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1. Nguyén tic chung caa &ng dung Ky sé, kiém tra chir ky sé

- Ky s6 tai liéu: Cho phép nguoi dung ky dién tir 1én nhiéu dinh dang tai
liéu khac nhau (PDF, Word, Excel,...) bang chit ky sb.

- Kiém tra chir ky s0: Xac thuc tinh hop 1€ cua chit ky s6 trén tai liéu, dam
bao rang tai liéu chua bi thay doi sau khi ky.

- Quan Iy chirng thw chir ky s6: HO tro quan 1y va luu trit cac ching thu
chit ky s6, bao gdm cap phat, thu hdi va gia han.

- Bao mat thong tin: Su dung cic thudt todn ma hoa manh bdo toan an
toan theo phap luat vé tiéu chuan, quy chuan k¥ thuat.

- Tich hop véi cac hé thong: Kha ning tich hop voi cac phan mém va hé
thong quan 1y khac (ERP, CRM,...) dé tbi wu hoa quy trinh lam viéc.

- H0 tro da nén tang: Cung cap kha ning sir dung trén nhiéu thiét bi va
hé diéu hanh khac nhau (Windows, Mac, thiét bi di dong, 10S, adroid,...).

- Ghi nhén lich sir hoat ddng: Theo ddi va luu trit lich st ky va kiém tra
chit k¥, phuc vu cho viéc kiém toan k¥ thuat va kiém tra ky.

- Giao dién than thién: Thiét ké giao dién nguoi dung dé sir dung, giup
nguoi dung d& dang thuc hién cac thao tac ky va kiém tra ky.

- H? tro nhiéu dinh dang tai liéu: Kha nang ky va kiém tra Ky trén nhiéu
dinh dang tai liéu khac nhau.

- Ky s6 tir xa: Mot s6 phan mém cho phép ky s tir xa qua internet, gidp
tang tinh linh hoat cho nguo1 dung.

- Tuan tha quy dinh:

(1). V& yéu cau k¥ thuat ddi v6i phan mém ky sd, phan mém kiém tra chi
ky s6 dugc quy dinh tai Thong tu s6 22/2020/TT-BTTTT ngay 07/09/2020.

(2). V& hién thi thong tin chimg thu chit ky s6 tuan thii quy dinh Phu luc II
“Quy dinh ddi v6i truong thong tin trén ching thu sb cia thué bao” tai Thong tu
s6 04/2019/TT-BTTTT ngay 05/07/2019.

Nhitng tinh ndng nay gilp dam bao tinh toan ven, bao mat va xac thuc cho
ta1 liéu dién tir, déng thoi hd tro quy trinh lam vi¢c hi€u qua hon.

2. Péi twong lwa chon sir dung hwéng dan

Hudng dan nay la tai liéu tham khao cho co quan, t6 chirc, ca nhan lya chon
st dung phan mém ky s6, phan mém kiém tra chir ky sé trong giao dich dién tu;



6
cac To chic cung cép dich vu chang thuc chit ky s6; cac to chirc, ca nhan phéat
trién tng dung, st dung chit ky sd.

3. Nguyén tic thiét ké giao dién

3.1. Nguyén tic tong thé

- P§ phirc tap: Phan mém can ¢ giao dién tbi wu trai nghiém ngudi dung,
c4c chirc nang, nit bam dé thao tac, d& nhan biét duoc muc dich st dung.

- Hwéng dan sir dung phan mém dé doc, dé& hiéu: Nguoi ding méi thudng
gap kho khin trong viéc tim hiéu tinh nang phan mém nén can c6 huéng dan st dung
dé doc, d& hiéu, c6 hinh anh minh hoa, khuyén khich sir dung huéng dan bang video
nhiing tinh nang quan trong va dé dang tim kiém cac tinh ning khac.

- Tinh tdy bién: Cho phép ngudi ding tiy chinh giao dién tly bién ca thé
hoa theo so thich cua ban théan.

3.2. Nguyén tic thiét ké giao dién &ng dung

3.2.1. Nguyén tic co ban trong thiét ké giao dién

- D@ tiép can lam quen (Accessibility): D& lam quen cach st dung gidp
nguoi ding nhanh chéng bt dau sir dung phan mém do.

- Quen thugc véi ngwoi dung (Usability): Dung cac thuat ngir va khai
niém don gian, dé hiéu.

- Tinh nhét quan (Consistency): Can nhat quéan sao cho céc thao tac gan
giong nhau c6 thé kich hoat theo cting kiéu.

