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PHAN I: CAl PAT PHAN MEM CHU KY SO
1. Yéu cau vé cai dat
- May tinh phai duoc cai dat h¢ diéu hanh tir Windows XP tro Ién.
- Phai xem dugc may tinh dang str dung hé diéu hanh nao (32bit hay 64bit)
* Cach xem may tinh dang dung hé diéu hanh nao bang céach Click chudt phai vao biéu tugng My
Computer voi Windows XP, Computer véi Windows 7, This PC véi Windows 8 va 10 -> chon

Properties

Pin to Quick access

Manage

Quét virus

Open
Manage

Ki€m tra danh tiéng trong KSN

Kaspersky Application Advisor

Pin to Start

Scan for threats...

Map network drive...

Map network drive...
Netwark Disconnect network drive...

Disconnect network drive...

Create shortcut

Delete

Create shortcut Rename

Delete
g Rename

Recycle Bin

Properties

e )
E _J O  pdf | By |
SAefkesells

oS STOTCIRE ST VIS VE e - = SUCUDIDRRE TS O SO D S D)
1 akSlake) Wia) o LdaEke

Properties

Va cira s6 sau xuat hién. Bé xac dinh may tinh ding phién ban nao, nguoi s dung xem tai muc

System type

Control Panel Home - - - -
Wiewr basic information about your computer

e Dewvice Manager Windows edition
B Remote settings Windows 7 Professional
B System protection Copyright © 2009 Microsoft Corporation. All rights reserved.
Hel Adwvanced system settings Get more features with a new edition of Windows 7
Syrstern
Rating: ) windows Experience Index
Processorn Intel(R) Pentium(R) Dual CPU E2200 @ 2.20GH=z 2.20 GH=
Installed mermony (Fuliil: 2.00 GE
| System type: 22-bit Operating Systerm |
Pen and Touch: Mo Pen or Touch Input is available for this Display
Computer name, domain, and weorkgroup settings
Computer narme: doanhawan
Full computer narme: doanhawan

Computer description:
Workgroup: CUC_CMTT

Dé twong tng vai hé diéu hanh cua may tinh ta s& tai bo cai chir ky sb d6 (32bit hay 64 bit).
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2. T4i (download) bg cai

Dé cd bo cai dit hoan chinh ta can tai it nhat 1a 02 phan mém @ng dung (Trinh diéu khién chir
ky s6 va phan mém VSIGNPDF)

Dia chi tai b cai vé may tinh: vao trang cua Cuc Chung thuc sé va Bao mat théng tin

https://ca.gov.vn/trang-chu

-> Kéo xudng duéi trang web vao muc Tai phan mém, tai biéu mau quan ly khi thuc hién cac

tha tuc lién quan dén chix ky sé chuyén ding

& https://ca.gov.vn/trang-chu

Chinh phau tai S& Thong tin va

= 7 = Trién khai dao tao st
Truyen thong thanh pho Da Nang dung chif kj 5 va hé._

TRA CUU HO SO ) Nhép mé 55 bié Q TrRaciu
DICH VU CHUNG THUC CHU KY S0
CAP MOI CHUNG THU SO GIA HAN, THAY BOI THONG THU HOI CHUNG THU SO KHOI PHUC THIET Bl LUU
TIN CHUNG THU SO KHOA Bi MAT

CHIA SE TAI NGUYEN

iR N i

i L ™ a
S S == | il 10 | ,
= ) .| ‘ 1 h Al
BIEU MAU QUAN LY TAI PHAN MEM TAI CHUNG THUF SO VA CRL VAN BAN QPPL
CUC CHONG THUC S6 VA BAO MAT THONG TIN - BAN CO' YEU CHINH PHU laa S8 ot truy cap: 3161553
Dia chi: 23 Nguy Nhur Kon Tum, Thanh Xuén, Ha Noi & S6 luot dang online: 105
Dién thoai: (024) 3773 8668 | (024) 3222 2665 Truy cap trong ngay: 723
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® e Tdi phEn mém - Céng dichvuce X | 4
= https://ca.gov.vn/tai-phan-mem

BAN CO YEU CHINH PHU
)?GCA CUC CHUNG THUC S8 VA BAO MAT THONG TIN BT

lllll VIETNAM GOVERNMENT CERTIFICATION AUTHORITY

TRANG CHU DICH VU CHUNG THUT CKS TIN TUT PHAN CAP DICH VU HOI DAP HU'GNG DAN VIDED HUPGNG DAN LIEN HE

s s - Ngay cap
oo Bl L T
Bigu mau quén Iy
1

e - B cong cu hé trg tich hop chif ky s& theo quy dinh tai ND Khac 15/05/2020 B tool-nd30vz0.21
Chinh séch phap Iy 30/2020/ND-CP

Hé trg trién kha

T3i lidu héi thio 2 B& cdng cu tich hop ky s& va xdc thuc vAn ban dién tir (PDF) Khac 14/05/2020 Hi mpkicrypto-v1.0.12-
o ) trén thigt bi di dong theo quy dinh tai Nghi dinh s& 10.05.2020
Tai chimg thuwr s6 - CRL 30/2020/ND-CP
Téi phan mém R ) . .
3 Phan mém vSign trén Android sir dung SO Secure khac 24/02/2020 [l vSign
Tai nguyén khac
4 | B cong cu hd tro phat trién (ng dung kj s& trén thist bi di Khac 24/02/2020 B SDK-MobilePK!
déng sir dung SIM-PKI
5 Cong cu cai dit chimg thwr s6 CA 32bit 24/02/2020 B cacertutil
[} B& cdng cu ky s8 phuc vu lién théng (xac thuc chéo) céc hé khac 24/02/2020 B VGCASignService-
théng CA v1.0.9
7 Bothu vién h trg tich hop chif ky s6 32bit 24/02/2020 B vGCACrypto_v1.0.0
8 Céng cu hd trg gia han ching thur s (VGCA Renew Tool) 32bit 24/02/2020 B vgca_renew_tool_v1_1
9 Ph&n m&m vSignPDF hd tro ky 58 va xac thuc tai ligu dién tir 32bit 24/02/2020 H§ vSignPDF_3.1.8
dinh dang PDF, trién khai cho co quan Bang va Nha nuwde
10 Trinh diu khign thigt bi (Driver) GCA-01 32bit 19/07/2018 B gca0l-client-v2-x32-
8.3.msi
11 | Trinh digu khi&n thit bi (Driver) GCA-01 64bit 19/07/2018 B gca0l-client-v2-x64-8.3
CUC CHUNG THUC S8 vA BAO MAT THONG TIN - BAN GO YEU CHINH PHU Jaa. S5 Iurot truy cap: 3158733
Dia chi: 23 Nguy Mhu Kon Tum, Thanh Xuan, Ha Ngi & 55 luot dang online: 98
Dién thoai: (024) 3773 8668 | (024) 3222 2665 Truy cap trong ngay: 723

3. Cac budc cai dat
3.1 Cai dit trinh diéu khién Chir ky s6 (eToken Driver)
- Buwéc 1: Chay tép gcaOl-client — v2, nhu hinh bén dudi

* » ThisPC » WIN10x86(C:) » Users » Chit * Downloads

Marme
=5
~ Today (6)
E vSignPDF_3.1.8 (1)
g

E gcall-client-v2-x64-8.3
E gcall-client-v2-x32-8.3.msi

- Bwéc 2: Chon ngbn ngir -> Next
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& WGCA Client 8.2 Setup

Interface Language y
Select the interface language. @afeNet

Selectthe “SGCa Client 8.3 interface language

[ Wietnamese p I
< Back ﬁ Eonesi
- Bwoc 3: Chon | accept the license agreement -> Next
'3 VGCA Client 8.3 Setu i=n
License Agreement '-4,5 felNet
aATe er.

