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HDSD Hé Théng Web Mail Phiénban 2.0

H¢ Théng Mail Quan tri don vi Ngay 10/12/2025

Lich st tai li€u
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03/12/2024 1.0 | Khung tai liéu huéng dan Tung Luong
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HDSD Hé Théng Web Mail Phiénban 2.0

Hé Théng Mail Quan tri don vi Ngay 10/12/2025

PANG NHAP
1. Pang nhap tai khoan
- Bwéc 1: Truy cap vao hé thong Mail.

- Bwéc 2: Nhép tai khoan va mat khau da duoc cung cp

HE THONG XAC THUC NGUUI
DUNG TAP TRUNG

Chao mimng ban truy cép vao hé thong

@lamdong.gov.vn

© Dang nhap

- Buée 3: Nhan chon “Pang nhap”

- Budc 4: Khi dang nhap vao thanh cong, hé théng s& hién thi giao dién

A Tengcho P Quan i tdikhodn MM Biocio& Thang ke B Quén Iy ngudi ding

a TRANG CHU

oa® Kich hoat:
5 . t: 3
& i ho acd Gt a sl T6r a : sy Kichhoa
L nwml a Téng han mirc hip thu da cap 5 Téng dung lugng da sir dung 5 Bng dung lugng da dugc cap - B khoa: 0
@ Pacap 1GB D& sirdung 17.91 MB Da cap 3GB Tai khodn 3
4l Luu luong gt va nhan thur (Top 10) @ Thang nay
L H
3
KB

Kiemithu2@mailt daklak g vn Koty @mai1. dakdak gov.m
M Thu dagii M Thu d3 nhan M Thirasgii M@ Thu d3 nhan
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HDSD Hé Théng Web Mail Phiénban 2.0

Hé Théng Mail Quan tri don vi Ngay 10/12/2025

2. Quan ly thong tin tai Khoan
2.1. Thay déi anh dai dién
- Buée 1: Nhan chon vao khung thong tin

B Quan tri don vi
gqtdv@lamdong.gov.vn

gqtdv@lamdong.gov.vn

Thong tin tai khoan

Ngén ngr (tieng viét) [+ ]

Déang xuat

- Bwéc 3: Chon vao man hinh anh dé upload Ién anh dai dién

Quan tri don vi
gtdv@lamdong.gov.vn

- Buéc 4: Sau khi anh dai dién da thay doi thanh cong, hé thong s& thong bao “Anh
dai dién da duoc cap nhat”

2.2. Thay d6i thong tin tai khoan
- Bude 1: Nhan chon vao khung thong tin
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HDSD Hé Théng Web Mail

Phién ban

2.0

Hé Théng Mail Quan tri don vi

Ngay

10/12/2025

A Quan tri don vi
gtdv@lamdong.gov.vn

Thoéng tin tai khoan

Ngén ngr (tieng viét)

Déang xuat

T3 3]

- Buée 3: Nhép céc thong tin c6 gan dau

A Trangchi 488 Quaniytaikhosn | Biocao&Thongké &8 Quan Iy ngudi ding

&
wa aowan

Théng tin tai khoan

" . . Théng Tin Ca Nhin
Quan tri don vi
qtdv@lamdong.gov.vn
Quén tri don

qtdv@lamdong.gov.vn

D6i mat khau

bang xuat CJ

o T ...,
- Buwéc 4: Nhan “Céap nhat” , sau khi cap nhat thanh cong hé

théng s€ bao “Thong tin tai khoan da dugc cap nhat”

2.3. Thay d6i mat khau
- Bude 1: Nhan chon vao khung thong tin

HDSD. HT Mail

Ban quyén thudc cong ty iNet Solutions

Trang 6/31




HDSD Hé Théng Web Mail Phiénban 2.0

Hé Théng Mail Quan tri don vi Ngay 10/12/2025

A Quan tri don vi
gtdv@lamdong.gov.vn

Thoéng tin tai khoan

Ngén ngr (tieng viét) [+ ]

Déang xuat

- Buéde 3: Chon “Dbdi mat khau”

L . D6i Mat Khau
Quan tri don vij
qtdv@lamdong.gov.vn

Théng tin tai khoan

D6i mat khau

- Bude 4: Nhap thong tin theo trinh ty sau

e + Nhap “Mat khau”
e + Nhap “Mat khau méi”
e + Nhap “X4c nhan mat khau méi”
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HDSD Hé Théng Web Mail

Phién ban

2.0

Hé Théng Mail Quan tri don vi

Ngay

10/12/2025

D6 Mat Khdu

- Bude 5: Nhan chon “Do61 mat khau”

D&i mat khau

2.4. Piing xuat
- Buée 1: Nhan chon vao khung thong tin

A Quan tri don vi
gqtdv@lamdong.gov.vn

A Quan tri don vi
qtdv@lamdong.gov.vn

Théng tin tai khoan

Ngén ngr (tieng viét) [+ |

Déang xuat

1

2.5. D6i ngén ngir
- Bude 1: Nhan chon vao khung thong tin

HDSD. HT Mail Ban quyén thudc cong ty iNet Solutions
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HDSD Hé Théng Web Mail

Phién ban

2.0

Hé Théng Mail Quan tri don vi

Ngay

10/12/2025

Thoéng tin tai khoan

Ngon ngr (tieng viét) [ * |
Déang xuat
- Buée 3: Chon ngdn ngir mudn doi
Tigng Viét
Tiéng Anh =
HDSD. HT Mail Ban quyén thudc cong ty iNet Solutions Trang 9/31




HDSD Hé Théng Web Mail Phiénban 2.0

Hé Théng Mail Quan tri don vi Ngay 10/12/2025

I. Quan tri Mail (Mail Admin)
1. Trang chu

Nham muc dich hién thi téng quan tinh hinh thyc hién st dung h¢ théng mail
cong vu.

