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I. Hwéng din sir dung thw dién tir VNU — GSUITE trén may tinh:
1. St dung G Suite bang trinh duyét web:
1.1. Pang nhap
C6 2 cach dé ding nhap vao hé théng thw dién tir bing trinh duyét web:
Céch 1: DPing nhap tir hé thong ding nhap mét lan (SSO)
Khaoi @ong trinh duyét web (Chrome, Firefox, Edge Chronium, ...) va truy cap vao
hé thdng ding nhap mot lan (SSO) qua dia chi sau: https://idp.vnu.edu.vn/
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DANG NHAP HE THONG

Nhép tén diang nhap va mat khau rdi 4n “Pang nhap”

Luu y: Tén ding nhap ¢ day co6 thé bao gdm va khdng bao gom dudi (@vnu.edu.vn)

Cac ng dung

Ungdgng  Valtrd c6 sin cip Thitrg  Hoat
Théng tin thi khoan quyén  bésung déng

Matkhiu Truy c8p ngoa! tuyén , C6 duoe quysn , Qudn Iy lién kEt 1l khodn trong Tai khodn Tray

Trinh xdc thuc Xem hd so trong Tai khodn , Quin Iy thi khodn trong Tai khodn cip diy
da

Taikhodn  Truy cdp ngoat tuy&n , Qudn Iy lén kEt tl khodn trong Tal khodn , Xem hd so trong Truy

Tai khodn , Qudn Iy thl khodn trong Tl khodn cip diy
du

03! tuyén , €6 duoc quydn , Quan Iy lién k&t tai khodn trong Tl khodn Truy
rong Tai khodn , Qudn Iy 141 khodn trong Tai khodn cip day

di

Trung Truy cdp ngoai tuyén Truy
gian cip diy
di

o4n trong Tai khodn Truy
cép day
di

Giao dién hé thong sau khi dang nhdp thanh cong



Nhin chon ung dung Gsuite nhu hinh trén, Hé théng s€ tu dong dang nhap va
chuyén dén “Dashboard” cua Gsuite.
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Giao di¢n Dashboard lya chon cac #ng dung cua GSuite

Chon “Biéu twong Gmail” dé truy cap vao hom thu.
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Giao di¢n Gmail sau khi dang nhdp thanh cong.
Giao dién Gmail bao gom mét sé chirc ning sau:
a. Truy cap giao dién cai dat cia hom thu
b. Giao dién truy xuat cac tng dung cua Google
c. Giao dién quan ly tai khoan G Suite
d. Giao dién phim tat céc wng dung.
e. Lich su dang nhap cua tai khoan.

f. Dung lugng tai khoan



Cach 2: DPiang nhap tir Gmail.
Khai dong trinh duyét web (Chrome, Firefox, Edge Chronium, ...).

Google
Dang nhap

Tiép tuc téi Gmail

= Email hoac 3 dién thoai

tungnt@vnu.edu.vn|

Ban quén dia chi email?

Pay khong phai may tinh clia ban? Hay str dung ctra s&
duyét web riéng tu dé dang nhap. Tim hiéu thém

Tao tai khoan Tiép theo

Tiéng Viét ~ Tro gidp Bdo mat Diéu khoan

Truy cap vao dia chi https://gmail.com/, nhap tén dang nhap (luu y cach dang nhap
nay phai nhap day du bao gom tén dang nhap va dudi @vnu.edu.vn) va nhan “Tiép
theo”,Man hinh s& chuyén sang giao dién trang https:/idp.vnu.edu.vn/, Nhap tén
dang nhap va mat khau rdi an “Ping nhap” nhu Céch 1.
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https://idp.vnu.edu.vn/

Nhap mat khau tai khoan hom thu ciia ban va nhan “Tiép theo”. Néu ding nhap
thanh céng s& xuat hi¢n giao dién va chon “Quay lai wng dung”.
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Ban da dang nhap.
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Chon tng dung Gmail va man hinh s& xuat hién giao dién hop thu nhu hinh dudi:
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Giao dién Gmail bao gom mét sb chirc ning sau:

a. Truy cap giao dién cai dat cia hom thu
b. Giao dién truy xuat cac tng dung cua Google
c. Giao dién quan ly tai khoan G Suite
d. Giao dién phim tat céc ung dung.
e. Lich sir dang nhap cua tai khoan.
f. Dung luong tai khoan

1.2. P6i mat khau.

Pbé dbi mat khau ta thuc hién cac budce sau:

Budc 1: Tur giao dién hom thu ta chon “Google Account” & goc phai phia trén cua
trinh duyét. Ké tiép chon “Manage your Google Account”.

This account is managed by vnu.edu.vn. Learn more

tungnt Nguyén Thanh Tung

tungnt@vnu.edu.vn

I Manage your Google Account l

&* Add another account

Sign out

Buwéc 2: Chon tiép “Security”, kéo xuéng va chon muc “Password” dé doi mat
khau



Home
Signing in to Google

Personal info

Data & personalization o m
Security I
|Password Last changed Feb 12 > I

People & sharing

99@9 RO}

2-Step Verification @ off >
B Payments & subscriptions

Bwéc 3: Man hinh s& chuyén sang giao dién caa SSO, tién hanh nhap mat khau cii
sau d6 nhap mat khau méi can doi va xac nhan lai mat khau. Dé tién hanh doi mat
khau chon Luu.
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Doi mat khau

