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SO' PO XU’ LY VAN BAN

Chanh 3. Trinh duyét Lanh
VP 2.2 Theo dbi dao >
N A > A cbuyé"

2. bwa vao so van ban dén 2 Ny,
s - 3. Ky sé Tty “p
vatrinh duyét /I)/)d iz

St

1. Tiép nhan o 4. Chuyén VT ~ . X 5 N
Van thw dong dau Chir ky sO Trwong phong

5. Giao viéc

5. Dwa vao so
van ban di va )
Iwu triv 1. Tao dw thao

&

. [1-5]: Quy trinh nhan van ban dén
1-6]: Quy trinh gtri van ban di X = z
EralEGny J Dau co 6. Gvi co quan lién thong Van ban
guan di

-
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0 NOI DUNG HUGONG DAN

1 Thiét k& hinh chit ky s6

2 Cai dit phan mém ho tro Driver Token
3 Cai dit phan mém VGCASign
Al cau hinh chi¥ ky s6 cho I3nh dao & van thu

Lanh dao ky sé chuyén van thw, Vian thw ky sé va phat
hanh van ban



- Lay hinh con dau don vi, st dung may scan thanh file pdf =» Ma file pdf = Dung cong cu

Snipping Tool chup anh man hinh = Chon Luu =» dit tén file = Chon Save.

E¢ snipping Tool - X

C‘gﬂew NMode hd " Delay ~ xgancel % © Options

Select the snip mode using the Mode button or click the l@
New button.
@ Shipping Tool is moving... O >

In a future update, Snipping Tool will be moving to a
new home. Try improved features and snip as usual
with Snip & Sketch (or try the shortcut

Windows logo key + Shift + S).

Try Snip & Sketch

File name  Trucng phong Moivu

Save as type: | Portable Metwork Graphic file (PNG)

Date taken: Specify date taken

Save

Cancel




1. THIET KE HINH CHOU KY SO

- Vao trang web: https://www.remove.bg/upload =» Upload Image dé x6a phong nén
trang =» Download

* Upload knage - remove bg x + A B S
€« C @ removebg/upload T e mB 2 0 o £
- remove Remove Background How to usew Tools & API Pricing Login Signup
X Upload Image 1
or drop a hie, paste an image or URL

Original Removed Background

Download

Download HD



https://www.remove.bg/upload

2. CAl DAT PHAN MEM HO TRQ DRIVER TOKEN

2

-
Meca ,
{ v
- Tai phan mém tai dja chi https://ca.gov.vn/tai-phan-mem =» Nhap vao Tai xudng tai tai liéu
“Trinh diéu khién thiét bi USB Token Bit4ID”.

wes T4i phiin mdm - Cong dich w X + M = o X

€ c (h cagov.yn/tai-phan-mem G4 *) a % »00:

BAN CO' YEU CHINH PHU
)Z/Gc /A cuC CHUNG THUC SG VA BAO MAT THONG TIN [ 2 oivoxi |  oivo e |

VIETNAM GOVERNMENT CERTIFICATION AUTHORITY

TRANGCHU = DICHVUCHONGTHUCCKS = TINTUC =~ PHANCAPDICHVU = HOIDAP  HUONGDAN = VIDEOHUONGDAN  LIENHE

CHIA SE TAINGUYEN - || e
Tén tai ligu Loai tai ligu nhat

Biéu mau quan ly

1 Trinh diéu khién thiét bi USB Token Bit4ID Driver 10/05/2023 &,

Chinh sdch phap ly




mau vang la cai dat thanh cong E

- Giai nén roi nhdp mé chuong trinh .4 = Chon Tiéng Viét & Chon OK =» Chon Tién = Chon T6i chip
thuan roi chon Cai dat = Ngéi cho chuong trinh nap, xong chon Pong =» Phia géc phai Xuat hién biéu tuong

Installer Language X

- Please select a language.
&

Tiéng Viét v

Cancel

#} Cai dat Universal MW 1.4.10.764 — >
Chao mirng dén v&i Tree li Cai dat
Universal MW 1.4.10.764

Trinh treli £& hwéng ¢din ban vige cai git Universal MW
1.4.10.764.

é‘ id Ban nén déng tt ca cac chuong trinh khac trwée khi bit
| | @Au caidat Didu ndy cb thé giop cép nhat cac tap tin hé
théng ma khang cin phii khdi G6ng lai may tinh.

