HWONG DAN SIF DUNG WEBMAIL ITEC

1. Truy cap webmail tai dia chi: http://mail.itec.hcmus.edu.vn hogc www.gmail.com
Nén dung trinh duyét Chrome dé st dung dwgc mét sé tinh nang ctia webmail nay
Néu khong truy cap dwoc webmail theo dia chi trén thi truy cap vao website ctia Trung tdm ITEC
(http://www.itec.hcmus.edu.vn) trong muc Lién két chon Webmail.

2. DPang nhap: ) ]
Nhap username va password dwoc cung cap. Mac dinh, username chinh 1a MSSV va mat khau la sé
CMND, nén doi password nay ngay sau khi dang nhap.

€ ) P ()@ nhips//accounts.google.com/signin/challenge/sl/password=identifier @ || Q rimkigm wBe ¥ A& =

Google

Pang nhap mot lan. Truy cap tat ca.

Pang nhap dé tiép tuc sir dung Gmail

m

‘ 1359056@itec.hemus.edu.vn ‘

Tim tai khoan cia tdi

Tao tai khoan

MGt tai khodn Google dé truy cap moi san pham cla
Google

GMBROL *HE

Giao dién sau khi dang nhap thanh cong:

<« C | & https//mail.google.com/mail/u/1/#inbox |
“
p et KN # 0@
vcogie) |[EC
Mail ~ - c T a-
I Inbox (1) LinkedIn Customer Support  Adding a New University Page [Case: 160815-015139] - View this case on our Help Center Subject: Adding a New University Pa Oct1
Starred
- Everything else 1-25 of many [+
Important
Sent Mail Le, me (2) ch nam hoc 20 Oct 1
Drafts (11) [ITECSM SYSTEM] CUA HE THO Oct 1
Ao ITEC 2014
Bidm danh KEUKA [ITECSM SYSTEM] PNG CUA HE 1 Sep 30
~ Hoat dong SV Giao Vu, ITEC I6p, nhér CTS Sep 30
P Giao Vu, ITEC o vu sé& chuyén Sep 30
Search people me, Mail, Nguy&n (7) ISV rdi ndp xudr &  Sep 30
@ Nhan Ly Hifu
o [ITECSM SYSTEM] CUA HE THO Sep29
@ Nghi Mai Thanh
Danh Tran Cong [ITECSM SYSTEM] CUA HE THO Sep 29
Duy Nguyen
Giao Vu, ITEC Béo Thuy Tién via Linked w would you lik Sep 29
Sinh vien ITEC
§ Tuwong Nhi via Linkedin you like to res| Sep 29
Tin Ho Duy
R " L Hiru. Nhan hvién, Phang & Sep 29
hitne/faccaunteanaalecom/SinnOutOntinns?hl=enf& continue =httne://mail anoale.com/ATmeermre=rrs


http://mail.itec.hcmus.edu.vn/
http://mail.itec.hcmus.edu.vn/
http://www.gmail.com/
http://www.itec.hcmus.edu.vn/
http://www.itec.hcmus.edu.vn/
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3. Thay déi mat khau:
Truy cap Settings -> Accounts -> Google Account settings

& c ‘ @ https;//mail.google.com/mailfu/1/#settings/accounts
Y
P [ 2|
waooge) [TEC
Mail - Settings

nbox Accounts df)d Blocked Addresses Forwarding and POP/IMAP Chat Labs Offline Themes

COMPOSE General Labels

Change account settilt§

v Comfortable
#le Account settings

Inbox (1) Change your password and security options, and access other Google services. Cozy
Starred Send mail as: CTSV, ITEC <congtacsinhvien@itec.hcmus.edu.vn> el Compact
Use imemational Training & Educaion Center Mail o send
Important Lm;:.rf,;fr":.,ﬂllmum resle=d pdd another email address you own
Sent Mail Learn more
Drafts (11) Check mail from other accounts: Add a POP3 mail account you own
. Learn more
Ao ITEC 2014
2 Grant access to your account: Add another account Send feedback
Biem danh KEUKA {Allow cthers o read and send mail on your behalf ene feedhad
+ Hoat déng SV Learn more (=) Mark conversation as read when opened by others Help
: ' Leave conversation unread when opened by others
®~ Add additional storage: Using 1.1 GB.
Need more space? Purchase additional storage
Search people...
@ Nhén Ly Hiru Using 1.1 GB Program Policies
Manage . Last account activity: 3 hours age

@ Nghi Mai Thanh Powered by Go gle Details

Danh Tran Cong

Duy Nguyen

Giao Vu, ITEC

Sinh vien ITEC

Tin Ho Duy

]

B Sign-in & security >

Control your password and account-access
settings.

