Hudng dan cau hinh Email
trén may tinh su dung
Microsoft Outlook

Lam theo cac budc dudi day dé€ cau hinh cho 01 Outlook Emal s&r dung Zimbra Mail mot cach hoan
chinh. Tuy theo céc phién ban Outlook khac nhau c6 thé cé giao dién khac nhau. Tuy nhién, co ché
hoat dong chung van la nhu nhau (ching téi s&r dung Outlook 2013)

Budc 1. Md trinh nhan mail Outlook trén may tinh cda ban, Chon muc File nhu hinh duéi day
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Budc 2: Click chon nit Add Account (hinh duéi day) dé bat dau qua trinh cai dat.
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Use Rules and Alerts to help organize your incoming eé-mail messages, and receive
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Budc 3: Chon Manual setup or additional server types dé vao cai dat theo yéu cau cau hinh
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Auto Account Setup
Manual setup of an account or connect to other server types.

() E-mail Account

(®) Manual setup or additional server types
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Buéc 4: Lua chon POP or IMAP (connect to a POP or IMAP email account) sau dé nhan nat Next
dé sang man hinh cla budc tiép theo
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Choose Service

{:l Microsoft Exchange Server or compatible service
Connect to an Exchange account to access email, calendars, contacts, tasks, and voice mail

{:] Outlook.com or Exchange ActiveSync compatible service
Connect to a service such as Outlook.com to access email, calendars, contacts, and tasks

(®) POP or IMAP
nnect to a POP or IMAP email account

< Back | Next > Cancel

Budc 5: Tai man hinh POP and IMAP Acount Settings (Enter the email server settings for your
account), vui long nhap cac théng tin tuong ing nhu dudi day vao cdc muc tuong Ung, réi click vao
More Settings dé€ sang Buéc 6
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POP and IMAP Account Settings
Enter the mail server settings for your account.
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Vi du : Véi Dia chi Email namdag@mailinh.vn thi cac Trudng thong tin sau can dién :

e Your Name : Dao Ai Giang Nam

Email Address : namdag@mailinh.vn
Account Type : POP3

Incoming mail server : mail.mailinh.vn
Outgoing mail server : mail.mailinh.vn

User Name : namdag@mailinh.vn
Password : Nhap mat kh&u clda ban vao

Budc 6: Cau hinh theo cac lua chon 6 man hinh dudi day tai Tab Outgoing Server, bao gom:

a. Tick chon muc My outgoing server (SMTP) requires authentication
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General  Outgoing Server | Advanced

outgoing server [SMTP) requires authentication
(@) Use same settings as my incoming mail server
) Lag on using

«| Remember password

Require Secure Password Authentication [SPA)

(C) g on to incoming mail server before sending mail

o ][ cane

b. Chuyén Tab Advanced dé cau hinh nhu hinh duéi day

| General | Outgoing Server | Advanced

Server Port Numbers

Incoming senver [Pﬂl‘3| Use Defaults

i$ Server requires an encrypted connection (55L)

Dutgoing senver [SMTF:

Use the following type of encrypted connectio W
Server Timeouts
Short Long 1 minute
Delivery

[+/] Leave a copy of messages on the server
[E Remove from server after | 14 .;. days

[] Remove from server when deleted from Deleted items’

[

Server Port Numbers

Incoming server (POP3): 995
Tich chon: This server requires an encrypted connection (SSL)

Outgoing server (SMTP): 465
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Lua chon SSL cho Use the following type of encrypted connection
Hodc s dung két ndi SMTP: 587 va Tich chon TLS

Server Timeouts:

Lua chon default 1a 1 minute (ban c6 thé)

Delivery

Tich chon Leave a copy of messages on the server, tich chon Remove from server after (?)
days (thuong dé default la 14 days)

Click OK dé hoan tat qua trinh cai dat, man hinh duédi day thé hién ban da két thic qua trinh cai

dat thanh cong.

Congratulations! All tests completed successfully. Click Close to Stop
continue.

Close

Tasks  Errors

Tasks Status

\/I.og onto incoming mail server (POP3) Completed

\/Send test e-mail message Completed
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