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1. CHUC NANG SO HOA GIAY TO TRONG THANH PHAN HO SO
CUA CAN BQO MOT CUA:

Dé thuc hién s6 hda gidy to khi tiép nhan hd so (gidy to chua co dit lidu dién
tir duge luu trit trong Kho Dt liéu két qua giai quyét TTHC dién tir - cach kiém tra
xem hwéng dan tai muc 1), tai muc thanh phan hd so, can bo mot cira nhan vao nit
[Stra] tuong tng va thuc hién theo trinh ty nhu sau:

% Thanh phan hd so

STT Tén gidy t&r Ban chinh Bén sao Bit bude
1 * Gidy t& phai xuét trinh: - HO chiéu hodc chirng minh nhan dan hodc thé cin cudc céng dan hodc 1 CapnhatTT
cac gidy tr khac o dan anh va théng tin ca nhén do co quan co tham quyén cip, con gia tri st dung Iweu trik | Stra |
@& chirng minh v& nhan than clia ngudi co yéu cdu dang ky khai sinh: - Gidy to chirng minh noi c X
tr( dé chirng minh thdm quyén dang ky khai sinh; treéng hop cha, me cla tré da dang ky két hon thi
phai xuét trinh Gidy chirng nhan két hén (trong giai doan chuyén tiép). Trwéng hop gl hé so qua hé
théng buu chinh thi phdi gl kém theo ban sao cé chirng thurc cac gidy t& phai xudt trinh néu trén.
2 T& khai déng ky khai sinh theo mau (t&p dinh kém) 43.0 KB 1
Tk- Dang ky khai sinh.docx(xem file) Iy
3 - Ban chinh Gidy chirng sinh; trirng hop khéng 6 Gidy chikng sinh thi nép van ban clia ngudi lam 1 Cap nhary
chirng xac nhan vé viéc sinh; néu khéng co ngurdi lam chirng thi phai co gidy cam doan vé viéc sinh; Iwu trik | Stra |
Xoa
@ Thénh phén hd so
STT Tén gidy tor Ban chinh Ban sao Bat budc
1. * Gidy tor phdi xudt trinh: - Ho chiéu hodc chieng minh nhan dan hodc thé can cwdc céng dan hodc 1 Capnhat TT
cac gidy t& khac cé dan anh va théng tin ca nhan do co quan cé thdm quyén cap, con gia tri si¥ dung I trik | Stea |
dé chirng minh v& nhan than cda ngwdi co yéu ciu dang ky khai sinh: - Gidy t& chirng minh noi cur Xoa
tr(i @& chirng minh thAm quyén dang ky khai sinh; trréng hop cha, me cla tré d& ding ky két hon thi
phai xut trinh Gidy chirng nhan két han (trong giai doan chuyén tiép). Truéng hop gl hd so qua hé
théng by chinh thi phai gl kem theo ban sao co chirng thuc cac gidy to phai xudt trinh néu trén.
2. Té khai déng ky khai sinh theo mdu (tép dinh kém) 43.0 KB 1 CapnhatTT
Tk- Dang ky khai sinh.docx(xem file) ILpu triv | Sira |
Xoa
3 - Ban chinh Gidy chirng sinh; treérng hep khéng cb Gidy chigeg sinh thi ndp vin ban ciia ngudi 1dm chirng xdc nhan vé 1 Luu | Hay
vigc sinh; néu khang co ngudi Iam chirng thi phai co gigy doan vé viéc sinh
% Tai file: nhap vao ddy dé upload
4. - Trirding hop tré em bi bé roi thi phai cé bién ban v&viéc tré bi bd roi do co quan cé thadm quyén lap. 1 Cap nhatTT
I trir | Stra |

STT Tén gidy tor Ban chinh Ban sao Bét buge
1 * Gidy t& phai xuét trinh: - H chiéu ho&c chirng minh nhan dan hodc thé can cudc cong dan hoac cac gidy & khac c6 dan dnh 1 Cap nhat TT lwu tri
va théng tin c& nhan do co' quan c6 thdm quyén cép, con gia tri stk dung d& chirng minh v& nhan than cdia ngudi co yéu cau déng | Stta | Xoa
ky khai sinh; - Gidy t& chirng minh noi cu tri @& chirng minh thdm quy&n dang ky khai sinh; treong hop cha, me cla tré da dang
ky két han thi phai xut trinh Gidy chirng nhan két han (trong giai doan chuyén tiép). Trudng hop gl hd so qua hé théng buu
chinh thi phai gi¥i kém theo ban sao c6 chirng thuc cac gidy tr phai xuét trinh néu trén
2 To khai déng ky khai sinh theo m&u (iép dinh kém) 43.0 KB 1 Cap nhat TT lwru trir
scan_001_dakyso_dasaoy pdf(xem file) | Stra | Xoa
3 - Ban chinh Gidy chirng sinh; trrong hop khéng co Gidy chitng sinh thi ndp van ban clia ngudi 1am chirng xac nhan vé viéc sinh: 1 Cap nhat TT lwu trir
néu khéng co ngudi lam chirng thi phdi co gidy cam doan vé viéc sinh; | Sita | Xoa
scan_002_dakyso_dasaoy.pdfxem file)
4 - Truding hop tré em bi bé roi thi phai co bién ban veviec tré i b roi do co quan cé tham quyén I5p. 1 Cap nhat TT lwu tri
Scan02_dakyso.pdf(xem file) | Stra | Xoa
5 - Trumg hop khai sinh cho tré em sinh ra do mang thaigga nhan clia cosé y 16 d3 thyc hign k§ hudt hé ro sinh san cho viéc mang 0 Luwu | Hiy
thai hd
% Tai file: nhdp véo déy dé upload
1. Scan01 pdf (100%) % | Téi file | Ky van ban | Ky duyét | Ky sao y | Ky s6 co quan
6 - Van ban dy quyén (duoc chirng thue) theo quy dinh cla phép luat trong trudng hop Oy quyén thuc hién viec dang ky khai sinh. 1

| Stra | Xoa

scan_001_dakyso_dasaoy pdf(xem file)

Thém gidy t& khac

Théng bae cang ddn
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Tai budc s 3 trén hinh chup, can bo mot cira thuc hién ky sé ca nhan 1én
van ban scan. Vi tri chit ky s6 12 & gdc trén, bén phai va é trang dau tién cia vin
ban scan. Bé thuc hién chirc ning ky sb truc tiép trén phan mém, tai khoan céan bo
mot ctra phai duoc phan quyén KySoVanBan trong phan hé CSDL ngudi dung (do
quan tri don vi thuc hién).

Lueu y: sau khi file ¢6 chit ky sé cua can bg mét cira duoc sinh ra va gan tw
déng 1én phan mém, can bg thyec hién xéa bé file chuwa c6 ky sé trieoc khi thuc hién
tac Vi luu file (tAC vy S6 4 trén hinh chyup).

Sau khi hoan thanh sé hoa cac giay to trong hd so, can bo tiép nhan ho so
trén phan mém, in bién nhan va chuyén xu Iy ho so cho can bd phong chuy@n man.

*Luu y: Viéc sé héa cac gidy to trong thanh phan hé so ¢é thé dwoc thuc
hién sau khi in bién nhédn giao cho khach hang. Tuy nhién, cdn dam bdo gidy to
trong thanh phdn hé se phdi dwec sé hoa gan 1én phan mém ddy di trwéc khi
chuyén cho phong chuyén mén xa ly.

2. CHUC NANG CAP NHAT THONG TIN LUU TRU THANH PHAN GIAY TO
CUA CAN BO PHONG CHUYEN MON

Pé thuc hién dwoc chite nang nay, tai khoan can bé phong chuyén mén phdi
dwroc cdp quyén QuyenLuuTruHoSo trong phan hé CSDL nguoi ding (do qudn tr;
don vi thuc hién).

Nhan dugc hd so chuyén dén tir bé phan mot cia, can bo phong chuyén mon
thie hién theo trinh ti cac bude nhu sau dé cap nhat dit liéu dién tir cho céc gidy to
trong thanh phan hé so:

Trén ludi Danh sach ho so [Pang xtr I¥]:

*

Danh sach céng viéc @
Pang xtr Iy
8p ndi dung tim kim.
& chuyer

Théng tin hd so Don vi/ Ca nhan giri Bon vi / Ca nhan tiép nhan Trang thai HS

v] Bangky khaisinh [ rung tam Test / TT Test (&/TT Test Phong Van
Dang ky kh h [ Trung Te TT Test TN&TKQ TT TEST TP X&/TT Test Phong V.
6322200040 c&p XA/ TT Test UBND cdp X3 hoa - xa hai cdp Xa Dang xirly

) Hb so qua han Nguyén Thj Hoa
Jroanena 11/07/2022 1315 12/07/2022 01:04

Trén giao dién [Xac nhan thong tin Iuu trix]:



GIAY TG HO SO PAU VAD

ss M2
STT Tén gidy to Loai gidy t& luu trir ky keE Chuyep
hidu qua luu trir
: TTHC
1. Tér khai dang ky khai sinh theo mau - Tty khai d&ng ky khai sinh theo ] ]
Tk- Dang ky khai sinh.docx(xem file) mau quy dinh. . nhat
3 ITlu
trd
2. - Ban chinh Gidy ching sinh; trugng hop khéng cé Gidy ching sinh thi ndp van ban caa - Ban chinh Gidy chirng sinh; M [ Cép
A - A A . ~ 9 p - A .
Trén giao dién [Thong tin van ban, tai ligu]:
M@ dinh danh ngudi s& hifu (*) Nguti sd hitu
225233484 x 225233484 Nguyén Thi Hoa
Tim mé s6 dinh danh
Tén gidy to (*)
Ti khai ddng ky khai sinh theo mau
Trudng hap (%)
* Gidy t& phai nop: x -
Loal gidy tor (")
- Terkhai dang ky khai sinh theo mau quy dinh. X v
Trich y&u: ()
Tér khai dang ky khai sinh theo m&u
S& ky higu Ngay higu luc
12 :
Thai han higu luc Ngudi ky duyét
Chire vu ngudi ky Pham vi cé hiéu luc
Téng s trang tai ligu Trang thai tai liéu
Co hiéu Irc v
File @inh k&m:

scan_001_dakyso_dasaoy.pdf (xem file) | Ky saoy

Cac 6 co dau (*) bat budc phai nhap dit liéu khong duogc dé tréng. Céc 6 con
lai néu gidy to khong cé théng tin thi ¢ thé dé trong.

Sau khi hoan thanh budc cap nhat dir liéu dién tir cho cac gidy to trong thanh
phan hd so, trén giao dién [Xac nhan thong tin luu trit], bAm vao ndt [Luu thong
tin] dé hoan tat.
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ekt Bt - e - I e B b e N 2 b e - T d o e
cha, me cia tré da dang ky két hén thi phal XUat trmh Gidy chirng nhan két han (trong giai
doan chuyén tiép). Truang hop gl ho sd qua hé thdng buu chinh thi phai gii kem theo
ban sao c6 chimg thuc cac gidy t& phai xudt trinh néu trén.

I GIAY TO TRA LOI LIEN THONG

ST Tén gidy t& Loai gidy t& luu trir S8 ky higu Ma két qua TTHC Chuyén luu trir

I GIAY TO KET QUA HO SO

ST Tén gidy t& Loai gidy 10 S8 ky higu Ma két qua TTHC Chuyén luu trir

Chua co dir lieu

Chuyén vé kho heu triv Bdng

Ho so sau khi duoc cap nhat thong tin luu trit S€ €O trang thai la “Hb so dang
thu thap luu trir”.

H& sortest 05.07.2022-01 [22.em ) Trung tam Test/ TT Test TN&TKQ TT TEST TP X&/TT Test Phong Van
- 56 bien nhan: 6922200025 c3p XA / TT Test UBND cép Xa hoa - xa hoi cdp Xa Pang xir ly
& ho so qudc gia: - NG6i dung:
n6p hs: Nguyén Thi Hoa - Ngay guri:

- 05/07/2022 07:55 05/07/2022 07:56

Haé sa dang thu thap fuu
trir

Pé phan biét voi cac hd so khac, can bo truy cap vao menu [DS hé so luu
trit - HO so dang thu thap luu trir] dé xem danh sach hé so:

=y o su

© Pang cha két qua

phéi hop ;
Nha&p ndi dung tim kigm... - m Tétea v 5 v
© Hs lien thong sap den
han Thdng tin hd so Bon vi/ Ca nhan giri Bon vi / Ca nhan tiép nhan Trang thai HS

X Hb so da gia han HS Test 04.07.2022-01 (25:em] Trung tam Test/ TT Test TN&TKQ  Trung tam Test/TT Test TN&TKQ
58 bién nhan: 6922200020 c&p XA/ TT Test UBND cdp Xa cép XA Ché giao tra

2 Hs khong sinh ma - Ngi dung: |H5 so da luu tam
quoc gia nop hs: Nguyén Thi Hoa - Ngay gui:
- 04/07/2022 08:27 11/07/2022 04:16

8 Ho sothué dat tra: 05/07/2022 11:00

8 Tt ca trang thai nhan ?qsﬂﬂang thu thap fuu
os

DS hd so luu triv Trung tam Test / TT Test TN&TKQ TT TEST TP X&/TT Test Phong Van

O Hb s dang thu -?o::\ér nhan: 64 Z (é\p:(ifﬂfTestUBND cdp Xa héa - & hoi cdp Xa Dang xur Iy
thap luu trir -LEeeE - Noi dung:
‘ Te 2obad nop hs: Nguyén Thi Hoa - Ngay giri:
i€p nhan: 05/07/2022 07:55 05/07/2022 07:56

© Hb so chua gii kho |
- Ngay hen tra: 06/07/2022 11:00

Q Hb so da giri kho :m sardang thu thip luu
o

Sau khi hoan tat budc cap nhat thong tin luu trir cho cac gidy to trong thanh
phan hd so, can bo bam vao chi tiét hd so dé chuyén ho so dén tai khoan xur ly tiép
theo nhu binh thuong.



6

3. CHUC NANG CAP NHAT THONG TIN LUU TRU TREN VAN BAN
KET QUA PHOI HQP CUA CO QUAN PHOI HQP

Pé thuc hién dwoc chire nang nay, can b mot cua Cua co quan phéi hop
phai dwoc cdp quyén QuyenLuuTruHoSo trong phan hé CSDL nguoi ding (do
quan tri don vi thuc hién).

Déi v6i co quan phdi hop lién thdng, tai budc tra 1oi lién théng, can bo nhan
vao dong [Thém gidy to/van ban luu trir] nhu hinh bén dudi:

Lién théng - Xin y kién

 Thiét Iap don vi nhan lién théng/xin y kién

TT Test UBND cip Xa x Tré I i
Chon don vi
56 hd tich (0.25 v Binh thurérng v
U
Théi han xir If
MNgay
Théng diép / Trich yéu S ky higu
Thém gidy t&/van ban lwu trie 1

3 E

Qua trinh gi¥i lién théng/xin y kién
STT Loai Bon vi gii Bon vi nhan Két qua

N 1 Gr¥i Lién Théng tin don vi givi: TTTEST TP X3/ TT  Théng tin don vinhan: TT Test UBND X&  Datiép

Bdng

Tiép theo, nhap tén gidy to, gan tép rdi nhan [Luu], xem hinh bén dudi:



Lién théng - Xin y kién

Thiét lap don vi nhan lién théng/xin y kién

TT Test UBND cdp X3 x Tra loi %
Chon don vi
Ghi vao sb hd tich (0.25) v Binh thurérng v
Thei han xir Iy
0,25 Naay
S ky higu
Tén gidy B @ Tai file: nhdp vao day dé upload Luru | Hay

1. KQPHO1 pdf (100%) = | Taifile | Ky van ban | Ky
duyét | Ky sao y | Ky s6 co quan

Qua trinh g lién théngixin v kién

Bang

Sau d6, nhan vao link [Cap nhat TT Iuu trit] nhu hinh bén dudi:

LUy WS 1 T y s Ry S

Két qua phéi hop 579-Ket qua phoi hop.signed pdf(xem file) C3p nhat TT lwu
tri¥ | Stra | Xoa

Thém gidy to/van ban Iuu triv

Ding

Cira s6 [Thong tin vin ban, tai liéu] hién ra nhu hinh bén dudi:

Cac 6 ¢ dau (*) bat budc phai nhap dit liéu khong dugc dé tréng. Céc 6 con
lai, néu gidy to khdng cé thong tin thi cé thé dé trong.



Budc 1: Hé thong tu dién

M3 dinh danh ngudi s& hi
36687679 x 36687679

Ngudi s& hiru
NGO TRAN ANH NGHIA

Ti a s6 dinh danh ;A s kK z N - A
s Céc 6 c6 dau (*) bat buoc phai nhap
dix liéu khong dugc dé trong

Mét trong céc loai gidy t& quy dinh tai Diéu 100 cid 0an 16 Diéu 2 clia

Tén giay td (%)

Trudng hop (%) —
2) Chirng nhan quyén sir dung dat, quyén s& hiru tai san gan lign vd Budce 2: Ch()n [Truong hUp]

Loai gidy t& (*)
(2) Mot trong céc gidy t& vé quyén sd hiru nha c’!(bénm&é@l Buéc 3: Chon [LOai g|ély tb’]
Trich yéu: (*) _
<

ching rhanquven so v | Bude 4: Nhap [Trich yéul]

S6 ky hiéu Ngay hiéu luc
/ £825/06/2022
Thai han hiéu luc Ngudi ky duyét
) <+—| Budc 5: Nhap théng |_—

Chire vu nguai ky Ell’l t\u’orng.ung, Vao} Ca(; Pham vi cé hiéu luc
<« 0 con Ia], co _'ghe de -

o __jtrong néu gilay to
Tong s trang tai liéu kho 5 thé t]

. «—— khong c6 thong tin

Trang thai tai liéu

Co hiéu luc %

Q Tai file: nhép véo day d€ upload que____|

Budc 6: Nhan vao day dé gan tép 1én hé thong
1. Gidy chirng nhan.... (1).pdf (100%) x Xerk— '

2. Gidy chirng nhan.... (2).pdf (100%) xq“,gm\

Budc 7: Nhan vao x néu can xoa tép

Tim kiém gidy ter

(Tim kiém theo loai gidy to, s6 ky hiéu, ngay hiéu | BuO’C g: l\\lharl nUt [><a‘C
nguol s hiru) nhan] dé hoan tat

Loai gidy to S6 ky hiéu M3 dinh danh Ngudi sd hiru Ngay hiéu lyc Trang thai tai liu File dinh keém

4. CHUC NANG KY DUYET KET QUA GIAI QUYET HO SO TTHC
CUA LANH PAO CO QUAN

Pé thuc hién dwoc chire nang nay, tai khoan lanh dao co quan phai dwoc
phan quyén KySoVanBan trong phan hé CSDL ngwoi ding (do qudn tri don vi
thuc hien).

Cac buwoc thuec hién nhw sau:




Yanh sach coéng viéc

ir Dang xur ly
Nhap ndi dung tim kiém...

% D3 chuyén
Théng tin hé so

Yanh sach hofo 1 Pang ky khai sinh

- S6 bién nhan: 6922200040

- M3 ho so qudc gia:

- T6 chirc/Ca nhan nép hs: Nguyén Thj Hoa
- Ngay ti€p nhan: 11/07/2022 13:15

Q Pang xr Iy - Ngay hen tra: 12/07/202 0

Il Ding tinh

T T Béngk\}khal sinh [22xem

& Hb so sdp dén han

# Hb so qua han

XirLy Hé S Qua trinh X Ly Ho Sor Hb Sor

Lién théng | Xin y kién

Chuyén buéc fnrdc Duyét H6 So | Chuyén duyét H6 So

XirLy Hé S Quatrinh XiPLy H6 So Gia Han Hb Sor

Lién théng | Xin ¥ kién

TTTESTTP X& x Ghi vao sb hi tich
Théi han =i Iy
chon ngu&i nhan 4 0,25
Chon ngudi xir ly Ghi nhé 13n sau
Thoéng diép

File dinh kém- nhép vao day dé upload
1. KQGQTTHO1.pdf (100%) x | T2 file | Ky van ban
Ky duyét | Ky sao y | Ky sé co quan

Béng Y Khéng gidi quyét Hiiy

Ngay
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Trong budc sé 6, khi lanh dao co quan bam vao nat Ky duyét dé thuc hién ky
chit ky sé caa ngudi c6 tham quyén trén vin ban két qua giai quyét TTHC tuong tu
nhu cach thire thuc hién chire ning ky sé van ban trén phan mém E-Office.

Luu ¥: sau khi file c6 chit ky so ciia lanh dao dwoc sinh ra va gan tu déng 1én
phan mém, can bé thuec hién xéa bé file chwea c6 chiv Ky s6 cia lanh dao truéc khi
bdm nit /Bang y].

Sau khi hoan tat bam [Pong y] dé chuyén hd so dén tai khoan can bo phu
trach dé Ky s6 co quan va luu trit van ban két qua giai quyét TTHC dién ta.

5. CHUC NANG KY SO SAO Y, KY SO CO QUAN VA CAP NHAT
THONG TIN LUU TRU TREN HO SO, KET QUA GIAI QUYET TTHC
CUA CAN BO PHU TRACH VAN THU

Pé thuc hién dwoc chite nang nay, can bé phy trach van thw phdi dwoc cdp
quyén QuyenLuuTruHoSo va quyén KySoVanBan trong phan hé CSDL ngwoi ding
(do quan tri don vi thuc hign).

Khi nhan duoc vin ban ky s6 ctia 1anh dao co quan chuyén dén trén phan
mém, can bd phu trach thuc hién 03 budc sau:
Budc 1: Thuc hién ky sb sao y 1én gidy t& s6 hoa trong thanh phan hd so,

cac budc thuc hién theo trinh tu sau:

Danh sach céng viéc < 2
17 Dang xtr ly
Mhap ndi dung tim kiém..
* D3 L-'f’%l
Théng tin ho so Ponvi/Canh
Danh séch h bang ky khai sinh [ Trung tam Te
N . - 6922200040 dao UBND C:
A Hb sosép dén han b X3
ap Ad
B e ué ha Nguyén Thj Hoa

11/07/2022 13:15
12/07/2022 16:30 12/07/2022 C
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GIAY TO HO SO PAU VAO

« Ma
Sé = =
STT Tén gidy tdr Loai gidy t& luu trir ky kEE Chuyelw
hidu qua Iuu trir
i TTHC
1. Té khai dang ky khai sinh theo mau - Ty khai @ang ky khai sinh theo ] L] Cap
Tk- Dang ky khai sinh.docx(xem file) mau quy dinh. nhat
3 YT luu
triv
2. - Ban chinh Gidy chirng sinh; trudng hap khéng cé Gidy ching sinh thi ndp van ban cia - Ban chinh Gidy ching sinh; - [ Cap
ngudi lam chimg x&c nhan v viée sinh; néu khéng cé ngudi [am chimg thi phai cé gidy trueing hop khéng cé Gidy nhat
ram Anan uB vidr sinhe rhite cink thi nAn uin hin Fia TTha
Trich yéu: (%)
Trich yéu gidy t&
S8 ky higu Ngay higu luc
B11/07/2022
Thei han higu luc Ngudi ky duyét
5 11/07/202
Chire vu nguéi ky Pham vi ¢ hiéu luc
Téng s6 trang tai liéu Trang thai tai liéu

Cd hiéu luc

File dinh kém:

Scan01_dakyso.pdf (xem file) | Ky saoy v

Tai buéc s6 4, can bo thuc hién ky sb sao y 1én van ban s hoa trong thanh
phan ho so twong tu nhu thao tac ky sé trén phan mém E-Office.

Thé thiec trinh bay ky sé theo quy dinh tai Muc | Phdn 11 Phu Luc | va
Mdu 3.2 Muc 1l Phu luc 1111 Nghi dinh sé 30/2020/ND-CP ngay 05/3/2020 vé

cong tac van thu.
Budc 2: Cap nhat thoi han bao quan hd so TTHC dién tir:

Sau khi hoan tat viéc ky sb sao y 1én cac giay to trong thanh phan ho so,
trén, ciing tai giao dién [Xac nhan thong tin luu trit], can bo tiép tuc cap nhat théng
tin Thoi han bao quan cua ho so thong qua chirc ning chon gia tri Thoi han bao
quan trong danh sach c6 san va bAm nuat [Luu thong tin] dé két thdc, trinh ty nhu
sau:
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I THONG TIN HO 5O
S8 bién nhan 5922200040 M3 hd so quéc gia

€o'quan ti€p nhan TT Test UBND c3p X3 Nguaingp hd so Nguyén Thi Hoa

Linh vuc H8 tich Thai han baoe quan o
Thi tuc Dang ki khai sinh
Trich y&u

Bang ky khai sinh
Dan sao Co CNUNE TNLUC Cac glay To pnal Xuat rinn neu tren.

I GIAY TG TRA L& LIEN THONG

STT Tén gidy t& Loai gidy té luu triv sa ky hiéu M3 két qua TTHC Chuyén luu trir

I GIAY TO' KET QUA HO SO

STT Tén gidy to' Loai gid S& ky hiéu Ma két qua TTHC Chuyén luu trir

Chura co dir liéu

| chrinvowouruns [

Budc 3: Thyc hién Ky s6 co quan 1én vin ban két qua giai quyét TTHC dién
tir va cap nhat thong tin luu trir cia van ban két qua giai quyét TTHC dién tu:
Can bo bam vao chi tiét hd so, bAm vao muc [Xt Iy ho so]> Thém gidy to/

van ban luu trit nhu hinh bén dudi:

XLy Hd So  Qua trinh XrLy Hé S0 Gia Han Hé So

Lién théng_| Xin ¥, kién

chon ngwdi nhan Ky duyét két qua gidi quyét va dong dau

. SR -
Chon ngudi xt Iy Ghi nh¢ I4n sau Bk Ngay
Théng diép
% File dinh kém: nhap vao ddy dé upload I Thém gidy to/van ban luy trEPI

Cang Vén dinh kém Hb So
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Tiép theo, thyc hién gan tép két qua giai quyét TTHC dién tir 18n phan mém
va thuc hién ky sé co quan, cac budc thuc hién nhu sau:

XirLyHé S0 Quétrinh XirLy H3 So Gia Han H3 Sor

Lién théng | Xin y kién
Tra ket qua
Ngay

Trung tam Test x

chon nguwdi nhan
Chon ngurdi xi Iy Ghi nhé 1&n sau

Théng disp

: % Tai file: nhdp vac day dé upload [ J Luu

| Ky van ban | Ky duyét | Ky sao y | Ky sé co' quan Hay

% File dinh kém: nhap vao day dé upload
1. KQGQTTHO.pdf (100%) x |

Tai budc sé 3, can bo thuc hién ky s6 co quan 18n vin ban két qua giai quyét
TTHC dién tir twong ty nhu thao tac ky sé trén phan mém E-Office.

Luu y: sau khi file ky s6 co quan diweoC sinh ra va gan tw déng 1én phan mém,
can bg thurc hién xda bé file chira ky s6 co quan triéc khi thuc hién tac vu heu file

(t&c vu s6 4 trén hinh chup).
Sau d6, can bo nhan vao link [Cap nhat TT luu tri¥] nhu hinh bén duéi:

gidy ching nhén.pdftxem file) Cap nhat TT Iwu
trir | Stra | Xéa
Thém gidy t&/van ban lwu triy

Dong thoi, tién hanh cap nhat dir liéu dién tir cua két qua giai quyét TTHC

Gidy chirng nhén ...

nhu sau:
Céc 6 c6 dau (*) bat buoc phai nhap dir liéu khong duge dé trong. Cac 6 con

lai, néu gidy to khdng co thdng tin thi co thé dé trong.
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M3 dinh danh ngudi s& hil /

36687679 x
Tim ma sb dinh danh
Tén gidy to (%)
Gidy chirng nhan quyén st

Loai gidy t& két qua (*)

Gidy chirng nhan quyén str dung dat, quyén sd& hfrujh.‘a.ﬁuﬁ-ﬁéi-& Buac 2: Chon [LOE.” glay tO’]

Trich yéu: (*)

Gidy chirng nhan quyén st

56 ky hidu

Budc 1: Hé thong tu dién

36687679

Ngudi sd hitu
NGO TRAN ANH NGHIA

dung d4t, quyén s& hiit

Céc 6 c6 dau (*) bat bugc phai nhap
dix liéu khong dugc dé trong

dung dét, quyén sé& htru

Budc 3: Nhap [Trich yéu]

Ngay hiéu luc
9 25/06/2022

Thai han hiéu luc

i —
Chirc vu ngudi ky
*‘

Tong s6 trang tai liéu

06 ’

/Ngucﬁ ky duyét

Budc 4: Nhap thong
tin twong (rng vao Cac
6 con lai, cO thé dé
trbng néu gidy to
khong cé thdng tin

L

Pham vi ¢é hiéu luc
/'
Trang thai tai liéu

Co hiéu lyc v

% Tai file: nhéip vao ddy d€ upload g

1. Gidy chirng nhan.

2. Gidy chirng nhan.... (2).pdf (100%) x&

Tim kiém gidy t&r

.. (1).pdf (100%) x Xd

Budc 5: Nhan vao day dé gan tép Ién hé thong

Tfm kiém theo logi gidy td, s6 ky hiéu, ngay hiéu luc, mé dinh danh

nguai s hiru)

Loai gidy t& S6 ky hiéu

TRV W Y- SVETO DT

Budc 6: Nhan vao x néu can xoa tép

/m

Busc 7: Nhan nat [Xac

madginhdanh Ny Nhan] d¢ hoan tat ou  Filedinhkem

Vin ban két qud giai quyét thi tuc hanh chinh ma can bg dinh Ién tai budc

nay sé dwoC gdan t déng 18n phan mém tai budc giao trd hé so cia can bg mét

cua.

6. CHUC NANG XEM THONG TIN HO SO LUU TRU

Chi nhitng can bé nao dwoc cap quyén QuyenLuuTruHoSo méi si dung

dwoc chirc nang nay.
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Budc 1: Trén ludi hién thi danh sach hd so, can bé bAm chon vao ho so va

nhan vao biéu tugng kep giay nhu hinh dudi:

&»<:—|

8792200134 vﬂ Tétca v 5 v

Théng tin hd so Pon vi/ Ca nhan glri Pon vi/ Ca nhan tiép nhédn Trang théi HS
23.5.22.1 [bachuyén PSC test Lanh dao Huyén/  PSCtest 1 cra huyén/Test = GEED

- S8 bién nhan: 8792200134 PSC Test UBND cdp Huyén  Van phong HDND va Pang x(r ly

- M3 ho sd quéc gia: / PSC Test UBND cap UBND

- & ho so DVCQG: 01-QGTest-220523-0001 Huyén

- T6 chirc/Ca nhan ndp hs: ANH NGHIA - NOi dung: dy duyet

- Ngay tiep nhan: 23/05/2022 02:51 - Ngay gui:

- Ngay hen tra: 30/05/2022 11:00 23/05/2022 02:53

X0 ly/Xem chi tiét

Budc 2: Cira s6 [Xac nhan thong tin luu trir hd so] hién ra, can bo co thé
xem théng tin luu trit cta hd so bang cach nhan vao duong link [Cap nhat TT luu
trit] trong Gng voi gidy to can xem nhu hinh bén dudi:

I THONG TIN HO SO/

S& bién nhan TS M3 hd so quéc gia

Co quan tiép nhan PSC Test UBND C3p X3 Ngudingp hd so NGO TRAN ANH NGHIA

Linh vuc Budng thiy néi dia Thei han bao quan 2 ngay .
Tha tue Dang ky lai phuong tién trong truding hap phuong tién thay @i tén, tinh nang k§ thuat (thudc thém quyEn gidi quyét ciia UBND cip xa)

Trich yéu

27.6.22.1 Online

GIAY TO'HO SO DAU VAO

56 ky MBLE: Chuyén
STT Tén gidy t&r Loai gidy t& luu trir oL qua -
higu I trir
i TTHC
1. Bon d@eé nghi dang ky phuong tién thiy néi dia. bang ky lai phuong tién 226221 Cap nhat
Don dé nghj dang ky - 1.pdfixem file) TT luru trir
Don dé nghj dang ky - 2.pdfixem file)
2. Ban ké khai diéu kién an toan cia phuong tién thay néi dia theo quy dinh, déi véi phuong tién Ban ké khai diéu kién an toan cda phuong tién  27622.2 Cap nhat
khéng thudc dién phai dang kiém. thiy néi dia theo mau d6i véi phuong tién TT luu triy
Bdén ké khai diéu kién an todn ctia pherong tién thiy néi dia - 1.pdfixem file) khong thudc dién dang kiém.
Bdn ké khai diéu kién an toan ctia phuong tién thiy ndi dia - 2.pdfixem file)
3. 02 anh c6 kich thudc 10 x 15 em chup todn bd man phai cla phuong tign & trang thai néi. 02 (hai) &nh ¢6 kich thude 10 x 15 cm chup toan  27622.1 Cap nhat
dnh 10 x 15 cm.pdfixem file) bé man phai ciia phuong tign & trang thai néi; TT luu trir

Budc 3: Cira s6 [Thong tin vin ban, tai liéu] hién ra nhu hinh bén dudi:
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Ma dinh danh ngudi sa hitu (%) Nguti s& hiru
36687679 x 36687679 NGO TRAN ANH NGHIA
Tim m& s dinh danh

Tén gidy t& (%)

Bon d nghi dang ky phirong tién thiy néi dia

Trugng hap (*)

D61 véi phuong tién dang ky lai do thay déi tinh nang ki thuat: v
Loai gidy t& (*)

Pang ky lai phuong tién -
Trich yéu: (%)

Bon dé nghi dang ky lai phirong tién
S& ky higu Ngay hidu luc

22622 11 #29/06/2022
Thai han hiéu luc Ngudi ky duyét
Chrc vu ngudi ky Pham vi cé hiéu luc
Téng s6 trang tai liéu Trang thai tai liéu

C6 hiéu lrc v

File dinh kem:

Don dé ngt
Don dé ngt

Nhan nat [Huy] dé dong lai

7

Budc 4: Sau khi xem xong théng tin, can b nhan nit [Pong] dé hoan tat:

GIAY TO KET QUA HO SO

STT Tén gidy t&r Loai gidy t& luu trir S6 ky hieu  Makétqua TTHC  Chuyén luu trir
1 tham muu 1 bang ky lai phuong tién 276227 Cap nhat TT luu tri
File két qua - 2 trang.pdfixem file) 126.6 KB null-KQ1
File xc Iy 1 - 16 trang.pdfixem file) 329.3 KB
2 tham muu 2 bang ky lai phuong tién 27622.8 Cap nhat TT luu tr
File két qua - 2 trang.pdfixem file) 126.6 KB null-KQ2

File x Iy 2 - 3 trang.pdfixem file) 141.4 KB
File xur ly 3 - 5 trang.pdfixem file) 185.9 KB

7. CHUC NANG CHINH SUA LAI THONG TIN LUU TRU CHO HO
SO

e Viéc chinh swa lai thong tin luu triv phai dwoc thuc hién truoc khi
therc hién tac vu giao trd hé so trén phan mém, vi khi thao tac giao tra hé so, hé
thong sé chuyén toan bg hé so thii tuc hanh chinh vé Kho két qud gidi quyét tha tuc
hanh chinh dién tir, khdng thé chinh sita dwroc niza.

e Chi chinh sita duoc cdce thong tin dac ta cua gidy to, khdng thé chinh
sia CAC tép van ban da gan 1én hé thang trong qué trinh gidi quyét.
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o Trong suét qua trinh xi Iy hé so, cdn bé 6 thé tim mét hé so nao dé
dé thuc hién chite ning nay.

e Chi nhing can b ndo duwoc phan quyén lwu triv ho so
(QuyenLuuTruHoSo) mai thuc hién dwoc chite nang nay.

Budc 1: Can bd chon hé so va nhin vao biéu tuong Kep gidy nhu hinh dudi:

[

8792200134 - Tatca v 5 v 7

['4

Théng tin hé so Baon vi/ Ca nhan gui DPon vi / Ca nhan ti€p nhan Trang théi HS
23.5.22.1 PSC test L&nh dao Huyén / = PSC test 1 clra huyén/Test

8792200134 PSC Test UBND cép Huyén  Van phong HPND va Bang xUr ly

/ PSC Test UBND cap UBND
01-QGTest-220523-0001 Huyén
ANH NGHIA dy duyet
23/05/2022 02:51
30/05/2022 11:00 23/05/2022 02:53

Bué6c 2: Cira 56 [Xac nhan thong tin luu trir hd so] hién ra, can bd c6 thé
chinh sira lai thdng tin luu trir cho nhitng gidy to da ting dwoc [Cap nhat TT luu
trit] trudc d6 cua hd so bang cach nhan vao duong link [Cap nhat TT luu trit]
tuong (rng Vai gidy to can chon, xem hinh bén dudi:

Xac nhén théng tin luu trir hé so

THONG TIN HO 50

56 bién nhan RIS Ma ho s’ quéc gia
Co quan tiép nhan o Ngudi nép hd sor ¥
Linh vure Budng thiy néi dia Thoi han bao quan 2 ngay -
Tha tuc -
Trich yéu > =

GIAY TO' HO 50 PAU VAO

mne Ma két "

STT Tén gidy t& Loai gidy t& luu trir Sh(;élfj qua (‘:::I:s;

TTHC

Dang ky lai phuong tién 226221 Cap nhat

TT |uu trir

2. Ban ke khai digu kién an toan cla phuong tién thay ngi dia theo quy dinh, d&i vai phuang tién Ban ké khai digu kién an toan cia phuong tién  27622.2
khéng thugc dién phai dang kiém thay néi dia theo mau déi voi phuong tién
khong thudc dién dang kiém.

Cap nhat
TT Iuru trir

3. 02 anh c6 kich thuéc 10 x 15 em chup toan b man phai cda phuong tién & trang thai nai. 02 (hai) anh c6 kich thudc 10 x 15 cm chyp toan  27622.1
dnh 10x 15 cr file) b& man phai cia phuong tién & trang thai néi;

Cap nhat
TT luu trir

Busc 3: Ctra 6 [Thong tin van ban, tai liéu] hién ra nhu hinh bén duéi:
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Ma dinh danh ngudi sa hitu (%)

36687679

36687679 x

Tim m& s dinh danh
Tén gidy t& (*)
Bon d& nghi dang ky
Trugng hap (*)
Béi véi phuon,
Loai gidy t& (*)
Pang ky lai
Trich yéu: (%)

rong tién

Bon dé nghi

S8 ky higu

2262211 < Céc 6 l’lé‘ly déu Cé

TTWV thé chinh sta théng
b / tin
Chrc vu ngudi

Tép dinh keém
File dinh kem:
Don dé nghi déing ky - 1.pdf(xem file) k]:léng duo'c Chin h
Bon dé nghi ddng ky - 2.pdffxem file) ) °

sra

=

Nguti s& hiru

NGO TRAN ANH NGHIA

Céc 6 ¢6 dau (*) bat buoc phai nhap
dir li¢u khong duogce de trong

Ngay hiéu luc
Ngudi ky duyét
Pham vi cé hiéu luc

Trang thai tai liéu

Nhian ndt [X4ac nhan] dé hoan
tat

C6 hiéu |

Budc 4: Sau khi cap nhat xong théng tin, can bo nhin nut [Luu thong tin] dé

hoan tat:

GIAY TO KET QUA HO sO

—>

e Chuyén
STT Tén gidy t& Loai gidy t& luu trir S& ky higu qua N
TTHC luu trir
1 kq GIAY CHUNG NHAN CO 8622.22/CCCD2 ) Cap nhat
File két qud - 2 SO DU DIEU KIEN AN TT luu
trang.pdf(xem file) TOAN THUC PHAM trir
126.6 KB
File xtrly 3 -5
trang.pdfixem file)
185.9 KB

bong

8. TINH NANG GAN NHIEU TEP KHI THEM GIAY TO/ VAN BAN

LUU TRU

Véi mdi gidy to/van ban, hé thong da c6 thé cho gan nhiéu tép.
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e Ddi v6i thanh phan hd so dau vao, can bé mot ctra c6 thé gin nhiéu tép

cho mét gidy to, xem hinh minh hoa bén duéi:

Q Thanh phan ho so

STT  Tén gidy to Ban chinh Ban sao Bét budc
1. Don d& nghi d&ng ky phwong tién thiy néi dia (tép dinh kém) 45.5 KB 1 CapnhatTT
Pon dé nghi dang ky phurong tién thiy néi dia - 1.pdf(xem file) .6 KB Iwu trr | Stra

Pon dé nghi dang ky phurong tién thiy néi dia - 2.pdf(xem file) 78 | Xoa
2. 02 anh phwong tién (10x15) chup toan b& man phai cla phwong tién ¢ trang th Cé thé gén dlIO’C CapnhatTT
anh phuong tién (10x15).pdf(xem file) 78.6 KB A n : Iwu trr | Stra
nhiéu tép | Xod
3. Ban k& khai didu kién an toan cla phwong tién thiy ndi di &u, dbi voi phrong 1 Céapnhat TT
tién khdng thudc dién phai dang kiém. lwu triv | Stra
Ban ké khai - 1.pdf(xem file) 78.6 | Xoa

Ban ké khai - 2.pdf(xem file) 6 KB
Ban ké khai - 3.pdf(xem file) 78.6 KB

e Khi thém gidy td/van ban luu trir cho két qua TTHC, can bo cd thé gan
nhiéu tép cho mét gidy td/van ban, xem hinh minh hoa bén dudi:

XLy Hb S0 Qua trinh Xir Ly H S0 Gia Han Hé So
Lién thong | Xin y kién

Ky duyét cac van ban, chuyén van thw vao sb dong dau

PSC TEst Lanh Bao Xa x

Théi han xir Iy 05 Ngay
chon ngudi nhan '
Chon ngudi xt Iy Ghi nh¢ 1an sau
Thong diép
sFll CO thé gén duoc tham muu 1 File két qua - 2 trang.pdf(xem file) Cap nhat TT Iuu trir | Stra | X6a

=X A File xtr ly 1 - 16 trang.pdf(xem file)
nhieu tép o , — R
° tham File két qua - 2 trang.pdf(xem file) Cap nhat TT luu trir | Stra | Xoa
File xtr ly 2 - 3 trang.pdf(xem file)
File xt ly 3 - 5 trang.pdf(xem file)

Thém gidy t&/van ban luu trir

e Khi thém gidy to/van ban két qua phdi hop ciia co quan phdi hop, can bo
ctia co quan phdi hop c6 thé gan nhiéu tép cho mét gidy td, xem hinh minh hoa bén

dudi:
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Lién théng - Xin y kién
Thiét 1ap don vi nhan lién thong/xin y kién
PSC Test UBND Cép X& x Tra 16 v
Chon don vi
Téng hop két qua tir Céng an cdp huyén (xac nhan trén phan mém két v Binh thuédng v
Thoi han xtr ly

1 Ngay

Théng diép / Trich yéu S4 ky hiéu

, , Co6 thé gan dugc
Két qua phoi hop CCCD.pdf(xem file) h-; té Cap nhat TT luu
CCCD pdf(xem fi nnicu tep tri¥ | Sira | Xoa

CCCD.pdf(xem file)

Thém aidv t&/van ban luu triv

Béng

9. CHU'C NANG TiM KIEM, SU DUNG LAI GIAY TO TRONG [KHO
DU LIEU KET QUA GIAI QUYET TTHC PIEN TU] THEO CAC TIEU
CHI KHI TIEP NHAN HO SO

Pé sir dung diroc chite ndng nay, tdi khoan can bé mét cira tiép nhdn hé so
phdi diroc phan quyén QuyenLuuTruHoSo.

Trong qua trinh s6 hoa van ban, gidy to trong hd so thu tuc hanh chinh, can
bo ¢6 thé st dung chirc ning tim kiém gidy to/vin ban trong Kho Dit liéu Két qua
giai quyét thu tuc hanh chinh dién tir nhu sau:

Budc 1: Bam vao link [Cap nhat TT luu trit]

Capnhat TT lwu
trik | Stra | Xoa

Budc 2: Trén giao dién [Thong tin van ban, tai liéu], nhap vao cac tiéu chi
tim kiém gém: loai gidy to, s6 ky hiéu, ngay hiéu lwe, ma dinh danh nguoi sé
hiru va bam vao nat [Tim kiém gidy to] nhu hinh sau:
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THONG TIN VAN BAN, TAI LIEU

Ma& dinh danh ngudi sa hiru (*)
225233484 x
Tim mé s6 dinh danh
Tén gidy & (%)
Wit qua phdi hop
Truding hop (*)

Chen trugng hap .

Loai gisy & (*]

Chen loai gify ..

Trich y&u: (*)

S8 ky higu

Théi han hiéu luc

Chirc vu ngudi ky

Téng s& trang tai liéu
o

% Tai file: nhép vée day d& upload

Nguai s& hiru

225233484 Nguyén Thi Hoa

1. Nhap cac tiéu chi tim kiém & day

Ngay higu luc

-

Ngudi ky duyét

Pham vi co higu luc

Trang thai tai liéu

G higu o

1. 579-Ket qua phoi hop.signed.pdf (100%) x Xem | Taifilz | Ky duygt | Ky van ban | Luu vao s8 van ban

| I

Tim kiém gidy t&

2.

t tim kiém

Nhan nt

[Tim kidm thea logi 6y 13 58 iy Fie

U s6 hifu)

Trane

Budc 3: Néu két qua tim kiém 1a c6 thi can bo cd thé sir dung lai gidy to tim

duoc bang cach bam vao lién két Chon gidy to nhu hinh sau:

Tim kiém gidy to

(Tim kiém theo logi gidy 18, 58 ky higu, ngdy hiéu lut, mé dinh

Loai gidy t&r

- Van ban dy guyén (dugc chimng thurc) theo
quy dinh cla phép luat trong trudng hop ay
quyén thuc hién viéc dang ky khai sinh.

donh ngudi sé hiru)

Trang
thai
Ma dinh Ngudisd  Ngay hidu tai
56 ky hiéu danh hiru (¢4 ligu
225233484  Nguyén  29/06/2022 Con
ThiHoa hiéu
lure

File dinh kém

Vv de nghi huong dan so hoa , ky so ho so T
BPMC - VHTT Nha Trang (06-2022).docx | Chon
gidy to

Vi du: Tim cac gidy to da duoc luu trong kho c6 ma dinh danh ngudi so hitu
1a “36687679” va ngay hiéu luc 1a “29/06/2022” - chon gidy to can tim dé st
dung lai, xem hinh minh hoa bén dudi:
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M3 dinh danh ngudi s& hru ()

36687679 x 36687679

Tim ma sbé dinh danh

THONG TIN VAN BAN, TAI LIEU

Ngudi s@ hiru
NGO TRAN ANH NGHIA

Tén gidy t& (*)
Mét trong cac gidy t& quy dinh tai Dié

Budc 1: Nhap ma dinh danh
Cua nguoi so hitu giay to

i trung hop ddng ky vé quyén s& hiru tai sar

Trudng hop (*)
Chon trudng hop ...
Loai gidy to (*)

Trich yéu: (%)

S6 ky hiéu

Budc 2: Chon ngay hiéu

Thoi h
luc

&

Churc vy ngudi ky

Téng s6 trang tai liéu
0

Budc 3: Nhan nat [Tim kiém gidy to]

Tai file: nhap vao aay de upload

Ngay hiéu luc
#29/06/2022

Ngudi ky duyét

Pham vi cé hiéu luc

Trang thai tai liéu

Co hiéu lwc

Tim kiém gidy t&

Budc 4: Két qua duogc hién thi bén dudi

(Tim kiém theo logi gidy t&, s6 ky hieu, ngay
ngudi sé hitu)
Trang
Ma dinh Ngudisd  Ngay hiéu thai tai

Loai gidy to S6 ky hiéu  danh hiru luc liéu File dinh kém
T& khai dang ky cong trinh 29622.10 36687679 NGO 29/06/2022 Con CCCD.pdf | CCCD -1
khai thac nudc dudi dat: Mau TRAN hiéu trang.pdf | Ho khau - 4
38 Thong tu s6 27/2014/TT- ANH luc trang.pdf | Chon gidy to
BTNMT. NGHIA
T khai dang ky cong trinh 29622.15 36687679 NGO 29/06/20 on File trd |&i lién thong 2 - 78
khai thac nudc dugi dat: . ~, hiéu trang.pdf | file B6 sung 1 -
38 Theng tws6 27/2014/7| Budc 5: Nhan [Chon giay to] luc Zirangodl Chon gidy t
BTNMT. deé sur dung lai giay to
T& khai dang ki cong trinh 29622.5 36687679 NGO 29/06/. con File két qua - 2 trang.pdf |
khai thac nudc dudi dat cé TRAN a file B6 sung 2 - 6 trang.pdf
xac nhan cla co quan quan ANH luc File két qua - 2 trang.pdf
ly. NGHIA | TGS sung 2-6

trang.pdt | Chon gidy to
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10. CHUC NANG CHUYEN HO SO KET QUA GIAI QUYET TTHC
VAO [KHO DU LIEU KET QUA GIAI QUYET TTHC PIEN TU]

1. Trudng hop, c4c gidy to/ van ban dién tir trong hd so da duoc cap nhat
thong tin luu trir ddy du trude khi giao tra hd so thi khi can bo mot ctra giao tra hd
so, hé thdng sé& tu dong chuyén hd so, két qua giai quyét TTHC vao [Kho Dit liéu
két qua giai quyét TTHC dién tu] ngay lap tic. Can b truy cip vao menu [Danh
sach ho so — Pi giao tra] s& thdy hd so ¢ trang thai 1a “Da giri qua kho luu trir”
nhu hinh minh hoa bén dudi:

Théng tin hé so Don vj / Ca nhan gl Bon v|/ Ca nhan tiép nhdn Trang thai HS
v 29.6.225 test 1 cua psc cap Xa/PSC  test 1 cua psc cap Xa/PSC
f
9992200107 Test TN&TKQ Cap XA/ PSC  Test TN&TKQ Cap XA Pa giao tra
QT &t Test UBND Cap Xa

NGO TRAN ANH NGHIA
29/06/2022 10:17
06/07/2022 11:0 29/06/2022 10:20

Can bo c6 thé xem tat ca hd so da giri vao Kho Dit liéu két qua giai quyét
TTHC dién tir trong menu [DS hé so luu trit - HO so d3 gai Kho], xem hinh minh

hoa bén dudi:

ph6i hop
© Hs tt
! Nhap ndi dung tim kiém - Tétca vl 5~
Thang tin hd so' Dom vj / Ca nhan gl Pomn vi / Ca nhan tiép nhan Trang thai HS
HO so test 2022.07.11-01 [2icnwd Trung tam Test/ TT Test TN&TKQ
6922200039 cp XA / TT Test UBND cdp Xa B3 giao tré
& H thué d.
B Nguyén Thi Hoa
= T4t ca trang thai nhan 11/07/2022 12:19 11/07/2022 12:39
12/07/2022 16:30
DS hd so luu trir Bé giii qua kho luu triz
QO Hosod
ut Lién thong thu tuc hanh chinh vé dang ky khai sinh, dang ky thuang tra, cap Trung tam Test / TT Test TN&TKQ
thé bao hiém y t& cho tr... @[5z cuyén] cdp XA/ TT Test UBND cdp X& Da giao tra
© Hg so chua gui kho 6922200035
% Hb so da giri khe Nguyn Thi Hoa 07/07/2022 09:41
. : 07/07/2022 08:32
DS hd so gia han 20/07/2022 11:00 B giii qua kho luu tr
4 HO so chd duyét

2. Trudng hop, vi Iy do nao dé, cac gidy to cua hd so chua duoc cap nhat
thdng tin dir liéu dién tir day du trude khi giao tra ho so thi can bo mot cira van co
thé thuc hién tac vu giao tra hd so trén phan mém, tuy nhién, hé thong s& khéng
chuyén luu trit hd so d6 vao [Kho Dir liéu két qua giai quyét TTHC dién tu]. Dé
phan biét cac truong hop hd so di giao tra nhung chwa duge luu trit trong Kho Dit
lieu két qua giai quyét TTHC dién tir v&i cac hd so khéc, can bo truy cap vao menu
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[Danh séch hd so — Da giao tra] s& thiy ho so co trang thai 13 “Chua guri qua kho

luu trir”, xem hinh minh hoa bén dudi:

¥
- . o Thong tin hé so
™ Chd giao tra e

ba giao tra 2?,6,22,4

) bign nhan: 9992200106
@ Tl chdi giai quyét Ma ho sd quac gia

nhan: 29/06/2022 10:00
1: 06/07/2022 11:00

@ Hay hd so

© Pang cha két qua
phéi hop

16 chire/Ca nhan ndp hs: NGO TRAN ANH NGHTA

Pon vi / C4 nhan g

test 1 clfa psc cap Xa/ PSC
Test TN&TKQ Cap XA/ PSC  Test TN&TKQ Cap XA
Test UBND Cap Xa

-N (VN
29/06/2022 10:03

Bon vi / Ca nhan tiép nhan Trang théi HS
test 1 clra psc cap Xa/PSC
Pa giao tra

Chura gui qua kho
luu triv

—)

Can bo c6 thé xem tat ca hd so chwa giri vao Kho Dir liéu két qua giai quyét

TTHC dién ti trong menu [DS hd so Iuu trix - HO so chua gui Kho ] nhu sau:

% Mot cua
phéi hop

© Hs lien thong sap dén
han

X HB so da gia han
Théng tin hb so

& HS khéng sinh ma

qudc gia Hs Test 04.07.2022-02 52 chuyén ]

- 58 bign nhan: 6922200021

& Hb sothué dat -\ 0 quéc gia:
Op hs: Nguyén Thi Hoa
:04/07/2022 09:11
-N 1/07/2022 11:00

Xr ly#Xem chi tigt

| Test 07052022.02 (55cun)
6922200013

88 Tt ca trang thai nhan
DS hd so luu trir

O Hb so dang thu thap
I trir

© Hb so chua gl kho -
6p hs: Nguy€n Thj Hoa

= :07/05/2022 03:40

-N 1 tra: 13/06/2022 11:00

XU Iy#Xem chi tigt

% Ho so da gui kho
DS hd so gia han

8 Hb sacho duyét

Bon vi / C4 nhan gl

O, O st 2

Tétca vl| 5 v|Z

'n

Don vi/ C4 nhin tiép nhan Trang thai HS

Trung tam Test / TT Test TN&TKQ

cdp XA / TT Test UBND cdp Xa

- Ngi dung:
- Ngay gi:
04/07/2022 09:45

Pagiaotra

Chuta gut qua kho fuu trir

Trung tam Test / TT Test TN&TKQ

cap XA / TT Test UBND cap Xa

- Noi dung:
Ngay guri:

07/05/2022 08:40

Dd giao tra

Hb so dang thu thip luu
triv

3. Chiic ning chuyén ho so TTHC da giao tra vé luu trir tai Kho Dir liéu

két qua giai quyét TTHC dién tur:

Chtrc ning nay do can bd thuc hién tha cong trén cac hd so di giao tra c6

trong menu [DS hd so luu trit - HO so chua giri Kho], cac budc thuc hién nhu sau:

Budc 1: Can bo chon hé so va nhan vao biéu tuong kep gidy nhu hinh dudi:

<

8792200134
Théng tin hé so

23.5.22.1 (93 chuyén

- S0 bién nhan: 8792200134

- M3 ho so quoc gia:

-3 ho so DVCQG: 01-QGTest-220523-0001
- T6 chirc/Ca nhan nép hs: ANH NGHIA

- Ngay tiep nhan: 23/05/2022 02:51

- Ngay hen tra: 30/05/2022 11:00

X0 ly/Xem chi tiét

Don vi/ Ca nhan gui

PSC test L&nh dao Huyén /
PSC Test UBND cép Huyén
/ PSC Test UBND cap
Huyén

- Noi dung: dy duyet

- Ngay guri:

23/05/2022 02:53

Tatca vil 5 v

vﬂ

DPon vi / Ca nhan tiép nhan Trang thai HS

PSC test 1 clra huyén/Test  GIIim™
Van phong HEND va Dang xUr ly

UBND
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Budc 2: Cura s6 [Xé&c nhan thong tin luu trir hd so] hién ra, can bo bd sung
théng tin luu trit cho gidy t& bang cach nhan vao duong link [Cap nhat TT luu trit]
trong tNg V4i gidy to can chon, xem hinh bén dudi:

ITHﬁNGTIN HO 5O

58 bién nhan

9992200095 M3 hd so quéc gia
Co'quan tiép nhan PSC Test UBND C3p X3 Ngu@i ngp ho so’ ERTE AN E T
Linh vuc Buding thiy ni dia Th&i han bao quan 2ngay .
Thi tyc Dang ky lai phuong tién trong truéng hap phuong tién thay déi tén, tinh nang ki thuét (thude thdm quygn gidi quyét cla UBND cip x&)
Trich yéu

27.6.22.1 Online

GIAY TO HO SO AU VAO

M3 két

STT Tén gidy tor Loai gidy td Iuru trir Sc_',_ ¥y qua ChuyeP
higu I trir
TTHC
1. Bon de nghi dang ky phuong tién thiy ndi dja. BPang ky lai phuong tién 22622.1 Cap nhat

Don dé nghi déng ky - 1.pdfixem file)

TT luu trir

BDon dé nghi ding ky - 2.pdfixem file)
2. Ban ké khai digu kién an toan cla phuong tién thay néi dia theo quy dinh, d6i véi phuong tign Ban ké khai digu kién an toan cda phuong tién  27622.2 Cap nhat
khéng thugc dién phéi dang kiém. thay néi dia theo mau d6i voi phuong tign TT luu triv

Ban ké khai diéu kign an toan cta phuong tién thiy néi dia - 1.pdfixem file)

khong thugc dign dang kiém.
Bdn ké khai diéu kign an toan cda phuong tién thiy ndi dia - 2.pdfixem file)

3. 02 anh co kich thuéc 10 x 15 em chup toan bg man phai cia phuong tién & trang thai néi. 02 (hai) anh 6 kich thudc 10 x 15 cm chyp toan  27622.1

Cap nhat
anh 10 x 15 cm.pdfixem file)

bé man phai ciia phuong tién & trang thai néi; TT luu trir

i

Budc 3: Cira s6 [Thong tin vin ban, tai liéu] hién ra nhu hinh bén dudi:

THONG TIN VAN BAN, TAI LIEU

M3 dinh danh ngui s& horu (*) Ngudi s& hiru

36687679 x 36687679 NGO TRAN ANH NGHIA

Tim mé so dinh danh

Ten gy ) Cac 6 c6 dau (*) bat budc phai
nhap dit liéu khong dugc dé
ay d8i tinh nang ki thuét: tr6 n g

Bon d& nghi ding ky
Trudng hap (%)

Béi véi phuon,

Loai gidy to (*)

Bang ky lai p
Trich yéu: (%)

Bon dé nghi

S6 ky hiéu Ngay higu Iuc

22622 11 < Nhé'p tha ng tin Vé_o /'flzafoetznzz
Thai han higu luc CéC 6 Con thiéu Ngudi ky duyét

=}

Chtrc vy ngudi kj Pham vi cé hiéu luc

ié Trang thai tai liéu
3 Tép dinh  kém e
File dinh koM’ g kh@l’lg dlIQ'C chinh Nhén nut [Xéc nhan] dé hoan

Don dé nghi déng ky - 1.pdfixem file) 0 ,
Don dé nghi déng ky - 2.pdjfixem file) Sua tét

e
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Budc 4: Nhan nit [Luu thong tin] dé luu lai cac thong tin d3 cap nhat/ chinh
stra. Hoac nhan nat [Chuyén vé kho luu trit] dé luu thong tin cap nhat, déng thoi
chuyén ludn hd so két qua giai quyét TTHC vé Kho:

chirng minh vé nhan than cda ngudi co yéu cau dang ky lai két hén. - Gidy t& chimg minh not cu tra TT luu
@é xac dinh thdm quyén trong truging hop viéc dang ky lai két han thuc hién tai Uy ban nhan dan cap trix
x& khong phai la nai dang ky két hén trudc day (trong giai doan chuyén tigp).
2, - Tir khai dang ky lai két han theo mau; -Tokhai  6922200016- M Cap
6922200014-KQGQTTHC-VB11.docx(xem file) dang ky lai KQ1 nhét
két han TT luu
theo méu. tri
3. -Bénsao Gidy ching nhan két han dugc cdp trudc day. Néu khong cé ban sao Gidy chimg nhén két ] [ Cap
hén thi nép ban sao ho sa, gidy td ca nhan cé cac thong tin lién quan dén ndi dung dang ky két hon. nhat
TT luu
trir
I GIAY TO' TRA LI LIEN THONG
STT Tén gidy t& Loai gidy t& luu trir S8 ky hiéu Ma két qua TTHC Chuyén luu trir
I GIAY TO' KET QUA HO sOf
S S - S8 ky Ma két qua Chuyén luu
STT Tén gidy tor Loai gidy t& luu trir higu - trir
1 1 Gidy chimng nhan két Cap nhat TT luu
Dang ky danh sach van dong vien tham gia Hoi thao nam 2022-Hoa.docx(xem han null-KQ1 trir
file) 20.6 KB

