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HUONG DAN SU’ DUNG THU PIEN TU' CONG VU TiNH NGHE AN

PHAN 1I: CACH SU’ DUNG WORLDCLIENT

Tén mién (dia chi thir dién t&) dwoc st dung
nhu sau :

http://mail.nghean.gov.vn

Pang nhap vadi tai khoan(mau) :
Tén tai khoan : admin@nghean.gov.vn
Mat khau : 123456



http://mail.nghean.gov.vn/
mailto:abc@nghean.gov.vn
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NOI DUNG CHUONG TRINH
1.GIO1 THIEU CAC TiNH NANG CUA THU DPIEN TU
Il. CACH SU' DUNG WORLDCLIENT

PHAN I: CAC TINH NANG CO BAN CUA THU DIEN TU

* Dang nhap va thoat khoi TDT

e Xem Thu dién t&

* Soanvagui DT

e TraloiTDT

e GUitap tin dinh kém

* Nhan tap tin dinh kem

e Chuyén tiép thu

* Xoathu

*  Ngoai céc chirc ndng thong thuong dé nhan va soan thao Thu dién tl, hé théng thu dién tl
co thé con cung cap cac chirc nang khac nhu la:

* Lich lam viéc

e SA djachilién hé

e S6 tay, nhiém vu

e COngcutim kiém thu dién ti

e Caidat, tuy chon thu dién ti

e Chét, trao d6i trén hé théng
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1.Dang nhap vao thuw

- Dia chi Email : admin@nghean.gov.vn
- M4t khau : 123456

- Ngon ngir: Tiéng Viét (English...)

- Chu dé (giao dién hién thij): Tuy chon
Giao dién dang nhap:

. Dia chi email: [bdmm:ngheon.go\'.\n]

Mit khiu:
| Dingnhp |
Ngdn ngil: z]
Chi d: v




HUONG DAN SU’ DUNG THU PIEN TU' CONG VU TiNH NGHE AN

Cac lwa chon trong WorldClient

Hop thw dén :Xem, tao va xda thu
Lich : Xem, tao lich lam viéc
Lién hé : Tao, luu dia chi lién hé
Nhiém vu : Tao, ghi nh& cong viéc
Ghi chu:

Tai liéu : Tim kiém tai liéu
Tuy chon : Thiét 1ap cho tai khoan

B uspthwdin B uch Musnhe B mitmw Mohici Braibés B tiydon

Pé duoc tro gilp hodc thoat khéi thu dién tir kich chu6t vao nt bén gdc phai man hinh
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2.1 HOp thuw dén

Trong hop thu dén ngudi dung cé thé xem thw nhan,thu g,
tao thw mdi va xda thu rac véi nhiéu tinh nang dé luva chon, vi
du nhu cach hién thi thu hay chuyén tié€p thw cho 1 hay nhiéu

ngwoi va nhiéu tinh nang khac.

—d Hép thu dén (0/0)
— Hép thu nhap (0/0)
—3 Thu 83 gdni (0/0)

=) Muc 83 bi x6a (1/0)

~ Nhiém vu
) Ghi cha
- | Tai liéu
LS panh sach den
+] = public Folders
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Pé vao hop thu dén click chudt vao hdp thu dén hién thij giao

dién nhu sau:

%9 B uipthwsén WMuh Mutane B mitmw Mohici B rainges B iy dhon

admin@company.mail Hop thy dén

=) Wap thr d&n (1/0)

< Wip thur nhdp (1) Mb [¢) Thew GR:Permanent Detvery Falre TU: Mosemon

= T 88 0% (0/0) A MDaemon at nghean, gov 10/07/2013 10:4 -
o mue a8 b xéo (210) Permanent Oewvary Fekre

O en

W en he

o v wy

) G

N TA My

W Dach sich den
¢ = publc Folders

The attached message had PERMANED
After one or more unsuccessful de¢
been removed from the MDaemon mal
frequency Of delivery attempts a:
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2.2 Cac tlnh nang tren thanh menu :

Tao thu mai

In tai liéu

Sao chép va di chuyén thu
Xoa thu

Tra loi thu

Tra loi cho tat ca

Chuyén thu

Chuyén thu cho tat ca
Xem ké truéc

Xem ké sau

Thu chua doc tiép theo

Xem ngudn &

Xem thu doc, ngang.. L'&

Nhan thu L=

Tim kiém

\5)
Xo6a thung rac
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2.3 Tao thw moi :

Thanh cong cu «+#.x >

Tin nhin : Tao thu méi.