@A Trangens 4P Quéniytaiknodn e Béocdod Thengké 4P Quan Iy ngudi ding

&  TRANG CHU

Oa® ik hoat: 4
E a Tdng han mic hip thu d3 cdp 5 Tdng dung lugng da sir dung 5 T8ng dung lugng da duge cdp ..- fehhogts
AIL ADMIN - Bi khda: 0
B D& cép 20 GB Da sirdung 87.67 KB D3 cép 4GB Tai khodn 4

.l Luu lugng gt va nhén thur (Top 10) @ Théng nay + Téng gifnhan

4
H
iE

taphuan@amdang govn taphuan @lamdong govvn taphuan2 @amdang govvn
M Thu dagii @ Thy da nhan B Thrdagi M Thur da nhan

&7

MAIL ADMIN

=> “Trang chu”

* Trén menu giao dién, chon

= Hién thi “Téng han muc hop thu da cip”

B Tong han muac hdp thu da cép

Da céap 20 GB

= Hién thi “Tong dung lugng d sir dung”

5 Tong dung lugng da sur dung

D3 sirdung 87.67 KB
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HDSD Hé Théng Web Mail Phiénban 2.0

Hé Théng Mail Quan tri don vi Ngay 10/12/2025

= Hién thi “Tong dung luong di dugc cip”

5 Téng dung lugng da dugc cép

D3 cap 4GB

= Hién thi thong tin tai khoan “Kich hoat” hodc “Bi khoa”

00 ‘ .
... K1|ch t’mat. 4
- Bi khoa: 0

Tai khoan 4

= Biéu d thé hién “Luu luong glri va nhan thu” va “Tong gli/nhan”

Jil Luu lugng gl va nhén thu (Top 10) © Thang nay < Tong gli/nhén

taphuan@lamdong gov vn taphuan1 @lamdang gov v taphuan2@lamdong govvn
B Thirdagiri @ Thu da nhan M Thrdagli M The d2 nhan

+ Hé thdng hién thi biéu d6 thong ké theo thoi gian tiy theo tiéu chi mudn thdng ké:

@ Thang nay

Hém nay
Tuan nay
Thang nay
Thang trudc

Nam nay

2. Quan ly tai khoan
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HDSD Hé Théng Web Mail Phiénban 2.0

Hé Théng Mail Quan tri don vi Ngay 10/12/2025

2.1.  Quan ly tai khoan

2.1.1. Tao m¢i tai khoan

&

MAIL ADMIM

- Bude 1: Trén menu => chon “Quan ly tai khoan”

Quan tri don vi

A Trang chu [ Biocioa Théngké 4@ Quanly ngudi dung qtdv@lamdong.gov.v

=) QUA! Al KHOAN & Quan Iy nhém 4 TAIKHOAN
Chon trang thai Nhap tir khoa tim ki Qr 1-4/8 K £ 1 17 G BhS . &

82
paiL AoMiN | Ho va tén Tén tai khoan Chinh sach Dung lugng str dung Trang thai Lan truy cap cudi Chifc nang

& Tép Huan taphuan@lamdong.gov.vn BASE 4 sir dyng 0.01% (84.5 KB) v 24/12/2025 20:39 ® s a8

Tap Huan 1 taphuan1@Ilamdong.gov.vn BASE D4 sir dung 0.00% (1.22 KB) v 24/12/2025 17:11 ® S A6

Tép Hudn 2 taphuan2@lamdong.gov.vn BASE D4 s dyng 0.00% (1.22 KB) v Chua truy cap ® s A0

Quan trj don vj qtdv@lamdong.gov.vn BASE D4 sir dung 0.00% (0 Bytes) v 24/12/2025 20:42 ® S AH

- Buéde 2: Nhan chon “Quan 1y tai khoan”

.
- Budc 3: Chon “Tai khoan”

Quén tri don vi
A Trangchy 48P Quanlytaikhodn  |@ Biocdo& Thongké 48 Quén Ity ngudi ding qtdv@lamdong.gov.vr
=) QUANLY TAIKHOAN ¢ & Quan Iy nhém
Chon trang thai Nhép tir khéa tim ki Qry 1-4/4 W < 1 1 620 O &
&
maLaomiN | Ho va tén Tén tai khoan Chinh sach Dung lugng sir dung Trang thai Lan truy cap cudi Chire nang
B Tép Huadn taphuan@lamdong.gov.vn BASE Da sir dung 0.01% (84.5 KB) v 24/12/2025 20:39 ® s a0
Tap Huan 1 taphuan1@Ilamdong.gov.vn BASE Da sirdyng 0.00% (1.22 KB) v 24/12/2025 17:11 @ s an
Tép Hudn 2 taphuan2@lamdong.gov.vn BASE D4 sir dyng 0.00% (1.22 KB) v Chua truy cép ® s Al
Quén trj don vj qtdv@lamdong.gov.vn BASE Da sir dung 0.00% (0 Bytes) v 24/12/2025 20:42 ® s a0

Luu v: Néu don vi d vuot qua dung luong cho phép hé thong s& khong hién nut

. . + TAIKHOAN L ]
“Tai khoan” thay vao d6 s€ hién “Dung luong vuot qué ...”

