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1. Cdc menu chirc nang chinh

Stt Tén memu Mo td

01 Tai liéu Lueu tri¢ tai liéu ( hop dong, phuc luc, céng van, ...) qua nhiéu
trang thadi nhu:
Tao tai liéu, tai liéu nhap, dang xu Iy, hoan thanh, huy bo, tir
choi, qua han,..

02 T6 chirc Quan Iy cdc t6 chike, nguoi ky , chire vu, vai tro phu
trdch, ...trong qud trinh ky két giita 2 bén.

03 Nguoi dung Quan Iy nhém nguwoi dimg, qudn 1y ngudi ding trong tirng 16
chikc,..

04 Logi tai liéu Quan Iy cdc logi tai liéu trong 1 t6 chire, phdn quyén tirng logi

tai liéu cho cdc phong ban, tirng nhén si,..dwoc ding, cau hinh
luong ky két trong 1 t6 chirc gom ( nguoi xem xét, nguoi ky, van

thu )
05 Bdo cdo Hién thi bdo cdo tong hop ( bdo cdo chung/riéng; tinh/dong )
06 Hb tro Quan Iy tai liéu hwéng dan sir dung/ video hwéng dan
07 Cdu hinh tham s6 | Quan Iy cau hinh ky tw déng ( Ky anh, ky HSM, text )
Tailieu Téchirc Ngudidung Loaitdiliéu Bdocdo HEtrg  Cdu hinh tham s Q Q VAN HAI ;

Chao VAN HAl,

Ban c6 biét réng méi nam eContract gidip két ni han 50.000

khach hang doanh nghiép va ca nhan.

TAO TAI LIEU XEM BAN NHAP

Téng quan
Cho xtr ly 5 Chd phan hoi Sép hét han -~
- ] i
Théng ké
S6 tai liéu chua hoan . o N S6 ngudi dung thudc cac
thanh 0 S6 ngudi dung clia t6 chirc 6 don vi con 1

2. Cdc menu ngwoi quan Iy can cdu hinh khi dwoc cip tai khodn trén hé thong Econtract .
1) Menu Té chirc
i. Thém té chirc con

R , ’ Thém t8 chirc
1. Trong menu Té chirc chon nut

2. Dién théng tin chi tiét theo yéu cau

1
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Thém méi td chirc

Tén doanh nghiép * Tén viét tat *
Nhap tén doanh nghiép Nhap tén viét tat
© Trudng nay bat budc phai nhap. © Trudng nay bat budc phai nhap.
Ma doanh nghiép Ponvi*
Nhap ma doanh nghiép CONG TY TNHH ABENLA (ABENLA) v
Ma s6 thué Loai td chirc *
Nhép ma s6 thué Cong ty con -

Tai khoan quan tri

a. Cdc truong cé dau (*) bdt budc nhdp
b.  Chon don vi cha cho té chirc can tao

. , .. .o~ Taikhodnquantri @ . ;.1
¢. Neéu can tai khoan quan tri: tick vao q % va dien
cdc thong tin yéu cau
Tén doanh nghiép * Tén vidt tat *
Nhp tén doanh nghiép Nhdp tén viét tat
M3 doanh nghiép Donvi*
Nhdp ma doanh nghiép COng ty TNHH hé théng thdng tin FPT (FIS) ~
Nhéap théng tin tai
Ma s8 thu& ap g A
khoan quan trj (néu
Nhp md s6 thué c6 tich chon Tai -
khoan quan trj)
|ra| khodn qudn tri
Ho* Ténva dém*
Nhdp ho cia ban Nh3p tén va dém
Email * S& dién thoai *
Nhgp email Nhip s6 dién thogi
Ngay sinh Gidi tinh
Joofosss t -
Dija chi
Nh§p dija chi
7~
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d. Email tai khoan quan tri sé€ khong dvwoc trung voi email da tgo
trén hé thong, néu tring can doi email khdc.

e. Nhdn “Luu” d@é hoan tdt tao t6 chirc con.

f Néu cé tick tao “ Tai khodn qudn tri” hé thong sé giti email xdc
nhén t6i email dé khai bdo, ngueoi quan tri can check mail va xdc
nhén theo hwéng dan trong email dé hoant hanh viéc cdp tai
khoadn quan tri.

i. Noi dung email kich hoat

Cam on quy khach 63 tin tuéng va lya chon sir dung dich vy cla FPT.econtract!

