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1. Gisi thigu

1.1. Muc dich
- Muc dich ctia phan mém 1a dé ky sé va xac thuc cac tai liéu dinh dang
PDF sir dung chung thu sb, dich vu chung thuc chir ky sé caa hé thong PKI chuyén
dung Chinh phu.
- Chutr ky hién thi trén tai liéu mot cach truc quan.

1.2.  Pham vi ap dung
Phan mém nay phuc vu ky sb, xac thyc tai lidu dién t véi dinh dang PDF
cua cac co quan Pang va Nha nudc.

1.3.  Cac chirc ning chinh ciia phan mém

- Chuyén d6i dinh dang vin ban tir MS Word sang dinh dang PDF

- Cho phép tao trudc cac mau chit ky vdi thong tin va hinh anh chir ky cua
nguoi ky

- Ky s tai liéu PDF hién thi truc quan chir ky trén tai liéu véi cac thong tin
va hinh anh chit ky cua nguoi ky

- €6 thé chon vi tri, kich thudc cua chit ky trén tai liéu PDF

- C6 thé ky nhiéu chir ky trén mot tai liéu PDF

- X4c thyc tat ca cac chir ky trén tai lidu PDF (c6 thé xac thuc chit ky cua
cac chuong trinh ky s6 khac da ky trén tai liéu PDF can xac thuc)

- Tich hop cac dich vu chiing thuc chit ky s6 cua hé théng PKI chuyén
dung Chinh phu

1.4. Mot so lwuy
- Pé st dyng tinh ning chuyén doi tir tép MS Word (*.doc, *docx) sang
dinh dang tép PDF thi trén may tinh ngudi dung can cai dat MS Word 2007 tro 1én.
- Chuong trinh vSign-PDF chi sir dung chung thu s caa hé théng PKI
chuyén dung Chinh phi cap dé ky sb tai lieu PDF, cac chimg thu s6 cia cac hé
thong PKI khéc s& khong thuc hién dugc chirc nang ky so.

2. Hwéng din cai dit phan mém

2.1.  Yéu cau déi véi hé thong sir dung phan mém
- Hé diéu hanh: Phan mém sir dung cho cac hé diéu hanh Windows phién
ban XP SP2 tr¢ lén.
- B6 nhé RAM: 512Mb tré 1én.



- Dung luong 6 dia: 10Gb tré Ién.
- Trén may can cai dit .Net Framework 2.0 hoic 3.5

2.2.  Cac bude cai dit phan mém
Buwéc 1: Lua chon phién ban phan mém phu hop véi nén tang hé hiéu hanh
dang str dung (32-bits hoac 64-bits).

64 86

Buwéc 2: Chay tép “setup.exe” dé bat dau cai dat.

MName Date modified
. dotnetfx 7/4/2013 6:13 PM
. M5 Office 2007 Save as PDF or XP5 X86 7/4/2013 6:13 PM
1) setup.exe 7/4/2013 6:13 PM
ﬁl vSignPdfSetup.msi 7/4/2013 6:13 PM

Buéc 3: Néu trén may tinh cta nguoi dung da cai dit MS Word 2007 ma
chua c6 Add-in chuyén doi tir tép Word sang PDF thi chuong trinh sé tién hanh cai
dat Add-In nay. Néu trén may tinh da cai dat Add-in, chuong trinh sé& ty dong bo
qua budc nay.

- Click “Install” dé cai dat “Microsoft Save as PDF or XPS Add-in.

5v5iganfSetup Setup [ =]

The following components will be installed on your machine:

Microsoft Save as PDF or XP5 Add-in [x64)

Do you wish to install these components?

If you chooge Cancel, setup will exit,

Install I LCancel I

- Trén cira s6 tiép theo, tich chon “Click here to accept the Microsoft
Software License Terms”, va click “Continue”.



Microsoft Save as PDF or XPS Add-in for 2007 Microsoft Office programs

‘fou must accept the Microsoft Software License Terms in order o continue the installation,

PLEASE NOTE: Microsoft Corporation {or based on where you live, one of its affiliates) licenses this ;I
supplement ta you, You may use a copy of this supplement with each validly licensed copy of Microsaft 2007
Office System Deskkop Application software (the “software™, ¥ou may not use the supplement if vou do not
have a license for the software, The license terms fior the software apply ta wour use of this supplement.

To read the license terms, go to the "Help® menu in the software. Microsoft provides support services for

the supplement as described at v, support. microsoft, com|common/finternational. asps.

EULATD:012_RTM_CLT.0_SUP_EN

[
¥ Click here ko accept the Microsoft Software License Terms,: Continue

- Qua trinh cai dit bit dau, ...

Microsoft Save as PDF or XPS Add-in for 2007 Microsoft Office progr...

| Please wait while Windows configures Micrasaft Save as PDF ar =P5

:—" Add-in for 2007 Microzaft Office programs

Cancel |

- Hoan thanh cai dat c¢6 thong bao nhu hinh duéi, ban click chon OK

Microsoft Save as PDF or XPS Add-in for 2007 Microsoft Office progr... [E3

The installation is complete,

Bwéc 4: Cai dit phan mém “vSign - PDF”. Ban click chon Next.

i"‘!r“ wSignPdfsetup

Welcome to the ¥SignPdfSetup Setup Wizard

The inztaller will guide you through the steps required to install vSignPdfS etup on your computer.

