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CHUONG | - TONG QUAN VE QUAN TRI WEBSITE

1. Pang nhap Login — Logout:

DP&ng nhap vao khu vic quan tri bang dwdng dan va tai khoan cung cap
- http://mondialsolution.com/administrator
- User: Xem file dinh kém
- Pass: Xem file dinh kém

* MONDIAL SOLUTION
Brighten up your brand

2 admin|

B Ngdn ngl - Mac dinh
8 Dang nhap

Néu ban quén tai khoan dang nhap vui l6ng lién hé véi ching t6i d& duoc hd tro 1y
lai mat khau méi. Tai khodn quan trj 1a tai khodn cap nhat ndi dung bai viét rat quan
trong nén tranh dé nhiéu nguwdi biét vi ly do bdo mat. Nén cung cap cho ngudi quan
tri chiu trach nhiém cap nhat webite da qua hwéng dan st dung Quan tri website.

CONG TY QUANG CAO THIET KE THUGNG HIEU GIAI PHAP TOAN CAU
I PT: 08 666 00179 - 08 6680 7935 www.mondialsolution.com www.mondialbrand.com

E: lienhe@mondialsolution.com Thiét k& website, Quan tri website Thiét ké Logo, nhan dién thuong hiéu, in &n


http://mondialsolution.com/administrator

MOND‘AL SOLUTION
Brighten up your brand

CHUONG Il - QUAN LY PHUONG TIEN

Media (da phwong tién) la cach goi chung cho tat ca nhirng loai di¥ liéu thudc dang
érp thanh, hinh anh v? flash. Trwédc khi tim‘hiéu cach tao bai viét, chung ta nén tim
hiéu qua bai nay, vi tat ca hinh anh, flash déu phai up Ién trwéc khi st dung cho bai

viét.

Vao trang quan ly media: Chon N§i dung-> Quan ly phwong tién

1> Control Panel

NOI DUNG

Z Thém bai viét moi
Quan Iy bai viét
—§

Quan Iy thé loai

Ead Quan ly Media

B Hethéng~  Thanhvien -

Danh muc ~

Danh muc -

ww Folder

% xo

Ndi dung ~

Quan Iy bai viét
Quan Iy thé loai

Bai viét nii bat

M rong ~

Quan ly phurong tién

ail View | 5= Xem chi gt |

N&i dung ~ Mé rong ~

Tién ich mé rong ~

HepzaESCe@ & -

Ed Quan ly phurong tién

M onners

M o0 tao

N ichy

™ i tac
-gioi—thieu

M caders
i,

L ijseo_redirects
M jigeshow -
M5 ey
Wit

icon

££2 Thumbnail View

X xoa

£Z Xem chi tidt

banners dao-tao dich-vu

ijseo_redi.. slideshow tai-lieu

tin-tuc

@ Tro gitp £ Tiy chon

gioi-thieu

headers

chon_nghe_...

SEO: Dat tén file theo chuan dé than thién, dé& doc hiéu va c6 loi thé trong tim kiém.
Tén thw muc va file hinh anh, file tai liéu nén dé khéng dau, khoang trang sé dwoc

thay thé bang

. Vidu: “lam_dep_tu_qua_cam.jpg” va “hinh-anh”

Théng thudng kich thuwdc duwoc khuyén cédo 1a (ngang) width:640px

Tai I1én mot file

Dé upload (tai Ién) mét file, hodc nhap dia chi clia nhirng file trong dia clrng ctia ban

vao text box (hép van ban), hoac click nut “Browse files”
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& Create Mew Folder K xoa

™ banners 13 Thumbnail View | IS Xem chi tiét

M i20-ta0

M Gichoyy Tai tdptin 1&n | Chon tép | Khong co tép nao dircc chon
M i tac Tai tap tin (Kich thudc toida: 10 MB)

-gini-thieu

Tir day ban co thé duyét vo dTa clrng dé tim file ma ban muon upload. Chon thu muc
ban muon upload file vao. Click biéu twgng “Upload — Tai Ién” trén thanh cong cu.
Anh cula ban sé upload vao trong thw muc da chon.

