viettel

TAP POAN CONG NGHIEP VIEN THONG QUAN DOI

PHAN MEM MYSIGN DESKTOP
TREN HE PIEU HANH WINDOWS

TAI LIEU HUONG DAN SU DUNG

Ma hi¢u du an: Viettel-CA

M4 higu tai ligu: HDSD_MYSIGN_DESKTOP

Ha Noi, 09/2023



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

BANG GHI NHAN THAY POI

*A — Tao méi, M — Sira d6i, D — X6a b

Ngay Vi tri AF Ngudé Phién M0 ta thay ddi Phién
thayddi  thaydsi M,D NOOC banci bin méi
12/04/2023 A* v1.0
20/07/2023 M V1.1
20/09/2023 M V1.2
01/06/2024 M V1.3
01/08/2024 M V1.4
26/12/2024 M V1.5
01/05/2025 M V1.6
01/09/2025 M V1.6.4

Trang 2|55




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

MUC LUC

BANG GHI NHAN THAY DO ...ttt en st en e 2
IMUC LUC oottt sttt sttt s et n s e s s ettt sttt 3
PHAN I: GIO! THIEU TONG QUAN HE THONG ..ottt teet e es s s e 5
1. Muc dich va ¥ nghia cl8 tAI HEU ......ccoeiriiiiiiiee s 5
2. DI troNG ST AUNG TR TIBU........cveeeececeeeeeees ettt 6
T o o= o A IR I v= I LT TR 6
PHAN II: HUGNG DAN SU DUNG CHUC NANG TRONG HE THONG. .......cccocovvevrerierieienieeeeeinene, 9
I.  HUGNG DAN SU DUNG TREN WEB ......coiiieeoieeeeeeeeeeeetseeeeees e e e e st eneene s eseseen s s, 9
(O O VI 1) (VT 11 <1 OO OO 9
2. Chuyén sang Phidn BAN WED.........ooevuiviveiveeieseesesse et s st 12
3. CRUYEN NEON NG 1evvrverreerreeeeeeeeeseseesss e sses s sesss s s s s s s s s s s s ss s s st essessss s sssessen e seessan s sens 13
A, DEANZ NNAP coeiieiciei et E e Re e n e r e nreanes 14
T O 07513 1 1F OO U PPN 15
8. QUEI AL KNAU ..ottt e et st n e et ee et en et ee et et en et eeeen e eneeneneon 16
7. CAUDINN MAU CHIE KY 1ottt 18
8. Chu hinh MAU Ky NNANN .....oovoeoceecce et 23
9. CAUINN MANG ..ottt 26
10.  Céu hinh Dich Vi ChUNE thUC w..v.veeveeeceecesetee ettt 30
11. CAu hinh Ching thu SO MAC QNN s et 31
12, K VAN DAN ettt bbbt b e nb e nh e nar e n e e ns 32

* Chon ching thu s§ va mau chit ky véi cac file dinh dang PDF va cac dinh dang duoc chuyén dbi
SANZ PDF (Office, ANN) ..ottt bbb nre s 33
* Chon chung thu s v6i cac file dinh dang XML...........oocoouiiviieieeereseeseeessseeeeseesses s 40
I TR 2 11 2= o o SR 44
14, Xac thye tai li€u dinh dang PDF ..o 49
15. Lich St 120 AICh K ...eiiiiiiiiice e e 52
16, BA0 CA0 SO THONZ TUOT KY 1vvrvoveeececeseesess sttt ettt 53
17. X6a cau hinh toan DO CAU NN .......c.o.ovieeeeeeeeeeeeeee et 54

Trang 3|55



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

Nguoi lap:

Nguoi xem xet:

Nguoi xem xét:

Nguoi phé duyét:

TRANG KY

Vii Thi Minh

<Tester>

<Chuc danh>

<Chuc danh>

<Chuc danh>

<Ngay>

<Ngay>

<Ngay>

<Ngay>

Trang 4|55



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

PHAN I: GIOI THIEU TONG QUAN HE THONG
1. Muc dich va y nghia caa tai li¢u

Tai liéu nay duoc xay dung nhim huéng dan ngudi dung hiéu va st dung cac tinh

nang phan mém MySign Deskop.

MySign Desktop 12 phan mém hd trg khach hang st dung dich vu ky sé tir xa cua
Viettel-CA (thwong hiéu MySign) c6 thé thuc hién ky van ban. Tai liéu nay duogc st dung

dé 1am co so huéng dan nguoi ding céch st dung.

Trang 5|55



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

2. Pbi twong sir dung tai liéu
Tai li¢u nay phuc vu cac doi tuong sau:
- Khach hang cua dich vu ky s tir xa MySign cua Viettel-CA.
- Nhan vién CSKH dé hd tro cac 16i trong qua trinh Khach hang sir dung bi 1
3. Pham vi tai ligu

Tai liu nay ap dung cho Phan mém MySign Desktop véi cac chitc ning sau day:

STT Tinh nang
1 Hé diéu hanh hd tro: Windows
2 HO tro da ngon ngii: Tiéng Viét/Tiéng Anh.
3 H) tro ky chimg thu s6 thudc dich vu ky s tir xa ctia Viettel-CA (MySign).
4 Ping nhap bang mat khau cua tai khoan MySign
5 Quén mat khau
6 Doi mét khau
7 Thong béo cai dat phan mém hoic md phan mém MySign Desktop
8 Thong bao nang cdp phan mém MySign Desktop
Hién thi théng tin, danh sach, chi tiét cac Chung thu s6 cta khach hang.
’ Hién thi, xem ndi dung file ky PDF, XML
10 Céc file Office (Word, Excel, Powerpoint), Anh chuyén ddi sang dinh dang file

PDF

11 Cho phép chon nhiéu file va ky céc file theo 16.

Quén 1y cau hinh mau chit ky cho dinh dang PDF

12 - Thém m&i mau chit ky

- X6a mau
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STT Tinh nang

- Stra mau

M&i méu chir ky cho dinh dang PDF gdm ciu hinh:

- Tén mau

- MAu ky cho t6 chirc hay ca nhan

- Hinh thirc hién thi chir ky

+ Hinh anh (chit ky tay hodc con d4u) & thong tin
13

+ Hinh anh (chit ky tay hodc con diu)

+ Thong tin

+ V¢€ tay

+ V¢ tay & thong tin

- Thiét 1ap mAu chit ky mic dinh

14 Quén 1y cau hinh mau ky nhanh cho dinh dang PDF

Ky tai liéu PDF hién thi tryc quan chit ky trén tai lidu v6i cac thong tin va hinh

anh chtr ky cuia nguoi ky

- Chon mau chit ky, nhiéu vi tri k¥, nhiéu ghi chu

- Cho phép kéo tha vi tri ky truong hop vi tri phat hién tu dong chua chinh xéc.

- Cho phép thay dbi kich thudc (resize) ciia chit ky pht hop vai kich thude van

15 ban, vi tri ky

- Chon chimg thu s6 can ky

- Kiém tra chimg thu sb hop 16 méi dugc ky

- Guri yéu cau xéc thuc ky t6i ing dung MySign

- Ky vén ban

16 Xem van ban da ky dinh dang PDF va XML
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STT Tinh nang

- C6 hién thi chir ky vira ky.

