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% Noi dung chinh sira, b6 sung so véi phién ban 1.01: dwoc nhdn dang chit mau xanh.

I. MUC PICH
Hudng dan céch sir dung hé théng iDoc Portal (phién ban 1.02).
Il. PHAM VI - POI TUQONG
- Ap dung dbi véi tat ca nguoi ding 13 ddi twong nguoi lao dong thude Cong ty.

- Nguoi dung duge quyén sir dung hé thong iDoc Portal (phién ban 1.02) trong thoi gian duoc Tong
Giam doc chi dao thuc hién.

I11. GIAI THiCH VA THUAT NGU

- Hg thong iDoc Portal (phién ban 1.02): goi tit la iDoc (V1.02) - mot (mg dung dugc phét trién boi
P.CNTT (thugc ban quyén ciia Cong ty) nham ho tro nguoi dung tao tai liéu, ching tir trinh ky
duyét, thuc hién phé duyét truc tuyén cho céc hd so, van ban, ... lién quan dén cong viéc.

- P.CNTT: Phong Cong nghé thong tin.
- Server: 1a may cha cung cép khong gian luu trit, chia s& dir lidu tap tin va thu muc cia Cong ty.

- Tai khoan: 14 tn do P.CNTT tao theo ma s nhan vién va cung cip qua email cho timg ca nhan
(kem theo mdt khau).

IV. NOI DUNG
A. Cac nén tang dung cho iDoc (V1.02)

1. Web: trén céac trinh duyét web (web based) va tuong thich v&i hau hét cac phan mém duyét
web nhu Microft Edge, Google Chrome, Firefox, ...

2. Chi phu hop stir dung trén may vi tinh ban PC, may tinh xach tay Laptop va chua tuong thich
v&i man hinh may tinh bang Tablet hodc dién thoai Mobile phone.

B. Dang nhap
1. Hwéng din ding nhip
Link dang nhap: https://idoc.phatdat.com.vn:5201

Man hinh dang nhap:

PHATDAT

CORPORATION

/ Real Estate Development

Tai khoan Ma nhan vién. Vi dy: 979

Mat khau Bwge gwri qua email
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https://idoc.phatdat.com.vn:5201/

Tai khoan: Ma s6 nhdn vién
Mat khau: Puoc cap boi ngudi quan tri hé thong va giri qua email
Man hinh chinh sau khi dang nhép thanh cong:

Tai ligu Phé duyét Béo céo v Hé théng ~ Tai khoan: Nguyén Duy Hoang  Déng xuét

CHUC MUNG PDR DAT
GIA TRI VON HOA TREN

Giai thich mot s6 menu item trén trén main menu:

Tai liéu: Chirc nang xem va tao tai liéu trinh ky.
Phé duyét: Chirc nang xem va phé duyét tai liéu.
BA&o c&o: Chitc ndng xem va tao bdo cdo giao nhdn tai liéu, thong ké tai liéu.
Hé thdng: Chitc ndng quan tri g dung.
Tai khoan: Chirc ndng hién thi thong tin tai khoan ding nhdp.
Ding xuit: Thodt khéi iDoc Portal.

2. Tao tai liéu, chirng tir

Dé tao tai liéu, chung tir nguoi dung bam nit chon menu Tai liéu va man hinh tao tai liéu trinh
ky duyét nhu sau:

Tai liéu Phé duyét Bao cao ~ Hé théng ~ Tai khoan: Nguyén Duy Hoang Pang xuét

Tai liéu trinh ky

Tw ngay 19/09/2021 = Bén ngay 19/10/2021 =] Trang thai Tai liéu chd hoan thanh v
=+ Tao tai liéu mai
i Xem Tai
L » Ngay Thong tin cap phé duyeét cép lidu
Tai liéu Ngwoi tao - N
tao phé dinh
Cap 1 Cap2 Cap3 Cap4 Cap5 Cap6 Cap7 Cap8 Cap9 Cap10  duyét kém
1/2021/MTCN.CNTT-TB Nguy&n Duy 1810121 18/10/21 ® ®
Hoang 16:17 v P~
1618
ABIC-D Nguy&n Duy 1610/21  16/10/21 ®
Hoéng 11:56 v D~
1158
04-102021CNTT-DNTT Nguy8n Duy 14110021 1411021 1410121 ® ® ®
Hoang 15:51 v v
16:11 1624
03-102021CNTT-DNTT Nguy&n Duy 131021 131021 1471021 ® ® ® ®
Hoang 1421 v v
14:39 1618
02-102021CNTT-DNTT Nguy&n Duy 08M10/21  08/10/21 08/10121 ® ® ® ®
Hoang 15:12 v v
15:38 15:41
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Luu y:

- Nhdn vao NGt nhue hinh trén : xem ndi dung phé duyét twong g cap phé duyét

NG dung

LA KL T 35inh Thal Mhom Hs - Phan Kbu 9
Thisersbs Tessirs M £t

n phd duydt: Vi lloang LBic

g prbi cduyae:

Closa

#~ 2 xem file dinh kém twong ing véi cdp phé duyét

R HNiquyéen Duy 18110721 ® m
Hadng 1349
i Fike dinh Kém phe duyé!
112021MTCN.CHTT-TB Naguydn Duy 18101 . ’ @ m
Haing BT Eoede

1_2021_MTCN.CNTT-TB-1-879.png

Hadng 1156

: xem toan bo quy trinh phé duyét

Quy trinh phé duyet

1 2021 MTEN CHTTTE Ny ioh. 16110202

2.1 Tim kiém

Tim kiém: Nhap Tir ngay/ DPén ngay, Trang thai (tai liéu) va bim nat Tim kiém dé tim cac
tai li€u, ching tir trén hé thong theo trang thai dugc lua chon (Pang cho duyét/Pa duyét/Huy).

2.2 Tao tai li€éu méi

Bam nut Tao tai liéu méi dé tao thém mot tai liéu mai, khi d6 man hinh hién thi nhu sau:
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Sé chirng tir:

* Nhap ma tai liéu o day Loai tai lidu: N&i bd Chon loali tai lidu Noi bd / Bén ngoal ~

Ghi chi néi dung chinh tai lidu trinh ky duyét File trinh ky ‘ Choose File ‘No file chosen Nyt bam dinh kém file trinh
k¥
Ghi nél dung chinh, tém tat cla tal ligu o day File dinh kém LRGNt thém tai ligu dinh kém
Choose File | No file chosen @ Xoa
Nut chon tal ligu dinh kém Nut hay tal
Cligw.dinh kém.

Muc dich xin phé duyét  * Chon muc dich xin phé duyét (bit budc phai chon) -
Cheon dy an * Chon dw an (bat budc phai chon) —

Chon thir tur cac cip duyét

Cép 1 *Chon tén ngwéi duyét thir nhit (Cép 1) - Cép 6 -
Cép 2 - Cép 7 -
Cép 3 - Cép 8 v
Cép 4 - Cép 9 -
Cép 5 - Cép 10 -

Nuat lweu tai liéu => l Trinh ky Quay lai

Chu thich cac muc trén man hinh Tao tai liéu trinh ky duvét:

S6 chirng tir: Bit budc phai khai bao theo dung cach thie dat sé hiéu van ban néu tai muc
Al cta Quy trinh Soan lap — Luin chuyén — Luu trlt van thu (QT.02); trong dé, chi dwoc
dung ky tw dac biét “-“ va /.

No6i_dung to trinh: Ghi ngan gon thong tin cia to trinh muyc dich dé ngudi tao va nguoi
duyét dé dang nhan biét ndi1 dung chinh cua to trinh 1a gi.

Vi du: Trinh phé duyét mua Laptop Phong CNTT.

File trinh: Bam nut nay dé chon upload chtng tir, tai lidu can trinh ky khi bAm nut s&
hién 1én man hinh explorer dé¢ duyét tdi thu muc nao chua file can trinh ky.

Lueu ¥: File tai liéu trinh ky bat budc phdi c6 dinh dang Microsoft Word.

File dinh kém: Upload thém céc file tai liéu va khuyén nghi dung luong <= 30 Mb nham
ho trg cho cap phé duyét xem thong tin va c6 co s¢ xem xét duyét.
Luu y: File dinh kem chung tu, tai liéu co dinh dang PDF dé xem truc tié’p trén web
browser. Cac dinh dang khdc phdai tai vé va dé xem phai co phan mém doc file dwoc
cai dat trén PC/Laptop.