WARNING: This computer program is protected by copyright law and international treaties.
Unauthorized duplication or distribution of this program, or any portion of it, may result in severe civil
o criminal penalties, and will be prosecuted to the masimum extent possible under the law

Cancel | < Back

- O cta s6 tiép theo cho phép ban thay doi duong dan cai dit. Ban chon
Next,...



i& vSignPdfsetup

Select Installation Folder

The installer will install wSignPdfSetup ta the following falder.

Tainstall in this folder, click "Mext”. To install to 2 different folder, enter it below or click "Browse",

Folder:

C:4Program Files\WGCANWSianPdfSetuph, Browse.
Disk Cost

Install vSignPdfSetup for pourselfl, or for anyone who uses this computer:

{* Everyone
T Jugt me

Cancel < Back | Mewt > I

Chon Next dé tiép tuc.

{& vSignPdfSetup

Confirm Installation

The installer is ready to install ¥SignPdfSetup on your computer.

Click "Mext" to start the installation.

Cancel | < Back | O Hewt> I

Qua trinh cai dit thanh cong, click chon “Close” dé két thic.

& ¥SignPdfSetup

Installation Complete

wSignPdfSetup has been successfully installed.

Click "Close™ to exit.

Please use Windows Update ta check for any critical updates to the MET Framework,

Cancel < Back




3. Hwéng din sir dung phan mém
3.1. Céu hinh hé thong

3.1.1. Cau hinh két n6i mang

Céu hinh két ndi mang dudi day s& dugc sir dung cho cac két ndi dén cac
dich vu chirng thuc nhu:

- Dich vu cap dau thoi gian

- Dich vu kiém tra trang thai chtng thu sé truc truyén (OCSP)

- Dich vu cung cap danh sach chtng thu sé hity bo(CRL).

Cic buéc ciu hinh két néi mang nhw sau:

Buéc 1: M giao dién cau hinh hé théng: Tir giao dién chinh cua phan mém,
chon menu “Churc nang” sau d6 chon muc “CAu hinh”.

Trog gidp
Chuyén trang ]
[ © @ 3
Thu nha Ctrl +
Phéng to Ctrl -

Xemrong Ctrl+W
Kem diy dd

Cdu hinh Ctrl+K

Budc 2: Trén giao dién c4u hinh, chon muc “Két ndi mang”:

e LS o A
Cau hinh hée thdng
Két ndi mang  Dich vy chiing thuic b3u chli ky  Cép nhat phin mim
[] S dung rrdy chi proxy

(8 S dyng ciu hinh proxy mic dinh

() Sd dyng cdu hinh proxy riéng

Bia chi: Cdng:

| | 0
[] My chid prosgy cd wéc thuc

Tén ngudi ding: tgt khi
(9] Khéng s& dung cdu hinh proxy trong mang cuc bé



Bwéc 3: Tich chon “Sir dung may chii Proxy” néu hé théng mang cia nguoi
dung c6 str dung may chu Proxy.

L b ~ el
Cau hinh hé thdng
K&t ndi mang  Dich vy chiing thuc M3uchl ky  Cap nhat phin mém

St dung may chid proxy

®) 5 dyng cdu hinh proxy mic dinh

S dung cdu hinh prowxy riéng

Bia chi: Céng:
801
hdy chil prowy cé wdc thye
Tén ngudi dimg: higt khéu:
| Khing 50 dung cdu hinh proxy trang mang cuc bé
Luu Bbong

Buwéc 4: Tich chon “Str dyng cu hinh proxy mic dinh” dé st dung cau hinh
Proxy tir ciu hinh “Internet Options” cua hé thong.

T b n ~
Cau hinh hé thong
KEt ndi mang  Dich vy chdng thuc t3u chil ky  Cap nhit phin mém
St dung miy chid prosy

#) 5 dung cdu hinh prosy mic dinh
S dung céu hinh prosy riéng

Blia chi: Céng:
=
May chi proxy oo xdc thuc
Tén ngudi ding: kA3t khiu
B Khéng st dung ciu hinh prosy trang mang cyc bé
Luu bang

Bud6c 5: Tich chon “Str dung cau hinh proxy riéng” néu hé thong mang co sir
dung cau hinh proxy khac. Nhap vao thong tin may chu Proxy (Pia chi, va cong két
ndi)



C&u hinh hé théng

Két ndi mang  Dich vy chung thifc b3u chil ky  Cép nhat phin mém

S dung midy chi prosy

St dung cdu hinh prowy mac dinh
®) 5k dung cdu hinh proxy rigng
Blia chi: Céng:
123123123123 80804

My chid prosy of wic thue
Tén nguidi ding: b4t khiu:

M| khéng sd dung cdu hinh proxy trang mang cuc bé

Luu Bing

Buéc 6: Néu may chii proxy yéu cau phai xac thuc nguoi dung, thi tich chon
“May chu proxy c6 xac thuc”, va dién thong tin dang nhap (Tén nguodi dung, Mat
khau):

C&u hinh hé thdng

K&t ndi mang  Dich vy chuing thic MEu chil ky  Cép nhat phin mim

S dung méy chi proxy
5 dung cdu hinh proxy miac dinh
®) 5 dung c§u hinh proxy rigng
Blia chi: Chng:
123123123123 20802
B May chi proxy cd xic thuc
Tén ngudi ding: tAat khiu:

tendangnhap sssenns

M| Khdng 0 dung cdu hinh prosy trang mang cuc b

Luu Bidng

Buéc 7: Néu khong mudn st dung cau hinh Proxy trong mang cuc bd, tich
chon “Khéng sir dung cau hinh Proxy trong mang cuc bo™:



C&u hinh hé thdng

Két ndi mang  Dich vu chuing thuc rdu chil ky

S dung miay chid proxy

3 dung c3u hinh proxy mic dinh
®) 50 dung cdu hinh proxy riéng
Blia chi:
123123123123
| May chid praxy o6 xac thuc
Tén ngudi ding:

tendangnhap

Cap nhit phdn mém

Céng:
8080

b4t khi:

M| Khiéng st dung cdu hinh prowy trong mang cuc bd

Luu Dong

Buéc 8: Click chon “Luu” d¢ luu cau hinh.

