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I. HUONG DAN TAO VAN BAN CAP TRUONG (CAC VAN BAN CO PONG DAU
NHU: QUYET PINH, CONG VAN PI, BAO CAO,...)
» Budce 1: Chuyén vién soan thao van ban
- Chon Viin ban/Dy thao(S6 VB truong)

(l'b HE THONG QUAN LY VAN BAN VA BIEU HANH

TRUGNG DAI HOC MG THANH PHO HO CHI MINH

& e e B
Trang chi Danh ba Théng tin ca nhan Bd cai plugin Huéng dan sir dung Van ban giao NV Van ban
8% Quan tri hé théng D thao phét hanh ndi bd
4 Van ban dén (63) @
EA Wan ban di (19) 5]
& Hb so cong vide @
A Quan ly cdng viéc (3) =}
A Van ban Oy quyén
© Van ban xem dé biét (13)
© Van ban danh ddu
[ml) Tra ciru van ban
& Quan Iy lich don vi =
©  Quan Iy van ban & huy
A Bao cdo 2]

- Nhap céc ndi dung bét budc (trich yéu, hinh thirc, do khrfm)

- O File dinh kém, chon Tai tap tin dé upload cac vin ban di soan thao (quyét dinh,
cong van di, cac phu luc,...) dé ky sb va doéng dau sb.

- O Vin ban lién quan, chon Tai tip tin dé upload cac ho so dinh kém.

- Nhap Noi dung xir Iy dé trao doi noi dung véi lanh dao don vi néu can thiét



THONG TIN VAN BAN BI

Théng tin van ban Théng tin § kién 5o dé ludng van ban
Trich yéu(*)

Céng van - @ Thuéng - Linh ve

Bon visoanthdo  ppsno tanh chanh - Quan i M Loatvanban | vy pan mai - Han x> Iy
Hinhthircsa0 | ga 50 \an ban v Noaywo | 571012025
Van bin giao nhigm [
vu
Chon vi tri trwére khi [ Chi dién s6 KH, ngay [ Ky s6 phy lyc [ Ky nhay [

ki s6 thang nam

ile dinh kem
+ Quét ti igu

& Taitéptin | Toi da 50Mbifile

4n ban lién quan -

& Taitép tin

Néi dung xir ly
(Mau nhap)

> Budéc 2: Chuyén vién ky s va chuyén cho lanh dao don vi

- Chon Ky nhay, chon vi tri khi ky sé (néu khong chon thi chir ky nhay mic dinh nam &
ddu “./.” ctia vin ban)

- Chon Ky SmartCA

HONG 1IN VAN BAN D

Théng tin vén ban Théng tin y kién So db ludng van ban

Trich yéu(")

test
Hinh thise(") | conc e - DG Khin() | 11,500 -
Donvisoanthao | ppsn0 yanh chanh - Quan t - Logivanban vy pan msi -
Hinh thive sao Ban géc van ban h Nady tgo 2111072025

Vén ban giao nhiém [

vu
hon vi tri trwée khi [ Chi dién sé KH, ngay ] Ky s6é phu luc [
ky 56 thang nam

File dinh kém
+ Quet tai iéu

& Taitéptin | Téi da 50Mbifile

@ Xod Oumsu @I(y SmariCA | @ Xem [ Document_test docx
B2 Nénva tal tatca

- Thuc hién thao tac ky sd, sau khi ky s6 xong chon Chuyén lanh dao phong

# Chuyén LD phéng

+* Chuyén Vin thu

A
(51| oo | i
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» Buwéce 3: Lanh dao xu Iy van ban trinh ky
- Vao muc Vin bén di, chon van ban can xtr ly va chon Xu Iy

HE N VA D H £
(If TR HANH PHO HO CHI MINII
& a = = B
Trang chd Danh ba Théng tin cd nhan B4 cai plugin Huéng dén st dung Van ban giao NV Van ban
%85 Quan tri hé théng B | 4 Vinbandi ' Vin ban dicin xi I
f~] Van ban dén =]

© Tim kiém néng cao
an ban di (1)

[D6]: Hoa tdc; ; [Xanh da tri]: Chi dao [DH]: Dén han

Van ban di da phat hanh ] 1 test 211012025 Phéng Hanh chénh - Quan tri

Van ban di d& xir Iy

Hiénthi 10 v ban ghi

& Hb so cong viéc a
= (o THONG TIN VAN BAN BI
= Uyquyén
A Vén ban dy quyén
Trich yéu test
€ Vin ban xem dé biét
Hinh thirc Cdng van
© Vinban danh ddu B khin Thuéng
[ml) Tra ciru vin ban Loai van ban Vén ban mai
Ngudi soan thao Huynh Liong Tam
4 Van ban theo doi
Phan loai VB wu tién
& Quan I lich don vi E File dinh kem 83 Nén va tai tit ca
f@liDocument_test docx (Ngudi givi: Huynh Lirong Tam - 21/10/2025 09.51:17)
4 Béocao a

Van ban lién quan
Khai bdo nhom nhan VB 8

- Chon Xem dé xem van ban. Lanh dao don vi yéu cau chuyén vién chinh stra van ban
hoic thue hién ky s6 (ky nhay/ky thira 1énh/ky thira ity quyén) néu thong qua du thao
van ban.

