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|. PANG KY TAI KHOAN
Budc 1: Pang ky thong tin tai khoan

BAN CO' YEU CHINH PHU
CUC CHUNG THUC SO VA BAO MAT THONG TIN 9 DANG NP
VIETNAM GOVERNMENT CERTIFICATION AUTHORITY m-

Xdg thyc & Bao mit

TRANGCHU  DICHVUCHNGTHUCCKS | TINTOC | VANBANGPPL | HOIDAP = HUGNGDAN | LIENHE

Co quan, to chuc click vao nut [Pang ky] trén Trang chu cua Hé théng
(https://ca.gov.vn/), sau @6 nhap day da cac thong tin theo yéu cau:

« Nhap thong tin & [Buwée 1: NHAP THONG TIN TO CHU(CJ:

oCach 1: Nhap tén hodc ma dinh danh dé tim kiém nhanh, hoic
nhan [Chon co quan, td chirc] dé tim trong cdy to chtic dé chon diang
ky tai khoan

oCéach 2: Chon [Tao méi co quan, té chirc ciia ban néu khong
¢6 trong danh sich bén dwéi] dé thém mdi co quan, t6 chic néu co

quan, to chirc khong co trong danh sach cay to chirc

Ping ky tai khoan co quan, td chiic

BUGC 1: NHAP THONG TIN TO CHUC
Tén co quan, té chirc dang ky tai khoan
€, Nhap ma dinh danh hodc tén co quan 18 chirc d& tim kiém nhanh
S6 dién thoai lién hé » M3 so thué @& M3 quan hé ngan sich @
Nhap s dién thoai co quan, td chirc Nhé&p M sd thug néu co Nhap Ma quan hé ngén sach néu cd
Dia chi co quan, t& chire +
Nhap dia chi chi tiét (S8 nha, tén dudng, ...) va chon tinh thanh phd, quan huyén, phudng xa & danh séch bén dudi
Tinh, thanh phé = Quan, huyén + Phudng, xa +

~Chon tinh/thanh phd- - ~Chon quén/huyén- - ~Chon phuéng/xé-

Tén co quan, té chirc chi quan

«Nhap thong tin ¢ [Bwée 2: NHAP THONG TIN NGUOI TIEP
NHAN CHUNG THU SO]:


https://ca.gov.vn/

o Thong tin ngudi tiép nhan ching thu sé s& hién thi mic dinh khi

dang ky hd so truc tuyén.

o C6 thé chinh sira lai thong tin nay sau khi dang ky tai khoan thanh

cong.
BUGC 2: NHAP THONG TIN NGU®I TIEP NHAN CHUNG THU S8
Ho tén ~
Ho tén
Chirc vu Sd dién thoai lién hé * Dia chi thu dién tir cong vy *
—Chen Chifc vy— - S0 dién thoai lién hg Dia chi thu dién tir cong vu
S0 CMND, CCCD, Ho chiéu + Ngay cap + Noi cap *
5@ CMND, CCCD, HO chi@ = Noi cép

Dia chi tiép nhan chimg thu sé ~
Nhap dia chi chi ti€t (S8 nha, tén dudng, ...) va chon tinh thanh phd, quan huyén, phudng xa & danh sach bén dud

Tinh, thanh phé * Quan, huyén + Phudng, xa *

-Chon tinh/thanh phd— - —Chon quan/huyén— - —Chon phudang/xd-

« Nhap tai khoan dang nhap & [Buéc 3: NHAP THONG TIN PANG
KY TAI KHOAN]:

o Nhap email cong vu dé dang ky tai khoan. Email phai chua timg
dang ky trén hé thong va duoc dung dé nhan cac thong tin xéac thuc,

dang nhap, thong bao tir hé thong.
o Nhap Ma Xac nhan

o Chon vao 6 vudng truéc dong [Cam két cac thong tin diing ky

trén la chinh xéac].

o Va sau d6 nhan vao nut [Ping ky tai khoan].




BUGC 3: NHAP THONG TIN DANG KY TAI KHOAN
Dia chi thur dién tir «

& Dia chi thr dién tir s& duoc sir dung dé ding nhp vio hé théng va nhén cdc théng tin théng bdo tir hé thong.

M3 xac nhén +

Cam k&t thdng tin;

nhimg truémg hop dién ding va ddy du nhimg théng tin trén.
Nhiing truaing hop dién thigu thang tin hoac théng tin sai si that sé khéng dwoc giai quyét. Nhing thang tin nay sé dugc ding lam cin cir dé hd tro gidi quyst.

Cam k&t cdc théng tin dang ky trén |3 chinh xdc

Ding ky i khodn

Ve tai khoan sir dung: Khi dang ky tai khoan, Co quan, té chiic phai cung cép day dd va chinh xdc théng tin theo yéu cau. Day 1a nhimg théng tin bt budc lién quan t6i viéc
quan Iy tai khodn va hd so dich vu céng truc tuyén ciia Co quan, t8 chirc. Vi vay khi cé nhiing y&u ¢au hé tro sau nay, Cuc Chimg thuc sb va Bao mat thong tin chi tiép nhan

Hé thong kiém tra cdc théng tin vira nhdp vao va yéu cau hoan thanh nhdp bé
sung néu chuwa nhap day du hoac khong chinh xac.

Néu théng tin ddy du, hé thong hién thi théng bdo co quan, t6 chirc dd dang ky
tai khoan thanh cong.

Buwdrc 2: Kich hoat tai khoan

Néu dang ki tai khoan thanh cong, hé thong sé giri email vao dia chi email da
khai bao c6 chira duong link hudng dan yéu cau kich hoat tai khoan.

Co quan, to chirc md email duoc giri dén va nhan vao duong link hudng dan dé
kich hoat tai khoan.

Sau khi nhdn vao dwong link kich hoat tai khoan, hé théng s€ hién thi thong
ba&o yéu cau kich hoat tai khodn thanh cong.

Co quan, t6 chire cho Can bé Cuc Chitng thuwce s6 va Bdo mdt théng tin kiém
duyét tai khoan va gui lai thong tin dang nhdp hé thong.

Budc 3: Nhan thong tin dang nhip tai khoan

Sau khi tai khoan d3 duoc kiém duyétq va kich hoat, co quan, to chﬁ’c s€ nhan
duoc email thong bao théng tin tai khoan dé dang nhap vao hé thong, gom:

« Email - tai khoan ctia co quan, to chirc

« Mat khau dé dang nhap vao hé théng



Budc 4: Dang nhap tai khoan

Co quan, t6 chirc dang nhap vao hé thong theo thong tin da cung cap.
Hé thdng s& yéu cau nhap mat khau méi dbi voi 1an dau tién dang nhap.
Co quan, t6 chirc nhap mat khau méi va bat dau sir dung hé thong.

I1. PANG NHAP TAl KHOAN
Bwéc 1: Nhian vao nut [Ping nhip]

BAN CO YEU CHINH PHU
CUC CHUNG THUC SO VA BAO MAT THONG TIN ) BANG NHAP
)7/xqc“ ll \[ETNAM GOVERNMENT CERTIFICATION AUTHORITY m -

TRANGCHU | DICHVUCHUNGTHUCCKS | TINTUC | VANBANQPPL | HOIDAP | HUGNGDAN | LIENHE

chiu trach nhiém cun... THONG BAO
G B0 phan H trg kj thuat triéh khai hd trg cich
vu chig thyc chit ky so chuyén ding Chinh

i Trign khai dao tao sir ph trén kénh Zalo (30/10/2019) 4

05 AT TR A g
> B0 thur vién ky 6 theo quy dinh tai Thong tu
01/2019/TT-BNV (18/06/2019) i

29/07/2019

Co quan, t6 chtc click vao nat [Ping nhap] trén Trang chil cua Hé thong

Budc 2: Nhap thong tin tai khoan

BAN CO YEU CHINH PHU
CUC CHUNG THUC SO VA BAO MAT THONG TIN =) DANG NHAP
‘)7/q€ oB V|ETNAM GOVERNMENT CERTIFICATION AUTHORITY m-

TRANG CHU | DICH VU CHUNG THUCCKS | TINTUC | VANBANQPPL | HOIDAP | HUONGDAN | LIENHE

Dang nhap tai khoan

Dia chi thu dién tir

[ coquan-tochuc@gov.vn ‘

Mat khau

[/ Nhé téi

Nhap thong tin tai khoan dé dang nhap vao hé thong, gom:

« Dia chi thu dién tu
« Mat khau
Va nhan nat [Ping nhap].