Chu y:

- Trong qua trinh k¥ sb va xac thyc tai liéu PDF, chuong trinh phai két ndi
t6i cac may chu dich vu chang thuc chix ky sd, do vay néu trong mang c6 thiét lap
hé théng Proxy thi phai cau hinh cac tham s6 proxy cho chuong trinh dé c6 thé két

néi duogc toi cac dich vu ching thuc chir ky so.

- Dé biét cac tham sb proxy, can phai lién lac voi can bo quan tri mang cua
co quan, don vi minh.

3.1.2. Cau hinh cac dich vu chieng thuc chir ky so
Buwéc 1: Mé giao dién ciu hinh Dich vu ching thuc: Trén giao dién cau hinh
hé théng, chon muc “Dich vu chang thuc”:

C&u hinh hé théng

Két ndi mang | Dich vy chuing thuic M3uchll ky  Cap nhit phin rrgm

W 5 dung dich vy cdp ddu thii gian (T34
b &y chin dich wy c3p d3u thii gian [T54)
Eia chi: hitpe A fca.gov. vndtsa

M| St dung dich vy kigrn tra trang thai thu hi cda ching thu sd

| Cho phép kigm tra chitng thu 58 nguiti ky qua OCSP
Buliing dn danh séch chilng the bi thu kéi [CRLs):

—
=
T
=

Luu bong
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Bwéc 2: Cau hinh st dung dich vu cp dau thoi gian, nhim muc dich gan
dau thoi gian cho chir ky. Tich chon “Str dung dich vu cdp dau thoi gian (TSA)”,
nhap dia chi may chua cip du thoi gian vao khung Dia chi:

C&u hinh hé théng

Két ndi mang  Dich vy chiing thic MAu chil by Cap nhat phin mim

W S dung dich vy cdp dEu thii gian (T3
b &y chin dich wu c3p d3u thdi gian [T54)
Bla chi: hitp: /o8 gov. wndtza

M| 5 dung dich vy kigim tra trang thai thu hdi cda ching thu s&

M| Cho phép kign tra chimg thu s8 nguii ky qua OCSP

—
=
-
=
ES
o
v

Eding din danh s4ch ching th bi thu hii (CRLz):

Luu béng

Bwéc 3: Cau hinh st dung dich vu kiém tra trang thai thu hoi cua ching thu
sb. Tich chon “Str dung dich vu kiém tra trang thai thu hoi caa chimg thu s6”.

Néu mudn st dung dich vu Trang thai chimg thu truc tuyén (OCSP) trong
qua trinh kiém tra chimg thu s6 ngudi dung trude khi ky sd, tich chon "Cho phép
kiém tra chung thu s nguoi ky qua OCSP", muc dich 1a chi dinh st dung dich vu
OCSP thay vi kiém tra trong danh sach thu héi (CRLS).

C&u hinh hé théng

Két ndi mang  Dich vy chiing thic MAu chil by Cap nhat phin mim

W S dung dich vy cdp dEu thii gian (T3
M &y chin dich vy c3p d3u thdi gian [T54)
Bla chi: hitp: /o8 gov. wndtza

M| 5 dung dich vy kigim tra trang thai thu hdi cda ching thu s&

M| Cho phép kign tra chimg thu s8 nguii ky qua OCSP

—
=
-
=
ES
o
v

Eding din danh s4ch ching th bi thu hii (CRLz):

Luu béng

11



Ngoai ra, ngudi dung c6 thé bd sung cac duong dan tai danh sach thu hoi
chtng thu s6 (CRLs). Bé thém dudng dan, chon "Thém",

C&u hinh hé théng

Két ndi mang  Dich vy chiing thuc bidu chil ky  Cap nhat phiin mém

(] s dung dich wu cdp diu thii gian (T34)
&y chiidich vy cdp dau thii gian [T54)

Blia chi: hittp: /dca.gov. vndtsa

(W] 5% dung dichwy kign tra trang thai thu i cda ching thu 58

(W] Cho phép kigm tra ching thu s8 nguii ky qua OCSP

—
my
e
=

Enliing din danh zéch chilng thy bi thu ki (CRLs)

#b3
-

Luu Pang

Nhap duong dan danh sach thu hdi vao 6 "Nhap noi dung", bam "Chon"

Nhip néi dung =

Mhap ndi dung:

| chon | | Hw |

Dé x6a duong dan, chon dudng dan tir danh sach, bAm chon Xoéa trén giao
dién:

e hs e el
Cau hinh hé thdng
k&t ndi mang  Dichwy chiing thiuc hEAUchl ky  Cap nhit phdin mém
(] e dung dich vy cdp ddu thiri gian (T54)
May chir dich vy cip dau thii gian [TSA]

Bia chi: http: /fca.gov. vndtsa

(9] =0 dung dich vy kidim tra trang thai thu hdi cda chimg thu sg

[9] Cho phép kighn tra chitng thu s& nguii ky qua OCSP

Luu Pdng

12



Budrc 4: Click chon “Luu” dé luu lai ciu hinh.

