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Huwéng dan st dung thuw dién to trén Webmail

Nguoi dung mudn vao mailbox (hop thu), co thé dung trinh duyét Web vi du Internet
Explorer, google chrome, Firefox... dé€ vao Outlook Web Access:

1. M6 trinh duyét Web, sau d6 nhap dia chi sau: https://mail.vietnamairlines.com

2. Sau khi nhép dia chi trén vao, trang WebMail s€ mo ra, nguoi dung s€ nhap tén
dang nhap va mat khau dé chung thyc quyén sir dung.

Outlook x + - x

< C [ htips//mailvietnamairlines.com/owa o o i

(® dang nhap

3. C6 thé ban s& dugc thong bao chon ngdn ngit va thoi gian dé trinh duyét Web hién
thi tot nhat cac thong tin email. Cac hudng dan trong tai liéu nay dugc soan dua
trén ngdn ngit duoc chon 1a Tiéng Anh.

Gi¢i thiéu giao dién
4. Cac thu cua ngudi dung sau khi nhan duoc s& nam trong folder Inbox.

5. Cac thuy ma ngudi ding soan nhung giri di chwa dugc sé nam trong Drafts.

6. Cac thu do nguoi dung di gui di s& dugc sao luu mot ban va dugc dé trong Sent
Items.

7. Céc thu di dugc x6a (x6a tam thoi) s& nam trong Deleted Items.
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Search Mail and People

v Favorites

~ Tran Nhu Hieu-AITS
~ Inbox 74

Adrmin

IT Department

Leaders 7

Microsoft Expert

Night Duty Repor

No reply

Note Symantec

Notes

Porta

Security 2016

Security 2017

SIRC

Symantec Report

Tivoli Monitor

WSUS:Alert From

x

8 mailvietnamairlines.com/owa

+

/#path=/mail/inbox

@ New | v i Delete & Archive Junk|v
Inbox Filter v
Helpdesk-AITS

Biu chinh truy cép Portal {2) Mon 6:38 PM
KG a/c! Alc hé'trg theo email dudi Thanks & bestr...

Helpdesk-AITS

Mat dif liéu trén web mail

Kinh GUi Huyin, Higl! Huy2n, Higu kiém tra gidp ch.

Helpdesk-AITS
L8 Sita

Dear Higu Higu kidm tra v

&trg anh Vugng CC Mr...

Mguyen Thi Thanh Huyen-AITS
L&i nhin email hé théng PLP Mo
Dear anh, <6 mail tir anh B&i Minh khuyén céo ngu

Le Hoang Tung-AITS; Nguyen ...

8o cao ra soat Baselines may chil hang ngay

Mon 438 BM

Kinh gdi cac anh chi Em xin gl bo céo Baselines m.

paul@confexinvite.co.uk
“Warning: Possible SPAM/Phishing” Invitatior M
Hi Sir / Madam, Planning 2 professional event? Get s...

Dinh Ba Huu-AITS

U

Sweep

Moveto ¥  Categories ¥ ses 9 U
Diéu chinh truy cap Portal
Q Helpdesk-AITS © Replyall |~

(o)

Yesterday, 6:38 PM
Nguyen Thi Thanh Huyen-AITS; Tran Nhu Hieu-AITS; Dinh Ba Huu-AITS; +1 more ¥

KG a/c!
Afc hd trg theo email dudi

Thanks & best regard !

Online Services

Mobile: 0961912911 & 1900 989866

Tel: +84 2438732732 Ext: 2011/9511

eMail: helpdesk.aits@vietnamairlines.com

Web: http://aits.vn

HO:AITS Building, 412 Mguyen Van Cu Str., Bo De ward, Long Bién dist, Ha Noi, Viet Nam.

Rep:3rd floor, Vietnam Airlines' Sounthern Regional Office Building, 49 Truong Son Str,, Tan Binh Dist, Ho Chi
Minh City, Viet Nam.

Helpdesk-AITS 5 |v
Thu 8/8, 2551 PM

Hwéng dan glri/nhan Email

@ Mew

1. DPéang nhép vao Webmail cua ngudi dung, sau dé chon nut thu maéi

2. Sau d6 ta nhap cac thong tin ngudi nhén, tiéu dé va ndi dung Email. Sau khi nhap

, =
xong ta chon nut

Send

dé giri email di
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Huwdng dan st dung thuwe dién tde trén Webmail :

il Attach Discard = ss IC]

Bém Guri dé giri mail di
To Helpdesk-AITS =

Bee

Cc

Kiém tra gl nhan Email

TEST]

Thanks & Best regards,

Tran Nhu Hieu
Network Administrator

Aviation Information and Telecommunications Solutions JSC

IT Infrastructure Dept - "3,55[ Floar, Airimex Bldg, 414 Nguyen Yan Cu Str., Long Bien Dist., Ha Moi
City, Viet Nam

Tel: +84-4 38 732 732 (Ext: 9597), Fax: +84-4 38 732 892

Mobile: +84 906 233 445

Email: higutran.aits@vietnamairlines.com
Website: www.aits.vn

*

MM A B I U & A = = z€

m Discard ] © (A v i)

3. Sau khi giri email, ta c¢6 thé kiém tra xem email da duoc giri di hay chua trong muc
Sent Item.

b
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11|
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®
&
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<

Hwéng dan st dung Lich biéu - Calendar
Chirc nang Calendar trén Webmail gitip ngudi diing Ién ké hoach va sap xép thoi gian cho cong viéc,
nhac nh& ngwoi dung hoan thanh coéng viéc theo lich da sap xép trong Calendar.

