_ HUOGNG DAN QUY TRINH CHUNG THUC BAN SAO DIEN TU TU BAN
CHINH

Ngay 08/4/2020, Chinh phu ban hanh Nghi dinh s6 45/2020/ND-CP vé thuc
hién thu tuc hanh chinh trén moi trudng dién tu, Nghl dinh nay co hiéu luc
thi hanh ké tur ngay 22/5/2020. Thuc hién ké hoach s6 1246/KH-UBND ngay
26/4/2021 cua Uy ban nhan dén tinh Hai Duong ban hanh trién khai xay
dung 100% thud tuc hanh chinh du diéu kién 1én dich vu cong truc tuyén muc
do 4 cua cac co quan nha nudc tinh Hai Duaong va Cong van 2428/UBND-VP
ngay 02/07/2021 cla Uy ban nhan dan tinh vé viéc thuc hién nhiém vu vé
cung cap dich vu cong truc tuyén, thanh toan truc tuyén va cd ché mot cira,
S3 Tu phap hudng dan céch thirc dé ngudi déan, doanh nghiép dang ky dich
vu chig thuc ban sao dién tr tir ban chinh va céch thirc dé cong chirc tu
phap, lanh dao Phong Tu phap, Uy ban nhan dan cap xa, van thu x&' ly ho
sd chirng thuc ban sao dién tU nhu sau:

1. Cach thic ngudi dan, doanh nghiép dang ky dich vu chirng thuc
ban sao dién tu

a. Cach thic thuc hién

Ngudi dan, doanh nghiép truy cép vao céng DVCQG, chon menu “Dich
vu céng néi bat”, tai dia chi: https://dichvucong.gov.vn/ nhu sau:
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Ngudi dan, doanh nghlep (ND/DN) chon thu tuc: “Thu tuc chu’ng thuc
ban sao tur ban chinh gidy td, van ban do co quan td chirc cé thdm quyén
clia Viét Nam c8p hodc ching nhén”, hé thdng hién thi man hinh hudng dan
thong tin tha tuc hanh chinh nhu sau:


https://dichvucong.gov.vn/
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Céng dén Doanh nghiép

Thil tuc chimg thuc ban sao t ban chinh gidy 15, vin ban do co quan, t6 chife e thim quyén cla nude ngodl; co quan, 16 chic cé thim
quyén cda Vidt Nam lidn két vdi co quan, 18 chic ¢d thim quyén cda nude ngodi cip holic chimg nhin
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Cap lai, 48i, didu chinh thdng tin trdn 56 bdo hiém xa hoi, thé bdo hiém y té
Cap Giy ching nhdn xudt xd hang hoa (C/O) cdp sau

Dang ky doanh nghiép
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Tai man hinh hudng dan thdéng tin thd tuc hanh chinh, ND/DN chon
UBND c&p xa hodc Phong Tu phap cdp huyén dé dang ky dat lich hen chirng
thuc, sau d6 bAm nut [Pdng y], nhu sau: (v3i 2 don vi la T6 chirc hanh nghé
cdng chiing va Ca quan dai dién s& dudc trién khai & giai doan sau).
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Sau khi chon cd quan ching thuc, hé théng hién thi man hinh dat lich
hen nhu sau:
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ND/DN chon loai gidy tG can chng thuc, chon ngay hen, gid hen (nhirng
ngay, gid hen nao da du lugt dat lich hen, hé thong tu dong an di):
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Sau khi chon loai gidy td va chon ngay gid hen, ND/DN bam nut [Dat
lich hen], hé théng hién thi théng bdo thanh céng va ma lich hen:

Chuc mimng ban da dat lich hen thanh céng

M3 lich hen cua ban 14 CTET-300620-0001

Dong thai hé thdng gui sms téi s6 dién thoai cua ND/DN thong bao ma
lich hen va thgi gian hen.Trong trudng hdp can bd tu phap hen lai vao thdi



diém khéc, hé thdng s& gui sms tdi s8 dién thoai cia ND/DN thdng bdo thdi
gian hen lai, dong thai notify t&i tai khoan DVCQG cua ND/DN. ND/DN dén
cd quan da dang ky ching thuc theo lich hen, mang ban chinh gidy tG can
chi’ng thuc, nop |é phi chirng thuc.

b. Nhan két qua chirng thuc ban sao dién tu

Trudng hdp ND/DN cé tai khoan céng DVCQG va dang ky chi*ng thuc
bang hinh thirc dat lich hen hodc khi tdi cd quan tu phap, ND/DN thdng bao
v@i can bo tu phap cé tai khoan DVCQG va cung cap CMND/CCCD hoac MST
(v8i doanh nghiép), khi dé sau khi co quan tu phap hoan tat viéc cap ban
chi’ng thuc dién t, thi ho so sé dudc gui vé tai khoan DVCQG cua ND/DN
nhu sau:
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Dé xem file két qua, ND/DN bdm nuit [Xem gidy td] trén hd s, hé thdng
hién thi man hinh nhu sau:

Xem giay t3
Gidy t& da ndp

Két qua xr ly

STT Téntép

1 3fd4ae13497757¢B pdf




Chimg thue ban sao dang vdn ban chinh
SO chimg thue: /DT Quydn sb: 123/D1
Ngay chimg thye: 29/06/2020

ND/DN bdm nut [Xem chi tiét], hé théng hién thj file CTDT:

Trudng hgp ND/DN khong c¢é tai khoan DVCQG, khi téi co quan tu phap,
can bd tu phap sé yéu cau cung cap email. Khi dé sau khi cg quan tu phap
hoan tat viéc cdp ban chi’ng thuc dién tu, thi file CTDT sé dugc gui vé email
ma ND/DN da cung cap.

