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A. Ky s6 bang USB token
I. Hwéng din cai dit Ky s6
1. Ban cai Ky sé ban 64 bit

Trén phan mém “Quan 1y vin ban va diéu hanh”, tai menu chirc ning bén trai, NSD
chon Download tién ich va lra chon ban cai 64 bit vé may tinh nguoi dung thuc hién théo tac
cac budc sau:

> |QLVE_KySo_64bit > Driver USB Token |

.

Marne Status Date modified Type Size

ﬁ?f'.-‘ gcall-client-v2-x64-8.3 @ 3/6/201810:35 AM  Windows Installer ... 40,724 KB

- Bwdc 1: Chon Drive USB token/Chon gcaOl-client-v2-x64-8.3

- Bwérc 2: Chon release-v2.0.8/Chon VGCASIgnServiceSetup

release-v2. 0.8

MName Status Date modified Type Size
demo 5 5/2/201912:06 AM  File folder
= = 5/2/201912:01 AM  File folder
ﬁE’ YGCASignServiceSetup = 5/1/201911:34 PM Windows Installer ... 8,240 KB

- Bwoc 3: Chon MS Office 2007 Save as PDF or XPS X64/Chon
saveaspdfandxps

> QLVB_KySo_64bit » vSignPDF_3.1.4 >lMS Office 2007 Save as PDF or XPS X64 I

A

Name Status Date modified Type Size

&) saveaspdfandxps @ 7/8/2013 10:49 AM  Application 934 KB

2. Ban cai ky sé ban 32 bit

Trén phan mém “Quan 1y vin ban va diéu hanh”, tai menu chitc ning bén trai, NSD
chon Download tién ich va lva chon ban cai 34 bit v& may tinh nguoi dung thuc hién thdo
tac cac budc sau:

- Bwoc 1: Chon Drive USB token/Chon gca0l-client-v2-x32-8.3



QLVE_KySo_32bit » Driver USE Token

MName

i geadl-client-v2-x32-8.3

s

Status

Date modified

/6,/2018 10:37 AM

Type

Windows Installer ...

Size

27222 KB



- Bwoc 2: Chon release-v2.0.8/Chon VGCASIgnServiceSetup

release-v2. 0.8

Mame Status Date modified Type Size
demo _ 5/2/201912:06 AM  File folder
= = 5/2/201912:01 AM  File folder
LE)-! YGCASignServiceSetup = 5/1/201911:34 PM Windows Installer ... 8,240 KB

- Bwéc 3: Chon MS Office 2007 Save as PDF or XPS X86/Chon
saveaspdfandxps

» QLVB_KySo_32bit » wvSignPDF_3.1.4 | MS Office 2007 Save as PDF or XP5 X86

e

Mame Status Date modified Type Size

B
E saveaspdfandxps &) 7/8/2013 10:50 AM Application 934 KB

I1. Hwéng din d6i mat khau va cau hinh hé théng ky sé
1. Poi mat khau cho USB token

- Budc 1: Taibidutwong ® & thanh duéi ciia may tinh c& nhan kich chudt phai
vao biéu tuong sé hién thi cac cong cu.

- Buéc 2: Hién thi hinh cong cu, chon D6i mat khau cia Token (lvu y mat khau
c6 it nhat 8 ky tu gém chit cai, s va ky tu dic biét)

- Budc 3: Nhan OK dé d6i mat khau



(S Pa&i Mat khdu: VGCAToken ps

S48 Dantal
)?GCA CHUONG TRINH QUAN LY GCA-01 -

M&t khdu hién tai cha token: || |

Mzt khau mdi cla token: | |

Xéc nhan Mat khéu: | |

M&t khdu mdi cdn phéi dap dng vdi cac dac tinh thigt 15p d3 dude dinh nghi a trén token.

Mat Mat khau bao mat cd it nhat 8 ky tu, va chda chid vigt hoa. chii viét thuding. s&. va céc ky tu dac
bigt fnhuila 1. S, 2, %)

Magdn nglr hién tai: EN

Mh&p Mat khdu mdi.

QK Cancel

2. Cau hinh dich vu chieng thuc

2.1. Dich vu chirng thuc

Budéc 1: Taibiéu tuong # & thanh dudi cua may tinh ca nhén, Click chudt phai
vao biéu tugng # | chon Céu hinh hé théng.

Bwéc 2: Tai man hinh cau hinh h¢ théng, chon dich vu chiing thyc, Click chon:
+ Sur dung dich vu cap dau thoi gian (TSA)

+ Sir dung dich vu kiém tra chitng thur so truc tuyén
+ Cho phép kiém tra chitng thur s6 ngueoi ky qua OCSP

Buéc 3: Nhan Luru



CAU HINH HE THONG

Dich vu chingthuc  Hién thi chil ky trén PDF  Dang ky s dung

[ 54 qung dich vy cdp déu thét gian (TSA)
May chu dich vu cdp dau thdi gian (TSA)

Bia ghi: ihﬁp,."/ca,_govvnftga

[ Sd dung dich vu kiém tra chiing thu s6 tic tuyén
Dich Wy ki€m tra ching thu s3 tnjc tuyén

Cho phép kiém tra ching th 86 ngudi ky qua OCSP

Budng dan danh séch ching th bi thu hdi (CRLs) Thém

3

2.2. Hién thi chir ky trén PDF
* Cau hinh chir ky thwang

- Bwéc 1 : Mo form cau hinh Hién thi chit ky trén PDF
- Buwdéc 2: Chon Tao mau mai va nhap céc thdng tin sau:
Dich vu chiing thye  Hign thi chii ky trén PDF  Bang ky =t dung

QUAN LY MAU CHU KY: [Tao mau ma. v

e Nhap tén mau: Nhap Chir ky thuong

e Chon loai chir ky: Mau chit ky ca nhan

e Chon hién thi chir ky: Hinh anh

e Chon anh chix ky thudng, dinh dang .png bang cach bam chudt phai vao
hinh anh chir ky va chon menu “Thay anh khac”

e Nhap d6 rong va @6 cao cua anh chir ky theo don vi Points (1 point=1
pixel x 96 / 72)

e Théng tin chit ky: Néu chit ky cua Lanh dao thi nhap ho tén Lanh dao. Khi ky
sb cong van dé ty dong tim kiém vi tri chir ky




e Céc thong tin khac khdng thay doi
- Buwéc 3: Click Luwu dé luu mau.

