VAN PHONG TRUNG UONG DANG PANG CONG SAN VIET NAM
CUC CHUYEN DOI SO - CO YEU

Ha Noi, ngay 05 thang 12 nam 2025
$6525-CV/CCPS-CY

V/v trién khai sir dung hé thong thir dién tiv
trong mang ngi bo

Kinh gui: - Van phong cac ban dang ¢ Trung uwong,
- Van phong Dang uy cac co quan Pang Trung
uong,
- Van phong cac tinh uy, thanh uy,

Thuc hién Dé an Chuyén dbi sd trong cic co quan Pang (theo Quyét
dinh s6 204-QD/TW, ngay 29/11/2024 cta Ban Bi thu Trung wong Dang),
trong d6 c¢6 hang muc "Hé théng thu dién tir ctia cac co quan dang trén mang
noi bo". HE théng thu dién tr nay hién di duoc cai dat, sin sang trién khai va
s& thay thé hé théng thu dién tir cii (Lotus Notes).

Cuc Chuyén dbi s6 - Co yéu, kinh d& nghi cac co quan cir can bd quan
tri mang phdi hop, tiép nhan, quan 1y va huéng dan nguoi st dung thu dién
tlr trong mang nodi bo ciia co quan, don Vi (tai liéu hudng dan trong Phu luc
kem theo).

Thoi han hoan thanh tiép nhan: Trudce ngay 10/12/2025.

Pau mbi lién hé dong chi Nguyén Vin Thao, Chuyén vién phong Ha ting
50, dién thoai 080.45476; 0945696683.

Xin théng bao dé cac ddng chi duoc biét va phdi hop thuc hién.

Noi nhén: K/T CUC TRUONG

_ Nhu trén, PHO CUC TRUONG

- Bong chi Cyc trudng (de bao cao),
- Luu Cyc Chuyén doi s6 - Co yéu.

Dinh Ba Nghia



1. Truy cip vao hé thong mail

1.1 Truy cdp vao hé thong
T trinh duyét web nhép dia chi: https:/mail.tentinh.dcs.vn (Tuy thudc vao

tung don vi s€ ¢6 dia chi thu dién tur khac nhau).
Vi du: Déi véi hé thong Email cta tinh Ninh Binh. T trinh duyét web nhap

dia chi: https://mail ninhbinh.dcs.vn

VAN PHONG TRUNG U'ONG
DANG CONG SAN VIET NAM

HE THONG THU BIEN TU

Tiép theo, nhap Tai khoan truy cap va Mét khau tuong tng:

1.2 Thao tac trén giao dién
Sau khi dang nhap thanh cong, hé thong s& hién 1én trinh diéu khién
trong mail:
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- Néu muon chinh giao dién Tiéng Anh hoac Tiéng Viét chon muc Preferences,

General, tiép theo chon muc Language chon — Tiéng Viét va chon Save

Danhba lich Céngviéc  Ciptailidu

Luu | Hay Hoan tac cic thay ddi
N
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Q Thing béo In kich €8 chir: 12pt =
B Nhip/Xudt
(&) Phim tht Mui gi&r va Ngén ngit
B ciczimiet

Mdi gid:  GMT +07:00 Bangkok, Ha NI, Jakarta =

Ngénngl: Tiéng Viét =
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Tim kiém

Tim kiém cic thu myc: [ Bao gam thur muc Thit rac trong cac tim kiém

n . —_— P
6 17 18 19 20 21 2 L Bao gém thu muc Thiing rac trong cac tim kiém
23 2 25 % z[@ s O Bao g8m cc myc chia sé trong céc tim kiém

30 31 1 4 5

- Néu nguoi str dung (NSD) mudn xem thu duge giri dén NSD chon muc Hop thw
dén
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Danh ba Lich Cdng viéc Cap tai lieu Tuy chon

¥ Thu muc thu Sap xép theo Ngay ©

l &, Hep thu dén - |
2 pagui
E@ Thunhip
B3 Thurac
lj Thiing réc
B chats
Lugt tim kiém
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Khong co két qua nao dugc tim thay.