Cho phép tai van ban da ky

Cau hinh két n6i mang

- Su dung khong str dung may chu proxy

g - St dung may chu proxy méac dinh

- St dung may chu proxy thu cong

H5 tro str dung dich vu OCSP kiém tra trang thai thu hoi caa CTS
o H5 tro str dung dich vu déu thoi gian (TSA) dé ky van ban PDF.
19 Ho tro x6a (reset) cAu hinh mang/toan b cAu hinh hé théng.

20 Khoi dong pham mém MySign Desktop cing hé diéu hanh

21 H) tro thu nho phan MySign Desktop vé Taskbar corner icon

22 Tra ctru lich stir ky

23 Xuat bao cdo s6 luot ky theo biéu dd

24 X4c thyc file PDF di ky, ho tro toan b cac CA cong cong (Public CA).
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PHAN II: HUONG DAN SU DUNG CHUC NANG TRONG HE THONG
I. HUONG DAN SU DUNG TREN WEB
1.  Cai dit phan mém

- Click m¢ bd cai phan mém

Marme

H MySign Desktop.exe

- Chon Next

Mext = ] Cancel

- Chon Next
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5 | o || = || & |

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

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

Advanced Installer

< Back Cancel

- Chon Install — yéu cau sir dung tai khoan c6 quyén cai dt (thuong co quyén

Administrator).
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.|

-

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 | "ylnstal | Cancel

- Chon Finish

"4 MySign Desktop Setup

Bac [ Finish ] Cance
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- Click Ky s6 dé mé website ky sd

¥

= MySign Desktop — =

MySign Desktop

mysign
Author MySign © 2023 MySign - All rights reserved.
Email viettelca @viettel com.vn Version 1.2.0

Md web ky s6 Tat phdn mém

- Truy cap website trén trinh duyét — Website hd trg cac trinh duyét hién tai

nhu Chrome, Firefox, Edge.

2. Chuyén sang phién ban Web
- C6 hai cach thirc chuyén sang sir dung phién ban Web khong yéu cau cai dat
thém phan mém MySign Desktop.
o Cach 1: Tai man hinh Pang nhap, Click vao Bit dau dé chuyén sang
sir dung phién ban Web khong yéu cau cai dat thém phan mém
MySign Desktop.

Hay ky theo cach cua ban

Phan mém Mysign Desktop Web

(3 rs * X rs
Mien phi Mién phi
Nhi€u tinh nang nang cao Khong cai dat thém phan mém

@ Ky nhigu dinh dang (PDF, Office, XML, Anh) © Ky dinh dang file duy nhat PDF
© Ky 16 t6i da 10 van ban 100MB © K716 t6i da 5 van ban 25MB
© Nhizu méu hién thj chid ky (anh, chi, v& tay,..) © Mét mau hién thi chir ky (chir)
© Tich hgp Dsu thei gian cda nhigu don vi © Tich hgp D&u thai gian cua

© Trinh xem ndi dung file va kéo tha chi ky Viettel

© Ky nhanh ciing ltic nhidu van ban

© Tra ctu lich sirva bao cio ky
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o Cach 2: Sau khi dang nhap, tai Menu Click Phién ban Web dé chuyén
sang st dung phién ban Web khong yéu cau cai dit thém phan mém
MySign Desktop.

NGUYEN VAN ANH ~
Thong tin khach hang

Péi mat khau
Ky Cau hinh hé thdng

ont Phién ban Web

5 dil English language

, PN

AL

Pang xuédt

3. Chuyén ngéon ngir
- Ngén ngit mic dinh cta website 1 Tiéng Viét.

\gippgp_l_.qﬂ nternational Version ¥6a cdu hinh két ndi mang  Xda toan bé ciu hinh

-----------

Luu tai khodn CQuén mat khiu?
Bing nhap

- Pé chuyén ngdn ngir cua website sang tiéng Anh => click vao Internaltional
Verions:
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mpnpl.cp.' Phién ban Tiéng Viét Clear network connection configuration  Clear all confiqurations

mysign

CMT_123456789

8 save account Forgot Password?
Login

- Pé chuyén tro vé ngdn ngir Tiéng Viét => Click Phién ban Tiéng Viét

4. Dang nhap
- Pién tén tai khoan, mat khau, tich Luu tai khoan >> Click Pang nhap

mysign

CMT_123456785

iiiiiiiiiii

Luu tai khodn Quén mat khiu?

Bang nhap

- DPang nhap thanh cong s€ truy cép trang chu.
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viettel.-CA Ky tailiéu  Kiém tratailiéuky Lichsirky Bdo cao

Kéo tha file can ky vao day
Hoac chon tir may tinh

Binh dang hé trg PDF, XML, XLS, XLSX, PPTX, PPT, JRG, PNG - Gidi han file S0MB

Théng tin Ching thu s&

STT Serial Ngay bit diu Ngay két thic Hoat déng Chi tit
2 5404FFFEBT033FB316D672201B931234 15-05-2023 14:13:34 +07:00 15-11-2023 14:13:34 +0T:00 Hoat déng @ &
3 5404FFFEBT033FB3248728D3C2D834534 23-01-2023 10:11:17 +07:00 23-01-2024 10:21:17 +0T7.00 Hoat déng @ &

5.  Poi mat khau
- Tu Menu Chon Péi mat khau

PHAN MAMNH QUAN -

Thong tin khach hang

Bdi mat khiu

CAu hinh hé théng
International Version
Bang xust

- Dién Mat khau cii, Mat khau méi, Xac nhan mat khau méi, Ma xac nhan
(theo hinh Captcha).
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Pai mat khau

MNhap Mat khdu hién tai * @

@
WM&t khiu phai it nhat § ki tu, gBm chif thudng, chif hoa, 56, ky tuw dic biét

@

MNhap Mat khdu méi *

¥ac nhan lai M3t kh3u mai

¥ . R . ¥ - ¥ STE B i
L iy = h 1 & s iy
P E PITR S v et g s i 1 T L
B PR ia T A TR s X TR N P
o et B wsl  wre BN Cgtdnt ¥ PR SN
W M sem v g SRSt e e
LT e R AL PR SRE LT T = i@
PSS SR AR R R R )
L P
Lo i % s oy =) b gt I
et SR g 4 VT hlt D e =
o o e ey g i

Mh3ap ma xac nhan trong hinh *

(o [ smsos

- Click D6i mat khau >> Hé thong hién thi thong bao két qua. Néu d6i mat
khau thanh cong thi hé thong sé& hién thi man hinh Pang nhap.

6. Quén mat khau
- Tir Man hinh Pang nhap chon Quén mat khau
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mysign
CMT_123456789

Password

Luu tai khoan Quén mat khiu?

