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PHAN I: GIOI THIEU TONG QUAN HE THONG
1. Muc dich va y nghia cua tai liéu

Tai liéu nay duoc xay dung nham hudng dan nguoi dung hiéu va st dung cac tinh

ning phin mém MySign Deskop.

MySign Desktop 1a phadn mém hd trg khach hang sir dung dich vu ky sd tir xa cia
Viettel-CA (thuong hiéu MySign) c6 thé thuc hién k¥ van ban. Tai liéu nay duoc sir dung

dé 1am co s& huéng din nguoi dung cach st dung.
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2. Déi twong sir dung tai liéu

Tai li¢u nay phuc vu cac doi tugng sau:

- Khach hang st dung dich vu ky s tir xa MySign.

Nhan vién CSKH st dung tai liéu dé hd trg khach hang trong qua trinh st dung.

3. Pham vi tai li¢u

Tai liéu nay ap dung cho Phan mém MySign Desktop véi cac chirc ning sau déy:

STT Tinh ning
1 Hé diéu hanh hd trg: Windows
2 Cai dat phan mém
3 HO trg da ngodn ngir: Tiéng Viét/Tiéng Anh.
4 Ding nhap bang mat khau cia tai khoan MySign
5 Quén mat khau
6 | D6i mat khau
7 Céu hinh mau chit ky
8 Céu hinh mau ky nhanh
9 Céu hinh mang
10 | Céu hinh Dich vu chimg thuc
11 | Céu hinh Ching thu s6
12 | Ky van ban
13 | Ky nhanh
14 | Ky tai li¢u trén ban Website
15 | Lich str giao dich ky
16 | Baocao
17 | Xéa cau hinh
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PHAN II: HUONG DAN SU DUNG CHUC NANG TRONG HE THONG
1. Cai dit phin mém

- Truy cép vao link: https://remotesigning.viettel.vn/mysign/?page=home

ﬂg“tt__gh"cg English language Cau hinh két néi mang Xoéa toan b cau hinh

Hay ky theo cach ciia ban

mysign

Phan mém Mysign Desktop Web s

ai khoan

. X s % -

Mien phi Mien phi

Mat khau
Nhigu tinh nang nang cac Khéng cai dat thém phan méem

Luu tai khoan Quén mat khau?

© Ky nhigu dinh dang (PDF, Office, XML, Anh) @ Ky dinh dang file duy nhat

@ Ky 16 tGi da 10 van ban 100MB FoF Pang nhap

© Nhigu mau hién thi chit ky (dnh, chil, vé tay,..) © Ky 16 t3i da 5 van ban 25MB

© Tich hdp Dau thifi gian cia nhigu don vi © Mt mau hidn thi chir ky (chi?)
© Trinh xem néi dung file vé kéo tha chif ky © Tich hop Da thei gian cla
Viettel

L] Ky nhanh cing ldc nhigu van ban

@ Xac thic file PDF

© Tra citu lich st va bo cao ky

- Nhap S tai khoan va Mat khau, néu hé théng hién thi thong béo:

Théng bac

Khéng phat hign Phin meém ky s& MySign Desktop. Ban can cai dat hay md Phan mém ky s6 MySign Desktop trudc khi thuc hién Ky 6.

& TAI PHAN MEM P Md Mysign Desktop & Chuyén sang phién ban Web

= Ty theo tinh trang sir dung, thuc hién theo huéng dan twong tng:

o Chua cai dat MySign Desktop >> Thyc hién theo Muc 1.1. Cai dat
phan mém.
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o Da cai dat nhung chua mé MySign Desktop >> Thuyc hién theo Muc
1.2. M¢ tng dung.
o Trinh duyét Google Chrome chin két néi >> Thuyc hién theo Muc 1.3.
Mo chan hé théng.
o Phan mém diét virus hodc thiét 1ap trén may tinh chan két nbi >>
Kiém tra va thyc hién cau hinh cho phép MySign Desktop két néi.
Truong hop can thiét, kiém tra hoic g& phan mém diét virus dang
chan két ndi.
Sau khi thuc hién cac budc trén, quay lai website MySign dé ding nhap va sir dung
dich vu.
1.1. Cai @it phan mém

o Nhan Tai phan mém va mé file cai dat vura tai vé

Mame

ﬂ MySign Desktop.exe

o Chon Next
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i £3

&

< Back Mext = ] Cancel

o Chon Next

To install in this folder, dick "™Mext™. To install to a different folder, enter it below ar didk
"Browse”,

Folder:
|C: Program Files (x36)MySign Desktop), Browse...

Advanced Installer

< Back Mext = ] Cancel

o Nhén Install dé bit dau cai dat.
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= Luu y: Nguoi dung can st dung tai khoan c6 quyén cai dit

phan mém, thong thuong 12 quyén Administrator.

" | e

Ready to Install

Click "Install” to begin the installation. If you want to review or change any of your
installation settings, dick "Back”. Click "Cancel” to exit the wizard.

Advanced Installer

< Back # Install Cancel

o Chon Finish
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" d MySign Desktop Setup @

Finish ] Cance

o Nhan Mé web ky so dé truy cap hé thong MySign

n:n MySign Desktop

Author MySign © 2023 MySign - All rights reserved.

Emiail viettelca @viettel.com.vn Version 1.2.0

Cap nhat T3t phdn mém

o Truy cip website trén trinh duyét va dang nhap hé thong dé bat dau sir
dung dich vu
1.2. Mé wng dung
Truong hop MySign Desktop da dugc cai dat nhung chua mé:

o Mo tmg dung MySign Desktop trén may tinh
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MySign Desktop

mysign
Authar MySian © 2023 MySign - All rights reserved.
Emiil viettelca @viettel. com. vn Version  1.2.0

Md& web ky sd T&t phan mém

o Nhin M¢ web ky sb va ding nhip hé théng dé bit dau s dung dich

vu
1.3. Mé chin hé thong (Pdi véi trinh duyét Google Chrome)
Trudng hop Google Chrome chin quyén két ndi voi MySign Desktop:

o Clickicon trén thanh dia chi cda trinh duyét

25 emotesigning.viettelvn

remotesigning.viettel.vn

Vit &) Kétnginay an toan > Cau hinh két néi mang  X6a toan bé cau hinh

[ cia s6 bat lén va chuyén huéng [ o] theo ca’ch Cl:la ban - /
- - * S
mysign
Dat lai quyen
Web
001303047579
(> Cookie v d liéu trang web Mién phi
ianveawes o B
i B 9 Khéng cai dat thém phan mém
Luu tai khoan Quén mat khau?

(G5 Théng tin vé trang nay
Tap doan Céng nghiép - Vién théng Qud

@ &y dinh dang file duy nhat

PDF Bang nhap

© Nhigu méu hién thi chif ky (anh, chi, vé tay,..) © Kj1616i da 5 van ban 25MB

© Tich hgp Dau thaii gian ciia nhigu dan vi © Mt méu hién thi chi ky (chi

@ Trinh xem néi dung file va kéo tha chif ky @ Tich hgp Dau thafi gian cla
Viettel

o Nhin m& Quyén truy cap mang cuc bd
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rematesigning.viettel.vn
VK ) ket ni nay an toan >
[ cira 56 bat én va chuyén hudng
& Quyén truy cip mang cuc bd o

D3t lai quyén

@ Cookie va dif liéu trang web

1 Cai dat trang web

(i3 Thang tin vé trang nay
Tap doan Cong nghiép - Vién thong Qud..

© Nhigu miu hién thj chit ky (anh, chil, vé tay,...)

2. Chuyén sang phién ban Web

©  theo cach ctuia ban

Web

. -
Mien phi
Khéng cai dat thém phan mém

L] Ky dinh dang file duy nhat
PDF

@ Ky 16 t6i da 5 van ban 25MB

Cau hinh két ndi mang  Xéa toan b cau hinh

mysign

Tai khoan

Mat khau

Luu tai khoan

Bang nhap

Quén mat khau?

- Ngudi dung c6 thé chuyén sang st dung phién ban Web ma khong can cai

dit phan mém MySign Desktop theo mot trong hai cach:

o Céach 1: Tai man hinh Pang nhap, click Bit dau trén card Web dé
chuyén sang phién ban Web.

