SO KHOA HOC VA CONG NGHE NGHE AN
TRUNG TAM KHCN & TT NGHE AN

HUONG DAN NHANH
CAI DAT, CAU HINH VA SU DUNG
KY SO VAN BAN DIEN TU

» Tai phan mém

» Cai dat trinh diéu khién, phdn mém ky s6
» Cau hinh phan mém ky so

> Ky so trén phan mém VNPT-iOffice
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Tai phan mém

! P1a chi Web:
https://hotro.nait.vn/index.php?id=cks

Form d& nghi khoi phuc thiét bi luu khoa bi mat
Tai liéu hudng dan nhanh cai dat, cdu hinh va sir dung.

1. Cac biu méu hoéc link trén ca.gov.vn
2. Trinh diéu khién thiét bi (Driver):
o Thiét bi (Driver) PKI Token SafeNet (x32; x64)
o Thiét bi (Driver) PKI Token Bit4ID (1.4.10.764) trén HDH MS Windows hoac link trén ca.gov.vn
o Thiét bi (Driver) PKI Token Bit4ID (1.4.10.776) trén HPH MacOS hoac link trén ca.gov.vn
3. Cong cu ky so trén VNPT-iOffice theo Nghi dinh 30/2020:
o COng cu ky s6 VGCA Sign Service v2.0.37 hoac link trén ca.gov.vn
o Tai liéu hudng dan cai dat va sir dung
4. COng cu hd trg md khod:
o COng cu md khoa VGCA Unlock Token hoac link trén ca.gov.vn
o Tai liéu hudng dan cai dat va sir dung
5. Hudng dén cai dat Tool gia han / thay ddi théng tin
6. Phan mém hd trg ky s8 va xac thuc tai lidu dién ti: VGCASignTool_v3.0.3 hoéc link trén ca.gov.vn
7. Cong cu hé trg gia han chifng thu s3: VGCA Renew Tool hodc link trén ca.gov.vn
8. Cac van ban quy dinh



Cai dat trinh dieu khién

Form dé nghi khoi phuc thiét bi luu khda bi méat
Tai lidu hudng din nhanh cai dét, c&u hinh va str dung.

1. Céc biéu mAu hodc link trén ca.gov.vn
2. Trinh diéu khién thiét bi (Driver):
o Thiét bi (Driver) PKI Token SafeNet (x32; x64)
o Thiét bi (Driver) PKI Token Bit4ID (1.4.10.764) trén HPH MS Windows hoac link trén ca.gov.vn
o Thiét bj (Driver) PKI Token Bit4ID (1.4.10.776) trén HPH MacOS hoac link trén ca.gov.vn
3. Cng cu Ky s6 trén VNPT-i0ffice theo Nghi dinh 30/2020:
o Cong cu ky sd VGCA Sign Service v2.0.37 hoac link trén ca.gov.vn
o Tai lidu hudng dan cai dat va sir dung
4. Céng cu hd trg md khod:
o COng cu md khoa VGCA Unlock Token hoac link trén ca.gov.vn
o Tai lidu hudng dan cai dat va sir dung
5. Hudng dan cai dat Tool gia han / thay déi thdng tin
6. Phan mém hé trg ky s8 va xac thuc tai liéu dién tr: VGCASignTool_v3.0.3 hodc link trén ca.gov.vn
7. Cong cu hé trg gia han chitng thu s8: VGCA Renew Tool hodc link trén ca.gov.vn
8. Cac van ban quy dinh




Cai phan mém ky so6 trén VNPT-iOffice

Form dé nghi khdi phuc thiét bi luu khoda bi mat
Tai liéu hudng dan nhanh cai dat, c&u hinh va sir dung.

