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Sb: 74/STTTT-KHTC Khanh Hoa, ngay 11 thang 01 nam 2017

V/v huéng dén trién khai thuc hién
Quyét dinh cong bd danh muc thu tuc
hanh chinh tiép nhan va giai quyét truc tuyén
qua mang Internet & mtc dg 3, 4
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Trién khai thuc hién Quyét dinh s6 4025/QD-UBND ngay 27/12/2016 cia Uy
ban nhén déan tinh Khanh Hoa vé viéc Cong bd danh muc tha tuc hanh chinh tiép
nhan va giai quyét truc tuyén qua mang Internet & mirc do 3, 4 (sau day goi tat la
Quyét dinh sé 4025/QD-UBND), S& Thong tin va Truyén thong dé nghi cic co
quan, dia phuong thuc hién mot sé ndi dung nhu sau:

1. To chtrc trién khai cap nhat cac thi tuc hanh chinh tlep nhéan va giai quyet
truc tuyen qua mang Internet ¢ mirc do 3, 4 da duoc cong b6 ap dung tai Quyét
dinh s6 4025/QD-UBND lén phan mém Mot ctra dién tir cia co quan, dia phuong
minh (theo Phu luc dinh kém Cong van nay) trwéec ngay 15/02/2016.

Uy ban nhan dan cac huyén, thi x&, thanh pho chu tri to chuc viéc cap nhat
danh muc tha tuc hanh chinh ti€p nhan va glal quyét truc tuyén qua mang Internet
¢ muc do 3 da dugc cong b ap dung tai Quyét dinh s 4025/QD-UBND Ién phan
mém MOt cira dién tir cia UBND cap x4 truc thudc truée ngay 15/03/2016.

2. Thuc hién ding tai Quyét dinh 5O 4025/Qb-UBND lén Trang théng tin
dién tir cia co quan, dia phuong; tiép tuc diy manh cong tac tuyén truyén, hudéng
dan va khuyen khich nguoi dan, doanh nghiép thuc hién ndp hd so tha tuc hanh
chinh dién tir nhim nang cao hiéu qua trién khai dich vu cong truc tuyén trén dia
ban tinh.

3. Phé bién Tai liéu hudng din tiép nhdn, giai quyét ho so thii tuc hanh chinh
truc tuyén trén phdn mém Mot cwa dién tr (dugc dang tai tai dia chi:
http://stttt.khanhhoa.gov.vn, muc Théng bdo) dén can bd, cong chirc 1am viéc tai
B6 phan mot cira dé nghién ciru, ap dung.

4. Pbi vai Uy ban nhan déan cac huyén, thi x3, thanh phé dang truc tiép trién
khai phan mém Mot cira dién tir tai Phong may chi cua dia phuong, dé nghi quan
tam t6 chue quan ly, van hanh tbt ha tang k¥ thudt cong nghé thong tin, nham bao
dam hé théng Mot ctra dién tir ciia co quan va cac don vi truc thudc hoat dong on
dinh, thong sudt, dap mg nhu ciu giao dich hd so truc tuyén cua ngudi dan va
doanh nghiép.



Trong qua trinh trién khai ap dung thu tuc hanh chinh truc tuyén murc d6 3, 4
theo cong bd cta Uy ban nhan dén tinh, néu c6 dé xuat hoac gap kho khan vudng
méc, dé nghi cac co quan, dia phuong kip thoi phan anh dén Pwdmg diy néng hé
try — 058.3563533, hop thwr dién tir: cottstttt@khanhhoa.gov.vn hoic gui van
banvé S& Thong tin va Truyén théng dé dugce hudng dan, hd tro.

Tran trong./.
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Phu luc
HUONG DAN CAP NHAT THU TUC HANH CHINH MUC DQ 3, 4
LEN PHAN MEM MOT CUA PIEN TU
(Dinh kéem Céng van so 74/STTTT-KHTC ngay 11/01/2017 cua So TT&TT)

Burde 1: Diang nhap tai khoan quan tri vao phan mém Mot cira dién tir cia co
quan, dia phuong theo dia chi: http://motcua.tencoguan.khanhhoa.gov.vn

Burée 2: Chon vao menu Tha tuc & trinh don bén trai phia trén nhu (Hinh 1)

L DR P

T T by

cob Tad by

Ly tnal
Ho =0
e Gl 10

Trong tr shisu n

Hinh 1: Chirc ning quan ly thu tuc
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Hinh 2- Man hinh quan ly thu tuc hanh chinh
* Poi v6i trromg hop thém mdi thi tuc hanh chinh mirc @6 3, 4, thye hi¢n
cdc birée tiép theo nhir sau:

Buwde 3: Tai (Hinh 2), chon ntit Thém méi, s& xudt hién cira sd yéu cau nhép
thong tin chi tié€t cua tha tuc nhu (Hinh 3)
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Hinh 3: Biéu mdu nhdp théng tin thu tuc thém mdoi

‘ Tai truong thong tin Mire d§, chon dit liéu Mikc do 3 hodc Mikc do 4 va nhap
day da cac truong thong tin khac tuong g véi thu tuc dang thém mdéi. Chon nut
Luu.