Flease read the following license agreement carefully.

SAFENET SOFTWARE LICENSE TERMS
SafeMNet Authentication Client

Legal notice:

SafeMet software is not sold; rather, copies of SafeNet software are licensed
all the way through the distribution channel to the end user. UNLESS YOU HAVE
ANOTHER AGREEMENT DIRECTLY WITH SAFENET THAT CONTROLS AND
ALTERS YOUR USE OR DISTRIBUTIOMN OF THE SAFENET SOFTWARE, THE TERMS
AND COMNDITIONS OF THE APPLICABLE LICENSE AGREEMEMNTS BELOW APPLY
TO ¥OU. Please read the agreements applicable for the products you want to

1 ] o o .o

@) | accept the license agreerment

- Cac budc tiép theo ta Next dén khi Finish trén ban phim dén khi hoan thanh va xuat hién

biéu twong chit S mau dé nhu hinh bén duéi thanh Start phia géc phai man hinh 1a dugc
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entication Chent

Customize...

1059 AM
02,/06,/2015

e I B

Luu y: Khi cam Token USB chiz ky sé sé xudt hién thdng bao Security Warning, ta chon Yes
Security Warning <]

[ You are about to install a certificate from a certification authority
e (CA) claiming to represent:

Co guan chung thuc so chuyen dung Chinh phu (RootCAd

Windows cannot validate that the certificate is actually from "Co
guan chung thuc so chuyen dung Chinh phu (RootCA)". Yau
should confirm its origin by contacting "Co quan chung thuc so
chuyen dung Chinh phu (RootCA)". The following number will
assist you in this process:

Thumbprint (shal): @Q0273E91 2B6F7012 863306FF 4D97ECQCEOD
SE441242

Warning:

If vou install this root certificate, Windows will automatically trust
any certificate issued by this CA. Installing a certificate with an
unconfirmed thumbprint is a security risk. If yvou click "Yes” yvou
acknowledge this risk

Do you want to install this certificate?

Yes I MNo I

Dé thuc hién cac thao tac nhu d6i tén thiét bi, d6i mat khau, xem thdng tin token hoic dé hd
trg ma khéa thiét bi khi bi quén mat khau hoic token bj khoa. Click dtp vao biéu twong chit S mau

d6 bén dudi dé mé chwong trinh quan ly GCA-01
[ safeNet Authentication Client Tools [N

CHUONG TRINH QUAN LY GCA-01 & i ? =

’ eToken o
D8 tén token

e HKK DBi Mat khdu cua token

rh MG khda token

Xoa token

i p Xem théng tin token

" NgStkEt ndi SafeNet sToken Virtual

http://lca.gov.vn
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3.2. Cai dit phan mém VSIGNPDF

Phan mém nay dung dé ky sd, kiém tra, xac thuc chir ky sb trén file (tép) c6 dudi 1a Pdf. Dbi
véi cac file c6 dinh dang Microsoft Office Word, Microsoft Office Excel, Microsoft Office
PowerPoint can thém thao tac Click chudt vao nit chuyén déi file ndy chuyén sang dinh dang Pdf.

Pé st dung tinh ning chuyén doi tir tép MS Word (*.doc, *docx) sang dinh dang tép PDF thi
trén may tinh nguoi dung can cai dit MS Word 2007 tré 1én

Chuong trinh vSign-PDF chi sir dung chimg thu s6 cia hé théng PKI chuyén ding Chinh pha
cap dé ky sb tai liéu PDF, cac chimg thu sb cua cac hé thong PKI khac s& khong thuc hién duoc
chue ning ky sé.

* Chay tat ca cac File kém theo tir trén xuéng va file vSignPDFSetup_v3.1.7.msi

This PC > DATA (D:) » Chukyso > Driver > VsignPDF_3.1.7

-~
L)

Name Date modified Type Size
MS Office 2007 Save as PDF or XPS Add-in |25/10/2018 8:50 A..  File folder
B® AcroRdrDC1900820071_en_US.exe 25/10/2018 8:42 A.. Application 159.333 KB
9% dotNetFx40_Full_x86_x64.exe 25/10/2018 842 A.. Application 49.268 KB
;!-”-HuengDan.pdi— 24/10/2018 6:40 PM  PDF File 2317 KB
1@ vSignPDFSetup_v3.1.7.msi 24/10/2018 6:43 PM  Windows Installer ... 12.652 KB

Bwéc 1: Cai dat file MS Office 2007 Save as PDF Add-in
+ Mo thu muc MS Office 2007 Save as PDF or XPS Add-in, chay file “saveaspdfandxps.exe”.
+ Trén cira so tiép theo, tich chon “Click here to accept the Microsoft Software License

Terms”, va click “Continue”.

Microsoft Save as PDF or XPS Add-in for 2007 Microsoft Office programs s S

You must accept the Microsoft Software License Terms in order to continue the installation.

PLEASE NOTE: Microsoft Corporation {or based on where you live, one of its affiliates) licenses this
supplement to you. You may use a copy of this supplement with each validly licensed copy of Micosoft 2007
Office System Desktop Application software (the "software”). You may not use the supplement if you do not
have a license for the software. The license terms for the software apply to your use of this supplement.

To read the license terms, go to the "Help” menu in the software. Microsoft provides support services for
the supplement as described at www.support.micosoft.com/common/international.aspx.

