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Tai liéu hwong dan sir dung phan mém Quan 1y Vin ban va Piéu hanh HueCIT-eDOC

1. GIOI THIEU
1.1. Muc dich
Tai liéu nham huéng dan chi tiét cho ngudi st dung cach quan tri va st dung cac

chtrc nang ky sb cac file dinh kém vin ban du thao cia phan mém Quan 1y Vin ban va
Diéu hanh (HueCIT-eDoc).

1.2. Déi twong, pham vi sir dung
- Dbbi tuong su dung: T4t ca can bo, cong chuc, vién chuce va nguoi lao dong tai
cac co quan nha nudc tinh Thira Thién Hué.

- Pham vi stir dung: Tai liéu nay duoc ap dung cho hé théng Quan ly Van ban va
diéu hanh trién khai tai co quan nha nuéc tinh Thira Thién Hué.

1.3. Y&u cau thiét bi dau cudi

Pé van hanh on dinh céc chirc nang ctia phan mém trén nén tang Web, yéu cau thiét
bi dau cudi nhu sau:

- Hé diéu hanh: Window 7 tré Ién.
- Trinh duyét thong thuong:

o Edge: 12 tro 1én.
o Internet explorer: 10.

o Fire fox: 38 tro Ién.
o Chrome: 45 tro lén.
o Cbc che: 82 tro Ién.
o Opera: 30 tro 1én.
o Safari: 9 tro lén.

- Microsoft Word: 2010 tr¢o 1én.
- Microsoft .Net framework: 4.0 trg 1én.
- Xem thém diéu kién hd trg ky s6 xem thém & yéu cau bén dudi.

H Uecn’ TRUNG TAM CONG NGHE THONG TIN TINH THUA THIEN HUE 1
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2. NOI DUNG

Chtic nang cho phép ky sd céc file dinh kém vin ban du thao, viéc ky sé duoc tién
hanh trong sudt qué trinh tao 1ap cho dén phat hanh vin ban. Ky sé ¢ ky ca nhan va
ky phap nhan.

Chu y: Dé thuc hién dugc ky sé trén phan mém HueClT-eDoc, may tinh c& nhan
can phai trién khai c4c thanh phan ha tang cua ky sd.

2.1. Yéu cau ddi véi hé théng
- Heé diéu hanh: Cong cu sir dung cho hé diéu hanh Windows 10 trd 1én.
- B0 nhé RAM: 512Mb tr¢ 1én.
- Dung luong 6 dia: 10Gb tr¢ 1én.

2.2. Cai dit va ding ky sir dung B cong cu hé tre tich hep chir ky so theo quy dinh
tai ND 30/2020/ND-CP

Cac buac thuc hién:

1. Tai phan mém ky s6 VGCASignServiceSetup tai dia chi sau, dé co file cai dat:
https://ca.gov.vn/#/page/taitainguyen/PM cia Ban Co yéu Chinh phii (chon muc
5 .Bo cdng cu hd tro tich hop chit ky s6 theo quy dinh tai ND 30/2020/ND-CP).

Hé thé yi quan lj yéu X

n/PM

5/ 19 A1
1)7/6 A CUC CHUNG THUC SO VA BAO MAT THONG TIN 2 DANGKY 3] DANG NHAP

CONG DICH VU CONG TRYC TUYEN

TRANGCHU TINTUC DICHVUCHUNG THUCCKS TRACUUHO SO TAITAINGUYEN PHANCAPDICHVU HUONGDAN LIENHE

9y M = S i S Kich
o L Bidu mAu quan ly # Anh Tén tai nguyén tRiFeic
x |
= 1 D Trinh diéu khién thiét bi USB Token Bit4ID 122.4MB ®
L Phan mém, céng cu
S Q
2 [ Zip | Phan mém diéu khién may tinh tir xa 1.1MB (¥
ﬁ Ching thu sé va CRL
[ e——— ~ % a: <& o 2 X A
3 m Cong cu ho tro khoi phuc thiét bi luu khéa bi méat 1.5MB 63)
@ «~ &< Van ban quy pham phap
P .
luat : s ’
p L 4 @)  Trinhiéu khién thiétbi - TokenManager 59.1MB ®
B6 cong cu hé tro tich hop chir ky s6 theo quy dinh
5 13.5MB (%)
[ 1P | tai ND 30/2020/ND-CP =
B6 cong cu tich hop ky s6 va xac thyc van ban dién .
(¥)

6 [ 21 | tor (PDF) trén thiét bi di dong theo quy dinh tai Nghi 8.2MB
dinh s8 30/2020/ND-CP

2. Thyc hién kich hoat file, giai nén va cai dat phan mém.
3. Cam USB Token vao may tinh.

H UGC'T TRUNG TAM CONG NGHE THONG TIN TINH THUA THIEN HUE 2
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2.3. Cau hinh dich vu chieng thuc

Cau hinh st dung dich vu ching thuc chit ky sb cua to chirc cung cip dich vu
chtng thue da duogc thiét 1ap mac dinh trong phan mém. Néu muén thay doi cdu hinh,
ngudi dung thuc hién theo cac budc sau:

1. Chon chuét phai vao logo cua tool VGCASignService, chon “Céau hinh hé
thong”.

Théng tin

Cai dat CT5 CA
Béng ky sirdung
Céu hinh hé thdng

Cap nhat phan mém

Khdi déng lai

Péng

2. Trén ctra so CAU HINH HE THONG chon tab “Dich vu chiing thyc”.

2 [BAN CO YEU CHINH PHU] *
CAU HINH HE THONG

Dich vy ching thic Hién thi chif ky trén PDF  Déng ky st dung @ ’

Su dung dich vu cdp dau thdi gian (TSA)
May chi dich vu cdp ddu thdi gian (TSA)

Bia chi: |hnp:.-'.-'ca.gw.vn.-'tsa |

[ ]

5S4 dung dich vy kigm tra chiing thu s& truc tuyén
Dich vu kiém tra chiing thu 86 tnjc tuyén ® |
Cho phép ki€m tra ching thu 58 ngudi ky qua QCSP I
Eliding dan danh sach chiing thu bi thu héi (CRLs): Thém X6a
|
Béng

- (1)-Cau hinh st dung dich vu cip dau thoi gian, nham muc dich gan dau thoi
gian cho chit ky. Tich chon “Str dung dich vu cap dau thoi gian (TSA)”, nhap
dia chi may chu cap dau thoi gian vao khung dia chi: http://ca.gov.vn.

- (2)-Cau hinh sir dyung dich vy kiém tra trang théi thu hdi ciia chung thu sd. Tich
chon “Sir dung dich vu kiém tra trang thai thu hoi ctia chung thu 6.

o (2.1)-Tich chon “Cho phép kiém tra chimg thu sé ngudi ky qua OCSP” dé
st dung dich vu Trang thai chimg thu truc tuyén (OCSP), muc dich 1a chi
dinh sir dung dich vu OCSP thay vi kiém tra trong danh sach thu hai (CRLS).
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o (2.2)-Thém hoic x6a danh sach thu hdi (CRLS).
3. Chon “Luwu” dé luu thong tin cu hinh.

