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1 Giai thigu chung

H¢ thong “Mgt cira dién tir” dugc xay dung nham tao diéu ki¢n thuén loi cho cac ca nhan,

t6 chirc c6 nhu cau giai quyét cac thu tuc hanh chinh mot cach nhanh chéng tai mot dia chi duy
nhat. Hé théng cung cip thong tin mot cach tw dong va truc tuyén vé tinh trang giai quyét hd
so thi tuc hanh chinh. Cong dan c6 thé kiém tra, giam sat vé tinh trang giai quyét hd so qua
mang internet. Hé théng cung cap mot nén tang tng dung dé timg budc cho phép cic co quan
hanh chinh nha nudc phdi hop giai quyét thu tuc hanh chinh trén méi truong mang mot cach
minh bach, hiéu qua va nhit quan theo co ché “Mot cira lién thong”.

Hé thong “Mét civa di¢n tir” quan 1y toan bo hd so thu tuc hanh chinh, giam thiéu chi phi
photo in an giéy to, tai liéu, phuc vu lanh dao phéan cong thu ly, tham tra thu ly hd so, théng ké

bao cao vé tinh hinh xtr Iy ho so, theo doi qua trinh xtr 1y ho so cua Can bo.

2 Ping nhap hé théng

Ding nhap vao hé thdng “Mgt cika dién ti” ngudi s dung thao tac bang céc trinh duyét
web nhu: Internet Explorer, Chrome, Firefox....
Bwéc 1: Mé trinh duyét web va nhap vao dia chi cua may chi cai dat hé thong “Mét cika dién
tar”.
Vi du:

http://[Pia chi IP/Tén mién]:[Port]

Trong d6: [Pia chi IP/Tén mién] 1a dia chi IP hoic tén mién cua may chu cai dat hé théng;
[Port] I1a cong két ndi téi hé thong;
Buwéc 2: Sau khi ngudi sir dung nhép dia chi cua hé théng trén trinh duyét, hé thdng sé hién thi

ctra O Yéu cau dang nhap.
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OneGate™

hoaint

DANG NHAP

2 nhér mét khdu

Buwéc 3: Pién tén ding nhap va mat khau da duoc cung cap, chon nut “Pdng nhdp” dé truy
cap vao hé théng.

3 Ping xuat

Dé thuc hién ding xuit khoi hé théng, nguoi sir dung nhan chudt trai vao tén hién thi & goc
phai trén cing man hinh may tinh va chon “Ping xuat”.

Trer gitip

# > Trang chi Théng tin ca nhan ')
Déi mat khau

THONG TIN Bang xudt
@ Trang chu
4  Poi mat khau

Pé thyc hién viéc thay doi mat khau cua minh, ngudi sir dung nhan chudt trai vao tén hién

thi & g6c phai trén cing man hinh may tinh va chon “Pé6i mat khau”.

Tro gitip
# > Trang chi Théng tin ca nhan ')
Béi mat khéu

THONG TIN Bang xudt
@ Trang chu
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Thong tin d6i mat khau hién thi & Nhap vao mat khau hién tai, mat khau méi va nhap lai
thong tin mat khau maéi xac nhan > Chon “Péi mdt khau” thay ddi mat khau, chon “Péng”
dé huy thay d6i mat khau.

Péi mat khau

Cap nhét théng tin d6i mét khau

Mt khéu hién tai ()
Mat khdu meéi ()

Nhap lai mat khau méi (%)

! BGi mat khiu -m

5 Théng tin ca nhan

Dé thay d6i thong tin ca nhan, nguoi sir dung nhan chudt trai vao tén hién thi ¢ géc phai

trén cung man hinh may tinh va chon “Théng tin ca nhan”.

e}]

Tro gitp

# > Trang chi Théng tin ca nhan 0

D6i mat khéu

THONG TIN Bang xut
Trang chu

C6 thé thay ddi thong tin c& nhan caa minh, chon anh dai dién, sé dién thoai, email, nhan

tin nhian SMS, nhan email nhic viéc......

Dignthoai | pg79311625

Email | haihoan1352@gmail.com

Nhan SMS Nhan Email

—EE3
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6 Chirc ning dung chung
6.1 Tim kiém toan bé hd so

Ty thudc vao vai trd caa ngudi st dung, chire nang tim kiém toan bo ho so s& dua ra sb

luong ho so khong gidng nhau & mdi vai tro khac nhau, 1anh dao c6 thé xem dugc toan bo ho
so ctia don vi minh, chuy@n vién thu 1y chi xem duoc toan bo hd so ¢6 lién quan.

Buwéc 1: Chon chirc nang bén trai Tra ciru & Tim kiém = Toan b hd so.

Q, Tractru & Tim kiém

Toan bd hd so

Tim kiém hé so

Buwéc 2: Danh sach toan bo hd so hién thi, dé xem chi tiét hd so chon truc tiép vao hd so can

Xem.
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DANH SACH

EH) Toan bé hé so

Nhiép thong tin tim kiém
v&o va nhan phim enter
trén ban phim

Chon thm tuc hanh chinh
Chon lih wirc

Loc danh sach theo

Linh viec | ----- Chonfinh vy — v

N /‘
Thu tuc | ————— Chon thi tuc hanh chinh — v

Trang thai |:‘ Tét ca Biang han Qua he_:nl :—‘ Chon trang thé ciia hé so ]
T [ T

TT01-v¥SD2015-0001 Pham Van Tudn Cap lai ban chinh ¢ ;Iay khai sinh 131112015 Che chuyﬂn

mdt cira (Qua

Chon xem hé so

han)
2 TT02-VSD2015-0001 Phiing QuicHuy | Cép ban sao gidy khai sinh 131112015 Ché xir Iy
(Qua han)
3 TT07-¥SD2015-0001 Phing Bd Thanh | Bang kithang bang lwong 131112015 Chér chuyén

