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

I/ HUONG DAN CAI PAT PHAN MEM KY SO

1. Tai vé va cai dit trinh diéu khién SafeNet Authentication Client
(Chuong trinh quan ly GCA-01) dé may tinh cd thé nhan USB Token Ky sé:

(C6 thé sir dung dia CD kém theo USB Token ¢ thu muc “Driver-e Token)

* Kiém tra nén tang hé diéu hanh dang sir dung (32-bit hoac 64-bit) lya chon
phién ban phan mém cho phu hop

- Bam chudt phai vao Computer -> vao Properties

Map network drive...

Disconnect network drive...

Metwork Create shortcut

Delete

Rename

g Properties
. [al &

Recycle Bin Google vsignPdf 520-5

- Xuét hién hop thoai méi

1% » Control Panel » System and Security » System
(| — — S—

Control Panel Home . . .
View basic information about your computer

) Device Manager Windows edition

@ Remote settings Windows 7 Home Premium

@ System protection Copyright © 2009 Microsoft Corporation. All rights reserved.
@ Advanced system settings Service Pack 1

Get more features with a new edition of Windows 7

s

System
Manufacturer: Acer
Model: Veriton M4620G
Rating: m Windows Experience Index m
Processor: Intel(R) Core(TM) i3-2130 CPU @ 340GHz 3.40 GHz

See also Installed memory (RAN: 400 GB
Action Center Systemn type: 64-bit Operating System
Windows Update 1d Touch: g P vailable for this Display

Performance Infermation and

Teals Acer support

Website: Online support




a) Déi véi window 32 bit:
http://portal.ca.gov.vn/KnowledgeSharing/TaiPhanMem/gca01-client-v2-x32-
8.3.msi

b) Déi véi window 64 bit:
http://portal.ca.gov.vn/KnowledgeSharing/TaiPhanMem/gca01-client-v2-x64-
8.3.msi

* Sau khi cai dat Chwong trinh quan Iy GCA-01 hién thi & thanh Toobars ->
bam vao “cong cu” dé thao tac

TGN

—iill)
/ E]'E!Mat khdu cda token

Théng tin chimng thur

Theat

) m—

W

P

10:26 5A
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- Xuét hién hop thoai méi dé thuc hién: D6i tén token, D6i Mat khau cua

token,...
(S SafeNet Authentication Client Tools . [ESREEE X
y/ 1v.:.--.n.:‘.c-sqa\15.21:
GCA i
CHUWONG TRINH QUAN LY GCA-01 & i ? o)

* NGUYEN THAI HUY / =5
= 3K D8i Mat khau clia token
ey
,‘i/ Xda token
p ¥em théng tin token

- Ngat k&t ndi SafeNet eToken Virtual

http://ca.gov.vn



http://portal.ca.gov.vn/KnowledgeSharing/TaiPhanMem/gca01-client-v2-x32-8.3.msi
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/gca01-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 3.1.7.rar
- Sau khi cai dat xong chay ng dung vSignPDF dé cau hinh chir ky

Héthdng | Chirc nang | Trg gisp

Bxiss | | @ xacthge |

Thu nhé

Phéng to Ctrl -
Xemréong Ctrl+W
Xem day dd

Cé&u hinh, - Ctrl+K

Saca

MG tép.. vSign - PDF

Phan m&m ky s tai liéu PDF
Phién ban 3.1

Copyright ©® 2013 VGCA

[ Mo i ligu Office...

- CAu hinh chtic ning két ndi mang:

Cau hinh hé théng

ich vy ching thy'c Mﬁu'chﬁ’ ky  Cap nhat phan mém

k&t g’i mard

[ Sir dung mdy chi proxy

(®) Sirdung céu hinh proxy mac dinh

.:]

g g cdu hinh proxy riéng

ia ch

| N | 80

[] May chi proxy cb xdc thygd @ %
Tén ngudi dang: !