Mién phi

Nhigu tinh néng nang cao

@ Ky 16 t6i da 10 van ban 100MB
@ Ky nhanh ciing lac nhigu van ban

@ Xic thyc file PDF

@ Tra ciu lich str va bao cao ky

Phdan mém Mysign Desktop

@ Ky nhigu dinh dang (PDF, Office, XML, Anh)

@ Nhidu miu hién thi chit ky (anh, chil, v& tay,..)

@ Tich hgp Dau thdi gian ctia nhigu don vj

@ Trinh xem néi dung file va kéo th chit ky

Hay ky theo cach cua ban

Web

Mién phi

Khéng cai dat thém phan mém

@ Ky dinh dang file duy nhét PDF
@ Ky 16 t6i da 5 van ban 25MB

© Mt mau hién thi chit ky (chi)

@ Tich hgp Dau thai gian cua
Viettel

o Céch 2: Sau khi ding nhap, tai Menu chon Phién ban Web dé chuyén

sang phién ban Web.
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ont

5 dil
,PN

3. Chuyén ngén ngir

- Ngén ngit mic dinh cta website 12 Tiéng Viét.

English language

NGUYEN VAN ANH ~

Théng tin khach hang

D6 mat khau

C&u hinh hé théng
Phién ban Web
English language

Bang xuat

Hay ky theo cach cua ban

Phan mém Mysign Desktop
Mién phi

Nhigu tinh néng

(i nhigu don

tha chir ky

hanh ciing lic nhiitu van bin
e thc file PDF

© Tra ciiu lich sif va bio céo ky

Web

Mién phi

Khéng ci dt thém phiin mem

@ Ky dinh dang file duy nhat PDF
© Ky 16 t5i da 5 van ban 25M8

@ Mot mdu hién thi chir ky (chi)

© Tich hgp Dau théi gian cla Viettel

Tai khoan

Mit khau

Luu tai khodn

Céu hinh két néi mang  Xéa todn bg céu hinh
w
mysign

Quén mat khiu?

- Dé chuyén ngodn ngit ciia website sang tiéng Anh >> Click vao Internaltional

Verions:

viettel.cAP  Ngén ngil Tiéng Vit

Sign it your way

Mysign Desktop Software
Free

Many advanced features

© validate PDF f

@ Look up history and signing reports

Web
Free

No additional software installation

@ S5ign a single PDF file format

@ Sign up to 5 documents of 25MB in
batches

@ Atemplate displaying signatures (letters)

@ Integrate Viettel Timestamp

User ID

Password

Save account

Network connection configuration ~ Clear all configurations

o

mysign

Forgot Password?
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- Pé chuyén tré vé ngdn ngit Tiéng Viét >> Click Phién ban Tiéng Viét
4. Pang nhap

- Tai man hinh Diang nhap, nhap Tén tai khoan va Mat khau
- Tich chon Luu tai khoan néu muén luu thong tin ding nhép.

- Click Bang nhap

mysign
Tai khodn

Mat khadu

Luu tai khodn Quén mat khau?

Piang nhép

- Ding nhap thanh cong, hé thong chuyén dén Trang chu.

vlettsl(ﬂ ta 1 Kiem tra tai ligu ky Lich sifky Bao cac

Vi Ngén Ha ~

Kéo tha file can ky vao day Kéo tha file can KY NHANH vao day

Hoac chon tif may tinh Hogc chon tir may tinh

Pinh dang hé trg PDF, XML, DOC, DOCX, XLS, XLSX, PPT, PPTX, JPG, PNG - Gidi han file 100MB Ky nhanh chi danh cac file ¢ dinh dang PDF, DOC, DOCX,
XLS, XLSX, PPT, PPTX, JPG, PNG - Gidi han file 100MB

Théng tin Chiing thu s

& Cap nhat
STT Serial Ngay bat dau Ngay két thiac Tinh trang hoat déng Chi tigt
1 5404FFFEB7033FB33297DFE76AAAACOD 16-09-2025 01:12:00 +07:00 23-07-2026 11:16:00 +07:00 Hoat déng QL
2 5404FFFEB7033FB33297DF876AABOBTS 16-09-2025 01:12:00 +07:00 25-08-2027 09:23:00 +07:00 Hoat déng QL
3 5404FFFEB7033FB33297DFBT6AABBCE3 16-09-2025 01:12:00 +07:00 30-07-2026 13:53:00 +07:00 Hoat dong oL
................................ — ~m oL

- Truong hop nguoi dung khong c6 Chimg thu s6 hop 1¢ (con han), tai Trang
cht hé thong hién thi huéng dan. Click Huwéng dén dé xem huéng dan dang
ky hoic gia han Ching thu s6:
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vweuel-Cﬂ Ky tai liéu Kiém tra tai liéu ky Lichsifky Bao cao Vi Chau Giang ~
Kéo tha file can ky vao day Kéo tha file can KY NHANH vao day
Hodc chgn tif may tinh Hodc chon tif may tinh
©inh dang ho trg PDF, XML, DOC, DOCX, XLS, XLSX, PPT, PPTX, JPG, PNG - Gidi han file 100MB Ky nhanh chi danh céc file ¢ dinh dang PDF, DOC, DOCX,

XLS, XLSX, PPT, PPTX, JPG, PNG - Gidi han file 100MB

Théng tin Chifng thu s6 = Cap nhat

()
Ban hién chua cé Ching thu s6 hap Ié
Vui lang dang ky hoac gia han Chiing thif s& theo Huding din hoac lién hé Téng dai 18008000 Nhanh 1 (mién phi)

5. Poi mat khau

- Tai Menu, chon D6i mat khau

Vi Ngan Ha ~

Théng tin khach hang

Péi mat khiu

Phién ban Mysign Desktop
English language

Bang xuat

- Nhap Mat khau cii, Mat khau méi, Xac nhan mat khau méi va Ma xac nhan
(Captcha).
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Pdi mat khiu >
Nhap Mét khdu hién tai = @
Nhap Mat khdu mdi * @

Mat khau phai it nhit 8 ky tu, gdm chif thuding, chif hoa, s8, ky tu dic biét

Xac nhén lai Mat khau mdi * @

[

Nhap ma xac nhan trong hinh *

m P6i mat khiu

- Click B6i mat khau.

- Hé thdng hién thi thong bao két qua. Néu doi mat khau thanh cong, hé thong
chuyén vé man hinh Pang nhap.
6. Quén mat khau

- Tu Man hinh Dang nhap chon Quén mat khau
mysign

CMT_123456789

Password

Luu tai khoan Quén méat khau?

bang nhap
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- Hién thi man hinh nhap Tai khoan quén mat khau:

Quén méat khau p 4

Tai khoan dang ky *

m GUi ma xac nhan OTP

- Neéu tai khoan ding s€ hién thi man hinh Quén mat khau, mét ma OTP s¢€

dugc g té s6 dién thoai/email dang ky cua KH.

Quén mat khau X

Tai khoan dang ky ~ CMT_123456789

Nhép Mat khidu mdi * @

Mat khdu phai it nhat 8 ky tu, gbm chif thuding, chif hoa, s&, ky tu dic biét

X&c nhan lai Mt khdu mdi * @

Ma OTP * Gui lai

Ma OTP hét han sau: 211 s

Cha y: M& OTP dd duge gdi lai vE 568 dién thoai va Email dédng ky

m P6i mat khiu

- KH thyuc hién dién Mat khau méi, Xac nhan mat khau méi, Ma OTP hé
thng gtri toi email hodc SDT ding ky.
- Click Boi mat khau >> Hé thong sé& thong bao két qua.
7. Cau hinh miu chir ky
- Tinh ning Cau hinh mau chit ky cho phép nguoi dung tao va thiét 1ap miu
hién thi chit ky trén vin ban.
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7.1. Tao mau chir ky
- Tai Menu, chon Céu hinh hé théng >> tab MAau chit ky
- Chon Tao moi.

