BQ TU PHAP CONG HOA XA HOI CHU NGHIA VIET NAM
- Déc 1dp - Tw do - Hanh phiic

S6: 2721 /BTP-HTQTCT Haé Ngi, ngay 30 thdng 6 ndm 2023
V/v cap ban dién tir Gidy khai sinh,
Trich luc khai tir thuc hién lién théng
thu tuc hanh chinh.

Kinh giri: Uy ban nhin dén tinh/thanh phd truc thudc Trung uong

Thyc hién Chi thi s 05/CT-TTg ngay 23/02/2023 ciia Thi tudng Chinh
pht Tiép tuc ddy manh trién khai Dé én phat trién umg dung dir liéu vé dan cu,
dinh danh va xdc thuc dién tir phuc vu chuyén doi sé quoc gia giai doan 2022 -
2025, tém nhin dén ndm 2030 (Dé an 06) tai cdc bg, nganh, dia phuong nam
2023 va nhitng ndm tiép theo; Két luan cia Pho Thi twéng Chinh phu Trén
Hong Ha tai cudc hop ngay 10/02/2023 vé tinh hinh trién khai D& 4n 06 vé viéc
trién khai mét sé nhiém vu thuc hién D& 4n 06 (Thong bao sb 36/TB-VPCP
ngay 19/02/2023); chi dao cia Chinh phii, TS cong tac trién khai P& an 06/CP
cia Chinh phu vé viéc mé& rong trién khai Phan mém dich vu cong lién thong
trén toan quécl, B6 Tu phap dd nghién ciru bd sung, hoan thién chirc nang tao
lap ban dién tu Giéy khai sinh, Trich luc khai tir khi thuc hién viéc ding kv khai
sinh, déng ky khai tir (mé&i) trén Phin mém ding ky, quan Iy ho tich dién tir
ding chung dé chuyén cho Phin mém dich vu coéng lién thong thuc hién lién
théng dién tr d6i véi 2 nhém thi tuc hanh chinh (TTHC): Piang ky khai sinh,
ding ky thudmg tri, cdp thé bao hiém y té cho tré dudi 6 tudi; Ping ky khai tir,
x0a ding ky thudng tra, trg cAp mai ting phi va trién khai thi diém tai cdc co
quan ding ky hd tich trén dia ban thanh phé Ha Noi va tinh Ha Nam.

Pé chu dong chuan bi tdt cac diéu kién trién khai thuc hién lién thong 2
nhém TTHC lién quan dén ding ky khai sinh (PKKS), ding kv khai tr (PKKT)
trén pham vi toan quéc theo chi dao cia Chinh pht tai Cong vin sb 3649/BC-
VPCP ngiy 23/5/2023 cia Vin phong Chinh pha; Théng bao sb 2880/TB-
TCTTKPA ngay 04/5/2023 cta T4 cong tac 06/CP (du kién trong thang 7/2023)
hiéu qua, déng bo, thdng nhit trén toan qudc, B4 Tu phap dé nghi Uy ban nhan
dan tinh, thanh phé tryc thudc Trung wong chi dao S& Tu phap, UBND cic cép

trén dia ban quan tAm chi dao trién khai thuc hién mét s6 ng1 dung sau:

! Cong van sb 3649/BC-VPCP ngay 23/5/2023 cua Van phong Chinh phu; Théng béo s6 2880/TB-TCTTKPA
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1. B tri trang thiét bi, ha ting k¥ thuit dé dap g yéu ciu thure hién vide
lién thong TTHC, nhét 14 viéc bd tri trang thiét bi co ban phyc vu giai quyét
TTHC trén mdi trudng dién tir nhu: méy scan, thiét bi ky s6 déky s6 ban dién ti
Gidy khai sinh, Trich luc khai tir.

Déy manh viéc tuyén truyén, huéng din ngudi din, ning cao nhan thirc,
k¥ nang thuc hién TTHC truc tuyén, thire hién lién thong TTHC; huy déng cac
ngudn luc tai chd phu hop dé hd tro ngudi dan thuc hién TTHC.

