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HUGNG DAN CHUC NANG CHUNG THUC BAN SAO PIEN TU

Buoce 1. Cai dat ph?m mém ky s0 \
VGCA

- Open trang web https://dichvucong.ca.gov.vn/ > Tai
tai nguyén > Chon phdn mém, céng cu

- Thuc hién tdi cdc phan mém, céng cu khoanh dé nhu
hinh

m CUC CHUN JC SO VA BAO MAT THONG TIN +2 BANCKY 5] oiNcNHAP

CONG DICH VU CONG I TUYEN

TRANG CHU TINTUPC  DICH VU CHUNG THUC CKS  TRACPUHO SO TAITAINGUYEN PHANCAPDICHVU HUONGDAN LIENHE

CHIA SE TAI NGUYEN PHAN MEM

o 3 i ot e Kich
!J, - #  Am Tén tai nguyén b
x Kk
— 12235 S
v L 1 D Trinh diu khién thiét bi USB Token BitdID o
&'® o Phanmém, cong cu
om0
5 - Phin mém didu khién méy tinh to 113 )
© dn mém didu khién may tinh tir xa Ve ®
Chifng thie 86 va CRL
—— N 5 . " £ b Y 3
3 © Céng cu hé tror khéi phuc thiét bi luru khaa bi mat ;‘;g @)
S e .
2 vanbanquy pham pap luat 015
> ] 4 Eﬁ Trinh diéu khién thiét bi - TokenManager Ve
5 o B4 cong ey hd trg tich hop chiv kj s theo quy dinh tai N 30/2020/ND-CP 1353
€ 9 op chi ky quy dinh ta ME
6 S Bocdngeu hd tro tich hop ky sb trén thidt bi di d6ng st dung SIN-PKI 543 @
© 6 cing cu hé tro tich hop kj sb trén thidt bi di ddng sir dung SIN- e ®
7 © Hu6ng din st dung gidi phap ky sé 1ap trung f:;' @)
s N Phdn mém vSignPDF hé tro ky s6 va xdc thyc tai liéu dién tir dinh dang PDF, trién khai cho co quan Dang va Nha 868 @
D e mB 1=
9 lE=n) Gong cu hé ro cai dat ching thur s6 CA i:ﬂ o8 @)
© Ban quyén thudc v& Cuc Chieng thurc s6 va B3o mat théng tin @ L6 CN27A, Knu cong nghé cao Hoa Lac, Thach That, Ha NOi e (024) 3773 8668 B4 ca@bcy.gov.vn

- Thuc hién cai dgt phdn mém vua download

E VGCASignService_v2.0.37.zip 11/26/2024 10:21 AM WinRAR ZIP archive
E VGCAVT Installerzip 11/26/2024 10:21 AM WinRAR ZIP archive
@ Trinh-dieu-khien-thiet-bi-BitdID.zip 11/26/2024 10:20 AM WinRAR ZIP archive
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https://dichvucong.ca.gov.vn/

HUGNG DAN CHUC NANG CHUNG THUC BAN SAO PIEN TU

Bwéc 2. Cau hinh mau chir ky

/— Click chuét phai vao biéu tugng VGCA Sign Service >
Chon Cdu hinh hé théng

Thiwg e
C AN CTECA

- M& popup cdu hinh hé théng

A [CONG CU KV 50 THEQ NGHI BINH 530 30/2020/ND-CP ] *
CAU HINH HE THONG
{ Dich vy chiing thuc | Hign thi chii ky trén PDF  Chil kyj s8

[ 50 dung dich vu cap du théi gian (TSA)

Dia chi http:/tsa.ca.gov.vn

S0 dung dich vu kigm tra chiing thud s& tnic tuyén

Dich vu kiém tra chiing thu s tnic tuyén
Cha phép kiém tra chiing thu s& ngudi ky qua OCSP

Buding dan danh s&ch ehiing thu bi thu héi (CRLs): Thém Xéa




HUGNG DAN CHUC NANG CHUNG THUC BAN SAO PIEN TU

Bwéc 2. Cau hinh mau chir ky

[Tgo mau chit ky méi
- Nhdap tén mau, logi chir ky, Ho va Tén

- Hién thi chir ky chon la hinh anh => click chuét phai vao
khung dnh => chon thay dnh => tai dnh cua lanh dao
|én

