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V/v c6p brin tli6n tu GiAy khai sinh,
Trich luc khai tu thgc hiQn li6n th6ng

thrl tuc hdnh chinh.

Hd NAi, ngdy j0 thdng 6 ndm 202j

Kinh gui: Uy ban nhin dAn tinl/thdnh ph6 trqc thu6c Trung uong

Thsc hi6n Chi thi s6 05/CT-TTg ngity 2310212023 cta Tht ruong Chinh

phn TiAp tac diiy mqnh tri€n khai Di dn phdt tri€n trng dang dfr li€u vi ddn cu,

dinh danh vi xdc thqc diQn t* phqc v4 chuyin diii sii quiic gia giai doqn 2022 -

2025, tim nhin tl6n ndm 2030 (Di dn 06) tqi cdc bp, ngdnh, dla phuong ndm

2023 vd nhirng ndm ti€p theo; f6t tu4n cria Ph6 Thri hrcrng Chinh phri TrAn

H6ng Hd tai cuQc hgp ngdy lOlO2l2O23 vii tintr hinh tririn khai D€ 6n 06 v€ vi6c

tri6n khai mQt sri nhiQm vu thlrc hiQn OC an Oe [h6ng bao si5 gOrun-VPCP

ngity 1910212023); chi d4o cria Chinh phri, T6 c6ng t6c tri6n ktai DC irr-O61CP

cta Chffi phri vO vi6c md rQng tri6n khai PhAn m6m dich vU c6ng li€n th6ng

tr6n todn qu5cr, 86 Tu ph6p tti nghiOn cuu b6 sung, hodn thi€n chric ning t4o

lQp ban tliQn tu Gi6y lJrai sinh, Trich lgc khai tu khi thuc hiQn vi€c ddng ki ktai
sinh, ding lc! knai tu (m6i) tr6n Phin m6m d5ng ky, quan li hO tich diQn hr

dtng chung tl.l chuy6n cho Phin m6m dich vg c6ng liOn thdng thUc hi-6n li6n

th6ng diQn tu tltii voi 2 nh6m thri tuc hdnh chinh (TTHC): Ddng kf khai sinh,

il6ng lcf thuong trir, c6p th6 b6o hitim y t6 cho trd dudi 6 tu6i; DAng ky khai tu,

x6a tldng ki thusng tni, trg cdp mai t6ng phi vd triiin khai thi di6m tai c6c co

quan tldng ki ho tich h6n rlfa bdn thdnh ptri5 ua Noi ve tinh Hri Nam.

Dti chri tlQng chuAn bi tlit c6c tli€u kien tri6n khai thyc hiQn li6n ttrOng 2

nh6m TTHC li6n quan tl6n d6ng kf khai sinh (DKKS), tl[ng kf khai tu (DKKT)

tr€n ph4m vi tod.,n qu6c theo chi d4o cria Chinh phri t4i C6ng vdn sO :O+S/BC-

VPCP ngdy 2315/2023 cria Vdn phdng Chinh pht; Th6ng b6o sti 2880/TB-

TCTTKEA ngity 0415/2023 cta Td c6ng t6c 06/CP (d\r ki6n trong thhng712023)

hi€u qu6, tl6ng bQ, th6ng nhAt tr6n todn qu6c, BQ Tu ph6p tt6 nghi Uy ban nhdn

din tinh, thdnh ph6 tr.uc thuQc Trung uong chi tl4o So Tu ph6p, UBND circ cdp

tr6n tlia birn quan tdm chi tlao tririn khai tfuc hiQn mQt sO n6i dung sau:

I Cdng vdn s6 lOqgBC-VpCp ngdy 231512023 cta vin phdng Chinh pht; Thong b6o sti ZSgO,'tg-tCTrKDe



2

l. S6 tri trang thi6t bi, ha tAng k! thuQt ai5 aap ung y6u ciu thsc hi€n vigc

li6n th6ng TTHC, ntr6t ta viQc bii tri trang thi6t bi co bin phuc vu gi6i quytit

TTHC tr6n mdi truong dicn ru nhu: mdy scan, thi6t bi lc! st5 dc ki sO bdn diQn tu

Gi6y khai sinh, Trich luc khai hr.

