I. MOT SO CHUC NANG CO BAN
1. Chire nang dang ki

Tét ca céc doanh nghiép hay cic don vi quén ly muon sir dung hé thang va thuc hién
cdc nghigp vu déu phai dang nhdp vao hé thong. Mudn dang nhap vao hé thong cac anh chi
cin phai co mot tai khoan.

Céc doanh nghiép sir dung hé théng s€ chu dong viéc thuc hién dang ki tai khoan. Bé
dang ki tai khoan, doanh nghiép truy cdp vio dudng dan http:/Idnn.vtick.vn/, sau d6 chon
muc déng ki & goc man hinh phia trén bén phai CEEINITEYESEITY

Sau khi chon nit ding ki, giao dién chirc nang ding ki s& hién thi nhu hinh bén dudi:

Bang ky nhanh 0& s& dung céc chac |
‘ n&ng cla hé thing '

{-

]

Anh/chi nhip email. nhdp mét khau, nhap lai mat khiu va sau d6 nhdn chon nit ding
ki ﬁ dé thuc hién ding ki tai khoan. Sau khi chon ding ki:

- Trudng hop email anh/chj vira nhip da dugc ding ki trude do, ... anh chi vui long
chon mét dia chi email khac.

- Truomg hop thong tin email va mét khiu hop 18, hé thong tra ra théng bdo dang ki
thanh c¢dng. Anh/chi m& email da ding ddng ki dé kich hoat tai khoan va hoan thanh
qua trinh dang ki. Thong tin email ¢6 ndi dung nhur hinh:

cucvieclammolisa@gmail.com 10 12 {0 phiat frde) T

€ im on Ong/Pé 43 s duag dich vo cis Hé dabng dieg k¢ dich v céng mec mvén

Tt khodn ding ahip uzﬂﬂga.\h h;mm_g_;m

Ong Ba d3 phip hzud il cogs Bm dia chi emal Lén lae che i khoan t r.,c‘-fu. Pé hoan it quy winh_ chang
ti chi cdn xAC mb sag dmrh:rn:: iae thode v4 Oug Ba. Chi ods alidp vao 2oomg d3n b duey ¢ ,.hinmn bing
Eboin dime abdp v mat khdu oia Ong Ba

A pnh tal khedn

Trin trong !
Han guin m bhé thing |




2. Chire nang diang nhip

Tt ca cdc doanh nghiép hay céc don vi quan 1y mudn sir dung hé théng va thuc hién
cac nghiép vu déu phai dang nhip vao hé thong.

Pé dang nhip vao hé théng, anh/chi wui long truy cdp vio dudmg dén
http://ldnn.vtick.vn/, sau do chon muc ding nhdp & goc man hinh phia trén bén phai

& Pang nhap / Bang ky

Sau khi chon nit diing nhdp, giao dién chirc nang dang nhip s& hién thi nhu hinh bén
dudni:

Péng nhdp nhanh 34 truy cap va st
dung cac chirc nang cla hé théng

San quén mat khdu?

Anh/chi nhép tén tai khoin va nhip mat khiu minh da c6 va sau d6 nhén chon nut
diang nhap dé dang nhap vao hé théng. Sau khi dang nhip:

Trudmg hop ngudi ding dang nhdp sai thong tin tai khodan va mat khau. man hinh

thong béo Helcluntsesibeiad . Anh chi vui long thuc hién ddng nhdp lai. Néu
anh/chi khéong thé -:ﬂ'mg nhip duge vao hé thong do quén théng tin vé tai khoan, vui long
tham khao chirc niing lay lai mét khiu phia dudi.

Trudng hop ngudi ding ding nhdp ding thong tin tai khoan va map khau, hé thing
tro lai man hinh trang chi. Sau buéc nay, doanh nghiép c6 thé thue hién cic chire ning
nghiép vu trén hé théng. Két thiic qua trinh ding nhép.

3. Chirc ning lay lai mit khau
Dé thuc hi¢n ldy lai mat khéu, anh chj mé chirc ning ding nhdp, sau dé click vio muyc

2an quen mdt knau | Giao dién chirc ning lay lai mat khiu h1en thi anh/chi nhdp email da
dung dé dang ki tai khoan sau dé nhin nit khéi phuc mat khau dé lay lai mat kh'm Sau do

anh chi truy cép vao email cia minh thyc hién céc budc tiép theo dé hoan tit 1ay lai mat
Lhau
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4. Hudng dan cai dat plugin hoé tre va huéng din nop ho so

4.1. Hudng din cai dit plugin

Anh/Chi can phai thue hién xdc nhin chir ki so trrée khi hoan tit qué trinh ndp ho so.
Vigc xdc nhén chir ki s6 s& bao dam doanh nghiép nép hé so 1a doanh nghiép c6 thyc. Dé
thyre hién xéc nhén chir ki s0, tnde tién tai trang chu, anh/chi chon vao niit ndp hd so cia mot

cong bat ki, phia bén phai man hinh anh chi tim phin Hwéng dén, tai phin nay anh/chi tim
va click vao muc xde nhin chir ki s6

| |-—- .‘.r:al:nh-jn-:r‘:ﬂ'l-:j{'sr‘*i
ﬂ .

He thong sé tra vé file cai dat plugin. Anh/chi nhav dip chudt vao file cai dat dé tién
hanh cai dat plugin.

