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Phu luc

HUONG DAN SU DUNG HE THONG THU BIEN TU CONG VU CUA TiNH (MAIL)
(Kém theo Céng vin s6: 116 /10C-QLDL ngay 24 /12 /2025 cua
Trung tam Gidm sdt, diéu hanh do thi thong minh)

|. PANG NHAP
1. Pang nhép tai khoan
- Bwéc 1: Truy cap vao hé théng Mail tai dia chi: https:/mail.daklak.gov.vn

- Budéc 2: Nhap tai khoan va mat khau da duoc cung cap

Dich vu iCloud Platform.

Vui ldng nhap tai khoan va mat khau dé st dung hé théng

tung@khcn.daklak.gor | @mailgov.daklak.gov.vn

ssssessee

Ghi nhé t6i

& Bang nhap

Théng tin ho tro: & 0262.8551552
¥ banquantri@daklak.gov.vn

- Bwéc 3: Nhan chon “Pang nhap”
- Buéc 4: Khi dang nhap vao thanh céng, hé thong sé hién thi giao dién


https://mail.daklak.gov.vn/
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@ Ung dung Webmail méi

THU DIEN TU & csuhinh

2 kiemthu1@mail1.daklak.gov.vn
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2. Quan ly théng tin tai khoan
2.1. Thay doi thong tin tai khoan, do6i mat khau
- Buéc 1: Nhan chon vao khung théng tin

Kiém thir Mail 1

kiemthul@mail1.daklak.g...

Pasidung: 19KB/1GB X

- Bwéc 2: Chon vao 6 “Thong tin tai khoan”

Kiém thi Mail 1
kiemthul@mail1.daklak.g...

Théng tin tai khoan
Ngoén ng(¥ (tiéng viét) [+
Dang xuat &

- Bwéc 3: Chon vao truong thdng tin mudn thay doi



@ Ung dung Webmail méi

& S Théng Tin Ca Nhan
Kiém thir Mail 1
kiemthu 1@mail1.daklak gov.un

Kiém thir Mail 1
. S . kiemthu1@mail 1 daklak govvn
Théng tin tai khoan

Da&i mat khau

Ding xuat »

- Buéc 4: Nhan “Cap nhat”, sau khi cap nhat thanh cong hé théng sé& bao “Théng
tin tai khoan da duoc cap nhat”

I1. CHUC NANG HE THONG MAIL

1. Cac chirc niing

- Khi muc thu ¢6 mail c6 thu (chwa xem) thi giao dién s& hién thi sb lugng thu

- T4t ca s6 thu & muc “Tat ca”

@ Ung dung Webmail méi

= | THUDIEN TU & Céuhinh e o & 0 @

MAIL £ kiemthu2@mail 1.daklak.gov.vn
@ [ SOAN THU } |
& Thu dén O n DA xem Chua xem : =l
® Thunhap . Microsoft Outlook 15:08
Microsoft Qutlook Test Message
<7 Thu da gui This is an email message sent automati...

¢ Thu danh diu

~ THU GON

& Thu luu tri
B2 Thu dang gui
] Thu daxo6a
& Thurac

8 Tatcathy

3 THU MUC —+

- Tat ca thu da xem nam & muc “Pa xem”
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- T4t ca thu chua xem ndm & muc “Chua xem”

- Khi chon ki hiéu =4 thi loc dugc cac thu cé tép tin dinh kém
@ Ung dung Webmail méi Qi

dakiak

J £ cauhinh
= | THUDIEN TU & caunin & B 5 o Dasirdung:37KB/1GB X
o | S Kemthuz@main dakiak govn
@ SOAN THU
Ban da chon 1 thu
& Thu dén (o8 - | Daxem  Chuaxem i =L
® Thunhap Microsoft Outiook
o Cotpt N
Microsoft Outlok Test Meal €6 190 tin dinh kém
< Thu da gii
2 Thur danh ddu
& Thlw trr