- Han ché gay ngac nhién (Principle of least astonishment): Ngudi ding
khong bi bat ngd bai cac thé hién trén giao dién tng dung.

- Khéi phuc thiét 1ap mic dinh (Reset settings): Nén co cac co ché cho
phép nguoi ding khoi phuc tinh trang hoat dong binh thuong sau khi gap 16i.

- Twong tac véi nguoi dung (Feedback): C6 phan hoi khi xay ra 16 va
cung cap céc tién ich tro gitp theo ngir canh.

- Nguoi dung da dang (User-centricity): Cung cip céc tién ich tuong tac
thich hop cho cac ngudi ding da dang trén céc hé théng khac nhau.

3.2.2. Thiét ké giao dién than thién

3.2.2.1. bat minh vao vi tri cia ngwdi st dung:

- Hiéu rd d6i twong va nhu cau cua ngudi ding.
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- Thiét ké dya trén trai nghiém thuc té cia nguoi ding, tir d6 t6i vu hoa
cac hanh vi va tuong tac.

3.2.2.2. Giam thiéu lwgng thong tin:

- T6i vu hoa giao dién dé giam thiéu luong thong tin ma nguoi ding can
nhé. St dung huéng dan, goi ¥ va to chac thong tin mot cach hop 1y dé nguoi
ding c6 thé dé dang tim kiém va truy cap.

- T6i wu héa giao dién cho cac nhom d6i twong khac nhau: Cé nhan, doanh
nghiép, to chirc, co quan nha nudc.

3.2.2.3. Thiét ké giao dién nhat quan:

- Duy tri tinh nhat quan trong cac yéu té thiét ké nhu mau séc, font chix, va
bé cuc.

- Giup ngudi ding dé dang lam quen va sir dung, tao cam giac tin cay va
chuyén nghiép.

4. Ngi dung khung hwéng dan sir dung phan mém ky va kiém tra chir
Ky s6

Huéng dan sir dung kém theo phan mém ky va kiém tra chit Ky can dam
bao tbi thiéu c6 cac noi dung nhu sau:

STT | Tén chirc nang MO ta Pham vi &p dung

4.1. Cai @it phan mém

Tai phan mém tir trang web
chinh thirc. Lam theo hudng | Nguoidung canhan,
dan cai dit dé hoan tit qua |doanh nghi¢p, co
trinh. quan nha nudc, Cac
T6 chiic cung cap
dich vu chang thuc
chir ky sb va céc To
chirc phét trién cung
cap ang dung Ky,
kiém tra chir ky so.

4.1.1 | Tai va cai dit

Mo phén mém va thuc hién
419 CAu hinh ban |cdu hinh ban dau, bao gém
T | dau viéc thém chimg thu chit ky s6

(néu can).




4.2. Pang nhap va Xac thuc

Mo phan mém va nhap thong

4.2.1 | bang nhap tin dang nhép (tén nguoi dung,
mat khau) néu can.
, ) Néu c6, chon chimg thu chir
Xéc thyc chimg |, , . ) Co
4.2.2 Ky s0 tir danh sach va nhap mat

chir ky thu sd

khau bao v¢ dé xac thuc.

Nguoi dung ca nhan,
doanh nghiép, co
quan nha nudc, Cac
T6 chuc cung cép
dich vu chung thuc
chix ky sé va cac T
chirc phaét trién cung
cap ung dung Ky,
kiém tra chit ky so.

4.3. Ky Chir ky s6

43.1

Chon ta1 li€u

- Nhan vao nat "Ky" hodc "Tai
tai ligu".

- Chon tai liéu can ky tir may
tinh hoac tir cac dich vu luu trix

dam may (néu hd tro).

4.3.2

Thém théng tin

ky (néu co)

Nhap 1y do ky, ngay ky, hoac
thong tin b sung khac theo

yéu cau.

4.3.3

Ky tai lidu

- Nhan niit "Ky" va cho phan
mém thuc hién ky chir ky sb.

- Xem thong bao xac nhan khi
ky thanh cong.

4.3.4

Luu tai liéu

Tai liéu da ky s€ dugc luu tu
dong hoac yéu cau ban chon vi

tri luu.

Nguoi dung ca nhan,
doanh nghiép, co
quan nha nudc, cac
T6 chuc cung cép
dich vu chung thuc
chit ky s6 va cac To
chic phat trién cung
cap tng dung kY,
kiém tra chit ky s.

