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HUONG DAN SU DUNG EMAIL

Céc thong sb cai dit email client (MS Outlook, Outlook Express, Thunder Bird...)
Huéng din ddi password email

Huéng dan x6a bét mail cii khi bi over-quota

Hudng dan cai dat email client (MS Outlook, ThunderBird)

Cai d3t email client dé tu dong xd6a mail dinh ky tranh bi over-quota



1) Céc thong sb cai diit email client:

Cach 1: Cai dat c6 ma hoa SSL/TLS (nén st dung cach nay)
Username: 1a dia chi email duoc cp (vd: test@mydomain.com)
Password: 1a password cuia email trén

. . Giao = T
May chu thitc Port | Ma hoa
_ POP3 995

In comming | vhpsvrOl.vanhanhphuc.com SSL/TLS

IMAP 993
. SMTPS | 587 STARTTLS

Out going vhpsvr01.vanhanhphuc.com
SMTPS | 465 SSL / TLS

*Luu y:

- Nhé chon muc “Authentication is require for IMAP, POP3 and SMTP”
- Trong lan dau cau hinh hay dang nhap dau tién, c6 thé xuat hién canh bao “Security
Exception” hoic “Certificate Untrust’, vui 10ng xac nhan va chip nhan canh bao trén dé tiép

tuc.

Cach 2: Cai dat khong c6 ma hoa email
User va password nhu cach 1

May chu Giao thirc | Port | Ma hoa
In comming mail.<tén domain> POP3 110 Khong
Out going mail.<t€n domain> SMTP 25 Khong

*Luu y: nhé chon muc “Authentication is require for IMAP, POP3 and SMTP”




2) Hwéng din ddi password email

- Truy cap webmail tai dia chi: https://vhpsvrO1.vanhanhphuc.com (hodc https://<tén

domain>/webmail)

roundcube L

Username

- Piang nhap bang email va password duoc cip
- Click chon menu “Setting” trén thanh menu goc trén tay phai

& Contacts Q Settings

- Click chon menu “Password” bén thanh menu tay trai

Settings Change password

E Preferences
Current Password:
B Folders
New Password:
-'h Identities
. Confirm New Password:
- Responses

[*+1] Password m

- Thuec hién nhap password cii va password méi (2 1an) va bam nit save dé thay doi.



3) Huéng din x6a bt mail cii khi bi over-quota

Truy cap webmail tai dia chi: https://vhpsvrO1.vanhanhphuc.com (hoac https://<tén
domain>/webmail)

Ding nhap bang email va password duoc cap

Kiém tra dung luong sir dung (% str dung) & goc dudi bén trai giao dién webmail. Néu >
90% thi c4n phai x04 bot email

‘ Qv @ 99%

o Trong Inbox (Hop thu), chon cac email cin x04 réi bam nut Xoa (Delete) trén thanh
cong cu dé xoa.

SR -
2 = A N w. & 2

it eee All e Q-

Refresh  Compose . . Forvard  Delete  Mark More

L 1nbox 4~ Subject *  From Date size ~ &
o testl IT - VanHanhPhuc.Com 20

3 Junk

= Undelivered Mail Returned to Sender MAILER-DAEMON@gateway02 20

W Trsh

Re Le Xuan Trung 20

o Sau khi "Delete" mail s& chwa xo4 hin ma dua vao Sot rac (Trash). Tiép tuc vao thu
muc Sot rac (Trash) dé chon tat ca cac email can xo4a, va bam Xoa (Delete) lan nita.

s -8 0@ Cd -
- - ot . . u _l. voe All s Q-
Refresh  Compose e e Fonvard  Delete  Mark tore
£ 1nbox &~ Subject *  From Date Size ~ &
/' ot T I T MY
< S O (775 S T T
B3 Junk
W Trash

Kiém tra lai dung lugng sir dung (% sir dung) & goc dudi bén trai giao dién webmail xem
da giam xuong hay chua.



4) Hwéng din cai diat email client
4.1) Microsoft Outlook

- V2o menu File / Account Setting. Click nut “New” dé tao méi mailbox

Account Settings

E-mail Accounts
You can add or remove an account. You can select an account and change its settings.

....................

E-ma||| Data Files I RSS Feeds I SharePoint Lists I Internet Calendars I Published Calendars I Address Books

.:1 New... R Repair... B Cchange... €% SetasDefaulk X Remove € &

Name Type

- Nhap cac thong tin: Tén, dia chi email va password dugc cung cap. Xong
click nit Next va cho Outlook tim kiém cau hinh cho email
Add New Account @

Auto Account Setup
Click Next to connect to the mail server and automatically configure your account settings.