Signing in to Google

Device activity & notifications

Connected apps & sites



Signing in to Google

Control your password and account access, along
with backup options if you get locked out of your Password & sign-in method
account
Your password protects your account. You can also add a second layer of
protection with 2-Step Verification, which sends a single-use code to your
Make sure you choose a strong password phone for you to enter when you sign in. So even if somebody manages to steal

tains a mix of numbers, letters, and your password, it is not enough te get into your account.

Note: To change these settings, you will need to confirm your password.

Last changed: March 17, 2015 b

2-Step Verification off >

Tiép tuc nhan Password => Nhap mat khu cii dé d&ng nhap

< Password

Choose a strong password and don't reuse it for other accounts. Learn more.

Changing your password will sign you out of all your devices, including your phone. You will need to enter
your new password on all your devices.

Mew password

Use at least 8 characters. Don't use a password
from another site, or something too obvious like

your pet's name. Why?

CHANGE PASSWORD

Nhap password méi (gibng nhau) vao hai & “New password” va “Confirm new password”, sau d6 nhan
“Change Password”. Néu nhap dung thong tin thi s& cé théng bao déi password thanh céng.
Lwu y: d&t password phai tir 8 ky tw tré [&n va nén dat password twong ddi khé nhwng phai nhé



4. Chuyén tiép thw: néu khong thwong xuyén check mail nay thi nén chuyén tiép (forward) dén dia chi mail
thwong dung (vi du hdp mail yahoo.com hay gmail.com)
Truy cap “Forwarding and POP/IMAP” -> “Add a forwarding address”

] International Training & Ed...

L C M | B https://mai.google.com/a/itec.hcmus.edu.vn/#settings/fwdandpop w N
Start Page Mail Calendar Documents Sites more 1059000@itec.hcmus.edu.vn | Settings | Help | Mﬁ'
n | SearchMail | | Searchtheweh | Shevsearchoptior
o) [TEC
Compose Mail 'S’ettings
Inbox (3) General Labels Accounts Filters Forwarding and POP/IMAP  Chat Web Clips
Starred ¥ Priority Inbox Labs Offline Themes
Sent Mail 2
= Forwarding: [Add a forwarding address ]
Drafts
Follow up Tip: You can also forward only some of your mail by creating a filter!
M POP 1. Status: POP is enabled for all mail that has arrived since 11:02 pm
Priority Download: O Enable POP for all mail (even mail that's already been downloaded) =
4 morey Learn more O Enable POP for mail that arrives from now on
O Disable POP
Contacts
Tasks 2. When messages are accessed with POP
e | keep International Training & Education Center Mail's copy in the Inbox
- Cha

3. Configure your email client {e.g. Outlook, Eudora, Netscape Mail)

Bgarch;gad, orinvs Configuration instructions

e A Tran Van

IMAP 1. Status: IMAP is disabled
Set status here v
Access: © Enable IMAP
@ X (access ® Disable IMAP
Intemational
Training & 2. Configure your email client (e.g. Outlook, Thunderbird, iPhone)
Text chats are saved Education Center  Configuration instructions e
and searchable. Mil from other
Learn more clients using
IMAP)
Options v Add contact Learn more
.ja C hanges .
™|
B e ———————— L | e il >

Add a forwarding address

Please enter a new forwarding email address:

|khuong.nguyen.dinh@gmail.com |




Nhap dia chi email mudn chuyén tiép -> Next

Settings
General Labels Accounts Filters Forwarding and POP/IMAP  Chat Web Clips Priority Inbox

Labs Offline Themes

Forwarding: | Add a forwarding address |

Verify [conﬁrmgtion code ‘ R d iR 4d
khuong.nguyen.dinh@gmail.com | \verify =

Kiém tra hop mail chuyén tiép sé& nhan dwoc email xac nhan va copy “confirmation code” vao 6 Verify
sau dé nhan “Verify”

General Labels Accounts Filters Forwarding and POP/IMAP Chat Web Clips Priority Inbox

Labs Offline Themes

Forwarding: O Disable forwarding
@ Forward a copy of incoming mail to ‘ khuongAnguyen.dinh@gmailicom (in use) v and
‘Lkeep International Training & Education Center Mail's copy in the Inbox v

[ Add a forwarding address |

Tip: You can also forward only some of your mail by creating a filter!

