TAI LIEU HUONG DAN
Tao lap, cip nhit quy trinh dién tir giai quyét thi tuc hanh chinh
trén phin mém Mt cira dién tir ( Hwéng din danh cho Quan tri hé thong)
(Kém theo Céng vin s6:1151/STTTT-CNTT ngay 20 thing 8 niam 2020
ciia S6 Thong tin va Truyén théng tinh Gia Lai)
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Nguoi dung ding nhap vao hé thong bing tai khoan co vai tro quan tri hé thong
(administrator). Vao Menu “Hd so mot cira” chon “Quan tri quy trinh mot cira”

| Quan ly thw muc mét ctra ]

Thw muc Iwu triv

Quan tri quy trinh mot ctra

Bao cao théng ké D
Danh sach hd so lién théng ché tiép nhan
Danh muc )

Danh sach hé so tré can xin 16i

Thuce hién thiét 1ap quy trinh theo cac budc sau:
Buoc 1: Thém mai trang thai.

Tai trang quan tri quy trinh, ngudi ding nhan vao link: “Thém méi trang thai” dé thém
trang thai cho quy trinh.

O thong tin thém m&i vira hién thi, nguoi dung dién 3 thong tin sau:
- Tén trang thai. Vi du: Thém méi hé so

- Thudc trang thai mau. Nguoi ding chon trang thai mau da c6 san trong hé thong.
Vi du: Ho so moi.

- Puoc sir dung: Nguoi dung check chon vao 6 nay dé st dung trang thai.



TRANG THAI

Tén trang thai(*)

Thuéc trang thai mau(*)

lién théng

Trang thai ho so twong rng

Buwece ste dung

(*) Bat budc nhap liéu.

Thém mdi ho sa

Ho so moi v

Cho phép chuyén hé sor [

Déi v&i nhom Lanh dao phong:

(] che xa Iy hé so - TT Luu trik(Lanh dao phong)

Poi v&i phong Trung tam Lueu trik lich sir:

(] che xtr ly héd so - TT Luu trik(Trung tam Luu trF lich str)

D6i véi nhom Té tiép nhan va tra hd so,Nhan vién bwu dién:

(L] Ché Tra hé so(Té tiép nhan va tra hd so,Nhan vién buu dién)
D6i véi nhom Té tiép nhan va tra hd so:

(] Pang cho ky(Té tiép nhan va trd hé so)

Poi v&i nhom Lanh dao co quan:

(] che ky duyét(Lanh dao co quan)

Poi v&i nhom Chuyén vién,Lanh dao phong,Nhan vién bwu dién:
(] Che xtr Iy hé se(Chuyén vién,Lanh dao phong,Nhan vién buu dién)
Poi v&i nhom Van thuw:

(] che phan céng hé so - Van thu(Van thuw)

Poi v&i nhom Lanh dao phong:

(] che Phan cong hd so(Lanh dao phong)

() che Kiém tra hd so(Lanh dao phéng)

Tuong tu nhu trén, nguoi dung thém

cac trang thai khéc cho quy trinh.

Céc trang thai chuan cho 1 quy trinh xir 1y hd so mot cira.

STT Trang thai cho quy trinh Thugc trang thai miu

1 | Thém méi ho so (Tiép nhan ho so) | Ho so moi

2 | Phan cong ho so Cho xu ly
3 | Xulyho so Cho xu ly
4 | Kiémtraho so Cho xu ly
5 | Trinh phé duyét Cho xu ly
6 | Chuyén ban hanh Cho ban hanh

7 | Trakétqua

Cho tra ho so

Buréc 2: Phan quyén truy cap cho trang thai.




Sau khi thém méi trang thai, quan tri hé thong phai thuc hién viéc phan quyén cho tung
trang thai.

Vi dy: Trang thai “Thém méi hd so” thi nhom vai tro, tai khoan nao dwoc quyén thém
méi, tiép nhan hd so.

