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VAN PHONG PIEN TU E-OFFICE TOPSOFT

Vin Phong Pién Tu E-Office 1a mot giai phap cong nghé dung chung trao d6i thong tin, diéu hanh tac nghiép va quan Iy
cong van, vin ban, hd so cong viéc trén mang mday tinh. Hé thong vin phong dién tir duge thiét ké voi giao dién Website hoan
toan tiéng Viét nén rat than thién voi nguoi stir dung. Tiéu chi ciia Van Phong Pién Tir 1a dua dén cho ngudi sir dung phan 16n
nhimg tién ich cia mang may tinh nhung v6i mot cach tiép can ty nhién nhat, giup ngudi st dung dan c6 mot tic phong 1am

viéc hién dai, hi¢u qua, dé dang ti€p can vdi cac img dung cong nghé thong tin hon.
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LOI ICH SU DUNG E-OFFICE TOPSOFT

e (Cong cu hd tro truc tuyén va diéu hanh tryc tuyén

e Théng nhat va tin hoc héa cac quy trinh hoat dong tac nghiép, cac hinh thirc tiép nhén, luu trit, phd cép, trao doi, tim
kiém, xtr 1y thong tin, giai quyét cong viée trong cac CQNN dé nang cao chét luong va hiéu qua cta cong tac diéu hanh cua
lanh dao, cac hoat dong tac nghiép ctia can by, cong churc.

o Xay dung hé théng cac kho van ban dién tir, khéc phuc mdt cach co ban tinh trang cat ctr thong tin, cung cép thong tin vé
van ban phuc vu yéu cau cua lanh dao, can bd quan ly, can by chuyén moén mot cach thuan tién, chinh xac, déy du va kip thoi.

e Nang cao trinh do g dung va str dung cac cong cu CNTT, tung budc tao ra thoi quen lam viéc trong moi truong mang
va st dung thong tin dién tir, bén canh d6 nang cao trinh do quan 1y, gop phan tao thay d6i dot pha trong cac quy trinh xur 1y
thong tin, giai quyét cong viéc cta can bo, cong chic.

¢ Quan ly toan bd cac van ban cua co quan bao gém cc van ban dén, van ban di, van ban ndi bo, vin ban du thao,... thuc
hién gtri va nhan van ban véi cac co quan, t6 chirc, ca nhan bén trong va bén ngoai thong qua moi trudng mang.

e La mdi truong dé cac thanh vién chia sé tri thure, dién dan giao luu van hoa.
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CONG NGHE SU DUNG
e St dung Cong nghé Microsoft .NET 4.0 m&i nhét
e H¢ quan tri co s¢ dir ligu MySql 2008 gitap cong viéc quan Iy dugc nhanh chong, chinh xéc. .

e Giao dién giéng voi giao dién Microsoft Office cung giao dién tiéng Viét than thién, dé sir dung.
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CAC CHUC NANG CHINH

1. Hé théng giri nhan tin nhan, théng tin ndi bd
e Gui cac tin nhan dén cac phong ban, ca nhan
e Trao dbi thong tin ndi bo

e Trao doi file, tai liéu nd1 bo cong ty

CONG TY CO PHAN PHAN MEM THANH TAM Administrator [Thoat] [

Trangchd Tintie Tinnhan Lichcoquan Lich cdng viec Coéngviéc Congvan Quytrinh Tailiéu Diéndan Nhidnsw Hop trectuyén Khac Admin

TIN NHAN NOI BO ey
i TIN NHAN DA GLrI

[&) Tin nhan @én (0/0)

B| & Tiéu dé Ngw&i nhan Théi gian giri
P hint Chirc nang popup bao tin nhan mai Poan Thi Huyén: 29/7/2016 09:45:10
S K Test modal popup msg Boan Thi Huyén; 29/7/2016 09:40:49
uTin nhdn 43 gi Re: Testreply all Poan Thi Huyén. 29/7/2016 09:38:28
: Attach multifiles without javascript Boan Thi Huyén; 29/7/2016 09:12:23
@A Tin nhén nhap & Fw:Fw: Re: New message from admin Lé Thi Van Anh; 28/7/2016 14:35:43
WSoan tin Fw: Re: New message from admin Binh Quynh An; 28/7/2016 14:34:41
Fw: Re: New message from admin Nguyén Phtic Anh; 28/7/2016 14:33:25