@ E-mail Account
Your Name: Nguyen Thi A
Example: Ellen Adams

E-mail Address: nta@mydomain.com

Example: ellen@contoso.com

Password: FEE
Retype Password: | ****=%

Type the password your Internet service provider has given you.
() Text Messaging (SMS)

(*) Manually configure server settings or additional server types

< Back [ Next > ] [ Cancel




- Sau khi Outlook tim c4u hinh email khong dugc, click chon 6 “Manually
configuration server setting” va click nat Next

=

. Add New Account

Problem Connecting to Server

Configuring

Configuring e-mail server settings. This might take several minutes:

«  Establish network connection
X Search for test@uni-farm.com server settings (unencrypted)

Log on to server (unencrypted)

Verify the settings below. You can make changes if necessary.

E-mail Address:  nta@mydomain.com|
Example: ellen@contoso.com

[T Manually configure server settings

[ < Back ][ Retry ][ Cancel ]

Tai hop thoai Chosse service, chon “Internet Email”, sau d6 click ntit Next

(=)

Add New Account

Choose Service

~) Microsoft Exchange or compatible service
Connect and access e-mail messages, calendar, contacts, faxes and voice mail messages.

(") Text Messaging (SMS)
Connect to a mobile messaging service.

") Other
Connect to a server type shown below.
Fax Mail Transport

[ < Back ][ Next > ] [ Cancel




- Tai hop thoai Internet email setting, nhip vao cac thong sb (nhu cung cip
trong muc 1 cia huéng dan nay), cu thé nhu hinh sau (thay mydomain.com,
email va password tuong ing)

Luwu y: Phan server information ban c6 thé st dung tén mién riéng duoc cip
(mydomain.com), nhung dé ma hoa xac thuc va an toan hon, ban nén sir
dung Incomming va Outgoing 13 tén mién ctia nha cung cap nhu sau:
vhpsvrO1.vanhanhphuc.com

Add New Account @

Internet E-mail Settings
Each of these settings are required to get your e-mail account working.

User Information Test Account Settings
Your Name: LeThi A After filling out the information on this screen, we
recommend you test your account by dicking the button
E-mail Address: nta@mydomain.com below. (Requires network connection)
Server Information
[ Test Account Settings ... ]
Account Type: IMAP E]

Incoming mail server: imap.mydomain.com Test Account Settings by dicking the Next button

Outgoing mail server (SMTP):  |smtp.mydomain.com

Logon Information
User Name: nta@mydomain.com
Password: FEEEESFE

Remember password

ire | . Passw - o
[ Reguire logon using Secure Password Authentication (SPA) More Settings ...

< Back ][ Next > ][ Cancel ]

- Thiét 1ap xong click nut “More Settings”
- Tai Tab Outgoing server, click chon “My Outgoing server (SMTP) requires
authentication” nhu hinh sau:



General | sentitems |  DeletedItems

Outgoing Server | Connection [ Advanced
[¥]My outgoing server (SMTP) requires authentication:

@) Use same settings as my incoming mail server

(© Log on using
User Name: I |
Password: | |

Remember password
[ ]Reguire Secure Password Authentication (SPA)
[ ok || cancel |

General | Sent Items [ Deleted Items
Outgoing Server | Connection | Advanced
Server Port Numbers
Incoming server (IMAP): 143 Use Defaults

Outgoing server (SMTP): 587

Use the following type of encrypted connection:

Use the following type of encrypted connection: | TLS

Server Timeouts
Short ~J~ Long 1minute

Folders

Root folder path:

J [ cancel |




- Xong hoan tat viée cai dat, click nat “Ok” sau d6 click nat “Next”, néu xuét
hién thong bado nhu sau thi click ntat “Yes” dé tiép tuc
Internet Security Warning 3

The server you are connected to is using a security certificate
l"} that cannot be verified.

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

View Certificate... |

Do you want to continue using this server?

Yes | No I

- Xong click “Finish” dé hoan tat viéc cai dat.



4.2) Mozzila Thunderbird

- Vao menu Tool /Account Settings, Tai muc Account Actions click chon
“Add Mail Account”

Account Actions v

Add Mail Account...
Add Chat Account...
b Add Feed Account... i
Add Other Account...

