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UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM

HUYEN KHANH VINH Poc lap - Tw do - Hanh phic
$6:2 48 /UBND-VX Khdnh Vinh, ngayAS thing 8 nam 2019

V/v théng nhét cach thuc hién chit ky
sb chuyén dung trén van ban dién tir
theo Thong tu s6 01/2019/TT-BNV

ngay 24/01/2019 cta B Noi vu

Kinh gui:
- Céc co quan, don vi;
- UBND céc x4, thi tran huyén Khanh Vinh.

Can ¢ Thong tu 01/2019/TT-BNV ngay 24/01/2019 cua B Néi vu quy dinh
quy trinh trao ddi, lwu trix, xtr ly tai liéu dién tir trong cdng tac van thu, cac chirc
nang co ban cua Hé théng quan ly tai liéu dién tr trong qua trinh xtr ly cong viéc
ctia cac co quan, td chire (Thong tu 01/2019/TT-BNV);

Can ctr Cong vin sb 656/STTTT-CNTT ngay 17/4/2019 cua S& Thong tin va
Truyén thoéng tinh Khanh Hoa vé viéc huéng dan thuc hién chit ky sé chuyén ding
trén van ban dién tr theo Thoéng tu sé 01/2019/TT-BNV (Céng vin sd
656/STTTT-CNTT);

Can cir Coéng van sb 1105/UBND-VX ngay 26/4/2019 cia UBND huyén
Khanh Vinh v& viéc trién khai hudng dén thuc hién chir ky sb chuyén ding trén
vén ban dién tir theo Théng tur s6 01/2019/TT-BNV.

UBND huyén Khanh Vinh da trién khai dén céc co quan, don vi va dia
phuong viéc thuc hién ky chit ky s chuyén dung trén van ban dién tir theo hudng
dan Céng vin sb 656/STTTT-CNTT. Pé viéc thuc hién ky s trén vin ban dién tir
dugc théng nhét chung cho toan huyén theo Théng tu sé 01/2019/TT-BNV,
UBND huyén Khanh Vinh dé nghj cdc co quan, don vi ciu hinh thong tin hién thi
cta hinh déu co quan (theo phu luc dinh kém); ddng thdi, thuc hién mot sb noi
dung nhu sau:

1. Viin phong HDND&UBND

- Chi dao can bd phu trach céng nghé thong tin ciu hinh lai thong tin hién
thi chung thu s6 cia UBND huyén va cua don vi.




- Thudng xuyén theo di, kiém tra thong tin hién thi ching thu sé cua
UBND huyén trén hé thdng, néu phét hién vin ban ky sb hién thi thong tin chua
dung theo quy dinh kip thdi didu chinh c4u hinh lai trén hé thong.

- Chi dao b phén véan thu kiém tra thong tin hidn thi ching thu sé cia
UBND huyén trén van ban trudc khi phat hanh vén ban trén hé théng E-Office,
dong thoi khong tiép nhan van ban ky sb chua ding theo quy dinh tir cac co quan,
don vi dugc gui dén va thuc hién tra van ban cho don vi gtri vin ban dén va néuty
do khdng tiép nhan ¢ don vi kiém tra va phat hanh lai van ban.

2. Cac co quan, don vi, UBND cac x4, thi tran:

- Thuc hién cdu hinh lai thong tin hién thi chimg thu s6 cia co quan theo
phu luc dinh kem.

- B6 phén van thu cua cic co quan, don vi, UBND cac x4, thi trin khong
thuc hién tiép nhan van ban dién tir khong ding quy dinh, dong thoi gui tra van
ban dé nghi don vi phat hanh vin ban gui lai vin ban theo diing quy dinh.

3. Phong Vin hoéa va Thong tin

- Hudng dan, hd tro k§ thuat cho cac don vi, UBND céc x4, thi trén khi gip
khé khan trong qua trinh trién khai thuc hién.

- Phoi hop v6i Van phong HDND&UBND theo dbi viée thue hién ky s6 trén
van ban dién tir clia cac co quan, don vi, UBND cac x4, thi tran. Déng thoi, tham
muu UBND huyén xtt Iy cac co quan, don vi thue hién ky sb trén vin ban dién tur
chua ding theo quy dinh.

Tur ngay 25/8/2019 tat ca cac van ban dién tir duoc ban hanh trén moi
truong mang phdi thuc hién theo quy dinh tai Théng tu 01/2019/TT-BNV va theo
mau théng nhét chung cua toan huyén.

