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1. NGHIEP VU KET NOI TONG QUAT

M0 ta so' d6 ludng nghiép vu két néi,

nhw sau:

tich hop giira hé thdng lgate va Idesk

Budc 1. Dang

\ 4

nhép qua SSO

Budce 2. Trén iGate, tai budc “Thu ly hd s0”
ciia chuyén vién, phin mém co6 giao dién dé
chuyén vién kiém tra, diéu chinh thong tin hd
so, chon céc file dinh kém cta hd so cin gui
sang iDesk va xac nhan gui.

\ 4

ban.

Buwéc 3. Trén iDesk, chuyén vién
thuc hién quy trinh xr 1y van ban
thong thudng cho dén budc vin
thu da thuc hién ban hanh van

Budc 4.1. Trén iGate, tai bude “Thu 1y
hd so0”, budc “Cho tra két qua” cua
chuyén vién, phan mém cé giao dién dé
chuyén vién tim kiém, chon Iya va dinh
kém céc file vin ban tir iDesk vao hd so
iGate (can clr vao ma hd so)

Buéc 4.2. Hodc trén
iDesk, tai giao dién xur 1y
van ban, chuyén vién
chon lya céac file két qua
va gui sang iGate (can
clr vao mi ho so)

v

Buére 5. Sau khi iGate dinh kém két qua vin ban
vao ho so; dong thoi tiép tuc xur 1y ho so nhu

hién tai

Dién gidi:

- Budc 1 Thuc hién xac thuc tai khoan 1anh dao, céng chuc, vién chuc trén
phan mém mét cia dién tir (iGate) qua hé théng xac thuc chung SSO cua tinh.
Tai khoan da ding nhap qua hé théng SSO tinh s& tu dong ding nhap vao cac
phan mém khéc ding chung hé thong SSO tinh.

- Budc 2 trén phan mém iGate, tai budc thu Iy hd so ctia chuy@n vién (sau
khi Lanh dao phong phan cong xir Iy hd so cho chuyén vién), phan mém cé giao
dién “Guri sang iDesk” cho phép guri c&c thdng tin sau:




e Tén dich vu cong dang xur Iy hd so (twong ng Véi trich yéu caa van ban
trén iDesk): iGate ty dong dién vao, cho phép diéu chinh.

e M4 hé so dang xit ly: iGate ty dong dién vao, khong dugc diéu chinh.

o Cic file dinh kém theo hd so: chuyén vién c6 thé click dé chon lya céc
file dinh kém can gui sang iDesk.

e Sau khi chuyén vién click nt Iénh “Péng y”, iGate s& giri cac thdng tin &
trén sang iDesk (thdng tin nay sé xuat hién tai muc du thdo vin ban trén iDesk
cua tai khodn chuyén vién twong 1ng); ddng thai ghi nhat ky hé théng iGate: can
bo, thoi gian, ma hé so, céac thong tin khac.

- Tai buadc 3, chuyén vién xt 1y van ban nhu thong thuong can ctr vao noi
dung iGate da gui sang iDesk tai budc 2.

- Tai budc 4, thuc hién dinh kém vin ban két qua tir iDesk vao ho so trén
iGate theo mét trong hai thao tac sau:

e Thao tac 4.1: trén Mot ctra dién tar iGate, tai giao dién & budce “Thu Iy hd
s0” hodc budc “Cho tra két qua”, chuyén vién mo giao dién tim kiém file két
qua (file dwoc ldy tir iDesk, phdn mém iGate sé tw dong loc cac file két qud theo
ma hé so hién dang xir 1Y), c6 thé xem trudc noi dung file, chon lya file va dinh
kém vao hd so iGate.

e Thao tac 4.2: trén giao dién xu 1y vin ban dén caa chuyén vién trén iDesk,
chuyén vién chon lua céc file két qua lién quan, click nGt Iénh “Chuyén dén
phdn mém lgate”, d¢ dinh kém céc file vao hd so twong tng trén iGate (cin cir
vao ma ho so & Budc 2).

