UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM

XA DA KIA Doc lap - Tw do - Hanh phiic
S6:{%6/UBND-VX
“V/v tang cuong st dung hdp thu Pa Kia, ngay-29 thing @ ndam 2023

dién tir cong vu”
Kinh gri: - Pang uy x4;
- Hoi déng nhén dan x4;
- UB MTTQ VN va c4c Hoi, Doan thé x4;
- Coéng an, Ban Chi huy Quén su xa;
- Cong chue chuyén moén thuée UBND xa.

Can cir Quyét dinh sé 1956/QD-UBND ngay 28/7/2021 ctia UBND tinh
Binh Phuéc vé viéc ban hanh Quy ché thiét 1ap, quan 1y str dung hé thdng thu
dién tr cong vu trong cac co quan Nha nudc trén dia ban tinh Binh Phudc;

Thuc hién Ké hoach s6 03/KH-UBND ngay 19/01/2023 ctia UBND xi Da
Kia vé viéc ban hanh ké hoach cai cach hanh chinh nha nudc nam 2023 trén dia
ban x3; _

Thuyc hién Quyét dinh s6 99/QD-UBND ngay 12/7/2023 cia UBDN x3 Pa
Kia v& viéc ban hanh Quy ché dam bao an toan thong tin mang trong hoat déng
tng dung cong nghé thong tin clia céc co quan Nha nudce trén dia ban xa;

Pé thuc hién tét cac nhiém vu vé cai cach hanh chinh trong linh vuc théng tin
truyén thong nam 2023. Qua xem xét bdo céo, kién nghi ctia Cong chirc Vin phong
— Théng ké (phu trach cong tac Cai cach hanh chinh) va B phan Van hoa — Thong
tin. Chu tich UBND xa yéu ciu cac don vi va can bd, cong chire thuc hién nghiém
mot s6 nhiém vu sau:

1. D& nghi cac don vi va céc cong chirc chuyén moén:

- Tang cuong st dung hop thu cong vu da duge cép dé trao doi thong tin,
van ban trong cong viéc.

- St dung hop thu dién tir cong vu dung quy ché thiét 14p, quan ly st dung
hé thong thu dién tir cong vu trong cde co quan Nha nudce trén dia ban tinh Binh
Phuéc theo Quyét dinh sé 1956/QD-UBND ngay 28/7/2021 ctia UBND tinh
Binh Phudc; Doi véi cac don vi, ca nhan chua dang nhép hop thu cong vu lan

il




dau thi dé nghi dang nhép va tién hanh thay d6i mat khau dé tranh tinh trang bi
mét quyén truy cap tai khoan,

2. Dbi v6i cac don vi co su thay doi vé nhan su trong cong tac ma chua
duoc cdp phéat hop thu dién tir cong vu dé nghi 1ap danh sach gui vé UBND x4
(qua bd phan Vin hoa — Thong tin) dé dé nghi So TTTT cap mdi.

3. Giao CC.VPTK (phu trach cong tac CCHC) theo doi, don déc cac don vi, ca
nhéan thuc hién viéc dang nhap va sir dung hop thu dién tir cong vu trong cong tac
CCHC va ¢6 béo cdo cu thé tung thang, quy cho lanh dao UBND xa.

4. Giao bd phan VHTT hudng dan cac don vi, cac ca nhan cach thic ding
nhap, ho tro cép mat khéu va st dung hdp thu dién tir cong vu.

Chu tri, phdi hop véi cac don vi to chiic ra sodt, tong hop va dé nghi co quan
chuyén mén cép trén cap méi hop thu dién tir cong vu cho cac don vi cé su thay doi
vé nhan su.

Yéu cau cac don vi va ca nhan nghiém tic trién khai thuc hién./.

Noi nhin:

- Nhu kinh gur;
- Luu: VT.
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UBND TINH BINH PHUOC
HE THONG THU BIEN TU

GWNHPHUGE
A

TAI LIEU HUONG DAN SU DUNG

HUONG DAN TRUY CAP TAI KHOAN MAIL
QUA WEBMAIL VA SU DUNG WEBMAIL

Pon vi Quan tri; Trung tim CNTT va Truyén thong - S¢ Thong tin va Truyen thong
Pia chi: QL 14 - P. Tan Pht - Tx. Bong Xoai - Binh Phwroce
Dién Thoai: (0051) 3800 308  Email: hotrofa binhphuoc.gov.vn 1

»»»»»»»»»»»»»»»»»»»»»»»»»»»»»»»»»»»»»»»»»»»»»»»»»



,,,,,,,,,

VD I T T e

1.1.

S

1.2,
1.3,

B S e

2

2

332,
33
3.4.

BT A L

35,

3.6.