miét cilra (Qua

han)
4 TT02-VSD2015-0002 thanh CAp ban sao gidy khai sinh 131112015 M&i tiép nhan
(Qud han)
5 TT01-¥SD2015-0002 Pham Van Tuin C4p lai ban chinh gidy khai sinh 16/11/2015 Chér ky (Qua
han)
6 TT02-VSD2015-0004 nguyén vanthanh | Cap ban sao gidy khai sinh 16/11/2015 Chéy 3 1§
(Qud han)
7 TT01-VSD2015-0003 Pham Van Tuan C4p lai ban chinh gidy khai sinh 16111/2015 Ché ky (Qua
han)
8 TT02-v8D2015-0005 nauyén van th C4p ban sao gidy khai sinh 16/11/2015 Chir chuyén
mat cira (Qua
han)
9 TT01-VSD2015-0004 Pham Van Tudn CAp lai ban chinh giy khai sinh 16/11/2015 Chir chuyén
mdt cira (Qua
han)
10 TT02-¥SD2015-0006 tra hé so CAp ban sao gidy khai sinh 16/11/2015 Chér chuyén
mdt cira (Qua
han)
11 TT02-¥SD2015-0007 nguyén vanthanh | Cap ban sao gidy khai sinh 16/11/2015 DA tra két qua
(Qud han)
12 TT01-VSD2015-0005 Pham Van Tuan C4p lai ban chinh gidy khai sinh 1611/2015 Wi tiép nhan
(Qua han)
13 TT01-VSD2015-0006 Pham Van Tudn CAp lai ban chinh giy khai sinh 16M11/2015 Ché ky (Qua
han)
14 TT01-v3D2015-0007 PhamVan Tudn | Cdplai ban chinh gidy khai sinh 16/11/2015 Chi chuyén

mit cira (Qua

Chon trang hién thi

han)
15 TT01-VSD2015-0008 Pham Van Tuan C4p lai ban chinh gidy khai sinh 1611/2015 Chir chuyén
mit cira (Qua

han)

2 3 4 5  Trangsau Trangcu6i|
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6.2 Tim kiém hd so theo tiéu chi

Buwéc 1: Chon chirc nang bén trai Tra ciru & Tim kiém = Tim kiém hd so.

Q. Traciru & Tim kiém

Toan bé hé so

Tim kiém hé so *—

Buéc 2: Giao dién chon tiéu chi hién thi & Chon céc tiéu chi can tim kiém = Chon “Xem”

hién thi két qua tim kiém.

TiM KIEM
@ Hé so theo tiéu chi

Chon tiéu chi

Ma hé so Ho tén ngw&i ndp: Can b tiép nhan: | Chon ——— v
Phong ban: | _____ Chon —— v Canbé xiely: | Chon ——— v Trang thai: = ____ Chon —— v
Ngay nop tie: Dén ngay: Tinh trang: = _____ Chon —— v
Linh vpc: | _____ Chon —— v

Thi tuc hanh chinh:

Buwéc 3: Danh séch hd so hién thi theo tiéu chi da lua chon, xem chi tiét hd so bang céch chon
mé truc tiép ho so.

1 |ST2—Ter1T2EI15—EIEIEI2 Pham Thi Lién Thiét 14p trang thong tin 1710712015 Ch x(F If |
(Qua han)

7.1 Ho so cho xir ly

Ho so chd xir 1y 1a nhitng hd so 1anh dao giao cho chuyén vién hoic can bo mét cira chuyén

truc tiép cho chuyén vién.
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7.1.1 Truy cap vao chirc ning Ho so chd Xir ly

Pé truy cap vao chic ning nay, tir menu chic ning, ngudi st dung nhan chudt vao
h XU ly ho so 9| Hﬁsnch[’rxirlﬂ

= HO sochd xiF ly

Hodc tai trang chu, nhan chuét vao , tai trang chu khi dang nhap vao.

Cong viec can gidi quyét

= HO sochd xiFly (2]

= HS ché chuyén mét cira (1

Danh séch hd so chd xtr Iy hién ra, nguoi st dung nhan chudt vao ho so dé xir 1y.

Ho so' cho xt Iy

Linhviee | Chon Ilnh WUFG ——

Nhép théng tin cia hé se vio va nhin phim
enter trén ban phim d& xem két qua tim kiém

Loi Q

Thi tuc | ----- Chon thad tuc hanh chinh —

Trang thai | ® Thtca Bing han Qué han % Chon trang thai
Nha.n chugt vao day dé xem

théng tin chi tiét ciia hé so
Immm kel

I 'l

|'I'I'03 vSD2015-0012 | PhamVan Tudn Cap ban sao ;IC-Iy tr hd tich tlr sb gjc hd tich Quan Chi Céng 2212120
2 TT02-vSD2015-0004 = nguyén van thanh Cap ban sao gidy khai sinh L& Thi Hing 171112015
3 TT02-VSD2015-0001 Phing Qubc Huy Cép ban sao giéy' khai sinh Lurerng Thi Kim 16/11/2015
Oanh
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7.1.2 Xem théng tin hé so

= Théng tin chi tiét hé s

Nhén chudt vao day dé
xem thing tin chi tiét hd so

Ho va tén: Pham Van Tuén
Tén té chirc:

bia chi: Ha Nai

Linh vwc:  Tw phap hé tich

Thi tuc HC:  CAp ban sao gidy té hé tich tir s6 gdc ho tich

Nhin chugt vao day dé xem Luong xtr Iy ho so I
théng tin vé ludng xw Iy cua hé so

Xem théng tin biéu miu

- C

Quy trinh: Mhanh trinh tu 1

hon ngudi xur
Iy tiép theo

STT Dandp  Ténthanh phn hé so Biéumau B.Gdc B.Sao B.Photo
1 Phigu yéu ciu cip ban sao 0 0 0
2 Ban sao gidy t h tich cii (néu cd) ] ] 0
STT  Hanxrly Ngay thirc hién Ngurdvi thirc hién Trinh tw céng viéc (Mo dunal¥ kién) Nguwréi nhan # # #
1 071212015 04/12/2015 10:48:07 L& ThiHéng Tiép nhan hé so Quan Chi Céng
Biing han
2 04/12/2015 10:48:51  Quan Chi Céng Tralai hd sof Tra lai day ) L& ThiHang
3 071212015 04/12/2015 10:48:53 L& ThiHéing Tiép nhan hé so Quan Chi Céng
Bing han
4 | OTH22015 21/12/2015 1357:10  Quan Chi Céng Tiép nhan hd so Quan Chi Céng
Quwa han 10.5 ngay
_ P . . Chon quy trinh xit ¥ hé sor
- . PP . " Xem s6 ngdy qud han xit Iy : :
Han xwe ly: 1 Ngay 22/12/2015 (Buéi chigu)| BelEDERLETR