4.4, Kiém tra Chir ky so




- Nhap vao nut "Kiém tra chir

Chon tai liéu | ky" hodc "Tai tai ligu".
tad can kiém tra - Chon tai liéu di ky ma ban
mudn kiém tra.
Thuec hién kiém | - Nhan nat “Kiém tra”.
442 tra - Cho két qua kiém tra.
- Phan mém s& hién thj thong
bao trang thai (hop 1€, khong
hop 18) va thong tin chi tiét vé
, chir ky.
4.4.3 | Xem két qua

- Néu khong hop 18, hiy xem
Iy do khong hop 1€ va thuc
hién cic budc can thiét dé

khic phuc.

Nguoi dung ca nhan,
doanh nghi¢p, co
quan nha nudc, CAc
T6 chuc cung cép
dich vu chang thuc
chit ky s6 va cac To
chic phat trién cung
cap tng dung ky,
kiém tra chit ky so.

4.5. Quan ly Chirng thu chir ky s6

451

Thém
thu chit ky sd

ching

- Truy cap phan “Quan ly
chtng thu chit ky s6”.

- Chon tuy chon dé 9hem
chung thu méi va lam theo
huéng dan.

45.2

Xoba hoac chinh
sta chung thu
chit ky 6

- Trong danh sach chimg thu
chit ky sb, chon chimg thu
muén x6a hodc chinh stra.

- Thuc hi¢n thao tac tuong

ung.

Nguoi dung ca nhan,
doanh nghiép, co
quan nha nudc, Cac
T6 chuc cung cép
dich vu chang thuc
chir ky sé va cac To
chirc phét trién cung
cap tng dung kY,
kiém tra chit ky s.

4.6. H6 tro va Tai liéu
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Tim kiém tai liéu huéng dan

461 Truy cdp tai |hodc FAQ trong phin mém
"7 |liéu huéng din | hodc trén trang web chinh
thtrc.

Néu gap van de, su dung hé¢
46.2 |Liénhé hdtro |thdng hd tro (chat, email,

hotline) dé nhan trg gitip.

Pa ngdn ngit phu hop véi doi
4.6.3 | Ngon nglr Son st p op

tugng khach hang huéng dén

Nguoi dung ca nhan,
doanh nghi¢p, co
quan nha nudc, CAC
T6 chac cung cap
dich vu chang thuc
chix ky sé va cac To
chic phat trién cung
cap tng dung ky,
kiém tra chit ky so.

4.7. Cap nhat phan mém

Kiém tra cap

Thuong xuyén kiém tra phan

mém dé nhan ban cip nhat

Nguoi dung ca nhan,
doanh nghiép, co
quan nha nudc, cac
T6 chac cung cap
dich vu chung thuc
chir ky sb va céc T
chic phat trién cung
cap ung dung ky,
kiém tra chit ky s.

4.7.1 . T U
nhat moi, cai tién bao mat va tinh
nang.
A L Lam theo huéng dan dé cap
Cép nhat dinh A \ \ o
4.7.2 K nhat phan mém khi c6 phién
Y ban méi.
*Luu y:

- Bdo mdt thong tin: Pam bdo khong chia sé thong tin dang nhdp va midt
khdu cho nguoi khac.

- Sao lwu tai lieu: Luon sao luu dir liéu quan trong dé tranh mat di liéu.
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5. Thiét ké cu thé chirc niing trén giao dién phan mém ky sé va kiém
tra chix ky so

STT

Tén chirc nang

MO ta

Pham vi ap
dung yéu cau

5.1. Chirc nang trén giao

dién ngwoi dung (Ul)