Diy m4nh viQc tuy6n truydn, hudng d6n ngudi d6n, ndng cao nhfn thuc,

k! ning thtlc hiQn TTHC tryc tuy6n, thuc hiQn li€n th6ng TTHC; huy d6ng cric

ngudn lgc tai ch6 pht trqp aC hd trg nguoi ddn thpc hign TTHC.

2. So Tu ph6p ldm ttiu m6i, chri tlQng ptrOl trqp voi c6c Sd, ngdnh, co

quan li€n quan ri6n khai tfp hu6n, hudng d5n viQc tao lflp bdn diQn tu Gi6y khai

sinh, Trich luc khai tu tr6n Phdn mdm ddng kf, quAn li h6 tlch ili6n tri phuc vu

li6n th6ng 2 nh6m TTHC tai tlia phuong; hudng d6n c6c thao t6c k! thu6t, tao

tdi khoan nguoi dr)ng tr€n He th6ng tldng kf, qu6n li hO tich dipn tu cho ngudi

c6 thAm quy6n kf gi6y to hQ tich (theo tai liQu huong din gti kdm); ct c6ng

chuc c6 trinh dO pht hqp ldm diu m5i tha- gia nh6m ky thuat d€ t6ng hqp
,'.

nhtng vuong mic, huong ddn hd trg nguoi dtng cira dia phuong; ...

3. Chi dao c6c co quan tldng kf h0 tich tr6n dia bdn trii3n khai thuc hiqn

theo tlfng Tdi liQu huong dan do B0 Tu ph6p cung c6p; Sd Tuph6p t6ng hqp,

phdn 5nh kip thdi nhfrng kh6 khin, vu6ng mic trong qui trinh thUc hi6n tai dia

phuong b6o c6o vC gO tu ph6p (qua CUc HQ tich, qu6c tich, chimg thyc) d6

ph6i trqp th6o gd, xri l!'.

86 Tu ph6p trao tt6i AC Uy ban nhin din tinh/thdnh phi5 tr.uc thu6c Trung

uong chi d4o thuc hiQn./.

(Gui kem Tdi li€u thqc hiQn ddnh cho c6ng chuc ldm c6ng tac hQ tich)

Noi nh$n:
- Nhu tr€n;
- T6 c6ng tric tri6n khai Dd 6n 06 Chinh pht;
- 86 trudng (d6 btio crio);
- Thir truong Mai Luong Kh6i (tl6 b/c6o);
- Thri truong NguyEn Thanl Tinh (d6 bi cao)l
- Vdn phdng BQ" (dCph6i hqp thuc hi6n);
- Cuc CNTT (tl6 ph6i hqp thuc hi6n);
- C6ng TTDT BQ Tu phep (d.a ding tai);
- So Tu phip c6c tinl, thdnh ph6 tru. c thuQc

Trung uong (d6 thgc hi€n);
- Luu: VT, HTQTCT.
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TAI LIEU HIICIYG DAN stlDUNG

TAo LAp, TRiNH K'i, Kf sO BAN DrEN TLI crAy KHAI srNH,

TRiCH LUC KHAI TUPHUC vU LITN THONG TTHC
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1. GI6I THIEU

1.1. Mqrc ilich vd j,nghia cfio Tdi liQu:

Tdi liQu ndy clugc xdy dpg nhim huong din ngudi dtng hi6u vdL st dung dugc c6c

tinh ndng (bd sung) cta hQ th6ng dAng ky, quin ly hQ tlch trong viQc tao lflp, lcj s6, ban

hdnh bin ttiQn tri Gi6y khai sinh, Trich lgc khai tri.

1,2. Phqm vi tip dyng:

Tdi liQu ndy tdp trung md td c6c chtc ning t1i sO Ci6y khai sinh, Trich lqc khai tt
tai co quan dAng kf hO tich, phpc vu li€n thdng TTHC li6n quan d6n DKKS, DKKT

1.3. Ctic thuQt ngic vd ti vidt fil

Thuflt ngfr Dinh nghia Ghi chtl

CSYT Cosdyt€
t.
!

BHXH Bdo hi6m xE hQi

BHYT 86o hi6m v t6

TTHC Thri tqc hdnh chinh
i

I

I

DKKS g kj khai sinh

DKKT Ding ky khai tri

Ban co y€u

CCHT

PM DVCLT

i

ic
I

6ng chric ldm c6ng tdc hQ tlch

BTP

Phdn m6m Dich vU c6ng li€n th6ng

BQ Tu ph6p

UBND Uy ban nhdn ddn

|'-
lecv



1.4. CAU bic Tdi IiQu:

PhAn 1. Girfi thiQu: Gidi thi6u mUc dich, y nghia, pham vi, cric thu6t ngfi vd ttr vi6t t'it,
r , -....^cau truc I al lleu

PhAn 2. T6ng quan vA chric ning b6 sung: Cdc th6ng tin t6ng qurit vd nQi dung cta Tdi

li0u.

PhAn 3. Gidi thiQu c6c chr?c ndng bd sung cta HQ th5ng ding ky, qudn lf h0 tich.

PhAn 4. Hudng d5n st dpng c6c chric ning tl6 n€u trong PhAn 3

PhAn 5. C6c Php lgc sri dung trong hQ th6ng (nrSu c6)



z. ToNGeuANvEsAxpnAvr

2.1. TOng quanvi sdnphdm

kdm tri kiit qun kj s6 vdo danh s6ch file <tinh kdm d mdn hinh danh s6ch.

ViQc truy cfp vd khai th6c th6ng tin Clugc bdo mft tty theo vai trd, nhi€m vu cta

ttng thdnh vi€n, rldm b6o an todn vd c6c th6ng tin cAn bAo mft

2.2. Edu m6i hd rq, hrtng ddn s& dqng

- Trong quii trinh thuc hiQn, ciic v6n dd vd thao t6c li6n quan d6n sin phAm/r?ng dpng,

ngudi dirng li6n hQ dtin ddu m6i sau:

- H0 TRO rY ruuAr: 1900.8888.24 (Nh6nh r)

- HOTRoNGHIEPW: (o2a) 62.73e.720

2.3. Cdc nQi dung khtic:

- Y6u cAu t6i ttrii5u d6i vdi ngudi sri dpng: Ngudi sri dqrng bi6t su dung mAy vi tinh c6

ki6n thtc tin hgc vin phdng, tld duoc t6p tru6nruOi dudng nghiQp vp hQ tich theo quy

tlinh.

- M6y tinh c6 k6t niii m4ng internet 6n dinh, tiSt nhdt ld m6y tinh st dpng ri6ng cho vi€c

rleng ky, quin lj hQ tlch

- Trinh duyQt st dung t6t nh6t ld Chrome phi€n ban tt lO0 trd len



3 GIOI THIEU CAC CHIJC NANG

3.1. Ctic chhc ndng trong Phdn hQ khai sinh itiQn tft:

3.2. Cde chbc ndng trong Phdn hg hQ tich iliQn tft:

I ChuyiSn kf sd
khai sinh

Trinh Enh d4o UBND ky si5 Ci6y thai

sinh

CCHT

2 Kf s6 khai sinh Thlrc hiQn ky sO Ci6y khai sinh Ph6 ChU tich/ chri
tich UBND

Vin thu3 D6ng ddu ban ky
s6 khai sinh

Thgc hiQn tl6ng dAu ttiQn tu ban kj s6

Gi0y khai sinh

C6ng chric ldm
cong tec h0 tichI

Chuy6n kf s6
khai tt

Trinh l6nh d4o UBND h-i sO Trich lgc

khai hr

Ph6 Chri tich/ Chri
tich UBND2

Kf s6 trich luc
khai nr

Thlrc hiQn ky s6 Trich luc khai tt

Thgc hiQn <t6ng d6u <tiQn tt ban ky sd

Trich lgc khai tt
Vin thu

3

D6ng ddu ban h_i

sd trich lUc khai
tri

I
i'iri .t, ' :

r1'li



4. HrIor{c nAx srloquc cAc cmlc NAxc rrf rrr6xc:

4.1. PhAn hQ Khai sinh itiQn tft

4.1.1. Chuydn k!, s6 Giiiy khai sinh
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Ifinh 1; Ch*c ndng chuydn lE s6 Gidy khai sinh di€n tu
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q,l rac rr{n nL ki.6@r

Ilinh 2: Mdn hinh xdc nhqn chltydn pdf tc|, sii Ci,iy lcnai sinh di€n tt.

a. Mgc tlich vh f nghia crira chr?c nlng

Chric ning ndy cho phdp ngudi sri dung thgc hiQn chuy6n file d[ liQu kj s6 sang d4ng pdf

dtl thUc hiQn trinh l6nh d4o UBND ky s6.

Otii tuqng sri dgng: Cdng chric ldm c6ng t6c h0 tich

b. C6c bufc thgc hiQn

Bufc l: Ngudi srt d\mg thuc hiQn deng nhd-p vdo hC thi5ng "HQ th6ng khai sinh di6n tri"

theo link: https://khaisinhdientu.moj.gov.vn

Budc2: Ngudi sri dUng thUc hiQn chgn menu "Danh s6ch khai sinh diQn tri"



Burfc 3: Nguoi sri dUng nhdp cric th6ng tin tim ki6m h6 so cAn in bdn khai sinh iliQn tri.

Chri y: Chric ning chuyiin tcy s6 ttral sinh chi hiiin thi vdi nhtng hd so d tr4ng th6i ld

"Hodn Thanh" tld thuc hi€n xong nghiQp vp DKKS, c5p s6 Oinh danh c6 nhAn vi luu

chinh thric, tr4ng thdi ki duyQt ld "Chua trinh ky s5"

Burlc 4: T4i man hinh danh s6ch c6c hd so, Ngudi sri dgng nh6n vdo nit Xri ly E
chgn chric ndng "Chuy6n ky s5 khai sinh".

Buric 5:

NhAn nrit Xric nhgn d6 xric nhQn chuy6n trinh tcy s6 ttrai sinh tdi lanh dao UBND.

Khi d6 h6 so sE dugc chuy6n sang min hinh chric n[ng lcy sti khai sinh d muc Chric ndng

chinh >> Ky sO ban di€n tri Gi6y khai sinh.

Tr4ng thdi kj s6 cria h6 so d danh s6ch khai sinh duo. c cfp nhft ld Chd tcy s6

Nh6n mit Hriy itti tl6ng man hinl chuy6n kf s6 khai sinh trong trudng hqp chua mu6n

thgc hiQn trinh ky sO tan Ci6y khai sinh tdi l6nh tl4o UBND

c. Cic trudng hqp ngo4i le 06D: N/A

d. Cdc chrirc ning inh hu0ng sau khi thr;c hiQn tinh ning: N/A

aJ.2. K! sil Gidy khai sinh itiQn t&

rh4ud ! r,. r', . od'r r0 'o

ni rlj I rrl , ,rldrb i trq!
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Ilinh 3: Mdn hinh danh sdch hi so cin lcy sd
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Ilinh 4 : Mdn hinh xdc nhQn lE sli

Ilinh 5: Mdn hinh tcy sii Ciiiy khai sinh

li'r:r:li'#i
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Ban c6 chic chin muSn tu ch6i ky s6 ?

Nhip li do ti, ddi ki s6

@r
Ilinh 6; Mdn hinh t r chiji hi sii

a. Mqc ilich, j'nghia cfia chthc ndng:

Chric ndng ndy cho phdp LEnh d4o UBND rtugc giao thAm quydn (CT/PCT) thgc hiQn kj

si5 Ci6y khai sinh bing usb token cria Ban co y6u.

Otii tuqng sti dgng: LEnh rtao UBND

b. Ctic bnfc thgc hiQn:

BuOc 1: Ngudi sri dung thgc hiQn deng nhAp vio hp thiSng "HQ th6ng khai sinh <Ii6n tu"

theo link: httos://khaisinhdientu.moi.sov.vnbing tdi khoAn h.i s5. Cric don vi chri dQng

tteng ky 0l tdi khori,n ky s6 vdi Sd Tu phrip.

Bufc 2: Chgn mgc "Chric ndng chinh >> fy s6 Uan di€n tri Gi6y khai sinh".

Budc 3: Nhdp th6ng tin tim ki6m h6 so cAn ky s6.

Bufc 4: T4i danh s6ch h6 so cdn h.7 s6 chgn cOt Xri lf >> nh6n nrit Ki s6 khai sinh.

BuOc 5: Ngudi st dung thuc hiQn mQt trong c6c thao t6c sau:

ttt, hqp lQ, ttring quy dinh phrlp luft. H€ thiing sE li6n k6t md giao diQn hinh nnh

Gi6y khai sinh, ngudi dirng sri dgng usb token ky s6 cta Ban co y6u:

o Thuc hi6n kj s6: Nh6n nrit chgn vi tri kj s6 >> Chgn vi tri d€ gin 6nh chfi ky >>

NhSn nrit K1i sO >> NhQp mft khAu usb token >> Nh6n OK >> NhAn Hoan thdnh



o Khi d6 file ky sr5 sE duo. c gan 6nh chf kj ttiQn tri. H6 so kh6ng hi6n thi d danh

s6ch hd so chd kj s6 md dugc chuyiSn sang danh s6ch h6 so ban hdnh bAn di€n tri

khai sinh cta vdn thu. Tr4ng th6i kj s6 cria h6 so & men hinh danh s6ch hd so khai

sinh duoc cfp nhft thenh "Da ky s6 chd ban hdnh".

chua dAm b6o dAy dt, hqp 10. HQ th6ng hi6n thi man hinh nhfp lf do tu ch6i, ngudi

dtng nhflp li do tu chdi r6i nh6n nrit Ddng y d,6 fi chdi tcy sO trO so, Gi6y khai sinh.

nh6n nrit D6ng dii tt6ng mdn hinh kf sr5.

Chti !: DA dnh ch{i b!, duo. c gdn vdo /ile pdf iluo. c dzp thi ngudi sti &.tng nOn thtrc hi€n

x6a dnh nin cfia anh chti bj, trudc khi sn dung trong viQc cdu hinh dnh chfr bj, o thiiit b!

t1, s,i USA token. Cdu hinh dO cao dnh ld 50 vd d6 r6ng ld 100

Cdc trrdng hgp ngoqi lQ (6i):

M6y tinh chua cdi kf s6

Mriy tinh chua c6u hinh chtr lcj sti c6 nh6n

c,

rr s6 16 orE Frlr 'u.r ve re

{Fry:
Iff#q

i1:r:=8j: i6n'JEA, -Tijim a

f,r:Eg!

,lfut

ET ffig

Ilinh 7: Mdn hinh Ldi khi mdy chta cdu hinh chfr bj, s6 cd nhdn

M6y tinh chua c[m usb token ky s6

ii
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Ilinh 8: Mdn hinh Ldi khi mdy tinh kh6ng cdm thih bi bj so

l6ii-T! Eiln

Ifinh 9: Ldi may tinh kh6ng ldy dwc th6ng tin bj,s6

d. Ctic chtic ndng dnh hrdng saa khi thyc hiQn tinh ndng: N/A

ri s6 16 orrc HrJtr kA- vlx rrr
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4.1.3. Bon hdnh b,fin iliQn ft Giiiy khai sinh iliQn t&.
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Ilinh I0: Danh sdch hi so chd ban hdnh bdn dign t* lcj, sii Gidy khai sinh

Ilinh I l: Mdn hinh ban hdnh bdn di€n t* Gidy khai sinh di€n t*
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Ilinh 12: Mdn hinh d6ng ddu di€n fi dd ban hdnh bdn Gidy khai sinh diQn tu

C:\Users\adminDesho WS Chuan

t.. :

I

I
I

I

'l.l

I

Qrr14$5

|1.,
. '.., . iair.ir.a*mia^ q
'i i 4.tra*'-*.r.al@or,(h.rra*t '
. .-. +*irari*a{rEd :

::1:ffi1
i



Ifinh t 3: Ifinh dnh bdn Giiiy khai sinh di€n ttt drqc d6ng ddu diQn tti

a. Mltc ilich, i,nghia cfia chbc ndng:
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Chftc ndng ndy cho ph6p VAn thu UBND, ngudi tlugc giao thAm quyAn thgc hiQn d6ng

d6u di€n tu vir ban hanh bin tlign tu Gi6y khai sinh bing usb token ctia Ban co y6u.

O6i tuqng st dqng: Vin thu

b. Ctic bwlc thgc hiQn:

Burfc 1: Ngudi sti dqng thgc hiQn d5ng nh{p vio hQ th6ng "H0 th5ne khai sinh diQn tu"

theo link: https://khaisinhdientu.moi.eov,vn bing tdi khodn lcj s6 (st dgng 01 tdi khoan

ky sd ban hdnh ban ttiQn tti da d[ng kj vdi Sd Tu phrip).

Budc 2: Chgn muc "Chric ning chinh'>> "Ban hanh ban di€ntu Gi6y khai sinh"

Budc 3: Nhflp th6ng tin tim ki6m hti so cAn d6ng d6u ban hdnh.

Burfc 4: T4i danh s6ch hti so Gi6y khai sinh <liQn tri chd ban hdnh chon c6t D6ng d6u >>

nhrin nrit Kf s6.

Burirc 5: Nguoi sri dung thuc hi€n mQt trong c6c thao tdc sau:

khai sinh. H€ thiSng sE li€n k6t md giao diQn hinh nnh Gi6y khai sinh rl5 rlugc ldnh

tlao UBND hj s6, ngudi dtng sri dpng usb token h.i s6 cria Ban co ytiu ttti:

o Thuc hiQn E6ng dAu. Nh6n nrit chgn v! tri (i s5 >> Chgn vi tri tt€ g6n anh con d6u

cria co quan >> Nh6n nrit Kf s6 >> Nhap mflt khAu usb token >> Nh6n OK >>

Nh6n Hoan thanh >> NhAn OK

o Ktri d6 file lcj sii sE duoc Cain anh con d6u diQn tri cria co quan UBND noi ngudi

ddn thgc hiQn dAng ky. H6 so kh6ng hi6n thl d danh srich h6 so chd ban hdnh bin

diQn trf kf s6 n0a. Trang th6i kj sd cria hd so 6 min hinh danh s6ch d[ng lcy khai

sinh tlugc cflp nhQt thanh "D5 ban hinh" vd hi6n thi file ky s6 d cQt Danh siich file

cta hd so vdi t6n file ld "me hd so_Sign.pdf'(vi dg: 98230338_Sign.pdf)

d6ng mdn hinh lcj s6.

Chili: DA dnh con ddu duoc gdnvdofile pdf duEc d1p thi ngudi sti dqng nAn thtrc hi€n

x6a dnh nin cia dnh con ddu trudc khi sn d4ng tong viAc cdu hinh dnh chii lcj, d thiet bi

lqi si5 USn token. Cdu hinh dQ cao dnh ld I20 vd d9 rqng td 120



c.

d

Cdc trudmg hqp nsogi l€ Q6il:

Ctic ch{rc ndng rfinh hudng sau khi thyc hiQn linh ndng: N/A

4.2. PhAn hC H0 tkh iliQn tb

4.2.1. Chuydn kj, s6 Trich lqtc khai t&
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Ilinh t4: Mdn hinh chuydn b!,s6 rich luc khai tit
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Ifinh 15: Mdn hinh bdn pdf chuyAn hi, s6 tr[ch luc khai ti

a. M4c tllch, j, nghia cfia ch*c ndng

Chric n6ng ndy cho phdp ngudi st dung thUc hiQn chuyi5n file d[ li€u kj sO sang dang pdf

di5 thuc hiQn trinh lanh dao UBND ky Trich luc khai tri ban tliQn tri.

D6i tuqng sri dqng: C6ng chric ldm cdng tric hQ tfch

b. Ctic bttdc lhqc hiQn

Bufc 1: Ngudi sri dgng thuc hi€n ddng nhdp vdo hC thdng "HQ th6ng thdng tin Quin lli

h0 tich" theo lirk: bttps ://hotichdientu.moi. sov.vn/

Burfc 2: Chon menu "DAng kj khai tt"

Bufc 3: Chgn menu "Danh siich dAng k1i khai ru"

Buric 4: Nhflp th6ng tin tim ki6m h6 so cAn chuyiSn ky Trich luc khai tu ban <ti6n tri

.t-



Buri,c 5: Tpi mdn hinh danh s6ch nh6n nrit In, I chgn chric ndng"Chuyin bi, sd trich

luc khai t*"

Chil!,: Chtic ndng chuydn bi, sii khai tu chi hi€n thi vdi nhtmg hi so d trqng thdi ld

"Hodn Thdnh", trang thdi lE duyQt ld "Chua trinh b!,s6"

Bufc 6:

Nh6n nrit Xic nh$n d6 xric nh{n chuyiSn trinh tcy sri frinfr lpc khai tu tdi Enh tlao UBND

khi h6 so Trich lgc khai tu hqp lQ.

- Khi d6 hti so sE tluo. c chuytin sang mirn hinh chuc nAng "Kf s5 trich luc khai tu".

- Tr4ng th6i kf st5 cria hii so d danh sdch khai tu ttugc cQp nhflt ld Chd b! sii.

Nh6n nrit Hriy tt€ tl6ng man hinh chuy6n ty sl5 thai tu khi ngudi ding chua mu6n trinh

lci tdi lenh d4o UBND.

c. Ctic trrdng hgp ngogi tQ (6i): N/A

d Ctic chbc ndng dnh huhng sau khi lhyc hiQn chtc ndng: N/A

4.2.2. K! sii Trich lrlc khai ft iliQn fi

H
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Ilinh I6: Mdn hinh danh sdch lE sO khai tn
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Ilinh 17: Mdn hinh lcy s6 Trich lqc khai t*
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Ilinh 18: Mdn hinh hj,s6 cia usb token

8an co ch6c chSn mu6n tu cMi ki s6 ?

Nhrp ry do rr ddi ki sii

Ifinh 19: Mdn hinh tt chdi bi,s6 Trich luc khai t*

a. M4rc itich' !, nghia cfia chftc ndng:

Chuc n6ng niy cho phdp Lanh tt4o UBND dugc giao thAm quy6n (CT/PCT) thuc hiQn ky

sO Trich lpc khai tu bing usb token cria Ban co y6u.

Eiii tuqne st dpng: Cdng chric ldm c6ng t6c hQ tfch

b. Ctic brdc thtgc hipn:

[F tf do tii a,ui EA



Buric l:Ngudi sri dpng thpc hiQn tteng nhfp vdo h0 th6ng "H0 th6ng th6ng tin Quan lj
hO tich" theo link: https://hotichdientu.moi.qov.vn beng tdi khoan ky s6. Cric don vf chtl

dQng itang ky 0l tei khoin ky sii vdi Sd Tu ph6p.

Burfc 2: Chgn menu "DAng kj khai tt"

Budc 3: Chgn menu "K1i s6 trich luc khai tri"

Burfc 4: Nhfp th6ng tin tim ki6m tr6 so can ty sO

Bufc 5: Tai danh s6ch khai tri, Ngudi st d\mg nh6n nrit Ky s6. He th6ng hitin thi mdn

hinh lcj s6 Trich luc khai tt

D Nh6n nrit Kf tliQn tir: D€ thuc hiQn kj s6 t orrg truong hqp h6 so DKKT tley <fti,

hqp lQ, dtng quy dlnh ph6p luft. H€ thiSng sE li€n k6t mo giao diQn hinh inh Trich

luc khai tt, ngudi dirng sri dgng usb kj s6 cria Ban co y6u thgc hiQn kf sd

o Nh6n ntt Chgn vi tri kf s6 >> chgn vi tri eAn anh cht ky sO >> NhAn nrit Kf sii

>> Nhap mdt khdu usb token >> Nh6n OK >> NhAn Hodn thdnh

o Khi d6 file hj s{i sE duo. c gin nnh cht hj <tiQn tu. H6 so kh6ng hi6n thl d danh

s6ch htt so chd kli s6 nta md chuytin sang mdn hinh Danh s6ch h6 so Ban hdnh

bin ttiQn tri Trich lpc khai hr. Trang thrii ky sri cta hd so d man hinh danh srich hd

so khai tri tluo. c cfp nhat thdnh "De kj si5 chd ban hdnh".

chua dim bno d6y dn, hqp lQ. H€ th6ng hi6n thi man hinh nhdp ly do tir ch6i, ngudi

dtng nhfp l), do tt ch6i >> Nh6n nft Ddng f Ae ttr ctrOi tcy sO

D Sau khi lya chgn vd hodn t6t ciic thao t6c ky s6/nhap I do tir ch6i ngudi dirng

Nh6n nrit D6ng tlii tl6ng mirn hinh ky s6.

c. Ctic trrury hqp ngogi lQ (6il:

- Tham kh6o muc c6c truong hqp ngo4i lQ cta ky s6 Gi6y khai sinh di6n tri

d. Ctic chrlc ndng dnh huhng sau khi lhrJc hiQn chbc ndng: N/A

4.2.3. Ban hdnh bdn iliCn lft Trich lqtc khai tit itiQn tic.
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Ilinh 20: Mdn hinh danh sdch ban hdnh bdn diAn fi Trich luc khai tn
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Ilinh 21 Mdn hinh d6ng ddu ban hdnh bdn diQn tu Trich lttc khai tti
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Ilinh 22; Mdn hinh ket ,iii tdi tlSB token dd d5ng diiu bdn diSn tu Trich luc khai t*
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Ilinh 23: File bdn diQn tu Trich lttc khai tn sau khi drqc ban hdnh

o. Mqtc ilich, i,nghia crta ch*c nd.ng:

Chr?c nlng niiy cho ph6p Vdn thu LIBND dugc giao thAm quy€n thUc hiQn <I6ng d6u diQn

tri ban hdnh Trich luc khai tu beng usb token cta Ban co y6u.
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Otii tuqng st dr,rng: Vdn thu

b. Cttc buhc thyc hiQn:

Bufc 1: Ngudi su dpng thyc hiQn ildng nhfp vdo hQ thi5ng "HQ th6ng khai sinh dign tri"

theo link: https://khais inhdientu.moi.eov.vn bing tdi khoin tcy si5 lsri dpng 0l tdi khodn

ky sri tan hanh ban tliQn tri da tlang ky vdi Sd Tu ph6p).

Bufc 2: Chon mr,rc "Deng kf khai tt" >> "Ban hdnh b6n diQn tri Trich luc khai tri"

Bufc 3: Nhfp th6ng tin tim ki6m hii so cdn d6ng d6u ban hdnh bin ttiQn tri.

Bufc 4: Tai danh c6c hd so cAn d6ng dAu ban hdnh bin tliQn ttr chqn s6ch cQt D6ng d6u

>> nh6n nrit KY sii.

Bufc 5: Ngudi sri dung thuc hipn mQt trong c6c thao t6c sau:

khai tt. H€ th6ng sE li6n k6t md giao diQn hinh inh Trich luc khai tri dE duo. c lSnh

<t4o UBND ky s6, ngudi dtng st dgng usb token ky s6 cria Ban co y6u d6:

o Thlrc hiQn D6ng dAu. Nh6n mit chon vi tri kj s6 >> Chqn vi tri tlii giin 6nh con d6u

cta co quan >> Nh6n nrit Kj s6 >> Nhap mQt khAu usb token >> Nh6n OK >>

tttrin Uoan thenh >> Nh6n OK

o Khi d6 file kf s6 sE duoc g6n nnh con d6u diQn tri cria co quan UBND. Hd so

kh6ng hiiin thi d danh s6ch h6 so ban hdnh ban ttiQn tri Trich lgc khai. tt md tlugc

chuyiin sang danh s6ch d[ng kj khai tri. Tr4ng th6i kf s5 cria hti so d mdn hinh

danh srich dAng ky khai tu duoc cfp nh{t thanh "De ban hinh" vd hiiin th! file lcj

s6 A 
"Ot 

O-h s6ch file cta hd so v6i t€n file h mA h6 so_Sign.pdf (vi dg:

98230338_Sign.pdf)

nh6n nrit D6ng di5 dOng mdn hinh kli s6.

Chti j,: DA dnh chfr bj, dugc gdn vdo file pdf duqc dzp thi ngudi s* dung n€n thvc hi€n
;,

x6a anh n?n cia anh chir kj, trudc khi s* d4ng trong vi€c cdu hinh dnh chrt bj, A thiAt bi

bi, sd usa token

c. Ctic trudng hqp ngoqi lQ (6i):



d Ctic chicc ndng ,finh hudmg sau khi thqc hiQn linh ndng: N/A

4.3. Hnimg ddn cdi toot USB k! s6 cia Ban co ydu:

Tham kh6o t€n link:

https ://acc group.vn/huons-dan-cai-dat-chu-ky-so-vgca/

https://caJLov.vn/

h L lca ov.vn/web/ t/video-huon -dan-cai-dat-su-dun



s. PHULUC

N/A


