TAI LIEU HUONG DAN
KHAI BAO THAY DPOI CAU HINH SU DUNG
HE THONG EMAIL MOI TREN OUTLOOK

1. Kiéu tai khoan trudc day khai bao 1a POP/IMAP (Trang 2)
2. Kiéu tai khoan trude ddy khai bdo MS Exchange (Trang 9)
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1. Néu tai khoan @vnpt.vn truéc diy khai két ndi kiéu POP/IMAP
(nhw hinh dwdoi ddy)

Account Information

nthanh@vnptvn
L] propssmrp

C6 2 cach dé sir dung. Hodc thay doi cAu hinh thong tin tai khoan hién thoi hodc khai

thém tai khoan @vnpt.vn voi may chu email mai.
1.1. Truwong hop nguoi ditng muon cip nhit lai cdu hinh tai khodn, thuwe hién nhw
sau:

,O Search

d / Receive  Folder View Help

‘ e = -

&2 Team Er

New New
Email ltems~ = S®Junk~

New Delete Respond
< Friday, January 14, 2022

Calendar
v phamxuanthanh@vnpt....
> Inbox 1496
Drafts (9]
Sent Items

> Deleted Items

Trang 2



HUONG DAN SU DUNG THU PIEN TU @VNPT.VN MOI

Account Information

F' phamxuanthanh@vnptvn
b
Open & Export [ ropssmTP

+ Add Account

p ccount Settings
&

gs for this account or set up more connections.

Account
Settings v

utlook app for i0OS or Android.

= Mailbox Settings
‘(’ Manage the size of your mailbox by emptying Deleted Items and archiving.

Rules and Alerts
Use Rules and Alerts to help organize your incoming email messages, and receive

Manage Rules updates when items are added, changed, or removed.
& Alerts

Account Information

Info

F] phamxuanthanh@vnptvn .
Open & Export 1 pop/sMmTP

‘ - Add Account

p Account Settings
o) Change settings for this account or set up more connections.

Account ®  Get the Outlook app for iOS or Android.
Settings v

p Account Settings...
@} Add and remove accounts or change
existing connection settings. ) emptying Deleted Items and archiving.

IE’ Update Password

Update the account password saved in
QOutlook.

p Account Name and Sync Settings ize your incoming email messages, and receive
{5} Update basic account settings such as anged, or removed.
account name agd folder sync settings.

@ ch as server

name, port, a uthentication settings.

A Adld-ins

:icting [your Outlook experience.

(_'! Change Profile

l:R Restart Microsoft Outlook and choose a
different profile.

¥ G H Y P, e
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1.1.a/ Néu tai khoan Outlook dung POP, dbi lai nhu sau:

= =, =

POP Account Settings
phamxuanthanh@vnptvn

User name ‘ phamxuanthanh@vnpt.vn |

Password s |

[+| Remember password

Server | emailvaptyn Port [gas |

[v] This server requires an encrypted connection (S5L/
TLS)

O Require logon using Secure Password Authentication
(SPA)

Outgoing mail +

POP Account Settings
phamxuanthanh@vnptvn

Incoming mail

utgoing mail -

Server | emailvnptyn Port |587 |

Encryption method | STARTTLS |+

Server timeouts  —

["] Require logon using Secure Password Authentication
(SPA)

[v] My outgoing (SMTP) server requires authentication
® Use same settings as my incoming mail server
Log on using user name and password

Log on to incoming mail server before sending mail

1.1.b. Néu tai khoan Outlook ding IMAP, thiét 1ap lai nhu sau:

—

IMAP Account Settings

vin

Incoming mail

User name | phamxuanthanh@vnpt.\fn| |

Password |

[v| Remember password

Server |ema|l.vnpt.vn | Port | 993

Encryption method iSSLJ'TLS v|

[ "] Require logon using Secure Password Authenticatio
(SPA)

Qutgoing mail v

Qutgoing mail &

Server |emaii.\rnp‘t.\rn ‘ Port | se7

Encryption method | STARTTLS '|

Server timeouts —+——

|| Require logon using Secure Password Authenticatio
(SPA)

v My outgoing (SMTP) server requires authentication

®) Use same settings as my incoming mail server

() Log on using user name and password

Hoac Outgoing mail dung SSL/TLS
Port 465(it sur dung)
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1.2.  Trwong hop nguwoi ding muén khai bdo thém tai khodn @vnpt.vn méi diing dong
thoi véi tai khodn @vnpt.vn trén hé thong mail cii, thwe hi¢n nhw sau:
Buwée 1: Tir Menu File ctia Outlook, Chon + Add Account

© Account Information

{(m) Info

EE phamxuanthanh@vnpt.vn
Open & Export ™1 eop/smrp

—|— Add Account

p Account Settings
@ Change settings for this account or set up more connections.