Ngw&i nhan: | oyan chicéng

Ngwdi phoi hep: | cpon nousi phéi hop

=
iE Xem danh sach ngwoi phéi hqm hgp xt 1 cia ho se hién tai

Xem danh sach nguwi phéi

Chon ngusi

Binh kém:

Y kién: | Nhap v kién

phéi hop xit Iy

Chon file

Chon file dinh kém

7.1.2.1 Thong tin nguoi nop/td chirc

Hé thdng hién thi théng tin tém tit vé hd so.
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7.1.2.1.1 Xem théng tin chi tiét hé so

Nhan chuot vao | = Xem thong tin chi iéthé so| 42 o thong tin chi tiét hd so.

Théng tin chi tiét hd so

Ho va tén:
Mgay sinh:
Gidy tor:
Dién thoai:
Tén té chirc:
Dia chi:

Ghi chua:

Théng tin nguredi ndptd chirc

Lwu Thé My

CMND
0976311555
Cdng ty cd phan dau tw xay dyng My - Thuyét

323 Mac Dinh Chi, Ha Ngi

Gidi tinh:
Mam sinh:
56 gidy t&r:

Email:

Nam

1986

1122334455

ltmy@gmail.com
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Thoéng tin hd sor

Mz hé so:  QHO1-TNMT2015-0002
Linh virc:  Linh virc Dt dai
Thituc;  Trinh tw thi tuc thadm dinh, phé duyét quy hoach; diéu chinh quy hoach sir dung dat huyén
Hb s gom:
STT Pandp Tén thanh phan Biéumau SL BV
1 Ban dd quy hoach sir dung dit 1 Ban
2 Bido cdo thuyét minh tdng hop (kém theo Nghi quyét ciia Héi ddng 1 Ban
nhan dan cip huyén vé viéc théng qua quy hoach sir dung dét)
3 Té trinh 1 Ban
4 Ban db chuyén dé (néu cd) 0
5 Ban dé hién trang sir dung dat 1 Ban
6 Ban dd ké hoach sir dung d4t nam déu 1 Ban
Mgay hen tra:  11/M11/2015 Gi&r hen tra:  9:28 SA
Mgu&i nhdn:  Ngd Sinh Nguyén Mgay nhan: 03/09/2015

Dodng

Chon dé déng cira s& Thong tin chi tiét hd so

7.1.2.1.2 Xem luéng xi ly hé so

Nhén chudt vao | Ludng xi Iy hé so| 4 xem:
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Chon ludng Ludng khai bao v
Bwéc ky hé so nhanh Buwére CMC nhanh ABC Buwdc TKQ nhanh ABC
ABC 2 ,7 L& ThiHéng
Quin Chi Céng ﬂ Mai &nh Kiém 1 Ngay
1 Ngay 1 Ngdy
—_— (Bwéc = I chinh)
. A LA P . (Bubc ky duyét hi se)
Tiép nhan hé sor Phén céng thire hién . i !
Lweng ThiKim Oanh ~________) Quan ChiCdng .~ @@
0.5 Ngay 1 Ngay ’
(Buwéc xi¥ i chinh) \ tiép nhan nhanh 3 Bwdc mai
’ . . : Phoi hop xir Iy
J L& Quang Minh —> Mai Anh Kiem . -_p i ¥
. s Wi Thi Bich Thuy
1.5 Ngay 2 Ngay
L& Quang Minh

L& Quang Tién
Quan ChiCdng

Nguyén Toan Théng

Bing

Chon dé dong cira s6 Thong tin trinh tu xu ly.

7.1.2.1.3 Xem théng tin gei lién théng

Nhin chuot vao = Xem théng tin givi lién thong (chi ¢c¢ ¢ nhitng hd so guri lién thong di don vi

khéc méi hién thi chirc niang nay) dé xem thdng tin gui lién thong caa hd so.

Théng tin hé so gt lién théng

Théng tin gi¥i lién théng
STT  MNgay Pon vi nhan GUFi Kiéu lién thdng  Ngwréi thurc hién Trang thai
1 o3owz01s SO NGIVU Thanh céng p o Nguyén ThiHang  Dang lién
11:18:25 théng
2 03092015 SO THONG TIN & TRUYEN Thanh céng ol Mguyén ThiHing  Bang lién
11:18:29 THONG théng
Béng

Chon (2979 48 dong cira s Thong tin hd so gui lién thong
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7.1.2.1.4 Xem théng tin nhén lién thdong

= Théng tin nhan lién théng

Nhan chudt vao (chi ¢6 nhitng hd so nhan tir don vi khac mai hién

thi chitc ning nay) dé xem thdng tin nhan lién thong.