Hhén Tién aé tiép tuc.

Tién ~ Hiy bd

3 Cai dat Universal MW 1.4.10.764 - X

Thoa thun Gidy phép

Wui lang xem xét cac diu khodn gidy phép trwée khi cai gat
Universal MW 1.4.10.764.

An Page Down @& xem phén con lai cia théa thudn.

UNIVERSAL MIDDLEWARE - BIT41D UMW "
SOFTWARE LICENCE AGREEMENT DESKTOP
AND MOBILE VERSION

GENERAL CONDITIONS OF SOFTWARE LICENCE ©

Néu ban chép thudn cac didu khoan cda théa thuén, hdy nhén & bén dudi Ban phai chdp
thudn ban théa thuén d& cai dét Universal MW 1.4.10.764. Nhén “Cai dat” & bt ddu vidc cai

Téi chép thuan cac digu khoan cia Thda thuin Gidy phép

<Lii Hiy b&

#) Cai dat Universal MW 1.410.764 -

Cai dit hoan tit
ﬁld insta Vige cal 3t 48 hoan tht thanh cang

Hoan thanh

Xoa tp tin: C:\Wsers\PCW\AppData\Roaming\Bit4idNCDUMCACHE_USB\BFDATB0E208... A
Xba thw muc: C:\Users\PC\\AppData\Roaming\Bit4idNCDUMCACHE_USB\BFDATB0SZ2...
XKba thy muc: C\Users\PC\AppData\Roaming\Bit4idMCDUMCACHE_USBY

current APPDATA Folder: C: Pr oy WA ppD: g

Thi muc @4u ra; C:\Program Files (x85\Bit4ld\Universal MV

Tao trinh i bd: C:\Program Files (x86)\Bit4ld\Universal M \uninst.exe

Thye thi: "C:WWINDOWS\system32\isduinit exe” -ClearlconCache

Thye thi: "C:WVINDOWS\system32\ieduinit.exe” -show

SecFinal finish instal: bit4id_xpki_1.4.10.764-ng-user-vgca-pkimgr-bwc.exe

Hoan thanh




- Giao dién “Trinh diéu khién thiét bi
USB Token Bit4ID”.

Yia Bitdid PKI Manager (1.4.10.764)

Connected Devices

VGCA Token .
.8

Device Information

Reader
Description
Serial number
Manufacturer
Model

PIN status
PUK status
Total memory

Free memory

Certificates

bitdid TokenME EVO v2 0
VGCA Token

23039207

NXP

SecID-P71

PIN is OK

PUK is 0K

144K

87412

- Thay d6i mat khau “Trinh diéu Khién thiét

bi USB Token Bit4ID”.

Hia Bitdid PKI Manager (1.4.10.764)

Connected Devices

Device Information

Certificates

Change PIN X

Enter old PIN

Enter new PIN

Repeat new PIN

Device: bitdid TokenME EVO v2 0

Cancel

MIN/MAX length: 4- 16 ‘



3. CAI PAT PHAN MEM VGCASign

- Tai phan mém tai dia chi https://ca.gov.vn/tai-phan-mem =» Nhap vao Tai xudng tai tai liéu “Bo
cdng cu tich hop ky sb va xac thwe vin ban dién tir (PDF) trén thiét bi di dong theo quy dinh tai
Nghi dinh s6 30/2020/ND-CP”.

s Tal phizn miem - Céng dichwi oo X -+ o — m} *

& c (i ca.govam/tai-phan-mem 1= *_) a &z & 00 :

BAN GO YEU CHINH PHU
)7/Gc "/ cuc CHUNG THUC SO VA BAO MAT THONG TIN [ 2 oinoii | » oins i

' VIETNAM GOVERMMENT CERTIFICATION AUTHORITY

TRANGCHU | DICHVUCHUNG THUCCKS | TINTUG | PHANCAPDICHVY | HOIDAP | HUONGDAN = VIDEDHUONGDAN | LIEN HE

CHIA SE TA' NGUYEN Ten tai ligu Loai tai ligu Tai xudng

Bigu mdu quan Iy

Chinh séch phap Iy 1 Trinh digu khign thigt bi USE Token Bit4iD Drriver 10/05/2023 X
Ha trg trign khai 2 Phin mém digu khign méy tinh tir xa UltraViewerQS  1511/2021 &
Tai ligu hoi théo 3 Chng cu hé trer khai phuc thigt bi lu khoa bi mat Khic o700 &,
Tai chimg thu s& - CRL