I Giri tin nhan SMS

=] quan Ly

& Thung rac

DDDDDPDDDDDDDDDDD DD

=
n

Fw: Re: New message from admin

7?2 Re: Test multifiles uploader

72 Test multifiles uploader

Test multifiles uploader

Test multifiles uploader

Re: Testreply all

Re: Test muliifiles uploader

Fw: Test temp message with multifiles uploader
Test temp message with multifiles uploader

Fw: Test muliifiles uploader

Test multifiles uploader

| xoa H Soan fin nhan mai
J

Chi thich:

- &4 tin nhan chura doc
- - tin nhan da doc
- &: co file dinh kem

Binh Quynh An;

Administrator;

Lé Thi Van Anh;

Binh Quynh An;

Binh Quynh An; Nguyén Phic Anh;

Administrator; Doan Thi Huyén; Lé Thi Van Anh;

Administrator;

Boan Thi Huyén;
Doan Thi Huyén;
Boan Thi Huyén;
Doan Thi Huyén;

28/7/2016 14:27:38
21/7/2016 09:44:03
21/7/2016 09:41:21
21/7/2016 09:39:01
21/7/2016 09:37:59
71712016 15:03:45
7/7/2016 15:02:31
71712016 10:32:42
7/7/2016 10:31:40
71712016 10:24:22
71712016 10:23:21
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2. Quan ly cong van
e Tao lap cong van dén
e Luan chuyén, xir Iy cong van dén
e Cap nhat thong tin xtr Iy cong van dén
e Trinh linh dao xem xét, dong gop y kién va phé duyét
e Tao lap cong van di
e Thong bao SMS cho nguoi nhan cong van
e Tim kiém, tra ctru cong van dén, cong van di, cong van ndi bo

& C | ® vanphongtructuyen.org/office/congvans.aspx

THANH TAM

Administrator [Thoat]

Trangcht  Tintdc Tinnhan Lich coquan Lich cdng viec Céngviéc Congvan Quytrinh  Tailiéu Diéndan Nhansw Hop trectuyén Khac Admin

D CONG VAN DA NHAN : LAY L i
D TOAN BO CONG VAN TRONG HE THONG

s COng van den

Sothirty v

» Cong van di

[B| STT  s6 @ Ngaydén 6 hiéu Trich yéu
Céng van ndi bd
u:-ong vannioiby 2 1 28/7/2016 cv001 bvnb
» Tl van ban cd nhan 3 1 19/3/2016 012345 Vé viéc trién khai phan mém

D QUAN LY CONG VAN 445 11/812015 445/TB-GD TB chap nhan cho dong chi Cao Xuan Thanh thir viéc tai déi CT2
) Gidy moi kiém tra hién tredong va hop GBSX tai cac du an trén dia ban Quang Ninh - Hai
» C3p nhatHb so 11/8/2015 12364/TCT Phong

s Cap nhat Loai van ban 473 06/8/2015 1479/SXD Trién khai luat nha & va luat kinh doanh Bat dong san

472 06/8/2015 4493/UBNK Trién khai thi hanh nghi dinh s6 60/2015ND-CP

= Xem Toan bd Van ban

» T3i vin bin mai 1 479 11/8/2015 599/QLDA Lap ho so thanh todn KL hoan thanh goi thau XL04
kiém tra cong tac dam bao ATGT - ATLE-VSMT tai cac dur an mé rong QL1A doan
D HO soLUU 477 07/8/2015 107/DC-BOT o S ; o ’
km1374+525 - km1392
= Bang dy Ke hoach nghiém thu hoan thanh CT dwa vao sir dung du an m& rong QL 1A doan km
480 11/8/2015 114/DC.BOT SR
» Cong doan 1374+525 - km

