HUONG DAN NHANH

KY SO NOI BO TREN HE THONG HCMCOU-eSign

PHAN 1 — GIOI THIEU

Tai liéu ndy hudng dan thao tac ky sd ndi bo trén hé théng HCMCOU-eSign, ap dung cho céc
van ban duoc dung lam déu vao cho ludng xir 1y vin ban trén eOffice. Sau khi vin ban duogc ky
s6 theo hudng din ndy, nguwoi dung sé khong phai Ky lai trén eOffice — vin ban di ky duoc

str dung tryuc tiép trong ludng xtr Iy cua eOffice.

Luwu y: Trude khi thye hién cac bude ky s trong tai lidu nay, ngudi dung can ding ky tai
khoan eSign trén hé théng HCMCOU-eSign. Néu chua dang ky, vui 10ng thuc hién theo
huéng dan ding ky da goi trude do.

PHAN 2 — KY SO TAI LIEU

Quy trinh ky mot tai liéu gdm 5 budc 16n trén hé thong: 1. Tao tai liéu — 2. Thém quy trinh
— 3. Pat vi tri ky — 4. Gtri quy trinh — 5. Hoan thanh. Sau khi gui, nguoi dugc chi dinh s€

thuc hién thao tac ky. Cac bude chi tiét nhu sau:

Budc 1: Mé danh sach tai li¢u

« Trén menu bén trai, chon TAI LIEU — DANH SACH TAI LIEU.
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THANH PHO HO CHI MINH

(;) TRUONG DAl HOC MO HCMCOU eSign

Q TRACUUTAILIEU

Nhap mé4, tiéu dé hodc mé 1a

B TAILIEU A
— DANH SACH TAI LIEU
[ DANH SACH TAI LIEU l
DUTC CHIA SE V1 TOI O Théng tin tai liéu
LOAI TAI LIEU
MAU QUY TRINH
MAU TAI LIEU O

IMPORT LO TAI LIEU
THUNG RAC

DANH SACH TAI XUONG

% NGUOIDUNG v O

XN QUANLYLO

Budc 2: Tao tai liéu maoi

« O gdbc trén bén phai man hinh, nhan nit TAO MOI TAI LIEU.

ac &

f B CHO KY DIEN TUr B CHOKYEKYC B CHO DUYET : B TAOMGI TAI LIEU

Hanh déng Trang thai @
2 KB DA HOAN TAT
s @ & vEM TALLEN Cap nhat: 21/08/2026 11:37:36 .

Bwéc 3: Tai tép tai liéu cin ky & dién thong tin
« O man hinh 1. TAO TAI LIEU, nhan niit mau cam TAI LEN TEP TAI LIEU & chon
tép (Word, PDF...) can ky.
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« Dién day du cac trudng c6 dau (*) bit budc: Loai tai liéu, B phan, M4 tai liéu va Tiéu
dé tai liéu.

* Truong Loai tai liéu: chon Van ban 1 nguoi ky néu tai liéu chi ¢6 1 nguoi ky ndi bo, hoac
chon Viin ban nhiéu nguoi ky néu tai liéu c6 nhiéu nguoi ky ndi bo.

« Truong B phan: Chon lai néu chua diing don vi ban dang cong tac.

« Trudong Ma tai liéu: néu tai liéu di c6 sb cong van, sd chimg tir... thi nhép truc tiép vao 6
nay; néu chua cé, nhin nat tao (biéu twong mii tén xoay) dé hé théng ty sinh ma tai lidu.

B LUUETIEPTUC

X TAILEN TEP TAILIEU

Loai tai ligu B& phén *
TAILIEUNOIBO | Van ban ky s& néi bo (Tao lap tir FSIS) - TT.QLHTTT | Trung tam Quan Iy Hé théng théng tin v

» TAILIEUNOIBO | Vin ban ky s6 ndi bé (Tao lap tir FSIS) (2)
» VBKSCC | V&n ban ky s8 cong cdng (SmartCA)

~ VBKSNBESGIN | Ky s8 ndi bd eSign (2
VBNB1USER | Van ban 1 user ky ngi bo
VBNBNUSER | Van ban néi bé nhiéu user
» EOFFICE | EOFFICE

Ngay hét han xi ly (]

Ma khach hang Khach hang
Gi4 tri hop déng €6 hiéu lyc tir [m] C6 higu lyc dén [m]

Mé ta

Buéc 4: Luu va tiep tuc
« Sau khi tai tép 1én va dién du thong tin bat budc, nhan LUU & TIEP TUC dé chuyén sang
budc ké tiép.
Q 1. 120TAILIEV (® 2 THEM QUY TRINH © 3-pATVITRIKY @ 4 GU1QUY TRINH @ s5-HoANTI
/ 2. TAILEN TEP TAI LIEU
B gop-y-quy-dinh-LMS.pdf

Loai tai liéu Bo phan *

TEST | Test v SYSTEM | Hé théng v
M tai lieu *
26 TEST.SYSTEM.TN90 = Ngay hét han xir Iy th

Tiéu d@ tai ligu *
[ CHUNG TU'26. TEST.SYSTEM.TN9(

Ma khach hang Khéch hang

fiA tri hom dAnn A hidn hee Hr ™ A hian lire A&n ™

Budc 5: Thém nguoi ky / nguwoi nhan
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« O man hinh 2. THEM QUY TRINH, nhin THEM NGUOI NHAN.

Luru y: néu tai liéu c6 nhiéu ngudi ky, can xac dinh quy trinh Tuan tw hay Khong tuan tu.
Tuan ty: hé théng guri 1an luot cho timg ngudi ky dung theo thir ty da thém trong danh sach
nguoi nhan, ky tir trén xuéng — nguoi ky sau chi nhan duoc tai liéu sau khi nguoi ky trude da
ky xong. Khong tuan tu: tit ca ngudi nhan duoc gui cung lic va ¢ thé ky doc 1ap, khong theo

thur tu.

Luru y: d6i voi ky s6 noi bo, & bude chon quyén truy cap, bat budc phai chon Ky dién tir,

khong phan biét nguoi ky la ky nhay hay ky chinh.

............. R —

1. TAO TAI LIEU @ 2. THEM QUY TRINH o 3. DAT VI TRIKY o 4. GUN QUY TRINH ° 5. HOAN THANH

B LUU&TIEPTUC

SUr dung méu quy trinh

@ X 1y tai ligu tuan 1w

&+ THEM NGUOI NHAN B LUUMAU QUY TRINH

Budc 6: Nhiap thong tin nguwoi nhian
* (1) Nhap tén hodc email cua nguoi can ky/nhan tai li¢u vao 6 Ngwoi nhan. (Tai day, minh
chon user 1a chinh minh d¢é minh thyuc hién ky s6 khi hoan thanh cac budc tao tai ligu)
« (2) Chon quyén phi hop & 6 Quyén truy cip — chon Ky dién tir néu ngudi nay can ky tai
lidu. (Khi ky s6 noi bd, & day phai chon Ky dién tir)
« (3)Nhan LUU & TIEP TUC.

Luwru y: néu tai liéu can nhiéu nguoi ky/duyét theo thir tu, hiy thém 1an luot ting ngudi bang

nat THEM NGUOI NHAN va bat Xir Iy tai liéu tuan tw dé hé thong gui 1an luot dung thi tu.

HCMCOU TRUNG TAM QUAN LY HE THONG THONG TIN



[Demo] HCMCOU esign 4 | & @
O 1.TeoTAILEU © 2 THEM QUY TRINH © 3. oATVITRIKY @ 4. 6l quy TRINH @ 5. HOAN THANH
:
St dung mau quy trinh
@ xir Iy tai ligu twan
Naudi nhan 1 " Quyén truy cép 2
1 Ky dién tur v
&+ THEM NGUOI NHAN B LUUMAU QUY TRINH

Bude 7: Pat vi tri ky trén tai liéu

« O man hinh 3. PAT VI TRi KY, dung chudt kéo khung chit ky (c6 ghi tén nguoi ky) dén
dung vi tri can ky trong ndi dung tai lidu.

