O nsox 3 YouTabe : -o-mavivoutine on b Hay 24 3020 o]
#r  Stared ) ;
=2 el Chon trd Iéf (Reph) — e s (2}
@ Sncozed S
N X (3 YouTube .
O oah
- Ban nhdn duoc email nay vi chung t3i hién cang c4p nhat Diéu khodn dich vu : o

v Mo i o g L . . o

{"Digu khodn') cua YouTube dé 1am 13 cdc digu khon cda ching tiva thé

hién tinh minh bach voi ngudn diing. C4c Diéu khoan nay d4 dugc cép nhat

fuong ttai Hoa Ky vao thang 11 n2m 2020 Nhimg digm méi nay khong lam
Chat 5 thay déi dang ke cuyén truy cap hoac quysn su dung ctia ban ddi vt dich vu

YouTube
Space c i

Ban tém tdt cac thay 6oi

* Meer

* Quy dinh han ché d3i voi cong nghé nhan dang khudn mat: Didu khoan
dich vu 03 quy dinh ring ban khéng duoc phép thu thap b3t ky thong tir
na0 ¢4 thé xac dinh danh tinh nguti khac khi ban khang duvoc su cho

Hinh 2.8. Chon tra loi thu

- Nhap ndi dung thu can tra 1o




74/ # nbox/FMigzGkXSHl

i ) Tads [ [0 i Theyant [ Coinfic t&él’:h}"’hj D MiMic [ TREREBamerd [N »

:—5 & Active ~ @ @ o

f Compase

i 3 1530 Thiing iy & qua

Inbox : ' i @
Slarred ﬂ YouTube

a

”

@ Snoozed Tisoe § °
B

b

2802 booge LIC 3 iTube 301 Cremry Ave San Brune €A 24046
Sent
Drafts 1
- & +
More
Cam on ban, minh 42 nhén thy
» Chat + Tréntrong|
+ Spaces + -
- et El:tcccc0n- ' g
B New meeting g i

[ Mymestings ; B

Hinh 2.9. Nhéap ndi dung tra 1oi thu va gii di

- Nhén nut Send @ goi thu.

2.2.4. Chuyén tiép thir

- Ban mé thu doc thu xong, nhan Forward dé chuyén tiép thu cho ngudi khac.

i M Jacthg sdipongBidukh. X 4

¢ 3 O & mailgoogecom/maliudi bl

28 ¢ TSR RTTR o
oo

= M Gmai B oexm- OB @G A
£ Compose ¢« B 0 ® 2 @ & & D it { ) g+
8 ¢
- Mai

o

@

[ RathiyCank [ Corfic [JQuinlyTang [ M5Mae () Tatié dannerdl [

0 inbe ] el wsa o &
& Staes Aeply
@ snwored ¥ ¢ Forward

3 YouTube

B S Fliter messages like this
O Drafts Zrin
- Ban nhan duoc email nay vi chung i hién dang cap nhat Dieu khodn Selete this messace

{*Diéu khoan") clis YauTuze 68 2m 13 cac diu khodn cua ching 161 v
hign tinh minh bach vai ngudi diing. Cac Bidu khoan nay ¢3 duoe cip
tuong s 12 Hoa Ky vao thing 11 ndm 2020, Nnimg didm méi ndy kha

Slotk YouTuoe'

Repard spam

’ + thay d0i déng k& quyén truy cép hodc quyén st dung cha ban 66i voi ¢ Repart phishing
YouTupe
» Reacar 1 3now grignal

Bar tom 13t cac thay dai:

. Translate message
B « Quy dinh han ché doi voi cong nghé nhén dang khuon mat Didy Download message
B How ey dich vy 83 cuy fich réng ban khdrg duoc paép thy thap bat iy th R
[ wrmes nao ¢ 1he xac dinh danh tinh ngui khac xhi ban khong duge sy

anén ~i3 nrrr A4 MEr A6 laai thane tin nau uAn lidn han Adm 2

Hinh 2.10. Chon chuyén tiép thu

SOSENG TR TCRoRL Bao GEYDH Ee s

trgawe [ A [ Niglueeg it [ Tende [ g TEnBirThea [ Chuidn D3

B e |
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- Nhép dia chi mail day dii ciia ngudi nhan va néi dung.

