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Hwéng dan tao tai khoan sit dung phan mém ké khai
Tai va cai dit phan mém

Click vao file cai dit, chon Tiép tuc & man hinh dau tién

-~ Cai dat vBHXH-Viette

Chao miing dén vdi chudng trinh cai

dat vBHXH-Viettel

Churong trinh cai dit s& hudng din ban cai dat

wBHXH-Viettel.

Ban nén ddng t&8t ca cac chudang trinh khac truedc khi bat d8u
cai dat. Bigu nay qgilp viéc c3p nhat cac tap tin hé thdng cd
thé thuc hién durgc ma khéng can phai khdi d8ng lai méy tinh.

Mhan Tién d& t&p tuc.

Hiy ndi theo cach coa ban

Chon thu muc dat
Chon thur muc 38 ci d&t vBHYH-Viette!,

wBHXH-Viettel s& dugc cai 38t vao thur muc sau, BE cai 43t vao mét thur muc khéc, hdy nhdn

*..." d& chon. Nhan "Cai dat” d€ bat dau cai dat.

Thir muc dich

C:Wiettel WBHXH-Viettel

Dung lugng yéu cau: 184, 3MB
Dung lugng hién ca: 43.8GE

Wiekkel

<t || caigst | | Hiybe
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- Poi trong it phut dé hoan thanh cai dat

-~ Cai dat vBHXH-Viettel

Hoan tat cai dat vBHXH-Viettel

vBHXH-Viettel d& dugc cai dat vao may tinh cia ban,

Mhan "Hoan thanh” d& déng churang trinh cdi d&t.

Hiy ndi theo chch cia ban

<10 || Hoanthanh | | Hiybs |

- Trong lan str dung dau tién, néu ung dung thdng bao thiéu thu vién: .Net Framework
3.5, cai dat thu vién nay trudc khi sir dung:

Windows Features

An app on your PC needs the following Windows feature:

NET Framework 3.5 (includes .NET 2.0 and 3.0)

4-"""-—-—-_ _-—--""‘Ih...

9 Download and install this feature
Windows will get the files that it needs from Windows Update and complete the installation.

—» Skip this installation
Your apps might not work correctly without this feature.

Tell me more about this feature
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Il.  Hwéng din ding ky Giao dich BHXH dién tir
1. Dang ky
- DPing nhap Gng dung SDS-BHXH bang tai khoan va mat khau da dang ky & budc |

4

PHAN MEM KE KHAI BAO HIEM

XA HOI
vBHXH Viettel

A

wiETTh=L

e

Hay ndi theo cach cla ban

Tai khoan
SD000015,
Mat khau

Ghi nhé

Pang nhap

w'c tuyén
hing

Dich vu ké khai Bao hié'm x3 hdi tr

Co quan chi quan: Ta

Sau khi dang nhap, trong Menu bén trdi cua ung dung, chon chic nang: “Giao dich
BHXH”, sau d6 trong Menu con, chon “Pdng ky dich vu BHXH”
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@ TONG CONG TY VIEN THONG VIETTEL Phin mém K

Cau hinh t3i khodn
E Bang ky dich vu BHXH
Giao dich BHXH

Thu BHXH, BHYT, BHTHN
Sa BHEH

Bang ky nalrng dich wu BHXH

The BHYT

E Xuat td khai

Tra ciu giao dich

(Quan ly lao dong

Théng tin san phdm

Danh muc hé thing

- Céc théng tin cia khach hang da dang ky trong budc | s& dugc hién thi ¢ khung bén
phai
o Chon chtng thu sb, luu y: dd cdm Token va cai dat phan mém quan ly Token

Thong tin don vi dang ky

Tén cong ty: | Cty Soft Dream
M3 dan vi:  YHS8887 M3 58 thug: 0100691544

Co quan BHXH quan ly:  Quan 20100

v| bang ky giao dich tdt ca cac tha tuc BHXH dién twr
Théng tin chii ky s6 ding dé giao dich
T&n chii the chifng thir s&: @
Tén t& chifc chifng thuc chif ky s6: —
54 Serial chifng thur sG: \

Thai han sir dung chifng thu sd: Tir ngay - Bén ngay ~ i e
Chon chirng thw s6 cla
Bia chi thu dién t: | ZerotheDeath@gmail.com don vi

5§ dién thoai: | (084)-2222222222

o Ung dung sé& tu dong liét ké cac chung thu s6 trong Token, chon Chung thu s6

o Ung dung sau dé ty dong dién cac thong tin cta chung thu sd, hoan tat budc
Ding ky, nhan “Ding ky”
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2. Thay d6i thong tin
- Trén Menu bén trai tng dung, Chon “Giao dich BHXH”, trong menu con chon “Thay
doi thong tin”

@ TONG CONG TY VIEN THONG VIETTEL Phin mém k

E Bang ky dich vu BHXH

Cdu hinh tai khodn
Giao dich BHXH
Thu BHXH., BHYT. BHTN

Bang ky ngirng dich vu BHXH

Xuat ta khai

S8 BHxH

The BHYT

Quan ly lao dang

Tra afu giao dich

Théng tin san phim

Danh muc hé thdng

- Céc thong tin khach hang can thay dbi duoc liét ké & khung hinh bén phai cua ung
dung. Sau khi thay d6i thdng tin, nhan “Thay déi” dé cap nhat va hoan tat qua trinh.
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Ph3dn mém ké khai Bao hiém x3 hai

Thing tin don vi dang ky

Tén cdng ty:
M3 don vi: M3 sd thug:
Cd quan BHXH quan hy:
T&n chi th& chifng thu s8: |
Tén td chirc chirng thuc chif ky s&:
Sd Serial chifng thu s4:
Théi han sif dung chifng thu sa: T ngay BEn ngay
Ngay dang ky chirng thu s&:
Bia chi thu dién tr:
Sd dién thoai:
T&n chii the chifng thir 56
Tén td chirc chirng thuc chif ky s&:
Sd Serial chifng thu s4:
Théi han sif dung chifng thu sa: T ngay BEn ngay
Bia chi thu dién tr:

Sd dién thoai:

Xem trude mau thay ddi Thay ddi

3. Ngung sir dung dich vu
- Trén Menu bén tréi tng dung, Chon “Giao dich BHXH”, trong menu con chon “Pdng
ky ngung sir dung dich vu BHXH”
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@ TONG CONG TY VIEN THONG VIETTEL Phin mém K

Cau hinh t3i khodn
E Bang ky dich vu BHXH
Giao dich BHXH

Thu BHXH, BHYT, BHTHN
Sa BHEH

The BHYT

Quan Iy lac déng

Tra ciu giao dich

Thiéing tin san phdm

Danh muc hé thing

- Céc thong tin khach hang can nhiap dé ngung sir dung duoc liét ké & khung hinh bén
phai cua (ng dung. Sau khi thay d6i thong tin, nhin “Ngung dich vu” dé cap nhat va
hoan tat qua trinh.

11
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Thdng tin don vi dang ky

Tén cing ty:
Ma daon vi: M3 sd thué:

Cd quan BHXH quan ly:

Ly do ngirng:

Théng tin chif ky s6 di dang ky

Tén chi thé chifng thu s&:

1 8N [0 CNUC CNUNG TRWUC CNU Ky
Ly

S& Serial chifng thu s&:
Théi han s dung ching thur sa: Tir ngay BEén ngay
Mgay dang ky chifng thu sa:
BDia chi thu dién tir:

Sd dién thoai:

Théng tin chif ky s6 ding dé& giao dich

Tén chi thé chifng thu s&: Chon chifng thu

1 2N IO CAUC CAUNG TUC CNuwr Ky
cfit

S& Serial chifng thu s&:
Thdi han s dung chifng thu sé: T ngay hd Bén ngay =
BDia chi thu dién tr:

Sd dién thoai:

Xem trugc mau nglng MNgung dich vu

I1l.  Hwéng din ké khai phan h¢ thu BHXH, BHXYT, BHTN
1. Thi tuc bao tang lao dong
» Chon ky ké khai:

Chon ky ké khai

Thang : F1I Nam: 2015

> Ldp phiéu giao nhdn hé so

12
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PHIEU GIAO NHAN HO SO (103)

Thu BHXH, BHYT bt budc

Thai han giai quyét hd so: 10 ngay lam viéc.
Riéng ho sd diéu chinh chirc danh, mirc lw'dng, gia han thé: 5 ngay lam viéc.

Loai gidy t3, bigu miu

I | Ho sd thu BHXH, BHYT khi cé bién déng:
1 ‘ Danh sdch lao déng tham gia BHXH, BHYT (m3u D02-TS, 01 ban)
2 ‘ T# khai tham gia BHXH, BHYT d&i vdi nguii tham gia BHXH [En d&u (m3u TK1-TS, 01 ban/ngursi)
I | 6 sd khac:
il vdi ngudi lao déng 1am cdng vic ndng nhoc, ddc hal: ban sao quy&t dinh hodc hop déng lao déng, hop déng |3m viéc, gidly t¥ cd lign quan khic (theo hudng din tai

céng van 2899/BHXH-THU)..................(kém theo ban chinh d& d&i chifu)

- Lua chon cé4c ho so can ké khai bang cach click vao 6 chon

- CO6 thé chon hét cac hd so can ké khai hoic khong

» Ldp danh sdch lao dgpng tham gia BHXH, BHYT

- CO thé lap truc tiép danh sach lao dong tham gia BHXH, BHYT trén phan mém

M3u s6: D02 - TS

DANH SACH LAO DONG THAM GIA BHXH, BHYT

Pot: Théng: 10 Nam: 2015
Ho va tén S5 djnh danh  CAP bac, chiic vy, chifc danh 0 5500 4z wong Phu cap CV Phucap TNVK b, oo TN nghé (%)  Ph
nghé, noi lam viéc (%)
(B) (1) 2 (€)] (©)] (s) (e)

Tang
L1 Lao ddng
’@n A e >
12 Tt déng
L2.1
L3 Bao hiém y t&
L3.1
L4 Bao hiém that nghié
L41
Cong tang

- Hoic nhap bang cach nap dix liéu
o Tai file miu vé may

13
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Mau s6: D02 - TS
. n
DANH SACH LAO PONG THAM GIA BHXH, BHYT
ip TN nghé (®%) Ph
(6)
I Tang
1kl Lao ddng
by L1 Nguyén Van A o
12 Mic déng
L21
13 Bao hiém y t&
L3.1
L4 Bao hi&m that nghig¢
I4.1
Cdng tang
‘4 »
Danh muc hé so Binh kém
Nhan F2: Thém ddng

o Nhap dir liéu vao file

STT Ho va tén S dinh danh
(A) (B) )

Cap bac, chiic vu, chifc danh
ngh€&, noi lam viéc
(2)

Phu cip TNVK
(%)

(5)

Mifc dong tién ludng Phu cdp CV

Phu cip TN nghé (%) Ph
) (6)

Ting
L1 Lao déng
b L1 Nguy&n Vin A o
L2 Mifc déng
L2.1
L3 Bao hiémy t&
L3.1
1.4 Bao hiém that nghig
L4.1
Cong tang

o Tai file dix liéu 1én phan mém

Miic déng tién luong HIEY u Cip TN nghié (%)  Phi
(3) 6.
I Giam
IL1 Lao déng
IL1.1  NguyénVin A 10.000.000
y IL2 Mifc déng i
IL2.1
3 Bao hiém y t&
IL3.1
L4 Bao hiém that nghié
IL4.1
Céng giam 10.000.000
Chon nit "Map dik ligu” aé
tai file div lidu
4 »
Danh muc hb sg Binh kém /
Nhdn F2: Thém dang ile ma

14



TAI LIEU HUONG DAN SU DUNGPHAN MEM KE KHAI

Version: 2.1

BAO HIEM XA HOI

Ghi dir ligu

Nap dii li&u i excel

Lwa chon sao chép

Chon duéng dan file tai dii |V
Chan File (F3)

(@ Thém wio dif liéu 43 cd

(C)¥da dif ligu cii, 1:hérﬂw.‘y Tai file

Cap bac, chiic vu, chifc danh
nghé&, ndi lam viéc

Phu cap TNVK

Ho va tén 56 dinh danh (%)

Mifc dong tién lrong Phu cip CV

Phu c3p TN nghé (%)
(6)

(8) (1) @ 3) (4) (s)

y I Giam

IL.1 Lao déng
F ILL1  Nguyénvina 10.000.000

IL.2 Miic déng

2.1

1.3 Bao hiém y t&

3.1

1.4 Bao hiém that nghié 0 Cép nhit dirliéu thanh céng.

II.4.1

Céng giam 10.000.000
Nhan nit "Ghi" dé luu l
lai di ligu

4
Danh muc hd sg Binh kém /
Nhdn F2: Thém dang File miu 7/

- Nut “sao chép”: dé sao chép dir liéu ké khai tir cac ky ké khai khac sang ky ké khai

dang thuc hién

Lua chon sao chép

(®Thém vao dir merddod
(¥da dir ligu cl, thém dif ligu mdi

{ ¥ Ch3p nnan (Enter) } = Bing (Esc)

Chon ky k& khai can sao
chép

Chon "Chép nhén" d&
bat dau sao chép

- Nut “x6a”: dé x06a cac dix liéu cua to khai vira nhap, dé c6 thé tién hanh nhap lai
» Ladp to khai tham gia BHXH
C6 thé 1ap truc tiép danh sach lao dong tham gia BHXH, BHYT trén phan mém

15
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M3au s6: TKO1-TS

TO KHAI THAM GIA BAO HIEM XA HOI, BAO HIEM Y TE

v en S6 dinh danh Ngay sinh  Gidi tinh Dan thc Quédc tich Qué quan tinh, thanh

1 Nguyén Vin A

Mhap di¥ liu trwc tiép trén phan mém

4

Danh muc ht s¢ D02-TS RIGOIENEN  Binh kém

Nh3n F2: Thém dang File méau

Nhan F11: Xda déng [ Wap dif ligu (F8) = Sao chép (F7) Lam mdi (Esc) B chi(F5) * Déng (F12)
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TAI LIEU HUONG DAN SU DUNGPHAN MEM KE KHAI

» 2 . A Version: 2.1
BAO HIEM XA HOI

Hozc nhap bang cach nap dix liéu
o Tai file miu vé may

M3u s6: TKO1-TS

TO KHAI THAM GIA BAO HIEM XA HOI, BAO HIEM Y TE

S5 dinhdanh  Ngaysinh  Gidi tinh Dan the Quék tich Qué quan tinh, thanh 28 ‘ﬂ.ﬁgr‘]“@“’ TR ETeE, T

Mguy&n Vin A
2 *

Tai file m3u v& may bang

/ céch nhan véo "File mau"
] 3
Danh myc ht sd  D02-TS RELGEREN Binh kém B

Nhan F2: Thém déng File méy

~ ~ -A pY -
o Nhap dir liéu vao file

BHXHTN Phuong thific dong BHXHTN  ©36i tw'dng tham gia BHYT  Miic tién lam cdn cifdéng BHYT  Phudng thifc dng BHYT Chi tigt
1 Mguyén Vin A B Thém chi tigt
2 Mguyén Vin B [ Thém chi tigt
3 ¥ Nguyén Van C B Thém chi tigt
4 0 Thém chi tigt
* Bam vao day dé thém mdi.... 1]

o Tai file di liéu 1én phan mém

Mau s&: TK01-TS
TO KHAI THAM GIA BAO HIEM XA HOI, BAO HIEM Y TE
BHXHTN Phudng thifc déng BHXHTN  P4di twigng tham gia BHYT  Miic tién lam can ciidéng BHYT  Phuong thi'c déng BHYT Chi tiét
1 Nguyén Vin A [ Thém chi tidt
2 Nguyén Van B | [ Thém chi tigt
3 » Nguyén Vin C [ Thém chi tist
4 | [0 Thém chi tigt
#  Bam vao ddy ad them md.... '0 % i
(] Nap dil ligu til excel
Lira chon sao chép .
- Chon dwirng dan téi file div
Chon duding dan file tii div ligu
(®Thém vao dif liéu da cé
(xéa dif ligu cii, thém diF lidu mdi 3
T a Tai di ligu
I T |
4 Chon "Nap dir ligu" g6 taifile »
Danh myc hd ¢ DO2-TS Dinh kém 1_
Nhan F2: Thém dong Flemdy 7
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TAI LIEU HUONG DAN SU DUNGPHAN MEM KE KHAI o
5 2 . A Version: 2.1
BAO HIEM XA HOI

- Ghidt lidu

M3au sé: TK01-TS

TO KHAI THAM GIA BAO HIEM XA HOI, BAO HIEM Y TE

BHXHTN Phuong thifc dong BHXHTN  P6i tuigng tham gia BHYT  Midc tién lam cin cifdong BHYT  Phudng thifc dong BHYT Chi tiét

Nguyén Vin A B Thém chi tiét
| [ Thém chi tigt

B Thém chi tigt
\ [ Thém chi tit
)]

1

2 Nguy&n Vin B
3 » Nguyén Van C
4

#  BAmvio dhy 68 them mdi....

Mhan "Ghi" dé Ivu di
ligu

4

3
Danh muc hé sg  D02-TS lii:iﬂ Binh kém /

Nhan F2: Thém déng

File mdu

4

Lo 99,

- Nut “sao chép”: dé sao chép dit liéu ké khai tir cac ky ké khai khac sang ky ké khai
dang thuc hién

Chaon ky ké khai can sao
chép

Lwa chon sao chép

Mam 2015

(®Thém vao dir eudd o
(¥da dif lidu ci, thém dif liéu mdi

Chon "Chép nhin” d&
bat d3u sao chép

{ ¥ Chap nnan (Enter) )] x Bdng (Esc)

- Nut “x6a”: dé x6a cac dir liéu cua to khai vira nhap, dé c6 thé tién hanh nhap lai
> Ldp ho so dinh kém
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TAI LIEU HUONG DAN SU DUNGPHAN MEM KE KHAI

» 2 . A Version: 2.1
BAO HIEM XA HOI

PINH KEM

e
Loai gisy t&, biu miu A Chon tép dinh kém -
(1) (2)

Chon tép dinh kém

Thém diF liéu dinh kém ‘ Chon "Ghi" dé tai file dinh

Danh muc hé D02-Ts  TKO1 - TS \

Ffihan F2: Thém dong

\
Nhan F11: Xda dong E napdirliéu (F8) Bl Sao chép (F7) (J Lam mdi (Esc) © xda(F3) @

2. B&o giam lao ddng va xac nhan sé6 BHXH ddi véi cac truong hep nging viéc
> Chon ky ké khai:

Chon ky ké khai

Thang : F1I Nam: 2015

> Ldp phiéu giao nhdn hé so

PHIEU GIAO NHAN HO SO (103)

Thu BHXH, BHYT bt budc

Thai han giai quyé&t h6 sa: 10 ngay lam viéc.
Riéng ho sd diéu chinh chi’'c danh, mirc Iveng, gia han thé: 5 ngay lam viéc.

Loai gidy t, bigu miu

» | I |H0 sd thu BHXH, BHYT khi cé bién ddng:
1 | Danh sach lao ddng tham gia BHXH, BHYT [mgu D02-TS, 01 ban)
IT | HO so khac:
1 | Chdng tir ndp tién - néu cd (Ban sao) O
2 | Thé BHYT cdn th&i han s dung (01 thé/nguidi) O
3 | Bién ban tra thé BHYT ddi vdi trugng hop don vi d3 ndp trudc dé - néu cd (Ban chinh) []
4 ?Buyét d‘\_r;h,-’Thﬁnq bdo chdm dit hgp déng lao déng... (Ban sao, 01 ban/ngudi) hodc Quyét dinh/Théng bdo chdm dit hgp déng lae ddng tip thé dinh kém danh sich 0
an sao

> Ldp danh sach tham giao bao hiém xa hgi (danh sdch cdc lao dgng nging viéc)
- CO thé lap truc tiép danh sach lao dong tham gia BHXH, BHYT trén phan mém
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TAI LIEU HUONG DAN SU DUNGPHAN MEM KE KHAI
BAO HIEM XA HOI

Version: 2.1

bot: Thang: 10 Nam: 2015
Ho va tén SGdinh danh AP h:;h:h:‘; ‘;:nf:'::c danh e déng tién ong Phy cip CV i f(”z NV
(8 &) o @ ) =

I Giam
i 5
.2 -
II.2.1
I3 Bao hiém y t&
Im.3.1
.4 Bao hi#m thit nghié
41

Cdng giam

DANH SACH LAO PONG THAM GIA BHXH, BHYT

Phu cip TN nghé (%)

Miu s&: D02 - TS

Phi
(6)

Hozc nhap biang cach nap dix liu

o Tai file miu vé may

4

Ho va tén
(B)
i Giam
*s IL11  NguyénVin A
.2 Miic déng
2.1
13 Bao hiém y t&
3.1
1.4 Bao hiém that nghig
4.1
Cong giam

Danh muc hd sg Binh kém

DANH SACH LAO DONG THAM GIA BHXH, BHYT

bot:

Thang: 10

Cap bac, chiic vu, chiic danh
nghé, noi lam viéc
(2)

S dinh danh
6))]

Mifc dong tién Iwong Phu cdp CV

)

Phu cip TNVK
(%)

(5)

Miu s6: D02 - TS

Phu cip TN nghé (%) Phi
(6)

Nhan F2: Thém déng
Nh3n F11: Xda dong

C Eile miu )

[ nNap dif liu (F8)

2 Sao chép (7) o e ) @ chi(rs) [ x Bang(F12)

o Nhap dir liéu vao file

Cap bac, chiic vu, chiic danh

Phu cap TNVK

Ho Er:)tén So di_zl;l)da nh R itk Miic dong tién lucng Phu E:jl)p cv (%) Phu cap T(l;)nghé (%) Ph
(@) 6]
I Giam
IL.1 Lao ddng
ILL1  NguyénVin A 031233123 Thir ky 10.000.000 2 z
b IL2 Miic dong
IL21
IL.3 Bao hiémy t&
IL.3.1
1.4 Bao hiém that nghié
IL.4.1
Cong giam 10.000.000 2
. g . ~ 2 1
o Tai file dix liéu I&n phan mém
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TAI LIEU HUONG DAN SU DUNGPHAN MEM KE KHAI

» 2 . A Version: 2.1
BAO HIEM XA HOI

Ho va tén SGdinhdanh 3P DG chiic vy, chifc danh
= = ngh&, noi lam viéc

Mifc dong tién Iudng Phu cip CV Hi C‘EEINVK

Phu cdp TN nghé (%) Ph
(6)

(B) ) I3 - 3) (4) 5)

il Giam

L1 Lao déng

IL11  NguyénVinA 10.000.000
» IL2 Mifc déng

m21

I3 Bao hiém y t&

2.1

L4 Bao hiém that nghié

4.1

Cong giam 10.000.000

Chon nat "Nap di¥ ligu” a8
tai file di ligu

4

Danh muc hd sd BeliPgEl  Binh kém /-

Nhan F2: Thém déng
MNhan F11: Xda déng

Nap dii liéu i excel

Lwa chon sao chép .
. Trd dwdrng dan
Chon duiing dan file tai dir liéu

on File (F3)

(@ Thém vao dif liu d3 cd
(1¥da dif ligu cd, thém du’ liéu midi Tai file

—_—

SGdinhdanh 4P 'f;h:":;_l T:nf\'«':sf: danh o déng tign ludng Phu cap CV Fig “‘?,z TNVK by cap TN nghé (%) Ph
@ R @ @ = ®

p I Giam

.1 Lao déng
F ILL1  Nguyénvina 10.000.000

IL.2 Miic déng

m21

IL.3 Bao hiém y t&

m3.1

L4 Bao hiém that nghig o Cap nhat di liéu thanh cong.

mai

Céng giam 10.000.000

lai diF ligu

Nhén nit "Ghi" d& luu l

4

Danh muc hd 56 BeliPgEl  Binh kém /

Nh3n F2: Thém déng Eile mdu
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TAI LIEU HUONG DAN SU DUNGPHAN MEM KE KHAI

> 2 . A Version: 2.1
BAO HIEM XA HOI

- Nut “sao chép”: dé sao chép dir liéu ké khai tir cac ky ké khai khac sang ky ké khai
dang thuc hién

Chon ky ké khai can sao
chep

Lua chon sao chép

Mam 2015

(@ Thém vao dir nerddod
(IXda dif liéu cii, thém dif lifu mdi

Chon "Chap nhan" dé
{ « Ch3p nnan (Enter) b = Bdng (Esc) bat d4u sao chép

- Nut “x6a”: dé xo6a cac dix liéu cua to khai vira nhap, dé co thé tién hanh nhap lai
> Ldp hé so dinh kem

DINH KEM

e
A Chon tép dinh kém o Xem
(1) (2) ()

e

Chon tép dinh kém

Loai gidy td, bidu mau

E=l

Thém diF liéu dinh kém Chon "Ghi" dé tai file dinh

Danh muc hé sg="D02-TS  TKO1 - TS \

Ffihan F2: Thém dong

\
Nhan F11: X0a dong B Nap ditligu (F8) Bl Sao chép (F7) 5 Lam méi (Esc) Y Xda (F3) @

3. Thay d6i lao dong va xac nhan s6 BHXH ddi véi don vi thay d6i phap nhan,
chuyén quyén sé hiru, sap nhap
> Chgn ky ké khai:
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TAI LIEU HUONG DAN SU DUNGPHAN MEM KE KHAI

» 2 . Version: 2.1
BAO HIEM XA HOI

Chon ky ké khai

Thang : F1I Nam: 2015

> Ldp phiéu giao nhdn hé so

PHIEU GIAO NHAN HO SO’ (103)

Thu BHXH, BHYT bét budc

Thai han giai quyét hd so: 10 ngay lam viéc.
Riéng h sd diéu chinh chiic danh, mirc lw'eng, gia han thé: 5 ngay lam viéc.