2 Thu dang gif

Thu da x6a
O Thu réc
B thu

- Ki hiéu

° Kiém this Mail 2
Kiemthu2@mail 1 daklak

THU DIEN TU' 3 csu hinh

[} 2 e 6 = Dasirdung:37KB/1GB X
wat | S Kemthu2@maii.dakiak govn
E} SOAN THU
Ban da chon 1 thu
& Th dén (el + | Dizem  Chuaxem HIE"
B Thunhép Microsoft Outlook
Microsoft Outlook Test Message | kil
< Thu da gii e
nh
7 Thu dénh dau

B Thu hw trir

&2 Thu dang gui

Thu da xba
O Thu rac

B Tatcathy

2. Soan Mail
- Bwéc 1: Nhan chon “SOAN THU™

= | THUDIEN TU & cauhinh -

MAIL £4 kiemthu2@mail 1.daklak.gov.vn

3 SOAN THU ‘
& Thu dén O n Paxem  Chuaxem -

B Thu nhap

o Microsoft Outlook 15:08
Microsoft Outlook Test Message
< Thu da gui This is an email message sent automati...

Yy Thu danh dau



- Bwoc 2:

- Nhap tai khoan mail & muc “Dén” [2&n hoic chon

o
+D

vao biéu tuong dé thém tai khoan tir danh ba

Them lién he

(® Do téi tao Hé théng
Q

TEN LIEN HE THU DIEN TU

kiemthu2@mail1.daklak.gov.vn

- C6 2 muc chon tir danh ba “Do t6i tao” va “Hé thong”
- Hay nhan vao “CC BCC” dé thém tai khoan mail

G tir kiemthu1@mail1.daklak.gov.vn

Dén kiemthu2@mail1.daklak.govwn = CCBCC 2

. T

Z

- Chon vao khi mudn dinh kém tai liéu hoac tai 1&n tép tin

- Buéc 3: Nhan “Gui” “ sau khi guii thanh cong hé thdng s& béo
“Pi giri thu”

3. Cau hinh

3.1 Bo loc thw dén

Bwéc 1: Chon vao chiic nang cau hinh -> Chon b loc thu dén



@ Ung dung Webmail méi

Kiém thi Mail 1
kiemthu1@mail1 dakiak g

= | THUBIEN TU

AL 2 kiemthu1@mail1.daklak.gov.vn

E SOAN THU Danh sach bé loc @  Thembolor

& Thu dén

Néunhu | . | céc digu kién sau day duge dap ing:

7 Thuda gif Dia chi gii - C& chita

€2 Thu danh ddu
Thut hién tac vu sau:

&2 Thu dang gif

Di chuyén thu dén hép thu

Thu da x6a
& Thu rac

B Tatca thy

O Noibe

Bwéc 2: Chon tao danh sach bo loc e -> Nhap tén bo loc va thém cac
théng tin can loc mail

Kiém thif Mail 1
kiemthu1@maill.daklak.g

® Ung dung Webmail méi

& | THUDIEN TU & caukinh B0 LOG THU DEN -
MAIL 2 kiemthu1@mail1.daklak.gov.vn e
(a} SOANTHU Danh sach bé loc @ Thém bé loc

& Thudén

Gunhu (o0 o | e dieu kién sau day dugc dép dng:
@ Thu nhip i ) batw +]

<! Thu da gui

Bia chi gt ~ Co chia

17 Thu dénh ddu
hutc hién téc vy sau:

Di chuyén th dén hép thu -

& Thu dang gii

Thu da xoa

& Thu réc

B Tat cathu

O Noi bg

Bwéc 3: Sau khi nhap xong hét théng tin thi bam luu
3.2 Chir ky

Dung dé cau hinh chit ky hién thi mac dinh

Bwéc 1: Chon vao cau hinh -> Chon vao chit ky

®) Ung dung Webmail méi @
© | THUDIEN nj‘ (81 Cau hinh x
v | 2 iemthuz@mail1 dakiak govn

@ SOAN THU Danh séch chit kgt [+]
© Thu dén o

@ Thu nhip

< Thu da gui

@ Thu danh ddu




Buwéc 2: Chon vao thém chir ky dé cau hinh Sl Nhap tén chi ky, Nhap
noi dung cua chir ky va chon dat chir ky mac dinh hoac phia trén thu dugc trich
dan