(Dung lugng vugt qua 2 GB)

- Buéc 4: Chon => Nhap Mail cong vu can tao
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HDSD Hé Théng Web Mail Phiénban 2.0
Hé Théng Mail Quan tri don vi Ngay 10/12/2025

A Trangend {8 Quéniytaiknodn e Boocso& Thangke 8P Quan Iy ngudiding

Quiin trj don vi

=] QUAN LY TAI KHOAN & Quén Iy nhom
Quén Iy td chirc > Tao tai khodn
|

Ngudi ding * Chinh sdch *

&

| | @ ﬂnaong.gow.vr'

e mem, manalomm s

Han mirc Cloud File *
Tap Hudn 3 <taphuan3@lamdong.gov.vn>
GB GB

Kich hoat

Kich hoat

- Buée 5: Check “Kich hoat”

M Trangend 48 Quiniytaikhoan MM Biocdod Thangke P Quan1y ngusi ding

= QUAN LY TAIKHOAN 4 Quén 1y nhom
Quan Iy 18 chirc » Tao tai khodn
&
@ Ngui ding * Chinh sach *
Tép Hudn 3 <taphuan3> @lamdong.gov.vn BASE

Chinh sich ding chung cho tit c& cac tai khodn thu dién tir céng vy cia tinh Lam Bt

Han mire hdp thu *(Dung lugng cbn lai 16 GB) Han mire Cloud File *

Kich hoat

- Bude 6: Nhap cac truong thong tin han mirc va chinh sach => Nhan “Luu”

2.1.2. Xem tai khoan

=

MAIL ADMIN

- Bude 1: Trén menu => chon “Quan 1y tai khoan”

i

° Quin tri don vi
jtdv@lamdong.gov.v

S QUANA¥TAIKHOAN [ Guin i taiknoin | 4 Quaniy nhom
Chon trang thai Nhap tir khéa tim kiérr Qr 1-4/4 K £ 1 n > K <
ol
paILADMIN | Ho va tén Tén tai khodn Chinh sach Dung lugng sir dung Trang thai Lan truy cap cudi Chic nang

& Tap Huan taphuan@lamdong.gov.vn BASE 4 sir dyng 0.01% (84.5 KB) v 24/12/2025 20:39 ® s A8
Téap Huan 1 taphuan1@lamdong.gov.vn BASE D3 sir dung 0.00% (1.22 KB) v 24/12/2025 17:11 ® s an
Tap Hudn 2 taphuan2@lamdong.gov.vn BASE D3 s dyng 0.00% (1.22 KB) v Chua truy cap ® s A0
Quan trj don vj qtdv@lamdong.gov.vn BASE D4 sir dung 0.00% (0 Bytes) v 24/12/2025 20:42 @® s A0

- Bude 2: Nhin chon “Quan 1y tai khoan”

HDSD. HT Mail Ban quyén thudc cong ty iNet Solutions Trang 13/31



HDSD Hé Théng Web Mail Phiénban 2.0

Hé Théng Mail Quan tri don vi Ngay 10/12/2025

9

- Buéc 3: Chon tai khoan can thuc hién => chon “Xem’
tinh hinh thyuc hién tai khoan

, hé thong s& hién thi

A Trangchi 48P Quaniytaikhodn | Biocdo& Thongke 48 Quan Iy nguwi ding
=] QUANLY TAIKHOAN @ o0 t & Quan Iy nhom
Quén Iy tai khodn > Tap Huan @® Xem # Chinh sira & KHOA B X0A
&
MAIL ADMIN
& Hg va tén: Tép Hudn Tén tai khodn: taphuan@lamdeng.gov.vn Trang théi « Dang kich hoat
Nguoi tao: support@lamdong.gov.vn Ngay tao: 24/12/2025 15:19 Ngay cép nhat:
Han mirc hép thu: 1GB Han muc Cloud File: 1 GB Domain: lamdong.gov.vn
Chinh sach: BASE  Xem chi tiét
G 2 5 Téng dung lrgng a3 sir dun @ Téng dung luong con lai
Mhgn: 1 g dung luang ung g dung luong con Ia
Hop thu 3 D4 sl dung 85.22 KB Dung lugng con lai 1023.92 MB
Jl Luu lugng gui wa nhan thu @ Théng nay + Téng guri/nhan
I
s
&
-y
254
24
154
14
054

2.1.3. Chinh sira tai khoan

&

MAIL ADMIN

- Buwéc 1: Trén menu

i

=> chon “Quan ly tai khoan”

[@ Biocioa Théngke 48 Quan Iy ngudi dung

©  QUA AIKHOAN [ uan iy taiknoin | 4 Quéniy nhém
Chon trang thai Nhap tir khoa tim kiém Qr
aiLAomn | Ho va tén Tén tai khoan Chinh sach Dung lugng sir dung Trang thai Lan truy cép cudi Chirc nang
& Tap Huan taphuan@lamdong.gov.vn BASE D4 sir dyng 0.01% (84.5 KB) v 24/12/2025 20:39 ® s a8
Tép Hudn 1 taphuan1@Ilamdong.gov.vn BASE D4 sir dung 0.00% (1.22 KB) v 24/12/2025 17:11 ® s aB
Tap Huan 2 taphuan2@lamdong.gov.vn BASE D3 sir dyng 0.00% (1.22 KB) v Chua truy cap ® s AE
Quan trj don vj qtdv@lamdong.gov.vn BASE D4 sir dyng 0.00% (0 Bytes) v 24/12/2025 20:42 ® s a6

& Quan ly tai khoan

- Buée 2: Nhin chon “Quan 1y tai khoan”

- Buée 3: Chon tai khoan can thyc hién => chon “Chinh stra”, hé théng sé& hién thi
thong tin chinh stra.
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HDSD Hé Théng Web Mail

Phién ban

2.0

Hé Théng Mail Quan tri don vi

Ngay

10/12/2025

> Tap Huan

Chinh stra

Ho va tén:
Tén tai khoan:
Trang thai:

Domain:

Chinh sach *

Nguai tao:

Tap Huan

taphuan@lamdong.gov.vn

v

lamdong.gov.vn

Han mure Cloud File *

Han mirc hop thu *(Dung lugng con lai 16 GB)

1 GB

support@lamdong.gov.vn

Luu

BO QUA

- Bwéc 4: Sau khi thuc hién chinh stra theo tiéu chi => Nhan “Luu”.