Poi véi trueong hop lan ddu tién dang nhdp:
« Théng tin tai khodn dwoc givi t6i co quan, té chirc qua thw dién tir
(email) tai dia chi thu dién tw da dang ky tai khoan.
e« Sau khi dang nhap thanh cong vao hé thong, hé thong sé yéu cau thay
doi mat khau moi.
~ 1II. NQP HO SO DICH VU CHUNG THYC CHU KY SO CHUYEN
DUNG CHINH PHU
1. Cap chirng thw s6 cho ca nhan
Chi danh cho Co quan, t6 chire sau khi di ding nhdp thanh céng vao hé thong.

Buwérc 1:

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

VANBANQPPL ~ HOIDAP | HUGNGDAN | LIENHE | BANG DIEUKHIEN

BANG DIEU KHIEN

TIN TUC

DICH VU CHUNG THUC CKS

TRANG CHU

« @
- = (' . N
DANG KY DICH YU QUAN LY THONG TIN THONG BAO, TIN NHAN BAO CAO, THONG KE
- ey - -

Bwotc 2:

Nhén vao hinh anh phia bén phai ctia dich vu “01-Danh sach dé nghi cap méi
chirng thw so cho ca nhan” & c¢ot “Chuan bi ho so”

BANG DIEU KHIEN

HUGNG DAN | LIEN HE

VAN BAN QPPL | HOI DAP

TRANG CHU | DICH VU CHUNG THUCCKS | TIN TUG

Tén thii tuc Xem chi tigt EEEE

1 01-Danh sach dé nghi cap mai ching thu sd cho cé nhan 4
2 02-Danh sach de nghi cap mai chung thu so cho co quan, to chut [} P {b
3 03-Danh sach d& nghi cap chirng thu s& cho thiét bi, dich vu, phin mém & o
4 04-D& nghi gia han (thay d8i noi dung thong tin) ching thu s @ o
5 05-Thu hii chimg thu s& fa -
6 06-Khai phuc thiét bi luu khoa bi mat | o



Buwérc 3:

Nhép thong tin ctia cong vin dé nghi Cap chimg thu s6 cho c4 nhan va thong
tin nguoi ti€p nhan ching thu so.

Cac 0 co6 dau sao (*) s€ phai nhap vao, khong dugc dé trong.

NOP HO SO TRUC TUYEN "CAP CHUNG THU' SO CHO CA NHAN"

(NHAP CO QUAN CHU QUAN) CONG HOA XA HOQI CHU NGHIA VIET NAM
D&c 1ap - Tw do - Hanh phic

HDND TiNH BA RIA - VONG TAU

& ky higu: *  (Nhap <6, ki hign) — . B B
S kj higu: Nhdp 56, ky hié: Ba Ria - Ving Tau | ngay 05 thang 02 nam 2020
/v d& nghi cap chieng thu sé cho ca nhan

Kinh g¥i: (Tén co' quan quan Iy thi tuc nay) Cuc Chirng thure s6 va Bao mat thang tin, Ban Co yéu Chinh phi v

1. Théng tin nguéi tiép nhan chimg thyr s6 (thiét bi luu khéa bi mat):

Ho va tén: * S6 CMND/Thé CCCD/H® chigu * Ngay cap:* Noi cap: *
Nguyén Van Hoa 030227110999 07/01/2020 BR-VT
Chirc vu: * Dién thoai di déng: * Dia chi thur dién tir céng vu: *
Gidm Dic 0987654321 nguyenvanhoa@gmail.com

Dia chi tiép nhén: *

76 Khu ph@ 4, phuéing Nguyén An Ninh, thanh phd Viing Tau, tinh Ba Ria - Ving Tau

Bwéc 4: Nhip danh sich thong tin ci nhan cin cip chirng thu sb
Nhén vao nt “Thém c4 nhan”.

Mot khung nhap thong tin hién thi noi 1én trén trang hién tai.

2. 50 lugng va danh sach ding ky: 0 ,gom:

z B Tencoquan, | ;¢
S0 CMND, CCCD, Ho chieu/ 5% T2 | Tinh/Thanh
Ngay cap, noicdp | L]

84 dign thoai

Ngay sinh di dong

Chura chon ¢d nhan.

Buéc 5: Nhip thong tin ciia ca nhan cin cap chirng thwr s6 vao khung nhip
thong tin hién thj:



- Budc 5.1: Nhap dia chi thu di¢n tir cong vu (email) cia ca nhan can dang ky
cap chung thu s6 va nhan vao nut “Kiém tra thong tin thué bao va danh sach
chirng thu so hién c6”.

Thém mai

Dia chi thu dién tir cong vu (1) ~

nguyenthihoa@tuquangtri.gov.vn Kiém tra thang fin thué bao va danh sach chifng thur s hién co a
Ho va tén ~ Ngay sinh = S48 dién thoai lién hé
| = |
S0 CMND, CCCD, Hd chidu = Ngay cap * Noi cap *
| = |
Co quan, té chifc cong tac = Tinh/Thanh phd (2) «
-—Chon Ta chire— ~ tinh Quang Tri -~
Chic vu ~ SIM PKI (3)
—Chon Chirc vu— - -—Chgn nha mang— v
Ghi chu:

(1) Dia chi hép thu cua cd nhan duec cap boi co quan nha nudc (khdng sur dung cdc dia chi thu dién tr gmail, yahoo, hotmail...).

(2)Tinh/Thanh ph cla co quan, t6 chirc, cd nhan cdng tac.

(3) N&u Thué bao mudn ding ky str dung SIM PKI thi dign théng tin nha mang vién théng (Viettel, Vinaphone, Mobifone); Thué bao mudn chuyén s& dang sit dung sang
SIM PKI ém ky hiéu "cs” (Vi du: Viettel/cs). NEu khéng dang ky st dung thi bo tréng.

- Buwdce 5.2:

« Truong hop 1: Néu email da dang ky chung thu sO trude ddy, sé hién
thi thong bdo “Thué bao da ton tai trong h¢ thong” va thong tin ca nhan s¢€
tu dong dién vao khung nhap.

Dia chi thwr dién tir cong vu (1) *

5.2 ‘ an.nguyenvani@gov.vn ‘ Kiém tra théng tin thué bao va danh séch chimg thur s& hién co

OT“,Ié bao di ton tai trong hé thong

TH1

« Truong hop 2: Néu email chua timg ding ky chtng thu s, sé hién thi
théng bao “Thué bao méi” va co quan, to chirc nhap thong tin cla ca nhan
vao khung.

Dia chi thu dién tir cong vu (1) *

5.2 an.nguyenvan(@gov.vn Kiém tra théng tin thué bao va danh séach chifmg thy s& hién cé

TH2
o Thué bao méi




o Trudng hop 3: Néu email da dang ky chimg thu sO trude day, nhung
thudc co quan, t6 chirc khac cac co quan, to chtrc dang quan 1y, s& hién thi
thong b4o “Email da ton tai & Co quan, to chirc khong thudc danh sich
dwoc cap quyén ding ky”. Co quan, t6 chic phai nhap email khac.

Dia chi thu dién tir cong vu (1) *
5.2 nquyenthihoa.bd@gov.vn Kiém tra thdng tin thué bao va danh séch chimg thir 6 hién cé

TH3

o Email d ton tai o Co quan, 1o chirc khong thudc danh sach dwoc cip quyén dang ky

« Néu khoéng c6 “co quan, td chirc cong tac” dé chon thi di thang toi
chtrc nang “Danh sach cay to chire” dé€ thém 1 co quan, to chirc, 1061 quay
lai Bude 1 dé nop lai ho so.

- Buéce 5.3:

Néu thong tin dang ky c6 dang ky SIM PKI thi chon nha mang trong muc “SIM
PKI (3)”.

« Néu str dung sb dién thoai (da ding ky & bwée 5.2) thi chon vao 6
vuong “Chuyén so”.

« Néu stir dung s0 dién thoai mai thi khong chon vao 6 vudng nay.

SIM PKI (3)
| MobiFone v | ] Chuyén s

—Chon nha mang—

MobiFone
Viettel L\‘?

- Budc 5.4:
Nhén vao nat “Luu lai” dé luu lai thong tin ca nhén.
Thong tin ¢4 nhan vira ding ky s& hién thi ¢ bang danh sach.

Sau khi nhdp xong thong tin mot ca nhan, quay lai Budc 4 de tié'p tuc thém ca
nhdn tiép theo (néu co).

Néu xong danh sdach thi di tiép Buéc 6.

