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Vuthao. S—

SOFTWARE SOLUTIONS (028) 3636

I. Huéng dan chiic nang

1. Giao dién lam viéc

g £3 . Nguyén Quang Huy (test) -

VAN BAN

Tim kiém VAN BAN VAN BAN VAN BAN THU, VAT
CAN X LY _) PHOIHGP MOl PHAM

[EL Véan ban dén

= Bang gial quyét

e @ Van ban méi ban hanh Van ban da xw ly
@ D3 giai quyét Trich yéu @ 6, ky hiéu Ngay Trich yéu @ $6, ky higu Ngay
& Titca test lién thang 17 452TTX 06/06/2019 b testl 1 80612019
B Thr, vitgitera b testlién théng 14 16/TTX » testlién thong 21 204/TTX
_ » testlién thing 4 Mittx b testtinh trang B3ICP
[ Vén ban ai
[El Vén ban cia téi
D —— Van ban/Coéng viéc cho xi Iy @
@ Van ban lién quan Tiéu @é/Trich yéu $6, ky hiéu Han xi* Iy -~ Noigli
&i Uy quyén ) 4 Nh&m: Vin ban gén (5)
Thuwe hién VB dén "Huwéng din td chive thire hién phong trio thi dua yéu - e
e TaCVREn A 2018 442/TTXVN THONG TAN XA VIET NAM
s Nhan VB dén (phdi hop) "Quy dinh v& phat hanh trai phiéu doanh nghiép” 163/2018/NB-CP Chinh phil
@ TRO GIUP [ p)"Quy p p ghiep o
Thire hién VB dén "Dé nghi xay dung Nghi quy&t Quy dinh chinh sach hé tro:
a6i v&i can bd, céng chiFc 1&nh dao, quan Iy dwoc ludn chuyén, didu dong trén  62/TTR-UBND UBND Tinh Quang Ngai
dia ban tinh Quang No&i"

Menu chlc nang.

Théng ké nhanh, click vao consé sé hién thj ra danh sach tuang ing.
Hién thi 5 van ban md&i ban hanh.

Hién thi 5 viéc can x(r ly da x& ly mai nhat.

A S

Danhsach viéc can xu ly.
2. Van ban dén
XU ly van ban dén xin y kién
Muc dich: Huéng dan Lanh dao VP x(r ly van banxin y kién.
a. Vanban co quan
Cé 2 noi d€ Lanh dao VP vao thao tac cho y kién.
4 Cach 1: Tai trang chd van ban c6 khung Viéc can xur ly click vao tén tiéu dé task dugc giao
Cho y kién VB dén <trich yéu>.
Vé&n ban/Céng viéc cho xir Iy

Tiéu dé/Trich yéu v 58, ky hiéu v Hanxikly v Noigwi

4 Nhém: Van ban dén (8)

Cho y kién VB dén "M&i hop van phéng" 02/CV-BNV B9 Céng Thwong

Cho y kién VB dén "M&i hop" 0UTT-BNV B6 Noi vu

Cho y kién VB dén "Ké& hoach 16 chirc cac dodn Lanh dao thanh phd di thdm - R —— .
ngudi cao Wudi idu bidu nhan ki niém Ngay ngudi cao udi Viet Nam (06/6) 2187/KH-UBND T AR TR R
nam 2019" )

4+ Cach 2: Tu menu Van ban dén > Pang giai quyét > Chay kién Lanh dao

Micrasoft Partner
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Vuthao.

SOFTWARE SOLUTIONS

Tim kiém

[El Vén ban dén

2 Pang giai quyét

Chée y kién Lanh dao

VB dang giai quyét

$0, ky hiéu
02/CV-BNV

01/ TT-BNV

20/2019/TT-BTC

Ngay than...

07/06/2019

07/06/2019

09/04/2019

Trich yéu
Mé&i hep van phong
M&i hop

Théng tw stra doi, bo sung mot s6 diéu cua Théng tw
301/2016/TT-BTC ngay 15/11/2016 hwéng din vé Ié phi
trdec ba

Tai man hinh cacvan ban trinh xin y kién, chon van ban can xt ly, click vao sé van ban = Hién

thi man hinh xt ly van ban.

