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Thanh ph6 H6 Chi Minh, ngaYA~ thang 7 nam 2020

Kinh giri: Uy ban nhan dan 24 quan, huyen,

Trong thai gian qua, Sa Thong tin va Truyen thong da trien khai d@nUy
ban nhan dan 24 quan, huyen su dung phan mem h6 sa hanh chinh tai dirong
d~n https://hshc.ict-hcm.gov.vn dS thirc hien thu t\1Cc~p gi~y clnrng nhan du
dieu kien cung c~p dich vu tro choi dien nr cong cong. Nay, Sa Thong tin va
Truyen thong thong bao d@nUy ban nhan dan 24 quan, huyen nhu sau:

K~ tir ngay 27 thang 7 narn 2020, Sa Thong tin va Truyen thong se thay
d6i phAnmSm h6 sa hanh chinh t~i duang d~n https:llhshc.ict-hcm.gov.vn sang
sir dl]ng phAn m~m mQt eira di~n tir t~i dlfirng d§n https:lltthe.iet­
hem.gov.vn dS th\Ic hi~n thu t\lC c~p gi~y chUng nh~n du diSu ki~n cung c~p
djch Vl,l tro chai di~n tu cong cQng.

Sa Thong tin va TruySn thong dS nghi Uy ban nhan dan 24 qu~n, huy~n
tri~n khai th\Ic hi~n thti t\lC c~p gi~y chUng nh~n dti diSu ki~n cung c~p dich V\l
tro chai di~n tu cong cQng tren phAn mSm mQt cua di~n tu t~i duang d~n
https:lltthc.ict-hcm.gov.vn b~t dAutu thai gian neu tren.

U6i vai tai khmln va m~t kh~u dang nh~p, Uy ban nhan dan 24 qu~n,
huy~n ti@pt\1Csu d\lng ten tai khmin va m~t kh~u dang nh~p nhu truac day da su
d\lng t~i phAnmSm h6 sa hanh chinh.

(Dinh kern fai li¢u hUCmgddn su d,?{ngdanh cho chuyen vien qu~n, huy¢n)
Thong tin lien h~ Sa Thong tin va TruySn thong:
- Ong H6 Th@Khuang - Chuyen vien phong Buu chinh ViSn thong; Di

d<)ng:0906373080; Email: htkhuong.stttt@tphcm.gov.vn; ,
Thong tin lien h~ Trung tam Cong ngh~ thong tin va Truyen thong:
- Ba TrAn NgQc Minh Vy - Chuyen vien phong Phfin mSm va NQi dung

s6; Di dQng: 0937540369; Email: tnmvy.stttt@tphcm.gov.vn.l ~

NlI; nh(in:
- Nhu tren;
- Trung tam Cong ngh~ thong tin va TruySn thong;
- PGD CU(JI1g;
- Phong Buu chinh vi~n thong;
- Luu: VT (TK.04).
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I. TONGQUAN

1. M\lc dich tai li~u

Tai lieu nay duoc xay dung nham huang d§n cho nguoi dung hiSu va biet each sir dung
phan mem Quan ly h6 SO' hanh chinh.

2. Pham vi tai li~u

- Tai lieu nay duoc su dung cho du an NeoISO.
- Phuc vu d6i nrong la Chuyen vien Qu,n Huyen
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NSS-NeoISO-HDSD _ Tai li¢u huang dan su dung danh cho nguoi dung

II. DANG NH~P

1. Dang nh~p h~ thBng

De b~t dAuphien lam viec, nguoi dung cAnphai dang nhap h~ thong:

... Biroc 1:M&trinh duyet web, go vao dia chi phan mem:
https:/ltthc.ict-hcm.gov.vnl

.. Thema;

... Bucc 2: Nhap thong tin tai khoan dffdiroc cfrpbao g6m: Ten dang nhdp va Mdt khdu.

... Biroc 3: Chon nut "Dang nh(ip" d~ vao h~ thong.

2. Chinh sua tid khoan ca nhan

De chinh sua thong tin tai khoan ca nhan, ta lam nhu sau:
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NSS-NeoISO-HDSD _ Tai li¢u huang dan sUodung danh cho nguoi dung

.... Buoc 1: Nhfrp vao ten hien thi cua tai khoan dang dang nhap a goc tren ben phai giao
dien.

rJ ::: • Qu~n 1(DLI) •
•• • i.nuyen Vlell

... Buoc 2: Nhap thong tin chinh sua tren giao dien "HB SO' eli nhiin" bao gom: Tieu d~,
Ten hien thi, Dia chi email, Ten, HQ,Gioi tinh, Sinh nhat, ...