Cau hinh hé théng X

Két n6i mang Mau chif ky Mau ky nhanh Chifng thu s6 Dich vu chiing thuc

Mau chif ky Mau 1 v

Loai hién thi © Hinh anh & théng tin Hinh anh Théng tin

Vé tay & théng tin Vé tay

\[ﬂ.&

Mau chit ky méc dinh

Loai mau O Canhan T6 chifc

Truding théng tin Nhan Email @ Thdi gian ky ccco MST Logo MySign Tich xanh

ooa | Lo
- Dién cac thong tin >> Click Luu:
o Tén mau: Tén ctia mau chir ky
o Loai mau:

= Ca nhan: Ap dung mau cho Chimg thu sb c4 nhan (dinh danh bang
CMND/CMT/CCCD/HC)

= T6 chtc: Ap dung miu cho Chung thu s6 to chirc (dinh danh bang
MST).

o Loai hién thi: Lua chon hinh thirc hién thi cua chit ky:

= Hinh anh va thong tin: Hién thi hinh anh chit ky/con d4u va thong tin

nguoi ky.

MNgudi ky: Tén chirng thu 56 ky
Email: Bia chi thu dién ti
Théi gian ky: dd.MM.yyyy HH:mm:ss zzz

Srry
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= Hinh anh: Chi hién thj hinh anh chi ky/con dau.

e

= Théng tin: Chi hién thi thong tin ngudi ky.

Ngudi ky: Tén ching thw 56 ki

Email: Pia chi thw dién ti

CCCD: CCCD

MST: MST

Thi gian ky: dd MM yyyy HH:mm ss zzz

= V& tay: Hién thi chit ky duoc vé tay.

- I RAS  eE
VE chif by Vdw sac e & @

Mét bat L

LS )

= V& tay va thong tin: Hién thi chit ky v& tay va thong tin nguoi Ky.

Qg m
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- - WA g
VE chiT k) Vdu sac * & @

Mét bt o LI |

> )

¥em trudc chir ky

0 uom

L=

o Truong thong tin: Lua chon cac thong tin hién thi trong ving thong tin
nguoi ky:
= Nhin: Hién thi nhan cua cac truong thong tin hay khong?

e Khong hién thi nhan

Tén chiing thu s& ky
Blia chi thur dién &k

dd.MM.yyyy HH:mimiss zzz

Fd

e Hién thj nhin

Ngudi ky: Tén ching thu s34 ky
Email: Blia chi thu dién td

Thai gian ky: dd.MM.yyyy HH:mmess zzz

= Email: Hién thi email ctia nguoi ky néu c6 trong Chimg thu sb.

= Thoi gian ky: Hién thi thoi gian thuc hién ky.
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CCCD: Hién thi CCCD néu c¢6 trong thong tin UID ctia Chimg thu

SO.

MST: Hién thi MST néu c6 trong thong tin UID cta Ching thu sb.

Logo MySign: Hién thi Logo MySign trén mau chi ky

Nawii k- Tén chiing thr s6 ky
Email: Bia chi thir dién tiy
CCCD: CCCD

MST: MST

Théi gian ky: dd. MM yyyy
HH:mm:ss zzz

Tick xanh: Hién thi biéu tuong Tick xanh trén mau chit ky.

Ngudi ky: Tén chimg thy 56 ky
Email: Dya chi thir dién ti
CCCD: CCCD

MST: MST

Théi gian ky: dd MNLyyyy
HH:mm'ss 77z

T6 chirc: Cho phép ngudi dung nhép tén to chirc.

Nguot dai dién: P61 vél mau To chire, cho phép nhap tén nguoi dai

dién.

Churc vu: Cho phép ngudi dung nhap chirc vu.

Phong/ban: Cho phép nguoi dung nhap phong/ban.

o Ngon ngit chit ky: Chon ngén ngit dung dé hién thi thong tin chit ky trén

file. Tiéng Viét/Tiéng Anh.

Tiéng Viét:

Mgon nglr chir ky

= Tiéng Anh:
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Ngén ngi chil ky Tiéng Viét Q) Tiéng Anh

o Phoéng chir chit ky: Chon phéng chir dung dé hién thi thong tin chir ky
trén file. Times New Roman/Tahoma/Roboto.
o Mau chit ky mic dinh: Chon dé miu dugc tu dong lwa chon khi nguoi
dung thyuc hién chon vi tri ky.
Cha y: “Click chon file anh” dé chon file anh hién thi.
7.2. X6a miu chir ky
- Tai danh sach Mau chit ky, chon mau can xda va thuc hién Xo6a mau.
8. Cau hinh miu ky nhanh
Tinh niang Mau ky nhanh cho phép nguoi ding thiét 1ap san Chung thu sd,
mau chit ky va vi tri ky dé ap dung cho cac van ban c6 cung cach thuc ky, giup rat
ngan thao tac khi thuc hién ky nhiéu van ban.

- Tai Menu, chon C4u hinh hé théng >> tab MAu ky nhanh.

Kétnéimang  Mauchirky  Mau ky nhanh Chiing thu sé Dich vu chiing thuc

ban T

cin by, Chinh Vin phon

Chiing thu s6 VO NGAN HA - 5404FFFEB7033FB33297DF876AABO8TS hd anl;\(Ju)‘:(J dy.
Mau chit ky Ha v M DOC 0
(Chix ki va ddu)
Trang ky © Trang dau Trang cusi
Kich thudc Chigu cao 50 Chiéu réng 340
Vi tri ky O Goc trén - tréi Goc trén - phai 13 in hoa, diing. khing dim:
Goc dudi - trai Gace dudi - phai émg, nghiéng, khing dim:
Can & Can [& trén 519 Can [& trai 0
Xoéa toan bé cdu hinh

- Chon méu ky nhanh can cu hinh/chinh sira
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- Thiét lap cac thong tin:
o Chtng thu sb: Chon CTS dung dé ky.

o Mau chit ky: Chon miu chit ky ding dé hién thi ndi dung chir ky trén

file van ban.

o Trang ky: Do cac file van ban c6 thé c6 so trang khac nhau, cau hinh nay

hd trg tron: trang dau tién hodc trang cudi cing cua file vin ban can ky.
o Kich thudc: Thiét 1ap kich thudc khung chit ky:
= Chiéu cao: Chiéu cao cta khung chir ky.
= Chiéu rong: Chiéu rong ciia khung chi ky.
o Vitri ky: Lya chon vi tri lam can ctr xac dinh vi tri chit ky:
= GOc trén — trai: Cin theo 18 trén va 18 trai.
= GOC trén — phai: Can theo 18 trén va 18 phai.
»  Goc dudi — trai: Can theo 1€ dudi va 1€ trai.
= Goc dudi — phai: Can theo 1& dudi va 1€ phai.
o Can lé:
= Cin 18 trén: Khoang cach ciia chit ky so voi 18 trén
= Cin 18 trai: Khoang cach cua chit ky so voi 18 trai
- Tai phan Preview, nguoi ding c6 thé diéu chinh truc tiép khung hién thi cta
chan ky trudc khi luu cdu hinh:
o Piéu chinh khung anh va thong tin:

= Pbi voi mau chit ky 6 Hinh anh va thong tin hoic V& tay va
théng tin, cho phép kéo dudng phan cach giita ving Anh/Vé tay

va ving Thong tin dé thay d6i ty 1¢ hién thi ciia hai ving.

o Tang/giam cd chir thong tin:
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= Ngudi dung c6 thé st dung nat + / - tai phin Preview dé ting
hodc gidm c& chir cua vung Thong tin.
o Piéu chinh kich thudc khung chit ky:
= Ngudi dung c6 thé kéo cac canh/goc ciia khung chan ky dé thay
d6i chiéu rong va chiéu cao.
o Diéu chinh vj tri:
= Kéo tha toan bd khung chir ky dé thay doi vi tri.
- Luu y: Céc thay doi tai phan Preview dugc ap dung cho mau ky nhanh sau
khi nguoi dung click Luu.
9. Cau hinh mang
- €6 hai cach thirc thuc hién cau hinh viéc sir dung Proxy dé truy cip mang:
o Caéch 1: Tai man hinh dang nhap >> Click C4u hinh két n6i mang
Céu hinh k&t ndi mang Xda toan bd cdu hinh
mysign

Password

B Luu tdi khoan Quén mat khgu?

