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Quan ly van ban va diéu hanh - Chit ky so 2019

1 Hwéng dan tai va cai dit trinh diéu khién thiét bi GCA-01
Trinh tw theo cac buwdc nhuw sau:

1. Ngu®i ding vao website: http://portal.ca.gov.vn dé tai Drive GCA-01 vé
may. Vao muc Chia sé tai nguyén ->Tai phan mém - Tai bd Drive GCA-01
mé&i nhat vé may nhu hinh:

= Bidu mdu qudn by TAI PH‘E‘N MEM
» Chinh sich phap Iy L Doswnilgad T el By Lol i B Ngdy chp nht
i S i i Khac Gda ]
+ H b tride khai VsignPDF_3.1.7 Phdn mém VsignPDF_3.1.7 5 B
« Tailiéu héi thio wSignPDF-Co quan Phdn mém YsignPDF che co'quan Bang bt October 4
Bing
- Thi chiing thu 5 - CRL
vSign-Coquan Bdng Phan mém Vsign cho oo quan Bing 3kt October 4
= Thi phdin mdm — — _
installrootca Sifa 16i dudng din chiing thuc (DSi thanh file *.exe v Ibit September 13
= Thi nguyén khic chayl
wgca_renew_tool_v1_1 Céng cu hd trg gia han ching thu s& (VGCA Renew Khic July 19
Tool)
OLTE_Tool_v1.1 Céng cu hé trg Co quan quin by thué bao (WGCA OLTE Khic July 19
Tool)
geall-client-v2-xG64-8.3 Trinh diéu khién thigt bi (Driver) GCA-01 EAbit July 19
gcall-dient-v2-x32-83 Trinh diéu khién thiét bj (Driver) GCA-01 32bit July 19

Hinh 1: Tai Drive GCA-01 vé may tinh

Chu y: Tuy cdu hinh may tinh dang str dung ma nguoi dung tai phan mém tuong ung 1a 64bit
hoac 32bit.

2. Chay file gca01-client-v2-x64-8.3.msi vira mdi tai vé theo cac thao tac nhw
hinh dudi:
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Quan ly van ban va diéu hanh - Chit ky s6 2019
1 VGCA Client 8.3 Setup — X
Welcome to the VGCA Client 8.3
SafeNet Installation Wizard
Authentication
Client The Setup wizard wil install VGCA Client 83 on your
computer.
It iz ztrangly recommended that pou close all ‘Windows
L programs before running the Setup wizard.
. b F~'| b Click Mext to contitiue.
o . E
@fel\let,
I NEH* | Cancel |
1 VGCA Client 8.3 Setup — X
Interface Language
Select the interface language. @f\ENet.
Select the WGECA Clent 3.3 interface language:
Vietnamese e
¢ Back || NEH‘% | Cancel
www.unitech.vn 3



Quan ly van ban va diéu hanh - Chit ky s6 2019

1 VGCA Client 8.3 Setup -

License Agreement by
Pleaze read the following license agreement carefully, SﬂfENEt

SAFEMNET SOFTWARE LICEMSE TERMS [
safeMet Authentication Client

Legal notice:

SafeMet software is not sold; rather, copies of SafeNet software are

licensed all the way through the distribution channel to the end user.
UMLESS YOU HAVE ANOTHER AGREEMENT DIRECTLY WITH SAFEMET THAT
CONTROLS AND ALTERS YOUR USE OR DISTRIBUTIOM OF THE SAFEMNET
SOFTWARE, THE TERMS AND COMDITIONS OF THE APPLICAELE LICEMSE
AGREEMENTS BELOW APPLY TO YOU. Please read the agreements v

(®) | accept the licenze agreement
()| do naot accept the license agreement

¢ Back | Next* Cancel

1 VGCA Client 8.3 Setup — X
Installation Type -
Select the installation bype. SﬂfENEt
@ Standard
=8 Standard inztallation
=g Includes new implementation and user interface for all eToken and
= g ey tokens.

B Legacy BSec-compatible inzstallation

= Includes new implementation and user interface for all eToken and
= g iKe_l,l tokehs. Alzo supparts leqacy iK.ep implementation and uger
interface.

< Back Cancel
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Quan ly van ban va diéu hanh - Chit ky s6 2019

1 VGCA Client 8.3 Setup

— >
Destination Folder
Select a folder in which the application will be installed. S fENet-

Setup will install the files for WGECA Client 8.3 in the following folder.

Toinstall in a different falder, chck Browse, and select anather falder.

