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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://www.tenmien.com/administrator
- User: Xem file dinh kém
- Pass: Xem file dinh kém

Quan tri vién dang nhap

Dung mét tén dang nhap va Mat ma

hop i 3& ddng nhdp vao khu vuc

quan tri.. Tén ngudi ding

Trér v& trang chi e
Mat khau

D Ngbén ngi¥ Mic Ginh v

Dangnhap Q)

Néu ban quén tai khodn d&ng nhap vui Idng lién hé véi ching t6i dé dwoc hd tro 1ay
lai mat khau méi. Tai khoan quan tri 1a tai khodn cap nhat néi 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 hwédng dan st dung Quan tri website.
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2. Control Panel — ban diéu khién :

Trang Thinh vién Danh muc Wl dung M& réng Tién ich mo ring ZTooks Clean Cache 4 OKhbchthdm & 1Admn « 0 @ Xemtang web  {) Bidng xult
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» 5 Thanh vién dang nhip gén day
» Top 5 Bal viét xem nhidu
» 5 Bai vidt moi

Control Panel hién nhirng thé tab truy cap nhirng menu cta component da cai dat,
mot danh sach cac content item dwoc wa chudng, thdng tin vé nhirng item mai nhat
thém vao hé thong (bao gom tiéu de, ngay, va tac gia), va menu statistics (thong ké
menu).

Toolbar Icons — Cac biéu twong trén thanh céng cu :

© @ © 0 5 ! v W @ <

Thém méi Sta Xudtban khong xudt ban  NGi bét LuouTrir Checkin Thing rac Tuy chon Tro giip
S — B B8 @
&
v A A 4
Luu Lvuvathodt Luu&thémméi LuvuSaochép Dong Tro gilip

Publish (Xuat ban) : Bay la biéu twong dé xuat ban category va nhirng bai viét. Néu
Publish dwoc chon, moi ngudi co thé sir dung (trong admin) va khach co thé vao
xem trang bai viét cua ban.

Unpublish (khong xuat ban): biéu twong vay sé thoi xuat ban mét category hoac
item, Viéc khong xuat ban sé xda item khoi trang xem cong cong, nhwng khdng xéa
category hay item. D& x6éa mét item, chon né va click bieu twgng “Delete”

New: (thém mdi): biéu twong nay thém mét category, link, bai viét, v.v.

Edit:(stra): biéu,tu’o’ng nay chinh sira bai viét, menu, category, ... da dwoc tao trwdc
do. Ban phai chic da Iwa chon mét item trwée khi chon biéu twong nay.
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Delete hoac Remove: (x6a): biéu twong nay x6a mot category hay item trong site
cua ban. Chu y rang tién trinh nay khong thé phuc hoi dwoc. be xdéa mot item hay
category tam thoi, click bieu twong “Unpubish”.

Trash: (thung réc): biéu twong nay xéa moét item va dat né vao Trash Manager
(quan ly rac).

Ghi cha: ban c6 thé phuc hdi nhirng item d& dd di tré lai tinh trang truéc do.
Don gian vao Trash Manager dwéi menu Site.

Apply: (ap dung): piéu twong nay sé lwu ndi dung méi hay nhirng thay déi nhung
trang van m¢ dé tiép tuc chinh stra

Save & Close (lwu va dong): biéu twong nay lwu ndi dung mai clia ban hay nhirng
thay doi cau hinh va quay tré lai trang trwéece.

Save & New (lwu va thém mai): biéu twong nay lwu ndi dung m&i cta ban hay
nhirng thay doi cau hinh va thém md&i mét category, mot bai viet maoi ...