THONG TIN VAN BAN BI

Théng tin vén ban Tong hop j kién xir I Théng tin  kién So db lubng van ban

Trich yéu(")

fest
Hinh thire() | oo an - Bokhin() | 000 -
Bomvisoanthdo | ppsng Hank chank - Quan i v Logivan ban | yap bhan mei M
Hinh thirc sao Ban gdc van ban v Noay tao 211012025

Van ban giao nhiém ||
vu

2fion vi tri trwdre khi |
ky s

Chi dién s6 KH, ngay O Ky s6 phu luc O
thdang néam
File dinh kém

& Taitéptin | Téida 50Mbifile

el i,
& Téi file FE L b RT3 Document test.docx (Nguwi giri: Huynh Lrong Tam - 21/10/2025 09:51:17)
83 Nén va i tal ca DA

Vin ban lién quan

+ Thém
NGi dung xi ly
(Mau nhap)

- Sau khi xtr Iy, 1anh dao don vi chuyén cho:
o Chuyén vién dé chinh stra néu c6 yéu cau chinh sira. Linh dao c6 thé nhap noi
dung can chinh xir tai 6 N§i dung xir ly.
o Thuw ky dé trinh Ban Giam hiéu ky.
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o Cdc linh dao phong dé 1ay y kién cac don vi khac. Cac 1anh dao don vi khac s&
ky s6 va chuyén tra lai cho 1anh dao phong hodc chuyén cho Thu ky dé trinh ky
Ban Giam hiéu.

o Vin thw Trwong dé dong dau sé ddi v6i cac van ban da duge ky s6 (ky thira
1énh hodc thira Gy quyén).

# Chuyén Thu ky
# Chuyén Vin thur tneéng

 Chuyén Chuyén vién

o
o

» Buwdc 4: Thu ky Hi€u trwéng trinh ky Ban Giam hi¢u
- Vao muc Vin bén di, chon van ban can xtr 1y va chon Xur ly
- Chon Xem dé xem vin ban va chon Chuyén:

o Chuyén Ban Gidm higu dé trinh ky
o Chuyén LP phong dé chuyén tra vin ban chua ding thé thirc, thiéu hd so dinh
kém hodc chuyén 1anh dao don vi khac dé Iy v kién thém.
* Chuyén Ban Giam Hiéu

# Chuyén LD phang

* Chuyén Vin thu
o

> Bude 5: Ban Giam hiéu xem vin ban va ky sd.

- Sau khi xem van ban va ky sé, Ban Giam hiéu chon:

Chuyén Vin thw 3¢ dong dau sd truc tiép

Chuyén LD phong dé tra hd so

Chuyén Thu ky dé chuyén tra ho so

Chuyén trong BGH dé chuyén ho so trong ndi bd Ban Giam hiéu.

O O O O

# Chuyén Van thur
W Chuyén LD phang

# Chuyén Thur ky

ey




> Budre 6: Cac ca nhan sau khi nhan duogc vin ban sé tiép tuc xur Iy hd so theo chiic ning,
nhiém vu dugc phan cong.

II. HUONG DAN TAO VAN BAN CAP PON VI (TO TRINH, CONG VAN CUA
PHONG,...)
» Buwoc 1: Chuyén vién soan thao van ban
- Chon Van ban/Du thdo phat hanh ngi b

(l'b HE THONG QUAN LY VAN BAN VA BIEU HANH

TRUGNG DAI HOC MG THANH PHO HO CHI MINH
@ & = 2

Trang chi Danh ba Théng tin ca nhan B cai plugin Hwéng dan sir dung Van ban giao NV Vén ban

225 Quan tri hé théng Dw thao phat hanh néi bd

£ Van ban dén (64) ® D thao (S6 VB trueng)
FA Van ban di (19) @
& Hb so cong viée =]
EA Quan ly cdng viéc (3) =]
FA Van ban Gy quyén

© Vin ban xem d& bidt (13)

© Vanban danh dau

[l Tra ctru vén ban

& Quan Iy lich don vi =]
© Quan Iy van ban d& huy

K4 Bao cao ]

- Nhap cac ndi dung bét budc (trich yéu, hinh thtrc, d6 khan)

- O File dinh kém, chon Tai tap tin dé upload cac vin ban di soan thao (quyét dinh,
cong van di, cac phu luc,...) dé ky sb va doéng dau sb.