EULAID:O12 RTM_CLT.0_SUP_EN

[@ Click here to accept the Micosoft Software License Terms. I Continue I

6
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A LU L DL R T Microsoft Save as PDF or XPS Add-in for 2007 Microsoft Office programs ﬁ

ﬁ@ Flease vk while Windows configues Microsalt Save & FOF o125

Aol 207 Mot Ofs s The installation is complete,

o (o]

Bwéc 2: Cai dat .NET Framework 4.0 (Néu di c6 sén trén may tinh thi bé qua budc nay)
Chay file dotNetFx40_Full_x86_x64.exe. Tich vao dong y diéu khoan “I have read and accept

the license tems” -> Install d@én khi Finish

I =  ———————————————— -
w “#. Microsoft .NET Framework 4 Setup = =

Eiracing fes

Pepaig: C MRS e el et Core

.NET Framework 4 Setup
Please accept the license terms to continue. Microsoft

MICROSOFT SOFTWARE -

F-/ J Ihavereadandecceptthehcenseterms] =3 @
Download size estimate: omB
Download time estimates: Dial-Up: 0 minutes

Broadband: 0 minutes

[ st | [ cancel ]

Buwéc 4: Cai dat phan mém “vSign - PDF”. Chay file vSignPDFSetup.msi

15/ vSignPDFSetup Setup lo] ® @&  §vsignPDFSetup Setup o] @ (=
Destination Folder
/Gc A Welcome to the vSignPDFSetup Setup Click Next to install to the default folder or dick Change to choose another.
Wizard
Xéc thyc & Bdo mit

Install vSignPDFSetup to:

The Setup Wizard wil install vSignPDFSetup on your
computer, Click Next to continue or Cancel to exit the Setup

Wizard, |C:\Program Files\VGCA\vSignPdf
—.
Next ] [ e ] [ Back [ Next | [ Cancel
—_—
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1 vignPDFSetup Setup fo] @ [ 1 vsignPDFsetup Setup =] e =
i et e )7/ /Gc A Completed the vSignPDFSetup Setup
Wizard
X&c thuc & Bdo mit
Click Install to begin the installation. Click Back to review or change any of your Click the Finish button to exit the Setup Wizard.

installation settings. Click Cancel to exit the wizard.

W[ Ay Install ] [ Cancel } Back

Sau khi cai dat hoan thanh tai man hinh Desktop sé& c6 biéu twong shortcut mang tén vSignPdf

PHAN III: THIET LAP PHAN MEM VSIGNPDF

1. C4u hinh phin mém
Viéc thiét 1ap phan mém nham theo 1 chuan ciia nha cung cip va tao ra cac mau Ky cua cé
nhan va té chuc

Buéc 1: Khoi dong phan mém vSignPdf tai Desktop bang cach nhdy dup chudt vao biéu

tugng va ctra s6 xuat hién giao dién nhu sau:
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Tai liéu ché ki s6

Héthéng Chic nang  Tro giup

2| ®[®|| [o]o

= Matep

vSign - PDF

Ph&n m&m ky s6 tai iéu PDF
[EE] Mo tai lieu Office.
Phi&n ban 3.1

Copyright © 2013 VGCA

=T | e | =5

[BF vy so

¥ xac thuc

vSign - PDF

EE Mo i lisu Office. .

Ph&n mém ky s& tai ligu PDF
Phién ban 3.1

Copyright © 2013 VGCA

Budéc 3: Vao Menu Két néi mang, tich chon muc sit dung may chi proxy va sir dung ciu
hinh proxy mée dinh nhu hinh bén dudi

Cau hinh hé théng

K&t nSi mang

>
Dich wvu ching thu'c M3u chir ky Cap nhat phan mam

[l Sirdung may chd proxy

(@) S dung cdu hinh proxy mac dinh

Sir dung cdu hinh proxy riéng

Bia chi: Ca8ng:
B8O =
[ ] May chd proxy cé xdc thuc
Tén ngudi dung:

rASE khSw:
(| Khéng sir dung cdu hinh proxy trong mang cuc bé

Buwéc 4: Vao Menu Dich vu chieng thwe -> tich chon muc sit dung may chi cap da

u thoi gian
(TSA) va tich sir dung dich vu kiém tra trang thai thu hdi nhu hinh bén dudi
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>
Cau hinh hé théng
K&t nSi mang Dich vu chdmg thuc M3Eu chir ky Cap nhat phamn mam
I | Sdirdung dich vu cdp didu th&i gian (TSA) I
May chua dich vu cap dau thdi gian (T SA)
Bia chi: http -//ca gowv wvn/tsa
B Sirdung dich vu ki€m tra trang thai thu hi cba ching thu s&
(] Cho phép ki€m tra chimg thu s6 ngudi ky qua OCSP
Pwidng din danh sach chiing thu bi thu hdi (CRLs): Theém Xoa
| Lusrns | BGng
, L\ X o It A bt A LA x s , \ A i
Bwéc 5: Vao Menu Mau chir ky deé thiet 1ap mau ky va thao tac nhu hinh bén dudi
>

Cau hinh hé thdng

K&t NnSi mang Dich wu chdmg thuc M3Eu chir ky Cap nhat phamn mam
Quan Iy mau ch ky -~
® Hinh anh 8 Théng tin Hinh ar Théng tir
W MNhan
M Email
W Co quan /GCA
B Chdrc v
Xse thue & Boo mat
W Thai gian k

Mau chiir ky mac dinh

Sao lhuu Khdi phuc HNoa mau Lurus Bong

2. Tao mau ky ca nhan

Thuc hién cac budc nhu hinh v& dudi ddy. Luu ¥: Anh chén vao ti da khong qua 3,5Mb

10
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>
Cau hinh hé théng B2. Chonta'l% 5L Clion
mau mal "
K&t ndi mang Dich vu chifing thuc M3u chix k In mam

B3.Chon

uan ly méu cha ky

Tén mau chii ky:

chon
Hi&n thi chii ky: BS. Click /
Chlll’:)t Hinh anh & Théng tin ® Hinh anh Théng tin
- * A
vao day
L .
va chon
- anh chir
- ky BS. Click
-— AL o
[ chuot vao
. day
Ma3u chir ky mac dinh Bo6. Click .
chugt vao
Sao luu Khoi phuc X6a mau day Luu Pong

B7.Chon

3. Tao miu ky don vi (t6 chiic)
Luu y: Anh chén vao téi da khéng qua 3,5Mb

X
Cau hinh hé théng B2. Chon tg0 BL Clion
X mau méi '
Kétndimang Dichwuchingthuc  Mauchirk an mem
. | B3.Dat tén chit
Quan |:,e' mau chd ky ky -
Ténmau chil ky:
Hiénthichiky |
I Bs, ciek - o
Y Hinh anh Thong tin
chuot vao
day va
_ - Ngu'di ky: Tén chirng thu 8 ky
Click — chon an2 Co quan: Tén don vi, tén co
chon 2913} ¢6 con dau quan
? ; . ) Théi gian ky: 25.03.2019 )
chicvu) cila don v r i 11:27:31 +07:00 B9. Click
B Thai gian ky chuot vao
Click ‘ diy
Méu chif kj mic dinh B7. Click y
chuot vao
Sao hiu Khéi phuc X6a mau day Dong

BS. Chon

11
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Két qua cua viéc tao mau ky cua to chirc va ca nhan

PHAN I1l. KY BANG PHAN MEM VsignPdf

1. Ky trén file pdf.
- Buédc 1: Chon Mé tép, cira sd sau xuét hién cho phép ngudi ding mé mot tép co dudi la Pdf

dé ky.