CAU HINH HE THONG
Dich vu ching thie  Hign thi chii ky trén POF  Biang ky s dung

QUAN LY MAU CHU KY: [Tao m3uméi... v

Tén mau: |Chﬁ' ky ca nhan Loai chii ky: | Mau chil ky ca nhan w
Hién thi chi ky
() Hinh &nh & théng tin

(® Hinh anh
Mhan thing tin Email Cd quan Thdi gian ky

Vitri & Kich thude chll ky mac dinh
Trang dau w Vitri: | Géc trén bén trai w C# chii |I|

Ho&c trang: 1 i réng: 120 B4 cao: 100

Théng tin nguidi ky

Ho va tén: | {5l dung & xde dink vi b ky)

[ Mau chii ky mae dinh ¥da mau
Luiu Blang

* Cau hinh chir ky nhay

- Buwdéc 1 : Mo form cau hinh Hién thi chit ky trén PDF
- Buwdéc 2: Chon Tao mau mai va nhap céc thdng tin sau:
Dich vu chiing thic  Hign thi chii ky trén PDF  Bang ky st dung

QUAN LY MAU CHU KY: [Tao mau mai.

e Nhap tén mau: Nhap Chir ky nhay

e Chon loai chit ky: Mau chit ky ca nhan

e Chon hién thi chix ky: Hinh anh

e Chon anh chix ky nhay, dinh dang .png bang cach bim chuét phai vao
hinh anh chir ky va chon menu “Thay anh khac”

e Nhap do rong va do cao cua anh chir ky theo don vi Points (1 point = 1
pixel x 40 / 30)



» Céc thong tin khac khdng thay doi
- Buwéc 3: Click Luwu dé luu mau.

CAU HINH HE THONG
Dich vu ching thyc  Hign thi chil ky trén POF  Bang ky sui dung

QUAN LY MAU CHU KY: [ Chil ky nhay v

Tén mau: |Chﬂ' ky nhay | Loai chii ky: | Mau chii ky c& nhan -
Hién thi chili ky

() Hinh anh &théng tin
(® Hinh anh
i) Théng tin

Nh&n théng tin Email Cd quan Thdi gian ky

Vitri & Kich thude chil ky mac dinh
Trang d3u w Vitri: |Géc trén bén trai w ca chil |I|

Ho&c trang: 1 Bé réng: Bié cao:

Théng tin ngudi ky

Ho vatén: | e dbing &€ xac dinfr vi i ky)

] Mau chil ky mac dinh ¥da mau

Luiu Bang

2.3. Pang ky sir dung

Click ding ky str dung/ Nhap ma dang ky phan mém/Chon chic danh dung véi
usb token dang cam va nhan Pang ky / Nhan Luru dé luu dang ky, nhan Péng sau khi
dang ki st dung thanh cong

Ma Ping ky Phan mén: 2CA8F-E9D026-A6C20C-1CFD1



CAU HINH HE THONG

Dich vu chiing thuc  Hign thi chd ky trén POF | £&ng ky 0 dung

Thing tin dang ky

Ph@n mém d& dudc dang ky =0 dung
Thdi gian sd dung: T 200042019 dén 15/04/2022
ProductID: Px8HmOLj3gqNZotlbxc S Df+01LU=

Blang ky s dung Blang ky th cdng

2 [KIEM TOAN NHA NUGC] - PANG KV ST DUNG PHAMN MEM

L

Ma dang ky phan mém

|2CA8F—E 9D026-A6C20C-1CFD1|

Chon ching thu sé nguidi koy:

| Hudn luyén 29<huanluyen29@bcy.gov.vn>

Théng tin chdng thu s&
Chti sd hiu: Hudn luyén 29<huanluyen29@bcy gov vns
Cd quan cdp phét: Co quan chung thuc so Chinh phu
Théi han: Td 1640872017 d&n 14/08,2027
Tinh trang: Ching thu s8 khéng dudec kim tra tric tuyén

Bang ky

Chimg thu s& khéng dugc kiém tra truc tuyén

Chi tigt...



3. P6i mat khau cho USB token

Budc 1: Tai biéu twong ® ¢ thanh dudi cia may tinh ca nhan kich chudt phai
vao biéu tuong s& hién thi cac cong cu.

Budc 2: Hién thi hinh cong cu, chon D6i mat khau ciia Token (luu ¥ mat khau
c6 it nhat 8 ky tu gom chir céi, sé va ky tu dic biét)

Budc 3: Nhan OK dé ddi mat khau

(S) D&i Mat khau: VGCAToken X

)7/GCA CHUONG TRINH QUAN LY GCA-01

M&t khau hign tai cla token: “ |

Mat khau méi cia token: ‘ |

Xac nhan Mét khiu: \ |

Mat kh&u mdi cin phai dap (ng véi céc d&c tinh thigt 13p 43 dude dinh nghi a trén token.

Méat Mat khau bao mét cd it nhat 8 ky tu, va chda chi vigt hoa, chil viét thuding, sé, va cac ky ti dac
bigt {nhu 13 |, . #, %),

Madn nair hién tai: EN

Nhap M&t khau mdi.