4
A

2.4. Cau hinh mau chix ky so
2.4.1. Cau hinh miu chir ky c& nhan

Cac budc thuc hién:
1. M@ cau hinh hé thng tir icon & khay hé thong.
Théng tin

Cai dat CTS CA
Béng ky sirdung
Cau hinh hé thdng
Cép nhat phan mém
Khai déng lai

Bdng

2. Chon tab “Hién thj chit ky trén PDF”.
3. Chon Tao mau mdi...
Dich vu chiing thic  Hién thi chii ky trén PDF  Dang ky sti dung

QUAN LY MAU CHU KY: [Tao mauma..

Tao mau mdi...

¥ [UBND TiNH THUA THIEN HUE] ®
CAU HINH HE THONG
Dich vu chingthyc  Hiénthi chii kytrén PDF  Bang ky st dung

QUAN LY MAU CHU KY: [ Linh dao: Nauysn Van A v

Tén mau: |th dao: Nguyén Van A Loai chitky: | Mau chii ky cd nhan “

Hién thi chil ky
(7) Hinh &nh & théng tin

@ Hinh anh /‘1 .
O Thf:ng tin /

MNhi&n théng tin Email Cd quan Thdi gian ky

Vitri & Kich thude chi ky mac dinh
Trang d3u w Vitri: | Géctrén bén tréi v C3 chil: |I|

Hodc trang: 1 Bé ring: B4 cao: III

Théng tin ngudi ky

Ho vatén: |NauyEn Van A | (SuF dng JE xdc dink v ky)

[J Mau chii ky mac dinh Xba mAu

Luiu Bdng

4. Nhap tén mau ca nhan. Vi du “Lanh dao: Nguyén Vin A”.

H Uecn‘ TRUNG TAM CONG NGHE THONG TIN TINH THUA THIEN HUE
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o

8.

9.

Chon loai chit ky: “Mdu ché ky ca nhan”.

Chon hién thi chit ky: Hinh anh.

Chon anh chit ky cua c& nhan, dinh dang .png bang cach bam chudt phai vao
hinh anh chir ky va chon menu “Thay anh khac”.

Nhap do rong, do cao theo don vi Points (1 point= 1 pixel x 96/72).

Nhap tén c& nhan ky sé cong van dé tu dong tim kiém vi tri chit ky.

10.Céc thong tin khac khong can thay doi.
11.BAm “Luwu” dé tao va luu mau.

2.4.2. Cau hinh miu s6 cong vin di

Cac budc thuc hién:

1.

M¢ cau hinh hé théng tir icon & khay hé thng.

Théng tin
Caidat CTS CA
Déng ky s dung

C&u hinh hé thdng

Cép nhat phan mém
Khai déng lai
Bdng

2. Chon tab “Hién thi chix ky trén PDF”.
3. Chon Tao mau mdi...

Dich vu chiing thuc  Hién thi chii ky trén PDF  D3ng ky st dung

QUAN LY MAU CHU KY: [Tao mauma..

H UeC"' TRUNG TAM CONG NGHE THONG TIN TINH THUA THIEN HUE 5
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¥ [UBND TiNH THUA THIEN HUE]

CAU HINH HE THONG
Dich vu chingthyc  Hiénthi chii kytrén PDF  Bang ky st dung

QUAN LY MAU CHUKY: m2uss

Tén mau: |M§u s Loai chifky: | Mau s& cng van di

Hién thi chil ky

() Hinh &nh & théng tin

() Hinh anh 123

(® Théngtin

MNhén thang tin Email Cd quan Thadi gian ky

Vitri & Kich thudc chi ky mac dinh

Hodc trang: 1 Bé réng: 100 B§ cao:

Thang tin nguidi ky

Ho vatén: | (Sii dung dé xde dinh vifri ky)

[ M&u chii ky méc dinh

Trang d&u v Vitri: | Géc trén bén tréi w C3 chii:

Nhap tén mau. Vi du: Sb cong van di.
Loai chit ky: “Mdu sé céng vin di’.
Hién thi chir ky: Thong tin.

Co chur: 13.

Bam “Luwu” dé tao va luu mau.

© N O

2.4.3. Cau hinh miu ngay cong vin di

Cac buac thuc hién:
1. M@ cau hinh hé théng tir icon ¢ khay hé thong.

Théng tin

Cai dat CT5 CA
Béng ky sirdung
Cau hinh hé thdng

Cép nhat phan mém

Khai déng lai

Bdng

2. Chon tab “Hién thi chit ky trén PDF”.
3. Chon Tao mau mdi...

Dich vu chiing thuc  Hién thi chii ky trén PDF  D3ng ky st dung

QUAN LY MAU CHU KY: [Tao mauma.. v
Tao mau mdi...

H UeC"' TRUNG TAM CONG NGHE THONG TIN TINH THUA THIEN HUE
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¥ [UBND TiNH THUA THIEN HUE]

CAU HINH HE THONG
Dich vu chingthyc  Hiénthi chii kytrén PDF  Bang ky st dung

QUAN LY MAU CHU KY: [ M2u ngay thang nam

Tén mau: |I'\"I§u ngay thang ném Loai chiiky: | Mau ngay céng van di

Hién thi chil ky

() Hinh &nh & théng tin

O Hinh anh 19

(® Théngtin

MNhén thang tin Email Cd quan Thadi gian ky

Vitri & Kich thudc chi ky mac dinh

Hodc trang: 1 Bé réng: 100 B§ cao:

Thang tin nguidi ky

Ho vatén: | (Sii dung dé xde dinh vifri ky)

[ M&u chii ky méc dinh

Luiu

Trang d&u v Vitri: | Géc trén bén tréi w C3 chii:

Nhap tén mau. Vi du: Ngay cong vin di.
Loai chit Ky: “Mdu ngay céng vin di”.
Hién thi chir ky: Thong tin.

Ca chir: 13.

Bam “Luwu” dé tao va luu mau.

© N O

2.4.4. Cau hinh miu chir ky té chitc

Cac buac thuc hién:
1. M@ cau hinh hé théng tir icon ¢ khay hé thong.

Théng tin

Cai dat CT5 CA
Béng ky sirdung
Cau hinh hé thdng

Cép nhat phan mém

Khai déng lai

Bdng

2. Chon tab “Hién thi chit ky trén PDF”.
3. Chon Tao mau mdi...

H UeC"' TRUNG TAM CONG NGHE THONG TIN TINH THUA THIEN HUE
Dia chi: 6 Lé Loi, thanh phd Hué. Website: www.huecit.vn

bién thoai: (0234).3823650
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¥ [UBND TiNH THUA THIEN HUE] ®

CAU HINH HE THONG
Dich vu chingthyc  Hiénthi chii kytrén PDF  Bang ky st dung

QUAN LY MAU CHU KY: |Ca quan - Nauyén Van A v

Tén mau: |C-:i quan - Nauyén Van A Loai chifky: | Mau chilky t8 chic ~

Hién thi chil ky
() Hinh &nh & théng tin

@® Hinh anh

(O Théngtin S g

Nhén thang tin Email Cd quan Thadi gian ky
Vitri & Kich thudc chi ky mac dinh
Trang d3u v Vitri: | Géc trén bén tréi v aehi: [ 0|
Hodc trang: 1 B réing: 100 B§ cao: 100

Thang tin nguidi ky

Ho vatén: |Nguydn Van A | (Sii dung dé xde dinh vifri ky)

[ M&u chii ky méc dinh Xda mau

Luiu Béng

Tén mau. Vi du: Co quan — Nguyén Vin A.