Pé phan quyén hd so, ngudi ding nhan chon vao nit “Quyeén truy cip” twong ng Voi
ting trang thai dé phan quyén.

Trang thai _
Nhan vao g‘Iéy dé thye hién

# [ Trangthai phan quyen cho trang thai Quyén truy cap  Str dung
1 | [] | Thém méihé so ™Suyén truycadp  Co

2 [ | Phancéng hé so Quyén truy cdp | Co

3 [J | X&lyhbso Quyén truy cdp = Co

4 [ | Kiémtrahé so Quyén truy cdp | Co

5  [J | Ché Trd hé so Quyén truy cdp = Co

Quan tri hé thong co6 thé phan quyén theo nhém ngudi ding, theo phong ban, theo tai
khoan ngudi dung. Check chon vao nhém ngudi ding, phong ban hodc tai khoan can phéin

quyén cho trang thai. Nhan nut

dé luu thong tin phan quyén.

QUYEN TRUY XUAT TRANG THAI - [QUY TRINH XU’ LY HO SO 1 CUA/THEM MO1 HO SO Ll | QT
Nhém OJ Check chgn_véo nhém u_glrf‘xi OJ
T4 tiép nhan va tra hé so SNV ding muén phan quyén 7 Nhén ntt "Lua” dé heu ]
Nhan vién buu dign %8—van Phong S& thong tin phan quyén O
Quan tri hé théng (J | BanLanh Dao S& O

Vi dy: Trang thai “Thém méi hd so” phan quyén cho nhém “T6 tiép nhan va tra hd so”.

Trang thai “Phan cong hd so” phan quyén cho nhém “Lanh dao phong” cuia phong
chuyén mén duoc phan cong xtr 1y hd so.

Trang thai “Cho xir Iy”” Phan cong cho phong duoc phan cong xir 1y hd so,
Trang thai “Phé duyé¢t” Phan cong cho nhom “Lanh dao co quan”
Buoc 3: Thém maéi quy trinh

Nguoi diung nhidn chon nat “Thém méi quy trinh” tai trang quan tri quy trinh cta hé
thdng.

QUY TRINH HE THONG @ Thémméi quy trinh | (*y, Xoa quy trinh © Thém mei trang thai | (g, Xoa trang thai i. ' Gép nhat so dd luan chuyén | (“gk Xoa sor 6 luan chuyén

Quy trinh

# []  Quy trinh
1 (J Chon  Quy trinh mot cira - LVBTXH 2020
2 (J ' Chon | Quy trinh mgt cira - LVCCVC

Ma sé quy trinh St dung
Saochép = LVBTXH GCo

Saochép LVCCVC Co

Tai ctra $6 thém méi quy trinh, ngudi dung nhap cac truong thong tin sau:

- Tén quy trinh



- Mi sb quy trinh

- ID quy trinh

- Thudc d6i tuong. Chon Hb so mot cira

- DPuoc st dung. Check chon vao 6 vuong dugc sir dung.

Nhép xong thong tin, ngudi ding nhan nat “Luu” dé luu quy trinh.

QUAN LY QUY TRINH

Tén quy trinh(*) Quy trinh xur' ly hd so 1 cia
Ma s6 quy trinh(*) MC_001
ID quy trinh(*) 001
Thuéc déi twong(*) Ho so mot cua v
Buwoc st dung(®)

(*) Bat budc nhap liéu.

Buéc 4: Thiét 1ap so dd luan chuyén cho quy trinh.

Sau khi tao trang thai va quy trinh, ngudi dung can thiét lap so do luan chuyén dé két noi
cac trang thai lam viéc cho quy trinh.

Tai danh sach quy trinh, ngudi ding nhan nat “Chon” twong (ng Véi quy trinh can thiét
lap.

9 (J Chon = Quy trinh mét cira - LVTG Saochép | LVTG Co
10 | [J  Chon = Quy trinh mét ctra - LVVL 2020 Saochép = LWVL Go
1|0 Quy trinh x 1y hé so 1 ctia Saochép 999 co

Quy trinh duoc chon s& hién thi mau vang, lac nay ngudi ding méi cé thé thiét 1ap so dd
luan chuyén cho quy trinh nay.

