Huwéng dan st dung mail Zimbra — Nhan Hoa Software Company
& zimbra
usarame

Password:

= Stay signed in Sign In
Version: Default L@l What's Thig?

Giao dién sau khi dang nhap:

Contacts Calendar Tasks Briefcase Preferences

Read More | & View ¥

Delete | Spam 2 v | & v || Actions

] New Message v || Reply | ReplytoAll | Forward Archive
¥ Mail Folders >| P"1|0| ° ‘_71| From ‘ﬁ| Subject
é. Inbox b4

E- Sent
EZ Drafts (4)

£3 Junk
W Trash

Searches

‘sze ‘Racerved \Y)

No results found.

Tags
¥ Zimlets

Y Emoticons

@ Linkedin Image
@ Webkx
@ Archive

e Thay déi mat khau
Vao goc trén phia bén phai chon muc Change Password
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Huwéng dan s dung mail Zimbra — Nhan Hoa Software Company

Q Doan Anh Tuan -

HTML Client

Product Help
Help Central Cnline

Mew Features
About

Offline Mode
Change Password

Sign Out

- Nh&p mat kh3u cli va mat kh3u can thay thé va bdm Change password

o Please enter a new password and re-enteritin the

confirmation field.

Oid Password:
Mew password:

Confirm:

Change password

e Soan thu maoi
Mail > New Message
- To: bia chi ngudi nhan thu

- Cc: Dia chi nguoi khac cling nhan duoc email
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Huwéng dan st dung mail Zimbra — Nhan Hoa Software Company
- Subject : Tiéu dé thu
- Attach : Gui file dinh kém
- Save Draft : Luu thu vao nhap
- Khung trdng |&n dé soan thao ndi dung thw cing bd cdng cu phia trén

- CA thé click vao To hodc Cc dé hién thij danh sach email
- Sau khi soan th3o xong thu click Send dé glri thu di, Cancel dé hiy

@) zimbra
Mail Contacts Calendar Tasks Briefcase Preferences Compose E4
l Send H Cancel I | Save Draft ‘ ! gﬁc | I Options ¥ |
| T \ ‘ "tuanda" <tuanda@nhanhoa.comun:
! Cax | I
Subject: ]
L Attach - l Tip: drag and drop files from your desktop to add attachments to this message.

| Sans Serif  * 12pt = Paragraph 'IBI QS—L|£'@'[§EEE'E"

e Churc nang khi click chuét phai vao thu
- Reply: Tra loi thu
- Forward : Chuyén tiép thu cho ngudi khac
- Redirect : Chuyén thu cho ngudi khac (Khéng mang théng tin forward)

- Edit as New : Stra lai ndi dung thu dé gi
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Huwéng dan st dung mail Zimbra — Nhan Hoa Software Company
- Delete : X6a thu

- Mark as Spam : ddnh d4u thu 13 spam, khi nhan duoc thu tir dia chi nay thw
sé ty dong dua vao thu rac.

- Tag Conversation : danh diu cudc trao déi

- Move : Chuyén thu sang thu muc khac

- Print:In thv

- Mark as Read/Unread : danh dau |a da doc/chuwa doc

- Create Filter : Tao b0 loc

- Create Appointment : Tao cudc hen.

- Create Task : Tao nhiém vu

¥ Mail Folders | Pt # e|@ To | 2| subject
_‘E_, Inbox tuanda Test - te
=i
BB sent b &4 Rep [l
B2 Drafts i}l Reply to Al [al]
e ¥ Forwarc
2 Mnk ¥ Forward If]
o Trash =k i
EX Redirect
Searches f Edit as Mew
Tags X Delete [Del]
v Zimlets E@ Mark as Spam [ms]
& Emoticans aﬁj Tag Conversation 3
EI LinkedIn Image {_E, [ vt
@ webix = Print [p]
@8 Archive
== Mark as Unread [mu]
P~ Flag [mf] |
: B Test ]

From Doan Anh Tuan o Create Filter
rnean

- To: [ tuanda B Create Appointment

[ Create Task

- Create Filter: Tao bd loc cho nhitng thu cé (tiéu dé, ndi dung, ngudi giri,
cc..) thda m3n mot s8 yéu ciu s& thue hién (chuyén sang thu muc khéc, xda

)
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Huwéng dan st dung mail Zimbra — Nhan Hoa Software Company

Add Filter
Filter Name: |Filter 1 ¥ Active
If| all = |of the following conditions are met:
From ¥ contains - |tuanda@reIay.hntechpro.cu all b g || ==
Subject el matches exactly r |TEST || =
Subject S contains r |Test o ||
Perform the following actions:
Keep in Sent = 4
I Do not process additional filters
oK Cancel

- Create Task : Tao nhiém vu (cong viéc)

e Contacts

Trong tab Contact, chon Contacts va click vao New Contacts dé luu théng tin lién lac
mdi, sau khi hoan tat théng tin click Save dé luu lai