Chon cip duyét va ngudi duyét”

Logic ciia viéc chon trinh ky 1a tir Cap THAP dén Cép CAO, tuén th theo céc quy dinh,
biéu mau trong cac quy trinh, quy dinh Cong ty da ban hanh.

Vi du: Phong CNTT trinh mua hé théng Server thi viéc chon cép duyét s€ la nhu sau:
Nguoi tao: Vii Hoang Béc
Duyét cap 1: Lé Quang Phac
Duyét cap 2: Bui Quang Anh Vil
Duyét cap 3: Nguyén Vian Pat

Nguoi dung chu dong chon s6 Cap duyét va Nguoi duyét (co hién Chuc danh tuong tmg),
khi bam vao ListBox s€ x0 ra va lga chon nguoi duyét g vai cap duyét do.

Vi du:

| |
]
Nguyén Van Bat - Chu tich Hai déng Quaén tri

Bui Quang Anh Vi - Téng Giam déc
, Duong Héng Cam - Pho Téng Giam déc Dau tu

Nguy&n Dinh Tri - Phé Téng Giam déc Xay dung
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Sau khi thyc hién day du thong tin cung nhu cac tép dinh kem dé luu va giri di phé duyét
ngudi dung bam nat Trinh Ky, hé¢ thong s€ xur 1y va sau hoan thanh s€ hién thong bao tao
tai licu thanh cong.

Tai liéu Phé duyét Bao cao ~ Hé thong ~ Tai khoan: Nguy&n Duy Hoang Dang xué

Tao tai liéu mei Phong Cong nghé Thang tin
$6 tai ligu: = 3/2021/MTCN CNTT-TB Loai tai ligu: Ndi bo v
Ghi chu néi dung chinh tai liéu trinh ky File trinh ky *| Choose File | DCBDate.docx

Nguy8n Duy Hoang Trinh ky tai liéu File dinh kém == Thém file

P Choose File | lau_jpg T Xoa
Choose File | abc.docx Mxoa

Muc dich xin phé duyét *  Khac v

Chon dw an * DA 228 Pasteur v

Chon thir tw cac cap duyét

Cép1 *| Vi Hoang Béc - Giam déc Cang nghé Théng tin v Cap 6 -
Cép2 L& Quang Phuc - C6 van v Cap7 -
Cép3 Bii Quang Anh Vi - Téng Giam déc v Cép 8 .
Cép 4 - Cépg v
Cép5 - Cép 10 v

3. Pheé duyét tai li¢u, ching tir

Dé phé duyét tai liéu, chimg tir nguoi duyét bAm chon menu Phé duyét va man hinh phé duyét
chung tur, tai liu s€ hién ra nhu sau:

Tai liéu Phé duyét Bao cao - Tai khoan: Vi Hoang Béc Dang xuét

Phé duyét tai liéu

T ngay — 19/09/2021 = Pénngay 19/10/2021 = Trang thai Pang ché duyét v
- Lz - - Xem Tai
. Théng tin cap phé duyét < L
Tai ligu Ngwoitao | 9aY =2
¢ gurol ta tao phé  dinh
Cap1 Céap 2 Cép3 Céap 4 Cap5 Cap 6 Cap7 Caps Cép9 Cap 10 duyét  kem
3/2021/MTCN.CNTT-TB Nguy&n Duy 19/10/21 ® ®
Hoang 14:06 =
2/2021/MTCN.CNTT-TB Nguy&n Duy 19/10/21 ®
Hoang 14:00 -
cnnfabe 123-1222 Nguy&n Duy 19/10/21 ®
Hoang 13:59
ewew Nguy&n Duy 19/10/21
Hoang 13:49 =
1/2021/MTCN.CNTT-TB Nguy&n Duy 18/10/21 18110721 ® ®
Hoang 16:17 v P
1618
ABIC-D Nguy&n Duy 16/10121  16/10/21 ®
Hoang 11:56 v P
1158
04-102021CNTT-DNTT Nguy&n Duy 1410121 1411021 14110121 ® ® ®
Hoang 15:51 B s

Click vao Duyét man hinh hién thj
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3.1 Tim kiém

Ly do phé duyét

Danh séach dinh kem:

@ Chon file ABC.csv
4 Chon file ds xlsx

Noi dung phé duyét:

phé duyét cho phép dinh kém filg]

Duyét tai liéu

Tim kiém: Chon Tur ngay, Pén ngay, Trang thai va bam nut Tim kiém dé tim cac tai li¢u trén

h¢ thong.