Thing fin bi 5z nidn Ben hing

=3 W8T Fihing Sudo Holn GO T Mam
Py ST QEHEHESE e g o
Gidy b CMMD S8 gy o 11EER1428
B sl fETEI11E24 ]

Tan ol s Cdng fy o phdin oding nghd W ED VI Mam

Elacnl  Kiw 1 - Fluwsong Thinh - Tam Kéng

Do vl gt S N VY
PR S o TTIEE. BN B0

LTrin s Tun phidip bl ol

Trd s Codip bén 520 gliy khal sinh
= s gl
ET B3mdp Tin ihdnh phin EOdc E fso EFhoio
1 Tibr ke = = =
2 Bdin i &z I S0 gidy onal s iy o 0 0 0
Mgy TD Rl QEMEZ0E Mgy en TE QHRBNE
SIE | Bl S R g a

FreeuSanGm. png

=1 My Mg T e M dung Irgng S I8 Sk kim

g el ] Prewm iEn Tudin Tmm thi dang w@n 3 kilin Einh e U3MND toh Thiinh oing

Bong
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7.1.2.2 Théng tin ho so

Linh viec:  Tu phap hé tich

Thi tuc HC:  Cap ban sao gidy t& ho tich tir s6 gdc hé tich

Biéumadu B.Goc B.Sao B.Photo

(] 0 0 0

STT Pandp Ténthanh phan ho sor

1 Phiéu yéu ciu cdp ban sao
0 0 0

2 Ban sao gidy tr hd tich cii (néu cd)

Nhiing thanh phan hd so ma can bd mot cira da tiép nhan thi sé duoc danh dau [ & cot (23 0o,
Nhitng thanh phan ho so nao duoc dinh kém file s& c6 mau xanh, con khong co file dinh kém
s¢ ¢6 mau den;

Pé xem file dinh kém ctia thanh phan hé so, nhan chudt vao thanh phan twong tng, (d6i véi
nhitng file dang anh, pdf hé théng s& hd tro xem tryc tiép trén trinh duyét), hé thdng hoi

“Ban mudn xem truc tiép khong”, chon “OK” néu ngudi sir dung muén xem tryc tiép, chon

“Hity” d¢ luu lai file dinh kém.

Ban muén xem tép truc ti€p khong?

| 0K Hiy
4

Pé xem biéu mau cua thanh phan hd so (néu ¢6), ngudi st dung nhan chudt vao biéu tuong

, ctra s6 hién ra, nhan chuét vao , dé déng ctra 6 biéu mau;
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7.1.3 X ly ho so

U L Chon quy trinh xit ¥ hé sor
S . FARTY - - Xem s6 ngay qud han xit Iy
Han xwe ly: 1 Ngay 22/12/2015 (Buéi chigu)| BelEDERLETR

Chon ngudi xur
Quy trinh: Mhénh trinh tw 1 v | Iy tiép theo

Ngw&i nhan: | oyan chicéng

Mguwéi phéi hop:

| —

//_ Xem danh sach ngudi phéi
iZ Xem danh sach ngw&i phéi hqm hop xit Iy cia ho so hién tai J Chon ngudi
phéi hop xit I
Binh kem: _
o - Chon file dinh kém
Y kien: Mhap y kien

)
T o | o0n

Luwu: Ho so s& dugc luu lai nhitng thong tin & phan “Phan cong thyuc hién”, dong thoi hd so

duoc chuyén sang danh sach “Ho so dang xtr 1y”;

Luwu va chuyén: Luu lai nhitng thong tin trong “Phén cong thuc hién”, ddng thoi giri hd so nay
sang cho can b cé tén trong “Ngudi nhan”; ho so lac nay dugc chuyén sang danh sach “Hb so
da chuyén xu Iy”;

HS khéng da diéu kién: Nhap vao y kién va nhan vao ndt nay, ho so sé bi loai va nam & danh
sach “Ho6 so cho tra két qua” va trang thai ho so 1a “Khéng dat”;

Yéu cau bé sung: Nhap vao y kién va nhan vao nat nay, hd so s& duoc tra ra bo phan mot cira,
dé cho bo sung ho so;

Tra lai: Trong trudong hop hd so bi chuyén nham, ngudi st dung c6 thé tra lai hd so cho nguoi
da chuyén cho minh;

Két thac XL: Nhan chudt vao nat nay dé két thic xir Iy hd so, niit nay c6 thé c6 hoic khong
c6, tiy thudc vao cau hinh caa thu tyc;

Thong béo cho cong dan: Nhan chuét vao nit “Thong bao cho cong dan” dé giri noi dung can
thdng bao téi email/dién thoai cho cong dan;

Pong: Pong cira s6 dang ma, tro vé danh sach “Hb so cho xir 1y7;
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7.2 Ho so dang xir ly

Hb so dang xit Iy 1 nhitng hd so ma tai danh sach |

so ra, nhan chudt vao “Luu’”.

7.2.1 Truy cip vao chirc ning Ho so dang xir ly

Dé truy cap vao chirc niang nay, tr menu chic ning, nguoi st dung nhan chudt vao
s Xy ho so BN |Hﬁ so dang xtr Iy |

Hoac tai trang chu, nhan chudt vao

= Ho0 so dang xi& Iy

, tai trang chu khi dang nhap vao;

THANG TIM

Trang chu

Cong viéc cén gidi quyét

= HO so dang x& Iy (1

Danh sach hd so dang xir ly hién ra, ngudi sir dung nhan chuét vao hd so ma minh mudn xu

ly;
phim enter trén ban phim

DANH SACH
HO so dang xt ly
dé xem két qua
Loc danh sach theo

Nhip théng tin cia hé se
can tim kiém va nhan

Linh vire | ————— Chon' linh vue —- /
. . . . 4
Thatue | — Chan thii tuc hanh chinh —— v
Chon trang thai
Trang thai I"‘ Tatca ' Dinghan © Quah
f Chon xem théng tin chi tlcr,
qué trinh xit I¥ ciia hé s
-m NGLFON NOP NGLFON CHUYEN HAN XUF LY
1 I'I'I'D1 VSD2015-0094 n;uynn van thanh Cap lai ban chinh ;IGIy khai sinh Duwng Hoai Mam 031272015 I
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7.2.2 Xem théng tin hé so

7.2.2.1.1 Xem thong tin chi tiét hé so

Xem théng tin chi tiét hé sor

Nhén chudt vao = d& xem thong tin chi tiét hd so;

7.2.2.1.2 Xem luéng xi ly hé so

Nhén chudt vao |sa Ludng xi Iy hé so| ¢& xem:

7.2.2.1.3 Xem thong tin gei lién thong

Nhén chugt vao | = Xem thong tin gii lién théng| (i ¢6 & nhitng hd so giri lién thong di don vi

khac mai hién thi chic nang nay) dé xem thong tin gui lién théng cua ho so.

