HUONG DAN SU DUNGTHU'C HIEN NQP HO SO DICH VU CONG
LINH VUC CAP, QUAN LY CAN CUOC

I. Tra ctru thu tuc hanh chinh

Cong dan truy cdp Coéng Dich vy cong Qubc gia
(https:/dichvucong.gov.vn/) hodc Céng Dich vu céng Bo Coéng An
(https://dichvucong.bocongan.gov.vn/ ), thuc hién ding nhip bang tai khoan
VNelD d3 dugc cdp va tra ctru thil tuc hanh chinh. Cong dan xem chi tiét hudng
dan cua thu tuc hanh chinh va chon [Nop ho so], hé thong diéu hudng sang trang
ké khai ho so cua dich vu cong tuong tmg.

Il.  Thi tuc Cip thé ciin cwde cho ngudi tir dit 14 tudi tré 1én

Buéc 1: Cong din ké khai théng tin ho so
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THONG TIN NGUDI CAN CAP CAN CUTGT ~

() MNguii ki khai 1 ngudd cnefp clin cuds

(®)  Mgudi ki khai 1 chayd mesd nguidi dai dién bop phap oda ngui cin cip ciin cudc
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Trong do: ’ 7
- Thong tin ngudi ké khai: h¢ thong tu dong hién thi theo thong tin tai
khoan.


https://dichvucong.gov.vn/
https://dichvucong.bocongan.gov.vn/

Ho, chit dém va tén; Ngay, thang, ndm sinh; SO dinh danh c4 nhan: khong
cho stra.

S6 dién thoai, Thu dién tir: cho phép stra

- Théng tin ngudi can cap cin cude:

Trueong hop: Newoi ké khai la ngieoi can cdp can cude. Cong dan khong can
ké khai thém thong tin ca nhan.

Truong hop: Nguoi ké khai la cha/ me/ nguoi dai dién hop phap cua nguoi
can cdp cin cuée. Cong dan nhap:

+ Ho, chit dém va tén*: nhap day du ho tén theo gidy khai sinh (str dung bo
g0 Unicode va bo go Tay Nguyén)

+ Ngay, thang, nam sinh*: chon tir bang lich hodc nhép ngay sinh cua ngudi
can cap can cudc tir du 14 tudi tro 1én

+ G161 tinh*: chon trong danh muc gi6i1 tinh

+ S6 dinh danh ca nhan*: nhap 12 s dinh danh ca nhan ctia ngudi can cap
can cudc

+ Moi quan hé cta nguoi ké khai voi nguoi can cip can cudc*: bat budc
chon 1 trong danh sach cha, me, nguoi dai dién hop phap.

Cong dan chon “Kiém tra thong tin trong CSDL Quoc Gia vé Dan cu”

+ Néu bo _thong tin cua nguoi cap can cudc hodc mdi quan hé giita ngum ké
khai va ngudi can cap can cudc khong ding tim thay trong Co so dir liéu Qudc gia
vé Dan cu, cong dan lién hé voi co quan quan 1y cu tri dé kiém tra va diéu chinh
thong tin.

+ Néu cdng dan khéng co noi thuong trd/ noi tam tra/ noi ¢ hién nay, cong

dan thuc hién céac thua tuc Ve dang ky cu tr dé bo sung thong tin.

+ Néu thong tin ngudi can cip cin cude hop 18 thi chuyén ké khai tiép tai
budc 2.

< Buwde 2: Ké khai thong tin tiép theo

v Ving Thong tin dé nghi:

THONG TIN BE NGHI

Ly do cap*

~Chign

Cap thise hign = Corquan thare hidn *
(®) Cdp Tinh

() Céip Huyén

Trong do:

- Ly do cip: cong dan chon 1 1y do cip theo diing thuc té.

