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I. Truy cip vao hé thong mail
1.1.  Truy cdp vao hé théng
- Tu trinh duyét web NSD nhap dia chi: https://email.vnpt.vn
- Giao dién dugc hién thi nhu hinh bén duéi:

PVNPT

o ERRRET [ SSSRY Det O
ren dang nnap

Mat khau

DANG NHAP

- Tiép theo, NSD nhap Tai khoan truy cap va Mat khau tuong tng:
- Nhép ma xéc thuc OTP:

Xin chao: thongld.dng

Xin vui léng nhap ma xac thuc OTP ciia ban

DANG NHAP

M3 xac thue OTP cua ban hién d3 dugce gui dén s dién thoai: EEGEG_GGGyE—__,

Khi SMS OTP vé cham ngu@i ding cé thé st dung ci phap ussd *091*993# dé tra clru OTP

MNE&u sé trén khéng phai s dién thoai cta ban thi xin vui long lign hé quan tri (dién thoal
18001555 Nhanh 1 hodc giri email hotro.email@vnpt.vn) dé dang ky lai

1.2.  Thao tac trong mail:
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- Sau

khi diing nhap thanh cong, hé thong s& hién 1én trinh diéu khién trong mail:

PVNPT Thr  Danhba Lich  Congviéc Nhigu hon

THU' MO1 ~ Tra lai Trd loit

(] Lé Bire Thong
L]

Xoa Chuyen Thao tac Xem -
Thur muye thir i v | [0 SAPXEPTHEONGAY

3 Hopthu dén | Khdng cé két qua nao duoce tim thay.

> Daaili

ﬁ Thu' nhap

® Thurée

B Thing réc

Thang Giéng
« $ 2022

CN 72 T3 T4 T5 T6 T7

> »

26 27 28 29 30 31 1
2 3 4 5 6 i 8
g 110 11 12 13 14 15

1613 1% 20 21 22

23 24 25 26 27 28 29
30 N 1 2

- Néu NSD mudn chinh giao dién Tiéng Anh hodc Tiéng Viét chon muc
Preferences, General, tiép theo NSD chon muc Language chon — Tiéng Viét va

chon Save

c Lé Bire Thang

‘ﬁ V N P T Mail Contacts Calendar Tasks More Search
X Cancel e Undo | Preferences |

Shortcuts 8=
i
S[gl'l n Product Help
Accounts
- Change Password
Fassiord: . Migrate email
Mail
Default Client (@ Advanced (Ajax)
Filters Standard (HTML) Offline Mode
Signatures Change Password.
Sign Out
out of Office Appearance e
Trusted Addresses Font: Standard .
Contacts
Display Font Size Normal -
Calendar
Print Font Size: 12pt x
Sharing

Notifications

Time Zone and Language

Import / Export
Time Zone: GMT +07:00 Bangkok, Hanoi, Jakarta e

shortcuts

Language Vietnamese - Tigng Viét b

Zimlets

Compose Direction: Left to Right » Show direction buttons in compose toolbar
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- Néu
NSD mubn xem thu duge giri dén NSD chon muc Hop thu dén
PVNPT Ths Danhba Lich Congviec  Nhiduhon B | e Q I
THU MOI ~ Tra lol Tra |oi tat ca Chuyén tigp Xoa Chuyen Thao tac
Thu muc thu 1R ()| SAPXEPTHEONGAY +
[J Hapthu dén | Khéng cé két qua nao duoe tim thay.
P> DAl
ﬁ Thu nhap
@ Thurdc
W Thing rac

- Néu NSD mudn xem thu d3 duge gtri di, chon muc Pa giri:

PVNPT The Danhba Lich Céngviec  Nhiéuhon 4 v | ke Q I

THU MGl ~ Tra i Tralot it ca Chuyen tigp ¥oa Chtiyén Thao tac

Thu muc thu i v | [[] SAPXEPTHEONGAY =

LJ Hapthu dén Khong cd két qua nao duge tim thay.

