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PLO1 - Hwé'ng dan KH Onboarding trén BIZ MBBank

1. M6t s6 khai niém, quy dinh chung
- Onboarding la gi ?: 1a qua trinh KH mdi, thuc hién cac thao tac dinh danh KH, dang ky mo tai
khodn thanh todn & tai khodn st dung BIZ Mbbank qua cic kénh: tai quay, qua RM, qua kénh
online. Tai pham vi cla tai liéu nay huéng dan KH thuc hién onboarding online trén BIZ Mbbank
va trong giai doan 1, KH bat dau thuc hién onboarding trén kénh BIZ APP. KH s& dwoc thuc hién
onboarding trén kénh BIZ web trong th&i gian sém nhat.
- Déi twong KH onboarding online trén BIZ trong giai doan 1:

+

+

+ + + + + +

KH doanh nghiép méi chwa mé code va chua tirtng dinh danh KH tai bat ky cidc kénh nao tai
MB.

KH 13 doanh nghiép cé Gidy dang ky kinh doanh, s6 DKKD: 10 sé.

KH doanh nghiép thanh lap v&i 01 nguoi dai dién theo phap luat

KH c6 CA doanh nghiép

e Cdc KH khéng ndm théa mén cdc diéu kién trén:

Khach hang doanh nghiép (KHDN) hién hitu cia MB.

KH 13 t6 chirc cé6 Quyét dinh thanh 1ap, gidy phép kinh doanh...,
KHDN cé hon 2 nguoi dai dién theo phap luat.

Ngay thang nam sinh cta ngudi dai dién trén DKKD chi ¢ ndm sinh.
KHDN ma tai khoan theo hinh thirc Gy quyén.

KHDN chua co CA.

S& duwoc nghién cliru phat trién dan 1én kénh online, va can ddi phan phdi phu hop qua cac kénh:
smart RM/BIZ Mbbank/Quay/kénh khac

- Cdc gidy to KH cén phdi chudn bi

+

+ + + +

Gidy dang ky kinh doanh (ban géc)

Gidy to tuy than cda nguoi dai dién theo phéap luat (ban goc)

Giay b6 nhiém clia k& todn trudng/ngudi phu trach ké toan (ban géc, khdng bat budc)
Gidy to tuy than cla k& toan trudng/ngudi phu trach ké toan (ban goc, khdng bat budc)
CA cla doanh nghiép

2. Huwéng dan chi tiét cac bwé'c Onboarding trén APP BIZ
Muc luc cac buéc thuwe hién

Bwéc 1: Dinh danh KH doanh nghiép (OCR gidy DKKD cla KH)

Bwdc 2: Dinh danh ngudi dai dién cla doanh nghiép (eKYC & OCR gidy t& tuy than cda ngudi
dai dién)

Bwéc 3: Ky CA ho so dang ky dich vu clia KH — Hoan thién OB kich hoat dich vu cho KH.
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PLO1 - Hwé'ng dan KH Onboarding trén BIZ MBBank

Buwdc 1: Dinh danh KH doanh nghiép (OCR gidy DKKD ctia KH)

- KH download app BIZ Mbbank, man hinh dau tién sau khi tai app thanh céng, KH click vao “dang ky
mdi dich vu”. Hé théng hién thi man hinh cac ho so gidy t& KH can chuan bj cho lubng Onboarding.
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- KH thyc hién chup BKKD, KH ddm bao chup DKKD ding theo huéng dan lvu y chup dé dat dwoc két
qua OCR gidy DKKD dung va nhanh nhat. Sau khi KH hoan thién chup DKKD, hé théng tu déng fill cac
thong tin trén DKKD Ién man hinh Thong tin tai khoan cho KH nhu sau (cac truong théng tin khong co
di¥ liéu trén DKKD, KH thyc hién dién bd sung):
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PLO1 - Hwé'ng dan KH Onboarding trén BIZ MBBank