[ Mdtép... I vSign - PDF
— Phan m&m ko s4 tai liéu PDF
Md tai ligu Office__.
Phign ban 3.1

Copyright = 2013 VGECA

- Buéc 2: Chon tép can ky

‘v Search du lieu 0

0

<« TL tap huan chu ky so0 2019 > du lieu
Organize = New folder =] - | o
“ =" ~~- =" ~~- ~~- “
EH This PC
Maul15-TT08 Maul15-TT08 Maul15-TT08 Maul15-TT08 Maul5-TT08
P 3D Objects 1.pdf 1.signed.pdf a.signed.pdf test.signed.pdf test.signed.signe
d.pdf

[ Desktop p

2] Documents e e e e e

4 Downloads

b Music pdf pdf pdf pdf pdf

= | Pictures
i Maul15-TT08 Mau15-TT08.pdf Mau15-TT08.sign  Maul5-TT08.sign  Maul5-TTO08.sign

B Vvideos test.signed.signel ed.pdf ed.signed.pdf ed.signed.signed.

i 08 (C) d.signed.pdf pdf

- DATA (D:)

= SETUP (E3) e
mF Network v Ddf v

~| | PDF Files (~.pdf) ~

File name: .Mau1S-TT03.pdf

[ oo 1] | Conce

Sau khi mé tép hoan thanh, man hinh xudt hién
- Buéc 3: Click chudt vao nit Ky s6. DPua chudt ra vi tri can ky. Bam gitr va ké mot 6 tuong

ung nhu hinh dudi, sau d6 nha tay chudt ra (ké 6 to sé ky chir to, ké & nho sé ky chit nho)
12
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B Mau15-TT08 signed.signed.pdf - vSign PDF

Hé théng Chic ndng Tro gidp
@@L |[©® ||=X B1.Click E [Fxvss | o xacthyc
T [OUSTT T [TNUTE TTIT UOUSTOUTY varrprroTmy n . ToTUuTToaTa =
Liéu HPND &| chudt vao obang.gov.vn
huyén Ngy A nh
Binh day

2. Thong tin vé& ngudi phéi hop ho tro-mo Khoa thiét bi luu khéa bi mat

Ho va tén: Nong Van Toan

S6 CMND: 080426167

Co quan, t6 chirc coéng tic:Trung tim CNTT&TT — S¢ Théng tin va Truyén
théng Cao Bang.

S6 dién thoai di dong: 0989788170.

S6 dién thoai ¢b dinh co quan:02063 955899.

Vi tri ky tén

Noi nhin: GIAM POC < A
- Nhu trén; s cé nhan
N -

=L VToesmans: < airdadly

a2

Do gqc [lﬂil?o

Vi tri ky don
vi (t6 chirc)

Vi tri nay phai
_ hién thi diu
B Ky s6 tai lieu 4 tich xanh

Thdng tin ngudi ky:

D4 Ngoc Linh<dnlinh@caobang.gov.vn> v &
Théng tin chiing thu s5
Chu 3 hiiu: D3 Ngoc Linh<dnlinh@caobang gov.vn> Chi tiét ..

Cd quan cap phét: Co quan chung thuc so Chinh phu

Thai gian higu lc: T 27/05/2019 dén 24/05/2029 ;
Tinh trang: Chiing thu s hdp Ié Chon dung
Chit ky s0
Hién thi chil ky
Gidm déc ~
Thay doi dwong dan
cmmmm— néu cén thiét

Vi tri nay phdi | ©udng dan tép da dudc ky s6
hién thi chir [D:\Chu ky so\lam tai lieu CKS\TL tap huan chu ky so]
OK B2: Click
chuot vao / Ky sé ~ Péng
oK day

13
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Nhap mat khau -> OK
'S Token Logon ....—- p— [

| Enterthe Token Password

|| Token Name: [ etoken

Token Password: I | I
Cument Language: EM
[ | This is an unlicensed copy for evaluation use only

[ ox | [ canca |

Man hinh két qua cia viéc Ky sé cia vin ban dién tir ban hanh

thong Cao Bing.
S6 dién thoai di déng: 0989788170.
So dién thoai ¢6 dinh co quan:02063 955899.

Két qua ky
s6 ciia c4

Noi nhén:
- Nhur trén;
-Luu: VT, .......

Ky s& co quan, t& chirc tram lén
- N e —
khoang 1/3 chir ky s& ca nhan

Két qua ky
$6 ciia dom
vi, to chirc

Po6 Ngoc Linh

r
A

2. Chuyén doi file cé6 dinh danh Word, Excel hoic PowerPoint sang PDF dé ky s6
Bwéc 1: Khoi dong chuong trinh ky sé/ Chon muc Mé tai liéu Office...

PDF

= USia
Héthéng Chicniang Tro gidp

@ ® | ® E /0 @ @ B xv so W Xac thuc

vSign - PDF
Ph3n m&m ky s& tai lidu PDF
Phién ban 2.1

Copyright © 2013 VGCA

[ZE] Mo tailisu Office. .

Buwéc 2: Chon tép can ky, Click chudt vao nit Chuyén doi. Noi dung cua file s& duoc hién thi tai

ctra s6 ciia phan mém. Cac budc tién hanh ky nhu phan trén.
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Trung tdm CNTT va Truyén thdng Cao Bang @it‘ Tai liéu chiz ki s6

- Bé ky duoc trén dinh dang file: Word, Excel, PowerPoint, may tinh phai dwec cai b Office
2007 tré Ién.
- Két thic viéc ky sé trén file Pdf phan mém s& tao ra mot file da ky co tén file nhu tén file

chua ky nhung khac & phan dudi cua file s& 1 signed

"= Chuyén ddi tai liéu Word, Excel, PowerPoint san... — & -

Chon dung d3n tép cin chuyén ddic
C:AUsers‘thaopchD eskbopihvdemo™05. 20011 .0QH1 3. doc Chor...

1: Chon tép can

Chon ddsng d3n iu tép PDF:
C:AUsers\thaopchD eskbopihdemo™05, 20011 .0H1 3. pdf Chor...

Chuy&n ddi... Bdng
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Trung tdm CNTT va Truyén thdng Cao Bang @@it‘ Tai lieu chir ki sé

PHAN IV

KY SO TREN HE THONG QUAN LY VAN BAN PIEU
HANH VNPT- ioffice
1. Cai dat bo cai Plug-in CA-VNPT
- Truy cap Hé théng QLVB va diéu hanh ->B cai plugin ->Tai Plugin

€ C @ qglvb.caobang.govyn/glvbdn/main?lyLICc5f5wSTCES.=CEt1 CzAwlyHxdyjb To9vCBtuTtIfCcPbUo..

f % ) HE THONG QUAN LY VAN BAN VA DIEU HANH
k N w "

2 S0 THONG TIN VA TRUYEN THONG TINH CAO BANG
@ & = B

Trangchd  Danhba  Théngtincanhan | Bocaiplugin | Hwéngdinsikdung  VanbangiaoNV  Khitao vin ban
£ Van ban dén (22) o Windows 7/8/10 —