Bbang nhap
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C&u hinh k&t n&i mang p¢

Khéng str dung
© s dung ciu hinh Proxy mac dinh

St dung cdu hinh Proxy riéng

Dia chi Céng
May chd Proxy cd xac thuc
Tén ngudi diing Mét khau

s ]

o Cach 2: Sau khi dang nhap, click Menu CAu hinh hé théng >> Chon tab

Két nd1 mang
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Cau hinh hé thdng X

Két ndi mang Mau chit ky Chirng thu s6 Dich vy chirng thuc
© Khéng st dung
St dung cau hinh Proxy méc dinh

S dung cau hinh Proxy riéng

Dia chi Céng
80
Tén ngudi diing Mat khiu

X6a toan bd cdu hinh m Luu

- Chon cac tiiy chon sau cho viéc két nbi hé thong ky sb tir xa MySign cia
Cloud >> Sau do click Luu.

o Khong stir dung: khong stir dung proxy.

o Str dung cdu hinh Proxy mic dinh: st dung cdu hinh proxy cta hé diéu
hanh trong Internet Options.
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General Security Privacy Content Connections Advanced

~E.' Local Area MNetwo LAM) Settings

Programs

Automatic configuration

Automatic configuration may override manual settings. To ensure the
use of manual settings, disable automatic configuration.

B sutomatically detect settings

[:] Use automatic configuration script

Proxy server

] Use a proxy server for your LAN (These settings will not apply to
dial-up or YPM connections).

Address:  proxy.com Port: 123 Advanced
B Bypass proxy server for local addresses
OK Cancel
LAN Settings do not apply to dial-up connections. LAN settings
Choose Settings above for dial-up settings.
CK Cancel Apply

o Su dung cau hinh Proxy riéng: can dién dia chi, cong cua Proxy. Néu
Proxy c6 yéu cau xac thuc bang tai khoan thi dién thém: Tén nguoi dung

va mat khau:
Cau hinh hé théng X

K&t ngi mang M3au chit ky Chiing thur s& Dich vu chiing thuc

Khéng str dung
Str dung cdu hinh Proxy mac dinh

© sir dung cdu hinh Proxy riéng

Dia chi Cang
proxy.com 80
May chul Proxy cé xéc thuc
Tén ngudi dung Mat khau

user

Xé6a toan bd cau hinh

sssssanas

oo ]
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10. Céau hinh Dich vu chirng thue
- Click Menu CAu hinh hé théng >> Chon tab Dich vu ching thuc

Cau hinh hé théng X

Két ndi mang M3u chir ky M3au ky nhanh  Chiingthusé  Dich vu chitng thuc
St dung dich vu OCSP kiém tra trang thai thu hdi ctia chiing thu sd
Stf dung dich vu cap dau thai gian MyTime (Viettel)
S{f dung dich vu cap dau thai gian (TSA) khac

Bia chi

X6a toan bd cau hinh m Luu

- Dién cac thong tin sau >> Sau d6 Click Luu.
o St dung dich vu OCSP kiém tra trang thai thu hoi cua Ching thu $0.
o Str dung dich vu cp du thoi gian MyTime cua Viettel-CA.

o St dung dich vy cap diu thoi gian (TSA) khéc thi dién thém dia chi cia
TSA.
11. Cau hinh Ching thuw sb
- Click Menu Cau hinh hé théng >> Chon tab Chting thu s6
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Cau hinh hé théng X
K&t ndi mang Mau chir ky Ching thu s& Dich vu chimg thuc
Ching thu s8 PHAN HA QUAN - 5404FFFEBTO33FB316D672201B32F524 e
Ten €T PHAN HA QUAN

Serial 5404FFFEBT033FB316D672201B92F824

Ca quan cip phat C=VN, O=Viettel Group, CN=Viettel-CA RS

Ngay bat dau 07-04-2023 11:05:34 +07:00

Ngay két thiic 06-04-2024 11:05:34 +07:00

Tinh trang Hop 1é

Chimg thu s6 mac dinh

— otog [ ua |

- Chon CTS >> Tich chon Chimg thu s6 mic dinh >> Sau d6 Click Luu.
Chu y: CTS mic dinh nay 13 lya chon mic dinh trong man hinh chon CTS dé ky.
12. Ky van ban

- Tai Trang chu, chon Ky tai li¢u

vietteL.CAP  Kj tiliéu Kiém tra ti lidu ky Lich sirky Béo céo

Kéo tha file can ky vao day
Hodéc chon tif may tinh

Pinh dang hé trg PDF, XML, DOC, DOCX, XLS, XLSX, PPT, PPTX, JPG, PNG - Gidi han file 100MB

- Trudng hop nguoi dung chua c¢6 Chimg thu sé hop 1¢ (con han), hé thong

hién thi canh béo:
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A Théng bao

Ban khong co Chiing thu sé hap lé! Vui long dang ky hoac gia
han Ching thu s& dé st dung

o Nhéan Péng.

o Tai phan thong tin Chimg thu sd, nhdn Huéng dan dé xem hudng din
dang ky hodc gia han Chimg thu sd.

vietteL.CAP Ky tailieu Kiém tra tiiliéu ky Lichsirky Bdo cdo Vii Chau Giang =
Kéo tha file can ky vao day Kéo tha file can KY NHANH vao day
Hoac chen tir may tinh Hoac chon tif may tinh
Dinh dang hé trg PDF, XML, DOC, DOCX, XLS, XLSX, PPT, PPTX, JPG, PNG - Gidi han file 100MB Ky nhanh chi danh cac file ¢6 dinh dang PDF, DOC, DOCX,

XLS, XLSX, PPT, PPTX, JPG, PNG - Gidi han file 100MB

Théng tin Chiing thu s& & Cap nhat

=]
Ban hién chua ¢ Ching thu s6 hap lé

Vui 15ng dang ky hoac gia han Chiing thu s6 theo Hudng dan hoac lién hé Téng dai 18008000 Nhanh 1 (mién phi)

- Trudng hop ngudi ding c¢6 CTS hop 1 >> Kéo tha hodc chon cac File can
ky tir may tinh

o Néu nguoi dung chua c6 Mau chit ky >> Hé théng hién thi canh bao:
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A Théng bao

Ban khéng ¢6 Mau chir ky! Vui 1éng thiét lap Mau chir ky

m Thiét 1ap Mau chi ky

- Nhén Thiét 1ap mau chit ky >> Chuyén dén man Cau hinh miu chix
Ky (Xem chi tiét tai muc 7. Cau hinh mdu chit ky)

o Néu nguoi dung da c6 mau chit ky hop 1¢:

» Truong hop file co chit ky khong hop 1é, hé théng hién thi:

Tai lieu nay chita CHU KY KHONG HOP LE. Ban ¢6 muén tiép tuc

ludng ky?
Coo L e

» Poéng: X0a file khoi danh sach yéu cau ky

= Tiép tuc ky: Tiép tuc thuc hién cac bude ky ddi vai file
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V|Er§9|_.cg Ky tai lieu Kiém tra tai liéu ky Lich sirky Bao cao Vi NganHa~
Danh sach yéu cau ky + Thém yéu cau ky [
Tén file Két qua Thao tac

. — . = BIEN BAN HOP
© BIEN BAN HOP-signedpdf ChuachonVitriky W . . i o i i s
Chii 8é: Hop ké hoach trién khai ning cdp ding ki chir k¥ s6 va xic thue kf & trén SMB

& Taitoanbo ll W X6a toan bo Ngwii tham gia:
- Daumoi k¥ thuat nghiép vu BIDV

N B . . - - Piumdi ki thuit nghiép vu chir k¥ s6 Viettel (laipt3, anhntl 12, havn)
Théng tin Chiing thu s6 & Mau chir ky

Thiri gian hop: 9h sing thir 3 ngay 19/08/2025

Ten CTS VU NGAN HA Hinh thire: Online
Serial S404FFFEB7033FB33297DF876AABOSTS "
L. Nii dung:
Tén mau Ha R R X
- Thing nhit tnrimg thng tin BIDV ciin tré vé cho MySign:
& Chon chifng thu s6 va mau chif ky khac + Bé truimg théng tin ID CCCD
+ B tnromg qué quan vi dia chi, Chi dé mét tnrimg Thiromg trit
Danh sach chir ky + B sung trrimg Email hodic sb dién thoai

+ Bé sung CKS ciia thé chip

Chua chon vi tri ky. Vui long chon vi tri ky! . Giii dip cic thic méc lién quan ludng verify théng tin dé a0 CTS