Chuyén vé kho lru triv | K300

Truong hop nhan nt Chuyén vé kho luu trir, hé thong yéu cau xac nhan

théng tin dir li¢u luu trir truedc khi thuc hién tac vu.
11. NHOM QUYEN LUU TRU HO SO

Dé thuc hién dugc chitic ning Thém gidy to/van ban luu trit cho hd so TTHC
va chic nang Cap nhat TT luu trir, tai khoan can bo moét cira (co quan chu tri, co
quan phdi hop), tai khoan can bo phong chuyén mén, va tai khoan can bo phy trach
lwu trit hd so, két qua giai quyét hd so TTHC dién tar can duoc bd sung nhém
quyén QuyenLuuTruHoSo trong phan hé co s dir liéu ngudi dung nhu sau:

Nhém quyén

KySoVanBan
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12. NHOM QUYEN KY SO VAN BAN

Pé thuc hién duoc chic ning Ky sé trén phan mém Mot cua dién tu, tai

khoan ngudi dung can dugc bd sung nhém quyén KySoVanBan trong phan hé co

s¢ dir liéu nguoi dung nhu sau:

Nhém guyén

KySoWVanBan
uyenlDuyetaliaHan

QuyenLuuTruHoSo

AdminLuuTru

13. MINH HQA QUY TRINH SO HOA HO SO, KET QUA GIAI
QUYET TTHC TREN TRUNG TAM DICH VU HANH CHINH CONG
TRUC TUYEN TINH

1. Quy trinh tong quat:

_ _ Tréch _
Buwéc Noi dung thuc hién . Ghi chu
nhi¢m

1. |- Nhép théng tin co ban bo hd so (md dinh danh, ho tén | CBMC
Tiép | nép, tha tuc,...).
nhan | - Kiém tra thanh phan hd so theo quy dinh cia TTHC:
hd so | (1) Truong hop thanh phan hd so (TPHS) chua co dit liéu

dién tir hodc dir liéu dién tir chua dang: phan loai, Scan, géan
tép 18n hé thong va ky s6 CBMC 1én file TPHS (theo Mdu
3.2 Muyc 11 Phy luc 1111 Ngh; dinh s¢ 30/2020/NP-CP).

(2) Truong hop TPHS da c6 dir liéu dién ti: Xac nhan viéc
chia s¢ dir liéu, tinh chinh xac, cap nhat TPHS dién tu tir
Kho dé dwa vao ho so dién tir.

Ho so sau khi dwoc s6 héa dwoc CBMC kiém tra va
chuyén cho Phong CM xir Iy theo quy dinh.

2. |- Kiém tra thong tin va cap nhat dir liéu dién tir cho cac | Phong | (1):  Co
Xu ly | gidy to trong TPHS da duoc CBMC sb héa dé thyc hién luu | CM quan lién
hé so | Kho. thong

(1) Trong truong hop phai thim tra, xac minh, iy y kién glz/:lphbng

cac co quan lién quan trong qua trinh x@r Iy ho so: thi két
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qua tham tra, x4c minh va két qua tra 1di cua co quan lién
quan phai dugc sb hoa, cap nhat dit liéu dién ta dé luu vao
Kho.

(2) Tong hop két qua tham tra, phbi hop, xac minh; Dy thao
van ban két qua giai quyét TTHC trinh phé duyét.

3. | Phé duyét, Ky so két qua giai quyét TTHC. LD co
Phé | Chuyén Van thu phat hanh. quan
duyét
KQ
4. |- Ky so Saoy lén gidy to s6 hoa (theo quy dinh tgi Mau 3.2 | Vin thu
Phat | Muc Il Phy luc 1111 Nghj dinh sé 30/2020/ND-CP); Cap nhat
hanh | thoi han bao quan hd so.
KQ |- Ky sb co quan va cap nhat dit liéu dic ta caa VB két qua
GQTTHC phét hanh (theo quy dinh tai Diém 8 Muc 11 Phy
luc | Ngh; dinh s6 30/2020/NP-CP).
5. |- Két qua GO TTHC dwoc giao tra cho TC/CN cd ban giay | CBMC
Giao | va ban dién tu.
tra |- Két qua GQ TTHC bdn dién tir sau khi dwoc giao trd sé
két | dwoc lwu triv vao Kho heu trit ho so, két qud gidi quyét
qua | TTHC tinh; dong thoi dong b Kho di lidu cia TC/CN.

g theo quy dinh (cach thirc kiém tra giay to trong Kho Di liéu két qua giai quyét
TTHC dién ti xem hwong dan chaze nang tal muc 1), thuc hién s hoa nhu sau:

mém va thuc hién ky sé ca nhan (CBMC) vao file pdf (xem huéng dan chiic ning

2. Dién giai quy trinh

Buéc 1: Tiép nhan hd so

a) CBMC kiém tra, s6 hda thanh phan gidy to trong ho so:

- Néu gidy to dién tir trong thanh phan hd so dau vao chua c6 hoic chua dap

+ Thuc hién phan loai, scan quét vin ban gidy thanh file .pdf, dinh 1én phan

tai muc A).




29

Thé thizc trinh bay ky sé theo quy dinh tai Nghi dinh sé 30/2020/ND-CP
ngay 05/3/2020 vé céng tic vin thw déi Véi Ban sao sang dinh dang dién tir
(Mdu 3.2 Muc 11 Phy luc 1111).

-Nguoc lai, néu gidy to da co dir liéu dién tir: Xac nhan viéc chia sé dix liéu,
tinh chinh xéc, cap nhat gidy to tir Kho Dit liéu dé dua vao ho so dién tir.

b) Tiép theo, can bo thuc hién tiép nhan va in bién nhan, chuyén hd so cho
phong chuyén mon.

Budc 2: Xir Iy ho so

- Can bo phong chuyén mdn kiém tra gidy to trong thanh phan hd so ma
BPMC chuyén dén va thuc hién cap nhat thong tin dién tir cho cac gidy to nay
(xem huéng dan chirc ning tai muc B).

- Trong trudng hop phai tham tra, xac minh, ldy y Kién cic co quan lién
quan trong qué trinh xt Iy hé so thi két qua tham tra, x4c minh va két qua tra 1oi
clia co quan lién quan phai duoc s6 hoa cap nhat dir liéu dién tar dé luu vao Kho
(Xem huéng dan chic ning tai muc C).

- Tong hop két qua tham dinh, phéi hop, xac minh; Dy thao van ban két qua
giai quyét TTHC dinh 1én phan mém va thuc hién chuyén hd so cho lanh dao co
quan ky duyét.

Buéc 3: Phé duyét két qua

Lanh dao co quan phé duyét (ky s6) 1én van ban két qua giai quyét TTHC va
thuc hién chuyén tiép cho can bo phu trach quan 1y chii ky s6 co quan (van thu) 1én
vian ban két qua giai quyét hd so (xem hudng dan chirc ning tai muc D)

Budéc 4: Phat hanh két qua

Céan bo phu trach Van thu thuc hién:

- Ky sb sao y Ién giay to s6 hoa trong thanh phan hd so;

- Cap nhat thoi han bao quan hd so TTHC;

- Ky sb co quan 1én vian ban két qua giai quyét TTHC;

- Cap nhat thong tin luu trit ctia van ban két qua giai quyét TTHC dién tu.

(Xem huéng dan chirc ning tai muc E)
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Thé thiec trinh bay Ky sé Bédn sao sang dinh dang dién ti theo quy dinh tai
Mdu 3.2 Muc 11 Phu luc 1111 va ky sé co quan tai Piém 8 Muc 11 Phy luc | Nghj
dinh sé 30/2020/ND-CP ngay 05/3/2020 vé céng tdic vin thu.

Tiép dén, chuyén tiép hd so TTHC cho CBMC.

Buéc 5: Giao tra két qua

CBMC thuc hién giao tra ho so, két qua giai quyét TTHC dién tir trén phan
mém MCPBT (Két qua GO TTHC dwoc tra cho TC/CN cd ban gidy va bdn dién tip).

Ho so, két qua giai Quyét TTHC sau khi dugc giao tra s& duoc tu dong luu
trir vao Kho Dit liéu ho so, két qua giai quyét TTHC; dong thoi dong bo tra qua
Kho dix liéu caa TC/CN./.