» Cac zimlet

H 4 ThingBa2025 » W
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- Néu NSD mubn xem thu di dugc gt di, chon muc Pa giri:

Danh ba Lich Cong viec  Cap tailiéu Tuy chon

Thu mdi v Tra loi Tra |oi tat ca Chuyén tiép Luu tri Xoa Thu rac v v Thao tac ~

¥ Thu muc thu Sap xép theo Ngay ™ 33 cudc dam thoai
¥ s % ) a Dé xem mot cut
= Hop th dén ® huynguyenhoang 20 Thang 3
£ pagi b test - test =
E2 Thunhap
® nqtuan2511 20 Thang 3

£2 Thurac a

Test - Test =
E_'j Thung rac
BB chats @ nqtuan2511 20 Thang 3

test - test &3

Lugt tim kiém

- Cach lam tuong ty véi 3 muc Thuw nhap, Thu racva Thung rac NSD
c6 thé kich chudt vao cac chit trong tmg va xem nodi dung timg phan.

- Tao thu mé&i va mot sd thao tac lién quan

- Tao thu moi

- O goc trén cung bén trai, NSD kich chudt vao Thw méi dé bat dau soan

thao mot thu moi:



Danh ba Lich Cong viéc Cap tai liéu Tuy chon

Thuml | Tra IGi

¥ Thu muc thu S&p xép theo Ngay ©

%, Hep thu dén -
B pagti

B Thu nhap

£ Thurac

T Thing rac

B Chats

Lugt tim kiém

Thé

» Cac zimlet

Khong co két qua nao dudc tim thay.

# 4 Thang Ba 2025 r»
CN T2 T3 T4 T3 T6 T7

Thu Danh ba Lich Cong viéc Cap tai lieu Tay chon

Gdi | Hay Luu ban nhap Tuy chon *

Te: | [© Binh dang theo HTML
Dinh dang theo van ban thuan tay
Cc. |
Hién thi Bec
Chi dé:
Dinh kem | [Meo: kéo v thicac ] T MU Hu tién cao b vio thu nay
@= Muc uu tién binh thudng
Sans Serif 12pt 4 Muc Uu tién thap L A - H EEZS-E-6#6 FF=EE NSLSOQ—E
3] R
L Yéu cau xdc nhan doc

Cic théng tin soan thdo giti thw bao gom:
- Téi: NSD nhap dia chi email ngudi can giri thu toi c6 yéu cau
phén hoi thu.
- Cc: NSD nhép dia chi nguoi can gui thu td1 nhung khong yéu cau

phan hoi thu.
- Chu dé&: NSD nhép ndi dung chi dé thu can giri.
- Khung trang rong: NSD nhép ndi dung thu can guri.
- Dinh kem: NSD dinh kém file theo thu.
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- Céch chinh thu theo van ban: NSD vao Tuy chon, sau d6 chon

Dinh dang theo HTML.

- Cubi cuing sau khi da hoan tat NSD chon GUT & goc trén man hinh
de gui thu

- Néu Giri thanh cong hé thong s& hién 1én thong bao: Pa giri thong
diép.

1.3 Mt 56 thao tdc lién quan

Trong trudng hop nguoi str dung mudn luu thu vira viét ra:

Thu Danhba Lich Congviéc Captailiéu  Tlychon RESELRRGIAX

GUi || Hay Tuy chon ¥
[ s ]
| G
Chu de:
[Dl’nh kém ¥ [ |Meo: kéo va tha cdc tdp tin to man hinh nén cua ban dé dinh kém vao thu ndy
Sans Serif 12pt - Poan van B 7 U 5 I A~ B = = = = 6 = =
<>

2

Truong hop huy va quay lai man hinh chinh NSD chon nat huy bo dé
huy thu:

Thu Danhba Lich Congviéc Captailiéu  Tuychon [EEERRGIEX)

GUi ( Luu ban nhap Tuy chon ~

[ ]
[ ]

Cha de:
[Dl’nh kém ¥ I Meo: kéo va thd cdc tdp tin tif man hinh nén cta ban dé dinh kém vao thu nay.
Sans Serif  ~  12pt Doan van B 7 U S Ikx A~ A =S = = E-6 = =

<>
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0 Chikc ning khi dn chudt phdi vao tirng thu:

NSD tién hanh tich chudt phai vao timg thu dé tién hanh cac tac vu:

Danh ba Lich

Coéng viéc

Cap tai liéu Tay chon
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ac zimle est - test again From] = Gtestd
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Cu thé tac dung cua tirng muc:
Panh diu 1a chua doc: danh dau thu thanh chua doc.
Tra 16i: chon muc ndy néu mudn gui thu phan hdi cho nhitng ngudi trong danh
sach gui thu phan hoi.
Tra 10 tit ca: chon muc nay néu mudn giri thu cho tat ca thanh phan lién quan.
Chuyén tiép: néu mudn lay noi dung thu niy dé chinh sira va giri cho dia chi
email khac.
Xo04 bo: néu mudn loai bé thu khoi danh sach.

