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AJENDA FORMASAUN 
 
Instituisaun : Instituto Nacional De Saude Publica De Timor Leste (INSP-TL) 
Materia  : Utilizasaun Email Ofisial, Sistema Ofisiu no Administra Portal INSP-TL 
Data   : 29/06/2026 – 03/07/2026 
Fatin   : Salaun INSPTL 
Partispante  : Funsionariu INSP-TL ho total …… pessoas 
Fasilidade : Manual Utilizasaun, E-Sertifikadu 
 

Data Ajenda 
Materia Oras Atividade Responsavel 

Segunda, 
29/06/2026 

Utilizasaun 
Email Ofisial 

09.00 – 09.30 Abertura formasaun - Reprezentante TIC 
TIMOR, I.P 
Sr. Justo Fernandes 

- Reprezentante INSP-TL  
(sei konfirma) 

09.00 – 09.45 Kafe dader INSP-TL 
09.45 – 10.30 Aprezentasaun Materia email ofisial TIC TIMOR 
10.30 – 12.00 Pratika: 

- Maneija Usuariu 
- Konesimentu toolbar iha email 
- Kria password seguru 
- Maneira hakerek email 
- Attach file/anexu dokumentu 

TIC TIMOR 

12.00 – 14.00 Almosu INSP-TL 
14.00 – 15.30 Pratika: 

- Manda email 
TIC TIMOR 
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- Kria kalendariu 
- Kria chat group mail 

15.30 – 15.45 Kafe Lokraik INSP-TL 
15.45 – 16.30 Pratika: 

- Kra signatura email 
- Exporta Email/ backup email 

TIC TIMOR 

 
Tersa, 
30/06/2026 

Utilizasaun 
Sistema 
Ofisiu 

09.00 – 09.30 Aprezentasaun sistema ofisiu TIC TIMOR 
09.30 – 10.30 Pratika: 

- Maneija Usuariu 
- Rejistu karta tama external 

TIC TIMOR 

10.30 – 10.15 Kafe dader  INSP-TL 
10.15 – 12.00 Pratika: 

- Rejistu karta tama external 
- Despaixu ba karta tama external 

TIC TIMOR 

12.00 – 14.00 Almosu INSP-TL 
14.00 – 15.30 Pratika: 

- Despaixu ba karta tama external 
- Tracking ba status karta tama external  

TIC TIMOR 

15.30 – 15.45 Kafe lokraik INSP-TL 
15.45 – 16.30 Simulasaun karta tama external TIC TIMOR 

 
 
 

09.00 – 09.30 Review Materia: 
- Rejistu karta tama external 

TIC TIMOR 



 
 
 

 
 

 
 
 
 

Ministerio dos Transportes e Comunicações (MTC), Avenida, Francisco Xavier do Amaral, Caicoli,  Dili, TIMOR-Leste 
http://tic.gov.tl 

3 

Kuarta, 
01/07/2026 

Utilizasaun 
Sistema 
Ofisiu 

- Despaixu karta tama external 
- Tracking status karta tama external 

09.30 – 10.30 Pratika: 
- Rejistu karta tama internal 

TIC TIMOR 

10.30 – 10.15 Kafe dader INSP-TL 
10.15 – 12.00 Pratika: 

- Rejistu karta tama internal 
- Despaixu ba karta tama internal 

TIC TIMOR 

12.00 – 14.00 Almosu INSP-TL 
14.00 – 15.30 Pratika: 

- Despaixu ba karta tama internal 
- Tracking ba status karta tama internal 

TIC TIMOR 

15.30 – 15.45 Kofe lokraik INSP-TL 
15.45 – 16.30 Simulasaun karta tama internal TIC TIMOR 

 
Kinta, 
02/07/2026 

Adminstra 
Portal INSP-
TL 

09.00 – 09.30 Aprezentasaun Portal INSP-TL TIC TIMOR 

  09.30 – 10.30 Pratika: 
- Maneija Usuariu 
- Atualiza konteudu ba menu konaba-ami 

TIC TIMOR 

  10.30 – 10.15 Kafe dader INSP-TL 
  10.15 – 12.00 Pratika: 

- Atualiza konteudu ba menu gabineti 
presidente 

TIC TIMOR 
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- Atualiza konteudu ba menu diresaun jeral 

  12.00 – 14.00 Almosu INSP-TL 
  14.00 – 15.30 Pratika: 

- Atualiza konteudu ba menu notisia 
TIC TIMOR 

  15.30 – 15.45 Kafe lokraik INSP-TL 
  15.45 – 16.30 Pratika: 

- Atualiza konteudu ba menu notisia 
TIC TIMOR 

 
Sexta, 
03/07/2026 

Adminstra 
Portal INSP-
TL 

09.00 – 09.30 Review Materia: 
- Atualiza konteudu ba menu konaba-

ami, gabinete president, diresaun jeral, 
notisia 

TIC TIMOR 

09.30 – 10.30 Pratika: 
- Atualiza konteudu ba menu publikasaun 

TIC TIMOR 

10.30 – 10.15 Kafe dader INSP-TL 
10.15 – 12.00 Pratika: 

- Atualiza konteudu ba menu multimedia 
TIC TIMOR 

12.00 – 14.00 Almosu INSP-TL 
14.00 – 15.30 Pratika: 

- Atualiza konteudu ba menu multimedia 
- Atualiza konteudu ba menu parseiru 

TIC TIMOR 

15.30 – 16.00 Enseramentu formasaun - Reprezentante TIC 
TIMOR, I.P 
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Sr. Justo Fernandes 
- Reprezentante INSP-TL 

(sei konfirma) 

16.00 – 16.30 Kafe loraik INSP-TL 
 
 