1. Céc bigu méu hoéc link trén ca.gov.vn
2. Trinh diéu khién thiét bj (Driver):
o Thiét bi (Driver) PKI Token SafeNet (x32; x64)
o Thiét bj (Driver) PKI Token Bit4ID (1.4.10.764) trén HDH MS Windows hoac link trén ca.gov.vn
o Thiét bi (Driver) PKI Token Bit4ID (1.4.10.776) trén HBH MacOS hoac link trén ca.gov.vn
3. Cong cu ky s6 trén VNPT-iOffice theo Nahi dinh 30/2020:
| o COng cu ky s6 VGCA Sign Service v2.0.37 hoac link trén ca.gov.vn |
o Tai lieu hudng dan cai dat va st dung
4. C6ng cu hd trg md khoa:
o COng cu md khoa VGCA Unlock Token hoac link trén ca.gov.vn
o Tailidu hudng dan cai d&t va sir dung
5. Hudng dan cai dét Tool gia han / thay ddi théng tin
6. Phan mém hd trg ky s va xac thuc tai liéu dién tir: VGCASignTool_v3.0.3 hodc link trén ca.gov.vn
7. Cong cu hé trg gia han chitng thur s8: VGCA Renew Tool hoic link trén ca.gov.vn
8. Cac van ban quy dinh




Cai phan mém ky so6 trén VNPT-iOffice

P Windows Security Alert |

@ Windows Firewall has blocked some features of this program

Windows Firewall has blocked some features of VGCASignService on all public and private
networks.
‘)7/ Name: VGCASignService
Publisher: Unknown
Path: C:\program files\vgca\vagcasignservice\vgcasignservice.exe

Allow VGCASignService to communicate on these networks:
Private networks, such as my home or work network

Public networks, such as those in airports and coffee shops (not recommended
because these networks often have little or no security)

What are the risks of allowing a program through a firewall?




Cau hinh phan mém ky so

Cau hinh phan mém

&
VGCA Sign
Service

Thong tin
Cai dat CTSCA
Dang ky suirdung

Mg khoa thiét bi

Cap nhat phan mém

Khai dong lai

Péng




Cau hinh phan mém ky so

Cau hinh phan mém
~ CAUHINH HE THONG
Dich vu ching thic  Hign thi chii ky trén PDF  Chii ky s& http://ca.gov.vn/tsa

LT dung dich vu cap dau thdi gian (TSA)

May chu dich vu cap dau thdi gian (TSA)

S o — Chinh quyén:
d I g gQov.vn
| = http://ca.gov.vn/pki/pub/crl/cp.crl

~ http://ca.gov.vn/pki/pub/crl/cpcag2.crl

' CQ Pang:
http://ca.dcs.vn/pki/pub/crl/dcs.crl

qudi ky qua http://ca.dcs.vn/pki/pub/crl/dcscag2.crl

SU dung dich vu kiém tra chdng thu so tric t

Dich wu kiém tra chiing thu s tric tuyén

n phep kiém tra chiing

Bl dng dan danh sach chunag thy bi thy hai (CELs): Thém Xoa

http://ca.gov vn/pki/pub/cd/cp .cr ”) A
http://ca.gov vn/pki/pub/cl/cpecag .o
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Cau hinh phan mém ky so

Vin thu: Thiét 1ap mau chit ky
> Sé CV dl ¥ [UBND TINH NGHE AN] >

~ CAUHINH HE THONG
Dich vu chiing thL_.l‘cI Hién thi chii ky trén PDF IE]éng ky sl dung
QUAN LY MAU CHU KY [ a0 muma.. -l
ITén mau: |SE CVdi Loai chil ky: Mau sd cong van di i I
Hign thi chd ky

(") Hinh anh & théng tin

() Hinh anh 1 23

Mh&n théng tin Email Cd quan Théi gian ky

Vitri & Kich thude chil ky mac dinh
Trang dau v| Vitri: | Géc trén bén tré S CECEEN
Hodc trang: 1 Dé ring: Bié cao: 50

Thing tin nguidi ky

Hovatén: | | (5 dhung dE xéc digudadsi k)

[ m&u chii ky mac dinh ¥da mau
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Cau hinh phan mém ky so

Vian thu: Thiét lap mau chu ky
» NgayCvdi ~" X

CAU HINH HE THONG

Dich wu chiing thl._.l‘cl Hién thi chii ky trén PDF IEIéng ky sti dung

QUAN LY MAU CHU K- { oo méuma.. 2
ITén mau: |Ngé:.r CvVdi Loai chil ky: | Mau ngay cang van di ~ |I
Hien thi chu ky