POP 1. Status: POP is enabled for all mail that has arrived since 11:02 pm
Download: O Enable POP for all mail (even mail that's already been downloaded)
Learn mare © Enable POP for mail that arrives from now on

O Disable POP

2. When messages are accessed with POP
lrkeep International Training & Education Center Mail's copy in the Inbox v

3. Configure your email client (e.g. Outlook, Eudora, Netscape Mail)
Configuration instructions

IMAP 1. Status: IMAP is disabled

Access: O Enable IMAP

(access @® Disable IMAP

Intemational

Training & 2. Configure your email client (e.g. Outlook, Thunderbird, iPhone)
Bducation Center  Configuration instructions

hail from other

clients using

IMAP)

Learn more

[ Save Changes | [ Cancel |

Tiép theo chon “Forward a copy of incoming mail to” rdi nhan “Save changes”



5. Gti mail: nhan vao “Compose Mail”

n‘ " SearchMail | | Searchtheweh | Shotsearchostions
reate a filter
byGoogle ITEE
P o
{ _Compose Mail s 4
EE—— end Save Now Discard @
3 .. 5 .
Inbox () To: "Webmaster ITEC" <webmaster@itec.hcmus.edu.vn>,
Starred v
Sent Mail
Drafts Add Cc | Add Bee
Follow up Subject: Kiém tra glri mail
Misc & Attach afile Insert: Invitation
Priority e e = —
4 more B 7 U F1I"IgHh @ & =i EE M E=E =L Check Spelling v
s ndrey & Plain Text
Contacts " ss
Tacks Kiém tra giti mail
= Chat
Search, add, or invite

ma A Tran Van

Set status here v
@
Text chats are saved

and searchable.
Learn more

Options ¥ Add contact

Send Save Mow Discard

To: dia chi mail nguwdi nhan, c6 thé nhap nhiéu email ngan cach béi du phéy.

CC: dia chi mail ngwdi ciing nhan (thwong giri dé& ndm théng tin), c6 thé nhap nhiéu email ngan
cach b&i diu phay.

BCC: dia chi mail ngwdi cuing nhan nhung khéng hién thj dbi véi nhixng ngwdi nhan (an cac dia chi
mail nay), c6 thé nhap nhiéu email ngan cach béi dau phay.

Subject: chi dé& cta mail, nén d&t chi dé sao cho ngan gon va cé théng tin vé ndi dung mail (c6 thé
g0 tiéng Viét c6 dau, tuy nhién mot sd mail ctia ngudi nhan co thé khéng hién thi dwoc tiéng Viét co
dau trén phan cha dé)

Attach a file: c6 thé giri kém mét hoac nhiéu file, dung lwong ti da cla tat ca cac file 1a 25MB (c6
thé thay ddi tuy theo chinh sach clia google). Néu ding trinh duyét Chrome hodc Firefox, ching ta
c6 thé kéo tha file (c6 thé chon nhiéu file) vao ving nay.

N&i dung mail: c6 thé ding cac thanh cong cu dé format néi dung mail dep hon, néu dung trinh
duyét Chrome thi c6 thé kéo tha hinh anh tryc tiép vao néi dung mail.

Webmail sé tw dong lwu sau vai gidy khi co sy thay ddi ndi dung (Ilwu tam trong thw muc Drafts) nén
khéng s¢' méat mail khi bi cip dién hoac treo may.

Néu muén lwu lai mail dé gri sau thi nhan vao “Save Now” (néu ndt nay bi mé thi mail da dwoc lwu
roi

Néu muén hiy bd mail thi nhan “Discard”

Cac mail da glvi s& nam trong folder “Sent Mail”.