M Cicthay 88 tong Didukt: X + L R = s ) X
« G # mailgoogle.comsmmsiiud Hink ox Thifeg 258 XS ihe TN B &% 2 fn "D E @ L
B8 odue [ aokermve [ Mengluomg M vz [ Tando [ Nap Tn Ban Thes in D 3 ra ane [} e T Gudn s [ Mavaa O i tonne s 3 MR »

= M Gmail Q seanch al sorversstane s @ Active ~ @ @ © & n
E

7 € B 0 @ B @ @& @ D ¢ W g
Compose
- Mail dp g 3 =g ay O r
0 inbox 4 @
&3 Youluhe
v Stared
@ snoozed Bru 4026 2]
B> 3emt
[} Drafts 1 2 o ToE B B
#
v Mare Chea ban
Cam on ban minh 93 nhan thy
+ Chat + Tedn vong
* Spaces
sond - NEN BN R S I N 4 ‘e
* Meet
Bk New meeting
N My mestings >

Hinh 2.11. Nhép noi dung va chuyén tiép thu
- Nhén nit Send dé chuyén tiép thu.
2.2.5. Xoa thu

- Ban c6 thé x6a thu bfmg cach mé thu, sir dung nut Delete trén thanh cong cu. Cach nay
chi x6a thu hién hanh.

- Bé x6a nhiéu thu, ban danh dau thu can x6a va nhan nut Delete (x6a) trén thanh cong
cu. Céc thu bi x6a s& khong mat ma duoc cho vao Trash (thung rac) va s€ dugc tur dong

x6a sau 30 ngdy. Viéc nay nhim giup cho ngudi sir dung c6 thé phuc hdi cac thu da 15
tay x0a

M inbox [4) - 1921580205 X + @ v = (=]

B o ol Gt YD s

B8 Ungaung [ AsRErmve [0 NésgluangMarTrai [ Tedo [ nep iendenThas [) Chupln 06 20F [T Ras Thiy Canh [ Contac Tyouiniytana [JMiMau [7) Btk Sanner s [ 270

x
&
= My Gmail Q. Search all dorveristion = erive- B @ B4 (o]
E

<« C & mailgooglecom/masi

7 < B- 8 08 & @ &« @ D i ST A
Composs
‘@ ocoogke = Canh bio bio mat - Ma $3ag g 1réa Windows 192 166.0 2C5gmiu ecu.vn Dhing 13 phit hisa th o2
Mol 3 Google Canh bio bio mat - Thiél bi ma: (3 Mg nhap vao 1hi khodn ciis ban 192 165.0.205@miu.edu v Al 53121
£ mbox 1 YouTube, Dzt Céc thay @i trong Digu khodn dlch vy cda YouTube - Chio han Gam om bar, minh &3 nhin thu Tran Y g @
r Starred
& Google Canh bdo bao mét- Th & bima d W) niEp vho ¥ khod 11728720
0 Snoczed
B s Googie Canh bdo bao mét - Thi&k bi meér da dang nhap vio S khoan 00a bean 19216 8731720
[ Doratts
o+
v Mae
1300
v Chat +
» Spaces +
= Mest

aiDEkES A df I NG _

Hinh 2.12. Chon nhiéu Thu, x6a cung lac

-— i .

Re D &
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- Néu muédn xoa han cac thu nay khoi thung rac thi chon Trash (thung rac), ban chon

mot g%ac nhiéu thu cin x6a va nhén nut Delete forever (X6a vinh v1en)
chc a’ M Trash - 132158

2o ol §rwd i e
i

0 ttng Luong i T [ Tande [0 Nep TR D Thsei [} Cravén 04 PRF [ Rau Thiy Cann Clcenu: [ GudntTang 03 MaMag bl Ké Tanner &5 (] MU

L
5
X
14

iz Sactve - @ | o g

ch["x

@ From = ™ Anytime - % Hes artachment B To v © Exciude Socia © fxclude Promotions  Advanced search

Y
o
3
g
N

B+ Deleta tprover 0] B O & m D i T ¢ y 8~

- Mail
o on . Messages that have deen in Trash meore thon 30 deys witl be automatically deleted.  Ermpty Trash now
Ry S \
% \
( B@me i \,‘ Microsoft Outlook Test Message This is an email message sent antariatically by Microsoft Gutleak 31020
= - e 7 8
@ S
Xoa vinh vidn
» @ Categories ¥ *
83  Manage iabsls
Create new
4+  Create new |abel 404 1 ac
+ Chat *
* Spaces
* Meet
Ex  Newmesting
9 My meetings >