Néu sir dung HPH Window 7/810

£ Van ban di 3 Windows XP - [ s e o
Neu sur dung HDH Window XP

0 Van ban danh dau MacOS ————————

. N&u sir dung HPH MacOS

kil Tra i vén b ‘ Convert POF Offce 2007 |
= Khai bao danh muc o

- Tién hanh cai dat céc file trong bo cai VNPT-CA

Plugin_Office_Setup.exe va file Convert PDF Ofice 2007
* Luwu y: Tiy tieng thoi diém ma iOffice cdp nhdt thi nguoi diing can tién hanh tdi va cai dat

P9 Home  Share  View

¢ v b0 ThisPC > DATA(D:) > Chukyso > lamtai lieu CKS  TLtap huan CK52020 > VNPT Plugin

)

bin A Name Date modified Type Size
—
B ot el Eeoncte. | 2SN Alaton 034K
generated 7 1 sBlyNor.cA Pugin Office Setup 10200} 20/022002512M  Aplaton 557948
i ?
|




Trung tdm CNTT va Truyén thdng Cao Bang @it‘ Tai liéu chiz ki s6
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2. Ky s6 VNPT iOffice
2.1 Ky Van ban di:
v Chuyén vién.

» Trinh van bdn di
Nguoi dung click menu [Khéi tao van ban di] trén man hinh trang chi nhu sau:

bangdtc._stttt
Phang Dao tao & PTNNL

& Quan Ij cong vige 2 Khéitao Van ban di_cp 1 o

) Van ban dén B VAN BAN CHO' XU LY B CONG VIEC CANHAN CHO XU LY

' van ban &

& Vietnam -

?/-,‘_'-\\\ HE THONG QUAN LY PIEU HANH VAN BAN
ISV=) SO THONG TIN TRUYEN THONG TINH CAO BANG
@ & = =

Trangchi  Danhba  Théngtincinhdn  Bbcaiplugin  Hwéng din siedug_, Vanban

A van ban daxr Iy 0] Chua doc
E4 van ban iy quyin 0] Dang xir I
€ van ban xem dé biét e
Téng 56 Van ban cAnxi¥ I 0
Lull Tra ciu van ban

E4 van ban theo ddi

@ Ddi mat khau ngudi ding

B b so congwidc = B CONG VIEC DON V| CHO XU LY & THU MO

& quanjlich donvi a Thir 4 (11/04/2018)
= Uyauydn
iy quy -
B4 Théng tin digu hanh a
cH

hitps://cacbang-ioffice vnptsoftware.vn/qivbdh/main?lyLICcSF5wSFCES. = CEH CzAwlyHedyjbTqvCBtUTHSCePbUo. £

Khi d6 hé théng hién thi man hinh nhu sau:

THONG TIN VAN BAN BI

Théng tin vin ban Xin y kién So dd ludng van ban

Trich yéu *

Hinh thire® Cédng van B khin * Thwréng Linh vure * Buru chinh

Bon vi soan thao Phéng Céng nghé& Thédng tin

File dinh kém + Quéttai ligu Van ban lién quan

& Tai tép tin & Tai téptin

Han xi¥ ly

Méi dung x ly

Nguoi dung nhap cac thong tin van ban di:

Trich yéu (bat buoc): trich yéu cia van ban

Hinh thirc (bat bugc): hinh thirc cia van ban

Po khan (bat budc): do khan cua vin ban

Linh vuc (bit budc): linh vyuc cia van ban

Pon vi soan thao: mac dinh la don vi cua nguoi khaoi tao van ban
File dinh kém: file dinh kém c6 thé duoc tai 18n bang 2 hinh thic
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= Quét tai liéu tir may scan: nguoi dung cai plugin cho may tinh, khi 6 nguoi dung scan tai
liéu, click nat [Quét tai liéu], hé thdng sé tu dong dinh kém file scan.

= Tai tap tin san cd tir may tinh
- Van ban lién quan: cach thuc thuc hién tuong tu file dinh kém
- Noi dung xir ly: nhap noi dung xir Iy néu c6 dé ngudi xir 1y tiép theo c6 thé c6 nhiéu thdng tin

dé xir 1y hon.
Luwu van ban:

Sau khi nhap cac thong tin vin ban di, nguoi ding chua mudn thuc hién chuyén vin ban, ¢6

thé luu vin ban dé sau d6 xu ly tiép, nguoi dung click [Luwu], hé théng s& luu van ban vao menu
[Vin ban di]

THONG TIN VAN BAN BI

Théng tin van ban Téing hop yf kién xt Iy Xin § kién Ser dd ludng van ban

Trich yéu * Test van ban di
= - - R - I -
Hinh thic* Cong van B khan * Thuréng Linh vwe * Buu chinh
Bon vi soan thao Phang Céng nghg Thang tin Han xi¥ Iy
File dinh kém +Quéttai liéu Van ban lién quan
& Tai tép tin & Taitéptin
N&i dung ¥ Iy Luu tam v

S m

Chuyén vin ban:
Sau khi nhap cac thong tin vin ban di, nguoi dung cd thé thuc hién chuyén vian ban theo ludng
quy trinh bang cach click vao nat [Chuyén], chon ddi tugng can chuyén & budc tiép theo.

THONG TIN VAN BAN BI

UGIORTREIT =M injkién  So dd ludngvin bin

Trichyéu= ‘ Testvan ban di o
Hinh thirc* Cangvan ) 86 khin * Thiong i Linh vure * Buu chinh )
Bon vi soan thao Phang 940 tao & PTNNL Han xi¥ I
File dinh kém Van ban lién quan
& Taitép tin & Taitéptin

Ngi dung xi¥ I

\ # Chuyén Van thu donvi

# Chuyén L3nh dao don vi

Khi d6 hé théng hién thi danh sach ngudi dung theo dbi twong duoc chon
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Danh sach nhan x

e e B e Wt e R
Bonvi
Hoang Ngoc Son (sonhn.stitty Giam Bdc S Thungl\mruyenlnwg Tinh & Théna tin truyén théng Tinh Cao B
Cao Bing! Giam abc & Thong tin truyén théng Tinh Cao Bang
Ha Hiu Huyen (huyenhh.stttt) Phé Gidm Bic S& Thungl\mruyenlnmg Tinh e} O O.uéntrihétnéng
Cao Bang/ Phé Giam dbc )
i = ~ Gidm doc
Duong Nong Tué (tuedn. sttt) Pho Gidm Boc S& Théng tin truyen théng Tinh o) 0
Cao Bing/ Phé Gidm dic Hoang Mgoc Son
Phé Gidm ddc

Ha Hiku Huyén

Duwong Nong Tué
Van Thu

Duwong Thi Huong

Van Phong

Joooooooooada

Hoana Thi Cham

Nguoi dung chon 1 ngudi xir Iy chinh, ¢é thé chon nhiéu ngudi dong xir Iy va nhiéu nguoi
ddng gri.

= Néu chon ngudi xir Iy chinh => ngudi ding d6 sé truc tiép xir Iy vin ban theo quy
trinh

= Néu chon ngudi xir 1y 13 dong xir Iy => ngudi dung dé s& cho y kién vao qué trinh xu
ly

= Néu chon d6ng giri => nguoi dung d6 s& nhan duogc van ban trong vin ban thong bao
va chi xem dé biét.