2. Cach thiic Cong chic tu phap, lanh dao, van thu thuéc UBND
cap xa, Phong Tu phap xt ly ho sc yéu cau chirng thuc ban sao dién
tu

Can bd dugc phan quyén thuc hién truy cép dia
chi https://quantri.dichvucong.gov.vn/ va thuc hién dang nhap bang tai
khoan vnconnect (Luu y: tai khoan da dugc phan quyén tudng 'ng vdi tung
vai tro xur ly)

a. Cong chic Tu phap

Cong chuc tu phap sau khi truy cap hé théng, dang nhap thanh cong,
can cU vao cach thdc ngudGi dan, doanh nghiép thuc hién dang ky ching


https://quantri.dichvucong.gov.vn/

thuc dién tr bang hinh th{rc dat lich hen hay dén truc ti€p ma Cong chuc tu
phap cling c6 2 hinh thic xir ly cho ngudi dan, doanh nghiép.

- Xt ly khong qua lich hen

Can bo tu phap chon menu [Thém mdai ban sao tu ban chinh], hé thong
hién thi man hinh nhu sau:
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Lic nay, tai cd quan tu phap, can bd tu phap héi ngudi dan, doanh
nghiép cd tai khodn c6ng DVCQG hay khéng, trudng hdp ngudi dan, doanh
nghiép cé tai khoan céng DVCQG thi yéu cdu ND/DN cung cdp CMND/CCCD
hodac MST.

Céan bd tu phap nhdp CMND/CCCD hodc MST dé thuc hién tim kiém tai
khoan nhu sau:
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Trudng hdp ngudi dan khdng cé tai khoan DVCQG thi can bo Tu phap
check radio box “Bdi tugng khong co tai khoan DVCQG”, sau d6 nhap email
cla ngudi dan nhu sau:
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Sau d6 can bo tu phap dinh kem ban scan cua ban goc, file dinh kem
bat budc dinh dang .pdf va dung lugng <= 30mb va chon loai gidy t& can
chirng thuc, sau d6 bdm nut [Trinh ky] d€ trinh tdi 1anh dao don vi.

- Xt ly lich hen

Trudng hdp ngudi dén da dat lich hen trén cdng DVCQG, can bd tu phap
chon menu [Lich hen chd duyét], hé thdng hién thi man hinh nhu sau:
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o XU ly lich hen

Hé théng hién thi toan bd céc lich hen clia don vi ma ngudi dén, doanh
nghiép dd hen, cadn bd tu phap chon 1 lich hen dé xir ly, bAm nuat [X< ly],
hé théng hién thi man hinh nhu sau:
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Trén giao dién hién thj théng tin cua ngudi dan, doanh nghiép déng ky
chi’ng thuc, loai gidy t3 can chi’ng thuc, cadn b tu phap can scan ban giay
clua giay td (ngudi dan mang ban gidy tdi), sau d6 dinh kem Ién trén hé
théng, file dinh kém bat bubc dinh dang .pdf va dung lugng <= 30mb.Sau



khi dinh kém ban scan, can bd tu phap bdm nut [Trinh ky] dé trinh tdi 13nh
dao cua dan vi minh.

o Ddi lich hen

Thoéng tin ngudi dang ky ban sao
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Trong trudng hgp lich hen cua ngudi dan, doanh nghiép trung lich vdi
lich cua co quan hoac can bd ban viéc dot xuat, hé théng cung cap chirc
nang cho can bd tu phap ddi lich hen. P& ddi lich hen, cdn bd bdm nut “DJi
lich hen” cla lich hen can ddi, hé théng hién thi man hinh nhu sau:

Can bd tu phap chon lai gid hen, nhap ly do hen, bam nut [Dat lai lich
hen]. Sau khi dat lai lich hen thanh cong, hé thong sé gui sms tGi s6 dién
thoai ciia ngudi dan, doanh nghiép, déng thd&i gui notify téi tai khoan cong
DVCQG cua ngudi dan, doanh nghiép.

- XU ly ho sa bi tur chdoi
HO sad bi tir chdi la cac ho sc do Ianh dao daon vi tra vé, cé 2 cach xur' ly:
Cach 1: hay ho sd, huy bo hoan toan h6 sg, dung xu ly
, Cach 2: X ly ti€ép, can bo bam nut “XCr,I;'/ ti€p” => can bod tu phap cé
thé chinh sira cac thong tin nhu file scan... dé trinh ky lai 1anh dao.
b. Lanh dao ky ban sao

Lanh dao sau khi truy cép thanh céng hé théng, s& hién thi man hinh
danh sach cac ban sao chd ky nhu sau:



Lanh dao bdm nut [X( ly], hé thdng hién thi man hinh nhu sau:

Chu y: dé ky sé dugc thi may tinh cua Idnh dao phai dudc cai céng cu
plugin ky sé.