Tai phian nigm 4 Trinh digu khign thiét bj - TokenManager Driver 30/03/2021 &
Tai nguyén khac 5 BOcongcu ho tro tich hap chir kj 56 theo quy dinh tai ND Khac 15/05/2020 %

30/2020/NE-CP




3. CAI PAT PHAN MEM VGCASign

- Chay file “VGCASignServiceSetup.exe” =» Chon Next =» Chon Install = Chon Finish,

: :

Welcome to the VGCASignService Setup
Wizard

X< thyc & Bao mat

The Setup Wizard will install VGCASignService on your
computer. Click Next to continue or Cancel to exit the Setup
Wizard,

:

Ready to install VGCASignService y/

Click Install to begin the installation. Click Back to review or change any of your
installation settings. Click Cancel to exit the wizard.

Back H Install ] [ Cancel ]

,

Destination Folder
Click Next to install to the default folder or dick Change to choose another.

Install VGCASignService to:

[c:\Program Files (x86)WGCAWGCASIgnService\

Back |[ mext | [ cancal |

Completed the VGCASignService Setup
Wizard

Click the Finish button to exit the Setup Wizard.

Back Cancel




@

. CAU HINH CH KY SO CHO LANH PAO, VAN THU

= Chon “CAu hinh hé théng”.

- Tai muc dich vu chitng thwe nhap dia chi http://ca.gov.vn/tsa = Luu

Thong tin

Caidat CTS CA

Béng ky sir dung

Cau hinh hé théng |

Cap nhat phan meém
Khai déng lai i
Blang

e

~ CAUHINH HE THONG

ich vu chiing thuc [f Hign thi chil kyf trén PDF | Biéing ky s dung

i hitpiica.gov.vnitsa



http://ca.gov.vn/tsa

- Tai muc dang Ky sir dung =» Nhap ma: 33F6F-EFF028-FBAD03-91BE5 = Ping ky = dang nhap

token = Nhan OK dé hoan tat ding ky

2 [PHIEN BAN THLS NGHIEM]

CAU HINH HE THONG
[[Dich vy chiing thys | Fién thi.chi k7 trén PDF

Théng tin dang ks

License ikhang hop 181
(Chuia dang ky 5 dung phsn mam

Errrm T T

Emwo T =
)7/GCA CHWONG TRINH QUAN LY GCA-01

os s
Mhép Mét khu cla token.

Tén token eToken

Mzt khéu ciia token seed]
Nagén ngir hién tai: EN
Dy 13 ban sao khdng c6 ban quydn chi d& danh gia.

';}' [PHIEN BAN THUT NGHIEM] - DAMG KY SUf DUNG PHAN MEML_ g‘
- e ——

VGCA - DANG KY SU DUNG PHAN MEM

M daing ky phan mem

33F6F-EFF028-FS8AD03-91 BES‘

Chon chiing thu s5 ngudi ky-

[Phéng Vain hoa va Théng tin<phongvhtt txhn@dongthap gov.vn> -~

Théng tin chiing thu s&
Chia 56 hiiu: Phing Van héa v Thang tin<phongvhit thn@. Chitiét...
Cd quan c8p phat: Co quan chung thuc so Chinh phu
Théi han: Ti 03/01/2017 dén 01/01/2027
Tinh trang: Chiing thu s& khéng dudc kigm tra tnjc tuyén

Chimg thir 56 khéng dugce ki€m tra true tuyén i
L J

r ™
(50 THONG TIN VA TRUYEN THONG TINH DONG TH... ||

| Ping ky st dung phin mém thanh céng!