- O Vin ban lién quan, chon Tai tip tin dé upload cac hd so dinh kém.

- Nhap Noi dung xir Iy dé trao doi noi dung v6i 1anh dao don vi néu can thiét



THONG TIN VAN BAN BI

Théng tin van ban Thang tin ¥ kién So dd lubng van ban
Trich yéu(*)
inh thize(') ) s van - @y Thubng - Linh vire

Bonvisoan thdo | pyang Hanh chénh - Quan tr - Logi vén ban | vy ban mei - Han xir ly
Hinh thibc 530 | g 04e van ban v Ngaytae | 5011012025
Viin ban giao nhiém [
vu
Chon vi tri trwée khi [ Chi dién sé KH, ngay [ Ky sé phuluc [ Ky nhay ]
ky sé thang nam
File dinh kém

+ Quet tai iéu

& Tai tép tin $i da 50Mb/file

Vén bén lién quan .

& Tai tép tin

Ngi dung xé Iy
(Mau nhap)

> Budre 2: Chuyén vién ky sé va chuyén cho 1anh dao don vi

- Chon Ky nhay, chon vi tri khi ky sé (néu khong chon thi chir ky nhay méc dinh nam &
dau “./.” ctia vin ban)

- Chon Ky SmartCA

HONG TIN VAN BAN

Théng tin vin ban Théng tin  kién So db ludng vin ban

Trich yéu(*) st
Hinh thire(") | Cono e - D6 khin() | 1000 -
Bonvisoanthao | ppsn0 pank chanh - Quan tr M Logivanban v pan s M
Hinh thive sao Ban géc van ban v Nazy fao 2111012025

Vén ban giao nhiém [

vu
hon vi tri truire khi [ Chi dién s6 KH, ngay [ Ky s6 phu luc
ky s& théng nam

File dinh kém —

& Taiteptin | Téi da 50Mbifile

@ Xod 'DIJchsu Igl(y SmariCA | @ Xem .Document test docx
8% Nénva tal tatca

- Thuyc hién thao tac ky sd, sau khi k¥ s6 xong chon Chuyén LD phong

+* Chuyén VT Phéng
+ Chuyén LD phéng

—_
(o | G

» Budéc 3: Lanh dao xt Iy van ban trinh ky
- Vao muc Vin ban di, chon van ban can xur 1y va chon Xur ly



H HONG QUAN VAN BAN VA L) AN
(!MH‘ TRUGNG DAI HOC MO THANH PHO HO CHI MINH

@ =] Y = B
Trangchii  Danhba  Théngtincd nhan  Bd caiplugin = Huéng déinsirdung  Vin ban giao NV Vin ban
3% Quan tri hé théng © | @ Vinbandi ' Vanban dicinxi Iy
£ Vin ban dén ®

© Tim kiém néng cao
Van ban di (1)

[D6]: Hoa téc; ; [Xanh da trai]: Chi dao; [PH]: Dén han

(] 1 test 211072025 Phang Hanh chénh - Quan tri

Vin ban di cén xir Iy (1
- Vin ban di d& phét hanh
Van ban di da xi¥ Iy

Hiénthi 10 ~ ban ghi

& Hb so cong viée a8
— THONG TIN VAN BAN DI
= Uy quyen
A Vén ban dy quyén
Trich yéu test
© Vin ban xem dé biét
Hinh thirc Céng van
@ Vinban danh déu PG khin Thuéng
[l Tra ciru van ban Loai van ban Van ban mai
Ngudi soan thao Huynh Liong Tam
4 Van ban theo doi
Phén loai VB wu tién
& Quan Iy lich don vi 8 Filedinhkém 82 Nén va tai tht cé
fliDocument test docx (Ngurai giri: Huynh Lirong Tam - 21/10/2025 09:51:17)
4 Bdo cao (]

Van ban lién quan

Khai bdo nhém nhdan VB 3 -
Ben vi dr kien nhan VB

- Chon Xem d¢ xem van ban. Lanh dao don vi yéu cau chuyén vién chinh stra van ban
hodc thuc hi¢n ky s6 néu thong qua du thdo van ban.