Qu/m IY lai kho/mcua IOi D'
Control Panel Qu;jn 1(OU) Tai khcan cua toi Thay d61

: T31 khcan cua tOI <Tal khoan cua ten>chUa cec thong tm ccinhan cua b,;m, cen co th~ X9m, sifa thOng flOIy ticn. c¢ng a6ng va thanh vien don \1/. va esc fhi~t lap
eli nhan

Qu~n 1(DLI)

Chi tlet Qu~n 110LI)

Tieu d~
Th6ng tin ngU'Oidung:1 ',.Chitl't

M~Ikhau
Ten ding nhOP PhongbanITOcrurcqt-intemet

cae srte

eia chI 11111dl,n t'; cac nh6mngooi dung
q1-internet@test_com cae vai Ir6lehltc vv

Chuyenmue
Tin

Nhfn d,ngI(DLI)
O!a chi

Ten d~m s6 d~n thoa;
cae dja chi Ihl1dI~nIII khae

,.... Buac 3: ChQnnut LLPU de luu l~i, n~u khong mu6n luu l~i chQn
Huy be)

3. Thmit khoi h~ thBng

De dang xufrt kh6i h~ th6ng, nhfrp chuQt tnii vao mlii ten chi xu6ng (II) cua ten dang
nh~p, chQn"Tholit" til menu x6 xu6ng.

IThoad
". Chuy~nt&i
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NSS-NeoISO-HDSD _ Tai lieu huang dan su dung danh cho nguoi dung

III. THAO TAc sir DVNG

1. Xu If h6 SO' hanh chinh

MD ta: Chiec nang nay chophep nguoi dung co thi thuc hien xu if; h6 sa dli duac chuyen
din h? thong.

US vao giao dien "Xli' If h6 so", ta thao tac nhu sau:

... Buoc 1: Chon biSu nrong 11' tren thanh menu chinh.Ilvlac dinh thi khi dang nhap
thanh cong thi h~ thong se hien thi trang xu ly ngay cho ngtroi dung thao tac),

. \0' fhont] till va lruvan th< '/1 f ~h [hi ~1 III

HO so HANH CHiNH

II Danh sach cong VH'k tre

... Bucc 2: H~ thong hiSn thi giao dien Xli' If h6 sa nhu sau.

- "1 ,1,,\ "I I " " ,.:; ::: .Ou1n1(DlI).
HO sa HANH CHINH U ... 'hl',p~ "h'ln

lJanh sach (01\9 VIt'C "1'

Nhac vtec • fJhao tu- io:hoa lim i(1~m

• 116S(1 nenh chinh a • ~u&! enun

• Chll"axem 1 ... 2K~IQUi •• ElJxemO

• Nh.n Irong ngay0
sip quah~

s6 bifn nhtn: 2212020/BPTNTKO·GQ
C1pgl4ycfllmg nh~n$jdllu kI.nhO~ ..
Co qual: TEST
DI- cbi: PhWng Da Kao, Qu6n 1.TP H~ Chi Minh
H4iftxIiIj:08f05f2020 16:22
Ngay ..", h8: 14/0512020
Tr'lt9 tbai: Th~ IjhA sa

• Qushi!lnO

s6 bitn nhtn: 5J2020fBPTNTKQ.GQ
cAp 018Y cnUongnh6n4Umlu Id~ ho~
CO' qu .. : NSS CHECK H6 SO
DtI chi: PtlII'bnONguylnThal8lnh. Ou~n1. TP H~ Chi Minh
H,n xti Ij:211031202010:55
H9&YItfn tril: 0310412020
TrfngNt Thl,lljh~sO'

C2019V:ln pMng (fItn Iu--So Th6ng tin vA Truyllin tMng Tp. H6 Chi Minh

Giao di~n Xli'lf h6 s(/ duQ'cchia lam 3 pheinnhu sau:

Khung ben trai hiSn thi danh sach cac nhan nh~c vi~c clla nguai dung.
Khung a gifra hiSn thi danh sach h6 sa Cllanhan da chQna khung ben trai.
Khung ben phai hiSn thi thong tin chi tiSt Cllah6 sa da chQn.
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NSS-NeoISO-HDSD _ Tai lieu huang dan Stf dung danh cho nguoi dung

Chuc nang nay cho phep Chuyen vien co th€ nhdp cac thong tin xu ly h6 sa sau khi da
tiin hanh khao sat thuc ti
D€ nhap thong tin xu 1y h6 sa, ta thao tic nhtr sau:

~ Biroc 1: Vito giao dien "Xli'li haso".
~ Biroc 2: Chon nhan "Ha sa himh chinh"/ Chon h6 sa can xu 1y/ Chon nut

Le xCr Iyh5so
\1 'III \ 'I!' '11'I,tl !:: .UUaHltllLl).