2. HUONG DAN PANG NHAP QUA TAI KHOAN XAC THUC SSO

CUA TINH TREN HE THONG PHAN MEM MOQT CUA PIEN TU
IGATE

Vi du: Dit liéu mau mo ta trong noi dung hudng dan:

e Ho va tén can bo: Nguyén Thi Hoa
e Tai khoan IGate: nthoa@stttt.binhdinh.gov.vn
e Tai khoan xac thuc SSO cua tinh: hoant@stttt.binhdinh.gov.vn
(1a tai khoan mat khau dang dung dang nhap phan mém Vian phong
dién tr I1desk)
2.1. Céu hinh tai khoan xac thuc tap trung SSO trén Hé théng Mét cira
dién tu 1Gate




Dé thuc hién dang nhap qua hé théng tai khoan xéc thuc SSO tinh, can bo
Nguyén Thi Hoa can cau hinh tai khoan hoant@stttt.binhdinh.gov.vn vao trong
hé thong Mot cira dién tir IGate. Cac budc thuc hién nhu sau:

Buwéc 1.1. Can by truy cap vao trang dang nhap danh cho can bo
https://dichvucong.binhdinh.gov.vn/hethong/login, nhap théng tin tai khoan va
mat khau, nhap chon nut “Ping nhap” (Vi du: nthoa@stttt.binhdinh.gov.vn).

PANG NHAP QUA SSO

3 E)ANG NHAP

nthoa@stttt.binhdinh.gov.vn
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Hinh 2.1. Giao dién trang dang nhdp danh cho can bg

Hé théng s& chuyén dén trang c& nhan cua chinh can bo, céng chic giao
dién nhu hinh dudi:



https://dichvucong.binhdinh.gov.vn/hethong/login
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Hinh 2.2. Giao di¢én trang ca nhan cua can bo
Néu hé théng khéng tu dong chuyén dén trang c& nhan, can bo thuc hién
chon menu bén trai “Ca nhan” = “Trang c4 nhan” dé chuyén dén giao dién
trang cé nhan.
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Hinh 2.3. Truy cap chitc nang Trang cd nhan




Bwéc 1.2. Tai Trang cd nhan, can bo chon nat “Cap nhat” ¢ phia dudi
hinh anh dai dién.

Théng tin ca nhan

vnpt.lanhdao - Giam déc
e Ban vi: Lanh dac Ban Dan téc

TG/Bd phan: L&nh dae Ban Dan tic
A . A
" " S& CMND: Khéng cung cip
Cap nhat g cung 3P
Ngdy sinh: Khéng cung cip

Nam

Bién thoai: Khdng cung cp

Bia chi Email: Khdng cung cip

v Bia chiz Khdng cung cap

C3u hinh chitng thuc dign tor: @ Chi ky  Con dau

Hinh 2.4. Cdp nhqt thdng tin ca nhan

Bwéc 1.3. Cap nhat noi dung trudng thong tin “Tai khoan lién két cong
CBCC” la tai khoan x& thuc tap trung SSO cua tinh
hoant@sttt.binhdinh.gov.vn, sau d6 bdm nut “Cap nhat”

Cdp nhat thong tin ca nhan

Bia chi

Tai khoan VNPT-Ky s6

M3t khau VNPT-Ky s&
Ngay sinh Danh muc ma (ng dung VNPT-Ky so
& TEST VNPT KY 50 v

Email Tai khoan lién k&t bién lai/héa dan

Mat khau lién két bién laif/héa dan

1 ’ Tai khoan lién két cdng CBCC

hoant@sttt.binhdinh.gov.vn

Chon quygn v

2 Cap nhat Ba qua

Hinh 2.5. Cap nhqat thong tin tai khodn xac thuc tap trung SSO cua tinh

Bwéc 1.4. Can bo chon lai nat “Cap nhat” tai trang ca nhan dé kiém tra
thong tin da cap nhat, néu chua ding can bo thyuc hién lai Buéc 1.3.
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Hinh 2.6. Kiém tra lai thong tin da cap nhat

2.2. Pang nhap qua tai khoan xéac thuc SSO cua tinh.

Buwéc 1.5. Can b, cong chuc truy cap vao trang dang nhap danh cho can
bo, cong chic https://dichvucong.binhdinh.gov.vn/hethong/login, nhap chon nit
“PANG NHAP QUA SSO”.