Set as Default

Remove Account

- Trong bang “Setup an existing email account” Nhép vao tén, dia chi email
va password dugc cap, sau do click niat “Continue”
Set Up an Existing Email Account X

Your name: | My Test Mail Your name, as shown to others

Email address: | test@mydomain.com Your existing email address

Password: | eeeeee

Remember password

Looking up configuration: Email provider +_J/

i Continue : Cancel

Get a new email address... Manual config Stop

- Click vao “Manula config” va nhdp cac thong tin server nhu trong phan 1
cua tai li¢u nay

- Lwu ¥: Phan Incomming va Outgoing ban c6 thé str dung tén mién riéng
duoc cap (mydomain.com), nhung dé ma hoa xac thuc va an toan hon, ban
nén sir dung Incomming va Outgoing 13 tén mién cua nha cung cap nhu sau:
vhpsvrO1.vanhanhphuc.com



Set Up an Existing Email Account X

Your name: I Test I Your name, as shown to others

Email address: Itest@mydomain.com I Your existing email address

Password: ’ (TITTT] ‘

Remember password
Server hostname Port SSL Authentication
Incoming: | IMAP | | vhpsviOlvanhanhphuc.com | [143  v| | STARTTLS v| | Autodetect v|
Outgoing: SMTP IvhpserLvanhanhphuc.com V| |587 V| \STARTTLS V] ’Autodetect V‘
Username:  Incoming: |test@mydomain.com | Outgoing: |test@mydomain.com l

{ Get a new email address... ‘ Advanced config Done

Bam “Re-test” dé kiém tra cac thong tin, sau d6 bam “Done” d€ hoan tat



5) Cai diit email client dé tw déng x6a mail dinh ky tranh bij over-quota

MS Outlook Express:
- Chon menu Tool / Accout, chon Tab Email
- Click vao email can cai dit va chon Propoties
- Chon tab Advanced
- Click chon “Leave a copy of message on server”
- Trong phan “Remove from server after”, chon tir 3 dén 7 ngay.

mail.tigertech. net Properties @
I | Advanced |
0
Delivery
Leave a copy of messages on server
[¥] Bemove from server after E day(s)
[C] Remove from server when deleted from 'Deleted Items'

Microsoft Outlook
- Vao menu Files / Account Setting
- Double click vao email can cdu hinh
- Click vao nut “More Settings”
- Trong bang vira mo ra, chon vao thé Advance
- Tai muyc Delivery, click chon “Leave a copy of message...”
- Tai muc “Remove from server after”, chon tir 3 dén 7 ngay.

| J
File, Hol Account Settings m = o g
£ [ ct v
) {{E Change Account m =
Book
Ne Ne = "
E-mail Ited InteErn;t i»;lall Set!:mgs . . » ail ~
ach of these ~
p— Internet E-mail Settings m @
4 Favoritey b - .
[ 4Ing | userInf i l General | Outgoing Server | Connection | Advanced]
=3 se Your Name: Server Port Numbers Eis screen, we %
@ Del y dlicking the button z
E-mail Address: Incoming server (POP3): Use Defaults jon) £
lOuﬂook Server Informatid [] This server requires an encrypted connection (SSL) g
; 3 2
L:l il LT e Outgoing server (SMTP): 25 ‘:
z - e
@ Dr: Incoming mail server Use the following type of encrypted connection: |None [+] icking the Next button H
1] se ; i Server Timeouts =
@ De Outgoing mail server: ) 3
Short Long 1minute i
-y Logon Informatior
L;d Jun o0 l Deliveryi
t@ og s Leave a copy of messages on the server Y
,m & Password: Remove from server after 14 4] days g
LO Seq a
= = ["]Remove from server when deleted from Deleted Items' 2
) i :
N i i &
o wes] ||| §
o Calen @
8-| conty
xt > Cancel
~ Coc ) e )
; T o v pom—
Items: 0 | — SrEEEEsiD EL([;‘LFL[L([ COTIN]




Thunderbird
Vao menu Tool / Account Settings
Chon muyc Server settings & cura s6 bén trai
Chon “Leave message on Server”
Tai muc “For at most”, chon tir 3 dén 7 ngay

Account Settings @

=) Server Settings
2 = Server Type:  POP Mal Server
Corpestion B Addressing | Server Neme: | meil.comeast.net port: 110 | Defed: 110
Disk Space: Userfame:  idoe
Return Receipts :
Sequrky Secuwity Settings
= Local Folders Use secure connedica:
D**f‘sﬂ:“ @ Never O MS,favaleble Ons O s
Oukgeing Server (SMTP) [ Use secure suthentication
Server Settings.
Check For rew messages at startup.
Chedsfor new messages every 10 mirutes
Automsticaly downlosd new messages
CTEIBETEY
Leave messages oa server
etz days
[ Until T defete ce move theen from Inbox
[ Empy Trash on Exic adyanced...
Add Account.... Locel drectery:
: e