Dé sur dyng dich vy, quy khach vui long xac nhin théng tin ding ky theo dudng link sau:

tract fol v wher-av/7é
! RRLOIG L

Ma xac nhdn cla quy khach la: 44837855
KHONG CHIA SE

ii. Nhdp md xac nhdn dé kich hoat

Xac nhan kich hoat tai
khoan

ME x&c thyc

Ban d& 6 tai khoan? Dang nhap

ii. Tao danh muc chirc vu trong té chirc ( menu Té chive/ Danh muc chivc vu )

, Chir
L Chonmis

2. Dién cdc thong tin theo yéu cau va Luu
Tén chicvu *

Giam déc

S6 lugng vi tri *

1

M&é ta chirc vu

Diéu hanh cong ty

3. Man hinh cac chitc vu mau nhw sau, moi to chirc sé co co cau chire vu
riéng.
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Tén chircvu « S6 luong vitri s M5 ta chirc vu
Giam déc 1 Diéu hanh céng ty £
Giam ddc ky thuat 1 Quan ly phong ky thuat £
Giam déc marketing 1 Quén ly phdng marketing £
Nhén vién kinh doanh 50 Nhan vién kinh doanh Q
Nhan vién marketing 5 Nhan vién marketing 2
Nhan vién support 5 Nhan vién support £
Trudng nhém kinh doanh 10 Quan ly team sales £
Trudng nhém Support 1 Quan ly ddi support £

iii. Tao danh muc “Ngwoi ky” ( menu To chive/ Danh muc nguoi ky ): tao danh
sdch nhitng nguwoi tham gia vao qud trinh ky két 1 tai liéu/hop dong, ...

1. Chon nut ° gt ky
2

Pién cdc thong tin theo yéu cu
3. Chon “vai tré” ciia nguoi tham gia vao qud trinh ky két tai liéu (Ngwoi
ky/ nguwoi xem xét/ vin thuw (déng diu ) )
bonvi*

CONG TY TNHH ABENLA (ABENLA) v

Ma NV *

Tén*

S0 dién thoai *
Email *

Vai tro *

v Ngudi ky / Ngudi xem xét r
Ngudi ky ‘
Ngudi xem xét
Van thu

4. Gan chirc danh twong ung va Luu
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Vai tro *
Ngudi xem xét v
Chirc danh chua gan Chic danh da gan
Tat ca quyén Tat ca quyén
(Gidm déc ky thuat) (Trudng phong kinh doanh)
(Gidm déc marketing)
(Trudng nhém Support)

(Trudng nhém kinh doanh)

(Nhén vién kinh doanh)

©0000 0

2) Menu Ngwoi dung

i. Quan ly nhom nguoi dung ( menu Nguwoi dung/ qudn ly nhom ngwoi ding )

. Nhé
I Chon i

2. Chon T6 chirc can tao nhom va dién tén nhom can tao va Luu

Ponvi*
CONG TY TNHH ABENLA (ABENLA) v
Tén nhéom *

Kinh doanh

3. Danh sach nhom mau

2 Danh sach nhém

Ponvi: | CONG TY TNHH ABENLA (ABENLA) -

Tén nhém +

ADMIN

Kinh doanh

1%
[ 1
-

Ky thuat

%
De
&

Marketing £ : o

Support

%
De
&

ii. Qudn ly ngwoi dung( menu Ngwoi dung/ qudn ly nguwoi dung )

1. Chon nut ° SRS
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2. Chon To chuec can tgo nguoi dung va dién cac thong tin yéu cau — nhan
Luu
Hoat dong

Ponvi*

CONG TY TNHH ABENLA (ABENLA) v
Ho * Ténva dém *
Email * So dién thoai *
Ngay sinh Gidi tinh

dd/MM/yyyy Gidi tinh v
Pia chi

3. Add nguoi dung vao 1 nhom da tao ¢ budc “Nhom ngwoi dung *

a. Danh sach nguoi dung, chon nut =

2 Danh sach nguwi dung © Nguviding
Bonvi: | CONG TY TNHH ABENLA (ABENLA) -
Téns Email + a Q
Nguyén Hai 1 abenla.com@gmail.com 8 V4

NGUYEN VAN HAI info@abenla.com

b.  Chon nhom cho nguoi dung va Luu

Gan nhém ngudi dung Gan nhém chirc nang
Nhém chua gan Nhém da gén
Tat ca nhém ° Tat ca nhém
(ADMIN) (+] (Kinh doanh)
(Support) o (Marketing)
(K§ thudt) (+]
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3) Menu Logi tai liéu
i. Tao cdc nhém tai liu d@é quan Iy