Cac irng dung

Thong tin tai khoan

Mat khau =

Trinh xac thuc

Phién lam viéc Xéc nhin

Dang xuit
Luru
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1.3. Soan thw va gixi thu:
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a) Nhin nat Compose dé bét dau gui thu

b) Cac nut thay doi cira so soan thao (phong to, thu nho, dong)
¢) Nhap dia chi ngudi nhan chinh (To) va chu dé thu (Subject)
d) Thém ngudi nhan phu (cc, bec)

e) Nhap ndi dung thu



f) Cac nut chirc nang dinh kém file, chén lién két, chén hinh anh, biéu tuong cam
xuc, ...
g) Nhan Send dé gui thu

1.4.Quan ly hop thw

Thu trong G Suite duoc to chirc theo tiung cudc trao doi (conversation) cha khong
liét ké timg thu theo thir ty thoi gian nhu cac hé théng khac. Mot cach don gian, cac
thu ¢6 cing chi dé (subject) s& dwoc gop vao thanh 1 conversation. Piéu nay gilp
viéc theo ddi thu thuan tién hon. Nguoi dung ciing c¢6 thé chuyén sang ché do hién
thi don gian, trong do cac thu duogc liét ké doc lap nhau (Settings -> General -
>Conversation view off).

G Suite phan loai thu bang nhan (label) thay cho thu muc (folder) trong cac hé théng
email khac. Céac thu c6 chung nhan s€ dugc gop chung thanh thu muc. Mot thu cé
thé duoc gan nhiéu nhan cing lic.

Hé thdng tao sin mot sd nhan chung mic dinh nhu Sent Mail, Spam, Trash, Social,
Promotions, ... Ngudi ding c6 thé tat hodc mé cac nhan nay.

Ngoai ra, ¢4 thé tao thém nhan méi nhu sau:
o Vao Settings -> vao tab Labels -> Click Create new label
Nhap tén nhan-> click Create
Gan nhan cho thu:
M& thu (hodc chon nhiéu thu cung luc)
Click biéu twong Labels trén giao dién
o Chon (cac) nhan can gan
1.5. Quan ly Danh ba
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I— Create contact C
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B & Print
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A. Chon “Google Apps” & goc phai phia trén trinh duyét
B. Chonung dung “Contact”.



C. Tao mai danh ba

D. Gop cac danh ba trung nhau.

E. Tao céac nhdn danh ba.

F. Xoba Danh ba hay Nhan.

1.6. Chuyén Danh ba tir hé théng thw cii sang hé thong thu méi

Ngudi dung ¢d nhu cau chuyén sb dia chi (Address book) tir hé théng email cii
(Zimbra) lén hé thong email méi (G Suite) thuc hién nhu sau:

Budc 1: Export s dia chi tir tai khoan Email cil ra file contacts.csv

bang nhap vao tai khoan email cii (https://mail.vnu.edu.vn)

Click Preferences ->Import/Export.

O muc Export, chon Type la Contacts, click vao miii tén kéo xudng bén canh va
chon Outlook contacts. Click nit chon bén canh nhan Source va chon address
book can export (mac dinh 1a Contacts. Néu nguoi ding c6 tao thém cac address
khéc thi thuc hién lan luot tirng céi).

Cubi cuing click nit Export bén duéi dé thyuc hién.

Chon thu muc
G& vao hdp dé loc danh sich. B&m Tab dé thay déi tiéu

diém. Cic phim mdi t&n c6 thé dugc s dung dé didu
hudng bén trong danh sich.

v Danh sich lién hé

B Danhba

[ Nhimng lién hé d3 gii email
[ Tuding

B work

[k [ Hey |

Luu két qua thanh file contacts.csv trén may tinh (cha y duong dan dén thu muc
luu file nay)

Budc 2: Import file contacts.csv vao tai khoan G Suite

DPang nhap vao tai khoan G Suite
Chon ting dung Contactstur tuy chon cac (tng dung ctia Google (nhu muyc 1.5)

Click Import Contacts..., hop thoai méi xuét hién. Click Browse va tim dén file
contacts.csv da luu trén may tinh ¢ budc 1, click Import.


https://mail.v/

Import contacts D No Label

To import contacts, select a CSV or vCard file. Learn more

’ Select file | Contacts.csv

No CSV or vCard file? Create Multiple Contacts instead.

Hé thdng s& chuyén tat ca cac contacts trong address book cua Zimbra vao tai
khoan G Suite.
Sau khi thuc hién xong thao tac Import, chuyén vé giao dién mail bang cach
click chon tab Gmail trén trinh duyét.
Ghi chu:
Mdc dinh, trén tai khoan Zimbra c6 san 2 sé dia chi:
Danh ba: nhitng dia chi do nguoi dung thém vao.
Céac danh sach gui thu: La cac nhém dia chi cua nguoi dung thém vao.

Nhéng lién h¢é da gui email: nhitng contacts dwoc tw dong tao ra khi nguoi dung gQui
email cho cdc dia chi twong ung.

Théng thirong, chi can chuyén sé dia chi Contacts, khdng can chuyén Emailed Contacts I1én G
Suite.

Ngoai ra, ngudi dung c6 thé tao thém sé dia chi khac, vi du Danh ba ca nhan. Khi d6, nguoi
ding phai thuc hién thém mét thao tac gom 2 budc gidng nhu trén dé chuyén sé dia chi ca nhan.

1.7. Tao chir ky
Chit ky (Signature) 1 doan thong tin dugc ty dong gin vao cudi thu khi giri di.
Pé tao chir ky:
Settings ->General tab ->Signature Nhap ndi dung chir ky va click Save changes &
cubi man hinh.



1.8. Chuyén dir liéu thur tir h¢ thong cii sang h¢ thong méi.

Chuyen dir lidu (data migration) 14 thao tac di chuyén toan bo hodc mot phan dit liéu email
(g6m email va cac file dinh kém) tir hé thong email Zimbra sang G Suite VNU.

