HWONG DAN SIF DUNG WEBMAIL ITEC

1. Truy cap webmail tai dia chi: http://mail.itec.hcmus.edu.vn
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 cia Trung tam ITEC
(http://www.itec.hcmus.edu.vn) trong muc Lién két chon Webmail.

2. Pang nhap:

.?’ International Training & Ed...

= (I, N bttps e google.com fa/tec. hemus. eduswyn/Servicel ogin?service =mailE passive =trueirm =fals:

Y .
’Mmlj ITEC Welcome to International Training & Education Center

Less spam, plenty of space and access from anywhere.
Sign in to your account at

International Training & Welcome to your email for International Training & Education Center, powered
Education Center by Google, where email is maore intuitive, efficient and useful.
Usemame: |1EIEBDDD | e Keep unwanted messages out of your inbox with Google's powerful spam

blacking technology

@itec.hemus.eduyn ) )
¢ Keep any message you might need down the road, and then find it fast

Passward: |sessesees | with Google search
[] Stay signed in +« Send mail, read new messages and search your archives instantly from
— your phone
Cant access your accourt? New! Onestop information sharing with Google Sites

Building a site is as simple as editing a document, and you don't need
anyone's help to get started.

Check out these example sites: Company intranet, Team project, Employee
profile, Classroom

Nhap username va password dwoc cung cap. Mac dinh, username chinh 1a MSSV va mat khau 1a 6 ky
tw ngay thang nam sinh theo dinh dang ddmmyy, nén dbi password nay ngay sau khi d&ng nhap.

Néu nhap sai mat khu hon 4 Ian thi webmail sé& hién thj chiy trong hinh va ching ta phai nhap dung
ch¥ nay vao 6 bén dwai, ddng thdi cling phai nhap mat khau vao 6 Password va nhan vao nut “Sign in”
(lwu y khédng nhéan Enter)

AR
lhvﬁmd ITEC Welcome to International Training & Education Center

Less spam, plenty of space and access from anywhere.
Sign in to your account at

International Training & Education Welcome to your email far International Training & Education Center, powered by Goaogle, where email is more intuitive, efiicient and useful
Center * |[<eep unwanted messages out of your inbox with Google's powerful spam blocking technology
REETET g 10550000 ® |[Keep any message you might need down the road, and then find it fast with Google search
@itec.hemus.eduyn
* Send mail, read new messages and search your archives instantly from your phone

Enter the comect password above
and then type thepcharaclers you New! Gnestop information sharing with Google Sites
see in the picture below Building a site is as simple as editing a document, and you don't need anyone's help to get started.

Check out these example sites: Company intranet, Teamn project, Employee profile, Classtoorm

Nwp

T I—

Enter the |etters as they are
shown in the image above,
Letters are not case-sensitive

[ Stay signed in

Cant access your account?



http://mail.itec.hcmus.edu.vn/
http://www.itec.hcmus.edu.vn/

Giao dién sau khi dang nhap thanh cong:

L C M 2 htips://mal.google.com/a/itec.homus.edu. v/ #inbox

Start Page Mail Calendar Documents Sites more 1ﬂﬁﬂﬂﬂﬂ@itec.hcmus.erlu.\rHelp | Sign out
\ .
n‘ " SearchMall || Searchtheweh = Shed=fsrch cotons
! reate a filter
ovcooge) | EL

Compose Mail

Check Your Mail - vn.yahoo.com - iew Your Emails & Get The Latest Updates Fro About these ads

Archive  Report spam | Delste Movetow | Labels w Maore actions w | Refresh
Starred ¥¥ Select: All, Mone, Read, Unread, Starred, Unstarred
Sent Mail )
Drafts [0 Gmail Team Get started with Gmail - 4 things you i 11:02 pm
[0 Gmail Team Customize Gmail with colors and ther 11:02 pm
i mail Team et Gmail on your mobile phone - Aci 02 pm
:{f’”ﬂg [ Gmail T Get Gmail bile phone - A 11:02
isC
Priarity
4 morer =
Contacts
Tasks
= Chat Select: All, Mone, Read, Unread, Starred, Unstarred
Search, add, or invite Archive = Report spam | Delete Moveto w | Lakels w More actions v | Refresh 1-30f3

e A Tran Wan

Set status here v Import contacts from Yahoo, Outlook, and others into your International Training & Education Center Mail
contact list. Learn moare
You are currently using 0 MB {0%) of your 7532 MB.