1 477 Nép HSHC sau khi hoan thién du an BOT nam cau Bén Thiy
478 11/8/2015 12327/1B

s Hoi dong quan tri 479 10/8/2015 1421/SGDHN

08/8/2015 1592/CV

= Doan thanh nién 3 e R
TB ndi dung cudc hop GBSX dw an EX1B

DPang ky st dung chirc nang nhan thong bao qua Email. Sh

= Thong bao

| Xéa || Trich xudtra Excel || Taivan ban m6i

» Hop dong kinh té

Ban hanh
Cty PM
Co quan
PNC

Tong cong ty XDCTGT4

S& XD Nghé An

UBCKNN

Ban QLDA duéng ndi TP Ha Long v&i cau
Bach Dang

Cong ty CPBT BOT Déo ca Khanh Hoa

Céng ty CO Dau tr BOT déo ci khanh hoa

Ban dau tu xay dung
Tong cong ty XDCTGT4

S& giao dich chirng khoan ha ndi
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3. Quan ly ho so cong viéc

Quan 1y ho so cong viéc bao gobm nhi€u chirc ndng quan trong dé quan 1y hiéu qua ludng cong viéc ndi bd cho doanh

nghiép. Chirc ning quan 1y cong viéc dung dé quan 1y Qua trinh giao viéc, mé ta va giam sat cong viée. Theo ddi dugc tinh

trang cong viéc, dong gdp ¥ kién kip thoi khi cong viée dang thuc hién.

Nguoi quan 1y cong viéc 1ap nhom cong viée, phan quyén truy cap cho cac nhom cong vige;
H¢ thong phan loai cong viéc theo du an, nhom cong viéc. Truy cdp xem thong tin thong ké cac cong viéc .

Nguoi giao viéc tao 1ap, phan cong giao cong vi¢e cho nguoi xur ly, dat thoi gian xur ly, mac do uu tién, trang thai

xur Iy cong viéc, xac dinh nguoi theo doi viée xur Iy cong viéc.

Nguoi xtr Iy cong viée cdp nhat ¥ kién xir 1y, file dit liéu dinh kém, thoi gian xir 1y, trang thai cong viéc.
Nguoi xtr Iy cap nhat cac cong viée c6 lién quan dén cong viée dang xir 1y.

Theo do1 qua trinh xr Iy cong viéc (nhat ky xtr Iy cong viéc)

Truy cap nhanh danh sach cong viéc giao xu ly

Truy cap nhanh danh sach cong viéc dugce giao xtr 1y

Truy cap nhanh danh sach cong viéc dugc giao theo doi

Truy cap cong viéc theo tinh trang xir 1y.

Truy cap cong viéc theo dy 4n, nhoém cong viée

Lap bao cdo cong viéc cua du an, nhoém cong viée.

Bio tin nhan SMS cho nguoi duoc phan cong cong viée
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&~ (&) ‘ @ vanphongtructuyen.org/office/congviecgv.aspx & ‘ :

Administrator [Thoat]

CONG TY CO PHAN PHAN ME

Trangchi  Tintlec Tinnhdn Lich coquan Lich cong viec Congviéc Congvan Quytrinh Tailiéu Diéndan Nhansw Hoptrectuyén Khac Admin

[E) coneviec g o
@ CONG VIEC TOI DA GIAO
» COng viéc xi¥ ly chinh
= R B Ngw&i giao viéc Tén cong viéc Ngay b.dau  Ngay k.thic Trang thai Uu tién
s Cong viec tham gia
S = : 3 4 Administrator Test chirc nang VPDT 08/3/2016 15/3/2016 DPang thwc hién Cao
» Cong viéc giam sat -
§= Administrator Chuan bi tai liéu hudng dan sir dung eOffice 26/11/2015 28/11/2015
» Cong viéc da giao B PO 2
¢ Administrator Lap bdo cdo cong tac van hoa van nghé nam 2015 11/11/2015 23/11/2015 Chua batdau Thap
= Giao cong viéc mai o Z ¥ o L e : £
{= Administrator Xay dung Mau file mem (XD Hé Thong Van Ban Noi B9) 08/112015 15/11/2015 Pang tam dirng Thap
QUAN LY
» Quan ly cong viéc
ONG VIE s
CO ShiSE @GIAOVIEC
= CoOng viéc xtr ly chinh
= = Nguwdi giao viéc: admin Tham gia Giam sat
= Cong viéc tham gia
= Céng viéc giam sat Ngur&i xir Iy chinh [Choni
= Cong viéc da giao ——— -
Ngudi tham gia {Chon]
= Giao cong viéc mgi
Nguoi giam sat
QUAN LY s [Chon]
= Quan ly céng viéc Tiéu de
Ngay batdau: Han két thic: 177272017
Mirc d6 uvu tién: ! - | Trang thai: | - i
Thudc du an ‘ '—}
Nhém céng viéc: ‘ - ‘
ilnlsl==l=sll=l=llal o lol=l=
NGi dung cong viéc:
Tai lidu:
Céng van
Puwra vao lich cong viéc cua toi
¥ | Hiéu luc
| Hoan téT‘
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4. Quan Iy tai lidu

