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el Tai liéu Huéng ddn Ngp hé so truc tuyén danh cho Doanh nghiép/Cong dan/Té chiic

1. Hwéng din chuan bi hé so truc tuyén

Pé thyc hién ding ky dich vu cdng truc tuyén, Nguoi dung phai chuan bi

hd so va thuc hién theo céc buéc sau:

> Xem thong tin huéng din lam thi tuc va download céc biéu mau lién
quan dén tha tuc theo yéu cau.

> Chuan bi ddy du bo hd so theo yéu cau caa thu tuc. Dé thuc hién, nguoi
ding can scan ddy du cac gidy to theo thanh phan hd so cua thu tuc.
Nguoi dung xem thanh phan hd so bang cach nhan truc tiép vao tén tha
tuc can ndp hod so man hinh hién thi nhu sau:
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o Tai ligu Hwéng ddn Nép hé so truc tuyén danh cho Doanh nghiép/Cong dan/Té chiic

2. Nop hd so va cac chirc ning

2.1 Chikc ning ndp hd so

Sau khi di chuan bi day du bo hd so scan, nguoi ding ding nhap vao hé théng
va thuc hién nop hd so truc tuyén theo cac budc sau:

- Buéc 1: Nguoi dung truy cap vao cong thdng tin dich vu cong Bo Tai Chinh
bang céc tai khoan da dang ky chon menu “Tha tuc hanh chinh”.
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- Buwéc 2: Hé thdng s& hién thi toan bo céc thu tuc dich vu cdng, hoic nguoi
dung tim kiém dich vu cong: Tén thua tuc, ma tha tuc, theo co quan quan Iy va
linh vyuc, mtc d6 dé tim ding thi tuc can ndp hd so.

- Bwéc 3: Tiép theo ngudi dung nhan biéu tugng “Nép hé so” dé thuc hién nop.
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- Buéc 4: Nguoi dung nhan vao nit “Nép hé se” dé vao man hinh chuan bj nop
hd so truc tuyén, man hinh giao dién hién thi:
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chinh, S& Tai chinh)
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- Bwéc 5: Nguoi ding nhap ddy du thong tin vao cac truong trén form (luu y:
nhung truong ¢ dau * 14 nhimg truong bat budc nhap). Ngudi dung tich chon
nGt cam két va nhan nat “Thuc hién buwdc tidp theo” dé hoan thanh nhap don
dang ky va chuyén sang budc Tai thanh phan hd so
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- Buwéc 6: Nguoi dung s& st dung cac thanh phan hd so da scan trong bo hd so
dang ky dé thuc hién budc tai thanh phan hé so dinh kém bang cach nhan nit
“Tai Ién” (luu y: thanh phan hd so ¢6 ddu (*) nguoi dung khong dugc phép bo
trong).
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Thanh phan gidy to s& duoc tai 1én nhu sau:
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Doanh nghiép/TC/CN khi nép hd so c6 thé thuc hién chirc ning ky sé gidy to
bang USB ky sé dugc cap cho DN/TC/CD. Céch thyc hién nhu sau:

- Bwéc 7: Sau khi tai thanh phan hd so dé hoan thanh nop hé so nguoi ding
click “Xem truwéc khi ngp”, sau d6 nhan “Ngp hé so™” ho so s& duogc giri dén cac
co quan xu ly. Hodc nguoi ding nhan nat “Luu lai va ndp sau” hd so s& duoc
luu & trang thai dy thao va chuyén dén Qudn Iy hé so
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- Buéc 8: Ho so & trang thai “Du thdo” cho phép ngudi dung chinh sta nop lai
hd so. Ngoai ra cho phép nguoi ding xem chi tiét, sira, x6a, copy hd so man
hinh hién thi nhu sau:
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Ngoai ra ngudi ding c6 thé theo ddi trang thai ho so bang cach vao man hinh
“Quan Iy hé so” trang thai hd so hién thi theo tung tha tuc da duoc xu ly
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Nguoi ding c6 thé tim kiém hé so truc tuyén bang cach vao man hinh “Qudn ly
hé so” nhan nat “Tim kiém nang cao” tim Kiém theo linh vuc, tha tuc, ma bién
nhan, t&n ho so, ngay nop hd so,...dé tim hd so nguoi ding can tim. Man hinh
giao dién hién thi nhu sau
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2.2 Ky sb gidy to dinh kém ndp ho so

Hé thong dich vy Cong Cong BTC ¢6 chiic niang ky sb giy to dinh kém trong
qua trinh nop ho so. Pé thuc hién chic nang nay, nguoi dung sé thyc hién budc
khai bao nop hd so va tai gidy to theo cac budc nhu sau:

- Bwéc 1: Trén man hinh tai gidy to dinh kém hé so, thuc hién tai thanh cong
gidy to trén man hinh. & Nhan nat “Ky $6”
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- Bwéc 2: Man hinh hién thi thyc hién ky s6 gidy to dinh kém, nhan nat “Ky s6”
bén dudi man hinh,
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i i ol o8 Ihawng el e e
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whr. e phag ur)

Fhat i, Cimg 1 damg o b b nadet sdimg ! g ey i, St bt b e g v
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rong Ondd g b Ot Clagg ty dhalmg 60 1in el Subad viom o
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- Bwéc 3: Man hinh cong cu hd tro ky sé hién thi: Chon ndt Iénh “Chon vi tri
Ky” = Pua mau chit ky vao dung vi tri can ky. & Nhan nat “Ky s6” trén man
hinh
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- Nguoi ding nhan nat “Hoan thanh” dé két thac ky sé cho gidy to.
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- Bwéc 4: Sau khi hoan thanh ky sd, ngudi nop hd so DN/CD/TC c6 thé nhan
nat “Xem lai gidy to” dé kiém tra gidy to da duoc ky s6 chua.
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