Loai gisy t&, biu miu

» I | HG s¢ thu BHXH, BHYT khi cd bi&n dong:
1 | Danh sach lao ding tham gia BHXH, BHYT (mgu D02-TS, 01 ban)

IT | H6 sd khc: /

Chon hd so cén ké
khai

Ghi di¥ ligu

\
B Nap dirliéu(F8) BN Sao chép (F7) T T ) Xé6a (F3) @ x Déng (F12)

> Ldp danh sach tham giao bao hiém xa hgi (danh sdch cdc lao dgng nging viéc)
- CO thé Iap truc tiép danh sach lao dong tham gia BHXH, BHYT trén phan mém
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TAI LIEU HUONG DAN SU DUNGPHAN MEM KE KHAI
BAO HIEM XA HOI

Version: 2.1

DANH SACH LAO DPONG THAM GIA BHXH, BHYT

bot: Thang: 10 Nam: 2015

Cip bac, chifc vu, chifc danh

Phu cdp TNVK

Méu s6: D02 - TS

Ho va tén 546 dinh danh nghié, noi l3m viéc Mirc dong tién Iudng Phu cip CV (%) Phu c3p TN nghé (%)
(8) @) @) ) (a) =) (6)

I Tang

L1 Lao do
NCT11 | Nguydn van A _>

L2 Miic dong

L21

L3 Bao hiém y t&

31

1.4 Bao hiém that nghié

L4.1

Cdng tang

I Giam

II.1 Lao ddng

I.1.1

I1.2 Mifc dong

I1.2.1

IL3 Bao hiém y t&

II.3.1

1.4 Bao hiém that nghié

I1.4.1 h
4 3
Danh muc hd s¢ BDinh kém

han F2: Thém ddng File mau

Nhan F11: Xda ding

[@ nap dif ligu (F8) =8 sao chép (F7) Lam mdi (Esc) =  Ghi(F5) % Bdéng (F12)

Hozc nhap bang cach nap dir liéu

o Tai file miu vé may

DANH SACH LAO B@NG THAM GIA BHXH, BHYT
LrE Thang: 10 Nam: 2015

Cap bac, chiic v

Ho El:)tén nghia, ndi 15 Phu (cjiip Ccv
s Giam
_ | |
o ILL1 Nguyé&n Van A (]
II.2 Mirc déng
IL2.1
IL.3 Bao hiém y t&
II.3.1
IL.4 Bao hi€m that nghié
IL4.1
CBng giam

4
Danh muc ht s¢ RElFPREN  Binh kém

Phu cap TNVK
(%)

(5)

M3u s&: D02 - TS

Phu cip TN nghé (%) Phi
(6)

Nhan F2: Thém déng ( File mau )

Nhn F11: Xda dong [ Nap doligu (F8) |28 Sao chép (F7) Lam mdi (Esc) @ chirs) J| x Bong (F12)

o Nhap dir liéu vao file
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TAI LIEU HUONG DAN SU DUNGPHAN MEM KE KHAI

> 2 . A Version: 2.1
BAO HIEM XA HOI

Ho Ef:)tén Sc’i'di_?r)danh Cap "f;h:h:fi ‘I':“f",'gf: danh dén?;)ién lufong Phy (ffip cv i C(‘?,Z)T NWVK  phy cap T(l:)ngha (%) P
(2) ()
I Giam
mw1 Lao ding
IL1.1  Nguydn Vin A 031233123 Thu ky 10.000.000 2 2
» IL2 Miic déng :
m2.1
L3 Bao hi€ém y t&
m3.1
1.4 Bao hi&m that nghié
m4.1
Cong giam 10.000.000 2

o Tai file dix liéu 1én phan mém

Ho El:)tén Sﬁ'di_?r)danh cap 'f;h;h:; ‘fg—‘;.f:'%f:da"" Mifc dén?;):'én Iifing Phu E:‘éip ov Phy ¢p TNVK  py cap T(l:)ngh’é (%) Ph
(2) [©)]
i Giam
.1 Lao dgng
ILL1  Nguyén Vin A 10.000.000
» 12 Miic dong ! !

IL.2.1
IL.3 Bao hiémy t&
IL3.1
IL4 Bao hiém that nghié
IL4.1

cang giam 10.000.000

Chon niit "Nap di ligu” aé
tai file di lidu

“ 3
Danh myc hé sg QeliPgEN  Binh kém /’

Nhan F2: Thém déng
Nhan F11: Xda dong

Nap dii ligu ti excel

Lva chon sao chép

Chon duding dan file tai dif |V

(@ Thém vao dif liéu d3 cd

(_)1Xda dif liéu ci, mémwﬂ Tai file '

R T

Ghi dix ligu
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TAI LIEU HUONG DAN SU DUNGPHAN MEM KE KHAI

» 2 . A Version: 2.1
BAO HIEM XA HOI

Ho va tén 56 dinh danh 3P "f;h:h""‘f,l vir chifc danh y zc dgng tian idng Phy cap CV i f(‘?,z)T MVK  phy cap TN nghé (%)
® ) i @ @ )

y I Giam

IL1 Lao ding
# ILL1  NguyénVinA 10.000.000

1.2 Mifc dong

m21

IL3 Bao hiém y t&

m3.1

IL4 Bao hiém that nghi¢ o Cap nhat dif ligu thanh céng.

IL.4.1

Céng giam 10.000.000

lai di liéu

Nhan nit "Ghi" dé luu I

4

Danh muc b so [EREN Sinh kim /

Nhan F2: Them déng File mAu /7

- Nut “sao chép”: dé sao chép dit liéu ké khai tir cac ky ké khai khac sang ky ké khai
dang thuc hién

Chon ki ké khai can sao
chép

Lwa chon sao chép

Mam 2015

®Thém vao dr T UE s
(i¥da dir ligu cl, thém dif ligu mdi

Chon "Chép nhén" dé
bat dau sao chép

{ « Chap nndn (Enter) b x Biéng (Esc)

- Nut “x6a”: dé x6a cac dir liéu cua to khai vira nhap, dé c6 thé tién hanh nhap lai
> Ldp ho so dinh kém
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TAI LIEU HUONG DAN SU’ DUNGPHAN MEM KE KHAI o
5 2 " A Version: 2.1
BAO HIEM XA HOI

PINH KEM

e
Loai gisy t&, biu miu A Chon tép dinh kém -
(1)

(2)

Chon tép dinh kém

Thém di¥ lidu dinh kém

‘ Chon "Ghi" dé tai file dinh

Danh muc hé D02-Ts  TKO1 - TS \

Ffihan F2: Thém dong \
E napdirliéu (F8) Bl Sao chép (F7) (J Lam mdi (Esc) © xda(F3) @

Nhan F11: Xda déng

4. Ngudi lao dong thay d6i mot trong cac yéu to: tién lwong, tién cong, phu cap déng
BHXH; chirc vy, chirc danh nghé, diéu kién cong viéc, noi lam viéc; mirc déng
BHXH bit buge, BHYT, BHTN; diéu chinh tién lwong dia déng BHXH

» Chon ky ké khai:

Chon ky ke khai

Thang : FlI Nam: 2015

> Ldp phiéu giao nhdn hé so
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TAI LIEU HUONG DAN SU DUNGPHAN MEM KE KHAI

» 2 . A Version: 2.1
BAO HIEM XA HOI

PHIEU GIAO NHAN HO SO’ (103)

Thu BHXH, BHYT bét budc

Thai han gidi quyét hd sa: 10 ngay lam viéc.
Riéng h6 sd diéu chinh chi'c danh, mi'c lwdng, gia han thé: 5 ngay lam viéc.

Loai gidy t8, bigu méu

I | HO so thu BHXH, BHYT khi co bién ddng:
1 | Danh séch lao dfng tham gia BHXH, BHYT (m3u D02-TS, 01 ban)
2 | Tii khai thay di théng tin nguisi tham gia BHXH, BHYT d&i vdi nguidi d3 cd s§ BHXH tir tinh khic chuy8n v& (miu TK02-TS, 01 ban/ngudi)
IT | H6 s¢ khac:
1 | Quyét dinh digu chinh ti&n lugng... (Ban sao, 01 ban/ngudi)
kF 2 | Quyét dinh digu chinh chifc danh cdng viéc, Quygt dinh digu chinh tién rdng... (Ban sao, 01 ban/ngurdi)

Chon hd so cén ké khai

DELLNGITAGEGE D02-TS TK02-TS1  Binh kém

> Ldp danh sach tham giao bdo hiém xa héi (danh sdch cdc lao dong thay doi thong
tin)
- CO thé Iap truc tiép danh sach lao dong tham gia BHXH, BHYT trén phan mém

Miu s&: DO2 - TS
r ~
DANH SACH LAO DPONG THAM GIA BHXH, BHYT
Bbot: Théng: 10 Nam: 2015
Ho va tén danh CAP hf;h:"r"'; ‘I’:“f:';'fc danh  , ic déng tién ludng Phu cip CV Bl C(?,:)T NVK  phy cap TN nghé (%)
(8) (1) (@ (3) (4) ) (6)

I Tang

L1 Lao dé
N T11 | NguyBnvanA >

L2 Mifc dong

L21

L3 Bao hiégm y t&

L3.1

L4 Bao hiém thit nghié

L4.1

Cdng tdng

I Giam

IL.1 Lao ddng

ILL.1

IL.2 Mifc dong

2.1

IL3 Bao hiégm y t&

I.3.1

IL4 Bao hiém thit nghié

IL4.1 e
4 3
Danh muc hi sg pinh kém
han F2: Thém dang File miu

- Hoic nhap bang cach nap dir liu
o Tai file miu vé may
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TAI LIEU HUONG DAN SU DUNGPHAN MEM KE KHAI

BAO HIEM XA HOI

Version: 2.1

4

Danh muc hd sg Binh kém

DANH SACH LAO DPONG THAM GIA BHXH, BHYT

bot: Thang: 10 Nam: 2015
sodinhdanh 3P b:;hg""":i Ve chifc danh e déng tién luang Phuy ciip CV i Cﬁz;""" Phu cap TN nghié (%)  Phi
(1) I3 - (E)] @ (5) (6)
il Giam
. | | | | | |
b IL11 MNguyEn Van A (]
IL.2 Miic déng
m2.1
13 Bao hiém y t&
w1
114 Bao hiém that nghié
4.1
Céng giam

Méu s5: D02 - TS

Nhdn F2: Thém déng

( File mau )

Nh3n F11: Xda ding

[@ Nap dif liéu (F8)

2 Sao chép (F7) () @ ochi(rs) [ x pong(r12)

o Nhap dir liéu vao file

Cap béac, chifc vy, chifc danh

Ho Er)tén Sé'di_?r)danh nghe, nol B viec Miic dénti];)]'én Iuong Phu (c;ziip cv Phu CJ?;E;I’NVK Phu cip 'Iil‘;)ngh-é (%) Phi
(2) (5)
I Giam
m1 Lao déng
IL11 Nquyén Van A 031233123 Thur ky 10.000.000 2 2
p IL2 Murc déng
IL2.1
IL3 Bao hiém y t&
IL3.1
L4 Bao hiém that nghié
IL4.1
Cong giam 10.000.000 2

o Tai file dix liéu 1én phan mém

Miic déng tién luvong Phu cip CV BV

O]

Phu cap TN nghé (%)
(6)

4

Danh myc ht s JBIFRER Dinh kém

I Giam

IL1 Lao déng

L1 NguydnVan A 10.000.000
» IL2 Mifc dong

IL2.1

L3 Bao hiém y t&

IL.3.1

L4 Bao hiém that nghié

IL4.1

Cong giam 10.000.000

Chan niit "Nap dt ligu” @&
tai file di ligu

Nhan F2: Thém dang
Nhdn F11: Xda déng

25 sao chép (F7) Lam méi (Esc) @ ochi(Fs) [ * Dong(F12)
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TAI LIEU HUONG DAN SU DUNGPHAN MEM KE KHAI

> 2 . A Version: 2.1
BAO HIEM XA HOI

Nap dii liéu ti excel

Lwra chon sao chép

Chon dudng dan file tai dir IV
Chon File (F3)

@ Thém vao dif liéu 43 cd

()¥da dif ligu i, Hﬂémf‘l'i.?f’mfi’_ﬂ Tai file I

- Ghidu ligu

sGdinhdanh 3P ‘f;hg":;‘g'“ﬂ':f: danh i dong tién ludng Phy cap Cv Hi 0(22)1 NVK  phy caip TN nghé (%)
(€))] 2 (6] C} s) (6)
» 1D Giam
IL.1 Lao déng
#§ ILL1  NguyénVinA 10.000.000
1.2 Mirc dong
IL2.1
IL3 Bao hiém y t&
IL.3.1
IL.4 Bao hiém that nghié o Cép nhat di liéu thanh céng.
IL4.1
CBng giam 10.000.000
Nhan ndt "Ghi* dé luu
lai di lidu
4
Danh muc hd sd Binh kém /
Nhdn F2: Thém déng File mAy /

- Nut “sao chép”: dé sao chép dir liéu ké khai tir cac ky ké khai khac sang ky ké khai
dang thuc hién

Chon ky ké khai can sao
cheép

Lwa chon sao chép

Mam 2015

(@ Thém vao dir e g
(IXda dif liéu cii, thém dif liEu mdi

Chon "Chap nhan" dé

{ « Ch3p nndn (Enter) ] = Dbdng (Esc) bat d4u sao chép

- Nut “x6a”: dé x6a cac dir liéu cua to khai vira nhap, dé c6 thé tién hanh nhap lai
> Ldp to khai thay doi thong tin ngwoi tham gia BHXH, BHYT
- CO thé lap truc tiép danh sach lao dong tham gia BHXH, BHYT trén phan mém
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Mau s6: TKO2-TS

~ TOKHAITHAYDOITHONGTIN
NGUOT THAM GIA BAO HIEM XA HOI, BAO HIEM Y TE

Kinh gifi:  Bao hiém xa hdi

Ho va tén K dinh dank Tyay s GG i

2 am e
cin Loy UL

Cha hnic me hodc ngudi giam hé  Than
% NGUYEN VAN A
* B3am vao day

Nhdp di ligu trye tigp trén
phan mém

4

Danh muc hd s D02-TS BELOEESERE  Dinh kém

Ihan F2: Thém ddng

fhan F11: Xda ding

File mau
4

[# Nap dif liéu (F8)

2 sa0 chép (F7) e ® chi(rs) [ x Dong (F12)

- Hoic nhap bang cach nap dix liéu
o Tai file miu vé may

M3u sé: D02 - TS

DANH SACH LAO PONG THAM GIA BHXH, BHYT

1

Danh muc ht so

D02-TS

Binh kém

bot:

Nam: 2015

Thang: 10

Ho va tén sGdinhdanh  C3P ”:;h;"""; v chifc danh ¢ agng tign luong Phuy cap CV Phi 2P INVK phy cap TN nghe (%)  Ph
® &y e @ @ = ®
I Giam
: | | | |
b ILL1 Nguyén Van A (]

II.2 Mifc déng
21
IL.3 Bao hiém y t&
II.3.1
IL.4 Bao hiém that nghié
ma1

Céng giam

Nhan F2: Thém ddng
Nhin F11: Xda ding

( File mdu )

[& Nap dif lidu (F8)

29 Sao chép (F7) oG @ chi(Fs) [ x ping(F12)

o Nhap dir liéu vao file
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Ho va tén 5 di Th g EinEcy Miic ddng tién ludng Phu cip CV Phucap TNVK  pp, o5 TN nghia (%) Ph
(®) > : @) @ = (®)
I Giam
L1 Lao déng
IL11  Nguydn Vin A 031233123 Thir ky 10.000.000 2 2
b IL2 Miic déng
IL.2.1
L3 Bao hiém y t&
mai
1.4 B3o hiém that nghié
ma1
Céng giam 10.000.000 2

o Tai file dix liéu 1én phan mém

Ho va tén sgdinhdanh  CBP bc, ‘3"‘“": v, C"‘f‘: danh i dong tién ludng Phu cap CV e ‘[‘?,E)TN‘"‘ Phy cap TN nghé (%) Ph
() @) 3) ) ) (6)
o Giam
IL1 Lao déng
IL11  NguyénVin A 10.000.000
» IL2 Mic déng

mw2.1
L3 Bao hiém y t&
3.1
1.4 Bao hiém that nghié
4.1

Cdng giam 10.000.000

Chon nit "Map di¥ ligu"” a8
taifile di¥ ligu

4

Danh muc hd sg JelirPmiN  Dinh kém

MNhan F2: Thém déng
MNhan F11: Xda dong

Nap dii liéu i excel

Lwa chon sao chép .
. Trd dwdrng dan
Chon duiing dan file tai dir liéu

(@ Thém vao dif liu d3 cd
(1¥da dif ligu cd, thém du’ liéu midi Tai file

—_—

Ghi dix ligu
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- —~ Cap bac, chiic vu, chi'c danh o e = Phu cap TNVK
Ho va tén $6 dinh danh e L s Miic dong tién luvang

Phy cip TN nghié (%)
(6)

® &) o
» oI Giam
IL1 Lao ddng
# ILL1  MNguyén Vin A 10.000.000
IL2 Mirc déng
2.1
IL3 Bao hiém y t&
3.1
IL4 Bao hiém that nghig o Cap nhat dir liéu thanh céng.
L4.1
Céng giam 10.000.000

Nhén nit "Ghi" & luu
lai di¥ ligu

Ll

Danh muc hé so FeliemEs  Binh kém /

Nhan F2: Thém dang File mau

/7
- Nt “sao chép”: dé sao chép dir lidu ké khai tir cac ky ké khai khac sang ky ké khai
dang thuc hién

Chon ki ké khai can sao
chép

Lwa chon sao chép

Mam 2015

®Thém vao dT TET ST
(iXda dif liéu cii, thém dif liEu mdi

Chon "Chép nhén" dé
bat ddu sao chép

{ « Ch3p nndn (Enter) b Biéng (Esc)

- Nut “x6a”: dé x06a cac dir liéu cua to khai vira nhap, dé cé thé tién hanh nhap lai
> Ldp ho so dinh kém
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DINH KEM

Chon tép dinh kem o Xem
(2) (--)

/

Chon tép dinh kém

+ |

Loai gidy ti, bidu mau
1

Thém diF ligu dinh kém ‘ Chon "Ghi" dé tai file dinh

Danh muc hé D02-TS  TKOL-TS \

[Ran F2: Thém dong

\
Nhan F11: Xda dong E nNapdiflizu(F8) Bl Sao chép (F7) (J Lam mdi (Esc) © Xda(F3) @

5. Ngudi lao ddng nghi viée hwong ché do 6m dau, thai san tir 14 ngay lam viéc tré
l&n trong thang va khong hwéng tién lwong, tién cong thang
> Chon ky ké khai:

Chon ky ké khai

Thang : £l Nam: 2015
{(~ Biong y (Enter) x  Bdng (Esc)

> Ladp phiéu giao nhgn hé so
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PHIEU GIAO NHAN HO SO’ (103)

Thu BHXH, BHYT bét budc

Thai han giai quyé&t hd sa: 10 ngay lam viéc.
Riéng hd sd diéu chinh chitc danh, mii'c Iwdng, gia han thé: 5 ngay lam viéc.

Loai gidy tiy, bidu méu

» I |H6 sdthu BHXH, BHYT khi c6 bién déng:
1 ‘ Danh sdch lao ddng tham gia BHXH, BHYT (mﬁu D02-TS, 01 ban)

IT | HB sd khac:
Chon céc hd se can /

ké khai

BELL NG GEGE D02-TS  Binh kém

> Ldp danh sach tham giao bdo hiém xa héi (danh sdch cdc lao dpng nghi hwéng ché
dg)
- CO thé lap truc tiép danh sach lao dong tham gia BHXH, BHYT trén phan mém

M&u sé: D02 - TS
- ~
DANH SACH LAO DPONG THAM GIA BHXH, BHYT
bot: Thang: 10 Nam: 2015
Ho va tén SGdinhdanh  C3P "f;h:h:;_l Ve chifc danh i dng tién long Phu cap CV Hid "E?,:)T NVK  phy cap TN nghié (%)
(8) (1) 2 - (3) (4) (5) (6)

I Tdng

L1 Lao d6
Tl Nguyén Van A _>

L2 Mifc dong

L2.1

L3 Bao hiém y t&

L1

L4 Bao hiém that nghié

L4.1

Cong ting

i Giam

IL.1 Lao ddng

m11

I1.2 Miic dong

L.2.1

IL3 Bao hiém y t&

.31

1.4 Bao hiém that nghié

T.4.1 -
4 »
Danh myc hi sg Binh kém
han F2: Thém déng File mau

- Hoic nhap bang cach nap dir liéu
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Version: 2.1

o Tai file mau vé may

DANH SACH LAO PONG THAM GIA BHXH, BHYT

botz

Thang: 10

«chifc vu, chifc danh

n‘gh'é, i Miic dén?;)]'én luong PhL_le:fip cv
(2)
s Giam
m | |
b IL11 MNguyEn Van A (]
II.2 Mirc déng
IL2.1
IL.3 Bao hiém y t&
IL.3.1
IL4 Bao hiém that nghié
IL4.1
Cong giam

Ll

Danh myc h s JElESEN  Binh kém

Miu s6: D02 - TS

Phu cip TNVK
%)

(5)

Phu cap TN nghié (%) Ph
(6)

Nhan F2: Thém ddng
Nh3n F11: Xda ding

C File mdu )

[ Nap diliéu (F8) J| 38 Sao chép (F7) ) ® chi(s) [ x pong (F12)

o Nhap dir liéu vao file

DANH SACH LAO DONG THAM GIA BHXH, BHYT

Méu s5: D02 - TS

Phu cap TN nghié (%)  Phi
(6)

Bot: Thang: 10 Nam: 2015
B o gt owcinor "
(2) (5)
i Giam
L1 Lao dd
»a

.2 T
m2.1
1.3 Bao hiém y t&
m3.1
L4 Bao hiém that nghié
ma.1

Céng giam

o Tai file dix liéu 1én phan mém

Cap bac, chiiic vu, chwiic danh

Phu cip TNVK
(%)
(5)

Phu cdp TN nghé (%) Ph
(6)

Ho va tén 56 dinh danh et ll et Mii'c dong tién lrdng Phu cdp CV
(&) P ) )
I Giam
IL1 Lao ddng
IL11  Nguyén Van A 10.000.000
» IL2 Mirc dong

IL2.1
1.3 Bao hidmy t&
IL3.1
1.4 Bao hi€m that nghié
IL4.1

cdng giam 10.000.000

Chon niit "Map dir ligu” dé
tai file dii lidu

4

Danh muc hd so Binh kém

Nhan F2: Thém dang
MNhan F11: Xda ddng

2y Sao chap (F7) Lam méi (Esc) @ ochi(F;5) [ x Dong (Fi2)
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BAO HIEM XA HOI

Version: 2.1

- Ghi dir ligu

II.1
F O ILLL
1.2
IL2.1
IL.3
IL.3.1
1.4
I1.4.1

4

Nap dii ligu ti excel

Lva chon sao chép

Chon duding dan file tai dif |ié"/
Chon File (F3)

(@ Thém vao dif ligu d3 cd

(I¥da dif liéu ci, mémf‘l‘ilé’u’r.ﬂfi’.ﬂ Tai file I

Ho va tén

(8)

Giam

Lao déng
Nquy?zn Van A
Mifc déng
Bao hiém y t&

Bao hiém that nghié

CBng giam

Danh muc h sg BeliPfss  Dinh kém

Sd dinh danh
1)

‘Cap bac, chiic vu, chiic danh
ngh&, noi lam viéc
(2)

o Cap nhat dii liéu thanh céng.