Viéc chuyén dir liéu sang G Suite VNU c6 thé thyc hién hodc khong tily vao nhu cau ctia nguoi
dung, vi h¢ thong mail Zimbra van dugc duy tri d€ phuc vu cho muc dich tra ctru thong tin cii.

Nguoi dung c6 thé chon di chuyen 1 phan dir lidu (1 thang, 3 thang hodc 6 thang gan nhat) dé
bao dam cac thu lién quan dén cong viéc hién tai duoc sin sang trén G Suite VNU.

C6 nhiéu cach dé chuyén dit liéu tir Zimbra 1én G Suite VNU:

« Sir dung phan mém mail client trén may tinh: 4p dung cho nguoi ding giang vién-
vién chac va sinh vién, thich hop véi nguoi dung dang truy xuat email bang Outlook
hoac Thunderbird.

o Uu diém: ngudi dung ty thuc hién; ¢d thé chuyén toan bo dir liéu tir Zimbra Ién
G Suite; cau triic thu muyc trén G Suite giit nguyén nhu trén Zimbra.

o Nhuoe diém: ngudi dung phai c6 may tinh két ndi Internet hoat dong lién tuc
trong thoi gian chuyén (cd thé mat vai gio dén vai ngay tuy theo lwong dir liu va
téc do két noi).

e Sir dung chire niing import tai khoan trén G Suite: ap dung cho ngudoi dung giang
vién-vién chuc va sinh vién.

o Uu diém: nguoi ding thao tac truc tiép trén giao dién G Suite 1 lan duy
nhét; khdng can duy tri may tinh va két néi Internet lién tuc trong thoi gian
chuyén; c6 thé di chuyén toan b di liéu tir Zimbra 1én G Suite.

o Nhuge diém: Khong duy tri cdu trac thu muc cua Zimbra trén G Suite; chi
chuyén cac thu giri &én (Inbox), khéng chuyén cac thu gui di (Sent); toan bo thu
chuyén 1én G Suite duoc danh dau 1a thu chua doc (unread).

o Chu y: Can thuc hién diing theo hiréng ddn dé tranh rui ro diz lidu trén hé thong
Zimbra bj x6a mat. Néu nguoi diing chuia chdc chan, nén lién hé véi Phong dién
toan - may tinh nho hé tro.

« Sir dung dich vu chuyén dir liéu hé théng (Data Migration Service): chi 4p dung cho
ngudi ding giang vién-vién chic. Nguoi dung thuc hién thao tac diang ky chuyén dit
lieu, hé thong s& tu dong chuyén cac email tir hé thong Zimbra I&n G Suite va gui thong
bao cho nguoi dung khi dir liéu chuyén xong.

o Uu diém: khong can duy tri may tinh va két ndi Internet lién tuc trong thoi gian
chuyén; giir nguyén cau tric thu muc cua Zimbra trén G Suite.

o Nhuge diém: chi cho phép chuyén dit liéu trong 6 thang gan nhat.

cha y:
Viéc chuyén di ligu tir Zimbra lén G Suite cd thé mdt vai gio dén vai ngay, tiy theo
lirong diF liéu c6 trong tai khodn email cii va toc dg két noi.

Cdc thu ¢6 file dinh kém > 25MB hodc file ¢6 khd ning nhiém virus sé bi logi ra.

MGt 6 thue khi chuyén 1én G Suite bj ddanh dau |a Spam, can kiém tra thu muc Spam mail
va danh ddu Not Spam cho céc thi nay


https://itservices.tdtu.edu.vn/g-suite/chuyen-du-lieu-dung-mail-client
https://itservices.tdtu.edu.vn/g-suite/chuyen-du-lieu-len-g-suite-dung-chuc-nang-import
https://itservices.tdtu.edu.vn/g-suite/chuyen-du-lieu-len-g-suite-dung-data-migration-service

Buwéc 1:Tur giao di¢n hom thu VNU G Suite.
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Bwéc 2: Chon cai dat bang cach kich chon biéu tugng goc bén phai.
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Buwéc 3: Chon thé tai khoan.
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5 Apps @' Drivers & Downloa... A Whatis a Cloud Da.. @ ﬂ Chapter 1. Overvie... ﬂ wwwalgebraixdata.... 0 Cloud databases 10... [i MySQL Cloud Data.. @ International2 » QCther bookmarks

= M Gmail Q,  Tim kiém trong thu - @ @ | VNU o

Cai dat m- G
I— Soan thu
Chung Nhin Hép thu dén B& loc va dia chibichin Chuyén tiép va POP/IMAP  Tiénich bd sung  Tré chuyén va hop hanh
[0 Hopthudén 5522 . _
Nangcao Ngoaituyén Chidé
%  C6gandausao
s Thit 3 e d: [ ¢
© oditaman :
Tiép tuc thiét Iap tai knodn
> Dagli
B Thunhip Ngdn ngir: Ngén ngit hién thi ciia Thir Vietnam National University Hanoi:  Tiéng Viét v|
Thay déi cai dat ngan ngir cho céc san pham khéc cla Google +
B dongquangviet. 5297
. L Bt cdng cu nhap - St dung céc céng cu nhap vin bén khéc nhau d& nhap béng ngén nglt mé ban chon -
v Danh sach md rdna . o . 2 s
Chinh stra céng cu - Tim hiéu thém
Meet
P @® Tét hé trg chinh sira tir phai sang trai
B Bat dau cudc hop () Bat hd trg chinh sira tir phai sang trai
E  Tham gia cuéc hop
50 dién thoai: Mi quéc gia méc dinh: [Viét Nam v
Chat ) i . R
Kich thudc trang ti da: Hiénthi[50 | cudc trd chuyén mdi trang
® | dongquangiet +
* = = 5.
Khéng c6 cudc trd chuyén nao gan Hoan tdc Gui:
day
D than et g i it Thao téc tra 16i mac dinh: N

https:f/'mail.goog\e.;om/ma\l/ulO/?zx:Q‘an\ryqu‘pW¢seﬁinésr’account5
L 321P
T Q) NG

Budéc 4: O muc “Kiém tra thw tai khoan khac:” ta chon “Thém tai khoan thu”.