11 [J  Chon | Quy trinh x(r Iy hé so 1 cira Saochép 999 Coé

Chu y: quy trinh hién tai c6 méu vang

Trang thai

# [ ] Trang thai Quyén truy cap  Str dung
1 [J Batdau Quyéntruy cap | G6

2 [J  Che Phancéng hé so Quyéntruy cap | Co

3 [ Chexirlyhd so Quyéntruy cdp | C6

4 [J Che Kiém tra hd so Quyén truy cép Co

5 [J Che Trahdso Quyéntruy cap | Co

6 [ Chobanhanh Quyéntruy cdp | CO

Chi y: Trang théi chua phén quyén c6 mau véng

So dé quy trinh

# [ ] Trang thai bat dau Hanh déng Tén hién thj Hanxiply Kétthic tai Trang thai két thic Thiv tw

v

OBat gau Ukét thuc

Nguoi dung thiét 1ap dong luan chuyén nhu sau:



- Dong 1:
o  Trang thai bit dau: chon trang thai “Thém mai hd so”
o Hanh dong: chon hanh dong “Thém méi hd so mot cira”

o Tén hién thi: ngudi dung c6 thé nhap tén hién thi theo quy dinh cua don vi. Vi dy: &
truong hop nay 1a “Tiép nhan ho so”

o Han xu ly: nguoi dung nhap han xir 1y theo quy dinh. Han xt 1y tinh bang ngay.

o  Trang thai két thuc: 13 trang thai két thuc dong luan chuyén thir nhit. O day nguoi
dung chon trang thai 13 “Phan cong hd so”

o Thu ty: nhap tha ty cua dong ludn chuyén.

So d6 quy trinh

# [ | Trang thai bat dau Hanh dong Tén hién thi Hanxirly Kétthuc tai | Trang thai két thic Thie tw
Thém mdi ho so v - PR -
. Them moi ho so mot cua v Tiép nhan hd so 2 Phanconghd s v 1
®Bat gau [Két thuc

Nhap xong cac thong tin, ngudi ding nhan nat “Cap nhat so d6 luan chuyén” & dau trang
quan tri quy trinh dé luu dong luan chuyén.

& Them mai quy trinh | (3 Xoa quy trinh & Them mai trang thai | (“ g Xoa trang thai |'T” Cap nhat so dé luan chuyén | (‘g Xoa so dd luan chuyén

- Dong 2:

o  Trang thai bat dau: trang thai bat dau cua dong 2 1a trang thai két thuc cua dong 1. O
day chon trang thai “Phan cong hd so”

o  Hanh dong: chon hanh dong “Xir 1y hd so”
o Tén hién thi: “Phan cong ho so”
o  Han xu ly: nguoi dung nhap han xtr 1y theo quy dinh.

o  Trang thai két thac: 13 “Xu 1y ho so”

,
o Thity
So dd quy trinh
# [ ] Trang thai bt dau Hanh déng Tén hién thi Hanx@ly Két thic tai Trang thai két thic Thir ty
Bét dau Tiéo nhan h so
10| L — he Them moi ho so mot cua ~ Tigp nhan ho so 2.0 I Tiep AN MO SO iy phan cong ho 56 v 1
@Bt aau [Két thuc [JPhan céng hé so

Chd Phén céng ho so v ié A kA am
2 0O 9 Xu ly ho so v Phan cong ho so 2.0 LTiép nhan ho so

— _ i Chd xtr ly ho sd ~ 2
Opataau Ukét thue [JPnan cong hé so

Chii y: Ngudi dung chi y vao 2 muc trang thai bit dau va trang thai két thic 1a 2 diém
dau va diém két thuc cho mdt bwéc xir 1y cua hd so. Qua trinh ban dinh nghia quy trinh can dé y
va tranh viéc khong cé diém két thuc xur 1y.