P> Daghi

ﬁ Thu nhap
® Thurac

W Thingrac

- Céach 1am tuong tu v6i 3 muc Thw nhap, Thw rac va Thung rac NSD c6 thé kich
chudt vao cac chir twong tng va xem ndi dung timg phan.
- Tao thu méi va mot sd thao tac lién quan
- Tao thu moi
- 0 gbc trén cung bén trai, NSD kich chudt vao Thuw méi dé bat dau soan thao

mot thu moi:
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PVNPT The  Danhba Lich  Céngvisc  Nhiguhan 5 Q
THU ML ~ Tra 1 Tra lol 18t ca Chuygn tiép Xoa Chuyén Thao tdc

Thu muc thu i v~ | [] SAPXEPTHEONGAY ~

L Hopthu d&n . Khéng e6 két qua nao duoc tim thay.

= DEghi

ﬁ Thu nhap

O Thuric

i Thiing rac

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

PVNPT The Danhba Lich Congviec  Nhiguhon ~ N Q

b— B cThi . R Luu bannhap X Huy i Tiychon

+/ Binh dangtheo HTML

Tai: ; )
Binh dang theo van ban thudn tay
BE: e
Hién thi Bec
cha d&:
@ Mirc uu tién cao
Binh kém = Meo: kéo va tha cdc tép tin tir man hinh +"  Mic uu tién binh thudmg

@ Muc Uu tién thdp
Sans Serif+ 12pt~ Paragraph = B I

ic
10

4
-
"
1
i
il
1]

KN &2 Q —E

Yéu ciu xéc nhan doc

Cic théng tin soan thdo giri thw bao gom:

Téi: NSD nhap dia chi email ngudi can giri thu t6i ¢6 yéu cau phan hoi thu.

- Cc: NSD nhap dia chi nguoi can giri thu t6i nhung khong yéu cau phan hoi thu.

- Chu dé: NSD nhap noi dung cha dé thu can guri.

- Khung trang rong: NSD nhap ndi dung thu can gi.

- Dinh kem: NSD dinh keém file theo thu.

- Cach chinh thu theo van ban: NSD vao Tuy chon, sau d6 chon DPinh dang theo
HTML.

- Cubi cung sau khi d& hoan tat NSD chon GUT & goc trén man hinh dé giri thu.

- Néu Giri thanh cong hé thong s& hién 1én thong bao: D givi thong diép.
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1.3. Mt sé thao tdc lién quan

- Trong truong hop nguoi st dung mudn luu thu vira viét ra:

PVNPT The Danhba Lich Congvicc  Nhiguhon Tim

> GUi v & Luubannhap X Huy ¢ Tuychen
Tai: huydng1987 @gmail.com
Cc: |
Chij dé: Test mail
pinhkém v Meo: kéo va tha cac tap tin tir man hinh nén cua ban de dinh kem vao thur nay,

Sans Seif~ 1pt~ Paragraph> B 7 U S L, A~ A~ = = v E v MNP -8

Test mail

- Trudng hop hiy va quay lai man hinh chinh NSD chon nut huy bo dé huy thu:
PVNPT The Danhba Lich Congvisc  Nhiguhon Tim kiém Q I

> Gl v & Luubinnhap X Hiy Ty chan

Tdi: huydnq1987@gmail.com
Ce:
chi dé: Test mail

Pinhkém « Meo: kéo va tha cac tap tin f man hinh nén cua ban dé dinh kem vao thur nay

Sans Seifr 12ptv Faagrphr B 7 U 5 L, AvAYEE ESvEv6 EETEE NLSOQO—E

Test mail
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- Bang

yéu cau x4c nhan hién 1én, NSD ¢6 thé chon luu lai thu hodc khong luu dé tro vé

man hinh chinh.

Luu thu hién théi lam ban nhéap?

> Chirc ning khi dn chugt phdi vao tirng thue:
- NSD tién hanh tich chudt phai vao ting thu dé tién hanh cac tic vu:

y V N p T Thu Danh ba Lich Cong viéc Cap tai liéu Nhigu hon B - Tim kiém Q “
THU MOI ~ Tra o Tia laitat ca Chuyén tigp Xoa chuyén Thao tac
Thu muc thu - [CJ | SAPXEP THEO NGAY 1 cude dam thoai da chon BE xem mot cude dam thoai, bAm chudt vao nd.
J Hép thu dén (20) e Vi a38cH . o