2. S& Tu phap lam dau mdi, chi dong phdi hop véi cic S&, nganh, co
quan lién quan trién khai tap huén, hudng din viéc tao 1ap ban dién tir Gidy khai
sinh, Trich luc khai tir trén Phin mém ding ky, quan Iy h6 tich dién tir phuc vu
lién thong 2 nhém TTHC tai dia phwong; huéng din cac thao tic k§ thuat, tao
tai khoan ngudi ding trén Hé thong dang ky, quan 1y hé tich dién tir cho nguoi
¢6 thdm quyén ky gidy to hd tich (theo tai liéu huéng dan gii kém); cir cong
chirc ¢6 trinh d6 phy hop 1am diu mdi tham gia nhém k¥ thuit dé tdng hop
nhimg vudng mic, huéng din hd trg ngudi ding cia dia phuong; ...

3. Chi dao cac co quan ding ky hé tich trén dia ban trién khai thyc hién
theo dung Tai liéu huéng dan do Bo Tur phap cung cép; S¢ Tu phap téng hop,
phan anh kip thi nhitng khé khin, vuéng méc trong qua trinh thwe hién tai dia
phuong béo cio vé Bo Tu phép (qua Cuc Hb tich, qudc tich, chimg thyc) dé
phéi hop thio g&, xu 1. '

Bo Tu phap trao d6i dé Uy ban nhén dén tinh/thanh phd trwe thudce Trung

wong chi dao thuc hién./.

(Gui kém Tai liéu thuc hién danh cho cong chire lam cong tic ho tich)

Noi nhin: TL. B) TRUONG
- Nhu trén; C TRUONG

- Té cong tac trién khai Dé an 06 Chinh phy;
- B3 trudmg (dé bao cio);

- Thir truémg Mai Luong Khoi (d¢é b/céo);

- Thir truémg Nguyén Thanh Tinh (dé bicdo);
- Viin phong B§ (dé phoi hop thuc hién);

- Cyc CNTT (de phoi hgp thuc hién);

- Cong TTDT Bj Tu phap (dé ding tai);

- SO Tu phép céc tinh, thanh phé truc thuge
Trung wong (dé thyc hién);

- Luu: VT, HTQTCT.

UQC TICH, CHUNG THUC



TAI LIEU HUGNG DAN SU DUNG

TAO LAP, TRINH KY, KY SO BAN PIEN TU GIAY KHAI SINH,
TRICH LUC KHAI TU PHUC VU LIEN THONG TTHC

Théang 06/2023
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1. GIOI THIEU

L.1. Muc dich va y nghia cia Tai liéu:

Tai liéu nay dugc xdy dung nham hudng din ngudi ding hiéu va sir dung dugc cac

tinh ning (bd sung) ciia hé théng dang ky, quan Iy ho tich trong viéc tao lap, ky sb, ban
hanh ban dién tir Gidy khai sinh, Trich luc khai tir.

1.2. Phamvidp dung:

Tai lidu nay tap trung mé ta cdc chirc nang ky sé Gidy khai sinh, Trich luc khai tir

tai co quan dang ky ho tich, phuc vu lién thong TTHC li€n quan dén DKKS, PKKT

1.3. Cdc thudt ngi va tic viét tit

Thuét ngix . Dinh nghia Ghi chu
CSYT Costyté
BHXH Bao hiém x4 hoi
BHYT Bao hiém y té
TTHC Tha tuc hanh chinh
DKKS Diang ky khai sinh
DKKT Dang ky khai tu
BCY Ban co yéu
CCHT Cong chirc lam cdng tac hd tich
PM DVCLT Phap mém Dich vu cong lién thong
BTP B Tu phap
UBND Uy ban nhan dén




1.4. Cau tric Tai liéu:

Phén 1. Giéi thiéu: Gidi thiéu myc dich, y nghia, pham vi, cic thudt ngir va tir viét tit,
céu tric Tai liéu

Phén 2. Tong quan vé chirc niing b sung: Cac thong tin tbng quat vé ndi dung cia Tai
liéu.

Phén 3. Gigi thiéu cac chirc ning bd sung ctia Hé théng dang ky, quéan ly hé tich.