Buwaérc 6:


https://ca.gov.vn/huong-dan/danh-sach-cay-to-chuc#Phan5
https://ca.gov.vn/huong-dan/nop-ho-so-cho-dich-vu-cap-chung-thu-so-cho-ca-nhan#Buoc1
https://ca.gov.vn/huong-dan/nop-ho-so-cho-dich-vu-cap-chung-thu-so-cho-ca-nhan#Buoc4

Néu thong tin c4 nhan di nhdp khong chinh xdc, can chinh sira, thi nhan
vao hinh ciy bit mau xanh dwong = tai thong tin do.

S& hién thi khung chinh sira thong tin, twong ty nhu khung nhap thém méi ¢
Budec 5.

2. S0 lrgng va danh sach dang ky: 1,gom:

z - = P - — - - 3 hicu chi
HMM - T“INTE';)* . MMH

5401010463ce

97hc376e362d

BBC2€97,540

1010463ce97b

Trudng Phang 0087648487  c376e362d88C = w

26607 540101

0463ce97bc37 6
6e362d88c2ee

97

tinh Ba Ria -

Nguyén Thi 21/07/1965 34938493849; 22/06/2018; nguyenthihoa. nhBa |
Viing Tau

! Hoa BRVT br@gov.vn

HEND Ba Ria

Buorc 7:

Neéu muon x0a thong tin ca nhan thi nhan vao hinh thung rac mau do 0] :

Buwérc 8:

Nhép day du cac thong tin va chon vao 6 vuong “Cam két nhirng ndi dung
dang ky dung véi khai bao cua don vi.”.

Sau do6, nhan vao nat “Budc tiep”.

Noi nhén: * KT. GIAM BOC
- Nhur trén; PHO GIAM BOC
- UBND tinh;
- Lrus VT
Nguyén Van An

# cam k&t nhiig néi dung ding ky dung véi khai béo cda don vi. *

Ghi chi

Nhitng treémg thang tin ¢é dau * 13 bat budc

(1) Dia chi hiip the cla cé nhén dwoc cép boi co guan nha nude (khdng st dung céc dia chi thu dign ti gmail, yahoo, hotmail...).
(2) Tinh/Thanh phd ctia ca quan, 1 chifc, ca nhan céng tac.

(3) N&u Thué bao mudn dang ky st dung SIM PKI thi dign théng tin nha mang vién thang (Viettel, Vinaphone, Mobifone); Thué bagmudn chuyén sé dang sir dung sang SIM PKI thi ghi thém
ky hiéu "cs" (Vi du: Viettelfcs). N&u khong déng ky str dung thi bd trdng

(4) DA véi BO Qudc phang, BA Céng an, B3 Ngoai giao |3 ngudi ding diu céc 18 chire Co yéu trye thudc.




Buwérc 9:

Tai van ban d€ nghi cap chung thu s6 cho ¢4 nhan c6 xac nhén cua co quan, to

chtic quan Iy truc tiép:
o)

A Cic t3i lidu o d3u * yéu c3u bat budc phai i nén, dung lrng va dinh dang file t4i 1én theo yéu c3u cua timg i ligu !

S R

1. Van ban d@ nghi cdp ching thu s8 cla cd nhan c6 xac nhan cla co quan, td chic quén I truc tiép

(> Téi thanh phan ho so

Cac loai file dwgc phép tai lén: doc,docx,xls, xIsx,pdf,png,jpg.jpeg.gif, bmp,txt,rar,zip, 7z

‘ % Sita lai don ding ky [ Xuat file don ding ky BB Xust file word

- Buére 9.1: Néu chua c6 van ban dé nghi thi:

Dung lweng tdi da: 25 MB 2 Taiviin ban 43 ky

« Nhan vao nut “Xuat file don diing ky” s& hién thi don di nhap o cac
budc trén ra file PDF.

« Nhan vao nat “Xuét file Word” s& hién thi don da nhap & cac budc
trén ra file Word.

« Néu noi dung don khong chinh xac thi nhan vao nut “Stra lai don ding
k)’,”

- Bude 9.2: Nhan vao nit “Tai vin ban da ky” dé dua file cong vin Ién trén

nay.
- Bwoe 9.3:

« Nhan vao nat “Nop ho so” dé giri ho so cho Cuc Chimg thuc s6 va Bao
mat thong tin. H6 so da hoan tat va & trang thai “Ho so cho ti€p nhan”.

« Néu nhan vao nut “Luwru lai va ngp sau”, ho so da nhap s€ duoc luu lai
va ¢ trang thai “Duw thao”.

Trang hién thi sé di toi muc “Danh sach ho so”” va hién thi ho so vira nop.

10


https://ca.gov.vn/huong-dan/quan-ly-cac-ho-so-dich-vu-cong

2. Cap chirng thu s6 cho té chirc

Chi danh cho Co quan, t6 chire sau khi di ding nhdp thanh céng vao hé thong.

Budc 1:

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

HOIDAP | HUONGDAN | LIENHE| | BANG DIEUKHIEN

TRANG CHU | DICHVUCHUNGTHUCCKS | TINTUC | VAN BAN QPPL

BANG DIEU KHIEN

A

@
o
=6} A

DANG KY DICH VU QUAN LY THONG TIN THONG BAO, TIN NHAN BAO CAO, THONG KE

Buwérc 2:

Nhan vao hinh anh phia bén phai ctia dich vu “02-Danh sach dé nghi cip méi
chirng thw so cho co quan, to6 chirc” ¢ cot “Chuan bi ho so”

VANBANQPPL | HOIDAP | HUONGDAN | LIENHE | BANG DIEUKHIEN

TRANG CHU | DICH VU CHUNG THUCCKS | TIN TUC

Tén thii tye Xemchiige | Chuanbiho
1 01-Danh sdch d& nghi cap mdi chirng thu sé cho cd nhan & o
2 02-Danh s&ch d& nghi c&p mdi chiimg thu s6 cho co quan, 18 chifc fa o |
3 U3-Danh sach de ngnj cap chung thir S0 cho TNiet DT, dich vy, phan mem a 2 {}3
4 04-D& nghi gia han (thay ddi n6i dung théng tin) ching thu s @ "
5 05-Thu hdi ching thu s& fa )
6 06-Khai phuc thiét bi lru khoa bi mat @ s
r -
Buwérc 3:

Nhép thong tin cta cong vin dé nghi Cip chung thu sé cho co quan, t6 chirc va
thong tin nguoi tiep nhan chimg thu so.

Cac 0 co6 dau sao (*) s€ phai nhap vao, khong dugc d¢ trong.

11



NOP HO SO TRUC TUYEN "CAP CHUNG THU' S0 CHO CO' QUAN, TO CHUC"

(NHAP CO QUAN CHU QUAN) CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phiic

HOND TiNH BA RIA - VONG TAU

S0 ky higu: *| 001/HDND BRVT B4 Ria-Ving Tau | ngay 07 thang 02 nam 2020

V/v d& nghi cép chitng thu sé cho co quan, 16 chirc

Kinh gU¥i: (Tén co quan quan Iy th tuc nay) Cuc Chirng thure 56 va BAo mat théng tin, Ban Co yéu Chinh phd v

1. Théng tin ngui tiép nhan chiing thu sé (thiét bi luu khéa bi mat):

Ho va tén: * S8 CMND/Thé CCCD/H®d chigu * Ngay cap:* Noi cép: *
Nguyén Van Hoa 030227110999 07/01/2020 BR-VT
Chirc vy: * Dién thoai di dgng: * Dia chi thu dién ti cong vu: *
Gidm Dac 0987654321 nguyenvanhoa@gmail.com

Dia chi tiép nhan: *

76 Khu phd 4, phuding Nguy&n An Ninh, thanh phd Viing Tau, tinh B Ria - Viing Tau

Bwéc 4: Nhap danh sach thong tin co quan, to chirc can cip chirng thu sé:
Nhan vao nat “Thém co quan, té chirc”.
Mot khung nhap thong tin hién thi ndi 1én trén trang hién tai.

2. 56 lwrong va danh sach dang

o Thém ca quan, 18 chirc
Dinh danh cia thué bao
Tén ¢ quan, 1o chirc

Chua chon 6 chie.

ky: 0 ,gom:

Tinh/Thanh phd | Dia chi thwr dién tir cdng vu -

Bwéc 5: Nhip thong tin ciia co quan, to chirc cin cAp chirng thu so vao
khung nhap thong tin:

- Buéc 5.1:
« Chon co quan, t6 chuc can dang ky tai muc “Chon co quan, to chirc”.