Click [Chuyén] dé hoan thanh viéc chuyén cho ngudi ¢ budc xu ly tiép theo. Khi d6 vin ban
s& duoc tu dong chuyén vao kho [Vian ban da xir Iy]. Néu nguoi ding ¢ budc tiép theo chira mé vin
ban, co thé Iy lai van ban dé cap nhat thdng tin hoic chuyén xu 1y cho ddi trgng khac.

v' Poi véi Ky s6 ca nhan (lanh dao):

- Chon [Vin ban di] —> [Vin ban di can xir Iy]-> click chudt chon van ban can xu ly

20




X \ o : ) - y
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<~ O & https//qlvb.caobang.gov.vn/qlvbdh/main?izL1Dx9w5BxmCEtwSA9c6Bnb=CEt1CzAwJyHx4yjbTqOvCBuTtIfCcPbUo. &IyLICCSfSwSfCES.=DBny4Y9y4B1Y4B1VS.. 35 & = S

HE THONG QUAN LY VAN BAN VA BIEU HANH

* Dam Viin Hiing
wmds 5G THONG TIN VA TRUYEN THONG TINH CAO BANG

Phong Ky thuat va CGCN

7 e = B Z; ? & & ——y
Trangchii  Danhba  Théngtincdnhén B caiplugin  Hwongddnsidyng  VinbdngiaoNV  Khoitgovénban — Quanlycugchop  Poral  Igate  Mail Cong vy
B2 Van ban dén (329) A Vénbandi/ Vin ban di cdn xir I
B4 Vin ban di (55) E i ki
- Véin ban di cin xir 1§ (55) [D6] Hoa téc ; [Xanh da tréi]: Chi dao; [XLCJ: Xir Iy chinh: [PH]: Phéi hop

+- Van ban di da phat hanh Ngay soan
ST Trich yéu § thios Bon vi soan thio $ Ngwoi soan thao & | Vaitrd | Files
L V&N ban di 93 xir Iy

O 1 Vivban giao Thiét bj lwu khéa bi mat va higu lyc ciia chimg thw sé theo cong vén sé 872/ STITT-TICNTT&TT; 873/ 0711012020 Phong Ky thugtva CGCN  B& Thiy Duong ~ XLC B
STTTT-TTCNTT&TT; 898/ STTTT- TTCNTT&TT.

© van ban aanh diu

B
Z' vanbandi(2) o =
@ Van ban xem a8 biét (100) () 3  Baocdotinh hinh an toan théng tin thang 9 ném 2020 17/09/2020  Phong K§ thuitva CGCN  LuuAnh Tudn PH B
ToEReED [0 4  Véviécbd sung quy dinh chirc nang, nhiém vu, quyén han va co cu t chirc cia Trung tm Cang nghé théng tin va Truyén 23/09/2020  Phang Ky thuit va CGCN Luu Anh Tudn PH RBF
théng Cao Bing
= Khai bdo nhom nhan VB O 5 vidu 04/09/2020  Phéng Hanh chinh - Té. Néng Thi Hué Xc B
Chirc - K Hoach =
)y quyén (408) . . .
[J 6  PHUONG AN Bam ba an toan théng tin mang, phong chéng ma déc, sén sang ng phé, ngan chan cac cudc tin cdng mang,  18/08/2020  Phong Ky thust va CGCN  Néng Van Nghi PH EF
& Lichdonvi a nhét Ia théi gian trude va sau Bai hi dang nhigm ky 2020 — 2025
52 Thong tin diu hanh (30) [J 7  Baocéokj thut tinh hinh an toan thong tin thang 8 nam 2020 18/08/2020  Phong K§ thust va CGCN  Néng Van Nghi PH BEZ
o [J &  Motsdy kién vé Bdo céo sd 104T/VNPT-CB-CNTT 20/08/2020  Phong Kj thuitva CGCN  Nang Van Nghi PH  Be
B4 Quanly edng vige (1) =
& Hé so congviee [J 9  CONG VAN TAP HUAN HOI NGHI TRUC TUYEN 13/08/2020 PhongBDaotao & PTNNL  BinhThiCaoBing = PH B
£ Bao céo th nhiém vu [0 10 Vivtién khai phan cdp mét sb dich vu chirng thuc chir ki s6 chuyén ding tinh Cao Bing 27/07/2020  Phéng K thuat va CGCN Néng Van Thinh xe B
& Khai béo danh muc .
Hidnthi| 10 v han ohi -

- Chon [Xir ly] -> [Ky s6 token]

OXilj | @Xem | +Luuhdso

Trich yéu K hoach ban giao, tap hudn CKS 2019
Hinh thiic Ké hoach
Do khan Thirdng

File dinh kém O3 Cull KH to chuc ban giao tap huan SD CKS Nam 2019 v1.pdf (Nguoi giri: Néng Thi Ngén - 2110312019 14:02:40)

Van bén lién quan
- Chon “Ky s6 token”
&3 Tai tép tin
(©x08 | D Licn s | & 7ai e | # 051 en

Mau15-TTO8 ky thu CN.pdf
82 Nén va tai tat ca

£l Ky sO token |5

- Thuyc hién ky sé theo cac budc 1-8 trong hinh:
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B1.Click b6 chon Ky

Tiy chinh ché &g ky
7 gty I Mida e b6/ Thoi gian/Co [ ooy | | o |
I Kybsi I Thaiganky . ng Thi  [080418614 | Vin phong Uy ban nhin  ubndnguvenbinh@ca |005e8a9d
I Cquan [ Email quan/Email HOND & UBND |din huyén ~ obang gov.vn
Chicwy | huyén Nguyén  [Nguyén Binh
Binh

¥ Génehén i gion B2. Go vao 6 TSA |
2. Thing tin vé ngudi phéi hgp hd trg mi khéa thiét b leu khéa bi mit

TN cagntn . o
Téi Khodn ,L http://ca.gov.vi/isa Hg va tén: Nong Viin Toan
L S5 CMND: 080426167

Co quan, t6 chirc cong tic:Trung tim CNTT&TT — S& Thong tin va Truyén
thong Cao Bing.

Vit chl k-
S = S{J dién thoai di‘ddng: 0989788170,
R : B3. Chon $6 dién thogi b dinh co quan:02063 955899.
T i th it g ] trang can ky
o " . A
% = Nt whin: B6. Di chuyén GIAM DOC
B7. Tich eS| e ky dénvi tri
vao nut
Vna
Bo Ngo¢ Linh
Giao dién chil B4. Chon chi
S hién thj dnh
i | BS. Ap dung
Ve Ky s6
BS5. Chon anh
Jeh chIk: "%/l—
Cachi [6 " Chihos [~ Chidim ¢ y
v »'wdu\g| X iy oo
Nhap mat khau -> OK
;‘-': Token Logon * u |

Enter the Token Password.