- Tai myc Hién thi chir Ky trén PDF = Tao mau méi = Dit tén mau = Chon loai chir ky = Chon Hién thi
thong tin chit ky = chon ¢& chit =& Nhap thong tin nguoi ky = Nhéan Luu dé hoan tit cau hinh chir ky

- Tao miu chir ky c4 nhén

2 [5C THONG TIN VA TRUYEN THONG TINH BANG THAP] =

CAU HINH HE THONG

Dich wu chiing thl,fcl Hign thi chi ky trén PDF IBéng kK s dung

QUAN LY MAU CHU KY: J Tao m&u mei ™ |

Tan m3u: BChu Loai chi kg | M&u chil kyf ca nhan M |
Hi&n thi chid ko
(3 Hinh anh & thdng tin

() Théng tin

Mh&n théng tin Email Cd quan Thdi gian ky

Vitri & Kich thudc chii ky m3c dinh

T=maer - Vitri: |Géc trén bén trai ~ cochii: [ 0 |
Hodc trang: 1 I Bé réng: 150 | B cao: 100 ﬂ
Théng tin nguidi ky
Ho vatén: flBoi Khdc Chul N (5 cung & xdc dink v i ko)
[ M3u chill ky mac dinh ¥da mau




4.2 CAU HINH CHOU’ KY SO CHO VAN THU

- Tai myc Hién thi chir Ky trén PDF = Tao mau méi = Dit tén mau = Chon loai chir ky = Chon Hién thi
thong tin chit ky = chon ¢& chit =& Nhap thong tin nguoi ky = Nhéan Luu dé hoan tit cau hinh chir ky

- Tao mau so cong van di - Tao mau ngay cong van di

2 [T THOMG TIN VA TRUYEN THONG TINH DONG THAP]

2 150 THONG TIN VA TRUYEN THONG TINH BONG THAP]
CAU HINH HE THONG

' CAU HINH HE THONG _
-1 QUAN LY MAU CHU KY [ Tao méuma... -1

QUAN LY MAU CHO KY: | Teo méuma.

Ténméu: |56 van ban di | Loaichitiy: | M2 55 cang van i | Tenméu: | Noay van ban di N Loai chitky: [| Mau ngay cong van di -
Hign thi chili ky Hién thi chil ky
() Hinh &nh & théng tin

(O Hinh &nh & théng tin

O Hih anh 123
Mhan théng tin Email Cd quan Thii gian ky

(O Hinh dnh 19

Nh&n théng tin Email Cd quan Thai gian ky

Vitri & Kich thudc chl ky mac dinh Vitri & Kich thude chd ky mac dinh
Trang dau ~ Vitri: | Géc trén bén trai ~ C# chil: 13 Trang dau ~ Vitri: | Géc trén bén trai ~
Hodc trang: 1 D& réng: 100 | B cao: | 50 | Hodc trang: 1 B4 réng: 100 ‘ P& cao: | 50

Théng tin ngudi ky

Théng tin ngudi ky
| i g dé xée dint vitri hy) Ho va tén: | (5uh dung dé xc dinks vitri ky)

Xda mau

Ho vatén: ||

Xda mau ] M&u chili ky mac dinh

] M&u chii kyf mac dinh




4.2 CAU HINH CHOU’ KY SO CHO VAN THU

- Tai muc Hién thi chir ky trén PDF = Tao miu mé&i = Dit tén miu = Chon loai chit ky = Chon Hién thi
thong tin chit ky = chon ¢& chit =& Nhap thong tin nguoi ky = Nhéan Luu dé hoan tit cau hinh chir ky

- Poi hinh con dau

- Tao miu chir ky to chirc
Nhép chudt phai vao hinh con dau = chon Thay anh khac.

¥ 156 THONG TIN VA TRUYEN THONG TINH DONG THAP)

CAU HINH HE THONG

Dich vu chiing lhtjc Dang ky sd dung
QUAN LY MAU CHU KY- [0 méu mé... — l

Chon anh mac dinh
Thay anh khac

Luu anh

Losi chil ky: | M8u chil kj 18 chic |

Ténméu: |Dau - Han ky |

Hi€n thi chil ky
O Hinh &nh &théng tin P EITN

(O Thang tin

Nhén théng tin Email Cd quan
Witri & Kich thudc chd ky méc dinh
Trang dau ~ Vitri: | Géc trén bén trai o Cd chi: 0

Hodc trang 1 I D46 rong: 100 86 cao 100 | I

Théng tin ngudi ky

Ho va tén: I‘ Trang Van Han I (Sui dung dé xac dinh vi tri ky)

Xba mau

Béng

[] M&u chii ky méc dinh




5. LANH DAO KY SO CHUYEN VAN THU PHAT HANH VAN BAN

- Vao trinh duyét "G‘ Chrome =» Nhap dia chi glvb.dongthap.gov.vn = Ding nhap bang tai khoan di dugc cap (Tén tai
khoan va mat khau 1a mail cong vu Pong Thép)

Buwéc 1: Vao muc “Vin ban di” = Muc “Vin ban dw thao” dé xem danh sach van ban can phé duyét = Chon vao vin ban
can phé duyét = Chon n(t “Stra”.