« Néu khoéng c6 “co quan, té chirc cong tac” dé chon thi di thing toi
chtrc nang “Danh sach cay to chire” dé€ thém 1 co quan, to chirc, 161 quay
lai Bude 1 dé nop lai ho so.
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https://ca.gov.vn/huong-dan/danh-sach-cay-to-chuc#Phan5
https://ca.gov.vn/huong-dan-chung/nop-ho-so-cho-dich-vu-cap-chung-thu-so-cho-to-chuc#Buoc1

Thém moi
Chon co quan, 16 chire *
—Chon To chic— - a
Dia chi ¢o quan, td chic *
Nhap dia chi chi tit (SG nha, tén dudng, ...) va chon tinh thanh phd, quan huyén, phuang x& & danh séch bén dud
Tinh, thanh pha (1) * Quén, huyén * Phuang, xa *
—Vui long chon— - —Vui léng chon— v —Vui long chon—
M3 s thué @ M3 quan hé ngan sich & Dia chi thu cong vu (2) *
Nhap Ma s0 thué néu cé Nhép Ma quan hé ngén séch néu cd Dia chi thu cong vu
Ghi chui:
(1) Tinh/Thanh phd cua co quan, 19 chic.
(2)Diac Ir dién tir cua co quan, t6 chie st dung ching thi s& duoc c&p bdi co quan nha nudc (khdng st dung céc dia chi thr dién tir gmail, yahoo, hotmail...).
- Bude 5.2:

« Thong tin co quan, t6 chirc néu da c6 thi s& hién thi tai day.
« Néu chua c6 thi nhap thong tin dang ky vao
- Budc 5.3:

Nhén vao nit “Luru lai” dé luu lai thong tin co quan, to chitc. Thong tin co
quan, t6 chtrc vira dang ky s€ hién thi & bang danh sach.

Sau khi nhdp xong théng tin mét co quan, té chirc, quay lai Bwée 4 dé tiép tuc
thém co quan, t6 chuec tiép theo (néu co).

Néu xong danh séch thi di tiép Budc 6.

Buéc 6:
Néu thong tin co quan, to chirc da nhap khong chinh xac, can chinh sta, thi
nhan vao hinh cdy biit mau xanh dwong = tai thong tin do.

S& hién thi khung chinh sira thong tin, twong ty nhu khung nhap thém méi ¢
Budec 5.
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2. 8 lwgng va danh sich dang ky: 1,gom:

+ Thém co quan, 13 chirc

Dinh danh cia thué bao . P 2 ar m
Yén co quan 6 chire Tlnhrraa]nh phd | Dia chi thu d[l;r 1P cong vu
Mi 50 thué M3 quan hé ngén sich

34 duding Pham Hing, phudng tinh B Ria -
1 HDND tinh Ba Ria - Viing Tau Phudc Trung, thanh phd Bz Ria, 0003948578493 0007800
tinh Ba Ria - Viing Tau

Ving Tau tochuc.dtt@gmail.cg

Buoc 7:
Néu mudn x6a thong tin co quan, té chic thi nhan vao hinh thing rac mau

ao

Buwdrc 8:

Nhép day du cac thong tin va chon vao 6 vuéng “Cam két nhirng ndi dung
dang ky dung véi khai bao caa don vi.”.

Sau do, nhan vao nut “Budc tiep”.

Noi nhan: * KT. GIAM D0C
Whu trén PHO GIAM DOC
- UBMD tinh;
- Luu: VT, 4
y [ Nguyén VEn An ]

¥ Cam két nhirng ndi dung dang ky ding vdi khai bao cia don vi. *

Ghi chu:

Nhifng truéng thong tin co ddu * 1a bat budc

(1) Tinh/Thanh phd cia co quan, t8 chic.
(2) Pia chi hop thu dién tr cia co quan, 18 chire sir dung ching thy sé duge cdp bdi co quan nha nudc (khong s dyfg céc dia chi thu dién tr gmail, yahoo, hotmail...).
(3) Dai vgi Bo Qudc phong, B Cong an, Bo Ngoai giao |2 ngudi ding déu cdc 18 chic Co yéu tryc thude.

< Budc tiép o

Buwadrc 9:

Tai van ban d€ nghi cap chung thu s6 cho co quan, t6 chirc c6 xac nhan cua co
quan, t6 chtrc quan ly truc tiép:
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(£ Mapdondingk Y (Tt 550 Y [B) Xem i s i ndp _

A\ Cdc tai ligu cd ddu * yéu céu bat bujc phai tai nén, dung lrong va dinh dang file tai Ién theo yéu cdu cda timg t3i liéu !

S R

1. Vin ban d@ nghi cua ngudi duge co quan, to chic giao quan Iy chimg thy sd cua co quan, td chifc va duge ngudi ding dau co quan,

td chifc quan Iy truc tigp xac nhan

Cdc loai file dwoe phép tai 18n: doc,docx,xls,xlsx,pdf,png.jpg.jpeg,gif,bmp, txt,rar,zip, 72

# Tai van ban da ky

Dung luong toi da: 25 MB

%4 Sira lai don dang kj [ Xudt file don dang ky B8 Xuat file word

- Budére 9.1: Néu chua c6 van ban dé nghi thi:

« Nhan vao nut “Xuat file don diing ky” s& hién thi don di nhap & cac
budc trén ra file PDF.

« Nhan vao nat “Xuét file Word” s& hién thi don da nhap & cac budc
trén ra file Word.

« Néu noi dung don khong chinh xac thi nhan vao nut “Stra lai don ding
k)’,”

- Buére 9.2: Nhan vao nit “Tai vin ban da ky” dé dua file cong van 1én trén
nay.

- Bwoc 9.3:

« Nhan vao nat “Nop ho so” dé giri ho so cho Cuc Chimg thuc s6 va Bao
mat thong tin. HO so da hoan tat va & trang thai “Ho so cho ti€p nhan”.

« Néu nhan vao nut “Luwru lai va ngp sau”, ho so da nhap s€ duoc luu lai
va ¢ trang thai “Duw thao”.

Trang hién thi sé di toi muc “Danh sdach ho so” va hién thi ho so vira nop.
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https://ca.gov.vn/huong-dan/quan-ly-cac-ho-so-dich-vu-cong

3. Gia han, thay d6i thong tin chirng thu s6
Chi danh cho Co quan, t6 chire sau khi di ding nhdp thanh céng vao hé thong.

Bwérc 1:
Nhan vao myuc “BANG PIEU KHIEN” va chon tiép muc “PANG KY DICH

VU”

TRANGCHU | DICHVUCHUNGTHUCCKS | TINTUC | VANBANQPPL =~ HOIDAP | HUGNGDAN | LIENHE  BANG DIEU KHIEN

BANG DIEU KHIEN
Nz @

DANG KY DICH VU QUAN LY THONG TIN THONG BAO, TIN NHAN BAO CAO, THONG KE

Buwérc 2:

Nhén vao hinh anh phia bén phai cua dich vu “04-Dé nghi gia han, thay doi
thong tin ching thu s60” ¢ c0t “Chuan bi ho so”

TRANG CHU | DICHVUCHUNGTHUCCKS | TINTUC = VANBANQPPL | HOIDAP | HUONGDAN | LIENHE | BANG DIEUKHIEN

e . Ch"aEUhi )
+
+
@+

1 01-Danh sach d& nghi cép méi chirng thir sé cho cé nhan fa
2 02-Danh sédch d8 nghi cdp méi chiing thu sd cho co quan, t8 chire fa
3 03-Danh sach d& nghi cap ching thu sd cho thiét bi, dich vy, phan mém (e,
p 4 04-D2 nghj gia han (thay dai ndi dung thong tin) chimg thu 8 fa J
5 05-Thu hdi ching the s§ fa {b
b 06-Khdi phuc thit bi luu khoa bi mat ‘e )
Buwéc 3:

Nhép thong tin ctia cong van dé nghi gia han, thay d6i thong tin chtng thu sd
va thong tin nguoi ti€ép nhan ching thu so.
Céc 6 c6 dau sao (*) s& phai nhap vao, khong duoc dé trong.
16



NOP HO SO TRUC TUYEN "GlA HAN, THAY DOI THONG TIN CHUNG THU' S0

(NHAP CO QUAN CHU QUAN) CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phiic

HOI DONG NHAN DAN THANH PHO HA NOI

§d ky higu: *| 09/CV-HDND

Ha Moi |, ngay 12 thang 02 nam 2020

/v d& nghi gia han,thay ddi ngi dung théng tin ching thu s

Kinh gu¥i: (Tén co' quan quan Iy tha tuc nay) Cuc Chirng thire sé va BAo mat thong tin, Ban Ca yéu Chinh phil v

1. Théng tin ngui tiép nhan ching thu so (thiét bi luu khéa bi mat):

Ho va tén: * $6 CMND/Thé CCCD/H{ chigu * Ngay cip:* Noi cap: *
Mguyén Vin Hoa 030227110999 07/01/2020 BR-VT
Chire vu: * Dién thoai di dong: * Dia chi thur dién tir céng vu: *
Gidm Dic 0987654321 nguyenvanhoa@gmail.com

Dia chi tiép nhén: *

76 Khu phd 4, phuing Nguyén An Ninh, thanh phé viing Tau, tinh Ba Ria - Viing Tau

Buéc 4: Chon danh sach chiing thu s6 va nhap thong tin gia han, thay doi thong
tin:
Nhan vao nat “Chen chirng thu s6”.

