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-+ v | Borders — tao vién cho vdn ban




Bullets and Numbering
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== «| Bullet duing dé liét ké cdc doan vdn cuing chung chi dé

Bullet Library

None ® ‘ ®

+ % >V

Define New Bullet...

O ]

Thuw vién bullet cung cép sGn mét sé ky tw thuwdng xuyén st dung

dé gach déu dong

Chon Define New Bullet dé thiét Iap bullet da dang hon
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Bullet dung dé liét ké cdc doan vdn cuing chung chd dé

Bullet Library Define New Bullet ? X Bullet c6 2 hinh thurc di kém vdi chire
Nore || @ ¢ ° o - Bullet character ndng Font — dinh dqng bullet
Symbol.. Picture.. (kich thwdc, mau sdc,...) :
'y 0:0 > v Alignment: * Symbol — ky tu,
Left v * Picture — hinh dnh

= > Preview e ) e L )

Define New Bullet.. 7:;n;tered BL{AIIet co 3 klAeu ca? lé so vo,'/' van ban

(hGu nhw khéng s dung vdi bullet):
. * Left—trai

* Centered — gilta
* Right - phdi

¢ | Word
¢ | Excel

Cancel .
¢ | Powerpoint

Bullet
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Bullet Library Define New Bullet ? X

Bullet character

Symbol... Picture...

None " ‘O |

-+ 0:0 ’> \/ ﬁ'\lignment:
Left ~ Symbol 7 X
3= Che , > Preview Font: Symbol v
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Symbol: 168
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Bullet Library

None " Y O |

> v
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R

Define New Bullet...

Word cung cdp 3 phuwong thire dé chén hinh:
» From a file — 4nh c6 sén trong mdy tinh
* Bing Image Search — tim dnh online

Define New Bullet
Bullet character

Symbol...

Alignment:

? X

Left r

Preview

Insert Pictures
:k From a file
b Bing Image Search

& OneDrive - Personal

Browse »

Search Bing

Browse »

e OneDrive — Persional — anh tir OneDrive cd nhén
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Bullet Library Define New Bullet ? X
Bullet character
None Y ’ Y O | -
Symbol... Picture...
+ .:0 ’ > / Alignment:
Left
— Online Pictures ©
5 Ch > Preview < < A 14
& | O star (1) Nhdp tir khod tim kiém X
Define New Bullet... =
— Powered by |» Bing
[ J
Y  © Creative Commons only
. (2) Click vao hinh muén dung
: A
« | Word »
« | Excel —
+ | Powerpoint ,
P (3) Nhn Insert
You are responsible for respecting others' rights, including copyright. Learn more here
Picture Bullet \
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Bullet Library Define New Bullet ? X
Bullet character
None Y ’ Y O |
Symbol... Picture... l Font...
\¢ > / Alignment:
* .” ’ gnm : Font
Left v ‘ Font Adyanced
5- > Preview Latin text
— Eont: Font style: Size:
Define New Bullet... M N
Regular 8
Italic ‘ 9
Bold 10
L4 Complex scripts
Font: Font style: Size:
L] ‘ e V
All text
/) d Font color: Underline style: Underline color:
L )4
* WO r . I v No Color
Effects
/
.” EXC e I | [- ] Strikethrough Small caps
B Double strikethrough B Al caps
J M ’ Superscript ’ Hidden
** | Powerpoint =
PHEVL 2 E Vo
Dinh dang Bullet |
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T No Spac

Bullet Library al
None 0’0 ‘
* e ¢ )
Remove
O |
Add Gallery to Quick Access Toolbar

Define New Bullet...

>

Right-click va chon Remove néu khéng muédn lwu trit trong thu vién
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Numbering Library

| -
None - :
Il - 3.
R ! A Thuw vién numbering cung cép sGn mot sé kiéu ddnh sé the ty
2) II. B. ~— N A 2
3 " c thuong xuyén st dung
a) i
b) ii
c) c iii

Define New Number Format... Chon Define New Number Format dé thiét IGp numbering da dang hon




Tab Home — Group Paragraph

1 —
2— v
3 —

Numbering Library

|- 1.

I - 3.
1) I A
2) I B.
3) M. C.
a) a i
b) b. ii.
c) c. iii.

Define New Number Format...

none
Define New Number Format ~ ? X Y
T I Cdc kiéu
Number format AR , A~ ’
' i, i, i, ... cTanh SO thU' tw
Number style: ABC .. )
1,23 .. v ‘ [ Eont... l abc ..
1st, 2nd, 3rd ...