L& Van phoéng dién ti
# Trang chd Tatca ©  Tiép nhan trong ngay
o s ©- in oot i
© Van ban di (1 3% Dangxitly v | Tor knoa tim kiém w O | Y7 Bao cao Két qua thyc hign Két luan g
| van hoa - thé thao giai doan 2016-2020
v Van ban du thao e R — . .
© Do duyét 012020 Yy ¥ Van thy (Tran Thi Minh Tuyén) (1 phat truedrc)
Xir I van ban di Bao céo K&t qua thire hién KEt ludn sb 32-KUTU cla BCH Béng 9 o ) ) .
’ b4 Tinh v& thu hit ngudn hee X3 hdi G4u tr trén inh vuc van hba Nowdi duyét: Trudng phong [BUi Khac Chu
“an ban luru - thé thao giai doan 2016-2020 Y
] 26 BC ket qua nguon luc

Phiéu trinh

-\
& Tai v& | 3¢ Chuyén sang pdf

== Cbng viéc w




5. LANH DAO KY SO CHUYEN VAN THU PHAT HANH VAN BAN

Buwéc 2: Diéu chinh du thao cho phl hop, thuc hién viéc kY sd: chon nit Chuyén sang pdf = chon n(t ky sd.

[ ¢ J B [ OToohi | 7Duiea arinvr I € s %

® Chuyeén sang pdf

b Vin thu (Trin Thi Minh Tuyén) (2 phot truérc) Ba thyre hien tac vy thanh cong

Trich yéu (*): Bao c40 Két qua thirc hign Két luan s6 32-KL/TU clia BCH Bang bd Tinh vé thu hut ngudn Ivc x4 hdi dau te trén finh virc
van héa - thé thao glal doan 2016-2020

Loai van ban : 31 van bar v D6 khin: Binh thurdng v

Van ban: Khéng 14 van ban chi dao M Ngén ngii:
&n thi thém nhigu tredmg thdng tin hon

% Tai liéu dinh kém

@ Tai tai lidu dinh kém

R .. Chuyén . Xac . .
Tén tai liéu Nguwi tao Ky Thay Tai Xoa
sang pdf thwrc
8] I 26 BC ket qua nguon luc XHH 2016-2020 docx Van thar [Trén Thi Minh Tuyén] 8 alo

T 26 BC ket qua nguon luc XHH 2016-2020.pdf Trudng phéng [Biti Khic Chu] B a

W Tra I&i cho van ban
S6 ky higu Trich yéu

- Viv @& nghi phéi hop bao cao két qua thyre hién Két ludn sé 32-KLTU cia BCH Dang b Tinh vé thu hit nguén lve
El  39PTCKH el : ] g g 0 &
x5 hdi dé dau tur phat trién dia phuwrong giai dean 2016-2020




Buéc 3: Chon Ky s6 = Nhap mat khau cta ching thu s6 ca nhan = Chon OK

| 180 QuAC PHONG) - K56 céng pdf) b e =

n O HHEIC

HOI NONG DAN CONG HOA XA HQI CHU NGHIA VIET NAM
TINH DONG THAP Déc 1ap - Ty do - Hanh phic
S6: /HND Dong Thap, ngay  thang  nam 2023

Vé vige cdp méi email cong vu vi
tai khoan phén mém quan Iy van ban
va diéu hanh (iDesk)

Kinh gui: TEN DPON VI NHAN VAN BAN.

Tiép nhin Cong vin s& 123/Abe ngay 17 ngay 7 nam 2023 cua Tén don
vi tinh Pong Thép vé viée tao b sung tai khoin theo danh sich dang k., diéu
chinh tai khoan sir dung trén phan mém quan ly van ban IDesk:

Hoi nong dan tinh da tao bo sung tai khoan ngudi ding va di¢u chuyén
vién chire theo danh sich yéu cau. Bé nghi Quy Don vi tién hanh thay doi mat
Khéu trude khi sir dung dbi véi cic tai khoan dé dam bao an toan thong tin (phai
dam bao d¢ phirc tap ctia mat khau).

