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UBND TINH BINH DUCNG CONG HOA XA HOI CHU NGHIA VIET NAM
SO TU PHAP Poc lap - Tw do - Hanh phic

S6:A3h3 /STP-HCTP&QLXLVPHC Binh Duong, ngay 96 thdng F nim 2022

V/v huéng din st dung mét s6 chirc ning
trén Hé thong théng tin dang ky va quan 1y
b tjch

Kinh giri: Phong Tu phép céc huyén, thi x&, thanh ph

S& Tu phép nhan duoc Coéng vin sb 237/CNTT-PM&CSDL  ngay
25/05/2022 cia Cyc Cong nghé théng tin - B6 Tu phap v€ viéc hudng dan st
dung mot so chirc néng trén He thong thong tin dang ky va quan 1y ho tich.

P& trién khai thuc hién dong b3, théng nhét trén dia ban, S& Tu phéap gui
dén Phong Tu phép cic huyén, thi x4, thanh phé ban sao Céng van sb
237/CNTT-PM&CSDL ngay 25/05/2022 cia Cuc Céng nghé théng tin - B6 Tu
phap.

Pé nghi Phong Tu phép trién khai, thue hién va huéng din céng chirc lam
cdng tac h tich trén dia ban cap huyén thyc hién nghiém tic ndi dung Céng vin
s0 237/CNTT-PM&CSDL ngay 25/05/2022.

Trong qud trinh trién khai thyce hién néu ¢é vuéng méc phét sinh, dé nghi
phéan énh vé S& Tu phap d& kip thoi huéng dan./.

(Néi dung Céng vin kém theo bdn sao Céng vin s6 237/CNTT-
PM&CSDL ngc‘zy 25/05/2022 duoc ding tdi trén Trang thong tin Hudng dén
nghiép vu cia BG Tw phdp, dia chi: https://hdnv.moj.gov.vn - Muc: Cong nghé
théng tin/ Hubng din trién khai, sik dung cdc vmg dung cong nghé thong tin) i~ _ ah

Adiaar KT. GIAM POC
- Nhu trén “pdf”; . r i
- Giam dbc (d8 blc); PHO GIAM BOC

- Luu: VT, HCTP&QLXLVPHC, “pdf”.
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BO TU PHAP CONG HOA XA HOI CHU NGHIA VIET NAM
CUC CONG NGHE THONG TIN Péc lap - Tu do - Hanh phiic

$6237 JONTT- PM&CSDL Ha Noi, ngay@s thdang 5 niam 2022
Viv huorng dan str dung mét s6 chirc ning

trén Hé théng thong tin ding ky va quén 1y
hd tich.

Kinh giri: S& Tu phap céc tinh, thanh phd tric thude Trung wong.

Hé théng thong tin ding ky va quan 1y ho tich ciia B§ Tu phap da dua vao st
dung tir nim 2016 va dan dan on dinh gbp phan hién dai héa cong tic ding ky,
quéan 1y ho tich. Qua thuc tién trién khai, cin ¢t vao tong hop yéu ciu tir cac S¢ Tu
phap cling nhu ngudi st dung, Cuc Cong nghé thong tin d3 tién hanh bd sung,
ning cap mot sd chirc ning twong Gng trén Hé thdng thong tin ding ky va quan ly
ho tich dé tao thuén tién cho qué trinh gii quyét thi tyc hanh chinh vé h tich.

Viée bd sung, ning cip nhdm dép tGng céc yéu cau vé két nbi, cip S& dinh
danh ¢4 nhan; mét s6 quy dinh tai Thong tu s6 04/2020/TT-BTP, Nghi dinh sb
87/2020/ND-CP vé Co s¢ dit liéu ho tich dién tir, ding ky ho tich truc tuyén.