Bang nhap

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

Quén mat khau

Tai khodn dang ky *

m GUi ma xac nhin OTP

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

duoc guri t6i sd dién thoai/email dang ky ciia KH.
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Quén mat khau X

Tai khoén dang ky * CMT_123456789

Nhap Mat khdu mdi @

Ma&t khiu phai it nhat 8 ky tu, gbm chif thuding, chit hoa, 8, ky tu dic biét
Xac nhan lai M4t khdu mdi * @

Ma OTP * GUi lai

M3 OTP hét han sau: 211 s

Chu y: M OTP dd dugc gui lai vé 86 dién thogi va Email déing ky

m P6i mat khiu

- KH thuc hién dién Mat khau méi, Xac nhan mat khau moi, Ma OTP hé
thong giri tdi email hodc SDT dang ky.
- Click D6i mat khau >> Hé thong sé& thong bao két qua!
7. Cau hinh miu chir ky
Click Menu Céu hinh hé théng >> Chon tab Mau chir ky

Tai Mau chit ky chon Tao mai
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Céu hinh hé théng

K&t ndi mang Mau chir ky Mau ky nhanh Chirng thu s&
Mau chif ky Lua chon
Tén mau
Loai mau Ca nhan T4 chifc
Loai hién thi Hinh anh & théng tin

Truging thdng tin =

Ngén ngit chir ky Tigng Viét Tigng

Phéng chix Times Mew Roman
Click chon file dnh

T8

L

™

E
=

3

xl

V

&

Xoa toan bé cdu hinh

- Dién céc thong tin >> Sau do click Luu.
o Tén mau: Tén ciia mau chit ky
o Xoa mau: Dung dé x6a mau.

o Loai mau:

Dich vy chirng thue

Hinh anh g
uan cap ~J Quan <ap

Wemdt ks Tén chens thi s ky

Email: Bia chi th Jige tF
CCCD: SOCD

MSET: MET

Thér gian ky: dd MM yyy
HHmm:ss z2z
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= Céanhan: Ap dung mau cho Chimg thu sé ca nhan (dinh danh
bang CMND/CMT/CCCD/HC)

= T6 chtre: Ap dung mau cho Chimg thu sd t6 chite (dinh danh
bang MST).

o Loai hién thi:

= Hinh anh va thong tin: hinh thirc hién thi cua chit ky gom ca
hinh anh (chir ky tay hodc con d4u) va thong tin ngudi ky.

Ngudi ky: Tén chirng thu s& ky

o - Email: Bia chi thu dién tlr
V—’ Thai gian ky: dd.MM.yyyy HH:imimess zzz

e

= Hinh anh: hinh thtrc hién thi cta chit ky 1 hinh anh (chi ky tay

hodc con dau).
o
PRS-
= Théng tin: hinh thirc hién thi cta chit ky 13 thong tin ngudi ky.

Ngudi ky: Tén chimng thwr 55 ky
Email: Blia chi thu dién
Thai gian ky: dd.MM.yyyy HHimnniss zzz

= V& tay: hinh thitic hién thi cta chir ky 1a vé tay
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WE chil ky Mau sic e & @

Met bt S

S )

3 4 m

= V& tay: hinh thirc hién thi cta chit ky 1a v& tay & thong tin

VE chir ky Widu sac * &+ @

Mét bt o LI |

= )

¥em trudc chir ky

Q¢ m

L=

o Trudng thong tin: Chon cac truong thong tin hién thi trong ving
thong tin nguoi ky.
= Nhién: Hién thi nhan cia cac truong thong tin hay khong?
e Khong hién thi nhin
Tén chimng thur sd ky

Bia chi thu dign t
dd.MM.yyyy HHimmess 22z
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e Hién thi nhan
Ngudi ky: Tén ching thu 53 ky

Email: Bia chi thu dién td
Théi gian ky: dd. MMy HH:mm:ss zzz

= Email: Hién thi email (néu c6 trong thong tin ctia Chtrng thu
s6) vao truong thong tin ciia ngudi ky.

= Thoi gian ky: Hién thi Thoi gian ky vao truong thong tin ciia
nguoi ky.

= CCCD: Hién thi CCCD (néu c6 trong thong tin UID ctia Ching
thu s6) vao trudng théng tin ctia ngudi ky.

= MST: Hién thi MST (néu c6 trong thong tin UID ctia Chting

thu s6) vao trudng théng tin ctia ngudi ky.

= Co quan céap I: Hién thi Co quan cip I (néu c6 trong thong tin

ctia Chung thu s6) vao trudng thong tin ciia ngudi ky.

= Co quan cap II: Hién thi Co quan cap II (néu c6 trong thong tin

ctia Chung thu s6) vao trudng thong tin ciia ngudi ky.

= Co quan cap III: Hién thi Co quan cap III (néu c6 trong théng

tin cua Chimg thu s§) vao truong thong tin cta nguoi ky.
= Chirc vu: KH c6 thé ty nhap chitc vu cta ban than.
= Phong/ban: KH c6 thé ty nhap phong/ban cta ban than.

= Mau chir ky mic dinh: Céu hinh chir ky lam chir ky médc dinh

khi chon mau va vi tri ky.
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o Ngon ngit chir ky: Chon ngon ngit ding dé hién thi thong tin chir ky
trén file. Tiéng Viét/Tiéng Anh.

= Tiéng Viét:

Mgdn ngir chif ky O Tigng Viét Tiéng Anh

= Tiéng Anh:

Ngén nglr chi ky Tigng Vigt (@ Tiéng An

o Phong chir chit ky: Chon phong chit dung dé hién thi thong tin chit ky
trén file. Times New Roman/Tahoma/Roboto.
o Mau chit ky mic dinh: Chon néu muén miu chit ky nay s& duoc lua
chon ty dong khi thuc hién tinh nang chon vi tri ky.
Chu y: “Click chon file anh” dé chon file anh hién thi.

8.  Céu hinh miu ky nhanh
CAu hinh nay dung cho truong hop cac van ban can ky ¢6 vi tri ky va st

dung cung mot ching s6 gidng nhau thi dé thuc hién ky nhanh.

- Click Menu Cau hinh hé théng >> Chon tab Mau ky nhanh
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C&u hinh hé thdng
K&t ndi mang MEu chif kyf M&u ki nhanh Chimng thur s8 Dich vu chimng thue
. , LIEU g0 Uy v
Ma&u ky nhanh Mau ky nhanh ~ can b, Chanh  Vin
VA
Tén mau MEu ky nhanh
Nei whdn: (12)
- 41131
Chirng thu s& MGUYEMN VAN ANH - 5404fffeb7033f03160672201C162626 V o *
MEU chirky a v
Trang ky ©Q Trang diu Trang cudi
* Ghi iz
. . . . N (1) Cor guan chi guan: o 1
Kich thuéc Chigu cac 50 Chigu rong 200 (2) Cir quan bian hank: v |
(30 Cladr vidt tht tén vin bds
vitriky G&e trén - trai Gée trén - phai (4) Quie higu ding 1 e |
o (31 Quie hién dong 2: ef |
O Gocdudi - tréi GAC dud - phai () Dia danh, ngay, thing
(7) Tén van bin: ¢ 14, in |
Can I8 Can [& dudi 200 : Can |8 tréi 10
AU ky nhanh mac dinh
¥ Ap dung mau ki nhanh

- Pién cac thong tin >> Sau d6 click Luu.
o Chimng thu s6: Chon CTS dung dé ky.

o Mau chir ky: Chon mau chit ky dung dé hién thi noi dung chit ky trén

file van ban.

o Trang ky: Do cac file vin ban c6 thé c6 sb trang khac nhau, cau hinh
nay hd tro tron: trang dau tién hodc trang cudi ciing cua file van ban
can ky.

o Kich thudce:

= Chiéu cao: la chiéu cao ctia khung chit ky s& hién thi trén file

van ban.