International Training & Education Center Mail vievy, standard | turn off chat | basic HTML Learn more

Text chats are saved
and searchable.
Learn rmore Powered by Google

E201M0 Google - Terms of Service - Privacy Policy - Program Policies - Google Home




3. Thay déi mat khau:
Truy cap Settings -> Accounts -> Google Account settings

- .
[ International Training & Ed...

&« C M A htps://mal.google.com/a/itec. hemus edu.vn/#settings/accounts e A
Start Page Mail Calendar Documents Sites more v 1059000@itec.hemus.edu.vn | Settings | Help | Sign out A
\J .
ﬁ i Search Mai Search the Wb M
; reate afilter
byGoogle |TEE
Compose Mail Settings
Inbox (3 General Labels Accounts Filters Forwarding and POP/AMAP  Chat Web Clips
Starred 7% Priority Inbox Labs Offline Themes
Sent Mail A s . L
Send mail as: A, Tran Van <1053000@itec.hcmus.edu.vn> edit info
M [Usze Intemational Training &

Add another email address you own

Education Center higil to
Follow u zend from your ather email
M addresses)
Priorit Learn more
4 rmorer .
Get mail from Add a mail account you own
Contacts other accounts:
[Download mail using POP3)
Tasks Learn more
= Chat

Grant access to Add another account
your account:
[Alow others to read and

w4 A Tran %an zend mail on your behalf)
Learn mare

Search, add, or invite

Set status here v

Change account
settings:

Text chats are saved
and searchable.

drand security options, and access other Google

semices.

Leam more Add a personalized signature to all your outgoing messages.  Learn more
Cutions ¥ £dd contact You are currently using 0 MB (0%} of your 7532 MB.

| £

[+ International Training & Ed... = -g" My Account

C N 3 htips ./ fwwii google.com /a/itec homus edu,wnManageAccount?service=mal&hl=en i &

1059000@itec.hcmus.edu.vn | My Account | Sign out

Google accounts

Profile Personal Settings

Security Change password

AN 2 otep vertcation
Change authorized wehsites

Email addresses  1055000&itec. hemus. eduwn (Primary email)

Tiép tuc nhan Change password



[~ International Training & Ed... * -"' Google Apps

« [, = Atps: S google.com)/a/itec. homus.edusyn/ChangeFasswordPservice=apps s A

3y . Hly
@”EE Password change

International Training & Education Center Account

Change the password you use to sign in to your International Training & Education Center account.

Name:

Login name: 1059000 & itec hormus. eduvn

Your current password:

Choose a new passwori:

| Password strength:  Strong

Winimum of B characters in length.

Re-enter new password: | _________ |

[ Change Passwaord ] [ Cancel ]

Nhap password cii trong 6 “Your current password”, nhap password méi (giéng nhau) vao hai 6
“Choose a new password” va “Re-enter new password”, sau dé nhan “Change Password”. Néu nhap
ding théng tin thi sé cé théng bao ddi password thanh céng

[*+1 International Training & Ed... = "' Google Apps

= C AN g hittes e goodle.com fa/itec. hemus eduwvn/ChangePasswordActon or | A

3y . =
mlTEE Password change

International Training & Education Center Account

Change the password you use to sign in to your International Training & Education Center account.

Name:
Login name:  1059000&itec hormus. eduwn
Your password has been changed.

