Truéc khi phat hanh hoa don trén hé théng phan mém hoa don dién tir EasylInvoice, ban can phai
tao 1ap nhiing thong tin tai khoan 1a: thong tin don vi, chir ky s6 va email thong bao.

1. Thong tin don vi

-Sau khi dang nhap phan mém thanh cong > Tai menu doc “Hé théng” > click “Thong tin don
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Vi

# HE THONG

“

O Théng tin don vi
QO Chir ky sb
Mail thdng bao
QuAn tri ngurdi ding

Phan quyén ngurivi ding

> Chuyén sang méan hinh “Théng tin don vi phat hanh”
DON VI PHAT HANH HOA DON

Tén céng ty: CONG TY CO PHAN DAU TU CONG NGHE VA THONG MAI SOF TDREAMS

M3 56 thud: 0105987432

S0 nha 8, ngach 26, ngd 64 phd Phan Dinh Giét, Phuéng Phwong Liét,

Dia chi: ' : g6 6
Quan Thanh Xuan, Ha Noi
Dién thoai: (04) 3200 2929
Fax (Email): (04) 3200 2929
Nguwi lién hé:

Ngwéi dai dién phap luat: ~ 22ng Thi Phwong Loan

sé tai khoan: 102010001604353
Chil t3i khoan: CONG TY CO PHAN DAU TU CONG NGHE VA THONG MAI SOF TDREAMS
Tén ngan hang: NH TM CO PHAN CONG THU'ONG VN- CN NAM THANG LONG NCT

- Man hinh cung cép chiic nang “Chinh sira” thong tin don vi. Dé thuc hién click button



> 4 Chuyén sang man hinh “Théng tin don vi” . Tai day nguoi dung cd thé chinh sira thong
tin cac trudng nhu “Email , Nguoi lién hé, Ngudoi dai dién theo phép luat, Sé tai khoan , chu tai

khoan, Tén ngan hang”

THONG TIN BON V|

Tén cong ty
M3 s6 thué cha cong ty

Dia chi

S6 dién thoai

Fax

Email

Nguwi lién hé
Ngur&i dai dién phap luat
® S0 tai khoan

B.Chu tai khodn

Tén ngdn hang

CONG TY CO PHAN BAU TU¥ CONG NGHE VA THUONG MAI SOFTDREAMS
0105987432

S6 nha 8, ngach 26, ngd 64 phd Phan Dinh Giodt, Phwéng Phrong Ligt, Quan
Thanh Xudn, H& NGi

(D4) 3200 2929
(D4) 3200 2929

contact@softdreams.vn

Dang Thi Phurong Loan
102010001604353

CONG TY CO PHAN BAU T CONG NGHE VA THIFONG MAI SOFTDREAM:

NH TM CO PHAN CONG THUFONG VN- CN NAM THANG LONG NCT

-Sau khi chinh stra xong - click button théng tin vira chinh sua s€ dugc luu lai va

hién thi & man hinh “Thong tin don vi phat hanh”, nguoc lai khi click button

2. Chir ky sé

# Cuay 1ai

-Tai menu doc “ Hé thdng” = click “Chit Ky $6”



# HE THONG

© Théng tin don vi

~

O Chif ky sb

O Mail théng bao

O Quan tri ngudi ding

O Phan quy®n ngwr diing

> 4 Chuyén sang man hinh “Théng tin chimg thu s6”

THONG TIN CHIP KY 8O

1. Loai keystore: HSM

2. SerialNumber: 5404FFFEBT033FB316D672201B775051

3. Mail théng bao
-Tai menu doc “Hé thdng” = click “Mail théng bao”

# HE THONG
O Théng tin dorn vi
QO Chir kyj s0 /
O Mail thing bao

O Quan tri nguwdi ding

O Phan quyén ngurdi ding

> 4 Chuyén sang man hinh “Danh sach email”. Man hinh cung cap cac chirc nang:

[$]



° Chirc ning “Tim kiém”

-Tim kiém theo “Chu dé&” :
Cha de

-Theo “Trang thai”

Trang thai: _Tit ca—

Pén ngay: Chura glri
P3 gii
Giri 15

Mail cher glri lai

-Theo Ngay giri “Tur ngay” - “Dén ngay”:

Tl ngay N Dén ngay: il

-Theo “Mail nguoi nhan”

Mail nguwéi
nhdn
. Chirc nang quan ly danh sach mail:

-Man hinh hién thi théng tin mail giri dén cho Khach hang thong béo vé chu dé gi, gdm c6 Ngay
giri bao nhiéu, trang thai thé nao:

STT  Mail ngwi nhan Chi d& Ngay giri Trang thai X6a Chon
1 hant.hubt@gmail.com Théng bao phat hanh hda don dién ti 02/11/2017 Mail g3 dwoc gl lai » ]
2 hant.hubt@gmail.com Théng bao tai khodn truy cap hé thdng hoa don dién tir 02/11/2017 DA gui »® (]
3 hant hubt@gmail com Théng bao tai khodn truy c&p hé thdng hoa don dién tiy 01/11/2017 DA giFi x (]
4 hant hubt@gmail com Théng bao tai khodn truy c&p hé thdng héa don dién tiy 01/11/2017 DA gFi x (]
5 hant hubt@gmail com Théng bao tai khoan truy c&p hé thdng hoa don dign tiy 01/11/2017 DA gFi x (]
6 hant hubt@gmail. com Théng bao tai khoan truy cap hé thdng hoa don dign tiy 01/11/2017 DA g x (]
7 hant.hubt@gmail.com Thong bao tai khoan truy cdp hé thdng hoa don dign tr 01/11/2017 DA gFi x ]
3  thaind241188@gmail.com Théng bao phat hanh hoa don dién i 01/11/2017 Da gl = ]
9 hongdi@gmail.com Théng bao phat hanh hda don dién i 01/11/2017 Da gl = (8]

10 hant.hubt@gmail.com Théng bao phat hanh hda don dién ti 01/11/2017 Da gl » ]



-bé thyc hién “X6a” thong tin v& mail nao d6 > click icon * & cot “Xo6a”

-bé thyc hién “ Gui lai mail” > Tai dong mail mong muén - tich vao 6 checkbox ¥ ¢ cot

“Chon” sau d6 click button . Mail duoc chon dé gui lai, sau khi gui thanh
cong s€ cO trang thai 1a “Mail da duoc gui lai”

STT  Mail ngwdi nhan Chi d& Ngay giri Trang thai Xoéa Chon
1 hanthubt@gmail.com Théng bao phat hanh hoa don dién i 021112017 Mail 33 dwoc gii la x
2 hant hubt@gmail.com Théng bao ti khodn truy cap hé théng hoa den dién ti 02/11/2017 D& gifi x
3 hanthubt@gmail.com Théng bao tai khodn truy c4p hé théng hoa don dién tir 01/11/2017 DA gt x

-Trudng hop > 10 ban ghi & cung cip chirc nang phén trang

Luu y:

-Man hinh chi hién thi thdng tin mail khach hang, chtr khdng hién thi nhitng email thudc “Danh
sach CC”

Mail khach hang ai@gmail com

Danh sach cc demo@gmail.com, test@gmail com

-Hé thdng chi gui email théng bao phat hanh héa don dién tir téi tat ca cac mail thude “Danh sach
CC”, d6i véi mail théng bao tai khoan truy cap = chi gui mail thong bao dén mail khach hang

-Trudng hop khach hang cé ca thdng tin vé mail khach hang va mail thudc “Danh sach CC” . Khi
chon gui lai mail théng bao phat hanh - tich chon vao mail khach hang - sé gui lai mail thong
bao t&i ca mail khach hang va mail thuoc danh sach CC



