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UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIETNAM
QUAN BA PiNH Péc 1ap - Ty do - Hanh phic
$6:45 /UBND-VHTT Ba Dinh, ngéy 08 thang 01 niim 2024

V/v ding k¥ va sir dung chir ky s6 chuyén
ding Chinh phu cho vién chirc thudc quén

Kinh gri:
- Phong Gido duc va Pao tao quén;
- Trung tam Giao duc nghé nghiép, gido duc thuong xuyén
- Trung tdm Van hoéa Thong tin va Thé thao Ba Pinh
- Céc truong Mam non, Tiéu hoc, THCS thude quén.

Ngay 26/10/2023, UBND quén da ban hanh Céng van s6 2039/UBND-VHTT
vé viéc diy manh cép va sir dung chit ky s6 chuyén dung Chinh phi cho cén bg, cong
chire, vién chitc cdc don vi su nghiép, trudng Mam non, Tiéu hoc, THCS thudc quan,
theo d6 trién khai ding ky cap chit ky sb chuyén ding Chinh pht cho 100% can b, cong
chire, vién chirc ctia don vi va bio cdo UBND quan trude ngay 5/11/2023.

Tuy nhién, t6i thoi diém hién tai, theo tong hop ctia Phong Van héa va Thong tin
méi nhan duge béo céo ciia 3 don vi: TH Kim Déng, TH Thanh Céng B, TH Phan Chu
Trinh, UBND quén Ba DPinh yéu cdu céc don vi nghiém tic thuce hién cic ndi dung sau:

1. Phong Giio duc va Dao tao

- Chu tri, hudng dan dén dbc céc trudng Mam non, Tiéu hoc, THCS thudc quén
thue hién dang ky cép chir ky sb chuyén ding Chinh phui cho 100% cén b, céng chii,
vién chitc ctia don vi. Str dung chit ky s6 chuyén ding Chinh phu trong céc loai hinh giao
dich dién t&r phuc vu quan ly, diéu hanh, xir ly cong viéc va cung cép dich vu cong truc
tuyén, sin sang tham gia céc hé thdng ding chung ctia Thanh phd.

~Téng hop bao céo két qué thuc hién cia cic don vi va béo cao UBND quén két
qué thuc hién kém theo biéu théng ké trude ngay 12/01/2024 (qua phong Van héa va
Thong tin tong hop chung).

2. Céc trudmg Mam non, Tiéu hoc, Trung hgc co sé thuge quin

Trién khai dang ky chit ky sb chuyén ding Chinh ph cho 100% cén bg, cng chiie,
vién chitrc cia don vi (Huéng dan ding ky cép chimg thur s6 cho c& nhan dinh kém), béo
cao UBND quén trudc ngay 10/01/2024 (qua phong Gido duc va Dao tao).

- Luu y: céng van don vi de nghi Cuc Chimg thuec s6 va Bdo mét thong tin, Ban
Co yéu Chinh phii cap ching thie s6 giti kém vé phong Gido duc va Pao tao lam tai liéu

kiém chimg.
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3. Trung tim Gi#o duc nghé nghiép, giao duc thwong xuyén; Trung tim Vin
hoa Thong tin va Thé thao Ba Pinh

Trién khai diing ky chit k§ s6 chuyén ding Chinh phti cho 100% cén bé, vién chitc
ctia don vi (Huéng din diing k¥ cip chimg thu s cho ¢4 nhin dinh kém), bdo cio UBND
quan frudc ngay 12/01/2024. '

UBND quén Ba Dinh yéu ciu cic don vi nghiém tic trién khai thuc hién
dam bao tién dd./.
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- B/c Chu tich UBND quén;
- Cac D/c Pho CT UBND quén;
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HUONG DAN “CAP CHUNG THU SO CHO CA NHAN”
(Giri 1an 2)
Chi danh cho Co quan, té chirc sau khi da diing nhap thanh céng vao hé thong.

Buoc 1:

Nhan vao muc “BANG PIEU KHIEN” va chon tiép muc “DANG KY DICH
VU”

=

DANG KY DICH VU QUAN LY THONG TIN THONG BAD, TIN NHAN

Budrc 2:
Nhan vao hinh anh phia bén phai ciia dich vu “01-Danh sich dé nghi cAp méi
chirng thwr s6 cho ca nhdn” & cét “Chudn bi hé so”

TRAN i LMC VU CHUNG THUT ] N { VAN BAN-OFPL } 1 G DAR
Tén tha tue
S H Tin ki g cac

Chuan bi hb

Ten thu tue

1 01-Danh sich & nghj cip mai chimg thy s& cho cd nhin @& .
7 U2 Danh sach a8 nghl Cap Mol chumg The 55 cho o0 quan, 15 chie = po v =
3 03-Danh séch d& nghj cap ching thir s& cho thiét bi, dich vy, phin mém & :
4 04-DE nghi gia han (thay 45i ndi dung thdng tin) chimg thu s§ @& s
5 05-Thu 13 chifng thy 53 i ' @ .
6 06-Knoi phyc thidt bi iuu khda bi mét 1 .