2.1.4. Xoa tai khoan

&

MAIL ADMIN

- Bwée 1: Trén menu

|@a Béo cao & Théng ké

A

& Quan 1y ngudi dung

e
S QUA AIKHOAN [ Guin iy taiknoin | 4 Quanty nhom
Chon trang thai Nhap tir khéa tim ki Qr
&
pAaILAOMIN | Ho va tén Tén tai khoan Chinh sach

& Tép Hudn taphuan@lamdong.gov.vn BASE

Tép Huan 1 taphuan 1@lamdong.gov.vn BASE

Tép Husn 2 taphuan2@lamdong.gov.vn BASE

Quan trj don vj qtdv@lamdong.gov.vn BASE

Dung lugng sir dung

04 sir dyng 0.01% (84.5 KB)
D4 sir dyng 0.00% (1.22 KB)
D3 st dyng 0.00% (1.22 KB)

5 sir dyng 0.00% (0 Bytes)

=> chon “Quan 1y tai khoan”

1-4/4 M

Trang thai Lan truy cap cudi

v 24/12/2025 20:39
v 24/12/2025 17:11
v Chua truy cap

v 24/12/2025 20:42

Ly

<

Chifc nang
® s a8
® SR8
® s a8

® s A8

- Bwéc 2: Nhan chon “Quan 1y tai khoan”

- Budre 3: Chon tai khoan can thuc hién

HDSD. HT Mail

Ban quyén thudc cong ty iNet Solutions
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HDSD Hé Théng Web Mail

Phién ban

2.0

Hé Théng Mail Quan tri don vi

Ngay

10/12/2025

=) QUAN LY TAI KHOAN
Cheon trang thai
|
MAILADMIN | Ho va tén
@ Tép Huan
Tép Huédn 1
Tép Huén 2

Quan tri don vi

| Bdo co & Thang ké

&P Quan Iy nguti ding

& Quan Iy nhom

ir khoa tim kig
Tén tai khoan
taphuan@lamdong.gov.vn
taphuan1@Ilamdong.gov.vn
taphuan2@lamdong.gov.vn

qtdv@lamdong.gov.vn

Qr
Chinh séch
BASE
BASE
BASE

BASE

Dung lugng sir dung

4 str dyng 0.01% (84.5 KB)
4 sir dyng 0.00% (1.22 KB)
3 st dyng 0.00% (1.22 KB)

03 st dyng 0.00% (0 Bytes)

Trang thai

L L %S

1-4/4 W

Lan truy cap cudi
24/12/2025 20:39
24/12/2025 17:11
Chua truy cap

24/12/2025 20:42

+ TAIKHOAN
< 1 o E0n. 2

Chifc nang

- Budc 4: Chon “X6a”

W XOA

- Buédc 5: Nhan “Pong y”

i Xoa

‘ Bo qua ‘

Ban co6 chéac xda tai khoan taphuan2@lamdong.gov.vn khéng?

2.1.5. Khoa tai khoan

- Buwéc 1: Trén menu

&

MAIL ADMIM

=> chon “Quan ly tai khoan”

-

2 QUANLY-TAI KHOAN
Chon trang thai

]

pai somin | Ho va tén

& Tép Hudn
Tap Huén 1
Tép Hugn 2

Quan trj don vj

Tén tai khoan

taphuan@lamdong.gov.vn
taphuan1@lamdong.gov.vn
taphuan2@lamdong.gov.vn

qtdv@lamdong.gov.vn

|@a Béo cao & Thong ké

& Quin 1y ngudi ding

Chinh sach
BASE
BASE
BASE

BASE

Dung lugng st dung

D3 sir dyng 0.01% (84.5KB)
D3 sir dung 0.00% (1.22 KB)
Da sir dyng 0.00% (1.22 KB)

D4 sir dung 0.00% (0 Bytes)

Trang thai

I S

1-4/4 W
Lan truy cap cudi
24/12/2025 20:39
24/12/2025 17:11
Chua truy cap

24/12/2025 20:42

‘ Quan tri don vi
atd

< 1 n 1R

Chifc ning
® s a8
® s an
® s a8

® s a0

- Buée 2: Nhan chon “Quan 1y tai khoan”

- Buée 3: Chon tai khoan can thuc hién

HDSD. HT Mail
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HDSD Hé Théng Web Mail Phiénban 2.0

Hé Théng Mail Quan tri don vi Ngay 10/12/2025

Quin tri don vi
M Trangens 48P Quan iy tdikhodn M Bdocdo & Theng ke BB Quan Iy ngudi ding qidv@lamdong.gov.vr
=) QUAN LY TAI KHOAN & Quan Iy nhém
Chon trang thai Nhap tir khda tim kiém Qar 1-a4/4a H £ 1 n >» M z
&
MAILADMIN | Ho va tén Tén tai khoan Chinh sach Dung lugng sir dung Trang thai Lan truy cip cubi Chiic nang
@ Tép Hudn taphuan@lamdong.gov.vn BASE D4 sir dyng 0.01% (84.5 KB) 3 24/12/2025 20:39 @ s al|@
Tép Hudn 1 taphuan1@lamdong.gov.vn BASE D4 st dyng 0.00% (1.22 KB) v 24/12/2025 17:11 @ J| &
Tép Hudn 2 taphuan2@lamdong.gov.vn BASE Da sir dung 0.00% (1.22 KB) ~ Chua truy cp @ | &|m
Quén tri don vi qtdv@lamdaong.gov.vn BASE D3 sir dyng 0.00% (0 Bytes) v 24/12/2025 20:42 @ g &

& KHOA

- Budc 4: Chon “Khoda”

- Buéde 5: Nhin “Pong y”

Ban co chac khda tai khoan taphuan@lamdong.gov.vn khéng?