Destination Faolder

C:%Program Filez\WGCAALthentication,

¢ Back || Mext I | Cancel |
1 VGCA Client 8.3 Setup — X
VGCA Client 8.3 has been
SafENEt_ _ successfully installed.
Authentication
C l e nt Click Finish to exit Setup.
g L
: i
& _E

Hwéng dan tai va cai dat phan mém ky sé trwe tuyén (VCGA) vé may tinh

Tuan tw thwe theo cac budc tr trén xubng dwdi nhu sau :
1. Pang nhap vao phan mém Quan ly van ban va diéu hanh. Sau dé vao

phan Tro gitp > Tai liéu huwéng dan dé tai tap tin.
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Quan ly van ban va diéu hanh - Chit ky s6 2019

16  Hudng din cai dat, cau hinh (rng dung nhac nhd trén may ngudi dung
17 Huwdng dan cai dat, cau hinh addin cho word 2003, 2007

18  B6 cdi dat (g dung Scan van ban dén

19 Bd cai dat DotMet 3.5. Bd cai dat DotMet 4.0

20  BO cai gat chir ky s, Tai lidu hwdng dan cai dat va sk dung

21 Hudng dan chif ky 56 danh cho 1Enh dao cor quan

22  Hudng dan chif ky s danh cho van thu

23 Huwdng din chi¥ ky 56 danh cho 13nh dao phong

24  Hudng din s dung Quan Iy nhiém vu - Nhan nhiém vu

Hinh 2: Tai tap tin tle phan trer gitip trén phan mém
Kich chon vao lién két B6 cai dat chir ky sé dé tai tap tin vé may
2. Gidi nén va chay tap tin da tai v& VGCASignServiceSetup_v1.0.0.msi

thao tac theo cac hinh bén dw&i:

17 VGCASignService Setup — X

Welcome to the VGCASignService Setup
Wizard

Ahe thue & Bho mit

The Setup Wizard will install VGCASignService on your
computer. Click Mext to continue or Cancel to exit the Setup
Wizard.

Cancel

Hinh 3: Tién hanh cai dat VGCA

Kich Next dé tiép tuc cai dat.
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Quan ly van ban va diéu hanh - Chit ky s6 2019

#7 VGCASignService Setup — =
Destination Folder
Click Mext to install to the default folder or dick Change to choose another.

Install VGCASignService to:

|C:‘|Prc:gram Files (x86)WECAWGCASIgnServicel,

Change...
Hinh 4: Chon dwéng dan dé cai dat
#7 VGCASignService Setup — ¥

Ready to install VGCASignService /

Click Install to begin the installation. Clidk Back to review ar chanage any of your
installation settings. Click Cancel to exit the wizard.

Cancel

Hinh 5: Tiép tuc cai dat
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#7 VGCASignService Setup —

e thye & Bho mit

Click the Finish butten to exit the Setup Wizard.

/Gc A Completed the VGCASignService Setup
Wizard

Cancel

Hinh 1: Hoan thanh cai dat

3 C4u hinh chiv ky sé

Nguwoi dung cau hinh chir ky sé theo cac buéc sau:

1. Tai khay hé thdng, kich chuét phai vao biéu twong >

hinh hé théng

Thang tin

Cai dat CT5 CA
Biéng ky sir dung
Cdp nhit phdn mém

Cdu hinh hé thing

Bang

chon muc Cau

2. Phan “Két néi mang” thiét Iap nhw hinh dwéi néu khéng cé gi déc biét
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CAU HINH HE THONG

K& ndi mang | Dich wu chiing thiic | Hién thi chil ky trén PDF | Dich vu t&p | BiEing ki st dung |

[ 5¢i dung méy chi prosy
(71 5 dung cdu hinh proxy mac dinh

@ 50 dung cdu hinh proxy féng

Pia chi: Céng:

e
[C] May chi proy o6 x&c thuc
T&n nguidi ding: Mat khau:

[] Khéng =l dung ciu hinh proser cho mang cuc bé

Hinh 7: Cau hinh két néi mang

3. Phan “ Dich vu chirng thwc” nhap cac thong sé nhw bén dui

www.unitech.vn



Quan ly van ban va diéu hanh - Chit ky s6 2019

CAU HINH HE THONG

K&t néi mang | Dich vu chingthuc | Hign thi chil ky trén PDF | Dich vu t&p | BiEing ki s dung |

S0 dung dich vu cap dau thdi gian (TSA)
May chi dich wu cap dau thdi gian (TSA)

tiachi:  hitpica.govvnitza

S0 dung dich vu kigm tra ching thu s& tric tuyén

Dich wu kigm tra ching thu s& tnic tuyén
[] Che phép kim tra chiing thy =& ngudi ko qua OCSP

Eiiting dan danh sach chiing thu bi thu hdi (CRLs): Thém

Ed
(=
[s1]

Hinh 8: Cau hinh dich vu chirng thwc

Dia chi st dung dich vu cap d4u thoi gian la: http://ca.gov.vn/tsa

4. Phan “Hién thi chir ky sé trén PDF” nhap cac tham sé nhw hinh dudi:

www.unitech.vn 10
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CAU HINH HE THONG
Két ndimang Dich vu chiingthuc  Hign thi chii ky tén PDF  Dich vutép Dang ky st dung
QUANLY MAUCHUKY  |oEm=rms v]
Loai chil ky: |M&u chil ky thuiding v]

Tén mau chil ky: |Dé’u ed quan |

Hign thi chii ky

(® Hinh &nh & théng tin ‘f.;:@ LTI _
for” ©% Tén chimg thu sb ky
() Hinh anh (5] o U PHAP S Tén don +i, tén co quan
e SOTURHAR 12 052019 08:52:43
() Théng tin "”\,J_:_r;, +07:00
an thang tin ai ~| Ld gquan el di gian Ky
[] Nhan tha [] Email M c 7] Thai gian ky
] Ky =& wdi vi tri m3c dinh
Trang d&u Toa dd tudng d&i: | 0.00;0.00 0 Thay ddi...
Hoac trang ch thudc chu ky: [ 150,55
[ ] Mau chii ky mac dinh ¥oa mau Thiét 15p lai mau
Luiu Bang

Hinh 9: Thiét lap mau chir ky

a. O phan “Quan ly mau ch ky” Chon “ Tao mau méi ...