Tuong tu nhu vay, ta s& dinh nghia cho dén khi ndo dung theo quy trinh ndi bo giai quyét
tha tuc hanh chinh.

O Them moi
O Phan cong hé so

Choxrlhoss : @i o
310 | 57 P Xu'ly ho so v Chuyén xi by 2.0 O Trinh Truedng phong kiém tra Che xir Iy hd so v 3
Opitaau Lkéttie (O Knéng xi¥ Iy, chuyén tra hé so
(O chuyén xt Iy lai
(Do trinh LD ky, chuyén tra hd sor
O Them moi
O Pnan cang hé so

hoxirlyhoss v ) Dcnuyén iy e
4 0O o Xu ly ho so ~ Trinh Truéng phong kiém tra 2.0 (O Trinh Tredng phong kiém tra Chd Kigm tra htisd v 4
OBt géu Lkétthic (D Knong xi¥ Iy, chuyén tra hé so
O chuyén xi Iy lai
(3 9a trinh LD ky, chuyén trd hé so
O Them moi
O Phan cong hé so

Choxirlyhdso v TR Wi ] e
500 | = o Khong xu ly - Khéng x(t Iy, chuyén tra hd sd 2.0 (O Trinh Tredng phong kiém tra Chd Tra hd so “ 5
Osétaéu Ukétthic (OJKnéng xi Iy, chuyén tr hé so
O Chuyén xi Iy lai
(Do trinh LD ky, chuyén tra hd so
O Them moi
OPhan cong hé so

Chg Kiémtrahdsd . U Chuyén xar Iy o
[ S e L Xu'ly ho so v Chuyén xif Iy lai 2.0 (O Trinh Trudng phang kiém tra Ches xir Iy hd so v 6
Osét adu Drétnic (Oknang xt 1y, chuyén tra h so
O chuyén xi Iy lai
Do trinh LD ky, chuyén tra hd sor

Sau khi hoan thanh thiét lap quy trinh xir Iy ho so mét ctra, ngudi ding can gan quy trinh
nay cho cac tha tuc hanh chinh dé van hanh luan chuyén Xt ly thu tuc.

Nguoi dung thuc hién theo cac budc sau:
Buréc 1: Tai Menu “Hd so mét cira” = Danh muc > Loai hd so.

Bueéc 2: Tai danh sach loai hd so, ngudi ding nhan chon loai hd so cn gan quy trinh.

THU TUC MOT CUA
Loc: Tim Lam lai
# [] Maloai Tén loai So ngay xiely  Bao tré khicon  Lé phi
1 (] | 200 Diéu dong, tiép nhan, thuyén chuyén CCVCZ :._;én vong ca nhan 3 1 0
</ -3

2 [] o002 Thanh lap Hoi 30 1 0
3| [ 003 Phé duyét didu I& hoi 30 1 0
4 [ o004 Chia, tach, sap nhap; hop nhat Hoi 30 1 0
5[] 005 Dai tén Hgi 30 1 0
6 [ 006 Hai tu giai thé 15 1 0

Buéce 3: O noi dung ho so vira hién thi, nguoi ding chon dong “Géan vao quy trinh” =
Chon quy tinh cdn gan cho hd so nay. Tiép tuc nhan nit “Luu” dé luu thong tin vira gan.



Tén loai TTHC* Didu déng, tiép nhan, thuy&n chuy&n CCVC theo nguy&n vong cé nhén
S6 ngay xtely * 3 Léphi~ 0
Linh viec = Cong vy, cbng chiic %
La quy trinh UBND * [

Cho phép tiép nhan lién () M6t cira Dich vu céng
thong *

Bao tré khicon * 1 ngay
Cho phép hién thj
C6 théng bao thué [
Hb so tra trong ngay [
Hb so can béo cao [