- Cép thuc hién va co quan thyc hién: cong dan duoc lya chon co quan thuc
hién theo noi cu trai (khdp véi dit liéu trong CSDL QG vé Dan cu)

+ Cép Tinh: cong dan chon Co quan thuc hién theo Tinh/ Thanh phé



+ Cap Huyén: Cong dan chon Tinh/ Thanh phd va Huyén/ Quan tuong ung.

< Bwdc 3: Cong dan bdt bugc tich chon “Téi xin cam doan nhiing thong
tin ké khai trén la dung sw that”

< Buwdc 4: Chon tinh huéng

- Quay lai: Quay lai trang trudc do

- Xem DCO02: Cong dan tai vé to khai theo mau DCO02 dé xem lai thong tin
da ké khai.

- Luu va tiép tuc: Cong dan lya chon 1 ngdy lam viéc trong danh sach
“Ngay duogc chon” trén bang lich.
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Thid gian thu nivin théng tin cén cude cing din

Khi cong dan chon [NGp ho so], h¢ thong hién thi ctra s6 yéu cau xac nhan:

Wui léng xac nhan thong tin ding ky Cap thé Can Cudcl
Né&u cong ddn khéng dén Co quan Cong an theo lich hen (néu cé),
hé so sé& tyr ddng hiy.

| Huy bé | B -’i |

Cong dan Cong déan chon [Dong y1, hé théng hién th1 thong bao “Ho so gui
thanh cong!” chuyén hd so t6i can bo tiép nhén.

Néu cong dan chon [Quay lai] trén man hinh dat lich: tro vé giao dién ké
khai hd so, hién thi thong tin da ké khai va cho phép stra.

1. Tha tuc Cip thé ciin cuwée cho ngudi dudi 14 tudi

< Buéc 1: Cong din ké khai thong tin hé so
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Trong do:

- Thong tin nguoi dé nghi: hé théng ty dong hién thi theo thong tin tai
khoan.

Ho, chit dém va tén; Ngay, thang, ndm sinh; S dinh danh c4 nhan: khong
cho stra.

S6 dién thoai, Thu dién ti: cho phép stura

- Thong tin nguoi can cdp cin cudc:

+ Ho, chir dém va tén*: Nhéap ho va tén theo b§ gd Unicode va by go Tay
nguyén

+ Ngay, thang, nam sinh*: chon tir bang lich hodc nhap ngay sinh cho cong
dan duéi 14 tuoi.

+ G161 tinh*: chon trong danh muc gidi tinh

+ S6 dinh danh c4 nhan*: nhap 12 s6 dinh danh c4 nhan

+ Mdi quan hé cta nguoi dé nghi véi ngudi can cdp cin cude*: bat budc
chon 1 trong danh sach cha, me, ngudi dai dién hop phap.

Cong dan chon “Kiém tra thong tin trong CSDL Quéc Gia vé Dan cu”



+ Néu bod _thong tin cua nguoi cap cin cudc hodc mdi quan hé giita nguoi ké
khai va nguoi can cap can cudc khong dung tim thay trong Co s¢ dir licu Quoc gia
vé Dén cu, cong dan lién hé voi co quan quan 1y cu tra dé kiém tra va diéu chinh
thong tin.

+ Néu cong dan khéng co noi thuong tri/ noi tam tra/ noi & hién nay, cong

dan thuc hién céac thu tuc Ve dang ky cu tr dé bo sung thdng tin.

+ Néu thong tin ngudi can cip cin cude hop 18 thi chuyén ké khai tiép tai
budc 2.

% Buwde 2: Ké khai thong tin tiép theo

v Viing Thong tin dé nghi:

HINH THUC CAP ~
Ly do cdp * Loai hd so *
C&p thé cén cudc [an dau X - Cap thé can cudc cho ngudi dudi 14 tudi v
Cép thuc hién * Co quan thuc hién *
Cép Tinh Cong An Thanh phd Ha Ngi x -

= CE A
@) CépHuyén Céng An Huyén Phi Xuyén x-

Trong do:

- Ly do cap: Mic dinh hién thi 1y do cap “Cap thé can cudc lan dau” va
khong cho stra.