Loai chit ky: Mau chir ky to chic.

Hién thi: Hinh anh.

Thay anh dau caa don vi.

bo cao béng d6 cao cia anh theo don vi Points (1px = 0.75point).

. Do rong bang d6 rong cua anh con dau cua té chic theo don vi point.

10 Nhap ho va tén 1anh dao ky sb cong vin, dé ty dong tim kiém vi tri chix ky.
11.Bam “Luwu” dé tao va luu mau.

©ooNoOR

Piém chu y:
- Pé ty dong tim kiém vi tri chir ky, can tao nhiéu miu to chirc tuong ang Voi
nhitng 1anh dao ky van ban.

2.5. Ky sb file dinh kém viin ban du thao
2.5.1. Ky trinh van ban

Chtic nang cho phép nguoi trinh vin ban dy thao thuc hién ky sé cac file dinh kém
cua van ban du thao.

Cac buac thyuc hién:

1. Tai trang Xtr ly c6ng viéc — trinh van ban dy thao.

H UeC"' TRUNG TAM CONG NGHE THONG TIN TINH THUA THIEN HUE 8
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Xir Iy cong viéc ~
Trang thai Hoan thanh ~
- Kinh trinh TP

N&i dung

y
Du thao Cong van demo ky 56 (09/06/2021) (Bang dw thao)
Gi¥i dén Trén Binh Minh Dtrc - tdmduc.sdl -
Xin § Kién tham khao I

BMO025_TraLoi doc [es@uhly

HuongDan.doc (e Aull]
File @inh kém —

entcema.2 por (R

BM-Demo_9_6_2021_14_47_32_924_CH docx [ElS@ull

7

2. Kich “Ky trinh” cua file dinh kém twong tmg, dé mé cira s6 ky sb.
¥ [UBND TiNH THUA THIEN HUE] - Ky 56 céng va 11_TT-KT.pdf)

© @20 | 0@ :H | C]

00.02.HS7.BMOL|
UBND TINH THUA THIEN HUE ~ CONG HOA XA HQI CHU NGHIA VIET NAM
VAN PHONG Dic liip - Tu do - Hanh phiic
s6:  /TT-VPUB Thia Thién Hué . ngdy ...... thing ... nam ...

TO TRINH
V& vige dé nghj khen thuong ...(1)....

Kinh @itk oo @)oo
Can cir. (3).
Can ctr. (3)

Theo Bién ban cude hop ciia Hoi ddng Thi dua khen thuomg Vin phong
UBND tinh ngdy ..../..../......, Vin phong UBND tinh dé& nghi ....(2)..... xem
xét xét ting, cong nhén céc danh hiéu thi dua cho cdc to chire, ¢4 nhan sau:

4

Kinh dé nghi ...(2)... xem xét cong nhan cac danh hiu./.
(€6 Bito edo thanh tich va hd so dink kém)

Not nhn: CHANH VAN PHONG (6)
- Nhur trén;
) o
- Luu: VT, TOKT. (Chir ky, daw)
Hg va tén
Ghi chis

(1) Loai khen thucmg.
() Cic cin trinh khen

L e [ e |

I sin sing

3. Kich “Chon vi tri ky”, kich tiép chon vi trf ky trén trang van ban, dé mo cta s6
chon mau chir ky theo loai Mau chi ky ca nhan.

HUGCIT TRUNG TAM CONG NGHE THONG TIN TINH THUA THIEN HUE 9
Dia chi: 6 L& Loi, thanh phd Hué. Website: www.huecit.vn
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= [UBMND TINH THIA THIEM HUE] pe

KY SO TG CHUC PHAT HANH VAN BAN )}&CA

1. Chon mau chil ky

duongnvm

2. Kigm tra chiing thu s& ngudi k-

NauyEn @thuathienhue .gov.vn> IR 4

C4au hinh Ky s6 Bong

0K

4. Chon mau chit ky tuong tng (Néu ¢ nhiéu mau chit ky).

5. Kich “Ky s6”. Néu chua dugc ghi nhé PIN cua lan trude, hé hién thi cia s6 yau
cau nhap so PIN.

Windows Security *

Smart Card

Please enter your authentication PIN.

|: M

Click here for more information

OK Cancel

6. Nhap s6 PIN, kich “OK>, dé thyc hién ky so. Két qua hinh anh ctia mau chir ky
duoc chon thé hién tai vi tri da chon.

H UeC"' TRUNG TAM CONG NGHE THONG TIN TINH THUA THIEN HUE 10
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UBND TINH THUA THIEN HUE] - K§ 56 céng van (BMO11_TTr-KT. pdf - X
§ 5 cong P

®®->IHI|“\@®\::E\C [ chonvibini @ xacthue

00.02.HS7.BMOLL
UBND TINH THUA THIEN HUE  CONG HOA XA HQI CHU NGHIA VIET NAM
VAN PHONG Déc lip - Tu do - Hanh phiic
86 /TTr-VPUB Thiea Thién Hué . ngdy ... thdng ..... nam .....
TO TRINH
Vi vige aé nghj khen thuong ...(1)....
Kinh girk: oo @)
Can cr. (3).
Cin cit, (3)
Theo Bién ban cude hop ciia Hoi ddng Thi dua khen thuomg Vin phong
UBND tinh ngdy ..../..../......, Vin phong UBND tinh d& nghj ....(2)..... xem

xét xét ting, cdng nhdn cdc danh hiéu thi dua cho céc t6 chire, cé nhan sau:

“)

Kinh d& nghi ...(2)... xem xét edng nhin céc danh higu./.
(C6 Bio edo thimh tichva ho so dinh ko,

Noi nhgn: CHANH VAN PHONG (6)

- Nhurén;

<) s

- Luwu: VT, TDKT. (Chie ky, dau)
Hg va tén

Ghi chii:

(1) Loai khen thucmg.
() Cic cin trinh khen

‘ Tod i ‘ ‘HOANTHANH ‘ | Béng ‘

I s:n sing

7. Néu chua dung mong mudn, kich “Tré vé” dé tro lai trang thai trude do, tic huy
thao tac ky vura roi (Undo).

8. Kich “HOAN THANH?, dé chot hoat dong ky s6, hé théng dong cira s6 kY s6
va trg ve trang goi. HE thong thong bdo “Ky so thanh cong”, mot file ket qua ky
s0 duogc tao ra dudi dinh dang .pdf, c6 thém tiep vi “_signed”.

@ hscv.sdldemo.thuathienhue.egovam
Ky =& thanh céng!

oK

BM-Demo_signed.pdf

9. Kich “Péng”, dé huy hoat dong ky sb.

10.Thue hién thao tac tiép theo caa hoat dong trinh du thao.

Piém cha y:

- DA cai dit va cAu hinh du diéu kién dé ky s6. Tham khao myc “Cai dat phan mem
ky s6” va “Cau hinh ky s6”.