Lanh dao b&m nut [Ky s6], khi dé hé théng goi dén plugin dé ky s6 nhu
sau:
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L&nh dao bdm nut [Ok] trén plugin dé€ thuc hién ky, sau khi ky plugin
hién thj file d& c6 chit ky va 18i chirng nhu sau:

romg e tam soo dany von ban chint

Hé théng mac dinh thém trang trang dé hién thi chi ky va I8i ching,
tuy nhién trong truéng hdp mudn can chinh vi tri thi click vao hinh anh chit
ky dé kéo tha vi tri theo y mudn. B&m nat [Ap dung] trén plugin dé hoan
tat viéc ky, hé théng sé& hién thij file da ky nhu sau:

L&nh dao bdm nut [Chuyén cép s6 va déng ddu] dé chuyén tdi van thu
déng dau

c. Van thu déng dau ban sao



- Quan ly sé chirng thuc

Van thu sau khi ddng nhép thanh cdng, chon menu [Quan ly s6 ching
thuc], hé thdng hién thi man hinh nhu sau:

Tai man hinh quan ly sé chirng thuc, van thu cé thé thuc hién cac chirc
nang:

o Thém mdi sé ching thuc

Van thu bdm nut [Thém mdi], hé théng hién thi man hinh nhu sau:

Thém madi so

) ahaing thur S5 ban dbu

Van thu nhap cac thong tin:

« Tén s6 ching thuc

« S8 bat dau sd: chi nhap sd
« Ngay md sd

. Ngay dong s6



B&m nut [Luu] dé hoan tat viéc thém mdéi sb

o Chinh stra s6

D& chinh slra s, van thu bdm icon [chinh sira] trén danh séch, hé théng
hién thi man hinh sau:

Stra théng tin s6 ching thuc

Tén s8 chdmg thyc * S& ban dau

S47/07 7N

Ngiy md 58" Ngay déng s6*

28/06/2020 i 28/06/2020

V&n thu chinh sira cac thong tin va bdm nut [Luu] d€ hoan thanh viéc
chinh sira

o Xbda sb

S6 chi dugc xda khi s6 con tréng, s6 da dudc cdp s6 khdng thé thuc hién
x6a, d€ xda s6 ngudi dung bdm nut [Xda] dé thuc hién xba sb

o View théng tin so

Van thu bAm nat view thong tin s6 trén danh séch s8, hé thdng hién thi
man hinh nhu sau:

Thong tin chung thye trong sé
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Hé théng hién thi théng tin sé va danh sach hd so ching thuc dugc cdp
trong so.

o Xuat bao cao

V&n thu bAm nudt xuét bdo cdo dit liéu cla s8, hé thédng xuét bdo cdo ra
file excel nhu sau:
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- Cap sO va déng dau ban chirng thuc dién ta

Van thu chon menu [Ban sao chd dédng ddu], hé théng hién thi danh séch
cac ban sao chd déng dau nhu sau:
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Van thu bdm nat [X ly] cia mot hd sc trén danh sach, hé théng hién
thi nhu sau:



D e aas g ST

ey dong S

XU ly cap ban sao tir ban chinh

Thong tin ngutt dsng ky chp bin seo

Dinh kom bén chinh (scan)

CONG IOA XA TOLCHU NGIIA VIET NAM
D W - T do - Hamh phbe

GIAY KHAI SINH

o, ohit Som, vomi

Ngdy. thang, nAm sinh g Mhng ohir
G tiniy D 10 Qulis 1
Nos wanh

Qe guin

S48 dioh danh c4 nhin
Ho, Il AL, 10w mpvfil we

Van thu chon s6 chitng thuc, hé théng tu dong sinh sd theo s6 chiing
thuc.

Sau do, van thu bdm nut [Pong ddu] dé thuc hién dédng d&u cho ban
sao, hé thdng goi tdi plugin d&é ddng d&u. Chd y: dé déng ddu dugc thi méy
tinh cua van thu phai dugc cai cbng cu plugin ky sé.
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o Cancel

V&n thu chon chirng thu s dé dong d&u, hé thdng hién thi man hinh nhu
sau:
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Van thu bAm nat [Ap dung] trén plugin dé hoan thanh viéc déng d&u,
khi d6 hé théng hién thi ban da déng ddu nhu sau:

HOANM THANH VA CHUYEN BAN CTOT TOI NGUIOY DANDOANH NGHIEP

Van thu bdm ndt [Hoan thanh va chuyén ban CTPT tdi ngudi dan/doanh
nghiép], khi dé ban CTDT sé& dudc chuyén tdi tai khoan DVCQG ctia ND/DN
hodc chuyén tdi email trong trudng hdp ND/DN khdng ¢ tai khoan DVCQG./.



