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. Muc dich tai li¢u
1. Muc dich

Tai liéu nay xay dung dé hudng dan céc giao dich vién nhap thong tin cip
phat va gui yéu cau vao trong hé théng quan Iy khach hang HILO-CA.

2. Po6i twong sir dung

Giao dich vién dugc hiéu la nhitng ngudi dai dién cho HILO-CA thuc hién
giao dich vai khach hang. Bao gdm nhan vién kinh doanh caa HILO-CA, cua dai ly
iy quyeén, ddi tac, cong tac vién...

3. Thuat ngir viét tat

Tir viét tat Dién giai

1. KH Khéach hang

2. Cty Cong ty

3. Admin Administrator

4. CTS Chung thu s6

5. CA Certificate Authority

6. NCC Nha cung cap

7 TH Truong hop

8. GDV Giao dich vién

9. QTV Quan tri vién

10. AC Ma kich hoat (Activation code)
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1. Huwéng dén sir dung hé thong cap phat
1. Céc théng sb chung.
- Link truy cap TMSRA: https://tmsra.hilo-ca.vn/RAFrontEnd/
- User/Pass: Kich hoat qua email.
- CO604capsidungla:
o Ngudi nhap 1énh : Chi duoc nhap, tim kiém giao dich va ghi nhan tai
hé thong . Trang thai CTS : Cho cap.
o Nguoi duyét 1énh RA : Phé duyét yéu cau ctia ngudi nhap Iénh va guri
cap phét ti hé thdng. Trang théi : Duyét RA
o Quan tri RA : Nhap yéu cau va phé duyét yéu cau luén.
o Thdng ké RA : Chi xem, tim kiém théng tin céc khach hang cua dai ly.

2. Huéng din cAp méi chirng thu s6.
Buwéc 1 : Piang nhap hé thong

- Giao dich vién vao hé théng TMSRA qua link va tai khoan dwgc cung cap
Buwéc 2 : Pang ky chirng thu s6

- Tao giao dién TMSRA fontend chon menu Cau hinh ching thu sé / Pang ky
chung thur s6

= C3u hinh chifng thu's§

Pang ky chitng thu' sd
Duyét dhing thu' so

Quan Iy chifng thu' s§

Quan Iy hi so

Buwéc 3 : Nhap thong tin géi cwéc
Giao dich vién nhap thong tin thué bao dang ky vao form :

- Thong tin chu sé hiru:
o Dién thoai lién hé: Nhap dién thoai cuaa thué bao
o Dia chi email lién hé: Nhap email cua thué bao: Hé thong s& gui ma
kich hoat (ActiveCode) vé email nén luu y nhap ding email.
- Théng tin chimg thu sé:


https://tmsra.hilo-ca.vn/RAFrontEnd/
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o Dai ly: Chon dting dai ly/Phong minh

Nhan vién tao va nha cung cap CA: Thuong dé mic dinh san.

o Loai ching thu s6: Chon dang: Doanh nghiép/Ca nhan/Ca nhan thuoc
doanh nghiép.

o Phuong thuc: Hardware Token (USB Token)

o G0i dich vu: Chon goi trong ing g6i thué bao da dang ky

o S6 tién phi: Hé théng tinh mic dinh.

o

+— Dang ky chirng thu' s6 $1@ Geodchviny

= Théng tin dang ky
Théng tin chi sd hifu

Dién thoai lign h& KH (%] Dia chi email lién hé KH

@ Tao mdi chi i hifu Tim kigm chis & hiru trén hé théng

Théng tin chifng thu' s5

ai ly DL_DEFAULT - Dai Iy méc dinh %  Nhan vién tao Giao dich vién (gdv) v
Hha cung ciip CA Kilo-CA ~  Logi ching thu s§ Doanh nghigp v
Phwong thic Hardware Token ~  Goi dich vu [T205B21Y] Doanh nghiép {12 thang) -
S&tiEn phi (VND) 1,400,000 Sao luu khéa trén Server

Buéc 4 : Pinh kém miu biéu hé so
Pinh kém hd so cua céc gidy to do thué bao cung cip ding theo quy dinh.
Luuy:
- Hé thong chap nhan céc file dung lwong nhé hon 10MB va dinh dang file 12 :
PDF, DOC, DOCX, JPG, PNG, ZIP, RAR.
- Giay chung nhan ma sb thué, quyét dinh thanh 1ap : dinh kém cung ding ky
kinh doanh.
- Giay uy quyén dinh kém cung gidy dang ky sir dung.
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Gidy phép kinh doanh

Chon file Choose Files | Mo file chosen

Vui léng chen file ¢d dung lugng nhé hon 10 MB. Céc dinh dang file duge hé trg: PDFDOC,DOCK, JPG, GIF.PNG, ZIP RAR

CHMND

Chaon file Choose Files | Mo file chosen

Vui léng chen file ¢d dung lugng nhé hon 10 MB. Céc dinh dang file duge hé trg: PDFDOC,DOCK, JPG, GIF.PNG, ZIP RAR

Giay dang ky sir dung dich vu

Chon file Choaose Files | Mo file chosen

Vui léng chen file ¢d dung lugng nhé hon 10 MB. Céc dinh dang file duge hé trg: PDFDOC,DOCK, JPG, GIF.PNG, ZIP RAR
Giay xac nhan

Chon file Choaose Files | Mo file chosen

Vui léng chen file ¢d dung lugng nhé hon 10 MB. Céc dinh dang file duge hé trg: PDFDOC,DOCK, JPG, GIF.PNG, ZIP RAR

Buwéc 5 : Nhap thong tin thué bao

- Nhap ma s6 thué va 4n lay théng tin. Hé thong sé& c6 thong tin goi y caa thué
bao.