= Chiéu rong: 1a chiéu rong ctia khung chir ky sé& hién thi trén file

van ban.

o Vitriky: Vi tri chit ky trén toan bg cac file ky nhanh thyc hi¢n can 1é

theo hé quy chiéu nao:
= GOc trén — trai thi st dyng can trén va can trai
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= GOc trén — phai thi str dung can trén va can phai

»  Gobc dudi — tréi thi st dung can dudi va can trai

»  Go6c dudi — phai thi st dung can dudi va can phai
o Canlé:

= Can 18 trén: Can 18 trén cua chit ky khi vi tri chit ky theo cac hé

quy chiéu:
e GOc trén — trai
e (GOcC trén — phai
= Cin 1é du6i: Cin 1 dudi cta chit ky khi vi tri chit ky theo céac
hé quy chiéu:
e Goc dudi —tréi
e Goc dudi — phai
= Cin 18 trai: Can 18 trai cta chir ky khi vi tri chit ky theo cac hé
quy chiéu:
e GOc trén — trai
o Goc dudi — trai
= Cin 1& phai: Can 18 trai cua chir ky khi vi trf chit ky theo cac hé
quy chiéu:
e GOc trén — phai
e GOcC dudi — phai
- Trudng hop mong mudn hién thi xem trude chit ky trén mot file vin ban

mau >> Click Ap dung mau ky nhanh.
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Chir ky theo c4u hinh s& dugc chén vio vin ban mau va sau d6 co thé:
o Kéo tha dé thay doi vi tri (tw dong cp nhat gia tri thuc té can 18)
o Kéo tha dé thay d6i kich thudc (tw dong cap nhat gia tri thuc té chiéu
cao, chiéu rong)
9. Céu hinh mang

- (C0 hai cach thirc thyc hién cdu hinh viéc st dung Proxy dé truy cap mang;:

o Cach 1: Tai man hinh ding nhap >> Click C4u hinh két n6i mang

Cau hinh két néi mang Xoa toan b cdu hinh

a
mysign
User ID
Password
B Luu t3i khoan Quén mét khiu?

Bbéng 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

£y D & wAe e

Tén ngudi diing Mét khau

s ]

o Cach 2: Sau khi ding nhép, click Menu Céu hinh hé théng >> Chon

tab Két ndi mang
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Cau hinh hé théng

K&t néi mang Méau chir ky Ching thu sé Dich vu chitng thuc

© Khéng sir dung
St dung cau hinh Proxy mac dinh

St dung cau hinh Proxy riéng

Dia chi Céng
80
Tén ngudi diing Mat khau

Xb6a toan bd ciu hinh m Luu

- Chon cic tity chon sau cho viéc két ndi hé thong ky s6 tir xa MySign cua
Cloud >> Sau do6 click Luu.
o Khong stir dung: khong stir dung proxy.
o Str dung cdu hinh Proxy mic dinh: st dung cdu hinh proxy ctia hé

diéu hanh trong Internet Options.
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¢

General Security Privacy Content Connections  programs  Advanced

2

Automatic configuration

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

B rutomatically detect settings

[ Ju=e automatic configuration script

Proxy server

-] IUse a proxy server for your LAM (These settings will not apply to
dial-up or ¥PMN connections),

Address:  proxy.com Port: 123 Advanced

B Bypass proxy server for local addresses

oK Cancel
LAM Settings do not apply to dial-up connections. LAM settings
Choose Settings above for dial-up settings.
QK Cancel Apply

o St dung cau hinh Proxy ri€ng: can dién dia chi, cong cua Proxy. Néu
Proxy c6 y€u cau xac thuc bang tai khoan thi dién thém: Tén nguodi

dung va mat khau:
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Cau hinh hé thong X

K&t ndi mang Mau chir ky Ching thu sé Dich vu chiing thuc

Khéng st dung
St dung cau hinh Proxy mac dinh
© 5 dung cau hinh Proxy riéng
Dia chi Céng
proxy.com 80
May chii Proxy cé xac thuc
Tén ngudi diing Mat khau

user EEE R R L]

X6a toan bé cau hinh m Luu

10. CAu hinh Dich vu chitng thuc
- Click Menu CAu hinh hé théng >> Chon tab Dich vy chung thyc
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Cau hinh hé théng X

Kétndimang  Mauchirky  Maukynhanh  Chingthusé  Dich vu chitng thuc

Stf dung dich vu OCSP ki&m tra trang thai thu hdi cta ching thu s6
Sif dung dich vu cap dau thdi gian MyTime (Viettel)

St dung dich vu cap dau thai gian (TSA) khac

Dia chi

Xoa toan bd cau hinh m Luu

- Pién cac thong tin sau >> Sau d6 Click Luu.
o Sir dung dich vu OCSP kiém tra trang thai thu hdi ciia Chtng thu sd.
o St dung dich vu cép dau thoi gian MyTime cua Viettel-CA.

o Str dung dich vu cp dau thoi gian (TSA) khac thi dién thém dia chi
cua TSA.

11. Céu hinh Chirng thu s6 méic dinh
- Click Menu Cau hinh hé thdng >> Chon tab Chtng thu s6

Trang 31|55



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

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 Chung thu s6 mic dinh >> Sau d6 Click Luu.
Chu y: CTS mic dinh nay sé 1a lva chon mic dinh trong man hinh chon CTS dé
ky.

12. Ky van ban

- Click vao Trang chu hoac Ky tai licu

R A

Kéo tha file can ky vao day
Hodc chon tir may tinh

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

- Kéo tha hoic chon c4c File can ky tir may tinh
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viettetcAP  Ktaieu Kiémtra taileuij Lichsiig Béo cio

Danh séch yéu cdu kj + Thém yéu ciu i

Tén file Kich c&f Pinh dang Két qua Thao tic
O smpepdt 354 KB PDF Chua chan Vi triky ] N A
sample.png 491 KB 2NG Chua chon Vi tri ky [ ] Mau Qu}'ét dinh
sempexml | 7K L Cha chon Chimg thu's5 N BO TAI CHINH (1) CONG HOA XA HOI CHU NGHIA VIET NAM(4)
HOQC VIEN TAI CHINH(2) Pic lip — Tu do — Hanh phiic(5)
Théng tin Chiing thu 6 & M3u chi iy Sé: /QD-HVTC(3) Ha Ngi, ngay  thang  nam 20......(6)
Chua chon chimg thr 56 va méu chir k.
Vui I8ng chon ching thy s& v& miu cnif ki

. QUYET DINH (7)
Ve VIEC....iiiiiiiiiiiiiiiin i riieiisancineaneeeas (8)

GIAM POC HQC VIEN TAI CHINH
Can cir Quyét dinh sb 120/2001/QD-TTg ngay 17 thang 8 nam 2001 coa
Thu twéng Chinh ph v& viée thanh 1ip Hoe vidn Tai chinh;
Cin cir Quyét dinh s 1296/QD-BTC ngay 04 thang 6 nam 2010 cua Bo
trudng Bo Tai chinh vé viée ban hanh Quy ché o chire va hoat dong cia Hoc vién
Tai chinh;

X&tdEnghi U ..ooovveveeeeceieeee e 9)
- C0 thé Click Xo6a toan bd dé xda toan bd cac file da chon.
Hodc Click biéu tugng Xoda dé xo6a cu thé file mong muon.