() Hinh anh & théng tin

(©) Hinh anh 6
Mhan thang tin Email Cd quan Thdi gian ky

Vitri & Kich thude chil ky méc dinh
Trang dau ~| Vitri |Eéctrén bén tréi v fes ehi

Hodc trang: 1 B réing: B cao: III

Thing tin ngudi ky

Ho wa tén: | | {5 dung & x3c o gabis k5

[ M&u chil ky méc dinh ¥da mau




Cau hinh phan mém ky so

Vin thu: Thiét lap mau chir ky
> Déu CQ [UBND TINH NGHE AN]

CAU HINH HE THONG

14
VaN ~/ -
(da' I lal lI l daO) DimuumﬂngthuclHiéﬂthidﬂWtréﬂ PDFIDEngk}?SJdung
9

QUAN LY MAU CHU KY: | Tao méuméi . -1
ITén méu: |DauCQ (Hotén LD 1) | I Loai chmﬂ-,;l Mau chil ky t8 chic v I
Hign thi chu ky

() Hinh &nh & théng tin

@ Hinh anh I

() Théng tin

Mhan thang tin Email Cd guan Thdi gian ky
Witri & Kich thudc chd ky mac dinh
Trang du v Vitri: | Géc trén bén trdi v Ca chil: |I|
Hodc trang: 1 3 rang: Bd cao:

Thing tin ngudi ky

Ho va tén:I|Hg tén LD 1 |I (50 dung € xsc di i k)

] Mau chii ky mac dinh ¥da mau

Luiu Bang
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Cau hinh phan mém ky so

Lanh dao: Thi€t 1ap mau chir ky
> Chf[» k}’, ¥ [UBND TiINH NGHE AN] Y
~ ~ CAUHINH HE THONG
lanh dao Dich wu chiing thuc || Hign thi chi ky trén PDF l Biang ky st dung
QUAN LY MAU CHU KY- I|Tao méu méi... v ||

ITénmEu; [Chil ky Loai chil ky: | M&u chil kj ¢4 nhén v||
IEN thi chil Ky

(7)) Hinh &nh & théng tin

(") Théng tin

Mhan théng tin Email Cd quan Thdi gian ky
Vitri & Kich thudc chi ky mac dinh
Trang dau v | Vitri: |Géc trén bén tri v | C3 chii: |I|

Hodc trang: 1 & réng: 200 Bé cao: 50

Théng tin nguidi ky
IHg\rétén: |Nguy§n\u’5nﬁ4 |I {51 dung dé xde d k)

I [] M3u ehil ky mac dinh I ¥Aamau
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sO trén phan mém VNPT-iOffice

1 Thong thu’O’ng chi ¢6 lanh dao don vi hoac van thu moi
duoc cap quyén ky so. Cac bude dé thuc hién ky so nhu
sau:

] Tién hanh diang nhap phan mém Quan 1y vin ban va diéu
hanh VNPT-10ftfice cua don vi minh.

-l Vao “Van ban di / Duyét van ban di / Cho phat hanh”
hon van ban can ky. Tai cac giao di¢n cu the€ s€ co cac
rC nang “Kiém tra chir ky s0” hodc “Ky CA” tuy theo
1rc ning cla timg can bo hoic tig ngit canh cu thé.

Cl
Cl
Cl
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Ky so trén phan mém VNPT-iOffice

) Lanh dao ky van ban:

Ve viec dé nghi cung cap ho sd co

lién quan dén chuyén doi dir liéu tr

hé thdng HCM vao hé thdng VNPT-
Ioffice

B Vinbandi Kinh gui: Sa Thong tin va Truyén thong Nghé An

Thuc hién Cong van s6 1384/STT&TT-CNTT ngay 15/11/2017 cua
S& Thong tin va Truyén thong tinh Nghé An vé viéc dé nghi cung cap
ho sd cb lién quan dén chuyén doi dir liéu tir hé théng HCM vao hé
thong VNPT-Ioffice, Trung tam CNTT&TT Nghé An xin bao cado nhu
sau:

- D3 clr can bd phéi hdp vdi Vien théng Nghé An trong qué trinh
chuyén déi dir liéu.