OK Cancel

4. Cap nhat phan mém ky so

NSD can thudng xuyén kiém tra va cap nhat phan mém ky sé bang cach:

- Bwée 1: Tai thanh taskbar trén man hinh desktop, NSD nhdn chon @ (show hidden
icons) — nhan chugt phai tai Ed (VGCA Sign Service)

- Buéc 2: Nhan chon Cdp nhdt phan mém


https://www.google.com/search?sxsrf=ALeKk03YuG2W96kOwqCrLYmbsCN9mwkk_g:1602730562486&q=thanh+taskbar&spell=1&sa=X&ved=2ahUKEwiRsOPOzLXsAhUOiZQKHXPhCkIQkeECKAB6BAgGEC0

Thong tin

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

Cap nhat phan mém

Khai déng lai

Pong

- Buwéc 3: Nhan chon Tai va cai dat. Sau khi cai dat thanh cong, phan mém s€ hién thi
thong tin ciia phi€n ban ma&i nhat.
2 VGCA Sign Service Updater *

29GEA
- X3 clth uc[B]B ks m 4

Ban dang =0 dung phién ban mdi nhat.
-
v Phién ban hién t3i 20210

I11. Hwéng din ky s6 bing USB token

1. Van ban du thao
* Muc dich:

- Ky s6 chit ky c4 nhan hoidc chit ky nhay tai cac file vin ban can dugc phat hanh
dién tir (thay cho viéc ky bang ban gidy)

- Ky ) v kién phé duyét tai cac file van ban khi lanh dao can viét mot doan noi dung
vao file.

* Thao tdc thwe hi¢n ky so chit ky cd nhin, chit ky nhdy

Sau khi can bd tao du thao hoac Lanh dao nhan dugc van ban du thao trén phﬁn
mém. Nguoi dung kiém tra ndi dung van ban va thyc hién thao tac ky s theo cac budc
Sau:



- Buwéc 1: Truy cap menu Qudn Iy vin ban, diéu hanh — Van ban di thao — Danh
sdach van ban chwa xir . Tai man hinh danh sach chon Trich yéu dé vao chi tiét vin
béan can ky s6

2} | Van ban dy thio | Van ban dy thio chura xir Iy

1] Quan Ly Van Ban, Diéu Hanh

P QUAN LY VAN BAN DU THAO CHUA X(F LY

B vansanain <

[# van ban di <
[ van ban dy thao ~ | ; Tinh
| — — NEt:){ i Bon vi soan thao Loai vin ban Trich yéu Ngwoi phé duyét @ trang Trang thai £ X0
- Thém mai van ban 20 Xt Iy
i
= D thdo chura xiF Iy | 5 4t trién (; . L . am doc -
| ’ 1610/2020 | 1ONG phatinen tma Huérng din Van ban aén ky sé S E={AIET 0| & | EErEE A
- Dir thdo G4 xi¥ Iy dung hu Ha
;
= Danh sach VB du thao

» Trao doi ndi b 15/10/2020 | Trung tam tin hoc Huong din Ky sim PKI
= Y kién x( ¥ die thdo

[ 1o trinh <

4 EXm sle O

- Buée 2: Thuc hién thao tac ky $6:
+ Kich chon biéu tugng # (biéu twong but chi ky s6) va chon Ky s6.

b CHI TIET VAN BAN DIY THAO
H Cép nhat | B Bb sung file | H Van the leu I Chuyén xir Ij | I Gii phé duyét | ) Phat hanh ngi bé | H Phét hanh KTNN | H Ky thira lénh
% Chuyén tra

p THONG TIN VAN BAN Xem thém ¥

Loai vin ban Hwéng din Trang thai Chér duyét
Nguwoi tao Phé Trudng phéng phu trach - Trin Quynh Trang Ngay tao 16/10/2020
N§i dung trich yéu  Van ban dén ky so # Ky 86
File van ban Vin ban gée VB Di ky sé Kiémtra ¢ YKpnéduyét

I & Ky so.pdf PR
File vdn ban

O -
a4 »
b ¥ KIEN X(F LY DI THAO
Nguwéri gl Noi nhin Y kién hoiigian

T Han x Iy Thao tac ) - x O
Phong phat trién (ng
dung Nguwé&i nhan:
. N . . o ) 16/10/2020
Phé Trwdng phong phu  Giam doc - Pham Thi Thu

09'59

+ Ngudi dung nhan Chon vi tri ky, kich chudt tréi tai vi tri can dat chit ky va chon
mau chit ky sb (ky thuong hoic ky nhay) Sau d6 nhan chon Ky s6.



PREIEECEEIHEELS

] KIEM TOAN NHANUGC
KIEM TOAN NHA NUGC CHUYEN NGANH Ia

CONG HOA XA HOI CH
Pic ldp — Ty do — Hanh phic

|2 Ba0 hiém xa hei Vit Nam] X I 2020
KET
KY SG TG CHUC PHAT HANH VAN BAN m
1. Chon médu chil ky
Chir k ci nhin ~
Chir ky nhay
L

o

2. Kiém tra chiing thu s& nguidi ky:

| Huin luyén 20<huanluyen20@bey gov.m> ~ v

0K

I 5in sing

+ Sau khi ky s6 ngudi dung thao tac:

Nhén hoan thanh sau khi ky thanh cong dé tit man hinh hinh ky sb.

Nhan Tré lai dé thao tac ky lai.

Nhan Thoét dé thoat khéi man hinh ky sb.

- Bude 3: Xem file di ky s va Kiém tra ky sd

Sau khi ky s6 thanh cong, NSD nhin chon biéu twong & tai cot Vin ban da ky s6
dé xem file ky sd & dinh dang dudi .pdf hodc nhan chon biéu tuong & tai cot Kiém tra
ky so dé kiém tra tinh trang xéc thyc cua chir ky.