- Cép thuc hién va co quan thuc hién: cong dan dugc Iua chon co quan thuc
hién theo noi cu trai (khdp véi dit liéu trong CSDL QG vé Dan cu)

+ Cép Tinh: cong dan chon Co quan thuc hién theo Tinh/ Thanh phé

+ Cap Huyén: Cong dan chon Tinh/ Thanh phd va Huyén/ Quan twong ung.

v Thong tin noi nhan thé can cudce: truong hop nguodi can cap can cude dudi
06 tudi, cong dan nhap thong tin noi nhan thé can cudc 1a noi cu tri cia tré:

THONG TIN NOI NHAN THE CAN cutc A

Cdng dén dién théng tin dia chi' nai nhén két qua qgua duimg buu dién thea nol & hién tald Nod tam tedy Noi thudng te

{Phi chuyén phat do cong dan chi trd)

Tinh/ Thanh phé Quén/ Huyén Phudmg/ X3

Bja chi (56 nha, dudng phd, than, xom, lang, ap, ban, budn, phum, s6c)

Hg va tén ngurdi nhan 56 dign thoai lign hé

v Cong dan bat budc tich chon “Téi xin cam doan nhiing théng tin ké khai
trén la dung su thdt”
¢ Buoc 3: Chon cdc tinh huong sir dung



- Quay lai: Quay lai trang trude do

- Xem DC02: Cong dén tai vé to khai theo mau DC02 dé xem lai thong tin
da ké khai.

- Luu va tiép tuc: Trudng hop ngudi can cip cin cude tir di 06 dén dudi 14
tudi, cong dan lya chon 1 ngay lam viéc trong danh sach “Ngay duoc chon” trén
bang lich.
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Thid gian thu nivin théng tin cén cude cing din

Khi cong dan chon [NOp ho so], hé thong hién thi ctra s6 yéu cau xac nhan:

ui 1ong xac nhan théng tin dang ky Cap thé Can Cudéc!
Néu cong dén khéng dén Co quan Céng an theo lich hen (néu co),
hé so s& tw ddng hay.

| Huy bd ‘ i lii i |

Cong dan Cong dan chon [Pong ¥], hé thong hién thi thong bao “Hb so gui
thanh cong!” chuyén hd so t6i can bo tiép nhan. Cong dan vui long t6i co quan
cong an noi dang ky thuc hién thu tuc dé thu nhan sinh tric hoc theo lich hen va
hoan thanh nghia vy tai chinh néu co.

Néu cong dan chon [Quay lai] trén man hinh dat lich: trd vé giao dién ké
khai hd so, hién thi thong tin da ké khai va cho phép stra.

- Luu va ndp ho so (danh cho d§ tuoi dudi 06 tudi): Cong dan xac nhin
dong ¥ ndp hod so, ho so duoc gui toi can by tiép nhan. Sau khi hoan thanh viéc cap
cin cude, hd so duoc gui vé noi cong dan ding ky nhan két qua theo duong buu
dién.

IV. Thii tuc Cap doi thé cin cuéce

% Buwdc 1: Cong din ké khai thong tin hé so
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Trong do:

- Thong tin nguoi ké khai: hé thong ty dong hién thi theo thong tin tai
khoan.

+ Ho, chit dém va tén; Ngay, thang, ndm sinh; S6 dinh danh cé nhan: khong
cho sua.

+ S§ dién thoai, Thu dién tu: cho phép sta

- Théng tin ngudi can cap cin cudc:

Truwong hop: Nguoi ké khai la nguwoi can cdp cin cuée, cong dan khong can
ké khai thém thong tin.

T ru"ong hop: Nguwoi ké khai la cha/ me/ nguoi dai dién hop phap cua nguoi
can cdp cin cude. Cong dan nhap:

+ Ho, chir dém va tén*: Nhéap ho va tén theo bd gd Unicode va by go Tay
nguyén



+ Ngay, thang, nam sinh*: chon tur bang lich hodc nhap ngay sinh cho cong
dan duéi 14 tuéi.