- Pa cung cap dir lieu hién co trén hé thong HCM Egov
Framework 2.0 cua S& Thong tin va Truyén thong cho VNPT Nghé An -

B HO sdcdngviéc
Trich yéu: Vé v gff cung cdp hé so célien  Noi lwu ban chinh: Van thu, Trung Tam CNTT & Nhan vién tao: Pham Viét Huy
quan dén chuyén Xgi djff liéu tir hé théng HCM TT

vao hé théng VNPTMfice B¢ mat: Thudng

o ware | s =G s | 5o




Ky so trén phan mém VNPT-iOffice

) Lanh dao ky van ban:

Ky CA
Sttt File

1 VanBanGuiSo_30.11.2017.doc 1 Ky CA Token ‘ | Ky CA SIM } ‘ Kiém tra CA ’




Ky so trén phan mém VNPT-iOffice

! Lanh dao ky van ban:

¥ [UBND TINH NGHE AN] - Ky s6 céng van (VanBanGuiSo_30112017_20171130093107247240.doc) - O X

®@®H]I ]2 | Q@M IC
nay. . "
Trén day la bao cao cua Trung tam CNTT&TT Ngh¢ An vé viéc chuyén
doi dir liéu tir HCM sang VNPT-1Office.
Tran trong!

»

TM. GIAM POC

Noi nhén: PHO GIAM POC
- Nhu trén;
- Giam doc (bdo cdo);
- Luu VT.
I

- =] -

I sin sang




Ky so trén phan mém VNPT-iOffice

) Lanh dao ky van ban:

. [UBND TINH NGHE AN]

KY SO VAN BAN DIEN TU

2. Kiém tra ching thu sé ngudi ky:

I o >

C4u hinh \

oK

v

Boéng




Ky so trén phan mém VNPT-iOffice

~ 14 A ?
) Lanh dao ky van ban:
¥ [UBND TiINH NGHE AN] - Ky 56 céng van (VanBanGuiSo_30112017_20171130093107247240.doc) - O X

@ @ Ed 1 ]/2 C-) V@ :‘: E ? - @C{'Oﬂ\ﬂh‘lkv ‘4 Xac thuc

A=

b3 A
nay.

Trén day la bdo cdo cia Trung tim CNTT&TT Nghé An vé viéc chuyén
doi dir liéu tir HCM sang VNPT-1Office.

Tréan trong!
TM. GIAM POC
Noi nhin: PHO GIA
- Nhur trén;

- Giam doc (bdo cdo):
- Luu VT.




Ky so trén phan mém VNPT-iOffice

) Lanh dao ky van ban:

Faes aeas sawas sey mesvass v wames [ases wa vesws Dawaes fae smsises ase wew sy seayes says sesaam
nay.

Trén day la bao cdo cua Trung tam CNTT&TT Nghé An vé viéc chuyén
doi dir liéu tir HCM sang VNPT-1Office.

Tran trong!

Noi nhin:
- Nhu lrép;
- Gi1am doc (bao cao);
- Luu VT.




Ky so trén phan mém VNPT-iOffice

) Vin thu ky so (d6ng dau) vin ban:

o= Van ban lién quan: ¥Chon van ban lién quan
B Vin bn di Nguwi ky van ban (%) Ngui duyét vin ban (%)
Phan Binh Giang Phan Binh Giang v )
Khéng tim tha
Pon vi soan thao(") Can bd soan thao
Trung TAMCNTT & T v Pham Viét Huy v HSCV lién quan: {réng)

Vian ban co giri kem van ban giay




Ky so trén phan mém VNPT-iOffice

) Vin thu ky so (d6ng dau) vin ban:

Ky CA

Stt  File

1 VanBanGuiSo 30112017 _20171130020191106101550056 Signed.pdf Ky CA Token

2 VanBanGuiSo_30.11.2017.doc ‘ Ky CA Token ‘




Ky so trén phan mém VNPT-iOffice

] Vian thu ky so (dong dau) vin ban:

1| /2 Tl hémss Jthémngay [/ chonvitriky | @ Xacthc THIEP LAP KY SO
- Pé cung cfap dir liéu hién c6 trén hé lhf)ng HCM Egov Framework 2.0
ciia S Thing tin va Truyén thing cho VNPT Nghé An tir thing 82017 bao 80

gom 3221 viin ban dén, 2871 van ban di cu thé nhy sau:

+ Viin ban dén: 486 viin ban dén Vin phong So, 426 vin ban dén Trung
tim CNTT&TT, 758 viin bian dén Cong Thong tin dién tr con lai 1d viin ban dén
ca nhan trong co quan.

+ Vian ban di: 2335 van ban di tir Viin phong Sa, 150 vitn ban di o Trung
thm CNTT&TT, 76 viin ban di tir Cong Théng tin dién tr cdn lgi 1a viin ban di ur
ca nhan trong co quan.

- VNPT da chuyén doi dir liéu tir hé théng HCM sang VNPT-loffice tai

Thai gian phét hanh (Ngay - Thang - Nam)
06 - 11 - 2019 @~

dia chi  hup/suunghean voptioffice va/NanConnector/SoVanBan aspx  gbm T v
1054 vin ban dén vi 2473 van ban di tai hai 56 vin ban di, vin ban dén ma B Thém s5 céng vén
khong phin rd 13 di dén cia sd vin ban nda. [4] Thém ngay phat hanh céng van
- ¥ 50 siénh chi tiét ndi dung viin bin di chuyén ddi ¢6 khop véi ndi dung
viin ban trén hé thong cii cin phai ¢6 thén gian va kinh phi dé thye hién ndi dung D Thém thang phéat hanh cdéng van
nay.
Trén day 14 bio cho cia Trung tim CNTT&TT Nghé An vé vige chuyén [] Thém nam phét hanh céng van
i dir li¢u tir HOM sang VNPT-10ffice. .
Trin trong! @ Ky s6 16 chic
TM. GIAM
Neri nhin: PHO GI/
- Nlwr trén;
- Gitdm @b (bdo cdo).
- Luu VT,




Ky so trén phan mém VNPT-iOffice

) Vin thu ky so (d6ng dau) vin ban:

1. Chon mau chd ky

Dinco EEE—— @ -

Hién thi chii ky

ey 2019-11-06 10:25:43 +07:00

2. Kiém tra chding thu s6 nauidi ky:

- _m= - \/

C




Ky so trén phan mém VNPT-iOffice

- Van thu ky s6 (dong dau) van ban:
(1 tICL NO1 aung van ovan aa cnuycn aol €O Knop vol nor aung
‘cti can phai ¢6 thoi gian va kinh phi dé thuc hién néi dung

80

) . Thdi gian phét hanh (Ngay - Thang - Nam)
o cdo cua Trung tdm CNTT&TT Nghé An vé viéc chuyén 06 - 11 - 2019 @
ang VNPT-IOffice.

Tly chon ky s&

Thém s6 cdéng van

[] Thém ngay phét hanh céng van
[] Thém théng phét hanh cdng van
[C] Thém ndm phét hanh céng van
Ky s 6 chiic

HOAN THANH




Ky so trén phan mém VNPT-iOffice

) Vin thu ky so (d6ng dau) vin ban:

St Tén tap tin SialXoa CNTT Y|l congvan
VanBanGuiSo_30112017_20171130020191106103544004_Signe. .. Noi lwu ban chinh
1 VanBanGuiSo_30112017_20171130020191106101550056_Signe... | @ x Trung Tam CNTT & TT
2 VanBanGuiSo_30.11.2017 doc Za Han x ly
$6 ban phat hanh Cap do Cap do
_ ) Van ban lién quan: Ry
Thwong v Thuéng v
Nguwi ky van ban (%) Nguwdi duyét van ban (%) .
Khdng tim tha. ..
| | v
Porn vi soan thao(*) Can bé soan thao HSCV lién quan: {rdng}
Trung Tam CNTT & TT - v

|| Vén ban co guri kém van ban gidy
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