1. Tao méi tai khoan mail cong vu va quan Iy vin ban
STT Ho va tén Tai khoan Mail va iDesk Mat khau

1 H Vin A hvahctd@dongthap.gov.vn | DongThap@12023

‘Trong qué trinh sir dung phin mém, néu ¢6 kho khan, vuéng méc vui long
lién h¢: Ong Nguyén Vin A, Chuyén vién Vin phong; s6 dign thoai: 123456789:
email: nva@dongthap.gov.vn dé dugce hd trg.

Tran trong./.
Noi nhin: KT. GIAM DOC
- Nhu trén; PHO GIAM POC
Luwu: VT, HND.
Lé Xuin Hai
T lai I KY SO I ‘ Béng

< [50 THONG TIN VA TRUYEN THONG TINH BONG THAP] L

KY SO VAN BAN DIEN TU

(S) Dang nhap token

AUGSUBVIEE

(IR T 1)
‘)?GCA CHWONG TRINH QUAN LY GCA-01

Nhiip NSt kh&u cdatoken.

Tén token: VGCAToken

Mét khau cia token: II I
Ngdn ngiF hién tai: EN

Bay |3 ban sa0 khing ci ban quygn chi d& danh gia.

Pang thyc hién ky 56 phé duyét cong van..




Bwéc 4: Nhan Hoan thanh dé hoan tat vin ban da ky sb.

|)r [BO QUGC PHONG] - Ky 56 cong van (Tfae9dab-3d19-dfa6-beft

pdf) B %
@@+ [ | 0@ H|C
HOQINONG DAN CONG HOA XA HQI CHU NGHIA VIET NAM
TINH DONG THAP Doc ldp - Ty do - Hanh phic
So /HND Pong Thap, ngay  thang  nam 2023

Vé vige cap m(n email cong vy va
tai khodn phin mém quin Iy van bin
va diéu hanh (iDesk)

Kinh giri: TEN DPON VI NHAN VAN BAN.

TIeP nhan Cong viin s6 123/Abe ngay 17 ngdy 7 nam 2023 cua Tén don
vi tinh Pong Thap vé viée tao bo sung tai khoan theo danh sach dang ky. diéu
chinh tai khoan sir dung trén phin mém quan 1y van ban IDesk:

Hoi nong dan tinh da tao_ bo sung tai khoan ngum dung va diéu chuyen
vién chire theo danh sach yéu cau, Dé nghi Quy Pon vi tién hanh thay doi mét
khau trude khi sir dung déi véi cic tai khoan dé dam bao an toan thong tin (phai
dam bao d¢ phirc tap cia mat khau).

1. Tao méi tai khoan mail cong vu va quan Iy vin ban
STT Ho va tén Tai khoan Mail va iDesk Mat khau

1 H6 Van A hva.hctd@dongthap.gov.vn DongThap@ 12023

Trong qud trinh sir dung phin mém, néu c6 kho khan, vuéng mic vui long
lién hé: Ong Nguyén Van A, Chuyén vién Vian phong; 50 dién thogi: 123456789;
email: nva@dongthap.gov.vn dé duge hd trg.

Tran trong./.
Noi uhin: KT. GIAM DOC
- Nhur trén; PHO GIAM POC
- Lwu: VT, HND.

//

Lé Xuén Hai

Tola }I HOANTHANHVI‘ Bing




5. LANH DAO KY SO CHUYEN VAN THU PHAT HANH VAN BAN

Bwéc 5: Khi da hoan thanh ky sd, ta thuc hién viéc chuyén vin thu phéat hanh: Chon Duyét & chuyén VT =
Chon Tén vin thu = Ghi chi =& Chon Pong y

- +f Duyét & chuyén VT |

rBéng §
Trich yéu: Bao cdo Két qua thirc hién Két ludn s6 32-KL/TU cla BCH
héa - thé thao giai doan 2016-2020

Van thu: Van thwr (Trdn Thi Minh Tuyén) % Thay déi

Ghi chi Chuyén vin thw phat hanh




5. VAN THU KY SO VA PHAT HANH VAN BAN

- Luu y quan trong: Trude kKhi “Nhdn vin ban” can “Xac thwe” trude, dé xem 1anh dao ¢ ky s6 chua.
Néu 18nh dao chiea Ky thi TRA LAL néu 13nh dao ky réi thi méi NHAN VAN BAN.