i Q. Tim email... ’
> Dagui T S Trung 13
= Thur mdi Eios i
Thu nhap (2 F150
9 P Z 8 cm Thém vao Danh ba aragH
@ Thu rac = le Chuy#n tigp s lién he ] T350-37 M
B Thingrac a.540H
ek T3 lai R 2
[RL | nhan email
= Me] W T lsitatcd A QicThéng | M
® La| ~* Chuyénticp B 147CH
O Chuy&n tiép cudc dam thoai fi¥en
= e 9 Nguyén |
o L] W xsa 7eH
[J Wiy céng vu NBH
= M| B Thé v lotionin m
@ jird =B Chuyén 1:55 S&
] [ & n - fesheet
Ten 6c Thiiha
PCH Danh diu I3 g4 doc MR 11:01 SA
[ we P e Joziz022
= lin ngVETW: M
Tao bé loc
® Ng| 942 SA
D ['f"; Tao cudc hen il fPﬂm
« ¢ ThngGiéeng | P i
2022 Tao cong viéc
e 14 Théng 1
CN T2 T2 T4 T5 T6 T7 D
26 27 28 20 30 31 A =gl M& trong mét cira sé riéng vice Order
pa I A Hign thi thu géc
» 14 Théng
2R R A3k R ] Ted Q, xdéa phin té sang k&t qua tim kiém
16 8 19 20 21 22 ok
23 24 25 26 27 28 29 | Chuyé&n hudng
Lé
=i SR = 2 - 2 [ - Stra nhu mdi =

Cu thé tac dung cua tirng muc:
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- Tra

10i: NSD chon myc nay néu mudn giri thu phan hdi cho ngudi guri.

- Tra 1oi tat ca: NSD chon muc nay néu mudén giri thu cho tat ca thanh phan
lién quan.

- Chuyén tiép: NSD néu mudn 13y noi dung thur nay dé chinh stra va guri cho
dia chi email khac.

- Danh déu la dd doc: NSD danh dau thu thanh da doc.

- Gén co: Gan cd danh dau cho thu di chon.

- Tao bo loc: Tao bd loc cho thu

- Tao cudc hen: Thém ngudi gui va nguodi nhan cua thu nay vao cudc hen.

- Tao Cong viéc: Tao cong viéc voi thu da chon

- Xo4 bo: NSD néu mudn loai bo thu khoi danh séach.

» Tién ich muc XEM ¢ goc trén bén phidi:

- NSD kich chudt vao chir xem va chon céc tac vu tuong ing :

PVNPT Danhba Lich Céngvisc  Captailieu  Tiychon Q

THUMG ~ T & Trd lgi 1t ea Chuyén tigp Xéa Chuygn Thao tac
Thirmuothir Fa [ | SAP XEP THEO NGAY 20 cudc dam thosi D& xem mét cude dam thoai, bdm chull o/ Theo cudc dam thoai
3 Hép thu dén (19) Vin phang VNPTT 338CH o Theo thu
[ Tin bubn: B3 dé anh Tran Giang Son - Trung IDC tir tran
D3 gl TIN BUBN lcid:0f1 a6228-820b-44ba-9d Trung 8 =
» Dig & TINEUON [eid 077 262258200 A4ka-2d d = Odusi Khung doc »
&l Thu nhap (2) ® crm.erp (Jira) H + il Bénphdi Mé rong cude dam thoai »
i O
®© Thurae =i caria0 im Tt Sap xép theo 3
B Thing réc Nhom theo 4

@ * LéDic Théng (Jira) 2 254CH
[7] [JIRA - LAB] (IT360-372911) Hé tre céiu hinh bé chin nhan email
& Messags Title L Bc Thing assigned an issue ta L& Bire Théng T360 M

Chi tiét:
e Theo cuoc dam luan: Sép xép thu theo thir ty cac thu ¢6 cung chu dé, ta c6 thé

tich vao cac dau tam gidc ¢ bén trai thu dé x6 xudng:

Thu Danh ba Lich Cong viéc Cap tai ligu Tiy chon

(<] Lé bue Thong
L]

THUMGI ~ Tra loi Tra Iai tat cd huy&n tiép Xo3 Chuyén Thao tac

Thu mue thu $ = | [J SAPXEPTHEONGAY ~ BE xem mét cude dam thoai, bdm chul + Theo cude dam thoai v:l
J Heép thu dén (19) Van phéng VNPT Theo thu
(7] Tin bubn: BS dé anh Tran Giang Son - Trung 1DC tis trén
DA guil St s
> 9ig & TIN BUON [cidC Khung doc 3
& Thu nhap (2) ® crm.erp (Jira) MG réng cuge dam thoal »
: 0
© Thurze = M e com ce Recusst] IT360-371470 M Sap xép theo ®
B Thing rac

@ » LéDuc Théng (Jira) 2 2:54CH Nhom theo »
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o Xem

theo thu: Sap xép thu theo thoi gian, thu cang trén cao 1a cang méi nhat:

PVNPT The  Danhba Lich Congviéc Captailiéu  Tiychon

o Lé pirc Théng .