Chi tiét vin ban

ﬂ

b CHI TIET VAN BAN DIf THAO

P THONG TIN VAN BAN

H Van thr Iru

Xem thém ¥

Loai van ban Hwéng din Trang thai
Nguwéi tao Giam déc - Pham Thi Thu Ha Ngay tac 15/10/2020
Néi dung trich yéu Van ban dén ky sé
File van ban Van ban gée VB Di ky sé Kiém tra ky s6 Ky sé
& Ky s sim.pdf @ @ PN
0 -
File vdn ban
& KT PKI Trangtq 1.docx @ @ N
o -
b ¥ KIEN X(F LY DU THAO
Ngwé&i gl Noinhin Y kién Thc;i&giian Han x Iy Thao tac U “ x [
Kiém toan nha nudc N———
The ky Téng kiémtoan _5 ;0 ", R 15/10/2020 —
A T K 1 Nh Trinh
nha nuéc - Gngvinn |0 “IEMm foan Tha nuec 15:08
- HO Birc Phéc -

e



Kiém tra ky s6 X

File vin ban Ky s6 sim.pdf —

- V Signature1: Nguai ky Tran Quynh
Trang(trangtg@sav.gov.vn)

[+] Tinh trang xac thc(Chi¥ ky hop 1€)

[+] Théng tin chiF ky
[{"jhc‘mg tin d4u thai gian

'KIEM TOANNHANUOGC CONG HOA X

KIEM TOAN NHA NUOC CHUYEN NGANH Ia Dic 14

Sé: 1250 /KHPT-PTDN Ha Né

KET LUAN CUA PHO THU TUONG CHINH ’
PHU VUONG DINH HUE

Trén day la ¥ kién tham gia cia BHXH Huyén Vin
tin hoc tiép tuc nghién ciru va phéi hop véi dé hoan thié

Lie AR kAl e Nodabh oA T oame befb WA o A8 b befe L

* Thao tdc thwe hi¢n ky sé y kién phé duyét

Sau khi can bd tao du thao va trinh 1anh dao trén ph?m mém. Lanh dao nhan dy
thao, kiém tra ndi dung vin ban va thuc hién thao tac ky sb y kién phé duyét theo cac
budc sau:

- Buéc 1: Truy cap menu Quan Iy van ban, diéu hanh — Vin ban dir thdo — Danh

sach van ban chwa xu ly. Tai man hinh danh séch chon Trich yéu dé€ vao chi tiét van
ban can ky so

2} | Vin ban du thao | Van ban du thao chura xir Iy

| SETEEAZIEECE I ) QUAN LY VAN BAN DU THAO CHUA XU LY
Bvanpnain <
Van ban di

| [2) van ban dw thao

<

Y| Neayaw finh
= gay dy Bon vi soan thao Loai van ban Trich yéu Ngwoi phé duyét @ trang Trang thai £ X [
= Thém mé&i vén ban thao Xt Iy

= D thdo chira xi | Phang phat trién G . L B Giam ddc - Pham Th
| i | 16/10/2020 | 09 PRELINENUNG . ong adin Van ban dén ky s6 lam doc-Fham i 1 \q | & e #
Dir th3o da xi¥ Iy dung hu Ha
- Danh sach VB dy thdo O
- Trao ddi ndi b . e . (0} — O
15/10/2020 | Trung tam tin hoc Huéng din Ky sim PKI & £ 0
- Y kién x( 1§ di théo (]
O

[ Té trinh <

- Buéce 2: Thuc hién thao tac ky $6:
+ Kich chon biéu twong # (biéu twong but chi ky s6) chon Y.K phé duyét.



Chi tiét viin ban X
P CHI TIET VAN BAN DU THAOQ

H Cép nhit | & Bd sung file | B Van thir lvu K Chuyén xir Ij | B Giri phé duyét | B Phat hanh néi bé | I Phat hanh KTNN | B Ky thira lénh

»® Chuyén tra

P THONG TIN VAN BAN Xem thém ¥

Loai vin ban Hwéng din Trang thai

Nguwé&i tao Phé Trwéng phéng phu trach - Trin Quynh Trang Ngay tao 16/10/2020

N&i dung trich yéu Vin ban dén ky s6

File van ban Van ban géc VB Di ky 56

File vin ban & Ky s6.pat

4 3
P Y KIEN X(F LY DIf THAO

Ngwei g Nei nhdn ¥ kién Tht‘;il:gian Han x Iy Thao tic ) - x [

Phéng phét trién ting

gl;r;)gTruéng phéng phu gzmg: -alll.ham Thi Thu 16710/2020

09:59 M
+ Lanh dao nhan Thém y kién, kich chudt tréi tai vi tri can dat ndi dung y kién va
nhap y ki€n tai man hinh popup ky s6. Sau d6 nhan chon Ky so.

@@/ T |[0]@ | EH (C

<L [Bdo hiém xd héi Viet Nam]
T NAM

KIEM| THEM Y KIEN VAO VAN BAN m

1. Nhdp ndi dung ¥ kién m 2020
KET

Pong y véi van ban|

2. Kigm tra chiing thu s& nguidi ky:

[Hugin luygn 20<huan 12 govam> MR

*Chua nhap néi dung y kién.

- Gidm dée (dé blc);

- Cée Pho Gidm dbe;

- Cée phong nghiép vu;
- Luw: VT, HSNV

| Trd lai | ‘HOANTHANH‘ ‘ Béng

[ sin sang

+ Sau khi ky s6 Lanh dao thao tac:

Nhén hoan thanh sau khi ky thanh cong dé tit man hinh hinh ky sb.
Nhén Tré lai dé thao tac ky lai.

Nhén Thoat dé thoat khoi man hinh ky sd.

- Buée 3: Xem file di ky s6 va Kiém tra ky sb



Sau khi ky s6 thanh cong, NSD nhédn chon biéu twong ¢ tai cot Van bdan da ky sé
& xem file ky sb & dinh dang dudi .pdf hodc nhan chon biéu twong <

tai cOt Kiém tra
ky s6 dé kiém tra tinh trang xac thuc cua chit ky.