Buwéc 1: Chon muc Ban hanh vin ban =» Chon Nhin vin ban.

L4 V&n phong dién tr Tim kiém

# Trang cha Tét ca ©® Churadoc Nhan trong ngay Chua vao sé

© Vvanbandén @~ = W Nhin viin ban | [ =R

G Vinban di - Tétca v Tikhgatimiém w @ 13 | % [-19/12/2019] Lanh dao dd ky.

P - » Trwdng phang (Bii Khic Chu) (1 phiit trwdc)
| | = e @ [Khong cb 58 ki hiéu] 191122019 ¥

P Lanh da0 & ky Y
S0 van ban di Anh G0 G k. Q ) jay van ban du thao.docx E Mau van ban du thao.pdi
—_ © [Knong cb sb ky hiéu] 061272019 ¥ & Taivd & Taivé | (# Ky VB | @ Xac thue
= Congvige o e thu nghiem B

Buéc 2: Chon dong y

Nhan van ban

Ban co cTBng y nhan van ban nay khéng? Mé&u g3 nhdn van ban ban s& khéng tra lai dwoc

cho chuyén vién, do vy ban cén xem xét ki trdre khi nhan.
8o .




DT - I
Trich yéu (*): L&nh dao da ky. =
o quan BH : Phéng Van hoa va Théng tin - UB. v cép CQBH :
©ai van ban : Céng van x| v Ngay van ban (°): 19/12/2019 Jazs3)
B/ky hiéu : 13 /PVHTT (& Linh vwc : Chon linh vire -
V soan thao : Phéng Van hoa va Théng tin - U ®x | v Ngwe&i soan : Bui Khic Chu »x | v
guwri Ky : Bli Khac Chu Ngwoi duyét :

&56 van ban di

& van ban di: VB di Phéng VHTT = v | sédi

Hien thi thém nhieu trrérng thang tin hon

gay ai (*): 19/12/2019 £ & ban ban ha...

- Nhan dugc thdng b&o cap nhat van ban thanh cong.

n  Chuyén W Tré I cho =R

Trich yéu (): Théng béo Lich truc Tét Nguyén dan Canh Ty nam 2020

© Cap nhét van ban
Van ban dugc cap nhét thanh céing
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Timemss  roemossy 5 conviviki 5 %

%Tai lidu dinh kém
Tén tai liéu
ij Mau van ban du thao docx

E:, Mau van ban du thao pdf

Ky s

Ky ban hanh

Ky phu luc
Kysaoy

U =9

S&;  IVPCP
Wiv......

NQIDUNG VAN BAN

Noi nhin:

COQUANBANHANH  CONG HOA XA HOI CHU NGHIA VIET NAM
— Diclip - Ty do- Hauh phiic

HiNji,ngly  thing nim

TRUONG PHONG

[t~

R

Biii Khic Chu

THIEP LAP KY SO

S cingvin

13

19 - 12 - 2018 [Ed




Bwéc 5: Chon Ngudi ky phtt hop = Chon Ky sé6 = Nhap mét khau ching thu s6 cta to chizc & OK.

= [5G THOMNG TIN VA TRUYEN THONG TINH DONG THAP]

KY SO VAN BAN DIEN TU

1. Chon m&u chii ky

| D4u - Chu ky

Hién thi chil ky

2. Kigm tra ching thu s& ngudi ky:

| Phong Van haa va Théng tin<phongvhtt txhn@dongthap gov vns

oK

Ky s6

14

@O [n 0@ HHEIC

v 3 0
thi hanh Lujt Khoa hoc va Cong nghé
ndm 2013

KY SO T CHUC PHAT HANH VAN BAN

1, Chon miu chil ky
Windows Security a
Smart Card z
Please enter your authentication PIN.
g

N

Click here for more information

Céutinh Ky sé

Dang thuc hién ky 56 t8 chirc phit hinh cong vin...

Tl KY SO



5. VAN THU KY SO VA PHAT HANH VAN BAN

Bwéc 6: Nhan Hoan thanh dé hoan tat vin ban ky sd.