@ Ung dung Webmail mdi

& | THUDIEN TU & csubinh CHU K¥ o
MAIL £2 kiemthu2 @mail1 daklak gov.vn
& SOAN THU Danh séch chi ky [} ] Arial upx @ B J U =1 == =
£ Thu dén 9] )
Dat lam chir ky mac dinh D4t cha ky phia trén thu dugc trich dén
B Thu nhap Chit ky

kiém this Mail 2

<7 Thu da gui kiemthu2@mail1.daklak.gov.n

@ Thu danh dau

B Th luu trir
E2 Thu dang gui

Thu da x6a

& Thu réc
B Tat ca thu
> THU MUC +

Bwéc 3: Sau khi nhap day du thong tin thi bAm luu
3.3 Thong tin sir dung
Dung dé cau hinh thoi gian ty dong xo6a thu tai cac thu muc

Bwéc 1: Chon vao phan cau hinh -> Théng tin st dung

®) Ung dung Webmail méi @,

THU DIEN TU | &

2 kiemthu2@mail1.daklak.gov.vn

©&
i

SOAN THU CAI DAT XOA THU TINH HINH SU DUNG

&

& Thu dén 19} Ty dong x6a 17 Thu da x6a sau ngdy Chinh sach dugc ap dung
Ty déng x6a (y The ric sau ngay - Chinh sich diing chung cho tat ca cac tai khoan thu dién tif céng vu undefined
@ Thu nhép 2 ’
Ty dong x6a <7 Thu da g sau ngay Han murc luu tri
< Thu da gui ) g4
Ty déng x6a & Thu dén sau ngay Téng han mic 168
2 Thu dénh dau Tt dog xba ) Tt nhip sau ngay D3 st dyng 58K8
Ty déng x6a = Thu luu trir sau ngay

Han miic tap tin (CloudFile)
Thém cai dat

o Téng dung lugng dudgc cap: 2GB
= Thu luu trir
6 lugng da sir dung 0 Bytes
Luu
q da tai lé

&2 Thu dang gui

Thu da xéa Théng ké s6 lugng thu
6ng s6 thu da gu
O Thu réc
u Téng s6 thu da nh, 4
B Tatca thu 6ng 1da g ) NGy 0
THU MUC } Théng tin hé trg

Thu dién tir

S6 dién thoai:

Buwéc 2: Chon muc mudn tu dong xoéa thu va nhap so ngay muébn hé théng
tu dong xba hoac c6 thé thém cai dat dé cau hinh ¢ cac thu muc khac



@ Ung dl:lng Webmail méi Kiém thir Mall 2

& | THUDIEN TU © ciuhinh \ X
mar | £ kiemthu2@mail1 daklak gov.vn
& SOAN THU CAI DAT XOA THU TINH HINH SU DUNG
LQ T dong x6a 7 Thu 88 x6a sau 132ngy|  Chinh sach dudgc ap dung
P Ty déng x6a ¢y Thu réc sau ngay - Chinh sach ding chung cho tat ca cac tai khoan thu dién tir cong v undefined
B Thu nhap
Ty dong x6a <7 Thu da gii sau ngay Han miic luu trit
< Thuda gui ngdy
g Ty ddng x6a & Thu dén sau ! g b i -
@ Thu danh dau Tipsiing e Thar nhap s ngay D3 sir dyng 58KB
Ty dong xda 15 Thu luu trir sau ngdy,
! N Han mic tap tin (CloudFile)
Thém caidat  + y

B Thhu b T6ng dung lugng dugc cap: 2G8
W iy trr

a Téng dung lugng da s dung 0 Bytes
2 Thu dang g e
& Thu'dang gut Téng s6 tap tin da tai lén

Thu da x6a Théng ké s6 lugng thu

~ Téng s6 thu da g 1
O Thu réc ;

Téng s6 thu da nhan: 4
B Tat ca thu

T6ng 56 thu da gui trong ngdy: 0

Théng tin hé trg
Ther dién t

S6 dién thoat:

Buwéc 3: Sau khi nhap xong thong tin thi bAm luu
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