Account ®  Get the Qutlook app for iOS or Android.
Settings

Buwéc 2: Chon khai béo tai khoan va tich chon “Let me setup my account
manually”, xong bam Connect

& Outlook

Email address

phamxuanthanh@vnpt.vn

Advanced options a

[v] Let me set up my account manually

Budc 3: Chon Internet Mail chudn POP hoidc IMAP nhu hinh sau
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R Outlook

Advanced setup

g & R G

Microsoft 365 Qutlook.com Exchange Google

POP IMAP Exchange 2013
or earlier

Buéc 4: 2 lwa chon, néu chon POP, ciu hinh nhwr sau
POP: Nhan thu ( Incomming mail)

POP Account Settings

phamxuanthanh@vnpt.vn

Incoming mail -

User name | phamxuanthanh@vnpt.vn |

Password | Aeticiiciicl

[v] Remember password

T 1 ]
Server | emailvnptyn | Port | 995

TLS)

f [] Require logon using Secure Password Authentication
(SPA)

QOutgoing mail +

POP: Gui thu: (Outgoing mail)

Trang 6



HUGNG DAN SU DUNG THU BIEN TU @VNPT.VN MOI

POP Account Settings
phamxuanthanh@wvnptvn

Incoming mail

Qutgoing mail A

Server | emailwvnptvn | Port | sa7

Encryption method | STARTTLS [+

Server timeouts —

[ | Require logon using Secure Password Authentication
(SPA)

w1 My ocutgoing (SMTP) server reguires authentication
(® Use same settings as my incoming mail server
Log on using user name and password

_ Log on to incoming mail server before sending mail

Buéc 4: Néu chon IMAP, ciu hinh nhu sau
IMAP: Nhan thw ( Incomming mail)

=

IMAP Account Settings

n
Incoming mail ~
User name | phamxuanthanh@vnpt.vn| |
Password | |
[v| Remember password
Server | email.vnpt.vn | Port | 993 |

Encryption method i_ssl_jTLS - |

] Require logon using Secure Password Authentication
(SPA)

Cutgoing mail w

IMAP: Gui thu: (Outgoing mail): STARTTLS Port 587
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Qutgeing mail ~

Server | emailynptyn | Port | sg7

Encryption method W|

Server timeouts =t

[ Require logon using Secure Password Authentication
(SPA)

[«] My outgoing (SMTP) server requires authentication

(@) Use same settings as my incoming mail server

() Log on using user name and password

Hodc SSL/TLS Port 465 ( it su dung)

PR—

Mext
Qutgoing mail_a
Server i email.vnpt.vn Port i 465
Encryption method | SSL/TLS | — |
Server timeouts —
|| Require logon using Secure Password Authentication
(SPA)
[+] My outgoing (SMTP) server requires authentication
(@ Use same settings as my incoming mail server
() Log on using user name and password
Mext
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2. Néu tai khoian @vnpt.vn truéc diy khai két ndi kiéu Microsoft Exchange
( nhw hinh dwoi)

thiennl@live.com
Microsoft Exchan

+ Add Account

Can tao méi tai khoan @vnpt.vn ( cung id véi mail da ton tai trén outlook) sir dung
chuan POP/IMAP bang cach thém profiles theo huéng dan sau:
Buéce 1/ Vao Control Panel

8 o

Securel AT Mmap

.1 Tenrrap GLI

I
USSR Best malch
- hre
Fuely Recent
D @ Mail (Microsoft Outicok)
L; B Tumn Windows features on or off

[(FY & Check firewall status

Apps
B [ Kerio Control VPN Client
= < Run
W settings
ur.:':;: ¥ Change User Account Controd settings
W Controlled folder access

#W ¥ App & browser conirol

@ B - B S afELQEQ R w A
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Budc 2/ Vao Mail (Microsoft Outlook)

&l &8 Control Pane| e "
= « # [+ Contrd Paned + AN Control Pane e
Adjust your computer's settings
t Administrative Tools i'!a AutoPlay ‘-1% BitLocker Drive Encrypison 0 Cobor Managerment
;‘}H Date and Time m Detault Programs # Device Manager a Devices and Frinters
) £ File Explorer Optians A Fonls é}. Invdexing Options ‘?_" Internet Options
Metwork and Sharing
. Meyboard -@ Mail (Microsoit Qutlook) <« Mouse | ki
w Fower Cipbons ﬁ-'] Programs and Features @ Recowvery 9 Region
a’ Revo Unmstaller Pro ‘P Securnty and Mamntenance @' Sound {* Speech Recognition
g System i# | Taskbar and Mavigaticn =] Text to Speech ﬁ Troubleshoating
Windows Defender
Firewatl
Budc 3/ Chon Mail Account
P Mail Setup - Outlook X

Email Accounts - =
&: j Setup email accounts and directories,

Data Files

_ a4 Change settings for the files Outlook uses to I Data Files... I
&ﬁ store email messages and documents.