e Quan ly cac van ban, ho so

e Phan loai hé thdng hd so, tai liéu

e Tim kiém tai li€u theo tén,loai tai liéu.

e Tu sach tai li€u cd nhan gom cac tai liéu thuong xuyén truy cap cua tirng nhan vién.

Trang chu  Tin tirc

[2) TAlLEu

» Tat ca tai lidu

& C|® vanphongtructuyen.org/office/tailieus.aspx B Y| @
CONG TY CO PHAN PHAN MEM THANH TAM Administrator [Thoa]
Tinnhdn Lich coquan Lich cong viec Céngviéc Congvan Quytrinh Tailiéu Diéndan Nhansy Hop tryctuyén Khac Admin
D TAILIEU
S6 hir v [ Tim |

» TU tdi liéu cd nhan

» Cac biéu mau cong viéc

a Cacvan ban Luat

» NGi quy, Quy ché, Quy dinh

s Tailiéu Ky thuat

s Tes tai liéu

» Van ban phap quy Bé Nganh
D QUAN LY TAILIEU

» Cdap nhat loai tai liéu

» Tai tai liéu

S0 hiéu
108/QD-HBQT
4550/QD-BGTVT
4426/QD-BGTVT
4543/0D-BGTVT
104/0D-HDQT
Théng tur 01/2011/TT-BNV
Théng tur 04/2010/TT-BXD
S0: 27/2013/TT-BLDTBXH

‘ Xoa H Cap nhattai liéu moi |

Tiéu de
Quy che quan ly tai chinh Cong ty
Quyet dinh ve viéc ban hanh ké hoach thuc hién Quyét dinh s0 312/QD-TTg ngay 288/02/2014 clia Thi twéng Chinh
Quyet dinh ban hanh quy dinh k¥ thuat ve thiet ke, thi céng va nghiém thu |&p tai sinh ngudi
Quyét dinh vé viéc cho phép dp dung cong nghé cao béc tai sinh ngudi tai chd bang nhii tvong
Quy ché quan ly va van hanh Van phong dién tir Cong ty
Huéng dan thé thirc va ki thuat trinh bay van ban hanh chinh
Hudng dan 1ap va quan Iy chi phi dau fu xay dung cong trinh

Ve viéc qui dinh vé cong tac huan luyén an toan lao dong, vé sinh lao ddng

Phan loai

Noi quy, Quy ché, Quy dinh
Tai liéu Ky thuat

Tai liéu Ky thuat

Tai liéu Ky thuat

NGi quy, Quy ché, Quy dinh
Van ban phap quy Bé Nganh
Van ban phap quy Bé Nganh
Van ban phap quy B Nganh
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5. Quan ly nhan su, phong ban
e Tao lap danh sach nhan vién, phong ban
e Tao lap céac chiic danh
e Phén quyén cac bd phan chic nang va cac nhan vién theo chtrc danh hop 1y
¢ Quan ly thong tin cua nhan vién
e Danh sach sinh nhét cua nhan vién theo thang

& (¢ @® vanphongtructuyen.org/office/nhar Y|

CONG TY CO PHAN PHAN MEM THANH TAM Administrator [Thoat] [

Trangchi Tintec Tinnhdn Lich coquan Lich céngviéc Congviéc Céngvan Quytrinh Tailiéu Diéndan Nhan sy Hop trwc tuyén Khac Admin