46 van ban
$6 vin ban
56 dén
Noi gwi
Linh vipe
Loai VB

Ngay dén

02/CV-BNV
56 dang ky vin ban dén 2019
0001

Bd Cong Thuong

Céng van

07/06/2019

© 462013 - Copy (6).pdf

Xdc thuc chif ko so

© Y KIEN LANH DAO

Bao Birc Hué (Van phang)

Phan céng xiv Iy

Fa

Chuyén xiv Iy

Xu ly van ban:

@ Chuyén xir Iy /" Kétthic A& Chiasé X Thoat

Cho y kién

Mé&i hop van phéng

Pé khin
B¢ mit
$6 ban

sé trang

Ngay thang VB
Thoi han giai quyét

Thuéng
Thuéng

07/06/2019

- Xacthuc chirky s6: An nit Xac thuc chir ky s6, cira s6 hién thi khung bén trai cac chir

ky s6 trén van ban. C6 thé 4n chudt trai vao chit ky dé hién thi chi tiét thong tin ky
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VUt ha 0 [ 312 Nguyen Thuong Hien, Ward 5, Phu Nhuan Dist., Ho Chi Minh City, VM
SOFTWARE SOLUTIONS (D28) 3636 3725 contact@vuthao.coman wiww.vuthao.com

8 [VGCA] - XAC THUC CHU kY X

® @[] 0@
Danh sach chil ky 4
v Signature1: Ngudi ky BS Khoa hoc va
= Tinhtrang xac thuc (Chil ky hdp 181)

— R
ACP —

Tai liéu chuia bithay d8i. & Xacthye chirky (Signature1) X | CHUNGHIA VIETNAM
Chingthy sskihdo e do - Hanh phiic
5 R Théng tin chil ki
Dau thai trén chil ky hop 1&. .
-rhan;m ;31", el Chi k- hop 121 B0thing % nim 2019

Théng tin déuthéi gian

<

Chil kf trén trang 1 Thai gian ky: 30/05/2019 15:43:29 +07.00
Buide ki bai:  B5 Khoa hoc v Céng nohé g

Chitiét x thuic: [thang 10 nim 2016 cia
. % lu tra théng ké qudc gia,
| R hayét dinh s 1335/QD-
+  [Ching thii sé ky hdp I&. m luc khoa hoc va cong
- kién cugc diéu tra trén

o  [Dauthei gian trén chil ky hop I&.

H&CN nim 2019 e6 ¥
hg ké day du, chinh xic
Thing tin s théi gian ké hoach KH&CN 1rén

Théi gian kigm tra: 30/05/2019 15:42:16 +07:00

Dau théi - 30/05/2019 15:42:16 +07:00
2 12 B8, co quan, UBND cic

Cheing thu s méy chi c&p déu thi gian: lhoa hoc va Céng ngh,
May chii cp dau thoi gian 01 phéi hop 6 chirc trién

fip Vy hoge cdp So lim

- Trinh Banténg gidm déc: Nhap y kién , check chon Chuyén xdr ly va chon téng giam déc

hodc pho téng giam déc, va bam Chuyén xu ly

el Chuyénxtriy| AR Chiasé X Thoat

a

86 van ban 02/CV-BNV M&i hop van phong

§6 van ban 54 aang ky van ban dén 2019 B4 khan Thueng

sé dén 00o1 D6 mat Thwng

Nevi givi Bé Céng Thurong §6 ban

Linh virc sé trang

Loai VB Céng van Ngay théng VB 07/06/2019

Ngay dén 07/06/2019 Thei han giai quyét @

© 462013 - Copy (6).pdf

© YKIEN LANH DAO

Bae Bic Hué (Van phang)

|Kinh chuyén tgd 0'
)

Phan cong xie ly (1} Chuyén xr Iy | I Nguy&n Birc Loi v |

- Két thic: Nhan nut két thic néu van ban chi can dung lai & chanh van phong (khong

can trinh 1anh dao cg quan hodc cac don vi)

Micrasoft Partner
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SOFTWARE SOLUTIONS 028 ntac uthao.cor e wuthao.com
@ Chuyén xir Iy Cho ¥ kién A8 Chiase X Thaat
§6 van ban 02/CV-BNV Mé&i hop vin phong
54 van ban S6 dang ky van ban dén 2019 Bé khan Thutrng
Sé dén oge1 D& mat Thudng
Nevi givi Bd Céng Thurong $é ban
Linh v 86 trang
Loai VB Céng van Ngay thang VB 07/06/2019
Nogay dén 07/06/2019 Thiv han giai quyét @