THU MG ~ Tra & Tra loi tat ca Chuyén Thaotac

Thu myc thu $ v | [J SAPXEPTHEONGAY ~ D& xem thu, bam chugt vac thu do. Theo cube dam thoai vo

3 Hopthu dén (19) Vin phéng VNPTHT v Theo thu wm

([ Tin budn: B& dé E
DE gl FREBN £
> g & TINBUBN e Khung doc ,
& Thu nhap (2) @ crm.erp (Jira) FI5CH 53p xEp theo 4
. g

@ Thurde > Mes Nhém theo 4

W Thinnrae

PVNPT Ther Lich Céngviéc CEptiilisu  Toychon Tim kigm @ Educixn .
—

THU MG ~ Tra lai Xoa Chuyén Thao tac

Thu muc thu $ v | (] SAPXEPTHEONGAY ~ 23 thy D& xem thu, bam chuot vao thu do. Theo cude dam thoai ve

@ Hép thur dén (19) Van phong VNPT F3PCH o + Theo thu

(7] Tin bubn: B& & anh Trén Giang Son - Trung 1&m Ha ting IDC tir tré
B3 gdi TIN BUBN feig-0f Jb-44bs-3dd 5 Tringta S
> 9dg &) TINBUCN [id 0 44ba-Sd 157225 Tung t5 el P8 = O dudi Khung doc »
& Thu nhép (2) ® crm.erp (Jira) 315CH  §il Bénphéi S4p x&p theo 3
; i
Q) wincrc = N e crmerp commented on [Service Request] IT360-37 53 I T L b

B Phirg s & LéBirc Théna (Jira) z540H

» Gidi thi¢u chirc ndng ciia nut tam gidc thong diép maoi

e Thu: Néu NSD mudn soan 1 thu méi (Chirc ning nay da duoc hudng dan &

trén).

"z V N p T Danh ba Lich Cong viéc Cap tai liéu Ty chon

=
2
=)
[+i]

chuyén

THY MdID Tra |oi Tra [0l 13t ca Chuyén tié]

Thir wie | [ SAPXEPTHEONGAY ~

Lign hé Ne | Khéng co két qua nao dugc tim thay.
Nhom fién hé

Cudc hen

Cong viéc

Tai liéu

Thu muc
Thé NT
Thu muc Danh ba

Lich NL
Thu muc cang viéc

Cap tai liéu
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o Lién

hé: NSD tao thong tin lién hé ctia 1 ¢4 nhan.

PVINPT Thur  Danhba Lich Céngviéc  Captailiu  Tiychon

THU MfﬂD Tra lai Tra loi tat ca Chuyen tiép Xoa Chuyen

s ., | O sArXEPTHEONGAY ~

I Lién he NG Khong co k&t qua nao dugce tim thay.

Nhom lién hé
Cudc hen
Céng viéc NK

Tai liéu

Thu muc

The

Thu muc Danh ba
Lich ML
Thu muc cdng viéc

Cap tai ligu

o NSD nhap thong tin nguoi can lién hé, tiép d6 NSD chon Luu dé luu lai

hoic Hity dé bo qua:

Thu Danh ba i Cong viéc Cap tai liéu Tuy chon Mhigu hon

T Ho .
Ch Tanh cCong
Email: 37} ema -+
Pién thoai: 54 dién thoai Di déng - =
I XMPP | = e

Bia chi: Budmg phé Trang chi |« +

<]
W
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o Nhém lién hé: Néu NSD mudn lién hé véi 1 nhom.

PVINPT Thr Danhba Lich Céngvise Capt

THU MBI - Tra lGi Tra lof tat ca Chuyén tiép Xoa Chuyén
Thu w | [ SAPXEP THEONGAY
Lién hé NE Khéng cé két qua nao dugc tim thay.