IThém 54 Cdng Van B

[Thém Mgay Cong Van Bi

Chii ko Lanh Blao Cd guan
Chil by Con D&u cda T8 chic
Chi ko nhay

IChii ko ca nhan

IChid ky 13nh dao

Chid koy t8 chic
Tao mau mdi...

b. O phan Loai chi¥ ky, ngwdi dung chon “Mau chiv ky thuong”

c. Nhap tén mau ch ky (vi du: Con dau co quan)

d. Chon céac théng tin xuét hién trén chiy ky. Thong tin hién thi ch ky 1a
hinh anh va théng tin

www.unitech.vn 11



Quan ly van ban va diéu hanh - Chit ky s6 2019

Hign thi chii ky

(® Hinh anh & théng tin PSRty _
f;_" A Tén ching thir 20 by
() Hinh &nh 1S 1"'*I- Tén don vi, tén co quan
e 13052019 08:52:43
L L _.' HiT-
(O Thang tin NI O 07:00

] Mhan théng tin ] Email Cd quan Thdi gian ky

Nguw&i dung cé thé thay dbi anh hién thj ctia chi ky bang cach nhan chudt phai
vao anh chon “Thay anh khac”> Chon anh mudn thay, sau d6 nhan nut “Luu” dé lwu

thay dbi
Tén chimg thir s6
s |f v "'f‘I' Tén don vi, tén co quan
LN Chon nh mic dinh
S Thay anh khac |
El Cd quan Luu anh

O nhirng phan con lai nhw: Ky sé véi vi tri méc dinh, Mau chir ky méc dinh van thw
khéng can c4u hinh dé tién cho viéc chon vj tri ky khi thao tac ky sé.

[] Ky =& vdi vi tri mac dinh
Wi tri chid kg m3c dinh

[ »|  Toadstudnadd: 0.00:0.00 0
Hodc trang: |1 Kich thudc chi ko 150:55
[ M3u chil kgr méc dinh ¥oa mau [ Thi&t 15p lai mau ]

5. Phan “Dang ky st dung” nhan vao nat |

X o . z . (0]
SO can dang ky va nhan nat .

Déing ky sii d L
Engkfsiding | chon chir ky

www.unitech.vn
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Quan ly van ban va diéu hanh - Chit ky s6 2019

s e ™
ooy =

Chon chifng thu sé
Chimg thur s ky yéu cdu cdp license

(]
‘

Nguyén Phic Vinh Trung
Issuer Co gquan chung thuc so Chin...
Valid From: 27/07/2017 to 25/07,/2027

Click here to view certificate prope...

vww.google.com.vn
Iszuer: BRTRoot
Walid From: 22/11,/2013 to 28/11,/2018

BRTRoot | Valid From: 22/11/2013 to 28/11/2018

Izzuer: BRTRoot
Valid From: 13/11,/2013 to 13/11,/2015

EiEi

| ok || Ccancel

Nhap mat khau cta chir ky, sau d6 nhan nhw hinh dw&i:

FoErey
SUGSOSLIA4
) _ _ _60assal
‘y/GCA CHUONG TRINH QUAN LY GCA-01 u
MNhap Mat khdu cia token.
Tén token: |‘-£GCHTnken
Mzt khau cla token: sesssansl
Mgdn ngtr hién tai: EM
B3y |a ban =ao khing c6 ban quyeén chi dé danh gia.
| ok || cancel |

Sau khi nhan “OK” hé théng tw dang ky st dung chi¥ ky s, néu thanh céng hé
thdng sé bao nhw hinh dwéi, nguwdi dung nhan nat “Dong” dé két thic phan cu hinh.

www.unitech.vn 13



Quan ly van ban va diéu hanh - Chit ky s6 2019

CAU HINH HE THONG

| Két ni mang | Dich vu chiing thuic | Hign thi chil ky trén PDF | Dich vy tép | ng ky st dung |

Théng tin dang ky

Ph&n mém d& dudc dang ky s dung
Thdi gian =0 dung: Td 11/05/201% dén 1040572022
Product|D: Mlojkd TOsqYCRWiPRaSG//hZ+Y1=

Bang ko s dung ] | Biang ky thi cdng

Hinh 10: Dang ky str dung chir ky sé thanh cong

4 Van thw thwc hién ky sé trén hé théng

4.1 Ky ddu véan ban dén
v Truwong hop 1: Tiép nhan van ban lién théng.

Van thw tiép nhan van ban lién théng tlr hé thdng nhw binh thuweng, O file dinh kém, van
thw nhan nut “Thém chi¥ ky maéi” dé ky s van ban dén.

