Emsvn - Professional Web Design Service

HUONG DAN THEM TAI KHOAN VOl MICROSOFT OUTLOOK 2016

Bwoc 1: Vao Account Information

Tai giao dién chinh Outlook vao File roi chon Info

Send f Receive Folder i Q' Tell me what you want to do
Ijl Il_nl Ignore ' Meeting
o Clean Up ET Team Email
Mew  Mew Mew Delete | Reply Reply Forward More
Email tems~ Meeting &5 Junk~ All
Mew TeamViewer Delete Respond Q
Buwéc 2: Add Account

Tai muc Info trong menu File, click vao nat Add Account dé tao mot tai khodn méi.

Outlook T

Account Information

Open & Export
= anhminh@minhclear.net

EL pop/smTP

4+ Add ;f\ccoﬁ'”_"—P-P

F‘ Account Settings
at:

Change settings for this account or set up more connections,
Account
Settings ~

Bwdrc 3: Cau hinh Server types Chon Manual setup or additional server types — Sau do click Next

Add Account

Auto Account Setup
Manual setup of an account or connect to other server types.

() E-mail Account

l@) setup or additi | server typesl
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Bwéc 4: Chon Account Type

Tai clra s6 Choose Service chon POP or IMAP — Sau d6 click Next

Add Account

Choose Your Account Type

Advanced setup for POP or IMAP email accounts

(") Exchange ActiveSync

Advanced setup for services that use Exchange ActiveSync
() Other

Connect to a server type that is listed below

Fax Mail Transport

<Back || Ned> | [ Cancel

Bwéc 5: Nhap thong tin email

Dién cac théng sb trong hinh -> Sau d6 click More settings

Add Account

POP and IMAFP Account Settings
Enter the mail server settings for your account.

User Information r Test Account Settings

Your Mame: Tén ngudi st dung hién thi We recolmmendthatyou test your account to ensure that
the entries are correct.

Email Address: info@:

Server Information
[ Test Account Settings ..

Account Type: FOFS B

f f . /| Automatically test account settings when Mext

Incoming mail server: outlook.office3a5.com is clicked Y ¢

Outgoing mail server (SMTPI | smitp, office365.com Deliver new messages to:

Logon Information @ Mew Qutlook Data File

User Mame: info@:_ () Existing Qutlook Data File

Password: ExmEEERE Erowse

ETEMOer Paeewarg

[ Require logon using Secure Password Authentication
BEa] Mare Settings ..
| <Back | nmet> | [ canca |
“ ~

o Your Name: Ho va Tén cla ban, ban nén nhap day da tuy nhién khéng nén gé déu

o Email Address: nhap mail cia ban can cai dat (Vd: info@emsvn.com)

o Account Type: D& mac dinh la POP3

o Incoming mail server va Outgoing mail server (SMTP): Bia chi may chd g&i va nhan email, thwong la

mail.domain.com (trong d6 domain.com |& tén mién da dang ky).
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o User Name: tén mail cGia ban (vi du: info@emsvn.com)
o Password: mat khau dang nhap email ctia ban.
Buwérc 6: Cau hinh Outgoing Server

Sau khi tich More settings vao Tab Outgoing Server thiét Iap thdng s6 nhw hinh sau (Check vao 6 My outgoing server...)
FInternet Email Settings @1

Outgoing Server | Advanced

My outgoing server (SMTP) requires authentication

@ Use same settings as my incaming mail server

) Log on using

Eemember password
Require Secure Password Authentication [SPA)

) Log on to incoming mail server before sending mail

OK ] [ Cancel

Bwéc 7: Cau hinh Port cho email

Sang tab Advanced thiét 1ap théng sé nhw hinh sau -> Va click OK dé hoan thanh.

Internet Email Settings @

| General | Outgaing Ser\rer| Advanced |

arar Dot Lol ore

Incoming server (POP3): 995 Use Defaults

This server requires an encrypted connection (S5L)
Outgoing server [SMTF: 587

Use the following type of encrypted connection:  ||[TLS |Z|

Short J Long 1 minute
Delivery

Leave a copy of messages on the server

[C] Remove from server after | 14 “| days

D Remove from server when deleted from 'Deleted Items’

[ oK ][ Cancel ]

L& )

= Incoming server (POP3): 110 ho&c 995 (néu s dung SSL)

Check vao dong “This server requires an encrypted connection (SSL)” Néu mail server cé st dung giao
thirc ma héa SSL.
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= Outgoing server (SMTP): 25 ho&c 465/587 (néu st dung SSL)

= User the following type of encrypted connection: chon SSL. Néu mail server cé s dung giao thirc ma hda
SSL.

= Remove from server after: (Nghia la mail sé xéa khai server trong bao nhiéu ngay, tuy ban chon vi khi ban
da tai mail vé& may tinh thi xé6a luén ciing dwoc khéng quan trong 1am).

*  Sau d6 chon “OK” d& hoan thanh viéc ciu hinh email cdng ty trén Outlook.

Buwérc 8: Kiém tra két n6i Xem thong bao kiém tra thong sd OK hét -> Click Close

o ™y

Test Account Settings s
Congratulations! All tests completed successfully, Click Close to Stop
continue,
Tasks | Errors
Tasks Status
\/Log onto incoming mail server (POF3) Completed
\/Send test email message Completed
|
e A

Bwéc 9: Hoan thanh cau hinh mail Outlook 2016
Click Finish dé két thuc qua trinh cai dat.

You're all set!

‘We have all the information we need to set up your account.

Add another account...

THONG TIN LIEN HE:

CONG TY TNHH PAU TU THPONG MAI NGUYEN HUY (Emsvn)

Dia chi : Tang 3, tda nha Indochina, S 4 Nguyén Dinh Chiéu, Phwéng Pa Kao, Quan 1, TP.HCM
Tel : (028) 6288 5019

Email :info@emsvn.com ; support@emsvn.com ; nguyenhuy.hotro@gmail.com

Website: http://www.emsvn.com ; http://www.webban.vn
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