- Nhap thong tin email, s6 dién thoai néu chua co.

- Annut dang ky dé hoan tat.

Luwu y: Théng tin hé thong cung cip c6 thé chua chinh xac 100% nén can kiém tra
va chinh stra néu can.

Thdng tin yéu cau cip phat chifng thu s§

M@ sd thug - M5T: b
Tén doanh nghiép (Chir in hoa) (%) T4 chire
Ban vi t8 chifc Dia chi Email
S5 dién thoai Dia chi
Tinh{Thanh ph& ) % Quic gia (IS0 3166) () VN

- Khi dang ky thanh céng hé théng s& hién Popup hoi in gidy dang ky.
- An dong y dé in hoic huy dé bo qua

w

Déng ky thanh cdng.
Ban cd mudn in gidy dang ky ?
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Buwéc 6: Duyét yéu cau.

Kiém duyét vién RA dang nhap vao hé théng TMSRA véi tai khoan cd quyén duyét
cap phat mac RA.

Chon menu: Cau hinh chung thu s6 / Duyét ching thu sd.

C3u hinh chitng thur s5  w

Tai man hinh tim kiém: Dién céc théng sb can tim kiém va an Tim kiém.
Két qua danh sach can phé duyét s& co trang théi 1a: Cho duyét

Luwu y: Néu khong thay két qua can tim thi nén chon loai yéu cau va trang thai 12 tat
ca va tim kiém lai.

=  Quan ly duyét chifng thu sd o o dich vién ¥
Tirngay | 07/12/2021 Pénngay | 05/01/2022 Tim theo ngay ()
Losiyduciu | Tatca v Trangthsi | Tatca v Tim kiém

Thu gon tim kigm

Phuong thic = Tatca ~ Logichimgthws& | Tatca ~ S5 Serial CTS
Tén céng ty M3 55 thué M3 ngén sach
56 quyét dinh Tén cé nhin ainp
Cén aréc cing din H& chidu M3 Toke
UID thigt bi Tén mign Daily | Tatca ~

= Danh sich Téng céng 2

M& 55
thud/ M3 CMND/Cin N L _—
Thaotic ST Téncingty ngin Tén ci nhin asdecing | Géi dich vy Lgaiyiu  losichingthet ponges rOTREIRE gy Ngay tao Ngay gen
sich/s§ din/Hé chidu
quyét dinh
CONG Ty OF PHAN N .
ry ry JoL/,
FITd 1 CONG NGHE 0108187508 T20S8217 o mél Doznh nghiép E”"gt % it ;:'h'y mae ?j%;?zz

IBROTHER VIET HAM

- Kich vao nut chi tiét bén canh danh sach thué bao.
- Kiém tra théng tin thué bao yéu cau cap chimg thu sé va an nat duyét.
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Bwéc 7: Kiém tra va nhan mé kich hoat.

Sau khi guri yéu cau thanh cong thi Trang thai yéu cau sé 1a: Duyét dai ly
Giao dich vién c6 thé nhan ma kich hoat bang 2 cach:
o Kiém tra email
o Vatim kiém lai yéu ciu sau khoang 15 — 30 phit ma kich hoat s& duoc
hién thi tai phan Chi tiét

Bwéc 8: Tai chirng thur sé.

Giao dich vién cai token manager vao may tinh.

Tai giao dién token manager chon menu Chung thu s / Pang ky chimg thu
$6.

Nhap ma pin token

Nhap mé kich hoat nhan duoc va 4n chap nhan.

Kiém tra thong tin thué bao ding ky va an chap nhan néu thong tin da dung.
Doi chat hé théng tao cip khoa va chimg thu sd.

Kiém tra thong tin ching thu s6 da dung chua. Néu ding 4n chap nhan dé ky
gidy xac nhan va cong b chtmg thu sb.

Buéc 9: In cac gidy to

Vao Menu cau hinh ching thu s6 / Quan ly ching thu sb va an tim kiém chiing
thu so.

C4c gidy to chung nhan, ban giao, phiéu yéu cau, giay xac nhan duogc hé thong
chuan bi san tai menu chi tiét cua ching thu sd.

Hwéng dan gia han/Thay d6i thong tin chimg thur so.

Dé gia han/thay d6i théng tin/Mua bé sung (Token thir 2) ching thu sé Giao
dich vién vao menu: Cau hinh Chung thu s6 / Quan ly chimg thu s6

Nhap thong tin dé tim kiém chtng thu sd

An chi tiét va chon menu gia han hoic thay doi, b6 sung.

Cac thao tac khac tuwong tu trudng hop cap méi ching thu sb

Luuy:

Mua b6 sung chi thuc hién khi ching thu sb thir nhat da duoc tai thanh cong.
Pé nhanh ban c6 thé vao nhap yéu cau méi nhu binh thuong. Luc d6 hé théng
s& hoi da ton tai khach hang. Ban c6 thé an chap nhan cam két khéng hay (bat
budc ddi soat) dé 1am nhanh cho khach hang.