Gan vao quy trinh |~ Quy trinh mét cira - LVCCVC v
| ——Chon qui trinh d& gan-——

Ténviettat | Quy trinh mét cira - LVCCVC

Quy trinh mot cira - LVTG

Cach thirc thic hién | Quy trinh mét cira - LVLT

Quy trinh mdt clra - LVQUY

Quy trinh mot ctra - LVHOI 2020

Quy trinh mot cira - LVHOI

] Quy trinh mdt clra - LVDVSNCL 2020 E
Két qua thurc hién | Quy trinh mét clra - LVDVSNCL

. Quy trinh mdt ctra - LVVL 2020
Yéu cau | Quy trinh mdt ctra - LVWL

Quy trinh mot cira - LVBTXH 2020
Quy trinh mét clra - LVBTXH

Quy trinh mdt clra - LVGDDT 2020
Quy trinh mét clta - LVGDDT E
Can ctr phap ly | Quy trinh mét clra - LVGDDT

Quy trinh mot cira - LVCTTN 2020
Quy trinh mdt clra - LVCTTN

Quy trinh xir ly hd so 1 cira

\|

Viéc thuc hién cap nhat ma TTHC theo Cong dich vu cong qudc gia, nguoi dung thuc hién
theo huéng dan tai Cong vin sb 84/STTTT-CNTT ngay 18/01/2020 ciia S& Thong tin va Truyén
thong vé viéc cap nhat ma linh vuc thu tuc hanh chinh, ma tha tuc hanh chinh trén phidn mém
mot cura dién tu.

1. Cap nhat ma linh vuc:

- Buwoéc 1: Truy cdp vao chic nang Linh viuc mot cira (H6 so mot cira > Danh myc >
Linh vuc mot cua).
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Quan ly the muc moét clra

Thir muc Iwru trik

Béo cdo thong ké D

> NP sk . Tin
Danh sach ho 5o lién thong cho tiep nhan

—_—_m_sm_— .
e

Quan tri quy trinh Trang théi hd so

ol Danh sach ho so tré cén xin 10

Danh muc trang thai Thanhphdnhdso  Kii
- Iy -k E

¢ Quan ly phieu in

Tiép nhan ho so mét cira

Tim kiém ho so

Danh séch ho so mét clra >

1é han

- Buwdc 2: Nhan vao tén linh vuc can map. Nhap vao tén linh vuc va ma linh vyc thi tuc
hanh chinh Quéc gia nhu hinh bén dudi.
CAP NHAT LINH VUC MOQT CUA B Qi

Yén finh vye() Blo v ‘——_—————7——‘“" va ma linh vwre sir dung dé hién thi tai don vi
M3 finh vere(*) 001

Tén finh vire TTHC(*) Bdo chi TTHC — *Nhép vao tén linh virc va mé linh vyre theo truc
Mi flinh virc TTHC(*) BC-TTHC-001 dich vy cdng quéc gia.

NI Dung

Buoc sir dyng(*) ¥
() Bt budc nhdp héu

- Budc 3: Nhan Luu dé hoan thanh

- Link tra ctru linh vyc thi tuc hanh chinh Quéc gia:

https://thuvienphapluat.vn/van-ban/cong-nghe-thong-tin/Quyet-dinh-362-QD-
VPCP-2019-Danh-muc-ma-nganh-linh-vuc-thu-tuc-hanh-chinh-tren-he-thong-dien-tu-

413875.aspx
2. Cap nhat ma thi tuc hanh chinh:

- Buéc 1: Truy cap vao chic nang Thu tuc hanh chinh (H6 so mot cira > Danh myc >
Thu tuc hanh chinh).