Uy ban nhan dan huyén Khanh Vinh dé nghi céc co quan, don vi, UBND

cac x4, thi tran nghiém tac, khin truong trién khai thyc hién néi dung c6ng vin
nay...4
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Phu lucI )
HUONG DAN THIET LAP CAU HINH THONG TIN HIEN THI
POI VOI CHU KY SO CO QUAN, TO CHUC, CA NHAN
(Dinh kém Céng viin s6 L 5HWUBND-VX ngayA5/8/2019 ciia UBND huyén Khdnh Vinh)
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1. Mé chite ning thiét 1ap ciu hinh thong tin, hinh anh chir ky so

- Pbi voi Phdn mém vSign PDF: M& phdn mém, chon menu Chirc ning >
CAu hinh, chon tab PDF trong ctra s6 méi hién thi.

~ Sign PDF

He théng

Céu hinh Ctri+K

Phan mém ky sd1ai liéu PDF

MO tép word..

- Péi véi chitc nang ky sb trén phdn mém E-Office: Click chudt phai vao
ung dung VGCA Sign Service trén thanh icon, chon C4u hinh hé théng. Chon tab
Hién thi chit ky trén PDF trong ctra s méi hién thi.

Thang tin
Cai dat CTS CA

Bing ky sir dung
Cap nhat phan mém

Cdu hinh hé thdng

Bong
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2. Thiét 1ap cau hinh théng tin chit ky

O K. re K 4 ,
* P01 v6i s0 co quan, to chire

x
Cau hinh hé théng
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Tén mau chii ky: Eo Thang tin va Truyén théng 2 ..,.]
Hi&n thi chii ky: 3
Hinh anh & Thang tin Hinh anh
Nhan B . . .

Theéng tin

i i
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Email ~

Tén ching thu s& ky
Tén don vi, tén cg quan
14.04.2319 15:01:05

W Co quan

H Tho gian ky

M3iu chit ky mac dinh

Sao tuu Khdi phuc

Luu PSéng

- O s6 1 “Quan ly mau chir ky”: Chon “Tao mau méi” hodc chon mau chit
ky co quan, t6 chirc di tao trude do; ‘

A I

- O s0 2 “Tén mau chir ky”: Dat tén cho mau chit ky;

- O sb6 3 “Hién thi chit ky”: Chon “Hinh anh va théng tin” (trudng hop
khong hién thi thong tin thi chon “Hinh anh”)

- O s0 4: Chon “Co quan” va “Thoi gian kv’
'y b

- O 56 5: Click chuét phai vao vung hinh anh, sau d¢6 chon hinh anh mau dau
cua co quan, t6 chirc da dugc tao va luu trit trude do.

* Poi chir ky so ca nhan cia nguoi ¢6 tham quyén

x
Cau hinh hé thdng

Wi

Ténmauchiky:  [[Nowdn van = 2 ) S
Hi&n thi chi ky:
Hinh 3nh & Théng tin @ Théng tin

[

Maiu chir ky mic dinh

Sao luu Khoi phuc

- O s6 1 “Quan ly mau chir ky”: Tich “Tao mau méi” hodc mau chit ky ca
nhan d3 tao trudc do;



- O s6 2 “Tén mau chir ky”: Pit tén cho mau chit ky (vi du: Nguyén Vian A);
- O s6 3 “Hién thi chit ky”: Chon “Hinh anh”;

- O s6 4: Click chudt phai vao vung hinh anh, sau dé chon mau dau cua ca
nhan da duoc tao va luu trit trude do.

Nhén nit “Lwu” sau khi két thic phan thiét lip néu trén.



. Phu luc II . )
MAU CHU KY SO TREN VAN BAN DI, PEN

(Dinh kém Cong vin s6 L4YUBND-VX ngay 45 8/2019 ciia UBND huyén Khdnh Vinh)

I. POI VOI VAN BAN DEN

Mau chir ky
s6 co quan, to
chic trén van
ban dén dugc
s6 hoa tir van
ban gidy

CONG HOA XA HOLCHU NGHIA VIET NaM
Doc lap —~ Ty do -~ Hanh phic

SEPVAN HOA VA THE THAOQ
FINHERITANIEHOA
BAO TAN G TINH

Ko oo

KEL-BTT

Kiadanh Hoa, ngay 07 thang X ndm 2019

I1. POI VOI VAN BAN DI

Mau chir ky
sO ca nhan
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Lé Van C udong

Mau chit ky
sé trén van
ban di dang
dién tir c6 day
du chir ky sé
lanh dao va
chir ky sb co
quan, to chirc

1. Hién thi hinh anh va thong tin theo chiéu doc
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Phdéng Vian hoa \'irc Vian C“““g
Thong tin
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Hoa

16.07.2019

15:14:46 +07:00

Mau chir ky
s6 co quan, t6
chirc trén van
ban di la van
ban gidy da
duoc sb hoa

Hién thi hinh anh va théng tin (Théng tin hién thi: Tén co quan, to
chur, thoi gian ky)

UBND HUYEN KHANH VINH CONG HOA XA HOF CHU NGHIA VIET NAM

PHONG \\\ THONG TIN

S 42 CBCSVHTT Khands Vink, neav f6tiiie 7 ném 2049
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