THONG TIN VAN BAN DI

Théng tin van ban Téng hop  kién xtr Iy Théng tin y kién So @b ludng vin ban

Trich yéu(*)

fest
Hinh theeC) | g0 van - BoKhaNE) | 0 B
Bon visoanthdo | ppsng Hanh chanh - Quan i - Logivanban | s, pan mei -
Hinh thirc sao Ban géc van ban v Nody tao 2111012025

Viin bén giao nhiém ||
vu

@fion vi tri trwdre khi

Chi dién s6é KH, ngay | | Ky sé phu luc ||
théng nam
File dinh kem o

& Taitéptin Téida 50Mbifile

Pt i
L Al Document_test docx (Ngudi gii: Hujnh Luong Tém - 21/10/2025 09:51:17)
“

82 Nén va taitit ca

Vin ban lién quan

=+ Thém
NGi dung xtr Iy
(M&u nhap)

- Sau khi xtr Iy, 1anh dao don vi chuyén cho:
o Chuyén vién dé chinh stra néu c¢6 yéu cau chinh sira. Linh dao c6 thé nhap noi
dung can chinh xir tai 6 Noi dung xir ly.
o Thw ky d trinh Ban Giam hiéu ky.
o Cdc lanh dgo phong dé 1y y kién cac don vi khac. Cac lanh dao don vi khéc s&
ky s6 va chuyén tra lai cho 1anh dao phong hodc chuyén cho Thu ky dé trinh ky
Ban Giam hiéu.
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# Chuyén VT Phang
#* Chuyén Thu ky

# Chuyén Chuyén vién

o
o

» Budc 4: Thu ky Hi¢u trwéng trinh ky Ban Giam hi¢u
- Vao muc Vin bén di, chon van ban can xtr ly va chon Xu Iy
- Chon Xem dé xem van ban va chon trinh ky Ban Gidm hi¢u
- Chon Chuyén:
o Chuyén Ban Gidm higu ¢ trinh ky
o Chuyén LD phong dé chuyén tra vin ban chua ding thé thir, thiéu hd so dinh
kém hodc chuyén 1anh dao don vi khac dé 1y v kién thém.

# Trinh Ban Giam Hiéu

* Chuyén LD Phong
o =3

> Buwéc 5: Ban Giam hiéu xem vin ban va ky sd.

- Sau khi xem van ban va ky s6, Ban Giam hiéu chon:
o Chuyén LB phong dé tra hd so hodc cho 1anh dao phong khac co y kién
o Chuyén Thw ky dé chuyén tra ho so
o Chuyén trong BGH d chuyén hd so trong ndi bdo Ban Giam hiéu.

# Chuyén Thu ky

# Chuyén LD Phéng

o |

Buwéc 6: CAC ¢4 nhan sau khi nhan dugc van ban sé tiép tuc xtr Iy hd so theo chirc ning,
nhi¢m vu dugc phan cong.

111. HUONG DAN TINH NANG KY SO
1. Cap nhat anh chir ky
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- Déi twong dp dung:
o Lanh dao: Cap nhat anh chir ky 1a file &nh chir ky cia minh
o Van thu: Cap nhat anh chit ky 14 file anh con diu cta don vi
- Quy dinh ve anh chir ky 6 theo du thdo quy dinh cua Bo Noi vu:

+ Hinh anh: chir ky cta ngudi c6 thAm quyén trén vin ban gidy, mau xanh, dinh dang
.png; nén chir ky phai duoc 1am trong sudt dé dam bao khi chir ky duge dién vao file s& dep.

+ Hinh anh: d4u ctia don vi ban hanh van ban, mau dé, kich thudc béng kich thudc thuc
té cua dau, dinh dang .png; nén dau phai duoc 1am trong subt dé dam bao khi chir ky duoc dién
vao file sé& dep.

- Hudng dan cdp nhdt:

Nguoi dung mudn thay d6i anh chit ky sb thi c¢6 thé vao phan thong tin c4 nhan dé thay
doi:

» Buwdc 1: Click chon vao myc Thong tin ca nhan (hinh anh)

HE THONG QUAN LY VAN BAN VA DIEU HANH Nguy&n Thi My
: : : z
CONG TY CONG NGHE THONG TIN VNPT

® 2] = Ei
Trang chi Danh ba Théng tin ca nhan B0 cai plugin Huwréng dan str dung Van ban
B4 van ban aén(11) a &
B4 vénbanai E

€ van ban théng bao (10)
€ van ban d&anh déu (1)

[ull Tra ciru vin ban

& Hb so chng viec =
E4 Quan I cong viéc =
& ouan Iy lich don vi a

= Knaibdonhémnhan VB =

EA Théng tin didu hanh a

> Buéc 2: Thyc hién upload anh vao muc “Anh file ky” (hinh anh

Anh dai dién Anh ki nhay
‘Z B Luong_Tam_nhay.png m
—
& Giri file dinh kém _.. I 1 tap tin dwoc chon & Gri file dinh kém ___ | '
{
1
Anh chif ky: Anh chir ky 2:
B //i Luong_tam_chinh_png [
-

[ 1 tap tin dwoc chon | '@ Giri file dinh kém ... @ Giri file dinh kém

» Buwoc 3: Click nut [Cap nhat]