- Muc dé réng va dd cao: Thuong dé la 150 va 150 =>
tuy theo chii ky cua l&nh dao ma cé thé dé khac di

¥ [CONG CU KY SO THEQ NGHI PINH 54 30/2020/ND-CP | *

CAU HINH HE THONG

Dich vu ching thue  Hign thi chil ky tén PDF  Chii ky s5

QUAN LY MAU CHU KY: | Tao mauméi.. v
Ténmdu: [Ky nhay Loai chijkj: | M&u chil kit c& nhan v
Hién thi chil ky
(O) Hinh anh & thong tin
0 vy
@® Hinh anh A
() Théng tin e
Nhan thang tin Email Cd quan Thadi gian ky

Vitri & Kich thudc chll kj mic dinh
Trang dau w Vitri: | Géc trén bén trdi ~ Cii chil: |I|

Ho&c trang: 1 B réng: lII Bé cao: lII

Théng tin xac dinh wi tri ky

Ho va tén ngudi ky: |Ngw§n Manh Cuiging| | Théng tin bé sung: |

[ M&u chil kyf mic dinh Xéamau

Luiu Béng

Click Luu dé luu mau chir ky




HUGNG DAN CHUC NANG CHUNG THUC BAN SAO PIEN TU

Bwéc 3. Cau hinh TTHC b so

Chirng thuc ban sao dién tir tir ban
chinh

[

Thém mai S6 chiang thuc dién tu.

Ddng nhdp vao tai khoan quan tri> Quan tri> Danh muc
don vi> Danh muc quan ly bd s6 > Danh muc sé ching
thuc dién tu

Vao Thém mai bd sb

HE THONG THONG TIN GIAI QUYET THU TUC HANH CHINH
THANH PHO HA NOI




HUGNG DAN CHUC NANG CHUNG THUC BAN SAO PIEN TU

Buéc 4.1 Can b tiép nhan ho so
cua cOng dan gt truc tuyéen

[Truéng hop ho so Chung thuc dién tir dugc cong dén nép

hé so truc tuyén.

- Cdan b truy cdp man Tiép nhén hd so qua mang

- Cdan bd click vao mé& hd so > Chon chi tiét

- Hién thi man hinh chi tiét hé so gém théng tin hé so
ching thuc va danh sdch thanh phan ho so cé tén gidy
td gidng tén thanh phan hé so.

- Hién thi chinh xdc s6 ban va sé trang/ ban cua tai liéu
dinh kém. Tu déng sinh s& ching thuc dé phuc vu ky sé

- Cdn bo thuc hién luu va in phiéu hen >> Click
“chuyén” hd so cho can bd tham dinh




HUGNG DAN CHUC NANG CHUNG THUC BAN SAO PIEN TU

Buéc 4.2 Can b tiép nhan ho so
truc tiép

[Truéng hop céng dén dén truc ti€p ndp hé so Chung thuc

- Cdan bd truy cdp chic nang Tiép nhén hd so

- Cdn bo tao hé so don > Nhdp théng tin tqi cdc truong
bét budc

- Tai muc danh sach thanh phan hé so thuc hién dinh
kém file (sau khi dd scan file ma céng dan ndp truc tiép)

- Taqi muc thong tin hé so ching thuc, cdn b6 nhap tén
gidy to; s6 ban; sé trang/ban > click vao tinh tién/cdp
s6 chung thuc dé sinh sé ching thuc tu déng

- Cdn bo thuc hién luu va in phiéu hen >> Click
“chuyén” hé sa cho cdn bd tham dinh




HUGNG DAN CHUC NANG CHUNG THUC BAN SAO PIEN TU

Buéc 5. Can b tham dinh ho so

/ Truy cép man Tham dinh hé so/Thu ly hé so

- Cdn bdé nhén hé so va click ma hé so >Chon chiic ndng
“Xl], Iy”

- Hién thi man hinh Xu ly. Tai muc danh sach hé so kém
theo cdn bo click vao ky sé >> Chon vi tri ky va thuc
hién ky s6 >> Nhan hodan thanh

