® SAVIS TECHNOLOGY GROUP
' No. 09 Duy Tan, Cau Giay District, Ha Noi City
rus Hotline : 1900636156 - Email : Trustca@savis.vn

by SAVIS GROUP

TAI LIEU HUONG DAN KY SO

L YEU CAU CHUNG. ...ooovviiriieie ettt sttt 2
Il HUONG DAN CHI TIET. ....ooorioiiiueieimeeeisneesssseissessess e sesssssss st ssssessssssssssesssssesssssaes 2
2.1 Huéng din Ky tai li¢u trén Microsoft Office 2013 ..............cc.coorveeveiueeereereeeeeiee e 2
2.1.1 Ky tai li€u Word hofic EXcel.........ccccooiiiiiiiiiiiieecee e 2
2.1.2 Ky tai liEu POWEIrPOINL. ........cocooviiiiiiiiiiiiee ettt st s 4

2.2 Huéng din Ky tai HEU PDF..........c..cooooiviiieieecceeeeeee e 5
2.2.1 Ky tai li€u PDF sir dung Foxit Reader ...........cccccoviriiiiiiniiiniiiniene et 5
2.2.2 Ky tai li€u PDF sir dung Acrobat Reader ...............ccocoviiiniiinininienececeseece e 9



SAVIS TECHNOLOGY GROUP
No. 09 Duy Tan, Cau Giay District, Ha Noi City
Hotline : 1900636156 - Email : Trustca@savis.vn

TrustGA

by SAVIS GROUP

I.  YEU CAU CHUNG.
bé ky s6 duoc trén cac tai liéu Word, Excel, Powerpoint, PDF ban can phai déap Gng
du céc diéu kién sau:

- USB Token chtra chitng thu s6 cta ngudi dung, va da két ndi téi may tinh.
- May tinh cai dit san bd tng dung Microsoft Office, Foxit Reader, Acrobat
Reader hodac Adobe Reader.

- Cai dat san phan mém TrustCA Token Manager ctia TrustCA.

II. HUONG DAN CHI TIET.
2.1 Huéng dén ky tai liéu trén Microsoft Office 2013

2.1.1 Ky tailicu Word hoic Excel
Budére 1: Két ndi USB Token chira Certificate v6i may tinh
Buwéc 2: M6 tai liéu Microsoft can ky.

Bude 3: Vao File\ Info\ Protect Document\ chon “Add a Digital Signature”

Huéng dan tae file CSR.docx - Word Xy - x
Thuy Nguyen
Info
udng dan tao file CSR
D™z lieu @ dung he thong telesales » Tai ligu hueng din
Protect Document Properties
Control what types of changes people can make to this document. i 146KB
Pages 2
Wards 61
pi Mark as Final _ Total Editing Ti... 22 Minutes
R Let readers know the document s Tie Addatitle
final and make it read-only
Tags Add atag

Encrypt with Password
P Passiord-protect this document

|‘L| Restrict Editing

rare that it contains:
uthor's name.
sabilities are unable to read

Comments

Related Dates

Add comments

Control the types of changes otHrs Last Modified Yesterday, 550 PM
. can make Created Vesterday, 5:42 PM
ccount 5 Restrict Access r unsaved changes. Last Printed
@ Grant people access while remoliilg 3 ges,
Options their ability to edit, copy, or print.
- —————— - Related People
I:L, Add a Digital Signature
& Ensure the integrity of the document Aullict

b i an SRS it sgnatul>

Last Modified By

Thuy Nguyen
Add an author

Thuy Nguyen

Related Documents
Open File Location

Show All Properties

Sau khi Click lya chon thi bang thong bdo hi¢n ra :
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Sign 7 >

ﬁ See additional information about what you are signing...

You are about to add a digital signature to this document. This signature will not be
visible within the content of this document.

Commitment Type:

Purpose for signing this document:

To include information about the signer, click the details button. Details...

Signing as:  COMNG TY €O PHAMN COMNG MGHE SAVIS
Issued by:  TrustCA G1

Change...

Budce 4: Lua chon “Commitment Type” va Click “Change” ( Truong hgop Token co
chira hai chtng thu s6 tré 1én ) dé chon chimg thu s6 sir dung dé ky, cudi cing nhéan «
Sign” .

Sign ? >

'ﬂ See additional information about what you are signing...

You are about to add a digital signature to this document. This signature will not be
visible within the content of this document.