Mirc déng tién lrdng Phu cip CV
€]

Phu cap TNVK
@) (%)

Phu cdp TN nghé (%)
(s) (6)

10.000.000

10.000.000

Nhén ndt "Ghi* dé luu

lai dik ligu

Nhan F2: Thém déng
Nhan F11: Xda ddng

File miu

7/

- Nut “sao chép”: dé sao chép dir liéu ké khai tir cac ky ké khai khac sang ky ké khai

dang thuc hién

Lwa chon sao chép

(®Thém vao dir merddod
(i¥da dir ligu cl, thém dif ligu mdi

{ « Chap nndn (Enter) b} x

Bidng (Esc)

Chon ki ké khai can sao
chép

Chon "Chép nhén" dé
bat dau sao chép

- Nut “x6a”: dé x6a cac dir liéu cua to khai vira nhap, dé c6 thé tién hanh nhap lai
> Ldp ho so dinh kém
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DINH KEM

Loai gidy tif, bidu miu

A

A Chon tép dinh kém a Xem
(1) &) -

e

Chaon tép dinh kém

Thém di¥ lidu dinh kém ‘ Chon "Ghi" dé tai file dinh

Danh muc h3 D02-Ts  TKO1-TS \

han F2: Thém dang

\
Nhan F11: Xda ddng B Nap dirliéu (F8) Bl Sao chép (F7) J Lam mdi (Esc) & Xoda(F3) @

6. Truy thu cac trwong hop vi pham quy dinh cia phap luat vé déng BHXH, BHYT,
thai gian tir 03 thang tré xuéng
> Chon ky ké khai

Chon ky ké khai

Thang : ElN Nam: 2015
{~ Biong y (Enter) x  Bdng (Esc)

> Ldp phiéu giao nhdn hé so
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PHIEU GIAO NHAN HO SO’ (103)

Thu BHXH, BHYT bat budc

Thai han giai quyét hd so: 10 ngay lam viéc.
Riéng h6 sd diéu chinh chifc danh, mi'c lwong, gia han thé: 5 ngay lam viéc.

Loai gidy td, bidu mau

» I | H6 sd thu BHXH, BHYT khi cé bién dong:
1 | Danh séch lao dgng tham gia BHXH, BHYT (m3u DO2-TS, 01 ban)
2 | van bin 48 nghi (méu D01b-TS)
I | HG 50 khac:

Chon céc hd so ké
khai

BENLEGUTS GRS D02-TS  Dinh kém

> Ldp danh sdich tham gia BHXH, BHYT (déi Véi cdc lao dgng vi phgm vi pham quy
dinh cia phép ludt vé déng BHXH, BHYT tir 03 thang tré xuéng)
- Nhap dit liéu tryc tiép

Miu sé: D02 - TS
P ~
DANH SACH LAO PONG THAM GIA BHXH, BHYT
Bot: Thang: 10 Nam: 2015
Ho va tén SGdinhdanh  C3P hf;h;":f_l ‘i’:ﬂf":g‘i danh 5 dong tién hudng Phu cap CV =i G(?-Z)T NVK  phy cap TN nghié (%)
(8 (6] S ) * = (6)

I Tang

L1 Lao dd
NZTT1d | Nguyén Van A >

L2 Miic dong

L21

L3 Bao hiém y t&

L3.1

L4 Bao hiém that nghié

L4.1

Céng tang

n Giam

o1 Lao déng

mi1

.2 Miic déng

m2.1

I3 Bao hiém y t&

mL.3.1

1.4 Bao hiém that nghié

4.1 v
4 »
Danh muc hi so Binh kém
han F2: Thém dong File mau

- Hoic nhap bang cach nap dir liéu
o Tai file miu vé may
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M3u s6: D02 - TS
, A
DANH SACH LAO PONG THAM GIA BHXH, BHYT
Pot: Thing: 10 Nam: 2015
Phy cap CV Hi c?',}:)m‘"‘ Phu ciip TN nghé (%)  Phi
(4) (5) (6)
jug Giam
¥s IL11  NguyénVin A e
1.2 Miic déng
II.2.1
.3 Bao hiém y t&
2.1
L4 Bao hiém that nghié
II.4.1
Cdng giam
4 »
Danh muc ht s¢ JeIPEREN  Dinh kém
Nhan F2: Thém déng Ceile iy

o Nhap dir liéu vao file

Miu s&: D02 - TS

DANH SACH LAO DONG THAM GIA BHXH, BHYT

Bbot: Théng: 10 Nam: 2015
Phu cip CV . ﬁz;"‘"‘ Phu c3p TN ngh' (%) Ph
(4) =) (6)

ot Giam
mi Lao ds
m2 T
m21
I3 Bao hi€émy t&
m3.1
1.4 Bao hiém that nghié
ma.1

Céng giam

o Taifile dix liéu 1én phan mém
Cap bac, chiic vu, chi'c danh
nghié, noi lam viéc

Phu cip TNVK
(%)

Ho va tén S6 dinh danh Miic déng tién luong Phu cap CV

Phu cap TN nghié (%) Ph
(6)

(8) (1) 2 - (3) (4) (5)

i Giam

L1 Lao déng

1.1 NguynVin A 10.000.000
» IL2 Mifc déng

21

L3 Bao hiém y t&

3.1

L4 Bao hiém that nghié

4.1

Céng giam 10.000.000

Chon nat "Nap di¥ ligu” aé
tai file dir ligu

4

Danh myc hé sg Binh kém /
Mhan F2: Thém déng i a

Nhan F11: Xda déng
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> 2 . A Version: 2.1
BAO HIEM XA HOI

Nap dii ligu ti excel

Lva chon sao chép

Chon dudng dan file i dif liéu :

Chon File (F3)
(@ Thém vao dif ligu d3 cd

(I¥da dif liéu ci, mémfil‘ilé’u’r.ﬂfi’.ﬂ Tai file I

- Ghi dtr ligu

Ho va tén S6dinhdanh  CAP bac chiic vy, chwic danh o0 4600 tan Iwong Phy cip CV CIDEp IR

5 i@ (o
®) w e @ @) o e
b II Giam
m1 Lao déng
§ ILL1  NguyEnvinA 10.000.000
1.2 Mifc déng
m2.1
IL.3 Bao hiém y t&
3.1
L4 Bao higm that nghig o Cap nhit dirligu thinh cong.
4.1
Cdng giam 10.000.000

Nhan nit "Ghi" @ lwu
lai di¥ lidu

4

Danh muc i so [ERREN oinh kém /'

Nhan F2: Them dang File méu /7

- Nut “sao chép”: dé sao chép dir liéu ké khai tir cac ky ké khai khac sang ky ké khai
dang thyc hién
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Chon ki ké khai can sao
chép

Lwa chon sao chép

Mam 2015

(@ Thém vao dir e g
(iXda dif liéu cii, thém dif liEu mdi

Chon "Chép nhan" dé
{ « Chap nndn (Enter) ] = Bing (Esc) bat d4u sao chép

- Nut “x6a”: dé x06a cac dir liéu cua to khai vira nhap, dé c6 thé tién hanh nhap lai
> Ldp vin ban dé nghi

Mau Sa: D01b-TS
$6 CongVan (%)

Kinh gui: Bao hiém x& hdi: ") Bao hiém %3 héi Quan 90100
-Téndonvi: (") soFT DREAMS|
- Ma s& quan ly: 0100691544
- Dia chi: Mha Internet, 16 11A, lang qudc t& Thang Long
N&i dung: (%)
Ly do: (=
HGS sd guri kém:

Danh muyc hd sd  D02-TS BelMLRESS  Dinh kém

- Nhap céc théng tin cta van ban
- Chon Ghi dé luu vin ban
> Ldp ho so dinh kem
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Version: 2.1

DINH KEM

Loai gidy td, bidu mau

(1)

Thém diF liéu dinh kém

Danh muc hé D02-TS  TKOL-TS

A Chon tép dinh kém
@

e

Chon tép dinh kém

‘ Chan “Ghi* ¢ tai file dinh

\

Xem

()

A

Ffihan F2: Tham deng >

\
Nhan F11: Xda dong B Napdrligu(F8) Bl Sao chép (F7) J Lam médi (Esc) ® Xxéa(F3) @

7. Truy thu cac treong hep vi pham quy dinh ciaa phap luat vé déng BHXH, BHYT,

thoi gian trén 3 thang
» Chon ky ké khai

Chon ky ké khai

Thang : L8 Nam: 2015

~ Biong y (Enter) *x  Bdng (Esc)

> Ldp phiéu giao nhdn hé so
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PHIEU GIAO NHAN HO SO’ (103)

Thu BHXH, BHYT bt budc

Thai han giai quyét hd so: 10 ngay lam viéc.
Riéng hd sd diéu chinh chif'c danh, mic Iwrang, gia han thé: 5 ngay lam viéc.

Loai gidy t3, bi€u mau

13 I | H& so thu BHXH, BHYT khi c6 bién ddng:
1 ‘ Danh sach lao ddng tham gia BHXH, BHYT (mgu D02-TS, 01 ban)
2 | Van ban d& nghi (méu D01b-TS) O
II | HB sd khac:

Chon céc hd so ké
khai

BELL NI L D02-TS  Dinh kém

> Ldp danh sach tham gia BHXH, BHYT (d6i Véi cdc lao déng vi phgm vi phgm quy
dinh cia phép ludt vé déng BHXH, BHYT trén 03 thing)
- Nhap dix liéu tryc tiép

Miu s&: D02 - TS
r ~
DANH SACH LAO DPONG THAM GIA BHXH, BHYT
Pot: Théng: 10 Nam: 2015
Ho va tEn SGdinhdanh  CP hf;hgh:;i ‘I’:“f:'g'é danh e ddng tién Ivang Phu cap CV Phy f(‘?,z)T NVK  phy caip TN nglié (%)
(B) [&b] @ 3 @ (s) (6)

1 Tdng

L1 Lao d&
W T11 | Nguyn Vin A >

1.2 Miic dong

121

13 Bao hiémy t&

L3.1

1.4 Bao hi@m that nghié

141

Cgng ting

m Giam

1 Lao déng

IL11

112 Miic déng

m2.1

L3 Bao hiémy t&

IL.3.1

1.4 Bao hi@m that nghié

IL4.1 -
4 3
Danh muc hd 50 Binh kém
han F2: Thém dang File m&u

- Hoic nhap bang cach nap dir liéu
o Tai file miu vé may
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Version: 2.1

Bot:
Ho va tén S6dinh danh 3P BAS, chiFc vy, chifc danh
ngh&, noi lam viéc
(8) a) @
I Giam
*s IL11  Nguydn Vin A
I1.2 Miic déng
2.1
IL3 Bao hiém y t&
IL3.1
L4 Bao higm that nghié
4.1

Cdng giam

4

Danh muc ht sd Bl  Dinh keém

DANH SACH LAO DPONG THAM GIA BHXH, BHYT

Thang: 10

M&u s6: D02 - TS

Nam: 2015

Phu cdp CV
)

Mifc dong tién luong
(3)

Phu cip TNVK
%)

Phu cip TN nghé (%) Phi
) &

Nhan F2: Thém déng
Nhan F11: Xda déng

( File mAu >

[E Map dif ligu (F8)

2 530 chép (F7) Lam mdi (Esc) @ chiFs) | x bong(FL2)

o Nhap dir liéu vao file

L URER

(8)

Giam

Lao déng
Nquyén Van A
Mirc dong
Bao hiém y t&

Bao hiém that nghia

Cong giam

s dinhdanh  C8P b3C chifcvy, chifedanh o 5500 sian luong Phuy cap CV PhucBp TNVK o1, 50 TN nghie (%)  Ph
() nghé, noi lam viéc @) (@) %) (6)
(2) (5)
031233123 Ths ky 10.000.000 2 2
10.000.000 2

o Taifile dix liéu 1én phan mém

4

Danh muc hi s¢

Giam

Lao dong
Nguyén Van A
Mirc dong
Bao hiém y t&

Bao hiém that nghié

Cdng giam

BIPRER  Dinh kém

Cap bjc, chifc vy, d Miic déng tién luang Phy cip oV Phy c3p TNVK  pp, c5ip TN nghié (%)  Ph
nghé, noi la (%)
@) 4) (5) (6)
10.000.000
10.000.000

Chon niit "Nap diF ligu" dé
tai file diF liéu

MNhan F2: Thém déng
Nhan F11: Xda ddng

w

30 chép (F7) Lam méi (Esc) @ chi(rs) J| x pong (F12)
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TAI LIEU HUONG DAN SU DUNGPHAN MEM KE KHAI

> 2 . A Version: 2.1
BAO HIEM XA HOI

Nap dii liéu ti excel

Lwra chon sao chép

Chon dudng dan file tai dir IV
Chon File (F3)

@ Thém vao dif liéu 43 cd

()¥da dif ligu i, Hﬂémf‘l'i.?f’mfi’_ﬂ Tai file I

- Ghidu ligu

sGdinhdanh  C3P 'f;h:":‘;‘g'“f"":‘i danh i déng tign luong Phu cap CV Hi C?,Z)‘ NVK  phy ciip TN nghé (%)  Phi
(1) @) - 3) (4) (5) (6)
y I Giam
.1 Lao déng
F IL11  NguyénVvanA 10.000.000
1.2 Miic déng
2.1
1.3 Bao hiémy t&
3.1
L4 Bao hiém that nghié o Cap nhat dir liéu thank céng.
4.1
Cdng giam 10.000.000
Nhan nit “Ghi" 8 Ity l
lai di¥ lidu
4
Danh muc hi sg Binh kém /
Nhan F2: Thém dang File mau 7/

- Nt “sao chép”: dé sao chép dit liéu ké khai tir cac ky ké khai khac sang ky ké khai
dang thuc hién

Chon ky ké khai can sao
hé
Lwa chon sao chép chep
Mam 2015

(@ Thém vao dir e g

(iXda dif liéu cii, thém dif liEu mdi

— Chon "Chép nhan" dé
{ « Chap nndn (Enter) ] = Bing (Esc) bat d4u sao chép

- Nut “x6a”: dé x6a cac dir liéu cua to khai vira nhap, dé c6 thé tién hanh nhap lai
> Ldp vin ban dé nghi
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BAO HIEM XA HOI

i

Mau $6: DO1b-TS
$d Cong Van (%)
Kinh gifi: Bao higm x& héi: ) Bao higm x3 héi Quan 80100
-Téndonvi: (") soFT pREAMS]
- Ma s& quan Iy: 0100691544

- bia chi: Nha Internet, 13 114, |ang quc t& Thang Long

N&i dung: (%)

Ly do: (%

HB sa gui kém:

Danh muc hii s D02-TS PeGEERN Binh kém

- Nhap céc théng tin cta van ban
- Chon Ghi dé Iuu van ban
> Ldp ho so dinh kém

+

.
Loai gidy ti, bidu mau A Chon tép dinh kém o Xem
(1) @ -

i

Chon tép dinh kém

Thém dif ligu dinh kém ‘ Chon "Ghi" dé tai file dinh

Danh muc hd DO2-TS  TKO1-TS

[han F2: Them dong

\
Nhan F11: Xda ddng E Napdliéu(F8) Bl Saochép (F7) (J Lam mdi (Esc) © Xda(F3) @
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» 2 . A Version: 2.1
BAO HIEM XA HOI

8. Truy thu do diéu chinh tién lwong, tién cong di déng BHXH ciia ngudi lao dong
» Chon Ky ké khai

Chon ky ké khai

Thang : £l Nam: 2015
e —

> Ladp phiéu giao nhgn hé so

PHIEU GIAO NHAN HO SO’ (103)

Thu BHXH, BHYT bét budc

Thai han giai quy&t hd so: 10 ngay lam viéc.
Riéng hd sd diéu chinh chitc danh, miic Iwrong, gia han thé: 5 ngay lam viéc.

Loai gidy td, bidu mau

» I | Ho so thu BHXH, BHYT khi c6 bién dong:
1 | Danh séch lao ding tham gia BHXH, BHYT (mau DO2-TS, 01 ban)
2 | van ban ¢ nghi (m3u D016-T5) O
I | Hb 50 khic:

Chon céc hd s ké
khai

BELLNGUTGEGE DO02-TS  Binh kém

> Ldp danh sdch tham gia BHXH, BHYT (d6i Vdi cdc lao djng diéu chinh tién
lwong...)
- Nhap dix liéu tryc tiép
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TAI LIEU HUONG DAN SU DUNGPHAN MEM KE KHAI
BAO HIEM XA HOI

Version: 2.1

DANH SACH LAO PONG THAM GIA BHXH, BHYT

Méu si: D02 - TS

Phu cdp TN nghé (%)
(6)

4

Danh muc hé s¢ Binh kém

Bot: Thang: 10 Nam: 2015
Ho E!:)tén i Gap b:;h:h:"; ‘I":"f{,':“;c danh bz dén?;)l'én Iong Phy (cjiip v Phy C(?,Z)T NVK
(2) (5)
I Tang
L1 Lao 3
N 111 Nguyn VEn A

1.2 Mirc dong
L21
1.3 Bao hiém y t&
131
1.4 Bao hiém that nghié
141

Cong tang
i Giam
1.1 Lao ddng
IL11
I1.2 Miic ddng
2.1
IL.3 Bao hiém y t&
3.1
11.4 Bao hiém that nghié
IL4.1

han F2: Thém dang
Nhan F11: Xda dong

File méu

[E Nap dif ligu (F8)

2y Sao chép (F7) Lam mdi (Esc) & Ghi(F5) * Péng (F12)

Hozc nhap biang cach nap dix liéu
o Tai file miu vé may

DANH SACH LAO PONG THAM GIA BHXH, BHYT

Nam: 2015

Thang: 10

Phu cap v
(4)
I Giam
m | |
Yy IL11 Nguyén Van A [}
II.2 Mirc déng
IL.2.1
IL.3 Bao hiém y t&
IL3.1
IL.4 Bao hi€ém that nghié
IL4.1
Cong giam

Ll

Danh muc hd sg Binh kém

M&u s5: D02 - TS

Phu cip TNVK
%)

Phu cap TN nghié (%)  Ph
(6)

(5)

Nhdn F2: Thém déng
Nh3n F11: Xda ding

( File mdu )

@ Nap dilidu (F8) |38 Sao chép (7) ) ® ochi(rs) [ x pong(F12)

o Nhap dir liéu vao file

49
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> 2 . A Version: 2.1
BAO HIEM XA HOI

Ho va tén $5 dinh danh  CAP "f;h;"""‘f,l v Mifc dong tién Iwidng Phu cip CV Phy ?Z)T NVK  phy cap TN nghi (%)  Ph
(®) : ) = (®)
I Giam
w1 Lao déng
IL11  NguyinVanA 031233123 Thir ky 10.000.000 2 2
» IL2 Mifc déng i
ma1
3 Bao hiém y t&
ma1
L4 Bao hiém that nghig
IL4.1
Céng giam 10.000.000 2

o Tai file dix liéu 1én phan mém
Cip bac, chifc vu, chifc danh

Ho va tén 56 dinh danh ngh&, noi lam viéc

Miic déng tién lvong Phu cap CV i “?,Z)T RK
k)

Phu cdp TN nghé (%) Ph
(6)

(®) (&) @) @) ) =)

I Giam

IL1 Lao déng

IL11  MguyénVan A 10.000.000
» IL2 Mifc déng

IL21

1.3 Bao hiém y t&

IL3.1

1.4 Bao hi€ém that nghié

IL4.1

Cong giam 10.000.000

Chon nit "Nap di liéu" dé
tai file div lidu

4 »
Danh muc hé sg iR  Dinh kém /-
Nhah F2: Thém déng File miu

Nhan F11: Xda dong @ & Nap diFliéu (F8)

Nap dii liéu i excel

Lwa chon sao chép

n Trd dwérng dan
Chon duding din file tai dif liéu

(@ Thém vao dif liu d3 cd

(_1Xda dif liéu ci, 1:|'1v§rr1::IEIIi'l?ﬁ’rrluf:i’.'_7 Tai file '

8= oo 1o —

Ghi dix ligu
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» 2 . A Version: 2.1
BAO HIEM XA HOI

Phu cap TNVK

S5 dinh danh Cap bac, chiic vu, chi'c danh =

Ho va tén ngh&, noi lam viéc

Miic dong tién lu'dng

Phu cap TN ngh& (%) Ph
(6)

(8) 1) 2
y I Giam
II.1 Lao déng
F ILL1  Nguydnvana 10.000.000
II.2 Mifc déng
2.1
IL.3 Bao hiém y t&
IL3.1
L4 Bao him that nghié o C3p nhit dir li¢u thanh cong.
IL4.1
Cong giam 10.000.000

lai diF ligu

Nhén nit "Ghi" d& luu l

Ll

Danh muc hd sg  Jelizgil  Dinh kém /

Nh&n F2: Thém déng Eile miy /

- Nut “sao chép”: dé sao chép dit liéu ké khai tir cac ky ké khai khac sang ky ké khai
dang thuc hién

Chon ky ké khai can sao
chép

Lua chon sao chép

Mam 2015

®Thém vao dr T UE s
(i¥da dir ligu cl, thém dif ligu mdi

Chon "Chép nhén" dé
bat dau sao chép

{ « Chap nndn (Enter) b x Biéng (Esc)

- Nut “x6a”: dé x6a céc dit liéu cua to khai vira nhap, dé c6 thé tién hanh nhap lai
> Ldp vin ban dé nghi
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» 2 . Version: 2.1
BAO HIEM XA HOI

i

Mau $6: DO1b-TS
$d Cong Van (%)
Kinh gifi: Bao higm x& héi: ) Bao higm x3 héi Quan 80100
-Téndonvi: (") soFT pREAMS]
- Ma s& quan Iy: 0100691544

- bia chi: Nha Internet, 13 114, |ang quc t& Thang Long

N&i dung: (%)

Ly do: (%

HB sa gui kém:

Danh muc hii s D02-TS PeGEERN Binh kém

- Nhap céc théng tin cta van ban
- Chon Ghi dé Iuu van ban
> Ldp ho so dinh kém

DINH KEM

Loai gidy ti, bidu mau

Chon tép dinh kém Xem
o B @ ¥ o

e

Chon tép dinh kém

E=1

Thém diF liéu dinh kém ‘ Chon “Ghi"* d& tai file dinh

Danh muc ha D02-TS  TKOL- TS

[FiRan F2: Thém dang

\
Nhan F11: X6a ding E nNapdirliéu (F8) Bl Sao chép (F7) (J Lam mdi (Esc) & Xéa(F3) @
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» 2 . A Version: 2.1
BAO HIEM XA HOI

9. Truy thu trudng hep hét thai han dwec tam dirng déng vao quy hwu tri va tir tuat
theo quy dinh cia Luat BHXH
» Chon ky ké khai

Chon ky ké khai

Thang : £l Nam: 2015

> Ldp phiéu giao nhdn hé so

PHIEU GIAO NHAN HO SO’ (103)

Thu BHXH, BHYT bt buéc

Thai han giai quyét ho so: 10 ngay lam viéc.
Riéng ho sd diéu chinh chifc danh, mii'c Iwdng, gia han thé: 5 ngay lam viéc.