www.unitech.vn 14
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Sovanban”™ 50 vAN BAN DEN LIEN THONG Loaivanban™  Céng van
S0, ky hiéuVB ™ 105/CV-UBND Sodén” 1639
Ngay ban hanh * | 1p/05/2019 | [&] Ngay dén ™ 11/5/2018 =
Coguan ™ Sd Théng tin va Truyén théng Mo ky
Han tr3 1di &1 ® ngay O g
Trich yéu ™ Vv Tnadm dinh hd so
)
] w&n ban khéng chuyén xi 1§
[ L& v&n ban phé bién
File dinh k&M ey Thém méi € Thém méi va kj sé € Thém méi tir may scan g Xo6a
# [ Tén Mgay tao
1 [ 4signed. BB hop to tham dinh pdf O Thém chi ky mai  11/5/2018

Van thw tiép tuc nhan nat chon vi tri va gitr chudt trai kéo khung ky dé thuc hién ky sé (Vi
tri ky: Goc trén, bén phai, trang diu van ban)

‘@’cmnv@tﬁw ‘ ‘ % Xac thuc ‘

UBND THANH PHO HO CHI MINH

CONG HOA XA HOI CHU NGHIA VIET NAM

SO TU PHAP DPije lap - Ty do - Hanh phic
Hid Chi Minh, ngay  thing  nam 2019
BIEN BAN HOP TO THAM DINH

Xdy dung co s dit liéu vd phin mém quin 1y nhd nwée
chuyén nganh

Can cir Quyét dinh s 35/QD-STTTT ngay 01/02/2019 cia S& Théng tin
v Truyén thong Di Ning vé viée thinh lap Hoi déng thim dinh cic du én
CNTT niim 2019,

Can cir Théng tu s6 21/2010/TT-BTTTT ngay 08/9/2010 ciia Bé Thong
tin vi Truyén théng vé vige Quy dinh vé lip dé cirong va dur todn chi tiét ddi véi
hoat dong img dung cong nghé thong tin sir dung ngudn vén ngan sach nha nude
nhumg khéing véu céu phai 1ap di an:

Can ¢t Tos trinh 56 117/ TTr-SDL ngiy 24 thang 4 nim 2019 cia Sa vé
vige thim dinh Dé cuong va dy todn chi tiét Dy an: Xay dyng co so dir lidu
va phin mém quan 1Y nha nuée chuyén nganh

CHU TICH HQI
PONG
ng

K bic Nguyln Phie Vinh
Trung
Email:

n vom
o 30 Thing n g
Truyin thng, Thinh ph D3
Wy ks 11082018 238504
AT

Tréin Ngoc Quang

Hinh 11: Chon vi tri ky dau van ban dén

Van thw chon mau chir ky da cau hinh trudc d6 va nhan nat “Ky s&” d& hoan thanh 1énh

www.unitech.vn 15
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= THIET LAP KY 50

1. Kiém tra chiing thu s& ngudi ky:

| Mguyen Phuic Vinh Trungstrungnpv@danang.gov vn>

2. Chon mau chii ky

Din co quan

3. Nhap théng tin chid ky

* Nhap théng tin b sung cho chil ky =8 (S8 cing van dW

Nhan vao day dé
chon mau chit kf

Hién thi chii ky
s : .E-‘x Nguyen Phibc Vinh Trong
Sl e umip/©. 5@ Thing tin vi Troyén
l:' *f‘-_ﬁﬂ: . PHM.-".‘..' théme, Thinh pho Di Ning
o ASF 13.05.2010 00:45:35 0700
Ia o oan i ﬁ%‘ﬁ_ﬁ.ﬁfﬁ;
Nhan vao day dé e
thirc hign 1énh kv
Cau hinh Ky sd

Blang

Hinh 12: Thiét lap ky sé

e . I@’ Hoan thanh
Sau cung van thw nhan nuat
Quan ly van ban. Két qua sau khi thwe hién ky sb dén nhw hinh dwoi.

dé dwa file da ky s6 dén vao hé théng

www.unitech.vn
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Quan ly van ban va diéu hanh - Chit ky s6 2019
sévanban”™ 56 VAN BAN DEN LIEN THONG Loai vanban ™ Cfng vin
S0, ky hiéuVB ™ 105/CV-UBND S6 dén ™ 1632
Ngdy ban hanh ™ 1g/05/2019 | [ Ngay dén ™ 11/5/2019 =)
Corquan ™ S& Thdng tin va TruyEn thing Nguwdi kj
Han tra 13i FE |1 ® ngay U gitr
Trich yéu ™ Vv Thdm dinh b8 so :
File d3 dwgc ky so van P
Van ban khing chuysén x& 1y ban dén
L4 vaAn ban phd bién
File dinh kem @ Thém mé&i @ Thém méi va ky s0  Thém méi tir p”yScan g Xoa
# Tén Ngay tao
1 4 signed. BB hop to tham dinh. pdf & Thém chif ky mai 11/5/2019
2 4 signed.signed. BB hop to tham dinh.pdf & Thém chif ky mai 11/5/2019

Hinh 13: File da ky sé dwoc tai thanh céng

v Trwong hop 2: Van thw thém van ban dén to van ban gidy.