- €06 thé Click “Thém yéu cau ky” bd sung céac File can ky tir may tinh

* Chon chirg thu sé va miu chir ky véi cac file dinh dang PDF va cac dinh
dang dwoc chuyén doi sang PDF (Office, Anh)

- Click “Vui 1ong chon chimg thu s6 va mau chir ky”
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Chon ching thu s6 va mau chir ky X
Chiing thir s& Sample - S404FFFES7033FB3248728D3C2080295 v
Ten TS Lample
Sera S404FFFEBT033FB3248728D3C2D80295

Co quan cép phit C=VN, O=Viettel Group, CN=Viettel-CA RS

Ngay bt dau 23-08-2023 10:11:17 +07:00

Ngay ki thiic 23-09-2024 10:21:17 +07:00

Tinh trang Hop lg
Mau chir ky 5 w
Mgudi kot Tén ching the so ky
Chie wu: Chaic vy

Emaik: Bia chi thur dign t

Thai gian ky- dd MM yyyy HHmmess zzz

3

- Chon céc thong tin sau:

o Ching thu sb: Chon ching thu sé dung dé ky, théng tin CTS hién thi
chi tiét bén dusi.

o Mau chit ky: Chon miu chit ky dung dé hién thi chit ky trén vin ban
PDF.
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Dianh sach yéu cdu ky

+ Thém yéu cau ky

Tén file Kich céi Binh dang Két qua Thao tic
(s ] sample.pdf 354 KB PDF Chura chon i tri ky [ ]
sample.png 491 KB e Chura chon Wi tri ky [ ]
samplexml TEKE WAL Chua chon Chirng thu sé [ ]

Théng tin Chimg thu s& & Mau chi ky

Ten CTS Zample

Serial SA04FFFEBTO33FB324B72803 02050295
Ngay bit diu 23-08-2023 101117 +07:00

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

Ten mau 5

Loai hign thi Théng tin

£ Chon ching thy 58 v& mau chil ki khic

Danh sach chir ky

Chura chon vi tri kgy. Vui 18ng chon it kgt

- Click Danh sach chit ky >> “Vui long chon vi tri ky
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Chon vi tri ky X
Chiing thu =8 Sample - S4MFFFEET033FB324B72803C 2080295 V
Tén CTS Sample
Ceria S404FFFEETO33FB324872803C2080295
Ca quan cip phét C=VN, O=\iettel Group, CN=Viettel-CA RS
Ngay bt d5u 23-08-2023 10:11:17 +07:00
Ny két thiic 23-09-2024 10:21:17 +07:00
y kit
Tinh trang Hoo =
Mau chil ky z o
Wi tri trang ky Tu dong B Trang ky 1 v
(o

o Chon Vi tri trang ky:

» Ty dong: Phan mém ty dong nhan dién vi tri ¢6 kha nang 1a vi

tri cAn ky ctia van ban (néu vin ban PDF tuan thu theo dung

quy dinh vé van ban ctia B ndi vu).

* Trang dau: Chir ky dat tai trang dau cta tai liéu PDF.

= Trang cudi: Chi ky dit tai trang cudi cua tai liéu PDF.

* Trang khac: Khach hang dugc chon chi dinh trang ma chit ky

duoc hién thi trong tai liéu PDF.

o Chon Trang ky: Trang ky cua chir ky trong tai li¢u PDF.

- Néu da chon dugc mau chir ky hop y >> Click Chon vi tri.
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Néu chua ¢6 mau chit ky phu hop >> Click Quan 1y miu chit ky dé mé chuc

nang Cau hinh mau chir ky dé thém/stra/x6a mau chir ky theo mong mudn,

roi thue hién Chon vi tri ky lai.

- Mot khung chir ky s& duoc chén vao giao dién xem vin ban PDF dé tuong

trung cho vi tri, kich thudc cia chir ky sau khi ky van ban.

Khach hang c6 thé kéo tha Khung nay dé di chuyén, diéu chinh chit ky t6i vi

tri hodc thay déi kich thuéc (rong, dai) cho phu hop nhu cau.

Danh séch yéu cau kj + Thém yéu csu kj
Ten file Kichcd  Binhdang Keét qud Thao tac
©  samplepdf  354K8 PDF B3 chon vi tri ky L]

W X6a todn bd

Théng tin Ching thy 5§ & Mau chit ky

Ten CTS NGUYEN VAN ANH

Serial 5404FFFEB7033FB316D672201C1626E6
Ngay bét dau 19-02-2025 14:00:00 +07:00

Ngay ket thic 19-02-2026 14:00:00 +07:00

Tén miu Théng tin

Loai hién thi Théng tin

& Chon ching thy s6 va mau chi ky khac

Danh sach chir ky

Chif ky Trang ky Thao tic
1 1 e

+ Thém chir ky

2. I PSPPSR
Piéu 3. Quyét dinh c6 hiéu luc thi hanh ké tir ngay ky. Truong ban Té chire
can bd, Chanh Van phong, Truwong ban 'l'é‘i chinh ké toan

VA chiu trach nhiém thi hanh Quyét dinh nay./.
Noi nhan: (12) GIAM DOC (10)
el (13) .

- Nt Diéu 3; (Chit ky va dan)

- Lwu VP, (don vi soan thao van ban).

Newoi kit NGUYEN VAN ANH
CCCD: 001123123123
Thai gian ki: dd MM yyyy HH:mm:ss zzz

* Ghi chi:

(1) Co quan chu quan: ¢& 13, in hoa, dung, khong dém;

(2) Co quan ban hanh: ¢& 13, in hoa, ding, dam;

(3) Chit viét tit tén viin ban va co quan ban hinh: ¢ 13 in hoa, dimg, khéng dam;
[€Y] QuC:)c hi¢u dong 1: ¢ 13, in hoa, dimg, ddm;

(5) Quoc hiéu dong 2: ¢ 14, in thuong dimg, dam;

(6) Dia danh, ngay, thing, ndm: ¢& 14, in thudng, nghiéng, khong dim;

(7) Tén vin ban: ¢& 14, in hoa, dimg, dim;

Chay:

- Truong hop mudn hién thi thém chir ky thi nhan “Thém chir ky”. Mudn x6a

chir ky thi nhan vao icon Xéa trong Danh sach chir ky hoac trén Khung xem

trude chir ky trén man hinh Preview cua File.

