HUONG DAN THU'C HIEN KY SO THEO NGHI PINH 30/2020/ND-CP

I. VI TRI LANH PAO.
1. Tao hinh chi¥ ky lanh dao
Hinh chit ki lanh dao bao gom: Chit ky + Ho va tén cua lanh dao
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200 pixel

180 pixel

Nguyén Tén Dirc

Hinh cha ky mau
Chit ky: hinh chit ky mau xanh duong.
Ho va tén: nam duéi hinh chir ky mau den.
Kich thudc: 200 pixel (chiéu rong) x 180 pixel hoic tu dong (chiéu cao).
Dinh dang file hinh anh nén trong subt: (.png)

2. Cac budéc cau hinh tao chir ky.
Chuan bi: may tinh da cai dat phan mém PhotoFiltre 7, phan mém Paint va Snipping

Tool (mic dinh c6 san trén Window 10).

Buwoc 1:

a. Mo file scan (.pdf) chir ky cua lanh dao
b. Sir dung phan mém Snipping Tool dé thuc hién cit hinh chir ky 1anh dao nhu hinh

(Iwu : chira mét khodng tréng d@é nhdp ho tén bén dieéi) = sau d6 thuc hién luu hinh dudi

dang (*.jpg)

Buwoc 2:

=¥ Snipping Tool
File Edit Tools Help
SR New [ Mode v (2 pelay v [ Sl < P L J

a. Thuc hién ma phan mém Paint = mo file hinh (*.jpg) vira ¢t & trén > Click vao

Resize = Chon Pixel (nhap 200 trong muc Horizontal) > OK
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b. Click vao biéu trgng A trén menu Iénh dé nhap ho tén lanh dao trén hinh > Thuc
hién nhap ho va tén lanh dao = sau d6 luu file duéi dang *.jpg tén khdng dau (Vi du:
Chien.jpg)
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Buwoc 3:



a. Thuc hién mé phan mém PhotoFiltre 7 2 mé file hinh chit ky 1anh dao méi tao &

trén (Vi du: Chien.jpg) - click chon Iénh Transparent color

B photoFiltre 7 -

File Edit Image Layer Selection Adjust Filter View Tools Window ?
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i

Nguyén Van Chién

b. Giao dién Transparent color xuat hién = thuc hién click OK dé bo nén tring

Tr enarant ralar N/
iransparent colo X

Color:

Tolerance: 30

Preview | Ok I Cancel

¢. Ldc nay nén trang s& duogc loc bo = thuc hién Save as dé luu lai hinh anh chix ky
dudi dang (*.PNG) (Vi du: Chien.png)
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3. Céu hinh trén hé théng eGov.
Thuce hién thiét 1ap nhu hinh mau, click Chon anh va chon hinh chit ky méi. Sau d6 click
chon Cap nhat.

Thiét 1ap ca nhan

Théng tin ca nhan Bén trén
) Tir can tim Béntrai | Giam déc Bén phai
Doi mat khau
® Bén duai

Thigt I3t dét lai m4t khau ~ N .
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Hinh mdu cau hinh ky sé
I1. VI TRi VAN THU.
1. Tao mgc hinh chir ky don vi.
Tao hinh mgc chir ky don vi nhu sau:
a. Mau hinh moc: mau do
v' Kich thuéc: 145 pixel (chiéu rong) x 145 pixel (chiéu cao).

v' Binh dang file hinh anh nén trong suét: (.png)
145 pixel

145 pixel

Hinh mdu méc don vi
2. Huéng dan thuc hién tao chir ky méc
Thuc hién tuong tu cac bude nhu tao hinh chit ky 1anh dao
3. Céu hinh Ky sé trén eGov.
C6 thé thuc hién céc kiéu ky sb tuy vao diéu kién cia vian ban. Bé thuc hién cau hinh vao