Xoé6a mét thw muc, xoa mét file
Dé xoa mot file, chon biéu twong “Trash Can — dau x” géc trén bén phai cda file
trong clia sO Media Manager.

banners dao-tao dich-vu

tin-tuc C.jpg chon_nghe_...

Lwu y: chirc nang xoa file s& xoa mét file trén hé thdng, do d6 can than trong khi
dung chirc nang nay. Tranh click nham file, nham thw muc sé xoa mat di liéu.
Chung t6i khéng chiu tranh nhiém phuc hdi néu khach hang xoa mat di liéu.
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CHUONG IIl - QUAN LY BAI VIET

NGi dung ~ Mé& réng ~ Tién ich m& réng ~

Quan Iy bai viét Viét bai méi
Quan Iy thé loai
Bai viét ndi bat

N Quan Iy phurong tién

1. Khai niém category (chu dé) va content (bai viét)
Céc bai viét trong trang web duwoc quan ly theo dang category. Dau tién ching ta
nén phan biét dwoc category la gi.
~  Category la chu dé (hay la thé loai)
~  Content: 1a ndi dung bai viét. Mot bai viét cé thé phu thudc vao mét category nao
doé hoac dang bai viét khdng phan loai.

2. Tao mét category (quan ly chu dé)

@ Thém mdi [ Sia ¥ Xuitban € khdng xuat ban & L Trir m Thing rac

Dé tao category, vao menu Néi dung = quan ly thé loai

Chon New (thém m¢i) dé tao méi 1 category. Trang m&i sé mé ra:

Chon Edit (stra) dé chinh stra category

Chon Publish (xu4t ban) dé xuét ban 1 category

Chon Unpublish (khéng xuét ban) sé théi xuét ban 1 category

Chon Trash (thung rac) xéa category, category vira xéa sé dugc lwu trir trong quan
ly thung rac
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HepzaESCE @ ~

I Category Manager: Edit An Articles Category

+ Luu va thoat =+ Luu & thém méi [ Luu Sao chép & Versions @ bong @ Tro gip

Téudé* | Gigi thiéu Alias | gioi-thieu
Théloai = Tuychonxudtban  Quyén han thé loaindy  Options
M5 ta Lép cha
[Toggle Editor] - Khéng lép cha - v
=|[=|=|= - =[P
B I U 5§ E E E = Paragraph Styles 245 2 Tags
Font family = Font size o A==k E BB a2 —|E i i x
& Bl = E g E B E
Trang thai
Truy cép
Public v
Mgdn nglr
Tétca v
Trong do:

o Title: Tiéu dé Thé loai. Khong thé bd tréng

e Alias: bi danh cla tiéu dé sé tw dong dién

e Published: Trang thai Cé cho phép s&r dung hay khéng

e L&p cha: Thé loai tao ra sé& phai phu thudc vao 1 thé loai category nao dé 16p
cao hon.

Thé loai Category cling c6 phan mo ta dé dién ta ngan gon véy nghla cta né. Phan
mo ta nay c6 thé dwoc hién thi ra ngoai trang web néu ngwdi quan tri cho phép
chung.

4.Tao m&i mot bai viét

DPé tao mot bai viét, Chon menu No6i dung -> Quan ly bai viét. Trang mé&i mé ra,
chung ta sé xem xét qua thanh cdng cu truéece.

@ Thém méi || Zsra || + Xudtban || € khéng xudt ban N&i bat

Trén thanh céng cu, cac chirc nang nhw publish, Unpublish hoan toan gidng nhw
da gidi thiéu & trén.

Lwu y: dé thuc hién tat ca nhirng Iénh trén, ban can phai danh dau chon 1 hozc
nhiéu bai viét truwdc khi thwe hién.