MOLISA SignPlugin v2.0 Setup b

Welcome to MOLISA SignPlugin

v2.0 Setup

Setup wil guade you through the nstallaton of MOLISA
SignPlugn w2.0

Itis recommended that vou dose all other apphcations
before starting Setup. This vl make it p o Updats
reievant system fles without hs

ng o reboot your
Comparter

Chicle Install to start the mstallaton

| Irstad Cancal

Hop thoai hién thi anh chi chon Install sau do chon Finish dé ket thic qua trinh cai
dat plugin.
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4.2. Hudng dan nép ho so

) MGi khi thuc hién nop hé so, khi nhén chon nit njp hé so, hop theai xac nhéan chir ki
50 hién ra;

AdC NNan chdr Ky s0

¢
i
|
higy lec dé
t

B e —

e e e S NI T o T TR ST

Néu khong c6 chir ki sé anh chj c6 thé nhin Ngp khong xdic thye dé np hé so.

Truémg hgp doanh nghiép ¢ chir ki s6, cdm thiét bi chir ki sé vio may va nhin vao
nut Xdac nhin chir ki s0, mjt cira s6 xdc nhdn hién ra chon nit OK.

I— Windows Security x

Select Certificate |

| Confirm this certificate by clicking OK. If this is not the
| correct certificate, click Cancel.

cONG TY €O PHAN HE THONG TGN




Xac nhan chu ky s6

Coanh nghién

00 hisu luc Co hidy luc dén

Hd sz cia ban 58 duoc tiép nhin va « Iy ngay khi co chung thue ¢hi ky s hop 1é

Sau khi nhan OK tir hp thoai Windows Security, nhin vao Nop hé so' dé tién hanh
nop hd so.
Néu sau khi nhén nit Ngp hé so hé théng hién thi hop thoai nhip mi pin, anh/chi

nhap ma pin vao va nhan OK dé xac nhédn. Hop th-:}al nay xudt hién lan dau tién khi nop ho so
méi lan cam thiét bi chir ki s vao méy tinh. Cac lin ndp sau s& khong hoi nhép lai nira.



II. SO LPTBXH, BQL KHU CN CAP

1. Doanh nghiép

Dé vao nép héd SO Vi cung do “S&é LBDTBXH., B
nghiép chon vio nit “VAO NOP HO SO~

CN Cip.

QL Khu CN Cap” quan ly, doanh
twong (mg voi cong cia S¢ LDTBXH, BOQL Khu

50 LDTBXH, BOL KHU CN CAF
D&l twomg: (theo ND 11)

b Doanh raghide

* g elad s 1 hoEC frong
- Ta e B
+ i pndng gt o b 3 doEnh
nghsn
+ 5 phong Jdu hann 3 PR
]
G Chvan hukon = @l Vi

* Hop e 38, En fedp hop g a8

v Hi lonn Qonh, ca s

VAD NOP HO 50

CUC VIEC LAM - BO LOTEXH CAP
Dl teng! (thea ND 1)

* o quan rd pune, 16 o ‘111;. “fisn

chire cnenn i - £33 ndi bl enuiee oninn i e
«ngnd nghiép, 4 choc Kb nd: o5 chirs «f

P - l'.',i':é Tighmep

" ‘,'-'j chiure ohd chind ooy mar Ao o el K

il Wl vilt Mo

v T8 chwre s ngadn Suge thane T e

Uy Sevh cOa phie ikl

* WA phong ol e an nude nosal iode

i o e e b tai Vidt Nar

+ HE madp ndi ooenn ogheds doeoc 1ndan de
F20 quy b ma,mnﬂ ||'|

CUC VIEC LAM - BO LDTEXH CAF
B twarnig: (theo ND 6T}

b L Ry Rost 300G ARy Bec e g ¢ ey

v CA phokh Moar S0 Wl B N3
ngnd y ¥ A
Faltat ang E
<

L T e hiy!

% ann drirdnogm nH

B8R Eha 2

Trudmg hop tai khoan ding ki mai sau khi chon vao nit vao ndp hd so, hé thng sé
yéu ciu cdp nhit thdng tin doanh nghiép trudc.

| ™eéng tin doanh nghisp

Ban chura cdp nhdt thing tin doanh nghidp

Tén doanh nghkip’ th chire! nhd iy

Didn thogd Emall

hieutk ! Qi@outivos. com

Anh/chi nhip diy du théng tin cia duanh nghiép, sau do nhét nit - dé hru

thong tin doanh nghiép vira nhap. Nhin nit &5 00 gé quay tro lai giao dién man hinh chire
nang.

Cuay la

Sau khi anh/chi nhip day da thong tin doanh nghiép va nhan nit luwu, hé thényg tra ra
théng bdo cip nhat thong tin doanh nghi¢p thanh cong. Két thic qua trinh cap nhdt thong tin
doanh nghiép.

Sau khi cap nhat thong tin doanh r:ghlép, anh/chi tr&r vé trang chi va chon lai vao
chire nang tirong (mg véi cong ndp hd so cia SO LBTBXH, BQL KHU CN
CAP. Lic nay, giao dlEI‘I man hinh cdc nghiép vu danh cho doanh nghiép, t6 chire, nha thiu
hién thi nhu hinh bén dudi,



| NOIDE NGHI CAP e STLETERH

Pang ky nhu cau

ngay ké nr nody nndn hd sg

= PAndp =Blwrghdsn o Xacnhdn

Cap gidy phép

ngdy bt ngay nhdn Rd 5o

O ¢

coodndp oedzueghbix L Cdppnep

Xac nhdn kh:.‘rng thude dign cdp gidy phép

Endng hudc didn cap gigy phen leo Jing

CEAndp . Elsumghbdea O ddcnndn

@

Cap mot gidy priép che nowdl a5 34no nude noasi tal ¥

Trong théd ban O3 ngdy am vigc ke wrngdy nhdn 26 nd

== B ndp -1 stirg B s = Zacnndn
Eidng ky thay 481 nhu <du
Cép mid giay phep cho ngwdd a0 d4ng nurdc naoal e
noay KE i nody nhdn hd s