Thiét 1ap ca nhan = Céu hinh chir ky > Thém méi va thiét 1ap theo cac yéu cau nhu sau:



a. Chén “ S6 “ viin ban
Thiét lap nhu hinh:
Thiét lap ca nhan

Théng tin c& nhan

DO mat khau Tén cau hinh

Thiét I3t 44t lai mat khau

Cap nhat chu Ky so
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® Chén s6 phat hanh
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b. Chén “ Ngay “ van ban
Thiét lap nhu hinh:

Thiét 1ap ca nhan

Théng tin ca nhan Cép nhét Chl.m,lJ ky 36

DA méat khdu
Tén cdu hinh

Thiét 13t dat lai mat khau
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Cau hinh vi tri dat chir ky
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c. Chén Thang vin ban
Thiét lap nhu hinh:

® Chén Ngay phat hanh

() Chén nam phat hanh




Thiét 13p c& nhan

Thdng tin c& nhan Cép nhét Chfl’ k\’l 56

D4i mat khdu

Tén cdu hinh CKS Tha'ng
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Théng tin phien ban Loai chiz_.Chen con dau__ ) cifin 56 phat hanh () Chen Ngay phat hanh

ky ® chen thang phat hanh | chén ndm phat hanh

d. Chén Mgc don vi
Thiét lap nhu hinh:

Thiét |ap ca nhan

Théng tin c& nhan '/ Bén trén
‘ ) Tir Gan tim Deentrdi| Giam ddc ) Bén phai
DI mat khau
® Ben dudi
Thiét 13t dt lai mat khau ~ N ,
Cau hinh khac
C4u hinh chi ky
Dich vi rl" -80 ‘x ‘ln Y
C&u hinh dy quyg i tri
u hinh uy quyen Loai Bm Vi tri chén
kié:m OTim tir dau @ Tim tir cudi hinh méc 1én
Trung tdm Thdng bao i i chir ky 1&nh
Loai ch (J chen s6 phat hanh ) Chén Ngay phat hanh
Thiét Idp Chung . o s R . o PP P,
ky (_) Chén thang phat hanh '_) Chén nam phat hanh

Quan Iy thigt bi budng % S
dan RUNG T Chen hinh
Trung cAu ¥ kién o\ THONG TINVA) £ moc don vi

Théng tin phién ban

LI Hién thj théng tin cua chitng thu s6

Béng
Luu ¥: Thong sé xdce dinh vi tri hinh chiz ky nhw hinh trén “X= -80, Y=10" la thong sé
chudn. Tuy nhién do dac thi hinh chi Ky ciia lanh dao c6 thé khac nhau nén v; tri mgc nam
trén 1/3 hinh chit ky lanh dao c6 thé chira chinh xdc. Pé diéu chinh anh/chj ¢6 thé thay doi
thong sé trong 6 gid tri cua truc X d@é hinh mgc ky so nam diing vi tri theo quy dinh.
4 Pé hinh méc dich sang trai anh chj nhdp s6 &m nhé hon -80 (Vi du: -90)
4  Pé hinh mgc dich sang trai anh ch; nhdp s am lén hon -80 (Vi du: -70)



HUONG DAN XU LY MOQT SO LOI THONG DUNG
l. “Khi thec hign ky sé chi ky sé linh dao hoic méc khéong dwec chén vio file van ban”
> ta thuc hién céac budc kiém tra nhu sau:
1. Kiém tra phan mém c6 dang chay ngam khéng = néu c6 thyc hién click chudt phai

va thoét ché do chay ngam

e |

e o —
O = & | Click chudt phai bo, |

tick ché d6 chay ngdm
Customize... 9 Thoat ché 66 cha_ly
ngam cta Chrome

2. Thuc hién kiém tra phién ban Bkav Extension trong Control Panel xem d dung phién
ban 1.0.2019.0533 hay chwa = néu chua thyc hién cap nhat plugin, click déi chudt 1én tap tin
“eGovPluginUpdate.exe” trong duong dan C:\Program Files (x86)\Bkav
Corporation\Egov Extension

= [m) X
nel > Programs > Programs and Features v O O Search Programs and Features| [
Uninstall or change a program
To uninstall a program, select it from the list and then click Uninstall, Change, or Repair.