Hinh 2.13. Chon thu x6a vinh vién
-pé phuc hdi thu x6a nhdm, ban chon Trash (thung rac), chon thu c‘z‘”m phuc hdi va nhan
nut Move To, chon Inbox. Thu muc dugc phuc hoi s& duge chuyén vé muc Inbox.
| BB gy
R ol Grunied
g [ MaMae [ e lsner s (MR

X & emw- O @ HE & 0

Tnho [7) NapTEnDér Thosi [ Cuyén 08 PDF ([ RauTnisCantt [ Comiic |

N @ From » ™ Anytime > @ Mesattachment B To v @ ExcudeSccial @ ExcludePromotions  Advanced search E
f Lompose
F = Deleteforever 0] B oa " wo g
~ Mail Movz io
& Reply
L wipin | Q  astomatically deletec. Empty Trashnow
& Replysl @
By Scheculed
B @me ~ Forward Social ail message sent automaticalfy by Microsort Qutiook .. 83V
& M -
@ Forward as sttachment Updates e
O Spam
[ Trash & Move foinbox
+ @ Categories @ o +
@ & 0x
B L3
» Chat + (% Agdtotasks —— Setats
» Spaces + & Moveto ’
o ) Labelas

& Mute
¥ MEEtNGS 1 Open in new window

19 AM

6 v B

Hinh 2.14. Khéi phuc thu rac

a

— - %
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2.2.7. Lueu trir thu

- Ban ¢6 thé cho cac thu ct hodc khong quan trong an di bang cach chon Inbox, danh du
chon thu can luu trit va nhan chudt vao nit Archive trén thanh cong cu.

7
Ed

P s-(@)o ®

Q -
Aschive
s Jun21
]
L
* Mail Google 5731721
O tnbox R YouTube, Draft s Céc thay 381 trong Didu knoda dich vy cla YouTube- Che ban, Cam on ban, minh di nhdn thr Trdn 4i2 @
¢ Starred
- Google Cénh bao bdo mat - ThiEL b: mdt 44 déng nhép vaa tai khodn oliz ban 192 168 5 205@mtu.eduvn Al 11426023
® snoczed ©
B sent Google Cinh béo béo mt - Talét b md 83 déng nhdap vao 181 khosn cus ban 102 158.0.2030mtu eduvn & 8131720
[ Domfts
+
v Maoe
41587 Pr 35t ac ity 15
» Chat )
¥ Spaces +
* Meet
Bk New meeting
{1 My meetings ¥

Hinh 2.17. Luu trit thu
- Cac thu duoc luu trir s& khong bi mat ma chi duoc 4n di, cho céc thu nay hién 1én tré lai
bang cach nhan vao muc All Mail. Néu mudn phuc héi lai khoi trang thai luu trix thi danh
d4u chon thu va nhén vao nit Move To, rdi chon Inbox.

| M inbox (3} - 192.16802058 X + &= .2 =3 o X

€& C B mailgeoglecom/mail/uss/Finbox

88 Ungdung [ ASPNETMVC [ NinglusngMisTrsi [ Ténds [ NspTEadacThos [J CoknB890F [ RauThiyCanh [ Coniic [ CuiniyTong D) MaMa [ @ Giener s [ u7

= ﬁ Gmail Q. sewhaf conversations = @ Active - @ @ = n n

/ Compose

Google 51921680 miti: ey v Chily anh
) Q
- Mail Google E St edu v A s
B> Sent
YouTude. ibe-Ch E T @
[} Drafts |
— @Gcﬁg% 30 13 khodn el ;3 L)
L
imporfant Google 30 tai khoan cua ban 19 u 2

D
EO Scheduted

Chat T
* Spaces +
~ Meet

» 3
tocal ik (B} A O T ENG

Hinh 2.18. Phuc hoi lai trang thai luu trit
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2.3. Cac thiét l4p tuy chon co ban

Ban chon Settings (cai dit) va chon tiép See all settings (Xem tat ca ché do cai dat)
dé thiét lap cac tay chon.