Commitment Type:

MNone

Created and approved this document

Approved this document e

Created this document L
To include information about the signer, click the details button. | Details..,

. . : - — = A - T = -

Signing as: COMNG TY CO PHAMN COMNG NGHE SAVIS Change..,
Issued by TrustCA G1 _3_

Budére 5 : Khung yéu cdu nhap ma PIN hién ra. Go ma PIN Token vao dé thuc hién ky.
]ﬁi nhan PIN x

/N ¥dcnhin m3 PIN:
.

M3 PIN: | .-......l

[ s dung ban phim 3o

Bai ma PIN . Bing nhap Hiy bé
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Sau khi ky thanh cong thi thong bao sau s€ hién ra:

Signature Confirmation >

Your signature has been successfully saved with this document.
If the document is changed, your signature will become invalid.

Dgnn't show this message again

Tai lidu Office sau khi ky s& c6 nhiing thong tin nhu hinh duéi day. Bat ky thay d6i
nao trén tai liéu s& khién cho chit ky khong con gia tri.

File Home  Inset  Design Layout  References  Mailings  Review e Foxit Reader PDF Thuy Nguyen 5. Share
0 MARKED AS FINAL An author has marked this document as final to discourage editing Edit Anyway x
3 [ SN SR 0% W U0 MC- SRR SO -SRI SO SN SOWION. TN NCS { JORRS ¢ SIS > SD t DM XN Oy,
Navigation S —
~ o x
Search document 0o~
Headings  Pages  Results .
| Signatures R
Signature Detail 4 X Valid signatures:
Create an interactive outline of your b e oz o il
document, Valid Signature - The signed content has not changed and the signer's CONG... 8/8/2019
B certificate is valid.
It's a great way to keep track of where you are Théng tin ngui
or quickly move your content around. Signature type: XAdES-EPES % g A 9
ky tai lliéu

To get started, go to the Hometab and apply Commitment Jytie:

Heading styles to the headings in your
document.

Created and approved this document

Purpose far signing this document:

Signing as; - CONG TY CG PHAN CONG NGHE SAVIS

View... L cornt oo
lssued by:  TrustCA G1 B

“All files™ va luu dwdi dang
See the additional See about

| 02400023 0 02e y 200 200 ) 190 1180 1170 1 o6 1 15 | 14e 130112011 110 E

Close
signing information that the signer..
was collected...

2 , Ky edits made o this
Biéu twong xuat hién document will invalidate the
sau khi tai liéu duoc digital signatures.

ky . ' Learn mare about signatures in
Office documents...

Page1of2 9of61words  English (United States| B B -- 1 + 100%

2.1.2 Ky tailiéu PowerPoint.
Budére 1: Két ndi USB Token chira Certificate v6i may tinh

Budre 2: Mo tai liéu Power Point can ky.

Buwdc 3: Vao File\ Info\ Protect Presentation\ chon “Add a Digital Signature”
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TrustCA by SAVIS GROUP.pptx - PowerPoint 2 - -] X
Thuy Nguyen
tCAjy SAVIS GROUP
op &
Protect Presentation Properties ~
» Control what types of changes people can make to this presentation. Size 32.7KB
Protect =
Presentation ~ Slides 1
Hidden slides 0
rb, Mark as Final Title TrustCA by SAVIS GROUP
LR Letreaders know the presentation is Ta Addatag
final and make it read-only.
Categories Add a category

Encrypt with Password ware that it contains:
R word to of author's name
pff,‘;',',:;‘z:ss oreopen Related Dates

[y BestictAcces LastModified  Today, &55 AM

@ Grant people access while riling 3 > Created Today, 8:52 AM
their ability to edit, copy, or GRint, 2
A 5 T Last Printed
it I::, Add a Digital Signature r unsaved changes.
o s :
R Ensure the integrity of the presentation  |ges,
Options by adding { yinvisible digital signature. Related People
Author
Thuy Nguyen

Add an author
Last Modified By |

Thuy Nguyen
Related Documents
B Open File Location

Show All Properties

Céc budc tiép theo tuong ty nhu ky trén Word hoic Excel.

Tai liéu PowerPoint sau khi ky s& c6 nhimng thong tin nhu hinh duéi day. Bat ky thay
doi nao trén tai liéu s€ khién cho chit ky khong con gia tri.