2. S0 luong va danh sach dang ky: 0 ,gom:

= Chon ching thur s
ia chi thr diént¢r | Trudmg théng tin can

Tén chimg thu sd S0 hiéu chimg thu s6 cong vu (1) thay déi (2) Thiing tin méi (3)

4

Chua chon chimg thu sé.

Bwéc 5: Hién thi danh sach cac ching thu “dang hoat dong” clia co quan, to
chuec.

Nhan vao nut “Chinh stra” tai ching thu s6 can ndp ho so

S& hién thi khung nhap thong tin gia han, thay ddi chtng thu sb hién thi & trén
man hinh.
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CHON CHUNG THU S8 DE GIA HAN, THAY D61 THONG TIN

Nhap Tén CTS/ email/ s& hiéu CTS/ S& hiéu thiét bi/ S8 VB xin cdp dé tim kiém & Timkigm [REEHNEREES

Dich vu y&u cau (4)

Tén ching thr s& S5 hiu thist bj Bia chi "‘;’u"(?}“ ticang | Nhom | Truomgthingtin | e vin mei (3)

CTS can thay doi (2)

5401010463¢ .
1 NouydnThiHoa  e97bc376e36 029708EF ?gfen UE”Y"N“"‘W”@QU"' Cé nhan
2d88c2eed7
5401010463¢ Ui
2 HONDBaRia e97bc376e36 020708EF oo T6 chirc
2d88c2eed7
5401010463¢
3 NouydnVan Thanh e97bc376e36 020708EF %‘fen :'f’é‘]‘gf""t"a:}i"a”"' C4 nhan
2d88c2ee97 9

Buwéc 6: Nhap thong tin gia han, thay d6i ching thu sb:

- Buée 6.1: Néu can thay d6i thong tin nao thi chon vao 6 vudng “Thay d6i” &
phia bén phai thong tin do.

- Budc 6.2: Néu can gia han ching thu so thi chon vao vao 6 vuong “Gia han
ching thu s0”

- Buéc 6.3: Sau khi hoan thanh thi nhan vao nat “Luru lai”

Chinh stta

1. Théng tin thay ddi ching thu so

Tén ching thu sé Dia chi thu dién tir cong vu

Nguyén Thi Hoa ¥ Thay 4o nguyenthihoa.br@gov.vn O Thay dai
Co quan, t6 chirc cong tac Tinh/Thanh phd

—— HOND Ba Ria v | & Thay doi tinh B Ria - Viing Tau v | ® Thay dai

2. Thang tin gia han ching thu so
Ngay hiéu luc Ngay hét higu luc
14/01/2019 14/01/2019

[IGia han ching thu s@
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Buoc 7:
~ Thong tin gia han, thay doi chimg thu s vira déng ky s& hién thj tai chimg thu
s0 do ¢ bang danh séch.
Chung thu sé dd dang ky nay c¢6 hién diu chon mau xanh 13 Q

Sau khi nhdp xong thong tin mot chitng thu s0, quay lai Buoc 5 dé tiép tuc thém
théng tin gia han va thay doi chirng thi sé tiép theo (néu cd).

Dich vu yéu cau (4)
_ = e iéthi | Dia chi thr dién tif cong | Nhom | Trwomg thong tin PR
STT | Tén chimg thr s5 : i 2 u(n) CTS | canthaydéi(2) Théng tin méi (3) m

3
I

5401010463¢ .
1 NguyénThiHoa  e97bc376e36 029708EF ?ffen \'}g”ye"m'h”a‘br@g”"' Ca nhan
7 2d88c2eed7
5401010463c Ust X
® | 2 ronpBaRi €97bc376e36  029708EF T6 chire | Tén ching thu s3 HOND Ba Ria v Z
Token
2d88c2eed7
5401010463c UsB nauvenvanthanh- Ténchingthy  Nguyén Vin
Q 3 NguyénVan Thanh e7bc376e36 02070BEF .~ vt‘-‘@‘ém i Cénhan|sd;Coguan, 6 Thanh; HOND Tan v =
2d88c2eed7 g chirc cong tac thanh

Ghi chu:

(1) Dia chi thu dién tir cong vu thué bao da dang ky trong dé nghf cap ching thu sd.

(2) va (3) str dung khi dang ky thay doi noi dung théng tin ching thu sa.

(4) NEu dang ky gia han ching thur s& dénh dau “x” vao 6 vudng tréng tai cdt (5); néu dang ky thay déi ndi dung théng tin ching thu s& danh diu “x" vao & vudng trong tai cét (6);
Néu dang ky ca gia h3 8 hay doi ndi dung théng tin ching thu s6 thi danh dau “x” vdo 6 vudng trong tai cét (5) va (6).

+ Cchon Chirng thu s&

Buworc 8:

Sau khi d4 thém xong danh sach chiing thu s6, nhan vao niit “Chen chirng thw
$0”.

Sé quay lai trang nhdp hé so ding ky.
Budc 9:

Néu théng tin chtng thu s6 di nhap can chinh sta lai, thi nhan vao hinh cay
but mau xanh dwong 1 tai thong tin do.
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2. 88 lrgng va danh sach dang ky: 2 ,gom:

+ Chon chiing thyr s§

1T Tén chitng thu sd $6 hiéu chimg thu sé

5401010463ce97bc3
76e362d88c2ee97

1 HDND BaRia

2 NguyenVanThanh oo oo d88c2ee07

céng vu (1)

vi@brvt.gov

Bia chi thu dién e

5401010463ce97bc3 nguyenvanthanh-

Trudmg thng tin cin
thay doi (2)

Tén chirng thu s
Tén chirng thu sd; Co

quan, 19 chiic cong
tac

Théng tin mai (3)

HDND Ba Ria

Nguyén Vin Thanh;
HDND Tan thanh

s |

)

@ mw

@ m

S& hién thi khung chinh stra thong tin, twong ty nhu khung nhap thém moi

6 Bworce 6.

Bworc 10:

Néu mudn x6a thong tin gia han, thay doi chimg thu s6 thi nhan vao hinh thiing

rac mau do ] )

Buwoc 11:

Nhép day du cac thong tin va chon vao 6 vuéng “Cam két nhirng ndi dung
dang ky dung véi khai bao caa don vi.”.

Sau d6, nhan vao nut “Budc tiep”.

10

Noi nhan: *

- Nhur trén;
- Lu: VT

A

¥/ Cam két nhirng néi dung dang ky ding vdi khai bdo cta don vi. *

KT. GIAM B3C
PHO GIAM BOC

Nguy&n Vin An

Ghi chu:

Nhiing truéing théng tin ¢6 d&u * 1a bat budc

(1) Bia chi thu dién tr cong vu thué bao da dang ky trong dé nghi cap ching thu sg.
(2) va (3) str dung khi d3ng ky thay d8i ndi dung thdng tin ching thu s8.
(4) N&u déng ky gia han chimg thu s dénh ddu “x” vao o vudng trding tai cot (5); néu dang ky thay dai noi dung thong tin chipg thu s dénh ddu "x” vao 6 vuong tréng tai

cot (6);NBu ddng ky c gia han va thay d8i ndi dung thdng tin chirng thu s& thi danh dau “x" vao  vudng tréing tai ct (5) ya
(7) Dai v6i Bo Quéc phong, Bo Cong an, Bo Ngoai giao la ngudi dirng dau céc ta chirc Co yéu truc thude.

Bwoc 12:

Tai van ban d€ nghi c6 xac nhan cta co quan, t6 chirc quan ly truc ti€p:

<] Budc tigp
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A Céc tailigu 06 ddu * yéu ciu bt bugc phai tai nén, dung lwong va dinh dang file tai fén theo yéu cdu cda timg tai ligu !