3.2 Phé duyét

Mot s chirc nang hd trg cung cip thong tin tham khao giup ngudi duyét xem xét trude khi ra
quyét dinh duyét nhu sau:

3.2.1

3.2.2

3.2.3
3.24

3.2.5

Bam vao S4 to trinh-Ma ngudi tao dé xem noi dung tai licu.

Vi du: Bé tré chudt va click vao file IT0004-266.pdf, khi do s€ bat 1én 1 new tab
trén trinh duyét dé xem toan bg ndi dung tai li€u, van ban.

Bam nat Xem dé xem céc quy trinh tao duyét, hity va cac ghi chi kém theo.

Vi du:

Vil Hoang Béc --> Lé Quang Phuic --> Bli Quang Anh Vii --> Nguyén Van Dat

Noi dung t& trinh:
Mua he thong may chu 2021

B4m niit Pinh kém dé xem nodi dung céc file dinh kém tai liéu.

Cot Phé duyét thé hién sb cip duyét cia tai liéu ddng thoi thé hién trang thai duyét
cua cac cap duyét.

Vidu:hinh ¥ 1a dugc duyét & cip tuong g, hinh ® la dang cho xem xét

Ghi ch: Khi nguwoi duyét bam mit Duyét va dong y thi hé thong ghi nhdn tiwong
duwong voi viéc ky ky duyét tai liéu.

phé duyét, hinh la nut bam dé thyc hién duyét hodc huy.

Théng tin vé dé nghi Duyét, Duyét hodc Huy duyét tai liéu s& duoc glri qua email
cua nhiing nguodi xuat hién trong quy trinh tao va duy¢t tai li¢u.
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4. Huwéng din ddi véi tai liéu sir dung trén hé thong
4.1 File tai liéu, chirng tir trinh ky

e File tai li¢u, chung tir dugc tao va dinh dang tép tin phﬁn mém Microsoft Word, trén d6
phai xac dinh céc vi tri can dua ngay, chir ky cua nguoi tao, nguoi duyét.

e Ky hi€u ngay, chir ky cua nguoi tao, nguoi duyét theo quy dinh nhu sau:

- Ma nguoi tao tai liéu: DCB (Document Create By)+Ma Nhan vién. Vi du: DCB266
DCB797,

- Nguoi duyét: APP (Approve)+Sé tht ty duyét. Vi du: APP1 (Nguoi duyét thi 1); APP2
(Nguoi duyét thu 2); ... theo nguoi tao Iya chon thir tu duyét.

- Ngay tao, ngay duyét: DCBDate, APP1Date, APP2Date . s hién thi Ién tai lidu
ngay tao, ngay duyét.

DCBDate APPIDate APP2Dare
Nguwai dé nghi Chirc danh Chirc danh
DCB266 APP1 APP2
Ho va tén Ho va tén Ho va tén

APP3Date

Chirc danh
APP3

Ho va tén

Chu y: D€ khoang tréng tir ddy xudng phia dudi khoang 4 dong (néu 13 1 dong ky duyét) va
khoang 8 dong (néu la 2 dong ky duyét), chuong trinh sau khi nhan Iénh ky (dang image)
vao form s& ddy dong He va tén xudng phia dudi lic ndy da cé da khoang tréng va khéng
lam pha v& biéu mau,|

4.2 Nt chirc ning: Bam nat Xem ( ‘7‘) dé co day du thong tin vé: a) Quy trinh tao, duyét

tai lieu; b) Thong tin Duyét/Huy cua nguoi duyét; ¢) Du an; d) Muc dich; e) Ghi chu
duyét/huy.
4.3 File dinh kém