2 (50 THONG TIN VA TRUYEN THONG TiNH BONG THAP] - Ky 56 cong van (Mau van ban du thao3057167041211856501.pdf)

@@ [»] 1 n

X

T[hemss | Jthemnoay

[ chonvitriky

CO QUAN BAN HANH ~ CONG HOA XA HQI CHU NGHIA VIET NAM
e DPéc lap - Ty do - Hanh phic
Sa: 13 /VPCP Ha Ngi, ngay 19 thdng 12 ndm 2019
ViV

NQI DUNG VAN BAN

No'i nhgn:

Biii Khic Chu

n sang

4 Xacthue

THIEP LAP KY SO

~

S§ cong van

[13

Thii gian phat hanh (Ngay - Thang - Nam)

[19 - 12 - 2019

@ |

Tiry chon ky &

[4] Thém s céng van

[ Thém ngay phat hanh céng vin

[ Thém thang phat hanh céng vén

[+] Thém nam phat hanh céng van

[+] Ky 563 chiic

HOAN THANH




5. VAN THU KY SO VA PHAT HANH VAN BAN

Buwéc 7: Truong hop c6 phu luc kém theo, thi phai ky Van ban trudc, réi méi ky phu luc kém theo sau. Thao tac
Chuyén sang pdf file phu luc = Chon NUt Ky (d€ chuong trinh ky thang, khong can sao luu) = Chon Ky phu luc.

)
)

iz

Tén tai liéu

PHU LUC 1.xlsx

CV thuc hanh ky so.docx

CV (kem) Phu luc.docx

707_PVHTT_19102020-signed.pdf

CV (kem) Phu luc.pdf

PHU LUC 1_pdf

: . Chuyé
Chinh sira lan cuéi bk
sang pdf
19/10/2020 14:43-35 B
10/10/2020 14:43-35 B

19/10/2020 14:43:35 @

19/10/2020 15:05:26

19/10/2027 245020
Ky ban hanh

19/10/202 Ky phu luc

Ky saoy

Ky so

Gao
=
=20



5. VAN THU KY SO VA PHAT HANH VAN BAN

Buwéc 8: Khi da hoan thanh ky sb va kiém tra cac thong tin lién quan hoan thién, ta thuc hién viéc phét
hanh: Chon nUt Giri = Chon cac don vi theo noi nhian = Chon Giri di.

n #* Chuyén W Tra I&i cho = 1Re

g g ) © *

A Titca@  Nhantrong ngay

© Tailiéudinhkem:  TB Lich truc Tet Nguyen dan 2020.pdf  + % B6 qua Thém nguroi ph

a

¢ UBND TH] XA HONG NGV’ 4 Ngudi xtr Iy/ phong ban trong co quan:

m

Vin phong HOND&UBND - UBND thi x Héng Ngy X

Trung tam Van hoa - Thé thao va Truyén thanh - UBND thj x3 Hong Ngw - tinh Déng Thip X + Thém

@
UBND TH] XA HONG NGY/ CONG HOA XA HOI CHU NGHIA VIET NAM T
Q PHONG VAN HOA VA THONG TIN Dic lap — Ty do — Hanh phiic Chuyén dé Iwu:
Sg: 35 /TB-PVHTT i xd Ho i i i X X . N
m o Thj xd Hong Nou, ngdy 16 thdng 01 ndm 2020 Trin Thi Minh Tuyén % Phang Vén hod va Théng tin - UBND thi x& Héng Ngu - tinh Ddng Thip X+ Thém
THONG BAO
(» ] Lich trye Tét Nguyén dan Canh Ty nam 2020 Pon vi nhan trong tinh: e
Cén ct Théng bdo s6 197/TB-UBND ngay 13 thang 01 ndm 2020 cta Uy + Thém
ban nhin dan thi x3 Hong Ngy, vé viéc treo cd Té qudc va nghi Tét Nguyén din
Canh T¢ 2020.
Phdng Van hod va Thang tin thi xa Hong Ngu phin céng cin b, céng chitc Bon vi nhan ngoai tinh:
tre nhi sau:

+ Chon don vi ngoai tinh

I Ngay tryc | Hg va tén Chiic vy Sa dién thoai Ghi chi
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