Phin 4. Huéng din sir dung céc chirc ning d4 nédu trong Phén 3

Phin 5. C4c Phu lyc st dung trong hé théng (néu c6)



2. TONG QUAN VE SAN PHAM

2.1. Téng quan vé sin phim

»  Hé théng hd trg nguoi ding thuc hién ky s6 cta hd so khai sinh, khai tir va dinh

keém tra két qua ky sb vao danh sach file dinh kém & man hinh danh séch.
»  Viéc truy cédp va khai thac thong tin duge bdo mét tiy theo vai trd, nhi€ém vu clia
tirng thanh vién, dam béo an toan vé cac théng tin cin bao mat
2.2. Diu mbi hé trg, hudng din siv dung

— Trong qua trinh thuc hién, cic vén dé vé thao tac lién quan dén san phdm/tng dung,

ngudi ding lién hé dén diu méi sau:
— HO TRGKY THUAT: 1900.8888.24 (Nhanh 1)

— HO TRG NGHIEP VU: (024) 62.739.720

2.3. Cadc npi dung khdc:

~ Yéu céu tbi thiéu ddi v6i ngudi sir dung: Ngudi str dung biét sir dung may vi tinh c6
kién thuc tin hoc vin phong, di dugc tip huan/bdi duémg nghiép vu hd tich theo quy
dinh.

— May tinh c6 két ndi mang internet bn dinh, tdt nhit 1a maéy tinh sit dung riéng cho viéc

dang ky, quan ly h tich

— Trinh duyét sir dung tét nhit 1a Chrome phién ban tir 100 tré 1én



3. GIOI THIEU CAC CHUC NANG
3.1. Cac chiec nang trong Phan hé khai sinh dién tir:
I |Chuyénkys® | Trinh lanh dao UBND ky sé Gidy khai
khai sinh
sinh
2 | Ky sbkhaisinh | Thyc hién ky s Gidy khai sinh Pho Ch tich/ Cha
tich UBND
3 | Dong daubanky | Thyc hién dong dau dién tir ban ky s6 | Van thu
s0 khai sinh Gidy khai sinh

3.2. Cdc chirc nang trong Phin hé hf tich dién tir:

Trinh lanh dao UBND ky sé Trich lyc | C0ng chirc lél_m '
1 khai tir cdng tac hd tich
khai tir
5 Ky sb trich luc Thuce hién ky s Trich luc khai tir Pho Chi tich/ Cha
khai tir tich UBND
Pong ddu ban ky | Thyc hién déng du dién ti ban ky s6 | Van thu
3 | sotrich luc khai | Trich luc khai tir
tur




4. HUGNG DAN SU DUNG CAC CHUC NANG HE THONG:

4.1. Phdn hé Khai sinh dién tir

4.1.1. Chuyén ky sé Gidy khai sinh
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Hinh 1: Chirc ndng chuyén ky sé Gidy khai sinh dién nr



Ban xkc nhin fils ki 38
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Hinh 2: Man hinh xdc nhdn chuyén pdf ky s6 Gidy khai sinh dién ti.
a. Muc dich va y nghia cia chirc nang

Chirc ning ndy cho phép ngudi sir dung thuc hién chuyén file dir liéu ky s6 sang dang pdf
d& thuc hién trinh lanh dao UBND ky sé.

Déi turgng sir dung: Cong chirc 1am cbng tac hé tich
b. Ciac buwéc thye hién

Buée 1: Ngudi str dung thuc hién ding nhép vao hé théng “Hé théng khai sinh dién tu”
theo link: https://khaisinhdientu.moj.gov.vn

Bwdc2: Ngudi sir dung thue hién chon menu “Danh sach khai sinh dién ta”



Bwdéce 3: Nguoi sit dung nhap cac thong tin tim kiém bo so cn in ban khai sinh dién tir.

Chii y: Chirc ning chuyén ky s khai sinh chi hién thj v6i nhimg hd so & trang théi la
“Hoan Thanh” d3 thuc hién xong nghiép vu PKKS, cip sé dinh danh ca nhéan va liru
chinh thirc, trang thai ky duyét 1a “Chua trinh ky s6”

Buwde 4: Tai man hinh danh sach cac hd so, Ngudi str dung nhin vao nat Xt ly 2 ,
chon chirc ning “Chuyén ky s khai sinh”.

Budc 5:

Nhén nit Xac nhén dé xac nhan chuyén trinh ky sb khai sinh t6i 1anh dao UBND.

Khi d6 hd so s& duge chuyén sang man hinh chire ning ky s khai sinh & muc Chirc ning
chinh >> Ky s ban dién tir Gidy khai sinh.

Trang théi ky s6 ciia hd so & danh sach khai sinh dwoc cdp nhat 1a Cho ky sé

Nhén niit Hily d¢& d6ng man hinh chuyén ky sb khai sinh trong trudng hop chua muén
thuc hién trinh ky sb ban Giéy khai sinh téi 1anh dao UBND

c¢. Cic treomg hop ngoai 1§ (16i): N/A
d. Cic chirc ning anh hwrdémg sau khi thyc hién tinh ning: N/A

4.1.2. Ky sé Gidy khai sinh dign tir
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Hinh 3: Man hinh danh sdch hé so can ky s6
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Hinh 5: Man hinh ky sé Gidy khai sinh



Ban cd chic chan mudn tir chdi ky s6 2
Mhip Iy do tir chdi ky s6

Hinh 6: Man hinh tir choi ky sé
a. Muc dich, y nghia cua chirc ning:
Chire ning nay cho phép Lanh dao UBND dugc giao thim quyén (CT/PCT) thyc hién ky
s6 Gidy khai sinh bang usb token cia Ban co yéu.
Déi trong st dung: Lanh dao UBND

b. Cdc budc thyc hién:

Burée 1: Ngudi sir dung thue hién diing nhép vio hé théng “Hé thdng khai sinh dién ti”

theo link: Attps.//khaisinhdientu.moj.gov.vn bing tai khoan ky sé. Céc don vij chit dong

dang ky 01 tai khoan ky sb véi S& Tu phép.

Biréc 2: Chon muc “Chirc nang chinh >> Ky sb ban dién tir Gidy khai sinh™,

Buéc 3:- Nhap théng tin tim kiém hd so cin ky sd. |

Budre 4: Tai danh sach hd so can ky sb chon cot Xit Iy >> nhén nat Ky s6 khai sinh.
Bwée 5: Ngudi sir dung thuc hién mét trong cac thao tac sau:

> Nhin nut Ky dién tir dé thuc hién ky sb trong truong hop thiy hd so DKKS day
du, hop 18, ding quy dinh phap luat. Hé théng s& lién két mo giao dién hinh anh

Gidy khai sinh, ngudi ding sir dung usb token ky s6 ciia Ban co yéu:

o Thuc hién ky s6: Nhan nit chon vi tri ky s6 >> Chon vi tri dé gén anh chir ky >>
Nhén nut Ky sb >> Nhép mat khau usb token >> Nhéan OK >> Nhén Hoan thanh



o Khi d6 file ky sb s& dugc gin anh chix ky dién tir. H5 so khéng hién thj & danh
sach hd so chir ky sé ma duge chuyén sang danh sach hd so ban hanh ban dién tir
khai sinh cta van thu. Trang théi ky s6 ctia hd so & man hinh danh sach hd so khai
sinh dugc cdp nhat thanh “Pa ky sé ché ban hanh”.

» Nhén nit Tir chdi dé tir chdi ky sb trong truong hop thiy hd so, Gidy khai sinh
chua ddm bao diy du, hop 1. Hé théng hién thi man hinh nhip 1y do tir chdi, ngudi
dung nhép 1y do tir chdi rbi nhan nit Péng y dé tir chdi ky s6 hé so, Gidy khai sinh.

»  Sau khi lua chon va hoan thét cac thao tac ky s&/ nhdp Iy do tir chdi ngudi st dung
nhén niit Péng d& dong man hinh ky sb.

Chii y: Dé danh chit ky dwoc gdn vao file pdf dwgc dep thi nguoi sir dung nén thuc hién
x6a anh nén ciia dnh chit ky trude khi sir dung trong viée cdu hinh dnh chit ky ¢ thiét bj
ky s6 USB token. Céu hinh d6 cao dnh Ia 50 va dé réng la 100

c. Cic truong hgp ngoai I¢ (16i):

’

- May tinh chua cai ky sb
- May tinh chua céu hinh chir ky s ¢4 nhén

Ky W arde v, oo X
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Hinh 7: Man hinh Léi khi mdy chwa cdu hinh chit ky sé cd nhan