Mail Contacts Calendar Tasks Briefcase Preferences Tuan, Doan X Test X

ave Cancel =

- <No Name>
& [First ‘ Last B

%
Phone: |Fhone Numbe Maobile v dp
IM: |Screen Name XMPP AL ]
Address: ‘ Street Home - |4

Chon Distribution Lists dé hién thj thong tin Group
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Huwéng dan s dung mail Zimbra — Nhan Hoa Software Company

Contacts Calendar Tasks Briefcase Preferences

| &. Mew Contact ¥ ‘ Edit Delete r‘_—%’ & llé]' \ Actions = ’

¥ Contact Lists

Contacts
B Distribution Lists « |||5& group test 1
E Emailed Contacts

§ Trash

Searches

Tags
¥ Zimlets D tuanda@relay.hntechpro.com
Y Emoticons
LinkedIn Image
@ WebEx
Archive

Chon Emailed Contacts dé hién thj thdng tin email d3 luu
Tao mdi bang cach click vao New Contacts

e Calendar
U'ng dung lich ¢c6 céc tuy chon:

- New Appointment : Thém vao cudc hen
- New All Day Appointment : Thém vao cudc hen (theo ngay)
- Goto Today : Chuyén t&i lich ngay hém nay

- View : Tuy chon kiéu view

-
& zimbra
LR ET] Contacts Calendar Briefcase Preferences
I g Mew Appointment o Delete =~ & - | é | Today
w Calendars ; 2014 Mon, Dec 15
E Calendar
D § Trash
T AM
Searches
¥ Tags - 8 AmM e =8 Mew Appcintment [na]
&F 12 ﬁ Mew All Day Appointment
¥ Zimlets T P Go to Teday [l
N Emoticons 10 AM WView »
LinkedIn Image || | 1
@ WebEx 11 Ak
B Archive
MNoon




Huwéng dan s dung mail Zimbra — Nhan Hoa Software Company

e Task
Tao nhiém vu (cdng viéc) vdi tén cdng viéc, mo ta, ngay bat dau, ngay két thuc, trang
thai..

@) zimbra

Mail Contacts Calendar Tasks Briefcase Preferences Tuan, Doan X

Test

l Save H Cancel | |§ | lﬁ'l |E’;f | I Options ™

- Details

* Subject: | Test

Location: |
Pricrity: ! = Normal = |

Task List: Tasks = |

“s,ansseﬁf - 12 v Paragraph ¥ |B 7 U S L |A ~ R~ |= = =~ !

e Briefcase

Chia sé tai liéu, thw muc dung chung
Tao thu muc mai : phai chudt chon New Folder
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Huwéng dan st dung mail Zimbra — Nhan Hoa Software Company

=1 New Document ¥ Upload File =
¥ Briefcase Folders Sorted by Name ©
v 3 Briefca== = 7 oldert Folder
B fa gj* New Folder | tuanda
F Trash (53 Share Folder
aa] Lpng 47KB
¥ Tags % | Edit Properties tuanda 12/18/2014
17 W :
Lpg Hudng dan sir dung mail Zimbra.docx 4 MB
¥ Zimlets tuanda 12/18/2014

Y Emoticons

m LinkedIn Image

[ Archive

Chon Share Folder dé phan quyén cho thu muc:
- Internal users or groups : Nhdm va nguoi ndi bo
- External guests : Khach bén ngoai
- Public : Cho t4t ca moi ngudi xem ma khdng yéu cadu dang nhap
- Role : Phan quyén truy cap : None (khdng cé quyén), View (Xem), Manager
(Xem, Slra, Thém, Xéa), Admin (Xem,S(ra, Thém, Xda, quyén Admin)
- Message : Message thong bdo cho nguoi dung
- URL: Budng dan dé vao thu muc
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Huwéng dan st dung mail Zimbra — Nhan Hoa Software Company

Share Properties

Mame: folderl
Type: Briefcase
Share with: @ Internal users or groups
External guests

Public {view only, no password reguired)

Email: ||

~ Role
Mone Mons
® Viewer View
' Manager View, Edit, Add, Remove
 Admin View, Edit, Add, Remowve, Administer

1
-Message

Send standard message it

Mote: The standard message displays your name, the name of the
shared item, permissions granted to the recipients, and sign in

information, if necessary.

~URL-
To allow others to access this item, direct them to this URL:
https:/frelay. hntechpro.c..pro.com/Briefcase/folderl

Cancel

Dé tai lén 1 file ta chon Upload File
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Huwéng dan st dung mail Zimbra

Mail Contacts

| @. Mew Document

— Nhan Hoa Software Company

Calendar Tasks Briefcase Preferences

x || Upload File | Download Edit Delete

E,'* v | &~ Actions

Sau d6 duyét dén file can tai 1&n:

¥ Briefcase Folders Sorted TR
v 3 Briefcase ¥ 2 faldert Folidar
folderl tuanda
'g' Trash
Lpng 4748