1. Menu Logi tai liéu chon nut © Thém méi

2. Bién/chon cdc théng tin yéu cau:
a. Chon tai liéu la ( hop dong/chimg tir )

B Thém mdi loai tai liéu
Phan loai *

v Hgp déng

Ching tur

TEr 1oar war neu —

a
m
e

*

Ma loai tai lié

UJ Luong ky

b. Tick chon “ Ludng ky” néu logi tai liéu can quy dinh luong ky
B Thém mdi loai tai liéu
Phan loai *

Hop dong

Ma loai tai liéu *
SMS2022
Ludng ky

c.  Cdu hinh thém cdc truong théng tin can quan Iy néu can, mdc
dinh c6 4 trwong ( Tén tai lidu, s6 tai liéu, ngdy ky, don vi tao )
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M loai tai ligu *
SMS2022

Ludng ky

C&u hinh céc trudng thdng tin can quan Iy

Tén hién thi Kiéu dir ligu Do dai Bat budc Danh séch gid tri Ma
Tén tai liéu String 100 envName &
6 tai liéu String 100 0 envNo &
Ngay ky Date 0 envDate k
Don vi tao yéu cau String 100 0 envSubmittedFrom o %

w (I
d.  Chon Luwu truée va kiém tra lai, néu chon Phdt hanh thi sé
khong swa/xoa dwoc.
ii. Thiét ldp luong ky cho tirng loai tai liéu
1. Néu logi tai liéu co tick chon Luong ky thi can thiét ldp luong ky
, S 20 Bo0H .
2. Chon biéu tuong 0 cuoi dong maoi logi tai liéu.
3. Man hinh thiét ldp Luong ky nhw sau
# Ludong ky - Hopdongdientu

CONG TY TNHH ABENLA

© Thém ngudi tham gia
Ky (0)
© Thém ngudi tham gia
Déng dau (0)
© Thém ngudi tham gia
4. Lan ot thém nguwoi phy trach trong qud trinh ky logi tai liéu gom
a. Nguwoi xem xét
b.  Nguoi ky
c. Dongdau (van thw)
5. Man hinh thém nguwoi xem xét vao luong ky nhw sau:
Fi Thém mdi budc xem xét/phé duyét

Tén*
Ngui xem xét

O Diéu kién

Burdc thy chon

o N

Danh séch ngudi tham gia trong burdc
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a. Tickvao “Bwéc tup chon” néu muon nguoi tao tai liéu cé thé
xod khéi luong ky khi can.
b. Tick vao “ Piéu kién” néu muon thiét ldp cdc diéu kién riéng tuy
theo nhu cdu.
iii. Phdt hanh logi tai ligu dé sir dung trong t6 chirc
1. Dé Phat hanh lodi tdi lidu dé moi nguoi dung, chon biéu tuong

i PO BB |, s
_— 0 cuoi dong moi logi tai liéu.
2. Man hinh nhw sau va chon Phdt hanh.
@ Ludng ky

Céu hinh céc trudng théng tin cin quan Iy

Tén hién thi Kiéu dir ligu D9 dai Bit buge Danh séch gid tri Ma
Tén tai liéu String 100 envName &
6ty String 100 0 envo &
Ngay ky Date 0 envDate &
Don v tao yéu cau String 100 0 envSubmittedFrom o &

o [

3. Sau khi Phat hanh sé khéng thé xod/sira va sé phan quyén cho nguoi

dung.

iv. Phdn quyén logi téi liéu cho phong ban, nguoi ding dé sir dung.
=

1. Chon biéu tuong - £ ﬁ a - Q & cudi moi dong logi

tai liéu dé phan quyén.
2. Man hinh phdn quyén nhi sau

Phan quyén loai tai liéu

Tén loai Dich vu SMS
Pon vi CONG TY TNHH ABENLA (ABENLA) - l
Danh sach chua gan Danh sach da gan

Tat ca danh sach ° Tat ca danh sach
(ADMIN) ° (Kinh doanh)
(Marketing) °
(Support) (+]
(Ky thuat) (+]

L+

(info@abenla.com)
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3. Chon biéu tiong o dé thém cdc phong ban, ngueoi ding dwoc sir
dung logi tai liéu nay.
v. Thiét ldp s6 tai liéu chay tw dong: chire ndng nay sé dwge ky thudt setup riéng tup
theo nhu cau ciia khdach hang.
vi. Ngung phat hanh logi tai liéu:
1. Khi ngirng phdt hanh thi nhém nguoi dimg/ngueoi dimg sé khong thé tao
hop dong/tai liéu tir logi tai liéu nay.
2. Man hinh loai tai liéu ,click chon vao tén loai tai licu

& Danh myc loai tai ligu Q mien .