Number format:

1

Alignment:

Left

Preview

_/—" Centered \
Riaht

v

Numbering ciing cd 3 kiéu cdn 1€ so

vdi vdn bdn (dwoc st dung nhiéu hon
Bullet):

* Left—trdi

* Centered — gilra

* Right - phadi

Cancel
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Font ? X
Font Adyanced
Latin text
Font: Font style: Size:
Define New Number Format ? X [Regular 3
Italic 9
| Bold 10
Number format
I - 1 - Complex scripts
None Il - 2. Number style: Font: Font style: Size:
- 3. 1,23, .. v Font... )
All text
Number format: Font color: Underline style: Underline color:
1) l. A. 1
Effects
\ .
2) I B. Alignment: 8 strikethrough Small caps
3) 1. C. B Double strikethrough B Al caps
Left v ) ;
&} Superscript @ Hidden
. ' Subscript
Preview
a) i. Preview
\ .
b ) 1} Times New Roman
c) c. iii
1.
3= Change List Level > 2 Set A Dt Cancel
Define New Number Format... 3.
#- Set Numbering Value... Ist. Word
: 2nd. Excel
3rd. Powerpoint

Dinh dang Numbering
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Numbering Library

|- 1.

I - 3.
1) l. A.
2) [ B.
3) Il C.
a) i.
b) i
c) c iii.

Define New Number Format...

Define New Number Format

Number format

Number style:

1,23, ..

Number format:

e

| ‘1. ‘
Alignment:
[Left
Left Center Right
1st. 1t 1st
Pnd. 2id. 2nd
3rd. 3 3rd




Tab Home — Group Paragraph

_—

WN -

Numbering Library

1st. I -
None 2nd. -
3rd i
- Remove Right-click va chon Remove néu khéng muén lwu trit trong thw vién

T 1 Add Gallery to Quick Access Toolbar
2, 2)- - ‘
3. 3) 1.
A. a) a.
B. b) b
C c)




crease and Decrease Indent
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Increase Indent ting khodng cdch thut déu dong so
vdi bién cua dong do, nhuwng giam level cua né.

* Muc A
Increase Indent m Muc A.1
— )

Decrease Level ™ Muc A.2

Rl

Decrease Indent giam khodng cdch thut déu dong so
V@i bién cua dong dé, nhwng tdng level cua né.

* Muc A
C——— Muc A.1

Decrease Indent
= MucA.2
Increase Level

Khi tdng/gidm level cua dé muc, bullet/numbering sé thay déi twong trng
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/Z\l’ Sort — sdp xép vdn bdn theo diéu kién

Type — Kiéu vdn ban (Text), hodc thoi gian (Date)

Sort Text ? X
Sort by
Paragraph  Paragraphs v [ Tpe | Text . géscendmg Ascending — tdng dar‘r
s N T v Descendin ing — gid q
Doi twgng la sap xép la cac dogn van 9 = Descending — giam ddn
Then by
Then by v [Npet ek g Ascending
Thém béc Sép Xélp, Descending
thwong ding cho Table ™"
T o Ascending
v ype: ex 4
Descending

My list has
Header Row — hang tiéu dé, O Header row @ No header row

xudt hién trong kiéu di¥ liéu table
Options... Cancel

Options — Thiét lap phu
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%i Sort — sdp xép vdn bdn theo diéu kién

Excel Access
Sort Text ? X
Sort by
Word o Ascending Excel
Paragraphs v Type: | Text v
O Descending
Powerpoint T OneNote
| s e . Ascending
Descending
Outlook . o - Outlook
Ascending
Vv | Type: |Text M » .
Access Descending Powerp()lnt
My list has
O Header row o No header row
OneNote Word
Options... Cancel
Cdc doan van (Paragraph) ...dd dwoc sdp xép theo

ngdu nhién... béng chir cdi (Ascending)



Paragraph Mark
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Paragraph Mark

q \ Paragraph Mark — ddnh déu vin bén (Ctrl+Shift+8)

Paragraph Mark thuong dwoc st dung nhw 1a cong cu hé tro khi diing tinh ndng Break va Mark

Layout \ Page Breaks
Page

Mark the point at which one page ends
and the next page begins.

v

i A

Column

Indicate that the text following the column
break will begin in the next column.

Text Wrapping
0= Separate text around objects on web
pages, such as caption text from body text.

