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I. MO DAU

I.1.  Muc dich tai liéu

Tai liéu nay huéng dan can bo Pang, bi thu, pho bi thu, iy vién quan 1y tai
chinh dang (Sau day goi tat 1a can bd) tai td chirc Bang cach sur dung hé thong dé
ndp cac ho so thu tuc hanh chinh vé thu tuc hanh chinh PBang trén méi truong
dién tir

1.2. Phamvi

Tai li¢u hudng dan str dung cac chirc nang lién quan dén vai tro cua can bd
dang, bi thu, pho bi thu, Uy vién quan ly tai chinh dang thuc hi¢n cac cong tac
ndp ho so.

1.3. Cach sir dung

Tai liéu hudng dan nguoi dung thuc hién theo ting budc trén thuc té tuong
ung véi ting muc cua tai li¢u.

I.4.  Cac quy wéc danh may

Font chitr 13 Times New Roman

I.5. Tailiéu lién quan

Khong
1.6. Giai thich tir ngir va cac chir viét tat
Thuit ngir Y nghia
URL
domain
THU  TUC
HANH CHINH




II. TONG QUAN

I1.1. Pang nhap
Budce 1: Truy cap vao link: https://dichvucong.dcs.vn/web/home
C (= i rebone Aaw &0 @
HE THONG THONG TIN P
“ GIAI QUYET THU TUC HANH CHiNH CUA BANG A'niinn |

KET NOI - MINH BACH - HIEU QUA

Dang thyc hién thil tyc hanh chinh nhanh chong, thuan tién

Thu ndp Dang phi Chuyén sinh hoat Dang chinh thirc

%

Lay y ki€n nhan xét ciia chi dy, chi b dai véi dang vién cta minh thyc
Chuyén sinh hoat Dang tam thai hién nhiém vy noi cu tri

7 Buoc 2: Bang vién chon nut [Qéng nhap] dé nhap tai khoan, mat
khau qua vneid, chon [Pang nhap] dé truy cap trang chirc nang cua hé
thong.

B8O CONG AN

©ang nhap VNelD

I1.2. Menu h¢ thong
I1.2.1. Menu h¢ thong ndp ho so cia Pang vién
Menu chtrc ndng dugc thiét ké bén trai giao dién man hinh nhu sau:

- Pang vién chon co quan tiép nhan

- Chirc nang hién thi théng tin nguoi dé nghi

- Dang vién khai bdo thong tin to khai theo thu tuc hanh chinh
- Chtic nang xem lai hd so va ndp


https://vptw-dichvucong.vnpt.vn/web/home

o Théng tin co quan ti€p nhan
Pang thuc hién

Thong tin nguoi dé nghi

Chua thuc hién

Thong tin to khai
Chua thuc hién

Xem lai h6 so va nop
Chua thuc hién

I1.3. Thoat khéi hé thong

Budce 1: Click chon nut tai khoan Pang vién & goc phai phia trén
man hinh

Budc 2: Chon nit Pang xuat

Dich vu cong cua toi

Dang xuat

I1I. HUONG DAN NOP HO SO
I11.1. TTHC Thu, ngp diang phi

Thao tac 1: Pang vién tw khai b4o hé so dang phi cho bang than

Bueée 1: Truy cdp man hinh khai bdo hé so



Thu nép Déng phi X

K& khai thang tin thu ndp Ding phi

Np Ding phi Déng déng phi

K& khai thang tin thu ndp Ding phi ho. o 15

Nop Ding phi

Tt trang chu, Dang vién bam vao thé "Thu nop Dang phi". Pé thuc hién khai bao
h6 so dang phi cho ban than, dang vién nhan “Nop ho so” tai phan muyc “Ké khai
thong tin thu nop dang phi”

Buwoc 2: Chon hinh thirc khai bao

HE THONG THONG TIN ayén Thi Ngoe An
“ GIAI QUYET TH TUC HANH CHINH CUA DANG B e Titieln

@ TRANG CHU  HUONG DAN SUF DUNG

Trangchd [ Thi tyc hanh chinh

Thu, ndp Dang phi

° Hinh thirc khai bao Hinh thirc khai bao

Bang thuc hign

,  Thongtinidknai
Chua thyc hién

(@ Khai théng tin cho ban than Khai hd cho can b dang vién khic

Xem lai h 50 va ndp
Chua thye hign

Hé théng hién thi giao dién dang vién chon hinh thirc khai bao ho so, hé théng tu
dong mac dinh chon hinh thire khai bao twong duong phan muc ngudi dung lya
chon ké khai tai budc 1.

Budce 3: Nhdp thong tin to khai dang phi




HE THONE'I'H[‘]NETIN
@Al QUYET THU TUC HANK CHIMH COA BlNG
. Ui Dk 5T DUMD

Thu, nép Bang phi
Q skl Thisng tin i kha
° Trangse o8 kha Thing tim diang wien
& e

o

Lo Eeag vilin e i kil 540 g 1 3 19, 3 Ty 90 St cing p hilag Tuing.
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Man hinh "Thong tin to khai" hién thi cdc nhom thong tin dé Pang vién kiém tra
va bd sung:

« Thong tin dang vién: Ho va tén, SO thé dang, Ngay sinh, Gidi tinh, Két nap
dang ngay, Chinh thirc ngay - dugc lay tu dong tir CSDL Pang vién 4.0, Pang
vién ddi chiéu voi thong tin thuc té.

* Thong tin t6 chitc dang dang sinh hoat: Tinh Gy/Thanh uy truc thuge TW,
bang bo cap :trén co s0, Bang bd/Chi bo co 56, Chi bo truc thudc - hién thi
theo dit 1i€u t6 chure hién tai cua Pang vién, dong bd tir CSHL Pang vién.
« Thong tin dang phi can dong: H¢ thong tu dong ra soat dir liéu cuia Pang
vién tai CSDL BHXH va trd vé dir 1iéu Pang phi theo diing quy dinh. Pang
vién kiém tra lai dit liéu truong ho dit liéu dang hé théng gilr nguyén tich chon
“dir liéu dung...”. Truong hop dit li€u sai hé thong s& chuyén tich chon”...” va
nhép gia tri Pang phi chinh xac. Ngoai ra 1 s0 truong hop khong cé gia tri tra
vé tr BHXH, Dang vién vui 1ong nhap dir liéu Dang phi va thuc hién cac budce
tiép theo
* Thong tin lién hé: S6 dién thoai, Email, Tinh/Thanh pho, Phuong/Xa, Pia
chi hién tai - bat budc geflp nhat day du cac truong toi thi€u 1én h¢ thong dé hé
thong gtri thong bédo két qua xur 1y.
Dang vién thuc hién ra soat va ké khai thong tin, t6i thiéu 14 cac trudng thong tin
dugc danh dau * 1a bat budc phai nhap dir liu.
Sau khi hoan tat dién thong tin, dang vién nhan “tiép theo” dé chuyén budc khai
béo tiép.



Bucoc 4: Xem lai ho so va nop

HE THONG THONG TIN
A GUVET THU TUG HANH CHINH Gl BlMg

TR UG DAk 307 DUHG

Thu, ndépBéng phi

° n thire ko Aom Bl b S0 wa nbp
° Win s eral to
o Kar LalhE a0 wi s A o ity tin e bdn shin

Tasng ta s enal

Theng lin ding visin

OM030MEaTTS

Trsdng tin 16 chuc diang dang sinh haet

Teican e eeOrgrickeg A g I o o A M LT P Rt o s S

H§ thong tong hop lai toan bd thong tin da ké khai & cac budc trude (thong tin
dang vién, thong tin to chirc dang dang sinh hoat, thong tin dang phi can dong,
thong tin lién hé) dé Pang vién ra soat lan cudi trude khi nop.

Pang vién tich chon 6 cam két "T6i cam doan nhitng ndi dung khai trén day 1a
dung sy that va chiu trach nhiém trudc phap luat vé ndi dung da cam doan cua
minh", sau d6 bdm nut "Nop hd so’ ' (goc dudi bén phai, mau do) de hoan tat viée
ndp. Nt "Quay lai" cho phép quay vé budc trude dé chinh stra néu can.

Sau khi ndp thanh coéng, hé thong hién thi thong bao kém ma ho so, hd so duoc
gri vé cho can bo xtr 1y tai don vi dé cho phé duyét, hd so ¢ trang thai "Cho...";
Pang vién c6 thé tra ciru tién trinh xr 1y hd so trén hé thong.

Thao tac 2: Pang vién Ngp dang phi cho ban than

Budc 1: Truy cdgp man hinh thanh toan



Thu nép Déng phi X

K& khai thang tin thu ndp Ding phi

Np Ding phi

K& khai thang tin thu ndp Ding phi hd

Nop Ding phi

Tt trang chu, Dang vién bam véo thé "Thu nop bang phi". Pé thyc hién ndp dang
phi, dang vién nhan “Déng dang phi” tai phan muc “Thu ndp dang phi cho ban
than”

Hé thong hién thi danh sach toan bd ky dang phi ctia dang vién da phat sinh trén
hé thong, cac ho so ¢ trang thai “Cho thyc hién thanh toan™ 1a cac ho so da duogc
phé duyét va san sang dé thuc hién thao tdc nop dang phi.
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Dang vién nhan “Thanh toan” tai hd so dang phi twong tmg, hé théng chuyén toi
man hinh giao di¢n phiéu nop dang phi

Buoc 2: Thanh toan dang phi
Hé thong hién thi man hinh giao dién phiéu nop dang phi

Théng tin ndp dang phi m

Théng tin khoan ndp
Tén ngudi ndp: Nguyén Thi Ngoc Anh

II.IIr.-.T

"L FET i "MEINIEF

Téng sé tién phai ndp: 126,000 (VND)

Chi tiét khoén ndp

STT N&i dung khoan nép Sé tién (VND)

1 Théng 4/2026 121,000 VND
Pang phi thang 4/2026 121,000

2 Théng 4/2026 5,000 VND
Badng phi Thang 4/2026 5,000

Phuong thirc thanh toan

@ Vlﬁ[.qg' Ung dung mobile quét ma VIETQR

Lich str ndp Dang phi Tiép theo —>

Déng vién ra soat va kiém tra lai gia tr1 dang phi can thyuc hién, khi dam bao gia
tr1 dang phi 1a chinh xac, nhan tiép theo, h¢ thong hién thi man hinh ma QR da
gen chinh x4c s0 tién. Pang vién thuc hién quét ma QR va chuyén khoan:

Sau khi thanh toan hoan tat, hé thong hién thi thong bao thanh toan thanh cong
va chuyén trang thai ho so dang phi ciia dang vién la da hoan thanh.

Thao tac 3: Pang vién Khai hd hd so' dang phi cho mét can b dang vién khac

Buée 1: Truy cdp man hinh khai bdo hé so



Thu nép Déng phi X

K& khai thang tin thu ndp Ding phi

Np Ding phi Déng déng phi

K& khai thang tin thu ndp Ding phi ho. o 15

Nop Ding phi

Tt trang chu, Dang vién bam vao thé "Thu nop Dang phi". Pé thuc hién khai bao
ho so dang phi cho ban than, dang vién nhan “Ndp ho so” tai phan muc “Ké khai
thong tin thu nop dang phi ho”

Buwoc 2: Chon hinh thirc khai bao

He quG THONG TIN . | @ Nguyén Thi Ngoc Anh
GIAI QUYET THU TUC HANH CHINH CUA pANG

@ TRANG CHU  HUGNG DAN SUf DUNG

Trangcht [ Thd tuc hanh chinh
Thu, ndp Dang phi

o Hinh thirc khai bao Hinh thirc khai bao

Dang thye hign

Théng tin ngudi dé nghi
Chua thyc hién

2
Khai thong tin cho ban than @ Khai hd cho can b dang vién khac

Théng tin dang vién
Chua thyc hign

Xem lai ho so va nop
Chua thyc hign

Tiép theo -

Hé théng hién thi giao dién dang vién chon hinh thirc khai bao hd so, hé théng tu
dong mac dinh chon hinh thire khai bao twong duong phan muc ngudi dung lya
chon ké khai tai budc 1.

Buée 3: Nhdp théng tin nguoi dé nghi



HE THONG THONG TIN @® Nguyén ThiNgac Anh
GIAI QUYET THO TUC HANH CHINH COA DANG

@ TRANGCHU  HUONG DAN SU DUNG

Trangchd [ Thi tuc hanh chinh

Thu, ndp Dang phi

° Hinh thiic khai bao Théng tin ngudi dé nghi
Théng tin nguwi dé nghi Thang tin déng vién
Dang thye hién Ho va tén - Nasy sinh *
Nguyén Thi Ngoc Anh 19/05/2001

Théng tin déng vién

Chuz thye hign s&ceen

040301000715
Xem lai hd so va nop

Chuz thye hign o
Email

H¢ thong yéu cau nhap thong tin cua chinh Pang vién dang thyc hién khai ho
(ngudi dé nghi), gdm: Ho va tén, Ngay sinh, S6 CCCD, S6 dién thoai, Email
(khong bat budc), Dia chi hién tai. Cac trudong co dau (*) la bit budc. Sau khi
nhap day du, bdm "Tiép theo" dé chuyén sang budc tra ciru thong tin Pang vién
can khai ho.

Buoc 4: Tra curu va nhdp thong tin to khai dang phi cua dang vién dwoc khai ho



HE THONG THONG TIN Nauyén Thi Ngac Anh
“ GIAI QUYET THU TUG HANH CHINH CilA BANG @) Mol asean

(3 Dich vu cdng cia tai —
@ TRANG CHU HUGNG DAN SU DUNG <@ Dang xust

Trang chli / Thi tyc hanh chinh

Thu, ngp Dang phi

° Hinh thirc khai bio Théng tin dang vién

Hoan thanh

" " P . ssccep~ Ho va tén Das ién * MNga h*
Théng tin ngui dé nghi o v2 tén Dang vien g3y sinl

Théng tin dang vién
Dang thirc hién

Xem lai ho 50 va ngp
Chu thyz hién

a

@ Théng bdo X
D3 tim thay théng tin dang vién!

Dang kiém tra dir liéu tir BHXH

Nguoi khai ho nhap 3 thong tin dé tra ctru bang vién can khai hd: S6 CCCD, Ho
va tén Dang vién, Ngay sinh, sau ¢6 bAm "Tim kiém". Hé thng hién thi hiéu timg
"Pang kiém tra dit liéu tir BHXH" trong lac xir 1y; khi tra ctru thanh cong, hé
théng hién thi thong bao "P3 tim thiy thong tin Pang vién!" ¢ goc trén bén phai
va tu dong dién céc thong tin ciia Pang vién dugc khai hg vao biéu mau bén duéi.
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Sau khi hé thong tra vé két qua tra ctru, nguoi khai ho kiém tra, doi chiéu cac
nhom thong tin da tu dong dién: Théng tin dang vién (Ho va tén, Ngay sinh, Gioi
tinh, Két nap dang ngay, Chinh thirc ngay); Thong tin t6 chirc dang dang sinh
hoat; Thong tin dang phi can déng (Tri gia/thang, ghi cha sb tlen bang chir) va
nhap lai thong tin lién h¢ (So dién thoai, Email). Truong hop s6 tién dong dang
phi can diéu chinh so vé6i dir liéu BHXH, nguoi khai ho nhép lai sb tién thuc té
theo dung quy dinh. Sau khi hoan tat, bam "Tiép theo" dé sang budc xem lai hd
SO.

Buée 5: Xem lai hé so va ndp ho dang phi
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Hé thong tong hop lai toan bo thong tin d3 khai & cac bude trude: hinh thire khai
béo, thong tin ngudi dé nghi (nguoi khai ho), thong tin Pang vién duoc khai ho,
thong tin t6 chirc dang dang sinh hoat, thong tin dang phi can dong va thong tin
lién h¢. Nguoi khai ho tich chon 6 cam két chiu trach nhiém vé tinh chinh x4c cta
thong tin di khai, sau d6 bam "Nop hd so" dé hoan tat. Ho so sau khi ndp chuyén
trang thai "Cho phé duyét dang phi" va dugc xtr 1y theo cung quy trinh phé duyét
nhu hd so tu khai

Thao tac 4: Pang vién nop h¢ dang phi cho mot can by dang vién khac

Budoc 1: Truy cdp man hinh thanh todn



Thu nép Déng phi X

K& khai thang tin thu ndp Ding phi

Np Ding phi

K& khai thang tin thu ndp Ding phi hd

Nop Ding phi

Tt trang chu, Dang vién bam véo thé "Thu nop bang phi". Pé thyc hién ndp dang
phi, dang vién nhan “Pong dang phi” tai phan muc “Thu ndp dang phi cho ho”

Buoc 2: Thanh toan ho dang phi
Hé thong hién thi man hinh giao dién phiéu ndp dang phi c6 dang:

“ il urrhmu Tt ke Cob CL g ) omste Ttz et
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Théng tin nop hi dang phi
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Pang vién thuc hién nhap ba trudng thong tin gdbm: Ho va tén, ngay sinh, sb
CCCD cua dang vién dugc thanh toan ho dé thyc hién 1§y du liéu.

Sau khi tim kiém dir liéu thanh cong, dang vién ra soat va kiém tra lai gi4 tri dang
phi can thuc hién, khi dam bao gia tri dang phi 1a chinh xéc, nhan tiép theo, hé
thong hién thi man hinh ma QR di gen chinh xéc sb tién. Pang vién thuc hién
quét ma QR va chuyén khoan:

Sau khi :[hanh toan hor%ln tat, hé théng hién thi thong bao thanh toan thanh cong
va chuyén trang thai ho so dang phi cua dang vién dugc nop ho 1a da hoan thanh

Thao tac 4: Pang vién thuc hién giri yéu cau hoan tién

- Béi tuong thuc hién: DPang vién

- Pham vi 4p dung: Cho phép giri yéu cau hoan tién doi véi cac ho so
dang vién da thuc hién nop dang phi thanh cong (H6 so dang phi ¢ trang théi
“Pa hoan thanh”)

- Cac buac thuc hién:

Buée 1: Péang nhdp va truy cdp hé thong

Dang vién truy cap vao duong dan: dichvucong.dcs.vn va thuc hién ding
nhap bang tai khoan VnelD di xéac thuc dinh danh mirc do 2

25 dichvucong.dcsyn/web/home At &§0 L =
HETHONGTHONGTIN 2 pangnntp
GIAI QUYET THU TUC HANH CHINH CUA DANG

® TRANG CHU HUGNG DAN SU DUNG

KET NOI - MINH BACH - HIEU QUA

Déng thyc hién thd tyc hanh chinh n

n va 18 chirc

Thu ndp Dang phi Chuyén sinh hoat Dang chinh thirc

% viecch

Lay y ki€n nhan xét cda chi ty, chi by ddi véi dang vién cla minh thyc
Chuyén sinh hoat Dang tam thai hién nhiém vu noi cu tra
1

Giao di¢n trang chu



Hodc quét ma QR bing tng
dung VNelD dé ding nhap.

Giao dién dang nhap bang VnelD
“ HE THONG THONG TIN
GIAI QUYET THU TUC HANH CHINH CUA BANG

@ TRANG CHU TN R TIT)

KET NOI - MINH BACH - HIEU QUA

Nen ta toan dién, hd t

Thu nép Dang phi Chuyén sinh hoat Dang chinh thirc

%

Lay y kién nhan xét cua chi ty, chi b ddi véi dang vién ctia minh thyc
Chuyén sinh hoat Dang tam théi hién nhiém vu noi cu tra
& b Ticar dia i thi

Giao dién sau khi dang nhap thanh cong

Buwoc 2: Truy cap vao menu chure nang

Dang vién nhan chudt vao phan thong tin tai géc phai man hinh va truy
cap vao menu “Thu tuc hanh chinh cua t6i”

HE THONG THONG TIN ) ®  Nauyén Thi Ngoc Anh
GIAI QUYET THD TUC HANH CHiNH CUA DANG

CRLTUCIVIN  HUGNG DAN SU DUNG

8 Dang xuat

KET NOI -

Nén tan

MINH BACH - HIEU QUA

Hé thong thyc hién chuyén dén man hinh menu chirc nang quan ly toan
bo ho so TTHC di phat sinh cia dang vién. Tai man hinh nay, dang vién nhan



vao menu “Thu, ndp dang phi” tai phia bén trai man hinh dé chuyén dén man
hinh chirc nang:

Théng tin tai khoan Dang vién ~
Thong tin tai khoan Dang vién
Quan Iy yéu cdu ho trg

Thu tuc hanh chinh cua téi ~
H& so da ndp
Hé so dang ké khai

H& soDang phi ~

Thu, nép Bang phi

Thu, ndp hé Bang phi

Menu chite néing can truy cdp
Danh sach thd tuc hanh chinh cua téi

Ma ho so Thoi gian

le) Q Tim kiém
. B Danh sich Dang phi 3 ngp
Nguyén Thi Ngoc Anh

= D3 hoan thanh

Théng tin tai khoan Dang vién ~ Théng 8/2026
Théng tin tai khoan Dang vién Don vj thyc hién S6 tien nop Tinh trang ndp hd so Ma hb so
‘Dang bd Tap doan Buu chinh Vién n - - am [ ] LR B

Quén Iy yéu cau hé trg thong Viet Nam

Thu tyc hanh chinh cla téi ~

[ Tai bién lai ] [ Gui y&u cau hoan tien ]

Ho so da nép

H® so dang ké khai = D3 hoan thanh

Théng 7/2026

H& so Dang phi ~
Thu, nép Dang phi Don vj thyc hign S8 tign nop Tinh trang nép hd so M hb so
‘Dang bd Tap doan Buu chinh Vién (= - L] L] u - m
Thu, nép hé Dang phi théng Viét Nam

[ Tai bién lai J [ Guri yéu cau hoan tien ]

S8 hang mdi trang: 10 « ¢ Truée Tiep > »

Giao di¢n man hinh chuc nang



Buréc 3: Thuee hién tao y&u cdqu hoan tién
Tai h6 so dang phi ma dang vién mudn tao yéu cau hoan tién, dang vién nhan
vao nit chire niang “Gui yéu cau hoan tién ”

Thing 812026

Pon vi thuc hién S8 tién ndp Tinh trang nip ho so M3 ho so

Déng bd Tap doan Buu chinh Vién - o ! = w 0 H U 0002

théng Viét Nam \b

[ Tai bién lai J [ Guri yéu cdu hoan tién

. = A A , ’ - Y e oA A Y PEY)
Giao dién nhan nut chize nang “Gui yéu cau hoan tién
GUri yéu cau hoan tién
Théng tin ngudi d& nghi
Tén ngudi @& nghi: Nguyén Thi Ngoc Anh SGthé Ding:m m [
Théng tin yéu cau hoan tién
S0 tién yéu cau hoan (VND)

Ky déng phi * Pon vi S6 tien (VND)(1) @- File dinh kém

Chi bd Trung tam giai pha . N N
Théng 8/2026 nIbo Trung tam gist phap - 0 Dinh kem tép
Hanh chinh s6

Tang s6 tién 43 ndp (1): Em omwm
Téng s6 tien yéu cau hoan (2): 0 VND

Théng tin tai khodn ngén hang

Ngan hang *

Giao dién tgo yéu cqu hoan tién

Pang vién thuc hién nhap céc théng tin theo yéu cau tai man hinh dé hoan
tat yéu cau hoan tién.

Luwu y: Tdt cd cdc truong théng tin dwoc danh dau * la cdc trrong thdng
tin bat bugc phdi hoan tat

Sau khi dién thong tin hoan chinh, dang vién nhan “Guri yéu cau”, hé
thdng sé& thuc hién gui phiéu yéu cau hoan tién 18n chi uy don vi dé phé duyét
y&u cau ctia dang vién va hién thi thong béo guii yéu cau thanh cong. Llc nay tai
hd so vira giri yéu cau hoan tién s& khdng con ndt chirc ning “Guri yéu cdu hoan
tién niza”.

(*) Théng bao %
G yéu cdu hoan tién thanh céng

Nhu vay, dang vién da hoan tat thao tac gui yéu cau hoan tién.



111.2. TTHC Chuyén sinh hoat dang chinh thirc trong nwéc

Budc 1: Truy cdp chirc nang Chuyén sinh hoat Pang chinh thirc va chon co quan
tiép nhan

Tu trang chu, Dang vién chon the "Chuyen sinh hoat Dang chinh thirc". Hé thong
chuyen sang man hinh khai bao hd so, hlen thi quy trinh gdm 5 budc theo thanh

tién trinh bén trai: (1) Thong tin o quan tiép nhan, (2) Thong tin nguoi dé nghi,
(3) Thong tin to khai, (4) Thanh phan ho so, (5) Xem lai ho so va ndp.

HE THONG THONG TIN S praen i ac
GIAI QUYET THO TYC HANH CHINH COA BANG = :

@TAANGCH]  HUGNG DAN SUDUNG

Chuyén sinh hoat Dang chinh thirc

° Thng tin eo usn tiga rhdn Théng tin co quan tigp nhan
. oy hann G
2 Thang tin ngudi d ngh

& e s T

TAIAPP DICH VY CONG CUJA DANG

HE THONG THONG TIN GIAI QUYET THU TUC HANH CHiNH CUA DANG

® Google Play

Pang vién lya chon 1an luot cac truong: Tinh Gy/Thanh uy/Déang bo truc thude
TW, Dang bo cép trén co so, Pang bo/Chi b co s& 1a don vi s€ tiép nhan Pang
vién dén sinh hoat chinh thirc. Hé thng hién thi khung canh bao mau vang "Luu
¥ Vui 1ong chon don vi co quan tiép nhan ho so!" cho téi khi Pang vién chon
day du thong tin thi ntt "Tiép theo" méi duoc kich hoat.

Buée 2: Nhdp théng tin nguoi dé nghi




HETHONG THONGTIN @) on o
GIAI QUYET THO TUC HANH CHINH COA BANG
& TRANG CHU HUGNG DAN SU DUNG

Chuyén sinh hoat Dang chinh thic

Théng tin ngudsi d& nghj

. aten ma—
Pham T 7110/200
Spp—
cad3075002
This
i
© Quay & Tiéptheo

TAI KPP DICH VU GONG CA DANG

HE THONG THONG TIN GIAI QUYET THU TUC HANH CHINH CUA DANG

Hé thong hién thi cac truong: Ho va tén, Ngay sinh, S6 CCCD (lay ty dong theo
tai khoan dang nhap), S6 dién thoai (bét budc), Email, Dia chi hién tai. Bang vién
kiém tra, b6 sung thong tin lién hé roi bam "Tiép theo" dé sang budc khai bao to
khai; bAm "Quay lai" dé chinh sira co quan tiép nhan & budc trude.

Burée 3: Nhdp thong tin to khai chuyén sinh hoat Pdang chinh thirc

HE ruc_ms'!'uljn.usﬂu o B #ean Tosnh
@A QUIYET THU TUC HANH CHINH CUA BANG o

VARG DA U0 ik S0 DS

Chuyén sinh hoat Béng chinh thic

©Q [ Thiétng tin t5 kha

Taing tn dirgwis

0 .
o Triag e o khal —
: o — e g

il rap g Cioh P
Taing i o5 chie Slag dareg Wi ha e
Fioh g Thinh (Tt b iy thlic Ti

Tatng tn ke

4 g2 chuple sien bt g -

g g vile g by 22 TG b T GG 2y N I b 11ac ke Sl TPt TG aang T A T
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Man hinh "Théng tin t& khai" hién thi cdc nhom thong tin dé Pang vién kiém tra
va bd sung:

* Thong tin dang vién: Ho va tn, Bi danh, Ngay sinh, S thé dang, Két nap dang
ngay, Chinh thtrc ngay - lay tuy dong tor CSDL Dang vién 4.0.

e Thong tin to c}u’rc dang dang sinh hoat: Tinh ty/Thanh ty/Dang b0 truc thudc
TW, DPang bd qcép trén co qsé, bang bd/Chi bd co so, Bang bd bd phan, Chi bd
truc thudc - hién thi theo t6 churc hién tai cia Bang vién.

« Thong tin t6 chirc dang chuyén dén: hién thi lai thong tin co quan tiép nhan da
chon 6 Budc 1.

* Thong tin khac: Ly do chuyén sinh hoat Dang (bat budc nhap). Khac véi tha
tuc chuyén sinh hoat tam tho1, to khai chuyén sinh hoat chjnh thl:}’C khéng co
truong thot gian chuyén sinh hoat, do day 1a hinh thirc chuyén di han vé don vi
moi.

Hé thdng hién thi khung canh bdo mau vang: "Luu ¥: Pang vién chuyén sinh hoat
dang phai dang phi ding theo quy dinh trude khi thuce hién chuyén sinh hoat dang
sang don vi méi". Sau khi nhap day du, Pang vién bAm "Tiép theo" dé sang budc
dinh kém ho so.

Bueée 4: Pinh kém thanh phan hé so

"E THGNG TNG"G TIN . () PhamTd Anh
GIAI QUYET THD TUC HANH CHINH COA BANG h

& TRANG CHU HU'OMG DAN SUF DUNG

Trang ch | Thi tue hisnh chint

Chuyén sinh hoat Dang chinh thirc

° Théng tin oo quan tiép nhin Thinh phin hé se

This 0 Ban tu kiém diém dang vién, cd nhén xét cla chibd

O
° Thes
0!

Thash ph n 1 50

Tigp theo >

Pang vién bam nut "Dinh kém tép" dé tai 1én "Ban tu kiém diém dang vién, c6
nhén x¢t cua chi bg" (dinh dang .doc, .docx, xIs, .pdf, .png, .jpg; dung luong <
20MB) - ban gdc, bét budc. Sau khi dinh kém thanh cong, tén tép hién thi trong
danh sach. Cong dan c6 thé chon "Quay lai" dé quay lai man hinh buéc trudc,



chon "Luu ho so" dé Iuu hd so dudi dang ban nhap trong muc HO so cua t6i, hodc
chon "Huy ké khai" dé huay toan bd ho so dang khai. Bam "Tiép theo" dé sang
budc xem lai ho so.

Buoc 5: Xem lai ho so va nop

Tuong tu tht tuc Chuyén sinh hoat Pang tam thoi (xem Hinh 2.6), hé thong tong
hop lai toan bo thong tin di khai & cac budc trude: thong tin co quan tiép nhan,
thong tin nguoi dé nghi, thong tin to khai (thong tin dang vién, t6 chirc dang dang
sinh hoat, t6 chirc dang chuyén dén, 1y do chuyén sinh hoat) va thanh phan ho so
da dinh kém, dé Pang vién ra soat lan cudi trude khi ndp.

Pang vién tich chon 6 cam két "T6i cam doan nhitng nodi dung khai trén day 1a
ding su that va chiu moi trach nhi€ém trudce phép luat vé noi dung da cam doan
ctia minh", sau d6 bam nut "Nop ho so" dé hoan tat viéc ndp. Sau khi ndp thanh
cong, hé théng hién thi thong bao kém ma ho so, trang thai chuyén sang "Chd
phé duyét"; Pang vién c6 thé tra ctru tién trinh xir 1y ho so trén hé thong.

II1.3. TTHC Chuyén sinh hoat ding tam thoi

Buée 1: Truy cdp chire nang Chuyén sinh hoat Pdng tam thoi va chon co quan
tiép nhan

T trang chi, Pang vién chon thé "Chuyén sinh hoat Pang tam thoi". Hé thong
chuyén sang man hinh khai bao ho so, hién thi quy trinh gdm 5 budc theo thanh
tién trinh bén trai: (1) Thong tin co quan tiép nhan, (2) Thong tin nguoi dé nghi,
(3) Thong tin to khai, (4) Thanh phan ho so, (5) Xem lai hd so va ndp.

HE THONG THONG TIN ) @  Phem T Aan
GIAI QUYET THO TYC HANH CHINH CUA BANG =

& TRANG CHU HLUFONG DAN SO DUNG

rang chd Thi tee hanh chinh
Chuyén sinh hoat Dang tam théi
° Thang tin oo guan tiEp rhin Théng tin co guan tidp nhan

Tirh dyf Thanh dyiSing B true thuse TW

Laru 2 Vul g chon dian vi o quan 1SR nhin ha so

Céng din thyrc hiEn kidm tra |l odc thing tin trén
tirkhal




Tai budc 1, Bang vién lya ,chc_)n lan luot cac truong: Tinh tty/Thanh ty/Dang bo
truc thudoc TW, bang 1,3(3 cap trén co s&, Bang bd/Chi bo co sé - day l1a don vi s&
ti€ép nhan Bang vién dén sinh hoat tam thoi.

Hé thdng hién thi khung canh bao mau vang "Luu y: Vui long chon don vi co
quan ti€ép nhan ho so!" dé nhac Pang vién hoan tat Iya chon trudc khi chuyén
budc.

HE THONG THONG TIN ) @ ham Ta don
GIAI QUYET THO TUC HANH CHINH COA BANG
& TRANG CHU HUFOMG DAN SUT DUNG

Trang chd | Thid tue hénh chinh

Chuyén sinh hoat Dang tam thai

° Thang tin oo guan Lép nhdn Théng tin co guan tigp nhin
6 true thusde TW
" ThI'J"'._' tin "','JUi de nighi g b g Hhamac TH
3 Théng tin 12 Kk £dng bO/Chi b6 co 58
: Diéng bis Chig an tish Mk Bint - Chi b Corgquan UBKT Dy iy Cong an tinh Kinh Bint
o Thanh phian h so Bing b £& phdn Tl g true thuge

Lurm : Vul long £hon ion w) £ quan HER nhan ha so

Céng dan thyc MIEn kigm tra 1l cdc thing tin trén
tirkhal

Sau khi chon day du Pang b cap trén co sé va Pang bd/Chi bd co so tiép nhan
(vi du: Bang bd Cong an tinh Ninh Binh, Chi by Co quan UBKT DPéang uy Cong
an tinh Ninh Binh), nat "Tiép theo" dugc kich hoat, Pang vién bam dé sang budc
nhap thong tin ngudi dé nghi.

Buée 2: Nhdp théng tin ngueoi dé nghi



HE THONG THONG TIN @  Fham T Aan
GIAI QUYET THO TUC HANH CHINH COA BANG

& TRANG CHU HUONG DAN 50 DUNG

Trang chi | Thil tue hisnh chinh

Chuyén sinh hoat Dang tam théi

° Thng tin o quan tiép rhdn Théng lin ngudi d& nghi
Ho i tn ¢ Ngay sinh *
Pham Ta Anh 27110/2003
3 Thing tin & kha sdccooe 56 cién thoat *
0243075002
4 Th Email
s Bia chl b
Céing asn thye RIgn kidm tra lal cae thing tin trén
b khat.
o Qusy ls Tigp thea =

Hé thong hién thi cac truong: Ho va tén, Ngay sinh, S6 CCCD (lay ty dong theo
tai khoan ding nhap, khong chinh sira), SO dién thoai (bat budc), Email, Dia chi
hién tai. Pang vién kiém tra, bo sung thong tin lién hé roi bam "Tiép theo" dé
sang budc khai bao to khai; bam "Quay lai" dé chinh sira co quan tiép nhan &
budce trude.

Burée 3: Nhdp théng tin to khai chuyén sinh hoat Pang tam thoi



HE THONE THONG TIN
A SET THO TUC HANH CHINH COA Blsg

TR HUOMG D S0 DUMG

Chuyén sinh hoat B8ng tam thai

a Thing tin ta kha
P Thisng tim diing wiln
° -
o Thiing s o8 khal T E
4 zirg
it rag ming =n o

Thong tim 12 chue ding derg winh host

i oy Tl T B8 i il T
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Thang bie b5 chie ding chwyin San

i oy Tl T B8 i il T
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Man hinh "Thong tin to khai" hién thi cdc nhom thong tin dé Pang vién kiém tra
va bd sung:

* Thong tin dang vién: Ho va tén, Bi danh, Ngay sinh, SO thé dang, Két nap dang
ngay, Chinh thirc ngay - lay tu dong tor CSDL Dang vién 4.0.

* Thong tin td chirc dang dang sinh hoat: Tinh tty/Thanh ty/PDang b0 truc thudc
TW, Bang bo qcép trén co vsc"y, bang bo/Chi b co s&, Pang bo by phan, Chi bo
truc thudc - hién thi theo to6 chuc hi¢n tai cia Bang vién.

« Thong tin t6 chirc dang chuyén dén: hién thi lai thong tin co quan tiép nhan da
chon & Budc 1 (Tinh tty/Thanh uy truc thuoc TW, Dang bd cap trén co so, Pang
bo/Chi b co sd, Chi bg truc thudc).

* Thong tin khac: Ly do chuyén sinh hoat Dang tam thoi (bit budc nhap), Thoi
gian chuyén sinh hoat tam thoi tir ngay ... dén ngay ... (hai trudng ngay bat budce
chon).



Hé thong hién thi khung canh bao mau vang: "Luu y: Dang vién khai bao day du
dung theo quy dinh trude khi thue hién chuyén sinh hoat dang sang don vi méi".
Sau khi nhap day du, Bang vién bam "Tiép theo" dé sang budc dinh kém ho so.

Bueée 4: Pinh kém thanh phan ho so

HETHONETHC!MGﬂM
) UVET THI TUE HANH CHINH COA BiMa
- TR HUOMG Din S0 DYHD
Chuyén sinh hoat Bang tam thai
o héeg tin oz quan T shd Thanh phidn b sa
a o S b b diim didang el rhin oet cle chi b
° i .i
o Thint pi

Pang vién bam nut "Dinh kém tép" dé tai 1én "Bén tu kiém diém dang vién, c6
nhén x¢ét cua chi bg" (dinh dang .doc, .docx, xIs, .pdf, .png, .jpg; dung luong <
20MB) - day la ban goc, bat budc. Sau khi dinh kem thanh cong, tén t&p hién thi
trong danh sach kém biéu tuong dé x6a/dinh lai néu can. BAm "Tiép theo" dé sang
bude xem lai hd so.

Buoc 5: Xem lai ho so va nop



HE THONG THONG TIN @ Ereninn
GIAI QUYET THU TUC HANH CHINK cDA BANG

@ TRANGCHU  HUONG DAN SU DUNG

Tizagchd | Thi tue hinh chinh

Chuyén sinh hoat Dang tam thai
° Thang ti
° Thisng tin n
° Thing tin té kha
° Thanh phin hé so
° Xem |gi hd so vandp

Xem lai hi so va nép

Thang tin ez quan tigp rhdn

Biing bé tinh Ninh Binh

Biing b4 cla it <o 5
Diing b phisdeg Thign Trurdng, tinh Ninh Binh

Diing b 0 phin nl 08 trye thuge

Thang tin ngues g nghj

Heva tén Ny sinh
PhamTa Ank 27/10/2003
s8ooen S min max
038303007482 0943075002
Email

Thing tin 1 khai
Théng tin dang vién

Hova ttn 31 danh
Pham Ta Anh

gy sieh S6thé ging

Tateg tia naenal
Theing Lin ding vidn
vl A

Pran Tasnt

gty trh Sméarg

"

{8 e e gt ching e
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- chmg il ke iy i - i ar i

H¢ thong tong hop lai toan bo thong tin da khai ¢ cac bude trude: thong tin co
quan tiép nhan, thong tin nguoi dé nghi, thong tin to khai (thong tin dang vién, to
chtrc dang dang sinh hoat, t6 chic dang chuyén dén, Iy do va thoi gian chuyén
sinh hoat tam thoi) va thanh phan hd so da dinh kém, dé Pang vién ra soat 1an
cudi trude khi nop.

Pang vién tich chon 6 cam két "Tdi cam doan nhiing noi dung khai trén day 1a
ding su that va chiu moi trach nhiém trudce phéap luat vé noi dung da cam doan



ciia minh", sau d6 bam nat "Nop hd so' ' (gbc dudi bén phai, mau do) de hoan tt
viéc ndp. Nat "Quay lai" cho phép quay vé bude trude dé chinh sira néu can.

7

111.4. TTHC Lay y kién nhan xét ciia chi uy, chi bd ddi véi dang vién ciia
minh thyc hién nhiém vu noi cu tra

Buée 1: Truy cdp chitc ndng va chon co quan tiép nhdn

Tt trang chi, Dang vién chon thé "LAy v kién nhan xét ciia chi uy, chi bd dbi voi
dang vién ctia minh thyc hién nhiém vu noi cu tr". H¢ thong chuyén sang man
hinh khai bao ho so, hién thi quy trinh gobm 4 budc theo thanh tién trinh bén trai:
(1) Thong tin co quan tiép nhan, (2) Thong tin nguoi dé€ nghi, (3) Thong tin t&
khai, (4) Xem lai ho so va ndp.

HE THONG THONG TIN N e T AT
T > &) Pham Td Anh
GIAI QUYET THO TUC HANH CHINH cOA DANG =

& TRANG CHU HUONG DAN 517 DUNG

Trang chd { Thi tuc hinh chinh
L&y y kién nhan xét ctia chi Uy, chi bd déi véi dang vién clia minh thuc hién nhiém vu noi cu trd
° Théng tin co quan tigp rhin Théng tin co quan Li#p nhin

Thing tin nguii d& ngh

Céng tan thye Rk kidm tra I3l cdc thing tin trén
b khal

Lu y: Vul lang chon dan i co quan 18R nhdn KA sa

béng vién lya chon lan luot: Tinh uy/Thanh uy/Pang bd truc thuoc TW, Pang bo
cép trén co s&, Pang bo/Chi bd co s¢ - 1a don vi (chi uy, chi bd noi Bang vién
dang sinh hoat) tiép nhan va xtr 1y hd so. Sau khi chon day du, niit "Tiép theo"
duoc kich hoat dé chuyén sang budc tiép theo.

Buée 2: Nhip théng tin nguoi dé nghi



HE THONG THONG TIN @ FhemTa dun
GIAI QUYET THU TUC HANH CHINH COA BANG

& TRANG CHU HUONG DAN 5U DUNG

Trang chil | Thi tue hinh chinh

L&y y kign nhan xét cla chi (y, chi b déi véi dang vién clia minh thure hién nhiém vu noi cu trd

° Théng tin oo guan tiép rhin Théng tin ngudi 98 nghi
Ho i tén * Ngay sinh*
° Thang tin nguei dé nghi o s
£ang thye hidn Pham Td Anh el
. S8 dién thoat *
o XemigihG s vandp Emal
HUU“uﬂi" Bia chl reén tal

Céing din thye hign kim 1ra I2i cac théng tin trén
b kha

= M cdc thing tin 43 dy ol va chinh xac,
céng ddn chon "Nép R sa° 98 hoan thanh
thi tuc

= M théng tin can b
xd, cng G chon
butc cé thang tin c

Hé thong hién thi cac truong: Ho va tén, Ngay sinh, S6 CCCD (lay tu dong theo
té‘liq khoan dr;lng nhap), S6 di¢n thoai (bét !au(f)c), Email, Die} chi hién tai. Pang vién
kiém tra, bd sung thong tin lién h¢ r61 bam "Tiép theo" dé sang budc khai bao to
Khai.

Buoc 3: Nhdp thong tin to khai

HE THONG THONGTIN Y
GIAI QUYET THO TUC HANH CHINH CUA BANG

# TRANG CHU HUTONG DAN SU DUNG

Tiang chi | Thi tse hisnh chinh

L&y y kién nhan xét cla chi ly, chi b déi véi dang vién clia minh thure hién nhiém vu nai cu trd

° Théng tin co quan tiép nhin Thing tin & khai
Thing tin ngusi 42 ngh Théng tin déng vién
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Man hinh "Théng tin t& khai" trude tién hién thi Thong tin dang vién (Ho va tén,
Bi danh, Ngay sinh, S theé dang, Két nap dang ngay, Chinh thirc ngay) va Thong
tin t6 chirc dang dang sinh hoat, 1y ty dong tir CSDL Pang vién. Tiép do, tai muc



"Thong tin lay ¥ kién nhan xét cua chi uy, chi by do1 véi dang vién ciia minh thuce
hién nhiém vu noi cu trd", Pang vién chon "NoOi dung" dé nghi, gom 2 lya chon:

* Lap gidy gi6i thiéu Pang vién sinh hoat noi cu trd;

* Lap phi€u xin y ki€n nhan xét cua chi uy, chi bd noi cu tra.
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Biéu mau hién thi khi chon "Ldp gidy gidi thiéu Pang vién sinh hoat noi cuw trii"

Khi chon "Lap gidy gi6i thiéu Pang vién sinh hoat noi cu tra", hé thong hién thi
thém 6 tich chon "Thudc dbi twong: Gidi thiéu nhung duoc mién sinh hoat noi cu

" (néu phu hop), cting hai nhom thong tin: "Thong tin dang bd gidi thiéu sinh
hoat noi cu tra" (Tinh try/Thanh ty/Dang bo truc thuoc TW, Pang bo cap trén co
50, Dang bo/Chi bd co s0, Dang b bd phén, Chi bo truc thuge) va "Thong tin noi
cu tra" (Tinh/Thanh phd, Xa/Phuong, Pia chi chi tiét) dé hé thong lap gidy gidi
thiéu ding noi Bang vién cu tra.
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Biéu mdu hién thi khi chon "Ldp phiéu xin y kién nhdn xét cua chi vy, chi b noi
cu tru"

Khi chon "Lap phiéu Xiny kién nhan xét cta chi uy, chi bo noi cu trit", hé thé)ng
hién thi twong tu hai nhom théng tin "Théng tin dang bo gidi thiéu sinh hoat noi
cu tra" va "Thong tin noi cu trd" dé xac dinh dung chi uy, chi bd noi cu tra can
Xin y kién nhan xét. Sau khi nhap day du cac truong bat bude, Pang vién bim
"Tiép theo" dé sang budc xem lai ho so.
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H¢ thong téng hop lai toan bo thong tin da khai ¢ cac budc trude: thong tin co
quan tiép nhan, thong tin ngudi dé nghi, thong tin to khai (théng tin dang vién,
thong tin to chirc dang dang sinh hoat, ndi dung dé nghi cung thong tin dang b
gidi thiéu/noi cu tra tuong tng) dé Pang vién ra soat lan cudi trudc khi ndp.



Dang vién tich chon 6 cam két "Tdi cam doan nhitng ndi dung khai trén day 1a
dung su that va chiu moi trach nhiém truéc phép luat vé noi dung da cam doan
ctia minh", sau d6 bam nat "Nop hd so" (goc dudi bén phai, mau do) dé hoan tat
viéc nop. NGt "Quay lai" cho phép quay vé bude trude dé chinh sira néu can