3.1.3. Cau hinh miu chir ky
Muc dich cta Viéc tao trudc cac mau chit ky cua nguoi ky 13 ting tinh thuan
tién cho nguoi ky, nguoi ky chi can tao mau chit ky mot lan va str dung 1au dai. Cac
mau chit ky c6 thé sao luu va khoi phuc dé st dung khi cai dat lai chwong trinh.

a. Mg giao dign cdu hinh mau chir ky. Tir giao dién cdu hinh hé théng chen
muc ""Mdu chir ky".

C&u hinh hé théng

Két ndi mang  Dich vy chiing thuc bdu chll k¥ Cap nhat phin miém

Quan Iy mau chi ky -

Tén mau chil ky:

Hién thi chil ky:
® Hinh anh & Théng tin Hinh anh Thing tin
B Mhin

M guidi ky: Tén chitng tha ¢d ky

B Ernail
e Ernail: Dia chi thil dién i
W Ciquan Cd quan: Tén ddn vi, 18n cd quan
B Chi G‘ A Chifewy: Chifc vy ngddi ky
e Xécthyca Biemet [hoigian ki 28.05.2013

W Thiti gian ky 09:37:36 +07:00

Mau chii ki mic dinh

Sao luu Khii phuc ¥da miu Luu Bong

b. Tao méi mau chiz ky nhw thé nao?
Bwéc 1: Tir danh sach mau chit ky x6 xudng ta chon “Tao mau moi ...”

*

C&u hinh hé théng

két ndi mang  Dich vy chiing thuc MAU chll ky  Cap rhat phin mim

Quan Iy mau chi ky Tao iy mdi.. v

Tén méu chil ky:

Hién thi chil ky:
® Hinh dnh & Théng tin Hinh anh Théng tin
M| Mhin

Mgudi ky: Tén chiing thu =8 kv

B Ermail
e Email: Dia ohi thit dign td

M| Crquan Cd gquan: Tén ddn wi, tén cd quan
. G‘ A Chitewy: Chilcwy ngudi ky
W] Chife vy 2oy oy M| Thi gian ky 20.05.2013

W Thii gian ky 09:37:36 +07:00

Mau chii ki mic dinh

Sao luu Khii phuc Xda mau Luu Péng

13



Budc 2: Nhap tén cho mau chit ky vao khung “Tén mau chit ky”:

X

Cau hinh hé théng

K&t ndimang Cauhinhkjsd  Kiém tra ching thu s& PDF Cap nhit phn ma&m

Quan ly mau ch ky
Tén mau chii ky: Mau 1
Hi&n thi chii ky:

#) Hinh anh & Théng tin Hinh dnh Théng tin
M| Mhin

W Ernail Naui ky: Tén chimg thir s& kj
B Co quan Email: Bia chi thu dién i1
q Ca quan: Tén dan vi, tén co quan
Chie vu Thai gian ky: 09.04,.2015 11:26:37

Xac thyc & Bao mat +07:00
| Thai gian ky

Mau chir ky mac dinh

Sao luu Khdi phuc Xéa mau Luu Béng

Bud6c 3: Tuy chinh cac ché do hién thi chir ky:

- Chon cac ché d6 hién thi: Hinh anh va Thong tin chit ky, Hinh anh hoic
Thong tin chir ky twong tng v&i muc dich str dung.

- Tuy chinh hién thi thong tin bang cach tich chon vao cic 6 chon bén trai
khung “Hién thi chit ky””: Nhan, Email, Co quan, Chirc vy, Thoi gian ky.

- Thay dbi hinh anh hién thi chir ky: Click phai chudt vao hinh anh chir ky
hién tai, chon menu “Thay anh khac”, chon duong dan dén anh méi va
chon “OK”:

o b o o
C3u hinh hé thdng
Két ndi mang  Dich vy chiing thidc MEuchll ky  Cap nhit phin mém

Quan Iy mau chi ky

T&n mau chil ky: [YENR

Hign thi chif ky:
#) Hinh dnh & Thing tin Hinh &nh Thing tin
M| Mhin

| Email Mgurdi ky: Tén chiing thu s8 kg

o
M Co quan / 3i dung dnh mic dinh En cd quan
Chire vy 3 Thay nh khic 15 15:44i28
act

B Thii gian ky L &nh

Mau chii ki mic dinh

Sao luu Khdi phuc X6a mau Luu Pong

Chu y: Chon menu “Str dung anh mac dinh” néu nguoi dung mudn si dung
hinh anh VGCA mac dinh.

14



- Thém thong tin chuc vu nguoi ky: Nguoi dung tich chon “Chac vy hoac
Click vao khung thong tin chit ky s& hién thi cira 6 nhap thong tin chiic
vu nguoi ky:

M A ) el
Cau hinh hé théng
Két ndi mang  Dich wu chiing thuic bidu chii ky  Cap nhit phén mém

Quan Iy méu chi ky

Tén mAu chil ky: [ETR]

Hign thi chil ky:
®) Hinh dnh & Thing tin Hinh &nk Théng tin
M| Mhin

W Email Mo kj: Tén ching thu s ki
B Co Email: Bia chi thu dign tir
quan GCA Caquan: Tén dan wi, tén co quan
Chitc wy Thi gian ky: 08.10,2015 15:44:25

Xéc thyc & Bdo mie | +07:00

B Thii gian ky

Mau chii ki mac dinh

$ao luu Khdi phuc ¥ba mau Luu Bong

Nguoi dung nhap thong tin Chtc vu ngudi ky va chon “Ap dung™:

X

Thong tin chdc vu cda ngudi ky

Chuc v
Tro ly

Ap dung Hiy

Bwéc 5: Tich chon “Pat 1am mau chir ky mac dinh” dé mau chix ky s& duoc
tu dong chon khi ky sd.