2.2.  Quan ly nhom
2.2.1. Tao nhém

=

MAIL ADMIN

- Bude 1: Trén menu => chon “Quan 1y tai khoan”

Quén trj don vj
- e SLs..
QUANLITATRHOMN oyt [20 |
E A

B
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- Budie 2: Nhin chon “Quan 1y nhom”

oo
- Buwde 3: Chon “Nhém”

- Buée 4: Nhap thong tin thém nhoém

> Thém théng tin nhom
Nhom*

nhomtaphuan @lamdon...
Tén nhom*

Nhom tap huan

Tai khoan thu dién tor * o @

Khéng cé tai khoan...

- Bwée 5: Chon &+ | 45 them tai khodn thu dién tir.

- Buéde 6: Check chon vao thu dién t&r mudn thém => Sau d6 nhan “Thém”

THEM 3 TAI KHOAN
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> Thém tai khoan vao nhom

Nhép tir khda tim kiém

Ta&p Huén @
taphuan@lamdong.gov.vn

Tap Huan 1 @
taphuan1@lamdong.gov.vn

Tap Huan 2 ®
taphuan2@lamdong.gov.vn

Quan tri don vi
qtdv@lamdong.gov.vn

THEM 3 TAI KHOAN

BO QUA

LUy

- Bwée 7: Thuc hién nhan “Luu” dé thém thanh cong.

2.2.2. Chinh sitra nhom

&

MAIL ADMIM

- Bude 1: Trén menu => chon “Quan 1y tai khoan”

s A

©  QUANUTITROAN  wounyw [20 ]
= |

&

1| 18a Biocdos Thengke 488 Quan Iy ngudi ding

Quén trj don v
tdv@lamdong.gov.vn
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- Budie 2: Nhin chon “Quan 1y nhom”

Hy.
Budce 3: Chon “Chinh stra” s
- buoc J: on mn sua .
Quéin trj don vj
A Trengchi 48P Quéniytaiknodn | Bdocdo & Thingké 3B Quan Iy ngudi ding qtdv@lamdong.gov.vn
= QUAN LY TAIKHOAN i Quén Iy ti khoan
Nhdp tir khéa tim kig Q 1-11 M < 1 &S0 2
=]
MAILADMIN | Thur dién tir Tén nhém S6 tai khoan Chie nang
B nhomtaphuan@lamdong.gov.vn Nhém tap husn 3 r

- Budc 4: Thuc hién chinh stra theo tiéu chi

> Thém théng tin nhém

Nhém*

nhomtaphuan @lamdon...

Tén nhém*

Nhém tap huan

Tai khoan thur dién tir (3)* o @
Tap Huan 1 &
(taphuan1@lamdong.gov.vn)

taphuan2@lamdong.gov.vn ol
(taphuan2@lamdong.gov.vn)

Tap Huan @
(taphuan@lamdong.gov.vn)

x BO QUA

= Chon dé x6a tai khoan thu dién tr. (Néu o)
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Nhom*

nhomtaphuan
Tén nhom*

Nhoém tap huan

Tap Huén 1

Tap Huén

> Thém théng tin nhém

Tai khodn thu dién tir (3)*

(taphuan1@lamdang.gov.vn)

taphuan2@lamdong.gov.vn
(taphuan2@lamdaong.gov.vn)

(taphuan@lamdong.gov.vn)

x BO QUA

@lamdon...

& Q

LUy

LUy

- Buwée 5: Sau do thue hién nhan “Luu’”.

2.2.3. Xo6a nhom

- Bwée 1: Trén menu

&

MAIL ADMIM

e

¥-TAI KHOAN

S QUA

&

|a B30 cdo & Thing ké

& Quan Iy nqudi dung

=> chon “Quan 1y tai khoan”

Quén tr} don vi
qtdv@lamdong.gov.vn

- Buée 2: Nhin chon “Quan 1y nhom”
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]

- Buéde 3: Chon nhom muon x6a nhan “Xoa”.

- Buéc 4: Thyc hién “Dong y” Dong § dé x6a nhom.

i Xéa X

Ban co chac xoa thu dién tir nhomtaphuan@Ilamdong.gov.vn kKhong?

3. Bao cdo va Thong ké

3.1. Taikhoan

&

MAIL ADMIM

- Budc 1: Trén menu => chon “Béo céo va Thong ké&”

Quén trj don vi
A Trangcht 588 Quén h | M Bacciod ke | 48 Quan Iy nguii dung qtdv@lamdong.gov.vn

(=) BAO CA ONG KE : nh hinh sir dung Dung lugng

5 Théng ké tinh hinh sirdyng > Don vi tp hudn tinh Lim Ddng m & KET XUAT ~ B INTHONG KE
L ADwa

Ll Th&ng ké trén timg tai khoan thugc Don vi tap huan tinh Lim Déng (lamdong.gov.vn)

@ 56 tai khoan 4 Sé tai khoadn email 4 56 tai khoan dai dién 1
Han mire d3 cip 20GB Han mtre da sir dung 87.67 KB Han mire con lai 20GB

= Chi tiét trén timg tai khodn

Nhép tir khda tim kigm Q 1-4/4 W < 1 n » W e
STT  Taikhodn Hovatén Thu giri Thu nhan Han murc d3 cdp D& sirdung % s(r dung % s(r dung Trang thai Lan truy cap
1 qtdv@amdong.g... Quan trj dan vi [ 0 1GB 0 Bytes 0.00% DA sirdyng 0.00% v 24/12/2025 20...
2 taphuan1@lamdo... Tap Huén 1 1 0 1GB 1.22 KB 0.00% DA sirdyng 0.00% v 24/12/202517...
3 taphuan2@lamdo... Tap Hudn 2 1 (] 1GB 1.22KB 0.00% DA sirdyng 0.00% v Chua truy cip
4 taphuan@lamdon... Tap Hudn 1 2 1GB 85.22 KB 0.01% Dasidyng0.01% v 24/12/2025 20...