CAp min gy prép chd ngul fao $Hng NUGc roond tal Ve

BOL KHU CONG NGHIER

£
U Tregany SBAndp ioBdtenghdas I3 Cdpphap
i 1. Eidy pnéo a0 S4ng.oon ndi Ran pimdt ol ndng. T cis Tudng N
o Fi Whadn £ Sty 10 eal Bl gt gl o
2 Gidw phep iad f:'r!{l Con ol han R nkal 05 Agay fimg Kndng qus 15

g& mghi xac

TMam trong thd

Danh sich cdc chire nang cua cong do So LDTBXH va BQL khu céng nghiép cdp bao

- Bang ky nhu cdu

- Dang ky thay déi nhu ciu
- Pang k¥ cap gidy phép

- DPing ky cﬁp lai gidy phép

- Pang kv xdc nhin doi trgmg lao déng khéng thude dién cap

Trude khi thyc hién cic nghiép vu ding ki hé S0 gidy phép, anh chi cin chon noi dé
nghi ¢dp la s LDTBXH hay BOL khu cong nghiép hﬁng ciach chon vao mét trong hai tuy

;:hgn na}; :i NOIDE NGH| CAP ST

l||4HIl-|l|.-|.-:I|l]

Sau khi chon noi dé nghi cép, tuy timg nghiép vu anh chj chon vao timg chirc ning
trémg Urng, phan hudmg dan chi tiét cho timg chire nang sé duge mo ta phia dudi.
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1.1. Ping ky nhu ciu

Chirc ning ding ki nhu cau cho phép doanh nghiép, t& chirc, nha thiu dang ki mdi
nhu cdu sir dung lao dong. Trén man hinh giao dién chirc ndng anh/chi chon vao chirc ning
diing ki nhu ciu:

Bang ky nhu cau

Cip md aidy phep cho ngudl Bo Jng nudc nged o VSt Nam. Tong ol nan 5

Gl e SIS Hheen
ngay KE W ngay nhan ho 5o

iy [2O05Fedp COBSsnghbsz OO GXESnRAN

Giao dién chirc nang dang ki nhu cdu sir dung hién thi nhu hinh dudi, anh chj thuc
hién nhédp thong tin cho ho so dang ki nhu cdu theo trinh ty nhur sau:

j Pang ky nhu cau s dung ® Doanh nghiép Té chire Nha thiu !
|
| S&vanban [DNNTIC) Ngiy ban hdnh van ban |
| . : , |
| name s deg M8 |
' - : a 3 |
! Théng tin nhu cau Thianh phin ho so [
!
| Vitrl chng vidc Chirc danh

=== Chon-- -
| S& rorng Thiri gian bét diu Thri gran Két thic

Ly do s dung

g Loru Lai = Thém midi

STT Vitri Chire danh sélrong  Thao tac |

Pdu tién anh chi xac dinh vi tri dang ki nhu céu sir dung:
+ Néu anh chi ding ki nhu ciu sir dung cho dom vj 1a doanh nghiép thi chon
muc doanh nghllj?p L‘l Doanh nghiép Tochirc Mha m-&u|

+ Néu anh chi dang ki nhu clu sir dung cho dom vi 1a 6 chirc, hdi, doan thé thi
Doanhnghiép  '® Tchic Mha m&u]

chon muc td chire I

+ Néu anh chi dang ki nhu cau sir dung cho don vi I nha thiu thi chon muc nha
thau | Doanh nghiép Tochirc o Nha :h&u|

Sau khi chon vi tri dang ki nhu cdu sir dung, anh chi nhap s0 van ban ban hanh va
ngay ban hanh vin ban.
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Tiép theo anh/chi tién hanh nhap théng tin nhu ciu cho hd so dang ki nhu cdu sir dung
cia minh. Miac dinh giao dién s& hién thi tab théng tin nhu cdu va cic truomg thong tin cua
phan thdng tin nhu cau.

Sau khi nhdp day du cic truémg trong phén théng tin nhu cau, anh chij chuyén sang tab
thanh phin hé so.

| Théng tin nhu cdu Thanh ghin hé sor

Hady tai don dang k¥ TAI DAY,

ETT Tén héso Tép dinh kém
. 0 B30 cao o trinh nbw ciu st aung R
ngLe o Jang nuee rgodl (MdU 1) T
: @ cac gty 1o lidn quan khac Sa gt

Tai diy anh chi cin thyre hién dinh kém “bdo céo gidi trinh nhu cdu sir dung ngudi lao
dong nude ngoai” va “cac giay tor Ii%n quan khac”. Néu chura ¢6 mau anh/chi Thrlg'{: hién tai
mau bing cich nhin vao nit TAI DAY & dong théng bdo nhur trén hinh. Hoan tit qud trinh
nhép thong tin cho ho so.

- e luu thong tin vi tri cong viée(thong tin nhu ciu) vira nhap, nhin nat "
- Dé Iuu théng tin hd so dang ky nhu ciu dang nhip, nhan nit T

Luu y: C6 thé nhdp nhiéu vi tri cong viéc trong mdt hé so ding ki nhu ciu. Anh chj c6
thé nhdn nit ““™™ @& lwu vi tri cng viéc dang nhip va sau d6 nhin niat ™™™ 4é
nhép tiép cdc vi tri khac.

Sau khi anh chj nhan chon nit o i nhdp sé dugc luu lai va hién thi
xudng danh sich dang ky nhu cdu sir dung lao dong phia dudi.

| Danh sach dang ky nhu cau sir dung lao déng (1)

|5 Nop hé so ---Chgn .. = 10 - Q

!5 STT Sovanban Ngay gui Trang thai Thao tac

1 S5 DNB874898 Chua gun # xem [ xoa

| Ngay 02/112015 A Nopndso

Tuong (mg véi mdi ho so dang ky nhu cdu sé ¢6 3 chire ndng di kém theo:
- Chite niing # Xem : Xem chi tiét hé so.
- Chirc nang O X6a ; Xéa hé so.
- Chure ning A Nopnoso NG&p mot ho so tuong {mg véi nit ndp ho so dé.
Bé ndp nhiéu ho so tai mot thari diém, anh/chi ¢6 thé thue hién bing cach tich chon tt
ca nhitng hé so can gir, sau d6 nhin nit  #™*™*
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Sau khi chon hodc BM*"*  m5t form xdc nhén chit ki sé s& hién thi

Xac nhan chir ky so

HE sor o3 han 38 duoc hifp nhifn vl xdr Iy rgay kv od ching thue chil i} 56 hop i

NGp khing xac thye

bé muc hién nop ho so, anh/chj vui long tham khio phan hudémg dan “Hudmg din cai
dit plugin hé tro va hudémg din nop hé so” tai muc 1. Mot so chirc nang co ban. Ve ¢o ban
den day da két thic qua trinh ndp ho so.

Luru y: Trudmg hop hé so & danh séch co trang thai 1a “Bd sung hd so™

|

SG DNBB74898 ) X P Xe 3
| ¢ : 30/11/2016 10:08 56 sung hé so & xem W xéa
| NQG‘-‘ 021172016 4“&”“‘6 sor

Hb so niy la ho so da giri 1én truée d6, nhung do trong hé so bj thiéu file dinh kém
hodc thi€u thong tin nao do, bén quan ly tra lai dé anh/chij cdp nhat lai ndi dung ho so. Pé cip
nhét lai néi dung hd so anh chi chon nit ' xem| tuong tmg véi ho so cdn bo sung, giao dién
trang chinh sira hién thj ciing v&i thong diép yéu cdu bo sung ma bén phia quan 1y da giri lai.

|
Ho so yéu cau bd sung
hgay vdu cdu, IM112016 1547

L¥ do Bd sung bao cio giai trinh nhu cdu s¢ dung ngudl lao ddng nude ngodi

Anh chi xem 1¥ do bé sung va thuc hign cap nhit lai diy du cac trudmg thong tin cho
hd so, sau d6 quay tro lai trang danh séch h so va tién hanh np lai ho so.

1.2. Ding ky thay doi nhu cau

Chure nang dang ki thay dbi nhu cau cho phép doanh nghxf;p 16 chirc. nha thau dang ki
thay d6i nhu cdu sir dung lao dong. Dé vio chirc nang n,ay trén man hinh giao dién chitc ning
anh/chi chon noi dé nghi cap |No19E NaH cAP sharaa o v oot | gqny d6 chon
chirc ning ding ki thay dbi nhu ciu:




Giao di¢n chire nidng dang ki thay dbi nhu péu sir dung hién thi nhir hinh dudi, anh chi
thure hién nhap théng tin cho ho so ding ki thay doi nhu cau nhur sau:

| Pang ky thay di nhu cau sir dung ® Doanh nghiép Té chire Nmi thdu

|

|
| Wi i cang vigc Chire dant

| s« CHOM = « -
| & wrong Than gran hat Aiu Thaort gean kit thue

== e -

Ly el siF dung

j L gl = Thim

STT Vit Chirc ganh 55 luong Thao tac

Thing bao chap thudn 445 van ban (BNTCNT) Ny an hanh

Thang tin thay d8i nhu cau Thanh phin hd so

Pau tién anh chi xdc dinh vi tri ddng ki nhu cau sir dung tuong img:

+

Néu anh chi ding ki nhu cdu sir dung cho doanh nghiép thi chon muc doanh
nghigp [& Doanhnghep  Tochye Nha thiu]

Néu anh chi dang ki nhu cdu sir dung cho t6 chirc, hoi, doan thé thi chon muc
Doznhnghiép @ Tochire Nha thu |

to chire |

Néu anh chi diang ki nhu cdu sir dung cho nha thiu thi chon muc nha thau
[ Doanh ngmép Téchire  ® Nhathdu|

Sau khi tich chon vi tri dang ki thay dl:sl nhu cdu st dung tuomg tmg, anh/chi chon s6
théng bdo chip thudn, nhip so thong béo chip thuin yéu cau, nhip so van ban, ngay ban
hinh vén ban va ngay thong béo.

Tiép theo anh/chi tién hanh nhdp cac thong tin cho ph:in thong tin nhu cau va chon cdc
thanh phan ho so dinh kém. Hai muc nay da duoc phan chia ra thanh hai phan riéng biét cia
hai tab tuong tng, anh chi chon timg tab va thuc hién nhdp thong tin. dinh kém cdc hé so
thanh phan néu co.

- D¢ hru thong tin vi tri céng viée(thong tin nhu cdu) vira nhap, nhdn nit

= Lo lal

- Dé luu théng tin hé so dang k¥ thay ddi nhu cdu dang nhap, nhin not EEEE
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Lru y: Co thé nhap nhiéu vi tri cong viéc trong mdt ho so ding ki thay dbi nhu céu.
Anh chj c6 thé nhan nat “"™%  dé lyu vi tri cong viéc dang nhdp va sau dé nhdn nut
iTmmR 48 nhip tiép cée vi tri khéc.

Sau khi anh chi nhén chon nut , hé so vira nhap sé duoc luu lai va hién thi
xudng danh sich dang ky nhu cau sir dung lao déng phia dudi.

Danh sach dang ky thay déi nhu cau sir dung lao déng '
1% Nop ho sor --+Chon = 19 - oM

i

ls, STT 56 vénban Hgay g Trang thai Thao tic g

I

1 55 DNB8T4838 Chura gii & xem (8 oo |

i Ngay 021172018 o ek i

Tuong img véi mbi hé so dang ky thay d6i nhu céu s& ¢6 3 chire ning di kém theo:
‘ ¥ %
- Chire nang & X8 : Xem chi tiét hd so.

- Chire ning 1 xoal : X6a ho so.

- Chiic ning A Nop s sol - Nop mdt hd so tuong (mg véi nit ndp ho so do.

Dé ndp nhiéu hd so tai mét thai diém, anh/chj c6 thé thue hién bang cach tich chon tét

ca nhimg hé so cén giri, sau d6 nhén nat NP e se
S0,

dé thue hién chirc nang ndp nhiéu ho

Sau khi chon hodc #™P%® 15t form xdc nhan chit ki sé s& hién thi

Xac nhan chir ky so

Coanh nansEp

Pé thue hién nop ho so. anh/chj vui long tham khao phan huémg dan “Hudng dan cai
dat plugin hd tro va huéng din ngp ho so™ tai muc 1. Mgt so chire néng co ban. Ve co ban
dén day d4 két thic qua trinh ngp hé so.

Luru ¥: Trudmg hop hé so & danh sich c6 trang thai 13 “Bé sung ho so™

._.
L J}



f Xem ﬁ Xoa
«d Nophi so

55 DNEBT4898
| T Ngay 021112015

30/11/2016 1008 30 sung hd so

Ho so nay la ho so di giri 1én trude do, nhung do trong hé so bi thiéu file dinh kém
hoic thiéu théng tin ndo d6, bén quan Iy tra lai dé anh/chi cap nhat lai ndi dung hé so. Dé cdp

nhét lai ndi dung ho so anh chi chon nat m tromg Umg vai hé so cin b sung, giao dién
trang chinh sira hién thi ciing véi thong diép yéu cdu bd sung ma bén phia quén 1y da gii lai.

Ho so yéu cau bo sung
2076 16,47
| | v g2 Bo sung bae cdo gidi trinh nhu ciu s dung ngued lao ddng nude ngodi
Ede

hgay yeu cu; 301

Anh chi xem ly do bo sung va thue hzén cip nhat lai day di cac trudmg théng tin cho
hé so. sau dé quay trdr lai trang danh sich hd so va tién hanh ndp lai ho so.

1.3. Cip giay phép

Chirc néing cho phép doanh nghi¢p ding ki cap gidy phép cho ngudi lao dung nudc
ngodi tai Viét Nam trong thoi han 5 nga; ké tir ngay nhén hd so. Trén man hinh giao dién
chirc nang anh chi chon chirc niing cip giay phép:

=

Giao dién chirc nang dang ki cdp gidy phép hién thi nhu hinh duéi, anh chi thuc hién
nhdp thong tin cho ho so dang ki cép phép theo trinh tu nhu sau:
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‘| Dang ky cap giay phép lao déng

® Doanh nghiép Té chirc Nha thiu
Nari d& nghi cap GPLD. Théng bao chap thudn yéu cau
50 LETBXH Ha Nal --Cchon - - - -
S0 théng bdo chap thudn yéu cau Ngdy thong bao
Théng tin cap phép Theng tin khic Thanh phan ho so
Hova tén Mgay sinh i tinh

Diéu tién anh chi xdc dinh vi tri ding ki cdp mai gidy phép:

+

" ghiépl' Doanh nghiép Techire

Nha thau |

Néu anh chij ding ki cdp phép cho dom vi la doanh nghiép thi chon muc doanh
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+ Néu anh chi ding ki cdp phép cho don vi 1a td chire, hdi, doan thé thi chon
| Doanh nghiép & Thchire Nha thiu |

muc t6 chiie |

+ Néu anh chj ding ki cdp phép cho don vi 1a nha thiu thi chon muc nha thau
|  Doanhnghiép  Téchic e Nhathdu|

Sau khi chon vj tri dang ki cap phep, anh chi chon thong béo chip thuén, nhip ngay
théng béo. Truomg hop chon thong bao chép thun, sb thong ban s tr dong dugc hién thi,
néu anh chj khéng chon théng béo chdp thudn thi phai tw nhap sb théng bdo vao 6 sd thong
bao chép thuan nhu trén giao dién.

Tiép theo anh/chi tién hanh nhdp théng tin cdp phép cho hd so ding ki cap phép ciia
minh. Mdc dinh giao dién s& hién thi tab théng tin cap phép va cic truémg thdng tin cla
phén thong tin cap phép.