Tasgchi  Quintyvdabin  DWuhinh  Gidmsitclogwic  Quin by bt

& Guidn T 14 Thdag | Thost

THU TYC MOT CUA

[ &

:l. Lac Tim  Lam lgi
0 Milow Téa loal
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https://thuvienphapluat.vn/van-ban/cong-nghe-thong-tin/Quyet-dinh-362-QD-VPCP-2019-Danh-muc-ma-nganh-linh-vuc-thu-tuc-hanh-chinh-tren-he-thong-dien-tu-413875.aspx
https://thuvienphapluat.vn/van-ban/cong-nghe-thong-tin/Quyet-dinh-362-QD-VPCP-2019-Danh-muc-ma-nganh-linh-vuc-thu-tuc-hanh-chinh-tren-he-thong-dien-tu-413875.aspx
https://thuvienphapluat.vn/van-ban/cong-nghe-thong-tin/Quyet-dinh-362-QD-VPCP-2019-Danh-muc-ma-nganh-linh-vuc-thu-tuc-hanh-chinh-tren-he-thong-dien-tu-413875.aspx
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- Buwéc 2: Nhan vao tén tha tuc can map. Nhap vao tén thii tuc va ma thu tuc hanh
chinh Qudc gia nhu hinh bén dudi.
]ﬂL.J.l Ofrila:

THU TUC MOT CUA L

Trudng cb ddu * 13 bét budc nhip
Ma loai* 047
*Nhép vao tén thi tuc va ma

Tén loal® Cho phép hop b trong mudc
W3 ol TTHC™ 20011710000 / this tyc hanh chinh Quéc gia.

Tén logi TTHC® Cho phép hoo bdo (trang nute)

$6 ngay xir Iy * 2 Léphi® 0
Linhvyc = | Bdo chi v
L quy trinh UBND *

Cho phép tiép nhin lién L Mét cira = Dich vu cdng
thiing *

- Buéc 3: Nhan Luu dé hoan thanh.
- Huéng dan tra ctru m3, tén thi tuc hanh chinh Quéc gia:
o Truy cap vao dia chi: https://dichvucong.gov.vn/p/home/dvc-tthc-thu-tuc-

hanh-chinh.html
o Nhin chirc ning Tim kiém nang cao, thuc hi¢n nhw hinh bén dué6i:

Trang chl > Th tuc hanh chinh
Nhap tén thd tuc can fim kiém

Nhap ti khoa tim Z<|n.'-'1‘/ Tim kiém rit gon Q Tim kiém

B&/Ban/ Nganh | ® Tinh/ Thanh phé

Tim theo:
Cd quan thuc hién UBND tinh Gia Lai * | Linh vuc -- Chon linh vuc -- v
Cap thuc hién -~ Chon cap thuc hién ... ¥ | Ddi tugng thuc hién Chon d6i tugng -- v

o Danh sach két qua thi tuc hanh chinh quéc gia xuat hién. Ghi nhé ma va

tén thi tuc hanh chinh quéc gia nay dé sir dung nhap liéu & Buéc 2.
Tra clu TTHC Thi tuc hanh chinh Thi tuc hanh chinh lién théng Quyét dinh céng bé Co quan

Trang chit ~ Thi tuc hanh chinh

Tim kiém rit gon Q Tim kiém Tim kiém nhiéu nhéat
. < " . i Cap gidy phép hoat dong in
Tim theo: B6/Ban/ Nganh  (®) Tinh/ Thanh phé xudt ban phém
Co quan thuc hién BND tint L * | Linh vuc v
Cép lai Gidy phép |di xe qubc té
Cép thuc hién hon cap thuc t * | Dai tudng thuc hién v

> Cép lai gidy phép san xudt héa
chatBang 1

Tén thi tuc va ma thi tuc hanh chinh Quéc gia.

Danh séch thi tuc hanh chinh (5)
Cap sua déi. bb sung gidy
phép hoat dong ban 1é dién

Ma sé Tén Cd quan ban hanh  Cd quan thuc hién Linh vuc dén cap dién ap 0.4kV tai dia

).00.H21 Cho phép hop bao (trong nudc) UBND tinh Gia Lai  Sd Théng tin va Bao chi
Truyén thong

Kiém tra nha nudc vé an toan



https://dichvucong.gov.vn/p/home/dvc-tthc-thu-tuc-hanh-chinh.html
https://dichvucong.gov.vn/p/home/dvc-tthc-thu-tuc-hanh-chinh.html