2. Tuy chon cdu hinh Hinh thirc ky s6 viin ban
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> Budre 1: Dé thyc hién, nguoi dung sau khi diing nhap vao hé thong -> click vao muc
Théng tin ca nhan -> hién thi man hinh nhu sau:

Bia chi* Bonvi*® Ngén ngif *
97 Vi Van Tén, phwréng 6, quan 3, Tp.HS Chi Minh ‘ Truéng Dai hoc Mé Thanh phé H finh _TN 17 - | [ Vietnam e
P
Ngay tao Ngudi tao Ngay sinh

06/0372020 09:01:35

Dong cay thur myc nhan vien [

Sir dung céy don vi ngudi ding by khai bao [

quantri.dhmo

USB Token - SHA256 [

Clear Session SmartCA

Hinh thirc ky s6 Chon anh ky sé Ma nhan vién
Ky SmariCA - Anh chiF ky 1 v

Chiéu réng (point) Khoang cach (point) Vitri chiF ky (point) Con dau (mm) Vitri déng déu (%)
150 point 20 point 0 point 37 mm

Céu hinh loai ky sb trén app mobile CAu hinh mang sim kj PKI Dién thoai PKI
Ky SmariCA v Ban co yéu chinh phi v

Ky sé mobile PKI
VNPT ky s6

CA-Signserver

Mat khiu SmartCA

Ma TOTP SmartCA

!y §mart§ t !ung !

Anh Gal dien. Anh ky nhay

‘Z Luong_Tam_nhay.png
=

Eb

i 1 tap tin dugc chon

W Giri file dinh kém ___ & Giri file dinh kém ...

> Buéc 2: Click vao muc Hinh thirc ky s6 SmartCA (khoanh d6 trén hinh) -> chon hinh
thirc ky -> click nat Cap nhat dé luu lai thong tin.
Note: Néu truong hop chua chon hinh thire ky s6 & man hinh Théng tin c4 nhan thi khi & file
can ky s& hién thi nat Ky s6 van ban nhu hinh:
Théng tin ¥ kién Théng tin nhan So db ludng van ban

S0 EOFFICE 50722
Trich yéu (%) lest ky server R ‘
et = Dokhén () Thutng Linh vye -

Bon vi soan thao Trung t4m Giéi phap Chinh phd dién tl Han = i

pomat(y | Thuemg "
Cb vén ban gidy
Kyt s6 dién tir
File dinh kém
& Taitép tin
@ eGOV trinh Cong ty trien khai phase2 eOffics 1 docx (Ngui givi Ha Thai Bao - 21/04/2019 17:13:30)
[ +7en |

Van ban lién quan

NGi dung xi¥ Iy
(M&u nhap)

B Liru nhp ki cé nhdn

Khi click vao nat [Ky s6 van ban] s& hién thi man hinh nhu sau:

© VNPT CHAT
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THONG TIN VAN BAN DI

Théng tin ¥ kién Théng tin nhan

l Hinh thirc ky s6

50 EOFFICE 0722 — Lua chon —
Trich yéu (%) test ky server
Ky =0 mobile PKI
Hinh thire (%) Cong van TETRE ) TrroTY Linh vutc
Bon vi soan thao Trung tdm Gidi phap Chinh phi dién t Han x i

Do mat (") Thudng
Cb van ban gidy
Kif 56 dign tir
File dinh kém
& Taitép tin
@ 8GOV trinh Cong ty trien khai phase? eOffice 1.docx (Ngudi gli: Ha Thai Bao - 21/04/2019 17-13:30)
'V&n ban lién quan

NGi dung xiF Iy
(M&u nhag)

B Lrru nhap tai ¢ nhdn
© VNPT CHAT

Tai man hinh nay ngudi ding can click vao dé chon mot hinh thirc ky s6. Sau khi chon
xong thi click nat [OK] dé luu lai théng tin. Sau khi luu thong tin thi nhitng 14n ky sau s& mic
dinh 13 hinh thirc ky d3 duoc cau hinh. (Vi dy: ¢ day khi chon hinh thie ky [KY s6 token] thi
lan sau khi vao man hinh thong tin vin ban s& hién thi niit [Ky SmartCA] ¢ cac file dinh kém

nhu hinh

Théng tin vin ban Théng tin y kién So db lubng van ban

Trich yéu(*)
Hinh thire(")  co0 oz - B khan() | 1,509
Bon visoanthao ' pp g Hanh chanh - Quan tri v Loaivanban | van ban moi
Hinh thirc sac Ban géc van ban hd Nody tao 211072025
Vién ban giao nhiém [
vu
Chon vi tri treére khi [ Chi dién s6 KH, ngay [ Ky sé phuluc [
ky s& thang nam