Van thu scan van ban gidy, & phan file dinh kém van thw chon nat “Thém méi va ky sb”

Sovanban ™  CONG VAN SAO Y 2019 Loaivanban ™ Ban sao y ban chinh
6, kj hiéuvB ™ | 123/cv 36 dén * a0

Ngay ban hanh ™ | 10/05/2019 | &l Ngay den 11/5/2019 =
Co quan ™ 5S¢ Thdng tin va Truygn théng Nguei ky

Han tra 1 B 1 ® ngay U gitr

Trich yéu ™ Ban hanh quy ché

“in ban khing chuydn x 1§
L4 van ban phd bign
File dinh kém ©Thém méi ) Thém mdi va ky s0 ¢ Thém méi tlr mdy scan JxXoa

# Tén Ngay tao

Hé théng yéu cau chon file, van thw chon file can ky. Cac buwéc ky tiép theo van thw thao

tac nhw hwéng dan & trwong hop 1.

4.2 Ky sé véan bén di
v Trwong hop 1: Ban hanh t& dy thao trén hé théng QLVB.

Van thw nhan vao nit ban hanh tir dy thdo. Nhap cac théng tin van ban di nhw binh
thuweng. O phan file dinh kém van thw nhan chon nat “Thém chir ky méi” dé tién hanh thém sé

di, ngay ban hanh va déng dau co quan truc tiép trén hé thdng.

www.unitech.vn
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Corquan ban hanh ™ sg Théng tin va Truyn théng v

56 van ban ™ 56 BANG KV VAN BAN BI NAM 2019 Loaivénbdn " Bdo cio

88 ky hidu * 33/BC-STTTT séai™ 33

Ngdy ban hanh ™ 11/5/2018 = Ngudisoan™ 95 Xuan Ting
S8k higu trudre 06 12:32/STTTT-BGD Ngdy ban hanh: 11/5/2019

Ngudi ky * B§ Xudn Ting Ngudi trinh

Noudi gitf ban gdc

Trich yéu * Vv ban hanh quy ché
Naoi nhén
Luru thur muc --Chon thy mug luy trif- v

Van ban ndi bd

File dinf kem ©Thém méi  Thém méi va ky s6  Thém méi tir mdy scan JEXoa
# Tén Ngay tac
1 4.signed. BB hop to tham dinh.pdf O Thém chik kj mai 1152019

- Thém sé ky hiéu van ban:

Van thuw nhan chon nat “Chon vj tri ky” & goc trén, bén phai, gitr chuét trai kéo

khung ky v&i kich thuwéc thich hop tai vi tri sb ky hiéu van ban.

SO TU PHAP Bie lip - Ty do - Hanh phie
Qb-STP Ha Chi Minh, ngdy  thang  ndgm 2019

BIEN BAN HOP TO THAM DINH

wng co s dii liéu va phiin mém quén 1¥ nha nwic

Kéo khung kv sé véi

kich thiréc thich hop chuyén nganh

Can cir Quyét djnh s6 35/QD-STTTT ngay 01/02/2019 ciia S& Théng tin
vi Truyén théng Da Ning vé viée thanh 1ap Hoi dong thim dinh cac di én
CNTT niam 2019,

Cian cir Théng tw s6 21/2010/TT-BTTTT ngay 08/9/2010 cia B Théng
tin va Tmyén thing Vi vige Quy dinh Ve lip dé cuong va di todn chi tiét déi vai
hoat dong (mg dung cong nghé thong tin sir dung nguon von ngin sich nha nude
nhimg khing véu ciu phai lap dy dn:

Can ¢l Tér trinh s6 117/ TTr-SDL ngdy 24 thing 4 nam 2019 cia Sor vé
viége thim dinh Dé curong va du toan chi tiét Dy an; Xy dung co so div ligu

va phiin mém quan 1¥ nha nudc chuyén nganh

CHU TICH HOI
PONG

Triin Ngoc Quang

UBND THANH PHO HO CHI MINH CONG HOA XA HQI CHU NGHIA VIET NAM

Hinh 14: Chon khung ky sé ky hiéu van ban di

O khung thiét 1ap ky sé vira hién ra, van thw chon mau chiv ky 1a: Thém sb cong van di
(MAu nay da cé san trong phan mém ky sb), tiép tuc nhap sé ky hiéu van ban vao 6 “Théng tin

chi¥ ky” sau d6 nhan nut “Ky s&” & cudi trang thiét lap dé thwc hién 1énh ky.

www.unitech.vn

18



Quan ly van ban va diéu hanh - Chir ky so 2019
<) THIET LAP KY S0 X
THIET LAP KY SO TAI LIEU PDF _ _
Nhan vao day dé
1. Kiém tra chiing thu 8 ngudi ky: chon mau chi ky
Mguyen Phiic Vinh Trung<trungnpv@danang.gov vns \/’
2. Chon mau chil ky
Thém Sé Céng Vin Di v
3. Nhap théng tin chi ky
[105 —
* Mhap thdng tin ba o chii ky 58 {58 cdng van di, ngay thang phat hanh,...)
Hién thi chii ky )
WNhap s6 van ban
di vao 6 nay
Cau hinh Ky s0 Blong

- Ky ngay ban hanh van ban di:

Tai trang vira ky s6 ky hiéu van ban di, van thw tiép tuc nhan nut “chon vi tri ky”.

Kéo khung ky v&i kich thwéc thich hop tai ché ngay ban hanh van ban.