@  46-2013 - Copy (6).pdf

Xac thire chif ky 50

© Y KIEN LANH DAO

Biao Bic Hué (Van phang)

Fd

Phén céng xie Iy Chuyén xir ly

- Phan c6ng cho cac don vi: cé nhitng van ban chanh van phong cé thé gli cho cac don
vi va chi can gtii cho lanh dao dé biét thong tin: Nhap y ki€n, chon gui cho Ianh dao dé

biét thong tin va chuyén cho cac don vi, sau d6 badm nit Phan cdng dé chuyén téi cac

dan vi

Tim kiém o
AL Chiasé X Thost

[EL van ban dén

Z Bang gidi quyét

@ B4 gidi quyét

® i Phan cong Xt I & Chuyen xir Iy
) Thir, vét phém To chue thuc hién

Bapeol coumpin Do Dirc Hus (fest) x 0§

[ van ban di

[El Van ban cia toi Phan cang cho

Tén céc don vi Xir Iy chinh Phoi hop B8 biét ¥ kién chi dao Han xt Iy
#® Hb socong vide

N THONG TAN XA VIET NAM
? ‘Van ban lién quan

&i Uy quyén © BAN LANH BAO CTF QUAN .
i |
BAM LANH BAQ CTQUAN (TEST) | | ®
4
(%) TROGIUP . R
~— Cac don vj thanh vién

Cdc don vi khdc Xir Iy chinh Phoi hop Bé biét ¥ kién chi dao Han xir Iy

4

BAN THU KY BIEN TAP VA QUAN HE 801 NGOAI |:| @) | 2]

BAN TO CHUC - CAN BO l:l B

Qué trinh xix i

b. Van banvan phong

Micrasoft Partner
Callaboration and Content Cloud Productivity Small and Midmarket Cloud Solutions 6



Vuthao_ 312 Nguyen Thuang Hien, Ward 5, Fhu Nhuan Dist, Ho Chi Minh City, VN
C6 2 noi d€ Lanh dao VP vao thao tac cho y kién.
4+ Cach 1: Tai trang chd van ban cé khung Viéc can xur ly click vao tén tiéu dé task dugc giao
Cho y kién VB dén <trichyéu>.
Van ban/Céng viéc cho xir Iy

Tiéu dé/Trich yéu ~ 5@, ky hiéu ~  Hanxirly Noi g

4 Nhém: Van ban dén (8)

Cho y kién VB dén "M&i hop van phéng” 02/CV-BNV Bo Cong Thwong

Cho y kién VB dén "M&i hop" 0UTT-BNV B& Noi vy

Cho ¥ kién VB dén "Ké noach 16 chirc cac doan Lanh dao thanh phd di tham G . . i
ngU cao tudi tiew bidu nhan ki niem Ngay nguoi cas tai Viet Nam (06/6) 2187/KH-USND T s Thah ehe
nam 2019" )

4 Cach 2: Tu menu Van ban dén - Pang giai quyét > Chdy kién Lanh dao

Tim kiém
sd, ky hiéu Ngay than... Trich yéu
[El van ban dén
02/CV-BNV 07/06/2019 Mo hop vin phéng
7 Pang giai quyét
01/TT-BNV 07/06/2019 M&i hop

Chée y kién Lanh dao
Théng tw sira dbi, bd sung moét sé diéu cua Théng tw

VB dang giai quyét 20/2018/TT-BTC 09/04/2019  301/2016/TT-BTC ngay 15/11/2016 hwéng din vé Ié phi
trwdc ba

Tai man hinh cacvan ban trinh xin y kién, chon van ban can x{ ly, click vao s6 van ban = Hién

thi man hinh xtr ly van ban.