15



C&u hinh hé théng

Két ndi mang  Dich wu ching thuc h3u chit ky  Cap nhat phin miém

Quan Iy mau chi ky Tao miu mdi. v

T&n méu chil ky: MEu1

Hign thi chil ky.

®) Hinh dnh & Thing tin ) Hinh dnhk ! Théngtin

(9] Mhin
] Email Noui k§: Tén chiing ther sG ky
W Co Email: Bia chi thr dign bl

quan GCA o quan: Tén don vi, t8n co quan

. Thisi gian ki 05.10.2015 15:44:25
D Chie vy Xic thue & Bao mat +07:00
(W] Thi gian ky

| ] M3u chil kj mic dinh |

5ao0 luu Khii phuc Luu Bong

Buéc 6: Click chon “Luu” dé luu mau chir ky.

c. Sira doi mdu chir ky
Buwéc 1: Chon mau chir ky can chinh sira:

C&u hinh hé théng

Két ndi mang  Dich vy ching thuc bdu chl ky  C3p rhat phin mém

Quan Iy mau chi ky MU 1 v

Té&n maw chil ky: &1

Hign thi chil ky:

®) Hinh dnh & Thing tin ) Hinh dnh ' Thiing tin
(W] Mhin
8] Ernail Mo kst Tén chiing thur s ki
W o quan Ernail: Bia chi thu dign klr
q Cd quan: Tén don vi, t&n ca quan
[ Chite vu _T'—hucl?ilguhan ki 08.10.2015 15:47:22
(9] Thiri gian ky
[H] M3u chii ki mic dinh
Sa0 luu Khdi phuc Xda mau Luu Bbong

Bu6c 2: Thay d6i thong tin can thiét:

Tén mau

Ché do hién thi chit ky: Hinh anh& Théng tin; Hinh anh; Thong tin

Dinh dang thong tin hién thi: Nhin, Email, Co quan, Chtc vy, Thoi gian
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- Thay d6i anh chit ky
- Dat lam mac dinh
Bwoc 3: Sau do click chon Luu.

d. Xda mdu chir ky
Budéc 1: Chon mau chit ky tir danh sach
Buwéc 2: Click chon nat “Xo6a mau” dé thyuc hién x6a mau chi ky.

X

C&u hinh hé thdng

Két ndi mang  Dich vy chiing thuc bEu chil ky  Cap nhat phin mém

Quan Iy mau chir ky MEu 1 -

Tén méu chil ky- LETR

Hign thi chil ky:

®) Hinh dnh & Théng tin ) Hink drh ) Théng tin

[ Nhin
5] Ermail Mguis ki Tén chimg thr 5 kg
| co Email: Bia chi thu dign bir

quan Cf quan: Tén dan vi, tén oo quan

. Théi gian ky: 08.10,2015 15:47:22
L] Chirewy +07:00
(W Thai gian ky

[H] M3u chii k§ mac dinh

$ao0 luu Khbi phuc Luu Bbong

e. Sao lwu cdu hinh mau chir ky
Buwéc 1: Click chon “Sao luu” dé thuc hién sao luu lai cAu hinh mau chit ky

X

C&u hinh hé thdng

Két ndi mang  Dich vy chuing thuc b3u chll ky  Cap nhat phin mim

Quan Iy m3u chir ky MEu 1 -

Tén mau chil ky: MEu1

Higr thi chil ky:

®) Hinh &nh & Thing tin ) Hinh #nh ! Thiing tin
[ Mhin
8 Ernail N ks Tén chitng thir s kg
W o quan Email: ia chi thu dign tir
a Caquan: Tén don vi, tén oo quan
[ Chiic vy lhuc:l]-%luan ks 08.10,2015 15:47:22
(W] Thii gian ky
[H] M3u chii ki mc dinh
Sao luu Khoi phuc Xda mau Luu bong
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Buwéc 2: Chon dudng dan luu tép sao luu cdu hinh

W Favorites
Bl Desktop
&4 Downloads

= Recent Places

4 Libraries
& Apps
@ Documents
J’ Music
[E5] Pictures

=il Subversion

-

Documents library

Includes: 2 locations

MName

) ASUS

J EldoS

J Shared Virtual Machines

. 5QL Server Management Studic Express
J Visual Studio 2005

J Visual Studio 2008

-~ 4| i

Arrange by:  Folder «

Date modified

6,/19/2013 1:50 PM
5/22/2013 3:17 AM
5/22/2013 8:00 PM
6/8/2013 1:14 AM
/2013 9:45 PM
6/21/2013 9:20 AM

Save As (=23
Y. » Libraries » Documents » w | 43 || Search Documents o
.

Organize * MNew folder 4= - (7]

File name:

luucauhinh

Save as type: |All Files (*.%)

= Hide Folders

Save ] ’ Cancel

)

Buwdéc 3: Click “Save”.

Backup signer profiles

| Qua trinh backup thanh cdng.