UBND THANH PHO HO CHI MINH  CONG HOA XA HOI CHU NGHIA VIET NAM
_ SO TU PHAP Pic lip - Ty do - Hanh phiic
80: 105/0D-UBND Ha Chi Minh, Jrg:}@&ug mdam 2049

Hinh 15: Chon khung dé thém ngay ban hanh vian ban

O khung thiét 1ap vira hién ra, van thuw chon mau chi ky la “Thém ngay céng van di”,

nhap ngay di vao 6 phia dwdi. Sau d6, nhan nat “Ky s6” dé thwc hién Iénh ky

www.unitech.vn
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Quan ly van ban va diéu hanh - Chit ky s6 2019

e I, ==

1. Kim tra ching thu s& ngudi ke

| Nuy&n Phiic Vinh Trung<trungnpv@danang gov vn>

2. Chon mau chil kg

| Thém Ngay Céng Van Di

3. Nhip théng tin chil ke

10
* Mhép théng tin b8 sung cho chil ki

Hign thi chil ky Nhap ngay ban hanh van

ban vao & ndy

L&i : Chua nhap théng tin chir ky 56!

Van thw thuc hién twong tw néu mudn thém thang, ndm cho vén ban.
- Ky d4u co quan

Tai trang vira ky s6 van ban di, ngay di, van thw nhan chon nat “Chon vi tri ky” véi kich
thuwéc thich hop tai vi tri ddng dau co quan.
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Quan ly van ban va diéu hanh - Chit ky s6 2019

UBND THANH PHO HO CHI MINH CONG HOA XA HOI CHU NGHIA VIET NAM
S0 TU PHAP Dic ldp - Ty do - Hanh phic

S0: /Qb-STP Hé Chi Mink, ngay  thing  nam 2019

BIEN BAN HOP TO THAM DINH
Xiy dung co s¢ dir liéu va phin mém quén I¥ nha nwde
chuyén nginh

Can cir Quyét djnh 56 35/QD-STTTT ngay 01/02/2019 ciia S& Théng tin
vi Truyén théng Da Ning vé viée thanh lip Hoi dong thim dinh cac di én
CNTT niam 2019,

Can cir Théng tw s& 21/2010/TT-BTTTT ngay 08/9/2010 cia B Théng
tin va Truyén thong Vv viee Quy dinh v lip dé cuong va du todn chi tiér dbi voi
hoat ddng (mg dung cong nghé thong tin sir dung nguon von ngin sich nha nude
nhimg khing véu ciu phai lap dy dn:

Can ¢l Tér trinh s6 117/ TTr-SDL ngay 24 thing 4 ndm 2019 cia S& vé
vige tham dinh Dé cuong va du todn chi tiét Dy an: Xy dung co so dir lidgu

va phian mém quan 1y nha nudc chuyén nganh

CHU TICH HOI

Tran Ngoc Quang

Hinh 16: Chon khung ky dau co quan

Chon mau chi ky la con diu co quan ma van thw da ciu hinh & phan trén. Nhan nat ky
sb dé thwc hién viéc ky dau co quan.

Lwu y: Vitri ddu co quan trum 1én khodng 1/3 chi¥ ky nguéi c6 thadm quyén vé bén trai
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Quan ly van ban va diéu hanh - Chit ky s6

2019

<. THIET LAP KV 50

1. Kiém tra chiing thu s& ngudi ky:

| Nguyen Phiic Vinh Trungstrungnpv@danang.gov.vn>

2. Chon mau chii ky

Din co quan

3. Nhap théng tin chid ky

* Nhap théng tin b sung cho chil ky =& (S8 cdng van di, ngay thang phat hanh

Hién thi chii ky
.\l:‘_',

s , ';--. = P

S . %) Newdn B Vieh Tomg

58O TUPHAP|,| 50 Thong tin va Truyen
2 S théng, Thinh pht B Ning
iS5 13.05.2012 10:03:43 +07:00

*M—Ej
Cau hinh Ky sd

L&i : Chua nhap théng tin chif ky sd!

Két qua sau khi hoan thanh viéc ky sé van ban di nhw hinh duéi:

www.unitech.vn
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Quan ly van ban va diéu hanh - Chit ky so

2019

UBND THANH PHO HO CHI MINH
SO TU PHAP
/Qb-STP

Die ldp - Ty do - Hanh phie

56:105

BIEN BAN HOP TO THAM DINH

chuyén nginh

CNTT nim 2019,

hoat déng tmg dung céng nghé thong tin sir dung ngudn von ngin sach nha

nhimg khing véu ciu phai lip dy an:

viée thim dinh D& cuong va du todn chi tiét Dy an; Xay dung co so dir

va phin mém quan 1y nha nude chuyén nganh

CHU TICH HOI
PONG

P

-

3 _.\

CONG HOA XA HOI CHU NGHIA VIET NAM

He Chi Minh, ng&.r“} H’ac.i'irgm Mam 2009

Xiy dung co si dir litu va phin mém quin I¥ nha nwie

Can o Quyét dinh s6 35/QD-STTTT ngay 01/02/2019 ciia S& Théng tin
vi Truyén thong Da Ning vé viée thanh lap Hoi dong thim dinh céc di én

Can cir Théng tw s6 21/2010/TT-BTTTT ngay 08/9/2010 cia B Théng

tin va Truyr'én thing Vi viee Quy dinh v lip dé cuong va du toan chi tiér dbi voi

Cin cfr Tér trinh s6 117/ TTr-SDL ngay 24 thing 4 nam 2019 cia So vé

N_gu_','l:'n Phie Yinh

.t;_ ung .
!"5. SITUF LFHMW]'TU}'EH

oriE, Thianh pho B

{50 TU PEAT,
' A Nan
A E 13.05.2019 10:01:39
1700
Triin Ngoc Quang

Nrae

liéu

Sau khi ky xong tat ca van thw nhan nat “Hoan thanh” dé tai file da ky sé van ban di lén

hé théng.