Loai gidy i, bigu miu

» 1 | Ha sd thu BHXH, BHYT khi cé bién dong:
1 | Danh séch lao déng tham gia BHXH, BHYT (mau D02-TS, 01 ban)
2 | van ban d@ nghi (mau DO16-T5) O
I | HB 50 khac:

Chon cac hé so ké
khai

DELLRGUTS RGN D02-TS  Binh kém

> Ldp danh sdch tham gia BHXH, BHYT (d6i Vdi cdc lao déng hét thoi han dwoc tam
dirng déng vao quy hwu tri va tir tudt theo quy dinh cia Lugt BHXH)
- Nhap dix liéu tryc tiép
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» 2 . Version: 2.1
BAO HIEM XA HOI

Miu s&: D02 - TS
P ~
DANH SACH LAO DPONG THAM GIA BHXH, BHYT
bot: Théng: 10 Nam: 2015
Ho va t&n S5 dinhdanh  CP b:;hgh:‘f_l T:n:::'.:';c:: danh e dong tign luong Phu cap CV phu f(‘?,Z)T NVK  phy cap TN nghé (%)
(8) (1) @ (3) (4) (5) (6)

1 Tdng

L1 Lao dé
WTI11 | Nguydn VanA >

1.2 Mifc dong

121

1.3 Bao hiémy t&

L3.1

1.4 Bao hiém that nghié

L4.1

Cong tang

i Giam

L1 Lao ddng

i1

IL.2 Miic dong

m2.1

L3 Bao hiém y t&

mw3.1

L4 Bao hiém thit nghié

IL4.1 h
4 »
Danh muc hd sg Binh kém
han F2: Thém ding File mau

Hozc nhap biang cach nap dix liu
o Tai file miu vé may

M3u s6: D02 - TS
z A
DANH SACH LAO PONG THAM GIA BHXH, BHYT
bot: Thang: 10 MNam: 2015
S5 dinhdanh  C3P bac, chifc vy, chifc danh 0 4600 tian Iwang Phu cap CV Phucap TNVK b, o5 TN nghia (%)  Ph
7 ngh&, ni lam viéc J %) J
(1) (2) &) (4) (5) (6)

II Giam

: | | | | |
b IL1A Nguyén Van A (]

II.2 Mifc déng

IL2.1

IL.3 Bao hiém y t&

IL.3.1

L4 Bao higm that nghié

IL4.1

CBng giam

4 »
Danh muc ht sg BeliPREN  Binh kém
Nhan F2: Thém déng Clemiy D

o Nhap dir liéu vao file
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> 2 . A Version: 2.1
BAO HIEM XA HOI

Ho va tén THIEEED : Miic dong tién livdng Phu cip CV Phucap TNVK o1, 55 TN nghia (%)  Ph
(8) : @ ) (s (6)
I Giam
IL1 Lao déng
ILL1  NguyEn Van A 031233123 Thir k§ 10.000.000 2 2
» IL2 Mirc dong
ma1
L3 Bao hiém y t&
IL.3.1
L4 Bao hiém that nghié
IL.4.1
Céng giam 10.000.000 2

o Tai file dix liéu 1én phan mém

Ho va tén 56 dinh danh Cap bac, chiic vu, chiic danh

Phu cap TNVK
)

o = ngh&, noi 1am viéc Muc démi];)]'én lwong Phu (c:a)p v ( Phuy cip 'Iil;)nghé (@) Phi
(2) (5)
i Giam
IL1 Lao déng
IL11  Nguyén Vin A 10.000.000
» IL2 Mirc déng i

2.1
L3 Bao hiém y t&
3.1
L4 Bao hiém that nghié
4.1

Céng giam 10.000.000

Chon nat "Nap diF ligu” gé
tai file diF lidu

4

Danh muc hd sd BeliEgN  Binh kém

Nhan F2: Thém ding
Nhan F11: Xda ding

Nap dii liéu i excel

Lwa chon sao chép

n Trd dwérng dan
Chon duding din file tai dif liéu

(@ Thém vao dif liu d3 cd

(_1Xda dif liéu ci, 1:|'1v§rr1::IEIIi'l?ﬁ’rrluf:i’.'_7 Tai file '

8= oo 1o —

Ghi dir ligu
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» 2 . A Version: 2.1
BAO HIEM XA HOI

Ho va tén Sgdinhdanh 3P bac, chic vy, chiicdanh 0 4500 tign Iwong Phuy cap CV Phy cdp TNVK  pp), o5 T ngh (%) Phi
) () LT @) )

» I Giam

II.1 Lao déng
F ILL1  Nguyénvana 10.000.000

II.2 Mifc déng

ma1

IL.3 Bao hiém y t&

II.3.1

L4 Bao hi&m that nghig o Cap nhat dir lieu thanh cong.

4.1

CBng giam 10.000.000

lai di liéu

Nhan nit "Ghi" d& lwu l

4

Danh muc b so [[IEREN inh kém /

Nhan F2: Them déng File mAu /7

- Nut “sao chép”: dé sao chép dit liéu ké khai tir cac ky ké khai khac sang ky ké khai
dang thuc hién

Chon ki ké khai can sao
chép

Lwa chon sao chép

Mam 2015

®Thém vao dr T UE s
(i¥da dir ligu cl, thém dif ligu mdi

Chon "Chép nhén" dé
bat dau sao chép

{ « Chap nndn (Enter) b x Biéng (Esc)

- Nut “x6a”: dé x6a cac dir liéu cua to khai vira nhap, dé c6 thé tién hanh nhap lai
> Ldp vin ban dé nghi
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» 2 . Version: 2.1
BAO HIEM XA HOI

23

Mau S$6: D01b-TS
S& CangVdan (%)

Kinh gii: Bae hiém xa hdi: (*) Bao higm x3 hai Quan 90100
-Téndonvi:  (*) soFT pReams]
- Ma s quén Iy 0100691544
- Dia chi: Nha Internet, 16 TIA, lang quéic t& Thing Long

NGi dung: (%)

Ly do: (=

HG sa guri kem:

Danh muc hii s¢ D02-TS BULSESE  Binh kém

- Nhap céc théng tin cta van ban
- Chon Ghi dé luu vin ban
> Ldp hé so dinh kém

DINH KEM

e ——
Loai gidy tis, bidu miu A Chon tép dinh kém & Xem

+

(1) (2) ()

e

Chon tép dinh kém

Thém di¥ liéu dinh kém ‘ Chon "Ghi" dé tai file dinh

Danh muc hd D02-TS  TKOL-TS

[Fihan F2: Thém dang

\
Mhan F11: Xda ding E Nap dirliéu(Fe) B saochép (F7) (J Lam mdi (Esc) © Xéa(F3) @
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» 2 . A Version: 2.1
BAO HIEM XA HOI

10. Truy thu BHXH dbi véi nguoi lao dong c6 thoi han & nwéc ngoai
> Chon ky ké khai

Chon ky ké khai

Thang: LI Nam: 2015

> Ldp phiéu giao nhdn hé so

PHIEU GIAO NHAN HO SO’ (103)

Thu BHXH, BHYT bt budc

Thai han giai quy&t ho so: 10 ngay lam viéc.
Riéng ho sd diéu chinh chifc danh, mifc Iwrdng, gia han thé: 5 ngay lam viéc.

Loai gidy tJ, bidu mau

» I | Hd so thu BHXH, BHYT khi cé bién ddng:
1 | Danh sich lao d8ng tham gia BHXH, BHYT (mau D02-TS, 01 ban)

II | H6 s khac: /

Chaon hé so cén ké
khai

Ghi di¥ ligu

DELLRG T LRGN D02-TS  Binh kém \

\

> Ldp danh sdch tham gia BHXH, BHYT (d6i Vdi cdc lao déng co thoi han ¢ nwéc
ngoai)
- Nhap dix liéu tryc tiép
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BAO HIEM XA HOI

TAI LIEU HUONG DAN SU DUNGPHAN MEM KE KHAI

Version: 2.1

DANH SACH LAO PONG THAM GIA BHXH, BHYT

Miu s6: D02 - TS

Phu cdp TN nghé (%)

(6)

Fl

Danh muc hd sg Binh kém

Pot: Thang: 10 Nam: 2015
P S oy i P o
(2) (5)
I Tang
11 Lao ddi
N Nguyén Vin A

1.2 Miic dong
121
13 Bao hiém y t&
13.1
1.4 Bao hi@m that nghié
141

Cgng ting
i Giam
IL.1 Lao ddng
.11
T2 Miic déng
II.21
L3 Bao hiém y t&
II.3.1
1.4 Bao hi@m that nghié
II.4.1

han F2: Thém déng
Nhan F11: Xda déng

File mau

[ Map dif lidu (F8)

2 sa0 chép (F7) T D) @ chi(s) [ x Pong (F12)

Hozc nhap biang cach nap dix liéu
o Tai file miu vé may

Thing: 10

Ho va tén S dinh danh
(8)
II Giam
by IL11 Nguyén Vin A | o
1.2 Miic déng
II.2.1
.3 Bao hiém y t&
IL3.1
L4 Bao hiém that nghié
II.4.1
Cdng giam

1

Danh muc hd so fRIESEN  Dinh kém

DANH SACH LAO DONG THAM GIA BHXH, BHYT

Miu s6: D02 - TS

Nim: 2015

Phu cip TNVK
(%)

[©]

Phu cip CV
@)

Phu cdp TN nghé (%) Ph
(6)

Nhan F2: Thém déng
Nhan F11: Xda déng

C File miu )

[# Nap dir liéu (F8) J=a

w

20 chép (F7) Lam mdi (Esc) @ chi(rs) J| x 6ng (F12)

o Nhap dir liéu vao file

59
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> 2 . A Version: 2.1
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Ho va tén THIEEED : Miic dong tién livdng Phu cip CV Phycap TNVK  pp o5 TN nghia (%) Ph
(8) : @ @ & (6)
(5)
I Giam
IL1 Lao déng
ILL1  NguyEn Van A 031233123 Thir k§ 10.000.000 2 2
» IL2 Mirc dong
ma1
L3 Bao hiém y t&
IL.3.1
L4 Bao hiém that nghié
IL.4.1
Céng giam 10.000.000 2

o Tai file dix liéu 1én phan mém
Cap bac, chiic vu, chiic danh

s - Phu cip TNVK
Ho va tén 56 dinh danh nghi, nol 13m viéc %

Mifc déng tién ludng Phu cip CV
3]

Phu cdp TN nghé (%) Ph
(6)

(B) (1) (2) 3) (4) ()
il Giam
w1 Lao déng
IL11  NguyénVin A 10.000.000
» IL2 Murc déng i H

m2.1
IL3 Bao hiém y t&
2.1
L4 Bao hiém that nghié
IL4.1

Céng giam 10.000.000

Chon nit "Nap dir liu” d&
téifile di¥ ligu

4

Danh myc ho sg JelEEEN  Binh kém

Mhan F2: Thém ding
Nhan F11: Xda dong

Nap dii liéu i excel

Lwa chon sao chép

n Trd dwérng dan
Chon duding din file tai dif liéu

(@ Thém vao dif liu d3 cd

(_1Xda dif liéu ci, 1:|'1v§rr1::IEIIi'l?ﬁ’rrluf:i’.'_7 Tai file '

8= oo 1o —

Ghi dix ligu
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Cap bac, chifc vu, chiic danh Phu cip TNVK

Ho va tén 56 dinh danh

Mirc ddng tién ludng Phu cip CV

(8) (1) ngh#, nc(1‘|2 ;am vigc N @ ((n%) Phu cip T(l:)nghe (%)

p I Giam

IL.1 Lao déng
F ILL1  NguyBnvana 10.000.000

IL.2 Miic déng

II.2.1

1.3 Bao hiém y t&

IL3.1

L4 Bao hiém that nghié o Cép nhit dif liéu thanh céng.

IL.4.1

Cong giam 10.000.000

lai diF ligu

Mhan nit "Ghi" ¢ Iuu l

4

Danh muc b5 so [EREN ©inh kém /'

Nhan F2: Thém dang File mau

/7
- Nut “sao chép”: dé sao chép dit liéu ké khai tir cac ky ké khai khac sang ky ké khai
dang thuc hién

Chon ki ké khai can sao
chép

Lwa chon sao chép

Mam 2015

®Thém vao dr T UE s
(i¥da dir ligu cl, thém dif ligu mdi

Chon "Chép nhén" dé
bat dau sao chép

{ « Chap nndn (Enter) b x Biéng (Esc)

- Nut “x6a”: dé x6a cac dir liéu cua to khai vira nhap, dé c6 thé tién hanh nhap lai
> Ldp ho so dinh kém
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DINH KEM

Loai giFy ti, bidu miu A Chon tép dinh kém o Xem

4|

(1) (2) (-)

/

Chon tép dinh kém

Thém di liéu dinh kém ‘ Chon "Ghi" dé tai file dinh

Danh muc hd D02-TS  TKOL-TS \

Ffihan F2: Thém dang

AY
Nhan FL1: Xda dong B Nopdilicu(Fs) Bm Saochép () () Limmdi(Esd © Xoa(F3) @

11.Pdi twong chi tham gia BHXH bit budc (phu nhan, phu quan; lao ddng co thoi
han nwéc ngoai, dong thong qua don vi)
> Chon ky ké khai

Chon ky ké khai

Thang : L8 Nam: 2015

~ Biong y (Enter) *x  Bdng (Esc)

> Ldp phiéu giao nhdn hé so
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PHIEU GIAO NHAN HO SO’ (103)

Thu BHXH, BHYT bét budc

Thai han giai quyét hd so: 10 ngay lam viéc.
Riéng ho sd diéu chinh chifc danh, mii'c Iwdng, gia han thé: 5 ngay lam viéc.

Loai gisy tiy, bidu miu

I | HO so thu BHXH, BHYT khi cé bién dgng:
1 ‘ Danh sach lao déng tham gia BHXH, BHYT (méu DO02-TS, 01 ban)
IT | H6 sd khic:
2 ‘ Van ban x(r Iy vi pham vE BHXH, BHYT, BHTN cla cd quan Nha nudc cé thdm quyEn - néu cd (Ban sao)
| 3 ‘ Bang thanh todn tién luong, tign cdng cia don vi (ban sao); hop déng lao déng (ban sao, 01 ban/ngudi) trigng (fng thai gian truy thu.

Chon hé sor cén ké khai

DELLEGIT LRGN D02-TS  Binh kém

> Ldp danh sdch tham gia BHXH, BHYT (déi véi trwong hep 1a: phu nhan, phu quan;
lao dong cO thoi han nwéc ngoai, dong thong qua don vi)
- Nhap dix liéu tryc tiép

Mau sé: D02 - TS
r ~
DANH SACH LAO PONG THAM GIA BHXH, BHYT
bot: Thang: 10 Nam: 2015
Ho va tén sGdinhdanh 3P "rf;h:"::,l ‘I’:nf:';f: danh i dong tign Iudng Phy cap CV i ‘3(‘?,2)7 NVK  phy cap TN nghé (%)
(8) (1) @ &) () (5) (6)

1 Tang

L1 Lao db
111 Nguy&n Van A >

1.2 Miic dong

121

1.3 Bao hiémy t&

L3.1

1.4 Bao hiém that nghié

L4.1

Cdng tang

i Giam

L1 Lao dong

i1

I1.2 Miic dong

m21

IL.3 Bao hiém y t&

3.1

11.4 Bao hiém that nghié

4.1 M
4 »
Danh muc hd sg Binh kém
han F2: Thém déng File mdu

- Hoic nhap bang cach nap dir liéu
o Tai file miu vé may
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Mau s6: D02 - TS
- A
DANH SACH LAO PONG THAM GIA BHXH, BHYT
Bot: Thing: 10 Nam: 2015
Ho va tén S5 dinhdanh  CAP bac chic vy, chic danh ;o 3604 tizn Iiong Phy cap CV Phu cp TNVK by c5p TN nghig (%) Ph
nghé, noi lam viéc %o
(B) ) (2) (3 4) (5) (6)
I Giam
vs IL11  MNguydnVin A [
I1.2 Miic déng
2.1
IL.3 Bao hiém y t&
IL3.1
L4 Bao hig€m that nghig
IL4.1
Cong giam
4 »
Danh muc hd sg Binh kém
Nhan F2: Thém déng ( Eile méy )

o Nhap dir liéu vao file

Miu s6: D02 - TS

DANH SACH LAO DPONG THAM GIA BHXH, BHYT

Bot: Thang: 10 Nam: 2015
Ho E-'Iz;l)tén 6 di?{-)danh P rlghi"ac.hrln?; ‘I’g-'r'.f"‘;‘;da“h Mifc dén?;;'én Itfaing Phy (cfip ov =i C;Z)T NVK  phy cap T(I:)nghé (%) Ph
(2) [©)]

I Giam
¥s ILL1  NguyénVin A ‘ e ‘ | |

IL.2 Mirc dong

IL2.1

L3 Bao hiém y t&

IL3.1

L4 Bao hiém that nghié

IL.4.1

Céng giam

4 »

Danh muc b 56 IEREN ©inh kém
Nhan F2: Thém déng Cile mdu_D
Nhan F11: Xda dong [ Nap dirlicu (F8) 28 sao chép (F7) Lam mdi (Esc) & Ghi(rs) % Pong (F12)

o Tai file dix liéu 1én phan mém
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Ho va tén s6dinh danh  C3P hr:;hé:h:;'l ‘I':nf",'g‘; danh i dong tién ludng Phu cip CV i f‘?,le NVK  phy cap TN nghé (%)  Ph
(B) 1) @ 3) “) (5) (6)
it Giam
IL1 Lao déng
IL1.1  NguyénVinA 10.000.000
» IL2 Miic déng

IL2.1
L3 Bao hiém y t&
3.1
1L4 Bao hi€m that nghié
4.1

Cdng giam 10.000.000

Chon nit "Nap diF liéu" dé
tai file div lidu

4

Danh myc ht s Jel2SEN Dinh kém /’

Nhan F2: Thém déng
Nhan F11: Xda dong

Nap dii liéu i excel

Lwa chon sao chép

- Trd dwirng dan
Chon duding din file tai dif liéu

on File (F3)

(@ Thém vao dif liéu 43 cd
(1Xda dif lidu cli, thém du’ li&u midi Tai file

@

sGdinhdanh 2P 'f;h:":;_l ‘I’:nf;':}‘; danh v d6ng tién luong Phuy cap CV Fig “‘Ez TNVK by cap TN nghé (%)  Phi
&y R @ @ = ®)

» I Giam

IL1 Lao déng
#§ ILL1  NguyénVinA 10.000.000

IL2 MiFc déng

m2.1

IL3 Bao hiém y t&

m3.1

L4 Bao hiém that nghig o Cap nhat di liéu thanh céng.

ma.1

Céng giam 10.000.000

Nhén nit "Ghi" d& luu
lai di¥ ligu

4

Danh muc hé so BelERs  Dinh kém /
Nhah F2: Thém dang File méu /

Nhan F11: Xda dang [ Nap dif liéu (F8)
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- Nut “sao chép”: dé sao chép dir liéu ké khai tir cac ky ké khai khac sang ky ké khai
dang thuc hién

Chon ky ké khai can sao
chep

Lua chon sao chép

Mam 2015

(@ Thém vao dir nerddod
(IXda dif liéu cii, thém dif lifu mdi

Chon "Chap nhan" dé
{ « Ch3p nnan (Enter) b = Pdng (Esc) bat d4u sao chép

- Nut “x6a”: dé x6a céc dit liéu cua to khai vira nhap, dé cé thé tién hanh nhap lai
> Ldp hé so dinh kem

PINH KEM

.
Loai gidy ti, bidu miu . Chontépdinh kém

(1) 2

Chon tép dinh kém

Thém diF ligu dinh kém ‘ Chon “Ghi* dé ti file dinh

Danh muc hé sg="D02-TS  TKOL- TS \

Ffihan F2: Thém dang

\
Nhan F11: Xda ddng E Napdirligu(Fa) BN Sao chép (F7) ) Lam mdi (Esc) Xda (F3) @ * Pdng (F12)

12. Giai quyét ngirng déng ddi véi don vi bi giai thé, pha san, di chuyén khéi dia ban
> Chon ky ké khai

66



TAI LIEU HUONG DAN SU DUNGPHAN MEM KE KHAI

» 2 . Version: 2.1
BAO HIEM XA HOI

Chon ky ké khai

Thang : F1I Nam: 2015

> Ldp phiéu giao nhdn hé so

PHIEU GIAO NHAN HO SO’ (103)

Thu BHXH, BHYT bét busc

Thai han giai quyét hd sd: 10 ngay lam viéc.
Riéng h so diéu chinh chifc danh, mirc Iwrang, gia han thé: 5 ngay lam viéc.

Loai gidy t3, bigu mau

I | HG so thu BHXH, BHYT khi cd bién ddng:
1 | Danh sich lao déng tham gia BHXH, BHYT (mau D02-TS, 01 ban)
I | H3 so khac:
2 | Van ban % Iy vi pham v& BHXH, BHYT, BHTN cla cd quan Nha3 nudc cd tham gquyBn - ndu cd (Ban sao)
| 3 | Bang thanh todn tién lrgng, tign cong cia don vi (ban sao); hogp dong lao ding (ban sao, 01 ban/ngudi) twgng g thai gian truy thu.