Tién ich muc XEM ¢ goc trén bén phadi:

kich chudt vao chit xem va chon cac tac vu tuong ting:
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| E@ thernhap

St dia chi

Miczosoft Outlook Test Message T

- Xem thir theo théng diép: Sap xép thu theo thoi gian, thu cang

trén cao la cang maéi nhat:

=4 Soan thu mai

¥ Thu mige thu'

& Thwrdan

W wnodu
B2 huas adl

@ Thnhip

56 dia chi
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s Microsoft Outiook Test Message
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Thg 716

Microzalt Cutlook

L Microsaft Outlook Test Message

Tuy chon hién thi khung doc thu

Khung doc:

Lich Coing vigc Cap tai ligu Tuy chon
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@ Theo cudic-dim thoai: [ve]

SAp % theo Ngay T 18 18 théng diép

| d #d Theo théng didp  [vm]
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[ Microsoft Outlook Test Message B xerm it S Khing doc & bén phai Sap xEp theo »
Microsoft Cuticok Tha 7 16 I khung doc 1t Nham theo »

- Microsoft Cutlook Test Message

Thg 7 16

Microsoft Outlook

L Micresalt Outlook Test Message

] Gidi thiéu chirc nang cua nut tam gidc thong diép moi

«  Thir: Néu mudn soan 1 mail méi (Chirc nang nay da duoc hudng

dan & trén).
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1|ed Thy S&p xép theo Ngay ©
@ Lién he [nc] i L
& Nhom lién he

= Cuéc hen [nal
[ Cong viéc [nk]

Khong co két qua nao dudc tim thay.

4 Tai liu [nd]
I:_'j Thu muc [nf]
&4 The [nt]
E Thu muc Danh ba
Lich [nl]
L“J Thu muc coéng viéc
! £ cap tai lidu

[TTL

« Lién hé : NSD tao thong tin 1i€n hé cua 1 cd nhan.

Danh ba Lich Cong viec Cap tai lieu Tuy chon

Thu mdi » Tra loi Tra |oi tat ca Chuyén tiép Luu trr || Xoa Thu rac

1|4 Thu [nm] || Sap xép theo Ngay ©
@, Liéen he [nc] i L
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% Cuéc hen [na]
[ Cong viéc [nk]

Khéng coé két qua nao dugc tim thay.
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I_j Thu muc [nf]
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E Thu muc Danh ba
Lich [nl]
lf,! Thu muc céng viéc
! 2 Cap tai ligu
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- Nhap thong tin nguoi can lién hé, tiép d6 NSD chon Luwru lai dé
lru hodc Hiy bé dé bo qua:



Thu Danh ba Lich

Cong viéc

Luu || Hay = || Xoa v
'\ \ <Khoéng c6 tén>

Cap tai liéu Tuy chon

Luu duéi dang: | Ho, Tén -

Dia diém: ‘[‘j Danh ba‘

Email: |Dia chi email
Dién thoai: 50 dien thoa
IM:

Pia chi: | Huang pho

URL: URL
Khac:

Ngay

Ghi cha:

Ghi chu

- So dia chi dé xem danh sach nguoi lién hé:

+

Di déng v| &

XMPP v | g
Tangcht v | 4

, Bang/Tinh Ma buu dién

Trangchl  ~ | &

‘B VI Ngay sinh JZ| BN

Cong viéc Cap tai lieu

Tuy chon

@, Lien hé méi v | sta | | xoabs | v || #F~v| @~ | Hanhdong v
¥ Danh sach lién hé L
Téit ca R B e LB R UE
B Lennhe v
@ DNQ, Huy .

8
B

@ Thing rac

Danh sach phan phéi

Lien he da email

Tim kiém

Thé

Huy DNQ

> Zimlet i

«  Nhom lién hé: Néu muon lién hé voi 1 nhom.
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Thu mai v Tra 1oi Tra oi tat ca Chuyeén tiép Luu trir Xoéa Thu rac v v

v &g Thu [nm] Sap xép theo Ngay ©
Lién hé [ncl
|ﬂ Nhoém lién hé | | Khong c6 két qua nao dugc tim thay.
Cuoc hen [na]
[ Cong viéc [nk]
=2 Tai liéu [nd]

fj Thu muc [nf]

<& The [nt]

E Thu muc Danh ba

Lich [nl]