Save & Copy (lwu va sao chep): biéu twong nay Iu ndi dung mai clia ban hay
nhirng thay doi cau hinh va sao chép category, bai viét hién tai thanh mét category,
bai viet moi
Cancel (hdy, tr& vé) : biéu twong nay sé thoi tao mét trang hay thoi khong Iwu
nhirng thay doi.
Chu y: Néu ban mubdn théi tao hay chinh stra ban phai dung nut nay va khéng
dwoc dung nut back trén trinh duyét vi nhw vay sé khoa item va nhirng nguoi
str dung khéng thé chinh stra hay x6a ndi dung trang dwoc.
Close (d6ng): cho phép ban déng ctra sé hién hanh
Upload: (tai I&n): biéu twong nay dung dé tai [&n mot file hay anh dén web site cla
ban.
CHU Y : Néu ban muén théi tao hay chinh stra, ban phai ding nit nay va
khéng dung nuat back cla trinh duyét dé ngan chan khéa “Checking Out” trang
cua ban va ngan can ngudi khac chinh stra n6. Khi dung nhirng component
hoat ddng thay thé ctia hang thr 3 c6 thé gan cho mét sbé biéu twong nay
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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 deu phai up 1&n tredc khi st dung cho bai
viét.

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

Trang Thanh vién Danh muc I N&i dung | Mé& rong Tién ich mo réng

Quan i bai viét >
Quan ly chi dé ,
) Baiviét noi bat ‘. 2 = Y
U‘ - » - —
? % Quan ly phwong tién : =
Viét bai mén Quan ly bai v T T R Quan ly phuong tién Quan ly Menu

SEO: Dat tén file theo chuan dé than thién, dé& doc hiéu va c6 loi thé trong tim kiém.
Tén thu” muc va file hinh anh, file tai liéu nén dé khoéng dau, khoang trang sé dwoc
thay thé bang “ . Vi du: “lam_dep_tu_qua_cam.jpg” va “hinh-anh”

Théng thwdng kich thwde duwoc khuyén céo 1a (ngang) width:600px

Tai Ién mot file
Dé upload (tai I&n) mot file, hodc nhap dia chi clia nhirng file trong dia clrng cla ban
vao text box (hop van ban), hoac click nut “Browse files”

Tai tap tin (Kich thwéc toi da: 10 MB)

Chon tép | Khéng oo tép ndc dwoc chon
Tai Ién

Tir day ban co thé duyét vo dia clrng dé tim file ma ban muon upload. Chon thu muc
ban muodn upload file vao. Click biéu twgng “Upload” trén thanh céng cu. Anh cla
ban sé upload vao trong thw muc da chon.

Xé6a mét thw muc, xoa mét file

Dé xéa mét file, chon biéu twong “Trash Can — dau x mau dé” dwai anh cla file
trong cta s6 Media Manager.

3 Lwu y: chirc nang xoa file s& xoa mét file trén hé théng, do dé can
than trong khi dung chirc ndng nay. Tranh click nham file, nham thw
muc s& xoa mat di¥ liéu. Chiung tdi khéng chiu tranh nhiém phuc hbi

Q0O néu khach hang xoa méat di liéu.
livemars-...

== 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

CHUONG IIl - QUAN LY BAI VIET

Trang Thanh vién Danh muc | Hoi dung | M ring Tién ich m& rong

Qudn Iy bai viét 3
an I Quan Iy chii 3 pEA
Quan ly danh & @unbenoe iét
€) Baiviét ndibat
Qludn K phreng tigén

Cac bai viét Chi dé Bai ndi bat

1. Khéai niém category (chua dé) va content (bai viét)
Céc bai viét trong trang web dwoc quan ly theo dang category. Dau tién chung 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
do6 hodc dang bai viét khéng phan loai.

2. Tao mét category (quan ly chu dé)

e 0 ! v i C m

Thém mdi Stra XuStbdn  khdng xust ban LvuTrir Checkin Thingrac Xdy dunglai Tuy chon Tro giGp

Dé tao category, vao menu Néi dung = quan ly cha dé

Chon New (thém mai) dé tao méi 1 category. Trang méi sé mé ra:

Chon Edit (stra) dé chinh stra category

Chon Publish (xuat ban) dé xuét ban 1 category

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

Chon Trash (thung rac) xéa category, category vira xéa sé dwoc lwu trir trong quan
ly thung rac
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Chi tiét
Tiéu gé * Gii thiéu
Alias gici-thieu
Lép cha - Khéng |&p cha - w
Trang thai ¥udt ban -
Truy cap Public v
Quyén Thiét lip quyén
Ngdn ngif T4t ca v
D y,
Trong do:

e Title: tiéu dé& category. Khéng thé bé tréng

e Alias: bi danh cla tiéu dé

e Published: C6 cho phép st dung hay khéng

e Lé&p cha: Category tao ra sé phai phu thudc vao 1 category nao do I&p cao
hon.