Chon hé so cin ké khai

DELLRGUTSGEGE D02-TS  Binh kém

> Ldp danh sach tham gia BHXH, BHYT (déi véi don vi bi gidi thé, pha san, di chuyén
khoi dja ban)
- Nhap dit liéu truc tiép
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Méu s6: D02 - TS
y "
DANH SACH LAO DONG THAM GIA BHXH, BHYT
Bot: Thing: 10 Nam: 2015
Ho va tén & dinhdanh ~ C3P h:;h:"r‘.‘;l‘i':nf‘:'g: danh ¢ déng tién ldng Phy cap cv =i C(*‘,F: TNVK  phy cap TN nghié (%)
(8) (1) @ 3) O] () (6)

I Tang

L1 Lao déi
T TL1 | NguydnVanA >

1.2 Miic dong

121

1.3 Bao hiém y t&

131

1.4 Bao hiém thit nghié

L4.1

Cng ting

i Giam

IL1 Lao déng

ILL1

1L.2 Miic dong

w21

1.3 Bao hiém y t&

IL3.1

L4 Bao hiém that nghié

4.1 -
4 13
Danh muc hi sg Binh kém
han F2: Thém déng File mAu

Hozc nhap biang cach nap dix liéu
o Tai file miu vé may

M3u s6: D02 - TS
- A
DANH SACH LAO PONG THAM GIA BHXH, BHYT
Bot: Thing: 10 Nam: 2015
Ho va tén S5 dinh danh bac, chifc vy, chic danh e 4500 tn Iuong Phu cap CV Phucap INVK b, oo TN nghé (%)  Ph
nghé&, noi lam viéc (%)
(®) w @ “@ (5) (6)

i Giam

: | | | | |
b IL11 MNguyen Van A ()

II.2 Mifc déng

m2.1

13 Bao hiém y t&

3.1

L4 Béo hiém that nghié

4.1

Cong giam

4 »
Danh muc hd sg Binh kém
Nhdn F2: Thém dang [

o Nhap dir liéu vao file
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Ho va tén 5 di ap bic, chifc vy, chi Mifc déng tién udng Phy C(E:)T"V" Phy cip TN nghé (%)  Ph
(8) - - (3) (s) (6)
I Giam
L1 Lao déng
11 NguyénVin A 031233123 Thr ky 10.000.000 2 2
» IL2 Mic déng
II.2.1
1.3 Bao hiém y t&
II.3.1
L4 Bao hiém that nghié
I.4.1
Céng giam 10.000.000 2

o Tai file dix liéu 1én phan mém

Ho va tén SGdinhdanh  CAP bac chwfcvy, chifcdanh 0 4500 tiEn Iudng y e "(‘?,ET"‘"‘ Phu cap TN ngh& (%)  Ph
(8) ) “ 2 &) () (6)
II Giam
m1 Lao déng
IL1.1  NguyénVin A 10.000.000
b T2 Mifc déng

II.2.1
13 Bao hiém y t&
IL.3.1
L4 Bao hiém that nghié
II.4.1

Céng giam 10.000.000

Chon niit "Nap diF ligu” 88
tai file dir ligu

4

Danh myc ht s¢  [BlEREN  Dinh kém /’

Nh3n F2: Thém déng Fle miy #
Nh3n F11: Xda déng ‘ [ Nap dif ligu (F8) )

Nap dii liéu i excel

Lwa chon sao chép .
. Trd dwdrng dan
Chon duiing dan file tai dir liéu

(@ Thém vao dif liu d3 cd
(1¥da dif ligu cd, thém du’ liéu midi Tai file

—_—

Ghi dix ligu
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Ho Ef:)tén S5 d'!?r)danh Cap "f;h:h:‘fi ‘I':“f",'f; danh  \ge d-in?;;'én Iwiding Phy (ffip cv iy cf:; MWK phy cap T(ﬁ)ngh’é (%) Ph
@ )

» I Giam

II.1 Lao déng
F ILL1  NguyBnvana 10.000.000

II.2 Mifc déng

m2.1

IL.3 Bao hiém y t&

IL.3.1

L4 Bao hiém that nghig o Cap nhit dii liéu thanh céng.

4.1

CBng giam 10.000.000

Nhan nit "Ghi" @ leu
lai di¥ ligu

4

Danh muc hd s¢  JelirZgil  Dinh kém /

Nhdn F2: Thém déng File miu /

Nhan F11: Xda déng [ Nap dliéu (F8) l= Sao chép (F7) Lam mdi (Esc) Xéa (F3) @ * Bing (F12)

- Nut “sao chép”: dé sao chép dit liéu ké khai tir cac ky ké khai khac sang ky ké khai
dang thuc hién

Chon ki ké khai can sao
chép

Lwa chon sao chép

Mam 2015

®Thém vao dr T UE s
(i¥da dir ligu cl, thém dif ligu mdi

Chon "Chép nhén" dé
bat dau sao chép

{ « Chap nndn (Enter) b x Biéng (Esc)

- Nut “x6a”: dé x6a cac dir liéu cua to khai vira nhap, dé c6 thé tién hanh nhap lai
> Ldp ho so dinh kém
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PINH KEM

Loai gidy t9, bi€u miu
(1)

+

Chon tép dinh kém

Thém di liéu dinh kém ‘ Chon "Ghi" ¢4 tai file dinh

Danh muc hd D02-TS  TKOL-TS \

Ffihan F2: Thém déng

\
Nhdn FL1: Xéa dong B napdflitu(rs) BN saochép ()  (J Lammdi(Es) @ Xéa(F3) @

13.Hoan tra tién déng thira d6i véi don vi giai thé, pha san, chAm dit hoat dong theo
quy dinh cia phap luat hoic di chuyén noi ding ky tham gia da déng thira tién
» Chgn ky ké khai

Chon ky ké khai

Thang : L8 Nam: 2015

> Ldp phiéu giao nhdn hé so
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PHIEU GIAO NHAN HO SO (107)
Loai h so: Hoan tra ti&n bao hiém ddng thira

Thai han giai quyét h6 sd : 10 ngay lam viéc

STT 7 Loai gidy td, bigu miu

I | Ho so dinh kém:
1 | Thiing bdo k&t qua déng BHXH, BHYT — néu cé (m3u C12-TS, 1 Ban sao).
2 | Quy&t dinh/Van ban cda cg quan Nha nudc cd tham quyEn vE vige giai thé, chdm dit hoat déng, chuyén dia phuong khac... (1 Ban sao)

o

O
O

/

Chon cac hd so can ké
khai

Danh muc ht so REEELITE]

E Nap dif ligu (F8) %_ Sao chép (F7) Lam mdi (Esc) & Ghi(F5) * Béng (F12)

> Ldp hé so dinh kém

PINH KEM

Loai giFy td, bidu miu A Chon tép dinh kém

(1) (2)

Chon tép dinh kém

Thém diF liéu dinh kém ‘ Chon "Ghi" d# tai file dinh

Danh muc hd D02TS  TKO1-TS

(Whan F2: Thém dang

\
Nhan F11: Xda dang B Napdfiiéu(Fe) BN Saochép(F7) () Limméi(Es) @ Xoa(F3) @
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14. Tam dirng déng vao quy hwu tri va tir tuat
» Chon Ky ké khai

Chon ky ké khai

Thang : £l Nam: 2015

> Ladp phiéu giao nhgn hé so

PHIEU GIAO NHAN HO SO’ (103)

Thu BHXH, BHYT bét budc

Thai han giai quy&t ho so: 10 ngay lam viéc.
Riéng h sd diéu chinh chii'c danh, mirc Iu'dng, gia han thé: 5 ngay lam viéc.

Loai gidy tif, bidu mau

» I | HG sd thu BHXH, BHYT khi co bién dong:
1 ‘ Danh sdch lao ddng tham gia BHXH, BHYT (m§u D02-TS, 01 ban)

I | H6 sd khac: /

Chon hd so can ké
khai

Ghi di liéu I

DO2Ts _ inh kem \
\

> Ldp danh sach tham gia BHXH, BHYT (d6i Vdi truwong hop tam dirng déng vao quy
huwu tri va tir tudt)
- Nhap dix liéu tryc tiép
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Miu si: D02 - TS
5 A
DANH SACH LAO PONG THAM GIA BHXH, BHYT
bot: Théng: 10 Nam: 2015
Ho E-':)tén P “;hgh:; ‘I":"f:';‘f: danh e dén?;)]'én Iifdng Phy (C:’iip ov Phy C(?,Z )T NVK  phy cap 'I":I:)nglié (%)
(2) (3)

1 Tang

L1 Lao dél
WCTTA1 | NguyEn VEn A >

1.2 Miic dong

121

1.3 Bao hiémy t&

131

14 Bao hi&m thit nghié

141

Cong ting

I Giam

L1 Lao ding

11

112 Muc dong

IL2.1

1.3 Bao hiém y t&

IL3.1

L4 Bao hiém thit nghié

1L.4.1 h
4 »
Danh muc hi sg Binh kém
han F2: Thém dong File méu

Hozc nhap biang cach nap dix liéu
o Tai file miu vé may

Miu s6: D02 - TS
- A
DANH SACH LAO PONG THAM GIA BHXH, BHYT
Bot: Thang: 10 Nam: 2015
Ho va tén Sodinhdanh  CaP bac, chifc e danh e déng tien ludng Phy cap CV Phucap TNVK  bp, oo TN nghié (%)  Phi
ngh&, noi lam viéc %)
(B) 1) @ 3) “@ (s) (6)
I Giam
vy IL11 Nguyén Vin A o
I1.2 Miic déng
IL.2.1
IL.3 Bo hi€ém y t&
IL3.1
L4 Bao hi€m that nghig
IL4.1
Cong giam
4 »
Danh muc hd so BeliPgil  Binh kém
Nhdn F2: Thém déng Crlemiy_

o Nhap dir liéu vao file
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Ho va tén ap bic, chifc vy, chi Miic dong tién lwdng Phy ﬁ"nlm‘"‘ Phu cip TN ngh (%) Ph
(B) * = 5) (6)
o Giam
IL.1 Lao ddng
mi1  Nouyénvan A 031233123 Thr ky 10.000.000 2 2
» IL2 Mifc dong
ma1
1.3 Bao hiém y t&
ma1
1.4 Bao hiém that nghié
ma1
Ccéng giam 10.000.000 2

o Tai file dix liéu 1én phan mém
Cap bac, chifc vu, chiic danh

e - Phu cip TNVK
Ho va tén 56 dinh danh ngh&, nai lam viéc o

Mifc dong tién Iudng Phu cip CV
3

Phu c3p TN ngh& (%) Ph
(6)

(8) (1) @ (3) (4) (5)
o Giam
1 Lao ddng
IL11 Nguyén Vin A 10.000.000
» IL2 Miic déng :

m2.1
1.3 Bao hiém y t&
m3.1
1.4 Bao hiém that nghié
ma.1

Céng giam 10.000.000

Chon nat "Nap diF liéu" dé
tai file div ligu

4

Danh muc hd so  JeliPEN  Binh kém

Nhan F2: Thém déng
MNh3n F11: Xda déng

Nap dii liéu i excel

Lwa chon sao chép

n Trd dwérng dan
Chon duding din file tai dif liéu

(@ Thém vao dif liéu d3 cd

(_)1Xda dif liéu ci, mémwﬂ Tai file '

R O

Ghi dix ligu
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oo - Cap bac, chiic vu, chi'c danh Eo——, = Phu cap TNVK
Ho va tén $6 dinh danh e L s Miic dong tién luvang

Phy cip TN nghié (%)
(6)

® &) o
» oI Giam
IL1 Lao ddng
# ILL1  MNguyén Vin A 10.000.000
IL2 Mirc déng
2.1
IL3 Bao hiém y t&
3.1
IL4 Bao hiém that nghig o Cap nhat dir liéu thanh céng.
L4.1
Céng giam 10.000.000

Nhén nit “Ghi" & luu
lai di ligu

Ll

Danh muc hé so FeliemEs  Binh kém /

Nhan F2: Thém dang File mau

/7
- Nt “sao chép”: dé sao chép dir lidu ké khai tir cac ky ké khai khac sang ky ké khai
dang thuc hién

Chon ki ké khai can sao
chép

Lwa chon sao chép

Mam 2015

®Thém vao dT TET ST
(iXda dif liéu cii, thém dif liEu mdi

Chon "Chép nhén" dé
bat ddu sao chép

{ « Ch3p nndn (Enter) b Biéng (Esc)

- Nut “x6a”: dé x6a cac dir liéu cua to khai vira nhap, dé c6 thé tién hanh nhap lai
> Ldp ho so dinh kém
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PINH KEM

Loai gidy &, bidu m3u
(1)

Chon tép dinh kém

Thém di lidu dinh kém ‘ Chon “Ghi" d& tai file dinh

Danh muc ha D02-TS  TKO1-TS \

Fhan F2: Thém déng

\
Nhan F11: Xda dang B Napdiligu(Fs) Bl Sao chép (F7) {0 Lam mdi (Esc) & Xda(F3) @

15. Péi twgng tham gia BHXH tw nguyén, ding ky lan diu hodc ding ky lai (Thi tuc
201)
Ping ky tham gia 1an dau hodc dang ky lai d6i véi cac @i tugng tham gia BHXH tu nguyén

15.1. Bwéc 1: Chon ky ké khai

Chon ky ké khai

Thang : £l Nam: 2015

% Chon ky ké khai: Thang, nam: Hé thong mac dinh Ia ky hién tai
< Nhéan Ddng y hodc phim Enter dé vao khai bao cac to khai

% Nhan Pong hodc Phim Esc dé thoat khoi thi tuc 201

15.2.  Budéc 2: Chon céc to khai can khai béo
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PHIEU GIAO NHAN HO SO’ (201)

Loai hé sa- Bang ky BHXH,BHYT tu nguyén

Thdi han giai quyét h6 sd : 8 ngay lam viéc

Loai gidy ¥, bidu mau

» I | HG so:
1 | Danh sach ngu@i tham gia BHXH Ty nguyén (mAu DOS-TS, 03 ban) O
2 | T& khai tham gia BHXH, BHYT (mau TK1-TS, 01 ban/nquii) O
3 | Gidy x4c nhan d3 thu hoi s§ BHXH ddi vdi nqui d3 huding tro cdp BHXH 01 [En (mau C153-TS) O
I | HG so khac
1 | 58 BHXH (Ban sa0, 01 bin/ngud) O

/

Chon céc hé so cdn ké khai

B Napdilicu(Fs) B Sao chép (F7) Lam méi (Esc) B chi(rs)

Click chon vao cac 6 o dé chon cac to khai can khai bao

Sau khi click chon cac to khai can khai bao thi danh sach cac to khai sé hién thi & dudi (Nhuw
hinh trén)

15.3. BUOC 3: Nhap dir liéu cho cac to khai
> Mau TK 01-TS: T khai tham gia bao hiém x& hoi, bao hiém y té
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M3u s6: TKO1-TS

TO KHAI THAM GIA BAO HIEM XA HQI, BAO HIEM Y TE

Que quan quin,

S46 dinh danh Ngay sinh  Gidi tinh Dan thc Quidc tich Qué quan tinh, thanh huyén

s ounn xd, ph

Mguyén Vin A

Mhap diF ligu truc t\éptrén phén mém

4 »

Danh muc hd sd  D02-TS WILASSSNES Dinh kém

Mh&n F2: Thém déng File mAu

Nhin F11: Xda ddng [ Nap dir ligu (F8) |28 Sao chép (F7) Lam mdi (Esc) Xéa (F3) B  Ghi(F5) x Déng (F12)

Nhap thong tin cia ddi tugng tham gia BHXH, BHTT: Bao gom cac truong
Ho va tén

S dinh danh

Ngay sinh

Gidi tinh

Dan toc

Quéc tinh

Qué quan tinh, thanh

Qué quéan quan, huyén

Qué quan xa, phuong.......

Chi tiét: Nhan vao 6 Chi tiét (Phu luc to khai tham gia BHXH, BHYT)

7 / 7
0‘0 0‘0 0‘0

X3

%

/ / 7 /
0‘0 0‘0 0‘0 0‘0

%

%

K/ 7
0‘0 0‘0

79



TAI LIEU HUONG DAN SU DUNGPHAN MEM KE KHAI

» 2 . A Version: 2.1
BAO HIEM XA HOI

M3du s6: TKD1-TS

TO KHAI THAM GIA BAO HIEM XA HOI, BAO HIEM Y TE

- ==  Pphuong thitc déng BHYT Chi tigt
7

PHU LUC: THOT GIAN LAM VIEC CO DONG BHXH =
CHUA HUGNG MOT LAN S/

Tir thang nam Bén thang nam Cadn cif déng Ty 18 dong BHXH(%) _ Ty I PRI X
2 Lol - + + + Mhan dé thi h
(&) (2) ©)] (@) (5) (6) T
Bam vao day dé thém mdi.... \ !
Nhap diF lidu

1 3

Sl
F11: Xda Xong (F5) X6 (F3) Bong (F12)

B1: Nhan vao nat [Thém chi tiét] => Xuat hién man hinh Phu luc: thoi gian 1am viéc c6
dong BHXH chua huong 1 1an

B2: Nhap dir liéu caa phu luc

B3: Sau khi nhap thanh céng céc dir liéu:

+ Nhan [Xong (F5)] dé luu céc dir liéu d3 khai bao dong thoi dong lai phu luc, quay ra
man hinh to khai

+ Hoac nhan (X6a(F5)]: Thuc hién xda cac dit liéu di khai bao trong phu luc

+ Hoac nhan [Péng (F12)]: Dong lai man hinh phu luc dong thoi khong luu dir ligu da
nhap

Céac nut chire nang:

Pé thém dong nhan F2

Dé x6a dong nhan F11

Tai dix liéu: Nhan button [Nap di liéu] hoic F8
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Ho va tn s6dinh danh 3P 'f;h;"l“';‘l’:nfm‘; danh i déng tign Iudng Phy cap Cv i ‘(‘?,:)1 NVK  phy cap TN ngh (%)  Ph
(8) (1) 2 (3 (4) s) (6)
I Giam
IL1 Lao dong
ILL1  NguyénVin A 10.000.000
» IL2 Miic dong H
m2.1
L3 Bao hiém y t&
IL.3.1
1.4 Bao hiém that nghié
w41
Ccéng giam 10.000.000
Chon ndt "Map diF liéu" gé
tai file di¥ ligu
4 »
Danh muc hd sg Binh kém /
Nhan F2: Thém dong File mdu #

Nap dii ligu ti excel

Lwa chon sao chép

Chon duding dan file tai dif |V
Chon File (F3)

(®Thém vao dif ligu d3 cd
(1Xda dif lidu cii, th&m

< Tai dix liéu tur file Excel mau : (LAy file mau bang cach nhan chon [File mau])
Nhan [Nap dix liéu] hodc F8 sau d6 nhan [Chon file(F3)] dé chon file excel can tai sau
d6 nhan [Tai dit liéu (Enter)] dé tai di liéu
Chu y: File excel phai dang mau va co6 dinh dang la .xIs (Excel 2003)
% Sao chép dir liéu: Nhan nit [Sao chép] hoac F7
Thuec hién sao chép dir liéu tir cac to khai da co
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Chon ki ké khai can sao
chép

Lwa chon sao chép

Mam 2015

(@ Thém vao dir e g
(iXda dif liéu cii, thém dif liEu mdi

Chon "Chép nhan" dé
{ « Ch3p nndn (Enter) b

Biéng (Esc) bat d4u sao chép

< B1: Nhan nut [Sao chép(F7)] dé thuc hién chirc ning

% B2: Chon ky ké khai da c6 dé sao chép

¢ B3: Chon hinh thic: Thém méi vao dix liéu da ¢ hoac Xoéa dix licu cii, thém dir liéu mai

< B4: Nhan [Chap nhan (Enter)] dé thyuc hién sao chép dit liéu hodc nhan [Pong (Esc)]
thoat chirc nang sao chép

> Mau DO1-TS: Giay dé nghi:

P A . ]
GIAY DE NGHI M3u s6: DO1-TS

Kinh Bao higm x3 hdi Quan 90100

Gidi

7 M3 sd quan ly - Ngay sinh & tinh = S8 CMND

(2) (3) (4 (6)

(5)

* Bam vao day d& thém mdi....

Ho va tén

Nhap thong tin ciia cac ca nhan dé nghi hoan tién dong BHYT: Bao gom céc truong
Ho va tén

M4 s6 quan ly (Sé dinh danh)

Ngay sinh

Giai tinh

S6 CMND

Noi cap

Ngay cap

Noi dung:

Ho so dinh kém giri kém

/ /
0‘0 0‘0

%

%

K/ 7
0‘0 0‘0

%

%

/ 7 K/ /
0‘0 0‘0 0‘0 0‘0

Céac nut chire nang:

Pé thém dong nhan F2

Dé x6a dong nhan F11

Tai dit liéu: Nhan button [Nap dit liéu] hoic F8

K/ 7 K/ K/
0‘0 0‘0 0‘0 0‘0
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Cap bac, chidc vu, chifc danh

Phu cdp TNVK

Ho va tén S dinh danh ngh&, nol Iam viéc Mifc déng tién luong Phu cip cv (%) Phuy cdp TN nghé (%)
(®) (6] @ [€)) (a) = 6]

II Giam

1 Lao ddng

IL11  NguyénVin A 10.000.000
» IL2 Miic déng ] ]

IL.21

1.3 Bao hiém y t&

II.3.1

1.4 Bao hiém that nghié

141

Cgng giam 10.000.000
Chon nit "Map diF liéu” dé
tai file di lidu

4 »
Danh muc hé so Binh kém /
Nhan F2: Thém déng File méu

Nap dii ligu ti excel

Lwa chon sao chép

- Trd dwéng dén
Chon dudng dan file tai di |V
Chon File (F3)
(®Thém vao dif lifu d3 cd

(OXéa di ligu i, mémfrfi'rn’di/ L Tai file

< Tai dir lieu tir file Excel mau : (LAy file mau bang cach nhan chon [File mau])
Nhan [Nap dix liéu] hodc F8 sau d6 nhan [Chon file(F3)] dé chon file excel can tai sau
d6 nhan [Tai dit liéu (Enter)] dé tai di lidu
Chu y: File excel phai dang mau va co6 dinh dang la .xIs (Excel 2003)
% Sao chép dir liéu: Nhan nit [Sao chép] hoac F7
Thuec hién sao chép dir liéu tir cac to khai da co
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Version: 2.1

>

K/ 7 K/ K/
0‘0 0‘0 0‘0 0‘0

Lva chon sao chép

Chon ky k& khai can sao

chép

MNam 2015

(@ Thém vao dr Teo g
()X da dif lidu cii, th&m dif liEu mdi

™
{ ¥ Ch3p nnan (Enter) )] Biéng (Esc)

Chon "Chép nhan" dé
bat d4u sao chép

B1: Nhan nat [Sao chép(F7)] dé thuc hién chiic ning
B2: Chon ky ké khai di c6 dé sao chép

B3: Chon hinh thic: Thém maéi vao dit liéu da c6 hoac Xoéa dir liéu ct, thém dir liéu mai
B4: Nhan [Chap nhan (Enter)] dé thyc hién sao chép dix liéu hodc nhan [Péng (Esc)]

thoat chirc nang sao chép

Maiu D05-TS: Danh sach tham gia BHXH tu nguyén

Miu si: D02 - TS

Phy cip TN nghé (®%) H
(6)

z a
DANH SACH LAO PONG THAM GIA BHXH, BHYT
bot: Thang: 10 Nam: 2015
Ho va tn s&dinhdanh  C3P 'f;h;"":; ‘l’:mc:':‘z danh  \vc déng tign wang Phy cap CV g ‘(‘?,:)1 RV
(8) (1) 2) ©)] 4 (5)
1 Tdng
L1 Lao déi
A E Hguyén Van A
12 Mic dong
121
L3 Bao hiém y t&
131
1.4 Bao hiém that nghié
141
Cdng tang
I Giam
1 Lao ddng
IL11
1.2 Miic déng
m2.1
L3 Bao hiém y &
3.1
L4 Bao hiém that nghié
4.1
4
Danh muc hd sg Binh kém
han F2: Thém dong File mAu

NSD nhap céac thong tin trong to khai

Céac nut chire nang:

Pé thém dong nhan F2

Dé x6a dong nhan F11

Tai dir liéu: Nhan button [Nap di liéu] hoic F8
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Cap bac, chifc vu, chiic danh Phu cip TNVK

Ho va tén 56 dinh danh

Mifc dong tién luong Phuy cdp Cv

=1 & (o
(8) @ e e @ ) ) PR ) o
i Giam
L1 Lao ding
ILL1  Nguydn Van A 10.000.000
y IL2 Miic déng :
IL2.1
L3 Bao hiém y t&
IL3.1
1.4 Bao hiém that nghié
4.1
Céng giam 10.000.000
Chon ndt "Nap dir ligu” @&
tai file di¥ liéu
4 »
Danh muc hé so Binh kém /
Nhdn F2: Thém déng File miu 7

< Tai dir liéu tur file Excel mau : (LAy file mau bang cach nhan chon [File mau])
Nhan [Nap dir liéu] hodc F8 sau d6 nhan [Chon file(F3)] dé chon file excel can tai sau
d6 nhan [Tai dit liéu (Enter)] dé tai di lidu
Cha y: File excel phai ding mau va c6 dinh dang la .xls (Excel 2003)
% Sao chép dix liéu: Nhan ndt [Sao chép] hoic F7
Thuec hién sao chep dir liéu tir cac to khai da co

Chan ky ké khai can sao
hé
Lva chon sao chép chep
Mam 2015

(@ Thém vao dr Teo g

()X¥da dif lidu cli, thEm dif liEu mdi

e —— Chl;l"ﬂ "L?ha;p ﬂhéﬂ" dé
{ v Ch3p nnan (Enter) D] = Béng (Esc) bat dau sao chép