(]

f. Khoi phuc cdu hinh mdu chi ky

Buoc 1: Click chon

“Khoi phuc”
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C&u hinh hé théng
Két ndi mang  Dich vy ching thuic b3uchl ky  Cap rhit phin mém
Quan Iy mau chir ky
Ten méu chil ky: TE

Hién thi chill ky:

#) Hinh anh & Thang tin Hinh anh Théng tin
B Mhin
B Email Nguit ki: Tén chimg thr s& ki
o Email: Bia chi thur digén tir
quan Caguan: Tén dan i, tén co guan
Chif vy lhﬂc;ljgnan ki 08,10,2015 15:47:22
M| Thii gian ky
B M3iu chit k§ mac dinh
Sao luu Khdi phuc Xba mau Luu Bong

Buéc 2: Chon duong dan tép cdu hinh d luu. Click chon nat Open dé bat
dau thuc hién khoi phuc cau hinh

open =
@uv‘ . ¥ Libraries » Documents » Backup v|~‘7|| Sean g Dl
Organize = MNew folder = - m .@
5l Recent Places = 3
=}
Documents “brary Arrange by:  Folder ~
Backup
7l Libraries =
& Apps MName Date modified
3 Documents L || luucauhinh T/4/2013 6:47 AM
rJ'- Music 7
[e= Pictures
=1] Subversion
B8 videos
78 Computer
& Local Disk (C)  « | i v
File neme: uucsuhinh - [anfies ¢ -
[ Open l [ Cancel ]

Buwéc 3: Click chon “OK” khi thong bao khoéi phuc thanh cong.

s o

Restore signer profiles @

| Qua trinh khéi phuc thanh céng.
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3.2. Ky so tai liéu PDF
Buwéc 1: Mg tép PDF can ky.
- Click chon nat mé tép trén thanh cong cu

- Hoac click chon nut “Mé tép” trén khung logo

I Matep.. vSign - PDF

Phan mém ki <4 tai iéu PDF

bAG tal liEu Office. . _
Phign ban 3.1

Coperight & 2071 3%G0A

- Hoic tir menu “Hé théng” chon “Mé tép™:

Hé thang | Chitc ndng Ty gidp
= Métép..  CtrleO
= e | ©

bAd tai lidu Office

Luu thanh..,
Thuidc tinh tép

Bdngtép  Ctrl+X

Thaodt Ctrl+0

- Hoic kéo tha tép tir ngoai vao trong phan mém.
Bu6c 2: Trén thanh cong cu, chon “Ky s6”

[/ wy st

Buwéc 3: Trén khung hién thi noi dung tai liéu, di chuyén con tré dén vj tri
can ky, giira va kéo nut trai chudt dé chon vi tri chir ky:
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a) Khin triromg phdt trién va ning cao ning lye H¢ thong chimg thye chir ky
56 chuyén ding phuc vy cde co quan thube hé thing chinh tri. Bao dam cung efp
dich vu chimng thue dién tir vi chir ky s thea nhu céu thye té cia cor quan nhia
nude chc cdp:

b) Chil tri, phéi hop véi Ba Théng tin va Truyén théng xay dung 16 trinh, huéng
din, kiém tra danh gid viéc img dung chir ki 56 trong co quan nhi nude céc cap:

¢} Xay dung cic quy dinh vé sit dung chit ky sé trong céc co quan nha nwde,

8. Bd K& hoach va Piu tu. B Tai chinh c6 trach nhiém:

U tién bé tri kinh phi di, kip thévi tir ngan sach nha mréc va cde ngudn kinh
phi khac d¢ trién khai cic nhiém vu, du an xdy dung. duy tri hoat déng cic hé
théng vé quan 1y van ban va diéu hanh, hé théng thu dién tir, chii ky sé.

Cac Bo trwong, Thi truéng co quan ngang Ba. Tha trudng co quan thude
Chinh phi, Chu tich Uy ban nhin din cac tinh, thanh pho trye thuge Trung womg
cd trach nhigm 1O chie, chi dao thye hign nghiém tie Chi thy nay./.

THU TUGONG

Nguyén Tén Diing

Buwéc 4: Trén cira s “Ky s6 tai liéu”, nguoi dung chon chtng thu s6 dé ky

- Chuong trinh s& tu dong kiém tra chung thu s6 theo cau hinh da thiét lap.
: Ky 56 tai ligu x|
Théng tin ngudi ky:

Fham Cang Thao<pcthao@hoy.govvns v o
Thing tin chilng thi =8
Chit &5 hilu: Pham Céng Thaospothao@boy. gov.vhy Chi tigt. .
Cd quan cap phat: Co quan chung thuc o Chink phu
Thii gian hiéu IJc: T 25 2/2014 dén 241242019
Tinh trang: Chilng thd =6 hdp 1&

Higr thi ckil ki

ma 1 W

Maudi ki Pharn Cdng Thio

Ernailt pethas@beoy gow wn

Ca quan: Cuc Chang thue 58 wa Bao mat

Thdng tin, Ban Co wéu Chinh phld

Théi gian ky: 13.04,2016 09:26:09 +07:00
Xbéc thyc & Bao mbt

Bting dén tép g3 dudc ky s
Chllsersithaopc\DesktopitestziDianh gia san pham

Ok

- Néu chtng thu s6 hop 18 nguoi dung méi ¢ thé tiép tuc thuc hién ky sé;
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- Nguoi ding chon mau hién thi chit ky theo danh sach di c4u hinh truéc;
Bud6c 5: Thay d6i duong dan luu tép ky sé néu can thiét:
- =)

-
! Ky s6 tai ligu

Théng tin nguidi ky:

Pham Céng Thao<thaopc@ca.gov.vn> v] v
Théng tin chdng thu s&
Chil sd hiiu: Pham Céng Thao<thaopc@ca.gov.vns Chi tiét ...