I

1. Van ban d@ nghi gia han, thay ddi néi dung théng tin cua chiing thu sé c6 xdc nhan cua co quan, t chic quan Iy truc tiép

Cdc loai file dwoc phép tai 18n: doc,docx,xlIs, xIsx,pdf,png,jpgjpeg.gif, bmp,txt,rarzip, 7z

Dung lwgng toi da: 25 MB # Tadivén ban da ky

%y Sira lai don déng kj [ Xudt file don dang ky B xust file word

CUC CHUNG THUC SO VA BAO MAT THONG TIN - BAN CO' YEU CHINH PHU I S5 1ot truy cap: 14667

- Buére 12.1: Néu chua ¢6 van ban dé nghi thi:

« Nhan vao nut “Xuat file don diing ky” s& hién thi don di nhap & cac
budc trén ra file PDF.

« Nhan vao nat “Xuét file Word” s& hién thi don da nhap & cac budc
trén ra file Word.

« Néu noi dung don khong chinh xac thi nhan vao nit “Stra lai don ding
ky”

- Buée 12.2: Nhan vao nat “Tai vin ban da ky” dé dua file cong van lén trén
nay.

- Bwoe 12.3:

« Nhan vao nat “Nop ho so” dé giri ho so cho Cuc Chimg thuc s6 va Bao
mat thong tin. H6 so da hoan tat va & trang thai “Ho so cho ti€p nhan”.

« Néu nhan vao nut “Luwru lai va ngp sau”, ho so da nhap s€ duoc luu lai
va ¢ trang thai “Duw thao”.

Trang hién thi sé di toi muc “Danh sdach ho so” va hién thi ho so vira nop.
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4. Thu hdi chirng thw s6

Chi danh cho Co quan, t6 chire sau khi di ding nhdp thanh céng vao hé thong.

Buoc 1:

Nhén vao myuc “BANG PIEU KHIEN” va chon tiép muc “PANG KY DICH
vu”»

TRANG CHU | DICH VU CHUNG THUCCKS | TINTUC | VANBANQPPL | HOIDAP | HUGNGDAN | LIENHE| | BANG DIEUKHIEN

BANG DIEU KHIEN

NS r b% D)=

DANG KY DICH VU QUAN LY THONG TIN THONG BAO, TIN NHAN BAO CAO, THONG KE

A

Buwérc 2:

r

Nhan vao hinh anh phia bén phai caa dich vu “05-Thu hdi chimg thu s6” ¢
cot “Chuan bi ho so”

TRANG CHU | DICHVUCHUNG THUCCKS | TINTUC | VANBANQPPL & HOIDAP | HUGNGDAN | LIENHE | BANG DIEUKHIEN

Tén thii tuc Xem chi tigt Chuss'hils

1 01-Danh sach d& nghj cdp mai ching thu s6 cho cd nhan fa <
2 02-Danh s&ch @& nghi c&p mai chirng thu s8 cho co quan, t8 chic fa <
3 03-Danh sach d& nghi cap ching thu s6 cho thiét bi, dich vu, phan mém @ o
4 04-D& nghi gia han (thay di ndi dung théng tin) chirng thu s& @ o
5 05-Thu hdi chimg thy s5 [} & J
6 06-Khdi phuc thiét bj luu khoa bi mat fa .

Budrc 3:
~ Nhép thong tin cua cong van dé nghi thu hoi ching thu s va thong tin ngudi
tiép nhan chung thu s6
CA4c 6 ¢ diu sao (*) s& phai nhap vao, khong dugc dé tréng.
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NOP HO SO TRUC TUYEN "THU HOI CHUNG THU S0"

(NHAP CO QUAN CHU QUAN) CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phiic

HEND TiNH BA RIA - VONG TAU

P —— | . |
S ky higu: | 0901/HDND-BRVT HeNoi | ngay 12 thang 02 ndm 2020

V/v d& nghi thu hdi chirng thu s

Kinh gt¥i: (Tén co quan quén Iy thu tuc nay) Cuc Chieng thire sé va Bao mat théng tin, Ban Co y&u Chinh phi v

1. Théng tin nguéi tiép nhan chimg thu s& (thiét bi luu khéa bi mat):

Ho va tén: * S8 CMND/Thé CCCD/H#d chidu * Ngay cap:* Noi cdp: *
‘ MguyEn Vin Hoa | | 030227110999 | 07/01/2020 BR-VT
Chirc vu: * Dién thoai di dong: * Dia chi thu dién tir céng vu: *

‘ Gidm Dc | | 0987654321 | | nguyenvanhoa@gmail.com

Dia chi thu hai: *

‘ 76 Khu phd 4, phuiing Nguyén An Ninh, thanh phd viing Tau, tinh Ba Ria - Viing Tau

Buéc 4: Chon danh sach chimg thu s va nhap thong tin thu hoi:
Nhan vao nat “Chen chirng thu s6”.

2. 80 lwgng va danh sach dang ky: 0 ,gom:

+ Chon chiing thu s5

S0 CMND, CCCD, Ho Mi quan hé ngin | Dia chi thy dién ts | S5 hiu chi S
- o | SRRy S T quan hé ngan | Diachi thu diént | S0 hiéu chitng the | Sa hiéu thiét bi lvu . 2.
TT | Teén ching thr s chleuf;)& " , noi sich (3) cang vu (4) = khaa bi mat Ly do thu hoi

Chura chon chimg thu sd.

Bwéc 5: Hién thi danh sach cac ching thu “dang hoat dong” clia co quan, to
chuec.

- Buée 5.1: Nhap thong tin “Ly do thu hdi” tai chimg thu sé can ndp ho so

- Buéde 5.2: Chon vao 6 vudng & phia trude ching thu sé d6

- Bu¢'e 5.3: Sau khi chon cac chung thu s6 cAn nop, nhan vao nit “Chon chirng
thu s0”.
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CHON CHUNG THU SO DE THU HOI
Nhap Tén CTS/ email/ G hiéu CTS/ §6 hiéu thit b/ 53 VB xin cap dé tim kigm gy
Ténching thrss | Di2 chi "“"j'l"@" Weo9 | shigu chingthuss | SO Mieu hist biluu knda m Ly do thu héi E

= nguyemhlhoa br@gov.v 5401010463ce97bc37
Nguyén Thi Hoa 6362d88C26607 029708EF Cé nhan |Ngh| huu
. 5401010463ce%7bc37 P ”
HDND Ba Ria £6362488026007 029708EF Té chirc |B! mit | Y
P R nguyenvanthanh- 5401010463ce97bc37 s
NguyenVanThanh o o £6362088c26607 029708EF Cé nhan | | &

5.3

+ Chon Chimg thur s8

Danh sdch cdc chung thu s6 di chon dwoc cdp nhdt vao danh sdach trong ho
S0.

Buéc 6:
Néu muén x6a thong tin dang ky thu hoi chtng thu sé thi nhan vao hinh thing

rédc mau dé6 W & phia bén phai cua chimg thy s d6.

2. 80 lwgng va danh sich dang ky: 2 ,gdm:

+ Chun chu‘ng thir s
§6 CMND, CCCD, HS
Tén chimg thy s chlequSal' cap, noi Dia :lg:':l:rulillf;l tip | @ hiéu clnmg thr | S5 Imgatme;‘ I;: T 1§ do thuhéi H
cap(1
) 34938493849 / nguyenthihoa. bi@ 5401010463ce97
1 Nguyen ThiHoa BRVT/ gv{tn bc376e362d88c2e 029708EF Nghi huu
22/06/2018 g 897 o
5401010463ced7
2 HDND BaRia bc376e362d88c2e 029708EF Bi mét ]ﬁ[
ed7
Buwéc 7:

Nhép day du cac thong tin va chon vao 6 vuéng “Cam két nhirng ndi dung
dang ky dang véi khai bao caa don vi.”.
Sau d6, nhan vao nat “Buéc tiép”
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Noi nhan: * KT. GliM adC
- Nhurtrém; PHO GlAM 26C
-Luu: VT,

Nguyén Van An

¥ Cam két nhimg ndi dung déng ky ddng véi khai bdo cta don vi. *

Ghi ch:
Nhiing tru@ng thang tin ¢6 dau * 12 bat budc

(1) Truing hop thu héi ching thur sd cho cd nhan.
(2), (3) Trrong hop thu hi chiing thu s8 cho co quan, t8 chirc.
@

)

4) Dia chi thu dién t cia thué bao da ding ky trong d& nghi cdp ching thu sb.
(5) DGi véi Bo Qudc phong, B Cang an, Bo Ngoai giao 12 nqudi dimg dau cdc to chire Co yéu trurc thudc.