R PhpLDAPsdmin (1107 X | [Ed QuintrincZimbra X | B Zimbra:Hopthudén(' X | #b Huongdinchuyénem X | G Dashboard X M Caidst-dongquangvc X + - X
& C @ mailgoogle.com/mail/u/0/?z¢=92qalryoq9p1#settings/accounts ® % @ o H
i Apps G« Drivers & Downloa.. My WhatisaCloudDa.. @ @ Chapter 1. Oveniie... wwwalgebraivdata... () Cloud databases 10.. [ MySOL Cloud Data... @ Intemational2 » Other bookmarks
= | W I Gmail Q,  Tim kiém trong thu - ® VNU o
Cai dat =R
F Soan thu
Chung Nhan Hépthudén Taikhodn Bb loc va diachibichén Chuyén tiép va POPIIMAP Tiénich bé sung Tré chuyén va hop hanh
[ Hop thu dén 5522 . L
Nangcao Ngoaituyén Chudé
% C6gandausao
L Thay d6i cai dat tai khoan: Cai dat Tai khodn Google L]
0O oataman Thay ddi mat khau va tly chen bao mét cla ban va truy cap cac dich vu khéc cla Google.
> Digli
b Glri thu bang dia chi: dongquangviet D6ng Quang Viét <dongquangviet@vnu.edu.vn> chinh stra théng tin
Thunhap St dung Thu Vietnam National
(50 dung T VIEIGM NAON:! s i o emal ke +
B dongquangviet s907 University Hanoi d& gui thu tir céc dia :
chi email khc cda ban)
v Nanh sach mé rona Tim hidu thém
Meet - . "
Kiém tra thu tir tai khoan khac: ~ Thém tai khoan thu
B Bat dau cugc hop Tim higu them
B Tham gia cudc hop
Chat Dang sl dung 0,02 GB Chinh chuang trinh Hoat déng tai khon gan ddy nhat: 1 gidrtrudc
Dugc hd tro béi Google Chi tiét
&dongquangviet +

Tai khodn thu "dongquangviet@testmail.vnu.edu.vn” da bi x6a.

T 4) NG

Bwéc 5: Mot cira s6 hién thi khac. Nhap dia chi email VNU zimbra va chon “Tiép theo”



Cha y: Lac nay tai khoan email Vnu Zimbra sé c6 tén mién la:
donggquangviet@testmail.vnu.edu.vn chir khdng phai dongquangviet@vnu.edu.vn nira.

P Thu Vietnam National University Hanoi - Thém tai khoan thu - Google Chrome = O *
# mail.google.com/mail/u/0/?ui=2&ik=599d5a7d 208 sver=-pAl6uQZdrOvi.8chl=gmail_fe_200520.12_p28&view=ma
Thém tai khoan thw

Nhap dia chi email ban muén thém.

Bia chi email: dongguangviet@testmail.vnu.edu.vn

Buwéc 6: Ta nhap mat khau email VNU zimbra, chon May cha POP 1a testmail.vnu.edu.vn va
cong 995

Click cé4c lya chon la: “Lwu lai mdt ban sao thw dwoc truy xuit trén may cha”
“Luén sir dung két ndi an toan (SSL) khi truy xuit thu”
“Dan nhan cac thw dén”

Sau do6 Click chon “Thém tai khoan”


mailto:dongquangviet@testmail.vnu.edu.vn
mailto:dongquangviet@vnu.edu.vn

X

[~1 Thu Vietnam Mational University Hanoi - Thém tai khoan thu - Google... = |
8 mail.google.com/mail/u/0/7ui=2&ik=599d5a7d20&jsver=-pAJouQZdr.vi.... O
Thém tai khoan thw
Mhap cai dit thw cho dongquangviet@testmail.vnu.edu.wn. Tim hidu thém

tlia chi email: dongquangvieti@testmail.vnu.edu.vn

Tén nguwdi ding: |d0ngquangviet |

Mat khéu: |"u--u| I

May chd F’OP:Itestmail.vnu.edu.vn I | Céng:

Luwu lai mot ban sao thr duwoc truy xuét trén may cha. Tim
B e

higu thé&m

Ludn sir dung két ndi an toan (SSL) khi truy xudt thu. Ti
T

higu thém

Dan mhan cac thw dén:| dongquangviet@testmail.vnu.edu.vn »

[ Luwru triv céc the d&n (bé qua Hap thu dén)

[ Hiy || « Quay lai |I Thém tai khoan » ||

Trong phan nay c6 phan Click chon “D4n nhin céc thw dén” ta c6 thé lva chon nhin mic dinh
la: Tai khoan email VNU Zimbra hoic chon nhdn khac. Nhan vao phan thanh cuén sau dé chon
“Nhan mé6i”
[*1 Thur Wietnam Mational University Hanoi - Thém tai khodn thu - Google... — | s 1
8@ mail.google.comy/mail/u/0/?ui=28ik=599d5a7d208&jsver=-pAJouCZdri.vi.8cbl...
Thém tai khoan thw
Nhap cai dat thwe cho dongquangviet@testmail.vnu.edu.vn. Tim hiéu thém

Blia chi email: dongquangviet@testmail.vnu.edu.vn

Tén nguwdi ding: |dongquangviet |
Mét khéu: | |

May cha POP: |testmail.vnu.edu.vn | Céng:

L:..l;u Iai.mtjt ban sao thur dwoc truy xudt trén may chi. Tim
higu thém

L!_.I:ﬁr'l SEF dung ké&t ndi an toan {SSL) khi truy xuét thwr. Tim
higu thém

Déan nhan cac thuwr dén:| dongguangviet@testmail vnu.edu.vn

[ Lwu tri¥ cac thrr dén (bd dongguangviet@testmail vnu.edu.vn

| Hay || « Quay lai




Dién nhan méi vao 6 rdi nhAn“OK?”