- Ho trg ky so doi véi céac file dinh kéem dinh dang .doc, .docx va .pdf.

- Cac file duoc ky doc 1ap, tac file nao ky file do.

- Cac file goc da chon ky so roi, van cho phep ky so.

- Cac file ket qua ky so, khéng cho phép ky so tiep.

2.5.2. Ky phé duyét van ban

Chtre nang cho phép ngudi nhan trinh (Ianh dao/quan ly) van ban du thao thuc hién
ky s cac file dinh kém cua van ban dy thao, cac file nay 1a cac da duoc chuy@n vién
ky sd.

Cac budc thuc hién:

HUGCIT TRUNG TAM CONG NGHE THONG TIN TINH THUA THIEN HUE 11
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1. Tai trang Xin y kién ban hanh vian ban du thao.

A = HETHONG QUAN LY VAN BAN DIEU HANH Tim Kiém nhanh QNangcao W Thoat
DANH SACH DU THAO XIN BAN HANH Duyét phan cdng Xin y kién xi¥ If van ban Xin § kién ban hanh van ban
Chuyén vien - =

Dy thao: Van ban kiém tra ky sb déi voi file pdf va .doc va .docx (09/06/2021)

File dinh kém: BIM-Demo.docX | Chon 1&p khac Cép nhit file

Van ban kiém tra ky s ddi voi file pdf va .doc BM025_Tralolrar  Cnon t2p knac
va docx
BM-Demo_signed pdi (TR RR kL] Chon tép knac

File.pdf Chon tép khac

File_signed pdf [cf SEMEEIEL  Chon tép khac
Ngui kj: L& Hiru Minh  Logi phan héi vin ban: Kndng cén phan ni

[Théng nhat véi du thdo, trinh ky.

V& Quang Minh Nhan (1) -

L& HFu Minh - Ihminh.sal v

V& Quang Minh Nhan - 09/06/2021 10:12:09
Kinh trinh TP

Chinnh sia du thde

9 V& Quang Minh Nhan - 09/06/2021 10:05:51

V& Quang Minh Nhan - 09/06/2021 09:54:59

2. Kich “Ky phé duyét” cua file dinh kém twong tmg, dé m cira s6 ky 0. Chi doi
vai file dinh kém da duoc ky so budce trude. Lic nay da co thé hién Ky trinh trén
nd1 dung van ban.

¥ [UBND TINH THUA THIEN HUE] - Ky 58 céng vén (BM-Dema_signed.pdf) - X

®o» [ | 9@ i E/C

00.02.H57.BMO59
UBND TINH THUA THIEN HUE - CONG HOA XA HOI CHU NGHIA VIET NAM
VAN PHONG Dée 1ap - Ty do - Hanh phic
sé:  /QD-VPUB Thita Thién Hué , ngay ..... thing ... nam ......

QUYET BINH
Vi vige diéu djng cong chire

CHANH VAN PHONG UY BAN NHAN DAN TiNH

Cincir M

Cin eir. (2).

Xét d& nghi cia Trueng phong Hanh chinh-Té chitc,
QUYET DINH:

Dibu 1. Pidu dong éng/ba ... (3) ... dén nhin cong tic ti ... (4) ... ké tir
ngay ... thing ... ndm ...

Didu 2. Ong(Ba) ...(3).... ¢6 trich nhigm:

- Ban giao h so cong viéc, tai san lién quantai ......(5)........c

_ Tiép nhan hd so cong viéc, i san lien quan tai ....(4)...... E [m,

Hoan thanh trede ngdy ... thing ... ndm.....

Didu 3. Truong phong Hanh chinh-Té chitc, .. (6) ..., Truong cie don vi lién
quan vé cic ong/ba 6 tén tai Dicu | chiu trich nhi¢m thi hanh Quyét dinh nay./.

Noi nhan: CHANH VAN PHONG (10)
- Nhu Diéu 3;

VP g,),,, o (Chit k¢, diu)
Laru: VT, ... (8) AXx (9).
Ho va tén
‘ Tod lai ‘ ‘ KY SO ‘ | o ‘

I sin sing

3. Kich “Chen vi tri ky”, kich tiép chon vi tri ky trén trang vin ban, dé mo ctra s6
chon mau chir ky theo loai Mau ché ky ca nhan.

HUGC'T TRUNG TAM CONG NGHE THONG TIN TINH THUA THIEN HUE 12
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= [UBND TINH THUA THIEM HUE] pe

KY sO 76 cHUC PHAT HANH VAN BAN )Z&CA

1. Chon mau chil ky

| duongnvm ~ |

Hién thi chil ky

M’

2. Ki#m tra chiing thu s& ngudi ky:

Nauyén @thuathienhue gov v Y

Cau hinh Ky s& Bang

QK

4. Chon mau chit ky tuong tng (Néu ¢ nhiéu mau chit ky).

5. Kich “Ky s6”. Néu chua dugc ghi nhé PIN cua lan trude, hé hién thi cia s6 yau
cau nhap so PIN.

Windows Security *

Smart Card

Please enter your authentication PIN.

|

Click here for more information

OK Cancel

6. Nhap s6 PIN, kich “OK>, dé thyc hién ky so. Két qua hinh anh cia mau chir ky
duoc chon thé hién tai vi tri da chon.

H UeC"' TRUNG TAM CONG NGHE THONG TIN TINH THUA THIEN HUE 13
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¥ [UBND TINH THUA THIEN HUE] - K§ 56 céng vén (BM-Demo_signed pdf) - X

@@*HI'“‘@@‘::E‘C [ chonvivity | @ dacthe

00.02.H57.BM0S9
UBND TiNH THUA THIEN HUE  CONG HOA XA HQI CHU NGHIA VIET NAM
VAN PHONG Die Igp - T do - Hanh phiic
sé:  /QD-VPUB Thira Thién Hué, ngay ..... thang ... ndm .....

QUYET DINH
Vé vige diéu dpng cong chirc

CHANH VAN PHONG UY BAN NHAN DAN TINH
Can ot 1y

Cin ct. ).
Xét dé nghj ctia Truong phong Hanh chinh-To chirc,

QUYET DINH:

Didu 1. Piéu dong ongba ... (3) ... dén nhin cong tac tai ... (4) ... ké
ngay ... thing ... ndm ...

Piéu 2. Ong(B2) ...(3)..... ¢d trich nhigm:

- Bin giao hd so cong viée, tai san lién quan tai ......(5).........;
an lién quan tai ...(4).......c -j/ln'
dng ... nam.....

- Tiép nhan hé so cong

Hoan thanh trude ngay

Diéu 3. Truong phong Hanh chinh-T6 chirc, ... (6) .... Truéng céc don vi lién
quan va cie ng/ba 6 tén tai Didu | chiu trach nhiém thi hanh Quyét dinh nay./.

CHANH VAN PHONG (10)

D o
- VP Lanh dgo; (Chir ky, dau)
L VT (8) A (9)

Ho va tén

‘ Trslai ‘ ‘HOANTHANH ‘ ‘ Déng |

I sin sing

Néu chwa dung mong mudn, kich “Tré vé” dé tro lai trang thai trudc do, tic huy
thao tac ky vura roi (Undo).