M3t khau:

!

[] Khéng sir dung cdu hinh proxy trong mang cuc bé



http://portal.ca.gov.vn/KnowledgeSharing/TaiPhanMem/VsignPDF_3.1.7.rar

- Cau hinh chire nang dich vu ching thuc:

Cé’%u hinh hé théng

K&t ndi mang  Dichvu ching thuc JBETa0 chil ky  Cipeladimgiaseeham

&
3
3

Eniting dan danh s3Me,ching thi bi thu hai (CRLs):

Luru baong

X

Cau thh%hé thdng

K&t ndi mang  Dich vy chidng thuc

MEu chil kg

Quan Iy mau chi

T&n mau chil ky:

Hi&n thi chil ky:
) Hinh @nh & Théng (® Hinh dnh () Théng tin
M MNhin

M| Email
W Coquan

Chirc vy

W Thai gian ky -

[ | Mau chif kj mic dinh

Sao luu Khéi phuc Xda miu Luru béng



3. Tai vé va cai dit cong cu ky sé Tandan Esign
ftp://113.160.53.62/PHONG%20DOMINO/LAMNT/SetupEsign.rar
- Sau khi cai dit cong cu Tadan Esign chay tng dung Esign gém c6:

B ESign

B ESign (Background)

- Tai c6ng cu ky s6 an vao biéu tuong nhu hinh vé dé thiét 1ap cau hinh

B Tandan ESign - Ky s& — O >

©) o & Zew

B&m nut nay dé mdr
ciu hinh

- Thém méi chir ky: B4i véi chir ky ca nhan chi chon Hinh anh

B Tuy chinh L B R A G=RESE =

Ki€u hién thi |Hinh anh ,]
%
| Tenngwiky [ Kybdi [Tén ngui kyl

Thaigianky [] Gioky: [yyyy.MM.dd HHimm:s v]

Co quan E Ty déi |
Email [ [Ty dé:

lydoky [ ] Ljdo

Diadiémky [ | Dia dié€m

Théng tin khac



ftp://113.160.53.62/PHONG DOMINO/LAMNT/SetupEsign.rar

- Cau h|nh vi tri chir ky

Cau hinh
M3u chir ky

=
4 | »

lz Khi ky qua (rng dung khéc, dinh vi chir ky trong lic ky.




I/ HUONG DAN KY SO TREN PHAN MEM QLVB&DPH
1/ Quy trinh: Déi tuong st dung 1a Lanh dao co quan

1. PANG NHAP

l

2. Chon menu “Xir ly céng viéc”

l

3. Chon vian ban Ky duyét

==

4. Ky sb vin ban

&

5. Ky duyét van ban

—

6. Chuyén Vin the Co quan

l

Két thac



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 dén | Xir Iy c6ng viéc | Van ban di | Théng tin tdng hgp | Phan mém YKCB

[m] Cic cong viéc can giai quyét

[ VAN BAN DIf THAQ

Nhép méi VBDT

1 Van ban dang di thao

[ PHIEU YEU CAU [ — HO S0 CONG VIEC

Nhédp méi PYC

35 PYC g4 chuyén xi¥ Iy

Nhidp méi HSXL /B ¥

34 PYC chiy xiF Iy 1 Van ban chér ki duyét

3 PYC chdr phdi hop x Iy

- Budc 3: Chon van ban cho ky duyét

Trang chii | Danh muyc | Vdn ban dén | Xi¥ Iy céng viéc | Van ban di | Théng tin téng hgp | Phan mém YKCD

[ Véin ban di thao chér ky duyst (]
Nhip méi VBDT Trang 1 4 1 b |:|
# # Ngaytao MaDT Nguwéi soan thao Nguwivi ky Trich yéu Cong viéc

24/0%/2018  DT40 Nguyén Thanh L& Hoang Viét Hing Danh sach dé nghi cAp (gia han) chirng thur s6 ca nhin Chir ky duyét
=}

