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UY BAN NHAN DAN
HUY"¢NKHANH ViNH

S6:02Yi(;UBND- VX

VIv thong nh~t each thuc hien chir ky
s6 chuyen dung tren van ban dien nr
thea Thong nr s6 01/2019/TT-BNV
ngay 24/01/2019 cua BQ NQi vu

CONG HOA xA HOI CHU NGHiA VIET NAM. . .
DQc l~p - T\f do - H~nh phuc

Khanh Vlnh,ngayAr thdng 8 nam 2019

Kinh giri:
- Cac co quan, dan vi;
- UBND cac xa, thi tr~n huyen Khanh Vinh.

Can cir Thong ur 01/2019/TT-BNV ngay 24/0112019 cua BQNQi vu quy dinh
quy trinh trao d6i, hru tnr, xu ly tai lieu dien tir trong cong tac van thu, cac chirc
nang co ban cua H~ thong quan ly tai lieu dien tu trong qua trinh xu ly cong viec
cua cac co quan, t6 chirc (Thong tir 01l2019/TT-BNV);

Can cir Cong van s6 656/STTTT-CNTT ngay 17/4/2019 cua Sa Thong tin va
Truyen thong tinh Khanh Hoa v@viec huang dan thirc hien chfr ky s6 chuyen dung
tren van ban di~n nr thea Thong tir s6 01/2019/TT-BNV (Cong van s6
656/STTTT-CNTT);

Can cir Cong van s6 1105/UBND- VX ngay 26/4/2019 cua UBND huy~n
Khanh VInh v@vi~c triSn khai huang dan th\fc hi~n chfr ky s6 chuyen dung tren
van ban di~n tu thea Thong tu s6 0112019/TT-BNV.

UBND huy~n Khanh VInh da triSn khai d@ncac cO' quan, dan vi va dia
phuang vi~c th\fc hi~n ky chii ky s6 chuyen dung tren van ban di~n tu thea huang
dan Cong van s6 656/STTTT-CNTT. US vi~c th\fc hi~n ky s6 tren van ban di~n tu
dUQ'c th6ng nh~t chung cho toan huy~n thea Thong tu s6 o112019/TT-BNV,
UBND huy~n Khanh VInh d@nghi cac cO'quan, dan vi c~u hinh thong tin hiSn thi
cua hinh d~u cO'quan (thea phl;l hle dinh kern); dang thai, th\fc hi~n mQt s6 nQi
dung nhu sau:

1.Van phong HDND&UBND

- Chi d~o can bQ ph\! trach cong ngh~ thong tin c~u hinh l~i thong tin hiSn
thi chung thu s6 cua UBND huy~n va cua dan vi.



- Thuong xuyen thea doi, kiem tra thong tin hiSn thi clnrng thu s6 cua
UBND huyen tren h~ thong, nSu phat hien van ban ky s6 hiSn thi thong tin chua
dung thea quy dinh kip thai diSu chinh c~u hinh Iai tren h~ thong.

- Chi dao bQ phan van thu kiern tra thong tin hiSn thj chirng thu s6 cua
UBND huyen tren van ban tnroc khi phat hanh van ban tren h~ thong E-Office,
d6ng thai khong tiep nhan van ban ky s6 chua dung thea quy dinh til' cac co quan,
dan vi duoc giri dSn va thirc hien tra van ban cho dan vi giri van ban dSn va neuw
do khong tiep nhan dS dan vi kiem tra va phat hanh lai van ban.

2. Cac co' quan, don vi, UBND cac xa, th] trAn:
- Thirc hien cau hinh lai thong tin hiSn thi chirng thir s6 cua co quan thea

phu luc dinh kem.

- BQ phan van thu cua cac co quan, dan vi, UBND cac xa, thi tr~n khong
thgc hi~n tiSp nh~n van ban di~n tu khong dung quy dinh, d6ng thai gui tra van
ban dS nghi dan vi phat hanh van ban gui l?i van ban thea dung quy dinh.

3. Phong Van hoa va Thong tin

- Huang d~n, h6 trq ky thu~t cho cac don vi, UBND cac xa, thi tdn khi g~p
kh6 khan trong qua trinh triSn khai thgc hi~n.

- Ph6i hqp vai Van phong HDND& UBND thea d6i vi~c thgc hi~n ky s6 tren
van ban di~n tu cua cac co quan, don vi, UBND cac xa, thi tdn. D6ng thai, tham
muu UBND huy~n xu ly cac co quan, don vi thgc hi~n ky s6 tren van b~mdi~n tu
chua dung thea quy dinh.

Tu ngay 25/8/2019 t~t ca cac van ban di~n tu duqc ban hanh tren moi
truang m?ng phai thgc hi~n thea quy dinh t?i Thong tu O1l2019/TT-BNV va thea
m~u th6ng nh~t chung cua toan huy~n.