P~1 Thu Vietnam Mational University Hanoi - Thém tai khoan thu - Google... = O >
@ mail.google.com,/mail/u/0/?ui=2&ik=599d5a7d208&jsver=-pAJeuQZdri.vi.&cbl...
Them ..

Nht;llll Hay

nhap tén cho nhin madi:

Dilr Ligu Mail WML CE||

cone

hidu thém

Ludn siF dung k&t ndi an toan (SS5L) khi truy xudt thue. Tim
S

higu thé&m

Dan nhén cac thu dén: | dongguangviet@testmail. vnu.edu.vn v |

[ Lwu trik cc thue dén (bd gua Hop thu dén)

| Hiy || « Quay lai || Thém tai khoan » |

Sau khi d xong phan tao nhan méi thi tiép tuc chon “Thém tai khoan”

Buéc 7: Vi S& khong sir dung tiép email VNU Zimbra nira nén khdng can cau hinh nhung budc
tiép theo nén chon “Khéng” sau d6 chon “Hoan tat”.

1 Thu Vietnam Mational University Hanoi - Thém tai khoan thu - Google Chrome = | >
B mail.google.com/mail/u/0/?ui=2&8ik=599d5a7d208&)sver=-pAJouQsdri.vi.&cbl=gmail_fe_2... O
Tai khoan thw cua ban da dwoc thém.

Ban hién cé thé truy xuat thw tir tai khoan nay.
Ban ciing mudn cd thé g thw bang dia chi donggquangviet@testmail.vnu.edu.vn phai khéng?

Y Cd. t6i mudn co thé givi thr bing dia chi dongquangviet@testmail.vnu.edu.vn.

@) Khong (ban o5 thé thay adi cdi dit ndy sau)




Sau mét ltc thi s& quay vé giao dién thé “Tai khoan” thiy xuat hién qué trinh ddng bo email
VNU Zimbra. Néu so6 luong mail ciia ban nhiéu thi s& dién ra trong mot khoang thoi gian.

i phpLDAPsdmin (1 X | [ Qua®n tréwcZimt X | & Zimbra:Hopthuc X | € Hubngdinchuyé X | G Dashboard X M Caidat-dongqu: X ([ Pangnhspungd x | + - x
¢« C @ mailgoogle.com/mail/u/0/7zx=92qalryoqdp1#settings/accounts e x 0 © :
HP Apps () Drivers & Downloa.. M\ WhatisaCloud Da.. @ @ Chapter 1. Ovende.. [ wwwalgebraixdata... () Cloud databases 10... MySQL Cloud Data.. @ International2 » Other bookmarks
fA phpLDAPsdmin (1 % | QuaPEn tréms Zim- X | EA Zimbra:Hopthuc X | 4 Hudngdinchuye X | G Dashboard X M Caidst-dongaus X (O Bangnhdpingd X | + = x
& C & mailgoogle.com/mail/u/0/?zx=92qalryoqdpT#settings/accounts * x o @O :
I Apps (<) Drivers & Downloa.. M)\ WhatisaCloud Da.. @ (@ Chapter 1. Ovenvie... wwwalgebraixdata... () Cloud databases 10.. MySQL Cloud Data.. @ Interational2 » Cther bogkmarks
= l VI Gmail Q,  Timkiém trong thu - @ (1) U & o
Cai dat & @
l- Soan thu :
Chung Nh3n Hépthu dén Taikhodn B loc va diachibichdn Chuyén tip va POPIIMAP  Tiénich bd sung  Tré chuyén va hop hanh
[0 Hopthudén 2 N L L
Nangcac Ngoaituyén Chadé
“ Cogandausao
- o Thay d8i cai dat tai khoan: Cai dat Tai khodn Google L]
© oatamen Thay déi mat khau va tiy chon bao mat clia ban va truy cap cac dich vu khéc clia Google.
> Dagui
i Gi thu bang dia chi: dongquangviet Déng Quang Viét <dongquangviet@vnu.edu.vn> chinh sira théng tin
B Thunhap (St dung Thu Vietnam National +

2 o Thém dia chi email khac
University Hanoi d& giii thu tir cac dia i

v Danh sédch mé rong X ,
chi email khc cua ban)

Meet Tim hiéu thém
W Batdaucude hop Ki€m tra thu tir tai khoan khac:  dongquangviet@testmail.vnu.edu.vn (POP3) chinh sira thong tin xoa
B Tham gia cudc hop Tim hiéu thém pang kigm tra thu_.
Thém tai khoan thu
Chat
@ dongquangviet +
o Pang st dung 0 GB Chinh sdch chuong trinh Hoat ddng tai knodn gan ddy nhit: 17 phiit trudc
Buoc hd tro béi Google Chi tiét

Khéng ct cude trd chuyén nao gin
day

Sau d6 s& thdy 1 nhan thu mdi hién 1én bén trai va qua trinh déng bd mail van tiép dién néu ban
6 so lugng email Ion.