Thi tye ndnh chinh  Thi tyc chirng Iyc vl ban knai Andn of sdn ma ai sdn 1 adng san, quydn sira aung alt, nhd &

Ngubi Gimg én FFT_TEST Ngay ondn 0911212024
MEhbso H26.46.31-241209-0007 Ngay hen trd 11/12/2024
Quitinn g Nndn két qud bin gidy

Ho 1én ngudi Oy quyda Ny thing ném sinh ®
sé gyt Quan b v ngudi duge by quyén
T8 enire ity quydn
GCH DKKD Tén 16 ehire

M 58 thud ©ia chi ty s&

ha e em
chi Bén 22 [H oty w( c:ng = el ,Z hoa
q  Bin sa0 gidy 1 iy thin con gid 1 s dung cila ngudi ydu chu chiing thirc (udittrinh bdn chin 66 8 chiéu) 0 1 o B & .
Nguyén Manh Cung - - 09/12/2024 14:15:30 - Chmg ther 88 cén hiu e -

Ndi dung chuyin uir § budcrude =
Ni dung i 1
Ly oowd
Didn gii

M [CONG U KV 56 30/2020ND-CP n_21_11_2024_09.02_06 ¢

®0»Gir 0@ RBEC

Chitng tze ban sao ding v01 bin chinh

S chimg thye: $1/DT Quyén sb: Chitmg thye ban sa0 dién tis - SCTDT/2024-SCTDT/BS
Nigly 9 thing 12 nim 2024

i ligu 8 duge chimg thyc dién tr

0



HUGNG DAN CHUC NANG CHUNG THUC BAN SAO DIEN TU

Buéc 5. Can bo tham dinh ho so

[ Sau khi hoan thanh ky sé

- Hé théng hién thi file ching thuc ky s6

- Hién thi file ki s6 tai théng tin chuyén xu ly

- Trudng hop cdn bd muén ky lai file dinh kém thi file ky
s6 tai thdng tin chuyén xu ly dugc cdp nhat lqi

HE THONG THONG TIN GIAI QUYET THU TUC HANH CHINH LT
THANH PHO HA NOI AN e




HUGNG DAN CHUC NANG CHUNG THUC BAN SAO PIEN TU

Buéc 5. Can b tham dinh ho so

/ - Cdn bd cé thé thuc hién ky sé va ky phdt hanh. File
dinh kém tai théng tin chuyén xu ly sé& dugc cdp nhat

HE THONG THONG TIN GIAI QUYET THU TUC HANH CHINH
THANH PHO HA NOI

A Tibe Ml b B0 kM Chih g Tp st gl Kobjbso  Bimcke imghd  Taclu  Biehod T8 Hobmgainsiiung 56 chimg e

Mg 012
cwcosr vy rennd 117z
ol e ey




HUGNG DAN CHUC NANG CHUNG THUC BAN SAO PIEN TU

Buéc 5. Can bo tham dinh ho so

(Trwong hop can bé dwoc iiy quyén
Ky phé duyét)

/ - Cdan b thuc hién ky s6

M [CONG CU K 50 TH H 5O 30/2020/ND-CP ] - Ky 56 cong van (InBienMhan_22_11_2024_02_15.21_ 0928092

®®» [ | O® | HH

Chimg thuc bin sao diing v6i ban chinh

S chimg thye: 80/DT Quyén s6: Chimg thye ban sao dién tir - SCTDT/2024-SCTDT/BS
Ngay 10 thing 12 nim 2024

TM. UY BAN NHAN DAN
KT. CHU TICH
PHO CHU TICH
7
7’,%‘1/
(//

4
NGUYEN TIEN THONG

QR tra ciru, xac thyc tai liu dd duge chimg thyc dién tr

Trilai HOAN THANH Bing

Cdn bd thuc hién ky phdt hanh (BPéng ddu)

W ICONG CU KV SO TH

® ® »