Nhom lign he

Cudc hen NA
Cang viéc IK

Tai liéu ND

Thu muc
Thé NT
Thu muc Danh ba

Lich
Thu muc cang viec

Cap tai ligu

o NSD tién hanh thém dia chi nhom tir phai qua trai:

PVNPT The Danhba Lich Congvisc  Captailisu  Nhiduhon

m kigm HH o Lé Bire Théng

[}
{ Tén nfom
Diadigm: [ Danhba
i
H
1 Thanh vién: Tim kiém Q, trong: Danh sach dia chichung =
Khéng cé k&t qua nao dugc tim thay. TEN EMAIL

L& Khanh Hung hunglkzimbra@vnptvn
£ THEM -
Nguyén Duy TO..  duytung@vnptyn

 THEMTAT CA nh Ha nguyenminhha@vnptyvn

Na.. noocanh@vnotyn

o Sau d6 NSD chon Luu dé luu lai hodc Huy dé bo qua.
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e Cuoc
hen: NSD 1én lich lam viéc dé gui cho céc tai khoan thu khéc.
PVNPT Thu Danhba Lich Congvic  Captailiéu & - | rimkiEm Q

ra loi Tra loi fatea Chuyén tigp xXoa Chuyen Thao tac

o wa | [ SAPXEPTHEO NGAY
Lign he NE Khong co k&t qué nao dugc tim thay.

Mhom lign hé

I Cudc hen N&

Cdng viéc

Tai liéu

Thu muc NE
The NT
Thu muc Danh ba

Lich

Thu muc céng viéc

Cép tai liéu

o NSD nhap thong tin cudc hen va dién dia chi email:

 AVANN=2p Thy Danhba Lich Céngviéc  Captailisu  Nhiguhon

c L& Birc Thang .
O

B Lwzoeng X Huy f Toychon
|
{ | Cudc hen
| o e 5 . s
Chu dé: Hién thi: I Ban > E Lich - Rigng tu
|
|
Ngui tham du: Goiy motthdigian  Hién thi thy chon
|
Bia diém: Goi y mdt dia difm  Hién thi thiét bi
Bit dau 17/1/2022 B a30cH - Ca ngay Lap lai: Khéng -
|
| s o = il
| K&t thic: 17/1/2022 a 5:30 CH - Trinh nhac: | 5 pht trude = | Cau hinh
Lich trinh Hi&n thi

o NSD chon Luu & Péng, tiép theo NSD chon Giki.



PVNPT

Thu

Lién hé
Nhom lién hé
Cudec hen
Cang viéc

Tai ligu
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o Thu
muc: Pugc tao ra dé nguoi dung gop nhiing thu lién quan vao 1 noi dé NSD
dé quan ly.

The  Danhba  Lich  Céngviec  Captailidu Tim kigm Q,
Tr4 I6i Tré 161 tat ¢ Chuyén tigp Xéa Chuyén Thao tac
s ' (] SAPXEP THED NGAY
Ne : Khéng cé két qua nao dugce tim thay.

Thu muc

The

Thu mue Danh ba
Lich

Thu muc cong viéc

Cap tailidu

o NSD nhép tén thu muc

hodc Thuw dén:

can tao, chi dinh thu muc duoc luu trong Thu di,

Tao thu muc mdai

Tén:

Mau: B Maudd | -

Ngudn cép: Bing ky ngudn cap RSS/ATOM

chon noi d8 d4t thu mue méi:

Thu muc thu

L) Hop thu dén

> Digli

i Thing rac
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Danh ba Lich Cong viéc Cap tai liéu

THU M1 ~ Tra Il Traloitat ca Chuyen tiep ¥oa

Thu muc thu : v | [] SAPXEPTHEONGAY

LJ Hép thu dén (19) - Khéng cé két qua nao dugc tim thiy.

B soss

> i BoSS
The 0
(* ]}

@ Thu rac

B Thing ric

o NSD muén g0p thu vao thu muc chi can dung chuot kéo thu vao thu muc
vira tao la duoc.

e Lich: NSD tao 1 lich méi dé lam viéc.