— @] 24002018 DT39 Nguyén Thanh L& Hodng Viét Hing Danh sach @& nghi cp (gia han) chifhg

Chiy ky duyét
E=]

Trang 1 41} |:|

5 P
6 cor quan, 6 chire

Co téng sé 2 van ban I}

- Budc 4: Ky s6 van ban -> Chon vi tri chir ky ->Xong

Trang chi | Danh muc | Van ban dén | Xi¥ Iy céng viéc | Van ban di | Théng tin t6ng hgp | Phan mém YKCD

| & Vin
Quay lai Ghi lai
[ Phét hanh kém tép VB dén

Yéu cu soan thao lai Ky duyét

Ngay tao: [24/09/2015 i
L& van ban QPPL: @ Khéng () Co Ngay cap nhat: 08:01 AM 24/09/2018
Nguréi soan thao: Nguyén Thanh L& Bon vi soan thao: Phang Céng nghé Théng tin

Ma VB dv thao: DT39

Loai van ban:”

Céng van V|

. Danh sach d& nghi c4p (gia han) ching the sé co quan, td chirc
Trich yéu:™

Nguwoi ky: [Hoang Vist Hing v| Chire vu: [Giam déc

Danh séch xin y kién: /

Théi han cho y kién: | @/ Trang thai: Trinh ky duyét
Tép vB ban hanh: XK B cv 573 ngay 06.8.docx /B

© Lién két vin ban L

Wan han dén




Hinh thic chir ky s6 ciia nguoi c6 thAm quyén ky ban hanh vin ban

1. Vi tri: tai vi tri ky ctia nguoi ¢6 tham quyén ky ban hanh van ban trén van
ban gidy.
2. Hinh anh: chir ky ctia nguodi ¢6 tham quyén trén van ban gidy, mau xanh,
dinh dang (.png).
|l=|@=| = |
. - . u A .U ~ i ¥ N A - - ;I
S¢ Thong tin va Truyeén thong Quang Binh cung cap thong tin phuc vu
hoat dong giam sat, bao dam ATTT Truc lién thong van ban quc gia nhu sau:
(Phu luc kém theo).
Can bd diu mdi: Nguyén Thai Huy, Vién chire Trung tim Cong nghé théng
tin va Truyén thong, So Thong tin va Truyén thong Quang Binh., dién thoai:
0232.3856696. Email: huynth sttt @quangbinh.gov.vn.
Trin trong!

. SignaturePlacementWindow -

et mhi: KT. GIAM bOC
- Nhu trén; .

- Lanh dao S PHO GIAM POC
- Trung tim CNTT&TT:

= Luu: VT, CNTT,

Nguyén Viin A

N

I Xong |[ Bd qua l

4]

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

= Vin ban dw thao

| Quaylai | Ghilai = Yéucdusoanthdolsi | Kjduydt = Ldpdwthdo tif miu

[ Phét hanh kém tép VB dén
N Ngay tzo: [17/04/201 N\ |

L& van ban QPPL: @ Khdng ) Cd \ Mgay cip nhat: 15:11 22042019

Ngui soan thio: Chuyen vien Tevtest Bon vi soan thao: Phéng Céng nghé Théng tin
Ma VB dv thao: DT16

Loai vn ban* |Céng van V|
I —
A
Ngui ky: |Hoang Viét Hung v/ Chie vy: |Gidm déc |

Danh sach xin y kién:

Thii han cho y kién: | m Trang thai: Trinh ky duyét
Téo VB ben hinh: K\ ¢y cuc ATTT signed.pat /&
© Lién két van ban

Van ban dén




- Bu6c 6: Chuyén Vin thu Co quan

Trang chi | Danh myc | Vdn ban dén | X(r Iy céng viéc | Van ban di | Théng tin téng hgp | Phan mém YKCD