Oy ban, nhan dan huy~n !<hanh VInh dS nghi cac co quan, dan vi, UBND
cac x~ thi tran nghiem tuc, khan truang triSn khai thgc hi~n nQi dung cong van
nay./.{1

No'i nh{in:
- Nlm tren (YBDT);
- So' Thong tin va Truy€n thong (YBDT, d~ B/c);
- Lanh d~o UBND huy~n (YBDT);
- LUll: YT, YHTT.
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Phu luc I
HUONG DAN THIET L~P cAu MiNH THONG TIN HIEN THI

DOl vor CHU KY SO CO QUAN, TO CHUC, cA NHAN
(Dinh kern Cong win s6J34S!UBND-VX ngayJE/8/20J9 cua UBND huyen Khanh Vinh)

1.Mo- clnrc nang thi~t I~p c~u hinh thong tin, hinh anh chir ky sa
- D6i voi Ph~n mSm vSign PDF: M6 phan mem, chon menu Chirc nang -7

C~u hinh, chon tab PDF trong cira sf>moi hiSn thi.

- ",Sign PDF

vSign- PDF
Phan rnernky solai u~ PDF

- D6i voi clnrc nang ky s6 tren phan mSm E-Office: Click chuot phai van
irng dung VGCA Sign Service tren thanh icon, chon C~u hinh h~ thong. Chon tab
HiSn thi chfr ky tren PDF trong cira sf>moi hien thi.

Thong tin

(ai cl~t (T5 (A

Dang ~~;;.Slf dunq

(~p nhat phan rnem

(au hlnh h~thong
Dong



2. Thi~t I~p c~u hinh thong tin chir ky
* D8i vo; s8 co' quan, tA chirc

Cau hinh he th6n,:-:
x

[ 1J
Ten mliu chCik.y: 2 ]
Hien th] chu ky:

3
Thcng tinHinh anh

Saotuu Kh-of pht,lc llSu 06ng

-6 s6 1 "Quan ly m~u chir ky": Chon "Tao m~u moi" hoac chon m~u chir
ky co quan, t6 chirc dff tao tnroc do;

-6 s6 2 "Ten m~u chir ky": D?t ten cho m~u chir ky;

- 6 s6 3 "HiSn thi chir ky": Chon "Hinh anh va thong tin" (tnrong hop
khong hien thi thong tin thi chon "Hinh anh")

-6 s6 4: Chon "CO'quan" va "Thai gian ky";

-6 s6 5: Click chuot phai vao vung hinh anh, sau do chon hinh anh m~u d~u
cua CO'quan, t6 chirc dff duoc tao va luu tm truce do.

* D8i chfr ky s8 ca nhan ella ngU'iYico thfim quy~n

x

=-:=

Hien thi chOky:

~ .
Th6ng titi

Mju chtt kY m~c d!nh

Kh,of phl,fC Lau DOngSao r-U'U

-6 s6 1 "Quan ly m~u chii' ky-": Tich "T~o m~u mai" ho?c m~u chii' ky ca
nhan dff t~o truac do;



-6 s6 2 "Ten m~u chir ky": D~t ten cho m~u chir ky (vi du: Nguyen Van A);

-6 s6 3 "HiSn thi chir ky": Chon "Hinh anh";

-6 s6 4: Click chuot phai van vung hinh anh, sau do chon m~u d~u cua ca
nhan da duoc tao va hru trir tnroc do.

Nh~n mit "Lull" sau khi k~t thuc phftn thi~t l~p nell tren,



Phu luc II
MAu CHU KY so TREN VAN BAN DI, DEN

(Dinh kem Cong van s62_3~YUBND-VXngay A5 812019 ella UBND huyen Khdnh Vlnh)

I.DOl VOl VAN BAN DEN

M~u chfr ky

II. DOl vor VAN BAN DI

, ,
so co quan, to
chirc tren van
ban d~n diroc
s6 hoa til van
ban giay

SO \ \'. HOA v\ TH! IH \()
1(>,1j Kll\1<11 10\
BA() 1'/,,1\G TJNH

C()NCII()A X\. 11(.)1 elm N(;II).\
I)QC 1lj.1~~TV do - H{lnh phuc

S{,- KII-FHT

\" \ Tfl0n ~ha~ k(' h::,;lCh dV :_H1

SlfU t~'U~\, h:~\
tuycn tru>\..';:, !)1 <Ul

M~u chir ky 1. HiSn thi hinh anh va thong tin theo chieu doc

M~u chir ky
s6 ca nhan

,
so tren
ban di

;'Voi "h{ilJ ..··
;-""hu te c n ,
Lu, '1,-' V}!II 11

TRlJ"ONG PH()NG

van ,... I.'
, ..In " 1!111:

dang -SoVll&IJ (VB!)r.1
. -Lull V[III

PI-IONG

;:: _ , Hien thi hinh anh va thong tin (Thong tin hien thi: Ten co quan, to
Mau chir ky h' h'" k'):.. ~ C uc, t m gmn y
so co quan, to
chilc tren van
ban di la van
ban gi~y da
duQ'c s6 hoa

dien tir co d~y
du chir ky s6
lanh dao va
chir ky s6 co
quan, to chirc

Phoria Van hoa \.{re Van Cl)"cYng
Thdn"g tin
HUVCllKhanh
Vir!l-i.Tillh Khunh
Ih')a
16.07 ..1019
15:14:46 ;()7:00
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