PVINPT The  Denhba Lich  Céngvisc  Captailiéu

THU Mdll - Tra o Tra loi tatea Chuyén tiep Xoa Chuyén

Thr wa | O SAPXEPTHEONGAY ~

Lién hé NC Khéng cé két qua nao dugc tim thay.
Nhém lién hé

Cudc hen

cdng viéc

Tai lidu ND

Thur mug MF

The

Thu muc Danh ba

Lich NL

Thu muc cdng viéc

Cap tai lidu

- NSD nhép tén lich va thong tin vao bang sao d6 chon OK
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Tao lich mai

Tén:

Test{

Mau: [ Xanhluc | =

Loai trir lich nay khi bao cdo céc I5n ranh/bén

- NSD mudn xem danh sach lich thi chon Lich ¢ thanh Menu trén cung:

z V N p T Thu DELLEEY Lich
CUOC HEN MOI ~ B xoa 28 chuyén
Lich S 2022 | Th2,17 Thang 1
& Lien Cangay
() Test BsA
W Thingric O 98A

1084

11sa

1.4.

PVNPT

THUMOI ~

Thu muc thu

3 Hep thu dén (19)
I Boss

> Digli

R Thunhap (2)

O Thu'rac

i Thing rac

Cang viéc

% Thaotdc

HOM NAY

Tim kigm Q

c3

Danh sach

17 Thang 1-21 Thang Neay Tudn lam viée Tuan Théang

Hoém nay €

Th3, 18 Thang 1 Th4, 19 Thang 1 Ths, 20 Thang 1 Thé, 21 Thang 1

Huwéng din thuwe hién tim kiém thuw

NSD c¢6 thé tim kiém thu theo dia chi mail ciing nhu tir khéa c6 trong thu, NSD

danh tir khoa vao 6 TIM KIEM & khung trang trén bén trdi man hinh réi tich vao

biéu twong kinh lap dé tim kiém thur:

The Danhba Lich Céngvidc  Céptailigu B | Test (@ LébicThing .
E————
Tra lai Tra loitat ca Chuyén tiép Xda Chuyén Thao tac Xem -
[] | SAPXEPTHEONGAY ~ 23 the D& xem thu, bdm chudt vao thu dé.
Van phéng VNPTAT 338CH o

& TIN BUON [cid0f126228-820b-44ba-9dde-de7dfff37225] T ol P
@ crm.erp (Jira) 315CH
& Message Title crmerp commented on [Service Request] IT -
@ Lé Duc Théng (Jira) 254 CH
[7] IRA - LAB] (IT360-372911) Hé tro cau hinh bé chan nhan email

& Message Title LE Biic Théng assigned an issue to L& Bic 1 ]
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qué thu tim kiém s& dwoc hién thi hét bén dudi:

Thur Danh ba Lich Cong viec Cap tai liéu Nhigu hon

PVNPT

Tim thay 13 két qua cho:  Test

THU MG ~
Bd loc co ban
o4 tap tin dinh kém
duoe gan co
la chua doc
Bo loc nang cao
Ba nhantir ...
Puoge gli dén ..
Ngay gui ...
Tap tin dinh kém ...
Kich cd ...
Trang thai ...

Thu muc...

Tra |ai Tra toi tat ca Chuyén tiép XGa Chuyén
w| () SAPXEPTHEONGAY 13 thur
L& Burc Théng 336CH &
D Test mail
Test ma = m
L& Biic Théng 3:35CH
D Test mail
Test ma <] o
i Bing Nguyén Qudc Huy 4Thang
[] Test mail 1234
Test mail 1234 Test mail 1234 > M
b Dang Nguyén Qudc Huy 14 Thang
- (] Testmail 123
Test mall 123 Test mail 123 = m
Dang Nguyén Quéc Huy 4Thang
- D Re: Test mail 1
ok ok d& nhén duge nhé Tir huydngi987" <huydng 19673 B el
byiygra~1087 -'T S

II. Thay d6i mat khau va thoat khéi hé thong

2.1.

Thay déi mét khéu

- Trén giao dién, NSD chon Tuy chgn va chon Thay doi mat khiu

FPVNPT

Thur

a Luu

T8ng quat

Tai khodn

X Hay

Thu

Bo loc

Chit ky

Ra khéi van phéng
Dia chi tin cay

Danh ba

¥ Hoan téc

L& Pirc Théng

Nhigu hon

¢}

Tuy chon

Danh ba Lich Cang viéc Cap tai ligu

Phim tat

Hudng dan sir dung

bang nhép

Dai mat khau Chuyén dir liéu thu

Mat khéu

Ung dung khach méc dinh (® Nang cao (Ajax) Ché d4 ngoai tuy&n

Chuan (HTML) B8 mat khau
Pang xuat

Hinh déng bén ngoai

Phang; Chudn -

- Bang thay d6i hién Ién tién hanh nhap

Old Password

: NSD nhép Password cil.