¥ Tags tuanda 12/18/2014
il DE Hudng dan str dung mail Zimbra.doex 4MBE

¥ Zimlets tuanda 12/18/2014 &
Y Emoticons 0
m LinkedIn Image
@ WebEx
B8 Archive

Choose file(s) to upload:
File: | Chontép | Khing cd tép nao dwoc chon Remove Add
MNotes:
Note: Attachments may not be larger than 7 MB
| ok | cancel |
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Huwéng dan st dung mail Zimbra — Nhan Hoa Software Company

Sau khi tai [én thanh cong :

| Upload File || Download | Edit | Delete | | @~ | 4~ || Actions ~ |

Sorted by Name % 1
by ﬁ l.png
B toiderl Folder “ December 18, 2014 4:23 PM by tuand
21
tuanda
— P () zimbra
tuanda 12/18/z014 Mail Contacts Calendar
[Lé Hudng dan sir dung mail Zimbra.docx 4 ME | ﬁ Mew Appointment - Delete
tuand 12/18/2014 5
Uancd o - ¥ Calendars 2014
Bl catendar
[ @ Trash
T AM

Tim kiém mail
Gd tén mudn tim kiém trén thanh tim kiém
C6 thé s dung thém cdc tuy chon bén trai dé tim kiém chinh xac hon

B « tua nda

bcts Calendar Tasks Brefcase Preferences Tuan, Doan X Test X Contact X + search B

2 results for: I:tuanda x)
v | Reply | ReplytoAll | Forward Archive || Delete | Spam Jl} v | &~ | Actions ¥
b| F‘t‘@‘ ° @‘ From |@| Subject
Doan Anh Tuan Test - =

Doan Anh Tuan

Preferences
Diéu chinh ciu hinh trong tab: Preferences > General :
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Huwéng dan st dung mail Zimbra — Nhan Hoa Software Company
- Change Password : D6i méat khau.

- Default Client : Chon lwva HTML va AJAX
- Theme, Font, Display Font Size, Print Font Size : Thay d6i hién thi hom thu.

Tasks Briefcase Preferences

ndo Changes |

Password: l Change Password |

Default Client: (® Advanced (Ajax)
() Standard (HTML)

Appearance

Theme:l Sky ™ I
ant:l Standard ~ |
Display Font Size: | Nomal * |

Print Font Size: 12pt ~ |

- Time Zone : Diéu chinh mui gi&

- Language : Diéu chinh ngdén ngit (& day 1a Tiéng Anh)

- Compose Direction : Ki€u soan thdo mail (tir phai sang hoac tir tréi sang)
- Search : Cac tuy chon tim kiém

- Other Setting : Cac tly chon khac vé : cudn chuét, hién thj tén e mail.



Huwéng dan st dung mail Zimbra — Nhan Hoa Software Company

Time Zone and Language

Time Zone: | GMT +03:00 Minsk ~

Language: l English (United States) ~ ]

Compose Direction: | Left to Right I Show direction buttons in compose toolbar

Search Folders: | Include Spam Folder in Searches
[ Include Trash Folder in Searches

[ Include Shared Items in Searches

Search Language: () Show advanced search language in search toolbar

Other Settings

Scrolling: | 50 ~ |items fetched when scrolling
Selection: || Display checkboxes to select items in lists

Email Addresses: ¥/ Display names in place of email addresses when available

e Tao chit ky
Preferences > Signatures

Tasks Briefcase Preferences Compose X

wdo Changes

Name: | signi

signl Poan Anh Tudn
Technical Support

Nhan Hoa Software Company

Email: tuanda@nhanhoa.com.wn
Phone: +84 (4) 7328668@

Head Office: 32 Vo WVan Dung Str , Dong Da Dist,
Branch: SS1MN Hong Linh Str, Ward 15, Dist.

I Mew Signature “ Delete J Attach Contact as wCarc

Using Signatures

Mew Messages Replies 8 Forwards

Primary Account: | signl : J I signl ¥ l
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Huwéng dan s dung mail Zimbra — Nhan Hoa Software Company

e Export va Import dit liéu mail
Vao menu Import/ Export va Export mail dé lwu trit hodc Import mail tir lwu trir vao.

(&) zimbra
Mail Contacts Calendar Tasks Briefcase Preferences
Save H Cancel | Undo Changes
F Preferences
@ General
¥ Accounts File: | Chon tp | Khang c6 tép nao duac cf
W had Destination: Al folders
A" Filters
[ Signatures
@) Out of Office
H Contacts
Bl Calendar Type: (@ Account () Calendar () Contacts
& Sharing All account data can be exported toa ™
A Notfiesitions Source: | All folders |
% Import / Export =
(@] Shortcuts || Advanced setti ngs

e Cau hinh tra 1oi tv dong
Preferences > Out of Office

Tasks Briefcase Preferences

ndo Changes |

Out of Office

Out of Office: () Do not send auto replies
(®) Send auto-reply message

Auto-Reply Message: ||

Time Period: || Send auta-replies during the following time period:

Start: [ 12/16/2014 = | | Midnight - | ¥ Al Day
End: | 121162014 = (11159 PM -

Calendar; || Show free/busy ast | Out of Office =

External Senders: || Send different auto-reply message to external senders: anyone outside
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