R L T

R e PN v

R R L Y D L L S P P O P

O L B

,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,

1. Truy cap vao hé thong mail: .............eeeeeeveen. £ R SRS AT N e A= 08 3

Truy cip vao hé thfmg: e LT T e O T iy ST R 3
Poi lai mat khiu mic dinh:................ A T MmN S WU el o By

Thao tic trong mail:.........ccceeeennnen L oL Tl L o e R Ty R Ny . |

2. Tao thu méi va mft so thao tac lién quan........... PN R SRR SO A B sieves B

2.1. Taothw mbi......icomissisrivsives R L w URUIRE s SR TR TRy Ny A 6

Mot s6 thao tac lién quan................. T T e T T AT ) o Ve 7

3. Thay doi mat khiu user mail va thodt kRGi hé thORG : ......veeveveeeevereevesreesesesresessesierns 18

Thay Q61 Rt KhBUE...c.ieemiismivasemsonsusssssssssssarsisssessssissiossns TS eSS N .18
Giéi thi¢u thém 1 sd téc vu trong muc tiy chon. ................. vinavn sesa i s ey S s ot .20
Thodt Khoi Bg thONg: ......ceeereeeeverrerrerereseseesessessssenesesesssssenes T U AR
80 dii ohilcaiivisimnisiamiimia I AR = 03 oSSt A LA 2 e 2 24
Gi6i thidu Lich :.cccvereveeeeererereeennnns ORI 1 % AR R T T

GidT thilu CHPHIE BRW 3. iiiivieniminunnnnassssnsosissssnbavessasinnss OO R wissssseniin 20
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1. Truy cdp vao hé théng mail:

1.1. Truy cédp vao hé thong:
- T trinh duyét web NSD (ngudi str dung) nhép dia chi: http://mail.binhphuoc.gov.vn.

Giao dién duoc hién thi nhu hinh bén dudi:

[} He thing thu dgn titind X liea @ R

B
R € ) mailbinhphuoc.govin iugind awingnu foME =

B R i e e e

& Hip thu £dag vy fih Bioh Pieéc (Http-imad hintiphuo ov.vi) A
Hon i Qudin bt Tnmg tam CNTT vé Trryén Bibng - 3 Thivag &0 vi Truydn iing
Dia chi QL 14 - P Tin P - Te, Dy Xodt - Binh Paroc -
Dign Thogh (0651) 3660 350 Emat hobn@UmApliun gvvn

HE tabag Emall cif ; Hardmg ada sdr tong

P LRSS S P SO SRS IPCR L LRPL PR L e L LU S Sl S L W SED ULV s Ve Ly U SR e S0 S S 0 W S AV S B S R B
PR P 0 S VR Y e e S

USNORTINGIENIEHGO
/ HE THONG THU BIEN TU

e
wod: G &

P S PR

PP P e L SV I e

B o wang it cnine e :
e TN

- Phién ban st dung : Tuy chon cac phién ban dé ding nhap vao mail twong g :
e Maic dinh: S€ léy théng tin ding nhdp cii duogc luu trong bo nhd cache

(khuyén nghi ding tuy chon nay). 2

e Chuc ning day du : Chuén nay ding cho truy cap vao mail voi toe do truy

cap internet 6n dinh, va ho tro truy cép nhanh hon. Pay du tinh ning cua hé

théng , .

e Chirc niing cin ban: Chuan nay ho trg truy

cap mail nhanh hon khi dudng truyén internet bi cham.

« Mobile : Chudn ndy hd tro khi truy cdp mail ti dién thoai, khi user truy cp

tir dién thoai, webmail s& tu dong detect va tur dong thiét 1ap option nay, user 3

\"J//\lw-/-l-lJJJ-fJJJJJoJdeJ'v'JJ-’-JaJJJ.//w-/(dd.l-"JJlJvdd(f.r.aau

\

~ ~ ~ e Rt

SN b R B B R khone can Phal ChOD. . v smmm e rnms s sann s rms s sadia s i b TR A A SIS IR
JJJJJJJJJJJ s, ot 3 S g

~ NIRRT SO M UC BEVE L VUV NE P SRR R S i S S

R N R N R R U R R R R R VR I T T T T S TR e D
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1.2. Déilai mat khiu mic dinh:
Notes : Véi nhitng tai khoan truy cap lén dau tién, yéu cau nguoi dung thay déi mdt khau
duwoc cap ban ddu dé dam bdo an toan théng tin.

- Sau khi ngudi dung nhap Tai khoan ding nhadp vao Email, bam vao tén Tai khoin

<1 G o)

‘..
{}f
i

Em

.
ol

AL P o L RV Y R L i AR R i

% Email (goc trén bén phai giao dién) chon Thay d6i mét khau

PO LS T G G g e I e RS RS S SO L S S S e L

1 mail.binhphuoc.gov.vn,

e Mul 18ng nhdp mdt khdu mi va »ac nhin lai mat khau

i w_

o Mit khéu cii : Nhap password cii.
e Mat khau méi : Nhap password moi.

e Xac nhan : Nhap lai password mai.