HO so' HANH CHINH I.,..> ••• ",'_

uann sach conq vrec tn

• ,. aueot.n

Ctrl uet l lIJU huven 1'(,111 !Iu (J

I~XLi ly h6 Sir 1- Khi< •

sOb~nl$1: II'IJ!I""'I.JJ~'II!'II Trong thill ThUljhO",

MJ n6 sa LGSP' OOO.OO.1S.H20-200428-0003

Unhvl/C: LTnnVIJ( Pnat tnann Truy~n hlnl1 va Cilnl>Ox~lY: Ouan 1(DU) . Ouan Huyen
ThOngOnd~ I~

LOiII hOsa: cAp glAy Chling nh~n dd al6u ~n NOidungwlj
hoal dQng aihn cung cAp dKh Y1J In)
choi cJt6n tli tOng tOng

T~caquan: Minh long chd nO so:
Dj. chi dang "'i: Email:

D~nthOflii: Hlnl"! th(rc Tra hOsalro,rc blp

Ngilyn~n: 1.:1.122e;(J4i2(120 sO ng;ly gtal 10
quyel"

Ngay hen Ira: 14;05.i2020 Ngay hoan thAnh"

NOt dUng nO '" Ng'ylho,rc !riI:

, Ch~.xem 0 1 ... 3K4tQua II
, DJxemQ

• Nh$n trong ngay0

• Sip qua hlJfl --+
• Qu'h,nU

56 bl'n nhen:13120201BPTNTKQ·GO~mo H:n~.J
Cjp gl!y ctliinO nh'n (lu &Au klt" ho.a... iCl!IIIJo
CO' 1110: MINHLONG
Dte cIIi: Phlrirng £)11Kao,autn 1.TPH6Chi Minh }:;
H,n xu It.111051202008:45 'hX:
Ng6y lteatri: 1410512020 >.,'
Tr,ng trW:ThUIy hlt sa .l,:, DlxiYty

S6 b16n nhtn' 2212020IBPTNTKQ·GO ",.r~-'"" y
dp glAyChVngnhan (lu (li'u kltn hOtjll..
Co qun: TEST
Djachi: Phlrimg£la Kao,Quln 1,TPH6Chi Minh
H,nxlrt;:08!05l2020 16:22
Ngiyhen bi: 141{l512020
T,..ROth6i:Thu Iy h6 sa

S6 blin nhtn: 5J2020/BPTNTKQ-GO
cAp giib chling nhan (lu (l1.u kltn ho,1...
Co Qlan: NSS CHECK..H~ ~_. .'

~ Buac 3: Giao di~n xu 1y h6 sa hi~n len, nh~p thong tin vito:

DLI_Xt) Iy hO sO' cua UBND 24 QuanlHuy~n

Tin de," vi: Minh Long Dja eIIi lien ht:
Emajl:

Di.nIM~1:

Fax

Th6ng lin chung

HQ tin ngual quan Iy:

So CMNOngl101quan I~
Noidp CIINO:
Ngay cip CIINO:
Dlfnlholj):

Th\fC16: (') IV Dung KhOng dung

Ghl eIIu:

Th6ng lin "lim cung dp dlch vy
Tin dI'm:
Tong diAn tiell phbng may
(m2):

Solu<:mgmay do! ki'n:

s6GCNDKKD:

Ngilycip GCN:

Noi cip GCNDKKD:
ru ........ :",r,.. A;.l .... .,.;.. hrt ......... • Dh •..;.,.."I:'I ...V.... n"A .. 04TDUA,... ...rui.....

[} Huy oj'; XuM bien biIn Ici~m Ira rnAu oj'; XuAI bi6n bim Ici~m tra IjIIjo xual cOng llin dol xual -=-
Nguai dung tiin hanh nhqp cac thong tin lien quan thea mdu c1~gn.

~:
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NSS-NeoISO-HDSD _ Tai li?u huang dJn su dung danh cho nguoi dung

LU'u y: Nhiing truong co ddu (*) la bAt bU9Cphai nhdp thong tin.

.. Buoc 4: Sau khi nhap thong tin, chon nut:

:dS 1uu thong tin xu ly h6 sa da nhap,

~ Xu~tcongvand~xu§t : dS xu~t cong van de xu~t sang bieu m~u da diroc c~u hinh

san.

~ Xu§t bienban ki~mtra : dSxu~t thong tin bien ban kiem tra sang bieu m~u dS in.