©Thém méi Thém méi va ki s6  Thém moi tir may scan K Xoa

# Tén File van thr da ky s ky hiéu,

Ngay tao

ngay di va dau co quan
1 4.signed. BB hop 10 tham dinh.pdf /¥/

2 4 signed.signed. BB hop to tham dinh.pdf

O Thém chir kj mai  11/52019

QO Thém chir kj mai  12/5/2018

Van thuw tiép tuc thém théng tin va ban hanh van ban di nhw théng thuong.

v Truong hop 2: Ky sb di tir van ban giay.

Van thw scan van ban gidy, lwu file trong may tinh. Vao hé théng QLVB

- Thém moi

van ban di, dién day du théng tin nhw théng thwerng. O phan file dinh kém, van thw chon

“Thém mai va ky sé”
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Quan ly van ban va diéu hanh - Chit ky s6 2019

Co quan ban nanh * | S Thang tin va Truyen théng v

56 van ban * SO DANG K VAN BAN BI NAM 2019 Loaivanbin" | Céng vin
S0 ky hiéu * 33/STTTT- sodi” 3
Ngdy ban hanh ™ 12/5/2019 = Ngudi soan *
84 kj higu trude 66 1:32/8TTTT-BEE Nody ban hann: 11/5/2019
Noudi kj ™ VI VN Binh Nguri trinh

Noudi gilt ban gde

Trich yéu Vv ban hanh quy ¢ sif dung hg thing QLYE
Noi nhén

\&n ban ndi bd
File dinh kem ©Thém méi ) Thém méi va ky 56 ¢ Thém méi tir may scan & X6a

# Tén Ngay tao

Hé théng yéu cau chon file, van thw chon file can ky. Cac bwéc ky tiép theo van thw

thao tac nhw hwéng dan & trudng hop 1.

Chu y: Néu ngudi dung nhan vao nat “Thém maéi va ky s6” ma hé théng khéng hién thi

ctra s6 dé chon file. L&i nay la do trinh duyét dang dung chan qua trinh chon file ky sé.

DPé xw ly, ngwdi ding mé trang maéi trén trinh duyét va truy cap dia chi sau:

https://127.0.0.1:8987/SignFile, tai ctra sd vira hién ra nguwdi dung nhan vao nut “Nang cao”

< C @ hitps//127.0.0.1:8987/SignFile

A

Két néi clia ban khong phai la két néi riéng tu

Nhitng ké t&n céng c6 thé dang cd gang danh cap théng tin clia ban tir
127.0.0.1:8987/SignFile (vi du: mat khau, thu hoac theé tin dung). Tim higéu thém

MNET:ERR_CERT_SYMAMTEC_LEGACY

| Gidp cai thién tinh nang Duyét web an toan bing cach gi mét s& théng tin hé théng va néi dung

trang t6i Google. Chinh séch bao mat
Nhén vao mit
Nang cao

Quay lai an toan

Mang cag

Tiép theo, ngwdi ding nhan tiép vao nat “Tiép tuc truy cap ...” d& hoan thanh viéc x& ly
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https://127.0.0.1:8987/SignFile

Quan ly van ban va diéu hanh - Chit ky so 2019

Két ndi cua ban khong phai la két noi rieng tu

Nhifng ké tdn cong co thé dang ¢d gang danh cap théng tin cla ban tir
127.0.0.1:8987/SignFile  (vi du: mat kh&u, thu hodc thé tin dung). Tim hiéu thém

MET::ERR_CERT_SYMAMTEC_LEGACY

(] Gitp cai thién tinh nang Duyét web an toan bing cach giri mét s& thoéng tin hé théng_va néi dung

trang tdi Google. Chinh séch bao méat

Nhan vao déng nay dé

An chi tiét hoan thanh viéc xi Iy 161

May chu nay khéng chiing minh dugc rg# -0 12 taisancong.gialai.gov.vn; ching chi bao

mat cha may chi nay khéng dudc hé”.«£u hanh may tinh cla ban tin cdy. Digu nay co thé
do dinh cdu hinh sai hodc co ké tg%¢tdng chin két ndi cla ban.

SignFile (khéng an todn)

Tiép tuc truy ca

Sau d6, quay lai trang QLVB nhén lai nat “Thém ma&i va ky sb” dé tiép tuc thye hién viéc
ky s van ban.

v Trwong hop 3: Van thu ky sb gilp cho lanh dao va ky déng dau co quan.