File Home  Inset  Design  Transitions  Animations  SlideShow  Review  View  FoxitPDF  Foxit Reader PDF Thuy Nguyen £, Share
G MARKED AS FINAL An author has marked this presentation as final ta discourage editing Edit Aniphay. | x
1 Signatures =X
i Valid signatures:
CONG... 8/9/2019
Signature Details. 7 b

Valid Signature - The signed content has not changed and the signer's
[ certficate is valid.

Signature type: XAdES-EPES

Théng tin ngudi ky

Commitment Type:

tai liéu
| r u S Purpose far signing this dacument: l
Signing as:  CONG TY CO PHAN CONG NGHE SAVIS T
Issued by:  TrustCA G1 =
N¢ see the agitional See information about Ciate
signing information that  the sianer.. L
Hot] was collected.
o AR T
Biéu twong xuat hién L = s
Zhea s s ot
sau khi tai liéu dwoc ky Ay s e
-document will invalidate the
digital signatures.
Learn mare about signatures in
Office documents...
siide1of 1 [|X  English (United States} = Notes Wl Comments BN 58 B T T=——p= + 4%

2.2 Huéng din ky tai liéu PDF
2.2.1 Ky tailiéu PDF sir dung Foxit Reader
Budére 1: Két ndi USB Token chira Certificate v6i may tinh
Budére 2: Mo tai liéu PDF can ky.

Bude 3: Vao Protect\ Sign & Verify\ Place Signature.
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}“ Home Comment 2 Viel Form Protect Sﬁare Connect Help Extras Q Tell me what you

') Hand 4 4 .
o / -
Ti select ~ s o/ 2
= PDF DocuSign ! T|me Stamp Digf Trusted

L Zoom gy - \-/ Document = IDs Certfficates

Tools

Start

N 4

N HUONG DAN PANG KY C}

0 <  Dé ding ky chimg thu s, ban chon “Ping K
Chon “Chép nhéin”.

=
a TrustCA Token Manager v1.0
-
®
¢ TrustCGA R
].(—31 | by SAVIS GROUP (—)

Budc 4 : Kéo chudt dé chon ving ki trén file PDF. Trong muc “Sign As” chon Ching
thu sb can ky.

Home Comment View Form Protect Share Connect Help Extras (/ Tell'me what you want to do..
/, /’ /, s p.
5 7a A& o B [%
PDF DocuSign Sign & Time Stamp  Digital  Trusted
Sign d Certify~ Document IDs Certificates
Protect Sign Document X
hrt TrustCA - Huong dan ... / TrustCA - Huong d3
by SAVIS GROUP Sign As: | CONG TY CO PHAN CONG NGHE SAVIS v Info...
Text For Signing
Location: [ VN I
Reason: I 1am the author of this document vl

[JLock Document After Signing

Signature Preview

Appearance Type: |Created 2019-08-08 17:32:28
SSEI\CJ; gg'\?c? §&%yTﬂgggde|-)|’AN
TAI LIEU HUGNG DAN LSl NCHE SAVIS

NGHE SAVIS D2

Kéo chudt dé
chon vung ky

I. Huéng din chu hinh ['VOEOAVIOgge | L
1. Xem théng tin US e ...
2. Thay @0ima PIN .......coooomuieieeieicenieseescisiessess s seesassssssesaesansens
3. Yeu AU MO KNOA.........coooveeevereeeceeceeeeeereeeeeeeeesessesse e
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Néu mudn thém/bét cac thong tin hién thi trong ving ki ban chon “Apperance Type”

sau do chon “Create New Style”.

Sign Document
Sign As: | CONG TY CO PHAN CONG NGHE SAVIS

Text For Signing

L¥

Info...

Location: | WM

Reason: | 1am the author of this document

[] Lock Document After Signing

Signature Praview

Appearance Type: |Created 2019-08-08 17:32:28

L

Standard Style

Create Mew c-t-,-'IE:

PHAN C N'€

CON G T CONG TY CO PHAN CDNG NGHE SAVIS

NGHE SAVIS gé:l-t;azo'lg 08 09 10:

|

Cancel

Man hinh hién thi nhu duéi ddy, ban c6 thé thém/ b6t cac thong tin hién thi cling nhu
dinh dang chit ky sau d6 nhan “OK”. Cudi cung nhan “ Sign” dé ky.