D Quaylai

] Budc tiép

Budrc 8:
Tai van ban d€ nghi c6 xac nhan cta co quan, t6 chirc quan ly truc ti€p:

i )

A Cic t3i lidu 6 ddu * yéu c3u bit buc phai t3i nén, dung lwgng va dinh dang file tai 1én theo yéu ciu cla timg tai ligu !

I R

1. Van ban d@ nghi thu hdi chirng thw s6 cta ca nhan c6 xdc nhan cla co quan, to chic quan Iy truc tiép

{3 T thanh phan hb so

Cac loai file dwgc phép tai 1én: doc,docx,xls,xlsx,pdf,png,jpg.jpeg.gif.bmp,txt,rar,zip,72

Dung lwong téi da: 25 MB # Tai viin ban d3 ky

% Stra lai don dang k[ Xudt file don d&ng ky B Xuat file word

H Luvu lai & ndp sau

CUC CHUNG THUT SO VA BAO

- Bude 8.1: Néu chua c6 vin ban dé nghi thi:

- BAN CO YEU CHINH PHU 18 S lurot truy cap: 14714

« Nhan vao nut “Xuat file don ding ky” s& hién thi don di nhap & cac
budc trén ra file PDF.

« Nhan vao nat “Xuét file Word” s& hién thi don da nhap & cac budc
trén ra file Word.

« Néu ndi dung don khong chinh xac thi nhan vao nit “Sira lai don ding
ky”
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- Buéde 8.2: Nhan vao nit “Tai vin ban da ky” dé dua file cong vian Ién trén
nay.
- Budc 8.3:
« Nhén vao nut “Nop hd 50” dé guri ho so cho Cuc Chung thyc s6 va Bao
mat thong tin. HO so da hoan tat va ¢ trang thai “Ho so cho tiép nhan”.
« Néu nhéan vao nit “Luu lai va ndp sau”, ho so da nhap sé duoc luu lai
va ¢ trang thai “Du thao”.
Trang hién thi sé di t6i muc “Danh sdch ho so” va hién thi ho so vira nop.

5. Khdi phuc thiét bi lwu khéa bi mat
Chi danh cho Co quan, t6 chirc sau khi da diang nhép thanh céng vao hé thong.

Buwérc 1:

Nhéan vao muc “BANG PIEU KHIEN” va chon tiép muc “PANG KY DICH
VU”

TRANG CHU | DICH VU CHUNG THUCCKS | TINTUC | VANBANQPPL | HOIDAP | HUGNGDAN | LIENHE| | BANG DIEUKHIEN

BANM/
P&
% =

DANG KY DICH VU QUAN LY THONG TIN THONG BAQ, TIN NHAN BAO CAO, THONG KE

Buworc 2:

Nhén vao hinh anh phia bén phai cta dich vu “06-Khéi phuc thiét bi lwu khoa
bi mat” ¢ ¢t “Chuan bi ho so”
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https://ca.gov.vn/huong-dan/quan-ly-cac-ho-so-dich-vu-cong

TRANG CHU | DICHVUCHUNGTHUCCKS = TINTUC =~ VANBANQPPL | HOIDAP | HUONGDAN = LIENHE | BANG BIEUKHIEN

Tén thu tuc . Tim kiém

1 01-Danh sdch d& ngh| c&p mdi chirng thu s6 cho cd nhin

2 02-Danh séch d& nghj cp mdi chirng thu s6 cho co quan, t6 chic @. +

3 03-Danh sach d& nghj cp chiing thu s& cho thiét bj, dich vy, phan mém fa +

4 04-D& nghj gia han (thay d6i ndi dung thong tin) ching thu s @ 4

5 05-Thu hi chirng thu s@ 15 Pl

6 06-Khoi phuc thiét bi lru khoa bi mat fa + {'j |
Buéc 3:

Nhéap thong ti’n cua C(:)ng van dé nghi khéi phuc thiét bi luu khoa bi mat va
thong tin ngudi phoi hop ho trg khéi phuc thiét bi luu khoa bi mat.

Céac 0 c6 dau sao (*) s€ phai nhap vao, khong dugc dé trong.

NOP HO SO TRUC TUYEN "KHOI PHUC THIET B| LUU KHOA Bi MAT"

(NHAP CO QUAN CHU QUAN) CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Tw do - Hanh phuc

HDND TiNH BA RIA - VONG TAU

& ki hidu: *|  (Nhap sé. ki hicu) . - .
$8 k higu: Nhap s, kj hiéu tinh Ba Ria-Ving 1 , ngdy 13 thdng 02 nam 2020

V/v d& nghi khoi phuc thiét bi luu khoa bi mét

Kinh gu¥i: (Tén co quan quén Iy thi tuc niy) Cue Chirng thire s8 v Bao mat thang tin, Ban Co yéu Chinh pha v

1. Théng tin vé thiét bi luu khda bi mat can khéi phuc:

Chon thiét bi luu khda bi ma

cua thué bao

Tén chimg thyr 56 Co quan, 16 chire cing tic Dia chi thr dién tir céng vu

Chua chon chimg thu sd.

2. Théng tin vé ngué phoi hop ho tror khéi phuc thiét bi luu khéa bi mat:

Ho va tén: * S CMND/Thé CCCD/H® chiéu * Dién thoai di dong: *
Nguyén Van Hoa 030227110999 0987654321
Co quan, 16 chire céng téc: * $@ dién thoai co quan: *
HDND tinh Ba Ria - Viing Tau v 098873734343
Noi nhén: * Ngudi dimg d3u Co quan, td chirc quan Iy truc tiép (7) (C6 thé nhap nhigu
- Nhur trén; dong)
- Luu: VT
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Budc 4: Chon danh sach thiét bi luu khoa bi mét:
Nhén vao nat “Chon thiét bi lvu khéa bi mat”.

khda bi mat can khdi phuc:

Thiing fin ctia thué bao
$6 higu thiét bi lvu khoa bi mat

Tén ching th s& Dia chi thrr dién tir cdng vu

Chura chon chimg thu sd.

Budc 5: Hién thi danh sach céc thiét bi luu khoa bi mat ca co quan, td chue.

- Bude 5.1: Chon vao 6 vudng & phia trude thiét bi luu khoa bi mat can ndp hd
SO.

- Buée 5.2: Sau khi chon cac thiét bi, nhan vao niat “Cheon thiét bi luu khéa
bi mat”.
NOP HO SO TRUC TUYEN "KHOI PHUC THIET B| LUU KHOA Bi MAT"

CHON THIET BI LUU KHOA Bi MAT CAN M0 KHOA

Nhap Tén CTS/ email/ s& higu CTS/ S8 higu thiét bif S8 VB xin cap dé tim kigm & Timkigm [REEREEE

Théng tin cia thué bao
S8 higu thiét bi luu khéa bi mat
Tén chifng thu s8 Cd quan, t6 chiFc cong tac Dia chi thy dign tir cong vu

5401010463ce97bc376e362d88c2eed7 MNguyén Thi Hoa HDND Ba Ria nguyenthihoa.br@gov.vn
5401010463ce97bc376e362d88c2eed7 Nguyén Thi Hoa HDND Ba Ria nguyenthihoa.br@gov.vn
5401010463ce07bc376e362d88c2ee97 HDND Ba Ria HDND Ba Ria

5401010463ce97bc376e362d88c2ee97 MNguyén Van Thanh HOND Tan thanh nguyenvanthanh-vt@brvt.gov

@
= Chon thi&t bj Iuu khda bi mat i

Daph sach thiét bi luu khéa bi mdt sau khi chon dwoc cdp nhdt vao danh sdch
trong ho so.

Bwoc 6:
Néu mudn x6a thong tin dang ky khoi phuc thiét bi luu khoa bi mat thi nhan
va0 hinh thung réc mau d6 @ & phia bén phai ciia thong tin thiét bj do.
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1. Théng tin vé thiét bi lru khéa bi mat can khéi phuc:
+ Chon thiét bi lwu kha bi mat

Théng tin ctia thué bao
$& higu thiét bi hwu khéa bi mat

5401010463ce97bc376e362d88c2ee

1 07 Nguyén Thi Hoa HOND B2 Ria nguyenthihoa.br@gov.vn
9 g?lﬂ{}104630997bc376e362d880299 HOND Ba Ria HOND B2 Ria
Buoc 7:

Nhép day du cac thong tin va chon vao 6 vuéng “Cam két nhirng ndi dung
dang ky dung véi khai bao caa don vi.”.

