TAI LIEU HUONG DAN KY SO VAN BAN
(Ser dung cho Lanh dao Co quan)

I/ HUONG DAN CAI PAT PHAN MEM KY SO

Pé thuc hién viéc ky sé trén phan mém yéu cau tép dinh kém phai 12 file c6 dang
“* pdf; *.docx”. Dbi vai file word phai cai dit office 2007 tr Ién.

1. Tai vé va cai @it trinh diéu khién SafeNet Authentication Client dé may tinh
c6 thé nhan USB token Ky sé:

- Béi v&i window 32 bit;
http://portal.ca.gov.vn/KnowledgeSharing/TaiPhanMem/gca0l-client-v2-x32-8.3.msi

- Béi voi window 64 bit:;
http://portal.ca.gov.vn/KnowledgeSharing/TaiPhanMem/gca0l-client-v2-x64-8.3.msi

2. Tai vé va cai dit cong cu Ky sé vSignPDF:
http://portal.ca.gov.vn/KnowledgeSharing/TaiPhanMem/vSignPDF 3.1.4 12.4.2016.zip

- Sau khi cai dat xong chay wng dung vSignPDF dé cau hinh chir ky
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http://portal.ca.gov.vn/KnowledgeSharing/TaiPhanMem/gca01-client-v2-x32-8.3.msi
http://portal.ca.gov.vn/KnowledgeSharing/TaiPhanMem/gca01-client-v2-x64-8.3.msi
http://portal.ca.gov.vn/KnowledgeSharing/TaiPhanMem/vSignPDF_3.1.4_12.4.2016.zip

- Cau hinh chire nang két néi mang:

Cau hinh hé théng

Bich vy ching thuc  M3auchlTky  Cap nhit phdn ma&m

K&t Ec“}'i mard

[ ] Sirdung mdy chi proxy
(®) Sirdung céu hinh proxy méc dinh
) oo cdu hinh proxy riéng
ia chi Céng:
| N || B0
[] May chi proxy cé xéc
Tén nguts dung: M3t khdu:

[] Khéng sir dung cdu hinh proxy trong mang cuc bé
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- C4u hinh chire ning dich vy chiing thuc:

Cé’%u hinh hé théng

K&t ndi mang  Dich vy ching thuc




- Cau hinh chire ning mau chit ky:

C&u hinh hé théng
K&t ndi mang  Dichwu Cht?g thuc
Quén Iy mau chi ky v |
Tén mau chil ky: |
Hi&n thi chi ky:
@ Hinh anh & Théng tin Hinh anh Thiang tin
MW Mhan
. MNgudi ky: Tén ching thu 54 ky
B Email Email: Blia chi thu dién ti
M Coquan Cd quan: Tén ddn vi, t&n cd quan
. Chicwu: Chdc vu ngudi ky
B Chircwvy XeCNRyC/aTBSeTy! IIJ:,!_;“,.EP k—n_ZnQﬁCEZC 3
B Thai gian ky 09:37:36 +07.00
Mdu chir ky mac dinh
Sa0 Iuu Khéi phuc Xéa miu Luru Péng
3. Tai vé va cai diat cong cu ky s6 Tandan Esign
https://tandan.com.vn/download/esign/v1.1/v1.1.3.2/esign-setup.zip
- Sau khi cai dat cong cu Tadan Esign chay tng dung Esign gom co:
B ESign
B ESign (Background)
- Tai c6ng cu ky s6 an vao biéu tuong nhu hinh v& dé thiét 1ap cau hinh
B Tandan ESign - Ky s6 — O >

) = & 2o

Bam nut nay dé m&
cdu hinh



https://tandan.com.vn/download/esign/v1.1/v1.1.3.2/esign-setup.zip

- Thém mai chir ky:
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- C4u hinh vi tri chit ky

B 1oy chinh
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I/ HUONG DAN KY SO TREN PHAN MEM QLVB&DPH
1/ Quy trinh: Déi tuong st dung 1a Lanh dao co quan
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2. Chon menu “Xir ly céng viéc”
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3. Chon vian ban Ky duyét
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2. Hwéng dan chi tiét:
- Bu6c 1: Bang nhap hé théng
- Buéc 2: Chon menu “Xir ly c6ng viéc” -> Vian ban cho ky duyét

Trang chii | Danh muc | Van ban dé&n | Xi¥ Iy cing viéc | Van ban di | Théng tin téng hgp | Phin mém YKCB

[m] Cic cdng viéc can giai quyét

> PHIEU YEU CAU [ [ HO SO CONG VIEC [ VAN BAN DU THAO

Nhép méi PYC Nhap m&i HSXL /B ¥ Nhip m&i VBDT
35 PYC @4 chuyén xi¥ Iy 1Van ban dang du thao

