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HUONG DAN SU DUNG CHUC NANG KY SO TREN UTT EOFFICE

Quy trinh chung:

- Buwéc 1: Thiét 1ap ky s6 (cho 1an dau tién sir dung)
o Cai dat Mysign trén dién thoai va dang nhap thanh cong.
o Tao anh chir ky v6i nén trong sudt.
o Cap nhat thong tin c4 nhan: S6 CCCD, upload anh chit ky trong
Eoffice.
- Bwéc 2: Quy trinh ky s6
o Danh cho nguoi soan thao, dé nghi ky:
® Khai tao hd so ky sb.
® Upload file ky s (.pdf)
® V& ving ky va gan c4 nhan can ky theo ding thir tu.
o Danh cho nguoi ky:
® Xem tai liéu ky, thir tu ky.
® Mo va dang nhap app Mysign trén dién thoai.
® Chon ving can ky — Chon anh ky -> Ky anh.
® V3o app Mysign trén dién thoai -> BAm vao Danh sach xac
thue ky -> Xéc thue ky bang sinh tric hoc.



HUONG DAN CHI TIET

1. Thiét 1ap Ky s (cho lan diu tién sir dung)
a. Cai dat app Mysign trén dién thoai theo huéng dan sau:
https://itc.utt.edu.vn/huong-dan/huong-dan-su-dung-chu-ky-so-

mysign/
b. Tao anh chit ky v&i nén trong suot:

- Truy cap trang web: https://www.remove.bg/ & xo0a nén chir
ky.
c. Cap nhat thong tin ca nhan 1én Eoffice:
- Truy cép vao Eoffice/Thong tin c4 nhan/Thay doi thong tin.
- Nhap s6 CCCD
- Tai anh chir ky nén trong subt.
- An Cap nhat dé hoan tat.
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2. Quy trinh ky so:
Thuc hién quy trinh ky sb trén Eoffice v4i cac vai tro khac nhau:

- Danh cho Chuyén vién soan thdo, trinh ky ho so.
- Danh cho Lanh dao ky duyét/ ca nhan ky sb.

- Tu ca nhan ky s6: Tu soan thao, tu ky trén file can ky.
2.1. Péi véi nguwoi soan thao, trinh hé so ky:

- Khéi tao hd so ky:


https://itc.utt.edu.vn/huong-dan/huong-dan-su-dung-chu-ky-so-mysign/
https://itc.utt.edu.vn/huong-dan/huong-dan-su-dung-chu-ky-so-mysign/
https://www.remove.bg/

Lich tuan cd quan Vin ban can xif ly
Thu vién van ban Thong bao
Théng tin ca nhan Cau hinh website

https://eoffice.utt.edu.vn/trinh-ky/danh-sach-trinh ->Thém
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Trinh ky

Tién dd cong viéc

Kh¢&i tao hd so trinh ky

Nhap thong tin chi tiét bo hd so trinh ky, chon trang thai: Pang ky

Trinh ky

Tién trinh ky tai liéu:
o 2
Théng tin tai liéu Tai lén tai liéu
Tiéu dé
B hd so dé nghi thanh todn

Mé ta

B hd s6 dé nghi thanh todn bao gdm céc tai lidu sau:
1. Gléy dé nghi thanh toan.

2. Hgp déng dich vu.

3. Hgp déng thué khodn chuyén mén.

4. Bién ban nghiém thu

Trang thai

v Chon trang théi
Chd duyét

l BDang ky

Bam Luwu.

Trinh ky

Show entries

Tén trinh ky

B hd sd trinh ky: Gidy dé nghi thanh toan 2025
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Xac dinh ngudi ky

Bam chon B§ ho so mai tao.