- Truong hop muén mdi chir ky ¢c6 Mau chir ky khac nhau thi click vao icon

Thay d6i mau chir ky < dé chon mau chit ky khac cho riéng chir ky nay.
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Chon mau chir ky

& Chon ching thu s8 va m3u chif ky khac

Danh sach chir ky

Chir ky Trang ky Thao tic

1 1 weC

2 1 e
+ Thém chir ky

* Ghi chii:

(1) Co quan chii quan: ¢& 13, in hoa, dimg, khong ddm;

(2) Co quan ban hanh: ¢& 13, in hoa, dimg, ddm;

(3) Chir viét tat tan van ban va co quan ban hanh: ¢& 13 in hoa, ding, khéng dim;
(4) Quée hiéu dong 1: ¢& 13, in hoa, ding, dim;

(5) Quoc hiéu dong 2: ¢& 14, in thwdng dimg, dim;

(6) Pia danh, ngay, thang, ndm: ¢& 14, in thwong, nghiéng, khoéng dim;

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

Ching thu s& NGUYEN VAN ANH - 5404FFFEBT033FB316D672201C1626E6 4
Tan CTS NGUYEN VAN ANH
Serial SA04FFFERT033FB316D672201C 1626E6
Co quan cip phit C=VN, O=Viettel Group, CN=Viettel-CA RS
Ngay bét dau 19-02-2025 14:00:00 +07:00
Tinh trang Hop I
Mau chi ky Hinh &nh & théng tin W
Neni ki NEUYEN VAN ANH
Charc v A
Phanzban: B
Co guan: HN
CCCD: 01133123123
Thoi gizn ky- dd MM vyyy HH:mm s zzz
Quan bj m3u chil kf m Chon miu chif ky
DewZ Y S PP R PP e
Danh séch yéu cBu ki + Thém yéu c3u kf Ditu 3. Quyet dinh c6 hiéu lwc thi hanh ké tir ngay ky. Truéng ban To chire
— - - - can  bo, Chanh Van phong, Truong ban Tai chinh ke toan
AL T =— Thao téc VAot chiu trich nhiém thi hanh Quyét dinh nay./.
©  samplepdf  354KB PDF D3 chon vi tr k} i
& Téitoanbd | W Xoa todnbo
- - Nai nhin: (12) GIAM POC (10)
Théng tin Ching thy 58 & Mu chit ky NhquuSuS) (Chit ky va dd)
Tén CTS NGUYEN VAN ANH - Luu VP, (don vj soan thao vin ban).
Serial S404FFFEBT033FB316D672201C1626E6 _ Newdi ki- NGUYEN ™
Ngay bt dau 19-02-2025 14:00:00 +07:00 Ngwdi kj: NGUYEN VAN ANH 5 VAN ANE o
Nagay két thic 16-02-2026 14:00:00 +07:00 CCCD: 001123123123 o / Chie v A
Tén '”5:‘ Théng tin Théi gian ky: dd MM yyyy HH:mm:ss zzz Ph b A_ B
Loai hién thi Théng tin ong/ban:
- Co quan: HN
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- Click Danh séch ghi chu >> “Vui long thém ghi chu”

Thém ghi chu X

MGi dung ghi
chi

D&y 1a ghi chd

Vi tr ghi chd Trang ghi chd 1 w

m Thém ghi chi

Biu trang S

- Nhap noi dung ghi cha va vi tri cta ghi chti gom:
o Vi tri ghi chu: Pau trang, cudi trang, gitta trang
o Trang ghi chua: s trang dat ghi chi
- Click “Thém ghi cht” >> Ghi cht dugc cheén vao ding vi tri dugc trong trén

man hinh view file.

Dann séch yiu ciuky

Tén file

+Thém yéu ciu kj

Kichcé  Dinh dang Két qua Thao tic
© smpepdt | 34KE PDF 3 chon vi trikj (] - .
sampepng | 491KE PNG Chua chgn Vi tri i (] Miu Quyét dinh
sampleaml | TKB XML Chuta chen Ching this s& ]

Théng tin Ching thu s& & Mau chif kyj

Tén CTS Sample

Seriz S404FFFEB7033FE324E72803C2D80295
Noay bit du 23-08-2023 10:11:17 +07:00

oy két thic 23-08-2024 10:21:17 +07:00

Tén miu 5

H
Loai hién thi Théng tin

& Chon ching thy 56 v mau chi kj khic

Danh sich ghi chi
Ghi chid Trang

1 1

+ Thém ghi chd

BO TAI CHINH (1)

I ( CONG HOA XA HOI CHU NGHIA VIET NAM(4)
HOQC VIEN TAI CHINH(2)

Pac lap — Tw do — Hanh phic(5)

Sé: /Qb-HVTC(3) Ha Néi, ngay  thang  nam 20......(6)
Day Ia ghi chi L]
UYET PINH (7)

O HQC VIEN TAI CHINH

1 .P/2001/QD-TTg ngay 17 thang 8 nam 2001 cuia
Thao thc Thu tuéng Chinh phu vé viéc thanh lap Hoe vién Tai chinh:
e Can e Quyet dinh so 1296/QD-BTC ngay 04 thang 6 nim 2010 cua B
truong Bo Tai chinh vé viée ban hanh Quy che 16 chire va hoat dong cia Hoc vién
Tai chinh;

Kt @ nghi €A ...oovoveeee i (9

Khach hang c6 thé kéo tha Khung nay dé di chuyén, diéu chinh ghi chi toi

vi tri hodc thay doi kich thudc (rong, dai) cho phi hop nhu cau va truc tiép

stra n01 dung ghi chu.
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Chu y: Trudng hop mudn thém ghi chd thi nhan “Thém ghi chl(”. Mubn xo6a
ghi chd thi nhan vao icon Xo6a trong Danh sach ghi ch( hoéc trén Khung

xem trudc ghi chd trén man hinh Preview cua File.

* Chon chirng thu s6 véi cac file dinh dang XML

Danh sach yéu cdu ky/ + Thém yéu ciu ky ¥<project

xE1l

Tén file Kich c&i Dinh dang Két qua Thao tic
sample.pdf 3534 KB POF D chon vitr ky [ ] =R
— — ¥<parenc>
sample.png 491KB PNG Chua chon Vi tri kj - cgroupldrorg. springframewors boste/grounldr
O sampiexml 7B XML Chua chon Ching thy s§ ] =

Théng tin Chimg thur sé
Theng tih Churg thise F-B¢/project.build. scurceEncoding>
. . B ng.cutputEnc g>UTF-¢/project . reporting. cutputEncoding>
Chua chon chiing thir s&. Vui léng chen ching thur s& = e Fred BRETIng. SuTpRTinsecing:

rg.springframswerk boot</groupld>
Id>spring-boot-starser</artifactld>
¥<exclusicns>

- Click “Vui long chon chung thu s6”

Chon ching thu sé X

Chiing thr s& Sample - S404FFFEST033FB324B72803C2D60295 v
Tén CTS Sample
e SAQ4FFFEB7033FB3248728D3C2060295

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

Ngay bét d5u 23-08-2023 10:11:17 +07:00
I

Ngay két thiic 23-09-2024 1021:17 +07:00
Tinh trang Hap 1€

Lovn | omoirams

- S& hién thi Thong tin Chting thu s6 di chon:
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Danh sach yéu ciu ky + Thém yéu ciu kif
Tén file Kich cd Binh dang Ket qua Thao tac
sample.pdf 354 KB PDF B chon vi tri ky ]
sample.png 491 KB PNG Chua chon Vi tri ky [ ]
[+] sample.xm TKB XML B4 chon chimng thu s6 ]

Thong tin Chimg thu sé

Tén CTS Sample
Seria S404FFFEBTO35FE324)
23-08-2023 100112
23-08-2024 10212

B72803C2D80295

Loai hién thi

(]
s

=
o

- Sau khi d4 chon duoc vi tri k¥ va chimg thu s6 cho toan bo céc file >> Click
Ky van ban, mot yéu cau ky s& dugc giri téi img dung MySign.
Khach hang can mo tng dung MySign trén dién thoai dé xac thuc cho yéu
cau ky nay.