+ Gidi tinh*: chon trong danh muc gig1 tinh

+ S dinh danh c4 nhan*: nhap 12 s6 dinh danh c4 nhan

+ Mdi quan hé cua ngudi dé nghi véi ngudi can cp cin cude*: bit budc
chon 1 trong danh sach cha, me, nguoi dai dién hop phap.

Cong dan chon “Kiém tra thong tin trong CSDL Quoc Gia vé Dan cu”

+ Néu bod _thong tin cia nguoi cap can cudc hodc mdi quan hé giita ngu:cn ké
khai va ngudi can cdp can cudc khong ding tim thay trong Co so dit lidu Qudc gia
vé Dan cu, cong dan lién hé voi co quan quan 1y cu tra dé kiém tra va diéu chinh
thong tin.

+ Néu cong dan khéng co noi thudng tri/ noi tam tra/ noi ¢ hién nay, cong

dan thuc hién céac thua tuc Ve dang ky cu tr dé bo sung thdng tin.

+ Néu thong tin ngudi can cip cin cude hop 18 thi chuyén ké khai tiép tai
budc 2.

< Buwdc 2: Ké khai thong tin tiép theo

v" Vung Théng tin dé nghi khac:

THONG TIN DE NGHI KHAC ~

Ly do cap * Loai hd so *

Céng dan tir du 14 tudi tré lén

Cdap thuc hién * Co quan thuc hién *

Cap Tinh

.@. Cép Huyén

Tl xin cam doan nhiig théng tin ké khai trén Ia ding su that
Trong do:
- Ly do cip: cong dan chon 1 1y do cip theo diing thuc té.
- Cép thuc hién va co quan thyc hién: cong dan duoc lya chon co quan thuc
hién theo noi cu tra (khép véi dit liéu trong CSDL QG vé Dan cur)
+ Cap Tinh: cong dan chon Co quan thuc hién theo Tinh/ Thanh phé
+ Cap Huyén: Cong dan chon Tinh/ Thanh phd va Huyén/ Quan tuong ung.
v Thong tin noi nhén thé can cudce: truong hgp nguoi can cap can cude dudi
06 tudi, cong dan nhap thong tin noi nhan thé cin cude 1a noi cu tra cla tré:




THONG TIN NOI NHAN THE CAN cUGC ~

Céng ddn dign théng tin dia chi nal nhdn k&t gud gua Gurdng buu dign thea nal & hign tal/ Nait tam rd/ Ned thadng ted
{Phi chuyén phat do cong dan chi tra)

Tinh/ Thanh pha Quén/ Huyén Phuing! Xa

Bja chi (sd nha, duing phd, than, xom, lang, ap, ban, budn, phum, soc)

Ho va tén ngudi nhan 56 dién thoai lign hé

v/ Cong dan bat budc tich chon “Téi xin cam doan nhitng théng tin ké khai trén
la dung sy that”
< Buwdc 3: Chon cdc tinh hudng sir dung
- Quay lai: Quay lai trang trudc do
- Xem DCO02: Cong dén tai vé to khai theo mau DC02 dé xem lai thong tin
da ké khai.
- Luu va tiép tuc: Truong hop nguoi can cap can cude tir du 06 tudi trd 1én,
cong dan lya chon 1 ngay lam viéc trong danh sach “Ngay dugc chon” trén bang
lich.
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Mgay lam vidc:

Thid gian thu nivin théng tin cén cude cing din

I

Khi cong dan chon [NOp ho so], hé thong hién thi ctra s6 yéu cau xac nhan:



VUi 10ng xac nhén théng tin dang ky Cap thé Cén Cudéc!
Néu cdng dén khéng dén Co quan Céng an theo lich hen (néu cd)
hé so s& tw ddng hay.

| Hly bé H Bong y ‘

Cong dan Cong dan chon [Pong ¥], hé thong hién thi thong bao “Ho so gui
thanh cong!” chuyén hd so ti can bo tiép nhan. Cong dan vui 1ong téi co quan
cong an noi dang ky thuc hién thu tuc dé thu nhén sinh tric hoc theo lich hen va
hoan thanh nghia vu tai chinh néu c6.