[z Thu muc céng viéc
| £ cap tai lieu

- NSD tién hanh thém dia chi nhom tur phéi qua trai:
Thi Danhba Lich Céngviec Captiilieu  Tuychon [ENESENIEREIELX]

Dia diém: | [ Danh ba

Thanh vién: i"m: | Tim kiem ‘ |
trong: ‘ Danh sach dia chi chung - ‘
Khéng c6 két qua nao duge tim thay.
@& Tén Email
s adm adm@vptw.decs.vn a
Q admin admin@vptw.dcs.vn l

| g Them |

| @a Them tit ca |

Hoac nhép dia chi dugi day (tach biét bang dau phay)

| qa Thém |

- Sau d6 NSD chon Luru lai dé luu lai hodc Hity bé dé bo qua.

* Cugc hen: 1én lich lam viéc dé gui cho céc user email khac.
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@ Lién he [nc] [ i
& Nhom lién hé

Cudc hen [na]
™ Cdng Viec [nk]
3 Tai liéu [nd]

Khong co két qua nao dugc tim thay.

a Thu muc [nf]

4 The [nt]
& Thu muc Danh ba
Lich [nl]

(& Thu muc céng vigc
| 3 Cap tai ligu :

- NSD nhép thong tin cudc hen va dién dia chi email :

Thad S48 dia chi Lich Cong wéc Cap thi by Ty chon Cong witc B
Lui g Oéng & = Tly chon ™
Chis g2 F;-u i giao
NGO tham dhy F huydng1987 * Hrén thi iy chan

™ |F'MN: hop

X Ca ngdy
. -
Ridng tu
1 1 1 > 1 1" 1 4 1 1
[C minheti [0 khonglimvite M B30 [0 Tha [C ihong bidt I Ra khdi co quan

- NSD chon Luru lai, tiép theo NSD chon Gii.
- Thir muc: Puoc tao ra dé nguoi ding gop nhiing thu lién quan vao 1
noi dé NSD dé& quan ly.
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Khong co két qua nao dugc tim thay.
ﬂ Cudc hen [na)

[¥ Cong viéc [nk]
23 i liéu [nd]

& Thu muyc Danh ba

B4 Lich [nl]

Q Thu muc céng viéc
| £ cap tai liéu

L]
wan

- Nhap tén thu muc can tao, chi dinh thu muc duge luu trong Thu di,

hodc Thu dén:

S6 dia chi Lich Cong viéc Cap tai liéu Tuy chon

4 Soan thu méi b2
¥ Thu muc thu Sap x&p theo Ngay © i
| = Tén: |BOSS
& Thu den b Microsoft Outloak o (1 —
. . ) | [Mau: |.Maudo "
B Gngiu ] Microsoft Outlook Test Message - —_
- Feed: [ Bang ky tdi ngudn tin (feed) RSS/ATOM xem mi
Thu da gui .
- g Microsoft Outlook Chon noi dé dat thu muc méi:
& Thunhap (] Micrasoft Outlook Test Message - 7
B Thu ¥ Thu muc thu
U réc
o ’ Microsoft Outlook 3
N e
J Thiing réc (-] Micrasoft Qutlook Test Message - 1 & Thrden
— R Tangiu
Tim kiém huydng1987
i - B Thudagui
The H (] Re: Test két ngi IMAP trén Outlook.
| = w Thung rac
> Zimlet Microsoft Qutlook

) Microsoft Qutlook Test Message - 1

“ 4 ThingBdy2018 » » huydng1987

. : & Re: Test web mail )
T 2 3 4 5 B 7 l pong ¥ J Huy bo J
8 9 10 11 12 13 14 Microsoft Outlook




Két qua:

S6 dia chi Céng viéc Cap tai liéu Tay chon
-4 soan thu méi ¥ Tra 1oi Tra loi tat ca Chuyén tiép Archive Xoa bo Thir rac
¥ Thu muc thu | | S3p x&p theo Ngady © 18 18 théng diép
v & Thuden ¥ Microsoft Outlook Thg 716
BOSS (] Microsoft Outlook Test Message - This is an e-mail mes: P
18 ngu Microsoft Outlook Thg 7 16
B Thudagu () Microsoft Outlook Test Message - This is an e-mail message
, Thu nha
2 - Microsoft Outlook Thg 7 16
£3 Thurac () Microsoft Outlook Test Message - This is an e-mail message
W Thung rac
huydnq1987 Thg 7 16

- NSD mudn gop thu vao thu myc chi can dung chudt kéo thu vao

thu muc vira tao 1a OK.