8 phpLDAPsdmin (1107 X | [ Quattn tréncZimbra X | BBy Zimbra:Hépthudén (' X | 4 Hudngddn chuyénem: X | G Dashboard X M Caidst-dongquangvic X = x
¢« C @ mailgoogle.com/mail/u/0/7zx=92qalryoqdp#settings/accounts e x 0 © :
5 Apps () Drivers & Downloa.. M\ WhatizaCloud Da.. @ @ Chapter 1. Ovenvie... www.algebraicdata... () Cloud databases 10.. MySQL Cloud Data.. @ International2 » Qther bookmarks
= M Gmail Q  Tim kiém trong thu - ®@ () VNu o
Cai dat =g @
l— Soan thu
Chung Nhan Hép thudén Taikhodn B&loc vadiachibichan Chuyén tiép va POP/IMAP Tiénich bd sung Tré chuyén va hop hanh
[J Hdpthudén 5829
Naéng cac Ngoaituyén Chuidé
% Cogandausao
N . Thay dai cai dat tai khoan: Cai dat Tai khodn Google L]
© oataman Thay ddi mat khau va tily chon bao mat ctia ban va truy cap cac dich vu khéc clia Google.
> Dagui
Gui thu bang dia chi: dongquangviet Dong Quang Viét <dongquangviet@vnu.edu.vn> chinh sira thong tin
Thu nhap S dung Thy Vietnam National
(St dung Thu Vietnam National 1y 442 ol email khic +
dongquangviet .. 5350 University Hanoi dé gui thu tir cac dia
chi email khdc cia ban)
~  Danh sach mé rana Tim hiu them
Meet - = .
Kiém tra thu tir tai khodn khac:  dongquangviet@testmail.vnu.edu.vn (POP3) chinh stra théng tin  x6a
B¢ B3t dau cudc hop ITim hidu them Lan kiém tra cudi ciing: 3 phut trude. 200 thu d& dugc

tai. Xem lich st 46850 thur con lai

E  Tham gia cudc hop

Thém tai khoan thu
Chat
®  dongquangviet +

.2
A

Hoan thanh viéc thiét lap, hé thdng s& mat mot thoi gian dé kiém tra va tai thu vé tai khoan mai.
Nhung thu khong chuyén duoc s& duoc hé thdng théng béo.



I1. Sir dung G Suite bang phan mém mail client Outlook

Viéc ciu hinh dé st dung trén cac phan mém mail client (Outlool, Thunderbird) thi can cau hinh
trén G Suite va trén cac phan meém mail client.

1. Cau hinh trén G Suite
- Cho phép G Suite chap nhan cac tng dung khong an toan:

Pang nhap vao tai khoan G Suite: Google Account> Manage your Google Account >
Security > Less secure app access > Turn on access

@ Home

Less secure app access ("‘2’\\
[';j Personal info To protect your account, apps and devices that use less secure sign-in

technology are blocked. To keep your account secure, Google will
@ Data& personalization automatically turn this setting OFF if it's not being used. Learn more

@ off
2 People & sharing
| Turn on access (not recommended) I

B Payments & subscriptions

< Less secure app access

sign-in technology, whi
recommend, or tu
this setting OFF if it's not

Some apps ar
canturn offa
the risks. Google will automatically

ng used. Learn more

Allow less secure apps: OFF

- Cho phép truy xuat bang IMAP:
Pang nhap vao tai khoan G Suite: Setting>Forwarding and POP/IMAP.
Bén muc IMAP Access, chon Enable IMAP
Di chuyén vé cubi man hinh va chon Save changes

M Gmail Q  Search mail N @ i ,‘;VNU: o

Settings

!— Compose
General Labels Inbox Accounts Filters and Blocked Addresses | Forwarding and POP/IMAP IAdd-ons Chat and Meet
[J  Inbox 4,658
Advanced Offline Themes
% Starred O
Forwarding: Add a forwarding address
©@ Snoozed L — =
earn more
> Sent Tip: You can also forward only some of your mail by creating a filter!
B Drafts ° POP download: 1. Status: POP is disabled i
Meet Learn more @ Enable POP for all mail

(O Enable POP for mail that arrives from now on
B¢ Start a meeting
2. When messages are accessed with POP
‘keep Vietnam National University Hanoi Mail's copy in the Inbox v

B8 Join a meeting

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

@) tungnt

£ +
NoTacent fhals IMAP access: Status: IMAP is disabled
Start a new one (access Vietnam National ® Enable IMAP

University Hanoi Mail from Disable IMAP >
.
-~ 9 other clients using IMAP)




2. Sir dung phan mém Outlook

G Suite Sync for Microsoft Outlook viét tit [a GSSMO la mot cong cu mién phi cia Google cho
phép ban dng bo tai khoan G Suite cua ban vao Outlook va tranh sir dung giao thirc
POP3/IMAP vén can nhiéu budc cai dit. Pon gian ban chi tai GSSMO vé va chay no.

Mot s6 Iuu ¥ khi sir dung GSSMO:

- GSSMO hd trg cac hé diéu hanh sau:

Windows Vista SP1 (32 and 64 bit)

Windows 7 (32 and 64 bit)

Windows 8 (32 and 64 bit)

Windows 10 (32 and 64 bit)

Khong hd trg cac phién ban h¢ diéu hanh XP va Server 2003.

- GSSMO hb trg cac phién ban Outlook sau:

Microsoft Outlook 2003 SP3

Microsoft Outlook 2007 SP2 (hoac SP1 da fix)

Microsoft Outlook 2010 (32 and 64 bit) v&i ban Service Pack 2
Microsoft Outlook 2013 (32 and 64 bit)

Microsoft Outlook 2016 (32 and 64 bit)

Microsoft Outlook 2019 (32 and 64 bit)

Microsoft Outlook 2003 and Microsoft Outlook 2007 khong con dugc hd tro bgi
Microsoft. Ban can nang cap Ién cac phién ban méi hon.