Hién nay, viéc bd sung, nang cip néu trén di duoc thuc hién xong, ngay 30
thang 5 ndm 2022 s& duoc kich hoat va dua vao st dung chinh thiec, tai lidu hu'orng
dan. Cuc Cong nghé thong tin gui cac S& Tu phap “Tai liéu hwong dan” dé bibt va
chi dao céng chiic tu phép - hd tich nghién ctru, trién khai. (Chi tiét Tai liéu huwong
din xem Phy luyc dinh kem va dwoc ding tdi trén Trang thong tin Hudng dan
nghiép vu ciia B¢ Tw phap, dia chi: https://hdnv.moj.gov.vn - Muc: Céng nghé
théng tin/ Huong dan trién khai, sir dung cdc Li"ng dung cong nghé t/1611g tin).

Trong qua trinh thuc hién, moi Vucmg midc vé k¥ thuat, phin mém vui long
lién hé truc tiép voi Bo phén hd trg phan mém hd tich cia Bo Tu phap (Cuc Cong
ngh¢ thong tin), email: hotich@moj.gov.vn, dién thoai: 1900-8888-24 (nhanh sb
1), dé duge hd tro, giai dap.

Tran trong cam on./.

Noi nhin: CUC TRUONG
- Nhu trén; g
- Bo trudng (dé b/c); % /;\_‘ﬁ-_{{\;%\

- Thir trudng Nguyén Khénh Ngoc (dé b/c); s coeNeE
- Cyc Hb tich, qudc tich, chiing thuc (dé biét); wg oo
- Luu: VT, \\ \ %/ 7
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PHU LUC
Hudng din mot s6 chive niing trén Hé théng thong tin
Dang ky va Quan ly Ho tich
(Kém theo Céng vin s6 237/CNTT-PM&CSDL ngay 25/05/2022 cua Cuc Cong

nghé thong tin — Bo Tu phdp)

1. BO SUNG MOQT SO CHUC NANG LIEN QUAN PEN CAP SO
PINH DANH CA NHAN TREN PHAN MEM PANG KY KHAI SINH

1.1. Huéng din Gan s6 dinh danh c4 nhan (tit ca cdc cip)

a) Muc dich:

Gitp cn bd ho tich chi dong xir Iy cac van dé da néu tai Muc 2.4b, 2.5b
cta Phy luc Cong vin sb 3160/BTP-CNTT ngay 13/9/2021 cia Bo Tu phédp
huéng dan xir Iy mot sb Vuc’mg méc trong tiép nhan s§ DDCN khi cap nhat di
liéu 1<ha1 sinh vao Phan mém ding ky khai smh dién tr (sau day goi tit 1a Cong
vin s 3160) va céc tluong hop bi khuyét s6 dinh danh c4 nhén cta nguoi dugc
khai sinh kh4c trén Phan mém ding ky khai sinh).

b) Huéng din thao tic:

C6 2 cach d gan s6 dinh danh c4 nhan vao hd so khai sinh:

- Cdch 1: Nhap tay (sé& trién khai ngay sau ngay 30/5/2022).

Trén Phin mém dang ky khai sinh dién tir > B4m nut Chirc nang chinh -2
Danh sich déng ky khai sinh = Tim hd so cdn bd sung sé dinh danh = Bém
nit X Iy ctia hd so d6 = Chon Bb sung s6 PDCN.

Sau khi ctra s6 “Bb sung s6 DDCN” hién 1én = cén bo ho tich dién thong
tin s6 DDCN ctia hd so va s§ CMTND ciia cén bo ho tich rdi bAm nut Luu.

- Cdch 2: Tra ctu s6 dinh danh cd nhén trén Co s dit lidu qudc gia v& dan
cu (se tnen khai sau khi B§ Cong an cho phép khai thac dit liéu véi CSDL
Québc gia vé dan olr):

e Trén Phin mém dang ky khai sinh dién tir 9 BAm nit Chuc nang chinh
—> Danh sich ding ky khai sinh = Tim ho so can bd sung sb dinh danh =
Bém nit Xt ly ctia hd so d6 = Chon Gén s PDCN.

o Tai cira s6 “Tim kiém nhanh thdng tin cdng dan”, c4n bo nhip thong tin
s6 dinh danh c4 nhan dé tim kiém cong dan trong CSDL Dan cu = Bim Tra
cau.

e Tai danh sach két qua: Cén bd chon céng dan trong danh sach dugc xé4c
dinh Ia tIung v6i cdng dan dang bd sung sb dinh danh = Bim Chon = Hé
thong hién thi “Thong bdo cap nhat thanh céng” 12 hoan thanh.