Chon nut 1énh Thém méi - New dé Tao mai bai viét.
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& Lvu « Luu va thoat =+ Luu & them méi [ Lwu Sao chép & Versions @ Dang © Tro gitp
Téudé* | Dich vu xin cép giéy phép lao ddng cho nguéi nwdc ngoai Alias | dich-vu-xin-cap-giay-phep-lac-dong-
Content = Tuychonxudtban  Hinhanhvaliénkét  Tuy chon baiviét  Custom Fields  Céu hinh chinh sira phia ngoai web

Céu hinh quyén han cho bai viét

H fx
[Toggle Editor] The loai
— — - - Tin tirc viéc lam v
B I U &= = Paragraph = Styles e i
Font family = Font size = || A= = eg | E E} i=le|isle 4| 22| —| B Tags
Hﬁw | == =] (= lao déng %
TS ey, LY LT CULUnY P UIi VUL Ve, 0T S U UL Cep T gia e, Lap s giay prsp @0 ugng wio nguor .
nudc ngoai lam viéc tal Viét nam nhu sau: LAODONG NGUOINUFAC %
1- Kiém tra, danh gia tinh phdp Iy hé so xin cdp gidy phép lao ddng theo yéu cdu cla cdc td chie, cd nhan. NGOAI
2- Turvan cho céc t8 chire, cd nhan cédc thi tuc cin thiét co lién quan dén viéc chudn bi hé so xin cdp gidy phép lao ddng CAP GIAY PHEP LAO BONG x

nép cho o quan cé thdm quyén cdp gidy phep lao déng.
3- Dai dién cho cdc td chirc, cd nhan thuc hign céc tho tuc xin cdp gidy phép lao déng cho ngudi nudc ngoai: dich thudt,

hoan chinh hé so theo quy dinh, cing ching cdc gidy td cd lién quan, ndp hé so xin gidy phép lao déng cho ngudi nudc
nooai tal o quan tham quyén; thang bao két qua hé so d3 ndp cho td chic ca nhan. Trang théi

4- Pai dién cho cdc té chirc, cd nhan nhan gidy phép lao déng cho ngudi nudc ngodi tai oo quan thdm quyén va chuyén
giao gidy phép lao déng cho td chirc ca nhan.

Quy doanh nghiép, cad nhan cé nhu cdu xin vui léng lién hé theo dia chi

Nai bat
Trung tdm Dich vu viéc 1dm va Hb trd doanh nghiép cac KCX & CN TP.HCM

35 NguyEn Binh Khiém, Phuéng Da Kao, Quén 1, TRHCM

Chu y khi chon loai bai viét: . o ) ]
- Chon dung Category (Thé loai, chu de) dé tranh khong thay bai viet.
- Néu bai viét khdng cé Category thi dé la Uncategorised

Trong do:
e Title: Tiéu dé bai viét
Alias: bi danh ( hé trg tw ddng dién vao)
Category: chon mét category cho bai viét
Published: Trang thai cho xuét ban bai viét hay khéng
Featured: N6i bat bai viét cé xuét hién & trang ch hay khéng, néu khéng,
ban sé& xem khi click vao menu c6 dwdng dan tré.
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4. Cach Str dung trinh soan thao
[Toggle Editor]

B|I| | O|&S

(il
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Font family = Font size =

A=
=2

Dan noi dung tir #ebsite Cheén link
khac hoac tr Word Cheén hinh

Tao “Read more” hodc “doc thém” cho bai viét.
Thwong bai viét khi xuit ban sé co phan gidi thiéu hodc vao dé cho bai viét, sau dé
nguwoi xem chon chir “read more” hoac “doc tiep” dé xem phan con lai.

Dé tao Read more, di chuyén chuét dén doan can ngat dé dat chir “Read more”,
click chon nut Read More. Mét dwdng gach phan déi sé duwoc tao ra dé lam dau
hiéu.

Lwu y: Khong dwoc dan ndi dung tryc tiép vao bai viét tir file word hodc copy tir
website khac. Néeu muon dwa ndi dung tw file word hoac tr website khac vao bai viét
thi phai dan vao Past as Plan text - hoac dan vao Notepad trwéc khi dan vao
khung soan thao, Hinh anh sé dwoc Iwu file riéng va chen vao sau dé.

Chén hinh anh vao bai viét

Trwdc tién chén hinh anh vao bai viét, tat ca hinh anh phai dwec lvu vao thw muc
trong phan Media Manager. ( Quan ly da phwong tién)

Nhéap chon chirc ndng chén hinh vao bai viét
Can chu y cac thong so sau:

- URL , Alternate va Dimensions cua hinh anh: click vao hinh sé tw déng co.