File dinh kém

& Taitéptin | Téi da 50Mbifile

m # Doitén [F Ky SmartCA | & Xem Document_test docx

82 Nén va tai tat ca

Vén ban lién quan
+ Thém

& Tai tép tin

3. Tai va cai dit phin mém VNPT SmartCA trén dién thoai
- Vao App Store (i0S) hodac CH Play (Android) va cai dat vao dién thoai.
- Lién hé véi nha cung cap VNPT dé dugc hudng dan dang ky ching thu sé.
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5.9 VNPT SmartCA

el Business

* K Tesrye 837 (8 Vietnam Posts a... Business

4. Ky s6 vin ban di trén WEB
> Bude 1: Trén man hinh xt 1y van ban, dé thuc hién ky sb file van ban >> ngudi ding

thuc hién nhan nit SmartCA bén canh file kém cta vin ban, khi d6 hé thong hién thi

man hinh nhap thong tin tai khoan ky s6 nhu sau:

THONG TIN VAN BAN BI

THONG TIN DANG NHAP SMARTCA
jjjjj
2
v
v s 54
v
&8 T3 o tin
By < oken 7—_ VR on (N g Ngupk T Din - 220812021 10530
& T3 Eo tin
A

- Nguoi ding thuc hién dang nhap bang tai khoan ky sé da duoc cung cap gom co: Tai
khoan, mat khau
- Sau khi dang nhap thanh céng,

oNéu ky bat form thi hé théng hién thi man hinh nhu sau:
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TAPDOAN CONGHOA XA HOI CHU NGHIA VIET NAM
— Vi tri chirkj ——————— BUU CHINH VIEN THONG Dac lip - Tu do - Hanh phic
S VIET NAM
$6: VNPT-HOTV-KHBT HANgi, ngdy  thing  nam

Vé tén ngudi sir dung dét

Kinh giri: Tong Giam doc Tgp doan.

/2021 clia Tong Giam déc Tap
ang khen cho Cong tv Ha ting vién thong

Cin ctr tor trinh s6
doan Viv bao cao B trudng xet tang
Noi dung trinh:

Tong cong ty C6 phin Tap doan Cong nghé CMC ¢6 hé so trinh Ba trudng xét
ting Bing khen cho Céng ty C& phin Ha tang Vién théng CMC nhén kj niém 10 nam
thanh Ip (05/9/2008 - 05/9/2018). Sau khi lay ¥ kién cia mét s6 don vi c6 lién quan,
Vu Thi dua - Khen thuéng béo eo d€ xuit B§ tredmg nhu sau:

Tity chon hinh dnh

[ - ] Negay 14/5/2018, Céng ty Cé phin Ha ting Vién théng CMC 43 bi Cuc Vién
théng x phat vi pham hanh chinh v6i b tién l3 115 wiéu dong (c6 Quyét dinh xir
phat kém theo)

— Thém comments

Ciin cif cée quy dinh vé thi dus, khen thwéng, Vy Thi dua - Khen thuing d&
xuit Bo trudng khong khen thuéng cho Cdng ty C4 phin Ha ting Vién théng CMC.

m Kinh trinh B§ trirong xem xét, phe duyét..
== TM. HOT PONG THANH VIEN
Nei nhgn: THANH VIEN
- Nhat trén,

i, BETE B C/,—’

4 eOffice: 107284 -VBKS Phgm Bube Long

>> Nguoi dung thuc hién nhan nat Ky dir ligu >> hé théng déong form ky, trén man
hinh xt 1y van ban hién thi thdng bao Pang xi Iy ky so nhu sau:

& T3 g0 tin

©Xod DLichsir EEE el B TTr_ WP.doc (Nguwéi gisi: Nguysn Thi Dan - 22/09/2021 10:15:20)

&8 T3 8p tin
oNéu ky tu dong, thi bo qua budc bat form ky, trén man hinh xa 1y vian ban hién thi
thong béo Pang xir 1y ky sé nhu trén

> Bude 2: Ngudi dung thuc hién truy cip vao app ky sé SmartCA trén thiét bi di dong (da
tai va cai dat truée d6) bang cach nhan vao biéu tuong smaca trén thiét bi di dong

>> Khi d6 hé théng hién thi man hinh dang nhap vao tai khoan ky s6 nhu sau:



U A

DPang nhap
Tén dang nhap

33185001370

Mat khau

- Nguoi dung thuc hién nhap liéu théng tin tai khoan ky sé da duoc cap, gom: Tai khoan,

Mat khau >> sau d6 nhan nit Piang nhap. Ldc nay hé théng hién thi man hinh nhu sau:

-
= Ky s6
Thai gian ky con lai
Ung dung lién két: Aloha app
Teén file: TTr_VP.doc
Kich thudc: 339KB
R 2021-09-22
Thai gian: 09:00:09

B

- Nguoi ding nhan nit Xem théng tin giao dich >> hé thdng hién thi man hinh xé&c nhan

ky s nhu sau:
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.
< Théng tin giao dich

22/09/2021 09:00 AM

Aloha app

-
Huy giao dich ]
| N

oNguoi dung thyc hién nhan nat Hity >> hay giao dich ky s6

oNgudi dung nhan nat Xac nhan ky sé >> hé thong hién thi man hinh xac nhan ky sd.

o Céc hinh thic xac nhan gdm c6: Xac nhan van tay, xac nhan bang ma PIN, xac nhan
bang khuén mat (Hinh thirc xac nhan duoc chon khi kich hoat tai khoan ky so)

TH1: Xéac nhan bing van tay >> hé thong hién thi man hinh nhu sau:

Yéu cau xac thuc

Vui I6ng nhép déu van tay dé xac
ha

 XACTHUCVANTAY

>> Nguoi ding nhan ndt Xac nhan >> hé théng hién thi man hinh dé nguoi dung

thuc hién nhan van tay xac nhan.
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Authentication required

Verify identity ‘
Please complete the biometrics to proceed.

Cancel

e Van tay hop 18 >> hé théng hién thi thong bao Ky sb thanh cong
e Van tay khong hop Ié >> hé thdng hién thi théng bao
TH2: X4c nhan biang ma PIN >> hé théng hién thi man hinh nhu sau:

[ t<d9kedk- [ i

Xoéa

o % ’f:ll (€3}

>> Nguoi ding nhap ma PIN (duogc thiét 1ap khi kich hoat tai khoan ky s6) sau d6
nhan nat Confirm dé xac nhan ky s6
e M4 PIN hop & >> hé thdng hién thi thdng bdo Ky sé thanh cong
e M4 PIN khong hop 1& >> hé thdng hién thi théng bao

TH3: Xéac nhan bing khudn mit >> hé thdng hién thi man hinh nhu sau:

Yéu cau xac thuc

Vui long nhap déu van tay dé xac
nh;
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>> Nguoi dung dua thiét bj truéc mat d&& nhan dién khudn mit sau d6 nhan nit Xéac
nhan >> hé théng nhan dién khudn mat nguoi ding,
= Néu hop I¢ thi hién thi thdng béo thanh cong
= Néu khong hop 1¢ thi hién thi théng béo thong tin xac nhan khong ding
- Sau khi xac nhan dung tai khoan ky sé >> Hé thdng ky s6 thanh cong, két thuc giao
dich ky sé
o Trén app SmartCA hién thi thong bao ky sé thanh cong nhu sau:

Fo

Thoéng bao

Ky 86 hoan tat!

o Trén iOffice, thong b4o Ky sé thanh cong, ddng thai file ky sé duoc chuyén sang file
pdf va cd chir ky hop 1é vao dung vi tri ky sb
B B_ HETV.pdf (Nguwéi gisi: Mguyén Thi Tinh - 24/08/2021 14:53:06)

Ki s thish edng
5. Ky s6 viin ban di trén App iOffice
Truy cip: Nguoi dung ding nhap vao hé théng trén App >> thyc hién xtr Iy van ban di
va ky s6 file dinh kém trén vin ban
> Bude 1: Trén man hinh chi tiét van ban, dé thuc hién ky s6 file vin ban >> ngudi ding
thuc hién nhan nGt SmartCA bén canh file kém cua van ban, hodc nhan mé file va

thuc hién nhan nat SmartCa ky s6 nhu sau
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- Chi tiét van ban

X VB_HBTV.doc

Trich yé&u: test k)" s8 SmartCA

o~

Sé joffice: 74602

S& ky hiéu: 29/CV-PM2
Ngay VB: 24/09/2021
Hinh thuc VB: Céng van

D6 khéan: Thusng

@ VB_ HDTV.doc

Trinh lanh dao TT

Tong hop y kién xir ly

= @)

ky s nhu sau:

q

CONG HOA XA HQI CHU NGHIA VIET NAM

TAP DOAN
BUU CHINH VIEN THONG Bic lip - Tw do - Hanh phiic

VIET NAM
S6 /NNPT-HDTV-KHDT Ha Ngi, ngay  thing  nam
Ve tén ngudni st dung dat

Kinh gui: Tong Giam dde Tap doan

Cin ¢t to trinh 56 /VNPT-KHPT ngay  / /2021 caa Téng Giam dbc Tap
doan V/v hio cio B triring xét ting Biing khen cho Céng ty Ha ting vién théng
Noi dung trinh:

Tong cong ty Cé phin Tap doan Cong nghé CMC ¢ hé so trinh B truémg xét
ting Biing khen cho Cdng ty C6 phan Ha ting Vién thong CMC nhén ky niém 10 nam
thanh 1dp (05/9/2008 - 05/9/2018). Sau khi lay ¥ kién cia mét s6 don vi ¢6 lién quan,
Vu Thi dua - Khen thuong bao cao dé xuit Bo truémg nhu sau

Ngay 14/5/2018, Cong ty C6 phin Ha tang Vién thong CMC da bi Cuc Vién
thong xur phat vi pham hanh chinh vé1 s6 tién 1a 115 trigu dong (c6 Quyét dinh xir
phat kém theo).