Str dung bd cuc rd rang va logic,

Thiét ké truc | . o N
51.1 uan giap nguoi dung de dang tim thay
“ cac chtc nang chinh.
., .. . |Chon mau sic va kiéu chir dé doc, | |
Mau sac va kiéu i ., . .. | To chuac, ca
512 _ tao cam giac thoai mai cho nguoi i i
chix \ . Leo 2 nhan phat
dung. Tranh sy roi mat. N
trién ung
Sir dung biéu twong truc quan dé dai du‘ng, p’hén
512 Bidu twong va | dién cho céc chirc ning (ky, kidm | MEMKY so.
"7 | hinh anh tra, tai 1én) dé nguoi dung dé dang
nhan dién.
Ho trg da ngon ngir trén giao dién
5.1.4 | Ngon ngir phi hop véi dbi twong st dung
huéng dén
5.2. Nguyén tic dam bao cho trai nghiém ngudi ding (UX)
< Cung cap huéng dan rd rang vé
Huong dan sa | | J : P g \ g;
52.1 dun cach st dung phan mém, bao gom
u x , 2 ., .
ok video huéng dan va tai ligu chi tiét. | To chic, ca
nhan phat
Cung cp phan hai ngay lap tic cho | 11eN UNg
522 | Phan hai tc thi cac hanh dong cua nguoi dung (nhu du‘ng, p’han
2. an hol tu T A A vy oA
thong bao khi ky thanh cong hogc | MEM KY 0.
13i).
5.2.3 | Giam tai bo nhé | Thiét ké dé giam thiéu théng tin ma
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ngudi dung can nhé. St dung céc
mau va goi y khi can thiét.

5.3. Chirc ning Ky s6 trén giao dién nguoi dung

Chon tai lieu dé

Cho phép ngudi ding dé dang chon

5.3.1 4 tai liéu can ky tir may tinh hoic céc
J ngudn luu trir khéc.
HO tro nguoi dung quan ly céc
530 Quan ly chang | chiung thu chit ky s6 (nhu thém,
" Ithuchirky s6 | x6a, va xem thong tin chimg thu) | To chuc, ca
mat cach dé dang. nhan  phat
Yéu cau nhap mat khau hoic ma trien u:r:g
S PIN 10 rang va an toan, nhung du‘ng, p’han
5.3.3 | Bao mat A . L .. | mémky so.
khong gay kho chiu cho nguoi
dung.
534 Chit ky sé tly |HS tro ngudi ding tu thiét ké chir
" | chinh ky hoic chon file anh tai 1én.
5.4. Chirc niing kiém tra chir ky sé
: Cung cép tinh ning kiém tra chit ky
Kiém tra tu A’gAp ,.,gA ,N\y
541 don so tu dong véicacthongbaordrang | 14 chac. ca
0 ; . A ’
N9 vé trang thai (hop I, khong hop 1€). | nhan phét
trién g
| Hién thi thong tin chi tiét v& chi ky | dung,  phan
Thong tin chi | . N _ Lo o | mém Ky sd
54.2 it S0, bao gom ngay ky, nguoi Ky va '
€ T
ching thu chir ky so6 lién quan.
5.5. Nguyén tic cho kha niing tiép can
55.1 | Thiétké dap g Dflm b-a.f) ph?l,n mem ,hoa,t dong tot TOA chue, c/a
trén nhiéeu thiet bi (may tinh, tablet, | nhan phat
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smartphone) va trinh duyét khac
nhau.

5.5.2

Cong cu hd tro

bam bao tuong thich vai cac cong
cu hd tro cho nguoi khuyét tat, nhu
trinh doc man hinh.

trién ing
dung, phan
mém Ky sd.

5.6. Nguyén tic cho cong viéc bao tri va hd tro

Cung cap hé thdng hd trg nguoi

T6 chtc, ca

5.6.1 | H¢ thong hd trg | ding hiéu qua, nhu FAQ, live chat | ,
< WX A . nhan phat
hoac ho trg qua dién thoai. B
trién ung
Pam bao phan mém dugc cap nhat du‘ng, ] p’han
n n . . < 2R z Xe o n s sk mémky56
£ 6.2 Cap nhat dinh | dinh ky dé khac phuc loi va cai tieén
T ky tinh nang, dong thoi théng bao cho
ngudi ding vé cac thay doi.
5.7. Can c6 két qua thir nghiém nguoi dung
_ Tién hanh thir nghiém véi nguoi
Thuyc hién tha | . ) R .
57.1 ~ahiam dung thyc te dé thu thap phanhoiva | T6 chuac, ca
¢ \ o .
gnis diéu chinh thiét ke cho phu hop. nhan phat
trien g
Str dung phan tich dir liéu dé theo |dung, phan
5.7.2 | Phantichdit liéu | d&i hanh vi ciia nguoi dung va tim | mém ky sé.

ra nhitng diém can cai thién.

6. Nguyén tac thiét ké hién thi chir ky so6 trén thong diép dix liéu

6.1. Hinh thic chir ky so ciia ngwoi c6 tham quyén ky trén thong diép
dir ligu

- Vi tri: Tai vi tri ky ctia ngudi ¢ tham quyén ky ban hanh trén thong diép

di liéu.

- Hinh anh: Chit ky caa ngudi ¢ tham quyén trén van ban gidy, mau xanh,
dinh dang (.png).
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6.2. Hinh thitc chir ky s6 ciia co quan, t6 chicc ban hanh trén théng diép
dir ligu

- Vi tri: Tram 1én khoang 1/3 chir ky caa ngudi ¢ tham quyén vé phia bén tréi;

- Hinh anh: DAu ctia co quan, t6 chtc ban hanh van ban, mau do, kich thudc
bang kich thudc thuc té cua dau, dinh dang (.png);

- Théng tin: Tén co quan, t6 chuc, thoi gian ky (ngay, thang, nam; gid,
pht, gidy; mai gio Viét Nam theo Tiéu chuan 1SO 8601).

6.3. Hinh thirc chir ky sb ciia co’ quan, té chic thwc hién s6 hoa trén tai
liéu s6 héa dé xir ly cong viéc hé thong

- Vi tri: GAc trén, bén phai, trang dau vin ban;

- Hinh anh: D4u co quan, t6 chic s6 hoa vian ban, mau do, kich thudc bang
kich thudc thyc té cia dau, dinh dang Portable Network Graphics(.png);

- Théng tin: Tén co quan, to chic, thoi gian ky (ngay; thang; niam; gio;
pht; gidy; mui gio Viét Nam theo tiéu chuan 1SO 8601).

7. Mau hién thi chir ky so6 trén thong diép dir liéu

7.1. V& hinh thikc va thong tin hién thi caa chir ky s6 trén théng diép
dir ligu

7.1.1. Mu hién thi chir Ky s6 cho té chirc

Digitally signed

Py by Céng ty Cé
gL~ 5 phan
3 ,;,l. <) 5
N Date: 2020.03.28
08:15:20 +07'00'
Ky bot: CONG TYCO PHAN
Ky ngay: 1109
Digitally signed
CC)N(;T’ by CONG TY CO
TYCO  phAn
- Date:
PHAN 20200327
13:35:19
+07'00'

Hinh 1: Mdu hién th; chiz ky sé cua Té chirc
— Hinh anh chit ky s6: Hinh anh dai dién cho chix ky s6 Doanh nghiép/T6
chtc/Co quan phai 1a mau con dau mau doé caa Doanh nghiép. Du 1a hinh anh
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nhung chit ky s6 6 gi tri phap ly twong duong véi con dau, nén kich thudc hinh
anh dai dién phai bang véi kich thudc that caa con dau & ngoai doi va duogc luu
dudi dinh dang duoi .png (Portable Network Graphics).

— Théng tin chit ky sé: Chit ky s6 hop 18 phai hién thi day du tén Doanh
nghiép/Té chirc/Co quan, thai gian ky (ghi cu thé ngdy; thang; nam; gio; phut;
gidy: muai gio Viét Nam theo tiéu chuan 1SO 8601).

7.1.2. MAu hién thi chix ky s6 cho ca nhan trong Té chirc

Digitally signed
Duong by Duong Minh

. Do
M n h DZte:
A 2020.04.17
DO 17:46:54 +07'00"
Duong

Minh D¢ &5
TC

Hinh 2: Mdu hién th; chéz ky sé cia ca nhan trong Té chiic
- Phép luat quy dinh vin ban can c6 chit ky thi ky bang chir ky s6 ciia ca nhan.
- Duing trong céc giao dich cua to chic theo phan cong chirc ning quyén
han ciia Doanh nghiép/T6 chirc/Co quan.
7.1.3. Miu hién thi chir ky s6 cho c& nhan

“ il Digitally signed
b L by l?ham Minh
> e Hué
Date: 2020.04.016
Pham Minh Hué 17:50:25 +07'00'

/._\) |'\_/Q‘7{.Lf-'

-l
Hinh 3: Mau hién th; chiz ky sé cua ca nhan
— Hinh anh chit ky s6: Hinh anh dai dién cho chix ky s6 caa méi c& nhan 1a chix
ky tay cuia nguoi ky, c6 mau xanh, dugc luu va hién thi dudi dinh dang dudi .png.

— Théng tin chit ky sb: Chir ky sé ca nhan khéng yéu cau thong tin cua
ngudi ky nén chi can hién thi hinh anh chix ky hop 1€ 1a ¢é thé st dung duoc.

7.1.4. MAu chirng thw chir ky s6 hop 1¢
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Chung thu chit ky sb hop 18 1a khi bAm vao chit ky s trén vin ban s& hién
thi théng tin chi tiét nhu sau:
Té chirc Ci nhin trong tb chirc C4 nhin

. Centicate o Cesticate
|
Genersl Delafs  Cersficaton Path Genersl Detals  Carsfcaton Pt { Gonarsl | R Carticaten ol

Pow: <A | Pon o

Son >

Sqranse hash slgonte halte

ema

Vet o Wednesday, February 2, 20
| Vot w Saturday, February 34, 2023

I sutect 091
i by a )
A

Cooy 8 MNe Copy 2o Pl |

=] = L=
Hinh 4: Mdu chitng thu chit Ky $6 hop 16

7.2. V@ vi tri cia chir ky sé trén thong diép dir liéu

Déi véi chir ky sb ca nhan, cach thic ky s& don gian tuong ty nhu khi ky
trén van ban gidy. Ngudi dung c6 trach nhiém dat chix ky s6 tai vi tri dugc yéu
cau ky bang tham quyén cua minh.

Con ddi véi chix ky s6 Doanh nghiép/T6 chic/Co quan, vi tri caa chit ky sb
can tuan tha theo cac nguyén tic nhu sau:

- Béi véi thong diép dir liéu nhan (thdng diép dit liéu dén) dudi dang dién
ttr da duoc ky sé boi bén phat hanh thdng diép di liéu, Doanh nghiép, Co quan s&
khong can phai Ky so.

- Béi véi thong diép dir liéu nhan 1a dang gidy nhung duoc dién tir hoa
thanh van ban sé thi Doanh nghiép, Co quan s& ky s6 & goc trén bén phai tai trang
dau tién cta van ban.

- Péi véi théng diep dix liéu gui (thdng diép dix lidu di) c6 day dua chit ky
s6 ¢4 nhan cua lanh dao 1an chir ky sé6 Doanh nghiép/Co quan: chix ky sé Doanh
nghiép/Co quan s& duoc ky de 1én 1 khoang c6 ty Ié bang 1/3 chit ky sé c& nhan
cua lanh dao vé phia bén trai.

- Pdi vai théng diép dir liéu guri duoc dién tir hoa tir vian ban gidy da cé chir
ky tay cua lanh dao va con dau caa Co quan: chix ky sé Doanh nghiép/Té chic/Co
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quan sé& duoc ky ¢ goc trén cing bén tay phai cua trang dau tién trong thong diép
dir liéu.

1. DPOI VOI VAN BAN DEN

Y BAN NHAN DAN CONG HOA XA HOI CHU NGHIA VIET NAM
TINH KHANH HOA Doe lp - Ty do— Hynh phic
sé: 2955 UBND-KT Khinh Hoa, ngdy 01.thing i ndm 2019

11. POI VOI VAN BAN DI

Miiu chir ky sé
cé nhin

Nguyln Vin A

2. Hién thj hinh anh va thong tin theo chiéu ngang
Nev vl KT. GIAM DOC
PHO GIAM DOC

x o
Miu chir ky so S& Théng tin va
trén van ban di 5

Truyén théng

dang © ~ Tinh Khanh Hoa
dhy . -/ 16.04.2019
b1a va % 3405 +07:00
chir ky s cor 3. Hién thi hinh anh va thong tin theo chiéu doc
quan, to chire | g KT. GIAM DOC

PHO GIAM POC

Hinh 5: Mdu céc chiz ky so trong timg triong hop

7.3. Quy trinh hién thi chix ky sé trén thong diép dir liéu

7.3.1. Pdi v6i nguoi giri

- Moi thong diép dix liéu ma Doanh nghiép/Té chirc/Co quan giri di ¢d Ky s6
thi nén dang ky vao Heé thong Quan Iy thong diép dix liéu co ky sé va diéu hanh (Hé
théng quan Iy thdng diép dix liéu 1a Hé théng quan ly théng diép dir lieu va diéu
hanh c6 chiic niang quan ly ho so dién tir trong qué trinh xir Iy cng viéc cua cac
Doanh nghiép/Co quan/T6 chirc) néu c. Truong hop khdng cé Hé thong Quan ly
thong diép dir liéu cd ky sé va diéu hanh thi can ¢ phuong an quan Iy dam bao
thong diép dix liéu ky sb co thé truy cap va st dung duoc dudi dang hoan chinh.

- Néu thong diép guri 1a théng diép di liéu thi phai c6 day da dong thoi chix
ky s6 ca nhan caa lanh dao Doanh nghiép/T6 chirc/Co quan va chir ky s6 cia Doanh
nghiép/To6 chuc/Co quan d6. Con néu thdng diép giri la ban gidy duoc dién tir hoa
thi chi can cd chir ky s6 cua Doanh nghiép/T6 chic/Co quan phat hanh ban giay.

- Chir ky sb duoc ky trén thong diép dit liéu phai dam bao chinh xac vé mit
hinh thirc va théng tin nhu d¢a huéng dan trong muc 7.1 phia trén.

Lwu y: Thoi gian hién thi trén chit ky sé caa Doanh nghiép/Té chic/Co
quan phai trung khép vai thoi gian ma thong diép dir liéu dugc ban hanh.

7.3.2. Poi véi thong diép dir liéu nhin
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- Moi théng diép dit liéu ma Doanh nghiép/T6 chirc/Co quan nhan dugc
phai dugc ky s thi nén cé khi ding ky vao Hé théng Quan ly thong diép dit liéu
va diéu hanh néu c6. Truong hop khong cé Hé théng Quan Iy thong diép dix lidu
c6 ky s6 va diéu hanh thi can c6 phuong an quan Iy dam bao théng diép dit liu
ky s6 c6 thé truy cap va sir dung duoc dudi dang hoan chinh.

- Céc Doanh nghiép/T6 chic/Co quan c6 quyén khdng tiép nhan céc thdng
diép dix liéu chua duge ky s theo quy dinh. Bong thai phai co trach nhiém théng
bao vé noi thong diép dir liéu duoc gui di vé viéc tir chéi tiép nhan théng diép dir
liéu nham kiém tra, ra soat dé khong bi thiéu sot trong khau phat hanh théng diép
dur liéu.

- Doi v6i thdng diép dir liéu nhan 14 ban gidy da duoc dién tir hda va ky so
bai Doanh nghiép/Co quan phéat hanh:

Doanh nghiép/T6 chiic/Co quan nhan thong diép di liéu phai kiém tra chit
ky s theo quy dinh tai Thong tu 22/2020/TT-BTTTT.

Néu kiém tra thay chung thuv s6 hop I¢ thi thong diép dix liéu s& duoc tiép
nhan va cap nhat vao hé thong quan ly thong diép dit liéu va diéu hanh. Truong
hop khdng c6 Hé théng Quan ly thong diép dir liéu c6 ky s6 va diéu hanh thi can
c6 phuwong an quan ly dam bao théng diép dir liéu ky sb cd thé truy cap va sir dung
duoc dudi dang hoan chinh,

Néu chir ky sé khéng hop 1é hoic khdng dang théng tin trén théng diép dit
licu thi phai théng bao cho Cé& nhan/Doanh nghiép/To chirc/Co quan giri théng
diép di liéu d@é tién hanh giai quyét.

S o = =4 heE S U = T [ 4

nhau va co hiéu lwc tir ngay ky.

PAI DIEN BEN A PAI DIEN BEN B
GIAM POC GIAM BOC )
Digitally signed by CONG TY TNHH GIA CONG R e e

CO KHI

DN: C=VN, SleNH DONG NAI, CN=CONG TY
TNHH GIA CONG CO KHI
01D.0.9.2342.19200300.100.1.1=MST:3603713302
Location: Bién Hoa - Dong Nai

DN: E=info@mip.vn,
0I1D.0.9.2342.19200300.100.1.1=
MST:3602481673, CN=CONG TY
TNHH

L=Bién Hoa, S=DONG NAI, C=VN
Reason: Hop ddng héa don dién
t

Date: 2020-04-06,16:47:06 " h‘ Date: 2020-04-06 16:41:04
LE BUC MINH CHAU PHUNG MINH TUAN
iVA-I; Trang | 5

Hinh 6: Mau ky sé hop dong dién tir qiri cho khéch hang va co quan Thué

— Pi vai thong diép nhan 1a ban gidy:
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Doanh nghiép/Té chic/Co quan nhan ban gidy s& dién tir hda ban giay da
dugc Ky trén gidy (Scan), sau do ky sb bang chir ky sé cua Doanh nghiép/T6
chtic/Co quan Ién trudc khi nhap théng diép dit liéu d6 vao Hé théng quan ly
thong diép dir liéu va didu hanh (néu c6) hoic truong hop khong c6 Hé théng
Quan ly théng diép dir liéu c6 ky sb va diéu hanh thi can c6 phuong an quan ly
dam bao thong diép dix liéu ky s c6 thé truy cap va sir dung duoc dudi dang hoan
chinh. Hinh thirc, théng tin va vi tri cua chit ky s6 phai duoc 1am theo dung huéng
dan da quy dinh phia trén.

8. Khuyén nghi chung cho giao dién wng dung ky sé va kiém tra chir
Ky s6

Cac nha phat trién, cung cap ung dung ky s va kiém tra chit ky s6 nén chd
trong dén thiét ké giao dién va trai nghiém nguoi dung dé gitp nguoi dung dé
dang str dung chir ky s6. Viéc don gian hoa giao dién, cung cip ché d6 hudng dan
va tinh ning tiy chinh s& gitp ting cudng su hai 10ng ctia ngudi dung va khuyén
khich viéc ap dung rong rai hon.

8.1. Giao dién than thién va truc quan

- Thiét ké don gian: Str dung b cyc rd rang véi cac nat bam 16n, dé nhin.
Str dung mau sac hai hoa dé d& dang phan biét cac chirc ning.

- Ché @ hwéng dan: Tich hop ché do huéng dan timg budc cho nguoi
dung méi, véi video hoic hudng dan truc quan.

- Cau héi thwong gip (FAQ): Tich hop phan FAQ dé ngudi ding cé the
tu giai quyét cac van dé co ban.

8.2. Tuy chinh giao dién

- Giao dién tly chinh: Cho phép ngudi dung thay doi b cuc va cac muc
hién thi trén man hinh chinh theo nhu cau.

- Mau sic va chi dé: Cung cap céc chi dé mau sic khac nhau dé nguoi
dung lua chon, gitp cai thién trai nghiém ca nhan héa.

8.3. Tinh nang thong minh

- Tw ddng hoan thanh: Cung cép tinh nang goi y hoic tu dong hoan thanh
thong tin khi ky tai liéu.

- Théng bé&o va nhic nhé: Tich hop théng bao cho céc hoat dong quan
trong nhu hét han chimg thu chit ky so.
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- Pién tw dong thong tin: Tu dong dién thong tin can thiét (nhu tén, ngay
thang) khi ky tai liéu dé tiét kiém thoi gian.

8.4. Quy trinh ky sé don gian

- Chi can mdt vai bude: Quy trinh ky sd chi nén bao gom vai budc don
gian nhu chon tai liéu, nhdp mat khau va nhan nat "Ky".

- Ky nhanh: C6 tuy chon ky s6 nhanh cho cac tai liéu d3 duoc xac dinh trude.

8.5. Kiém tra chir ky sé dé dang

- Mot nit bAm dé kiém tra: Tich hop chirc ning kiém tra chir ky s chi
bang mot niit bam dé dé dang xac minh tinh hop 1¢ cua chit ky.

8.6. Hb tro' da dang dinh dang tai liéu

- HJ tro nhiéu loai file: Phin mém nén c6 kha ning ky trén nhiéu dinh
dang tai liéu khac nhau (PDF, Word, Excel, XML,...).

8.7. Tinh nang bao mat

- Mt khau va xac thue da yéu t6: Pam bao an toan bang cach yéu cau
mat khau va co thé 13 xac thuc qua SMS, tmg dung hoidc nhan dién khudn mit.

- Quan ly chirng thw chix ky s6 dé dang: Ngudi dung co thé dé dang xem,
thém hodc x6a ching thu chit ky s6 ctia minh.

8.8. Hb tro tich hop

- Cung cap SDK/API m¢ dé hd tro viée tich hop véi hé théng ERP, CRM
hodc tmg dung bén thir ba;

- Cho phép plugin trinh duyét dé ky truc tiép trén cac trang web

8.9. D& dang cai dit va cap nhat

- Cai diit nhanh chéng: Qua trinh cai dit phan mém can don gian, khong
yéu cau qua nhiéu budc.

- Cap nhit ty dong: Tinh ning tu dong cap nhat phan mém gitip nguoi
dung ludn sir dung phién ban méi nhat ma khong can thao tac thi cong.

8.10. Hb trg khach hang tan tinh

- Dich vu hd trog' nhanh chéng: C6 kénh hd tro truc tuyén hodc qua dién
thoai sin sang giai dap thic mac khi can.

- Hwéng din chi tiét trén website ciia nha cung cap ing dung: Cung cap
tai liéu huong dan chi tiét va video trén trang web, gitip ngudi ding tu tim hiéu.
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