- -
9:a il T - wal T -

10:38 il LTE 9.1 ot -
& Xdc thuc DKKD 3 Péang ky kinh doanh <— Théng tin tai khoan 1/4 & Mhip thong tin bai khodn 2/3
Vui long ki€ém tra théng tin sau: Ho va tén, M
Huéng dén chup BKKD :géi:i"h. s& GQT"TE. I - B
&u sai, vui long quét lgi Dang ky kin n
Mac thye BEEKD thanh cong
— 5 1] ] %
Théng tin khach hang té chirc
B Toi khoan 36 dep MB ting ben >
0305020995 2D37B3E3
-
Y
ot A CONG TY TNHH ABC 1234567850
Lwu y
ABC 1. Théng tin nguéi duyét gioo dich
SO dyng @iy tr gac khdng scon, khdng
capy
dhuyetdl
= Chup anh trong mal triromg Gnh sang 6t ABC
= Bdm bdo hinh dnh 1S née, khang bj lod
= Chyp 4nh theo thlr ty tir trang v tidn 16/06/2020 Hguyin Van Mam
CHON ANH T Ther VIEN Théng tin ngu®i dai dién theo phap
lugt
D Xgc thue tat ¢ thong tin 4a chinh xdc
BiEng Ba thing tin ngwsi dupsl
Tidp tyc ngarii nhip
e —

4 5 6 7

1. S6 tai khodn thanh toan s6 dep MB tang ban: KH cé thé Iwa chon lai s6 tai khoan thanh toén
mong mudn khac bang cach nhan vao miii tén nhoé bén canh (KH dwoc lwva chon mé TK ¢ d6 dai:
8,9,10,11,12,13,14 s0)

2. M3 coéng ty, Ho va tén ngudi dai dién, s6 GTTT ngay thang nam sinh cla ngudi dai dién fill tir
DKKD : hé théng khéng cho phép stra.

3. Thong tin nguoi duyét giao dich:

- Tén dang nhap: hé théng tu ddng hién thi m3c dinh tén ddng nhap cho KH: cho phép KH sira
lai theo user mong mudn

- Ho va tén: hién thj tén ngudi dai dién cta té chirc, cho phép KH sira lai trong truéng hop hé
théng OCR cho ra két qud khéng dung véi gidy dang ky kinh doanh cda KH.

- S6 dién thoai di dong: KH nhép s dién thoai di déng clia KH dang st dung. Luu y nhap ding
s6 dién thodi dé thuc hién nhan OTP xac thuec tai cdc budc dinh danh KH tiép theo va s dung
trong qua trinh s& dung dich vu tai MB.

- Email: KH nhap email dang s dung. Lwu y: nhdp ddng email dé nhan duwgc théng bdo trong
qua trinh st dung dich vu tai MB.

4. Thoéng tin ngudi nhap giao dich:

Trwdng hop KH chua bd nhiém KTT/ngudi phu trdch KT, ngudi dai dién kiém nhiém KTT/ngudi

phu trach k& toan, KH thyc hién gat nit tron “Dong bd thong tin” dé hé thdng thyc hién fill toan

b6 thong tin tir muc “Théng tin ngwdi duyét giao dich” vao cac trwdng cldia “Thong tin ngudi thuc
hién giao dich”. M6t s6 lwu y & cac truong nhu sau:
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PLO1 - Hwé'ng dan KH Onboarding trén BIZ MBBank

- Tén dang nhap: hé théng ty ddng hién thi mdc dinh tén ddng nhap cho KH: cho phép KH sira
lai theo user mong muén. Trong d6, tén dang nhap cha ngudi thye hién giao dich khéng trung
vdi user dang nhap cla nguoi phé duyét giao dich.

- Hovatén: déng bd ho tén cla ngudi duyét giao dich, hodc cho KH nhap lai théng tin

- SO dién thoai di déng: KH nhap s6 dién thoai di dong cta KH dang s dung. Lvu y nhap ding
s6 dién thoai dé thuc hién nhan OTP xéc thuc tai cadc bwdc dinh danh KH tiép theo va st dung
trong qua trinh st dung dich vu tai MB.

- Email: KH nhap email dang s dung. Lwu y: nhap ding email dé nhan dwoc théng bdo trong
qua trinh st dung dich vu tai MB.