Can cir cdc quy dinh vé thi dua, khen thuong. Vu Thi dua - Khen thuéng dé
xudt Bo truong khong khen thudng cho Cong ty €6 phan Ha tang Vién théng CMC

Kinh trinh BG truémg xem xét, phé duyét./

TM. HQI PONG THANH VIEN

Noi nhin: THANH VIEN

Nhu trén,
- Cac TV HDTV;
- Cdc Kiém sodt vién,
- Ban KSNB;
- Téng cong ty VNPT Net:

Luu VT, Ban KHDT, BTS.

S6 eOffice: 107284 -VBKS Pham Dirc Long

[

- Sau khi nhan nit Ky s6, hé théng hién thi man hinh dang nhap dé dang nhap tai khoan



21

THONG TIN PANG NHAP SMARTCA

8 Tén dang nhap

) Mat khau

Dédng nhap

Nguoi dung thuc hién diang nhap bang tai khoan ky sé da dugc cung cap gom co: Tai
khoan, mat khau
Sau khi dang nhap thanh céng, néu tim duoc vi tri ky s6 thi trén man hinh xt Iy hién thi

thong béo Pang xit Iy ky s nhu sau
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> Budrc 2: Nguoi dung thue hién truy cap vao app ky sé SmartCA trén thiét bj di dong dé
xéac nhan ky, cac budc thuc hién twong ty nhu Budc 2 trong phan huéng din ky sb ban
Web
Lac nay trén iOffice, thong bdo Ky sé thanh cong, déng thoi file ky sé duoc chuyén

7
A

sang file pdf va cé chir ky hop I¢ vao dung vi tri ky so6

17:05 al il ¥

X HC_1_2021doc.pdf

UBND TINH HA NAM CONG HOA XA HOTCHU NGHIA VIET NAM

Sé Ha Nam, mgiy thing  nidm

KEHOACH
Tii chire Hiji khie Phi Ding chc cip tinh Ha Nam T4 chire 1 khoe Phis Dig
i cap timh Ha Nam T chire Hiji khie Phit Déng cac cip tink Ha Nam

M BAN CHl DAO
TRUGNG BAN

—

PHO CHU TICH UBND TINH
Thiéy Ha

IV.MQT SO LUU Y KHAC KHI SU DUNG
1. Tinh niing “Pong gii”

Khi chon tinh niang dong guri khi chuyén vin ban, thi ngudi nhan ¢ dang “dong giri” chi
nhan vin ban ¢ dang xem dé biét. Khong thé thao tac va xur 1y vian ban. Do d6, khi nguoi gui
can ngudi nhan ky/xtr 1y van ban thi can giri & dang chon “xir 1y chinh”.

2. Chirc niing “LAy lai”

Déi v6i cac van ban sau khi d3 xtr Iy/ky s6 nhung bi 16i/ky sai, nguoi dung co thé sir
dung tinh nang “Lay lai” d¢ quay lai & thoi diém trude thao tac do.

- Chon “Xu 1y”, sau d6 & van ban dang thao tac sai chon “Lich su”

File dinh kém

& Taitéptin | T4i da 50Mbifile

et "
@ Xod ‘ D Lich sir | & Tai file

B2 Nén vaeidiied’

- O cot thao tac, chon ddu mili tén quay lai nhu hinh. Van ban s¢€ tré vé trang thai trudc

thao tac
) & Ngwori © Thei gian & Tai file = Thao
STT sira tac
3 tam hl 1171112025 CV - CONG VAN THAM QUYEN BAN HANH TIEU CHUAN, BINH MUFC XE @n @®
10:08:09 CHUYEN DUNG pdf
2 tam.hl 11/11/2025 CV - CONG VAN THAM QUYEN BAN HANH TIEU CHUAN, BINH MUFC XE a“x®
10:08:09 CHUYEN DUNG.docx
1 tam.hl 20/08/2025 CV - CONG VAN THAM QUYEN BAN HANH TIEU CHUAN, BINH MUFC XE X @
12:27:33 CHUYEN DUNG.docx

sai.
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