PANG NHAP QUA SSO

Y AL
<) DANG NHAF

Tén dang nhap
Mét khau

& DANG NHAP

(" 123456789

Hinh 2.7. Giao dién trang dang nhdp danh cho can bg

Buwéc 1.6. Hé thong sé tu dong truy cap dén trang ding nhap cua hé thong
tai khoan xéac thuc SSO cua tinh. Cén bo thuc hién nhap tai khoan va mat khau
xéac thuc SSO cua tinh di dugc cung cap, nhap chon nit “PANG NHAP” (Vi
du: hoant@stttt.binhdinh.gov.vn).



https://dichvucong.binhdinh.gov.vn/hethong/login

PANG NHAP

PANG NHAP VI TEN TRUY CAP VA MAT KHAU cUA BAN

— hoant@sttt.binhdinh.gov.vn

DANG NHAP
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Hinh 2.8. Giao dién trang ddng nhdp cua hé thong xac thuc SSO cua tinh
Buwéc 1.7. Hé thong dinh danh CBCC sé& ty dong xéac thuc tai khoan cén b,
cong chuc.

e X4c thuc thanh cong, hé thong sé tu dong ding nhap vao hé théng Mot
cua dién tr IGate
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Hinh 2.9. Hé thong tw déng ding nhdp vao Mgt cira dién tir iGate
e X4c thuc khong thanh cong, hé thdng tra vé két qua 16i “ERR: Khong
thé xac thwe nguwoi dung!”, can bo can dang nhap lai bang tai khoan Mot cira
dién tir IGate va kiém tra lai truong thdng tin tai khoan lién két cong CBCC da
thuc hién & Buoc 1.3.
3. HUONG DAN THAO TAC CHUC NANG KET NOI, LIEN
THONG DU LIEU GIUA HE THONG MOT CUA PIEN TU IGATE VA

VAN PHONG DPIEN TU IDESK:
3.1. Huwéng din cac thao tac tai Buéc 2 trén phan mém iGate




e Céan bo thuc hién “Piang nhiap qua SSO” cua tinh, sau d6 chon hd so
tuong trng tai budc “Pang thu ly”

f
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Hinh 3.1: Can b ddang nhdp vao iGate quamhuéi thong xac thue dinh danh SSO
tinh

e Can bo thuc hién chon nit “Giri sang iDesk” nhu hinh:

Tép tin xif ly dinh kem

[ G tin nhan cho cén b k& tiép khi c
Chon tép tin ~

@ [@ CVVB_1626946523.pdf Guri email cho can bé ké tiép khi chuy
@ [@ 29120BC tinh hinh su dung TTB lien doanh lien ketgui CSKCB_1626946541.pdf

Hinh 3.2: Nut chize nang "Gui sang iDesk"

Upload két qua ()
Chon tép tin ~

% Capnhattép KQ | < Chon tép KQ tif TPHS

© Chuyén tiép | ( Cap nhat ndi dung xd' Iy

& In phi€u ~ & In phi€u ti€p nhan ~

B Luu h

e Khung hop thoai chira chirc ning gtri hd so sang iDesk s& xuat hién nhu
hinh 3.3. Can bo kiém tra thong tin vé tén hd so, sé hd so, dong thoi chinh sta
tén hd so néu can thiét (twong (ng véi tén vin ban du thao ¢ phan mém iDesk).