I Tolen Mame:

Token Password: I | I
Current Language: EN

This is an unlicensed copy for evaluation use only.

]
-~

- Chuyén van thu ky s6 va phat hanh vin ban di
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& Taitéptin & Taitéptn
@x0a | DLicn st | @ Tainie | #6iten | B Ky 6 token ETEMERRIRE

Ki thanh cong

Chon vi tri trude khi ky s6

— 4+ Twdong chonkich thrée 3

2. Théng tin vé nguai phoi hgp hé trg mé khoa thiét bi lueu khoa bi mit

Ho va tén: Nong Van Toan

S6 CMND: 080426167

Co quan, t6 chirc cong tac:Trung tim CNTT&TT — S& Théng tin va Truyén
thong Cao Bﬁug.

S6 dién thoai di dong: 0989788170.

S6 dién thoai ¢é dinh co quan:02063 955899,

Nei nhin: GIAM POC

- Nhur trén;

-Lw: VT, ...
—

- Pd Ngoc Linh
W Chuyén L&nh dao phéng

W Chuyén Lanh dao trung tam

+ Chuyén V&n thur trung tam

v' Poi véi ky s6 co quan, té chic (Vin thu)

Thyc hién theo cac budc 1-3 trong hinh [Quan ly van ban di]-[Cho xir ly]- [chon vin ban]
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J oo e ..~
<« CcC O @ glvb.caobang.gov.vn/glvbdh/main?lzl 1Dx9w5BxmCEtw5A9c6Bnb=CFt1CzAwlyHxdyjbTqOvCBtuTt9fCcPbUo. &ly... o+ ¥ e

5 Ungdung @ Quanlyvan ban

: 8= S GRS
™ Cap nhét s6 dém menu

(£ Quanilyvanbandi(2) S| @ Quanlyvanbandi/ Choxirly C
- Du thao i o o .
U © Tim kiém ning cao Trich yéu + n
. Ché xir ly (2) 1 )
ﬁ [B6]: Hoa toc : [Xanh da tré&i]: Chi dao
baxr ly Ngay soan
D& ban hanh STT Trich yéu $ thio % Pon visoan thio$ | Ngwii soan thio +
O 1 Vé viéc dé nghi m& khoa Coéng van 07/10/2020 Phong Ky thuat Pam Van Hang BV
B9 Quanlyvanbandén(4) B chir ky sé éng Nong Van va CGCN =
Nghi TCNTTT
B4 wvan ban aén ®
O B
£
£ van ban di (2) @ » 5
=) VB di da phat hanh
B4 [@D28]Vanbanthuhdi @ Widnthi 10 v bn ghi
S (D28l Vanbantdlel B pENGTIN VAN BANDI ()
B4 [QD28] Thay thé van ban @
© van ban danh déu Trich yéu Wiv canh bao va d& nghi xtr Iy may tinh nhidm ma dac tai S& Lao dong Thurong binh va Xa héi
&' vanbandi (2) Hinh thirc Céng van
(i}

I nai vAn han VAN han mevi
s A
- Chon [KYy so token]

THONG TIN VAN BAN DI
Théng tin vin ban Théng tin Iru s6 Théng tin nhan Téng hop y kién xtr Iy Théng tin ¥ kién So db ludng van ban

Trich yéu(*)

W/ canh béo yi d& nghi xi¥ Iy may tinh nhiém ma déc tai S& Lao déng Thirong binh v X3 héi

g

Hinh thiee(7) - D8 khan(%)

Céng van h Linh vwc -

Khan Céng nghé& thang tin

DPon vi soan thao Phong K¥ thuat va CC - Loai van ban \an ban moi - Han xw ly

Hinh thirc sao

Ban gdc van ban v
Van ban giao nhiém Co van ban giay VB ngi tinh VB ngoai tinh
vu
] ] ]
Chon vi tri ky sé Dién sé KH ngay VB Ky sé phu lyc Ky nhay
O O O O

File dinh kém
=+ Quét tai ligu

& Taitép tin | Toi da 50Mb/file

I
9 canh bao ma doc SOLDTBXH_10_7 pdf (Nqu gt Trdu Binh Thaing
CEET

- 07/10/2020 13:31:33)
1. canh bao ma d

ex (Nguré&i xoa: Luiru Anh Tuan - 07/10/2020 10:21:27)

LDTBXH_10_7

@ VNPT CHAT

Tién hanh cau hinh trong ky s vnpt ioffice dbi vai ky sé co quan, té chirc (Budc 1-8)
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Tai liéu ché ki s6

B1.Clickbo
chon Email

P Tiy chon chir ky md réng

v Ry Doy ™1 no gl
£2 2::::’" L L S ua thué¢ bao Thong tin cia chimg thu sb -
Vi I PO

[© G&n nhin thi gian B2.Govaoo TSA lor 1. . N ) - - Séh

TSA Un . A Co quan, to chire | Tén chimg thu Pja chi thu dign o ~hi
L [tte-//ca gov vnsa http://ca.gov.vn/tsa pp cong tac (1) 56 (2) (3) churng
Téi Khotn [ P 2
(LoaEzT I 717 |Noéng Thi 0R04 18614 Van phong Uy ban nhin ubndnguvenbinh@ica |005e8:
Lidu HBPND & UBND |dian huyén obang.gov.vn
Wi tri chill ki huy¢n Nguyén Nguyén Binh
Trang hign tai B3.Chon Binh

™ Hi&n thi trén tl cé trang

trang cin ky

lz tin v& ngudi phdi hgp hd trg mé khoéa thiét bj luvu khéa bi mat
n: Noéng Van Toan

Danh séch chil ky-
|Chil ky trén trang 1

B7. tich vao
dauv

Giao dién chil ky
KiBu chill k-

[Anh chii iy va mé ta

Ky béi: Trung tim Céng nghé
Co quan: Tinh Cao Bang
Thoi ganky: 01-07-2019 08:3

BS.Chon anh
mau dau

S& CMND: 080426167

Co quan, té6 chirc cong tic:Trung tam CNTT&TT — S& Théng tin va Truyén
théng Cao Bing.

Sé dién thod

Sé dign tho.

i &n |70
BG. Di chuy enl 063 955899.
1

& ky @én vi tr

GIAM BDOC

~ Apdung | X Hoy s |

Ay oor: imungtam Cong ngne
Co quan: Tinh Cao Bing
Thoi gian ky: 01-07-2019 08:3

3

A ) -

w

Chi hoa I Chidsm

Dé&u valid

14 =

SHIA VIET NAM

CONG HOA XA HQI CH
anh phac

Doc lap — Ty do

UBND TINH
NG TIN V

.. nam 2019 I

ICao Bang, ngay ... thang .