&3 QUAN LY NHAN sU
83 DANH BA COQUAN

» Thong tin ca nhan - - -
’ Excel v || Export Bang ho so mai

» D6i matkhdu dang nhap Hotgn/ v ﬂ‘
» Phong ban - don vi STT Hotén Ngay sinh Chirc danh Chuyén mon HSL Qué quan =
s Chicva-Chicdarn 1 Nguyén Thi Tl Anh 02
2 Giamdoc
s Trinh @6 Chuyén mén 3 |nhan vién
= Trinh d6 Van hoa 4 Pham Van Diing CTHBQT-Gb
« Trinh @6 Quan 1§ 5 Nguyén Thi Van 25/7/1962 Kétoantredng  Cir nhan kinh té 5.98 Thuan Thién - Can Léc - Ha Tinh
) 6 Dinh Quynh An Tridng phong
hnhdo Sl 7 Nguyén Phic Anh Trudng phong Thanh Phé Vinh
» Bac tho 8 Duwong Hong Ba 15/5/1964 Trurdng phong CUr nhan kinh té 5.32 Xuan Thanh - Yén Thanh - Nghé An
9  Tran Binh Han Trurdng phong Thanh Phé Vinh
10 Nguyén Van Hoang Trwdng phong
11 Nguyén Van Diing Bdi trudng
12 Chu Thi Thanh Hang 17/3/1979 Pho phong Cir nhan kinh té 327 Phuwong Lé Loi-Tp Vinh - Nghé An
13 L& Thi My Hanh Pho phong Thanh Phé Vinh
14 V6 Birc Manh Phé phong Thanh Phé Vinh
15 Phan Kim Nam 10/9/1957 Pho phong Clr nhan QTKD 5.65 Dién Hoa - Dién Chau - Nghé An
16 Nguyén Thi Hong Tan 19/2/1971 Phé phong CUr nhan kinh té 42 Thanh Linh - Thanh Churong - Nghé An
17 Nguyén Son Ha 1 Nhan vién
18 L& ThiVan Anh 28/8/1977 Nhan vién CUr nhan kinh té 3.58 Quynh B6i- Quynh Liru - Nghé An v
m o TR, o Copyright @ CONG TY CO PHAN PHAN MEM THANH TAM
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6. Quan ly Vit tw — Thiét bi

Quan 1y vat tu thiét bi 1a quan 1y toan bd vat tu, hang hoa luan chuyén qua cong ty, thuc hién quy trinh xuat nhap vat tu.
Phan mém theo dbi, ghi chép, ddm bao tinh chinh xac, hang tuan tap hop, cap nhat, phan loai cac chiing tir nhap Xuat vat tu,
hang hoa cuing cac ho so di kém.
Céc phong, ban doi chu dong trong viéc lap ké hoach vat tu , thiét bi phuc vu cong tac van hanh va bdo tri trong toan cong
ty, bdo cao 1én cong ty va ban diéu hanh c6 lién quan tinh hinh vat tu ctia phong ban minh.
Ban giam sat s& d& dang kiém tra, giam sat quan 1y cac don vi sit dung cac loai vat tu, thiét bi néu trén dé c6 bién phap thu
hoi khi sir dung khong dung muc dich, gy lang phi, that thoat. D& dang kiém ké, ddi chiéu sd liéu ton kho véi thil kho, bo
phén san xuit va cac bd phéan c6 lién quan.
Phong phu trach vat tu kiém tra viéc mua ban, tinh hinh du trir vat tu, cong cu dung cu, gia vat tu theo gid thi truong, dé
xuat xtr 1y sb liéu vat tu chénh 1éch, thira thiéu, o dong, kém pham chat va cac nguyén liéu, vat tu co sd luong 16n bi ton kho

lau ngay, ngan ngtra st dung vat tu, cong cu dung cu sai quy dinh cua cong ty.

