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' UBND TINH BINH PHUOC
© HE THONG THU DIEN TU

TAI LIEU HUONG DAN SU DUNG

THIET LAP TAI KHOAN MAIL BINH PHUOC TREN CAC
PHAN MEM QUAN LI MAIL THONG THUONG QUA GIAO

THUC POP3s/IMAPs VA SMTP AUTHENTICATION

Bon vi Quan tri: Trung tdm CNTT va Truyén thong - So Thong tin va Truyén thong
Bia chi: QL 14 - P. Tan Phu - Tx. Bong Xoai - Binh Phudce
bBién Thoai: (0651) 3860 368 Email: hotrof@binhphuoc.gov.vn
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|/ Thiét 1ap véi MICROSOFT
OUTLOOK :

Ghi cha : Hwdng dén sau ddy da dwoc ching téi thuc hién va xdc nhdn hoat ddng tét vdi
phién bdn Microsoft Outlook 2013, cdc phién ban Outlook cii hon ciing cé thé tham khdo tai -
liéu nay vdi nhitng tham sé cdu hinh tuong tw, néu ngudi st dung cd gi vurdng mdc, xin vui *
Iong lién hé chung téi dé dwoc hé tro tryc tiép. Xin trén trong cédm on ! ‘

Gidi thiéu :

- POP3 va IMAP 3 2 giao thirc ho tro cho viéc nhan mail tir server va lwu cuc bd vao PC
cla nguoi st dung. Viéc lwa chon giao thirc POP3 hay IMAP tuy theo nhu cau cda
nguoi st dung.

- SMTP Ia giao thirc ho tro cho viéc glri mail.

Hudng dan thuc hién step by step :

B1: Vao phan mém Outlook, nhin vao gdéc trén bén trai cha Outlook, click chon File

- =

@ HOME | SEND/RECEWE  FOLC
L= Ignore x

(=7 ‘e )
%an Up~ €

New New
Email ltems~

Delete = Repl
-?{\;.Junk' B

Mew Delete

B2 : Chon Add Account trong giao dién vira hién ra

[SMIP

’E\ Account Settings

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

Settings ~
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B3 : Trong giao dién vira hién ra, click chon Manual setup or additional server types, xong
chon Next

Add Account n
Auto Account Setup

Manual setup of an account or connect to other server types.

E-mail Account

Manual setup or additional server types V/ \

B4 : Trong giao dién vira hién ra, click chon POP or IMAP, xong chon Next

B L T T L VAV )
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Add Account -

Choose Service

Microsoft Exchange Server or compatible service

Connect to an Exchange account to access email, calendars, contacts, tasks, and voice mail

() Outlook.com or Exchange ActiveSync compatible service

Connect to a service such as Qutlook.com to access email, calendars, contacts, and tasks

(@) POP or IMAP ‘//

Connect to a POP or IMAP email account

'ﬁ
<Back [ || Mext> )L Cancel
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|4 nhu trong hinh, xong réi click chon More Settings ... Day |a muc khai bdo quan trong, can
chay:

User Information (phan théng tin ¢ nhan)
Your Name : dat tén cho tai khodn email ban s& thiét 1ap, cd thé dat bat ki tén nao.
Email Address : dia chi email cla tai khoan email ban dang thiét I1ap, do Quan tri cung cap
choban, vi du dunv@binhphuoc.gov.vn
Server Information (phan théng tin két néi dén hé théng)
Account Type : chon giao thirc POP3

Incoming mail server : g6 dung thong tin: mail.binhphuoc.gov.vn

Outgoing mail server (SMTP) : gd dung thong tin: smtp.binhphuoc.gov.vn

Logon Information (phan thong tin dang nhéap) :

User Name : gd dung tén tai khoan dang nhap
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Password : gd dung théng tin mat khau

Add Account - [ — e

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

User Information Test Account Settings
Your Name: Ivan Du | We recommend that you test your account to ensure that

; the entries are correct.
Email Address! dunv@binhphuac.gov.an
Server Information

[ Test Account Settings .. ]
Agcount Type: PO
+ [V Automatically test account settings when Nest

incoming mail server: mail.binhphuac.gov.vm e =8
Qutgaing mail server (SMTF) | cmtp binhphuoc.govn Deliver new messages to:
Logon Information @ New Outiook Data File
User Hame: dunv@binhphuoc.gov.vn ) Guisting Outlook Data File
Password: Browse

7 Remember password
| Require logon using Secure Password Authentication
S More Settings ... J

= Back ” Next > ][ Cancel I

B6 : Trong giao dién vira hién ta khi click vao More Settings ... trong budc trudec, ta click vao
TAB Outgoing Server, click chon nhu hinh :

General (Outgaing Server Jadvanced

My outgoing server (SMTP) requires authentication “/

) Use same settings as my incoming mail server

(")Log on using
User Mame:
Password:

+|Remember password

Require Secure Password Authentication (SPA)

(") Log on to incoming mail server before sending mail

B7: ta click vao TAB Advanced, click chon nhu hinh :

Internet E-mail Settings

General | Outgoing Server | Advanced

Server Port Mumbers
Incoming server (POP3): | 995 Use Defaults

[#] This server requires an encrypted connection (SSL)J
Outgoing server (SMTP): | 25

Use the following type of encrypted connection: | TLS i
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Sau d6 chon OK.