Bo nhiém : Sap xép cong viéc

Lién hé : Danh sach lién lac

Danh séach phan phoi : 1a mot danh sach cac tén va dia chi email hitu ich khi
thuong xuyén gti tin nhan cho mét nhém céac ¢ nhan.

Cong tac : Nhiém vu
SRR 0P thu dén .
L_)JMd:__LJ-:lx dn (ol

i,
ZTin nhan
-“

>)BG nhiém

8 :|Lién hé

&Danh sach phan phdi
&) Cong tac

‘| Ghi chd




HUONG DAN SU’ DUNG THU DIEN TU’ CONG VU TiNH NGHE AN

2.3.1 Xem va tao thu :

A=

Nhay chuét vao Mgi 24 @é tao mot thu méi hién thi tao thu mai.

gcao 1

- = = = = =
TU: | "admin™ <admin@company.mail >

EI Ki€m tra chinh ta Ngér

o [5

~| | Tap tin dinh kém: Khor

’ ‘ Kéo tap tin dinh ks

Nhap tén tai khoan ngudi muén giri vao Pén va Cc
(CC : Bé thém tai khoan muébn guri)
Nhap tiéu dé thu vao Tiéu dé

Nhap noi dung thu vao phan soan thu Text Box

&3 ¥

Dé'n:‘i

cc ||

Tiéu | I
de: |

tahoma ~ 10pt '~ ~ A~ B I U =oas = 9 = = =
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Pé dinh kém tai liéu click vao “Tép tin dinh kém: khong mét ai” phia
trén bén phai man hinh.

Pé giri thu:

- 'jeuingay . ZlGuisau V Kiémtrachinhta  Nangcao W [l ¢

r ‘ o .
Khi ngudi dung soan xong ndi dung thu bAm vao Gai ngay = dé gui

thu di hodc Gari sau =& @é gui thu sau.
Pé kiém tra chinh ta thi bam vao Kiém tra chinh ta

Pé str dung nang cao thi an vao Nang cao
Pé dinh kém file chon LA

Pé tim kiém dia chi trong danh ba 4n vao 1=

Pé huy thu di tao an vao Huay
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Pé tra loi thu:
Chon “* @dé tra loi nguoi gui thu cho ban.
Dbé tra 1oi toan bo nhitng ngudi trong danh sach lién lac cua ban chon
“# 48 tra 151 cho toan bo.
Pé chuyén tiép thu:
Chon thu mudn chuyén va nhap vao nat  “#® dé chuyén tiép.
Hoic dé chuyén tiép mot thu nhu mot tép dinh kém chon thu mudn
chuyén tiép, sau d6 nhip vao nat ‘B dé chuyén tiép.
Pé x6a, nhan, doc thu:

X6a mot thu chuyén dén hoic moét thu ctua minh khdng muén giri nita

chon 2% rdi x0a thu can x0a.

R - - /( hY = 71.: /‘( ~
Pé nhan mot mail mai nhap vao "= dé nhan.
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« Pé doc thu méi nhap vao “*  hoic chon thu méi giri dén duoc boi den.
(Vi du: MDaemon sales and support)

Ghi cha : Nguoi dung c6 thé st dung tat ca cac tinh ning trén bang cach

nhap chudt phai vao thu :

Arrange By: e = [Kh&ng cd chu de]

. Nguyen Dinh My 0S/10/2013 O i—":‘ - PDENn: "nguyen trong dung” <dungnt@tttt.nghean.gov.vn>
= [Khdng cé cha d&] 8