Section Breaks

Next Page
Insert a section break and start the new
section on the next page.

v

il

Continuous

v

Insert a section break and start the new
section on the same page.

Even Page

Insert a section break and start the new

2=4=—

section on the next even-numbered page.
1= 0dd Page
3= Insert a section break and start the new

section on the next odd-numbered page.

References

’ ﬁ Insert Index +_ EE]’ Insert Table of Authorities
[

Update Index B Update Table
Mark | Mark |

Entry Citation

Index Table of Authorities
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Paragraph

Indents and Spacing  Line and Page Breaks  Asian Typography

General
Alignment:
Qutline level: Contaicn Collapsed by default
Right
Justified
Indentation Distributed
Thai Distributed
Left: w Special:

By:

(none) v

Right: 0" E
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— ‘ Lwu y khi st dung tinh ndng Justify (cén déu hai bén)

Binh thwong

Video provides a powerful way to help you prove your
point. When you click Online Video, you can paste in
the embed code for the video you want to add. You
can also type a keyword to search online for the video

Hai kiéu xubéng dong:

q | Enter & shift + Enter

Video-provides-a-powerful-way-to-help-you-prove-your-
point.-When-you-click-Online-Video,-you-can-paste-in-
the-embed-code-for-the-video-you-want-to-add.- You-
can-also-type-akeyword-to-search-online-for-the-video-

that best fits your document. Bat that-best-fits-your-document.q|

Léi ccin Ié & dong cubi wm T == l
Video provides a powerful way to help you prove your o Video-provides-a-powerful way to-help-you-prove-your:
point. When you click Online Video, you can paste in pomt.-When-you-cllck-Onll.ne-Vldeo,-you-can-paste-ln-
the embed code for the video you want to add. You the-embed-code-for-the-video-you-want-to-add.- Your
can also type a keyword to search online for the video can-also type-a keyword to-search-online-for the videor
that best fits your document. that- best: fits- your document.<

1
Tinh néng Justify khi gdp kiéu xuéng dong Shift+Enter ~ Gidi phdp Dt cursor tgi déu doan dwdi, nhdn xod (Backspace)

s& thém khodng trdng giia cdc chif sao cho chung
cdch déu nhau

sau dé Enter xuéng nhw binh thuédng



Line Spacing
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=~ | Line Spacing — khodng cdch giita cdc dong, thém/bdét khodng cdch giita cdc doan
1.0 .
1.15
15 : . Y TV : . ’ o
= Line Spacing cung cGp san mot s6 don vi khoang cdch giira cac dong
2.0

2.5

3.0 —

Line Spacing Options...

Add Space Before Paragraph Add Space Before Paragraph thém khodng trdng so vdi doan vdn lién trén,
Remove Space After Paragraph | Remove Space After Paragraph logi khodng trdng so vdi doan vdn lién sau

Al {1l




Line Spacing
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Paragraph ? X
1.0
Indents and Spacing  Line and Page Breaks
1.15
General
1.5 Alignment: v
2.0 Outline level: | Body Text v Collapsed by default
2.5 .
Indentation
3.0 Left: 0" ’;‘ Special: By:
) ) . Right: 1.5" (none) v
Line Spacing Options... E e 7@
D Mirror indents
¥
— Add Space Before Paragraph
— Spacing
= Remove Space After Paragraph ——
Before: 0pt H Line spacing: At:
After: 0pt 5 Multiple T

() Don't add space between paragraphs of the same style

Preview

Sample Text Sample Text Sample Text Sample Text Sample Text Sample
Text Sample Text Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text Sample Text Sample
Text Sample Text Sample Text Sample Text Sample Text

Tabs... Set As Default Cancel
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1.5

2.0

2.5

3.0

Line Spacing Options...

Al {1l

Add Space Before Paragraph

Remove Space After Paragraph

Before khodng cdch so vdi doan vdn truorc,
After khodng cdch so vdi doan vdn sau

Spacing
Before: 0 pt =
After: :

Video provides a powerful way to help you prove your
point. When you click Online Video, you can paste in the
embed code for the video you want to add.
I After: 30pt
To make your document look professionally produced,
Word provides header, footer, cover page, and text box
designs that complement each other.

¢ After: 8pt

Video provides a powerful way to help you prove your
point. When you click Online Video, you can paste in the
embed code for the video you want to add.

Line Spacing
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1.5

2.0

2.5

3.0

Line Spacing Options...