Trén thanh bén bén phai, nguwdi dung c6 thé sir dung chirc néng Calendar.

Pé tao ra mot Lich biéu cOng viéc, nguwdi dung chi viéc chon cong cu la EE=EEES. Sau d6 click

H Add calendar ave

, dién cac théng tin can thiét vao lich roi
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H save il Discard @ Attach  Charm v

Details

Sy kién: Hop giao ban Ban CNTT

Vi tri: Phéng hop Idn Ban CNTT

Tue 8/13/2019 1
Tue 8/13/2019 1
All da Private

15 minutes - B
Email reminder Send reminder to
15 minutes - Me -

Reminder message to send

Bi hop giao ban Ban CNTT

Hwéng dan st dung Contact

Categorize v

i)

Wl Feedback People % Scheduling assistant
+

Tran Nhu Hieu-AITS

Free

Chirc nang Contacts la noi cho ngwi dung tao ra va lwu lai thong tin lién lac cia moi nguoi.

1.1.1. Huwéng dan Contact

Dé tao mét danh thiép, ngudi dung chon muc

théng can thiét. Sau d6 click

H Save

Pt
i+ Mew

sau d6 click roi dién day da cac

o
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Huwéng dan st dung thuw dién to trén Webmail

H save M Cance

Add contact

Name
First name

Thanh

Last name

Mguyen Xuan

Emai

thanhnx_aits @vietnamairlines.com

Display as

Mguyen Xuan Thanh-AITS

T .
(+) Email

1.1.2. Hwéng dan thay ddi anh dai dién

He¢ théng Exchange 2016 c6 thém tinh nang méi 1a ngudi dung c6 thé add thém anh dai
dién (&dnh avatar) cho tai khoan Email cia minh. B¢ thém anh dai dién, nguoi dung chon
1

muc & 4, sau d6 click “"#neE
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Tran Mhu Hieu-AITS
hieutran.aits @vietnamairlines.com

My Site
Open another mailbox...

Sign out

Tiép theo, ngudi dung chon Upload photo , chon file dinh dang anh (*.jpg; *.gif,...). Sau

ciing chon H Save

Al 2 6B

H Save | M Delete ¥ Cancel

[ Upload photo ]
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Huwéng dan st dung thuw dién to trén Webmail

Hwdng dan st dung Tasks
1. Chutc nang Tasks (Simple List) tao ra nhirng nhiém vu lam viéc. Trong d6 ta c6
thé hoach dinh ngdy bat dau cong viéc va ngay két thuc cong viéc. Chirc ning
Tasks nay con c6 thé nhic nhé ngudi dung sip dén ngay hét han cho cong viéc da
de ra.

™

2. Dé tao ra mot nhiém vu (Task), nguoi dung chon muc trén thanh cong cuy,
H Save

) Mew

sau d6 click vao = r0i dién cac thong tin can thiét. Click dé luu

lai cac task nhiém vu.

Luu hanh noi bo Trang 8



= Save Z| Attach  Charm ¥ Discard

Subject
Banh gia k& hoach 6 thang cudi nam

Due
Tue 12/31/2012 Show more details
©| B I UM A & A T = €=V

Panh gia k& hoach 6 thang cubi néml

Hwéng dan s dung Tay chon -Option

Out of Office Assistant: Khi ngwi dung di cong tac xa hay nghi phép khong cé mat trong Ngéan
hang, khéng thé nhan mail dwoc thi ngudi ding nén dung chirc ndng ndy. Chirc nang nay sé gidp
nguwdi nhan ty dong gl thw nguoc lai cho nguwdi gvi biét la minh khéng c6 mat & TCT HKVN lam
viéc véi ndi dung dwoc viét dwdi khung bén dwdi sau khi chon chirc ndng Automatic Replies. Sau

d6 click ¥ OK d& 1uu lai chu hinh cho ngudi dung.
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Huwéng dan st dung thuw dién to trén Webmail

. -

Refresh

[ Automatic replies ]

Display settings
Manage add-ins
Offline settings
Change theme

Options

Luu hanh noi bo Trang 10



v OK X Cancel
Automatic replies

Create automatic reply (Out of Office) messages here. You can set your reply to start at a specific time, or set it

to contimue until you tum it off.