+ + + + +

+ + 4+ + + + +

Cai dat va cau hinh phan mémG Suite Migration for Microsoft Outlook (GSSMO)
Ban bam vao link: https://tools.google.com/dIpage/gssmo

O muc DOWNLOAD .EXE FILE chon Download GSSMO va tai vé may tinh cia ban. Hoic
ban cd thé day tép MSI (phan mé rong tép cai dat mac dinh cua Microsoft) cho céc thanh vién
cua td chirc cua ban.

&< C @ tools.google.com/dipage/gssmo ¥

Google G Suite Sync for Microsoft® Outlook®

G Suite Sync for Microsoft® Outlook:

BEFORE YOU BEGIN
Read the system requirements and the install steps before using GSSMO to sync your data with G Suite.

For details on the latest features, enhancements, and fixes for GSSMO, see

DOWNLOAD .EXE FILE (RECOMMENDED FOR USERS) :
This .exe file is for installation on Windows® machines only but you can download it using any operating systen‘:

DOWNLOAD .MSI FILE (RECOMMENDED FOR ADMINS)
This .msi file is for installation on Windows machines only but you can download it using any operating system.

Sau khi cai dat ban c6 thé tim thiy n6 & Start / G Suite Sync (d6i voi Window 10).

Tao profile trén GSSMO



Khi ban tai xong GSSMO, mét ctra s6 nho s& hién thi dé ban dién tai khoan G Suite vao dé tao
Profile. Ban c6 thé m& lai cira s6 tao Profile ndy bang cach vao Start / G Suite Sync / Set up a G
Suite Sync user

Nhap tén tai khoan G Suite can tao Profile >>Continue; Tiép d6, man hinh dang nhap xuat hién
chiing ta tién hanh dang nhap nhu muc 1.1.Pdng nhdp. Sau khi dang nhap thanh cong ta tién
hanh cap quyén truy cap tai khoan cho tng dung

G Dang nhap bang Google

J

Chon tai khoan tu vnu.edu.vn

dé tiép tuc t6i
G Suite Sync for Microsoft Outlook®

tungtt Nguyén Thanh Tung

tungtt@vnu.edu.vn

® Sirdung mét tai khoan khac

D& tiép tuc, Google sé& chia sé tén, dia chi email, tuy
chon ngoén ngir va anh ho so ctia ban voi G Suite Sync
for Microsoft Outlook®. Trudc khi ban st dung tng
dung nay, vui long xem chinh sach quyén riéng tu va
diéu khoan dich vu cta G Suite Sync for Microsoft
Outlook®.

Tiéng Viét ~ Tro gitp Bao mat Dieu khoan

Bam Allow dé cho phép GSSMO truy cap tai khoan G Suite caa ban. Cira s6 s& hién théng bao
x4c nhan thanh cong, ban c6 thé tét trinh duyét va quay lai cira s6 Set up G Suite Sync for
Microsoft Outlook.



G Sign in with Google

¥
G Suite Sync for Microsoft
Outlook®
wants to access your Google
Account

o admin@domain.com

This will allow
G Suite Sync for Microsoft Outlook® to:

] Read, compose, send, and permanently delete all @
your email from Gmail

® Manage mailbox labels @
Google
Insert mail into your mailbox . .
° y ® Sign in
& See edit create, and delete all of your Google  (§) Authorization has been granted successfully. Please switch to your
Drive files application

® View groups on your domain

@® View and manage the provisioning of users on @
your domain

® Manage messages in groups on your domain @

B See, edit, download, and permanently delete your@
contacts

Wiew your calendars @

See, edit, share, and permanently delete all the @
calendars you can access using Google
Calendar

@  Create edit, organize, and delete all your tasks @

Make sure you trust G Suite Sync for Microsoft
Outlock®

You may be sharing sensitive info with this site or app.
Learn about how G Suite Sync for Microsoft Outlook® will
handle your data by reviewing its terms of service and
privacy policies. You can always see or remove accessin
your Google Account.

Learn about the risks

o EX

English (United States) = Help Privacy Terms

Ldc nay cira s6 tao Profile s& c6 cac tly chon cho phép ban import cac file .pst vao tai khoan
cua ban. Néu ban mudn import file .pst vao tai khoan ban check vao Import data from an
existing profile va chon dudng dan dén file .pst ban can. Luu v dix liéu trén file .pst ciia ban s&
dugc import vao Outlook va ddng b vai tai khoan Gmail cua ban -> nhu vay dung lwong cua
tai khoan Gmail s& bi day 1én theo dung Iwgng cia file import.



) Set Up G Suite Sync for Microsoft Outiook&

Create a G Suite profile in Microsoft Outiook® 2 s,
Néu muon import file .pst

I [ firiport diata fromi 2 existing arofle I @ cua ban thi check vao day
Migration Pst Profile-1536674756

Email messages Contacts
Deleted messages Calendars
Junk email Notes, journal entries, and tasks

If you uncheck this option, you can import your data later.
Learn more

[ send crash reports and usage statistics to Google
Help make G Suite Sync better by automatically sending usage statistics and crash reports to Google.

Learn more O

Show advanced settings I Create profile I

Bam Create profile dé hoan thanh. Mot ctra s6 thong bao dong bo thanh cong s& hién Ién, ban
bim vao Start Microsoft Outlook dé vao Outlook.

) Set Up G Suite Sync for Microsoft Outlook® >

G Suite Sync setup is complete

After starting Microsoft Outiook® get help at any time by diding
the G Suite Sync icon in your system tray and choosing Online Help.
) (s 2




Khi Outlook khoi dong s& c6 mot cira s6 nhd dé ban chon Profile dang nhap. Ban chon Profile
ban mudn ding nhap va bam OK

s Microsoft

Choose Profile

Profile Mame:

Options > » Close

Leading Profile

Giao dién Outlook xuét hién kém theo bang trang thai ddng bo cua céac dich vu cua Google nhu:
Google Contact, Calendar, Mail, Task, Notes... Roi tién hanh chon Close bang trang thai nay dé
bat dau st dung Outlook nhu binh thudng. P6i voi nhitng 1an st dung sau ta chi can lam tir
budc goi tng dung Outlook va chon Profile Gsuite caa minh.