B1: Nhan nat [Sao chép (F7)] dé thuc hién chirc ning
B2: Chon ky ké khai d4 c6 dé sao chép
B3: Chon hinh thirc: Thém maéi vao dix liéu da c6 hoac Xda dir liéu ct, thém dir liéu mai
B4: Nhan [Chap nhan (Enter)] dé thuc hién sao chép dit liéu hodc nhan [Péng (Esc)]
thoat chirc nang sao chép

» Dinh kém
Chon file dinh kém cua thu tuc

85



TAI LIEU HUONG DAN SU DUNGPHAN MEM KE KHAI

> 2 . A Version: 2.1
BAO HIEM XA HOI

DINH KEM

Loai gidy &, biéu mau

5 Chontépdinhkém _ Xem _

(1) ) ()
3 58 BHXH (Ban sao, 01 ban/ngudi) C:D

i

Mhan dé xem file
dinh kém

Mhén d@ chon file dinh
kém

% Nhén vao 6 trong cot Chon tép dinh kém dé chon file dinh kém: File dinh kém 12 file
anh hoac file PDF
< Nhan vao nat [xem] dé xem céc file dinh kém da chon
15.4. Buwéc 4: Thuc hién Ghi, X6a, Pong
% Ghi dit liéu da khai bao: Sau khi khai bao thanh céng, NSD nhén nat [Ghi (F5)] dé ghi
lai dix liéu
s+ Xoba cac to khai: Thuc hién xda cac to khai da chon (chi x0a cac to khai)
16.Pong thii tuc dang thuc hién: Nhin nit [Péng (F12)] dé dong thi tuc dang thao
tachoi twong tham gia BHXH tw nguyén, thay ddi mirc déng, phwong thirc dong
(Thi tuc 201)
Thii tuc thay doi mic dong, phuong thirc dong cho cac dbi tuong tham gia BHXH, BHYT tu
nguyén

16.1. Buwéc 1: Chon ky ké khai

Chon ky ké khai

Thang: [ Nam: 2015

< Chon ky ké khai: Thang, nam: Hé thong mac dinh 1a ky hién tai
< Nhéan Ddng y hoic phim Enter dé vao khai bao cac to khai

< Nhéan DPong hodc Phim Esc dé thoat khoi tha tuc 201

16.2. Bwéc 2: Chon céc to khai can khai bao
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PHIEU GIAO NHAN HO SO’ (201)

Loai hd so: Pang ky BHXH,BHYT tu nguyén

Thai han giai quy&t hd sd : 8 ngay lam viéc

Loai gidy t, bidu miu

1 | Danh sdch ngudi tham gia BHXH Ty nguyén (m3u DO5S-TS, 03 ban)
2 | Bon d& nghi cila ngudi lao dgng (mu DO1-TS)
TT | H sd khac

Y1 | 6 8HXH (Ban sao, 01 ban/ngui) e T

Click chon céc t& khai cén khai / l

Cac to khai déa chon

/

Danh sach hd s 01-TS DO5-TS Binh kém

Click chon véao cac 6 o dé chon cac to khai can khai bao

Sau khi click chon cac to khai can khai b4o thi danh sach cac to khai sé& hién thi & duéi (Nhuw
hinh trén)

16.3. BUOC 3: Nhap dir liéu cho cac to khai

>

Mau D01-TS: Giay dé nghi:

e e £ i _
GIAY PE NGHI Mau sé: DO1-TS
Kinh Bdo hiém x& hdi Quin 90100
Sidi Nbi dung

n + tinh = el +
(2) (3) 4 (5) (9)

Ho va tén M4 s6 quan Iy - Ngay sinh

Bam vao day d& thém mdi.... -

K/ 7
0‘0 0‘0

%

%

K/ /
0‘0 0‘0

%

%

K/ /
0‘0 0‘0

Nhap théng tin cia cac ca nhan dé nghi hoan tién dong BHYT: Bao gdm cac truong
Ho va tén

M4 sb quan Iy (S6 dinh danh)

Ngay sinh

Gii tinh

S6 CMND

Noi cap

Ngay cap
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*

/7
0’0

Noi dung:
Ho so dinh kém guri kém

Cac nut chire nang:

Dé thém dong nhan F2

Pé x6a dong nhan F11

Tai dix liéu: Nhan button [Nap di liéu] hoic F8

Nap dii li&u hi excel

Lwa chon sao chép
Trd dwirng dan

Chon duiing dan file tai div |V
Chon File (F3)

(@ Thém vao dif liu 43 cd

(C)¥da dif ligu ci, thérﬂw"_‘y Tai file

Tai dix liéu tr file Excel miu : (LAy file mau bang cach nhan chon [File mau])

Nhan [Nap di liéu] hoic F8 sau d6 nhan [Chon file(F3)] dé chon file excel can tai sau
d6 nhan [Tai dit liéu (Enter)] dé tai di liéu

Chu y: File excel phai dang mau va co6 dinh dang la .xIs (Excel 2003)

Sao chép dit liéu: Nhan nat [Sao chép] hoac F7
Thuc hién sao chép dit liéu tir cac to khai da co

(@ Thé&m vao du neuddd

(J¥da dif liéu cii, thém dif lifu mdi

‘ w4 Tai Dif Liéu (Enter)

Chon ki ké khai cén sao
chép

Lwa chon sao chép

Chon "Chép nhan" dé
{ ~ Ch3p nnan (Enter) )] = Bdng (Esc) bt d4u sao chép

B1: Nhan nuat [Sao chép(F7)] dé thyuc hién chirc ning
B2: Chon ky keé khai di c6 dé sao chép
B3: Chon hinh thirc: Thém méi vao dir liéu da cé hoac Xo6a dir liéu ci, thém di liéu mai
B4: Nhan [Chap nhdn (Enter)] dé thuc hién sao chép dit liéu hodc nhan [Péng (Esc)]
thoat chirc nang sao chép
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> Maiu D05-TS: Danh sach tham gia BHXH tu nguyén

Miu DO5-TS

DANH SACH NGUOI THAM GIA BHXH TU NGUYEN

Bot: Thang: 10 Nim: 2015

Ho va tén S6 dinh danh  Muic tién lam can cif dong Tir thing Pén thiang 5@ tién déng

(B) (1) (2) (3) (1) (5)
» I Tang
1l Lao ddng
L11
L2 Miic déng
L2.1
Cdng ting
I Giam
1.1 Lao ddng
IL.1.1
II.2  Mic déng
.21
Cdng giam

NSD nhap céc théng tin trong to khai

Céac nut chire nang:

Pé thém dong nhan F2

Pé x6a dong nhan F11

Tai dix liéu: Nhan button [Nap di liéu] hoic F8

/ / /
0‘0 0‘0 0‘0

%

*

Nap dii liéu ti excel

Lwra chon sao chép

- Trd dwirng dan
Chon dudng dan file tai dir |V
Chan File (F3)

(@ Thém vao dif lifu d3 cd

()¥da dir liéu ci, mémf‘w’) Tai file I

< Tai dir lieu tir file Excel mau : (LAy file mau bang cach nhan chon [File mau])
Nhan [Nap dix liéu] hodc F8 sau d6 nhan [Chon file(F3)] dé chon file excel can tai sau
d6 nhan [Tai dit liéu (Enter)] dé tai di liéu
Chu y: File excel phai dang mau va co6 dinh dang la .xIs (Excel 2003)
% Sao chép dir liéu: Nhan nit [Sao chép] hoac F7
Thuec hién sao chép dir liéu tir cac to khai da co

‘ &i Tai DI Liéu (Enter)
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Chon ki ké khai cén sao
chép

Lwa chon sao chép

(®Thém vao dir eTdd g

(I¥da dif liéu cii, thém dif liEu mdi

Chon "Chép nhan" dé
{ ~ Ch3p nnan (Enter) b} =

Dodng (Esc) bat dau sao chép

B1: Nhan nat [Sao chép (F7)] dé thuc hién chirc ning
B2: Chon ky ké khai di c6 dé sao chép
B3: Chon hinh thirc: Thém méi vao dir liéu da cé hoac Xo6a dir liéu ci, thém di liéu mai
B4: Nhan [Chap nhan (Enter)] dé thuc hién sao chép dit liéu hodc nhan [Péng (Esc)]
thoat chirc nang sao chép

» Dinh kém
Chon file dinh kém cua thu tuc

PINH KEM o Nhan dé xem file

Nhan dé chon tép_

Loai gidy t, bidu mau . Chontépdinhkém _ Yom
(1)

m {=)
—

< Nhan vao 6 trong cot Chon tép dinh kém dé chon file dinh kém: File dinh kém 1a file
anh hoac file PDF

< Nhan vao nat [xem] dé xem céc file dinh kém da chon

16.4. Bwdc 4: Thuc hién Ghi, Xo0a, Péong

< Ghi dir liéu da khai béo: Sau khi khai bao thanh céng, NSD nhan nat [Ghi (F5)] dé ghi
lai dir liéu

¢+ Xoba cac to khai: Thuc hién xda cac to khai da chon (chi x6a céc to khai)

% Dong thu tuc dang thuc hién: Nhan nat [Dong (F12)] dé déng thu tuc dang thao tac

)

S8 BHXH (Ban sao, 01 ban/ngudi)

17.P6i twong tw nguyén tham gia BHYT , ding ky tham gia (Thi tuc 202)
Thuc hién dang ky tham gia cho cac ddi twgng tham gia BHYT tu nguyén

17.1. Bwéc 1: Chon ky ké khai

Chon ky ké khai

Théng : Nim: 2015

+ Ding y (Enter) =%  Bdng (Esc)

< Chon ky ké khai: Thang, nam: Hé thong mac dinh 1a ky hién tai
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< Nhan Pong ¥ hodc phim Enter dé vao khai bao céc to khai
< Nhéan DPong hodc Phim Esc dé thoat khoi tha tuc 202

17.2. Buéc 2: Chon céc to khai can khai bao

PHIEU GIAO NHAN HO SO (202)

Loai hd sa: Cap thé BHYT theo hé gia dinh
Thai han giai quyét hd so: 10 ngay lam viéc.
Riéng ho sd gia han thé BHYT: 5 ngay lam viéc.

Loai gidy td, bi€u miu

I. | HG sd ding ky [an dau hoac dang ky lai sau thdi gian dirng déng:
1. | T& khai tham gia BHXH, BHYT" (M3u s TK1-TS, 01 ban/ngui)
2, | Danh sdch ngui tham gia BHYT Ty nguyén (mau D03-TS, 03 ban)
| 16 s khac
b3, | UNC (H& sg dang ky [an dau hodc dang ky lai sau théi gian difng ddng)

< &

<l

—

Click @& chon t& khai can khai

Danh séch céc t& khai d& chon

Danh sach hi so & K01-TS D03-TS Tang D03-TS Giam D03-TS Bigu chinh @

Click chon vao cac 6 o dé chon cac to khai can khai bao

Sau khi click chon cac to khai can khai b4o thi danh sach cac to khai sé& hién thi & duéi (Nhuw
hinh trén)

17.3. BUOC 3: Nhap dir liéu cho cac to khai
> Mau TK 01-TS: To khai tham gia bao hiém xa hoi, bao hiém y té
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Mau s6: TKO1-TS

TO KHAI THAM GIA BAO HIEM XA HOI, BAO HIEM Y TE

Qué quan quin,

L] 56 dinh danh Ngay sinh  Gidi tinh Dan téc ‘Quidc tich Qué quan tinh, thanh huyén

B3m vao day dé thém mdi....

Qué quan x3, phuwidng Qué |

1 - 3
Danh sach hij sc D03-T$/Tang  DO3-TS Giam  DO3-TS Bigu chinh  Binh kém

INhan F2: Thém do File méu

< Nhap thdng tin cua dbi twong tham gia BHXH, BHTT: Bao gom cac trudng
+» Hovatén

% S6 dinh danh

% Ngay sinh

% Gigi tinh

+» Dan toc

% Quéc tinh

% QUuEé quén tinh, thanh

s Qué quan quan, huyén

% Qué quan xa, phuong.......

% Chi tiét: Nhan vao 6 Chi tiét (Phu luc to khai tham gia BHXH, BHYT)
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%

%

M3iu s6: TKD1-TS

TO KHAI THAM GIA BAO HIEM XA HOI, BAO HIEM Y TE

thang dong BHXHTN  Phuong thifc déng BHXHTN  P4i twgng tham gia BHYT  Miic tién lam cin cidéng BHYT  Phudng thi'c déng BHYT Chi tiét

» TEST [ Thém chi tigt

*  Emmlvacliw|oeig PHU LUC TO KHAI THAM GlA BAO HIEM XA HOI, BAO HIEM Y TE a

PHU LUC: THOT GIAN LAM VIEC CO DONG BHXH
CHUA HUGNG MQT LAN
STT , Tirthinandm _ Bénthingnim _  Dién giai o Cdncidéng _ Ty Ia déng BHXH(%) _ Ty K
(1) (2) 3) ) (3) (6)

#  Bam vao day d& thémndi....

Nhén dé thém chi tiét

Nhén @é thém mai

4 3

A
Fil: X6a Xong (F5) Xda (F3) Béng (F12)

4
Danh sdch hé sd IOSRER D03-TSTang DO3-TS Giam  D03-TS Biéu chinh  Binh kém

han F2: Thém dang File mau

B1: Nhan vao nat [Thém chi tiét] => Xuat hién man hinh Phu luc: thoi gian 1am viéc c6
dong BHXH chua huong 1 1an

B2: Nhap dir liéu caa phu luc

B3: Sau khi nhap thanh céng céc dir liéu:

+ Nhan [Xong (F5)] dé luu cac dit liéu da khai bao dong thoi dong lai phu luc, quay ra
man hinh to khai

+ Hoac nhan (X6a(F5)]: Thuc hién xda cac dit lidu di khai bao trong phu lyc

+ Hoac nhan [Péng (F12)]: Pong lai man hinh phu luc dong thoi khong luu dir lidu da
nhap

Céac nut chire nang:

Dé thém dong nhan F2

Dé x6a dong nhan F11

Tai dit liéu: Nhan button [Nap di liéu] hoic F8
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Nap dii liéu ti excel

Lwa chon sao chép

» Trd dwérng dan
Chon duding dan file tai dir |V
Chon File (F3)

(@ Thém vao dif lifu d3 cd

(I¥da dif liéu ci, ﬂﬂémfl“lfi—rﬂ/ Tai file

< Tai dir liéu tir file Excel mau : (Lay file mau bang cach nhan chon [File mau])
Nhan [Nap di liéu] hoic F8 sau d6 nhan [Chon file(F3)] dé chon file excel can tai sau
d6 nhén [Tai dir liéu (Enter)] dé tai dit liéu
Cha y: File excel phai diing mau va c6 dinh dang la .xls (Excel 2003)

% Sao chép dir liéu: Nhan nit [Sao chép] hoac F7
Thuec hién sao chép dir liéu tir cac to khai da co

(@ Thém vao dir meurdd g

(¥da dif ligu cl, thém dif lidu mdi

‘ w4 Tai Dif Liéu (Enter)

Chon ki ké khai can sao
chép

Lua chon sao chép

Chon "Chép nhén" d&
bat d3u sao chép

Biong (Esc)

{ ¥ Ch3p nnan (Enter) )] x

B1: Nhan nt [Sao chép(F7)] dé thyc hién chiic ning

B2: Chon ky ké khai da co dé sao chép

B3: Chon hinh thirc: Thém méi vao dir liéu da cé hodc Xo6a dir liéu cii, thém dix liéu mai
B4: Nhan [Chap nhan (Enter)] dé thyc hién sao chép dit liéu hodc nhan [Péng (Esc)]
thoat chirc nang sao chép

» Mau D03-TS: Danh sach ngudi tham gia BHYT
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DANH SACH NGUOT THAM GIA BHYT
bot: Thang: 10 Nam: 2015
- Bii trgng tham gia:
- Ty I& NSNN hd tro:
Ho va tén

(8)

* Bam vao day dé thém mdi....

56 dinh danh Miic tién 1am cdn cif d6ng  Giam mifc déng (%)  Thdi han sif dung thé BHYT, tif ngdy

(5)

M3u DO3-TS

56 tién dong

NSD nhap céc thong tin trong to khai

Céac nut chire nang:

Pé thém dong nhan F2

Dé x6a dong nhan F11

Tai dix liéu: Nhan button [Nap di liéu] hodc F8

Nap dii liéu ti excel

Lwa chon sao chép

(@ Thém vao dif lifu d3 cd

» Trd dwérng dan
Chon duding dan file tai dir |V
Chon File (F3)

‘ &4 Tai DI Liéu (Enter)
e ——

(_)Xda dif ligu cili, thém dif liéu mdi Tai file I

< Tai dir liéu tir file Excel mau : (Lay file mau bang cach nhan chon [File mau])
Nhan [Nap di liéu] hoic F8 sau d6 nhan [Chon file(F3)] dé chon file excel can tai sau

/7
L X4

d6 nhan [Tai dit liéu (Enter)] dé tai di lidu
Chu y: File excel phai dang mau va co6 dinh dang la .xIs (Excel 2003)
Sao chép dix lieu: Nhan nat [Sao chép] hoic F7

Thuec hién sao chép dir liéu tir cac to khai da co

Lwa chon sao chép

Chon ky ké khai cén sao

chép

(@ Thém vao do e ddod
(Ti1Xda dif lidu cli, thém dif lifu mdi

{ ¥ Chap nnan (Enter) B} = Bing (Esc)

Chon "Chép nhan” dé
bat d3u sao chép
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B1: Nhan nat [Sao chép(F7)] dé thyuc hién chiic ning
B2: Chon ky ké khai d4 c6 dé sao chép
B3: Chon hinh thirc: Thém méi vao dir liéu da cé hodc Xo6a dir liéu cii, thém dir liéu mai
B4: Nhan [Chap nhan (Enter)] dé thyc hién sao chép dix liéu hodc nhan [Péng (Esc)]
thoat chirc nang sao chép

> Mdu C66-HD: Gidy thanh toan thi lao cho té chike, cd nhin lam dai Iy thu

Bon vi: Ma3u 56: C66-HD

B phan:

GIAY THANH TOAN THU LAO
CHO TO CHUC, CA NHAN LAM DPAI LY THU

S8
- Can cf Hop ddng thu BHYT 54 thanh lap ngay | 30/09/2015 -
Giita Bao hiém x& hdi
- Cén alf vio Danh sich HSSV tham gia BHYT l3p ngay 30/09/2015 -
- Can ¢ vao s tién thu BHYT HSSV d3 ndp che co quan BHXH tai Phigu thu s6 ngay | 30/09/2015 -
Cia Bio hiém x& hoi
( Hodc Gidy bao Co s6 ngady | 30/09/2015 ~ cla
- B nghi co quan Bao hiém x3 hoi chi tha lao lam dai ly cho

- Bia chi

Nhap cac théng tin can thiét trong gidy thanh toan thi lao
17.4. Bwéc 4: Thuc hién Ghi, Xé6a, Péng
% Ghi dit lidu da khai bao: Sau khi khai bao thanh céng, NSD nhén nat [Ghi (F5)] dé ghi
lai dix liéu
s+ Xoba cac to khai: Thuc hién xda cac to khai da chon (chi x0a cac to khai)
< Pong thu tuc dang thuc hién: Nhan nat [Pong (F12)] dé déng thi tuc dang thao tac

18.Pdi twong tham gia BHXH tw nguyén, hoan tra tién déng (Thi tuc 203)
Hoan tra tién dong cho cac d6i twong tham gia BHXH tu nguyén

18.1. Buwéc 1: Chon ky ké khai

Chon ky ké khai

Thang : [ Nam: 2015

% Chon ky ké khai: Thang, naim: Hé thong mic dinh 1a ky hién tai
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< Nhéan DBdng y hoic phim Enter dé vao khai b4o cac to khai
< Nhéan DPong hodc Phim Esc dé thoat khoi tha tuc 203

18.2. Buéc 2: Chon céc to khai can khai bao

PHIEU GIAO NHAN HO SO (203)

Loai hd sa: Hoan trd tién dong BHYT, BHXH Tu nguyén

Thai han giai quyét hé sd : 15 ngay lam viéc

Loai gidy td, bi€u mau

1 | Bon @& nghi ciia ngudi tham gia trong triréng hop ngudi tham gia chat (mau D01 - TS) |
I | Hb 50 khac
ool | Gidy xac nhan tham gia BHXH bat budc (néu tham gia & noi khac) hodc Gigy chifng tf néu nqudi tham gia BHXH Tu nguy&n bi chét (Ban sao cé chifng thuc, 01 ban/ngusi) I

_

Click @& chon to khai cén khai

Danh sach cac t& khai da chon

S

Click chon vao cac 6 o dé chon cac to khai can khai bao

Sau khi click chon cac to khai can khai bao thi danh sach cac to khai sé hién thi & duéi (Nhuw
hinh trén)

18.3. BUOC 3: Nhap dir liéu cho céc to khai
> Mau D01-TS: Gidy d& nghi:

GIAY DE NGHI Miu 56 DO1-TS

Kinh Bao him x3 hdi Quan 90100

SIT Ho va tén m M3 s quan

(2) €)

Bam vao day d€ thém mdi....

% Nhap thong tin ciia cac ca nhan dé nghi hoan tién dong BHYT: Bao gom céc trudng
% Hovatén

< M4 sé quan Iy (S6 dinh danh)

¢ Ngay sinh

% Gidi tinh

% S6 CMND

% Noi cap
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Ngay cap

Noi dung:

Ho so dinh kém giri kém

C4c nut chirc nang:

Dé thém dong nhan F2

Pé x6a dong nhan F11

Tai dix liéu: Nhan button [Nap di liéu] hoic F8

Nap dii li&u hi excel

Lwa chon sao chép

Trd dwirng dan

Chon duiing dan file tai div |V
Chon File (F3)

(@ Thém vao dif liu 43 cd

(C)¥da dif ligu ci, thérﬂw"_‘y Tai file

Tai dix liéu tr file Excel miu : (LAy file mau bang cach nhan chon [File mau])

Nhan [Nap di liéu] hoic F8 sau d6 nhan [Chon file(F3)] dé chon file excel can tai sau
d6 nhan [Tai dit liéu (Enter)] dé tai di liéu

Chu y: File excel phai dang mau va co6 dinh dang la .xIs (Excel 2003)

Sao chép dit liéu: Nhan nat [Sao chép] hoac F7
Thuc hién sao chép dit liéu tir cac to khai da co

‘ w4 Tai Dif Liéu (Enter)

Chon ky ké khai can sao
hé
Lwa chon sao chép chep
Mam ED

(@ Thém vao dir e ddod

(iX¥da dif lidu cii, thém dif liu mdi

_— = Chon "Chap nhan" dé
{ ¥ Chap nnan (Enter) } x bang (Esc) bat d4u sao chép

B1: Nhan nut [Sao chép(F7)] dé thyuc hién chirc ning
B2: Chon ky keé khai di c6 dé sao chép
B3: Chon hinh thirc: Thém méi vao dir liéu da cé hoac Xo6a dir liéu ci, thém di liéu mai
B4: Nhan [Chap nhdn (Enter)] dé thuc hién sao chép dit liéu hodc nhan [Péng (Esc)]
thoat chirc nang sao chép
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» Dinh kém
Chon file dinh kém cua thu tuc

PINH KEM

- Chon tép dinh kém -

Loai gidy 1, biéu mau

Gidy xac nhan tham gia BHXH bit budc (n&u tham gia & noi khic) hoic Gidy chifng tif néu ngudi tham gia BHXH Tu' nguyén bi chét (Ban sao cd chitng thue, 01
ban/nguri)

< Nhin vao 6 trong cot Chon tép dinh kém dé chon file dinh kém: File dinh kém 1a file
anh hoac file PDF

% Nhan vao nut [xem] dé xem céc file dinh kém dé chon

18.4. Bwdc 4: Thuc hién Ghi, Xo0a, Péong

% Ghi dir liéu da khai béo: Sau khi khai bao thanh céng, NSD nhan nat [Ghi (F5)] dé ghi
lai dix liéu

¢ Xoba cac to khai: Thuc hién xda cac to khai da chon (chi x6a céc to khai)

< DPong thu tuc dang thuc hién: Nhan nat [Pong (F12)] dé déng thi tuc dang thao tac

19. Péi twong tw nguyén tham gia BHYT, hoan tra tién déng (Tha tuc 203)
Hoan tra tién dong cho cac d6i twong tu nguyén tham gia BHYT

19.1. Bwéc 1: Chon ky ké khai

Chon ky ké khai

Théng : Nam: 2015

% Chon ky ké khai: Thang, nam: Hé thong mic dinh 1a ky hién tai
< Nhan Pong ¥ hodc phim Enter dé vao khai bao céc to khai

< Nhin Pong hodc Phim Esc dé thoat khoi thu tuc 203

19.2. Buwéc 2: Chon céc to khai can khai bao
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PHIEU GIAO NHAN HO SO (203)

Loai hd sa: Hoan tra tién ddng BHYT, BHXH Tu nguyén

Thai han giai quyét hé sd : 15 ngay lam viéc

Loai gidy 13, biéu mau

1 \ Hon dé nghi cia ngudi tham gia trong trudng hop ngudi tham gia chét (mau DO1 - TS) |

11 | HG 50 khac

1| The BHYT Tu nguyén (01 ban/ngui)
W2 ‘ Thé BHYT dugc cap theo dién bit budc khic hoic Gidy ching tif néu ngudi tham gia BHYT Tu nguyén bi chét (Ban sao, 01 ban /ngudi) ‘ .