Luru y: chi nhitng ngudi ¢6 quyén ky (ky s6, ky dién tir, ky nhdy) méi can dugc dat vi tri ky.

© 1. mroTAILEY ® 2 THEM QY TRINH @ 3.oaTViTRIKY @ 4 61 QUY TRINH @ 5. HOAN THANH

l B LUURTIEP TUC I ‘
[J c6 dinh vi tri ky

Chi nhitng ngudi nhén thuc hién thao tac ky (ky s6, ky dién tlr, ky nhdy) mdi can dat vi tri

1 TRAN HIU NHAN

Viv: Gop y, dé xudt hoan thién Quy dinh vé xdy dung va quan Iy
+ khéa hoc truc tuyén trén hé théng LMS

« < » - . - = < _
GOP Y, DE XUAT HOAN THIEN QUY DINH
(Déi véi Quy dinh vé xdy dung va quan Iy khéa hoc truc tuyén trén hé thdng LMS ban hanh kém
theo Quyét dinh 56 2261/QD-DHM)

1. Pat vin dé

HCMCOU eSign £ chanth & 1

) 1.TAOTAILIEU (® 2 THEM QUY TRINH © 3.oATVITRIKY © 4. 601QUY TRINH @ 5.HOAN THANH

Nguoi gop y

1. TRAN HUU NHAN

Budc 8: Luu vi tri ky

« Sau khi dat xong vi trf, nhan LUU & TIEP TUC.
HCMCOU TRUNG TAM QUAN LY HE THONG THONG TIN



@ 2. THEM QUY TRINH o 3. DAT VI TRIKY o 4. GU1 QUY TRINH

/ G Tve

[J ca dinh vi tri ky

Chi nhimg ngudi nhan thuc hién thao téc ky (ky s6, ky dién ti, ky nhay) méi c¢an dat vi tri

Budce 9: Guri quy trinh ky
« O man hinh 4. GUI QUY TRINH, doc ky dong luu ¥ mau xanh.
Luwu y: sau khi guri, tai liéu s8 KHONG thé chinh sira théng tin hay danh sach ngudi nhin nita
— hay kiém tra k¥ trude khi giri.
« Nhén nit mau cam GUT QUY TRINH dé x4c nhén.
1. TAO TAILIEU ® 2 THEMQUY TRINH © s.oATVI TRIKY © tchowTRINE D oA TN

Sau khi quy trinh dugc g, tai lidu s& khdng thé chinh sira théng tin hodc danh sach ngudi nhan.
Xac nhan gui quy trinh ky?

-

Budc 10: Xac nhan da giri thanh cong
« Hé théng bao "Tai liéu dwoc tao va giri dén ngwdi nhin thanh cong!".

« Nhan XEM TAI LIEU & mé va ky ngay, hoic DANH SACH TAI LIEU d¢ quay lai

danh sach va ky sau.
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® 2 ™EMQuY TRINH © 3. pATVITRIKY © 2 cUnQuY TRINH

Tai lidu dugc tao va gli dén ngudi nhan thanh céng!

@ XEM TAILIEU Q  DANH SACH TAI LIEU

Budc 11: Thyuc hién ky dién tir
« Trong man hinh xem tai liéu, kiém tra lai N§i dung chir ky, nhap Ly do ky (vi du: "DPong y
ky dién tir"), va chon kiéu hién thi chit ky: Chi viin ban, Vin ban & hinh, hoic Chi hinh
anh.

« Sau d6 nhan nut KY PIEN TU ¢ goc trén bén trai.

@ 2 O]

4 B CHUNG T 26. TESTIZRJ.JJ5X
M3 tai liéu: 26. TESTIZRJ.JJ5X
Loai tai liéu: Chimg tir thir nghiém
Bo phan: [Demo] HCMCOU eSign
Trang thai: “sin sine

KIEM TRA CHUYKY SO

Trang * Vi tri ky
5 < 442,702,553,744

Nguoi gop y NG dung chi ky
Trén Hiu Nhan
{{Reason}}
{{signTime}} 4
«® <> » SignTime}}: Thoi gian ky