Cd quan cép phét: Co quan chung thuc sa Chinh phu
Théi gian higu luc: T 17/07/2014 dén 16/07,/2019
Tinh trang: Chiing thu s& hdp &

Hi&n thi chi ky

[MEu 1 -

N ky: Pham Céng Théo

Email: theopcBca.gov.vn

Ca quan: Cuc Chirng thue 58 va Bdo mét

Thing tin, Ban Co wu Chinh phid

Théi gizn ky: 05,04,2015 11:54:47 +07:00
Xac thye & Bae mit

tludng dan tep da dudc ky so
C\Userslthaopc\Desktop\353TB-HVMM signed pdi | .. |

[ ! Ky sé l l—J Bﬁng]

5an sang

Budc 6: Click chon “Ky s6” dé thuc hién ky sb tai liéu, va nhap mat khau
dang nhap thiét bi GCA-01:

=
)7/GCA CHUONG TRINH QUAN LY GCA-01

Mhap Mt khEu cia taken,

£18ng nhap token “

‘UGS DSY a4
Gl a=n00

Té&n tokem: elaken

P&t khEu cha taker: TTTTTYY ]

Modn nolf hign tai EM

Buwéc 7: Sau khi ky s6, tép ky sb s& dugc ma 1én:
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=, 15_CT-TTg.signed.pdf - vSign PDF [E=H E=R 5T

Héthdng Chicnang Tra gidp
2o ellsl: | Q@ [ wiss o xacthe

7. Ban Co yéu Chinh phu ¢6 trich nhiém:

a) Khin truong phat trién va ning cao ning luc Hé théng chirng thuc chir ky
sé chuyén diing phuc vu cdc co quan thuge hé thong chinh tri. Bao dam cung cip
dich vu chimg thue dién tir va chir ky s6 theo nhu ciu thuc t cua cor quan nha
nudc cic cap;

b) Chi tri, phdi hop véi B Thong tin va Truyén thong xay dyng 19 trinh, lrdng
din, kiém tra dénh gia viéc img dung chir k¥ s6 trong co quan nha nuée cic cip;

¢) Xay dyng eic quy dinh vé sir dung chir k¥ s trong ¢ic co quan nha nude.

8. B Ké hoach va Diu tu, Bo Tai chinh ¢6 trach nhigm:

U tién bo tri kinh phi du, kip théi tr ngan sich nha nude va cic nguc“m kinh
phi khac dé trién khai cac nhiém vu, du an xdy dung, duy tri hoat dong cac hé
théng v& quan 1y vin ban va didu hanh, hé théng thw dién tir, chit ky s6.

Cac Bo truong, Thu trwdng co quan ngang B, Thu truéng co quan thude
Chinh phu, Chu tich Uy ban nhén dén céc tinh, thinh phd truc thuge Trung wong
¢d trach nhiém té chite, chi dao thuc hién nghiém tic Chi thi nay./.

THU TUONG
Nguyén Tén Diing

Ky bai: user 001
Email: user001l@ca.gov.vn

Cﬁ quan: Ban Co yeu Chinh
phu
/GCA Thas gian ky:04.07.2013
09:07:02 +07:00
Nac/thye & Bdo mbt

3.3.  Xac thuc chir ky trén tai liéu PDF
Buwéc 1: Mo tép PDF can xéc thuc chir ky bang phan mém vSign PDF. Thuc
hién nhu phan ky sd.
Buéc 2: Xac thyc tieng chir ky trén tai li¢u.
- Di chuyén dén trang c6 chir ky

® ® |[5]rs

- Tim dén vj tri chit ky va click chudt vao hinh anh chit ky

Ngudi ky: Pham Cong Thao
Email: pethao(@bey.gov.vn
Cor quan: Cuc Chimg thyre
50 vi Bao mit Thong tin,
Ban Co yéu Chinh phi

Xacthyc & Bao mat 1 N0l gian ky: 13.04.2016
09:33:50 +07:00

- Qua trinh xé4c thyc s& duoc thuc hién tu dong, va két qua xac thuc thanh
cong s& hién thi nhu sau:
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Yac thue chif kit (Signatura1)

Théng tin chil ki
Chid ki hap 181

v Thii gian ki 13/04/2016 03:33:50 +07:00

Pddc ki bii:  Pham Céng Thao< pothaol@boy, gow. v

Chi higt mac thuc
%/ Tailiéu chia bithay dii
»/"  Chilng thul st ki hdp 2.
v D' &u thisi gian trén chi kj hdp 8.
Thii gian kigm tra: 13/04/2016 09:34:08 +07:00
Théng tin dau thii gian
D &u thidi gian: 1340442016 03:34:08 +07:00

Chilng thd =8 méay chil cap dau thii gian:
May chl cdp dau thdi gian

Biang

Buwéc 3: Xac thuc tat ca chit ky trén tai liéu.
- Click chon nat “Xac thyc” trén thanh cong cu caa phan mém

Xac thuc

- Qua trinh x4c thyc bat dau, khung hién thi danh sach chir ky s& hién ra
bén trai ctia giao dién chuong trinh, véi théng tin chi tiét cua tat ca cac chit ky trén
van ban.