Organize ¥  Uninstall g= v o
Name a Publisher Installed On ~ Size Version 2~
nAnyDesk philandro Software GmbH 4/20/2020 200MB ad 553
EA8B FlashBack Pro 5 Blueberry 4/21/2020 5.3.0.3386

= Corel Graphics - Windows Shell Extension Corel Corporation 7/17/2020 292 MB 15.0.0487

= CorelDRAW(R) Graphics Suite X5 Corel Corporation 7/17/2020 918 MB 15.0.0.486
[ Dell MD Storage Software Dell, Inc. 4/21/2020 6.1.0.0

Dew.C. iy 4/22/2020 511
[#9 Egov Extension Bkav Corporation, Inc. 7/18/2020 51.5MB 1.0.2019.0533

JFoxit Reader Toxit Software Tnc. 772072020 BTME 0.7.2.29539
G Google Chrome Google LLC 7/29/2020 84.0.4147.105
[#5 HP LaserJet Professional P1100-P1560-P1600 Series 7/23/2020
@& Internet Download Manager 5/24/2020
|£:/Java 8 Update 251 Oracle Corporation 5/15/2020 104 MB 8.0.2510.8
@ K-Lite Codec Pack 15.4.4 Full KLce 4/26/2020 173MB 1544
‘ Microsoft Edge Microsoft Corporation 7/27/2020 84.0.522.44
1] Microsoft Office Professional Plus 2019 - en-us Microsoft Corporation 7/27/2020 16.0.13001.20384
@ Microsoft OneDrive Microsoft Corporation 7/27/2020 143 MB  20.114.0607.0002
M Micrasnft OneNinte Hame and Stident 2016 - an-is Mirrnsn: ft Carnaral tinn 7170000 1A0.12001 20384 b

~=—— Bkav Corporation, Inc. Product version: 1.0.2019.0533 Support link: http://www.bkav.com... Size: 51.5 MB
. Help link:  http://www.bkav.com... Update information: http://www.bkav.com....

3. Kiém tra xem hinh chit ky lanh dao hoic moc don vi di duoc tao dung chua (chwa bé
nén tring) = néu chua thuc hién nhu huéng dan tao hinh chix ky theo nghi dinh 30
4. Kiém tra phién ban word dang sir dung?
a. Office 2003 (*.doc): ky s6 khong 6n dinh = thyc hién chuyén sang Office 2007
trg 18n (khuyén ngh; Office 2013 trg 18n 14 6n dinh nhdt)
b. Office 2007 va Office 2010 (*.docx): cai thém tién ich hd tro ky s
SaveAsPDFandXPS.exe



c. Office 2013 > Office 2019: ky sé 6n dinh nhat
5. Thuc hién kiém tra Bkav egov Extension xem da dugc thém vao trinh duyét Google

Chrome chua? - néu chua thyc hién thém Bkav Egov Extension nhu sau:

- a X

* % G O GQBE @ :

Shopping Online All Site Web mang hay | New tab Ctrl+T
New window Ctrl+N

New incognito window  Ctrl+Shift+N

History 4
Downloads Ctrl+)
Bookmarks >
A Zoom - 100% + HH
Xln C Print... Ctrl+P
Cast...
NAaAnw \/XR Find... Ctrl+F
Save page as... Ctrl+S More tools >
Create shortcut... Edit Cut Copy Paste
Clear browsing data...  Ctrl+Shift+Del Settings
Extensions Help <

Task manager Shift+Esc

Developer tools Ctrl+Shift+]

Developer mode .

Jnline Security

>rowser security and web reputation plugin.

ove ®

= Extensions

Load unpacked Pack extension Update

AdGuard AdBlocker 3.4.31
Unmatched adblock extensio

and pop-ups. Blocks adson F



“ Select the extension directory.
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