1.2. Chire niing x4c nhén théng tin khi cip sé dinh danh c4 nhan (tat
ca cac cap)






Pbi voi nhitng hd so khai sinh dang béo 16i “Céng ddn cé mid XXXXXXXX
nghi trimg thong tin céng dan dd cdp s6 XXXXXXXXXXX”, Phan mém s& tu
dong tao yéu ciu ra soat ddi véi cac hd so nay.

a) Muc dich:

Gitip can bd hod tich chi dong xir Iy cac vin dé da néu tai Muc 2.1a va
2.2b va 2.5b ctia Phu luc Céng vén s 3160.

b) Huwéng din thao tic:

- Truong hop 1: Bi véi nhitng hd so dang bao 16i ma can b hd tich da
biét duoc s6 PDCN duge canh béao khong phii 1a ciia ngudi dwoe khai sinh
hoac thuge cac trwong hop sinh doi, sinh ba thi sé thuc hién nhu sau:

e Budc (1): Trén Phan mém ding ky khai sinh dién t& & BAm nat Chtc
ning chinh = Danh sach ding ky khai sinh = Tim hd so theo tiéu chi: Trang
thai ra so4t: Chon Yéu cau ra sodt hodc thong tin cua hd so = Sau khi d3 tim
thdy ho so cin ra sodt (hd so dang bdo 16i) > Bam nut Xt 1y cta hd so do—>
Chon Thong tin ra soat.

e Bude (2): Tai bang CAp nhat két qua ra soat:

+ Két qua ra soat: Chon “Khdng trung/sai”.

+ Két qua xir Iy: Chon “Xac nhan khong tring” hodc “Xéc nhan sinh
d6i/Xac nhan sinh ba”.

+ Noi dung giai trinh: Giai thich 1y do. VD: Céng an x& cung cép thong tin
vé s6 dinh danh béo tring 14 ctia nguoi khac/La trudng hop sinh dbi.

Bém nit “Luu va giri” thi hd so s& duge Heé théng cip cho 1 s dinh danh
ca nhan khac.

- Truong hop 2: Pbi véi nhiing hd so dang bdo 16i ma can bd ho tich da
biét duge sé PDCN duge canh béo ding la clia ngudi dwoe khai sinh thi s&
thue hién nhu sau:

Thue hién tuong tu nhu truong hop 1, nhung khac Budce (2) nhu sau:

+ Ké&t qua ra soat: Chon “Khong tring/sai”.

+ Két qua xtr ly: Chon “X4c nhan S6 DPDCN duogc canh bdo 1a clia ngudi
duoc khai sinh”.

+ Noi dung giai trinh: Giai thich Iy do. VD: Céng an x& cung cp théng tin
vé s6 dinh danh béo tring dang la cta ngudi duge khai sinh.

Bim nft “Luu va gii” thi hd so s& dugc chuyén sang trang thai Hoan
thanh nhung chua c6 sé dinh danh cé nhén. Tiép theo, cén bd s& phai thyc hién
bd sung sb dinh danh c4 nhan vao cho hd so theo nhu huéng dan tai Muc 1.1.
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2. PIEU CHINH MOT SO QUY TRINH TREN PHAN MEM DANG
KY KHAT SINH

2.1. Pidu chinh quy trinh cAp nhét thong tin d6i véi khai sinh (cAp xa,
huyén)

a) Muc dich:

HO tro can bd ho tich thao tac in, sitra sai s6t thong tin, cai chinh, thay déi,
bd sung, d& nghi hiy hd so ngay ca d6i véi nhitng hd so khai sinh dang bao 15i
trén Phan mém Piang ky khai sinh.