020/ND-CP | - Ky 56 cdng van (InBienNhan_22_11_2024 0

HEO NGHI DINH SG 30/2020/1
N[

Tlmemss [emngay [ chonvitriky  © Xécthuc

THIEP LAP KY SO

Bumuuw 5 Xacthwic

56 cdng vén

Thai gian phét hinh (Ngéy - Théng - Ném)

| 10 - 12 - 2024 [=2a|
Chimg thyc ban sao ding véi bin chinh Toy chonky 85
& ” " " . - 5 vin
& chimg thue: 80/DT Quyén sb: Chimg thyc bn sao dién tir - SCTDT/2024-SCTDT/BS : leon( o 2
Ngity 10 thing 12 nim 2024 Thém ngay phat hanh cing vin

() Thém théng phit hénh céng vin
() Thém nam phét hanh cing vin

8 %5 3516 chac
HOAN THANH
Trd lai
QR tra ciru, xic thye tai ligu d3 duge chimg thyc dién tir
O @ | 5 |= | (C i

- Cdn bé thuc hién Luu va chuyén hé so dén budc
\ tiép theo (Trd két qud) cua quy trinh




HUGNG DAN CHUC NANG CHUNG THUC BAN SAO DIEN TU

Buéce 6. Lanh dao UB phé duyét

[Truy cdp man Lanh dgo Uy ban phé duyét

- Cdn bdé nhén hé so va click ma hé so >Chon chiic ndng
“Xl’J, Iy”

- Hién thi man hinh Xu ly. Tai muc théng tin chuyén xu ly
cdn bd click vao ky sé >> Thuc hién ky s6 va ky phat
hanh

HE THONG THONG TIN GIAI QUYET THU TUC HANH CHINH
THANH PHO HA NOI

1| inBeniian 21_11_2004 0% 02 88 sgreionf




HUGNG DAN CHUC NANG CHUNG THUC BAN SAO PIEN TU

Budc 6. Lanh dao UB phé duyét

/ - Cdn b6 thuc hién ky s6

@@» [+ 0@ | HHC

Chimg thye bin sao diing véi ban chinh
S chimg thye: 80/DT Quyén s: Chimg thyc ban sao dién tir - SCTDT/2024-SCTDT/BS
Ngiy 10 thing 12 nim 2024

TM. UY BAN NHAN DAN

KT.CHU TICH
PHO CHU TICH

; 1M,/7

NGUYEN TIEN THONG

QR tra ciru, xac thyc tai liu dd duge chimg thyc dién tr

Trd b HOAN THANH Béng

[ chonvitsiney




HUGNG DAN CHUC NANG CHUNG THUC BAN SAO DIEN TU

Buéc 7. Hoan thién ho so

[Truy c@p man hoan thién ho so
- Cdn bdé nhén hé so va click ma hé so >Chon chiic ndng
“Xl’J, Iy”
- Hién thi man hinh Xu ly. Tai muc théng tin chuyén xu ly
cdn bd click vao ky sé >> Thuc hién ky s6 va ky phat
hanh

A i ik g e iy Ty viak g Kb Dincemimgal Tasia GhesliE e srang 5o e

T e
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HUGNG DAN CHUC NANG CHUNG THUC BAN SAO PIEN TU

Buéc 7. Hoan thién ho so

/— Cdan bd thuc hién ky phat hanh (déng dau)

MV [CONG CU KY SO THEO NGHI DINH SO 30/2020/ND-CP | - Ky 56 cong van (InBienNhan_22_11_2024_02_15_21_10122409300507.pdf) - o

® ® » [ [2]m Tlmemss [rhemnoay [ chomwitriky o xacthue THIEP LAP KY SO

[0 - 12 - 2024 -]
Tizy chon ky 88

@ Thém s5 cing van

@ Thém ngéy phat hinh clng van

M. UY BAN NHAN DAN () Thém théng phét hénh céng vén

AT~ Al s () Thém nm phét hanh cing vin

8 K268 chic

Chimg thye ban sao ding véi ban chinh

4 chimg thue: 80/DT Quyén sé: Chimg thue bin sao dién tr - SCTDT/2024-SCTDT/BS
Ngdy 10 thing 12 nim 2024

" HOAN THANH

NGUYEN TIEN THONG
Trd lai

QR tra cir, xic thye tai li¢u di duge chimg thye dién wr




HUGNG DAN CHUC NANG CHUNG THUC BAN SAO DIEN TU

Buwéc 7. Hoan thién ho so

Sau khi hoan thanh ky sé va ky phdt hanh
- Cap nhat lqi file Ky s6 tai théng tin chuyén xu ly (bao
gom cdc ky sé cuia cdc budc trude do)