Click d& chon t& khai cén khai

Danh sach cac t& khai da chon

Click chon véao cac 6 o dé chon cac to khai can khai bao

Sau khi click chon cac to khai can khai bao thi danh sach cac to khai sé& hién thi & duéi (Nhuw
hinh trén)

19.3. BUOC 3: Nhap dir liéu cho cac to khai
> Mau DO1-TS: Gidy dé nghi:

GIAY DE NGHI Miu s6: DO1-TS

Kinh Bao hiém x& hdi Qudn 90100

Ho va t&n MEsSquinlj | Ngdysih  _ S0n NGi dung

n a ks
(2) (3) 4 (5) (9)

Bam vao day d& thém mdi.... -

Nhap thong tin ciia cac ca nhan dé nghi hoan tién dong BHYT: Bao gom céc truong
Ho va tén

M4 s6 quan ly (Sé dinh danh)

Ngay sinh

/ 7 K/ /
0‘0 0‘0 0‘0 0‘0

>

% Gidi tinh

< S5 CMND

% Noi cap

< Ngay cap

% NOoi dung:

< Ho so dinh kém guri kém

Cac nut chuc nang:
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< Pé thém dong nhan F2
< Dé x6a dong nhan F11
< Tai dir liéu: Nhan button [Nap dix liéu] hosc F8

Nap dii liéu ti excel

Lwa chon sao chép

» Trd dwérng dan
Chon duding dan file tai dir |V
Chon File (F3)

(@ Thém vao dif lifu d3 cd

() Xda dif liéu cii, mémilfifii/ Tai file
® Ding(Esc)

< Tai dir liéu tir file Excel mau : (Lay file mau bang cach nhan chon [File mau])
Nhan [Nap dir liéu] hoac F8 sau d6 nhan [Chon file(F3)] dé chon file excel can tai sau
d6 nhén [Tai dix liéu (Enter)] dé tai dit liéu
Chu y: File excel phai dang mau va co6 dinh dang la .xIs (Excel 2003)
% Sao chép dir liéu: Nhan nit [Sao chép] hoac F7
Thuec hién sao chép dir liéu tir cac to khai da co

‘ &4 Tai DI Liéu (Enter)

Chon ky ké khai cén sao
hé
Lwa chon sao chép chep
Mam ED

[®Thém vao dU TETOS

(Ti1Xda dif lidu cli, thém dif lifu mdi

———= Chon "Chap nhan" dé
{ « Chap nnan (Enter) b} = Ping (Esc) bat ddu sao chép

B1: Nhan nat [Sao chép(F7)] dé thuc hién chiic ning

B2: Chon ky ké khai da co dé sao chép

B3: Chon hinh thirc: Thém méi vao dir liéu da cé hodc Xo6a dir liéu cii, thém dix liéu mai
B4: Nhan [Chap nhan (Enter)] dé thyc hién sao chép dit liéu hodc nhan [Péng (Esc)]
thoat chirc nang sao chép

» Dinh kem
Chon file dinh kém cua thu tuc

101




TAI LIEU HUONG DAN SU DUNGPHAN MEM KE KHAI

» 2 . A Version: 2.1
BAO HIEM XA HOI

PINH KEM

Loai gidy t, bi€u miu . Chon tép dinh kém

(1) (2) =
Thé BHYT Tu nguyén (01 ban/ngudi) Xem
* | Thé BHYT dudc c3p theo dign b3t bugc khic hodc Gidy chifng tf n&u ngudi tham gia BHYT Tu nguy&n bi chét (Ban sao, 01 ban /ngudi) Xel

< Nhan vao 6 trong cot Chon tép dinh kém dé chon file dinh kém: File dinh kém 1a file
anh hoac file PDF

< Nhén vao nat [xem] dé xem céc file dinh kém da chon

19.4. Buwéc 4: Thuc hién Ghi, Xo6a, Pong

< Ghi dir liéu da khai béo: Sau khi khai béo thanh céng, NSD nhin nit [Ghi (F5)] dé ghi

lai dir liéu

Xba cac to khai: Thuc hién x6a cac to khai da chon (chi x6a céc to khai)

Pong thu tuc dang thuc hién: Nhan nut [Pong (F12)] dé dong thi tuc dang thao tac

7 /
0‘0 0‘0

Hwéng dan ké khai phan hé S6 BHXH
1. Cép lai, d6i s6 BHXH héng, do thay doi, cai chinh ho tén, ngay thang nim sinh
» Buwoc 1: Chon Ky ké khai

Chon ky ké khai

Thang: LIS Nam: 2015
+ Ding y (Enter) =  Bdng (Esc)

Chon ky ké khai: Thang, nam: Hé théng mic dinh 1a ky hién tai
Nhan [Pdng y] hoic phim Enter dé vao khai béo cac to khai
Nhan [Poéng] hodc Phim Esc dé thoat khoi thi tuc

Buwéc 2: Ldp phiéu giao nhdn hé so

R
A IR

PHIEU GIAO NHAN HO SO (302)
Loai h8 sa: Bigu chinh théng tin cd nhan cua ngudi tham gia BHXH

Thai han giai quyét ho sd: 16 ngay lam viéc.
Riéng tai quan, huyén: 18 ngay lam viéc.

STIT 7 Loai gidy o, biéu miu

» I |Hb6so

1 | T&khaithay ddi théng tin ngudi tham gia BHXH, BHYT (mdu TK2-TS, 01 ban)
II | Hb sd khac:

1 | Gidy khai sinh hodc chifng minh nhan dan (Ban sao cd chifng thirc) O
2 |58 bao higm x3 hdi mau cl hodc ]
3 | Td bia 56 BHXH mau mdi ]
4 | CActd rdi 56 BHXH [m}
5 | Thé BHYT cii con thdi han sif dung (néu cf digu chinh) | O
6 | Trueng hop cai chinh h tich - néu c6: Van ban dinh chinh cic loai h sg, gidy t5 cia don vi quan Iy va cg quan c6 thsm quyn (Ban sao cd chig thuc) ]
7 | Chitng minh nhan dn (Ban sao cé chifg thirc) O
8 | S8 bao higm x3 hai mau cii ]

Chon danh muc hé so

Danh sach hé sor da chon

TK02-TS 1) Binh kem

e
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% Click chon vao cac 6 o dé chon cac to khai can khai bao

% Sau khi click chon céc to khai can khai béo thi danh sach cac to khai s& hién thi ¢ duéi
(Nhu hinh trén)

» Buwoc 3.1: Nhdp diz liéu cho to khai tie chwong trinh

M3&u s§: TK02-TS

. TOKHAITHAY BOITHONGTIN
NGUOT THAM GIA BAO HIEM XA HQI, BAO HIEM Y TE

Kinh gifi:  Bao hiém x3 hdi

Ho va tén &5 dinh danh  Ho va ténthay d8i  MNgay sinh  Gidi tinh D3n tdc e ti Cha hodc me hoic ngudi giam hé Thinn

Bam vao ddy d€ thém mdi....

Nhap diF liéu trgc tiép

Thém 1 dong diF liéu

| Xoa dong di¥ liéu

File mau

NSD nhap céc thong tin trong to khai
Cac nut churc nang:

Pé thém dong nhan F2

Pé x6a dong nhan F11

Buwoc 3.2: Nhdp die ligu tar file

RN
A IR IR

Nap du ligu ti excel

Lira chon sao chép B2: Chon diF lidu mau

Chon dudng din file tai dii ligu

(@) Thém wvao dir lidu d3 cd
(ixda diF ligu cii, thém di¥ lidu mdi

B3- Tai di¥ lidu 1&n I Laa Tai DiF Li€u (Enter) * Bang(Esc)

a9

c ht sd DO2-TS Binh kém /——".J B1:Chon chire nang nap div lidu I
Thém ddng File miu

Tai dix liéu tur file Excel mau : (Lay file mau bang cach nhan chon [File mau])
Nhan [Nap dix liéu] hoic F8

Chon file nhan [Chon file] hodc F3 dé chon file excel can tai

Nhan [Tai dit liéu] hoac (Enter) dé tai dir liéu

Chu y: File excel phai dang mau va co6 dinh dang la .xIs (Excel 2003)

7 K/ 7 K/
0‘0 0‘0 0‘0 0‘0
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> Buwdc 4: Lgp hé so dinh kém

DINH KEM

Loai gidy td, bigu mau

(1)

@

Bwdc 2: Chon file

Budc 3: Ghi lai

Bwé&c 1: Thém dong

/ t
n F2: Tham dong

L]
o STl ATl Pl B @

> Budc 5: Ghi lgi thong tin

Théng bae *

L
o Cép nhat dir ligu thanh cdng. 7

B2: Théng bao thanh cdng

B1: Lwu triF di¥ liéu

I

% Nhan vao [Ghi] hoic F5 dé luu trir dit lidu
¢+ Nhan thdng bao thanh céng

>

» Mo rgng: Thuc hién sao chep di ligu

Buére 2: Chon ky ké
Thing 11 Nam 2015 khai

@ Thém vao dif lidu d3 cd
(C)Xda dif lidu cli, thém dif liEu mai

« Chdp nhan (Enter) x Béng (Esc)

Buéc 3 An chép

nhan & lwu triy

Buéc 1: Nhdn vao Sao chép

Eile mau

i Nop i 3 (9) 030 rép 77
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< Nhan nat [Sao chép (F7)] dé thuc hién chirc ning
% Chon ky ké khai di c6 dé sao chép
Chon hinh thirc: Thém mai vao dir liéu da c¢6 hoac Xéa dix liéu ct, thém dir liéu maéi
< Nhan [Chap nhan (Enter)] dé thyc hién sao chép dix liéu hoic nhan [Péng (Esc)] thoat
chirc nang sao chép

2. Cap lai, d0i s6 BHXH héng, do don vi lam mat
> Buoéc 1: Chen ky ké khai

Chon ky ké khai

Thang : FlI Nam: 2015

Chon ky ké khai: Thang, nim: Hé théng mic dinh 1a ky hién tai
Nhén Bong y hodc phim Enter dé vao khai bao céc to khai
Nhan Dong hoic Phim Esc dé thoét khoi thu tuc

Buwéc 2: Lap phiéu giao nhgn hé so

TR
A IR

PHIEU GIAO NHAN HO SO’ (305)
Loai hd so: C3p lai 56 BHXH do mét
Thdi han giai quyét ho sd : 45 ngay lam viéc
Loai gidy 3, bidu miu
L7 1 ‘ Danh sach d& nghi cap lai s8 BHXH ( mau 03a-DS/CLS, 01 ban); Bién ban xac dinh nguyén nhan (01 ban)
T | H6 sd khac:
1| T3 khai cp 56 BHXH d3 durgc duyst |
2 | Ngu mat ta khai thi nap i so gic O
3 ‘ S5 BHXH cdp [3n d3u (s8 mau cii hodc td bia 8, cac trang t rdi s8 BHXH) ’ O
Chon cdc hd so can ké
khai
03a-DS/CLS  Dinh kém
Nhan F2: Thém déng

% Click chon vao cac 6 o dé chon cac to khai can khai bao

% Sau khi click chon cac to khai can khai bao thi danh sach céc to khai s& hién thi ¢ dudi
(Nhu hinh trén)

» Buwoc 3.1: Nhdp diz ligu cho to khai tie chwong trinh
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Version: 2.1

0 e ot o
A IR

X3

%

7 K/
0‘0 0‘0

X3

%

A\

Ll

DANH SACH DE NGHI CAP LAI SO BHXH

Qua trinh tham gia BHXH Qua lr‘lr!h tham gia BHXH
@) @ (4) ) tl.l'ﬂ'l;(a:i],nam A dén ﬂ';air)lg,nam

Ho va tén 2 506 50 BHXH . Ngay sinh o 56 CMND o

Bam vao day dé thém mdi....

-

MAu s6: 03a-DS/CLS

Cap bac, chifc vu,
chifc danh ngh&, céng viéc,
ngi lam viéc

(8)

~

Nhap dif liéu

| Thém di¥ liéu |

Xoa dif liéu

¥ File mau

NSD nhap céc thdng tin trong to khai
Céc nat chirc nang:

Pé thém dong nhdn F2

Pé x6a dong nhan F11

Buéc 3.2: Nhap di# ligu tar file

Nap du ligu ti excel

Lua chon sao chép B2: Chon di¥ lidu miu

Chon dudng din file tai dir liéu

@ Thém vao dir lidu d3 cd
Caxaa dir lidu cl, th&m dif lidu mdi

0 %o

Thém déng File mau

SRl 1 niap o iu (FS)
Tai dit liéu tr file Excel mau : (LAy file mau bang cach nhan chon [File mau])
Nhan [Nap dit liéu] hoic F8

Chon file nhan [Chon file] hodc F3 dé chon file excel can tai
Nhan [Tai dir liéu] hoic (Enter) dé tai di liéu

Cha y: File excel phai diing mau va c6 dinh dang la .xls (Excel 2003)
Buéc 4: Ldp hé so dinh kém
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PINH KEM

Buwéc 2: Chon file

Buérc 3: Ghilai

Bwdc 1: Thém dong

/ t
@n F2: Thém dang

L}
T XEr A Bk B o) O e 6 e (R SR

» Buwoc 5: Ghi lgi thong tin

56: 03a-DS/CLS

DANH SACH PE NGHI CAP LAI SO BHXH

Cap bac, chic vu,

Qua trinh tham gia BHXH Qua trinh tham gia BHXH chiic danh ngh@, cong vic,

fomies g EUSULEEG [l T 4 i et 4

(€)] (2) (4 (6) @ ndi |?n)| viéc
8]

1 » MNguyén Vin A

2 Nguy&n thi Tam 1212121211 01/01/1991 121212121 01/2014 01/2015 Kif su

3 Banh Van Tdi 1212121231 01/01/1991 121212123 01/2014 01/2015 Ban Hang
4 Lao Vao Tai 1313131311 01/01/1991 131313131 01/2014 01/2015 Nhan vién
5 Liing A Sing 2323232313 01/01/1991 232323233 01/2014 01/2015 Nhan vign
6 Cao B4 Tudn 2342423123 01/01/1991 234242323 01/2014 01/2015 Nhan vién
7 Sanh A 56i 2342311212 01/01/1991 234231212 01/2014 01/2015 Bdn Hang
8 Vao Xong HEt 2324124121 01/01/1991 232424121 01/2014 01/2015 Bdn Hang
9 B3p Xong Chét 1331353553 01/01/1991 133353553 01/2014 01/2015 Ban Hang
10 Néi Xong Phi 5616565565  01/01/1991 566565565 01/2014 01/2015 Ban Hang
11 Déa Nhu Keo 6176776675  01/01/1991 676776675 02/2011 01/2015 Kij su

* Bam vao day dé thém mdi....

Théng béo X

o Cap nhit dif liéu thanh céng.
B1: Lwu trik di¥ liéu
oK

] 3
Danh sach ho s JUk! Binh kém ﬂ

B2: Thdng bao thanh cdng

Nhdn F2: Thém déng Eile mAy

Nhan F11: Xda déng [ Nap dirligu (F8) S Sao chép (F7) Lam mdi (Esc) ﬂ

< Nhan vao [Ghi] hoic F5 dé luu trit dit liéu
¢ Nhan thdng béo thanh céng
» Mo rgng: Thuc hién sao chép di ligu
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7 /
0‘0 0‘0

TR
A IR

Buwéc 2: Chon ky ké
Thang 11| Nam 2015 khai

@ Thém vao dif liéu d3 cd
()Xda dif lidu cii, thém dif liéu mdi

Budre 3: An chép
nhén de Iwu trir

B 1: Nhdn vao Sao chép

Nhén nat [Sao chép (F7)] dé thuc hién chirc ning

Chon ky ké khai da c6 dé sao chép

Chon hinh thirc: Thém mai vao dir liéu da c¢6 hoac Xéa dix liéu ct, thém dir liéu mai
Nhan [Chap nhan (Enter)] dé thuc hién sao chép dix liéu hoic nhan [Pong (Esc)] thoat
chtrc nang sao chép

Cép lai, d6i s6 BHXH héng, do don vi 1am héng
Buwoc 1: Chen ky ké khai

Chon ky ké khai

Thang : F1I Nam: 2015

Chon ky ké khai: Thang, nim: Hé théng mic dinh 1a ky hién tai
Nhén Bong y hodc phim Enter dé vao khai bao céc to khai
Nhan Dong hoic Phim Esc dé thoét khoi thu tuc

Buwéc 2: Lap phiéu giao nhdn hé so
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PHIEU GIAO NHAN HO SO (306)

Loai h8 sc: Cip 56 BHXH do fur hong

Thdi han giai quy&t ha sa: 16 ngay lam viéc.
Riéng tai quan, huyén: 18 ngay lam viéc.

Loai giay td, bidu mau

1 | Danh sich 48 nghi c3p lai s BHXH ( mAu 03a-DS/CLS, 01 ban); Bién ban xic dinh nguyén nhan (01 bin)
I | Ho sd khac:

1| 58 BHXH cii (hy hang)

2 | T3 bia 58 BHXH (bi hit hang)

3 | Cac trang 13 31 53 BHXH (bi hus héng)

Chon hé so can ké khai

Céc hd so da chon

Danh séch hd sd [ QR0 Dinh kém

% Click chon vao céac 6 o dé chon cac to khai can khai bao

% Sau khi click chon cac to khai can khai béo thi danh sach cac to khai s& hién thi ¢ dudi
(Nhu hinh trén)

» Buwoc 3.1: Nhdp diz liéu cho to khai tir chwong trinh

P - o ,,, Mau s6: 03a-DS/CLS
DANH SACH PE NGHI CAP LAI SO BHXH

Cap bac, chifc vu,

‘Qua trinh tham gia BHXH Qua trinh tham gia BHXH e Tamialee | e e wced

SOETLUET g DEreh tir thang,ndm = dén thang,nm =

@ (@) © P nai lam viéc

(8)

\ Cap nhap thang tin

Thém md&i 1 dong

Xdéa dong

032-DS/CLS(D EHNTE

flhgn F2: ThEm ddng

Eile mau

%+ NSD nhap céc thong tin trong to khai
¢+ Cac nut chire nang:
% Pé thém dong nhdn F2

Pé x6a dong nhan F11
Buwoc 3.2: Nhép dir ligu tar file

o
Y o
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Nap di liu til excel

Lua chon sao chép B2:- Chon di¥ lidgu miu

Chon dudng din file tai dir ligéu

(@ Thém wao dif liéu d3 cd
(ixda dir ligu cii, thém diF ligu mdi

0 %%

Thém dang File mau

X3

*

Tai dir liéu tur file Excel mau : (Lay file mau bang cach nhan chon [File mau])
Nhan [Nap dix liéu] hoic F8

Chon file nhan [Chon file] hodc F3 dé chon file excel can tai

Nhan [Tai dir liéu] hoac (Enter) dé tai dir liéu

Cha y: File excel phai ding mau va cé dinh dang la .xls (Excel 2003)

Buwéc 4: Lap ho so dinh kém

7 7
0‘0 0‘0

X3

%

Y

DPINH KEM

Buwéc 2: Chon file

Buérc 3: Ghilai

Bwéc 1: Thém dong

/ Binh kem i
&N F2: Them dong

L]
Nhan FL1: %03 dong B Nap difligu(F8) Bl Saochép (F7) (J Lam mdi (Esc) © xéa(F3) @

» Buwoc 5: Ghi lgi thong tin

Théng bae *

L
o Cap nhat dir liéu thanh céng. 7

B2: Théng bao thanh cdng

B1: Lwu triF di¥ liéu

File mau

I
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< Nhan vao [Ghi] hoic F5 dé luu trit dit liéu

¢+ Nhan thdng bao thanh cong

» Mo rgng: Thuc hién sao chep di ligu

[ e ]
| Lyachonsaochep |

Lwra chon sao chép

Buére 2: Chon ky ké
Thang 11| Nam 2015 khai

@ Thém vao dif lidu d3 cd
()Xda dif lidu cii, thém dif lidu méi

Budre 3 An chép
nhén dé Iwu tri

Buréc 1: Nhdn vao Sao chép

File miu
< Nhan nat [Sao chép (F7)] dé thuc hién chirc ning
% Chon ky ké khai di c6 dé sao chép
Chon hinh thirc: Thém mai vao dir liéu da c¢6 hoac Xéa dix liéu ct, thém dir liéu maéi

Nhan [Chap nhan (Enter)] dé thuc hién sao chép dix liéu hoic nhan [Pong (Esc)] thoat chirc
nang sao chép

4. Cap lai, d6i s6 BHXH héng, do ngwoi tham gia lam mat
> Buoc 1: Chen ky ké khai

Chon ky ké khai

Thang: LI Nam: 2015
~ Ding y (Enter) =%  Bdng (Esc)

Chon ky ké khai: Thang, nim: Hé théng mic dinh 1a ky hién tai
» Nhan Bong y hoic phim Enter dé vao khai bao céc to khai
Nhéan Dong hodc Phim Esc dé thoat khoi tha tuc

Buwéc 2: Lgp phiéu giao nhgn hé so

/
0‘0

DG

o
A 7R
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PHIEU GIAO NHAN HO so' (305)

Loai h& so- C3p Iai s6 BHXH do mat

Thdi han giai quyét hd sd : 45 ngay lam viéc

Loai gidy 1, biu mau

» I | Hé sa:
1| Bon d& nghi c3p Iai 5 BHXH (mAu DO1-TS)
II | HG 50 khac:
1| Tekhal cBp 56 BHXH d dugc duyét
2 | M&u mét t5 khai thi ngp o 0 gic
3 | 58 BHXH c3p Bn dBu (s mAu cii hodc 1 bia s, cac trang t i 55 BHXH)

Chon hé so can ké khai

Danh séch cac hé so d4 chon

Nhan F2: Thém dang

% Click chon vao cac 6 o dé chon cac to khai can khai bao

% Sau khi click chon cac to khai can khai bao thi danh sach céc to khai s& hién thi ¢ dudi
(Nhu hinh trén)

» Buwoc 3.1: Nhap di ligu cho to khai ter chwong trinh

GIAY DE NGHI Méu s5: D017

Kinh Bao hiém x3 hdi Quan 90100

Gidi = = A o=
B 56 CMND Ndi cap Ngay cap Noi dung

= tnho= e @ e " (©) -

2]