- Théng nhét vé van dé hién thi checkbox Déng ¥ chia sé dit liéu

+ Ngwdi ding tick checkbox == Xem chi tiét bng cach nhén vio link lién két == Cn Tao mét frame hién
thi théng tin chi tiét

a. Danh sich yéu ciu ky
- C06 thé Click Xoéa toan bo dé xda toan b céc file da chon.
Hoic Click biéu tuong Xoa dé x6a cu thé file mong mudn.
- C6 thé Click “Thém yéu cau ky” bd sung cac File can ky tir may tinh
b. Théng tin chirng thw s6 va Mau chir ky
- Chon chirng thwr s6 vé6i cac file dinh dang PDF

o Hé théng tu dong chon Chung thu s6 va Mau chir ky mac dinh >> Nhan

“Chon chimg thu s6 va miu chit ky khac” dé chon thong tin:
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Chon ching thu sé va mau chir ky X
Chiing thu s& Sample - S404FFFESTO33FE324BT280302080295 -
Tén CTS sample
Sers S404FFFERTO33FE32458728 0302080285
Co quan cép phat C=VN, O=Viettel Group, CM=\istte|-CA RS
Ny bét diu 23.08-2023 10:11:17 +07:00
o
Nogay két thic 23-09-2024 10221117 +07:00
y ket
Tinh trang Hop &
Mau chif ky E -

QuEn i mau chil kof m Chon ching thur s& va mdu chif kf

= Chimg thu s6: Chon chtng thu s6 dung dé ky, thong tin CTS hién
thi chi tiét bén dudi.
= Mau chit ky: Chon mau chit ky dé hién thi chir ky trén van ban
PDF.
- Néu chua c¢6 mau chit ky phi hop >> Nhan Quan 1y mau chir ky =>
Diéu huéng dén man Cau hinh mau chit ky (Xem chi tiét tai muc 7. Cdu

hinh mau chir ky) dé thém/stra/x6a mau chit ky theo mong muén.
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- Chon chirng thwr s6 véi cac file dinh dang XML

Danh sdch yéu cdu ky

=+ Thém yéu ciu ky

/maven_spache.org/EOM/4 ="hop: /fwwe w3, org/ 2001 /HMLSchema-instanca”

tup://maven.apache org/DOY //mzven_zpache.org/zsd/maven-4_0.0. xsd">

delVersion>

Tén file Kichcd  inh dang Két qua Thao tic <
sample,pdf 354 KB POF D4 chon vitr ky <groupld>co
¥<parent>
sample.png 491 KB PNG Chua chon Vi tri ky <gzoupl
O  samplexml TKB XML Chua chon Ching thu s

ringframework</groupld>

Théng tin Chifng thr s6

dings

. PR . = putEncoding>
Chua chon chimg thir sé, Wui léng chon ching thu s6 putEncoding:

>org. springframewerk . boore/groupld>

actldrspring-boot-starser</sroifactids

=ions>

- Nhan “Vui 10ng chon chtng thu s6” >> Chon CTS va nhan Chon
ching thu s6

Chon ching thu sé X

Ching thur sd Sample - 3404FFFEGT0353FB324B72803C2DE0295 R

Tén CTS Sample
Seria SAQAFFFEBTO33FB324B728D3C2080295
Co quan cip phit C=VN, O=Viettel Group, CN=Viettel-CA RS

Ngay bt d5u 23-08-2023 10:11:17 +07:00
Ngay ket thiic 23-09-2024 10:21:17 +07:00

Tinh trang Hop i&

(oo
- Hé thong hién thi Thong tin Chung thu s6 di chon:

Danh sach yéu cu ky + Thém yéu ciu ky http://maven._apache.org/EOM/

nttp://maven.spache.org/P0k
Tén file Kich & Binh dang Két qua Thao tac

sample.pdf 354 KB PDF B3 chon vi tri ky
samplepng 491 KB PG Chuta chon Vi tri ky
[+] samplexml TKB XML Ba chon chimng thu 8

1Version>

mework</groupld>

tifaocld>

W X6a toan bb

Thang tin Chimg thu sé

Tén CTS Sample

Seria S404FFFEET035FB324B72805C20E0295
Mgy bit diu 23.08-2023 10:11:17 +07:00

Ngay két thic 23-09-2024 10:21:17 +07:00

Tén miu

Loai hién thi

#3 Chon chitng thur 8 khac
rg.springframework.boot</groupld>

Idrspring-boot-starter-logging</artifactld>
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c. Danh sach chir ky
- Nhan “Vui 1ong chon vi tri ky ” dé thém vi tri ky

Chon vi tri ky

Chiing thu s& VO NGAN HA - 5404FFFEB7033FB33297DFB76AABOSTS

Tén CTS VU NGAN HA

Serial 5404FFFEB7033FB33297DF876AAB0STE

Co quan cap phat C=VN, O=Viettel Group, CN=Viettel-CA RS

Ngay bat dau 16-09-2025 01:12:00 +07:00
Ngay két thic 25-08-2027 09:23:00 +07:00
Tinh trang Hop I&

Mau chif ky

Newdi kb VU NGAN HA
Théi gian kf: dd MM.yyyy EHmm:ss 222

Vi tri' trang ky Trang ky

Chon vi tri ky

o Chon mau chit ky 4p dung
o Chon Vi tri trang ky:

* Ty dong: Phan mém tu dong nhan dién vi tri c6 kha nang 1a vi tri
can ky cta van ban (néu van ban PDF tuan thu theo dung quy dinh

vé van ban cia Bo noi vu).

= Trang dau: Chit ky dit tai trang dau cta tai liéu PDF.

= Trang cudi: Chir ky dat tai trang cudi cua tai liéu PDF.

= Trang khac: Khach hang dugc chon chi dinh trang ma chir ky dugc
hién thi trong tai liéu PDF.

o Chon Trang ky: Trang ky cta chit ky trong tai liéu PDF.
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o Nhan Chon vi tri >> Mot khung chit ky s€ dugc chén vao giao dién
xem van ban PDF.
Khach hang c6 thé:
Kéo tha Khung nay dé di chuyén, diéu chinh vi tri chit ky.
Thay dbi kich thudc (rong, dai) chir ky.

Kéo tha | dé thay d6i ti 1¢ hién thi giira ving anh (hinh anh/vé tay) 30% dén
70% ti 1€ toan bo chit ky.

Nhén vao biéu tugng 1 dé ting hodc ! @ giam kich thudc phong chit
trong khoang tir 10 t61 30.

vietteL.cAP Ky tiliu Kiém tatii iguky Lichstrky Béo cho NGl

Danh sach yéu ciu ky

Dieu 3. Quyét dinh ¢6 hiéu lye thi hinh ké tir ngay ky. Truong ban T6 chie

=+ Thém yéu cau ky &
can  bd, Chanh Vin phong, Trwéng ban Tai chinh k& toan

Tén file Két qua Thao tic V... .eeiiiii oo os .. .. chiu trach nhiém thi hanh Quyét dinh nay /.
o sample.pdf B4 chon i tri ky w
Noi nhan: (12) GIAM DPOC (10)
e (13) ok
- Nhur Biéu 3; (Chit ky va dau)

Théng tin Ching thu s& & MAu chirky

-Luu VP, (don vj soan thio viin bin). Ngusi kj: NGUYEN VAN ANH

Tén CTS
Serial
Ténmiu

Darh séch cherky

NGUYEN VAN ANH
5404fffeb7033Mb33297di876a3cc345
4

T8 chifc: T6 chic 1

Chric vu: Chic vu 1

Phong/ban: Phong/ban 1

Thei gian ky: dd.MM.yyyy HH:mm:ss

zZZ “

Z2:zam

€ Chon chiing tht s&va mAu chifky khac

* Ghi chii:
(1) Co quan chi quéan: ¢& 13, in hoa, dung. khong dam:

Chir ke Trang e Thao tic (2) Co quan ban hanh: ¢& 13, in hoa, ding, dam;
] 1 . (3) Chik viet tat tén vin ban va co quan ban hanh: ¢& 13 in hoa, ding, khong dam;
(C)] Quéc hiéu dong 1: ¢& 13, in hoa, dimng, dam;
+Thém chuky (5) Quéc hidu dong 2: ¢& 14, in thudmg dimg, dém,

(6) bia danh, ngay, thang, ndm: ¢& 14, in thuong, nghiéng, khéng dam;
(7) Tén véan ban: ¢& 14, in hoa, dimg, dam;

Chuy:
Mudn hién thi thém chir ky thi nhdn “Thém chit ky”
Mudn x6a chir ky >> Nhan vao icon trén Khung chir ky trén man Preview.