M Spam - 192.168.0.205& . X+ R « = =] x

E o ol GEE D e .

o ) RasThg Canh ) ConBac [ QudniyTeng [ vsttes [0 @ k@ 3emnera ) Mt

Saa ak gattiny
- Mail
O oprans YouTe using the
original Gmail view
~  Less
D imporiant = YouTube Céc thay @6 trong Diéu khodn dich vy cia YouTubs - B 24 :::'::- . e
By Scheduied
5 A0 M BENSITY
@ spam & Default 2 +
s O Ccomfortable
» @ Categories +53947 5765 Frogram Prigias Bocounta it s
£ Manage labels e - O compact
4 Create new iave!

Hinh 2.19. Thiét l4p c4c tay chon
2.3.1. Thay déi ngon ngit hién thi

- Chon Tab General (chung), lya chon ngén ngir English/Tiéng Viét cho phu hop véi muc

Lo S aa

dich ctiia minh

[
Z < el
boy  Accsunts  Fitees and Bigcked Addrenses  Forwarding and PORBMAP  fidd-oes  Thatand Maet  Advanced
- Ml
d Main meou: Hew view  Use mas 22,303 Meet in therr Dam Sireamines vew
A Less ® Ofiginal view - e mail © 58S 300 Mt 0l in une view
2 F i o -
Language: Trisbg BHYD Mn Ty Ml display lenguage: (TG vt <]
o3 HOrIC RGEIgE SeTngs fonotier

3 Enable inpat tools - Lise various | s 1 155¢ i The fsiquangs of pur chotes - 5630070 - Soatn 1
& Right 10-left editing support off
Frash Right-10-lef: editing support on
+ @ Categones
Phone numbars Detault country code: |Vietia s
B el S
. Marimum page size Show[3C v conversations per page F
' gha T4 undo Send. Send corceliation period. 5 v seconds
* Gpuces + Default reply behaviar . Reply
S M Reply all
Mast

- -

ha

Hinh 2.20. Thay déi ngon ngir hién thi trong Email sinh vién MTU

- Muc Language (Ngon ngit), Gmail display language (Ngon ngit hién thi cho Gmail) ,
chon Tiéng Viét/English (US).

- Chon Save Changes (Luru thay doi).

m———
(| Save Changes ))[ Cancel |
S ————
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2.3.2. Tao chir ky

- Chon Tab. General tai muc Signature (Chir ky) chon Creat new (tao méi) tao chit ky
moi (ndi dung dugc dinh kém cudi thu khi giri hodc tra 16i thu)

& = = =} x
LAR-A A I R
B Ungaung [Jassar M () Mangiumgsigetre () Tdndo [T Map fikn® [ Crugén F ) Rewtndyconh ) Combde O GudatyTong £33 wamau (03 thi a3 erue >

Name new signature

Hinh 2.21. Tao chir ky méi
- Nhap thong tin chit ky.
- Chon Save Changes.

- Tir bay gior trd di, mdi khi soan thu méi ban déu thdy Gmail da chén sin chit ky cua ban
& phia dudi phan noi dung cta thu. Ban chi cin nhdp ndi dung phia trén va gt di.

Test Chir Ky

Phuong Nguyén Hoang

Test Chir Ky

Tran trong!

BAN BIEN TAP WEBSITE WWW.MTU.EDU.VN

Trudng Bai hoc Xay deng Midn Tay

208 Phé Co Bidu, Phuang 3. Tp. Vinh Long, Tinh Vinh Long
0270 3 839 768

f

© & Sansserif - T~ B I U A~

mé@@@lﬁﬁaf

Hinh 2.22. No6i dung chir ky khi giri thu
2.3.3. Thay déi mdt khdu

o
4

H
4

53]

- Settings/Tab Accounts (tai khoan), chon Google Account settings (Cai dat tai khoan
google). security (Bao mat), Password (Mt khiu)

wd
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General  Labels Inbox Accounts Filters and Blocked Addresses Forwarding and POPIMAP  Add-ons

Offline Themes

Change account settings: Google Account settings
Change your password and security options, and access other Google services