& C | ® vanphongtructuyen.org/office/vattuvpp.aspx B
CONG TY CO PHAN PHAN MEM THANH TAM Administrator [Thoat]
Trangchi Tintéc Tinnhan Lich coquan Lich congviéc Céngviéc Congvan Quytrinh Tailiéu Diéndan Nhansw Hop tryctuyén Khac Admin

y VAN PHONG PHAM L . : i ]
VAT TU VAN PHONG PHAM

STT Tén phong ban Tong SL dwoc duyét Tong SL da cap Chi tiét

Kho cong ty 210 120 Xem
Ban lanh dao Xem
Phong Hanh Chinh

Phong Tai chinh Ké todn Xem

Phong Vattu thiét bi Xer

Phong Ky thuat 10 Xer

~N O O B W N -

Phong Kinh doanh Xem

©

Xudng trure thude Xer
9 SiéuthiCK Xer
10  Siéu thi Quang Trung Xem
11 TTDV Gabn
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7. Quan ly lich 1am vi€c (lich co’ quan, lich 1anh dao, lich ca nhan)

e Thay thé cho cic phuong tién truyén thong cii nhu bang théng bao, ban ké hoach cong tac clia co quan, cic phong
ban.

e Xay dung ké hoach 1am viéc chung ctia cong ty, phong ban theo tudn, theo thang, theo quy

e Xem lich ctia co quan,lanh dao, phong ban va lich ¢4 nhan tai thoi diém hién tai va theo tung thoi diém tim kiém.

& C | ® vanphongtructuyen.org/office/lichcqdm.aspx & v |

CONG TY CO PHAN PHAN MEM THANH TAM Administrator [Thoaf]

Trang chi Tintkc Tinnhdn Lich coquan Lich cong viec Congviéc Coéngvan Quytrinh Tailiéu Diéndan Nhansw Hoptrctuyén Khiac Admin

| LICH LAM VIEC 1
: : m DANH MUC LICH CO QUAN

» Lich co quan

. 7 STT Tén danh muc Lén trang chi Sira | Xoa
s Tong giam doc

1 Lich co quan < X

» Chu fich HBDQT P ST
2 Tonggiam doc < *x
= Phong hanh chinh 3 Chatich HBQT <% *
» Phong Tai chinh Ké toan 4 Phong hanh chinh < %
o 5  Phong Tai chinh Ké toan < X
» Phong Ky thuat ;
6 Phong Ky thuat < X
s Phong Kinh doanh 7 Phong Kinh doanh < x/
» Trung Tam Dich Vu 8 Trung Tam Dich Vu ~ X

QUAN LY LICH Thém dong |
= Quan Iy lich co quan

» Danh muc lich co quan
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8. Tin tirc ni bo
e Trang truyén thong ndi bo cua cong ty. Trang s& ding nhitng thong tin, sy kién chung can thong bao rong rii cho
toan thé can bo cong nhan vién

& C | ® vanphongtructuyen.org/office/lichcqdm.aspx & Yy |

CONG TY CO PHAN PHAN MEM THANH TAM Administrator [Thoa]

Trang chi  Tintic Tinnhén Lich coquan  Lich cong viec Céngviéc Coéngvan Quytrinh Tailieu Diéndan Nhansw Hop trectuyén Khac Admin

,," LICH LAM VIEC .
m "’t) DANH MUC LICH CO QUAN

» Lich co quan

z 7 STT Tén danh muc Lén trang chu Stra | Xoéa
s Tong giam doc
1 Lich co quan oA *x
» Chi tich HBQT : % P
2 Tong giam doc < *x
= Phong hanh chinh 3  Chutich HBQT A3 b4
» Phong Tai chinh Ké toan 4 Phong hanh chinh < %
o 5  Phong Tai chinh Ké toan < X
» Phong Ky thuat ;
6 Phong K thuat < X
s Phong Kinh doanh 7 Phong Kinh doanh < x/
» Trung Tam Dich Vu 8 Trung Tam Dich Vu < ),(z
QUAN LY LICH Thém dong
» Quan ly lich co quan

 Danh myc lich co quan
9. Dién dan — Giai tri
e La moi trudng cac thanh vién chia sé tri thirc, dién dan giao luu gidi tri.
10.Tw dong bao tin
e E- Office tu dong thong bao SMS cho nguoi st dung khi c6 cong van, cong viéc dugc giao, cong vi¢c tham gia

hay khi c6 thdng bao tir co quan, céc cap lanh dao ...mdi.
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