6. Poc mail:

« Back to Priority Inbox = Archive Reportspam @ Delete ® | = Movetow  Labelsw More actions v «N

show details 11:05)23 hours ago) | 4y Reply | v

New update information 1nbox | x

Google Apps update alerts to me

ew update information

New revision history interface in Google Spreadsheets
Posted: 20 Dec 2010 08:10 AM PST

The newer revision history interface in Google Documents is now also available in Spreadsheets. You can now see all of the changes
that collaborators have made cell-by-cell.

Editions included:
Google Apps, Google Apps for Business, Government and Education

Dé& xem théng tin chi tiét v& ngwdi gl va ngwdi nhan thi nhan vao “show details”

Néu trong néi dung emial c6 hinh &nh thi c6 thé phai nhan vao “Display images below” dé hién thj
(ho&c chon “Always display images from ....” D& ludn hién thi hinh anh trong néi dung mail gei ter
nguwoi nay.

3 attachmentd— Download all attachments
2 2 4bmin10-PL cam ket Khuyen mai FTTH TRA TRUOC 12 THANG.doc

@ 69K View Download

@ CHUONG TRINH KHUYEN MAI CHUNG FTTH.doc
60K View Download

CHUONG TRINH KM VIP_ MPHM.xIs
156K View as HTML Open as a Google spreadsheet Download

® Reply =¥ Forward

Néu co files dinh kém thi bén dwéi ndi dung mail sé c6 danh sach cac file dinh kém.

“Download all attachments”: tai toan bd cac file dinh kém vé (link nay chi cé khi), luc nay cac file
dinh kém sé dwoc nén thanh 1 file duy nhat (kich thwéc file nén sé nhé hon nén download nhanh
hon)

V6i céc file office (.doc, .xls, .ppt) hoac file PDF (.pdf) thi cé thé xem tryc tiép trén web bang cach
nhan vao “View” (rat hiru ich néu may dang dung khéng c6 phan mém office ho&c phan mém xem
file PDF)

Reply: tra I&i ngwdi givi, c6 thé thém nguwdi nhan vao
Reply to all: tra I&i tAt cd ngwdi glri va ngwdi cling nhan, cé thé thém ngwdi nhan vao

Forward: chuyén tiép thw dén ngudi nhan khac



=» CD_Thi HK1 1011 - DB.xls
@ &

23K View as HTML Open as a Google spreadsheet Download
© Reply “ Reply to all

=¥ Forward

@ Giao is not available to chat
Send Save Now

Discard

From: Nguyen Dinh Khuong <ndkhuong@fit.hcmus_edu.vn> change

L2
To: Giao vu Khoa CNTT <giaovu@fit.hcmus_edu.vn>

Add Cc | Add Bcec | Edit Subject 42 Attach a file | Include original attachments Insert: Invitation

~
B 7 UF T E I =S EEME =E E L «PlainText Check Spelling v
2010/12/21 Giao vu Khoa CNTT <giaovu@fit.hcmus.edu.vn>
Kinh chao quy Thay Cd

Kinh gtti quy Thay C lich thi Iy thuyét I3n 1 céc 16p Cao dang tai co: s& Dw Bi. Quy Thay C wui long gl @& cho PET tréc ngay thi 2
tuan.
Cam on quy Thay Co.

2010/12/10 Giao vu Khoa CNTT <giaovu@fit. hcmus edu.vn>
Kinh chao quy Thay Cé,

BPGVu kinh g&i quy Théy Ca lich thi (13n 1) hoc ky 1 nam hoc 2010-2011, céc I&p Cao dang tai co s& Nguyén Van Cir. Kinh dé nghi
quy Thay Cé giri dé thi cho Phong dao tao trud'c ngay thi it nhat 2 tuan.

Send Save Now Discard

Mé&c dinh, khi Reply hodc Reply to all thi file dinh kém (néu c6) khéng kém theo, néu ching ta muén
kém theo mail trd I&i thi nhan vao “Include orginal attachments”. Khi forward thi cac file dinh kém sé
kém theo mail.

Néu muén thay ddi subject thi nhan vao Edit Subject (diéu nay khéng nén lam trir mot vai trwedng
hop dac biét)

Moi thac mac xin lién hé webmaster@itec.hcmus.edu.vn



