Hwéng dan cau hinh Mail Imexpharm
trén wng dung Microsoft Outlook 2016

Buéc 1/ Mé trinh duyét Microsoft Outlook. Trén thanh menu chon File

Outlook Today - Outlook

Send / Receive Folder View ESET @ Tell me what you want to do...
[] -
ljl ,._||E Ignore Meeting =1
N : Clean Up . e R T I = Team Email " R I
ew ew elete leply Reply Forwarc Mare - Wiove Rules

Email Items~ &9 Junk - Al # Create New - .

Mew Delete Respond Quick Steps I IMove

3 Faverite Folders Here N Wednesday, February 15, 2023
41é quéc binh Calendar Tas
4 Inbox 136 Thursday

Buwdc 2/ Chon Account Settings.

©

Account Information

Outlook Today - Outlook

Open & Export
= binhlg@imexpharm.com
=L pop/smTp
4 Add Account
I—I_T| Account Settings
[ Eel Change settings for this account or set up more connections.
Account
Settings ~
Office Account
outi =1 Mailbox Cleanup
tions =
; — Manage the size of your mailbox by emptying Deleted ltems and archiving.
Cleanup
Exit Toals -
A Rules and Alerts
=1 Use Rules and Alerts to help organize your incoming e-mail messages, and receive
Manage Rules updates when itemns are added, changed, or removed.
& Alerts

Buwéc 3/ Chon tab E-mail -> chgn New...



Account Settings *

E-mail Accounts
You can add or remove an account. You can select an account and change its settings.

E-mail  Data Files RSS Feeds SharePoint Lists Internet Calendars Published Calendars Address Books

o New... 3 Repair.. [%f Change.. @ Setas Default X Remove # &

Mame Type
@ binhlgimexpharm.com POP/SMTP [send from this account by default)

Selected account delivers new messages to the following location:

Change Folder | Lé Qudc BinhyInbox
in data file G*\Luu Mail\Outlookibinhlg.pst

Close

Buéc 4/ Check chon Manual setup or additional server types. -> tiép theo Chon Next.



Add Account

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

D E-mail Account

Your Mame: | |

Example: Ellen Adams

E-mail Address: | |

Example: ellen@contoso.com

ord: | |

Type the password wour Internet service provider has given you,

Passward:

@ Manual setup or additional server types

< Back Mext = I | Cancel

Buwoc 5/ Check chon POP or IMAP -> Chon Next.



Add Account

Choose Service

D Qutlook.com or Exchange ActiveSync compatible service

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

Connect to a service such as Cutlook.com to access email, calendars, contacts, and tasks

Buwéc 6/ Nhap cac thong sé nhu hinh.

Your name: tén mo ta.

Email Address: nhap dia chi email.

Account Type: Chon POP3

Incoming mail server: mail.imexpharm.com
Outgoing mail server (SMTP): mail.imexpharm.com
User name: nhap dia chi email.

Password: nhap mat khau email.

Xong chon More Settings. .. tiép tuc lam budc 7.




Add Account

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

User Information
Your Name: Mguyen Thanh Binh
Email Address: binhnt@imexpharm.com
Server Information
Account Type: POIP3
Incoming mail server: mail.imexpharm.com
Cutgoing mail server (SMTF): mail.imexpharm.com
Logon Information
User Name: binhnt@imexpharm.com
Password: sk |

[~] Remember password

|:| Require logon using Secure Password Authentication
(SPA)

Test Account Settings

We recommend that you test your account to ensure that
the entries are correct.

Test Account Settings ...

Autnmatically test account settings when Mext
is clicked

Deliver new messages to:

(®) Mew Outlook Data File
D Existing Outlook Data File

Browse

Maore Settings ...

Buwdc 7/ Chon More Settings...




Tab General dé mic dinh nhu
hinh.

Tab Outgoing Server, check
chon My outgoing server
(SMTP) requires authentication
va check chon Use same
settings as my incoming mail
server.

Internet Ey

General  Qutgoing Server Advanced

Mail Account

Type the name by which you want to refer to this account. For
example: "Work™ or "Microsoft Mail Server”

binhnt@imexpharm.com

Other U Infarmation
Oryg n:
Feply Bmail:

Internet E-mail Settings z

General Cutgoing Server  Advanced
My outgoing server [SMTF] requires authentication
@ Use same settings as my incoming mail server
) Log on using
lzer Mame:
Pazsweord:

Remember password
Require Secure Password Authentication [SP&)

O Log on to incoming mail server before sending mail

Cancel




Internet E-mail Settings

General Outgoing Server Advanced z

Server Port Mumbers

Incoming server (POP3) Use Defaults

|:|This server requires an encrypted connection [55L)

Cutgoing server [SMTP):
-(Il-ﬁg é\l(jjt\é%?r(]:gdserver (SMTP) Use the following type of encrypted connection: | S5L v
tir 25 ddi thanh 465, Server Timeouts

Short @ Long 1 minute

Muc User the following types

0s encrypted connection: chon
SSL Leave a copy of messages on the server

r 1 A Remove from server after | qp 2| days
Sau do bap OK [0

Remove from server when deleted from ‘Deleted Items’

Delivery

Buwéc 8/ Xong budc 7 bam OK tu dong trd ra man hinh cau hinh ban dau cta budc 6,
ta chon Next dé tiép tuc.



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

User Information
Your Name: Mguyen Thanh Binh
Email Address: binhnt@imexpharm.com
Server Information
Account Type: POIP3
Incoming mail server: mail.imexpharm.com
Cutgoing mail server (SMTF): mail.imexpharm.com
Logon Information
User Name: binhnt@imexpharm.com
Passward: FREREERIAALE

[~] Remember password

|:| Require logon using Secure Password Authentication
(SPA)

Test Account Settings

We recommend that you test your account to ensure that
the entries are correct.

Test Account Settings ...

Autnmatically test account settings when Mext
is clicked

Deliver new messages to:

(®) Mew Outlook Data File
D Existing Qutlook Data File

Browse

Maore Settings ...

< Back Mext = Cancel

Buwdc 9: sau khi thuc hién budc 8, man hinh hién thng bdo Completed la xong. Ta

chon Close — tiép dén chon Finish dé két thuc.

Test Account Settings

continue,

Tasks  Errors

Congratulations! All tests completed successfully, Click Close to Stop

Close

Tasks

\./Send test e-mail message

\./Lng onto incoming mail server [POP3)

Status

Completed
Completed




Add Account

You're all set!

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

Add another account...

< Back

Ldc nay ta check mail sir dung binh thwong.