Chuy: So khép ma OTP.
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Xac nhan ky tai liéu

Yéu ciu ky 58 véi ma OTP sau d3 dudc gdi v& thiét bi di dong.
M ing dung MySign va x&c nhan dé ky tai ligu

M3 OTP Thai gian con lai
eydTo 115 s

Cai dat Ung dung tai

‘ Dacewry caad o thes
App Store E
GETINON

b Google Play
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o NE L 32%8 17270 SSSTE - © N F ol 32%8 172700 SeSE -

<

172600 SSTSS -

<

Danh sach xac thuc ky Danh sach xac thuc ky

Chontatca
Tén tailiéu

Ky file Ma VB - eydTo

Ky file Ma VB - eydTo 162s
Xac thuc ky: CMT_001001001
Test ky MySign Mo ta ky
Test ky MySign
Tai khoan xac thuc ky
CMT_001001001
Thai gian xac thuc ky con lai
155s Théng bao
Da xac thuc thanh cong 1/1 yéu cau ky.
Phién xéc thyc dugc Iuu trong 03:03:55 Thay déi Phién xac thuc dugc Iuu trong 03:03:48 Thay déi

AectNEl

- Truong hop ky thanh cong s€ nhan dugc thong bao.

o Néu file PDF va céc file dugc chuyén do6i sang PDF sé& thay chit ky

moi:
.
ABL UL IR CU- cotteatteseeeieeaeeenieieaneeana s )
Danh sach yéu c3u ki + Thém yéu ciu ky
Ten file Kich & Binh dang Két qua Thao tc QUYET DINH:
o sample.pdf 354KB PDF K thanh céng
sample.png 481KB PNG K thanh céng
samplexm TKE XML Ky thanh céng [ S g . .ee
] i @ b : i ar_]h ké tir ngay_liy_. Trtrqng ban :l'o Chl'IC
can bo, Chanh Van phong, Truong ban Tai chinh ké toan
A PO chiu trach nhi¢m thi hanh Quyét dinh nay./.

Théng tin Ching thur 56 & M3u chil ky

Chua chgn chimg thu 58 va mau chir ki,
Vui Iong chon chiing this s6 va m3

e Noi nehin: (12) GIAM BOC (10)
. (13) .

- Nh Didu 3: (Chi¥ kv va dau)

- Liu VP. (don vi soan thao van ban).

Neuei ky: Sample
Chre vy Giam doc
i @viettel.com.vn

o Néu file XML sé& thay chir ky méi:
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- Click Tai toan bd dé luu

Danh sach yéu cau ky + Thém yéu Gu ki

Ten file Kichcd  Binhdang Ket qui Thao tic
samplepdf 334 KB PDF K7 thanh cong T
sample.png 491 KB PNG Ky thénh cdng i

o sample.xm! TKE XML Ky thanh cdng [
X Taitoanbd [ W Xbatoan b

Théng tin Chitng thu s&

Chua chon chimg thur s8. Viui 1dng chon chiing thu s&:

toan bd cac vin ban da ky vé may tinh.
Hoic Click biéu twong Download ctia vin ban dé tai van ban da ky vé mdy
tinh.

- Trudng hop mudn ky tiép 1an 2 vao vin ban thi thuc hién lai tir dau cac bude
chon CTS, mau chit ky, vi tri.

13. Ky nhanh
- Dung cho truong hop cac van ban can ky c6 vi tri ky va st dung ciing mot

ching s giong nhau.

- Click vao Trang chu hoac Ky tai liéu

Kéo tha file can KY NHANH vao day
Hoéac 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
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- Kéo tha hoic chon c4c File can ky tir may tinh

viettelL.CAP Ky t3iliéu Kiém tra tailiéuky Lichsirky Béo cdo

Danh sach yéu cau ky

Tén file

(o] sample.pdf

Mau ky nhanh

Mau chit ky
Tén CTS
Serial

Ca quan cdp phat

Ngay bt diu

Mgay két thuc

+ Thém yéu cau ky

Két qua Thao tic
Bd chon vi tri ky [ ]

Quan Iy mAu ky nhanh

A
NGUYEN VAN ANH
5404fffeb7033fh33207df876a3cc345

C=\N, O=Viettel Group,
CMN=Viettel-CA RS

12-08-2025 09:25:00 +07:00

12-08-2026 09:25:00 +07:00

Wi Quyét dinh

B TALCHIMHA (L) CONG E
HOC VIEN TAT CHINAE

i AR-HY O Her

) OUYE
VEVIEC e,

GTAM DO TI0

i el Chayit dinh st 120000
Thi terong Chinh phi vé vige thanh 1§

i el Chaydd dinh sh | 2R
tnrémg Bé Tar chinh ve vige ban hanh
Tai chinhy

Prin 3. Cuydn dinh o hida e
in k¢, Chanh  Win  phong,
L D, chiu mwacl

Mo nafedine: (12}

=i (13

= Willr B0 3.

- Land VI idond ¢ sean Thie ¢ Tail

- C6 thé Click X6a toan bd dé xba toan bd 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

- Hé thong sé hién thi cac thong tin kich thudc, vi tri ciia chit ky theo thong

tin Mau ky nhanh >> C¢ thé thay ddi gia trj cac thong tin nay

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

nay ho trg tron: trang dau ti€n hoac trang cuoi cung cua file van ban

can ky.

o Kich thudec:
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» Chi€u cao: la chi€u cao ctua khung chir ky s& hién thi trén file

van ban.

= Chiéu rong: 1a chiéu rong cua khung chir ky sé& hién thi trén file

van ban.

o Vitriky: Vi tri chit ky trén toan bd cac file ky nhanh thuc hién can 1é

theo hé quy chiéu nao:
= GOcC trén — trai thi sir dung can trén va can trai
= GOc trén — phai thi str dung can trén va can phai
=  GOc duot — trai thi st dung cdn dudi va can trai
»  Go6c dudi — phai thi sir dung cdn dudi va can phai
o Canlé:

= Cin 18 trén: Can 1& trén cua chit ky khi vi tri chit ky theo cac hé

quy chiéu:
e GOc trén — tréi
e GOc trén — phai
= Cin 1é dudi: Can 1 dudi cta chit ky khi vi tri chit ky theo cac
hé quy chiéu:
o Goc dudi — trai
e GOc dudi — phai
= Can 1@ trai: Can 1é trai cta chit ky khi vi tri chit ky theo cac hé
quy chiéu:

e GOc trén — trai
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e Goc dudi — trai
= Cin 1& phai: Can 18 trai cta chir ky khi vi tri chit ky theo cac hé
quy chiéu:
e GOc trén — phai
e Goc dudi — phai
- Chit ky s& duoc hién thi theo cau hinh mau ky nhanh. Chix ky nay c6 thé kéo
tha kich thudc, vi tri va s€ ap dung cho toan bd cac file trong danh sach yéu
cau ky.
- Click Ky vin ban, mot yéu cau ky s& dugc giri téi g dung MySign.