- Phan canh 1& thwong chon 14 : Canh trai (left)

- Margin la khodng céach gitra chi¥ va hinh cho cach nhau mét doan. D& nhap vao
duwoc tirng 6 thi bd check Equal Values di va nhap sb 10 vao 6 Phai dé hinh cach
chir 10px. Cac hinh to thi khédng can chinh canh 1&, hinh nhé dau bai viét thi canh
|& cho dep

Cap nhat hinh anh thumbnail cho bai viét:

Mé tab Hinh &nh va Lién két, chon hinh anh intro, mo ta cho hinh anh
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Tieudé* | Tidu dé bai viét

Content Tuy chon xudt ban Hinh anhva Lién két
Hinh thu nhd intro @ Chaon
Vitri cia hinh Dang theo céu hinh chung
Mé ta Mé ta hinh anh
Chi thich

Image Manager Extended

Tiry chon baiviét

x

9

Image Rollover Advanced Popups
Properties Preview
URL images/chon_nghe_nghiep.jpg ! Lorem ipsum
dolor =it
Alternate Text |chen nghe nghiep amet.
- consetetur
. . . sadipscing
Dimensions x #| Proportional elitr, sed diam nenumy eirmed
tempor invidunt ut labore et
Alignment Left ¥ Clear --MNot Set-- ¥ dolore magna aliguyam erat,
sed diam veluptua.
Margin Tep Right i0 Bottem Left Equal Values
Border T ¥
‘@l File Browser
S [l =1
) Reoot (11 folders, 3 files) wE | d i 6
Folders ) 2z 23 Name (S Details
- == 4 | choen_nghe_nghiep
= Root I doi-tac jpg File x
# | ) banners gici-thieu Size: 118.83 KB =p
+ dac-tag - Meodified: 19/11/2014, 10:32
— ) ||y headers Dimensions: 424 x 258 il
+ | ) dich-vu icon Preview:
*+ | || doi-tac j— 7
L ijsec_redirects
+ | || gici-thieu
= slideshow il
* | ) headers —
- tai-lieu
* | || icon — —
tin-t
* | || iseo_redirects = Hetue L=
+ slideshow — o] Ceg 7
Ll j— o L)
+ tai-lieu v [ chon_nghe_nghiep.jpg
+ Fin-tuc ] [E chung_nhan_cuc_AT.jpg
Show all ¥
| 1 Refresh ‘ + Insert || #* Cancel |
A

SEO: Phan Alternate Text m6 ta cho hinh anh, day cling chinh la ttr khoa khi
nguwdi dung tim kiém thong tin hinh anh trén cong cu tim kiem. Mat dinh trinh
soan thdo sé& lay tén hinh &nh lam mét dinh cho phan nay. Nén déi lai bang

tén hinh co6 dau

dé mb ta rd nghia cho hinh anh.

LAy anh tir 6 cirng dwa Ién host
Néu anh ban muébn chén khéng c6 trong kho &nh ctia hosting, ban c¢é thé lay anh ti
6 cirng dwa 1&n trang web. Trudc khi dwa anh 18n, ban can xac dinh rd rang anh cla
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ban sé dwoc dwa vao thw muc’néo trén mang bang cach chon thu muc ban can dwa
anh vao trudc khi lay anh t 6 cirng. Hinh anh phai duwoc xt ly, resize kich thuoc
trwée khi Upload trén website dé han ché 16i lam nang website.

Nhéprchon biéu twong = - = © dé thue hién chirc ndng Upload hinh anh

Upload L,
&9 Drop files here
Thumbnail Width 120 po Height S0 p Crop To Fit
==l
£ Browse 1t Upload ® Close

Trong muc Upload chpn Add dé mé thw muc chon anh tr & cwng. Sau khi chon
xong, chon Upload dé dwa anh Ién trén mang.

C4u hinh SEO cho bai viét:
1) Cau hinh thé Meta Description va Tir khéa cho tirng bai viét.

Trong mdi bai viét chuan héa céu hinh thém Meta Description: Nhap mo ta
ngén gon gidi thiéu vé bai V|et va cac tr khoa bai viét néi téi mot cach ngan
gon. Khdng nén lam dung gén nhiéu tr khda, mo ta qua dai. Tranh viét mo ta
khéng lién quan dén bai viét, gan tlr khéa vao mo ta; st dung mé ta chung
chung cho bai viét; sao chép ndi dung dan vao mo ta. Nén s dung cac mo ta
duy nhét cho méi trang tirc 1a mé ta khac nhau cho céac bai viét khac nhau.

Nhap Meta Description & dau? Ngay bén canh phia dwéi cung trong phan
thém bai viét: Tuy chon Metadata
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w

Tily chon xuét ban

v

Tiy chon bai viét

w

Cau hinh chinh sira phia ngoai web

Hinh anh va Lién két

w

L

Tiay chon Metadata

S miéu ta M& ti ngin ngon ndi dung bai
wigt

Tir khda Cic tir khiz mi bai vidt ndi téd

Robots Diing theo ciu hinh chung | |

Tac gia

Quyén xem ndi dung

Tham khao bén ngoai

2) Thém tir khéa, chén Tag vao trong bai viét ting thém mat dé tir khoa
cho website.

Trong phan soan thdo bai viét ban c6 thé chén céac tir khéa dwdi hinh thic
van ban text hoac link déu dwoc nhwng han ché gén link qua nhiéu va tw
khoa triing 1&p. Phan nay c6 thé xem la goi y tir khoéa tim kiém bai viét (tim
kiém ndi bd website va tim kiém trén cong cu tim kiém).

3) Ngudn bai viét: Néu bai viét dwoc sao chép tir ngudn internet nén dé thém
ngudn cla bai viét dé cong cu tim ki@m xéc,nhén bai viet ciia ban la ban sao
khong phai ban chinh. Néu khdng dé co thé bj coi la Doupble Content — Bai
viét trung lap danh gia rat thap gia tri cta bai viet.

Lwu y khi lwu bai viét
Trén thanh céng cu khi tao ndi dung, chung ta cé cac nut I€nh nhw hinh dwéi day:

" Luru va thoat = Liru & thém mdi Ch Liru Sao chép & Versions @ bong

Save: Lwu lai bai viét va tiép tuc soan bai

Save & Close: lwu lai va thoat tré vé danh sach bai viét

== CONG TY QUANG CAO THIET KE THUGNG HIEU GIAI PHAP TOAN CAU
I PT: 08 666 00179 - 08 6680 7935 www.mondialsolution.com www.mondialbrand.com

E: lienhe@mondialsolution.com Thiét k& website, Quan tri website Thiét ké Logo, nhan dién thuong hiéu, in &n



MONDIAL SOLUTION
Brighten up your brand

Save & New: Iwu lai va thém méi bai viét

Save & Copy: lwu lai va sao chép bai viét

Close: déng lai bai viét, khéng Iwu béat ky thay déi nao trong bai viét.
CHU Y:

Khi stra hodc dang bai viét méi ching ta khédng nén st dung phim <Backspace>
trén ban phim dé tr& vé trang trwdc, lam nhw thé bai viét sé bi khéa lai do co ché
quan ly phién ban bai viét. Néu bai viét d6 dang mé thi n6 sé 1a co ché checkin, sau
khi dong lai nd sé 1a co ché checkout.

Nhw vay néu nhan phim <Backspace> bai viét do sé ludn trong tinh trang checkin
nghia la dang bi st dung va khéng ai cé thé vao ndi dung bai viét d6 dé sira. Diéu
duy nhat dé tr& vé trang trwéc 1a st dung nat 1énh Close dé& dong nd. Néu bai viét bj
khoa thi chinh ngwdi soan bai viét d6 va phai st dung diung may tinh da soan bai
viét d6 dé vao trong va nhan nut Close dé thoat ra, bai viét sé trd lai trang thai binh
thwong.

Ngoai ra ban c6 thé chon bai viét sau do nhan Check in trén thanh cong cu dé mé
khoéa bai viét.