Category ciing c6 phan mo t& dé dién ta ngan gon vé y nghla cta né. Phan mé ta
nay cé thé dwoc hién thi ra ngoai trang web néu ngu®i quan tri cho phép ching.

4.Tao mé&i mét 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 céng cu truéece.

@ © O I« | | C i 6<

Thém mdi Stra Xudtban khdng xust ban LvuTrir Checkin Thingrac X8y dunglai Tuy chon Tre gilp

Trén thanh céng cu, cac chirc ndng nhw publish, Unpublish hoan toan giébng nhu
da gidi thiéu & trén.

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

Chon nut 1énh New dé Tao m&i bai viét.
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Chinh stra

Tiéu a& * 12 loai vac xin cén tiém cho tré

Alias 12-loai-vacxin

Cha dé * .- Théng tin y té can thiét v
Trang thai Xudt ban v

Truy c3p Putlic v

Quyén Thiét Bp quyén

NGi bat Khéng W

Ngbn nglr Tétca v

D 42

Soan thao néi dung bai viét

[Toggle Editor]
e B I USEEESF (¢4 Pragaph v Styles e dr 4
Font family v Fontsize w Av V. h (¥ t v :;5-_ ;EV E_:_,,- A: A }‘z

T 2 o s i ka L9 g

FEE NS Bd =@y ooz oEEBRE

. B - S
’ i " 12 loai vac xin dudi day con ban nén dugc tiém dé gidp tré bao vé chong lai nhimg
vi tring ¢6 kha ndng de doa dén sic khoe va tinh mang cia tré,
N

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

Trong do:
o Title: Tiéu dé bai viét
Alias: bi danh ( hé tro tw déng dién vao)
Category: chon mét category cho bai viét
Published: cho xuat ban bai viét hay khéng
Frontpage: bai viét cé xuét hién & trang chu hay khoéng, néu khéng, ban sé
xem khi click vao menu cé duwong dan tro.
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4. Cach Str dung trinh soan thao
[Toggle Editor]

B|I| | O|&S

= |Paragraph |= Styles = | P ¥ —

Font family = Font size =

A=
=2

/_‘ <
Dan noi dung tir €bsite  Chen link /Ngmocthém

khac hodc tir Word Chén hinh

SR

Tao “Read more” hodc “doc thém” cho bai viét.

Thwong bai viét khi xut ban sé cé phan gidi thiéu hoac vao dé cho bai viét, sau do
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 hoac 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 chén vao sau doé.

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)

NhA&p chon chirc ndng chén hinh vao bai viét
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Can chu y cac théng sé sau:

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

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

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

I&é cho dep
Image Manager Extended 0
Image Rollover Advanced Popups
Properties Preview
URL images/chon_nghe_nghiep.jpg /' Lorem ipsum
"Hg.., doler sit
Alternate Text | chon nghe nghiep amet,
- consetetur
Dimensicns x +| Proportional sadipscing

glitr, sed diam nonumy eirmaod
temiper invidunt ut labare et
Alignment Left ¥ Clear --Mot Set-- ¥ dolore magna aliguyam erat,

zed diam wvoluptua.
Margin Tep Right 10 Bottom Left Equal Values

Border v A

@l File Browser

— oot [ 11 folders, 2 files) :: I =i g
Folders B2y 22 Name [0 ] Details
= = Root — . 4 | chon_nghe_nghiep ®
= doi-tac i Fi
- L0 jpg File
# | j bannars gici-thisu Size: 118.53 KB -
+ | | dac-tae j— Medified: 15/11/2014, 10:32
) — Ly headers Dimensions: 424 x 258 il
| dich-vu = icon Praview:
* | | doi-tac - Y
| ijseo_redirects g
* | || gioi-thieu
o slideshow wl
* | || headers —
- tai-lieu
* | | icon - L&
* | || ijseo_redirects g finctuc L=
* | || slideshow - g Cieg =
= tai-liau v '5.‘_. chon_nghe_nghiep.jpg =
+ tin-tuc ] chung_nhan_cuc_AT.jpg