Inbox - G Suite - tungtt@vnu.edu.vn - Outlook

Send/Receive  Folder  View Help  AdobePDF  OutlookFreeware.com
= "_|'j a % Ignore x D 524 @ E:A 2 Meeting | (% Moveto:? £} To Manager ¥ Move - 1 Unread/ Read | |Search People A,) )\
N .,:u . 755 Clean Up ~ et (o e R (‘_ . -)a 5~ E3 Team Email v Done o Rules - i Cotegorize~ | [ Address Book s #
ew  New ew clete Archive | Reply Reply Forwar ea
Email ltems= | Meeting | 9 Junk~ il i More - 2 Reply & Delete ¥ Create New “ | @ oneNote | > Follow Up~ T FiterEmals | pond P

New TeamViewer Delete Respand Quick Steps F] Move Tags Find Speech | Adobe Docume.. |
Drag Vour Favorite Folders Here €
Search Current Mailbox SO | Current Mailbox =

4@ Suite - tungtt@vnu.eduvn Al Unread ByDatev |
(e ) 4 Today (0 Synchronization Status - tungtt@vnu.eduyn x
Drafts _
GibuneiSynolca, Googe Contacts I
Sent ltems How to get started with G ... 3:58 PM 5“"92 on
: ynced.
P Dear G Suite Sync user, Re-sync
[Archived] 4 Oider i
Googe Calendar I
Junk E-mail Gmail Team — .
i - esvnc
el Get the official Gmail app 473072020
RSS Feeds ] 5
Gmail Team Google Mail ] [}
Seatlinid Tips for using your new inb..  4/30/2020 Syneed. Re-sync
| Show more
Open this window when Microsoft Outiook® starts Help

= om o [

ftems: 3 Unread: 1 o =2 - +



I11. Sir dung thw dién tir VNU — G SUITE trén thiét bj di dong:
1. Sir dung trén céc thiét biAndroid

Tai (ng dung Gmail tir kho tng dung CH Play. Khai dong wng dung Gmail trén thiét bi

di dong.

Nhanvao hinh @E phai man hinh vachon Cai dit theo nf g nh bén dudi:

1625 48w = - L

Eﬁm kiém trong thu

CHINH

=2

<

2 thu chua dugc guni trong HOp £
thu di

Quang céo

o ﬁ Email hang déu
. Shopee, Agoda Deals, VinID, The

VPBank Internet Banking
VPBank xin thong bao bien dong so du
Kinh chao quy khach, Dear Customer, I

VPBank Online
Transfer successful
Kinh giri Khach hang: DONG QUANG V

VNUNET
NORMAL: Zimbra_MTA_01 mailq new
An Alert has been issued that requires

™ 1033

Dich vu Khach hang VPBank

Sao ké thé tin dung - Visa
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Chuyén
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Deleted Items
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Notes
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SMS
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@ Danhba
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Chon Thém tai khoantiép d6 Chon Thiét 1ap email 1a Google nhu hinh bén duéi:

<

Cai dat

Cai dat chung

quangviet309@gmail.com

Thém tai khoan

~

Thiét lap email

Google

Outlook, Hotmail va Live

Yahoo

Exchange va Office 365

peeRo

Khac



Nhap dia chi email VNU theo nhu hinh bén dudi sau d6 nhan Tiép theo, giao dién ding
nhap mot 1an cua hé thdng xuat hién. Nhap tai khoan email VNU va mat khau nhu hinh
bén dudi sau d6 nhin Ping nhap. Cudi ciing nhin vao Quay lai “<”nhu hinh bén dudi:

16:55 4 oA e 88%0 1PBR2ET L - L R F RN e |
Google T v
. R VNU = VNU
bang nhap e L) g

S(r dung Tai khoan Google ctia ban.
Tim hiéu thém DANG NHAP HE THONG
Email hodc s6 dién thoal Tiéng Viét

[ dongquangviet@vnu.edu.vn
° i
| dongquangviet Ban da dang nhap.

Ban quén dja chi email?
« Quay lai img dung

Tao tai khoan Quén mat khau?

Hudng dan sir dung

Tiéep theo




2. Sir dung trén cac thiét bi iOS
Truy cap vao muc Setting trén may, chon tiep “Password & Account”> “Add
Account” > “Google” S——

21:20 S 21:20 ELRR 21:20 el
Settings { settings  Passwords & Accounts < Accounts Add Account
Face ID & Passcode

u Website & App Passwords 1 iCloud

AutoFill Passwords

Battery

fa
&
O v

Microsoft Exchange

iCI‘:‘.,cli Go gle

Tunes & App Store Gmai ‘ yahoo.’

Wallet & Apple Pay VNU MAIL
Aol.

) | Add Account I
% Accounts I G Outlook.com

Fetch New Data

ojo

Other

Reminders

Giao dién nhap tai khoan va mat khau sé& lan luot hién ra, tién hanh nhap tai khoan va
mat khau va an “Ping nhap”. Sau khi di ding nhap thanh céng man hinh s& xuat hién
giao diénchuyén sang cac wng dung cia Gsuite thi ta tién hanh chonQuay lai“<” nhu
hinh dudi. Tiép d6 giao dién ddng bo cac dir liéu xuat hién va nhan “Save” dé hoan
thanh viéc thém tai khoan.
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