@ Chuyén xir Iy Choykién +/ Kétthic AR Chiasé X Thodt
$6 van ban 02/CV-BNV M&i hop vén phong
5S4 van ban S6 dang ky van ban dén 2019 DG khan Thuding
$é dén 0001 D6 mat Thuéng
Nei givi Bd Céng Throng $6 ban
Linh vire S trang
Loai VB Céng van Ngay thang VB 07/06/2019
Ngay dén 07/06/2019 Théi han giai quyét @
©  46-2013 - Copy (6).pdf
© Y KIEN LANH DAO
Bao Birc Hué (Van phang)
Pl
Phan cong xiv Iy Chuyén xiv Iy
Micrasoft Partner
Collaboration and Content CloL Small and Midmarket Cloud Solutions 7
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Vut ha o o 312 Nguyen Thuang Hien, Ward 5, Phu Mhuan Dist,, Hoe Chi Minh City, Vi
SOFTWARE SOLUTIONS (D28) 3636 3725 contact@vuthao.coman wiww.vuthao.com

Xu ly van ban:
- Xac thuc chirky s6: An nit Xac thuc chir ky s6, cira s6 hién thi khung bén tréi cac chit
ky 0 trén van ban. Co thé an chudt trdi vao chit ky dé hién thi chi tiét thong tin ky

8 [veea

@ olls  o@lEECl

Danh sach chil ky * #23% Ky boi: Bj Khoa hoc va Cong ngh
'\ Signature1: Nguéi ky B4 Khoa hoc va 3 @'.'!- fﬂg:my 30.05.2019 15:43:29
= T"’}:ﬁ’:;:"fﬁgw sl # Yac thue chit kj (Signature1) % [CHUNGRIA VIET NAM
Cring i 55 oo & fdo - Hanh phic
5.1t gian trén chil kg hop 1 Théng tin chii ki
Déu théi gian trén chil ky hop 1. i
Théng tin chil ky Chi ky hap 18! [§0thdng B ném 2019
Théng tin déu théi gian V

Théi gian ky: 30/05/2019 15:43:29 +07.00
Buige ky bai: B8 Khoa hoc v Céng nghe

Chii ky trén trang 1

Chi tiék xa thic. |thang 10 nim 2016 cua

. : 5 lu tra thing ké quéc gia,

sy | IR hyét dinh sb 1335/QD-

& [Chingthu s5 ky hp I m lire khoa hoc vi cong

N kién cuge diéu tra trén
o [Dauthéi ganten chitkyhop e

H&CN nim 2019 ¢6 ¥
hg ké diy du, chinh xic
Théng tin déuthd gian ké hoach KH&CN trén

gian kidm tra: 30/05/2019 15:42:16 +07:00

Déu théi : 30/05/2019 15:42:16 +07:00
el ! B9, co quan, UBND cac

Chiing thu s5 méy chil cap dau théi gian thoa hoe va Cdng nghg,
May chii cip ddu théi gian 01 phédi hop 16 chire trién
ip Vy hodc cip S¢ lim

- Két thuc: Nhan nut két thic néu van ban chi can dung lai & chanh van phong (khong

can trinh lanh dao co quan hoac cac don vi)

@ Chuyénxirly (& Chay kién A8 chiase X Thoat

S6 van ban 02/CV-BNV M&i hop van phong N
§6 van ban S6 dang ky van ban dén 2019 g khan Thiréng

S6 dén 091 Dé mat Thueng

Novi givi Bé Cang Thuong 56 ban

Linh vipc sé trang

Loai VB Céng van Ngay thang VB 07/06/2019

Ngay dén 07/06/2019 Thoi han giai quyét @

@ 462013 - Copy (6).pdf

Xdc thuc chif kyj so

© Y KIEN LANH DAO

Biao Birc Hué (Van phang)

B
(=]

Phén céng xie j Chuyén xir Iy

- Phén cbng cho ngudi dung tai van phong: Nhap y kién, chon ngudi dé€ chuyén vai hinh
thirc 14 xt ly chinh, phéi hgp, dé biét. Nhan Phan céng

Micrasoft Partner
Gald Callaboration and Content | Goid Cloud Produdtivity | Gaoid Small and Midmarket Cloud Solutions 8
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SOFTWARE SOLUTIONS

Do Blrc Hué (Van phéng)

Khanh thic hién 9

Phén cong xi Iy e Chuyén xi Iy
T4 chirc thuc hién

Ngueoi chuyen Do Birc Hué (test) %

Phan céng cho

Tén cac don vi XU 1 chinh Phéi hop

© VAN PHONG (TEST)
Phong hanh chinh Quan tri
=) Phong Van thu - Iy triy
Lé Hoai Thu (test)

Tréin Mai Khanh (test)

3. Van ban ban hanh

Nhan thong bao cé van ban mai ban hanh, tai Viéc can xu ly.