5. H6 so dinh kém:

Hé théng cho phép xem lai DKKD d3 tai tir trwdc & tai 1én quyét dinh bé nhiém KTT/ngudi phu

trach KT, gidy to tuy than cha KTT/nguoi phu trach KT

KH cling c6 thé tich chon cam két b6 sung sau trong trwdng hop khdng tai 1én quyét dinh bd

nhiém KTT/ngudi phu trach KT, gidy t& tuy than cha KTT/nguwdi phu trach KT

Sau khi nhap day dd théng tin, hé thdng xac thwc KH qua so dién thoai di déng cla ngudi dai dién
theo phap luat bang cach glri OTP vé cho sd dién thoai ngudi duyét giao dich dang ky & budc trén.
Trudng hop nhap ding OTP hé théng chuyén sang man hinh chon chi nhanh/RM ho tro.

Hé théng hién thi goiy chi nhanh/RM hd tro dua trén dia chi trong DKKD ctia khach hang. Khach
hang dwoc chon chi nhanh khac, hodc nhap ma RM hd tro:

E i b E .41 wil T -
2. Théng tin ngudi 1§p giae dich
: 16:54 wtl LTE
¢~ Nhap théng tin tai khean  2/3 o
¢— Thoéng tin khac 2/4
el Xéc thye OTP
MB da g4
ha ch
Danh sach tai khoan sé dep X
: 5 ; Théng tin nhan vién ngan hang *
® Q 0 4 ! 1 = 1 9 4 @ Chontheochinhinh () Nhip ma nhin vién
HA NOI
3. H& so dinh kém S3 tai khoan :
K 235803636 () PGD Tu Liem
11,000,000 ¥ND
S8 tai khoan
693113636 O Nguyén Thi Quynh - 09AL._58 )
S8 tai khoan Thang tin sau khi duoe 2oc thye sé duoc g
048713636 O vé emall: acbBgmeit comyn Chon chi nhénh khéc
= S8 tai khoan
613813636 @) 1 2 3
11658000 ¥ND
S5 tai khoan 4 5 6
Gwi T uuo
Com ks b5 sung gidiy b lign quen sou 410773636 O
11,000,000 ¥ND
= 7 8 9
roms Tuw wive
-
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Buwdc 2: Pinh danh nguéi dai dién cia doanh nghiép (eKYC & OCR gidy t& tuy than cha ngudi dai
dién)

PLO1 - Hwé'ng dan KH Onboarding trén BIZ MBBank

Sau khi xdc thyc théng tin DKKD cia KH thanh céng, hé thong yéu cau KH lam budc tiép theo xac thyc
théng tin ngudi dai dién. Trudng hop ngudi dung mudn gli thdng tin eKYC cho ngudi dai dién, hé théng
cho phép KH gtti thdng tin cho ngudi dai dién qua Zalo, viber, Facebook va mét s6 nhém mang x3a hoi
khac. Sau khi gri théng bdo thanh céng, KH la ngudi dai dién sé ti€p tuc thuc hién budc eKYC.

94 i @ = B e i L Uk d Frm ey b A

€~ Xéc minh ngudi dai dién 2/3
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Nguoi dai dién thuce hién theo hwdng dan cla hé théng: chup va quay mét, chup GTTT. Hé théng thuc
hién d6i chi€u thong tin cia KH thong qua gidy t& KH cung cap: GTTT, DKKD. Trudng hop théng tin cha
cac ngudn trén KH cung cap trung khdp, hé théng cho phép KH xac nhan hgp dong.

KH thuc hién doc diéu khoan diéu kién hgp déng va tich chon “D3 doc va ddng y”. KH d3 hoan thanh
budc 2 cha Onboarding cGia KH.
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Tai budc hoan thanh nay, KH duoc gittr TKTT d3 dwgc chon tlr cac budc trwdce va KH phai hoan thanh
budc ky CA ho so st dung dich vu KH méi cé thé st dung TKTT nay (duoc ghi ng/ghi c6 véi han mirc
200 triéu/01 giao dich, 500 tr/01 ngay)

Buédc 3: Ky CA hé so dang ky dich vu cia KH — Hoan thién OB kich hoat dich vu cho KH.