Chi tiét vin ban X
» CHITIET VAN BAN DIf THAO B Van ther leu

» THONG TIN VAN BAN Xem thém ¥

Loai van ban Hwérng ddn Trang thai Chér duyét
Ngwei tao Gidm déc - Pham Thi Thu Ha Ngay tao 16/10/2020
N&i dung trich yéu Van ban dén ky sé
File van ban Vin ban gée VB D ky 56 Kiém tra Ky sé Ky 56
& Ky 56 sim.pdf @ @ # -
[mN
File vin ban
& KT PKI Trangtg 1.docx @ @ PN
O«
P ¥ KIEN XUF LY DIf THAO
Ngui giri Neoi nhén ¥ kién WIS ETED)

o Han xirly Thao tic )] - x OJ
Ki&m todn nha nuwéc

s z . Ngw&i nhan:
Thu ky Tong kiém toan H N

= z 5 - . 15/10/2020 e
nha nirére - Ong Vinh Tong Kicm toan N nurde 15708
o - HG Brc Phéc -
Kiém ira ky s6 X
File van ban | Ky 56 sim.pdf

—

- v Signature1: Nguai ky Tran Quynh
Trang(trangtg@sav.gov.vn)

[+] Tinh trang xac thwc(Chilr ky hop &)

[+] Théng tin chiF ky
[@hbng tin ddu thevi gian

KIEM TOANNHANUGC CONG HOA X
KIEM TOAN NHA NUGC CHUYEN NGANH Ia Djc I3

S6: 1250 /KHPT-PTDN
KET LUAN CUA PHO THU TUGNG CHINH
PHU VUONG BINH HUE

Ha Ng

Trén day la ¥ kién tham gia cia BHXH Huyén Vin

tin hoc tiép tuc nghién ciru va phdi hop v6i dé hoan thig
Lie A2 Lial adie Nleloal o2 Toame soi® LA s #2180 0% sufia L
4

3

2. Vian ban to trinh

* Muc dich:

- Ky s6 chit ky ca nhan hodc chit ky nhdy tai cac file vin ban can dugc phéat hanh
dién tir (thay cho viéc ky bang ban gidy)
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- Ky s6 y kién phé duyét tai cac file van ban khi lanh dao can viét mot doan noi dung
vao file.

* Thao tdc thwc hi¢n ky sé chii ky cd nhéin, chiv ky nhdy

Sau khi can bd tao du thao va trinh 1anh dao trén phén mém. Linh dao nhan dy
thao, kiém tra ndi dung vin ban va thuc hién thao tac ky s6 theo cac budc sau:

- Buwéc 1: Truy cap menu Qudn Iy van ban, diéu hanh — To trinh— To trinh chua
xi# 1. Tai man hinh danh sach chon Trich yéu dé vao chi tiét van ban can ky sd

2} | Van bant trinh | Van ban to trinh chua xir Iy
| SCTELTRAELEEUGEIERY ) quAN LY VAN BAN TO TRINH CHUA X LY

@ vanbandi <
=1 Van ban dv thao < P R Tink
Ngay van Ngay 56 ky hiéu Don vi trinh Trich yéu Nguwoiphéduyet |0 trang Trangthai & X [
B T& trinh v ban chiuyen Xty
= Thém méi & trinh Phé hat trign teng | N Giam déc - Ph. Thi
16/10/2020 Ong Phat then NG 2n ban tor trinh trink lanh dao emase-rham ™ 0 | & | ExxmE |4
| - TO trinh chura Xt Iy dung u Ha
T = ===
ST T N Viv trien khai phan mem he dieu hanh
- T6 trinh G xi Iy . e 4
Trung tam tin hoc Windows 10 Pro ban quyén = # ol

= Danh sach t& trinh

- Viv trién khai phan mém hé diéu hanh
«Ter tri & Trung tam tin hoc . N f Tac méi 0
To trinh LD KTNN duyét 9 : Windows 10 Pro bn quyén L 7 0

- Buwoc 2: Thuc hién thao tac ky s0:
+ Kich chon biéu tugng # (biéu twong but chi ky s6) dé ky s6 van ban.

P CHI TIET VAN BAN T¢¥ TRINH B B sung file | 3 Chuyén vin the B Chuyén xir Iy

P THONG TIN VAN BAN Xem thém ¥

$6 ky hiéu Loai van ban T& trinh

Ngwoi ky Trang thai Chér duyét

Ngw&i tao Phé Trwdng phong phu trach - Trdn Quynh Trang Ngay tao 16/10/2020 2

Néi dung trich yéu Vin ban té& trinh trinh 1&nh dao

File vin ban Vin ban géc VB Di ky s6 Kiémtra ¢ YKpheduyét
& Ky s6.pdf s

File vin ban y so-p

4

P Y KIEN XU LY TO TRINH

Ngwi g Noi nhin Y Kién Théi gian gli  Han x& Iy Thao tac )]
Phong phét trién (rng dung [
. N ) Nguwei duyét: 16/10/2020 - -
PO Trudng phong piu | ' 46c - Pham Thi Thu Ha 10:01
trach - TrAn Quynh Trang
e s IR T SPTIE S P ol Den s biden oemm i

+ Lanh dao nhan Chon vi tri ky, kich chudt trai tai vi tri can dat chir ky va chon
mau chit ky s6 (ky thudng hodc ky nhay) Sau d6 nhan chon Ky s6.



Q@[ L 0@ &H [C

) KIEM TOAN NHANUOC
KIEM TOAN NHA NUOC CHUYEN NGANH Ia

CONG HOA XA HOI CHU NGHIA VIET NAM

@:mnv!triw | [n Xac thytc

Dic 1ap - Ty do — Hanh phiic

2 [Bao hiém x3 hoi Viét Nam]

X m 2020

KY 56 TG CHUC PHAT HANH VAN BAN

2. Kigm tra chiing thu 3 ngudi ky:

[Hun uyen

T J v

0K

‘ Trd lai

KY SO

Béng

I sin sing

+ Sau khi ky s6 Nguoi dung thao tac:

Nhén hoan thanh sau khi ky thanh cong dé tit man hinh hinh ky sb.