Lydo*
pong y ky dién tr

Kich ¢d phong chir *

(O chivan ban
(® vanban & hinh - THEM HINH
4 (O chihinh &nh

Budc 12: Xac nhan Ky tai licu
« Hop thoai Xdc nhén Kky dién tir tai liéu hién ra. Tick chon "T6i dong y v6i ndi dung tai

liéu va Piéu khoan phap Iy".
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« Nhin XAC NHAN. Sau khi nhin x4c nhan, hé thong s& gdi email chita ma OTP, truy cap
mail dé 1ay OTP va nhép vao hé théng dé xac nhan ky)

Xdac nhan ky dién t(r tai liéu

Vui long déng y véi dieu khoan trude khi thuc hién ky tai ligu.

T6i déng y véi ndi dung tai liéu va Diéu khoan phap ly.

Nhan "Xac nhan" d& xac nhan hanh ddng cla ban

X DONG + XAC NHAN

Budc 13: Nhap ma OTP xac thue

« Hé thong s& glri mot ma OTP gém 6 sd vé email di dang ky. M3 ¢ hiéu lyc trong 5 phit.

Xdc nhan ky dién tir tai liéu

OTP d& dugc guri dén nhan.th@ou.edu.vn
Vui lbng nhap OTP vao & bén dudi dé xac nhan
OTP sé hét han sau 5 phut.

04 57  wwwore-

Phat  Gidy

X DONG ' XAC NHAN

« Mo hop thu email, tim thu c6 tiéu dé "Thong bio ma OTP ... dé xir Iy ching tir" dé lay

ma.
Q  Search mail 3= ®Actve v () 8
o~ ¢ H 1-100 of 37,215 > mm~
& Primary © Promotions (IED 2, Social €D
I HCMCOU eSig... Théng bao ma OTP 355776 dé xif ly chimg tir - OTP 355776 for you to process the document - IDemo] HCMC... 4:25P1

HCMCOU eSig... (D Ching tir 26.TEST.IZRJ.JJ5X dang ch& xir ly - Document 26.TEST.IZRJ.JJ5X is waiting for you to process - [... 4:23P1
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Théng bao ma OTP 355776 dé xr ly ching tur - OTP 355776 for you to process the document Inbox x

HCMCOU eSign - Hé thang ky s6 <esign@ou.eduvns 425PM (O minutesago)  t¥ @
tome -

[Demo] HCMCOU eSign
Kinh chio - -

Mi OTP dé xir Iy 1 chimg tir ciia ban la} 355776
OTP for you to process | document(s) if: 355776

OTP wrén ding dé xir Ly chimg tir sau:
The above OTP is used to process the following document(s):

STT | Ma chimg tirl Nguwei taol Ngay taol
No. Document No. Created by Creation date
1 26.TEST.IZRJ.JJSX 25/08/2026 16:19:01
Xin chén thanh cam on.
Thank you.

« Nhéap ma OTP vira nhan vao 6 Nhiap OTP, sau d6 nhin XAC NHAN.

Xac nhan ky dién tur tai ligu

OTP da dugc gt dén nhan.th@ou.edu.vn
Vui léng nhdp OTP vao 6 bén dudi dé xac nhan
OTP sé hét han sau 5 phat.

03 26 [[se]

Phit  Gidy

Buéc 14: Hoan tat — tai liéu da dwoc Ky
« Tai lidu chuyén sang trang thai PA HOAN TAT, chit ky hién thi rd trén tai liéu kém ngay
ky.
« Ban c6 thé nhdn KIEM TRA CHU KY SO dé xac minh chir ky, hoic TAI XUONG dé

Iru tép da ky vé may.

HCMCOU TRUNG TAM QUAN LY HE THONG THONG TIN
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an & TAIXUGNG A HCMCOU eSign X

& =] 9

4 B CHUNG T 26 TESTIZRJ.JISX
M 1 liéu: 26.TESTIZRI.JISX
Logi tal ligu: Chimg tir thir nghiém
B4 phin: [Demo] HCMCOU eSign
Trang tha: | ok ok TkT

@, KIEM TRA CHUTKY 56

CHE DO CHI XEM &

Newsi gép
]

|
Ding ¥ ky dign
0
2510812026
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