New Password : NSD nhap Password mai.

Confirm

: NSD nhap lai Password mai.
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PVNPT

Vui ldng nhdap mdt mét khdu mdi va nhap lai
nd trong trudng xdc nhan.

Mat khau cii

Mat khau madi

Canfirm new password

DOI MAT KHAU

2.2.  Thodt khéi hé thong
- Go6c phai man hinh, NSD chon biéu tugng tam giadc bén canh tén tai khoan. Sau

do, NSD chon Pang xuét dé thoat khoi hé théng.

PVNPT The Denhba Lich Congviéc  Captailiéu Tim kigm i Lé Birc Théng -
: Ty ch
THUMOI ~ Tra loi Tra Ioi 3t 3 Chuyan tip X6a Chuyén Thao téc Sl -
_ Phim tét
Thu muc thu i + | [J SAPXEPTHEONGAY ~ )
Hudng dan s dung
EJ Hép thu dén (19) - Khéng o6 két qué nao dudc tim thay.
Chuygn dir ligu thu
I Boss ¥
> paEgli Ché d6 ngoai tuyén
& Thunhép (2) B6i mat khau
® ifhtiEe
i Thiing rac

III. Giéi thi¢u mot sb tac vu va chire niing khac

3.1. Dinh dang vin bdn soan thw

’ V N p T The  Danhba Lich Cdngvisc  Nhiduhon " Tim kigm @ LedicThong .

Tly chon
B un X Huy K Hoan tac | Y ehe I

= —_— — Phim t3t =
Hinh déng bén ngoai

Huding din st dung
e Phéng: Chugn -
Chuyén dir liéu thur
Thu .
Hién thi kich c& chir Thuréng -
B loc Ché dé ngoai tuygn
In kich c& chir: 12pt - .
Chil ky DB mat khau
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3.2.  Chon ngon ngir va mui gio

PVNPT Thr  Danhba  Nhiguhon [~ R i @  LébicThong .
A
B X Hiy e Hoan tac
~ :
Tai khoan Mui gid va Ngon nglr
Thu M gt GMT +07:00 Bangkok, Ha N&i, Jakarta -
BO loc . T
Ngbn ngir: Tiéng Viét -
Chir ky B i Tréi sang phéi Hién thi ndt dinh huﬁfr]g trong
Kkh h HUeng sganiad thanh céng cu soan thao ‘
Ra khoi van phong

o Chiéu huwong soan thdo: Hién thi cach viét thu, c6 2 cach 1a tir trai sang
phéi hoac tir phai sang trai. Mdc dinh thong thuong 1a tir trai qua phai (Left
to right):

3.3.  Chon cdc tic vu va ngon ngit tim kiém

PVNPT Thy Danhba  Nhiguhon ~ | Tim kigm #i (@ LédicThong .
- § E—
B uu X Huy ¥~ Hoan tac
Lrcng auet | Tim kiém
Tai khoan - . T
Tim kiém cac thu muc Bao gém thu muc Thu rac trong cac tim kiém
Thur W . ; P
Bao gdm thu muc Thing rac trong cac tim kiém
Bd loc - + gy T
Bao gdm cac muc chia sé trong cac tim kiém
Chit ky
Ngén ngi tim kidm: Hi&n thi ngdn ngir tim ki€m nang cao trong thanh céng cu tim kigm
Ra khdi van phéng

Diin i #in A0

3.4. Gidithiéu Danh ba

- Hién thi ra danh sach ca nhan hodc group lién hé:

PVNPT Thr  Danhba Lich Congviée  Nhiguhon Tim kigm | =

SO LIEN Hé Man - Sua Xoa Chuyeén Thao téc
Danh sach lién hé i TATCA 123 A B € D E F G H | J K L M N O P QR S T UV W X Y Z
E§ 0anh ba Khéng cé két qua ndo dugc tim thay.