Kich “HOAN THANH?”, d¢ chdt hoat dong ky 6, hé thong dong cira s6 ky s
va tré ve trang goi. H¢ thong thong bao “Ky so thanh cong”, file ket qua ky so
chinh 1a file da chon ky so6 va dugc bo sung thém phan ky s6 mai.

@ hscv.sdldemo.thuathienhue.egovam
Ky =& thanh céng!

oK

BM-Demo_signed.pdf

9. Kich “Péng”, dé huy hoat dong ky sb.
10.Thuc hién thao tac tiép theo caa hoat dong phé duyét du thao.

Piém chl y:

D3 cai dat va cdu hinh dua didu kién dé ky s6. Tham khao muc “Cai dat ky s6” va
“Cau hinh ky s6”.

Cac file dugc ky doc lap, tac file nao ky file do.

Khi thuc hién thay thé file dinh kém.

Néu 1anh dao ky phé duyét, trén nén vin ban da co dau hiéu xac dinh vi tri tén
1anh dao/quan ly. C6 thé tién hanh kich “KY SO” ludn, hé thdng s& xac dinh vi
tri mac dinh theo dau hiéu nhan biét.

2.5.3. Ky déng dau phat hanh

Chure nang cho phép Vin thu thuc hién ky sé cac file dinh kém cua van ban du thao
chuan bij phat hanh & budc vao s6. Cac file chua duogc ky s6 va file .pdf da duoc ky s6
& budce trudec.
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Cac budc thuc hién:

HueCIT-eDOC

1. Tai trang Cap nhat thong tin vao so vin ban di, kich miii tén x4 xuéng ¢ nat “Ky
s0” cua file twrong trng, d¢ md menu ngir canh.

Théng tin chung

S0 di tdng hop: 26

S/ ky hiéu van ban- 24/
Co quan ban hanh:

$6 van ban:
Ky hiéu VB:
Trich yéu:
Nguwri ky:
B6é mat:

Mirc dé quan treng:

Loai vin ban:

Ngw&i soan thao:
56 ban:
Ngay VB giay dén:

File dinh kém:

Noi nhan trong co
quan:

Co quan trong tinh:
Ceor quan ngodi tinh:
Theo nhém dai dién:

Té chirc, €i nhan
khac:

Co quan nhan dé biét:

Bac qua tin nhin SMS: [

Phan quyén xem:

S6& Du lich

| 56 van ban di v 2021

Céng van demo ky 56

L& Hiru Minh - Ihminh.sdl
Thuiréng
@ThwengOQuan trong

| Phirong an - PA

Mguyén Thi Lan Hrong - ntihuong.sdl
| -

| doc| docx| rif| pdf] xis| xisx| ppt| pptx| zip|.rar
BMO025_TralLoi.doc

HuongDandoc @
BM-Demo_2 pdl [efSfERd @

BM-Demo_9_6_2021_14_47_32_0924 CH.docx

BMO25_TralLoi_signed pdf [ZRadied ®
HuongDan_signed pdf [CAEEE &
BM-Demo-rar.rar @

| Chon tdp tin... | Chua chon tép tin.
[+]

Toan bé co quan []

2. Kich “Péng dau phat hanh”, dé mé cira s6 ky 0. Thong tin S6-ky higu va Ngay
phat hanh duoc lay tir thdng tin quan 1y van ban. Tai day c6 thé tuy bién lai dit
liéu nay. Chu y truong Ngay — Thang — Nam phat hanh dang theo dinh dang (¢

Baoc qua Email: []

Loai phan héi VB:

Knhong can phan hoi v
6 di theo sé: I 24
Ngay ban hanh: I 00/06/2021 =

Vi

Chire vy: Q.Giam dbc
B6 khan: Thuong o
VB thuong/QPPL: @VB hanh chinhOVB GPPL
Linh vwe:

Lao ddng viéc lam v

Bon vi soan thao: Phang Quan Iy IF hanh

Ngwéi vio sb: V& Quang Minh Nhan

Nghiép vu van ban:

Van ban méi v

B86ng dau phat hanh

Phu luc/ Binh kém
j
A
=

A

#
2

HueCIT
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day c6 anh huong dinh dang cua h¢ théng cua may tinh ca nhan). Tuy theo file
van ban hién tai da c6 phan ky hi¢u hay chua, c6 thé dicu chinh lai dit li¢u ¢ day
dé ky cho dung ngir canh.

¥ [UBND TINH THUA THIEN HUE] - K7 5& cong vén (BMO25_TraLoi_signed.pdf)

- X
® @ » | lIl I T mhemss  [themngdy [ Chomvitrily o Xscthve THIEP LAP KY SG
*| sscongvan
00.02.H57.BM025
UBND TINH THUA THIEN HUE  CONG HOA XA HQI CHU NGHIA VIET NAM s omm )
VAN PHONG Dige lip - Tur do - Hanh phiic
sb: SVPUB-.....(1).cooe .
VA @) Thiva Thicn Hué, ngay .. thing.....nm ...

oy
[] Thém nam phat hanh céng van
[ Ky 5615 chic

Van phong Uy ban nhan dan tinh nhan duge cong van sé ..o

@ ‘
Dé ¢6 co ¢ tham muu UBND tinh trién khai thue hién, Van phong Uy

ban nhan dan tinh dé& nghj (5).

Vin phong Uy ban nhin dén tinh d& nghi .....(3).... thue hién cic ndi dung
néu trén./. -

LI
Nk nhin: ' CHANH VAN PHONG ()
Nhwten, /
DN () B
- Lt VT (1) Aix (7). |
/% .
Ho va tén

PIENEENE

I 530 sing

3. Kich “Thém s6”, rdi chon vi tri trén vin ban, cira s6 chon mau chit ky theo loai
Mau so cong véan di da cau hinh.

= [UBMD TINH THUA THIEN HUE] bd

THEM SO CONG VAN )& :

1. Chon mau chil ky

|LI§|1 s6 w |

Hign thi chii ky

123/CV-CQBV

2. Kigm tra chiing thu s& ngudi ky:

Nguygn @thuathienhue gov vn= w v"

55

Bang thuc hign thém s& céng van...

4. Chon mau s6 phi hop, rdi kich “Ky s6”, dé tién hanh ky s6 cong van. Két qua
duoc thé hién & vi tri ky da chon.
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Dia chi: 6 Lé Loi, thanh phd Hué. Website: www.huecit.vn
Dién thoai: (0234).3823650
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00,02 H57 BM025
UBND TINH THUA THIEN HUE  CQONG HOA XA HQI CHU NGHIA VIET NAM

VAN PHONG DPic lip - Tu do - Hanh phiic
Sé: LJB- ..... (1)...... .
ViV 0 T Thira Thién Hué, ngay ......thang ....nam ....
Kinh giri: o3

Vian phong Uy ban nhin dén tinh nhian duge ¢ong van SO ...oooevvveeene.
Pé ¢6 co so tham muu UBND tinh trién khai thyc hién, Van phong Uy

ban nhan dan tinh dé NEhL. S e,

. Tiép tuc kich “Thém ngay”, roi chon vi tri trén vin ban, ctra s6 chon mau chit
ky theo loai Mau ngay cong vin di da cau hinh,