Show Al ¥

) Refresh + Insert ® Cancel
7

SEO: Phan Alternate Text md ta cho hinh anh, day ciing chinh la tlr khéa khi
ngwoi dung tim kiém thong tin hinh anh trén cong cu tim kiém. Mét dinh trinh
soan thao sé lay tén hinh &nh lam mat dinh cho phan nay. Nén dbi lai bang
tén hinh c6 d4u d& mé ta rd nghia cho hinh anh.

Lay anh tir 6 cirng dwa lén host
Néu anh ban mudn chén khong cé trong kho anh cia hosting, ban c6 thé 1ay anh tiv
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 thw muc ban can dwa
anh vao trudc khi lay anh ti 6 cirng. Hinh anh phai dugc xt ly, resize kich thuoc
trwée khi Upload trén website dé han ché 16i lam nang website.

Nhap chon biéu twgng ™ dé thyc hién chirc nang Upload hinh anh

Upload (%
54 Drop files here
Thumbnail Width 120 px Height S0 px Crop To Fit
Wl
£ Browse 1 Upload % Close

Trong muc Upload chon Add dé mé thuw muc chon anh tir 6 clrng. Sau khi chon
xong, chon Upload dé dwa anh Ién trén mang.

Cau hinh SEO cho bai viét:
1) C4u hinh thé Meta Description va T khéa cho tirng bai viét.
Trong méi bai viét ch‘uén héa ciu hinh thém Meta Description: Nhap mb ta
ngan gon gidi thiéu ve bai viet va cac tiv khda bai viet noi téi mot cach ngan
gon. Khong nén lam dung gan nhiéu tir khoa, mo ta qua dai. Tranh viet mo ta
khong lién quan dén bai viét, gan tr khdéa vao mo ta; st dung md ta chung

chung cho bai vjét; sao chép ndi dung dan vao mo ta. Nén str dung cac mo ta
duy nhat cho mai trang tirc Ia mo ta khac nhau cho cac bai viet 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 do tir khéa
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) Nguén bai viét: Néu bai viét dwoc sao chép tir nguén internet nén dé thém
ngudn cla bai viét d& cong cu tim kiém x&c nhan bai viét ctia ban la ban sao
khéng phai ban chinh. Néu khéng dé cé thé bj coi la Doupble Content — Bai
viét triing 18p danh giéa rat thap gia tri cla bai viét.

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:

| | -
v B B B
Lwu Lwu va thoat Lwu &thémméi Lwu Saochép  Bong

Save: Lwu lai bai viét va tiép tuc soan bai

Save & Close: Iwu lai va thoat tré vé danh sach bai viét
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Save & New: lwu lai va thém mai bai viét

Save & Copy: lwu lai va sao chép bai viét

Close: dong lai bai viét, khéng lwu bat ky thay dbi nao trong bai viét.
CHU Y:

Khi stra hodc dang bai viét méi chung ta khéng nén sir dung phim <Backspace>
trén ban phim dé tr& vé trang trwdc, lam nhw thé bai viét sé bi khoa 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 déng lai né sé la co ché checkout.

Nhw vay néu nhan phim <Backspace> bai viét d6 sé ludn trong tinh trang checkin
nghia la dang bi s& dung va khéng ai c6 thé vao néi dung bai viét do dé sira. Diéu
duy nhét dé tr& vé trang trwdc 1a st dung nut 1énh Close dé dong né. Néu bai viét bj
khéa thi chinh ngudi soan bai viét do va phai sir dung dung may tinh da soan bai
viét d6 dé& vao trong va nhan nut Close dé thoat ra, bai viét sé tré lai trang thai binh
thwong.

