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Basis for changing the signing method

ELECTRONIC DOCUMENTS have full
legal validity as paper documents -
recognized by Law

PURPOSE
Changing the traditional method of signing
– building a paperless operation process
with customers
Support customers in signing multi-platform
contracts
No distance – no interruption

Save time - increase
business efficiency
between the units (FPT
sellers) and customers
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What to prepare to sign electronic documents?

EMAIL ADDRESS: For receiving
notifications when there is a document
to sign

DIGITAL CERTIFICATE: Use DC USB
token, which the company use for tax
declaration. Accept DC of all CA
providers in Vietnam

DEVICE: Computer (if digitally signed
with USB token)/ tablet/ smart phone
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03 Steps for Signing

Receive email notifying about
signing.

View document content and sign
(detailed instructions on the following
pages):
• Sign image/digitally sign FPT.eSign cloud on

smart phone or

• Digitally sign USB token on desktop

2

Click the “ View Document"
link from the email and confirm
the access by typing the email and the
attached security code

3

1
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Instructions for imaging signing on documents
User presses up/down button to quickly
jump to the page with the photo signature (if
any).

1

Users click on the Sign image icon to draw
signature hand fill signature image in text.

Insert signature from file

Or draw a handwritten signature
2

Click on the check box "I have read, understand, agree
to the content of the electronic document (data message) and
agree to use the electronic method to make the transaction"

3

(Optional if signing multi-layer authentication
images). Click the ["Completed"] button. Select
the button “Ký ảnh xác thực đa lớp qua email”.
Comfirm register CA OTP,Enter the OTP code and
click “Ferform Signing” button to finish signing by
imaging signature.

4 Click on the [“Completed signing”] button and
ending of imaging signing if only normal imaging sign

5
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Click check box "I have read, understand, agree to the
content of the electronic document (data message) and
agree to use the electronic method to perform the
transaction”.

1

User click on [" Ký số bằng plugin của eContract”]
button.

2

The system notifies the link for users to
download the Digital Signing Tool.

3

Users install the tool by themselves by
double-clicking on the downloaded file,
selecting next through the steps to install
the tool.

4

Instructions to digitally sign documents
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Instructions for digitally signing documents – (continued)

After the user installs and turns on the
digital signing tool, select [”Retry”], the
system will list Digital Certificates are
available on the user's computer.
* Users need to install the digital signing tool once.

5

User selects the appropriate Digital
Certificates, selects [“Sign”] button

6

User enters PIN code of Digital Certificates
USB token

7

System digitally signing and confirm completed8
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Instructions for refusing to review/sign
If the User wants to Reject review or refuse to sign,
select the [Orther] button\Select the [Reject]
button.
User Enters the reason for the rejection and
selects the [Reject] button.
* The document has expired, signed and emailed to
the Contract Creator and those who have
signed/reviewed before. The contract creator
creates a signing flow and re-signs it from scratch.

If the User wants to Delegate/Forward to someone
else to handle, select the [Orther] button\Select
the [Delegate]/[Forward] button.
The user enters the name and email of the
authorized/Forward recipient to sign on his behalf
and selects the [Confirmed] button.
* The document is still valid for signing, the User has
no right to review/sign the document.

U/C

Download documents: Users can download documents to save electronically at personal/unit storage devices.DL

TC
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Instructions to check the legality of signed documents

User selects each digital signature to
see the owner of the Digital Certificate
and check the integrity of the digital
signature (instructions on the following
pages).

The user downloads the file to the
computer, opens the electronically
signed document file with the Adobe
Acrobat Reader or Foxit Reader
application, and then selects the
Signature Panel button.
* Adobe Acrobat Reader or Foxit Reader
is a universal application; Users
download it from the internet for
installation.

OP

CT
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Check for signs of digital signatures as shown belowCK

Instructions to check the legality of signed documents – (continued)
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Check for signs of digital signatures as shown belowCK

Instructions to check the legality of signed documents – (continued)



©	Copyright	by	FIS

Contact help

Customer support 24/7: 
1900636191 (ext 3)

Customersupport@fpt.com.vn 
(subject "eContract")

Operation instruction video
Channel “FPT.eContract”