[=] Vin ban dw thao
\ Qi lai | Ghilai | Chuyén Van ther CQ

(7] Phat hanh kém tép VB dén
MNgay tao: 24/09/2018
La van ban QPPL: @ Khéng () Co Ngay cip nhat: 08:01 AM 24/09/2018

Ngu@i soan thao: Nguyén Thanh Lé Bon vi soan thdo: Phong Céng nghé Théng tin

Ma VB dy thao: DT39

Loai van ban:” ‘Céng van v|
R Danh sach dé& nghi cAp (gia han) ching thr sb co quan, td chic
Trich yéu:*
P
Nguoi ky: Hoang Viét Hing v Chire vu: [Giam @ée |

Danh sach xin y kién:

Théi han cho y kién: Trang thai: Xac nhan d3 hoan thanh

0 cv 573 ngay 06.8.docx R
Tép VB ban hénh: (B cv 573 ngay 06.8_signed.pdf B2P

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
Vs
I Hé thdng
= Métép.. Ctrl+0
EH Métai ligu Office

¥

Lup thanh...
Thuge tinh tép

Bangtép  Crl+X

Thoat Ctrl+Q)

= Motap.. vSign - PDF

Phan m&m ky s& tai ligu PDF
Phién ban 2.1

Copyright © 2013 VGCA

FH] MG i ligu Office




- Ky s6 van ban, chon noi can ky kéo va tha ra
| = CV_mc_A'IT[:EE vSngp >
Hé théng Chic nang Tro gitp

[ =[] | [==] [l
@ @@ | [Se@|[z2][E
cua Cuc an toan théng tin vé viée cung cip théng tin phuc vu hoat déng giam
sat, bao dam ATTT Truc lién théong vin ban quéc gia;

S& Théng tin va Truyén théng Quang Binh cung cép théng ti
hoat dong giam sat, bao dam ATTT Truc lién thong van ban
(Phu luc kém tllzo)

Can bd diu méi: Nguyén Thai Huy, Vién chirc Trung tam e T
tin va Truyén thong, S& Théng tin va Truyén théng Quang Binh, di¢n thoal
0232.3856696, Email: huynth stttt@quangbinh.gov.vn.

Tran trong!
N:: nhén: KT. GIAM bOC
- A trén;
_ Lanh dao Sé; PHO GIAM POC

- Trung tim CNTT&TT:
- Luu: VT, ONTT.

R

- Vin ban ky xong c6 dang *.signed.pdf nam & thu muc file da chon:

Hé thdng
= Matép.. Ctrl+0
EE métai ligu Office

Lo thanh...
Thudc tinh tép

Bongtép Ctrl+X

Thoat Ctrl+Q

vSign - PDF
Phi&n m&m ky =& tai liéu POF
Phi&n ban 3.1

25 M6 i lisu Office...

Copyright © 2013 VGCA




- Ky s van ban, chon noi can ky kéo va tha ra

cuc

Héthéng Chicnang Tro gidp

@ [@@ 1] [elelEH|

cua Cuc an toan thong tin vé vige cung cép théng tin phyc vu hoat dong giam
sat, bao dam ATTT Tryc lién thong viin ban quéc gia;

S& Théng tin va Truyén théng Quang Binh cung cdp thg
hoat dong giam sat, bao dam ATTT Truc lién thong van ban
(Phu luc kém theo).

Cén bd diu méi: Nguyén Thai Huy, Vién chirc Trung tim e Ong
tin va Truyén thong, S& Thong tin va Truyén théng Quang Binh, di¢n thoai:
0232.3856696, Email: huynth stttt@quangbinh.gov.vn.

Tran trong!

Netnhgn: KT. GIAM bOC
_Lanh dao S6: PHO GIAM POC
- Trung tim CNTT&TT;

- Luu: VT, ONTT.

guyén Van -

- Vin ban ky xong c6 dang *.signed.pdf nam & thu muc file da chon:



