PHU LUC
Hwéng dan mét sé chire niing trén Hé thong thong tin
Ping ky va Quan ly Ho tich
(Kém theo Céng van sé 237/CNTT-PM&CSDL ngay 25/05/2022 ciia Cuc Cong
nghé thong tin — Bo Tu phdp)

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

1.1. Hwéng din Gan sé dinh danh ca nhan (tit ca cac cap)

a) Muc dich:

Gilp can bo ho tich chu dong xir Iy cac van dé da néu tai Muc 2.4b, 2.5b cua
Phu luc Cong vin s6 3160/BTP-CNTT ngay 13/9/2021 cua B Tu phap hudng
dan xa ly mét sé vuéng mac trong tiép nhan sé BDDCN khi cap nhat dit liéu khai
sinh vao Phan mém ding ky khai sinh dién tir (sau ddy goi tat 13 Cong viin sb
3160) va cac trudng hop bi khuyét sé dinh danh ca nhan cia ngudi duoc khai sinh
khéc trén Phan mém ding ky khai sinh).

b) Hueng ddn thao tac:

C6 2 cach dé gan sb dinh danh ¢4 nhan vao ho so khai sinh:

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

Trén Phan mém ding ky khai sinh dién tt = Bam ndt Chuc ning chinh >
Danh sach dang ky khai sinh = Tim hd so can bo sung sé dinh danh = Bam ndt
Xt ly cia hd so d6 = Chon Bb sung sé PDCN.

Sau khi ctra s6 “Bo sung s6 PDCN” hién 18n = cén bo ho tich dién théng tin
s6 DDCN cua ho so va s6 CMTND cua can bd ho tich rdi bAm nut Luu.

- Céch 2: Tra ctu s6 dinh danh ca nhan trén Co so dit liéu quéc gia vé dan
cu (s& trién khai sau khi Bo Cong an cho phép khai thac dit liéu voi CSDL Quéc
gia vé dan cu):

e Trén Phan mém dang ky khai sinh dién tir > Bam n(t Chic niang chinh =
Danh sach ding ky khai sinh = Tim ho so can bo sung sé dinh danh = Bam n(t
Xt ly cua hd so d6 = Chon Géan s PDCN.

e Tai cra s6 “Tim kiém nhanh thong tin cong dan”, can bo nhap thong tin s6
dinh danh c4 nhéan dé tim kiém cong dan trong CSDL Dan cu = Bam Tra cu.

e Tai danh sach két qua: Can bo chon cong dan trong danh sach dugc Xac
dinh 1a tring véi cong dan dang bo sung s6 dinh danh = Bam Chon = Hé thong
hién thi “Thong bao cap nhat thanh cong” 14 hoan thanh.

1.2. Chire ning xac nhan thong tin khi cap sé dinh danh ca nhan (tit ca
cac cap)



Péi voi nhitng ho so khai sinh dang bao 16i “Céng din c6 ma XXXXXXXX
nghi trimg théng tin cong dan da cap s6 XXXXXXXXXXX ", Phan mém sé& tu dong
tao Y&u cau ra soat déi voi cac hd so nay.

a) Muc dich:

Gilp cé&n bo ho tich cha dong xt 1y cac vin dé da néu tai Muc 2.1a va 2.2b
va 2.5b ctua Phu luc Cong van s 3160.

b) Hwéng ddn thao tac:

- Truong hop 1: Boi véi nhitng hd so dang bao 16i ma can bo ho tich da biét
dugc s6 PDCN dugc canh bao khong phai 1a cia ngudi dwoc khai sinh hoic
thugc cac trwong hop sinh doi, sinh ba thi sé thuc hién nhu sau:

e Buéc (1): Trén Phan mém dang ky khai sinh dién tr = Bam nat Chuc
nang chinh = Danh sach dang ky khai sinh = Tim ho so theo tiéu chi: Trang thai
ra soat: Chon Yéu cau ra soat hoic thong tin cua ho so = Sau khi da tim thay ho
so can ra soat (hd so dang béo 16i) = Bam nut X ly cia hd so d6=> Chon Théng
tin ra soat.

e Bud6c (2): Tai bang Cap nhat két qua ra soét:

+ Két qua ra soat: Chon “Khong tring/sai”.

+ Két qua xur ly: Chon “Xac nhan khéng tring” hoic “Xac nhan sinh
do61/Xac nhan sinh ba”.

+ Noi dung giai trinh: Giai thich ly do. VD: Céng an x& cung cap thong tin
vé s dinh danh béo trung Ia cua ngudi khac/La trudng hop sinh doi.

Bam nut “Luu va giri” thi hd so s& duoc Hé thdng cap cho 1 sb dinh danh ca
nhan khac.