Nhan Tré lai dé thao tac ky lai.

Nhan Thoét dé thoat khéi man hinh ky sb.

- Bude 3: Xem file di ky s va Kiém tra ky sd

Sau khi ky s6 thanh cong, NSD nhin chon biéu twong ¢ tai cot Van ban da ky s6
dé xem file ky s6 ¢ dinh dang dudi .pdf hodc nhén chon biéu twong ¢ tai cot Kiém tra
ky so dé kiém tra tinh trang xac thuc cua chir ky.

b CHITIET VAN BAN TO TRINH ‘

Xem thém ¥

(=] {Zhuyén van thur

P THONG TIN VAN BAN

86 ky hiéu Loai vin ban T& trinh
Nguéi ky Trang thai
Ngwei tao Phé Trwéng phéng phu trach - Trin Quynh Trang Ngay tac 16/10/2020
N&i dung trich yéu Van ban t& trinh trinh 1&nh dao
File vin ban Vin ban géc VB D ky sb Kiém tra ky 6 Ky sé
L, 2 Ky s6.paf 174 1 PN
File vdin ban
O -
P ¥ KIEN XU LY TO TRINH
Ngwori g Nei nhan Y kién Thévi gian gl Han X1y Thao tac ()]
Trung tam tin hoc - .
s < N . Nguwoi duyét: - . 16/10/2020 - -
- b . . )
glam t‘ioc Pham Thi Giam dbc - Pham Thi Thu Ha Baduyt 1131
Thu Ha
Phong phat rién (g dun N .
Phé Tgp’ hé gh ung Ngui duyét: 16/10/2020 Trinh kv
0 Trrong phong phu Risdm AAr - Pham Thi Thin Ha 1NN T



Kiém tra ky s6 X
File vdn bdn Ky s6 sim.pdf —>

-  Signature1: Nguai ky Tran Quynh
Trang(trangtg@sav.gov.vn)

[+] Tinh trang xac thc{Chi¥ ky hop 1&)
[+] Théng tin chiF ky
[@héng tin d4u thoi gian

KIEM TOAN NHANUGC CONG HOA X

KIEM TOAN NHA NUGC CHUYEN NGANH Ia Djcla

$6: 1250 /KHDT-PTDN Ha Né

KET LUAN CUA PHO THU TUGONG CHINH '
PHU VUONG BINH HUE

Trén day la ¥ kién tham gia cia BHXH Huyén Vin
tin hoc tiép tuc nghién ciru va phdi hop véi dé hoan thié

Lt AA Lok adie WTadobh od Toame e LA o 3120 6% s0fn L
»

o

* Thao tdc thwce hi¢n ky sé y kién phé duyét

Sau khi can bo tao du thao va trinh 1anh dao trén phan mém. Lanh dao nhan dy
thao, kiém tra noi dung van ban va thuc hién thao tac ky s6 theo cac budc sau:

- Buéc 1: Truy cap menu Quan Iy van ban, diéu hanh — Vin ban dir thao — Danh
sdch van ban chwa xir Iy. Tai man hinh danh sach chon Trich yéu dé vao chi tiét van
ban can ky s6

= &Y | Van banté trinh | Van ban te trinh chua xir I

P QUAN LY VAN BAN TO TRINH CHUA XUF LY

Vin ban di <
=) Vin ban dv thao < Ngéy vin Nga L i o, L Tinh A
— o i Y 56 ky hiéu Don vi trinh Trich yéu Nguwoiphéduyet |0 trang Trangthai & X [

E) Té trinh v an CIUVET XU Iy

- Thém méi 1o trinh Phong phit trién tng| A Giam @éc - Pham Thi

16/10/2020 Ong Phat then NG 2n ban tor trinh trink lanh dao emase-rham ™ 0 | & | ExxmE |4
| = To trinh chura xiF Iy | dung u Ha
S YT I Vv trién khai phan mém hé diéu hanh 5 200

Windows 10 Pro ban quyén
- Nanh &ch 1 trinh

- Buée 2: Thuc hién thao tac ky $6:
+ Kich chon biéu twong # (biéu twong but chi ky s6) chon Y.K phé duyét.



Chi tiét vin ban

‘

P CHITIET VAN BAN TO' TRINH I Bé sung file | B Chuyén van thir 4 Chuyénxtr Iy | X Chuyén ua

p THONG TIN VAN BAN Xem thém ¥

56 ky hiéu

Loai vin ban Tér trinh
Ngwoi ky Trang thai
Nguwéi tao Ph6 Trwéng phong phu triach - Trin Quynh Trang Ngay tao 16/10/2020
N&i dung trich yéu Van ban té trinh trinh Iinh dao # Ky 56
|
File vin ban Vin bin géc VB Di ky s Kiém t # YK pné duyét |
- T
L & Ky sb.pdf 7 -
File van ban 0

+ Lanh dao nhan Thém y kién, kich chudt trai tai vi tri cAn dat ndi dung y kién va
nhap ¥ kién tai man hinh popup ky sd. Sau d6 nhan chon Ky s6.
@ @|» [ |0 EE]]C

' [Bao hiém x3 hdi Viét Nam] x

KIEM| THEM Y KIEN VAO VAN BAN I)&CA

1. Nhép néi dung y kign

T NAM

m 2020

Dong ¥ v6i vin ban|

2. Kiém tra chuing thu s& ngudi ky:

[ Huin kayén 20huanioyer cy.govvn> V] v
e v

“Chua nhap néi dung § kién.

- Gidm doc (dé bic);
- Céc Pho Gidm déc;

- Céc phong nghiép vu;
- Luru: VT, HSNV

| Trdlai | ‘HDANTHANH| ‘ Béng

I stn sing

+ Sau khi ky s6 Lanh dao thao tac:

Nhan hoan thanh sau khi ky thanh cong dé tit man hinh hinh ky sd.