Sau do6, nhan vao nut “Budc tiep”.

L 'J%Cam két nhimg ndi dung dang ky dung vdi khai bao cia don vi. *

Ghi chu:

Nhimg trudng théng tin co dau * 13 bat budc
1
(2
(4
5

Trudng hop thu hdi chimg thu s& cho cd nhén.

, (3) Trwdng hop thu héi ching thu s cho co quan, 1 chire.
Dia chi thur dién tir cla thué bao da dang ky trong & nghi cdp ching thu sd.
i véi Bo Qudc phong, Bd Cang an, Bo Ngoai giao 12 ngudi ding dau céc 18 chite Co yéu true thude.

Ll e e =

D Quay lai

< Buic tigp

CUC CHUNG THUC SO VA BAO MAT THONG TIN - BAN CO YEU CHINH PHU la« S§ ot truy cap: 14863

Buworc 8:

Tai van ban d€ nghi c6 xac nhan cta co quan, t6 chirc quan ly truc ti€p:
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A Céc tai liéu o6 diu * yéu c3u bat bugc phai t3i nén, dung lugng va dinh dang file tai 1én theo yéu ciu cua timg tai lidu !

I R

1. Van ban dé nghj khai phyc thiét bj lwu khda bi mat cua thué bao cé xdc nhén cua co quan, ta chire quan Iy true tiép

Cac loai file dwoc phép tai Ién: doc,docx,xls XIsx,pdf,png.jpg.jpegd.gif,bmp,txt,rar.zip,7z

% Sika lai don ddng ky @y Xudt file don ddng ky ) xuét file word

-BAN CO YEU CHiNH PHU 14 S5 Iuot truy cap: 14714

Dung lwong téi da: 25 MB . T4l viin ban d4 ky

CUC CHUNG THUT S0 VA BAD

- Buére 8.1: Néu chua c6 van ban dé nghi thi:

« Nhan vao nut “Xuat file don diing ky” s& hién thi don di nhap & cac
budc trén ra file PDF.

« Nhan vao nat “Xuét file Word” s& hién thi don da nhap & cac budc
trén ra file Word.

« Néu noi dung don khong chinh xac thi nhan vao nit “Stra lai don ding
k)’,”
- Buére 8.2: Nhan vao nit “Tai vin ban da ky” dé dua file cong van 1én trén
nay.
- Buoc 8.3:

« Nhan vao nat “Nop ho so” dé giri ho so cho Cuc Chimg thuc s6 va Bao
mat thong tin. H6 so da hoan tat va & trang thai “Ho so cho ti€ép nhan”.

« Néu nhan vao nut “Luwru lai va ngp sau”, ho so da nhap s€ duoc luu lai
va ¢ trang thai “Duw thao”.

Trang hién thi sé di toi muc “Danh sdach ho so” va hién thi ho so vira nop.

IV. THEO DOI TRANG THAI XU LY HO SO
Chi danh cho Co quan, to chirc sau khi dd dang nhdp thanh cong vao hé thong.
Buwoc 1:
ANhérm vao muc “BANG PIEU KHIEN” va chon tiép muc “QUAN LY
THONG TIN”
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https://ca.gov.vn/huong-dan/quan-ly-cac-ho-so-dich-vu-cong

Sau do, chon vao muc “Danh sach ho so”

Tai ddy, sé hién thi danh sach cac ho so dd nop cua co quan, té chu.

TRANGCHU | DICH VU CHUNG THUCCKS | TINTOC | VANBANQPPL | HOIDAP | HUONGDAN | LIENHE | BANG DIEUKHIEN

BANG DIEU KHV

<

S & 2

DANG KY DICH VU QUAN LY THONG TIN THONG BAO, TIN NHAN BAO CAO, THONG KE

TRANGCHU | DICH VU CHUNG THUCCKS | TINTGC | VANBANQPPL | HOIDAP | HUONGDAN | LIENHE | BANG DIEUKHIEN

Bang digu khién / / Quan Iy théng tin /

QUAN LY THONG TIN

= ® oo

DANH SACH HO SO/ DANH SACH CHUNG THU S8 DANH SACH TAI KHOAN DANH SACH CAY T3 cHUC

b

Buworc 2:

Nhan vao tén cua ho so dé xem chi tiét noi dung va cac van ban dinh kém cua
ho so da nop.
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Béng digu khign / / Quén Iy théng tin / / Danh sach Ho so /

DANH SACH HO SO

M bién nhan @ Tim kigm T FiEm pEna g

STT M4 bién nhan Thang tin hd so 3 Trang thai Thao tic 4
03-Danh s4ch @& nghj cap chiing thu s cho thiét bi, dich vu, phan MEm = (HBND tinh B2 Ria - Viing Tau) . .
1 L */ Thao tdc =
2 Ngiy ndp : 15:43 04/02/2020
01-Danh sach d& nghj c&p mdi ching thy 6 cho ca nhan = (HBND tinh Ba Ria - Ving Tau
2 VGCA-200204-0002 onicap d f : 9 Taa) 0 52 cha van thir 82p nhin van bai % Thao tdc -
2 Ngiy ndp : 09:02 04/02/2020 | & Ngiy fiép nhin : 09:04 04/02/2020 | & Ngay hen ira : 25/02/2020 B
01-Danh sdch d& nghi cdp mdi chitng thir 6 cho ¢ Nhan = (HOND tinh B2 Ria - Ving Tau) . —
3 * Thao tdc ~
@ Ngay ndp : 13:56 03/02/2020
06-Khai phuc thiét bi lru khoa bi mat = (HBND tinh B Ria - Viing Tau) . .
4 VGCA-200203-0007 . . % Thaotic ~
@ Ngiy nip : 14:29 03/02/2020 | & Ngiy tiép nhin : 15:38 03/02/2020 | & Ngiy hen trd : 25/02/2020
05-Thu hi chimg thir 56 = (HaND tinh 82 Ria - Viing Tau) . -
5 . */ Thao tdc ~
i Ngay ndp : 14:26 03/02/2020

Buéc 3:
Tai cOt “Trang thai” hién thi trang thai hi¢n tai cia ho so:

e HOo so cho tiép nhan: H6 so vira ndp, chua duge Cuc CTS&BMTT
tiép nhan, xur 1y.

« Dy thao: Liac ndp ho so, ban nhan vao ndt “Luwu lai va ndp sau” thay
vi nhan vao nut “Nop ho so™.

e Ho so' cho b6 sung: Cuc CTS&BMTT di kiém tra va yéu cdu bo sung
ho so cho day du va chinh xac.

« HO so di tra két qua: Ho so di tra két qua cho co quan, t6 chirc (HO
so ket thuc).

« Cdc trang thdi khdc: Cac tién trinh x 1y khac cta ho so.
Buoc 4:

Tuy véo ting trang thai cta hd so, nit “Thao tac” s& c6 danh sach cac thao tac
khac nhau:

« Xem chi tiét: Tuong tu Budc 2

o Chinh stra lai ho so: B6 sung ho so cho day du, chinh xac va nop ho
SO.

« Xem tién trinh xir Iy ho so: Xem chi tiét tién trinh xur 1y ho so.
« Xin rit lai ho so: Huy hd so da nop.

¢ X02a ho so X0a ho so.

Bwéc 5: Tim kiém ho so dé xem thong tin:
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- Bwée 5.1: Nhap ma bién nhan ctia ho so can tim kiém va nhan nat “Tim
kiem”.
- Bude 5.2:

Néu khong c6, nhan vao muc “Tim kiém nang cao” dé hién thi khung nhap
thong tin tim kiém chi tiét.

Nhap va chon thong tin can tim va nhan nat “Tim kiém”.

m DANH SACH HO SO

03-Danh séch d& nghi c&p ching thy s& cho thiét bi, dich vu, phan m&m = (HOND tinh Ba Ria - Viing Tau)
& Ngay ndp : 15:43 04/02/2020

VGCA-191129-0004

im kiém néng cao

1

DANH SACH HO SO a

Theo nhém dichvu

Nop tir ngay

T ngay

VGCA-191129-0004

—Loc theo toan bd nhom dich vu—

Theo dich vu Ching thuc chit ky sd

—Loc theo dich vu Chirng thuc chir ky si—

Dén ngay

Bén ngay

L Tlm kiém

K| C“'\ '13'1 £ag

Mi bll!l'l
m

EXEE| 03-Danh sdch d& nghi cp chimg thur s6 cho thiét bi, dich vu, phan
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