Al {1l

Add Space Before Paragraph

Remove Space After Paragraph

Line spacing: At:

Multiple v | 11.08

Single
1.5 lines
Double
At least
Exactly

Multiple

Single khodng cdch gitta cdc dong bang vdi font size,

1.5 Lines khodng cdch giita cdc dong bang vdi 1.5 lén font size,

Double khodng cdch giita cdc dong bdng vdi 2 lén font size,

At least khodng cdch téi thiéu giita cdc dong dwa vao s6 pt nhdp & 6 At,

Exactly tao khodng cdch gitta cdc dong bang vdi s6 pt nhép & 6 At,

Multiple tgo khodng cdch giita cdc dong bang vdi s6 pt nhdp & 6 At. Vi du, néu nhép 4,

Line Spacing

khodng cdch gitta cdc dong sé bdng 4 Ién font size. Font size = 12pt => Line Spacing = 48pt
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1.5

2.0

2.5

3.0

() Don't add space between paragraphs of the same style

Line Spacing Options...

Al {1l

Add Space Before Paragraph

Remove Space After Paragraph

Khéng chén khodng trdng giita cdc doan vdn cdé chung style
(style ap dung trong nhom Iénh Styles (Tab Home)).
Néu hai doan vén lién ké khdc style, sé dwoc dp dung Spacing

Line Spacing
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Bottom Border

P Top Border

-+ Left Border

i+ Right Border

i+ No Border

All Borders
Outside Borders

Inside Borders

— Inside Horizontal Border

Inside Vertical Border

Diagonal Down Border

Horizontal Line

Draw Table

View Gridlines

Borders and Shading...

Borders — tao vién cho vdn bén

— Cdc hwdng cua dudng vién

—

Puwong thdng phén chia 2 doan vén theo huéng ngang
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-+« | Borders — tgo vién cho vdn bdan

|)>

2= Horizontal Line Puwong thdng phén chia 2 doan védn theo huéng ngang

E:{l Draw Table
@ View Gridlines

Borders and Shading.. | \/jdeo provides a powerful way to help you prove your point. When

you click Online Video, you can paste in the embed code for the video

you want to add. You can also type a keyword to search online for the
video that best fits your document.

To make your document look professionally produced, Word provides
header, footer, cover page, and text box designs that complement
each other. For example, you can add a matching cover page, header,

and sidebar. Click Insert and then choose the elements you want from
the different galleries.
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Borders — tao vién cho vdn bén

= Horizontal Line Puwong thdng phén chia 2 doan védn theo huéng ngang

A=

=

Ez_l/ Draw Table . o e A . . .
Double-click dé hién thj hop thoai Format Horizontal Line

View Gridlines I ¥

(i

[ Borders and Shading...

Format Horizontal Line ? X
Width
Width — d6 dai so vdi bién 0% % messuein percens -
: i
‘ Height
Height — chiéu cao 15t %+
Color
COIOI‘ - mdu () use solid color (no shade) _ hd
Alignment
Alighment — cén |é _—
Left Center Right
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-+« | Borders — tgo vién cho vdn bdan

= Horizontal Line Puwong thdng phén chia 2 doan védn theo huéng ngang
E:{l Draw Table

@ View Gridlines

Borders and Shading...

Méi s6 kiéu dworng thdng duworc tao thi cong bdng cdch nhdp 3 phim giéng nhau lién tiép, sau dé Enter:

*k%k

I~~~

Hit#
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Borders — tao vién cho vdn bén

A

7— Horizontal Line

Insert

4 Draw Table Chtrc ndng nay ban doc vui long xem thém tai:
View Gridlines Table

Borders and Shading...

AT

a— Horizontal Line

EZI Draw Table

View Gridlines
| 4 N A . Y A . . k
Borders and Shading... Chirc nding nay ban doc vui long xem thém tagi: ~ 28S19n \

Page
Borders




Tab Leaders
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Tabs tao cdc duong dan dwa cursor dén vi tri
nhép liéu mong muén mét cdch nhanh chdéng
trén mét dong vdn bén

Paragraph ? X

Indents and Spacing  Line and Page Breaks

General Tabs ? X
Alignment: v
Tab stop position: Default tab stops:
Outline level: | Body Text v Collapsed by default | =
0.5" -
Indentation Tab StOp pOSitiOﬂ - d’é’m d(‘l‘ng sau khl tab ’ Tab stops to be cleared:
Left * B Spedial By (noi bat déu nhép liéu)
Right: 1.5" : (none) v :