Théng tin cdp phep Théng tin khic Thanh phin ho so

o v tén Mgéay sinh Gidri tinky
Nam

HG chidu Quic tich

Sau khi nhép da}r di cac trromg trong phén thong tin cép phép, anh chi chuyén sang
tab théng tin khac. O tab ndy anh chi nhap thong tin vé qud trinh dio tao, qua trinh lam viéc.
. Trudmg hop khéng co thong tin thi 6 thé bo trong
i

Théng tin ¢dp phép Théng tin khac Thanh phin ho so

1. QUA TRINH RPAD TAD

Sau kh] nhip diy di cac trumg trong phin théng tin khac, anh chi chuyén sang tab
thanh phin ho so. O tab nay anh/chi tién hanh dinh kem céc file van ban c6 lién quan. Hoan
tit qua trinh nhap thong tin cho hé so cap phép:

Théng tin cap phép Théng tin khae Thanh phan ho s

H3y tai don dang ky TAI DAY

ETT Tén hdso Tép dinh kém
© Van bidn 94 nghi cdp GPLD cla ngudd Sl
sir dung a0 &dng theo Mdu 54 3 =
@ Gidy chimg nhdn sirc khde hodc gidy Ealat
Kham sire khde E

] 3 @ Bhidu iy e tw phdp hodc van ban xac sy




Sau khi hoan thinh qué trinh nhp théng tin cho hd so, nhén it dé luu
théng tin hd so dang nhap. Ho so sau khi nhan luu sé hién thi xuéng danh sich dang ki cdp
phép lao déng phia dudi.

| Danh sach dang ky cap gidy phép lao déng (1)

I Nop hé sor ---Chon-- - - 1 - =
s STT Hovatén Ngay gui Trang thai Thao tac
1 Alex Brain Churz oo # xem [ xoa

Ngay sinh’ 10:11,1988 of st

Véi mdi hd so dang kv Ci:lp gidy phép s& co 3 chirc ning di kém theo:
- Chirc nang ¢ %211 - Xem chi tiét hd so twong img.
- Chirc ning 0 xse : X6a ho so twrong (mg.

P T :
- Chire niing iﬂﬂ”‘ﬂ—“'r : Nop ho so tuong tmg.

pé ndp nhiéu ho so tai mot thoi diém, anh/chi ¢6 thé thuc hién bﬁng cach tich chon tat
ca nhimg hd so cin gin, sau d6 nhin nat = """°** ¢ thye hién chirc ndng ndp nhiéu ho
50,

Sau khi chon A Nophd so| hoge kNPT mot form xdc nhdn chir ki s6 sé hién thi

Xac nhdn chi ky so

NOp khdng xac thye |

! - o r— AR Wy

Pé thuc hién ndp ho so, anh/chj vui long tham khao phﬁn hudng din “Hudmg dén cai
dat plugin hE! tror va hudmg dan ndp ho so™ tai muc 1. Mot so chirc nang co ban. Vé co ban
dén day da két thic qua trinh ndp ho so.

Luu ¥: Truomg hop hé so & danh séch ¢6 trang thai 1a “Bo sung hd so™
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SO DNB874898 ) : N
30/11/2016 10.08 85 sung hd so # xen Bxs
Ngay: 02/1172016 4 Mop ho sor

Hb so nay la hd so da giri [én truée d6, nhung do trong hé so bi thiu file dinh kém
hodc thiéu théng tin ndo dé, bén quan Iy tr& lai dé anh/chj cap nhit lai nd1 dung ho so. Pé cap

nhat lai ndi dung h{?: so anh chj chon nit 18 tuong (mg voi hé so cdn bd sung, glan di¢n
trang chinh stra hién thi ciing véi thong diép yéu céiu bo sung ma bén phia quan ly da g lai.

Hé so yéu cau bd sung
Npdy véu el 300112076 16.47
Ly do Bé sung bao cdo glal trinh nhu ciu sir dung nguol lao dong nuoe ngodl

Anh chi xem 1y do bd sung vi thuc hién cdp nhit lai ddy du cic truémg théng tin cho
hé so, sau d6 quay tro lai trang danh séch hé so va tién hanh nop lai ho so.

1.4. Cﬁp lai gmy phép
Trén man hinh giaﬂ dién chirc nang anh chi chon chire nang cip lai gidy phép:

piay phep
1. Gl '_ phép 3o 0dng cdn thén han bl mdt b ndng. Irir CEC rukdng hop Quy Jinh
% ai Khodn 8 Sigu 10 Noh dink noy

sidy phép lac 6ng c3n thin han It ondt 05 nody nvumg hdng qud 43 ngay

Giao dién chirc ning cap lai gidy phép hién thi nhw hinh dudi, anh chj thue hién nhip
théng tin cho ho so ding ki cap phép theo trinh tw nhur sau:

| Bang ky cap lai gidy phép lao dbng = Doanh nghiép Th ehire Whi thi
Wi 38 nghi cip GELD cho npwrirt a0 ding mrie ngoa.

S0y LOTEXH Ha Nai
Théng tin cdp phép Théng tin Khac Thanh phin hé sor

&b guby phbp Hgay cip iy phép Lhnclpw

Dau tién anh chi xac dinh vi tri dang ki cép lai gidy phép:
+ Néu anh chj dang ki cép lai gidy phép cho don vi la doanh nghip thi chor

+ Néu anh chj dang ki cip lai gidy phép cho don vi 12 t6 chire, hdi, doan thé th
T Doanhnghiép @ Tachire Nha m&u]

chon muc to chirc

+ Néu anh chi ding ki cép lai gidy phép cho dom vi la nha thau thi chon mus
nha thé.uI Doanh nghiép Tochire ® Hh&um

Sau khi chon vi tri déng ki cap lai gidy phép anh/chi tién hanh nhép thong tin cép phé
cho hd so ding ki cdp lai gidy phép cia minh. Méc dinh giao dién s& hien thi tab thong ti
cap phép v cac truomg thong tin cia phéan théng tin cap lai giay phép.
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Thing tncip phep Théng tin khac Thanh phan hé so

‘I 0 wa kn Mp2y St G 1mif
S

& cnda Oudic tich

Sau khi nhip day dii cdc trudmg trong phén thong tin cdp phép. anh chi chuyén sang
tab théng tin khdc. O tab nay anh chi nhap théng tin vé qua trinh dio tao, qua trinh lam vige
.. Trurdmg hop khong ¢6 thang tin thi ¢6 thé bo trong