7.2.2.1.4 Xem thong tin nhgn lién thong

= Théng tin nhan lién théng

Nhan chudt vao (chi ¢6 nhitng hd so nhan tir don vi khac mai hién

thi chirc ning nay) dé xem thdng tin nhan lién théng.

7.2.2.1.5 Xem thdng tin qua trinh xa ly ho so
Ban thong tin qua trinh xt 1y hd so, nguoi st dung cd thé xem duoc thoi gian thuc hién vay

kién cua nhitng ngudi tham gia vao qué trinh xt ly ho so.

STT  Han x(Fly Nogay thwrc hién Nguwdi thrc hién Trinh tw cong viec (Nai dung/¥ kién) Nguwédi nhan # # #
1 0312/2015 02/12/2015 10:13:55  Duong Hoai Nam  Tiép nhan hd so( Tiép nhédn hd so ) Quéan Chi Céng
Blng han
2 2112/2015 14:18:29  Quan Chi Cdng ¥ 1§ xong m
3 2112/2015 14:21:14  Quan Chi Cdng nhap j kién m
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7.2.3 X ly ho so

_ P . . Chon quy trinh xit ¥ hé sor
. . P - - Xem s6 ngay qud han xit Iy
Han xwe ly: 1 Ngay 22/12/2015 (Buéi chigu)| BelEDERLETR

= Chon ngudi xur
Quy trinh: Mhénh trinh tw 1 v | Iy tiép theo

Ngw&i nhan: | oyan chicéng /E

Mguwéi phéi hop:

Chon nguwi [:h-ii hop

// Xem danh sach ngudi phéi S

i= Xem danh sach ngwai phéi hqm hop xit Iy cia hd so hién tai Chon ngui
phéi hop xit I

Binh kem: i

Y kién: MNhap y kién
£

Luu: Ho so s& dugc luu lai nhitng thdng tin ¢ phan “Phan cong thuc hién”;

Luu va chuyén: Luu lai nhitng théng tin trong “Phéan cong thuc hién”, déng thoi giri hd so nay
sang cho can b c6 tén trong “Ngudi nhan”; hd so lac nay dugc chuyén sang danh sach “Hb so
da chuyén xu 1y”;

HS khéng da diéu kién: Nhap vao y kién va nhan vao ndt nay, hd so sé bi loai va nim & danh
sach “Hb so cho tra két qua” va trang théi hd so 1a “Khéng dat™;

Yéu cau bd sung: Nhap vao y kién va nhan vao nat ny, ho so s& duoc tra ra bo phan mot cira,
dé chd bd sung ho so;

Tra lai: Trong truong hop hd so bi chuyén nham, ngudi st dung c6 thé tra lai hd so cho nguoi
da chuyén cho minh;

Két thic XL: Nhan chudt vao nat nay dé két thic xir Iy hd so, nit nay c6 thé ¢ hoic khong
c6, tiy thudc vao cau hinh caa thu tuc;

Thong bao cho cong dan: Nhan chudt vao nat “Thong bao cho cong dan” dé giri ndi dung can
théng bao téi email/dién thoai cho céng dan;

Pong: Dong cira s6 dang md, tro vé danh sach “Hb so dang xtr 1y””;

7.3 Ho so phoi hop

Ho so phdi hop 1a nhitng hd so ma chd ngudi sir dung cho y kién phdi hop
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7.3.1 Truy cap vao chirc ning Ho so dang xir Iy

Pé truy cap vao chic ning nay, tir menu chic ning, ngudi st dung nhan chudt vao
h XU ly ho so S Hé so phéi hop

Hoac tai trang chu, nhan chudt vao

= HO so phdi hop

, tai trang chu khi dang nhap vao.

THONG TIN

Trang chu

Cong viéc can gidi quyét

= HO so cho x(F Iy (1
= Hb so dang xiF Iy (1
= HOb so phdi hop (1

Danh sach hd so cho phéi hop hién ra, ngudi sir dung nhan chudt vao hd so ma minh muén

phdi hop.

H6 so phéi hop

Nhap thong tin cia hd so
cén tim kiém va nhéin
phim enter trén ban phim
dé xem két qua

Chon th tuc hanh chinh
/L

Linh v | ,,,,,,,,,, // v |
Thi tuc | ----- Chon thi tuc hanh chinh — v |
Chon trang thai
Trang thai I ® Titca Bang han Qua hgnPJ
(_ Chon xem théng tin chi tiét w
qud trinh x@ I¥ cia hé so

Lot danh sach theo

1 I'I'I'D1-"v"SD2015-DD?2 Pham Van Tuan CAp lai ban chinh gidy khai sinh [ 4 L& ThiHang 08/12/2015 |
2 | TT01-VSD2015-0016 = Pham Van Tudn Cép lai ban chinh gidy khai sinh Mai Anh Kigém 25/11/2015
3 TT01-vSD2015-0011 | Pham Van Tudn Cap lai ban chinh gidy khai sinh L& Thi Héng 2411112015
4 | TT01-VSD2015-0008 = Pham Van Tudn Cdp lai ban chinh gidy khai sinh L& ThiHdng 24/11/2015
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7.3.2 Xem théng tin hé so

7.3.2.1.1 Xem thong tin chi tiét hé so

Nh4n chugt vao (= Xem thong tin chi it hé so'| 42 1 vhana tin chi tiét hd so:

7.3.2.1.2 Xem luéng x ly hé so

Nhén chudt vao |sa Ludng xi Iy hé so| ¢& xem:

7.3.2.1.3 Xem thong tin gei lién thdng

Nhén chugt vao | = Xem théng tin gisi lién théng | chi c6 & nhitng hd so giri lién thong di don vi

khéc méi hién thi chirc ning nay) dé xem thdng tin gui lién thong cua hd so.

7.3.2.1.4 Xem théng tin nhén lién thdong

= Théng tin nhan lién théng

Nhan chudt vao (chi 6 nhitng hd so nhan tir don vi khac méi hién

thi chirc ning nay) dé xem thdng tin nhan lién thong.

7.3.3 Phéi hop xir ly

Chon file dinh kém

Dinh kem: [Map kién, théng tin xi li'j

Ykién: | Nhapy kién v
P

: Luu lai thong tin phdi hop vira nhap;
: Két thac phéi hop;

m: DPong ctra s6 phdi hop hd so, quay trd lai danh sach hd so phéi hop;

7.4 Ho so ché chuyén mét cira

Ho so cho chuyén mét cira 1a nhitng hd so 1anh dao da ky, nhung chwa chuyén hd so ra bo phan

mot cura.
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7.4.1 Truy cap vao chirc ning Ho so chd chuyén mét cira

Pé truy cap vao chic ning nay, tir menu chic ning, ngudi st dung nhan chudt vao

& X1y ho so S HS ché chuyén mét cira

Danh s&ch hé so chd chuyén mét cira hién ra.

Ho6 so ch® chuyén mot clra

Nhép théng tin ciia hé so
can tim kifm va nhan
phim enter trén ban phim
d& xem két qua

Lisrrinsi=n ien Chon thii tyc hanh chinh
Linhvee | Bn linh vire — // v |
yd
Tha tyc | ----- Chan thi tuc hanh chinh ’ v |

Chon xem théng tin chi ucL

Trang thai | ® Thtca Bing han Qua han H Chon trang thai I
qud trinh xit ¥ cia hé so
EICEC T

ITI'D1 /SD2015-0008 Pham Van Tuin CAp lai ban chinh gidy khai sinh Mai Anh Kiém 161112015 I
2 | TT01-VSD2015-0007 Pham Van Tuin CAp lai ban chinh gidy khai sinh Mai Anh Kiém 16/1112015
3 TT01-vSD2015-0004 PhamVan Tudn  C&p lai ban chinh gidy khai sinh Mai Anh Kigm 16/11/2015
4 | TT01-V5D2015-0001 Pham Van Tuin CAp lai ban chinh gidy khai sinh Mai Anh Kiém 14/11/2015

7.4.2 Chuyén hd so ra b phan mét cira

Nhan chudt vao hd so can chuyén mét cira, cira s6 thdng tin ho so hién ra;
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XiF Ij hd sor  TT02-VSD2015-0005

= Théng tin chi tiét hé sor

STT

4

2

STT

Ho va tén:

Linh vipc:

Thi tuc HC:

Tén té chirc:

Bia chi:

Pa nop

Ti khai

Tw phap hd tich

Pham Van Tuén

CAp ban sao gidy khai sinh

Tén thanh phan ho so

Ban chinh hodc ban sao gidy khai sinh (néu cd)

Han xir Iy

171112015
Bing han

1711112015
Trudc han 0.5 ngay

Han xd ly:

Binh kem:

Y kién:

Ngay thirc hién

16/11/2015 14:00:25

161172015 14:01:03

Ngwrdvi thirc hién

Duwong Hoai Mam

Nouyén Van Tué

Trinh tw cong viéc (Nai dung/¥ kién)

Tiép nhan hd se( Tiép nhan hd so)

CF G0 17 )

1.5 Ngay 18/11/2015 (Budi sang)

Nhap y kién

Chaon file

& Luéng xiv Iy hé sor

Biéumdu  B.Gdc

] 0
0
Ngwévi nhan
Nguy&n Vin Tué

L& Quang Tién

B.Sao

B.Photo

0

0

mm

Chuyén mét cira 2 X R R .~
: Chuyén ho so ra bo phan mot ctra;

SR Gri hd so sang don vi hanh chinh khéc;

m: Pong ctra s6, quay lai danh sach hd so chd chuyén mot cira;

7.5 Ho so da chuyén xir ly

Nhitng hd so ma chuyén vién di xir Iy xong va chuyén cho ngudi khac s& nam ¢ danh sach nay.

Ciing tai danh sach nay, chuyén vién cé thé thu hoi hd so da chuyén cho ngudi khac, trong

truong hop ngudi 6 chua xir Iy ho so.
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7.5.1 Truy cap vao chirc ning Ho so di chuyén xir ly

Pé truy cap vao chic ning nay, tir menu chic ning, ngudi st dung nhan chudt vao

& X Iy ho so N Hé so da chuyén xiF Iy

Danh s&ch hé so chd chuyén mét cira hién ra.
phim enter trén ban phim

Ho so da chuyén xir ly
dé xem két qua

Ny

Nhip théng tin ciia hé sov
can tim kiém va nhan

Linh vic | —®Chon th wre — // v |
,J’
Tha tuc | ----- Chan thi tuc hanh chinh —— v |

(_ Chon xem théng tin chi tét, N

Trang thai I ® Tatca Ding han Qua han H Chen trang thai I
quatrmhxu‘ I ciia hé so
CICE—C— CrmETn

1-VSD2015-0102 Phan Thanh Hing Caplal ban chinh ;la khai sinh Pham V /an Tudn 04/ 12'201*'
2 TT01-VSD2015-0101 Phing Quang Huy C4p lai ban chinh gidy khai sinh Pham Van Tudn 04/12/2015
3 TT03-VSD2015-0011 Pham Van Tuin CAp ban sao gidy tir hé tich tir sé gdc hé tich Pham Van Tudn 04/12/2015
4 | TT02-VSD2015-0045 H& MNgoc Ha CAp ban sao gidy khai sinh Pham Van Tuin 0201212015

7.5.2 Xem théng tin hé so

Nhan chudt vao ho so da chuyén xir ly can xem thang tin;
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XiF Ij hd so: TT03-VSD2015-0013

= Théng tin chi tiét hé so & Ludng xiv Iy hé so

Ho va tén: Pham Van Tuan
Tén té chirc:

Bia chi:

Linh vwc:  Tuw phap hé tich

Thi tyc HC:  Cap ban sao gidy t& hé tich tir 56 gbc hé tich

STT D&ndp  Tén thanh phén hé sor Biéumiu B.Goc B.Sao B.Photo
1 Phiéu y&u ciu cdp ban sao Gi 0 0 0
2 Ban sao gidy ti hé tich cii (néu cd) 0 0 0
STT  Han xirly Noay thiec hién Noguedi thiee hién Trinh twe céng viéc (NGi dunal¥ kién) Nguedei nhan #
1 0TH202015 04/12/2015 10:48:07 L& Thi Hing Tiép nhén hd so Qudn Chi Céng
Biing han
2 04/12/201510:48:51  Quan Chi Céng Tré lai hd sof Tra lai day ) L& Thi Héng
3 07202015 04/12/2015 10:48:53 L& Thi Hing Tiép nhdn hd ser Qudn Chi Céng
Biing han
4 0711212015 21M12/201513:5710  Quéan Chi Céng Tiép nhin hd so Quéan Chi Céng

Qua han 10.5 ngay

m Giri lién thing Giri KQ lién théng Théng bo cho céng din m

Thu hdi: Thu hdi lai ho so da chuyén cho ngudi khéc;

Giri lién théng: Giri cho don vi khéc xur ly;

Giri KQ lién théng: Giri két qua lién thong;

Thoéng bao cho cdng dan: Guri tin nhan, email téi cho cong dan:;
In két qua: In ra két qua cho cong dan;

Pong: Pong cira s6 va quay tro lai danh sach ho so da chuyén xir ly;

7.5.3 Chuy
NGt “Thu hoi” chi hién ra khi ngudi nhin duoc hd so, chua xir Iy hd so.
Cac chtrc nang “Giri lién thong”, “Giri KQ lién thong”, “Thong bao cho cong dan”, “In

két qua” hién thi theo tirng thu thuc duogc cau hinh;
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7.6 Ho so da phoi hop

Nhitng hd so do Chuyén vién da phdi hop xir ly s& liét ké tai danh sach nay, Chuyén vién

c6 thé xem lai hd so ma minh di phdi hop xong.

7.6.1 Truy cap vao chirc ning Ho so di phdi hop

Pé truy cap vao chic ning nay, tir menu chic ning, ngudi st dung nhan chudt vao

b e - (5 so da phdi hop]

Danh séch hd so da phdi hop hién ra:

DANH SACH . Nhip théng tin cla hé so
) Hb so da phdi hop chnim émvaabn - Sp a
. phim enter trén ban phim
dé xem két qua
Loc danh sach theo Chon lnh virc Chon thi tuc hanh chinh
I J £
Linh viec | ----- Chon finh vire — // v |
Thil tye | ----- Chon tha tuc hanh chinfi — vl
- Chon trang thai
Trang thai I"' Tatca ' Bang han ' Qua han
f Chon xem théng tin chi ner,
qué trinh xt Iy ciia hd s
EE waourts v
|'I'I'01 VSD2015-0008 Pham Van Tudn Cdp lai ban chinh gidy khai sinh Quan Chi Cdng | 24/11/2015 |
2 | TT01-VSD2015-0007 PhamVanTudn | Cdp lai ban chinh gidy khai sinh Quan ChiCéng | 24/11/2015
3 TT04-v8D2015-0002 Pham Van Tudn | Cdplai ban chinh gidy khai sinh Quan Chi Céng | 23/11/2015
4 | TT01-VSD2015-0001 PhamVan Tudn | Cdp lai ban chinh gidy khai sinh Quan ChiCéng | 16M1/2015

7.6.2 Xem thdng tin ho so

Nhan chudt vao hd so can xem thdng tin
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Hb s07 TT01-VSD2015-0008

= Théng tin chi tiét hé so & Ludng xi» Iy hé so

Ho va tén: Pham Van Tuén
Tén 16 chibe:

Bia chi:

Linh vpc:  Tuw phap hé tich

Thi tuc HC:  Cép lai ban chinh gidy khai sinh

STT DPandp  Tén thanh phin hd sor Biéumiu B.Géc B.Sao B.Photo
1 To khai theo mAau Gi 0 0 0
2 Ban sao gidy khai sinh 0 0 0
3 Chirng minh nhan din hodc hé chiéu 0 0 0
4 S8 hé khiu 0 0 0
5 Ban chinh gidy khai sinh (néu cd) 0 0 0
STT  Han xirly Noay thiec hién Noguedi thiee hién Trinh twe céng viéc (N&i duna/¥ kién) Nguedei nhan #
1 171112015 16/11/2015 15:36:52 L& Thi Héng Tiép nhan hd se( Tiép nhédn hd so ) Mai Anh Kiém
Biing han
2 16/11/2015 15:36:52 L& Thi Hiing Chuyén phéi hop h so Vi Thi Bich Thiy; L&
CQuang Minh
3 1711142015 16112015 15:37:11  Mai Anh Kiém Phan céng thurc hién( Phan cdng thuc hién ) Mai Anh Kigém

Trwdc han 1 ngay
4 161112015 15:37:11  Mai Anh Kiém Chuyén phdi hop hd so Quan Chi Céng

5 17M1/2015 16M11/2015 15:37:52  Mai Anh Kiém Burérc ki hdh sor nhanh ABC( Budc ki hd so nhanh ABC )
Trwdc han 1 ngay

=

Bo J 5 A Y 9 - , A ~ K-
: Pong cua 56 va quay tré lai danh sach ho so da phoi hop

7.7 HOo so giri lién théng

Nhitng hd so do chinh Chuyén vién 1a nguoi gui lién thdng sé hién thi tai danh sach Hb so
guri lién théng.
Tai danh sach nay Chuyén vién c6 thé xem lai nhiing ho so da giri lién thong, loc ho so lién

thdng theo cac trang thai khac nhau.
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7.7.1 Truy cap vao chirc ning Hé so giri lién thong