Néu cong dan chon [Quay lai] trén man hinh dat lich: trd vé giao dién ké
khai ho so, hién thi thong tin da ké khai va cho phép stra.

- Luu va ndp hd so (danh cho d6 tudi dudi 06 tudi): Céng dan xac nhan
dong ¥ nop ho so, ho so duge giri toi can bo tiép nhan. Sau khi hoan thanh viéc cap
can cudce, hd so duoc gui vé noi cong dan diang ky nhan két qua theo duong buu
dién.

V. Quy trinh ngp hd so Cap xac nhan Sé chitng minh nhan dan 09 sé, sé
dinh danh ca nhan
¢ Buoc 1: Cong dan ké khai thong tin

CAP XAC NHAN SO CHUNG MINH NHAN DAN 09 SO, SO BINH DANH CA NHAN

THONG TIN NGUGI KE KHAI o~
Ho, chir dém va tén * Mgay, thang, ndm sinh *
PHAM THI THOY =55 12/05753550
58 dinh danh cd nhan * 50 dién thoai *
03g19=~nnnan 0945087000
Thur dién tir
ningemiovd@gmail com
THONG TIN CHU THE ~

Nguai ké khai la chi thé thang tin

(@ MNgudi ké khai la cha/ me/ ngudi dai dién hop phép cua chd thé théng tin

Ho, chir dém va tén * MNgay, thang, ndm sinh *
Nguyén Hang Phudc 12/08/2000

Gidi tinh * 50 dinh danh ca nhan *
Mam x - 12345675820

M3i guan hé cla ngudi ké khai vai chi thé théng tin *

Me v

Kiém tra théng tin trong CSDL Qudc Gia vé Dan cu




v Vung théng tin nguoi ké khai

- Hé théng tu dong hién thi thong tin nguoi ké khai tir tai khoan dang thuc
hién dich vu cong

- Cong dan co thé chinh sira sé dién thoai, thu dién tir (yéu cau nhap ding
dinh dang)

v/ Vg thdng tin chi thé thong tin can xac nhan

Truweong hop: Newoi ké khai la ngieoi can cdp can cude. Cong dan khong can
ké khai thém thong tin c4 nhan.

Truong hop: Nguoi ké khai la cha/ me/ nguoi dai dién hop phdp cua nguoi
can cdp cin cuée. Cong dan nhap:

+ Ho, chit dém va tén*: nhap day du ho tén theo gidy khai sinh (str dung bd
g0 Unicode va by go Tay Nguyén)

+ Ngay, thang, ndm sinh*: chon tir bang lich hodc nhap ngay sinh ctua chu
thé thong tin can xac nhan

+ Gidi tinh*: chon trong danh muc gig1 tinh

+ Sb dinh danh c4 nhan*: nhap 12 sb dinh danh c4 nhan

+ Moi quan hé cta ngudi ké khai v6i chu thé thong tin*: bat bude chon 1
trong danh sach cha, me, nguoi dai dién hop phap.

Cong dan chon * “Kiém tra thong tin trong CSDL Quoc Gia vé Dan cu”

+ Néu bo thong tin cua nguoi cap can cudc hodc moi quan h¢ gitra ngum ké
khai va chu thé thong tin can xac nhan khong dang tim thiy trong Co s& dit liéu
Quéc gia vé Dén cu, cong dan lién hé véi co quan quan 1y cu tra dé kiém tra va
diéu chinh thong tin.

+ Néu cong dan khong co noi thudng tri/ noi tam trd/ noi & hién nay, cong

dan thuc hién céac thua tuc Ve dang ky cu tr dé bo sung thdng tin.

+ Néu thong tin ngudi can cip cin cude hop 18 thi chuyén ké khai tiép tai
budc 2.