V/v dé& nghi hd trg khdi phuc
thiét bi luu khoa bi mat

Kinh giri: Cuc Chimng thyc sé va Bao mat théng tin

W In nghidéng

%

¥ Ngay céng van &
iing. ngay ... thang ... nam 2019

Ghi cha

tinh Cao B;m5 da sir dung chimg thu sé do Ban Co yéu
ao an toan cho cac bld() dich dién tir, phuc vu hoat don§ chi
thi¢p. Hién nay, ching toi ¢6 thiét bi luu khoa bi mat dugce cap da

B9. Nhap ngay
thiang nam

[

Danh sach ghi cha

]

Nhap mat khau -> OK

S

Token Logon

Token Name:

Erter the Token Password.

Token Password:

bi khoa va khon& sur dung dugc.

pé ticp tuc sur dung chimg thu sé _phuc vu hoat déng chi dao. diéu hanh,
nghi¢p cua minh, S& Théng tin va Truyv.,n théng Cao Bdl’lb aé nghi duge hé trg mo
khéa thiét bi luu khod bi rndl véi cac théng tin cu thé nhu sau:

1. Thdng tin vé thiét bi luu khéa bi mat cin mo

[ Thong tin cua thué bao Thong tin cua chimg thu sb

Sé (‘MNI) IS P ) S& higu
ix Ho 84 ;| €o quan, 5 chirc | Tén tftlu'ng thu B10.Ky so .
i cOng tac (1) S0 (2) -
< " B
== =5

etoken

I
Currert Language: EN
use only.

copy for

This is an

Ban hanh van ban di
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] EXE CEI Ry oen [
Mau15-TT08 ky thu CN_pdf
BZ Nén va tdi tht ca

Ki thanh cong

Chon vi tri trude khi ky s0

Tir dong chon kich thwéc  +

Binh

2. Théng tin vé ngwoi phéi hop hd trg mé khoa thiét bi luwu khoa bi mat

Ho va tén: Nong Van Toan

S6 CMND: 080426167

Co quan, t6 chitc cong tac:Trung tim CNTT&TT — S& Thong tin va Truyén
théng Cao Bing.

Sé dién thoai di dong: 0989788170.

S6 dién thoai c6 dinh co quan:02063 955899.

Noi nhin:
- Nhr trén;
-Luvu: VT, .......

Do Ngoc Linh

26




Trung tdm CNTT va Truyén théng Cao Bang @[hitt Tai liéu cha ki sé

Xi4c thuwe chix ky so

O Xaic thwe chv ky so_co quan. to chiic thé hién cac
thong tin sau: Tén co quan, t6 chuc ky; Thoi gian
ky; Pia chi thu dién it tinh Thira Thién Hué cap cho
cO quan, to chirc; Tinh toan ven cua vin ban dién ti
ky s6; Hiéu luc ctuia ching thu s6 co quan, to chirc.

O Xaic thwe chiv Ky so6 ca nhan thé hién cac thong tin
sau: Tén nguoil ky; Thoit gian ky; Dia chi thu dién tw
tinh Thtra Thién Hué cap cho ngudi ky; Tinh toan
ven cua van ban dién tir ky sO; Hiéu luc cua chung
thu s6 ca nhan.

Xac thwe chir ky so sit dung phan mém
vSignPdf cua Ban Co yeu Chinh phu

v Bwéc 1: M6 file vin ban dién tir dd ky so bang phan
mém vSignPdf.

v Bwéc 2: Ré chudt vao vi tri c6 hinh anh chit ky sotrén
file van ban va click phai chuot. Tinh xac thuc cua
van ban dién tu ky sO0 duoc dam bao khi xuat hién
day du va chinh xac cac thong tin nhu sau:
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Trung tdm CNTT va Truyén thdng Cao Bang @E@it‘ Tai lieu chiz ki sé

Xiac thwe chit ky so si dung phan mém vSignPdf ciia

Ban Co xé"u Chinh Bhii

Xac thuc chif ky (Signature1)

Thiing tin chill ky
Chil key hip 1!

v Théi gian koy: 07/12/2017 10:42:50 +07:00

Buge ky bdi: 54 Thing tin va Tuyvén thng <sit @thusthi
Chitit xdc thuc
& Taikku chua bj thay dai.
%’  Chiing thu s5 ky hdp &
o/  Déuthdi gian trén chil ky hop 12,
Thei gian kigm tra: 07/12/2017 10:34:06 +07-00

Thisng tin ddu thdi gian
Déu théi gian: 07/12/2017 10:34:06 +07:00
Chuing thu 58 may chd cdp dau thé gian:
May chi cap dau thdi gian

Xac thuc chit ky so st dung phan
mem Foxit Reader

v" Bwée 1: M6 file vin ban dién tir d3 k¥ so bang phan
mém Foxit Reader.

v Bwée 2: Ré chudt vao vi tri ¢6 hinh anh chir ky s
trén file van ban va click phai chudt.

v Bwéce 3: Nhan vao nut Signature Properties. Tinh
xac thuc cua van ban dién tr ky s6 duoc dam bao
khi xuat hién day du va chinh xac cac thong tin nhu
sau:
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Trung tdm CNTT va Truyén thdng Cao Bang @@it‘ Tai lieu chiz ki sé

Xic thwe chir ky so st dung phan mem Foxit
Reader

Signature Properties

Doument: certfication s VALID, sgned by Nguyén Xudn Sdn
< mson. sttt@thuathienhue.gov.ms>.

Drtais

signed by: | NguyEn Xudn Son <nxson.stttt@thuathienhue.govams Shaw Certificate...

Reason: | Nouyfn Xuldn Soncnxson stttt@thuathienhue.gov.m> d3 kit lin vin bin ndyl
Date: | 2018701711 14:03:45 +07'00° Location: | ViEt Mam

Valdiy Summary
The document has not been modified snce this SgnaTune was apphed,

" The signer’s identity i valid.

Signer’s Contact Infoermation:

o

Poi mat khau cho thiét bi

Buwocs 1: Cam thiét bi eToken vao cong USB ciia may tinh,
thay dén do nhap nhay.

Buwée 2: Nhan chudt phai vao biéu twong SafeNet
Authentication Client ¢ goc phai man hinh va chon
“Change eToken Password” (“Bﬁi mat khau eToken™)
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Trung tdm CNTT va Truyén thdng Cao Bang @it‘ Tai lieu chiz ki sé

Budée 3 : Nhin Ok dé thay déi mit khiu

(S) BGi Mét khdu: eToken |

)]/GCA CHUONG TRINH QUAN LY GCA-01

L_-_..-.

Nhip mit khiu hién
tai.

Nhép mit khiu méi

Xac rhdn Mat khdy,

&t khiu md cBn phii dap Ong v cac dic tinh thil Lo 8 dude dinh nghi a trdn token

Wt Mé kihdu béo mit o it nhit 8 ky . va chia chl W hoa. chi wilt thudng, 85, va céc ky tu ddc
bidt i 13 1 5, & %)

Ngdn ngiT hién tai: EN
Hhip Mt khiu méi

I_ Cancel

Ky so trén van ban

Bojoc 4 : Nhan OK

P8i Mat khdu: Tung eToken ﬁ

0 Mat kh&u G3a thay ddi thanh céng.

OK
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