Viéc didu chinh nay nhdm tach biét hai quy trinh: mot 13 quy trinh nhap ho
so va gti di dé cAp sb dinh danh cé nhén, hai 1a quy trinh cdp s6 dinh danh ca
nhéin ctia B Cong an. Sau khi can bd ho tich thuc hién xong quy trinh mat 1a
d3 hoan thanh nhiém vu ctia minh, con quy trinh hai 1a do Bo Céng an chiu
trach nhiém. Do d6, dé nghi can b hd tich ra soat ky trudce khi thuc hién cap
nhat thong tin.

b) Huwdng din thao tic:

Can bo vao thuc hién cac thao tac trén dbi véi nhiing hd so khai sinh dang
bao 151 twong ty dbi voi nhitng hd so dd hoan thanh trén Phian mém Dang ky
khai sinh.

2.2. Pidu chinh quy trinh sira sai s6t thong tin khai sinh (cAp x4, cip
huyén trién khai trude, cip sé trién khai sau)

a) Muc dich:

Thyc hién theo quy trinh méi thay d6i vé stra sai s6t thong tin khai sinh tai
Khoan b - Bidu 12 ctia Théng tw 01/2022/TT-BTP ngay 04/01/2022 ctia B6 Tu
phdp quy dinh chi tiét mot sb didu va bién phap thi hanh Nghi dinh sb
87/2020/ND-CP ngay 28 thang 7 nim 2020 ctia Chinh pha quy dinh vé Co sé
dir liéu ho tich dién t, dang ky ho tich truc tuyén.

b) Huéng din thao tic:

- Budre (1): Can bd ho tich cp x4 tao yéu cau sira sai sét thong tin khai
sinh:

e Trén Phin mém ding ky khai sinh dién t&r 2 Bam nat Chirc ning chinh
> Sira chita théng tin khai sinh >Tim hd so can stra = Bam nit Xt 1y ctia hd
so = Chon D& nghi stra/cép nhat théng tin khai sinh.

e Can bd nhép théng tin d& nghi stra chita, c6 thé dinh kém file (néu cén)
va BAm nat Gui d& nghi cho co quan quén 1y cép trén. Hé thong s& thong bao
gui thong tin thanh cong.

- Buére (2): Cén bo ho tich cip huyén vao phé duyét/tir chbi yéu cau:






e Trén Phin m&m ding ky khai sinh dién tir & Bam nat Chiic ning chinh
- Tim kiém néng cao > Chon don vi quan ly truc thuéc = Tim kiém.

o BAm n(t X 1y ctia hd so c6 yéu cdu sira > Chon phé duyét hogc tir chdi
kém ly do roi Gui ly do 1a hoan thanh.

3. BO SUNG CHUC NANG MOI TREN PHAN MEM HO TICH

3.1. B6 sung chitc ning Quén ly danh muc s6 hd tich (tAt ca cac cap)

a) Muc dich:

H<’§ trg can bd hd tich quén 1y, theo ddi va théng ké dit ligu trong sb hé tich
trén Phan mém.

b) Huwrdng din thao tic:

- Truong hop 1: Dbi véi dit liéu cap nhat sau ngay 30/5/2022:

e Budc (1): Tao danh muc sd hd tich trén phan mém

+ Truy cap vao Hé théng tai dia chi: https://hotichdientu.moj.gov.vn/

+ Ping nhap tai khoan, tai Trang cht ctia Hé thong:

O thanh céng cu Menu chirc nang (bén tay trai man hinh), chon Danh muc
s& hd tich ©> Chon Danh sach sb ho tich > Bam nit Nhap méi (bén dudi danh
séch) = Pién céc théng tin v& s6 hd tich (Luu y: sb sb viét tit chinh 14 thong
tin s& thé hién trong hd so) = Bam “Luu”.

Sau khi tao danh muc, cdn bo cé thé st dung céc tién ich dé chinh stra
hodic x6a danh muc s6.

e Budc (2): Lua chon s6 Quyén s6 khi thuc hién ding ky

Khi cén bd vao thao tac nhdp hd so méi trén phin mém (bao gdm ca khai
sinh, khai tt, k&t hon, x4c nhan tinh trang hén nhan,...), tai trudng thong tin vé
Quyén sd, thay vi nhap tay nhu trude thi can b s& chon s6 trong danh muc s6
hd tich déa tao & Bude (1).