= [UBMD TINH THUA THIEN HUE] =
THEM THOI GIAN PHAT HANH VAN BAN )Z&CA

1. Tuy chon théng tin
() Thém ngay (® Thém thang () Thém ndm

2. Chon mau chil ky

Miu ngay ~

Hién thi chii ky

3. Kigm tra chding thu sé ngudi ky:

£

Mguyen t@thuathienhue.gov .vn> |

C4u hinh Ky s& Biéng

oK

Chon tuy chon thong tin “Thém ngay” hay “Thém thang” hay “Thém nam” phu
hop. Chon mau s6 phu hgp, roi kich “Ky s6”, d¢€ tien hanh ky ngay ban hanh
cong van. Ket qua duoc thé hién ¢ vi tri ky da chon.
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¥ [UBND TINH THUA THIEN HUE] - Kj 58 céng van (BM025_TraLoi_signed.pdf) - X
® ® ¥ | [1]n T[mhemss  Jrhemngay | [ chonvitriky o acthue THIEP LAP KY SO
" | sscingwan
00.02.H57. BMO25
UBND TINH THUA THIEN HUE  CONG HOA XA HOI CHU NGHIA VIET NAM DI AU )
VAN PHONG Dic lip - Ty do - Hanh phic

Sb: /VPUB-.....(])...... i
VoD Thita Thién Hué. ngay |09, thang 06.ndm2021

[ Thém ném phat hénh odng van
. N [7] K5 515 chiic
Vin phong Uy ban nhin din tinh nhin duge cong van s6 ..oeriieeninns
@ HOAN THANH
Dé co co s tham muu UBND tinh trién khai thyc hién, Van phong Uy
ban nhén din tinh dé nghi 3) o

Viin phong Uy ban nhan dan tinh d& nghi .....(3).... the hién céc ndi dung
néu trén/. 2 s

Noi - . CHANH VAN PHONG ()
NBEUE L,

....... e

Ho va tén

DICHIEE

I sin sing

7. Tiép tuc kich “Chen vi tri ky”, roi chon vi tri trén vin ban, cira s6 chon mau chi
ky theo loai Mau ché ky té charc da cau hinh.

< [UBND TiINH THU A THIEN HUE] b
KY SO TG CHUC PHAT HANH VAN BAN )& ,_

1. Chon mau chil ko

|Cd quan ~ |
Hién thi chii ky

2. Kiém tra chiing thu s& ngudi ky-

| Mguyén t@thuathienhue gowv vnx ~ | V_’
55

0K

8. Chon mau s6 phui hop, roi kich “Ky $6”, dé tién hanh ky dau cia co quan ban
hanh céng van. Két qua duogc thé hién ¢ vi tri ky da chon.
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¥ [UBND TINH THUA THIEN HUE] - Kj 58 céng van (BM025_TraLoi_signed.pdf) - X

® ® n T[mhemss  rhemngay | [/ Chonvivity | Xacthue THIEP LAP KY SO
56 cbng van
00.02.H57. BMO25
UBND TINH THUA THIEN HUE CONG HOA XA HOI CHU NGHIA VIET NAM A0 o ey O e )
VAN PHONG Dic lip - Ty do - Hanh phic
Sb: 24 /VPUB-...(1)..... |
VA e (2D Thita Thién Hué. ngay 09, thing 06.nim?2021
Kinh @it oo (B

Van phong Uy ban nhin dan tinh nhin duge cong van s8 ...

Dé ¢6 co 5o tham muu UBND tinh trién khai thyc hign, Van phong Uy

ban nhén din tinh dé nghi 3) o
Viin phong Uy ban nhan dan tinh d& nghi .....(3).... the hién céc ndi dung
trén./ )
Lo
Nai nhn: ) CHANH VAN PHONG (8)
e 2 =
L VT, (1) Axx (7)
Ho va tén
Ghi chii: .
0@ c

9. Néu chua dung mong mudn, kich “Tré vé” dé tro lai trang thai trudc do, tic huy

thao tac ky vira roi (Undo).

10.Kich “HOAN THANH? (khi c6 thuc hién thanh cong ky sé6 mot thanh phan nao

do, nut 1énh “K'Y SO” dugc chuyén thanh “HOAN THANH”), dé chot hoat dong
ky s6, hé thong dong cira s6 ky So va tro vé trang goi. H¢ thdng thong bao “Ky
So thanh cong”. File két qua ky so: Néu thuc hién ky s6 trén chinh file da coky
s, file két qua chinh 1a file da chon ky s6 va duoc bo sung thém phan ky sé méi;
Néu thuc hién ky sé trén file chua duoc ky s6, file két qua ky sé duoc tao ra dudi
dinh dang .pdf, ¢ thém tiép vi « signed”.

@ hscw.sdldemao.thuathienhue.egovivn

Ky sd thanh céng!

BM025_TraLoi_signed.pdf

11.Thuc hién thao tac tiép theo caa hoat dong vao s6 vin ban di.

Piém chl y:

D3 cai dat va cdu hinh du diéu kién dé ky s6. Tham khao muc “Cai dit phan mém
ky $6 va “Cau hinh ky s6”.

CAN THIET LAP PINH DANG NGAY THEO DD/MM/YYYY POI VOl
MAY CA NHAN. NHU O GOC DUGI PHAI MAN HINH => BRELZER

HO tro ky s6 d6i voi cac file dinh kém dinh dang .doc, .docx va .pdf.

Cac file goc duoc trinh & cac bude truéc da chon ky sb roi, khong cho phép ky
s6 (ky sb trén file tao ra twong wng).

Cac file goc duoc thém tryc tiép tir van thu khi thuc hién vao so, cho phép ky sd
nhiéu lan. File két qua ky sé 1a file duoc thuc hién Ky 1an sau.

Cac file dugc ky doc lap, tac file nao ky file do.
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- Tuy theo ngit canh cua file vin ban dang du thao, dé ky sb, ky sé-ky hiéu, ky
ngay, ky thang, ky nam.

- Mot diém thuan lgi tai budc van thu thuc hign ky phéat hanh 13, cd thé chon
checkbox & viing thiét 1ap, sau d6 kich “KY SO”, hé thong tu dong tim dung cac
vi trf twong tmg dé diém céc hinh anh mu ky phi hop. Dua vao mot s6 dau hiéu
co trén nén van ban, nhu “S6”, “ngay”, “thang” “nam”, “<tén lanh dao k}'/>”.
Nén & budc cau hinh mau chit ky ca nhan va to chic can thuc hién chinh xac

W [UBND TINH THUA THEN HUE) - K 5¢ céng vin (HueCIT.05. MauThongBao_18.6,2021,16.39.03. 461 CH signed pdf)

@ @ » | [O]n Tlmémss  [mémosty [ Goaviviy o Xicthoe THIEP LAP KY SO
Al stcrguin
]
UBND TINH TRZK THIEN HUE CONG HOA XA HOI CHU NGHIZ y 2 Tt g ek ol s M
TRUNG TAM C¢ NGHE THONG TIN Die lip - Ty do - Hi hi |18 - 06 - 2021
$6{37 /TB-ONTT Thica Thién Hué, ngy |18 hing [08Tim| 2021] Top chen ki 06
] Thim a8 g i
53 Thim ngiy pht hioh ctiog vin
THONG BAO L] Totn thing gnit harh ceg vin
Vévige (), 7] Tk st o e v
) K s618chic
HOAN THANH
Trdle
Noi nhin /(;lAMD()c
- Thing bio todn thé CCVC
- £
“Lne VI 4y o | A
\Bmisdnag | 7
Hoang Bio Hing
(4) Chilr vidt tit 1én dom vi soan thilo vi b hgmg ban luw (néu cin).
9@ mElC o

Néu xay ra truong hop chua xac dinh dugc vi tri ky s6, hé théng sé ¢ thong béao
& thanh trang théi.
| Lai: Ky sé& phé duyet khéng thanh cdng, Khéng xac dinh dugc vi tri ky 54

- Trudng hop mau co quan khong co cau hinh dau hiéu nhan biét vi tri (Ho va ten
nguoi ky) he thong s& dat mau ky co quan 1én dau trang nén van ban.