% Buwdc 2: Nhip thong tin dé nghi

Vung thong tin d& nghi chi hién thi khi nguoi ké khai 1a chu thé thdng tin

hodc hoic budc kiém tra théng tin trong CSDL Qudc gia vé dan cu hop lé.



THONG TIN DE NGHI ~

Cap thure higén * Ca quan thue hién *
Cap Tinh céng An Tinh Lam ©8ng *T
C&p Huyén C8ng An Huyén Di Linh T
@ C3pxa Céng An X3 Dinh Trang Thuong xT

P& nghi xac nhin b dinh danh ca nhin dang sd dung
P& nghi xac nhin 8 dinh danh ca nhin vdi s8 chirng minh nhin dén 09 s&
58 CMND 09 s&

123456789

P& nghi xac nhin 8 dinh danh ca nhin vdi s8 dinh danh cé nhan da hdy
54 dinh danh ca nhén d3 hay

123456789100

- Cap thyc hién — co quan thuc hién: lya chon 3 cap va co quan thuc hién
theo noi cu tra (khép véi dir liéu trong CSDL QG vé Dan cu)

+ Céap Tinh: cong dan chon Co quan thuc hién theo Tinh/ Thanh phd

+ Cap Huyén: Cong dan chon Tinh/ Thanh phé va Huyén/ Quan tuong tmg.

+ C4p Xa: Cong dan chon Tinh/ Thanh phd, Huyén/ Quén va X3/ Phudng
tuong tng

- C6ng dan tich chon it nhat 1 & nghi xac nhan. Néu duoc tich chon, hé
théng cho phép nhap va bat budc nhap thong tin tuong Gng.

+ Sb dinh danh c& nhan: tich chon khi cong dan dé& nghi xac nhan sé dinh
danh hién tai dang c6 hiéu luc

+ S6 CMND 09 sb: yéu cau nhap 9 chit s lién tiép

+ Sb dinh danh c4 nhan da hay: yéu cau nhap 12 chit s6 lién tiép cua sé dinh
danh d& hay can xéc nhan.

% Buwdc 3: Ké khai théng tin nhin két qud




THONG TIN NHAN KET QUA ~

Nhit két qua trén Céng dich vu céng Bé Cong An, Céng dich vu cing Quéc gia
Nhén tai co quan cding an noi tiép nhan hé so
Nhan két qua qua dudng buu dién
Bia chi nhin két qud gidi quyét hé so:
Tinh/ Thanh ph& Quén/ Huyén Phuéng/ X3

Thanh phd Ha N&i %~ Quén Cu Gidy % - Phuéng Mai Dich x

Dia chi (s8 nha, dudng phd, thén, xém, lang, dp, ban, budn, phum, séc)

CH305, tha CT3, Du &n d8u tu xdy dung Khu nha & D22 - BTL B& ddi bién phang

Ho va tén ngudi nhan 56 dién thoai ngudi nhén

PHAM THI THUY HANG 0945087285

Téi xin cam doan nhiing théng tin ké khai trén |3 ding su that

- Cong dan co thé tra ctu két qua trén Cong dich vu céng Bo Cong An,
Cong Dich vu cong Quéc gia va cd thé chon thém 1 trong 2 hinh thuc:
+ Nhan tai co quan cong an noi tiép nhan ho so
+ Nhan két qua qua duong buu dién: cdng dan bat budc nhap boé sung thdng
tin nhan két qua qua dudng buu dién.
% Buwéc 4: Bit bujc tich chon “T6i xin cam doan nhitng théng tin ké khai
trén la dung sw that”
% Bwéc 5: Lwa chon tinh huong sir dung
- Quay lai: Quay lai trang trudc do.
- Xem DC02: Cong dén tai vé to khai theo mau DC02 dé xem lai thong tin
da ké khai.
- Luu va ndp ho so: Ho so s& duoc guri dén can bo tiép nhan néu thong tin
ké khai hop Ié€.