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

Cha y: So khép ma OTP.
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Xac nhan ky tai liéu

Yéu ciu ky 58 véi ma OTP sau d3 dudc gdi v& thiét bi di dong.
M ing dung MySign va x&c nhan dé ky tai ligu

M3 OTP Thai gian con lai
eydTo 115 s

Cai dat Ung dung tai

‘ Dacewry caad o thes
App Store E
GETINON

b Google Play
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17270 SSSTE - © N F ol 32%8 17270 @ STST - © N2l 32%8

<

1726000SSS -

<

B AEL32%8

Danh sach xac thuc ky Danh sach xac thuc ky

Chontatca
Tén tailiéu

Ky file Ma VB - eydTo

Ky file Ma VB - eydTo 162s
Xac thuc ky: CMT_001001001
Test ky MySign M6 ta ky
Test ky MySign
Tai khoan xac thurc ky
CMT_001001001 0
Thai gian xac thuc ky con lai
155s Théng bao
Da xac thuc thanh cong 1/1 yéu cau ky.
Phién xéc thyc dugc Iuu trong 03:03:55 Thay déi Phién xac thuc dugc Iuu trong 03:03:48 Thay déi

aec ekl

- Truong hop ky thanh cong s€ nhan duogc thong bao.

- Click Tai toan bd dé luu toan bd cac vin ban da ky vé may tinh.
Hoic Click biéu tugng Download ciia van ban dé tai vin ban da ky vé may
tinh.
14. Xac thuec tai liéu dinh dang PDF

- Click vao Kiém tra tai liéu ky

vietteL.CAP Ky tiilieu Kiémtra tailiéuky Lich sirky Bdo cio PHAN MANH QUAN ~

Kéo tha file cén xac thyc vao day
Hoac chon tir may tinh

Chi chp nhén dinh dang PDF va dung lugng file khéng qud SOME

Théng tin File cin xac thuc

Tén file Kich <& Binh dang
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- Kéo tha hoic chon c4c File PDF can ky tir may tinh >> Hién thi thong tin

file can xac thuc

Kéo tha file can xac thure vao day
Hodc chon tir may tinh

Chi chap nhén inh dang PDF va dung luang file khéng qua SOMB

Théng tin File can xéc thyc

Ten file Kich ¢& Dinh dang
MauQuyetdinh-signed (1)-signed-signed pdf 3ME PDF

Q X4c thuc tai liéu

- Click Xac thuc tai liéu >> Hién thi két qua xac thyc file PDF

Ket qua xéc thuc file

Tinh trang Hoplé
Chir ky Tén ching thu s5 ky Co quan cép phat Diiu thi gian Thi 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 18:32:00 ~07.00 Hop 12 tai thai didm ky Chiing thur 55 bi thu hdi hay tam ngung o

2 PHAM QUANG ANH CN=Viettel-CA RS,0=Viettel Group C=VN 17-07-2024 11:00:49 +07:00 Hop 12 tai thai didm ky Théi han Chiing thu s 4 hét han ]

3 NGUYEN THI HOP CN=Viettel-CA RS,0=Viettel Group C=VN 22-07-2024 14:06:48 ~07.00 Hop 12 tai thai didm ky Théi han Ching thy s6 a3 hét han o

- Click Icon Xem thém >> Hién thi thong tin chit ky:
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Théng tin chir ky X
C3p béi
Baon vi Viettel-CA RS
Té& chitc Viettel Group
Qudc gia VN
Ky bdi
Tén CTS: PHAM QUANG ANH
uID CMND:001123123123
Ngay bat dau 12-07-2024 07:50:00 +07:00
Ngay két thic 12-10-2024 07:50:00 +07:00
Serial 5404fffeb7033fb316d6T72201be71234
DN C=VN,L=NGHE AN,OU=KHAC,CN=PHAM QUANG

ANHUID=CMND:001123123123

Trang thai thu hgi  Chimng thu s& chua bi thu hai

Chir ky Hop Ié tai thai digm ky
Tai ligu g3 ky Khéng bi thay déi
Dau thai gian Khéng
Thai gian ky 17-07-2024 11:00:49 +07:00
Ly do Th&i han Ching thu s& da hét han
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15. Lich sir giao dich ky
- Click vao Menu Lich sur ky

Kiém tra tai liéu ky Lich sirky 8o cdo

vietteLCAP kit

Théng tin tim kiém

Tirngay Bén ngay - Trang thi ky Mi truéng ky sinh dang
18-09-2023 ] 17-10-2023 = Tited N Titca Tatca
Q Tim kiém o Tai két qua tim kiém
Y
Nhap diéu kién tra ctru Lich st ky:
Théng tin fim kiém
Tir ngay * Dén ngay * Trang thai ky Mai truging ky Dinh dang
07-09-2023 ] 06-10-2023 ] Thanh céng N MySign Desktop N PDF N
& Nhép lai Q, Tim kiém & Tai két qua tim kiém
- /4 2 4
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 stampijpg XML 2023-09-22 12:55:51.62 Thanh céng QL
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 @

(XLSX).

Click “Tai két qua tim kiém” dé tai danh sach két qua tim kiém dang file Excel
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16. B#o cao s lwong luot ky

- Click vao Menu Béao cao

viettel.CAP Ky tilieu Kiémtratiiliuky Lichsiky 850 cio PHAN MANH QUAN ~

Théng tin xuét bdo cdo

Loai béo céo Tif ngdy * Dén ngay *
- Dién thong tin lgc két qua bao cao >> Click xuat bao cio
Théng tin xudt bac cac
Loai bdc cédo T ngay * Bén ngay *
Ngay v 08-10-2023 [ 17-10-2023 [

Bao céo

S6 lugng giao dich ky theo thai gian

Ky thanh cdng Ky that bai

Sh lugng gt ky

08/10/2023 09/10/2023 101072023 11/10/2023 1211002023 13/10/2023 14/1072023 15/10/2023 16/1072023 17/10/2023
Thri gian

- Click vao co6t mong mudn xem chi tiét s6 lugng giao dich ky theo loai file
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Théng tin xuat bao céo

Loai béo cao T ngay * Bén ngay ~
Ngay ~ 08-10-2023 ] 17-10-2023 ]
Q Xuét bdo céo
Bac cdo
S6 luong giao dich ky theo théi gian S6 lugng giao dich ky theo dinh dang tai liéu
. . 16/10/2023 - Ky thanh céng
Ky thanh cong Ky that bai
10 . pdf . xml other

I doc NN docx NN XIS
xisx NEEEE Pt NN PPb<
8 I g I Pg

»

S8 ugng lugt ky: 10

08/10/2023 09/10/2023 10/10/2023 11/10/2023 12/10/2023 13/10/2023 14/10/2023 15/10/2023 16/10/2023 17/10/2023
Thai gian

17. Xoéa ciu hinh toan bj ciu hinh
- Trong mdt sb truong hop, phan mém khong thé thyc hién dung theo nghiép
vu thiét ké c6 thé do Céu hinh hé théng khong dung ¢ mot diém nao day (Vi
du: Khong két ndi toi may chii, khong ky thanh cong do mau chir ky, duong
dan dich vu cip dau thoi gian TSA khong dung,..).

- KH c6 thé thuc hién x6a toan bo 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?

Piéng nhap

Xoa cdu hinh k&t néi mang Xoa toan bd cdu hinh
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- Hodc man hinh Cau hinh hé théng

Cau hinh hé théng

K&t ndi mang Mau chif ky Chimg thu s8 Dich vu ching thuc

B s dung dich vu OCSP kiém tra trang thai thu hdi cda chiing thu 58

Sir dung dich vu cip ddu thai gian (TSA)

Bia chi

X6a toan bé ciu hinh
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