‘*l Tuor: Nguyen Dinh My~ <mynd@tttt.nghean.gov.vn>

= MNgay: 02/10/2013 01:53 PM
o Nguﬁyen D:nnh !‘ MS
s=3 Khong co cha

Thém dia chi lién he | __ _ _ _ _ _ _ _ _ _

huyenptt@ttt

£ [Khéng <6 chat g Tra i ——
. Dau Hoan g Tralsi t5tca

= [e==spam>=== t=p Chuyén tiép e

= Pham Thi Thu @Chuyé’n ti€p dang dinh kem

bo soan thao L
¥]Chc_)n tStca

Pham Thi Thu
Fwd: bdo cdo

D

3 Sao cheép/di chuyEn
e s [==] Xem ngudn
bdo cdo thu d X Xoa

U

Trinh Thi Anh “EDay 1a thu rac
Re: Blo cdo ¥ A Digu nay khong phai 1a thur rac

Le Van Tan

= {7 Lam tréng thang rac
BO sung danh

D D

t—a Danh dau 1a d3 doc
Le Van Tan

Fwd: chu truo 4 Panh ddu 13 chua doc

D

nauyen trong 4 Tim kKi€m
Re: Chinh sGa mbét lai I8nh Bt

Dau Thi Hoan 0O8/10/2013 0?:5:.
Re: Chinh sira website E3ne

b

D
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2.4 Lich

Hién thi danh sach céng viéc cua ngudi st dung theo ngay, tuan va
thang.
Pé thém vao danh sach lich bAm =% <“Mégi” dé tao mot lich méi, nhap
chu d@é cua ban vao.
Chon thoi gian bat dau va két thac caa lich 1am viéc, ban cling ¢6 thé chon
mau sic khac nhau dé hién thi cac cong viéc khac nhau.

Pé x6a chon cobng Viéc rdi nhan =< trén thanh menu ngang dé xoa.

,\%ﬁ B uopthwden B ich M uenhe B whiemvae M chichi B aiieu B Tiy chon

dungnt@tttt.nghean.gov.vn Lich

bl ddimmyyyy  F v | 91 | Omaile | LS X [TNGay ﬂxeml@n.ﬁnnéy‘v{ﬂméng Em[ﬁg Hom nay
Théng 11 2013 471/11/2013 - 30/11/2013
c ¢ T T T T T Chinhét Chir 2 Thit 3 Thir 4 Thir 5 Thir 6 Thir 7

44 1 2 2 2 29, 30 31 e 2

as[3]4 5 6 7 8 9

46(10 11 12 13 14 15 16

47|17 18 19 20 21 2 23

48(24 25 26 27 28 29 30

T T i

Théng 12 2013 fa s " . »
€€ F T T JuIT
49(1 2 3 4 5 6 7
5008 9 10 11 12 13 14
51115 16 17 18 19 20 21
52122 23 24 25 26 27 B8
1129 30 31

| [ty

] E%Lich/tm.nghean‘gov.vn

17 18 19 20 21 22 23
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e/
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2.4 Lién hé
Hién thi toan bo danh sach lién lac cua ngudi str dung.
Pé tao mot danh sach lién lac méi bAm vao S| <M va nhap tén, dia
chi ... ngudi ding mudn nhap vao.
Danh sach lién lac cua ban trong nay duoc liét ké chi tiét (Vi du: dia chi,

s6 dién thoai, dia chi email, hoac céng viéc cuia nguoi dé v.v).