Bworc 3:

Nhip thong tin ciia cdng van dé nghi Cép chimg thu sb cho c4 nhan va thong tin
ngudi tiép nhin chimg thr sb.

Céc 6 c6 diu sao (*) s& phai nhap vao, khong duoc dé trong.



NOP HO SO TRYT TUYEN "CAP CHUNG THU S0 CHO CA NHAN"

[NHAP CO QUAN CHD QUAN) CONG HOA XA HOI CHU NGHIA VIET NAM

SSRp b | (i <61y ) 84 Ra - Ving Thu | ngiy 05 thing 02 ndm 2020

V/v d& nghi cdp chirng thir s& cho cd nhan

Kinh giri: (Tén co quan quén Iy thi tuc néy) Cue Chirng thure 58 vi Bdo mat thdng Tin, Ban Ca yhu Chinh phd .

1. Thang tin nguéri tiép nhiin chimg ther s (thiét b lwu khéa bi mjt):

Howbthc® $5 CMND/Thé CCCD/HY chidu * Ngdy clp:* . BOMRES

| Mguyln Vi Hba | | 030227110999 0770172020 || R

Chie vy: * o _ Dinthogididing:® = Diachithudijn i congvy:* .
Giam D6c | | osm7ssasnn AguyERvanhoa@gmail com

Oja chitidp nhjn: * _ -

mmp&gm%mmﬁmm&vmrnmnm-vmﬂ:_

Budéc 4: Nhip danh sach thong tin ca nhin can cap chirng thw s6
Nhan vao nit “Thém ca nhan”.
Mot khung nhép thong tin hién thi ndi 1én trén trang hién tai.

2. 6 lugng vi dank séch dling kj: 0 gbm:

Thao tac

HO va tén Mgay sinh

S

Buwéc 5: Nhép théng tin ciia ca nhin cin cip chirng thir s6 vao khung nhip
théng tin hién thi:

- Bwére 5.1: Nhép dia chi thu dién tir cong vu (email) cua ca nhan can dang ky Cép
chimg thu sé va nhin vao niit “Kiém tra thong tin thué bao va danh sach chirng
thwr s6 hién c6”.

Thém mdi
Dia chi thu dign ti cong vy (1) *
- [ oot vt i s ot
i e b = SENERS Ny S5 dign thopi liin b - e
= = il : ' | - =
85 CMND, CCCD, H chidu - Ngiy cip « Weisip=—
25 5 = | tinhQuing T -
Chiuy * = e
—Chos Chllevy— - -“ —Chon nhi mang-- .
Ghi cha:
(1) Dia chi hip thr cia cd nhidn dupe cdip boi co quan nhé nude (khdng sé dung cdc dia chi thu didn & gmail, yahoo, hotmai... ).
(2)Tinh/Thanh ph& cia co guan, 18 chic, cd nhdn cdng tdc.
(3) Néu Thué bao mudin dang ky sur dung SIM PKI thi dién théng tin nhi mang vién thing (Viettel, Vinaphone, Mobifone), Thué bao mudin chuyén s6 dang su dung sang




- Bwoc 5.2:

« Truwong hop 1: Néu email di diing ky chimg thu s6 truée ddy, s& hién thi
thong béo “Thué bao da ton tai trong h¢ thong” va thong tin ca nhn s& tu
dong dién vao khung nhap.

Dia chi thu dién tr cong vu (1) *

5.2 [ an.nguyenvan@gov.vn
TH1

Oﬂwe‘ bao d3 tan tai trong hé thong

« Trwong hop 2: Néu email chwa timg dang ky chimg thu 50, s& hién thi
thong bao “Thué bao méi” va co quan, to chirc nhap thong tin cia ca nhan
vao khung.

Dia chi thw dign tir cdng vy (1) *
5.2 an.nguyenvanggov.vn

TH2
Qmmnﬁ

« Trwong hop 3: Néu email d3 ding ky chimg thu s6 truée ddy, nhung thudce
co quan, t6 chirc khéc cic co quan, té chirc dang quan 1y, s& hién thi thong
béo “Email da ton tai & Co quan, té chirc khéng thudc danh sich dwoc
cip quyén diing ky”. Co quan, td chitc phai nhip email khac.

Sty e Welngw
5.2 meﬂﬂuhoabd@gcwvn

TH3 oy T
anumnmacoqm 16 chire khong thude danh sich duoc cip quyén ding ky

« Néu khong co “co quan, t6 chirc cong tac” dé chon thi di thang to1 chire
nang “Danh siach cay to chirc” dé thém 1 co quan, t6 chire, roi quay
lai Bwée 1 dé ndp lai hé so.

- Buéce 5.3:
Néu théng tin ding ky c6 ding ky SIM PKI thi chon nha mang trong muc “SIM
PKI (3)”.