Toan bd cic tai liéu, file dinh kém v&i muc dich hd trg ngudi duyét c6 thong tin tham khao
can, khuyén nghi file nay c¢6 dudi dinh dang PDF d¢ ngudi duyét xem tryuc tiép trén web browser.
Vui 1ong tham khao thém Huéng dan sir dung trén h¢ thong bang cach chon menu Hé

thong/Tai liéu hwéng din sir dung, dé duoc hd tro truc tuyén xin truy cdp Microsoft Teams:
iDoc Portal.
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5. Tai liéu miu tham khio
S6: 0801-2021/CNTT-TT o TP.HCM, ngay 01 thang 08 nam 2021
TO TRINH
V/v: Xdy dung hé thong mdy chii phuc vu trién khai phan mém
Kinh givi: CHU TICH HQI PONG QUAN TRI
BAN TONG GIAM POC

- Can cir vao Chién luoc Xdy dung Ha tdng CNTT phuc vu trién khai cdc hé théng phdn mém va ung
dung giai dogn 2019-2023 da duwoc Chu tich HPQT phé duyét.
Bél’lg to trinh nay, Phong CNTT kinh trinh Ban Téng Giam dbc xem xét, ph€ duyét mua mdy chu xay
dung h¢ thong moi phuc vu trién khai cac phan mém tng dung vi thong tin chi tiét v€ s6 lwong, cau hinh gia mua
da bao gom thué VAT 10% nhu sau:

' . N sé | Pongia| 'nanh
TT Tén thiét bi bVT Thong tin cau hinh, phan mém &l tién
lwgng | (VND) (VND)
My chii HP é)lf'ZCPUs Intel Xeon Gold 5215 2.5
1 ggggvﬂy 380 | B0 | 16x32GB RAM, 6TB -12 Tb 02 0 0
Effective Capacity
VMware vCenter Server Standard for 01 0 0
Phin mém &o vSphere (per Instance) 1 Yr Software
2 | hoa Ban | VMware vSphere Standard 1
vmWare Processor 04 0 0
1 Yr Software
Téng cong 0

Kinh trinh Chu tich HDQOT va T ong Gidm doc xem xét phé duyét dé Phong CNTT cing cic Phong/Ban
trong Cong ty phoi hop thuc hién.

Trdn trong,
DCBDate APPI1Date APP2Date
Nguoi dé nghi Phuy trach don vi Cévén
DCB266 APP1 APP2
Nguyén Duy Hoang Vii Hoang Bic Lé Quang Phie
APP3Date
Téng Giam déc
APP3
Bui Quang Anh Vi
Luu y:

Vi tri dé hién thi cic ngay tao duyét va chit ky 1a mau d6 nhu trén: DCB266, APP1, APP2, APP3.

Do chir ky 14 hinh anh vi vy céc vi tri dé dién chir ky nguoi tao, ngudi duyét can chon va xac
dinh vi tri twong ing, phu hgp véi dong/cét.

Céc dong dugc viét lién nhau (nhu mau trén) dé khong bi pha vd dinh dang, néu dé khoang tréng
cho chit ky s€ bi don hang xudng phia dudi do khi ky duyét thi chit ky Iuc nay 1a hinh anh, chiém d¢
rong 5 hang.
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6. Tinh nang xac thwe chir ky

Sau khi phé duyét, hé théng tu dong chuyén doi file trinh ky dang Word thanh file dang PDF;
chén chir ky vao DCB ..., APP1, APP2, ...va chén ngay ky vao DCBDate, APP1Date,
APP2Date, ...

C6 02 cach kiém tra tinh xac thwe chir ky ctia newdi duyét trén iDoc:

o Céch 1: Kiém tra truc tiép trén iDoc

Dé thuc hién kiém tra khéng tre tiép trén iDoc vé tinh xac thuc chit ky cua ngudi duyét,
thue hién theo trinh ty nhu sau:

‘(1) Nhan chon vao chtrc ning Phé duyét hoic Tai liéu;

¢(2) Chon vao file da dugc duyét va cAn xem tai cot Tai liéu;

Tai ligu Phé duyét Béo céo ~ Hg théng ~ Tai khodn: Vii Hoang Bdc ~ Dang xuét

Phé duyét tai liéu

Tirngay 19092021 @@ Pénngay | 19/1012021 & Trang thai Dang che duyét v
. X Tai
) Théng tin cép phé duyét em =
Tai ligu Nguoitao oY =D I
: g ta tao phé  dinh