Théng tin cdp phép Théng tin khac Thanh phin h3 sor

1. QUA TRINH DAD TAD

Sau khi nhap day du cic trrdmg trong phﬁm théng tin khac, anh chi chuyén sang tab
thanh phin ho so. O tab nay anh/chj tién hanh dinh kém cdc file van ban co lién quan. Hoan
tit qua trinh nhap thong tin cho hd so cip lai gidy phép:

Théng tin cap phép Théng tin khac Thanh phan hé eo

Hay 13i don ding ky TAI DAY,

5TT Tén hé sor Tép dinh kém
© vin 53n ¢8 nghl cap GPLD clia ngual Sieci
sir dung fao ddna theo Mau st 3
© Gidv chimg nhan sic khide hodc gidy gy
kham sire khde =
) =hity v Bch tir phidp hode vin bdn xdc —

Sau khi hoan thanh qua trinh nhap thong tin cho ha S0, nhan nit “ :Itf: luru
thong tin ho so dang nhdp. Ho so sau khi nhan luu sé hién thi xudng danh sach dang ki cép lai
gidy phép lao déng phia dudi.

| Danh sach dang ky cap gidy phép lac déng (1)
1 Nop hé so v v v ShOR - - . 10 - 0
s STT Hovaten Ngay gwi Trang thai Thaa tac
Alex Brain CRU2 guA # xem O x6a
Mgav simh 10011419288 4“6”6 i

V&i mdi ho so dang kv cap gidy phép s& co 3 chire ning di kém theo:



- Chirc ning : Xem chi tiét ho so tuong img.
- Chitc ning : X6a ho so twong img.

- Chirc nang A nopnd sol . Nop hé so tuong (mg.

Dé ndp nhiéu hd so tai mot thoi diém, anh/chi cé thé thue hién bing cach tich chon 14t

ca nhimg hd so cin giri, sau d6 nhén nat =™ "°*% 48 thyc hién chire nang ndp nhidu hd
S0.

Sau khi chon [ Népné sol hozc BMPM® st Form xédc nhén chix ki sb s& hién thi

X4c nhan chix ky s0

ganh nghEo
o ok

O MU T

Hi so gila ban 32 Juoc hep nhdn & ol iy ngay il of chdng thuc chil oy =0 hop @

Hop khdng xac thirc

- Dé thyuc hién ndp hd so, anh/chi vui long tham khao phin hudéng din “Hudng dén ca
dat plugin hé tro va huéng dan nop ho so” tai muc 1. Mt so chire ning co ban. Vé cc
ban dén déy da két thic qua trinh ndp ho so.

Luu y: Truomg hop ho so & danh séch ¢ trang théi 1a “Bd sung ho so’™;

SO DN8874898 ) P |
30/11/2016 1008 34 sung hé so & xem @ x
Ngay 02/11/2016 W

Ho so nay 1a hé so dd giri 1én trude do, nhung do trong hd so bi thiéu fi le dinh ken
hodc thiéu théng tin nao do, bén quan 1y tra lai dé anh/chi cdp nhét lai ndi dung ho so. Dé cd

nhat lai ndi dung hu so anh chi chon nut tuong ng voi hé so cdn bo sung, giao dié
trang chinh sira hién thi cing véi thong diép véu cau bd sung ma bén phia quan 1y da gui lai.

Hé so yéu cau bd sung
Nody yhu chie 30112018 1647

L Ly do BS sung bio cao giai trinh nhu cdu si¥ dung ngudi lao déng nude ngoai

Anh chi xem 1y do bd sung va thyc hién cép nhit lai diy dir cac trirdmg théng tin ch
ho so, sau dé quay tror lai trang danh sach hd so va tién hanh ndp lai hé so.
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1.5. Xie nhin khong thuje dién cip phép
Chire ning cho phép doanh nghiép diang ky danh sdch ngudi lao dong nude ngoi:
khong thuoc dién cap phép. Trén man hinh giao dién chirc ning anh chi chon chire nang xdc
nhin khing thuje dién cip phép

Xac nhan khong thuge dién cap giay phep

Trong ot han 03 nodv am viec ke b npdy nhan 8¢ id =0 &2 gl s3c nhén
khiing thudc dign cap gidy ohep lao 3dng
C00Andp COBhzunghdza 0 Xaenhdn

Giao di¢n chirc ndng xéc nhin khong thue dign cap gidy phép hién thi nhur hinh duai.
anh chi thue hién nhip thong tin cho hd so ding ki cdp phép theo trinh ty nhu sau:

’rxac nhan khéng thuéc dién cip phép # Doanh nghidp Th chire Mhi thau
ot d& nghi cdp GPLD cho ngurirl lao ddag nirdrc ngodi.
CUC WVIEC LAM

Shvan ban (DNNTITC) Moay ban hanh vin ban

Thong tin ngurod lao dong Canh sach trich ngang Thanh phidn ho s

He wid ten Mgy sinh Gafri tinh

HNam

Péu tién anh chi xac dinh vi tri ding ki xdc nhan khong thude dién cép phép:
+ Néu anh chi ding ki xac nhian khéng thudc dién cdp cho don vi la doanh
nghiép thi chon muc doanh nghiép | ® Doanh nghiép Ta chire Nha thau |
+ Néu anh chi dang ki xdc nhan khéng thude dién cp cho don vi 1a 6 chirc,

hi, doan thé thi chon muc 3 chirc L__0canhnghidp e Tachic  Nnathdu]
¢ Néuanh chi dang ki xdc nhdn khéng thugc dién cdp cho don vi la nha thiu thi
chon mue nha thiu | Deanhnghiép  Téchie @ Nhathiul

Sau khi chon vj tri ding ki xdc nhin khong thudc dién cﬁp_. anh chi nhap s6 van ban
cua DN/TC/NT va nhép ngay ban hanh véan ban.
'['iép theo anh/chi tién hanh nhip théng tin cia ngudi lao déng khong thude dién cap.