Ngoai ra ban c6 thé chon bai viét sau d6 nhan Check in trén thanh cong cu dé mé
khéa bai viét.

Cau hinh nang cao hé tro SEO website

1) Cau hinh Bai viét: Nhw phan ciu hinh SEO trong bai viét da mo ta, cac bai
viet nén co Mo ta va tir khoa. Thém céac tir khoa lién quan vao trong bai viét
mot cach tinh t€, gan link dén cac bai khac c6 ndi dung nhw tir khda dang de
cap den.

2) Cau hinh Menu: MGi menu déu gan dén mét chi dé hoac mét chirc nang
nao do, va menu nay c6 02 muc gop phan viéc chuan héa SEO cho website
do la: Title(Tiéu de trang) va Meta Description(Mo6 ta) — Key word( ttr khéa).

Kiéu cia muc Menu Bai vidt ni bt Lya chon 5 e
» Tay chon bai viét

Tiéu 48 Menu Trang chu » Tity chon tich hgp

Alias rang-chu » Tay chon loai lién két

Chi ¢ + Tity chon hién Thj

Link index.phpZoption=com_content&view=feature) Tiu dé trang Méy méc thigt bi cén
Trang thai Xutban [=] Hién th tigu 2 trang @ Knéng Yes
Truy cap Pubic Tiéu & trang

Vit menu Header Link = Page Class

Danh muc cha Menu ndy I8 chinhg

Ordering Trang chi [] » Tiy chon Metadata

Khi click chudt, m& ratai | Parent » IT Parameters (Extended parameters for ZT Megamenu.)
Trang mc dinh Khang @ Yes » Chon module cho menu nay

MNgén ngt Titos [+

Phan tiéu d& nhap ngén ngon md ta ndi dung ma menu thé hién, co thé gan cac tw
khéa co ban ma menu dé cap dén vao day.
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Chi tiét ciia danh muc Menu

Kiéu cla muc Menu B2i vidt ni bit Lus ch
Tiéu 48 Menu Trang cha

Alias trang<hu

Cha y

Link index. php?option=com_content&view=feature,
Trang thai Xufit ban

Truy cdp Fubic ||

Vitri menu Hezder Link [=]

Danh muc cha Menu ndy 3 chinh [=]

Ordering Trang chu [=]

Khi click chudt, mé ratai | Parent [=]

Trang méc dinh @ Khéng @ Yes

¥ Tay chon giao dién

» Tay chon bai viét

¥ Tay chon tich hep

» Tiy chon loai lién két
» Tay chen hién Thi

+ Tay chon Metadata

M5 ti ngin gon ndi dung chinh Menu & cip
4én

Cic tiz khéz 1ién quan md Menu dé cdp. Mai
tir khoa cich nhau bing diy phiy

Diing thes ciu hinh chung

85 qua [=]

Phan mo t& nhap mét doan mé ta ngan gon ndi dung ma Menu nay dé cap dén,
khong nén viét dai. Phan tr khéa nhap cac tw khoa ma Menu nay dé cap den, moi
tlr khéa cach nhau bang dau phay.

Phan mo ta va tlr khéa nay cling nhw phan mo ta va tlr khoa trong bai viét, nén tranh
cac trwong hop pham phai trong phan nay.
Lwu V: Chung t6i khéng chiu trach nhiém vé viéc khach hang tw y thay déi noi
dung bai viét, mau sac website, vi tri module...cac chirc nang khac lam sai l&ch
thdng tin trén website, gdy mat tinh thAm my cho website sau khi ching t6i da

ban giao website cho quy khach hang.

Moi thac mac xin lién hé:

Cong ty TNHH MTV QC — Thiét ké Thwong hiéu Giai Phap T
B& phéan cham séc khach hang

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

CHUC THANH CONG

CONG TY QUANG CAO THIET KE THUGNG HIEU GIAI PHAP TOAN CAU
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