B8 : Tr& vé giao dién o budc 5, ta click chon Next >
Add Account - &

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

User Information Test Account Settings

Your Mame: Van Du We recommend that you test your account to ensure that
the entries are cormredt.
Email Address: dunv@binhphuoc.govan

Server Information
[ Test Account Settings ..
Account Type: POFS —_—

_.J_ Automatically test account settings when Next
is chcked

Cutgaing mail server (SMTF): | cmtp binhphuoc.govan Deeliver new messages to:

Incaming mail server: mail.binhphuoc.gov.n

Logon Information @ New Outlook Data File

User Mame: dunvEbinhphusc.govn _ Existing Outlook Data File

Password: ExsvEAmATERAAAE
V! Remember password

| Require logen using Secure Password Authentication

e _———
SEA | More Settings ...

< Back (ml Cancel |

B9 : Sau khi click Next > hién |én bang sau v&i 2 dau check xanh 13 cay |3 OK, ta chon Close

Test Account Settings

Congratulations! All tests completed successfully. Click Close to continue. Stop

Close

Tasks | Errors

Tasks Status
\/Log onto incoming mail server (POP3) Completed
' Send test e-mail message Completed

N&u nhuw xuat hién bang sau, ta click vao Yes

Internet Security Warning

. The serveryou are connected to is using a security certificate
i I ", thatcannot be verified.

A cerificate chain processed, butterminated in a root
certificate which is not trusted by the trust provider.

Do youwantto continue using this server?
Ye% No
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B10 : Click Finish trong giao dién :

Add Account

You're all set!

We have all the information we need to set up your account.

Add another account...

N

Tré vé giao dién Mail ciia Outlook, ta s& thay tai khodn mail méi d3 xuét hién :

HOME SEND / RECEIVE

.| &_
= * CleanUp~
Mew  New - Delete
Email Items = & Junk~

i Ignore

Mew Delete
4 Favorites
Inbox 9

Sent tems

Deleted Items

dunv@binhphuoc.gov.vn

Inbox 9
Drafts

Sent Items
Deleted Items
Junk E-mail
Outbox

R35 Feeds
Search Folders

B11 : Sau d4 ta click vao Send/Receive All Folders dé get mail manual vé :
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ak

Néu ta co thiét 1ap ché dé Send/Receive ty dong thi sau khodng thoi gian ta da cau hinh, -

Move Rules

=1

- Read Up

Move Tags

Unread/ Categorize Follow

Search People
[ZE Address Boo

S
Y Filter Email -

Find

end/Receive
All Folders

end/Receiv

mail sé ty dong dwoc get vé Outlook ma khdng can phai lam budc trén.

Send/Receive Groups

£0
e

during a send/receive.

Group Mame

Send/Receive when

A Send/Receive group contains a collection of Outlook accounts and
folders. You can specify the tasks that will be performed on the group

All Accounts

Online and Offline

New...

Edit...

Copy.

Remove

Rename

Setting for group "All Accounts”

Include this group in send/receive (F3).

Schedule an automatic send/receive every

3 T minu‘teb

[Trerform an automatic send/receive when exiting.

When Qutlook is Offline

Include this group in send/receive (Fg).

[+] schedule an automatic send/receive every

3 % minutes.

Close

Ta s& thay mail xuat hién trong thu muc Inbox :

4 Favorites

Inbox 9
Sent Iterns

Deleted Items

4 dunv@binhphuoc.gov.vn

Inbox 9
Drafts

Sent Iterns
Deleted Items
Junk E-mail
Outbox

RSS Feeds

Search Folders

£

Search Current Mailbox [Ctrl+E) 2 Current Mailbox

All

By Date =  Mewest |

Microsoft Outlook

icrosoft Outlook Test Message 11:11 AM

ThiIS TS it pumm——crosoft

Microsoft Outlook

Microsoft Outlook Test Message 11:11 AM
Thi% i5 an e-mail message sent automatically by Microsaft

Microsoft Outlook
Microsoft Dutlook Test Message 11:10 AM
This is an e-mail message sent automatically by Microsoft

Microsoft Outlook
Microsoft Outliook Test Message 11:09 AM
This is an e-mail message sent automatically by Microsoft

Microsoft Qutlook

Bllirrme afl Daclanl Tack lase sea 1406 AR



THIET LAP VOI GIAO THUC IMAPs

Véi giao thirc IMAP, ta lam twong tu nhu POP3 tir B1 dén B4.