Mic dinh giao dién s& hién thi tab Thong tin ngwdi lao dfng va cdic truomg thong tin cia

ngudi lao dong. Sau khi nhap day du cdc thong tin cua ngum lao déng anh chi nhan nit

R (8 1T théng tin ngudri lao dong khong thude dién cip phép vio hd so dang kv.

- Trudmg hop nhan nit huu lai khi nhdp méi thong tin ngusi lao dong, hé théng sé tién
hanh tao méi ho so dang ky xéc nhan va luu théng tin cia ngudi lao dong vira nhap
vio ho so.

- Truémg hop nhan nit hru lai khi thém ngudi lao ddng ciia mot hd so ding ky da co, hé
thong thém théng tin ngudi lao dong nay vao ho se duge thém.

I3
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Sau khi nhén ndt lu, giao dién chuyén sang tab danh séch trich ngang. Tai giao dicn
ndy anh chj s& théy duoc danh sach nhimg ngudi lao dong thude ho so dang ky khong thuoe
dién cAp ma anh chi da nhdp. Anh/chi ¢6 thé thém nhiéu ngudi lao dong trong mdt ho so dang

ky xdc nhin khong thudc dién cip bing cich nhén nit S Thémnguoilodong  pa péng <&
chuyén vé tab Théng tin ngwdi lao ddng dé anh/chi thém thong tin ngudi lao dong khac.

Théng tin nguoi lao dong Danh sich trich ngang Thanh phin hé ser

7] Thiem ngue lao déng
STT Hovadtén 54 ho chisu Thao tic
1 Alex Marin G2312312312 & xem O néa

Sau khi nhdp thong tin cho tat ca cac ngudi lao dong khong thuje dién cip. anh/chi
mé sang tab thinh phin ho so dé tién hanh dinh kém céc hd so. van ban, danh sich trich
ngang cua ngudi lao dong, cac giay o lién quan.

l

Théng tin ngwér lao déng Danh sach trich ngang Thanh phidn ho sor

H3y t3i don dang k¥ TAI DAY,

STT Tén ho so Tép dinh kam

© Vvan bdn 38 nghi xac nhidn nouot lao
1 @#ng nude ngoal khdng thudc cién cip i
GPLO theo k50 50 4 |

Sau khi chon ddy dit cac thanh phan h so, anh/chj nhdn nit dé hru cac
file thanh phin hd so ma anh chi vira chon vao ho so dang ky xac nhan khéng thude dién cap
Hé so sau khi nhan liu s& hién thi xudng danh sach xac nhén khéng thugc dién cap phep phi:
duai.

| Danh sach xac nhin khong thuge dién cap phép
L5, Nép b sor . - - hon - - - 11 . F
|z STT Heova 1&n Hgay gui Trang thal Thao tig
1 Alex Brain Chua-gi # s T xce
Ngay sinh. 10{11/1988 A nsondse
1

V&i mdi hd so dang ky cdp gidy phép s& c6 3 chire ning di kém theo:
| 2> " q
- Chirc nang E_KEI : Xem chi tiét ho so twong (mg.
- Chire ning - X6a hd so tuong (mg.

” - i = 1 -
- Chirc niang <A Nophé so| . Ngp hé so tuong img.



DE ndp nhiéu hd so tai mdt thesi diém, anh/chi co thé thye hién bang cich tich chon tét

3 o H % s . £ s Ju Nop hd 3 i . = =k «d 3
ca nhimg hé so can giri, sau d6 nhan ndt = ™*""**% & thyc hién chirc ndng ndp nhiéu hé
s0.

Sau khi chon [@ Nephbso] hoge “M#%% 114t form xac nhan chir ki sb sé hién thi

ieai

¥ac nhan chir kv s

Lgann nghisdp

Co hidy Gt

1
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Fé st ciia ban 5F duoc ilp nhin & 2l-5f ngay khi 28 ching thirs chiy ke 8 herplé ~
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Dé thue hién ndp hd so, anh/chi vui long tham khao phan huéng din “Hudmg dan cai
dat plugin ho trg va hudmg dan ngp ho so™ tai muc I. Mot so chire nang co ban. Vé co bin
dén dady da ket thic qua trinh ndp ho so.

Luru y: Truomg hop hd so & danh sach c6 trang thi 12 “Bd sung hd so™:

| . ~

S5 DNEs74838 : : .
I B ] 301720151008 26 sung hd so & xem O xéa
| Ngay: 02/112016 i

Hb so ndy la hd so dd giri lén truée do, nhung do trong hd so bi thiéu file dinh kém
hodc thiéu théng tin nio dé, bén quan 1v tra lai dé anh/chi cdp nhdt lai ndi dung ho so. Pé cip
nhat lai néi dung ]}E‘r so anh chi chon nit tirong img véi hé so cén b sung, giao di¢n
trang chinh stra hien thi cing véi thong diép yéu cau b sung ma bén phia quan ly da g lai.

Ho so yéu cau bd sung

Fgay viu CEy J0TI2DAE 18T

|

Ly 60 BS sung bds cdo gidi trinh nhu cdu s0 dung ngudi 120 déng nude ngodi

, Anh chi xem ly do bd sung va thye hién cép nht lai ddy du cc truong thong tin cho
ho so, sau d6 quay tré lai trang danh séch hé so va tién hanh ndp lai hé so.
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