KH dang nhap BIZ web tai: https://ebank.mbbank.com.vn dé thuc hién ky CA hé so dang ky s dung
dich vu. KH click vao ky hoan tat ky CA hé so.
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PLO1 - Hwé'ng dan KH Onboarding trén BIZ MBBank

Hé théng hién thj toan bd hop ddng dang ky s dung dich, KH download hop déng, ky CA 1én hop
déng vira tai xudng. Sau d6 thue hién up hop déng sau khi ky CA cda DN |&n BIZ, BIZ xac thyc théng tin
CA cla KH.

o ™ e Burdne 1: Kidm tre théng tin, 06 hop @8mg xeling 3§ ki 0,
F 1. Cac i s 08 currg clip

% ™ —— 2. Heop dfing wir dung djcf v
L EE S
L
[F3 Tro i thang B
Hi] e aani v > Eurc rg e, ok A o nihe, ol khodn hen @S

q o s & »

_:' A Ao ke Bl > Burdec 2= Tal l&m file 48 ky CA

Mo thé file 14 giao dich wia S0y OF bdi 1En
e o Aty dd chon Gls

Trudng hop CA cta KH hop 1&, hé théng kich hoat tai khodn thanh todn cta KH, KH duoc phép giao dich
ghi ng/ghi cé tai khodn 200tr/01 giao dich, 500 triéu/01 ngay sau khi hé théng bdo hoan tat ky CA, chic
mung ban nhan duoc goi giao dich: 200tr/01 giao dich, 500 triéu/01 ngay.

THMH Wk DICH VY HGOC HA @ G (T LuTuANANHSS

uy v/ Sao ke
Chuyén tién > [
r - - I
Chuyin tidn theo 15 > -
il
huyén tidn + >

CHAO MUNG BAN TR THANH KHACH HANG CUA BIZ MEBANK
Bén ngogi 18 > MB thén tdng bgn 300.000VMNE d& trai nghigém nhirng dich vy tuyst veril

Han =i dyng qua teng: 1530 Z9/04/2022
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Théng tin gioe dijch

Taén doanh nghigp COMG TY THHH THUDNG MAI VA DICH VU KY THUAT NGOT HA
User nhap LUTUAMAMHS

User duyét LUTUAMNAMHSS

56 bl khodn thanh todn 02001093TO0O0

R S bror Hauve Hieu - 03IFI212090

Hagn mire gd

Logi gioa dich Chuplin tién, chuplin khodn theo 16, thanh todn thué, thanh todn héa don, Hén il online.

Lwu y: Trong vong 30 ngay ké tir ngay mé thanh cong tai khoan sé dep (TKSD), khach hang chua thyc
hién ky CA hé théng s& thu hoi TKSD da ma.



Hudng din ky sé6 USB CA

| L T 10 0T G A J OO OO 1
IL Cai At PhAN MEM KY OFFTINE. .. oottt ettt sttt ene st 4
L T XUGNG NOP @ONG AT KNOAN ...ttt 4
IV. Thuc hién Ky hop @0Ng M& tAI KNOAN...........co.vvececeeceeeeecee et 5
a. Ky bang phan mem ACIODAt REATET ..........c.c.oieeeeeeeeeeeeee ettt een e 5
b. KY bang phan Mem FOXIt REATET ...........covieiieeeieeeeeeeeeee ettt st n et en e 14
C. Kiém tra Chit KY USB CA QP [8........uieecececeeeeeeeee et 18
V. Tai 18N file NEP @ONE @A KY CA ...ttt 18

I. Cai dat chir ky s6

Buée 1: Nguoi dung két ndi USB CA véi mdy tinh hodc laptop, va truy cap thu muc My
Computer

- Tai thu muc Viettel CA (hodc FPT CA, tiy theo cac nha cung cap CA ma tén s& khac nhau)
nhan chudt phai chon Open

Tén nha cung cip Trang web huéng dian

New CA (CyberLotus) https://newca.vn/huong-dan-cai-dat-chu-ky-so-newca/

Easy CA (SoftDream) https://easyca.vn/huong-dan-su-dung/

FPT https://einvoice.fpt.com.vn/huong-dan-su-dung-fpt-einvoice/
VNPT https://vnpt.com.vn/doanh-nghiep/tu-van/cai-dat-chu-ky-so-
vnpt.html




Huéng dan ky sé6 USB CA

Buéc 2: Nhan dup mo file cai dat Viettel —ca_ V6 (hodc FPTCA_v4 installer.exe, tén khac nhau
tly theo nha cung cip CA)