O trwong hop nay truée khi ky sé van thw can vao cau hinh hé théng, cau hinh
thém mau chir ky cho Ianh dao co quan.
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Quan ly van ban va diéu hanh - Chit ky s6 2019

CAU HINH HE THONG
K& ndimang Dich vu chingthue  Hiénthi chiiky trén PDOF  Dich vutép  Bng ky sti dung
QUAN LY MAU CHOKY  [Taomaumai.. V]
Loai chil ky: |Mau chil ky thuding v|

Tén mau chil ky: |ﬁnh dao cd quan |

Hign thi chi ky
(") Hinh anh & théng tin

- padae—

() Théng tin -
Mhan thing tin Email Cd quan Thdi gian ky
[] Ky =& wdi vi tri m3c dinh
Wi tri ehid ky mac dinh
~|  Toaddtiongdsi: 0.00000 | |0 | | Thaydéi...
Hodc trang: 1 Kich thudc chilky: |150;55 |
[] M3u chii ky m3c dinh ¥fa mau Thiét 15p lai mau

Luiu Blang

Hinh 17: Tao mau chiv ky lanh dao
Chon céc théng tin mau chir ky nhw sau:
- Quan ly mau chir ky: Chon tao mau méi.
- Loai chi¥ ky: Chon mau chir ky thuwéng
- Tén mau chi ky: Van thw tw dat tén dé quan ly (vi du: Ch ky I&anh dao co quan)

- Hién thi mau chi ky: chon hién thj “Hinh &nh”. Thay anh méc dinh bang &nh chi ky
cta lanh dao. Nhan chuét phai vao anh mac dinh = Thay anh khac > Chon anh dé thay, sau
do6 nhan nat “Lwu” dé lwu mau chi ky.

Thao tac ky s, van thw nhan ban hanh dy thao, tai file dinh kém nhan vao nat “Thém
ch ky ma&i”. Néu la file (.doc) hé théng sé tw ddong chuyén thanh file (.PDF) trwdc khi ky sb.

Van ban ngi og
File dinh kem ©Thém méi Thém méi va ky sb ¢ Thém méi tir mdy scan JgXoa
# Tén Ngay tao

1 4. BB hop to tham dinh.doc O Thém chir ky mai 121572019
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Quan ly van ban va diéu hanh - Chit ky s6 2019

Tai khung ky sé vira hién thi, van thw chon nat “Chon vi tri ky” > Gitr chudt trai kéo khung ky
tao vi tri ky cua lanh dao.

UBND THAT\!]—I PHO Hlj CHIi MINH CONG HOA XA HOI CHU NGHIA VIET NAM
SO TU PHAP Dijc lip - Tw do - Hanh phiic
Ha Chi Minh, ngdy  thang  nim 2019

Si:

BIEN BAN HOP TO THAM DINH
Xiy dung co si dir lidu va phin mém quin Iy nhi nnie
chuyén nginh
Can cir Quyét dinh s 35/QD-STTTT ngay 01/02/2019 ciia S& Théng tin
vi Truyén thong Da Ning vé viée thanh 1ap Hai dong thim dinh cic du 4n
CNTT nim 2019,
Cin cir Théng tw 56 212010/ TT-BTTTT ngay 08/9/2010 ciia Bé Thong
tin vit Truyén thing vé viée Quy dinh vé lip dé crong va du todn chi tiét déi v
hoat déng img dung cong nghé thing tin st dung nguon von ngan sach nha nude
nhimg khing véu ciu phai lap di dn:
Can cir Tér trinh 56 117/ TTr-SDL ngay 24 thing 4 nam 2019 cia S& vé
viée tham dinh Pé cuong va du todn chi tict Dy 4n: Xay dung co so dir liéu

vi phin mém quan 1¥ nha nuwdée chuyén nganh

CHU TICH HOI
PONG

Triin Nzoe Quang

O khung thiét 1ap chi¥ ky, chon mau chir ky ctia Ianh dao co quan vira cu hinh & trén,
nhan nat “Ky sb” dé thwc hién I&énh ky.
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Quan ly van ban va diéu hanh - Chit ky s6 2019

“ THIET LAP KY 50 *

THIET LAP KY SO TAI LIEU PDF

1. Ki€m tra chiing thu s& nguidi ky:

Nguyen Phic Vinh Trungstrungnpv@&danang gov.vns w v’

2. Chon mau chil ky

Chit ky linh dao v

Hi€n thi chid ky

Cau hinh Ky sG Bang

Nhan nut “Hoan thanh” dé dwa file da ky chir ky cta lanh dao 1én hé théng.

Tiép tuc nhan nat “Thém chi ky méi” twong rng véi file vira ky chi ky Ianh dao co
quan dé tién hanh thém sé ky hiéu van ban di, ngay ban hanh, d4u co quan.

Van ban ndi bg

File dinh kém ©Thém méi Thém méi va ki sé ) Thém méi tir may scan Jx Xoa
# Tén Ngay tao
4. BB hop to tham dinh.doc O Thém chir kjy moi  12/5/2019
2 4 signed. BB hop to tham dinh pdf & Thém chif ky mai  12/5/2019

Thao tac ky van thw thue hién twong tw nhw hwéng dan & trwong hop 1 phan ky sb van
ban di cua tai liéu nay.
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