Continue Googling

Lwu y: d&t password phai ti 6 ky tw tré I&n va nén dat password twong ddi khé nhwng phai nhé



4. Chuyén tiép thw: néu khong thwdng 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”

- .
[*1] International Training & Ed...

€« C M O ntpsyimal goodle.com/adtec bemus edu v/ #settingsfrdandpop Sk &
Start Page Mail Calendar Docurnents Sites rmore 1059000@itec.hcmus.eduwn | Settings | Help | S r s
\ .
n‘_ (] Search Mail Search the Wieb g':::t:?ffllct:: tar
ovcooge! |TE

Compose Mail Settings

Inbox (3 General Labels Accounts Filters Forwarding and POP/IMAP Chat Woeb Clips

Starred 5 Priority Inbox Labs Offline Themes

Sent Mail .

= Forwarding: [Add a forwarding address

Drafts

Fallow u 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 Downlead: O Enable POF for all mail (even mail that's already been downloaded)

4 more Leam rnare O Enable POP for mail that arrives from now on

© Disable POP

Contacts

Tacks 2. When messages are accessed with POP

o | keep International Training & Education Center Mail's copy in the Inbox
- at

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

Search, add, ar invite e )
! ! Confiquration instructions

A, Tran Van IMAP 1.8 IMAP is disabled
. Status: is disable«
Set status here v
Access: O Enable IMAP
terk (access ® Disable IMAP
Intemational
Training & 2. Configure your email client (g.g. Outlook, Thunderbird, iPhone)
Text chats are saved Education Center  (gpfiguration instructions o
and searchable. Mgl from ather
Learn more alients using
ISP
Options ¥ Add contact Learn mare
bt
< >

General Labels Accounts Filters Forwarding and POP/IMAP  Chat Web Cl
Priority Inbox Labs Offline Themes

Forwarding: | Add a forwarding address |

Add a forwarding address [x]
PO pr

Do ] . ded)
|gd Please enter a new forwarding email address:

|khuong.nguyen.dinh@gmail.cnm |

box

3. Configure your email client (e.g. Outlook, Eudora, MNetscape Rail)
Configuration instructions




Nhap dia chi email muén chuyén tiép -> Next

Settings

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

Lahs Offline Themes

Forwarding: Add a forwarding address
Verify confirmation code R 4 e i
khuong.nguyen.dinh@gmail.com S

Kiém tra hop mail chuyén tiép sé nhan dwoc email xac nhan va copy “confirmation code” vao 6
Verify sau d6 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 incaming mail to khuong.nguyen. dinh@gmail. com (in use) w | and

keep International Training & Education Center Mail's copy in the Inbox b

[ Add a forwarding address

Tip: You can alsa forward only some of wour mail by creating a filter!

POP 1. Status: POP is enabled for all mail that has arrived since 11:02 pm
Download: 2 Enable POP far all mail (even mail that's already been downloaded)
Learn more O Enable POP for mail that arrives from now on

O Disable POP

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

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

IMAP 1. Status: IMAP is disabled

Access: O Enable IMAP

(aesess & Disable IMAP

Intemational

Trairing & 2. Configure your email client (e.g. Outlook, Thunderbird, iPhone)
Edueation Center — Copfigyration instructions

hgil from ather

clients using

My

Learn mare

[ Save Changes ] [ Cancel ]

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



5. Gti mail: nhan vao “Compose Mail”

. Show search options
n‘_ ] Search hail Search the Web Creste s filter
wycooge! | [EL

—
% Send Save Mowy Discard @
lnbox (3 To: "Webraster [TEC" <webmaster@itec. hcmus. eduvns,
Starred 75
Sent Mail “
Drafts Add Ce | Add Bec
Follow up Subject: Kiém tra gii mail
hisc &P Attach a file Insert: Invitation
Priarity — e — = — —
1 B I U F1I-Ig T = = D EkE M E E E I Check Spelling v
mores « Plain Text
Contacts N o
Tacks Kigm tra gtk mail
- Chat

Search, add, or invite

w4 A Tran Wan
Set status here v

Text chats are saved

and searchable.
Learn maore

Options ¥ Add contact

Send Save hlowy Dizcard
To: dia chi mail ngwdi nhan, c6 thé nhap nhiéu email ngan cach b&i diu phay.