4 Nhoém: Van ban di (1)

Nhan VB di dé biét "Vé viéc trién khai hé thong nhin su"

» .,°> b

= @

DE biét

@ AR chiasé X Thoat

Y kién chi dao Han xiF Ijf
4
Y
A
4
8/TTTH

Hién thi chi tiét van ban, click vao tap dinh kém dé xem ndi dung

Loai vén ban (%) Céng van
S6VB () S6 dang ky van ban di 2019
Trich yéu () V& vidc trién khai hé thing nhan su

Tép dinh kém (%)
Téptin

Xac thre chif ki sd

Danh sach nhan van ban trong hé thc“}ng

Ca nhéan Nguy&n Quang Huy (test)

Don vi

Khi xem xong, thdng bao sé tu hoan thanh tai viéc can xu ly.

Bon vi soan thao (%)

§6 van ban ()

XX chiasé > Thoat
TRUNG TAM TIN HOC (TEST)

BMTTH Chén 56 VB

Loai

¥ Vin ban chinh

Pé xem lai van ban thi vao menu Van ban di © Ban hanh = Da ban hanh: hién thj tat ca van

ban ma ngudi dang dang nhap c6

Micrasoft Partner
Collaboration and Content Cloud Pr

quyén xem.

oductivity

Small and Midmarket Cloud Solutions 9
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SOFTWARE SOLUTIONS

4. Van ban du thao

Phé duyét van ban
Tai Viéc canxu ly thay 1 van ban can phé duyét.

Van ban/Cong viéc cho xir Iy

: Tiéu défTrich yéu

» Nhom: Véan ban dén (8)

4 Nhom: Van ban di (1)

§4, ky higu

Yéu cau phé duyét "Vé viéc trién khai hé thang eoffice tai van phong TTXVN"

Hién thi chi tiét.

Thoéng tin x& Iy <0

Cdc buwdc quy trinh

Chon nguwoi dé biét
(=]
Y kién

¥ kién tong hop

@ Duthio

Nguyen Van Chinh (fest)

@ Thing nhdt

]

Mhap User

Nguyén Van Chinh (test) (08/06/2019 13:51)
Kinn gisi anh phé duyét

Théng tin van ban

Van ban di thao
Nguw&i dy thao
Trich yéu

Tai ligu dw thao

196
Mguyén Van Chinh (test)
V& viéc trién khai hé thdng eoffice tai vin phang TTXVN

f, Dinhkémtéptn  [# Chonméu
Loai Tén Loai tai liéu Phién ban
5| Title02 V&n ban chinh 1.0

Xem tai liéu: click vao tén file.

Cac nut thao tac:

Bong ¥

. Duyét ndi dung

Bon vi. Ban Gidm déc

Loai van ban Cdng van

D4 sira dbi Sira dbi Boi

08/06/2019 13:50 Nguy&n V&n Chinh (test)

Han xce Iy

B sung thang tin

Nevi g

Mguyén Van Chinh (test)

1-90f 9 page

@ Chuyénxirly AL Chiasé

X Thoat

D Phé duyét
Nguyén Bl

>

=

Tao Boi Trao dbi

Nguyén Van Chinh (test) =0

- Dong y: ddng y phé duyét va hé thong tu chuyén qua budc tiép theo néu chura phai budc cudi ciing.

- Yéucauhi€u chinh: tra vé cho ngudi soan thdo hi¢u chinh.

- Bésung thong tin: tra vé cho nguoi bt ky da timg xir Iy trude d6 (ngudi soan thio hodc ngudi phé

duyét)

(W8]
O
L
C
o
]
—
s
O
3
wa
i 3
|

Nguedi duwrge yéu cau

bo sung (%)

Y kién

Microsoft Partner

| Callaboration :

and Content

Mguyén Van Chinh (test)

Cloud Productivity

O X

Bd sung thong tin

1 Small and Midmarket Cloud Solutions 10



Vuthao.