HE THONG THONG TIN GIAI QUYET THU TUC HANH CHINH
THANH PHO HA NOI

el By e oy g s
gy Cuae 1 v g deme dy qapin

- Cdan bd thuc hién Luu va chuyén hé so dén budc tiép
theo cua quy trinh

16




HUGNG DAN CHUC NANG CHUNG THUC BAN SAO PIEN TU

Buéc 8. Tra két qua

Truy cdp man Tra két qua

- Cdn bo thuc hién tra két qua cho dén

- Click vao danh sdach tap tin dinh kém. Hién thi popup
chta tép tin dinh kém dé& duoc ky sé

- Tra két quad (Két qua sé duoc tra vé Vi gidy to dién tu)

HE THONG THONG TIN GIAI QUYET THU TUC HANH CHINH T s g o o
THANH PHO HA NOI ST e

e mermr

R T L L e p—
il b
o i e M6 v i
Qutarpte ™ e i o Tinh vang st wieh egiy
Prarong X Ciong tis T s Dén ngiy
—— b vy
..............
03 o e ke N 30 hen vhu s Suog hd 30
Syt wt i i by

T e g o it
Tl e endng e v e
Tz i v

TSR




HUGNG DAN CHUC NANG CHUNG THUC BAN SAO PIEN TU

Cong dan quét ma QR chirng thure

Cdn b thuc hién quét ma QR chung thuc sau khi thyc
hién ky s6
Hé théng hién thi théng tin ky s6 cua ting cdn bd tham gia
ky s6

@ HE THONG THONG TIN GIAI QUYET THU TUC HANH CHINH THANH PHO HA NOI %

GIOVTHIEU  DICH VU CONG TRUC TUYEN ~ THU TUCHANH CHINH  PHAN ANHKIEN NGHI  KHO DF LIEUCANHAN ~ TIENiCH  HO TRO'

Xéc thy chiing thuc ban sao dién t diing véi ban chinh

Théng tin chiing thic
@ Busckiba
@ ™

Théng tin ky 53
Nguyén Manh Cuing - Bénh vién Ba khoa tinh - 09/12/2024 14:21:38 - Chilng thu s6 cbn higu Ic

Nguyén Manh Cuing - Bénh vién Ba khoa tinh - 09/12/2024 14:26:50 - Chilng thy s6 con hidu Iuc
Nguyén Manh Cung - Bénh vién Ba khoa tinh - 09/12/2024 14:35:54 - Chifng thit s6 con hiéu Ic
Nauyén Manh Cuiing - Bénh vién Ba khoa tinh - 09/12/2024 14:49:20 - Chilng thu s cbn hidu Iyc
Nguyén Manh Cuiing - Bénh vién Ba khoa tinh - 09/12/2024 14:52:06 - Chilng thu s cbn hiéu Ic
Nguyn Manh Cung - Bénh vién Ba khoa tinh - 09/12/2024 15:04:53 - Chiing thif s6 con hiéu Ic
Nguyén Manh Cuéing - Bénh vién Ba khoa tinh - 09/12/2024 15:05:49 - Chilng thu 6 cbn hidu lyc
Nguyén Manh Cuiong - Bénh vién Da khoa tinh - 09/12/2024 15:18:19 - Chifng thu! 56 con hiéu Iyc

Nguyén Manh Cuing - Bénh vién Ba khoa tinh - 09/12/2024 15:21:55 - Chilng thu s6 cbn higu Iuc

2024 15

gian: Co quan chung thuc 50 Chinh phu

Click button Tai file => Open file vira tdi vé. Hién thij file
dinh kém da duoc ky s6

[ Tat ca du trang

chung chi tot nghiep MCSA_04122410193921.signed.pdf

Chimg thuc ban sao ding vdi bin chinh

S0 chimg thye: 66/DT Quyén so: Chimg thue ban sao dién tr - SCTDT/2024-SCTHT/BS
Ngiy 4 thing 12 nim 2024

TM. UY BAN NHAN DAN

KT. CHU TICH
~PAGEHT TICH
p AN
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