Till
"" Tk fll.Hl‘.l‘.
"4 ! >

UBND TINH THUA THIENHUE ~ CONG H
VAN PHONG ]

2.5.4. Ky phu luc/dinh kem

Chtre ning cho phép Vin thu thuc hién ky sé cac file dinh kém cta vin ban du thao
chuan bi phat hanh & budc vao sb ¢ ngix canh ky PHU LUC/DINH KEM. Céc file chua
duoc Ky s6 va file .pdf da duoc ky s6 ¢ budc trudc.

Cac budc thuc hién:

1. Tai trang Cép nhét thong tin vao s6 van ban di, kich miii tén x6 xudng & nat “Ky
s6” cua file twong tmg, d¢ md menu ngit canh.
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Mipe do quan trong: @ThwengOQuan trong VB thurong/QPPL: @VB hanh chinhOVE QPPL
Loai van ban: | Phrong an - PA v Linh vye: | Lao dong viéc lam v
Nguwé&i soan thao: Nguy&n Thi Lan Hirong - ntihuong.sd . Bonvisocan thao: Phong Quan Iy IiF hanh
$6 ban: I 1 Ngwéi vio sé: V& Quang Minh Nhan
Ngay VB gidy dén: g  Mghiép vy vin ban: VAN ban mol v
File dinh kém: | doc|.docx].rt]. pdf xis| xisx|_ppt|.pptx|.zip|.rar
BM025_TraLoi.doc @
HuongDandoc ®
BM-Demo_2 pdf [efsgeid @
BM-Demo_9_6_2021_14_47_32_924_CH.docx ®
BMO025_TraLoi_signed.pdf [efsgekd @
HuongDan_signed pdf [k e
BM-Demo-rarrar (@88 Béng d4u phat hanh
—_— . T
| Chon tp tin... | Chirac  Phu luc/ Binh kem
Neoi nhan trong co
13 frond 2
quan:
Toan bd co quan []
Co quan trong tinh:
q g ]
Co quan ngodi tinh: -

2. Kich “Phu lue/Pinh kém”, dé mé cira 50 ky s0 phu luc/dinh kém. Tai day c6
thé tly chinh lai S6 van ban (s6-ky higu).

|
s

KY SO TAI LIEU KEM THEO VAN BAN ,
http://hscv sdldemo thuathienhue egov vn/pdffile api/v 1/DownloadFile FdFile=0335ae 204 7c8-eb 11-80bf-0050565¢

54 van ban

e 24/DEMO-SDL

| Hién thi chi ky |

| 5&: 24/DEMD-SDL
Thii gian ky: 09/06/2021 15:20:19 +07:00

Chon ching thu sé ngudi ky:

e,
Mauyen t@thuathienhue gov.vn:
CAau hinh Ky s6 Biéng
_ S3n sang

3. Kich “Ky s6”, dé Chot hOat dong ky s6, hé thong dong cira s6 ky So Va tre vé
trang goi. Hé thong thong bao “Ky s0 thanh cong”. File két qua ky s6: Néu thuc
hién ky so trén chinh file da c6 ky s, file két qua chinh 1a file da chon Ky sé va
duoc bd sung thém phan ky sé méi; Néu thuc hién ky s trén file chua duoc ky
s, file két qua ky sb duoc tao ra dudi dinh dang .pdf, ¢ thém tiép vi «_signed”.
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hscv.sdldermo.thuathienhue.egovien
@ eg

Ky =& thanh céng

4. Thuyc hién thao tac tiép theo ctua hoat dong vao sb van ban di.

Piém chi y:

- Dai cai dat va cdu hinh du diéu kién dé ky s6. Tham khao muc “Cai dit phan mém
ky 56 va “Cau hinh ky s6”.

- HO trg ky s6 ddi véi cac file dinh kém dinh dang .doc, .docx va .pdf.

- Cac file dugc ky doc lap, tac file nao ky file do.

- Trudng hop cap nhat théng tin quan 1y vin ban, chua c6 S6-Ky hiéu, sé& hién thi
théng bé&o canh béo.

@ hscw.sdldemo.thuathienhue.egovivn

Chura cé 58 ky higu vin ban d& thue hign by phu luc!

- Dau hiéu nhan biét ky phu luc/dinh kém 1a & goc trén-phai cua file két qua .pdf.

S6: 23/DEMO-SDL
Thoi gian ky: 09/06/2021 13:59:36 +07:00

00.02.H57 BM026
UBND TINH THUA THIEN HUE ~ CONG HOA XA HQI CHU NGHIA VIET NAM
VAN PHONG Doc lap - Tw do - Hanh phuic
Sé: /VPUB-....(1)...... ’
VN gopy.....(2)ee Thira Thién Hué, ngay ......thang ....ndm ....
Kinh giri: ... ()
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2.6. Hwéng dan xix Iy mot sé trwong hep thwong gip
2.6.1. Chir ky nhé
Trudng hop chit ky nho hoic 16n mudn diéu chinh kich thudc sao cho phu hop lai.

Vi du:

TGO KHAI DANG KY KHAI SINH

Kinh gui: "

Ho, chir dém, tén ngudi yéu clu:

Gifly 1o thy thén: ©)

Noi cur tri: &)

Quan hé v&i nguai duge khai sinh:

pé nghi o' quan diing ky khai sinh cho ngudi dwéi diy:

Ho, chir d¢m, tén:.

Ngay, thang, nam sinh: ohi bang chir:
Noi sinh: .

Gidi tink: Din tge: Quée tich:
Qué quin:

Hg, chir dém, tén cha:
Nim sinh: Din tjc: Quéc tich:

Noi cur tra:

Hg, chir d¢m, tén me: .

Nam sinh: Dan tde: Quése tich: .