Hinh 2.23. Chon vao Google Account settings
@ Home

2= Personal info

Data & privacy

Lo}

[‘__._.:‘_] Security
22, People & sharing
e |

Payments & subscriptions

@ About

Hinh 2.24. Chon vao Security

Signing in to Google

Chat and Mest

Advanced

Password Last changed Mar 30, 2018

2-Step Verification @ off

Hinh 2.25. Chon Password dé thay déi mat khau

<« Mat khau

Hinh 2.26. Nhép thong tin thay ddi mat khau
- Nhin Change Password (Pdi mat khau) dé thay d6i mat khau.

aS

o
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2.3.4. Chuyén tiép noi dung thu

Truong hop ching ta str dung nhiéu dia chi thu dé kién’_l soat thu dén mot cach tién
loi hon, chl:xng ta chuyén toan bd Thu nhan vé 1 dia chi nhan Thu. Céc buée thyuc hién
nhu sau:
- Bude 1: Chon Settings/Tab Forwarding and POP/IMAP (Chuyén tiép va POP/IMAP)

Settings & -

General Labels !nbox Accounts Filters and Blocked Addresses Forwarding and POPIMAP  Add-ons Chatand Meet Advanced

Cffline Themes

Forwarding: | Add a forwarding address |
Learn more

Tip: You can also forward only some of your mail by creating a filter!

POP download: 1. Status: POP is enabled for all mail

Learn mora > Enabie POP for all mail (even mail that's aleady been downloaded)
< Enable POP for mail that arrives from nowon
 Disable POP

Hinh 2.27. Chon chuyén tiép va POP/IMAP

- Bugc 2: Chon Add a forwarding address (Thém dia chi chuyén tiép)

Add a forwarding address

Please enter a new forwarding emall address.

Hinh 2.28. Chon thém dia chi chuyén tiép
- Buéc 3: Nhap dia chi Thu cén chuyén tiép xong chon Next (Tiép theo)

A iy il i & iR . ke

& Confirm forwarding address - C8c C8c — O N

s mail-settings.google.com/mailfu/4/7scd=18mfea=00..

Forwarding mail to nguyenhoangphuong@mtu.edu.vn

Proceed Cancel

Hinh 2.29. Chon Proceed tiép tuc
- Budce 4: Chon Forward a copy of incoming mail to (Chuyén tiép ban sao cia thw

dén t6i) Chon hinh thirc ban sao véi ban chinh véi 4 lwa chon cu thé nhu sau:

s i a () 2



m
n

General Labeis Inbox’ Accounts Fiiters and Blocked Addresses  For warding and POPAMAP  Add-ons  Chat and Moot Advanced

Forwarding: 4 Disable forwarding @
Lenr more ~: Forwsrd a copy of incoming mail to | nguyenhoangphuong@miu eduvn v and
| keep Trudng EHXD Mién Tay Maiis copy in the Inbox
[ Aq mark Truang BHXD Mién Tay Mail's copy as read H
» | archive Trudng DHXD Mign Tay Mail's copy
Tiok delets Truong DHXD MiEn Tay Mail's ’ccuy

¥

POP download: 1. Status: POP is enabled for all mail

igarm mae (7 Enable POP for all mail (even mal that's already been downloaded)
: Enable POP for mall that arrives from now on
< Disable POP

2. When messages are accessed with POP | keep Truong BHXD Misn Tay Mails copy in he inbox ~

» Chat + 3. Configure your email client ie.g. Cutlook. Eudora, Netscape Mail)
Corfiguration instructions

IMAP access: Status: IMAP is enabled

Hinh 2.30. Céc tity chon chuyén tiép Email

+ Keep ...Mail’s copy in the inbox: Giit lai thu trén Thu nhan va chuyén tiép thu.

+ Mark ... Mail’s copy in the inbox: Panh déu sao 14 thu da doc trén thu Nhan va
chuyén tiép thur.

+ Archive ... Mail’s copy: Luu trit ban sao trén thu nhéan va chuyén tiép thu.

+ Delete ...Mail’s copy: Xéa thu gbc trén thu nhan va chuyén tiép thu.

Trong qua trinh thyc hién, néu sinh vién gdp khé khan vui long lién hé truc
tiép Phong Quan ly dao tao dé duogc ho tro.
Dién thoai: 02703 839 768 (gid hanh chinh).

Email: quanlydaotao@mtu.edu.vn