Nhén Tré lai dé thao tac ky lai.

Nhén Thoat dé thoat khoi man hinh ky sd.

- Buée 3: Xem file di ky s6 va Kiém tra ky s6

Sau khi ky s6 thanh cong, NSD nhéan chon biéu twong & tai cot Van bdan da ky sé

dé xem file ky s6 & dinh dang dudi .pdf hodc nhén chon biéu tuong & tai cot Kiém tra
ky s6 dé kiém tra tinh trang x4c thuc cua chit ky.



Chi tiét vin ban X

P CHITIET VAN BAN TCY TRINH & Chuyén van thr I Chuyén xir y | 3¢ Hay duyét

» THONG TIN VAN BAN Xem them ¥
56 ky hiéu Loai van ban Té trinh

Nguo1 ky Trang thai

Nguwéi tao Phé Trwéng phéng phu trach - Trin Quynh Trang Ngay tao 16/10/2020

N&i dung trich yéu Vin ban té trinh trinh 13nh dao

File vin ban Vin ban gée VB i ky sé Kiém tra ky s6 Ky sé
. @ Ky so.pdf @ @ PN

File vdan ban 0

P Y KIEN XUF LY TC TRINH

Nguwi g Noi nhin Y kién Thevi gian ki Han xi¢ ly Thao tac )

Trung tim tin hoc e N

L. . i . Nguwei duyét: - . 16/10/2020 - -
Giam doc-Pham Thi | i qéc - Pham Thi Thu Ha Ba duyet 131 EElduy el
Thu Ha
Phéng phat trién (ing dung o

i . Nguwoi duyét: 16/10/2020 —

Pho Trugng phang pnu miam AAr- - Pham Thi Thit Ha 1004 M

Kiém tra ky s6 x

File vin ban Ky s sim.pdf —l

- v Signature1: Nguwai ky Tran Quynh
Trangitrangtg@sav.gov.vn}

[+] Tinh trang xac thuc(Chi¥ ky hop 1&)

[+] Théng tin chiF ky
<"hang tin d4u thavi gian

KIEM TOANNHANUGC CONG HOA X

KIEM TOAN NHA NUGC CHUYEN NGANH Ia Pacla

S6: 1250 /KHDT-PTDN Ha Né

KET LUAN CUA PHO THU TUGNG CHINH '
PHU VUONG DINH HUE

Trén day 14 ¥ kién tham gia ciia BHXH Huyén Vin
tin hoc tiép tue nghién ciru va phdi hop véi dé hoan thié

Lin AiAn LAak e Nedab o2 Taee 6o LA n A1 b 408 L
] 3

B. Ky s6 bang Sim PKI

I. Cau hinh bang Sim PKI

1. Cai hinh anh chir ky va dién sé di dong.
- Bwéc 1: Tai tén Tai khoan ca nhan, chon Hé so cd nhdn
- Buéc 2: chon Cap nhat thong tin
- Buéc 3. Chon anh chir ky

- Buéc 4: Nhdp s6 di déng da duoc Ban co yéu xac thuc chit ky s6



Luu y: Thay s6 0 6 dau so biang so 84

- Buoce 5: Chon Cap nhat

@ ) KIEM TOAN NHA NUGC VIET NAM
' STATE AUDIT OFFICE OF VIETNAM

2} | Cé nhan

P THONG TIN VE NGU'O1 DUNG

< Cap nhat théng tin

1l Quan Ly Van Ban, Biéu Hanh

2] Quan Tri & Thang tin tai khoan

2

2 Download Tién ich

& Théng bdo

[ Cau héi thiramg gap

& Chon anh dai dién
. )

2. Luu y tao file Ky s6 Mobile.

HE THONG QUAN LY VAN BAN VA PIKU HANH

-3 ® Pham Thi Thu Ha +
R 5 o )

Lich cé nhan

© 1647:38 B 17102020 G °F & B T | Trungtam in hoc |

Uy quyén
£ Thoat
Cap nhat théng tin ngwei dang

Luru §: Céo truong o6 déy = bét bugc nhép théng tin

Giditinn O Nam @ Ni
g/' Bia chi ‘—
1032_Canhan.png | Sim PKI M@
* Nhan sms O
vaaysm (oo m
Sbating [

Nnan email [

e

- Bé thuc hién ky s6 mobile nguoi dung can dang ky dau so sim véi Ban co yéu dé

7
A

xac thuc chit ky so.

- Pé nhan dién vi tri ky nhay thi hét noi dung vin ban soan thao ngudi dung dé dau

A

- Tai file van ban phai dé tén nguoi ky trung voi tén nguoi dung trén eoffice.
- Tao van ban hién thi vi tri ky dang bang theo miu ban co yéu nhu sau:

CO QUAN BANHANH CONG HOA XA HOI CHU NGHIA VIET NAM
_ Poc lap - Tu do - Hanh phiic
86 /VPCP HaNGi ngay  thang  ndm
ViV
NOI DUNG VAN BAN
i
13 Noi nhén CHU'C DANH NGUOI KY

Ho va tén




I1. Ky s6 sim PKI
* Muc dich: Ho tro 1anh dao ky s6 vin ban bang cach xéac thuc trén sim PKI

* Vai tro sw dung: Lanh dao don vi, Lanh dao KTNN
* Chirc nang swr dung: Van ban to trinh, Van ban du thao

1. Van ban du thao

* Luu y: D€ thuc hién ky s6 mobile nguodi dung can dang ky dau s6 sim véi Ban co
yéu dé xac thuc chir ky so

€2} | Vin ban du thao | Chi tiét vén ban du thao
f) Quan Ly Van Ban, Bidu Hanh P CHITIET VAN BAN DU THAO