Send replies only during this time period

TR « 1000AM w | . . 2 T 1%
S B Dinh thoi gian tu tra 101 bat
dau khi nao va luc nao két
Wed 8/14/2019 ,
«—— | thdc

Send a reply once to each sender inside my organization with the following message:

B I UM A & A = = z€ 3= vV

A " o
Téi di vang.
¥in lién lac lai EEIL,I.l

Hwdng dan st dung chir ky cho Email
1. Trong phan ndy, ngudi ding co6 thé cau hinh tuy bién giao dién va tai khoan cia
minh nhur ¢6 bao nhiéu thu dugc thé hién trong mot trang, thong bao cho nguoi
dung biét 1a minh c6 mail méi, tao ra chit ky ¢ cudi thu khi guri thu cho moi nguoi.

2. Dé tao ra chit ky, nguoi dung click vao Options -> Mail -> Layout -> Email
signature roi nhap nhitng thong tin cua chit ky. Bé add thém logo cho chit ky, trén
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Huwéng dan st dung thuw dién to trén Webmail

|

phan chir ky, nguoi dung dat con chd vao vi tri can add va chon N va sau do

click dé luu lai cAu hinh.

© Options

 aenerdl

4 Mail

4 futomatic processing
Automatic replies Email signature
Undo send ) ) )
) +f| Automaticzlly include my signature on new messages | compose
Inbox and sweep rules
lyyn 1l Frare e . . B
Junk email reporting +| Automatically include my signature on messages | forward or reply to
Mark as read

Message options B I U ‘ﬂ‘ﬁ NS i — =

) = 1=
Read receipts

Reply settings Thanks & Best regards,
4 Accounts Tran Nhu Hieu
Block or allow Network Administrator

Aviation Information and Telecommunications Solutions

4 Attachment options IEC
Storage accounts IT Infrastructure Dept - 3rd Floor, Airimex Bldg, 414
) : Mguyen Van Cu Str., Long Bien Dist., Ha Noi City, Viet Nam
~ayeu Tel: +84-4 38 732 732 (Ext: 9597), Fax: +84-4 38 732

Conversations

[ Email signature ]

Link preview
Message format
Message list
Quick actions
Reading pane

» Calendar

1.1.3. Hwéng dan thay dbi ngdn ngi
1. Ngudi dung co thé thay doi ngdn ngit trong giao dién Webmail tir Tiéng viét sang
Tiéng anh (English), ta vao Options>General>Region and time zone.

Luu hanh noi bo Trang 12



(© Options

Shortcuts H save ¥ Discard
4 General
My account Region and time zone settings

Change theme

Choose your language, the date and time format to use, and your time zone,

Distribution groups
The language you choose will determine the date and time formats for your language.

Keyboard shortcuts
Manage add-ins

Language
Mobile devices
) ) [ English (United States) ] -
Offline settings
Accessibility settings +'| Rename default folders so their names match the specified language
Light version Date format (For example, September 1, 2019 is displayed as follows)
Region and time zone 2/1/2010 -
Text messaging
» Mail Time format
r Ca|endar 1:01 &AM - 11:58 PM bl
“ Personalization Current time zone
Calend
el (UTC+07-00) Bangkok, Hanai, Jakarta -

4 Automatic processing
Invitations
4 Notifications
Reminders
Text message notifications
4 Other calendars

Birthday calendar

1.1.4. Huwoéng dan thay déi Mat khau
1. Ngudi dung ding nhap vao hé thong mail qua Web mail. Tai giao dién sau khi
dang nhap, chon biéu twong Options>General>My account>Change your
password



Huwéng dan st dung thuw dién to trén Webmail

W7 VietnamAirlines

® Options
Shortcuts
4 General
My account
Change theme
Distribution groups
Keyboard shortcuts
Manage add-ins
Mobile devices
Offline settings
Accessibility settings
Light version
Region and time zone
Text messaging
4 Mail
» Automatic processing
¥ Accounts
4 Attachment options
Storage accounts
4 Layout
Conversations
Email signature
Link preview
Message format

Message list

2. Man hinh Change your password xuét hién, nhap mat khau cii va mat khau moi 2

1an, M4t khau m&i phai theo Quy dinh di dugc ban hanh, click
d6i mat khau.

My account
Hieu-AITS

Initials

Last name

Tran Nhu

Display name™*

Tran Mhu Hieu-AITS

Email address

hieutran.zits@vietnamairlines.com

Work phone

Fax

Home phone

City

Hanoi

State/Province

Zip/Postal Code

Country/Region

Vietnam

Office

" Save

dé thay

Luu hanh noi bo
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+ Save X Discard

Change password

Enter your current password, type a new password, and then type it again to confirm it.

After saving, you might need to re-enter your username and password and sign in again.
You'll be notified when your password has been changad successfully.

Email address: hieutran.aits@vistnamairlines.com
Nhap password cit

Current password: sarsasnaines
Mew passwﬂrd: EREREERRREE R

Nhép Password méi
Confirm new password: CCCEER LT

Nhaép lai Password méi