Cap1 Céap 2 Cap 3 Cap 4 Cap 5 Cap 6 Cap7 Cap 8 Cap 9 Cap 10 duyét kém

3/2021/MTCN.CNTT-TB Nguyén Duy 19021 1910121 ® ®
Hoang 406 EHe P

2/2021/MTCN.CNTT-TB Nguy&n Duy 19/10/21 ®
Hoang 1400 :

=
=
= b
E E
[
L]

[
L]

cnnfabe. 123-1222 Nguyén Duy 18/10/21 ® m
Hoang 13:59
ewew Nguyén Duy 19/10/21
Hoang 13:49
1/2021/MTCN CNTT-TB Nguyén Duy 1810021 18/10/21 ® ® m
Hoang 1617 EHod~
16:18
ABIC-D Nguyén Duy 16/10/21  16/10/21 ® m
Hoang 156 Eo P~
11:58
04-102021CNTT-DNTT Nguyén Duy 141021 1410021 14110121 ® ® & m
Hoang 15:51 B v

‘(3) Xuat hién man hinh cua file da dugc duyét nhu bén dudi;

] Phé duyét tai lidu - online x ] 3_2021_MTCN.CNTT-TB-266.pdf X + v - x
C @ localhost50186/UploadedFiles/2021/10/19/signature/3_2021 MTCN.CNTT-TB-266.pdf %+ B 8 &6 @80 /B @ 8 & @ » o :
i ppps G TabMai @ TabMdi % Bookmarks ) GitHub - paralleljsi.. T SQLServerDataTy.. <& SAPModules M Gmail B YouTube @ Maps » Other bookmarks Reading list

= 3_2021_MTCN.CNTT-TB-266.pdf

Théng bdo

Ngay 19/18/2021

Ngay 19/10/2021

fl(
=

APP2Date

APP2

. 32021 MTCNCN..pdf  ~ Show all X
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(4) Click vao chit ky ctua nguoi duyét; khi do, hé thong s& kiém tra va x4c thyuc chit ky cua
nguoi duyét trén iDoc; (5) Xuat hién man hinh thong bao xac thuc chir ky.

| Phé duyét tai liéu - online X | Xac nhan chir ky ban hop 1¢ x 4+ v - a
& C @ localhost:50186/checksignature.aspx?u=YDChqixV/dIP8RS5zA+pv6SqrhBWOEoRWEMBekeSMD.. % & 8 & @ B /A B @ @ ¢ @ » 0
3 Apps G TabMoi @ TabM&i sk Bookmarks ) GitHub - parallel-js/.. T SQLServer:DataTy.. € SAPModules M Gmail @B YouTube @ Maps » Other bookmarks Reading

Xac nhan chir ky ban hop 1€
S6 chimg tir: 3_2021_MTCN.CNTT-TB

S6 chimg tir: 3_2021 MTCN.CNTT-TB
Phé duyét béi: Vi Hoang Bac

Chw danh: Giam doc Cong nghé Thong tin
Phong/Ban: Phong Cong ngh¢ Thong tin
Ngay phé duyét: 19/10/2021 14:17:26

Dia chi Email: bac.vu@phatdat.com.vn

A

o Céch 2: Kiém tra khong truc tiép trén iDoc

Dé thyc hién kiém tra khéng trye tiép trén iDoc vé tinh x4c thyc chit ky ctia nguoi duyét,
thuc hién theo trinh tu nhu sau:
‘(1) Download file PDF da duy¢t; (2) Mo file PDF;

32021 MTCN.CNTT-TB-266.pdf - Foxit PDF Reader

e Comment View  Form Protect  Share Help Q Tell me. - QF
= S : >
B @ & T 2 ¢ W 2 B & ¢
SnapShot Clipboard  Zoom  Fit  Reflow Rotate Typewriter Highlight Link Bookmark File Image  Audio  Fil &
M T Pag View~ Attachment Annotation & Video  Sign

3_2021_MTCN.CNTT-TB.. X M 12TPDFf£Word

Ngay 19/10/2021

Ngay 19/10/2021

W

‘(3) Click vao chir ky cua ngudi duyét; (4) Nhén chon Allow vao man hinh thong bao, khi do,
hé thong s€ kiém tra va xac thuc chit ky cua nguoi duyét trén iDoc;
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