Van ban dén < H Capnhat | B6 sung file | B G van thw irinh B Duyét | Chuyén xir Iy | B Giri phé duyét | B Phat hanh néi bé | B Phat hanh KTNN | B Chuyén ky thira lénh

@ van bandi TR X Chuyén tra
| B Van ban d thao VI P THONG TIN VAN BAN Xem thém ¥
- Thém mé&i van ban Loai van ban Hwéng dan Trang thai
= Du thdo chua xiF Iy Ngwoi tao Pho Trwéng phong phuy trach - Tran Quynh Trang Ngay tao 16/10/2020
= Du thdo g4 xi¥ Iy Néi dung trich yéu trinh lanh dao dw thao
- Danh séch VB dy thdo File vin ban Viin ban géc VB D3 ky 56 Kidmtrak| o= X thuong
= Trao ddi ndi bd . —
- L, & Ky sb.pdf O Ky nhay

- Y kién xi¥ Iy du thdo File van ban q-

E) 7o trinh <

- Buwéc 1: Truy cap menu Qudn 1y van ban, diéu hanh chon Vin ban dw thdo, chon
Chuea xir Iy/Pd xik [y vao chi tiét mot vin ban dy thao can ky s6

- Bwée 2: Thuc hién thao tac ky sd bang cach tich chon biéu tugng d aé ky sé mobile
va chon loai chit ky (ky nhdy hodc ky thuong)

-
-

Hé théng dang xF Iyl
Vui ldng ché trong gidy |at

- Buge 3: Hé thong sé tu dong gui tin nhan dén sb dién thoai ngudi dung di ding ky,
ngudi dung chon OK dé xac nhan ky sb

a Viettel Plus

Active VGCA Sign!

- Buéc 4: Ngudi ding nhap ma pin ky s6 nhdn OK dé xac nhan ky s thanh cong




SIM Toolkit

Ma PIN ky so

Ky sé thanh céng

- Bwréc 5: Sau khi ky so thanh cong, NSD nhan chon biéu tugng ¢ tai cot Vin bdn
da ky so dé xem file ky s6 & dinh dang duoi .pdf hodc nhan chon biéu twong ¢ tai cot
Kiém tra ky so dé kiém tra tinh trang xac thuc cta chir ky.

b TET VAN AN TO TR

P THONG TIN VAN BAN

Xem thém ¥
$6 ky hiéu

Loai vin ban Té trinh
Nguw&i ky N Trang thai
Nguwei tao Pho Trwéng phong phu trach - Trin Quynh Trang Ngay tao 16/10/2020
N&i dung trich yéu Van ban té trinh trinh 13nh dao
File vdn ban Vin ban géc VB D ky sé Kiém tra ky s6 Ky sé
o & Ky sb.pdf @ @ N
File van ban 0

P ¥ KIEN XU LY TO TRINH



2. Vian ban to trinh

* Luu y: D€ thuc hién ky so mobile nguodi dung can dang ky dau so sim voi Ban co
yéu dé xac thuc chir ky so

2} | Van ban t& tiinh | Chi tiét van ban Te Trinh

[ Quan Ly Vin Ban, Didu Hanh P CHITIET VAN BAN T&Y TRINH

[® van ban dén < P THONG TIN VAN BAN Xem thém ¥
[ van ban di < S6 ky higu Loai van ban Té trinh
[ van ban dw thao < N i ky Trang thai
| [} T& trinh M Ngwoi tao Giam déc - Pham Thi Thu Ha Ngay tao 07/07/2020
+ Thém mé&i & trinh N8i dung trich yéu

Vv trién khai phdn mém hé diéu hanh Windows 10 Pro ban quyén
- TG trinh chua xi Iy

File van ban

Vin ban gée
- T6 trinh @& x& Iy

VB D3 Ky 56 Kimtraky K thueng
— L & Ky s6.pdf J Ky nhay
= Danh sach t& trinh ile van ban a
= T trinh LD KTNN duyét
= Van ban da trinh Lanh . e
dao P Y KIEN X(F LY TO TRINH

- Buwéc 1: Truy cap menu Qudn Iy vin bdn, diéu hanh chon To trinh, chon To trinh
chwa xik 1y/Pd xir 1y vao chi tiét mot van ban to trinh can ky sd

- Buwéc 2: Thyc hién thao tac ky s6 bang cach tich chon biéu twong d @é ky s6 mobile
va chon loai chit ky (ky nhay hodc ky thuong)

()

Hé thdng dang xtr Iy!
Vui léng ché trong giay lat.

- Buge 3: Hé thdng s& tu dong gui tin nhan dén s dién thoai nguoi dung da ding ky,
ngudi dung chon OK dé xac nhan ky s6

R Viettel Plus

Active VGCA Sign!

n

- Buéc 4: Ngudi dung nhap mi pin ky s6 nhdn OK dé xac nhan ky sd thanh cong




SIM Toolkit

Ma PIN ky so

Ky s thanh cang

- Buwoc 5: Sau khi ky sb thanh cong, NSD nhan chon biéu tuong & tai cot Van bdn
dd ky sé dé xem file ky s ¢ dinh dang dudi .pdf hodc nhan chon biéu twong & tai cot

Kiém tra ky sé dé kiém tra tinh trang xac thuc cta chir ky.

2} | Van ban t& trinh | Chi tiét vin ban Té Trinh

P CHITIET VAN BAN TO TRINH 4 Chuyén van th 14 Chuyén xir Iy | X Huy duyét

» THONG TIN VAN BAN
56 ky hiéu

Ngwei ky

Nguwoi tao

N&i dung trich yéu

File vdn ban

File vin ban

Xem thém ¥
Loai van ban Té&r trinh
Trang thai
Giam déc - Pham Thi Thu Ha Ngay tao 07/07/2020
Viv trién khai phan mém hé diéu hanh Windows 10 Pro ban quyén
Vin ban géc VB B3 ky 56 Kiém tra ky sé Ky sé
@ Ky sb.pdf @ @ PN
[mN