Muon chinh sura chit ky >> Nhan icon < dé chinh sura.

d. Danh sach ghi chu
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B
Danh séch yéu cu ky + Them yeu ciu ky Diéu 3. Quyét dinh ¢6 hiéu luc thi hanh ké tir ngay ky. Truong ban To chire
can  bd, Chanh Vin phong, Truong ban Tai chinh ké toan
Ten fil Kichcd  Binh d Ket qui Thao t . ; B ia s A s
en e ched nh gang e ot VAt chiu trach nhiém thi hanh Quyét dinh nay./.
O samplepdf  354KB POF B3 chon vi tri ky L]
o
Noi nhdn: (12) GIAM POC (10)
A . E e e (13 ;
Théing tin Ching thy s & Miu chif ky i i 1_( ) (Chir ky vér diu)
Tén CTS MGUYEN VAN ANH - Lwru VP, (don vj soan thao viin ban).
Serial SADAFFFEBT033FB316D672201C1626E6 _ Ngwdi kj: NGUYEN -
Ngay bat dau 19-02-2025 14:00:00 +07:00 Ngudi kj- NGUYEN VAN ANH [ ] VAN ANH o
Noay két thic 19-02-2026 14:00:00 +07:00 CCCD: 001123123123 2 e vu A
Tén méu Théng tin Thei gian ky: dd MM.yyyy HH:mm:ss zzz o
Loi hién thi Théng tin Phong'ban: B
4 Co quan: HN
£ Chon chimg thu <8 va mAu chit kf khac AAAT. AR11AT172 47 2
* Ghi chu:
Danh séch chit ky (1) Co quan chii quan: ¢& 13, in hoa, dimg, khéng dam;
(2) Co quan ban hanh: ¢& 13, in hoa, dimg, dam;
Chit ky Trang kgt Thao tic (3) Chir viet tat tén viin ban va co quan ban hanh: ¢& 13 in hoa, dimg, khéng ddm;
1 1 ez (4) Quoc hiéu dong 1: ¢& 13, in hoa, dimg, ddm;
2 ! ez (5) Quoc hidu dong 2: ¢& 14, in thudmg dimg, dim;
+ Thém chit ky (6) Dia danh, ngay, thang, nam: c& 14, in thuong, nghiéng, khong dam;

(7) Tén van ban: ¢& 14, in hoa, dung, dim;
- Nhan Danh sach ghi chi >> Nhan “Vui long thém ghi chu”

Thém ghi chu X

Mo dung ghi Bay 13 ghi cha
chwl

s
Wi tri ghi chi £i5u trang e Trang ghi chi 1 e

m Thém ghi chi

- Nhap noi dung ghi cha va vi tri cta ghi chii gom:
= Vi tri ghi cht: Pau trang, cudi trang, giira trang
= Trang ghi chi: s trang dat ghi cha

- Nhén “Thém ghi cht” >> Ghi cht dugc chén vao dung vi tri dugc trong trén
man hinh view file.
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Danh sach yéu ciu ky +Thém yéu ciu iy
Tén file Kichcd  Dinh dang Két qua Thao tic
© samplepdf | 334KB PDF D3 chon vi tri kit ] - .
sampepng  491KE PNG Chua chen Vi 1 i C] Mau Quyét dinh
szmpleam| 7KB XML Chua chon Chiimg this s L] BO TAI CH]NH (1 CONG HOA XA HOI CHU NGHIA VIET NAM()
HOQC VIEN TAI CHINH(2) Péc lip — Tw do — Hanh phic(5)
Théng tin Chiing thur 6 & Mau chif ky Sé: /QD-HVTC(3) Ha Néi, ngay  thang  nam 20.....(6)
Ten CTS =
Seria Day 1a ghi chu .
g, (UYET PINH (7)
: B SO ()
Loai hién thi Théing tin
£ Chon chilng thu 58 v& miu chif i khac O HOC VIEN TAI CHINH
Danh séch ghi chd .P/2001/QD-TTg ngay 17 thang 8 nam 2001 cua
Ghi chd Trang Thao tée Thu tuéng Chinh phu ve viéc thanh lap Hoc vién Tai chinh:
1 1 e Can cir Quyet dinh so 1296/QD-BTC ngay 04 thang 6 nam 2010 cua Bo
P trwong Bo Tai chinh vé viée ban hanh Quy cheé 10 chire va hoat dong cia Hoc vién
— Tai chinh;
L U SR
Xétdenghicla ..oooooviiiiiii (9

Khach hang c6 thé kéo tha Khung nay dé di chuyén, diéu chinh ghi chu toi
vi tri hodc thay doi kich thude (rong, dai) cho phu hop nhu cau va truc tiép

stra n01 dung ghi chu.
Chay:
Mudn thém ghi chu thi nhan “Thém ghi chu”.

Mudn x6a ghi chti >> Nhan icon X6éa trén Khung ghi cha trén man Preview.

e. Ky van ban

Sau khi da chon dugc vi tri ky va ching thu sb cho toan bo cac file >> Click

Ky vin ban, mot yéu cau ky s& dugc giri téi img dung MySign.

Khach hang can mo tng dung MySign/Tammi trén dién thoai dé xac thuc

cho yéu cau ky nay.

Chuy: So khép ma OTP.
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Xac nhan ky tai lieu
Yéu cau ky 54 vdi ma OTP sau d3 dugc gui ve thigt bj di dong.
Md (ing dung MySign v xac nhan dé ky tai liéu

Ma OTP Thai gian con lai
eydTo 15s

Cai dat Ung dung tai

Deoswry caad o thee
‘ App Store

GETINON
E Google Play
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CHON TAI LIU KY S6

(;\ Kich thudc t5i da: 20MB

h dang: DOCX, PDF, XLSX, PPTX, PNG,JPG,

Thai gian xéc thyc
ky con lai

Giao dich chd ky (1) Xem lich sir ky s&

Quyét dinh phan cdng nhiém vy
2026.docx

e kj s 304757
Xac thyc ky s6: 001303047579 Ten 3l liéu

Thdéng bdo

M3 xac thyc ky - PQFYX

C» ) G

Quyét dinh phan céng nhiém vy 2026.docx

M8 18 ky

Ms x5c thic ky - PGFYX Xac thuc ky s8 Quyét dinh phan cdng nhiém

vy 2026.docx thanh cong.

Tai khoan xéc thyc ky
001303047579 D (Ty dong sau 1s)

© & A

Trang chd Ky s8 Tai khoan Xac thyc ky

- Truong hop ky thanh cong s& nhan dugc thong bao.
o Néu file PDF va cac file dugc chuyén doi sang PDF sé& thay chit ky
mai:

Danh sich yéu céu kgt + Thém yéu ciukj

Tén file Kich cé ‘Dinh dang Két qua Thao tic
o sample.pdf 3534KB PDF Kj thanh céng [
sample.png 491 KB BNG K5 thanh cong L [ ¥ [ |
sample.xm| KB XML Ky thanh cong [ %

- AT an To chire
can  bd, Chanh Vin phong, Truong ban Tai chinh ke toin
& chiu trach nhiém thi hanh Quyét dinh nay./.

Théng tin Chiing thr s6 & Mau chil iy
Chua chen chifng thu s8 va mau chif k.
Vi léng chon ehing thu 56 va mau chif ky! . .
Noi nhin: (12) GIAM DOC (10)
= sosnneaneans; (13) , P
- Nl Piéu 3; (Chir ky va ddu)
- Liu VP, (don vi soan thao van ban).
Neuwdi ky: Sample
Chire vu: Giam doc
Email: support@viettel. com.vn

Co quan: test, O
Théi gian ky: 04.06.2024 10:29:25 +07:00

o Néu file XML s& thay chit ky mai:
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Danh séch yéu cdu ky + Thém yéu ciu kji

Tén file Kich c& Binh dang Két qua Thao tic
samplepdf 334 KB FDF Ky thanh cong | S
sample.png 491 KB PNG Ky thanh cang | 3

o samplexml| TKB XML Ky thanh cang [ %
L Taitoanbd [ W X6atodnbd

Théng tin Ching thu sé

Chua chon chiing thu sé. Vui Iéng chon chiing thy sd:

- Nhan Tai toan b dé luu toan bg cic van ban da ky vé may tinh.
Hodc Nhan icon Download cua van ban dé tai van ban da ky vé may tinh.