Profiles

Setup multiple profiles of email accounts and
Q data files. Typically, you only need one. [ e |

Close |
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Budc 4/ Chon New
M fccount Settngn x )
Emadl Accounts
Tou can add or remove an sioount. Youw can select an account and change it Ifﬂm. l
Emad  pataFiles RSS Feeds  SharePoint Lists  Internet Calendars  Published Calendars  Address Books
i Mew.. W eepar. P change. @ Geta Demaunt X Remove # 8 |
HName Tipe I
@ thiennl S live.com Microsoft Exchange (send from this actount by def...
thienniZwmpl.wn IMAPSSMTP
Selected account delivers new messages to the following location:
thiennl@live com\inbox
in data fike CHUlsers theennd. . AicrosoMOutio ol thiennlSlve.com.oit
Close
Budc 5/ Chon Manual setup > Next
x

N Add Account

Auto Account Setup e
Manual setup of an aocount or connect to other server types. |

) Esmall Account

s [T [ | [
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Budc 6/ Chon POP or IMAP

@ Add Account

Choose Your Account Type

) Miscrosoft 365
Automatic setup for Microsoft 385 sccounts

(®) POP o1 IMAP
Advanced setup for POP or IMAP gmail actounts

) Exchange ActiveSync
Advanced setup for senices that use BExchange ActiveSync

s [] (o | [

Budc 7/ Tuy vao giao thire IMAP hodc POP3 dé dién thong s6 cho MS Oulook
Bude 7.1: Néu chon giao thirc IMAP, dién cac thong s6 nhu hinh, sau dé chon More

Settings

POP and IMAP Account Settings
Enter the mal server setbings for your account,

User Information Test Account Settings
Your Mame: tiguyén Luong Thién We recommend that you test your account to ensure that

- the entries are correct.
Email Addresss thienni@vnpt.vn
Server Information

Test Account Settings
Account Type: IMAP "
- tically tes t1e hen M

Incoming mail server & " = :ulilil.)lr:;luru by tedt account settings when Mest

Outgeing mail server SMTPE | emailamptn

Logon Information
User Name: thienni@vnpt.vn
Mail to keep offline: Al
Fassword: sessssses .
Remember password
Require logon using Secure Password Authentication
' More Settings .
<Dk Carcel Heb

.," Add Account >

]
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bién cac thong s6 nhu hinh

D Internet Email Settings X (D Internet Email Settings X (B Interet Email Settings X
General Outgoing Server Advanced General Outgoing Server  Advanced General Outgoing Server Advanced
Mail Account [A My outgoing server (SMTP) requires authentication Server Port Numbers
Type the name by which you want to refer to this account. For @ Use same settings as my incoming mail server ,
example: “Work™ or "Microsoft Mail Server Incoming server JMAP: UseDefalits
(O Log on using
VNPT Maill

Use the following type of encrypted connection: | SSUTLS v
Other User Information Outgoing server (SMTP):
Organization:

Remember password Use the following type of encrypted connection: |STARTTLS |+
Reply Email: Require Secure Password Authentication (SPA) Server Timeouts

Short @ Long 1 minute
Folders

Root folder path:

Sent Items
[CJ 0o not save copies of sent items
Deleted Items

I:] Mark items for deletion but do not move them automatically

Items marked for deletion will be permanently deleted when the
items in the mailbox are purged.

[ Purge items when switching folders while online

i e e

Chon Next

B Add Account =k
P arsd IMAR Acooumt Setbmgs
Enter the madl server settings for your account
Ugsr Infoe matsom Tl Accoiint SeTtngs k
rosur Blamee: Mguyen Luomg Thign Wi'e recommeend thed o bedd pour ascourd ta ensurne that
Ehe enkries are coiredt.
Emiaill Addrgdii iRmiEnnkS v pLam i

Serwver Infonmatioen

£1F AsiEuET SMegE
1 Amgauet Type ASF
homeatica®y st aooourt 3ethingy when Fhesk

nicemirig masl jereet erail.vrgt.m ichedd

DurAgoairsg madl served [BATRE | pmgil smptvn
Lorgenn Informatsnm

Ltser Mame imiennk Swnpkan

Blesi b0 keep offlime: Al
[ EELEEAT. S [E———

E Remeamber pasiword
= Require logon using Secure Fassword Authentication
|55

More Settings ...