B5 : Ta ti€én hanh khai bao cling gidng nhw B5 cia POP3, chi khdc & muc Account Type phéan
Server Information, ta chon |a IMAP thay vi |a POP3, tié€p d6 ta click vao More Settings ....

Add Account ﬁ

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

User Information Test Account Settings

Your Mame: Du Nguyen We recommend that you test your account to ensure that
the entries are correct.

Email Address: dunv@binhphuoc.govn
Server Information

Test Account Settings
Account Type: IMAP |E|

Automatically test account settings when Mext

Incoming mail server: mail.binhphuoc.gov.n i< clicked

Cutgoing mail server (SMTF): smtp.binhphuoc.gov.wn
Logon Information
User Mame: dunv@binhphuoc.govn
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Passwaord: Munxnxnnxl |_|_
[¥] Remember password

|:| Require logon using Secure Password Authentication
[SPa)

[ More Settings ... ]

[ < Back ][ Mext = ][ Cancel ]

B6 : Trong giao dién vira hién ta khi click vao More Settings ... trong budc trudec, ta click vao
TAB Outgoing Server, click chon nhu hinh :

Internet E-mail Settings “

General (Cutgoing Server Jadvanced

My outgoing server (SMTP) requires authentication V/
(®) Use same settings as my incoming mail server /

(") Log on using

+|Remember password

Require Secure Password Authentication (SPA)

(") Log on to incoming mail server before sending mail
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Admin
Typewritten text
THIẾT LẬP VỚI GIAO THỨC IMAPs


Internet E-mail Settings n

General | Outgoing Server | Advanced
Server Port Numbers

Incoming server (IMAP): | 143 Use Defaults

Use the following type of encrypted connection:

CQutgoing server (SMTP): | 25

Use the following type of encrypted connection: | TLS w_v

Sau do chon OK.

B7: ta click vao TAB Advanced, click chon nhu hinh :

B8 : Tr& vé giao dién o buwdc 5, ta click chon Next >

Add Account

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

User Information

Your Mame: Du Nguyen

Email Address: dunv@binhphuoc.govwn
server Information

Account Type: IMAP E
Incoming mail server: mail.binhphuac.govun
OQutgoing mail server (SMTP:: | gptp,binhphuoc.govan
Logon Information

User Mame: dunv@binhphuoc.gov.yn
Passwaord: ]

| Remember password

Require logon using Secure Password Authentication
[SPA)

Test Account Setfings

We recommend that you test your account to ensure that
the entries are correct.

Teck Account Sethings

Automatically test account settings when Mext
is clicked

Mail to keep offline: 3 months
{

More Settings ..

| < Back |[ Mext = ]| Cancel

Khi tao mdi tai khoan ta chon Manual Setup dé cé thé khai bdo dwgc cac thdong s6

Ta lam tiép cac budc B9, B10, B11 nhuw POP3.

Trong tai liéu chung to6i liét ké moét vai budc chinh nhu sau :

11/ Thiét 1ap véi trinh quan 1i mail trén mobile :

Ghi chd : do trén mobile rat da dang trinh quan i mail tuy theo phan mém va model, cling
nhu hang san xuat, nén chuing t6i khéng cé mét hwdng dan chung nao cu thé.



- Khi chon setup manual, ta s& cé thé Iywa chon giao thirc POP3 hay IMAP (mét sé client

sé ghi la IMAP4 — IMAP ver 4)

- Trong phan khai bdo cic théng s6 Incoming server setting cho POP3 hay IMAP4, f:

SMTP ta khai bdo nhw cac phan trén.

e E R o0

0MinG Server settings

POP3 server

mail.binhphuoc.gov.vn

Security type

TLS (Accept all certificates)

Port number

995

Username

dunvi@binhphuoc.gov.vn

Password

Show password

a

Dutgaing server settings

SMTP server
smtp.binhphuoc.gov.vn

Security type
TLS (Accept all certificates)

Port number
25

Require sign-in.

Username
dunv@binhphuoc.gov.vn

Password

LI

Show password

L | ]

EaTela il [0 |

IMAP4 server
mail.binhphuoec.gov.vn

Security type
TLS (Accept all certificates)

Port number
143

Username
dunvi@binhphuoc.gov.vn

Passwaord

Show password
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