,\%‘x B Hopthwden fitich M uenhe B whiemvu M Ghicha B Taikeu B Tay chon

d @tttt.ngh gov.vn Lién hé

W Thich [ 8dméi | w5 X SépxEptheo: . Tén i [ T5¢ ca danhiba:
= My Folders Jﬂl - m %‘ g g m
1 Hép thu dén (38/5) 85 hanhtt@tttt.nghean.gov.vn SyEr—
1 Hap thir nhap (1/0) 8] hatt@tttt.nghean.gov.vn Van héa x3
E Thr as atri (22/0) !vand@tttt.nghean.gov.vn Céng Théng Tin Dién Tir Nghé An
Tj Muc d3 bi xéa (0/0) 8 mynd@tttt.nghean.gov.vn
05 Lich 85 tuebt@tttt.nghean.gov.vn Céng théng tin dién tr nghé an
G ign he
] Nhiém vu
= Ghi cha
S Tai lieu
(& panh sach den

= & public Folders
53 panh sach tréng

Pé x6a mot danh sach lién lac ban chon danh sach can xéa réi chon X

x0a danh sach ban can xda.
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Pé chinh swta danh sach lién lac cua ban nhay dap chuéot vao danh sanh
can stra va thay déi thdng tin.
2.4Nhiém vu
Hién thi chu @& cdng viéc ngudi dung.

Pé tao moét danh sach nhiém vu méi bam vao “Mdéi” = va nhap

nhiém vu nguoi dung mudn lam vao.
Trong hién thi cha dé céng viéc ban c6 thé chon trang thai céng viéc nhu
la bat dau, dang xur ly, hoiac da hoan thanh. Khi d6 chu dé& ban chon sé&

duoc hién thi 1én cua sé nhiém vu véi kiéu hién thi ban chon.
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« D¢ stra mot danh sach nhiém vu chon nhiém vu can sira va nhap ndi dung

chinh stra vao hop thoai sau d6 chon Luu va dong

o Dé x6a mot chu dé chon xéa =

= 1iénhe B mhiecmvua M Ghicha B Taikeu

2.4 Ghi chu

Hién thi noi dung can chd y cua nguoi dung.
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. Dé tao mot danh sach méi bAdm vao Méi =l  va nhap ndi dung ngudi

ding can cht y vao hop Text Box.

PE ienhe B whiemvu WM Ghici B Taitieu  [B Tiy chon

E| Hop vao ngay th(r 2 tuan sau 05/11/201307:41 AM
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2.4Tuy chgn

Trong hop thoai tiy chon sé cho ngudi ding chinh stra, thiét 1ap céac

noi dung vé ca nhan, lich, tra 1oi ty déong, chat. ..

%ﬁ B nopthwden [ ich M uenbhe B whiemve M Ghicha B Taiteu NERTITT

dungnt@tttt.nghean.gov.vn

T Thich

=] My Folders
— Hop thur d&n (39/0)
A Hap thur nhap (1/0)
A Thur @3 gur (22/0)
% Muc a3 bi xéa (0/0)
Lich
2 ign he
] Nhiém vu
w | Ghi cha
@ Tailicu
(E3] Danh séch den

[# = public Folders
(& nanh <4ch trina

Ca nhan:

Hop thu dén
3dMéi | -

Arrange By: Tiéu d& >
~ Fnam 1Nl rnu Auyen

A

Ca L8 (& &

£ Canhan
\31Soan

Coéng van vé thu dién tr

Dau Thi Hoan
chinh sira website s NN

nguyen trong dung
Re: Chinh sira website

Dau Thi Hoan
Re: Chinh sira website

Dau Thi Hoan
Chinh sira website

Le Van Tan
Fwd: chu truong dau tu

laVan Tan

ZojUsflis Ui 1ol

14/10/2013 10:04,

=

22/10/2013 03:46 |

s

08/10/2013 04:561

08/10/2013 02:371

20/08/2013 11:01, =
g P

N[ MN12NKRE2

Cho phép ngudi dung thay d6i mat khau

* | 2 Tra l&i c&n ban
|# Tra ldi tr dong
9 Nhimg thu muc
@ Bé loc
HijLich
Cot
(@) ComAgent
£34 Cai d5t Nang cao
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- Cho phép ngudi dung lua chon ngdn ngir hién thi, cac thiét dat vé mau

phong chi, trang thai..