T -
khoar
r 9
7 A 6 N 9299 . \ h\ h . d- A ~ h- A h-
.
- Bwée 2: Nhan chon “Tai khoan => Man hinh giao dién s€ hién thi

nhu sau:
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Quan tri don vi
qtdv@lamdong.gov.v

A Trangcns 48P Quaniytaikhodn  |@a Baocdo& Thongké 4B Quén Iy ngudi ding

(=) BAO CAO & THONG KE Tinhhinh srdyng ~ Dung lugng
59 |  Thaakétnhhinhsirdung > Don vitip hudn tish Lim Dong m
@

MAIL DM |

Wil Théng ké trén timg tai khoan thudc Don vi tap huan tinh Lam Dong (lamdong.gov.vn)
@ S6 tai khoan 4 S0 tai khoan email 4 S0 tai khoan dai dién 1
Han muc da cap 20GB Han mirc da sir dung 87.67 KB Han murc con lai 20GB

E= Chi tiét trén timg tai khoan

Nhap tir khoa tim kiém Q 1-4/4 W < 1 n > N <
STT  Taikhodn Ho va tén Thu giri Thu nhan Han mirc da cap Dasirdung % str dung % str dung Trang thai Lan truy cap
1 qtdv@lamdong.g... Quan tri don vi o o 1GB 0 Bytes 0.00% D& sir dyng 0.00% v 24/12/2025 20.
2 taphuani@lamdo... Tap Huén 1 1 0 1GB 1.22KB 0.00% Da sir dyng 0.00% v 24/12/2025 17.
3 taphuan2@lamdo... Téap Hudn 2 1 0 168 1.22KB 0.00% DA sir dyng 0.00% v Chua truy cap
4 taphuan@iamdon... Tap Hudn 1 2 1GB 85.22KB 0.01% D& sirdyng 0.01% v 24/12/2025 20..

Nhap tir khda tim kiém

dé thyc hién tim

= Chon “Nhap tir khoa tim kiém”
kiém thong tin theo tiéu chi thuc hién.

= Chon “Thong ké lai” I 3¢ thuc hién thong ké lai dir licu

ma&i nhat trén phan mém.

= Chon “Két xuat” de ket xuat thong tin thanh tap tin. HE

théng hd trg theo cac dinh dang nhu: World, Excel, PDF.

World

Excel

PDF

14 ﬁ E 2 . . 4 4
= Chon “In thong ké&” _| de thuc hién in phicu thong ké.

L]
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More setting:

Print using system dialog.

Print on both sides

Print on one side ™

(Ctrl+Shift+P)

Cancel

Print ?
Total: 1 sheet of paper THONG KE TAI KHOAN DIEN TU
Printer Théng ké trén td chire Pom vj tip hudn tinh Lim Ping(MATAM.DEMO)
§6 lugng tai khoin: 4 | 86 tai khoin email: 4| 86 tai khoan dai din: 1
HP (HP Laserlet Pro MFP M22...
Hyn mie i cip: | 20 GB | Han mie dd sit dyng: | 8767 KB|  Hyn mire chn by | 20GB
Copies < <
Thong ké trén tirng td chirc
1 -
STT Tai khoin Ho vi tén Han mire gﬂ:: Con Igi
Pages 1| qtdv@lamdong.gov.vn Quan trj dom vi 1GB|  0Bytes 1GB
O an 2 | taphuanl@lamdong.gov.va Tép Hudn 1 1GB| 122KB| 1024 MB
- 3 | phuan2@lamdong.gov.vn | Tip Huén 2 1GB| 122KB| 1024 MB
4 | taphuan@lamdong.gov.vn Tép Huin 1GB| 8522KB '023\":’;
Color
Black and white v

3.2

- Bwée 1: Trén menu

Tinh hinh sir dung

MAIL ADMIN

&

=> chon “Béo c4o va Thong ké&”

| Biocaod Thong ke| 48 Quén 1y ngusi ding

= BAO CAQ G KE Dung lugng
Théng ké tinh hinh st dung » Bon vi tap hudn tinh Lam Dang Q THONG KE LAI m
Tirngay 24/11/2025 Dén ngay 24/12/2025 Trang théi Tt c4
B SL thu nhan hon SL thu giri han
Ll Théng ké trén don vi:Don vi tap hudn tinh Lam Bong(lamdeng.gov.vn)
56 lugng tai khodn 4 S6 thu da nhan: 3 SG thu @a guri: 2 S Ian sir dung: 5
E=Chi tiét trén timg tai khodn
Nhép tir khoa tim kigm Q 1-4j4 W £ 1 n » n £
STT  Thudién tr Ho vatén Thur d3 nhan Thu da gl S8 lan sir dung
1 taphuan1@lamdang.gov.vn Tép Hudn 1 1 0 1
2 taphuan2@lamdeng.gov.vn Tép Huan 2 1 0 1
3 taphuan@lamdong.gov.vn Tép Hudn 1 2 3
4 qtdv@lamdong.gov.vn Quan tri don vi 0 0 0

- Bwéc 2: Nhan chon “Tinh hinh st dung”
dién s& hién thi nhu sau:

=> Man hinh giao
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Quin trj don vi
# Trangchi 48P Quaniytaikhosn  |@a Bdoco& Thongke 48P Quan Iy ngudi dung tdv@lamd
BAO CAO & THONG KE Tai khoan Dung lugng
&
MAIL ADMIN
Tirngay 24/11/2025 Dén ngay 24/12/2025 Trang thai Tatca
@ SL thu nhén hon SL thu giri hon
|l Théng ké trén don vi:Don vi tap huan tinh LAm Dong(lamdong.gov.vn)
S6 lugng tai khoan 4 S6 thu da nhan: 3 S6 thu da guri: 2 S6 lan sir dung: S
= Chi tiét trén timg tai khoan
Nhap tir khoa tim kié Q 1-4/4 W < 1 RIS On. .
STT  Thudién tir Ho vatén Thu da nhan Thu da g S6 lan strdyng
1 taphuan1@lamdong.gov.vn Tép Hudn 1 1 0 1
2 taphuan2@lamdong.gov.vn Téap Hudn 2 1 0 1
3 taphuan@lamdong.gov.vn T4p Husn 1 2 3
4 qtdv@lamdong.gov.vn Quan trj don vi 0 0 0

- Buédie 3: Nhap thong tin tir ngdy dén ngay va trang thai theo tiéu chi can thong ké.