Danh sach thanh phan ho so )

-~

Tén hd sa (7]

TT_KT-Thu tuc ki€m tra hé thdng

S6 hé so
000.00.VN.H08-210723-0001

Tép tin x1r ly dinh kém
Chon tép tin

| M Totrinhquytrinhnoibo TTPVHHCp! 1_1627632710.doc
[] (&8 36510DUBND_1627632726.pdlf
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Hinh 3.3: Thong tin vé hé so giri di

eSau khi kiém tra cac thong tin, can bo bam nut “Chen tép tin” dé thuc
hién viéc dinh kém cac tép tin tir may tinh cua minh, sau d6 bam nut “Guwi” dé
gui ho so qua iDesk.

Danh sach thanh phan ho so

&p tip xu v h kém
Chon tép tin ‘__ 1

@ [W] Du thao QD cong bo DMTTHC cua UBND tinh ve TNTG va TDKT 2018
Trinh UBMD tinh ban hanh PL1_1627632620.doc

@ [#] Du thao QD cong bo DMTTHC cua UBND tinh ve TNTG va TDKT 2018
Trinh UBND tinh ban hanh PL2_1627632621.doc

@ [@m QT BTMBDIZ65137 30 ngay_1627632621.pdf 2
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Hinh 3.4: Thit tw thao tdc dinh kém hé so va givi di

BO qua

Luu y: Trén cira s6 chire nang giri hé so ¢6 bao gom céc tép tin xi Iy da
dinh kém & C&c budéc xit Iy triéc va thanh phan hé so (néu c6). Céan bg chi can
thao tac tich chon cac tép tin dé dé giri di ciing véi Cac tép tin tir may tinh cua
minh (néu can thiét).




Danh sach thanh phan ho so
Chon tép tin

@ [#] Du thao QD cong bo DMTTHC cua UBND tinh ve TNTG va TDKT 2018
Trinh UBMD tinh ban hanh PL1_1627632768.doc
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e

Hinh 3.5: Vi tri cac tép tin xu Iy da dwoc dinh kem tai cdac budc trudoc

3.2. Hu6ng dan cac thao tac tai Buéc 4.1 (iGate)
e Tai budc “Tiép nhan két qua”, can bo thuc hién chon nat “LAy tir
iDesk” nhu hinh 3.6.

Upload k&t qua (%}
Chon t&p tin =
Tép tin két qua
- File dinh kem.
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Hinh 3.6: Chitc ndng ldy tép tin tir iDesk
 Khung hop thoai chtra chirc niang nhan hd so s& xuat hién nhu hinh 3.7.
Can bo chon cac tép tin can iy vé tir phan mém iDesk va bam nat “Thuc hién”

Danh sich thanh phian hd so ®

@ BieuMauCungCapThongTinThanhToan_1627008766.docx

o5 s
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Hinh 3.7: Thao tac thuc hién ldy hé so tir phan mém iDesk




e Sau khi thuc hién, cac tép tin 1y vé s& nam trong muc “T4p tin két

quﬁ’,

Chon tir méu y kién cd sin
Tép tin x(r Iy dinh kém
Chon t&p tin -
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GUi Zalo cho ngudi dén (0914070331) trang thai hd sd sau khi chuyén.
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Hinh 3.8: V; tri tép tin sau khi ldy vé tir phan mém iDesk trén iGate

3.3. Hwéng dan thao tac tai Buwéc 4.2 (iDesk)
eDbi véi cac van ban nhan tir phan mém iGate tai giao dién xtr 1y van ban
(Xur Iy van ban di/Theo doi van ban di/Van ban luu) cta chuyén vién trén iDesk
s& ¢6 thém nat tinh nang “Chuyén dén phan mém Igate” dé thuc hién chuyén
céc file dinh kém tir phan mém iDesk sang phan mém iGate
e Thao tac thuc hién theo thur tu sau:
a) Chon van ban can chuyén sang phan mém iGate
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