MAat khau (Nh3p vao mat kh3u v3a sau dé nhap lai mat kh3u x3c nhan. M3t kh3u sé& khdng duoc thay ¢

l |

Xac nhan mat kh3au

Ngon ngaor
| Ti€ng Vigt =1
Chua dé (Luza chon phong cach véu thich)

iiLookOuit | -~ I

Phong cach (Luz chon mau phdéng chi va kich thuadc)
| Normal [=1]

Vang mat (Chon xem ban s& thiy khi ban d3ng nh3p vaodanh sich kh3ch hang)
| Téng quan [~

Keyboard Shortcut Layout (Choose which layout vou want to use for keyboard shortcuts.)
| Lookout | =1

L B qua ki€ém tra thu dau tién (Pidu nay sé& t3ng t8c d8 dang nh3p vao WorldClient, nhung s& yé
| Thu gon thu muc IBng nhau caa t6i (Thigt I8p N3y cd thé& t3ng t8c d3 d3ng nh3p d&n cha d& |
| Thém tra i d€ lién hé (Ngudi Ty déng d3t duoc tra 18i trong thye muc Danh ba)

¥ show Favorites (Show the list of favorite folders in the folder list)
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- Cho phép ngudi sir dung chat trén hé théng
Pé kich hoat tinh nang chat vao Ty chon chon ComAgent
Nhap chuot vao Tdi vé bé
cai dat ComAgent, cai

ComAgent

L b |

== [ ComAgent

ComAgent s&._
Cai d5t_wa cau hinh chinh nd.

hoan ermail cho thuo nh&n.

s Book dia phurong Windowes duoc c3p nhat.

hi Thir o

O wE Truy KuSt thor.

[N RN
n
j-'r\'
s}

nag s& luronag tiln mh3n theo thu muc.
D& dang soan mail va nhigu hon nora

TEE ca cac bifu twong Comubugent trE&n thanb t&c wal

o

& tap tin tai wE& s& xuadt hidn, Chclrl ‘Sawe chuong trinh nay wao da™ wa mhin OK.
€ wi Eri 'y wa barm wao not “Sawe". Haw nhd wi tri nay.

R wi tri cac tap tin (Cormagentinstall.exe) tr&n da ofrnag wa click dap wao nd.

T FEE e
Cira 58 xudt hign "Sawe As” | Chon mat wi tri wa b&m wao nat "Sawe™. H3y nhd wi tri may.
- Xac dinh wi tri cac t3p tin (CDrnAgentInstall exel) Etré&n dia cfng wa click dup wao nd.

Tai wE b cai 95t ComAagent

Pé kich hoat tinh nang chat vao Ca nhan tich vao kich hoat tinh ning

ComAgent chat.

@ ComAgent

“ Kich hoat tinh nang ComAgent Chat vdi cha dé LookOut (K
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- Cho phép nguoi ding thiét 1ap tin nhan, lién h¢, chuyén tiép, chon gio khu

vuc

Pinh dang nhiéu phan (Khi hi&n thi c3dc théng b3o)

Poan ngdn nglf danh diu v3n ban M3c dinh [ =]

L Hi&n thi theo tap tin dinh kém (Bzo gom thdng b3o hién thi nhifng phi€u thdng b3o dinh kém)

Lién hé mac dinh (Lién hé xem mad ra khi ban nh3p vao lién k&t Lién hé.)
Lién hé |~

S& Lién hé M&i trang (La3m thé& n3o nhigu dia chi lién lac trén md&i trang hién thi trong thu muc Lién h

] Cho phép chuy&n tiép (Chon hdp nay d& cho phép chuyé&n tigp emazil)
Giir lai Sao chép (Chon hdp n3y dé& gilr mét ban sao cua tin nh3n khi tin nh3n dugc chuyén tiEp)
Pia chi ban mudn chuyén ti€p thu dén: | |

Gid khu vu'c (Chon mui gid d& sif dung cho Bn tin nh3n va lich)

{GMT+07:00) muai gid Bangkok, Ha NJ§i, Jakarta |- |
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Soan
Cho phép nguoi dung tly chon cac ché do luu tin nhan, thiét 1ap chit ky

cho ca nhan.