1.3. Thao tac trong mail:

- Sau khi ding nhéap thanh cong, hé thong s& hién Ién trinh diéu khién trong mail:

i e R e A e e Y o A0 Ve L 0 Lo S S L PSP U i S gl S IO P S EPL O SRP Lo oL S G0 B R oo i R IR PR
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SV Tuy chon

Basque « Euskars
Arabic - &y 20
Tigng Anh - Eaglish
Tiéng Ba Lan - polski

Tidng B& Dac Mha - portuguds »

Tiéng Hisedi - T80

Tiéng Hungary - magyer
Ha Lan - Nedeslands

Tiéng Hin Guéc - 51201
Tréng Maiay - Melayu
Tiéng Mg - pyecenia

Tifing Mhit Ban - B RER
Tigng Phap - frangais
Tiéng Romania - romiand
Tiéng ThéiLan - iz

Tidng Thé Whi Ky - Tukge
Tiéng Thuy Bién - svensiz
Chinese - P

Tuény Tay Bas Nha - espaiiel
Tréng Ukrgina - yrpaincera
Tiéng Yiet
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trong thanh céng cu tim kidm

- Néu NSD mudn xem thu duoc gui dén NSD chon muc Thw dén ( bén Menu trai )
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- Néu NSD mudn chinh giao dién Tiéng Anh chon muc Tuy chon, tiép theo NSD chon
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- Néu NSD muén xem thu di duoc giri di, NSD chon muc Thu da giri (bén Menu trai).
- Céch lam tuwong tu voi 3 muc Thw nhap, Thu rac va Thung rac NSD ¢o thé kich -

- NSD muén xem quota va dung luwgng sir dung hién hanh cua Mailbox, ta ré chudt vao

tén account & goc phéi trén cing va doi 1-2s s& hién ra khung théng bao cho biét dung

B R A R R v LV L PO L v P e S L e e

luong mailbox hién hanh va quota cua mailbox.

(5. —

Using 569.4 KB (0%) of 1 GB quota

V Boc thém @X&m .4

Dé xem mot cudc dam thoai, bam chudt vao no.

B T i e A Ve R R R S

2. Tao thu méi va mét s6 thao tic lién quan
2.1. Tao thu méi
- O géc trén cung bén trai, NSD kich chudt vao Théng diép méi dé bit dau soan thao
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The

- Giao dién soan thao thu méi dugc hién thi nhu bén dudi: o

S8 phengaanndsi <
thiu gt Th test!

Cichkem =

T feted = 3BY =

Thar test thir mad!

- Cdc théng tin soan thao gii thi bao gom :

o Khung tring réng: NSD nhap ndi dung thu can giri.
e Dinh kém: NSD dinh kém file theo thur.
- Cach chinh thu theo vin ban : NSD vao Tuy chon, sau do chon Dinh dang theo -

HTML.

- Cudi cung sau khi da hoan tAt NSD chonGUT & goc trén man hinh dé gui thu .

Néu Giri thanh cong hé thdng s& hién lén thong béo : P giri thong diép.

Captai i

Iy chon.

hbng o bt cud a0 (e T ey

A-w-B 7 U &

thur.

2.2. M@t sb thao tic lién quan

» Trong trweong hop nguoi siv dung muén lwu thuw viea viét ra: 4

o Law

Giri 61+ NSD nhdp dia chi email nguoi cAn giri thu t6i c6 yéu cau phan héi thu.

Cc : NSD nhdp dia chi nguoi cin giri thu toi nhung khong yéu cau phan hoi

Chui @é-NSD nhap noi dung chu dé thu can gui.
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- Bang yéu cdu xéc thuc hién 1én, NSD c6 thé chon luu lai thu hodc khong luu dé tré vé
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3.3. Thoat khéi hé théng:

- Goc phai man hinh, NSD chon biéu twong tam gidc bén canh tén tai khoan. Sau do, -

NSD chon Piing xuét dé thoat khoi hé théng.
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S6 dia chi

Hién thi ra danh sach c4 nhin hodc group lién hé :
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- NSD chon Péng y dé hoan thanh.

3.6. Gidi thi¢u cap tai liéu :
Dung dé huu trit céc file tai lidu cua riéng minh. Déng thai cé thé chia s& cho cde NSD
khac
Tao thu muc: Dé tao thu muyc riéng wu trit cac tai ligu

T4i 1én tap tin: tai lén tdp tin va luu trl trong thu muc

Dé chia sé tai liéu cho NDS khac, Click vao Thu muc can chia sé -> chon tinh nang

chia sé thu muc -> Nhap dia chi email cling nhu phan quyén (xem, sira...)dé nguoi

C R AP S VR R Y S S e S S L

dugc chia sé s dung

R

Chia sé thuoc tinh

Tén: Cip tai lidu

Kidu: Cap tai lidu

Chiasévei @ Ngugi ding hodc nham ndi bé

External guests
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© Céng céng (chi xem, kndng yéu cdu mat khau)

Khéng Khang
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Ngudi quan ly Xem Sia Thém Loa bd

Quan tri Xem, Sira, Thém Loa 0d Quan tr
Théng diép
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Ghl chii: Thdng digp chudn hign thi tén cla ban, tin cla cac muc
chia sé, cac quyén ban da cdp cho ngudi nhan, va thong tin ding
nhap, néu can thigt.
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URL

D¢ cho phép ngugi khac truy cap muc nay, digu hudng ho t8t URL nay:
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