Configure Signature Style

Title: |

Preview

>

here

your ram
common
name here

here

Digitally signed by your common

DMN: r distinguished name here|
Reason: your signing reason here
Location: your signing location

Date: 2019-08-09 10:37:53
Foxit Reader Version: 9.4.1

Configure Graphic

() Mo graphic

() Imported graphic Browse..:
Cipacity:

@ MName Setting

Configure Text

EA Name B4 Location B4 Distinguished name
[ Date Reason [ Foxit version

Text Property

Text Direction: | Auto e

100%

=
-

Logo
[ Labels

Setting

Cancel
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Budc 5 : Lua chon noi luu tai li€u ky

SAVIS TECHNOLOGY GROUP
No. 09 Duy Tan, Cau Giay District, Ha Noi City
Hotline : 1900636156 - Email : Trustca@savis.vn

I Desktop

[£ Documents TrustCA - Huong dan cai dat Token Man...

TrustCA - Huong dan cap nhat chu ky so..

R

Downloads

Music

Videos
Windows 10 {C:)
Local Disk {D:)

4
b
[&=| Pictures
]
e

IE save As >
o < Tai lieu xay dung... » Tailiéu hudng dan v | O Search Tai ligu hudng din 2
Crganize w MNew folder - o
EE This PC i Mame - Diate modified Type
__- 3D Objects hdsd_chu_ks_kh_hg_dt.pdf 7 Eouxit Reader PDE ...
savis_Tai_lieu_hucng_dan_ky_tai_lieu.pdf Foxit Reader PDF ...

Foxit Reader PDF ...
Foxit Reader PDF ...
Fexit Reader PDF ...

~ Hide Folders

P .| | >
R =l rustCA - Huong dan cai dat Token Manager -update 6.8.2019.pd! ~
Save as type: | PDF Files (*.pdf) |

Save Cancel

Buérc 6 : Khung yéu cau nhap ma PIN hién ra.Nhap m
hién ky.

4 PIN cua Token vao dé thuc

Xac nhan PIN

£ Xic nhdn m3 PIN:
.

M3 PIN: | o.oooooo|

[]5 dung ban phim do

psimiPm | | pingnhap

Hiy ba

Két qua sau khi thuc hién ky trén PDF sir dung Foxit Reader

Start [} ' Huong danToken Mana... [xI
Digital Signatures L |
|3%'_’f§ngned by CONG TY CO PHAN CONG
Ij !
C
0 CONG TY gﬁ‘%ﬁ?ga‘;‘gﬁé’ﬁg TY
= CO PHAN gt szt oo
CONG CHAGSNG T GO AN
= : NGHE SAVISiaistoi6:5ess0:
o B Date: 2019-08-09 10:50:08
~ . - = ~
A4 TAI LIEU HUONG DAN CAI ¥
TRUSTCA V1
£ >
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2.2.2 Ky tai liéu PDF sir dung Acrobat Reader

Bwée 1: Két ndi USB Token

chura Certificate vé1 may tinh

Buwéc 2: M6 tai liéu PDF can ky.

Buwéc 3: Vao Tools\ Certificates tién hanh ky.

[E[\JrustCA - Huong dan Token Manager pdf - Adohe Acrabat Reader DC
File Edit View Window Help

2 & *
o= =] =]
Edit PDF Export PDF Create PDF
Open | - | [ open [~ Open |~ |

Home Tools TrustCA - Huong d...
Q fearch toole
Comment Fill & Sign
Open | - | [‘open [~
G
Stamp Measure
Open | - | [[open [~

£

Certificates

Open | - |

Z ]

Combine Files Share
[Add [~ Open [ ~]

Buéc 4 : Click chon “Digitally Sign” — “OK ” Sau d6 kéo chudt dé chon ving ky.

TrustCA - Huong d.. %

. Q

by SAVIS GROU

TrustGA

L\s@ 1 12\*1@ O ® #x% -~ @

% Digitally Sign

I:E) Time Stamp

T | B 4
SAVIS T
No. 09 Duy Ta

Hotline : 19006

Acrobat Reader

taken to the next step of the signing process.