Noi cur tri: @

Toi cam doan ni dung d& nghj dang ky khai sinh trén day 1a ding sy thit, duge sy thoa
thudn nhat tri cua céc bén lién quan theo quy dinh phép luat
Téi chiu hoin toan trich nhi¢m truge phap ludt vé ndi dung cam doan cta minh,
Lam tai: ... 77| - thang ......... ndm
Ngudi yéu chu
(KY, ghi ré ho, chir dém, 1én)

Tré lai HOAN THANH Béng
Cac buac thuc hién:

1. Chon chudt phai vao logo cua tool VGCA Sign Service, chon “Céau hinh hé
thong”.

Théng tin

Cai dat CTS CA
Bdng ky sirdung
C&u hinh hé thdng

Cép nhat phdn mém

Khdi déng lai

Bang

2. Trén cira s6 CAU HINH HE THONG chon tab “Hién thi chir ky trén PDF”.

3. Chon mau chir ky can chinh. Vi du “Lanh dao: Nguyén Vin A”.
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2 [CONG CU KY 53 THEQ NGHI BINH 53 30/2020/NB-CP | X

CAU HINH HE THONG

Dich vu chiing thic Hi€n thi chli ky trén PDF  Chi ky s&

QUAN LY MAU CHU KY: [Lznh dao: Nauyen van A

Tén mau:

Lanh dao: Nguyén Van &

Loai chu ky: WU chi ky ca nhan

Hién thi chi ky
(O Hinh &nh &théng tin

(®) Hinh anh
() Théng tin

Nhén théng tin

Email Cd quan Thdi gian ky

Vitri & Kich thude chi ky mdc dinh

Trang dau

Ho&c trang: 1

Théng tin nguidi ky

Vitri: | Géc trén bén tréi v €3 chi

Borng: | 100 | Pécao:

Ho vatén: |Nguyén Van A

| (50 diung 9& xéc dint vitri k)

[ Mau chii ky méc dinh

¥ha miu

Luiu Béng

HueCIT-eDOC

4. Piéu chinh d¢ rong, d6 cao theo don vi Points (1 point = 1 pixel x 96/72).

5. BAm “Luu” dé luu mau.

Két qua:

HueCIT
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TGO KHAI PANG KY KHAT SINH

Knh @iz Mot

Ho, chif @8m, t60 NEWOT YEU CAUL 1....coovveoeeeeeseeeeee oo eesssss s ess s sesssses e eesesssseennesss

Gidy tér tiy than: @

Noi cur tri: Ph.............

Quan hé voi nguoi duge khai sinh: ...

pé nghj co quan ding ky Khai sinh cho ngudi dudi diy:

Hg, chir d¢m, tén:.........cc.coooerennnns

Ngay, thang, nim sinh: ...... cersiiesssiesseneo@hi BANG CNTE e

Noi sinh: ¥

Giai tinh:

Qué quan: ..

Hg, chir d¢m, téncha: ... ...

Nam sinh: ..

Noi cur tri: )

Hg, chir dém, tén me: .

Nam sinh: ......ooccvenenn. DN the:

Noi e trit: &) i

Tai cam doan ngi dung dé nghj dang ky khai sinh trén ddy la dang sw thit, duge sy thoa
thudn nhit tri cua cac bén lién quan theo quy dinh phap luit.
Toi chiu hoan toan trach nhiém trudge phap luat vé ndi dung cam doan cua minh.
Lamt@i: .., NEAY e thaNg o R
Ngudi yéu ciu
(Ky. ghi ré ho, chir dém. tén)

-l

Trdlai HOAN THANH Béng

2.6.2. Khong kiém tra dwoc chirng thw s6 nguoi ky

< [VGCASignTool - CONG CU KY 58 THEQ MGHI BINH 30/2020/NB-CP] x

KY S0 VAN BAN DIEN TU )%CA

1. Chon mau chil ky

w
Hign thi chil ky
e %
2. Kiém tra chiing thu s8 ngudi ky
\ v
[ }

Sdn sang

- Céac budc thuc hién:

1.Vao VGCA Token Manager . Kiém tra lai da c6 thong tin cta token chura.

H UeC"' TRUNG TAM CONG NGHE THONG TIN TINH THUA THIEN HUE 25
Dia chi: 6 Lé Loi, thanh phd Hué. Website: www.huecit.vn
Dién thoai: (0234).3823650



Tai liéu hwéng din sir dung phan mém Quan ly Vin ban va Piéu hanh HueCIT-eDOC

¥ VGCA Token Manager v1.0 -

BAN CO YEU CHINH PHU
| CUC CHUNG THY'C SO VA BAO MAT THONG TIN i

Xac thyc & Bao mi

ca'u hinh
Echd‘ng the s6

Cap nhat

.mciéﬁ thiéu

2. Néu chua hiy thir thao token va cam lai.

Két qua khi nhan duoc.

¥ VGCA Token Manager v1.0 —

/ BAN CO YEU CHINH PHU /
GCA CUC CHUPNG THUC SO VA BAO MAT THONG TIN Ag .

Xacthyc & Bao mat

@ Théng tin PKGS#11

Tén Token | VGCAToken

Serial Token | 0295823d

L. Yéu cdu md khoa

----Echﬂ'ng thu sé Téng bé nhg | 163840
G Cap nhat B& nhd tréng | 63334
....Eciﬁ thiéu Chigu dai PIN t5i da | 16

Chigu dai PIN t5 thigu |4
Phién ban ph&n cimg | 16.0

Phign ban firmware | 16.1

3.Khi di nhan dc thong tin token, thir Ky lai xem da kiém tra dugc chimg thu sb
nguoi ky chua.
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<. [VGCASignToel - CONG CU KV 53 THED NGHI BINH 20/2020/NB-CP] >

KY SO VAN BAN DIEN TU )}&CA

1. Chon méu chil ky

Linh dao: Nguyén Vin A ~
Hign thi chil ky
- I %
2. Kigm tra chiing thu s& nguidi ky:
| vl v
H& Quée Thang<hgthang tentt @thuathienhue gov.vn> }

I’
A

2.6.3. Khong xac dinh dwec vi tri ky so

- Truong hop ky s6 nhung khong xac dinh dugc vi tri ky sb.

< [VGCASignTool - CONG CU KV 56 THEQ NGHI BINH 30/2020/NB-CP] X
KY¥ SO VAN BAN DIEN TU %CA
1. Chon méu chil ky
Linh dao: Nguyén Vin A &7
Hién thi chii ki
it i
L L[
2. Kiém tra chiing thu sé nguidi ky
Ha Quéc Thang<hgthang tentt @thuathienhue.gov.vn> ~ V
C&u hinh Ky s6

LGi: Ky s& phé duyét khéng thanh céng. Khong xéc dinh duge vi tri ky s

-Cac budc thuc hién:
1. Bam vao nuat “Chen vi tri ky” & man hinh Ky sd.
2. X&c nhan ving can ky trén vin ban.
3. Bam “Ky s6” dé thuc hién ky.
2.7. Thong tin lién hé phan anh, gép y
Sau tao lap sy cd, lién hé phan anh dén nhan vién k¥ thuat hay bd phan cham soc dé
tien hanh xu ly.

a. Trung tAm Cong nghé thong tin tinh Thira Thién Hué
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o Diachi: 6 L& Loi, thanh ph6 Hué.
o SO dién thoai:  0234.3849499.
o Thu dién tu: support@huecit.vn.

b. Cong thong tin dién tir — Vin phong UBND tinh Thira Thién Hué
o Dia chi: 16 Lé Loi, thanh phé Hué.
o S6dién thoai:  0234.3833628.
o Thu di¢n tur: ndphong.ubnd@thuathienhue.gov.vn.
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