Tén loai tai liéu & Phén loai ¥ Trang thdi ¢ Ludng ky
DichvuSMS. (9%9) Hp dong Phat hanh €6 ludng kj iltiBholh
Dich vy VoicelP (1000) Hop dong Phéthanh €6 lubng ky iftbolh
> ’ ‘
3. Chon Huy phdt hanh
Phan loai Hop dong
Tén tai liéu Dich vu SMS
Pon vi CONG TY TNHH ABENLA
Trang thai Phét hanh
Code SMs
Ludng ky
Théng tin trudng dir ligu
Tén hién thi Kigu dir ligu D5 dai Batbugc  Danh sach gié tri Ma
Tén tai liéu String 100 envName F
S8 tai lidu String 100 (m] envNo *
Ngay ky Date [m] envDate I
Don vi tao yéu cau String 100 (m] envSubmittedFrom b

WCTTI v
4) Menu Céu hinh tham sé
i. Céu hinh ky tw dpng: la chirc ning cho phép nguoi ky thiét ldp co ché dé hé
thong tw ddng ky cdc van ban giri dén email tai khoan ciia minh.
ii. Déi twong sie dung: Tdt ca nguoi ding cé tai khodan trén hé théng eContract,

1. Dé hé thong cé thé ky tw dong, NSD phdi cung cdp trude cdc thong tin dé

hé théng tw dién vao cdc é trén van ban da duoc gan NSD. Cu thé:
a. Hinh cua chir ky dnh,
b. Tai khodn va mat khau cia chung thu s6 HSM:
c.  Ngi dung 6 text sé dién néu trén vin ban cé gan é text.

2. Véiky s6 t ddng, hé thong chi hé tro véi CTS sir dung HSM tinh. Khong
hé tro véi HSM ¢6 password sinh ra timg lan ky (SMS OTP). Khéng ho
tro tw ddng ky véi hinh thire ky bang USB token.

iii. 4 hinh thitc khéng hé tro ky t déng

1. USB token

2. HSM ky ting lan cho cd nhén

3. HSM ky qua mdt khau SMS OTP

4. Ky anh co xac thuc OTP

10
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iv. Cac logi ky tw dong duoc hé tro gém
1. Twdéng ky anh/Chi tw déng ky s6/Tw dong ky ca chiv ky anh va chir ky
s6/Tw dong dién ngi dung vao cdc 6 text trén van ban.
2. Tw dong voi tai liéu do user cung 16 chirc khdi tao (ky tw dong voi van
ban ra hodc van ban ngi bg cua don vi).
3. Tu dong vdi tai liéu dén tir don vi khdc
4. Tw dong ky khi da qua 1 hodc nhiéu email nhdt dinh da dwoc liét ké sdn.

e

v. Cach cau hinh:

o ) © csuminh
1. Man hinh “Cau hinh tham so” chon

2. Dién théng tin yéu cdu:
a. Tén nguoi ky: la thong tin tén ma ngueoi ding dé ky hop dong.
b. Chon trong danh sdch cdc kiéu ky gom: ky anh, ky passcode, text

Thém cau hinh ky tu dong

[ Pham Thj Nén ]

W -

Kiéu ky *

3. Man hinh cdu hinh ky anh tw déng nhuw sau:
Thém cau hinh ky tu dong

Tén ngudi ky *
Nguyén Van Hai
Ki€u ky *
x Ky anh v
(] Cé dieukien (@
Ciuhinhkyanh @
Anh chir ky *

S dung anh tai khoan hé théng
O Sl dung anh vé tay
O Chon anh

11
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Nguyén Van Hai

(] Co diéu kién

Tén nguai ky *

Nguyén Van Hai

[ Co6 diéu kién

Website: abenla.com — Email: inffo@abenla.com

4. Man hinh céiu hinh ky Passcode tw djpng

©

Cdu hinh ky s6 FPT.eSign cloud passcode  (2)