an tuy chon

¥ Luu tin d3 g (Gilr mdt ban sao cha thu gl di trong thu muc d3 glri)
) Tac vu soan nang cao (Ludn ludén b3t d3u thdéng bdo thanh ph3n trong ch& d6 nang cao)

¥ Soan HTML (Kich hoat tinh n3ng dinh dang van ban trong trinh scan thao)
Phéng chi¥ mac dinh cho muc HTML (M3c dinh phéng ch¥ HTML s& sif dung khi khdng cé phéng chif khac dugc quy dinh cu thé.)
' Tahoma E

Mac dinh HTML bién soan kich thudc phéng chir (Kich thudc phdng ma Ngu'di soan HTML sé s dung khi khdng cd kich thu'dc phéng khdc duoc

10pt [+]

Chir k¥
& FEE R 44 & @
B I U =8| x, x2 || i= = = » = =E = E || & PRIE A E O
Kiét = || Binh dang "™ | Phéng i e = - A~ B B maHTML | [F]

Nguyén Trong Diing
Phong Quan tri hé théng va ANTT - Cong théng tin dién tlr Nghé An
Dia chi: S6 6 - Tran Huy Liéu - TP Vinh - Nghé An
Mobile: 0985 459 459; Tel: 0383.561.999
Mail: dungnt@tttt.nghean.gov.vn; nguyentrongdung709@gmai.com
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Tra lol twe dong

Cho phép chon ché db tra 1oi tu dong khi nhan dugce thu.

Chon “Cho phép tra lo1 Tw ddng” roi gb cau tra 16i vao textbox chon

“L]l‘u”

Tra Ioi tu dong

) Cho phép tra Igi tu’ dong (B3t tinh nang tu dong tra Igi khi ban nhan duoc mét email)
Chi g trong pham vi thdi gian nay:

B3t dau [05/11/2013 | ~ [08:00 AM | ~
K&t thic/oe/11/2013 | ~ [08:00 AM | ~

Tu dong tra IGi vadi théng diép sau day:
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 Quan ly thu muc :
Cho phép nguoi ding quan 1y cac thu muc caa minh, cé thé thay doi, xda,

thém thu muc trong thu ca nhan.

\ | The myc con cda | [«][Email  [+]  Tao mdi

s nhirng thu muc Khing dang Ky. (Khéng liét ké cdc thu muc khdng dang ky IMAP)
Luu ¥: "Push to BlackBerry'l3 tinh ndna cho phép ban ddy tin nhin tif nhigu thu muc hdp the dén thiét bi BlackBerry. N6 khdna ddy cic thu muc thuc té, chi cd tin nhir

Tén thu muc ) Do tén Xda  Chia sé thu muc Nhdp Xust
4 Hop thu dén (5 Tin nhan) Chia sé thu muc
|4 Hdp thu nhap (0 Tin nhin) Péi tén Chia sé thu muc
>4 Thu d3 gui (2 Tin nhan) Ddi tén Chia sé thu muc
A4 Misc d3 hixda (0 Tin nhin) Pé&itén Chia sé thu muc
ELich Doi tén Chia sé thu muc Nhip Xudt
[L Lién hé Do tén Chia sé thu muc Nhap Xudt
& Nhiém vy Bai tén Chia 5é thu muc
| Ghi cht Doi tén Chia sé thu muc
) Tai liéu D3 tén Chia sé thu muc
(42 Danh séch den Bdi Len Xod Chig s€ Lhu' rigc Nhdp Xudl

.4 Public Folders (0 Tin nhin)
|4 Bayesian Learning (0 Tin nhan)
/44 Non-Spam (0 Tin nhan)

I (g | P75 SNSNW B PRSI TSR TR TRRRCT LA, JITERSRREREE TR S PRI S RS
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Pay la tai liéu hwdng dan st dung thu dién
t& cong vu tinh Nghé An sau khi dugc nang cap,
bo tai liéu co ban 1a hudng dan chi tiét vé cach
str dung tr co ban dén cac thiét 1ap ca nhan cho
nguoi st dung.