C] Mirror indents

Alignment — cén 1€ ngay tai diém dirng tab:  Alignment
Before: 0 pt = DeCimaI - o Left O Center O Right
After: 0pt 3 Multiple Vo108 S Bar — O Decimal O Bar

Spacing

Line spacing: At:

() Don't add space between paragraphs of the same style Leader

Leader — tgo dwong dén tir vi tri bt déu tab

dén diém dirng tab O 1Nere Oz O3
Oa__ ©) 5 e

- P
Sample Text Sample Text Sample Text Sample Text Sample Text Sample Set - thIEt I.ap tab/ Set Clear Clear All

Text Sample Text Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text Sample Text Sample

Text Sample Text Sample Text Sample Text Sample Text Cle ar —_— XO a’ tab du‘o’c Ch Q n’
Clear All — xod tdt cg cdc tab Cancel

Preview

Tabs... Set As Default Cancel
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Tab stop position: 1.5”

Tabs ? X
Ny Tab ition: Default tab :
A 1 L 2 3 a “stop positio e "autta stops )
15 0.5 -2
HO Vé tén: Nguyén Vén An‘ " ) Tab stops to be cleared:
Ngay thdng nam sinh: 01/01/2000
CMND s6é: 123456789 Alignment
O Left O center O Right
Cap tai: . , Cong an Huyén A, tinh B O pedmal - O gar
Leader: None Leader
© 1 None O2. ()3
Alignment: Left L Os__ QO 5
Vidn bén dugc nhdp sé ddy hét vé phia phdi tab ” - m—
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Tab stop position:

|

3 : E
Chuwong 1:. teader: None , Thuc trang
Chuwong 2: Nguyén nhan va Giai phap
Chuwong 3: K&t luan
Chuong 4: Danh muc tai liéu tham khao

Alignment: Right

Vidn ban dwoc nhdp sé day hét vé phia trdi tab

3//

Tabs

1=

ab stop position:

w |l

Alignment

O Left

O Decimal

Leader

°1None
Oa__

O Center o Right
O Bar
Q2. © g
© G
Clear Clear All

? X

Default tab stops:

-

0.5" =

Tab stops to be cleared:
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Tab stop position: 3.5”

Tabs
5 1 2 3 I 4 Tab stop position:
3.5"
Tinh yéu la phép nhiém mau 3 .
Leader: None |
« » Giup ta nhich lai gan nhau trong doi
Xua tan cam giac choi voi Alignment
O Left o Center
Niém tin ruc sang, canh doi dep hon. Opecimal O gar
Leader
o 1 None O 2.,
Os4__ O
Alignment: Center . Set Clear

Vén bédn dwoc nhap sé ddy déu sang hai phia

? X

Default tab stops:

a

0.5" [~

v

Tab stops to be cleared:

O Right

Clear All
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Tab stop position: 1”7

l Tabs

5 i 5 Tab stop position:
=
2.5 T
Leader: None
< »3.125
156.25 Alignment
O Left
1024.2345 O Decimal
Leader
07.275 © 1 None
Oa__
Hi. Xin chao cac ban! Set

I
Alignment: Decimal . O

O Center O Right
O Bar
Oz.. O g=—=
O Gw=n
Clear Clear All

? X

Default tab stops:

A

0.5" =

v

Tab stops to be cleared:

Vidn ban dwoc nhdp sé déay déu sang hai phia va 1dy dém chém déu tién lom méc
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Tab stop position: 4”

l

o
K 1 2 3 &

Video provides a powerful way to help you prove your point.

When you click Online Video, you can paste in the embed code

for the video you want to add.

You can also type a keyword to search online for the video that

best fits your document.

Alignment: Bar
Tao mét dwong thdng doc xuyén qua cdc doan vén duoc gdn tab

Tabs

=

ab stop position:

? X

Default tab stops:

4 0.5" =
4 a
Tab stops to be cleared:
Alignment
O Left O Center O Right
O Decimal o Bar
Leader
1 None 2 S
4 oL
Set Clear Clear All
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A Leader 2. L., Leader 2 ......
[ Lo IRV 2= TR 1= o Giditinh: .o,
Leader 2 Leader 3
CMND s0: ---==-====mmmm o Cap tai: -------——-m—-mmem - e

. . Leader 4___ . Leader 4___
Sinh ngay: eader Tai: eader