34 PYC chir x Iy 1 Van ban chér ki duyét

3 PYC chiy phdi hop xir Iy

- Budc 3: Chon van ban cho ky duyét

Trang chii | Danh myc | Vé&n ban dén | Xi¥ Iy céing viéc | Van ban di | Théng tin téng hgp | Phan mém YKCH

[=] Vn ban die théo chér ky duyét [/
Nhap méi VBDT Trang1 4 1P |:|
# # Ngaytao MaDT Nguwii soan thao Nguwevi ky Trich yéu Cong viéc

- B 24092018 DT40 Nguyén Thanh L& Hodng Wit Hing Danh sach @& nghi cAp (gia han) chimg thu s6 ca nhan Chér ky duyét

Chdr ky duyét

Trang 1 -‘1} |:|

5 -
0 ¢ quan, t6 chirc

= B 24082018 DT39 Nguyén Thanh Lé Hoang Viét Hing Danh sach @& nghi cap (gia han) chifiig

Co téng sé 2 van ban I})

- Bué6c 4: Ky s van ban

Trang chi | Danh muyc | Van ban dén | Xir Iy céng viéc | Van ban di | Théng tin téng hgp | Phdn mém YKCD

Quay lai  Ghilai Yéu céu soan thao lai Ky duyét
[ Phét hanh kém tép VB dén

Ngay tao: [24/09/2018 |
L& van ban QPPL: @ Khéng () Co

MNgay cap nhat: 08:01 AM 24/09/2018

Ngurdi soan thao: Nguyén Thanh L& Blon visoan thao: Phang Céng nghé Thang tin

Ma VB dy thao: DT39

Loai van ban:” |Céng van

]

Danh s&ch d& nghi cdp (gia han) ching thr s6 co quan, té chirc

Trich yéu:

Nguoi ky: [Hoang Vigt Hing v| Chire vy (Giam déc

Danh sach xin y kién: /

Thai han cho y kin: | E/ Trang thai: Trinh ky duyét
: X @evs ngay 06.8.docx /R8P

Tép VB ban hanh

@ Lién két van ban

Wan han dén



- Buéc 5: Sau khi ky sé thanh coéng (vin ban tir file c6 dang abc.docx sang
abcsinged.pdf) -> Ky duyét

[=] Vin ban dw thao

Quay lai  Ghilai Yéu cau soan thao lai Ky duyét
(1) Phat hanh kém tép VB dén F
Ngy tao: 24/08/2018 A

La van ban QPPL: @ Khéng () Co Ngay cdp nhat: 08:01 AM 24/09/2018
Nguéi soan thécl.“\’l\lguyén Thanh Lé

M& VB dv thao: DT39

Bion vi soan thdo: Phéng Céng nghé Théng tin

Loai van ban:* bﬁng van v|
R Danh sach dé nghi cap (gia han) ching thu =6 cor quan, té chirc
Trich yéu:*
y
Nguei ky: Hoang Viét Hung v| Chire vu: [Giam dée
_ ]
Danh sach xin y kién: *
)
.- - i | o . - 2
Théi han cho y kién: | ﬁ Trang thai: Trinh ky duyét

X U cv 573 ngay 06.8.docx  / eF
X U cv 573 ngay 06.8_signed.pdi 2

Tép VB ban hanh:

@ Lién két van ban

- Buéc 6: Chuyén Van thu Co quan

Trang chd | Danh muc | Van ban dén | Xir | vdn ban di | Théng tin téng hgp | Phin mém

[=] Vin ban duw thao

b lai | Ghilai

al
[ Phat hanh kém tép VB dén

Chuyén Van thir CQ

Ngay tao. 24/03/2018

La van ban QPPL: @ Khéng () Co Ngay cdp nhat: 08:01 AM 24/092018
Nguéi soan thao: Nguyén Thanh Lé Bon vi soan thdo: Phong Céng nghé Théng tin
M3 VB duw thao: DT39
Loai van ban:™ |Céng van V|
. Danh sach d& nghi c4p (gia han) chiing thy 8 co quan, té chiic

Trich yeu:®
4

Ngui kj: [Hoang Viét Hing vl Chie vu: [Giam déc |

Danh sach xin y Kién:

Thei han cho ¥ kién: Trang thai: Xac nhan d3 hean thanh

0 cv 573 ngay 06.8.docx 2P

II/ HUONG DAN KY SO TREN VSIGNPDF
- Chay tng dung vSignPDF dé chit ky:

1. Poi véi tai ligu file co dang *.pdf:

- M& tép can ky
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- Ky s6 van ban, chon noi can ky kéo va tha ra

= CV MCDT.signed.pdf - vSign PDF - - : E=RECE X

Héthdng Chicning Tro gidp

2| ®® ] ||0® | =EHE Ky s5 | w Xac thuc

| UBND TINH QUANG BINH CONG HOA XA HOI CHU NGHIA VIET NAM
SO [THONG TIN VA TRUYEN THONG Bijc 1ap - Ty do - Hanh phie

Sé: TRYSTTTT-CNTT

thong va dich va hinh chinh cong™

Kinh giri: - Cac so, ban, nginh ¢dip tinh;
f - UBND cac huyén, thi x3, thanh phd.

Thye hi¢gn Quyét dinh sd 09/2015/0D-TTg ngiy 25/3/2015 cia Tha .

| phit ban hanh Quy ché thire hién co ché mit eira dién tr, mit cira dign tir lién thong tai
céc oo quan hanh chinh Nha nwéc & dia phuong; Nghi quyét sé 36aNQ-CF ngdy
14/10/2015 eta Chinh phi vé Chinh phin dign wir; . Churong trinh hinh dgng 56 31-CTrTU
el Ban Thudng vu Tinh Gy thue hu;‘.n Nghij quyél 56 36-NQ/TW cia B Chinh ln (khdm
XI) vé diy manh img dung, phat trién cong nghé thing tin dap img véu ciu phat trién bén
vimg va hdi nhip quoc té, trong thed gian gua S& Thong tin va Truyen thong 3 tich cye
tham muru cho HRND, UBND tinh ban hanh cie vin ban chi dao trién khai thye hién Hé
théng “Miit eira lién thdng va dich vy hanh chinh céng” trén dja ban tinh,

Ngiy 17/7/2015, HEND tinh ban hinh Nghi quyét s& 108/2015/MNQ-HBND vé

viéc thing qua Ké hoach dau tur céng trung han 5 ném 2016-2020 cua t1nh Qua:ng Binh;
nedy 19/5/2016. UBND tinh ban hianh Cong viin s6 735/UBND-VX vé vide ddng ¥ cha



- Vian ban ky xong c¢6 dang *.signed.pdf nim ¢ thu muyc file di chon:

2 . Pdi véi tai liéu file c6 dang *.docx
- M& tép can ky
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- Ky s6 vin ban, chon noi can ky kéo va tha ra

~ CV MCDT.signed.pdf - vSign PDF - - E=REE >

Hé thdng Chirc nang Tro gidp

2 ® ol || 0e@lEiHl >

| UBND TINH QUANG BINH CONG HOA XA HOI CHU NGHIA VIET NAM
SOTHONG TIN VA TRUYEN THONG Pie lip - Ty do - Hanh phiic

Sé: TRUSTTTT-CNTT

thing vi dich vu hinh chinh cong™

Kinh grri: - Céc s, ban, nganh cﬁp tinh;
- UBND cdc huyén, thi x3, thanh phd.

Thue hién Qu}'cr dinh 56 OQJZGISJ"QB TTg ngay 25/3/2015 cua Tha tikgpe
phi ban hanh Quy ché thyre hién co ché mét cira dién G, mjt cira dién tir lién thong tai
cac co quan hanh chinh Nha nude & dija phuong; Nghi quyét sé 36a/NQ-CP ngiy
14/10/2015 cia Chinh phi v& Chinh phi dién tir; Churong trinh himh dgng s 31-CTr/TU
cua Ban Thucmg vy Tinh v thire h1én Nghi quyél 56 36- -NOCTW cnia BE,; Chinh 1|1 (khéa
XI) vé ddy manh ing dung, phat trién cdng nghé théng tin d4p tmg véu ciu phat trién bén
wirng va hdi nhdp quoc t&, trong thai gian qua S& Thong tin va Truyén théng da tich cyc
tham muu cho HEND, UBND tinh ban hanh cac van ban chi dao trién khai thye hién Hé
thing “Mijt cira lién thing va djch vy hanh chinh céng™ trén dia ban tinh.

Ngay 17/7/2015, HDND tinh ban hanh Nghi quyét s6 108/2015/NQ-HDND vé
viéc thong qua Ké hoach diu tr cong trung han 3 nam 2016-2020 cua t1nh Quang Binh;
nedy 19/5/2016. UBND tinh ban hanh Céng vin s 735/UBND-VX vé viéc dong v chi

- Van ban ky xong c6 dang *.signed.pdf nam ¢ thu muyc file di chon:



