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1. Truwong hop Cong dan ndp hd so truc tuyén

1.1. Can bg tao file 16 chirng

Budc 1: Cong déan thue hién tim kiém tha tyc trén cong Dich vu cong Qudc gia

Budc 2: Cong dan chon “Don vi xir Iy” >> Nhap thong tin to khai >> Nop HO so

Budce 3: Can bo tiép nhan chon “Tiép nhan va tra két qua hanh chinh céng” >> “Tiép
nhan ho so truc tuyén”

Budc 4: Nhin chudt vao ma hd so >> Bam “Xir Iy” >> Can bo kiém tra thong tin hd so

HE THONG G1AI QUYET THU TUG HANH CHINH

Trons: = rang chi > Tide nhen v trd kétud hanh chinh cong > Tiép nhan hé o tru tuyén

;. Tl ndn vt kit qui
= chinhctng

Nguiri ngp hé so'
I T sTT S8 gidly tir tiry thin Bién thaoi Dia che thuimg tri
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a. Truong hop 1: Can bo dién thong tin 15i ching trén hé thong
- Can bo click vao icon sira dé 1ay file 16i ching:

Thang tin hé so chirng thye

sé X
sTT Tén gidy to xﬂ'l': 56 hoa Séban trang/ Thanh tién (VND) 56 chirng thue File Ié4i chimg file loi
Ban chirng

1| ccep B 2 TaHieuwHDSD-Ching thuc docx | Hiy | | 1 7 0 4 ohor
file
s ] ]

Thao
i
By
X

Nguwéi ky Nguyén Birc Manh - Phd Chi fich Uy ban nhan dan Loai ky KT CHU TICH UBND
Téng sé gidy to: 1

Téng sé ban: 1

Téng s6 trang: 7

Téng tién: 00 vnd

Bon vi thuc hién ] Luu §: Mirc thu 161 8a knéng qua 200.000 dbng/1 ban (Théng t 226/2016/TT - BTC)
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I Cheon biu m3u: [ Loi chifng ching thuc chi ky clia mot ngud trong mét giay @, van ban tai Trung tam Phuc vu hanh chinh cong v]I & Sit dung miu

Biéu mdu minh hoa

- L&i chirng chirng thyc chir ky cla mot ngwei trong mét gidy to, van ban tai Trung tam

< Phuc vu hanh chinh céng’ Il
Ngay / thang /nam: #2 06/0412026 (Bang chil  ngay s4u thang bdn nam hai nghin khong tram hai muoi sau ) (1) Min 4 03
L chit ks i it gidy 42, van bim tai Trong tim
Phiue v hash shisk cing!
I - , " : — o
ai | Trung Tam Phuc Vy Hanh Chinh Céng Phuong Tir Son, tinh Bc Ninh RO P Gl e -
I
Toi | Nguyén Birc Manh - Pha Chi tich Uy bannhan dan  (3), 1 Pho Chi tich Uy ban nhan dn | (4) Lii (9 W 0
(humg e
chir Ongba £)a  thaa (6) am doas 43 ew 12 i wach
Chiing thyc i 1 o oo ci. £ 1. Sk 1t vk il . .k K
dae'ba (N R ) 13 a1
84 chime thae i b CT/CK. BC
Ong/ba | Ho, chir dém va tén clia nguii yéu cdu chimg thuc (5) | Thé can cudc cdngdan v~ ()56
Ghi 18 56 gidy 10 tly than theo loai gidy 1¢ cam doan da hiéu, ty chiu trich nhiém v& ndi dung cla gidy t&, van ban va di ky bk ' S i A
b i e i 5 k. 1 i g

vao gidy t0, van ban ndy truéc mit 6ng/bd | Tiépmhdn tra két qua hanh chinh cng tir son 13 ngudi ti€p nhan hd so.

6 ching thuc | 4 quyénsé:  Nhapquyénss | (7)-SCT/CK ©C

Nguai tiép nhan hd so ky va ghi rd ho, tén: | Tiép nhdn  1rd két qua hanh chinh céng tir son

Ngudi thuc hién ching thuc KT CHU TICH UBND | va ghirS ho, tén: = Nguyén BXre Manh - Phé Chi tich Uy ban nhan ddn

Hé théng qhién ~thi mﬁu,l(‘)i chirng mac c;ﬁnh, géq bo g(’) thé chon lai mau 16i chirng & muc
“Chon biéu mau” > Bam “Sur dung mau” dé do61 mau 161 chig

Can bo nhdp céc trudng thong tin va chinh sira cac thong tin ty dong dién vao

Bam “Luu 16i chimg” hé thdng s& dinh kém 10 chimg ndy vao file ho so dé tién hanh
budc ky so ti€p theo

Can bd bam [+ Tinh tién / Céap s0 chirng thue] mau xanh duong dam: H¢ théng s& tu
dong tinh tong 6 tién dya trén s6 ban va sd trang mic dinh/ can bo chinh sira

Sau budce “Tinh tle‘zn/Cap §0 ching thuc” > hé tboqg day file 16i chtrng nay vao “ Danh
sach thanh phan ho so” dé tién hanh budc ky so ti€p theo

b. Trwong hgp 2: Can b tai 1én file 1061 chiing

Théng tin hé so chirng thue

Xem

sTT Ten gidy 1 Xem file Sahod soban  Slane Thanh tién (VND) 6 ching thue Fleliching  fileloi o
chimg

v L]

T
Ngui ky Nguydn Diic Manh - Phé Chi tich Uy ban nhan dér Laai ky KT CHUTICH UBND

Téng 56 gify 107 0

Téng 6 bin: O

Téng 56 trang: 0

Téng tién: 0 VND

Dom vt ign I L : it 6 kg 200,000 g/ b Thng s 226 2016TT-BTC)

S6 ban: Hién thi mic dinh SO ban =1>> C6 thé sira sb luong ban sao cong dan mudn
ching thuc

S6 trang / Ban: H¢ théng tu dong hién thi sb trang theo file cong dan tai 1én.

File 101 chitng (Cot bén phai): Nhan nat [Chon tép] dé tai 1én file mau 16i ching.

[+ Tinh tjén / Cap si"), ching thwe] mau xanh duong dam: H¢ thong s& tu dong tinh
tong soO tién dya trén so ban va so trang da nhéap.

Néu can thém mot loai giéy to khac vao cung mot bd hd so, nhan nat [+ Thém] mau
xanh 14 cay.

Luu y: Khi can bo thuc hién chinh sira file 10i chiing trén hé thong hoac huy file dé day



file 101 chimg méi >> Can bam lai [+ Tinh tién / Cap s6 chirng thwe] dé hé thong cap
nhat file maéi

1.2. Can bd thuc hién ky so
Budc 5: Céan b thuc hién ky s6 vao file cong dan da tai lén

- Nhin nit [KY s6] (nut mau xanh duong & giira).

Danh sach thanh phan hé so +

STT Tén tép tin

. 1 Nguiyeu cdu ching thye xudt trinh ban chinh hodc ban sao c6 chimg thyrc Gidy chimg minh nhan dan/Thé can cutc cong dan/The can cutc/Gidy chimg nhan can cuée/Ho chiéu/gidy ta xuat nhap canh/gidy to c
gié tri di lai quéc té cbn gid tri sir dung hodic Cin cudic dién tu.

Tor khai di

Tén tép tin Xem file ° SGhod  SGbanchinh S6bansao Sl;l’\::: Ghichi Condp v :}"'E"

Ngudi yéu cBu chiing thuc xut trinh bin chinh hobc bin sa0 <6 chiing & p P o o

thyc Gidly chimg minh nhan dsn/Thé cin cuc cong dan/Thé cin cubc/Gisy w

v 2 ccep [+]
Ten tap tin Xem file ° S6hod | SGbanchinh S6bansao i‘;::: Ghi chi Céndp "’""?{'"ie"
o R
Binh Ngoc Thao--06/04/2026 14:16:11 -Ching thur s6 con hiéu lyc = a J U 5
€CCD (Loi ching) B ] 0 1 0

© Thanh phén hd s c6 ngudn dir ligu khai thac

1 56 HOA GIAY TG ol x
Upload gidy tér Scan gidy t& Tai liéu cd nhan kho qudc gia
Chon tép tin dinh kém: No file chosen
Dung lvdng tap tin médi [3n upload t6i da 100Mb
Danh sach file dinh kém:
Toan van Ky s0 Xem file dinh kém Xoa
& E & X
| — |
Téntap tin °) | loichung_2. Tai-liéu-HDSD-Van thu (1).pdf
So/Ky hiéu Ngay cip
Ma corquan | 105,118.4 Tén coquan | Trung Tam Phuyc Yu Hanh Chinh Céng Phudng Tir Son, tinh Bac Nink
Ngay hiéu lwc tir Ngay hiéu lyc dén
Pham vi higu lrc Trich yéu

- H¢ thong s€ lién két vdi cac cong cu ky so
- Chon ching thu s6 cua ban, nhap ma PIN va xac nhan hoan thanh ky vao cac van
ban da tai lén.
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Chire ndg Vin thu phit hanh
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Budc 6: Can bd bAm “Luu va in phiéu hen” >> Luu hd so thanh céng >> Can bd chuyén hd
so sang budc thu ly

2. Truwong hop Cong dian ndp ho so truec tiép

2.1. Can bg tao file 1o chirng
Bude 1: Can bo tiép nhan chon “Tiép nhan va tr két qua hanh chinh cong” >> “Tiép
nhan ho so hanh chinh cong” > Bam “Thém méi”

HE THGNG GIAI QUYET THU TYC HANH CHINH
BOTU PHAP

Trung Tam Phuc Tis S, tii linh
“Tiép nhan + tra két qua hanh chinh cOng t sam (tiepnhan_he_tuson) Dang xuat

Trangchi = Tiép nhan va tra két qua hanh chinh cong > Tiép nhan hé sohanh chinh cong

Tiéu chi tim kiém

Ma hd sa Tir ngdy Bén nghy Linh we
Nhap ma hé so 06/01/2026 = 06/04/2026 = Chon linh vc
¥ Tim kidm ning es0
Donvinhen ‘Ngwen anon

@ HO 50 tiép nhan qua mang [JH8 so sép aén han ) Hé so qua han O 3 khong gidi quydt
ST Mahéso MNgay nhgn Ngayhen tra hinh Trang thai Thigiancinlgl  Bia chi thige hign “h“";l"
Khéng codir ligu
w «[1]» » sodonghiénthi 50 - S6.dong hién tai: 0/1 trang

Bude 2: Can by chon linh vuc “Chting thuc”>> Chon Thu tuc hanh chinh>> Nhap
thong tin cong dan + “DPon vi thuc hién”



# Trang chd

BO TU PHAP

(, Tiép nhén va trd két qua hanh
4 chinh cong

Tiép nhan hé o tryc tuyén

Q=

HE THONG GIAI QUYET THU TUC HANH CHINH

Trang chi

Nguari nop hé so

> Tiép nhén va trd két qua hanh chinh cng

> Tiép nhan hé so hanh chinh céng

Trung Tam Phuc Viu Hanh Chinh Cong

& Phuting Tu Son, tinh Bac Ninh

Tiép nhgn + trd két qua hanh chinh cong tir son (tiepnhan_hce_tuson) Bang xudt

STT S4 gidly tir tisy than Ngui ndp hd sor Ngay thang nam sinh Dign thoai Bia chi thutmg tri
Ease - ' ' o
Tiép nhan hé so bd sung hanh
Hiy hé so hdnh chinh cong
Tra kéit qua hé so hinh chinh cong Théng tin ty quyén +
Chuyén két qua hd so gidy
Nhan ket qud ho so gilly Théng tin hé so -
Thu phi-1¢ phi LA Logiiépahtn () 6 sophi die gios
Danh séch h6 5o DVC lién théng Lioh vy Ching thye =
:::‘:I“ Panh 5 000842 Thi e o4 bin 520 68 ching thye 1l b chinh hap déng, gao dich 65 dupr chang thie -
Ban vi thire hign® | BND Phubng Tur Son, tinh Bée Ninh -
Tinh thanh Tinh Bac Ninh h 1 nedy o B g phat
auyét
Phutmg/Xa/mT Ngay nhin 06/04/2026 14:02
‘Dia chi thurc hién
i e hig Ngay how /04/2026 14
TTHC gy hov 18 06/04/2026 14:02
Liénkéthdss QT kigm Ngay hen tra 07/04/2026 14:02
Trich yéu ngi 56 lugng ban
dung hé so' 530
N
Budc 3: Can bo nhap “Thong tin ho so ching thuc”
Théng tin hé so chirng thue -
Xem ) £ Xem  thao
STT Tén gidy to Tile S6 hod Saban  trang/ Thanh tién (VNB) Sa chirng thyc File i chimg fileloi
Ban chimng
Chura chon (Chira B
| | & Chontep [N 0 o & Chontép [RIT]
file) file) x
+Tontén/tosdchingtive | +7nem |
Ngui ky Nguyén Buic Manh-Phd Cha tich Uy ban nhan dan Loai ky KT CHU TICH UBND

Téng sd gidy to: 0
Téng s ban: 0
Téng s& trang: 0
Téng tién : 0 VND

Bon vi thye hign [ Luu j: Mife thu t8i da khang qus 200.000 déng/1 ban (Thang tu 226/2016/TT-BTC)

a. Truwong hop 1: Can bd dién thong tin 10 chimg trén hé théng

Cén bo nhap céc thong tin:

Tén gidy to: Nhap chinh xac tén loai gidy to ban can ching thuc (Vi du: Can cude
cong dan, Bang dai hoc, Giady khai sinh...).

S6 hoa (Cot bén trai): Nhén’nﬁt [Chon tép] mau xanh duong dé tai ban quét (scan)
hodc anh chup ban goc cua giay to can chirng thuc.

S6 bﬁn:,Khi can b0 tai file 1én mic dinh S6 ban =1>> C6 thé stra sb lugng ban sao cong
dan muon ching thyc

S6 trang / Ban: H¢ théng tu dong hién thi s6 trang theo file can bd tai 1én.

Cén bo nhéan vao icon “Sira” dé tao file 16i chimg

Théng tin hé so chirng thye -

so

Xem
STT Tén gidy tor xffl'e" 86 hoa Séban trang/ Thanh tién (VND) 6 chirng thuc File I chirng fileloi Thao
Ban chirng
Cl
(Chira
1| ccco [ 2 TaHBéuHDSD Chimg thye doex [ Hiy | | 1 7 0 4 chor Y
file
x
+# Tinh tién / Cdp 56 chimg thuc m
Nguwéi ky Nguyén Birc Manh - Phé Chi fich Uy ban nhdn dan Loai ky KT CHU TICH UBND

Téng sé gidy to: 1
Téng sé ban: 1
Téng sé trang: 7
Téng tién: 00 vnd

Bon vi thc hién I Luu §: Mirc thu 161 ga khéng qua 200.000 Gbng/1 bén (Théng t 226/2016/TT - BTC)
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I Chon biéu mau: I L&i chiing chiing thuc chif ky clia mét ngudi trong mét gy t, van ban tai Trung tim Phuc vu hanh chinh cdng VII & Sit dung mdu

Biéu mdu minh hoa

- L&i chirng chirng thyc chir ky cla mot ngwei trong mét gidy to, van ban tai Trung tam
Phuc vu hanh chinh cong’ Il

Ngay / thang /nam: B4 06/0412026 (Bang chil  ngay s4u thang bdn nam hai nghin khong tram hai muoi sau ) (1) Sin 34 03
Liti chima choim thure chat k¥ cla muit nawri trone mét gidy o2, van his @i Tress tim
3i | Trung T&m Phuc Vi Hanh Chinh Céng Phudng Tir Som, tinh Bac Ninh NPT pa g -

Toi  Nguyén Birc Manh - Pha Cha tich Uy ban nhan dan (3), 12 Phé Chi tich Uy ban nhén dan “@ Tai O .

chiing thuc
Ong/bad  Ho, chir dém va tén clia ngudi yéu céu chimg th (5)  Thécincubccdngdin ~  (6)s6
Ghi (5 5 gidy 1 try thén theo loai gidy to | cam Goan d hiéy, tu chiu tréch nhiém v& ndi dung cia gidy t&, vén ban va 43 ky I [
£ 2 L kot ghi o0 b bén i dng diu
vao gidly t0, van ban ndy trudc mat 6ng/bd | Tidp nhdn trd két qud hdnh chinh cdng tir son 14 ngudi ti€p nhén hd so,
6 ching thuc | 4 quyénsd:  Nhap quyénss  (7) - SCT/CK BC
Ngu®i tiép nhan ho so ky va ghi r& ho, tén: | Tidpnhdn  tra két qua hanh chinh céng tir son

Ngudi thuc hién ching thuc KT CHU TICH UBND | va ghirS ho, tén: = Nguyén BXre Manh - Phé Chi tich Uy ban nhan ddn

Hé théng hién thi mau 1oi chirng mac dinh, can b c6 thé chon lai mau 16i chirng & muc
“Chon biéu mau” > Bam “Sur dung mau” dé d6i mau 10i chimg

Can bo nhdp céc trudng thong tin va chinh sira cac thong tin ty dong dién vao

Bam “Luu 16 chimg” h¢ thong s& dinh kém 101 chimg ndy vao file hd so [+ Tinh tién
/ Cap s6 chirng thye] mau xanh duong dam: He thong sé& tu dong tinh tong sb tién dua
trén s ban va s trang ban da nhap.

Sau budc “Tinh tién/Cap s6 ching thuc” > hé thong day file 1i ching xubng “Danh

14
A

sach hd so kém theo” dé can bo co thé thuc hién ky so
b. Truong hop 2: Céan b tai Ién file 161 chig

Tai bang "Théng tin hd so' chirng thwe", can bo dién cac thong tin sau:

Tén gidy to: Nhép chinh xac tén loai gidy to ban can chung thuc (Vi du: Can cudce
cong dan, Bang dai hoc, Giady khai sinh...).

S6 héa (Cot bén trai): Nhan nut [Chen tép] mau xanh duong dé tai ban quét (scan)
hodc anh chyp ban gdc cua gidy to can ching thyc.

S6 ban:’Khl can b0 tai file 1én mic dinh S6 ban =1>> C6 thé sira sb luong ban sao cong
dan muon ching thyc

S6 trang / Ban: H¢ théng tu dong hién thi s6 trang theo file can bo tai 1én.

File 1i chtrng (Cot bén phai): Nhin ntt [Chon tép] dé tai file mau 161 chung.

[+ Tinh tlen / Cép sb  chirng thye] mau xanh duong dam: He thong sé& tu dong tinh
téng s6 tién dua trén s6 ban va sb trang ban da nhap.

Néu can thém mot loai glay to khac vao cung mot bo hd so, nhan nut [+ Thém] mau
xanh 14 cay.

Luu y: Khi can b6 thue hién chinh stra file 161 chimg trén hé théng hoic huy file dé day
file 101 chirng mé1 >> Can bam lai [+ Tinh tién / Cap s6 chiing thuc] dé h¢ thong cap
nhat file m&i

2.2. C4n bd thue hién ky so
Budc 4: Céan bo thyc hién ky s6 vao file da tai lén



- Nhin nit [KY s6] (nut mau xanh duong & giira).

Danh sach thanh phan hé so +
STT Tén tép tin
Nguii yéu cdu ching thirc xudt trinh ban chinh hodic ban sao c6 ching thrc Gidy chimg minh nhan dan/Thé can cute cong dan/The can cude/Gidy chimg nhan can cudc/Ha chidu/gidy to xust nhap canh/gidy to c6
v gié tri di lai quéc té cbn gid tri str dung hodic Cén cute dién ti.
Tén tép tin Xem file ° SGhod  SGbanchinh S6bin sao i::’: Ghichi Condp ""‘"::"i‘"
Ngudi yéu cBu chiing thuc xut trinh bin chinh hobc bin sa0 <6 ching * . P o o
thyc Gidly chimg minh nhan dsn/Thé cin cuc cong dan/Thé cin cubc/Gisy w
v 2 ccep [+]
Tén tp tin Xem file ] S6hod | Sabinchinh  S&bin sao SF::I‘: Ghi chi Cénp """:;"“"
0 R
Binh Ngoc Thao--06/04/2026 14:16:11 -Ching thur s6 con hiéu lyc = a J U 5
€CCD (Loi chimg) B a 0 1 0

© Thanh phén hé so c6 nguén di liéu khai thac

1 5O HOA GIAY TOY

“ Upload gidy tér | Scan gidy t& Tai liéu cd nhan kho qudc gia

Chon tép tin dinh kém:

No file chosen

Dung lvdng tap tin médi [3n upload t6i da 100Mb

Danh sach file dinh kém:

Toan van

&

Ky so
[x]
 — |

Xem file dinh kém Xoa

EY X

Tén tap tin (7)
So/Ky hiéu

Ma co quan
Ngay hiéu lrc tir

Pham vi higu lrc

loichung_2. Tai-liéu-HDSD-Van thu (1).pdf

HO5.118.4

Ngay cip
Tén coquan | Trung Tam Phuc Vu Hanh Chinh Céng Phuéng Tir Son, tinh Bic Nink
Ngay hiéu lec dén
Trich yéu

- He¢ thong s€ lién két vdi cac cong cu ky so
- Chon chirng thu so cua ban, nhap ma PIN va xac nhan hoan thanh ky vao cac van
ban da tai lén.
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Budc 5: Can bd bAm “Luu va in phiéu hen” >> Tao hd so thanh cong >> Can bd chuyén hd so
sang budc thu 1y

3. Can bd thu Iy xir Iy hd so

3.1. Can b tao file 1oi chirng
Budc 1: Can bo thu Iy chon “Xu ly hd s0” >> “Thu ly hd s0” >> Nhéan vao ma hd so
Bam “Xu 1y”

. HE THONG GIAI QUYET THU TUC HANH CHIiNH UBND Phurbng Tir Son, finh Bic Ninh v
Logs BO TU PHAP Nob VA8t Bic (027074000607) Dang wudt

# Trang chii Trangenl > xFyndso > Thuly hé so

ity b s
Tiéu chi tim kiém -
Tirngdy Dén ngay Linh vuc

06012026 m  oen4z0z @ cronfhwe =

Thy Iy b

Danh sich

Van thu phat hanh .
¥ T kiém niing caa

2 Prea

o e oot ain
= I IEDEDEE
€ Chuyiin: N: Ndn; @ Hb so ip nihiin qua mang o ‘sdp dén han 0 HB so yéu clubisung 0 q
O ON sT1 M nd 5o Nady nhdn /hen g NI dimp Tl tuc hanh chinh S0 Tongwhsi  Tneioan Thimpgnn e ha Chi nhdnh diém tiép nhin =
Ngiy nhan: 30:03/2026 ) - A
- 1536 2000635 - Clp ban sa0 Trich e ng e, bansso  Tépmnan A sorkhéng Trung Tém Phuc vy Hénh Chinn Gang
oo ! “ 150007 gy nen i testhn Gidy knaisn mso odauk Phtng Tir Son, nh Béc N
0310472026 1536
Ngiay nhdn: 300372026
o o 2 H05.118-7 1013 ssdct 2000815 Ny inh i Tibo nhan 5 Nogdy 16y Trung Tém Phuc Vy Hanh Chinh Céing
A i A, viin bin do co quan. 18 chirc. hd so sung. 1 Phit Phurérng Tir Son, finh Bdc Ninh
(5] Tam dimg it 1
(7 Tiéo tuc mi 1t 52 kinding phé duyét) . . o P ) N . .
] Bdu 2000815 - Chirng thuc ban sao tir bdn chinh Tiépnhdn  Hé so dar 5 3Gy Trung Tam Phuc Vi Hanh Chinh Cing
o 3 HOSUB G ik e i e s pde ) {5rvn bin do ot uam, 1 hoe T e Gaocthuy ¢yl Fhsomg T Som tn Bhc i+ @

e inphidy bk st

- E@Y o 06 - Chizng Ihyc vinbinphin chia isan  TWORNdN K 50 dang Mol 3 Gy Trung Té Wy Hiah Chinh Céng
2001406 - Chirng thyc vin bn ph san  Tibonndn  H so dar 5Ngdy 36 9 T4m Phuc Vy Hinh Chi

o 4 HO118] @ ke uembng in odeg adn himg K

N M o 8 1 #ng san, quydn 80 0 ot Phutng Tir Son, tinh B Ninh
® Phinbi
& Bisung
o a 5 . Hosyis] X Kreogdaud " 20001406 - Chirng thyc vén bén phin chia disén  Tidpnhdn Hbsadang  5Ngay 6% Trung Tém Phyc Wy Hanh Chinh Cing
St ma di 33 14.dng sdn, quydn 30 d héso Ao thu 20 Pht Phutng Tir Son, tinh B3 Ninh
@ u i mi b
& & 5 @ A Gianan i i 2000815 - Chirng thuc bin sao tirbin chish gy~ Tidpmhén  MBsodang  5MNgiy 3G Trung Tém Phuc Wiy Hanh Chinh
- NGy e 1, van bin 00 corquan, 18 enire niso duocmuly 37 Padt Prusng Tir Som, tinh B Ninh
300312026 08:00
Waky ahdn: 2710312025 O 5 : P e . e e e D
50 Trdkn P, Ba Bioh, Ha N ozasa e exsmplogmol govvn



# Trang cni

U Xirly hé s

Thi Iy b sor

Trangend > Xg N nbso > Thuly néso

Théng tin hd sor

- . Thil tyc hanh b o quia h N: 0 quan, 1 ch thim q Gia Vit Nam lidn kit
Danh sdch hd s chér cha § kién chinh
g aimg tén Ngdy nhgn
Mo 1 sor HOS, 18-265 Ngayhentd 311032025
Qué trinh thy ly = Nhn kit qué
<] i gidy
Danh séch hd so'kém theo
ST Thanh phén b so.
Ban chinh gidy té, vin ban 1 & 8 chir a 4 ba in chimg thipe. Trusbmg hop nguiri yéu ciu chimg thipe chi xuit trinh bén chinh thi co quan, 18 chirc tién hinh chyp ti ban chinh 38 thye hign chimg thy, trir
% trwomg hap co quan, th chir: khéng c6 phurong tién dé chup. Bin sao tir bin chinh dé thirc hign chimg thye phii c6 Gy du cac trang da ghi théng tin cisa ban chinh.
e Bin  Bin  Bin  Tokwi  Xemfle  ortVC L pidnbide mi o
chih 0 photo  diénty  dinhkem  Toriy o chimg

CEl

B chioh gy , v it vinh b chivh 5 quom, 18 chi b

K o B EEm

rang 63 o thing i ca bin cnion

=
- e m e T mowen s
Tinnbar din wo gt Génw  dnhm  Toup  Tmiviiowme TG
- 323

a. Trudng hop 1: Can bd dién thong tin 10 chiing trén hé thong
Tai danh sach cac thanh ph;fm hd so kém theo, can bo chon “Pién mau”d cot "Dién
bic¢u mau 101 chimg" >> Hién thi mau 161 ching

£ 101 CHONG a x
a
|
| Chon biéu méu: I Léi chirng ching thuc chif ky cia mot ngudi trong mét gidy t&, van ban tai Trung tam Phuc vu hanh chinh céng Vll & Sit dung m3u
Biéu mdu minh hoa :
= L@&i chirng chirng thwre chir ky cia mét ngwoi trong mot giay té, van ban tai Trung tam
= Phuc vu hanh chinh céng’ Il
Ngdy / thing /ndm: 2 06/0472026 (Bang chit  ngay séu thang bn nam hai nghin khdng trdm hai muoisau ) (1) Mim 3d 03
L i it gidy 62, van b (2i Trong tim
E Pliye 1y hish shish cieg’
Tai | Trung Tam Phuc Vy Hanh Chinh Céng Phuong Tir Son, tinh Bac Ninh () e ke Glag s -
s
T6i  Nguyén Birc Manh - Phé Chi tich Uy ban nhan dan (3), 13 Phé Chi tich Uy ban nhén din ) Ta™ § 0
Chimg e
Chi g ) oy o i i 6) o coen doun 4 i, i
Ching thuc i v oo cie ik 2 ks by .00 ik 6k 1, kb o bl
daerha Chewanén nbin) 1 o e nhin b s
~ & chome tux qtn 6 (1) - SCTICK. BC
Ong/ba | Ho, chir dém va tén cla nguii yéu ciu chimg thyc. (5)  Thécincudccongdan v (6)s8
Ghi 13 55 gidy 1oty than theo loai gidy 10 | cam doan dd hiu, tu chiu trach nhiém v& ndi dung cla gidy 19, van bin va da ky e Nt bidachii
. an . e ) e i 6 . 1 v g
vao gidy t&, van ban ndy truéc mit 6ng/bd | Tiépnhdn tra két qua hanh chinh congtirson 14 ngudi tiép nhan hd so.
58 ching thyc | 4 quyénsé:  Nhapquyénsd | (7)- SCT/CK BC \
Nguei tiép nhan hd so ky va ghird ho, tén: | Tidpnhdn trd két qua hanh chinh cong tir son
Nqui thuc hién ching thuc | KT CHU TICH UBND | va ghi rd ho, tén: | Nguy&n Birc Manh - Phé Chi tich Uy ban nhdn ddn
v

Trong ctra s6 d0, can bo c6 thé chon loai biéu mau pht hgp >>Nhan [Sir dung mau].
Kiém tra cac thong tin hé thong tu dién va nhap thém céc trudng con thiéu (s6 quyén,
tén nguoi yéu cau...).

Nhén [Luu 161 ching]. HE thong s€ tur dong tao file 101 chimg va dinh kém tryc tiép
vao dong ho so d6 ma ban khong can phai upload file thu cong.

b. Truong hop 2: Can b0 tai 1én file 101 chung

St c}ung khi bar} da co file lg‘)fi ching dugc soan thao riéng bén ngoai (file Word hoac PDF) va
muon tai truc ti€p 1€n hé thong.

- Tai danh sach cac thanh phan ho so kém theo, can bd chon “Chon tép”d cot "Tai
mau 101 chimg" >> Hién thi mau 10i ching

- Chon file 16i chting tir may tinh cia ban va nhan Open dé tai 1én. Sau khi tai thanh
cong, biéu tuong file s& hién thj tai cot "Xem file dinh kém".

3.2. Can bd thuc hién ky so
Budc 2: Sau khi tao file 16i chtng >> file duoc diy xudng muc “Théng tin xir 1y hd so”

Trang 11



Théng tin chuyen xw Iy -

e H
:z'”':ic Tiép nhan hd so
e
NGi dung xir by
Lydotré*
Didn giai
Tap tin dinh kém Chon | Xba
stT Tép tin ginh kém Kisé n’; Xem Xéa
1 lichung_231213.041 E O¢ x
2 loichung_21312.pdf FE O¢ x
3 lochung_12312312p08 ¥ 0O & X
Bon vi nhan Trung Tam Phyc Vy Hanh Chinh Céng Phutng Tir Son, tinh Bac Ninh -
Ngudi nhan
r
Céan bg thuc hién ky so
an 6o th 1KY
Thong tin chuyén xr Iy -
dung chuyé
:-'alih:'m e Tiép nhén hd so
trwde
NGi dung xiv Iy *
Ly do tré
Dién gidi
Tap tin dinh kém | Chon | Xba
ST Tép tin dinh kém Ki 36 ,Z’: Xem Xda
1 loichung 231213 paf E] O ¢ X
2 loichung_21312 pat e 0O e X
3 loichung_12312312 pdf v 0O ¢ X
‘Don vi nhén Trung Tam Phuc Vu Hanh Chinh Céng Phuang Tir San, tinh Bac Ninh
Nouéi nhan .

- Heé thong s€ lién két voi cac cong cu ky so
- Chon chiing thu s6 ctuia ban, nhap ma PIN va xac nhan hoan thanh ky vao cac van
ban da tai lén.

= o x

G2 | [ coonwieriny || o xicthe

@O 1t @@ % B C

TAI LIEU HUGNG DAN SU DUNG

HE THONG THONG TIN GIAI QUYET THU TUC HANH CHINH
DUNG CHUNG NGANH TU PHAP

Chire ndg Vin thu phit hanh

Budc 3: Can bd chon ngudi nhan va bam Chuyén

4.  Lanh dao phé duyét hd so
e Budc 1: Chon Phé duyét hd so >>Sau d6, chon chirc ning Lanh dao
Phwong/Xa/Pac khu phé duyét

Trang 12



@ HE THONG GIAI QUYET THU TUC HANH CHINH

BOTUPHAP Thy Iy phirimg Tay H8 -HN  Daing xust

# Trang chd

Trangchi > Phéduyéthdso > Lanh dgo Phurang/Xa/Dac khu phé duyst
T Xirlghdsa o
Tiéu chi tim kiém -
() Goi Dia chi thyc hign Linhwre Thii tuc hanh chinh M o 30
Phan cong thu b hé s - =
Lanh dgo phang phi duyét ¥ Tim kiém ndng ca0
Liinh dgo Phirbmg/Xa/Dic khu sy T
& duyt
— UBND phutmg Tay Hé . E E E

Lanh dgo pht duy§t hé so b sung

Lanh d0 phé duy8t ho &
gidiquydt

khong

onin | s

€: Chuyén: N: Nhan; g H6 so tiép nhan qua mang [0 Hé 50 s4p dén han; [) H6 50 qud ha

4l Béo céo thing ke
Bia ehi

Mah § Ngayhen  Ngudi dimg . . Chinhanh/ diém  Trang thai thu Thanh
) g e o e Ow Oc ON st o Mgy nhan 2 b This tye hanh ehinh Mg dung xir 1§ Tnsthil ThAgancontal  thye s A -
ERe Linh dao
J 2 " : Chimg thuc ban sap Phuong/Xa Phutng  UBND phutmg
o o 1 26 anwas 20022025 FPLTEST il e 2Giw0Pht  apl rlhe
phe duygt

e Budc 2: Chon M3 hd so, bam Xir Iy
e Budc 3: Can bo c6 thé nhap Noi dung xir 1y va Tép tin dinh kém
e Budc 4: Can bd chon nguoi nhan va bam Chuyén

5. Van thu phat hanh
e Budc 1: Chon Xir Iy hd so Sau d6, chon chiic nang Van thu phat hanh

@ HE THONG GIAI QUYET THU TUC HANH CHINH
BOTUPHAP Can b tiép nhan Dang xust

# Trang chd Trangchli > Xirljhd sa > Van thu phat hanh

Al Tigp nhan va tra ket qué TR
Tiéu chi tim kiém -
Xirly hé s

Mi b 55 Tirngy Didn ngdy Linh e
Thylj hé s 26/00/2025 B esnermees B | Chontinhwe -
Danh sdch hd sa chis cho § kién ¥ Tim kiém g coo
Van ther phat hanh e e
e - : oo
(1 Hirdng dn st dung _ = ) ) R .
C: Chuyén; N: Nhan; g M6 5o tiép nhan qua mang ] Hé 50 sdp dén han (] H6 soyeucéu bdsung (] H 5o qua han
[T o Theng
Oin ¢ N STT  hé  nhans Ngure dung ten nannun‘i';n N8I dung xirly Trang thai Thai glan cenlal  tin xin Chi nhanh/ diém tiép nhan Trang thai lién thong Thanh tosn
o hentra ¥ ki

e Budc 2: Chon Mi ho so, bam Xir Iy
e Budc 3: Can bo co6 thé nhap N§i dung xir ly va Tap tin dinh kém
e Budc 4: Can bo chon ngudi nhan va bam Chuyén

6. Tra két qua
e Budc 1: Chon Tiép nhén va tra két qua hanh chinh céng>>. Sau do, chon
chtrc nang Tra két qua ho so hanh chinh cong

HE THONG GIAI QUYET THU TUC HANH CHINK

BOTUPHAP

# Trang chd

@ quint

.. Tiép nhan va tra két qua hanh.
A% chinh cang

Tiép nhan h8 o trye tuyén
Tiép nhan hé s hanh chinh cong

Tiép nhan hd 50 bd sung hanh
chinh cong

Hitw hA st hAnk chink rAne

Tré k&t qué h8 s hanh chink
cong

Chuyén kit qua hi sa gidy
Nhin két qud hé s gidy
Thu

VG lign thong

4l Béo cdo théng ke

(00 Hutng dan sir dyng

Trang chu

Tiéu chi tim kiém
Ma ha sa Torngay

26/09/2025

{3 H 50 1i6p nhin qua mang

" Nhgn kg .

dc ON sTT mansse T Ngayahdn Ngayhentrd Nigudi ding ten
H26.132-

O 1 251222 22/12/2025 25/12/2025 FPT testmy

1

B wuckararmtn nguyin an an
e

ettt

D

sépad ik

=
3
X
(o]

/' Capnhat thang tin nausi nhon ket aud
= Gin $MS PhiLe ph

Ghiend

> Tiép nhan va tra két qua hanh chinh cong > Tra két qua hé so hanh chinh cong

Bén ngay Linh wre

26/12/2025

Chen linh e

Thi tyc bk hinh, [rr— T D Taegts T

1000894 Thi tue déng Hoso

. uss khong i

i K. n
auyst
Hesads
giél quyét

2000815-Chumg the xon,

bn a0 chuyén b
phantiép
nhanva
tra ket qua

tiepnhan_hechanal_en! Dang xust

Y Tim kidm nng oo

Thanh
toan
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Tich “Céng bd dich vu cong” > Bam “Luu”

HE THONG GIAI QUYET THU TUC HANH CHINH
' BOTU PHAP

Trang chil > Tiép nhén va trd két qué hanh chinh eong > Tré két qua hé so hinh chinh céng

| [eon s [omana
- thwe
‘Chon tép tin dinh kém: o file chosen
F——
| 1T Toén vin Kish K. dbng ddu Xam file dinh kim Phién ban Xba  Sira
Tai ligu iés dn hd 5o e
1 e N N . xe
g [ I
o

. Budc 2: Can bo tich ma hd so> Bam nut Tra két qua

Trang 14

tiepnhan_hochanoi el Dang xust

T Tim kiém nang cao

S6dong hign tai: 2/1 trang