- Trudng hop mudn ky tiép 1an 2 vao vin ban thi thuc hién lai tir dau cac budc
chon CTS, mau chit ky, vi tri.
13. Ky nhanh
- Dung cho trudng hop cac vin ban can ky co vi tri ky va sir dung ciing mot

chirng s6 giong nhau.

- Click vao Trang chu hoac Ky tai licu

Kéo tha file can KY NHANH vao day
Hoac chon tir may tinh

Ky nhanh chi danh cac file c6 dinh dang PDF, DOC, DOCX, XLS,
XLSX, PPT, PPTX, JPG, PNG - Gidi han file T00MB

- Néu nguoi dung chua c6 Ching thu sé hop 16 (Con han) >> Hé théng hién

thi canh bao:
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A Théng bao

Ban khong co Chiing thu sé hap lé! Vui long dang ky hoac gia
han Ching thu s& dé st dung

o Nhan Péng >> Nhan Hwéng dén & phan thong tin Chung thu sd dé tai
HDSD diang ky hodc gia han Chimg thu sd.

vietteL.CAP Ky tailieu Kiém tra tiiliéu ky Lichsirky Bdo cdo Vii Chau Giang =
Kéo tha file can ky vao day Kéo tha file can KY NHANH vao day
Hoac chen tir may tinh Hoac chon tif may tinh
Dinh dang hé trg PDF, XML, DOC, DOCX, XLS, XLSX, PPT, PPTX, JPG, PNG - Gidi han file 100MB Ky nhanh chi danh cac file ¢6 dinh dang PDF, DOC, DOCX,

XLS, XLSX, PPT, PPTX, JPG, PNG - Gidi han file 100MB

Théng tin Chiing thu s& & Cap nhat

=]
Ban hién chua ¢ Ching thu s6 hap lé

Vui 15ng dang ky hoac gia han Chiing thu s6 theo Hudng dan hoac lién hé Téng dai 18008000 Nhanh 1 (mién phi)

- Truong hop ngudi dung c6 CTS hop 1& >> Kéo tha hodc chon céc File can
ky tir may tinh

o Néu nguoi dung chua c6 Mau chit ky >> Hé théng hién thi canh bao:
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A Théng bao

Ban khéng ¢6 Mau chir ky! Vui 1éng thiét lap Mau chir ky

m Thiét 1ap Mau chi ky

- Nhén Thiét 1ap mau chit ky >> Chuyén dén man Cau hinh miu chix
Ky (Xem chi tiét tai muc 7. Cau hinh mau chiv ky)

o Néu nguoi dung da c6 miu chir ky hop 18:

» Truong hop file co chit ky khong hop 1é, hé théng hién thi:

Tai lieu nay chita CHU KY KHONG HOP LE. Ban ¢6 muén tiép tuc

ludng ky?
Coo L e

» Poéng: X0a file khoi danh sach yéu cau ky

= Tiép tuc ky: Tiép tuc thuc hién cac bude ky ddi vai file
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viettel. CAP Ky tailieu Kiém tratailigu ky Lichsirky Bao céo

BICU Zoo. oo e e e e
Danh sich yéu cau ky + Thém yéu cau ky ~ bieu 3. Quyet dinh c0 hiéu luc thi hanh ke tir ngdy ky. Truong ban TG chue
can bd, Chanh Véan phong, Truéng ban Tai chinh ké toan
Tén file Keét qua Thao téc V.o oo oo e es oo cen een oo chil trach nhiém thi hanh Quyét dinh nay./.
o samplepdf B chon v trf ky [ ]
Nevi nhgn: (12) GIAM POC (10)
S (13) o
S ko nhanh - Nhur Biéu 3; (Chir ky va dau)
My f nhanh Quin I mAu K phanh - Liru VP, {don vi soan thio vin ban).

B NgUi ki : NGUYEN VAN ANH 141
M&u chif kg 4 T8 chiiic: T8 chic 1 10
Tén CTS NGUYEN VAN ANH p‘@_@ Chife vu: Chilfc vy 1 i

Sy Phong/ban: Phong/ban 1
Serial 5.404fffeb7033b33297dB76a3cc345 THGt gan ki dd MM yyyy Hmm:ss 222
Ca quan cdp phat C=WN, O=Viettel Group, CN=Viettel-CARS * Ghi chii:
Ngay bét diu 23-04-2026 14:12:00 +07:00 (1) Co quan chi quan: ¢ 13, in hoa, ding, khong dam;
S ) . . P
Mgy ket thic 12-08-2026 09:29:00 +07.00 (2) Co quan ban hanh: ¢8 13, in hoa, dimg, dfm;

(3) Chix vidt tht tén viin ban va co quan ban hanh: ¢& 13 in hoa, dimg, khong dam;
“4 Quéc higu dong 1: ¢& 13, in hoa, ding, dam;

(5) Quéc hidu dong 2: ¢ 14, in thudng dimg, dam;

(6) bia danh, ngay, thang, nim: ¢& 14, in thuong, nghiéng, khong dim,

(7) Tén van ban: ¢& 14, in hoa, dung, ddm,

Khach hang c6 thé:

- Kéo tha Khung nay dé di chuyén, diéu chinh vi tri chit ky

- Thay doi kich thudc (rong, dai) chit ky.

- Kéo tha | dé thay d6i ti 18 hién thi giira ving anh (hinh anh/vé tay) 30% dén
70% ti 1€ toan bo chir ky.

- Nhén vao biéu tuong L+ ¢é tang hoac BT giam kich thudc phong chir
trong khoang ttr 10 t61 30.

a. Danh sach yéu cau ky
- Cb thé Click X6a toan bd dé x6a toan bd céc file da chon.
Hoic Click biéu tuong Xoa dé x6a cu thé file mong mubn.
- CO thé Click “Thém yéu cau ky” bo sung cac File can ky tir may tinh
b. Mau ky nhanh

- Néu nguoi dung muén thay doi Mau ky nhanh >> Nhan Quan 1y miu ky
nhanh >> Piéu hudng dén man Cau hinh mau ky nhanh (Xem chi tiét hudng

dan tai muc 8. Cdu hinh méu ky nhanh)

c. Ky van ban

Trang 45 | 53



VIETTEL-CA - Tai liéu huéng dan st dung MYSIGN DESKTOP

- Sau khi da chon duoc vi tri ky va chiing thu sb cho toan bo cac file >> Click
Ky van ban, mot yéu cau ky sé& dugc giri téi tmg dung MySign.

- Khach hang can mé ung dung MySign trén dién thoai dé xac thuc cho yéu
cau ky nay.

Chuy: So khép ma OTP.

Xac nhan ky tai liéu

Yéu cau ky 54 véi ma OTP sau d3 dugc gui v thiét bi di dong.
Mé& (tng dung MySign va xac nhan d& ky tai ligu

M3 OTP Thai gian cén lai
eydTo 15s

Cai dat (ing dung tai

Droswricad on the
‘ App Store E
-

[
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Théng tin tai lidu ky

CHON TAI LIEU KY S8

o

102s

Thaol gian xac thyc
ky con lai

Giao dich chd ky (1) Xem lich sir ky s6

Quyét dinh phan cdng nhiém vy
2026.docx
Xdc thuc ky s6: 001303047579

Tén tai lidu

Ma xdc thyc ky - PFYX .
Quyét dinh phan cong nhiém vy 2026.docx

Huy Thdéng bdo
MG ta ky
Ms x5c thic ky - PGFYX Xac thuc ky s8 Quyét dinh phan cdng nhiém
vy 2026.docx thanh cong.