- May tinh chua cim usb token ky s6
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Hinh 9: Li mdy tinh khéng ldy duoc thong tin ky s6
d. Cdc chirc ndng anh hwong sau khi thwc hién tinh ning: N/A

4.1.3. Ban hanh bin dién tir Gidy khai sinh dién tir.
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Hinh 10: Danh séch hé so cho ban hanh ban dién tir ky s6 Gidy khai sinh

Hinh 11: Man hinh ban hanh ban dién tu Gid’y khai sinh dién tir
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Hinh 12: Man hinh doéng déau dién tir dé ban hanh bdn Gidy khai sinh dién nr
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Hinh 13: Hinh dnh bn Gidy khai sinh dién tir duoc déng ddu dién tir

a. Muc dich, y nghia ciia chirc ndng:




Chirc ning nay cho phép Van thu UBND, ngudi dugce giao thim quyén thue hién déng

dAu dién tir va ban hanh ban dién tir Gidy khai sinh bang usb token ctia Ban co yéu.
Péi tugng sir dung: Vin thu
b. Cdc budc thiec hién:

Budc 1: Ngudi sit dung thuc hién ding nhip vao hé théng “Hé thf‘)ng khai sinh dién ti”
theo link: https://khaisinhdientu.moj.gov.vn bing tai khoan ky 56 (sur dung 01 tai khoan

ky sb ban hanh ban dién tir 44 ding ky vdi S& Tu phap).

Bude 2: Chon muyc “Chirc ndng chinh” >> “Ban hanh ban dién tr Giéy khai sinh”
Buwée 3: Nhép thong tin tim kiém hé so cdn dong d4u ban hanh.

Buéc 4: Tai danh sich hd so Gidy khai sinh dién tir chd ban hinh chon cot Pong diu >>
nhén nit Ky so.

Burdre 5: Nguoi sir dung thyc hi€n mdt trong céc thao tac sau:

» Nhin nit Péng diu dé thuc hién dong ddu dién tr va ban hanh ban dién t Gidy
khai sinh. Hé thong s& lién két m& giao dién hinh anh Gidy khai sinh da dugc lanh
dao UBND ky s6, ngudi diing sir dung usb token ky s6 ciia Ban co yéu dé:

o Thuc hién Déng d4u. Nhén nit chon vj tri ky $6 >> Chon vi tri dé gén anh con ddu
ctia co quan >> Nhén nut Ky sb >> Nhédp mét khéu usb token >> Nhén OK >>

Nhén Hoan thanh >> Nhén OK

o Khi d6 file ky s s& dugc gin anh con déu dién tir ciia co quan UBND noi nguoi
dan thyc hién ding ky. HS so khong hién thi & danh sach hd so ché ban hanh ban
dién tir ky sd nita. Trang théi ky sb ciia hd so & man hinh danh sach ding ky khai
sinh dugc cép nhit thanh “P4 ban hanh” va hién thi file ky s6 & ¢ot Danh séch file
cia hé so véi tén file 1a “ma hé so_Sign.pdf” (vi du: 98230338 _Sign.pdf)

»  Sau khi lya chon va hoan thit cic thao tac ky s6 ngudi sit dung nhén nit Péng dé
déng man hinh ky sb.

Chii y: Dé anh con ddu dige gin vao file pdf duoc dep thi ngudi sir dung nén thuc hién
xoa dnh nén cua anh con ddu trude khi sir dung trong viéc cdu hinh anh chir ky ¢ thiét bi

ky 56 USB token. Cdu hinh dé cao dnh Ia 120 va dg réng 1a 120



c. Cdc tricomg hgp ngogi I (16i):

d. Cdc chirc ning anh hiréng sau khi thiec hi¢n tinh ndng: N/A

4.2. Phan h@ Hp tich dign tir

4.2.1. Chuyén ky sé Trich luc khai tér
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Hinh 14: Man hinh chuyén ky sé trich luc khai tie
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Hinh 15: Man hinh ban pdf chuyén ky sé trich luc khai tic
a. Muc dich, y nghia cia chirc nang

Chirc niing nay cho phép ngudi sir dung thuce hién chuyén file dit lidu ky s6 sang dang pdf
dé thu_c hién trinh lanh dao UBND ky Trich luc khai tir ban dién tur.

Péi trong st dung: Cong chirc 1am cong tac ho tich
b. Cdc buoc thiee hi¢n

Buwéc 1: Ngudi st dung thuc hién dang nhap vao hé théng “Hé théng théng tin Quan ly

ho tich” theo link: Attps://hotichdientu.moj. gov.vn/

Buwéc 2: Chon menu “Déang ky khai tir”
Buréc 3: Chon menu “Danh sach ding ky khai ta”

Buwéc 4: Nhap thong tin tim kiém ho so cAn chuyén ky Trich luc khai tir ban dién tr



Buéc 5: Tai man hinh danh sich nhén nat Tn, ® chon chirc nang “Chuyén ky sé trich

tuc khai tr”
Chii y: Chirc ndng chuyén ky s6 khai ti chi hién thi voi nhitng ho so & trang théi la
“Hoan Thanh”, trang thdi ky duyét I “Chua trinh kp s6”
Biréc 6:

Nhén nit Xdc nhin dé xac nhin chuyén trinh ky s Trinh luc khai tir t¢i 13nh dao UBND
khi hd so Trich lyc khai tir hop 18.

- Khi d6 hd so s& duge chuyén sang man hinh chirc nang “Ky sb trich luc khai tir”.
- Trang thai ky s ctia hd so & danh sach khai tir dugc cip nhat 1a Cho &y s6.

Nhén nat Hiy d& déng man hinh chuyén ky s6 khai tir khi ngudi ding chua muén trinh
ky t6i 1anh dao UBND.

¢. Cdc trwong hop ngoai I¢ (16i): N/A
d. Cidc chirc ndng dnh hudng sau khi thuc hién chirc ndng: N/A
4.2.2. Ky 58 Trich luc khai tit di¢gn tir
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Hinh 16: Man hinh danh séch ky sé khai tir
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Hinh 17: Man hinh ky 56 Trich luc khai tir
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Hinh 18: Man hinh ky sé ctia usb token

B 1y do tir choi o] X |

Ban 6 chic chan mudn tir chéi ky sb ?
Nhdp i do tir chéi ky s6

Hinh 19: Man hinh tir chéi ky sé Trich luc khai tir

a. Muc dich, y nghia ciia chirc ndng:

Chirc ning néy cho phép Lanh dao UBND dugc giao thdm quyén (CT/PCT) thure hién ky

s6 Trich luc khai tir bing usb token ctia Ban co yéu.
Péi twong sir dung: Cong chirc 1am cbng tac ho tich -

b. Cdc bwoc thirc hign:



Buée 1: Ngudi sit dung thuc hién dang nhép vao hé théng “H¢ théng thong tin Quan Iy
hd tich” theo link: https.//hotichdientu.moj.gov.vn bang tai khoan ky sé. Céc don vi chi
dong dang ky 01 tai khoan ky sé véi S& Tu phép.

Budrc 2: Chon menu “Diang ky khai tir”

Buéc 3; Chon menu “Ky s6 trich luc khai tir”

Budérc 4: Nhép thong tin tim kiém hd so cin ky sb

Buéc 5: Tai danh sach khai tir, Ngudi st dung nhén niat Ky s6. Hé théng hién thj man
hinh ky sé Trich luc khai tir

» Nhén nut Ky dién ti: D& thuc hién ky sb trong truomg hop hd so PKKT ddy du,
hop 1€, dung quy dinh phap luét. H¢ théng s& lién két mé giao dién hinh &nh Trich
luc khai tir, ngudi ding sir dung usb ky s6 ciia Ban co yéu thuc hién ky sé

o Nhin nit Chon vi tri ky s6 >> chon vj tri gén anh chir ky s6 >> Nhén nit Ky s6
>> Nhap mét khéu usb token >> Nhén OK >> Nhén Hoan thanh

o Khi d6 file ky sb s& duoc gin anh chit ky dién tir. Hb so khéong hién thj & danh
séch hd so chdy ky s nira ma chuyén sang man hinh Danh sach hd so Ban hanh
ban dién tir Trich luc khai tir. Trang thai ky sé ctia hd so & man hinh danh sach hd
so khai tir dugc cdp nhét thanh “D3 ky sb cho ban hanh”.

»  Nhién nat Tir chdi: Dé tir chéi ky s trong tnromg hop thiy hd so Trich luc khai tir
chua dam béao ddy du, hop 1&. Hé thong hién thi man hinh nhép ly do tir chdi, ngudi
ding nhép 1y do tir chéi >> Nhén nit Péng y dé tir chéi ky s6

»  Sau khi lya chon va hoan tit cac thao tac ky sb/nhap 1y do tir chdi nguoi ding
Nhin mit Péng dé dong man hinh ky sé.

c. Cdc trwong hgp ngogi I¢ (16i):
- Tham khéo muc céc trudng hop ngoai 16 ciia ky sb Gidy khai sinh dién t;

d. Cdc chirc ndng dnh huwdng sau khi thuc hién chirc ning: N/A

4.2.3. Ban hanh bin dién tir Trich luc khai ti dién .
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Hinh 20: Man hinh danh sich ban hanh ban dién tir Trich luc khai tw
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Hinh 21: Mén hinh dong ddu ban hanh ban dién tir Trich luc khai tir
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Hinh 23; File ban dién tw Trich luc khai tir sau khi duwoc ban hanh

a. Muc dich, y nghia cia chirc ning:

Chirc ning nay cho phép Vian thu UBND dugc giao thim quyén thuc hién déng déu dién

tir ban hanh Trich luc khai tir bing usb token cta Ban co yéu,



Déi trong sir dung: Viin thu

b. Cidc budc thirc hién:

Bwée 1: Ngudi st dung thuc hién dang nhép vao hé théng “Hé théng khai sinh dién tir””
theo link: https:/khaisinhdientu.moj.gov.vn bang tai khoan ky sé (sir dung 01 tai khoan

ky s6 ban hanh béan dién tir da dang ky véi S& Tu phép).
Bwée 2: Chon muc “Pang ky khai ti” >> “Ban hanh ban dién tr Trich luc khai tir”
Buéc 3: Nhip thong tin tim kiém hé so cin dong déu ban hanh ban dién ti.
Buwée 4: Tai danh cac hd so cin dong diu ban hanh béan dién tir chon sach cot Pong déu
>> nhén nit Ky sé.
Buée 5: Ngudi sir dung thue hién mét trong céc thao tac sau:
>  Nhén nat Péng diu dé thuc hién déng diu dién tir ban hanh ban dién tir Trich luc
khai tir. Hé théng sé& lién két mé giao dién hinh anh Trich luc khai tir da dugc lanh
dao UBND ky sb, ngudi ding sir dung usb token ky sé ciia Ban co yéu dé:
o Thuc hién DBong d4u. Nhén niit chon vi tri ky s6 >> Chon vi tri dé gén anh con d4u
cia co quan >> Nhin niat Ky sé >> Nhép mét khiu usb token >> Nhén OK >>
Nhén Hoan thinh >> Nhén OK
o Khi d6 file ky sb s& dugc gin anh con diu dién tir ciia co quan UBND. Hb so
khong hién thi & danh sach hé so ban hanh bén dién tir Trich luc khai tir ma dugc
chuyén sang danh sach ding ky khai tir. Trang thai ky s ctia hé so & man hinh
danh sich dang ky khai tir dugc cép nhat thanh “D4 ban hanh” va hién thj file ky
s6 & cOt Danh s4ch file cha hd so v6i tén file 1a ma hd so_Sign.pdf (vi dy:
98230338 Sign.pdf)
»  Sau khi lya chon va hoan thit cac thao tac ky s6/ nhép 1y do tir chdi ngudi sir dung
nhén nit Péng dé déng man hinh ky sb.
Chii y: Dé anh chit ky diege gin vao file pdf dwoc dep thi nguoi str dung nén thirc hién
x6a dnh nén ciia anh chir ky trude khi sir dung trong viéc cau hinh dnh chit ky & thiét bj

ky s6 USB token

¢. Cdc trueong hop ngoai l¢ (Igi):



d. Cdc chirc ndang anh huwong sau khi thurc hién tinh ndng: N/A

4.3. Huwomg dén cai tool USB ky sé ciia Ban co yéu:
Tham khéo trén link:

https://accgroup.vivhuong-dan-cai-dat-chu-ky-so-vgca/

https://ca.eov.vi/

https://ca.gov.vi/web/guest/video-huong-dan-cai-dat-su-dung




5. PHU LUC

N/A