i [T | es | [ v

Outlook test login thanh cong
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Test Account Settmgs

Congratulatioms! All Besty completed sudcesstully, Tk Close Ba
conkinue,

Tasks Errors

| Tasks Status
:Jhuuﬂnmm"ﬂmrm Compieted
| o Senid Lest smail message Completed
Logon Information
Urer Hame: [enienmI@enpt.n

3 Madl to keep offline: Al
PuE ol mrmrmaed

EAi Remamber passwaord

=] Require logon using Secure Password Authientication
)

i B Search

File Home Send / Recene Wiew Halp

= =

[ Mew Email -

» thiennl@live.com

wihiennl@vnptyn
Inbeox
Drafes
Sent ltems
Deleted ltems
Junk; Ermiail
Outbox
Trash
Samich Folder

* VNPT Mail
Irbes
Chitbex
Search Folders

Eesd yousd aEcaunt 16 enjude thal

arcoumt settingy wien B

[ Team Emai

ik
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Buéc 7.2. Néu chon giao thirc POP, dién cdc théng sé nhuw hinh, sau d6 chon More

Settings

(A Change Account >
POP and IMAP Account Settings
Enter the mail server settings for your account.
User Information Test Account Settings
Your Mame: Mguyén Lmnngén We recommend that you test your account to ensure that
== = = the entries are correct.,
Email Address: thiennl@vnpt.vn
Server Information
Test Account Settings ...
Account Type: frOP3
Incoming mail server: e;a-i[vn-t\rn“ {ﬁutpmatlcallytest account settings when MNext
i b is clicked

Qutgoing mail server [SMTFE | amail.vnpt.vn

Logon Information

User Mame: thiennl@wnpt.vn

Password: PP

@ Remember password
Require logon using Secure Password Authentication
SPA)
{ ) More Settings ...
< Back Cancel Help
oA r A A R

Dién cac thong s6 nhu hinh
B Internet Email Settings 3 | (M Internet Email Settings P Internst Email Settings X
General | Qutgoing Server  Advanced General Outgoing Server  Advanced General  Outgaing Server Advanced
Mail Account - My outgoing server (SMTP} requires authentication Server Port Numbers

Type the name by which you want ta refer to this account. For (®) Use same settings as my incoming mail server

example: "Work™ or “Microsoft Mail Server” Incoming server (POP3): U_s?_D:Faults

. (JLog on using
VNPT Mail I

Other User Information -

Organization: Remember password

Reply Email: Requl ecure Password Authentication (SP&)

Cancel

Chon Next

Thls server requires an encrypted connection (SSL/TLS)
Qutgoing server (SMTP): | 587
Use the following type of encrypted connection: | STARTTLS |+
Server Timeouts
Short @ Long 1 minute
Delivery
Leave a copy of messages on the server
[#] Remove from server after L: days

[JRemove from server when deleted from ‘Deleted ltems’

Cancel
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(B Change Account pad

POP and IMAP Account Settings
Enter the mail server settings for your account.

User Information Test Account Settings

Your Name: Nguy'gﬁ Luong Thié.n We recommend that you test your account to ensure that
: = — the entries are correct.

Email Address: thiennl@vnptan

Server Information

Test Account Settings ..
Account Type: POIP3

Automatically test account settings when Mext

Incoming mail server: email.vnpt.vn is clicked

Qutgoing mail server [SMTF): | email.vnpt.vn

Logon Information

User Name: thiennl@vnpt.vn

Password: EhEEEE AR
Remember password

Require logon using Secure Password Authentication
J

SPa)
¢ Maore Settings ...

< Back Cancel Help
. N A
Outlook test login thanh cong
< |
| ]
f Test Account Settings '
Congratulations! All tests completed successfully, Click Close to Stop
| continue. |
Tasks Errore test your account to ensure that
Tasks Status
| \/Log onto incoming mail server (PORP3) Completed .
\/Send test email message Completed I
H
| account settings when Mext |
4

Logon Information
User Mame: thiennl@vnpt.vn
Password: AT AEE AR

Remember password
Require logon using Secure Password Authentication

SPa)
{ ) Maore Settings ...

Cancel | Help
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£ - 2 Search

File Home Send § Receive View

= mew Email - I

» thiennl@live.com

wthiennl@wmpt.vn
Inbax
Dirafts
Sent lkems
Deleted Memis
Junk Emadl
Orulsox
Trashy

Search Folders

=« VNPT Mail

Inbrax
Ohubron

Search Falders

Help
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