Pé truy cap vao chic ning nay, tir menu chic ning, ngudi st dung nhan chudt vao

d Xy ho so N Hé so giri lién théng

Danh sach ho so da phdi hop hién ra

H6 so gri lién thang

Loc danh sach theo

Nhap théng tin cia hé so
cin tim ki#m va nhin

phim enter trén ban phim
&8 xem két qua

Chon th tuc hanh chinh

J L

- »
Linh vie | ----- Chon finh vire — // v |

Tha tyc | ————— Chan thi tuc hanh chinh —

Trang thai =-T0an bi— 'l
Chon trang thii (_ Chon xem théng tin chi ner_

qua trinh xit ¥ ciia héd s

[ R (e EE

1 I'I'I'ZD VSD2015-0023 nguyen van thanh Chuyen nhugng quyen st dung ETK Duong Hoai Mam 2312/2015 Bang lién thing I

7.7.2 Xem hd so lién thong

Nhan chugt vao hd so lién thong can xem.
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Thong tin hd so lién thdng

= Xem théng tin chi tiét hé sor

£} Xem théng tin qua trinh xi ly Ludng xiv ly hé sor
Théng tin giFi lién théng
STT  Moay Born vi nhén GIri Kiéu lién thiing Nguwi thuee hién Trang thai #
1 02M2/2015 UBND Phang Thé Thanh céng poai Pham Van Tuan Kétthiclién thing
14:57:31
2 p2r22015 SE NI vy Thanh céing Phdi hop Pham Van Tuan Kétthiclién thing
14:57:32
STT  Téntép két qua #
1 BienBanBGGiaykopTien png %

Théng tin két qua tra 1o

STT  Moay Bon vi tra v Ni dung Tép dinh kém
1021212015 UBND Phang Thé ®
151723
2 021212015 S& Ni Vu G lai file )
15:18:25
3 02122015 S& Noi vy két thiic ®
15:18:50
4 021212015 S& Nai VU Két thiclién thang
15:19:35

o=
7.8 X ly thay

Muc nay gitp chuyén vién xir ly thay cho lanh dao nhitng hd so di duoc 1anh dao uy quyén.

7.8.1 Truy cap vao chire ning X ly thay

Pé truy cap vao chuc ning nay, tr menu chirc ning, ngudi st dung nhan chudt vao

da X ly ho so - [x@ Wy thay

Danh sach ho so xu ly thay hién ra:
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0

Loc danh séch theo

Xir Iy thay cho:

H6 so XCr ly thay

Chon can bé & xit I thay

J

Nhip théng tin cia hé s
chn tim kifm va nhan
phim enter trén ban phim
dé xem két qua

L& Quang Tién

Y’

v

(_ Chon xem théng tin chi tié, ﬁ

EICCTC

qud trinh xit I¥ cia hé so

I'I'I'D1 VSD2015-0106  BUi Thi Liéu CAp lai ban chinh gidy khai sinh L& Quang Tién 11122015 I
2 TT02-vSD2015-0068  Binh Van Nam Cap ban sao gidy khai sinh L& Quang Tién 111212015
3 TT03-VSD2015-0006  Pham Van Tudn Céap ban sao gidy tir hd tich tir s gdc ha tich L& Quang Tién 08/12/2015
4 TT02-VSD2015-0030  Pham Van Tudn Cép ban sao gidy khai sinh L& Quang Tién 30/11/2015
5 TT02-VSD2015-0005  Nguydn Vin Thanh  Cap ban sao gidy khai sinh L& Quang Tién 19/11/2015

7.8.2 Xurly thay cho lanh dao

7.8.2.1 Loc danh sach hd so theo tiéu chi

Chuyén vién c6 thé xu ly thay cho nhiéu lanh dao. Bé xir ly thay cho mét 1anh dao cu thé,

chuyén vién chon danh s4ch lanh dao & phan Xt ¥ thay cho:

7.8.2.2 X ly thay

Nhan chudt vao hd so can xt ly thay, cira s6 xir ly hién ra:
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Xir Iy hd so: TT01-VSD2015-0106

= Théng tin chi tiét hé sor E Luéng xue ly hé sor

Ho vatén: Bui Thi Liéu
Tén té chirc:  Céng ty cd phan cdng nghé VSD Viét Nam

Bia chi:  Khu 1-Phwong Thinh - Tam Néng - Phi Tho

Linh vwe:  Tw phap hdtich

Thi tyc HC:  Cép lai ban chinh gidy khai sinh

STT P&ndp  Ténthanh phan hd sor Bifumau B.Goc B.Sao B.Photo
1 Tér khai theo miu I} 0 0 0
2 Ban sao gidy khai sinh 0 0 0
3 Chiing minh nhan din hodc hd chiéu 0 0 0
4 36 hd khdu 0 0 0
5 Ban chinh gidy khai sinh (néu cd) 0 0 0
STT  Han X Iy Ngay thrc hién Nguedvi thirc hién Trinh tw cdng viéc (NGi dungr¥ kién) Ngueévi nhan # # #
1 091212015 09/12/2015 11:28:38  BUi Thi Mo Huwéng din va tigp nhan hd so, kiémtra hd so Pham Van Tuin
Biing han
2 09/12/2015 11:28:38  BUi Thi Mo ChUyén phﬁi hop h so L& Thi Mai Hanh; Truong
Vit Hoang
3 p9M2/2015 09/12/2015 11:30:26  Pham Van Tuin Tham dinh hé s, ddi chidu véi s gdc( chuyén PH ) L& Quang Minh
Biing han
4 09/12/2015 11:30:26  Pham Van Tudn Chuyén phdi hop hd so L& Thi Mai Hanh; Truong
Viét Hoang
5 09/12/2015 00/12/2015 11:34:26 L& Quang Minh Trinh 13nh dao kj hé so L& Quang Tién
Bing han
6 09/12/2015 11:34:26 L& Quang Minh Chuyén phéi hop hd so L& Thi Mai Hanh
[ 00/12/2015 11:38:17 L& Thi Mai Hanh Etthiic

Hanxi Ij: 0.5 Ngay 09/12/2015 (Budi chiéu)

Ngw&i nhan: | pham van Tudn v

Ngwe&i phoi hep: | onon nguisi phiéi hop

iZ Xem danh sach ngwéi phéi hop

Binh kém: Chaon file

¥ kién: | Nhap v kién

o T Tan Lo
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Céc chtrc nang xur Iy s& hién thi theo diing quy trinh cua xt Iy hd so giéng nhu cac chic ning

trong phan h so cho xir 1y;
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