SOFTWARE SOLUTIONS 028

Nguoi dwoc chuyén i
Iy )
Y kién

Mhap user

- Chia sé: chia sé nguoi khac vao du thao.

Thuc hién ky s6

C4 nhitng van ban van thu chuyén dé ky s, thuc hién nhu sau:

Tai Viéc canxu ly thay 1 van ban chd ky so.
V&n ban/Céng viéc chd xir ly

. Tiéu dé/Trich yéu
Nhém: Van ban dén (3)

4 Nhoém: Van ban di (2)

56, ky hiéu

LA

Han xir Iy Noi givi

|van ban chér ky $6 "V/V ban giao va hwdng din sl dung chirng thw s6"

JITTXTEST

Van thwr CQ (test)

Phé duyét "Théng bao wv phun thudc phing bénh dich mia hé "
Click vao tiéu dé, hién thj chi tiét van ban can ky sé
Tai file van ban vé may tinh
Tép dinh kim ()
Tiptin

Camg Vian

An nut Thuc hién ky s6

Cong Van

Cong Van can ky.signed pdf

Xdc thire chix ky 56
Thirc hién ky 56

VB ky 6 dién tir) @

Chon van ban vira tai xuéng

Microsoft Partner
Collaboration

oLt Productin

and Content C

Tran Mai Khanh {test)

Logl

Win biin chinh

5 Wi bl ehinh

4y

Small and Mic

Van ban chinh

Wan ban chinh

fmarket Claud Salutions

=

= I .
f Chuyen xur Iy

x

11



L]
Vuthao. 212 Ngtyen Thuong dan,Ward , P easan Dl Ho CHIMnh g
SOFTWARE SOLUTIONS (028) 3636 3725 | contact@vuthao.coman wiww.vuthao.com

€ Open s
4+ N> ThisPC » Desktop v.b Search Desktop L
Organise + Mew folder Bz~ [H o
Date modified Type Size
# Quick access : —
2019 15: PDF 403 KB |
B Desktop » 08/03/20 30 File 403 KB |
& Downloads ~ #
¢& OneDrive
= This PC
% Local Disk (C3)
== Shared Folders (\\wr
;‘v Network
File name: | céng vén trién khai chukyso.pdf ~ | |T§_iﬁ§.‘u PDF, Office (*.pdf*.doc, ~ |
oy [ e | [ cnce |

An ndt Chon vi tri ky

*®

[ chonvitsily | o Xacthye

A

£ [VGCA] - KY 50 (cong van trién khai chukysc.pdf)

00 " 00 BH

vé vige gui nhin van ban di¢n tir gitra ¢de co quan trong hé thong hanh chinh
nhit nude, Tng gidm dde Thong tdn xa Viét Nam di ban hinh K& hoach trién
khai chir k s6 chuyén ding tai TTXVN tgi Quyét dinh sb 01/QD-TTX ngay
22/01/2019.

Theo ké hoach Trién khai chir ky sb chuyén ding tai TTXVN, bit déu
tir thang 3/2019 Trung tim Tin hoc s& trién khai ban giao Chimg thu 56 cho
cée don vi va ch nhin la lanh dao cia cae don vi trong nganh. Trong tudin te
noine 11 dén noav 15/3/2019 Trane tim Tin hae <3 tién hanh han eian thidt hi

Nhan va kéo chudt trai vao vi tri can ky

Chon hinh anh chi ky, nhap mat khau va &n OK

< THIET LAPKY 50 X

1. Kiém tra chiing thu s& ngudi ky:

| ) Ping nhp token *

LGS ISVARE
ASS ke QTR
)%CA CHUONG TRINH QUAN LY GCA-01 R ".EEI

Nhip Mét khdu cta token.

Téntoken: [VGCAToken

| |

M&t khau cia token:

Day la ban sao khiing c6 ban quyén chi d& danh gia.

An ndt hoan thanh

Microsoft Partner
Gald Collaboration and Content | Goid Cloud Productnity | Gold Small and Midmarket Claud Salutions 12



®
Vl.lt hCI 0 - 312 Nguyen Thuong Hien, Ward 5, Phu Nhuan Dist, Ho Chi Minh City, Vi
SOFTWARE SOLUTIONS wenwvuthao.com

(028) 3636 3725 | contact@vuthao.coman

REMN a3 €0 KY INCT msay unm,
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