Cau hinh nang cao hé troo SEO website

1) Cau hinh Bai viét: Nhw phan cau hinh SEO trong bai viét d& mé ta, cac bai
viet nén c6 Mo ta va tir khda. Thém cac tir khoa lién quan vao trong bai viéet
mot cach tinh t€, gan link dén cac bai khac c6 ndi dung nhuw tlr khoa dang de
cap dén.

2) Cau hinh Menu: MGi menu déu gan dén mét chu dé hodc mét chirc nang
nao do, va menu nay c6 02 myc gop phan viéc chuan héa SEO cho website
do la: Title(Tiéu de trang) va Meta Description(M6 ta) — Key word( tir khoa).

Kiéu clia muc Menu B3i gt ndi b3t Lua chon . =
¥ Tay chon bai viet

Tiéu d& Menu Trang cha » Tuy chen tich hgp

Alias wang<chu » Tiy chon loai lién két

Chaj v Tuy chon hién Thj

Link index. phpZoption=com_content&view=festure Tigu dé trang May mdo thict bi obn
Trang thai ¥ust ban [=] Hién thi tidu dé trang @ Khéng Yes
Truy cip Publc  |w| Tiéu 3& trang

Vitri menu Header Link Page Class

Danh muc cha Menu ndy 5 chinh [=]

Ordering Trang chis » Tiy chon Metadata

Khi click chudt, m& ratai | Parent [=] » ZT Parameters (Extended parameters for ZT Megamenu.)
Trang méc dinh Khéng @ Yes » Chon module cho menu nay

Ngén ngik Tatca [=]

Phan tiéu d& nhap ngan ngon md ta ndi dung ma menu thé hién, cé thé gan cac tir
khéa co ban ma menu dé cap dén vao day.
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Chi tiét ciia danh myc Menu
d » Tuay chon giao dién

Kiéu ciia muc Menu Bai vist ndi bat Lua chon 5 o

¥ Tay chon bai viet
Tiéu d& Menu * Trang chi » Tay chon tich hgp
Alias rang-chu » Tay chon loai lién két
Chii § » Tiay chon hién Thi
Link index. php?option=com_contentiview=feature] v Tay chon Metadata
Trang thai Kudt ban =l Surmiduta M5 t2 ngin gon néi dung chinh Menu d& cip

dén
Truy cap Pubic ||
Vitri menu * Header Link =
Tirkhéa Céc ti khés lién quan mi Menu d& cip. MAi
Danh muc cha Menu ny 1 chinh [=] tit khdz cich nhau bing diy phiy
Ordering Trang chu [=]
Khi click chudt, mé ratai | Parent [+ Robots Ding theo o2 hinh chung [
. s ®

Trang mic dinh ) Khéng 9 Yes Secure B2 quz [«

Phan mo ta nhap mot doan mo ta ngan gon néi dung ma Menu nay dé cap dén,
khong nén viét dai. Phan ti khéa nhap cac tlr khoa ma Menu nay dé cap dén, moi
tlr khéa cach nhau bang dau phay.

Phan mo ta va tir khoa nay cting nhw phan mo ta va tir khoa trong bai viét, nén tranh
cac treong hgp pham phai trong phan nay.

Lwu y: Chung t6i khong chiu trach nhiém vé viéc khach hang tw y thay di noi
dung bai viét, mau sac websitg, vi tri m’odule...céc chirc nang khac lam sai Iéch
thong tin trén website, gay mat tinh tham my cho website sau khi chung t6i da
ban giao website cho quy khach hang.

Moi thac mac xin lién hé:

Céng ty TNHH MTV QC — Thiét ké Thwong hiéu Giai Phap Toan Cau

Bo phan cham soc khach hang

PT: 08 — 666 00 179 Email lienhe@mondialsolution.com

CHUC THANH CONG

L]
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== CONG TY QUANG CAO THIET KE THUGNG HIEU GIAI PHAP TOAN CAU
I PT: 08 666 00179 - 08 6680 7935 www.mondialsolution.com www.mondialbrand.com

E: lienhe@mondialsolution.com Thiét k& website, Quan tri website Thiét ké Logo, nhan dién thuong hiéu, in &n


mailto:lienhe@mondialsolution.com

