Hwéng din sir dung phan mém Mot cira Pién tir

(Danh cho can bd Tiép nhian ho so)
I. Chirc niing Tiép nhan va Tra két qua

Bugc 1: Pang nhap hé théng
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Bude 2: Chon biéu tuong dé thao tac phﬁn mém Mot cira Dién tir
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Buwdc 3: Thao tac dé nhap ho so mdi vao phan mém nhu sau:

- Chon myc “Ti€p nhan va tra két qua” - Chon “Ti€p nhan ho so”

() CHINH QUYEN B

h g Su hai long clia ngui dan

Tiép nhan va tra két qua Biéu hanl

Tiép nhén hé sor

| Tiép nhan HS bé sung

i Huy hé so tiép nhan/bd sung/GD2

Tra két qua
- Chon nat “Thém méi” > Chon “Hd so don”

|9 Thém mai |~ | |
3¢ Hdsodon
o Hésobd

- Nhap day du thong tin trén man hinh Tiép nhan hd so ctia phan mém

Thong tin ho so

S0 bién nhan

Linhvwe @ D&t dai . Thil tuc hanh chinh ¥ac nhan khéng cd dat ndng nghiép tai dia phuong v 7 |
Sé nha S6 nody gidi quyét 3 nody
HuyénThi'TP  Quéan Binh Tan ¥ Ngay nhan  15/09/2019 13:13 e}
Phudng/X&TT  Phuéng An Lac X Ngay hop 1&  15/09/2019 13:13
Tén dudng X Ngay hen tré | 23/09/2019 13:13
Diachiddngky Phuéng An Lac - Quan Binh Tan Ngay thue dia m O
S0 tién thanh toan NGi dung khdc

Danh sach ngwoi dimg tén ho so

STT 56 gidy tir tily than Npuwiri démg tén ho sor Bién thoai Dia chi thwong tria
T 02463145125 Nguyén Minh Hanh 0903254125 466 Kinh Dwgng Vugng, Phugng An Lac, Quén Binh Tin, To.HCM Chitiel | Xoa

| Thém nguei ding tén |

STT Tén hb so kém theo i‘?l::f"" 5‘3::‘" ?:;.:::.‘ Ghi chit Sﬁﬁf;" :0‘":
1 Cac gidy t& khac lién quan (néu co) 0 1 0 & CJ
2 Gidy td, van ban xac nhan khéng ca dat nong nghiép tai dia phudng sé ky vao do 1 0 0 & CJ
3 H8 khéu 0 1 0 & ¢

| & Thém ching tis kém theo |

Hotén ngudindp  Nguy#n Minh Hanh
S0 gidy Oy quyén
Nhan TB qua Email Nhan KQ buwru dién
Nhén TB qua dién thoai

Théng tin lién lac 003254125

Chd y- downioad font barcode
| wu | | ThémnBsons | |de TrdwE |

Chon ntit Luu (M ¢ |) | R3i nh&n nut In bién nhan (= neennhan |y

+ C6 thé nhap thém hd so khac thi nhn nat “Thém méi hd so don” (¥ Thém méina saden |y




+ Hodac nhan nut “Tré vé”
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- Chon vao ho so dé In phiéu kiém soat quy trinh

£: Hé so tiép nhan qua mang

) d@é quay ra man hinh danh sach ho so

| @, Timkigm | (%] Chuyén | |9F Thém mai Ivm [ 1 phicu kigm sost | |[F] Ly dotrd |

-__.-——-__
STT Bi&n nhdn | Ngay nhdn | Ngay hen tra M Tén phudng Thi tuc hanh chinh
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=T 1007400004 18/02/2019 23092019 Nguyén Minh Hanh Xac nhé&n khéng co dat ndng nahiép tai dia phrong
. 2 1916600023  11/08/2019 16/09/2019  Mguyén 95 Diém Thiy X&c nhan tinh frang & hiru nha &, dat &

- Chon vao ho so (c6 thé chon nhiéu ho so) d€ In bién ban ban giao ho so

8 H so tiép nhén qua mang

| @, Tim kigm | (5] Chuyén | | 9P Thém mai |~ | |@ In phigu chuyén | | ] |n phigu kigm soét | |[2] Ljdotd |
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Nguyén Minh Hanh

1916600023 Nguyén 86 Diém Thy

Xac nhan khdng cd G4t néng nahiép tai dia phurong

Xdc nhan tinh trang & hifu nha &, dat &

Chon nut “Chuyén” (! Cheyén ) @& chuyén danh sach hd so cho can b thy 1y hd so.

Bugc 4: Thao tac dé nhap thong tin cho hd so bd sung vao phan mém nhu sau:

- Chon muc “Tiép nhén va tra két qua” > Chon “Tiép nhan HS b sung”’

Tiép nhéan ho sor

| Tiép nhan HS bd sung

Huy hé so tiép nhan/bd sung/GD2

Tra két qua

- Thuyc hién hanh dong nhan hd so bd sung tu can bg thu ly chuyén dén. Chon vao hé so (co
thé chon nhiéu hd so)

Chuyén; N: Nhan; f8): Hé so tiép nhan qua mang [l: Hé so da bd sung

Ick Tim ki€ém |

Qa Chuyén / Nhan |~ I@ In phigu chuyén |
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1 19168600018  25/08/2019 29/ Tyen 56 Diém Thiy

2 1916600014  20/08/2019 23/08/2019 Tran Ngoc Yén

(1] Nhan

Xac nhén tinh trang s¢& hiiu nha
&, dat &

Xdc nhan tinh trang s hifu nha
&, dat &

- Chon vao ho so c6 muc “Chinh stra”



Bién nhdn | Ngay nhdn | Ngay hen tra Mgudi difng tén

1916600018 | 25/08/2018 20/08/2019 Nguyén B8 Diém Thiy
[}_?'|' Chinh sita
1916 M Khong gidi quyst 2019 Tran Ngoc Yén
@& Qua trinh xit by

_ Chon nut Luu (M 4 ) ' R4i nhan ntt In bién nhan (= 2 & nhan |y
- Thuc hién hanh dong chuyén ho so da dugc bo sung cho can bd thu 1y tiép tuc giai quyet ho
s0. Chon vao ho so (c6 thé chon nhiéu ho so)

|Q§ Tim ki€ém | ;CJ' Chuyén / Nhin I'é ,qu In phigu chuyén |

- Chuyén; N: Nhan; £): Ho sor tiép nhén qua mang JJl: Hé sor da bé sung [E sy la
‘ C | N ‘ STT | ‘ Bién nhan ‘ Ngay nhan | Ngay hen tra ‘ Ngu'di dL’l’ng E’“n (5] Chuyén | Thu tuc hanh chinh
M3 bé ho so (] Nhan
@ 1 1916600018  25/08/2019 23/09/2019 Nguy&n £8 Diém Thuy }i(a'c Irth.én tinh trang =& hiu nha
o, dat o
2 1916600014  20/08/2019 23/08/2019 Tran Mgoc Yén Xécphén tinh trang s& hiru nha
&, dat &

Buwéc 5: Thao tac xir Iy hity ho so vira tiép nhan vao phan mém nhu sau:

- Chon muc “Tiép nhan va tra két qua” - Chon “Huy hd so tiép nhan/bd sung/GD2”

Bién nhan

1907400005
Nhéan vao S6 bién nhén cta hd so ( )
Trén man hinh ho so hay, nhap “Ly do huy” hay “Ly do khac” va “Ngay hiy”

Nhén nat Luu (nﬂl) dé dong ¥ huy hd so. Phan mém thong bao Huy thanh cong
Bugc 6: Thao tac thuc hién tra hd so cho ngudi ndp tir phan mém nhu sau:

- Chon muc “Tiép nhén va tra két qua” - Chon “Tra két qua”

Tiép nhan va tra két qua -

Tiép nhan ho so

Tiép nhan HS bé sung
Huy hé so tiép nhan/bd sung/GD2

- Thyc hién hanh dong nhan ho so tir can l;cf) thu 1y hay lanh dao chuyén tra két qua hd so.
Chon vao hd so (c6 thé chon nhiéu hd so)



| @ Tim kigm | |ﬂ Nhan | [(5] T ket qua | | Phigu tinh |
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S
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1 1907400001 019 28/08/2019 Nguyén Quang Hung ¥ac nhan khdng c6 dat ndng ngh ...

1916600013  20/08/2019 23/08/2019 Nguyén Duy Hung Xdc nhén tinh trang s& hifu nha ..

3 1916600002  18/08/2019 2210872019 Binh Quy Xdc nhan tinh trang s¢& hifu nha ..

- Thuc hién thao tac tra két qua ho so cho ngudi ndp ho so. Chon vao ho so can tra két qua va

nhan nut “Tra két qua” (LC] T kétqus |y

Chuyén; N: Nhan; £3: Ho sor tiép nhan qua mang

@ qu |[_] Tra ket qua | @ phigu trinh

IC N | STT Bién nhan | Mgay nhan ggay..hefrtl'ﬁ" = mtén Tén phudng Thi tuc hanh chinh
Ry
M3 bé hd so ___._—-—-"__’
@ -_— 1007400001 23/08/2019  28/08/2018  Nguyén Quang Hung Xac nhan knéng co a4t nong ngh .

IL. Chirc niing Piéu hanh tac nghiép
> Muc Tra ciru tinh trang hé so: Cho phép ngudi dung c6 thé tra ctru thong tin hd so khi
biét duwoc mot trong cac ti€u chi tim kiém nhu: S8 bién nhan, Nguodi ding tén, Linh vuc,
Phudng/X3, ... (chi cung cip mot cac tiéu chi khong nhét thiét phai day du cac tiéu chi).
+ Sau d6, nhan nat “Tim kiém” (L G.Tmkem |y,
1€_TraCuuHoSo

Tiéu chi tim kiém

Huyén/ Thif TP Quén Binh Tan v Bonvi Phudng An Lac v S bién nhan/ Ma fra ciu |
Phudng/ X& TT | Phuting &n Lac 2 Linh vuc ¥ Ma b hb so

Tén duang v Thi tuc hanh chinh v Nguréi dirng tén

Hé so dang theo déi Tirngay 20/03/2019 [ Bénngdy 19092019 [ Sdngayl

Cén bo tham gia xi¥ Iy

¥ Titca . Chura gidi quyét qua han . Chtra gidi quyét trong han B Ho so'gan dén han 6 50 bo sung . Hb sor da hoan tat a Ho so tiép nhan qua mang @j =]
STT 6 bién nhan Ho tén Dia chi Thil tuc hanh chinh Ngay nhdn | Ngaynenta | NO3yhoean | Tinh trang
thanh ho so
1907400005 ¥ Nguyén|Duy Hung Phutng An Lac - Quj Tan Xdc nhén khéng co dat ndng nghiép tai dia 18/09/2019 18/09/2019 Hiy
phuong 23/09/2019
2 1901400002  Nguyén{Duy Hirng rong An Lac - Quén Binh Tan CAp lai, @i Thé khdm bénh, chita bénh cho 25/08/2019 Tiép nhan hd
tré em dugi 6 tudi khong... 04/09/2019 so
2 1916600016  Nguyén|Duy Hung Phudng An Lac - Quén Binh Tan Xdc nhén tinh trang s& hitu nha &, g4t & 22/08/2019 - 2310812019 Trd két qua
27/08/2019
4 1916600012 Nguyén|Duy Hung Phudng An Lac - Quén Binh Tan X&c nhan tinh trang s& hiru nha &, Gat & 20/08/2019 - 18/09/2019 Tra két qua
2310812019

+ Két qua thong tin ho so tim kiém s& xuat hién theo danh sach va chon vao “Sé bién

| |
. 1907400005 2 A 1A
nhan” (C—_——)) dé xem chi ti€t ho so.
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Théng tin chung

Hé sor kém theo

N&i dung thdm dinh

Néi dung phiéu trinh

N&i dung ghi chu

N&i dung gia han

Théng tin hé so

54 bign nhan 1916600016 Ngay nhan 22/08/2019
Ho tén Nguyén Duy Hung Ngay hen tra 27/08/2019
Thi tuc hanh chinh  X&c nhén tinh trang s& hiru nha &, dat & MNgay hoan tat 23/08/2019
Dia chi dang ky Phwdéng An Lac - Quan Binh Tan Tinh trang hiiso Tra két qua
MN&i dung khéc Théng tin lién lac 0903254126
| Qua trnh gisi quyet
@
. g s Thiri 5 5 Ngay crifis . 5
Buroic XUF Iy NgLeeei xiF Iy ‘ e Ngay nhan e Xir Iy Ly do tré
= | Tiép nhdn hd so Td Thanh Nhan 1 Ngay = 22/08/2019 | 22/08/2019  Trwdc
=+ Tham dinh hé so Nguy&n Thi Quy 1MNgdy 22/08/2019 220082019  Trudc
Ngoc
<~ L&nh dao UB phé duyét Trén Hifu Kinh 1 Ngdy 22/08/2019 | 23/08/2019 Tré
Du
= Tra kit qua Td Thanh Nhan 1 Ngay 23/08/2019  23/08/2019 -
L Tra két qua Té Thanh Nhan 0Gier 23/08/2019  23/08/2019 -

> Muc Bio cdo tong hop: Cung cap thong tin cho nguoi dung xem va xuat s6 liéu ra dang
tap tin word hay excel dé bao cdo theo cac loai thong ké theo: Tong hgp thong tin, linh

vue, nguoi dung, hd so,.... Nguoi dung nhap thong tin thoi gian thong ké (tir ngay ...

dén ngay) va don vi théng ké. Nhan ntit “Xem” (5 Xem |y
+ Thong ké theo Tong hop thong tin

| Téng hop théng tin | Théng ké theo finh vic

Chgn théng tin cén théng ké

| Théng ké theo phong ban '\ Théng ké theo ngudi ding '\ Thdng ké hé sa

THONG KE THEO PO'N VI

Bénngay |1z/00/2010 [

Tirngay | 01/06/2019

Bon vi

Phudng An Lac

&
Hb so
- o e e B it
) % . Nhantrong | Khong giai Da giai quyét Chira giai quyét = Tra hd so 2
R Komt O GIRE Ky quyét Trwrdc han Bilng han Qua han Trong han Qud han U sita Bé nhan Chwra nhan k:‘%’:g
quyét
1 Phuéng An Lac 0 Eal 3 4 3 4 4 1 5 5 6 F
A A ~
+ Thong ké theo Linh vuyc
¢ =
Téng hap thang tin 1 Théing ké theo linh vuc | | Théng ké thes phéng ban | Théng ké the nguai ding |, Théng kéhdsa
THONG KE THEO LINH VUC
Chon théng tin cin théng ké
Tirngay |o1/08/2019 H Bén ngay | 18/09/20190 H
Q\ Xem
|
Hb so
o i G oy « £ F it
S A 5 Nhan trong | Khong gidi Da giai quyet Chira giai quyét : Tra ho so 3
s Eellnas T ky quyét Trrére han Bing han Qua han Trong han Qua han ISR Ba nhan Chwa nhan k:‘i:;:g
qnyét
1 Biohiémyté 0 1 0 0 0 0 0 1 0 0 0 1
2 Dat dai 0 4 -] o 0 1 1 1 1 o 1 1
3 Hétich 0 3 0 0 0 0 2 0 1 0 0 0
4 Nha & va cong s& 0 23 2 4 Gl 2 1 9 3 5 5 0




+ Théng ké theo Nguoi ding

Téng hop théng tin

\

Théng ké theo finh vurc

" Théng ké theo phong ban | Théng ke theo ngui dung | | Théngké hdsa \,

Chon thdng tin can théng ké

THONG KE THEO NGUOI DUNG

Tirngay | 19/06/2019 = Bén ngay =]
Bonvi | Phuang An Lac v Phang ban v
|
s1t e noroTRing Tén truge i eongky Trwdre han o ‘é;g::gu::; Qud han Trongclra_::la 2 quyg:sii han Bb sung
1 L& Thi Thu Hién ] 2 o 2 ] 2 0 0
& Nguy&n Thi Quf Ngoc 0 25 4 3 2 1 g 5
3 Té Thanh Nhan o 26 4 3 4 1 9 5
4 Tran Hiru Kinh Du 0 10 4 3 1 0 2 0
5 Triéu Hanh Trang 1] 8 ] 0 2 2 2 |

III. Chirc ning Bio cao thong ké > Chon muc Tinh hinh thu Iy ho so
Phan mém hd tro va cung cip cho ngudi ding céc loai bao céo thuén tién ¢ bao céo hang
thang thong qua sb liéu nhap nhap vao va xir Iy hd so. Ngudi dung c6 thé xuat ra béo cdo
théng ké sb lidu véi cac dang tap tin nhu: Word, Excel, .pdf.

Phén loai bao cao

Hé s tén trrdre
Hé so nhan trong ky
Ho so khong

Hé so chura gial
Hb so chira gidi quy
Hé so dang che bé sung
Hé so hay

H6 so da tra dén

Tinh hinh thu Iy hd so

&t qua han

Théng tin in béo cdo

Bonvi Phuting An Lac Huyén/ThilTP = Quén Binh Tan

Tén dugng T

Bénngay | 1500200 |EE

Linh vuc Tén phuéng .

Tirngay |oro6201 | [E

[@ Tim em | [ inbso cae | [B xugtencel | [ xustwors | [B5 xwzteor |

Bao hiém v t&

| -

Th tuc hanh chinh

STT Tén linh vwee Tén tho tuc | $6 bién nhan | Ho tén | Dia chi | Ngay nhan | Ngay hen tra | Ngay xi¥ Iy | NgLeovi x (¥ Iy

Khéng co dif liéu