» Néu sir dung sé dién thoai (d3 dang ky & bwére 5.2) thi chon vao &
vudng “Chuyén s6”.



6

A - A a-a - ’ s a1 A \ A - -
+ Neéu sur dung so dién thoai mai thi khong chon vao 6 vudng nay.

SIMPKI(3) — ~
| MobiFone v | © Chuyln 58

—Chon nha mang—

e

- Buwoc 5.4:
Nhin vio nit “Liru lai” d¢€ huru lai thong tin ca nhan.

Thong tin ca nhan vira dang ky sé hién thi & bang danh sach.

Sau khi nhdp xong théng tin mét ca nhdn, quay lai Bwde 4 dé tiép tuc thém cd
nhdn tiép theo (néu cd).
Néu xong danh sach thi di tiép Bwée 6.

Buwéc 6:
Néu thong tin ca nhan d3 nhap khong chinh xac, can chinh sira, thi nhin vao hinh
cay buat mau xanh dwong = tai thong tin do.

S& hién thi khung chinh sira thong tin, twong tu nhu khung nhap thém méi & Budce
5.

2. 56 hegng vi danh séch dling kj: 1 ,gom:

5401010463¢ce
GThc376e362d
88c2ee97,540
3 4 4 . 1010463¢ce97h
Nguyen Thi 34938403049; 22/06/2018; nguyenthihoa. tinh B Ria -

T Hoa 2170711965 BRVT “brggovn HDND B3 Ria Viing Thu Trwdng Phéng 0987648487 ;::::ﬁ‘;?f
0463ce97he37
6236208828

97

Buwoc 7:

Néu mudn x6a théng tin ¢4 nhén thi nhin vao hinh thung riac mau do @ ;
Buéc 8:

Nhap day du céc théng tin va chon vio 6 vudng “Cam két nhirng néi dung dang
ky ding voéi khai bao caa don vi.”.

r A' h L4 [ 4 - A
Sau do6, nhan vao nut “Bwdérc tiep”.



MNoi nhja: * KT Gidm oic
Narnin PHi Glim plic
UBND tinh;

-Lnc VL
Hguyén Yin An

« Cam két nhitmg ndl dung ding ky ding vl khai bio cda don v). *

Ghi chi
Nning ruéng thong tn b déu * 1 bit butc

(1) i@ chi hop the cila 4 nhin duoc cép b3 oo quan nha nudc (khdng sir dung cac dia chi thu dién tir gmail, yahoo, hotmail..). -
(2) Tinh/Thanh pht cla co quan, tS chile, cé nhia cdng tic.

mmmmmmudwwmﬂﬂ-mum»u%mmmmm mmumdmmumﬁwm

ki higu “cs” (Vi du: Viettel/cs). Néu khong déng ky sir dung thi b rfing.
(4) B v&i B Qubc phbng, BS Cdng an, BS Ngoai giao 13 ngudl dimg diu céc 18 chic ummm

Bwoc 9:

Tai vin ban dé nghi cap chimg thu s6 cho ¢4 nhan c6 x4c nhan clia co quan, to
chirc quan Iy truc tiép:

E o an 'ﬁ:ig o _ _

. Cic o o8 s *ybo cly ot e pik i i, dung fuong 58 ik ang Aot M heo o cBucin g t Byt =

r,}_‘ Ao B WS WG khi wlip

g
1. Vin bin @@ nghj cip chimg thy s& cia cé nkin c6 xic nhin cia co quan, t§ chie quén I trye tidp .
Cac logi file duge phép Lai kn: doc,.docx.xis. xisx.pdl.png.jpg jpeq.gif,bmp, ot rerzip. Tz

Dung kugng tdi da: 25 MB

.!.Tltvhthditj

l 4 Suta lpi don dling by b Xud file don diing ky W) daci e word

- Buée 9.1: Néu chua c6 vin ban dé nghi thi:

« Nhan vao nat “Xuit file don diang ky” sé hién thi don di nhap & cac budc
trén ra file PDF.

« Nhin vio nit “Xuit file Word” s& hién thi don d3 nhap & cac budc trén ra
file Word.

« Néu nbi dung don khong chinh xac thi nhin vao nit “Sira lai don ding ky”

- Buée 9.2: Nhin vao nut “Tai vin ban da ky” dé dua file cong vin 1én trén nay.

- Buéc 9.3:

« Nhén vio niit “Nép hé so” dé giri ho so cho Cuc Chimg thuc s6 va Bao mat
thong tin. H6 so d3 hoan tit va & trang thai “Hb so chd tiép nhan”.

« Néu nhin vao nit “Luwu lai va nop sau”, hd so da nhap s€ dugc lvu laiva o
trang thai “Duw thao”.

- . o g Eeow r A x s . 2 5 =
Trang hién thi sé di toi muc “Danh sdch ho so” va hién thi ho so vira nép.
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