[[] Do not show this message again

Using your mouse, click and drag to draw the area where you would like the
signature te appear. Once you finish dragging out the desired area, you will be

2
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Buwéc 5 : Kéo chudt dé chon ving ky, chon chimg thu sé dé ky ri click “Continue”

Sign with a Digital ID *

Choose the Digital ID that you want te use for signing:

'® @ SAVIS CA, Nguyen Van Hoa (Windows Digital ID) View Details
E:l lssued by: SAVIS CA, Expires: 2020.04.11

1

o @ CONG TY CO PHAN CONG NGH... (Windows Digital ID) View Details
B  Issued by: TrustCA G1, Expires: 2020.08.07

e [fil Thay Savis (Windows Digital 1D) View Details
EE] [ssued by: TrustCA, Expires: 2020.06.17

@ ( Configure New Digital ID ) ( Cancel )

Buwéc 6 : Nhan vao Create néu mudn thém /b6t hodc chinh stra ndi dung hién thi trong
vung ky.

Sign as "CONG TY CO PHAN CONG NGHE SAVIS”™ ¢

Appearance  Standard Text ~ ( Create )

= =, Digitally signed by |
COD'G TY CO CONG TY CcO PHAN
PHAN CONG CONG NGHE SAVIS

Date: 2019.08.09

NGHE SAVIS {15527 +0700"

[ Lock document after signing View Certificate Details

Review document content that may affect signing

10
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Chinh stra theo y muon sau do nhan “Save”

SAVIS TECHNOLOGY GROUP
No. 09 Duy Tan, Cau Giay District, Ha Noi City
Hotline : 1900636156 - Email : Trustca@savis.vn

Customize the Signature Appearance

<your
common
name here>

Include Text

Ename [J Distinguished Name
BDate [JAdobe Acrobat Version
Olocation ELogo

OReason  Elabels

Preset name

9 B g @B O

Text Draw

Image MNone

Digitally signed by
<your common
name here>

Date: 2019.08.09
115157 HO700°

Text Direction

Auto =

Digits format

0123456789 N

[ Cancel

Budée 7 : C6 thé lua chon “Lock document after signing” dé khoa tai lidu sau khi ky

sau d6 Click “Sign” dé tiép tuc.

kock document after signing

Review document content that may affect signing

View Certificate Details

11
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Budc 8 : Lua chon noi luu tai li¢u ky.

Save As b4
< Tai lieu xay dung... » Tailiéu hudng dan w Search Tai ligu hudng dan
T Taili y dung Tai ligu hudng da (o] 5 h Tai lieu hudang d el
Organize * Mew folder - (7]
B Thic PC & Mame Diate modified Type
_J 3D Objects |:°._| hdsd_chu_ks_kh_hq_dt.pdf 7/24/2010 2:05 PM Foxit Reader PDF ...
M Desktop |.iul savis_Tai_lieu_huong_dan_ky_tai_lieu.pdf 8782019 233 PM Foxit Reader PDF ...
- |_;d TrustCA - Huong dan cai dat Token Man...  8/9/201% 10:23 AM Foxit Reader PDF ...
; |“.] TrustCA - Huong dan cap nhat chu ky so...  2/8/20712 2:58 P Foxit Reader PDF ...
-Iv Downloads = : . :
|%] TrustCA - Hueng dan su dung Token Ma...  2/2/207% 2:58 Ph Fexit Reader PDF ...
B Music |Z] TrustCA - Huong dan Token Manager .pdf  8/%/201% 11:06 AM  Foxit Reader PDF ...
=] Pictures
Videos
e Windows 10 {(C:)
- Local Disk (D)
P R - >
File name: dan Token Manager .pd ~r
Save as type: | Adobe PDF Files (.pdf] |
~ Hide Folders Save Cancel

Buwéc 9 : Khung yéu cau nhap ma PIN hién ra. G& ma PIN Token vao dé thyc hién ky

Xac nhan PIN >

£\ ¥acnhin m3 PIN:
.

M3 PIM: | o-oooooo{

[ st dung ban phim ao

B&i ma PIN [ Bing ﬁ_p Hiy bd

Két qua sau khi thuc hién ky trén PDF sir dung Acrobat Reader.

Certificates é@ Digitally Sign [‘é Time Stamp é’e Validate All Signatures

Lq Signed and all signatures are valid.

Signatures X

[~ Validate All Trust@ Aﬂa

by SAVIS GROUP

5 &b Rev. 1: Signed by CONG TY CO P

IO

Digitally signed b
CONGTY CO ety
PHAN CONG CONG NGHE 5avIS

Date: 2019.08.09

NGHE SAVIS 11:38:24 +07'00°

R

12
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