 Buoc 4: Tiép tuc thuc hién cac bude v& quy trinh; nhap thanh phan hé so,
giay t0,... nhu thong thuong.

* Di véi truwomg hop ning onfc dp cia thi tuc hanh chinh (vi dy tir mirc

dg 2 Ién mire d§ 3 hodic mire dj 4) thurc hién céc bude tiép theo nhir sau:

~ Bude 3: Tai (Hinh 2), chon nut Sira, xuat hi¢n cira s6 quan 1y thong tin chi
tiét cuia tha tuc nhu (Hinh 5)
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Hinh 3: Biéu méu nhdp théng tin thu tuc thém maon

Tai truong thong tin Mire d9, lua chon lai dit li€u la Mitc do 3 hoac Muc do
4. Sau d6 chon nat Luu dé€ luu lai thong tin vira chinh stra./.



HUONG DAN TIEP NHAN, GIAI QUYET

HO SO THU TUC HANH CHINH TRUC TUYEN

TREN PHAN MEM MOT CUA PIEN TU
(Danh cho can bg, cong chuee Mot cua)

1. Can bd mét cira tiép nhan hd so truc tuyén (online) cia cong dan

Trudng hop 1: Ho so cong dan ndp da ddy du cac yéu cau.

Budc 1: Chon ho so online dé tiép nhan (ho so online c6 biéu tugng mau

xanh & c6t Hinh thire va c6t Ngay nhén hién thi “Chua tiép nhan™).
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Budc 3: Sau d6 nhan nut [In bién nhén] dé in phiéu bién nhan.
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Budc 4: Sau khi tié:p nhén thanh cdng, can bd mét cira chuyén qua tab [Cong
viéc] dé chuyén ho so dén budc tiép theo tuong tu nhu d6i véi ho so binh thuong.

Trudng hop 2: HO so cong dan ndp chua day du.

Budc 1: Can bd mét cira nhan nat [Giri 10 nhiin] dé yéu cau dong thoi giri
tép hudng dan chi tiét cho cong dan.
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Budc 2: Nhin nut [Giri théng bao] dé hoan tat.




2. Céan b xir Iy yéu cau Cong dan bb sung hd so truc tuyén (online)

Céan bo xur Iy hd so chon hd so can bd sung va chuyén sang tab [Thong tin bo
sung] - 1am theo #rinh tw cac budc sau:

* Phan phan quyen cac chuc nang bd sung nhu trong phan b sung hd so binh
thuong & phan “Xtr Iy hd so”

a. Chon gidy t& can bd sung.

b. Nhan nut [Lwu yéu ciul].

¢. Dinh kém tép hudng dan chi tiét cho cong dan.

d. Nhap thong diép bd sung (bt budc).

e. Check vao “H so yéu ciu bd sung” dé luu toan bd thong tin da nhéap.

(M6 ta cdc bucc a, b, ¢, d, e néu trén)
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Truong hop 1: Dbi véi can bd xir ly ho so, khéng cé quyen cho phép hé so
b6 sung (thuong la chuyén vién) thi chon tab [Cong viéc] roi chuyén hd so dén
budc tiép theo.

Truwong hop 2: Pdi véi can bo xu ly ma cd quyén cho phép hé so bd sung
(thudng 1a lanh dao) (viéc phan quyén nay s& do quan tri hé théng thuc hién).

- Néu trudce d6 chuyén vién di xin bd sung hd so thi hd so khi dén céan bd tiép
theo s& kém theo dong chir “Xin y kién bd sung” & cot [Cong viéc] trén man hinh
nhan hd so nhu hinh bén dudi:
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- Tai budc nay, né'u,cén bo khong ddng y cho bd sung hd so thi cir thao tac
chuyén ho so dén budc tiép theo nhu binh thuong.

Nguoc lai, néu can bd cho phép bd sung hé so thi thuc hién: Chon vao tab
[Théng tin bo sung] va nhan nat [Pong y b6 sung] nhu hinh sau:
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Sau khi nhan nat [Dong ¥ bd sung], hé thong s& théng bao cho cong dan bd
sung hd so va hd so van ndm & tai khoan clia can bo da déng y bd sung (nhu hinh

bén dudi) cho dén khi cong dan bo sung day du, ho so s& tu dong dugc chuyén veé
can bo mét cua.
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3. Can by mot cira tiép nhan hé so bd sung trye tuyén ciia Cong din



Sau khi cong dan di bd sung day di, hd so (dang & budce cua can bd duyét
ddng y bd sung hd so) s& tu dong chuyén cho can b tiép nhan. Can bd mot cira
thue hién thao tac in phiéu bd sung va nhan bd sung tuong tur giéng nhu ddi véi ho
so binh thudong.

4. Tir chéi giai quyét hé so true tuyén (online) mirc 49 3

Thao tac cua lanh dao ciing giéng nhu dbi vai hd so binh thuong.

Khi hd so tdi budce két thuc tra vé can bd tra két qua, can bo tra két qua mo ho
so 1én, chon tab [Thong tin hé so], nhan nut [Giwri ket qua] roi thuc hién tuong tu
nhu chirc ndng [Gii 10 nhan]:

Bodn of hinh chinh
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