- Truong hop 2: D6i véi dit liéu cap nhat trude ngay 30/5/2022:

Tam thoi, nhitng dit lidu nay van gitt nguyén dinh dang cua tiéu chi
“Quydn $6” 13 dang van ban nhu cii. Chi khi ¢6 nhiing thay doi lién quan dén
hd so nhu sira sai sét, cai chinh, thay ddi, bb sung,... duge thao tic sau ngay
30/5/2022 thi c4n bd m&i phai vao tao sb va chon sb nhu di véi Truong hop 1
O trén.

3.2. B6 sung chirc niing cAp bén sao trich luc h§ tich trén pham vi toan
quoc (tat ca cac cip)

a) Muc dich:






HJ tro can bd ho tich tra ctru thdng tin va tién hanh cép ban sao trich luc
hod tich cho toan bd cic nghiép vu trén Phin mém trong pham vi toan qubc
(thao tac dugc voi dit liéu ctia cac don vi khac).

b) Hudng din thao tdc:

Truy cap Phin mém Hd tich dién tir tai dia chi:

https://hotichdientu.moj.gov.vn/,

Sau khi dang nhap tai khoén, tai Trang cht ctia Phan mém, tai Menu Chic
ning (bén phai) = Chon Cap béan sao trich luc hd tich = Vao sb cip ban sao
trich luc hd tich:

Dé tra cliu thong tin dit liéu ho tich trén toan quéc, can bd ho tich chon
Loai trich luc & Bim Chon - Hién 1én cira sd “Xem/chon théng tin...”

- Tich chon “Tra ctru hd so don vi minh” dé tra cGu di liéu cta don vi
minh;

- Chon “Tich chogn dé tra clru toan quéc” dé tra ctru dit liéu ctia don vi
khac.

4. BO SUNG MOT SO TIEN iCH

4.1. P6i véi Phan mém Ping ky khai sinh:

a) Vao so ding ky khai sinh:

- B6 sung tién ich tich chon vao 6 Pang ky méi cho ngudi d c6 gidy to
tiy than (khéng cép sb dinh danh):

- Khéi phuc tién ich “Tim kiém nhanh” tai Phan ghi v& ngudi duoc khai
sinh, me, cha nguoi dugce khai sinh, nguoi di diang ky khai sinh;

- B sung tién ich tich chon “Pa chét” vao Phin ghi vé cha, me nguoi
dugc dang ky khai sinh.

b) Tai Danh sdach dang ky khai sinh:

B sung thong tin trong tim kiém cta Danh séch ding ky khai sinh: Trang
thai ra soat; Trang théi sir dung s dinh danh.

4.2. Tién ich chung cho toan b§ cac nghiép vu trén Phan mém HH tich

- Bb sung thém tién ich Tra két qua dang ky ho tich cho hé théng théng tin
giai quyét thi tuc hanh chinh ctia dia phuong: Cho phép dinh kém ban két qua
dién tUr c6 kém theo chit ky s0;

- Phén loai tép dinh kém gén véi dit liéu ho tich:

- Cap nhit céc thay ddi vé biéu mau nudi con nubdi trong nude theo Thong
tw s6 10/2020/TT-BTP ngay 28/12/2020 ctia B§ Tu phap ban hanh, huéng dan
viéc ghi chép, stt dung, quan Iy va luu trit S6, mau gidy to, ho so nudi con nudi;






- Lép yéu cAu huy théng tin: chdm dut giam ho, ghi chi ly hon, ding ky
nuoi con nuoi trong nudc;

- B sung thém tién ich Bién tap tai ndi dung thay dbi, cai chinh, bd sung
ho tich, xac dinh lai dan tdc.

43, Tai Phin mém Quan Iy ho  tich  tai
https://quanlyhotich.moj.gov.vn/ B sung tién ich xuét dit liéu ra file excel
tai cac danh séch théng ké dong.
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