- Truong hop 2: Boi véi nhitng hd so dang bao 16i ma can bo ho tich da biét
dugc s6 PDCN dugc canh béo ding 1a ciia ngudi dwoc khai sinh thi s& thuc
hién nhu sau:

Thuc hién tuong tu nhu truong hop 1, nhung khac Budc (2) nhu sau:

+ Két qua ra soat: Chon “Khong tring/sai”.

+ Két qua xir ly: Chon “Xac nhan S6 PDCN duoc canh bao 14 cua nguoi
duoc khai sinh”.

+ Noi dung giai trinh: Giai thich ly do. VD: Céng an x& cung cap thong tin
vé s dinh danh bao trung ding 14 clia nguoi duoc khai sinh.

Bam nat “Luu va giri” thi hd so s& dugc chuyén sang trang thai Hoan thanh
nhung chua c6 sb dinh danh c& nhan. Tiép theo, can bo s& phai thuc hién bd sung
s6 dinh danh c& nhan vao cho hd so theo nhu huéng dan tai Muc 1.1.

2. PIEU CHINH MOQT SO QUY TRINH TREN PHAN MEM PANG
KY KHAI SINH



2.1. Piéu chinh quy trinh cap nhat thong tin d@di véi khai sinh (cap xa,
huyén)

a) Muc dich:

H3 tro can bo ho tich thao tac in, stra sai s6t thdng tin, cai chinh, thay dbi, bd
sung, d& nghi huy hd so ngay ca d6i véi nhitng hd so khai sinh dang bao 13i trén
Phan mém Pang ky khai sinh.

Viéc diéu chinh ndy nham tach biét hai quy trinh: mét 1a quy trinh nhap ho
so va giri di dé cip sé dinh danh ca nhan, hai 1a quy trinh cap s dinh danh cé
nhan cta Bo Coéng an. Sau khi can bd ho tich thuc hién xong quy trinh mot 1a da
hoan thanh nhiém vu cua minh, con quy trinh hai la do B6 C6ng an chiu trach
nhiém. Do d6, d& nghi can bd ho tich ra soét ki trude khi thuc hién cap nhat théng
tin.

b) Huwéng ddn thao tac:

Can bo vao thuc hién cac thao tac trén dbi voi nhiing ho so khai sinh dang
bao 15i tuong ty d6i vai nhitng ho so di hoan thanh trén Phan mém Pang ky khai
sinh.

2.2. Piéu chinh quy trinh sira sai s6t thong tin khai sinh (cAp x&, cap
huyén trién khai truéc, cap sé trién khai sau)

a) Muc dich:

Thuc hién theo quy trinh méi thay d6i vé sira sai sot thdng tin khai sinh tai
Khoan b - Diéu 12 cta Thong tu 01/2022/TT-BTP ngay 04/01/2022 cua Bo Tu
phdp quy dinh chi tiét mot s didu va bién phap thi hanh Nghi dinh sé
87/2020/ND-CP ngay 28 thang 7 nam 2020 ctia Chinh phu quy dinh vé Co so dit
licu ho tich dién tir, diang ky ho tich truc tuyén.

b) Huéng ddn thao tac:

- Budgc (1): Can bd ho tich cap x4 tao yéu cau sira sai sot théng tin khai sinh:

e Trén Phan mém dang ky khai sinh dién tir > Bam n(t Chic nang chinh =
Stra chita thong tin khai sinh > Tim ho so can sara & Bam nat Xt Iy cua hod so >
Chon Dé nghi stra/cap nhat théng tin khai sinh.

e Cén bo nhap thong tin dé nghi stra chira, ¢ thé dinh kém file (néu can) va
Bam nut Guri dé nghi cho co quan quan ly cap trén. Hé théng s& thdng béo gui
théng tin thanh cong.

- Budéc (2): Can bd ho tich cap huyén vao phé duyét/tir chdi yéu cau:

e Trén Phan mém dang ky khai sinh dién t & Bam n(t Chirc ning chinh >
Tim kiém nang cao = Chon don vi quan Iy truc thuoc > Tim kiém.

e Bam nGt Xu ly cua hd so cé yéu cau stta = Chon phé duyét hoac tir chéi
kém ly do roi Giri ly do 12 hoan thanh.



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

3.1. B6 sung chire niing Quan ly danh muc sé h tich (tit ca cac cap)

a) Muc dich:

HG tro can bo ho tich quan ly, theo ddi va théng ké dix liéu trong s6 ho tich
trén Phan mém.

b) Huwéng ddn thao tac:

- Trurong hop 1: Boi véi dit liéu cap nhat sau ngay 30/5/2022:

e Budc (1): Tao danh muc s6 hé tich trén phan mém

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

+ Pang nhap tai khoan, tai Trang chi cua Hé thong:

O thanh cong cu Menu chitc ning (bén tay trai man hinh), chon Danh muc so
ho tich & Chon Danh séch s6 ho tich & Bam nat Nhap méi (bén dudi danh séach)
- Pién cac thong tin vé so ho tich (Luu ¥: s6 s Viét tat chinh 1a thdng tin s& the
hién trong ho so) > Bam “Luu”.