Tir ngay

24/11/2025

Dén ngay 24/12/2025

+ Trang thai bao gom:

Trang thai

Tatca

Tatca
Khéng sir dung

Cé str dung

- Buwée 4: Sau khi diéu chinh theo tiéu chi, man hinh s& hién thi nhu sau

A Trangchu 48P Quaniytaikhodn  |@a Bdo cdo & Thang ké

BAO CAO & THONG KE  Taikhoan Dung lugng
@q Théng ké tinh hinh sirdung > Don vi tap hudn tinh Lam Dong

Tirngay 24/11/2025 Dén ngay
@ SL thu nhén hon SL thu guri hon

|l Théng ké trén don vi:Don vi tap huan tinh Lam Dong(lamdong.gov.vn)

S6 luong tai khoan 4 S8 thu da nhan: 3
= Chi tiét trén timg tai khoan
Nhap tir khoa tim kié Q
STT  Thudién tr Ho vatén
1 taphuan1@lamdong.gov.vn Tép Hudn 1
2 taphuan2@lamdong.gov.vn Tép Huén 2
3 taphuan@lamdong.gov.vn Tép Hudn
4 qtdv@lamdong.gov.vn Quadn trj don vi

488 Quan Iy nguui ding

o Quin trj don v
tdv@lamdong.g
[ anonrin | sunir ] oo |
24/12/2025 Trang thai Tatca
S6 thu da guri: 2 S4 lan str dung: 5

1-4/4 W < 1 BN .
Thu da nhan Thu da guri S8 1an strdung
i 0 1
1 0 1
1 2 3
0 0 0

= Chon “Nhép tir khoa tim kiém”

Nhap tir khda tim kiém

dé thuc hién tim

kiém thong tin theo ti€u chi thyc hién.
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= Chon “Thong ké lai” dé thuc hi¢n thong ké lai dir liéu

maoi nhat trén phan mém.

= Chon “K¢&t xuat” deé ket xuat thong tin thanh tap tin. HE

théng ho tro theo cac dinh dang nhu: World, Excel, PDF.

World
Excel

PDF

TR

. IN THONG KE : A . X Z
= Chon “In thong ké&” dé thuc hién in phiéu thong ké.

Print ?
Total: 1 sheet of paper TINH HINH SU DUNG THU DPIEN TU
Printer Tir ngay : 24/11/2025 dén ngay : 24/12/2025
Théng ké trén té chirc: Pon vi tip huiin tinh Lim Ding(MATAM.DEMO)
HP (HP Laserlet Pro MFP M22... 56 lrgng tai khoin: { 4 { Thu di nhin:J 3] Thur di -gl'ri:] 2 [ S lin sir dyng: ] 5
Copies Théng ké trén timg tai khoin
1 STT Thur dién tir Ho va tén ":":'ﬁ:‘ T'::ﬁ‘” s“‘d':j‘:;"
Pages 1 | taphuan]@lamdong.gov.vn Tap Hudn 1 1 0 1
O 2 | taphuan2@lamdong.gov.vn Tip Huénl 1 0 1
3 | phuan@lamdong gov.vn Tip Hudn 1 2 1
eg.1-5.8,11-1 4 | qudvi@lamdong.gov.vn Quin trj don vi 0 0 0
Color
Black and white v
Print on bath sides
Print on one side v
More settings -
Print using system dialog... (Ctrl+Shift+F)
3.3. Dung lwgng
.
r A MAIL ADMIN | _ “D , \ A A9
- Buéc 1: Trén menu => chon “Béo cdo va Thong ké
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- Buée 2: Nhin chon “Dung luong”

4 Quan Iy ngudi diing

° Quin trj don vi
tdv@lamdong.gov.vn
[ aroris |

MB

o 20GB

Con lai ~100.00%
1-4/4 K < 1 @30 2
con lai Phan tram (%) sir dung
1023.92 MB 0.01%
1024 MB 0.00%
1024 MB 0.00%
1GB 0%

) BAO CAO ONGKE  Taikhoan  Tinh hinh str dyng :
Thong ké tinh hinh sir dung > Don vi t3p husn tinh Lim Dong
Tirngay 24/11/2025 Dén ngay 24/12/2025 DL str dung hon
Ll Bao cdo dung lugng sir dung thu dién trDon vj tap huan tinh Lam Dong(lamdong.gov.vn )
@a®
0% 4 [ 20 GB = 86.9 KB
. S6 Iugng tai khoan Han murc dugc cdp PDa strdung
= Chi tiét trén tai khoan
Nh: Q
STT  Taikhoadn Ho va tén Han mirc da cap Da sirdung
1 taphuan@lamdong.gov.vn Téap Huéin 168 84.5KB
2 taphuan@lamdong.gov.vn Tép Huan 1 168 1.22KB
3 taphuan2@iamdong.gov.vn Tap Huan 2 1GB 1.22KB
4 qtdv@lamdong.gov.vn Quén tri don vi 168 0 Bytes
9
=> Man hinh giao di¢n s€ hién thi nhu sau:

Quin tri don vi
A Trangcha 48P Quaniytaikhosn | Bdocdo& Thongké 48P Quan Iy nguvi ding qtdv@iamdong.g
() BAO CAO & THONG KE Tai khoan Tinh hinh sir dung
@
MAIL ADMN |
Tirngay 24/11/2025 Dén ngay 24/12/2025 DL sir dung hon MB
il Bio cdo dung lrgng sir dung thur dién tir Don vi tap huan tinh Lam Dong(lamdong.gov.vn )
Sa®
S0 a4 [ 20 GB [ 86.9 KB e 20 GB
- S6 lugng tai khoan Han mirc dugc cap Dé sir dung Con lai ~100.00%
iE= Chi tiét trén tai khoan
Nhép tir khda tim kiém Q 1-4/4 K < 1 a6 0 =
STT  Taikhoan Ho va tén Han mirc da cap Da sirdung Con lai Phan tram (%) s(r dung
1 taphuan@lamdong.gov.vn Tép Huan 168 84.5KB 1023.92 MB 0.01%
2 taphuan1@lamdong.gov.vn Tép Hugin 1 168 1.22KB 1024 MB 0.00%
3 taphuan2@lamdong.gov.vn T4p Hugn 2 168 1.22KB 1024 MB 0.00%
4 qtdv@lamdong.gov.vn Quén tri don vi 168 0 Bytes 1GB 0%
\ \ A \ T A 4 A A \ e .
= Chon Tur ngay dén ngay theo tiéu chi thong ké theo thoi gian.
N N o N
Tir ngay 24/11/2025 Dén ngay 24/12/2025

Nhap tir khda tim kiém

= Chon “Nhap tir khoa tim kiém”

kiém thong tin theo tiéu chi thuc hién.

dé thuc hién tim

. M Q THONGKE LAI : . . Do
= Chon “Thong ké lai” I @€ thuc hién thong ké lai dir liéu

maoi nhat trén phan mém.
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= Chon “Ké&t xuat” deé ket xuat thong tin thanh tap tin. HE

théng ho tro theo cac dinh dang nhu: World, Excel, PDF.

o ]

World
Excel

PDF

4. Quan ly nguoi dung

4.1.

Tao méi phian quyén ngwoi dung 1am quan tri don vi

- Buwéc 1: Trén menu

&

MAIL ADMIN

=> chon “Quan ly nguoi dung”

atdv@lamdong gov.vn

- Bwée 2: Nhan chon “Tao moi” §

- Bwée 3: Nhap thong tin mail cong vu

Tai khoan (*):

taphuan2 @lamdong.gov.vn @

- Buéc 4: Sau d6 nhan

, hé théng s€ tu dong cap nhat thong tin.

Théng tin ngudi ding
Tai khoan (*): taphuan2
Ho va tén (*): Tap

Chive vy:

@lamdong.gov.vn @ The dign t (°): taphuan2@lamdong.gov.vn
Huan 2

Gidd tinh: Nam Mb 4

~ Dung lwong luu triv: 0

- Buéce 5: Check quyén danh sach vai trd can tao
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Danh sach vai trd
Tén vai tro M6 ta

[BigMail] Quan tri hé théng cho don vi Quan tri hé thdng cho don vi

. 14 '_;" I_ ‘
- Bwée 6: Thuc hién nhan “Luu”. l = b

4.2. Chinh sira phan quyén ngwoi diung

&

MAIL ADMIN

- Bwéce 1: Trén menu

=> chon “Quan ly nguoi dung”

A Trangchi 489 Qudn 1y taikhoan MM Bdo cdo & Théng ke

o

@ énthi1-1tongtdngsé1 W € |1 > W &

Tai khoan Ho va tén

qtdvi@lamdong gov.vn Quan tri don vi u

- Buwée 2: Nhan chon “Chinh sira” ﬂ

- Bude 3: Ngudi dung chinh sira vai trd theo tiéu chi thuc hién => Sau d6 nhin

Lwu ‘
“L]Iu”_ l

A Tangcnd 8P Quaniytaikhodn | Bdocdo & Thangké 4B Quén Iy ngudi ding
S EnEEmem

Théng tin ngudi ding

8 Tal khoan (*): Jtav @lamdong.govin Q. Thur dign tir (7):
MAIL ADMIN
Ho va tén (*): Quan ri dom
@ Chire vuy: Gidi tinh: ~  Dung lwong luu trie: 0 Mb @

Danh sach vai tro

Tén vai tro Mo ta

v [BigMail] Quan tri h8 théng cho don vi Quin tri hé théng cho don vi

4.3. Xéa phin quyén nguoi ding

&

MAIL ADMIM

- Bwoce 1: Trén menu

=> chon “Quan ly nguoi dung”
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atdv@lamdong.gov.vn Quin tri don vi

- Buée 2: Nhin chon “X6a”

A A . v Béng y - \ A
- Bwée 3: Thuc hién chon “DPong ¥ dé xoda thanh cong.

Xoa ?

Ban c6 ddng ¥ mudn xda khdng?
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II. GIUPPO VA HO TRQ KY THUAT
Néu ban can giup d&, dich vy, hay hd trg k¥ thuét, hay chi 12 muén biét thém thong
tin vé& san pham ctia iNet Solutions, ban ¢ thé tim thdy nhitng thong tin bd ich tir cac
ngudn sau day cua iNet Solutions:
- Website: www.inetcloud.vn trang chu gidi thiéu san pham, cong nghé va y tudng
ctia cong ty C6 phan Tin hoc Giai phap Tich hop Mé iNet Solutions.
- Dién dan thao luan tai www.inetcloud.vn noi iNet Solutions va khach hang, cong
ddng, nhitng ai quan tAm cling trao d6i van dé vé san pham, cong nghé, vé cong dong
Cong nghé thong tin trong va ngoai nudc.
- Néu nhirng ngudn thong tin trén khong 1am ban hai 10ng, hay ding ngan ngai:
Gui email dén DX support@inetcloud.vn dé phan hoi thong tin va nhan sy tro gitp

k¥ thuat qua email.

Goi dién thoai dén s6 @ 0287 300 0126 dé chung tdi giai dap qua dién thoai.
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