- “ 4 = » ThisPC » CD Drive (E:) Viettel-CA_vE
J- Downloads i MName Date modified Type Size
| Documents MACOSX 24/11/202003:39 .. File folder
&=| Pictures UBUNTU 24/11/,202003 File folder
AMNH-WEBSITE = autorun 24/11/2020 02:59 Application 20 KB
ky pdf bing fastca {_'| autorun 1 2471172020 02: Setup Information 1KB
03.2021 24/11/2020|  Open
ereenshote = viettel-ca_vé-ri 24/11/2020[ @) Run 25 administrator |
) Share with Skype
@ OneDrive - Persenal (== Share with Zalo
[ Thiz PC Troubleshoot compatibility
' 0 ObjECtS Pin to Start
B Deskiop [of Edit with Motepad++
|:| D " Ea Scan with Microsoft Defender...
=E| oCuments
[# GeoSetter >
& Downloads
N 1£* Share
KAuomim
Buwdc 3: Lua chon ngdn ngit, va nhan OK
« “ 4 == » ThisPC » CD Drive (E) Viettel-CA_v6
~
& Downloads  # *  Name Date modified Type Size
Documents  # MACOSX 24/11/202003:39 .. File folder
[=] Pictures # UBUNTU 24/11/202003:39 ... File folder
AMNH-WEBSITE == autorun 24/11/2020 02:59 ... Application 20 KB
ky pdf bing fastca :E autorun 24/11/2020 D2:59 ... Setup Informaticn 1KB
Qz2.2021 T viettel-ca_vb 24/11/202002:58 ...  Application 1,662 KB
c hot == viettel-ca_vB-ri 24/11/2020 D2:55 ... Application 33 KB
creenshots
Please Select Language it

@ Onelrive - Personal

E This PC
. 30 Objects
B Desktop
Documents
; Downloads

-— Lura chon ngdn ngir

- {Please Select Language)

Vietnamese

2

CAMCEL




’,
=
~MB o
Hudng dan ky s6 USB CA

Buwéc 4: Qua trinh cai dat s€ duoc tién hanh

*= (C3i Pat Token Manager Version £.0 —

bang Cai bat
Hay dai trong khi Token Manager Version 6.0 dang dudc cai dat.

Tao thur muc: C:\ProgramData\Microsoft\Windows\Start Menu\Programs\Viethel-CaViettel-CA

i)
=]

Buwée 5: Thong bao cai dat thanh cong, nhéan “Két thac” va kiém tra hién thi phﬁn mém tai
Desktop

=% CaiPat Teken Manager Version 6.0 —

Pang Hoan Tat Cai bat Token
Manager Version 6.0

Trudng hop mdy tinh khéng nhén token sau khi két thac qua
trinh cai dat, vui ldng rat token va khdi déng lai.

(O Khéi déng lai ngay bay gis

(@) Mudn khdi déng lai thi cfing v& sau

Y




Hudng din ky sé6 USB CA

II. Cai dat phan mém Ky offline
Buwéce 7: Tiép tuc tai va cai dat phﬁn mém Acrobat Reader DC hoac Foxit PDF Reaser

Phan mém Acrobat: https://get.adobe.com/reader/

Phan mém Foxit PDF Reader (phién ban 9.5 trd 1én): https://www.foxit.com/pdf-reader/

Bwéc 8: Nhan dup file .exe dé cai dat

Buéc 9: Nhan Next cic budc tiép theo dé hoan thanh, hé théng hién thi icon & man hinh

Desktop

Phan mém Acrobat hién thi icon: .

Phan mém Foxit (phién ban 9.5 tré 1én) hién thi icon:

III. Tai xudong ho’p dong tai Khoan
Buéc 1: Nguoi dung dang nhap Web BIZ MB https://ebank.mbbank.com.vn dé ky hoan tat hd so

” ON A DICH HA..
« \I::"MB CONG TY TNHH VA DICH VU NGOQC HA,

EBANKING

Truy vén/ Sao ké

I=

(]