Trang
thai

Home / Trinh ky

4 5
Thiét ké tai liéu Xac nhan va hoan tat
Home / Trinh ky
Ngu@i trinh Hanh
Ngay tao ky déng
Xem @


https://eoffice.utt.edu.vn/trinh-ky/danh-sach-trinh

Trinh ky Home / Trinh ky

Tién trinh ky tai liéu: Bo hd sd trinh ky: Gidy dé nghi thanh toan 2025
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Théng tin tai liéu Tai lén tai liéu Xac dinh ngudi ky Thiét ké tai liéu Xac nhan va hoan tt

Kéo tha tai liéu clia ban hodc bam vao day dé tailén
Pinh dang dudc hd trg: .pdf
Tai liu hién thi t6t nhat & dinh dang file .pdf

Tai tai liéu (Pinh dang file .pdf).
Trinh ky ome [ T

Tién trinh ky tai liéu: B6 hd sd trinh ky: Gidy dé nghi thanh toan 2025

o Q 3 a 5

Théng tin tai liéu Tai Ién tai ligu Xéc dinh ngui ky Thiét ké tai liéu Xéc nhan va hoan tat
Thém tai liéu méi
Upload tai liéu
Eite] —— B&m vao day dé tién hanh quy trinh ky ddi véi file nay

68928-1765011412-Test ky s6.pdf
Dung lugng: 8.71 KB

Loai file: application/pdf

Ngay tao: 15:56 06/12/2025

Trang thai: Dang trinh ky

Xem file géc [l Tai file g6c Thu héi

Tiép theo

Tai trang Thiét ké tai liéu ky:
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MGJi trang trong file ky déu c6 nat V& ving ky, dung dé vé ving chit
ky cho nguoit ky. Néu mudn xo4 vung ky, bam chon vung ky r61 an
Xoa.

Sau khi v& ving ky, chuong trinh xuat hién ctra s6 dién Noi dung ky,
nhdp ho tén nguoi ky/chon trong danh sach goi y.

Bam Xac nhén.

Nhap thong tin ving ky

NOi dung ky:
Trinh ky phdé HT
NguGi ky:
Nguyén Van Lam v

D3 chon: Nguyén Van Lam (ID: 77)

Hé théng sé& giri thong bao dén Email/Zalo ngudi can ky. C6 thé vé
nhi€u vung ky cho mgt hodc nhi€u nguoi trén tai liéu.

A

Néu vin ban can déng diu ciia véin thw, van vé ving ky nhu binh
thuong, nguoi ky: Vian thw UTT
2.2. Poi vdi nguwoi ky:

Sau khi nhan dugc thong bao trén Email/Zalo, nguoi ky truy

cap vao link trong thong bao hoac vao Eoffice, bam chon: Trinh ky ->
Chon bo hd so can ky -> Bam nut Ky van ban tai file can ky:



Trinh ky

Tién trinh ky tai liéu: B hd sd trinh ky: Gidy dé nghi thanh toan 2025

o o s

Théng tin tai liéu Tai Ién tai liéu Xac dinh ngudsi ky

[ZICH 3 Ky vin ban

68928-1765011412-Test ky s6.pdf
Dung ludng: 8.71 KB

Loai file: application/pdf

Ngay tao: 15:56 06/12/2025

Trang thai: Pang trinh ky

Xem file géc Tai file géc

Tai Trang kY, bén trai 13 danh sach ngudi ky bao gdm tén ngudi
tao, tén ca nhan can ky, bam Di tdi dé dén vung ky ctia ca nhan. Hodc
chon truc ti€p vung ky trén trang tai liéu.
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Ngudi tao: tamtv@utt.edu.vn - Tran Van Tam
Gl t6i:Trén Van Tam

NG dung:

Ngay tao: 06/12/2025 17:40

Trang thai:

Trang: 1

Danh sach Version:
Ditdi

M&i ving ky s& duoc gan chi tiét thong tin nhu hinh:

ﬁ Danh ssch ngui ky N Vévingky  Chondnhky  Kytext  [IXoa() @Anvingky Teng!
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@ Ngui tao: tamtv@utt.edu.vn - Trdn Van Tam

G ti:Tran Van Tam e
6i dung:
o:

Ngufii tao: tamtv@utt.edun - Trén
Van Tam

G t6i:Trén Van Tam

NGi dung: Ngudi dé nghi

Ngay tao: 06/12/2025 17:43

Bim chon anh ky, h¢ théng s& hién thi danh sach cac hinh anh chir ky
cua ca nhan.