ES] cic danh sach gii thu
Nhiing lién hé d guri email

B Thungric
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- Tao

z V N p T Thur Danh ba Lich Cong viéc Mhigu hon

SO LIEN HE MO1 ~ Sira Xoa Chuyén Thao tac

o
Danh sach lién he T TATCA 123 A B € D E F G H [ .J K

¥ oanh ba Khéng cd két qua nao dugc tim thay.

ES Cic danh sach gui thu

Nhiing lién hé d4 g email

lién hé:
- bién céc thong tin cda lién h¢ sau d6 chon “Luu”

c Lé Bire Thong
L]

 AVANN = The  Danhba Lich  Céngviee  Nhiguhon

Demo Luu dudi dang: | Ho, Tén -
Demo| Ho e Dia diém: [ Danh ba

hirc dan Cong
Email: Dia chi email +
Dién thoai: = Di déng - 4F
M: XMPP | v | 4
Dia chi: Duang phi Trangchl = +

Danh sach cac lién hé va cac nhom lién hé da luu

z V N p T Thu Danh ba Lich Cong vigc Nhigu hon Tim kigm = (¢ L& birc Thang .
SO LIEN HE MO1 ~ 2 sua B xa B8 Chuyén i Thaotic 2liénhé
Danh sach lién hé HIR TATCA 123 A B € D E F 6 H I J K L M N O P Q@ R S T UV W X ¥ Z

B Danh ba
= - Admin =
L -
B8 céc danh sédch gir thu e Adm|n [ =

B nhiing lign hé 83 gli email
O Demo
B Thingréc
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3.5.  Gidi thigu Lich

- Muc dich: Hién thi lich 1am viéc c4 nhan cta NSD, cot bén trai 1a danh sach lich

da duoc tao.

z V N p T Thu Danh ba Lich Cong viéc Nhigu hon Tim kiém Q, H
CUQC HEN MO ~ W Xoa B3 chuyén ! Thaotdc Hofmnayl7 Thang 1-21 Ty 1 usnlam vise Tuan
Lich P 2022 | Th2, 17 Thang 1 . Th3, 18 Thang 1 . Th4, 19 Thang 1 Ths, 20 Thang 1
E o Ca ngay
m Test B sa
W Thungric 52 9SA

1034

11354

- NSD muon thém cdng viéc vao lich chi can tich dap vao 6 c6 ngay ¢ cot dung va

thoi gian & cot ngang tuwong g, sau d6 dién thong tin vao lich:

Thém nhanh cudc hen
Hop giao bar|
8:30 SA - 10i | 9:00 SA

4 Lich > | Chitiét hon..

- NSD chon OK dé hoan thanh.
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3.6.  Gioi thiéu Cong viéc

viéc hang ngay:

Dung dé tao ra lich 1am viéc va nhic nhd hang ngay, 1a hinh thic bao thirc cong

’} V N p T Thr Danh ba Lich Cong viéc Nhiéu hon Tim

CONG VIEC MOI ~

Sira Xoa Chuven Hoan thanh Thaotac
Danh sach céng viéc P - E] SAP XEP THED NGAY &
+ Bam vao day dé thém mét cong viéc mai
W Thingric
HOM NAY

3.7.  Gidi thiu Cap tai ligu

- Dung dé luu trir va chia s& tai liéu trén hop thu.

PVNPT The Danhba Lich Congviec  Capitailidu Tim kigm

TAI LIEU MO1 ~

Tai lén tap tin Tai vie Stia X6a

Xoa Chuyén Thao tac

Thu muc cap tailiéu $ v [ SAPXEPTHEOTEN +

I c:p tailidu

Khéng co k&t qua nao dugc tim thay.

B Thingric

- Chon T4i Ién tap tin dé tai tai lidu lén Ciip tai lidu

PVINPT Thr Danhba Lich Céngviec  Captailiéu

TAI LIEU MGl ~ Tai ve Sira X0a Chuyén Thao tac
Thur mue cap tai liéu i v [[] SAPXEPTHEOTEN w
B captailigu I Khéng cé k&t qua nao dugc tim thay.
W Thing ric
- Chon Choose a file, chon file sau d6 chon OK
Tai tap tin mdi Ién Cép tai liéu
Chon tap tin d& tai |&n:

Ansible-Hands-on-Introduction. pdf (1 MB) X6a Thém

Ghi chu:

Luu y: Cac tap tin dinh kém khang thé lén han 30 MB