Chuyén tién

@

Chuyén tién theo 18

&5

Chuyén tién guéc t&
@qj Ban ngoai té

E%\ Thanh todn thug
E& Thanh toan hoa don
@ Lien két déi tac

@ Tra citu théng tin

>

>

8 @& ()  LuTuANANHSA v

Hoan tét hé so d& duyét giao dich
Vui léng chudn bj thigp bj CA d& hoan tdt tha tuc ky CA ho sof

Ky hodn tét CA hé se

Xin chao, NGUYEN TRONG HIEU

{57 Chuyén tién Qudn Iy tidn i 6 ky hen

Théng tin tai chinh

Tai khodn thanh todn

020100335005 - CTY THHH TM VA DV KY THUAT NGOC HA

58 dur 5,939 VND

Giao dich gdn nhét

AUD 16,213 16,827
CAD 18,007 18591
CHF 24,542 25328


https://ebank.mbbank.com.vn/

Huéng dan ky sé6 USB CA

Buwére 2: Thyc hién tai file hgp ddng vé may tinh da cai dit phan mém ky CA
Nguoi dung c6 thé tham khao Huéng din ky CA néu can.

« ‘;’f%""MB CONG TY TNHH Vi DICH VU NGOC HA, .. r;.“ % @ LUTUANANHSS
‘f’m Ty v/ Sao ke 3 Bude 1: Kiém tra théng tin, tai hep déng xudng d& ky CA
1. Céc hé so da cung cdp

Is} Chuyéntign >

Pang ky kinh deanh v
() Chupéntiéntheols >
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4 by CONG TY TNHH DAU TU VA KINH Dt

D THONG TIN KHACH HANG TO CHUC
Tén giao dich day di: CONG TY TNHH BDAU TU VA KINH DOANH HAI AN
Tén tiéng Anh: HAI AN INVESTMENT AND TRADING COMPANY LIMITED

Tén giao dich viét tat:

- Khong dat:

+ Néu khong hién thi chit ky MB:

Ping nhap lai Web BIZ MB, tai lai file hop dong méi va kiém tra chit ky MB trén hop dong méi
+ Néu khong hién thi chit ky ctua khach hang:

Ky lai trén file hop dong mai, hodc lién hé nha cung cap thiét bi USB CA

V. Tai lén file hop dong da ky CA
Buwéc 6: Truy cip man hinh BIZ MB, va tai 1én file hop dong d3 ky, sau d6 nhan “Tiép tuc”
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Hudng din ky sé6 USB CA

F CONG c G P
« }:{"MB CONG TY TNHH VA DICH VU NGOC HA.. l';p & O LUTUANANHS4 ~
EBANKING
2 1 s Soo ke Y Bude 1: Kigm tra théng tin, tai hep déng xudng dé ky CA
T Truy war
1. Cac hé se d&@ cung cdip
Is1 chuyén tign >
Bang ky kinh doanh V

L8] Chuyén tién theo 14 >
- GTTT cha ngudi dgi dién theo phdp luat W

T Chuyén tidn quéctd >

— Quyét dinh ba nhiém ke todn trudng ~
‘j‘) Bén ngoai té >
E_%, Thank todn thud > 2. Hop déng st dung dich vy

E\_ Thanh todn had deen >

@ Litn kit a6 tae >
-
E{ Tra edru théng tin >
Q?j Phai sinh tidn t& > Hirding ddn ky CA xdc nhan didu khodn hop déng
@; ht}m‘mlgu biin i g6 ky 3 b Tal xu &ng
% han
:?;;: Chidng chi tidn gl >
[E Hea dom gignr > ﬂ:m‘n 2: Tai Ién file da ky CA \1
,334'3 Wiy b tuyén >

3 Tignich b @

Kéo tha file 16 giao dich vao day dé tai lén

Hodc dn vao day dé chon file

Buwéc 7: Hé thong MB sé kiém tra chir ky USB CA c6 hop 18 khong (hét hiéu luc, khong ding
cong ty dang dang ky tai khoan ...) va hién thi bao 15i néu co

- Néu 151, ngudi dung vui 1ong kiém tra tinh hop 1¢ cuia chir ky va tai lai file da ky

- Néu thanh cong, hé thong s& chuyén man hinh ké tiép va thong bao “Chiic mirng ban da
xac thwe thanh cong”. Ngudi dung thao tac tiép dé hoan thanh viéc mo tai khoan khach hang

t6 chure tai MB
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