Danh sach chid kj q
+* Signaturel: Mgddi ki Pham Céng Thaopothao@boy gov. v
= Tinh trang =ac thdz [Chil ki hdp 1&1)
T &i ligu chda bi thay d5i.
Chilng thd =8 ki hdp 1&.
D' &u thisi gian trén chid kj hdp 8.
= Thing tin chil ki
Thidi gian ki 13/04/2016 09:33:50 +07:00
kK. bidi: Pham Céng Thao< pothao@boy. gov.wne
= Théng tin dau thii gian
D &u thii gian: 13/04/2016 03:34:08 +07:00
Ching thl =3 TSA: May chi cap dau thii gian
Chitl ki trén trang 1
Hi&n thi néi dung 33 ki =8
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3.4. Huwoéng dan chuyén doi dinh dang tép Microsoft Office sang PDF
Ngoai cac tinh ning ky s6, xac thuc chit ky trén cac tai liéu PDF thi phan
mém vSignPDF con cung cdp cho ngudi dung kha niang chuyén ddi cac tép
Microsoft Office (Word, Excel, PowerPoint) sang dinh dang PDF trudc khi ky s6.
Cac dinh dang tai liéu Office co thé thuc hién chuyén dbi bao gdm: .doc, .docx,
Xls, xIsx, .ppt, .pptx. Bé thuc hién viéc chuyén doi trén, c6 2 cach thuc hién nhu
sau:

Ciach 1: Trén Menu "Hé thong", chon "M tai liéu Office™:

Hé thdng | Chircnang  Trg gidp
© Mitép..  Ctrl+0
E o

|E MG t3i ligu Office

Q®

L thanh...
Thudc tinh tép

Bangtép  Ctrl+X

Thoat Ctrl+0

Chuong trinh s& yéu cau chon duong dan tai lidu Office:

o Open B
@ * T . v ThisPC » Desktop » demo v & Search dermo -l
Organise « MNew folder - [ @
-
" Marre Date rmodified Type
1% This PC : . -
05.2011.QH13.doc 28/03/2012 035 58 Micrasoft Office ..
m Desktop
| Documents
& Downloads
o Music
= Pictures
& Videos
Ly Local Disk (G v < >
File narme: | 05,2011.0H13.doc v| |MS Ciffice Files {*.doc, *.docx, * V|

| Open | | Cancel |

Sau khi chon duong dan tai liu Office va bAm "Open", chuong trinh sé& ty dong
chuyén d6i sang PDF va hién thi trén giao dién phan mém nhu sau:
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QUOC HOL
- Pijc lip - Ty do - Hanh phic

Ludt s6: 05/2011/QH13 Hi Ngi, ngay 26 thdng 11 niam 2011
LUAT
Co yéu

duore stra dbi, bd sung mot sd diéu theo Nghi quyét so 51/2001/QH10;
Quéc hoi ban hanh Ludt Co yéu.
Chwong 1
NHUNG QUY BINH CHUNG

Di¢u 1. Pham vi diéu chinh

Finnde it T an

05.2011.QH13.pdf - vSign PDF - o IEl|
Héthdng  Chic nidng  Trg gitp
Bl® @[] @l :k: [Hxis6  w xacthye

~

CONG HOA XA HQI CHU NGHIA VIET NAM

Can cir Hién phap nude Cong hoa xa héi chu nghia Viét Nam nam 1992 da

Cich 2: Click chon "M¢ tai liéu Office" trén khung Logo ctia phan mém:

¥Sign - PDF

- : Phan mim kil 56 tai ligu POF
RS tai ligu Office.

Phign ban 3.1

Copyright © 2013VGECA

Giao dién module chuyén dbi s& duoc hién thi:

Chon dung din tép can chuyén ddi

Chon...
Chaon dudng din Wu tép PDF:
Chor...
Chuyin ddi... Béng

" Chuyén ddi tai ligu Word, Excel, PowerPoint san.. — =
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Trén day ngudi dung chon duong din tai liéu Office can chuyén d6i, chon duong
dan tép PDF dé luu, sau d6 click chon "Chuyén doi...":

"o Chuyén déi tai ligu Word, Excel, PowerPoint san.. = &

Chaon duidng din tép cin chuwdn dai

|C:MUsers\thaopeDesktopdemo\05. 2011.0H13 doc | Chon.. |
Chon duidng din 1w tép PDF:
| C:Users\thaopehD esktophdemo\05.2011.0H13.pdf || Chen..
Chuyén ddi... Brong

Sau khi chuyén dbi xong, tép PDF ciing s& duoc hién thi trén giao dién phan mém:

& 05.2011.QH13.pdf - ¥Sign PDF - O

Héthdng Chicnang  Try gidp

= ® ® N? e ® i [Fxyss  w xac thye

QUOC HOIL CONG HOA XA HQI CHU NGHIA VIET NAM
Pic lip - Ty do - Hanh phie

Ludt sé: 05/2011/QH13 Ha Ngi, ngay 26 thang 11 nam 2011

LUAT
Co yéu

Cén cir Hién phap nude Cong hoa xa hgi chi nghia Viét Nam nam 1992 da
duge sira do1, bo sung mot so dieu theo Nghi quyet so 51/2001/QH10;
Qudc hdi ban hanh Luit Co yéu‘

Chwong 1
NHUNG QUY DPINH CHUNG
Diéu 1. Pham vi diéu chinh
T it aad I 0% Y. I PP ¥ A Lis B L Zan iE hd
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4. Thong tin lién h¢
Moi thong tin trao doi, y kién déng gop cho chwong trinh xin gti vé Cuc Ching
thuc s6 va Bao mat thong tin - Ban Co yéu Chinh phi:

Dia chi: S6 23, Nguy Nhu Kon Tum, Thanh Xuan, Ha Noi
bién thoai/Fax: 04.37738668

bia chi thu dién ti: ca@bcy.gov.vn

Website: http://ca.gov.vn
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