Sau khi tao danh muc, can bo cd thé sir dung cac tién ich dé chinh sira hoic
x6a danh muc sé.

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

Khi can bo vao thao tdc nhap hd so mai trén phan mém (bao gém ca khai
sinh, khai ttr, két hon, xac nhan tinh trang hon nhén,...), tai treong thdng tin vé
Quyén sd, thay vi nhap tay nhu trudc thi can bo s& chon sé trong danh muc s6 ho
tich da tao & Buac (1).

- Truong hop 2: Doi véi dit liéu cap nhat trudc ngay 30/5/2022:

Tam thoi, nhitng dit liéu nay van gitr nguyén dinh dang cua tiéu chi “Quyén
$6” 1a dang van ban nhu cii. Chi khi c6 nhimng thay d6i lién quan dén hd so nhu
stra sai sOt, cai chinh, thay ddi, b6 sung,... dugc thao tc sau ngay 30/5/2022 thi
can bo mai phai vao tao s6 va chon s6 nhu ddi véi Truong hop 1 & trén.

3.2. Bo sung chirc ning cap ban sao trich luc hd tich trén pham vi toan
quoc (tat ca cac cap)

a) Muc dich:

Hb tro can bo hé tich tra cau théng tin va tién hanh cip ban sao trich luc hd
tich cho toan bd cac nghiép vu trén Phan mém trong pham vi toan quéc (thao tac
duoc véi dir liéu cua cac don vi khac).

b) Huéng ddn thao tac:

Truy cap Phan mém Ho tich dién tir tai dja chi:

https://hotichdientu.moj.gov.vn/,
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Sau khi dang nhap tai khoan, tai Trang chi caa Phan mém, tai Menu Chuc
nang (bén phai) > Chon Cap ban sao trich luc ho tich & Vao s6 cap ban sao trich
luc ho tich:

Dé tra ctru thdng tin dix lidu ho tich trén toan quéc, can bo ho tich chon Loai
trich luc > Bam Chon = Hién Ién ctra s6 “Xem/chon thong tin...”

- Tich chon “Tra ctu hd so don vi minh” dé tra ciru dit liéu cia don vi minh;

- Chon “Tich chon dé tra cieu toan quéc” dé tra cau dit liéu cua don vi
khac.

4.BO SUNG MOQT SO TIEN ICH

4.1. Poi véi Phan mém Ping ky khai sinh:

a) Vao sé ding ky khai sinh:

- B6 sung tién ich tich chon vao 6 Pang ky mai cho ngudi da c6 gidy to tly
than (khéng cap s dinh danh);

- Khéi phuc tién ich “Tim kiém nhanh” tai Phan ghi vé nguoi dugc khai sinh,
me, cha nguoi dugc khai sinh, nguoi di dang ky khai sinh;

- B6 sung tién ich tich chon “Ba chét” vao Phan ghi vé cha, me ngudi dugc
dang ky khai sinh.

b) Tai Danh sach dang ky khai sinh:

B6 sung théng tin trong tim kiém cia Danh sach ding ky khai sinh: Trang
thai ra soat; Trang thai sir dung sé dinh danh.

4.2. Tién ich chung cho toan b cac nghiép vu trén Phan mém H# tich

- B6 sung thém tién ich Tra két qua dang ky ho tich cho hé théng thong tin
giai quyét thu tuc hanh chinh cua dia phuong: Cho phép dinh kém ban két qua
dién tir c6 kém theo chir ky s6;

- Phan loai tép dinh kém gin vai dit liéu ho tich;

- Cap nhat céac thay doi vé biéu mau nudi con nudi trong nudc theo Thong tu
s6 10/2020/TT-BTP ngay 28/12/2020 cua B Tu phép ban hanh, huéng din viéc
ghi chép, str dung, quan 1y va luu trir S6, mau giay to, ho so nudi con nudi;

- Lap yéu cau huy théng tin: cham dut giam ho, ghi cha ly hon, dang ky nudi
con nudi trong nudc;

- B6 sung thém tién ich Bién tap tai noi dung thay d6i, cai chinh, bo sung ho
tich, xac dinh lai dan toc.

4.3. Tai Phan mém Quan ly hd tich tai https://quanlyhotich.moj.gov.vn/

Bd sung tién ich xuét dit liéu ra file excel tai cac danh sach théng ké dong.
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