« Lijch: NSD tao 1 lich méi dé 1am viéc.

Danh ba Lich Cong viéc Cap tai liéu Tuy chon

Thu mdéi = Tralgi || Tra loitat ca Chuyén tiép Luu tr Xoa Thu réc

v kg Thu [nm]
@ Lién hé [nc] I L
& Nhom lién he
Cudc hen [na]
[ Coéng viéc [nk]
1 Tai liéu [nd]

Sap xép theo Ngay ©

Khéng co két qua nao dudc tim thay.

_ﬂ Thu muc [nf]

4 The [nt]
Thu muc Danh ba

|4 Lich I

& Thu muc cong viec
! 3 Cap tai lidu

i
1

- NSD nhdp tén lich va thong tin vao bang va chon Pong y:



S4 dia chi Lich Cong viec Cép tai lieu

4 Sean thu mai >

¥ Thu muc thu

v _5' Thu dén

= Boss
& Tanogau
) Thurda g
L@ Thunhap
L@ Thurac

] Thing ric
Tim kiém

Thé

Thy
(58 cube hen mas
¥ Lich

"B uen

[OF ting rs
Tim kigm

Thé
» Zimlet

t Qutlock Test Message

Microsoft Outlook

Microsoft Outlock Test Message

huydng1987

Re: Test két nai IMAP trén Outlook

Microsoft Outlook

Cap i héu Tuy chon

™ Hom gy
2018 Mg 716 | 1. Thy 711

1.4 Huéng déin thuc hién tim kiém thuw
C6 thé tim kiém thu theo dia chi mail cling nhu tir khoa co trong thu,

Thg 7 16

Tao méi lich

I
Tén: |Test

Mau: |a Xanh luc =

[ Loai trir lich ndy khi dang béo céo céc lan réi/ban

pongy | Huybo |
R ——— L —

& 716 - 7720

T4,Thg 718 15,1hg 718 ! 16, g 720

danh tir khoa vao 6 TIM KIEM ¢ khung tring trén bén trdi man hinh rdi tich

vao biéu tuong kinh lup dé tim kiém thu:



Thu  Danhba Lich

Congviec  Cap tai liéu

Tim thdy 31 két qua cho: ‘:test x)

Tuay chon

. . Sap xép theo Ngay © 31 cudc dam thoai
Bo loc cd ban -
O ¢ tap tin dinh kem ® nqtestd9 20 Thang 3
[ duge gén co test - test P
Oa chua doc

@ nqtest99 20 Thang 3
B8 loc ning cao Tt - Tes .
Da nhan tu .. v
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2. Thay d6i mat khau user mail va thoat khéi hé thong

2.1 Thay déi mdt khdu
Trén giao dién, chon Tuy chon va chon Thay doi mat khiu



Thu Danh ba Lich Coéng viéc Cap tai lieu Tuy chon

Luu Hay | Hoan tac cac thay déi .
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] Thu Ung dung web méc dinh: (O classic
%" Bdloc
Chi ky o D o
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4. Chiasé
& In kich c@ chir:
™ Théna béo

Bang thay doi hién 1én tién hanh nhap mat khau cii.
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2.2 Thodt khdi hé thong
Goc phai man hinh, chon biéu tuong tam gidc bén canh tén tai khoan.
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3. Gi6i thiéu thém 1 sb tic vu trong muc tiy chon
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3.2 Chgn ngon ngir va mui gio
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3.3 Chon cdc tac vu va ngon ngir tim kiém
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3.4 Gioi thi¢u danh ba
Hién thi ra danh sach c4 nhan hodc group lién hé:
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3.5 Gidgi thiéu Lich
- Muc dich: Hién thi lich lam viéc ca nhan cta mail, cot bén trai la danh

sach lich da duoc tao.
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- Mudn thém cong viéc vao lich chi can tich dip vao 6 c6 ngay & cot

dung va thoi gian & cot ngang tuong ung, sau d6 dién thong tin vao lich:
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3.7 Giéi thiéu cdp tai liéu

Tht Danhba Lich Congviec JMETREINI-IM Tuy chon

¥ Thu muc cap tai liéu Sép xép theo Tén ©
3 cap i lisu v
@ Thingréc Khéng c6 két qua nao dudc tim thay.
Thé

» Cac zimlet

DE xem trudc mot tap tin, bam vao né.

Dung dé luu trit va chia s tai liéu trén hop thu.
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