Tai khoan xac thyc ky
001303047579 Déng (Ty déng sau 1s)

Q =4 2

= M

Trang chd Ky s8 Tai khoan Xac thyc ky

- Trudng hop ky thanh cong s€ nhan dugc thong bao.
- Nhén Tai toan b dé luu toan bd cac vin ban di ky vé may tinh.
Hoac Nhan icon Download ciia vin ban dé tai vian ban da ky vé may tinh.

- Truong hop mudn ky tiép 1an 2 vao van ban thi thyc hién lai tir dau cac budc
chon CTS, mau chit ky, vi tri.
14. Ky tai li¢u trén ban Website
- Chi c6 thé ky céc file c6 dinh dang PDF

- Click vao Kiém tra tai liéu ky
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Lich sir ky

U Kiém tra t

vewercAP

Kéo tha file can xac thyc vao day
Hoac chon tir méy tinh

Chi chip nhén dinh dang PDF va dung lugng file khéng qué SOME

Théng tin File cin xéc thuc

Ten file Kich c& Binh dang

- Kéo tha hodc chon cac File PDF can ky tir may tinh >> Hién thi thong tin

file can xac thuc

Kéo tha file can xéc thuc vao day
Hodac chon tir méy tinh

Chi chap nhén dinh dang PDF va dung lugng file khéng qua SOMB

Théng tin File c&n xéc thuc

Tén file Kich <& Binh dang

3IMB PDF
Q X thuc i liéu

MauQuyetdinh-signed (1)-signed-signed pdf

- Click Xac thue tai liéu >> Hién thi két qua x4c thuc file PDF

Ket qua xéc thuc file

Tinh trang Hoplé
Chir by Tén ching thy s& ky Co quan cip phat Diiu théi gian Théi gian ky Tinh trang Ly do Xem thém

1 CONG TY AAAAA CN=Viettel-CA RS,0=Viettel Group C=VN 13-07-2024 11:2437 +07:00 13-07-2024 183200 +07:00 Hop 12 tai thas didm ky Chiing thur s bi thu hdi hay tam ngung ]

2 PHAM QUANG ANH CN=Viettel-CA RS,O=Viettel Group,C=VN 17-07-2024 11:00:49 «07:00 Hop l& tai thai digm ky Thai han Chung thy s6 da hét han @

3 NGUYEN TH| KOP CN=Viettel-CA RS,0=Viettel Group C=VN 22.07-2024 14:06:48 +07:00 Hop 12 tai thas didm ky Thési han Ching thu s d hét han ]

- Click Icon Xem thém >> Hién thi thong tin chit ky:
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Théng tin chir ky

Cép bai
Bon vi Viettel-CA RS
Té chiic Viettel Group
Qudc gia VN

Ky bdi
Tén CTS: PHAM QUANG ANH
uiD CMND:001123123123
Ngay bét d3u 12-07-2024 07:50:00 +07:00
Ngay két thiic 12-10-2024 07:50:00 +07:00
Serial 5404fffeb7033fb316d672201be71234
DN C=VN,L=NGHE AN, OU=KHAC CN=PHAM QUANG

Trang thai thu hai
Chi ky

Tai liéu g3 ky

D&u thai gian

Thai gian ky

Ly do

ANHUID=CMND:001123123123
Chirng thu sd chua bi thu hai
Hop Ié tai thai diém ky

Khéng bi thay déi

Khéng

17-07-2024 11:00:49 +07:00

Thai han Ching thu s& da hét han
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15. Lich sir giao dich ky
- Click vao Menu Lich str ky

vietteLCAP Kyt ligy Kidm tratai iguky  Lich i ky PHAN MAN
Théng tin tim kiém
Tirngay * Bén ngay - Trang thi ki M®i trudng k Sinh dang
18-09-2023 ] 17-10-2023 ] Tited N Tétca N Tatca
Y
A bAY AY 4 . 9 4
- Nhap dicu kién tra ctru Lich st ky:
. v .
Théng tin tim kiém
T ngay * Dén ngay ~ Tragng thai ky Mai trudng ky Dinh dang
07-09-2023 ] 06-10-2023 ] Thanh céng N MySign Desktop M PDF M
& Nhap lai Q Tim kiém k Tai két qua tim kiém
14 2 r
Click Tim kiém >> Hién thi két qua lich su ky
Lich sir ky
STT Mé ta Tén file Dinh dang Thai gian ky Trang thai ky Tic déng
1 M xéc thyc ky - BIMIO MauQuyetdinh.pdf PDF 2023-09-30 16:55:31.291 Thanh céng oL
Ma xac thyc ky - PLidv samplexml
2 stampjpg XML 2023-09-22 12:55:51.62 Thanh céng @ L
stamp.png
Ma xéc thyc ky - PLdv samplexml
3 stampjjpg XML 2023-09-22 12:5551.62 Thanh céng oL
stamp.png
Ma xdc thyc ky - QVzKs a.pdf PDF 0. " - N
4 MauQuyetdinh,pdf oor 2023-09-22 12:50:09.525 Thanh céng (¥
M xdc thyc ky - QVzs apdf PDF I . e
5 MauCuyetdinh pdf oor 2022-09-22 12:50:09.525 Thanh céng (¥
6 Ma xac thyc ky - olsez MauQuyetdinh.pdf PDF 2023-09-22 12:32:00.088 Thinh céng @i
7 Ma xdc thyc ky - 554Tg a.pdf PDF 2023-09-20 21:02:46.342 Thanh céng @

Click “Tai két qua tim kiém” d¢ tai danh sach két qua tim kiém dang file
Excel (XLSX).
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16. Bao c4o sé lwgng lwot ky
- Click vao Menu Bao céo

vietteL.CAY Ky tailieu Kiém tratai lidu ky Lichsirky 840 cio PHAN MANH QUAN -
Théng tin xust bio co
Loai béo cio Tir ngay = Dén ngay *

Ngay v 08-10-2023 ] 17-10-2023

Q Xust bao cio

- Pién thong tin loc két qua bao cao >> Click xuat bao céo

Théng tin xudt bao céo
Loai béo cao Tu ngay * Bén ngay ~

Ngay v 08-10-2023

Q Xuét béo cao

17-10-2023

Bédo cao

S6 lugng giao dich ky theo thdi gian
Ky thanh cong Ky tht bai

56 luona gt ki
o

08/10/2023 09/10/2023 1010/2023 11/10/2023 121102023 13/10/2023 14/10/2023 15/10/2023 16/10/2023 17/10/2023
Thdi gian

- Click vao cot mong mudn xem chi tiét s6 lugng giao dich ky theo loai file

Théng tin xudt bdo céo

Loai bdo cdo Tu ngay * Pén ngay *
Ngay v 08-10-2023 i 17-10-2023 i
Q, Xuit bao cio
Béo cao
S6 lugng giao dich ky theo thai gian 56 lugng giao dich ky theo dinh dang tai liéu
. . o 16/10/2023 - Ky thanh céng
Ky thanh céng Ky thét bai
10 i other

N doc NN docx NN XIS
xlsx NN pot NN ppix
[

4

S6 Irgng It ki

S8 lugng lugt ky: 10

08/10/2023 08/10/2023 10/10/2023 11/10/2023 12/10/2023 13/10/2023 14/10/2023 15/10/2023 16/10/2023 17/10/2023
Thoi gian
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17. X6a cAu hinh toan b ciu hinh

- Trong mét sb trudng hop, phan mém khong thé thyc hién dung theo nghiép

vu thiét ké c6 thé do CAu hinh hé théng khong ding & mot diém nao day (Vi

du: Khong két ndi toi may chu, khong ky thanh cong do miu chir ky, dudng

dan dich vu cip dau thoi gian TSA khong ding,..).

- KH c6 thé thyc hi¢n x6a toan bd cau hinh dé khoi tao cau hinh vé trang thai

ban dau tai man hinh dang nhap:

mysign
User ID

Password

B Luu tai khoan Quén mat khdu?

Béng nhap

- Hodc man hinh Cau hinh hé thong

X6a cdu hinh k&t néi mang Xda toan bé cdu hinh

Cau hinh hé théng

K&t ndi mang M3u chir ey Chimng thu s8 Dich vu chiing thuc

Sir dung dich vy OCSP kiém tra trang thai thu héi cda chiing thu 58
Sir dung dich vu cip déu théi gian (T5A)

Bia chi

X6a toan bé cu hinh
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