~ Xu§tbienban ki~mtra m~u : dSxu~t bien ban kiem tra m~u.

I). Huy : dS huy thong tin xu 1y h6 sa da nhap va nhap lai tit dfiu.

1.2. Chuyen Chuyen vien so-
Chuc nang nay cho phep Chuyen vien Qudn sau khi nhdp thong tin xu If; h6 sa, co th~
chuyen h6 sa lai cho Chuyen vien cua Sa Thong Tin Truyen Thong xu If;.

DS chuyen h6 sa cho Chuyen vien Sa, ta thao tac nhu sau:

.. Buoc 1: Vao giao dien "Xu Ij h6 so' .

.. Buac 2: ChQn nhan "H6 SO' himh chfnh"l ChQn h6 sa cAn chuySn xu 1yl ChQn nut

~ Chuy~n (nut chuc nang nay chi xu~t hi~n sau khi da nh~p thong tin xu 1y h6 sa
nhu da huang d~n a m1}e 1.1).

ill""Jfp )I"J, '1! 'lIPI) I"!)' (.1 •••• Oucm1(nlfl.
HO so HANH CHINH l_...\ ::: Chuy- .."",

O,1llhsiit:h, illig Vl~L1f!

Nh;,jpt(r l<.h6aflml<.i~m 0, el .. tn~t r II HI, hllYIII K'III!!!t'!)

I ieChuyi, llex~ryrnl ••
50 "tn nh~ mlq~."""II"'Jmllll'll Tr.ng .M,

Khac •
, ChU'axem I
; DlxemO

MHO sa LG5P: 000 00.15.H29-2oo42S-QOO3
, NMo lrong ngay 0

Cu.-n: MINHLONG
ottdti: Ptll/OngEla Kao, autn 1, TP H~ Chi Minh
Honxu It.11_105l2020 06:45
NV'" ~ ri:14(051'2020
Trfng tbit:Tht,llj h6 80'

.

s6 bM\n nhtn: 2l12020IBPTNTKO-GO 2H" 2%· '41~ ,.

C£PgiAy ctlttng oh"n c)jcJi&ukltn ho:,L
.

Linh Vl/C linh Vl,I'C PMt thanh Truyen hlnh va Can b6 xV IY
ThOng tin di~ tll

Loa'hOsa· C~P g.1Iy (hllng nMn au a~u 1<$1 NO!dung xii ty
hoar dOng d~ cung cApdiChvt,I Ira
thOl d"~n III tOng c~ng

ScS b"n nhOn:221202OIBPTNTKQ.GO
clip glAy c:tllingohtn c)j4iaukltn ho9l
Ccrqu ... :TEST
ote CIlf: PhlllmgDa Kao, QuOin 1, TP H~ Chi Minh
Htnxirtt.081051202016:22
Ngiy htn tri: 141t1512020
Trtn1ItIIIltt:Tht,llYh~SO'

TI!n co"quan: Minh long Chu h6 sa

Ehachi dang kY' EmaW

Ell6n "'oat Hinhtnlic Tra h6 sa'M IIOP
Ngay nhan: 1-1 12 28104";::020 SOngay g;;\' 10

quy~t:
Ngay hen Ira· 1-1,'0512020 NgayMan ttlanh
N¢ldung n&sa: NgayIhlfCtr;\'s& bhlnnhtn: 5/'2()2OIBPTNTKQ-GO

cAp 01'" c:tlUnOnfl.n c)j \tau klfri h~L
Cooquail! NSSCHECKH6 sa

* Buac 3: Giao di~n chuySn xu 1y hi~n len nhu sau, nh~p thong tin vao:
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NSS-NeoISO-HDSD _ Tai lieu huang ddn su dung danh cho nguoi dung

Chuyh1 xli IYhO so

NQidung

NilU'O'l,ItIt. Qu~n1(Oll)- Han xIt ~ 8:45 1110512020
NgaynM.n: 14:152810412020- Noaychuy,": 14:54 2810412020

Dinh kern ttP tin: + ChQn Tent~p tin khongouoc codauvaKhoang tr~na

Giciithich giao dien:

NQidung: nhap nQidung xu ly h6 sa cfuIchuyen,

NguO'i nh~n: chon nguoi nh~n h6 sa trong danh sach da~ll'gc cfiu hinh sfu1.

Dinh kern t~p tin: chon t~p tin (li$ ].(~Il1'

.... Buoc 4: Chon nut

chon.

~ Chuy~n (FS) dS th-~rchi~n chuySn h6 sa den ngiroi nhan da
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