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

BCC: dia chi mail ngu®i cing nhan nhwng khéng hién thi ddi véi nhivng ngudi nhan (an cac dia chi
mail nay), c6 thé nhap nhiéu email ngan cach b&i dau phay.

Subject: cht dé& cta mail, nén dat chi d& sao cho ngan gon va c6 thdng tin vé ndi dung mail (c6 thé
g0 tiéng Viét co dau, tuy nhién mét sé mail clia ngwdi nhan co thé khong hién thi dwoc tiéng Viét cé
d4u trén phan cha dé)

Attach a file: c6 thé g&ri kém mét hodc nhiéu file, dung lwong tdi da cla tat ca cAc file 1a 25MB (co
thé thay ddi tuy theo chinh sach cla google). Néu dung 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 (Iwu tam trong thw muc Drafts) nén
khong s¢ mat mail khi bi cup dién hoac treo may.

Néu muén lwu lai mail dé glri sau thi nhan vao “Save Now” (néu nit 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. DPoc mail:

Return Receipt Email
« Back to Priority Inbox = Archive = Report spam | Delete F | = Movetow | Labelsw More actions » «N

New update information  1nbex | x

Google Apps update alerts to me show details 11:05)23 hours ago) | 44 Reply | v

Ages are notd 3
Display images below -

New update information

ay images from no-reply{@google com

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 thdng tin chi tiét vé ngwdi gli 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 gi tor
nguoi nay.

3 attachmentd— Download all attachments
2 2 dbmin10-PL cam ket khuyen mai FTTH TRA TRUOC 12 THANG.doc

@ 69K Wiew Download

@ CHUONG TRINH KHUYEN MAI CHUNG FTTH.doc
60K Wiew 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: trd |&i nguwdi glvi, co thé thém ngudi nhan vao
Reply to all: tra I&i tAt cd ngwdi gliri 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
S Reply % Reply to all

=» Farward
Send Save Now

@ Giao is not available to chat
Discard

From: Mguyen Dinh Khuong <ndkhuong@fit.hcmus.eduvn=> change
To: Giao vu Khoa CNTT <giaovu@fit.hcmus . edu vnz>

B 7 UFTHD e e is

i
Il

I
I

Add Cc | Add Bee | Edit Subject ﬁAttach a file | Include original attachments Insert: Invitation

L

« Plain Text

Check Spelling v
Kinh chao quy Thiy Cé

2010/12/21 Giao vu Khoa CNTT <giaovu@fit.hcmus.edu.wn=

Kinh gt quy Théy Cé lich thi Iy thuyét 1&n 1 cac 1&p Cao déng tai co sé Dy Bi. Quy Théy C4 wui l6ng giki d& cho PBT trudc ngay thi 2
tudn.
Cam on quy Thay Ca.

m

2010/12/10 Giao vu Khoa CNTT <giaovu@fit.hcmus. edu.vn=
Kinh chao quy Thay C6,

Send Save Now

BPGVu kinh g&i quy Thay Cé lich thi (1dn 1) hoc ki 1 ndm hoc 2010-2011, céc I6p Cao dang tai co s& Nguyén Van Cir. Kinh d& nghi
quy Thay Cd giri de thi cho Phong dao tao trwdc ngay thi it nhat 2 tuan.
Discard

Mac dinh, khi Reply hoac Reply to all thi file dinh kém (néu c6) khdng kém theo, néu ching ta muén
kém theo mail tra 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 trwdng
hop dac biét)

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