Nhap username

Nhap password ®

Diéu chinh logo chir ky s6

oose File | No file chosen

oose File | No file chosen

5. Man hinh cdu hinh text tuw dong
Thém cau hinh ky tu dong

@

C&u hinh text @

12
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6. Kich hoat ché dg ky tw dong: bt trang thai “mau xanh — hoat dpng”’;
“mau xam — ngirng hoat dong “

Tén nguai ky Nguyén Van Hai

Email info@abenla.com

Kiéu ky Text
€6 digu kién 0

Trang thai o —

Ngay tao 20/01/2022 11:34:01

5) Cdp nhat profile tai khodan:

i. Muc dich: NSD lwu sin chit ky dnh ciia minh trong tai khodn, méi khi ky anh, hé
théng mdc dinh chir ky anh dé NSD sir dung nhanh, khong can vé lai hodc up loai
anh chir ky.

ii. Hwéng din cap nhat
1. Click vao Avatar bén géc phdi 6 trén chon “Tai khodn”

A2 Q vANHAL &

NGUYEN VAN HAI

- Tai khoan

[— Pang xuat
2. Man hinh update profile nhw sau:
Thiét 1ap tai khoan

Tai khoan T8 chirc Cai dat

NGUYEN VAN HAI Ch

. r ky anh Chir ky sd
a LR
P&ianh  G&bd anh ﬂ|
Ponvi CONG TY TNHH ABENLA ] R
Thay déi chir ky Thay d6i chir ky
Ho* Ténvadém*
NGUYEN VAN HA
Email * S& dién thoai *

13
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3. Cdu hinh chit ky s6 HSM passcode trong tdi khodn
a. Muc dich: khi thuc hién ky trén eContract voi logi ky bdng
chung thu 56 HSM thi sé tur dong mdc dinh tén tai khoan da luu
trong profile cua NSD, giam bot thao tac dang nhdp.
b.  Cdu hinh: vao phan thiét lgp tai khoan & géc phai/ chon “Cai
dat”
Thiét 1ap tai khoan
Taikhodn  Téchirc  Caidat

Mit khu

Thay d6i mat khau cho tai khon clia ban D6i mat khdu

Cau hinh chirng thu sd

Danh séch chimg thu s6 clia ban Xem danh sach

Ngon ngir

Thay d6i hién thi ngon ngr trén eContract English  Tiéng viét

Pang xuat
Dang xuat tai khodn nay Dang xuat

c. Chon tiép “Céu hinh chitng thuw s6”/ Thém chirng thw sé

Danh séch chirng thu X

Tén déng nhép Chu thich Thém chirng thu s6

Danh sdch trong!

d. Dién thong tin” Tén ding nhdp “ va chii thich va Luu

Thém chd'ng thu sé

Tén dang nhap

© Trudng nay bat budc phai nhap.

Cha thich

=

e. Khinhdp tén ding nhdp hé thong sé két noi HSM server dé kiém
tra xem tai khodn cé ton tai khéong.
i. Néu ton tai, hé thong sé cho phép Liru va hodn thanh.
ii. Néu khong ton tai, hé thong sé bdo 16i

14
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4. Thay déi/reset mat khiu HSM

a.
b.

C.

Vao ché cau hinh HSM nhie trén
Click vao Cai dat , hé thong hién thi Popup “Péi mdt khdu
chitng thw s6” . NSD click “Tiép tuc” nhw hinh dwdi

Danh sach chirng thu x

Tén dang nhap Ccha thich Thém ching thu sé

o 5] @

00001868X2f4awhvPBnW)PnuMo

P3oi mat khau chirng thu sé

Tai khoan

00001869X2fawhvPBnW|PnuMo

[ v ]

| _

Huay boé

T ié’p tuc chon “ Reset mdt khau” hodc “Déi mdt khdu”
i. Reset mdt khiu: hé thong sé giri mail vé hop mail nguoi
dung.
ii. Déi mdt khdu: nhdp thong tin doi nhir sau

PSi mat khau chdang thu s& e
MaEt kh3au hién tai

Nh3p mat kh3u hién ta =

Mat khau moi

r t kF =
b a ¥ =
nay b T

iii. Nhdn Lwu dé udpate

Cam on da tin twéng, va sw dung dich vu clia cong ty chung toi.

TpHé6 Chi Minh, ngay 01 thang 01 nam 2022

. Sales Department
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