Tai budc nay, thay/co mé va ding nhdp sin app Mysign trén dién
thogi dé san sang xac thuc ky



Danh sich ngui ky. ‘ N\ Véwngky  Chonanhky  Kjtet  KyAnh  [IX0s() @Anvingky Tang!
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Testkys

Ngudi tao: tamtv@utt.eduvn - Trén Van Tam
Gili t8i:Trén Van Tam x
NGi dung: o "
Ngay tgo: 06/12/2025 17:40 Ngufdi tao: tamtv@utt.edu.vn - Trén
Trang thai: VanTam s .
Trang: 1 G t6i:Trén Van Tam
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} i 0 h chif ky, sau d6 bam Ky

v Dachon

Chon anh ky, bAm nit Ky anh.

Ky van ban

Vui long md (Ing dung Mysign trén dién thoai, chon
muc Danh sach xac thuc ky dé ky s tai liéu nay

||
Tién trinh: 10%

Trén dién thoai, thay c6 dang nhap vao app Mysign, vao Danh sach
xac thuc ky:
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Bam chon van ban can xac thyc -> Bam Xac thuc ky



Danh sach xac thuc ky

Chon t3t ca (1)

Ngudi dé nghi

Xac thuc ky s&: 035087005099 82s
Ngu&i dé nghi

( Huy véu cau ) Xac thuc ky

Trén Eoffice, bAm Duyét file ky dé hoan tat qua trinh:

Ky van ban o ®

Vui ldng md& Ing dung Mysign trén dién thoai, chon
muc Danh sach xac thuc ky dé ky so tai liéu nay

.|
Tién trinh: 100%

Ky thanh céng!

Xem file PDF Duyeét file ky

Hé thong s& gtri thong bao qua Email/Zalo dén tit ca thanh vién trong
ludng ky nay dé ngudi khac tiép tuc tién hanh ky tiép. Sau khi bAm
duyét, refresh lai trang hoac an phim F5 dé xem két qua




o Luuy:
o Khi Trang thai chuyén thanh Pa duyét méi ky thanh
cong.
o Thoi gian chd xac thuc ngan nén can mé, dang nhap
trudc app Mysign trén dién thoai.

Danh sach ngudi ky

©

NgUudi tao: tamtv@utt.edu.vn - Trén Van Tam
Gifi t8i:Tran Van Tam

N&i dung:

Ngay tao: 06/12/2025 17:50

Trang théi: Da duyét

Trang: 1

Danh sach Version:

Version: 13 duyét
Di tdi

Pé xem lich st ky:

A

Lich st tai liéu

Tén tai ligu:

>
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» Bam Xe LICh SU’ ky BG ho sd trinh ky: Gidy dé nghi thanh toan 2025
@ Ngufdi tao: Tran Van Tam Ngay tao: 06-12-2025 Trang thai:
©

Danh séch ky Quy trinh ky trc quan

Trén Van Tam
Ngay tao: 06-12-2025

Nguts

@ signed

Knéi phuic buSc ky
signed - 06/12/2025 17:48

Tai file da ky xong, quay tr¢ lai tai liéu, chon file ky,
bam Tai file ky:

Trinh ky

Tién trinh ky tai liéu: B hd sd trinh ky: Gidy dé nghi thanh toan 2025

o e 3 a s

Thang tin tai liéu T lén tai ligu Xéc dinh ngudi ky Thiét ké tai ligu Xac nhan va hoan tét
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$8928-1765011412-Test ky s6.pdf
dung lugng: 8.71 KB

oai file: application/pdf

\gay tao: 1556 06/12/2025

rang théi: Dang trinh ky

(cwmrs)



HO TRO
Moi vudng méc vé ky thuat, thay/co vui long lién hé:

- D/C: Trdn Vin TAm
- SBT: 0902085961