Ho va tén

(2)

5 Mi s& quan ly . Ngay sinh
(3) (€))]

Thém di¥ liéu

| Thém dong mai |

Xda dong
:.
Danh sich 1o 5o [FITETAL arnhkém/

@han F2: Thém dang / File méu

fhan aa dong

/
0‘0

NSD nhap céc thong tin trong to khai
Cac nut chuc nang:

Pé thém dong nhan F2

Pé x6a dong nhan F11

» Buwoc 3.2: Nhap diz ligu tar file

%

%

7 K/
0‘0 0‘0
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Nap du ligu ti excel

52- Chon @ ligu méu
Chon dudng dan file tai dii liéu

(@ Thé&m wvao dif liéu d3 cé
(X da dir ligu cii, thém diF liu mdi

0 %%

Thém ddng File mau

X3

*

Tai dir liéu tur file Excel mau : (Lay file mau bang cach nhan chon [File mau])
Nhan [Nap dix liéu] hoic F8

Chon file nhan [Chon file] hodc F3 dé chon file excel can tai

Nhan [Tai dir liéu] hoac (Enter) dé tai dir liéu

Cha y: File excel phai ding mau va cé dinh dang la .xls (Excel 2003)

Buwéc 4: Lap ho so dinh kém

7 7
0‘0 0‘0

X3

%

Y

DPINH KEM

Buwéc 2: Chon file

Buérc 3: Ghilai

Bwéc 1: Thém dong

/ Binh kem i
&N F2: Them dong

L]
Nhan FL1: %03 dong B Nap difligu(F8) Bl Saochép (F7) (J Lam mdi (Esc) © xéa(F3) @

» Buwoc 5: Ghi lgi thong tin

Théng bae *

L
o Cap nhat dir liéu thanh céng. 7

B2: Théng bao thanh cdng

B1: Lwu triF di¥ liéu

File mau

I
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7
0‘0
X/
0‘0

>

7 /
0‘0 0‘0
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Nhan vao [Ghi] hoac F5 dé luu trix dit lidu

Nhan théng béao thanh céng

Mg rgng: Thuc hién sao chep di ligu

[ e ]
| Lyachonsaochep |

Lwra chon sao chép

Buére 2: Chon ky ké
Thang 11| Nam 2015 khai

@ Thém vao dif lidu d3 cd
()Xda dif lidu cii, thém dif lidu méi

Budre 3 An chép
nhén dé Iwu tri

Buréc 1: Nhdn vao Sao chép

_ Nu (G)] _ Sao chép (F7) Lam mdi (Esc) Xéa (F3) _ Ghi (F5) _ Bdéng (F12)
Nhén nat [Sao chép (F7)] dé thuc hién chirc ning

Chon ky ké khai da c6 dé sao chép

Chon hinh thirc: Thém mai vao dir liéu da c¢6 hoac Xéa dix liéu ct, thém dir liéu maéi
Nhan [Chap nhan (Enter)] dé thuc hién sao chép dix liéu hoic nhan [Pong (Esc)] thoat
chirc nang sao chép

Cép lai, d6i s6 BHXH héng, do ngwoi tham gia lam héng (Thi tuc 306)
Buwoc 1: Chen ky ké khai

Chon ky ké khai

Thang : FlI Nam: 2015
» Ding y (Enter) ®x  Bdng (Esc)

Chon ky ké khai: Thang, nim: Hé théng mic dinh 1a ky hién tai
Nhén Bong y hodc phim Enter dé vao khai bao céc to khai
Nhan Dong hoic Phim Esc dé thoét khoi thu tuc

Buwéc 2: Lap phiéu giao nhdn hé so
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PHIEU GIAO NHAN HO SO (306)

Loai hd so: C4p s6 BHXH do hu héng

Thai han giai quyét ho so: 16 ngay lam viéc.
Riéng tai quan, huyén: 18 ngay lam viéc.

I |HBso:
b7 1 | ©on & nghi c3p lai 3 BHXH (m3u D01-TS)

I | Ho so khac:

1| 58 BHXH cil (hu héng) |
2 | T bia 56 BHXH (bi hi hing) \
3 | Céc trang t& r&i 58 BHXH (bi hu héng)

Chon céc loai té khai cin
khai

ood

Danh séch cac t& khai
can chon

\D01-T5-1) Binh kim

B Nop aTlicu () B Sao chép (77)

- Click chon vao cac 6 o dé chon céc to khai can khai bao

- Sau khi click chon cac to khai can khai béo thi danh sach cac to khai s& hién thi & dudi
(Nhuw hinh trén)

» Buwoc 3.1: Nhap di ligu cho to khai ter chwong trinh

GIAY DE NGHI Miu s6: o118

Kinh Bao hiém x3 hgi Quan 90100

Leiti
+ tinh =
[©

Ho va tén 2 M3 s quan Iy - Ngay sinh
3 6 (7 (9)

S8 CMND Noi cap Ngay cap Ndi dung
(a) = s e T =

Thém di¥ liéu

Thém dong méi

| X6a dong

|
. 3
Danh sich ht s6 EbIIGENE Binh kém

ghan F2: Them dang / File may
a T X [@ Nap dirliéu (F8) 28 Sao chép (F7) Lam mdi (Esc) Xoa (F3) B Ghi(F5) x Péng (F12)

% NSD nhap céc thong tin trong to khai
¢+ Cac nut chire nang:

% Pé thém dong nhan F2

< Pé x6a dong nhan F11

> Budc 3.2: Nhap di ligu tir file
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Nap du ligu ti excel

52- Chon @ ligu méu
Chon dudng dan file tai dii liéu

(@ Thé&m wvao dif liéu d3 cé
(X da dir ligu cii, thém diF liu mdi

0 %%

Thém ddng File mau

X3

*

Tai dir liéu tur file Excel mau : (Lay file mau bang cach nhan chon [File mau])
Nhan [Nap dix liéu] hoic F8

Chon file nhan [Chon file] hodc F3 dé chon file excel can tai

Nhan [Tai dir liéu] hoac (Enter) dé tai dir liéu

Cha y: File excel phai ding mau va cé dinh dang la .xls (Excel 2003)

Buwéc 4: Lap ho so dinh kém

7 7
0‘0 0‘0

X3

%

Y

DPINH KEM

Buwéc 2: Chon file

Buérc 3: Ghilai

Bwéc 1: Thém dong

/ Binh kem i
&N F2: Them dong

L]
Nhan FL1: %03 dong B Nap difligu(F8) Bl Saochép (F7) (J Lam mdi (Esc) © xéa(F3) @

» Buwoc 5: Ghi lgi thong tin

Théng bae *

L
o Cap nhat dir liéu thanh céng. 7

B2: Théng bao thanh cdng

B1: Lwu triF di¥ liéu

File mau

I
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TAI LIEU HUONG DAN SU DUNGPHAN MEM KE KHAI

> 2 . A Version: 2.1
BAO HIEM XA HOI

7
0‘0
X/
0‘0

>

/
0‘0

%

%

o
A 7R

Nhan vao [Ghi] hoac F5 dé luu trix dit lidu

Nhan théng béao thanh céng

Mg rgng: Thuc hién sao chep di ligu

[ e ]
| Lyachonsaochep |

Lwra chon sao chép

Buére 2: Chon ky ké
Thang 11| Nam 2015 khai

@ Thém vao dif lidu d3 cd
()Xda dif lidu cii, thém dif lidu méi

Budre 3 An chép
nhén dé Iwu tri

Buréc 1: Nhdn vao Sao chép

Nhén nat [Sao chép (F7)] dé thuc hién chirc ning

Chon ky ké khai da c6 dé sao chép

Chon hinh thirc: Thém mai vao dir liéu da c¢6 hoac Xéa dix liéu ct, thém dir liéu maéi
Nhan [Chap nhan (Enter)] dé thuc hién sao chép dix liéu hoic nhan [Pong (Esc)] thoat
chirc nang sao chép

Piéu chinh ngi dung di ghi trén s6 BHXH, nguoi tham gia BHXH bit budc-biéu
chinh théng tin c& nhan (Thia tuc 302)
Buéc 1: Chon ky ké khai

Chon ky ke khai

Thang : L8 Nam: 2015

Chon ky ké khai: Thang, nim: Hé théng mic dinh 1a ky hién tai
Nhan Bong y hoidc phim Enter dé vao khai bao céc to khai
Nhéan Dong hodc Phim Esc dé thoat khoi tha tuc

Buwéc 2: Lgp phiéu giao nhgn hé so

117




TAI LIEU HUONG DAN SU DUNGPHAN MEM KE KHAI

» 2 . A Version: 2.1
BAO HIEM XA HOI

PHIEU GIAO NHAN HO SO’ (302)

Loai hd so: Biéu chinh thdng tin cd nhan cua nguti tham gia BHXH
Thai han giai quy&t hé so: 16 ngay lam viéc.
Riéng tai quan, huyén: 18 ngay lam viéc.

STT 7 Loai gify 3, bi€u miu

Hd so

Td khai thay déi théng tin nqudi tham gia BHXH, BHYT (mau TK2-TS, 01 ban)
Hb sd khac:

Gidy khai sinh hodc chifng minh nhan dan (Ban sao cd chifng thurc)

56 bao higm x3 hai mau ci hodc

T8 bia 56 BHXH m3u méi

Cac td rdi 58 BHXH

Thé BHYT cil cén thdi han sif dung (néu cé digu chinh)

Trudng hop cai chinh hé tich - n8u cé: Van ban dinh chinh cac loai hd sd, gidy td cia don vi quan Iy va cd quan cd thdm quyEn (Ban sao c6 chifng thuc)
Chifng minh nhan dan (Ban sao cé chifng thuc)

56 bao higm x& hai mau cii

-
=R

m\.mmbWH
Aooooooo

Click chon cac té khai can
khai

ﬂ Danh sach cac t& khai da chon

\Mﬂhh kém
E Nap difligu(F8) B Sao chép (F7)
» Click chon vao cac 6 o dé chon cac to khai can khai béao
% Sau khi click chon cac to khai can khai bao thi danh sach cac to khai sé hién thi ¢ duéi

(Nhu hinh trén)
» Buwoc 3.1: Nhap di ligu cho to khai ter chwong trinh

>

*,

D)

* 0

Mau s6: TKD2-TS

X TO KHAI THAY DOITHONG TIN 5
NGUOT THAM GIA BAO HIEM XA HOI, BAO HIEM Y TE

Kinh giri:  Bao hiém xa hdi

Ho va tén S5 dinhdanh  Hova tén thay d6i  Ngay sinh  Gidi tinh Dén tc Quéc tich Cha hoiic me hosic ngudi gidm hg  Than

B3m vao day d& thém mdj....

Thém di¥ liéu

Thém méi dong

Xéa dong nhap I6i

File mau

NSD nhap céc thong tin trong to khai
Cac nut chuc nang:

Pé thém dong nhdn F2

Pé xb6a dong nhan F11

Buwdoc 3.2: Nhdp di ligu tar file

0 e ot o
A 2RI
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TAI LIEU HUONG DAN SU DUNGPHAN MEM KE KHAI

» 2 . A Version: 2.1
BAO HIEM XA HOI

Nap di li&u bl excel

52: Chon di ligu méu
Chon dudng din file tai dir ligéu

(@ Thém wvao dir ligu d3 cd
O xXda diF ligu cii, thém diF lidu mdi

0 %%

Thém ddng File miu

X3

*

Tai dir liéu tur file Excel mau : (Lay file mau bang cach nhan chon [File mau])
Nhan [Nap dix liéu] hoic F8

Chon file nhan [Chon file] hodc F3 dé chon file excel can tai

Nhan [Tai dir liéu] hoac (Enter) dé tai dir liéu

Cha y: File excel phai ding mau va cé dinh dang la .xls (Excel 2003)

Buwéc 4: Lap ho so dinh kém

7 7
0‘0 0‘0

X3

%

Y

DPINH KEM

Buwéc 2: Chon file

Buérc 3: Ghilai

Bwéc 1: Thém dong

/ Binh kem i
&N F2: Them dong

L]
Nhan FL1: %03 dong B Nap difligu(F8) Bl Saochép (F7) (J Lam mdi (Esc) © xéa(F3) @

» Buwoc 5: Ghi lgi thong tin

Théng bae *

L
o Cap nhat dir liéu thanh céng. 7

B2: Théng bao thanh cdng

B1: Lwu triF di¥ liéu

File mau

I
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TAI LIEU HUONG DAN SU DUNGPHAN MEM KE KHAI

> 2 . A Version: 2.1
BAO HIEM XA HOI

7
0‘0
X/
0‘0

>

/
0‘0

%

%

o
A 7R

Nhan vao [Ghi] hoac F5 dé luu trix dit lidu
Nhan théng béao thanh céng
Mg rgng: Thuc hién sao chep di ligu

Buére 2: Chon ky ké
Thang 11| Nam 2015 khai

@ Thém vao dif lidu d3 cd
()Xda dif lidu cii, thém dif lidu méi

Budre 3 An chép
nhén dé Iwu tri

Buréc 1: Nhdn vao Sao chép

Nhén nat [Sao chép (F7)] dé thuc hién chirc ning

Chon ky ké khai da c6 dé sao chép

Chon hinh thirc: Thém mai vao dir liéu da c¢6 hoac Xéa dix liéu ct, thém dir liéu maéi
Nhan [Chap nhan (Enter)] dé thuc hién sao chép dix liéu hoic nhan [Pong (Esc)] thoat
chirc nang sao chép

Piéu chinh ngi dung di ghi trén s6 BHXH, nguoi tham gia BHXH bit budc-biéu
chinh thong tin than nhan (tha tuc 303)
Buéc 1: Chon ky ké khai

Chon ky ke khai

Thang : L8 Nam: 2015

Chon ky ké khai: Thang, nim: Hé théng mic dinh 1a ky hién tai
Nhan Bong y hoic phim Enter dé vao khai bao céc to khai
Nhéan Dong hodc Phim Esc dé thoat khoi tha tuc

Buwéc 2: Lgp phiéu giao nhgn hé so
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TAI LIEU HUONG DAN SU DUNGPHAN MEM KE KHAI

» 2 . A Version: 2.1
BAO HIEM XA HOI

PHIEU GIAO NHAN HO SO’ (303) i 55: 303
Loar ho so: Biéu chinh nhén thdn do muth ho so nguti khdc tham gia BHXH

Thdai han giai quyét ho so: 16 ngay lam viéc.
Riéng tai quan, huyén: 18 ngay lam viéc.

Loai gidy 15, bidu mau

*F 4. | T khaithay gdi théng tin ngudi tham gia BHXH, BHYT (miu TK2-TS, 01 bin) ! I \
11 | Ho sd khac:
3. | Téi khai tham gia BHXH cii d& thu hidi (02 ban)

O
5. | 56 BHXH (mdu cii) hoc t bia 5§ BHXH O
6. | Cac trang t ot <3 BHXH O
7. | Thé BHYT con théi han sif dung. O

Chon cac tor khai can khai

Danh séch céc t& khai da

chon

TK02 - TS J Dinh kém

[ Nap dilizu (F8) = Ssao chép (F7) Lam méi (Esc) xé6a(F3) QB Ghi(Fs) % Dong (F12)

>

% Click chon vao cac 6 o dé chon cac to khai cin khai bao
% Sau khi click chon cac to khai can khai bao thi danh sach cac to khai sé hién thi ¢ duéi
(Nhu hinh trén)

» Buwoc 3.1: Nhap di ligu cho to khai ter chwong trinh

D)

* 0

Mau s6: TKD2-TS

X TO KHAI THAY DOITHONG TIN 5
NGUOT THAM GIA BAO HIEM XA HOI, BAO HIEM Y TE

Kinh giri:  Bao hiém xa hdi

Ho va tén S5 dinhdanh  Hova tén thay d6i  Ngay sinh  Gidi tinh Dén tc Quéc tich Cha hoiic me hosic ngudi gidm hg  Than

¥  Bam vao diy d& thém mdj....

Thém di¥ liéu

Thém méi dong

Xéa dong nhap I6i

3

Danh fuc hd s RIFRERE  Dink

File mau

¢+ NSD nhap céc thong tin trong to khai
¢+ Cac nut chirc nang:

< Pé thém dong nhan F2

% Pé x6a dong nhan F11

A\

Buwoc 3.2: Nhdp diz ligu tar file
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TAI LIEU HUONG DAN SU DUNGPHAN MEM KE KHAI

» 2 . A Version: 2.1
BAO HIEM XA HOI

Nap du ligu ti excel

52- Chon @ ligu méu
Chon dudng dan file tai dii liéu

(@ Thé&m wvao dif liéu d3 cé
(X da dir ligu cii, thém diF liu mdi

0 %%

Thém ddng File mau

X3

*

Tai dir liéu tur file Excel mau : (Lay file mau bang cach nhan chon [File mau])
Nhan [Nap dix liéu] hoic F8

Chon file nhan [Chon file] hodc F3 dé chon file excel can tai

Nhan [Tai dir liéu] hoac (Enter) dé tai dir liéu

Cha y: File excel phai ding mau va cé dinh dang la .xls (Excel 2003)

Buwéc 4: Lap ho so dinh kém

7 7
0‘0 0‘0

X3

%

Y

DPINH KEM

Buwéc 2: Chon file

Buérc 3: Ghilai

Bwéc 1: Thém dong

/ Binh kem i
&N F2: Them dong

L]
Nhan FL1: %03 dong B Nap difligu(F8) Bl Saochép (F7) (J Lam mdi (Esc) © xéa(F3) @

» Buwoc 5: Ghi lgi thong tin

Théng bae *

L
o Cap nhat dir liéu thanh céng. 7

B2: Théng bao thanh cdng

B1: Lwu triF di¥ liéu

File mau

I

122




TAI LIEU HUONG DAN SU DUNGPHAN MEM KE KHAI

> 2 . A Version: 2.1
BAO HIEM XA HOI

7
0‘0
X/
0‘0

>

/
0‘0

%

%

o
A 7R

Nhan vao [Ghi] hoac F5 dé luu trix dit lidu
Nhan théng béao thanh céng
Mg rgng: Thuc hién sao chep di ligu

Lwra chon sao chép

Buére 2: Chon ky ké
Thang 11| Nam 2015 khai

@ Thém vao dif lidu d3 cd
()Xda dif lidu cii, thém dif lidu méi

Budre 3 An chép
nhén dé Iwu tri

Buréc 1: Nhdn vao Sao chép

_ Nu (G)] _ Sao chép (F7) Lam mdi (Esc) Xéa (F3) _ Ghi (F5) _ Bdéng (F12)
Nhén nat [Sao chép (F7)] dé thuc hién chirc ning

Chon ky ké khai da c6 dé sao chép

Chon hinh thirc: Thém mai vao dir liéu da c¢6 hoac Xéa dix liéu ct, thém dir liéu maéi
Nhan [Chap nhan (Enter)] dé thuc hién sao chép dix liéu hoic nhan [Pong (Esc)] thoat
chirc nang sao chép

Piéu chinh ndi dung da ghi trén s6 BHXH, ngudi tham gia BHXH bit bugc (Thi
tuc 311)
Buéc 1: Chon ky ké khali

Chon ky ke khai

Thang : L8 Nam: 2015

Chon ky ké khai: Thang, nim: Hé théng mic dinh 1a ky hién tai
Nhan Bong y hoidc phim Enter dé vao khai bao céc to khai
Nhéan Dong hodc Phim Esc dé thoat khoi tha tuc

Buwéc 2: Lgp phiéu giao nhgn hé so
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TAI LIEU HUONG DAN SU DUNGPHAN MEM KE KHAI

BAO HIEM XA HOI

Version: 2.1

PHIEU GIAO NHAN HO SO (311)

Loai hé sa Digu chink qué trink 38 dutie chét xdc nhén trén s6 BHXH.

Thaoi han giai quy&t hd so: 16 ngay lam viéc.
Riéng tai quan, huyén: 18 ngay lam viéc.

Logi gidy t, bidu miu

1| Té khai thay d6i théng tin ngudi tham gia BHXH, BHYT (m3u TK2-TS, 01 ban/ngui)

TI | HG s khic:
3. | 58 BHXH (mdu i)

| 56 BHXH (58 mau mai)
4. | Cactd réi 53 BHXH
5. | HB 50 lién quan d8n vic diBu chinh: QUYBE dith, HOP TBNG -.or v oo oo oo

chon

Danh séch cac to khai da

Cheon t& khai can khai

i

TKOZ -

Dinh kém

Nhan F2: Thém déng
Nhan F11: X6a dong

% Click chon vao cac 6 o dé chon cac to khai can khai bao

% Sau khi click chon céc to khai can khai béo thi danh sach cac to khai s& hién thi ¢ duéi

RN
A IR IR

(Nhu hinh trén)
» Buwoc 3.1: Nhdp diz liéu cho to khai tir chwong trinh

Kinh guiiz

Bdo hiém x3 hi

. TOKHAITHAYDOITHONGTIN =
NGUQT THAM GIA BAO HIEM XA HOI, BAO HIEM Y TE

sédinhdanh  Hova tén thay d8i  Ngay sinh  Gidi tinh Dén téc ‘Quéic tich

Bam vao day d& thém md....

Cha hodc me hodc ngudi giam hd Than

Mau s6: TKD2-TS

Thém mdi dong

Thém di¥ ligu

Danh ffuc hé so  QENIERE Dk

Xéa dong nhap I6i

File mau

NSD nhap céc thdng tin trong to khai
Céc nat chirc nang:

Pé thém dong nhan F2

Pé xd6a dong nhan F11

Buéc 3.2: Nhap di# ligu tar file
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» 2 . A Version: 2.1
BAO HIEM XA HOI

Nap du ligu ti excel

52- Chon @ ligu méu
Chon dudng dan file tai dii liéu

(@ Thé&m wvao dif liéu d3 cé
(X da dir ligu cii, thém diF liu mdi

0 %%

Thém ddng File mau

X3

*

Tai dir liéu tur file Excel mau : (Lay file mau bang cach nhan chon [File mau])
Nhan [Nap dix liéu] hoic F8

Chon file nhan [Chon file] hodc F3 dé chon file excel can tai

Nhan [Tai dir liéu] hoac (Enter) dé tai dir liéu

Cha y: File excel phai ding mau va cé dinh dang la .xls (Excel 2003)

Buwéc 4: Lap ho so dinh kém

7 7
0‘0 0‘0

X3

%

Y

DPINH KEM

Buwéc 2: Chon file

Buérc 3: Ghilai

Bwéc 1: Thém dong

/ Binh kem i
&N F2: Them dong

L]
Nhan FL1: %03 dong B Nap difligu(F8) Bl Saochép (F7) (J Lam mdi (Esc) © xéa(F3) @

» Buwoc 5: Ghi lgi thong tin

Théng bae *

L
o Cap nhat dir liéu thanh céng. 7

B2: Théng bao thanh cdng

B1: Lwu triF di¥ liéu

File mau

I
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TAI LIEU HUONG DAN SU DUNGPHAN MEM KE KHAI

> 2 . A Version: 2.1
BAO HIEM XA HOI

7
0‘0
X/
0‘0

>

/
0‘0

%

%

o
A 7R

Nhan vao [Ghi] hoac F5 dé luu trix dit lidu

Nhan théng béao thanh céng

Mg rgng: Thuc hién sao chep di ligu

[ e ]
| Lyachonsaochep |

Lwra chon sao chép

Buére 2: Chon ky ké
Thang 11| Nam 2015 khai

@ Thém vao dif lidu d3 cd
()Xda dif lidu cii, thém dif lidu méi

Budre 3 An chép
nhén dé Iwu tri

Buréc 1: Nhdn vao Sao chép

Nhan nGt [Sao chép (F7)] dé thuc hién chirc ning

Chon ky ké khai da c6 dé sao chép

Chon hinh thirc: Thém mai vao dir liéu da c¢6 hoac Xéa dix liéu ct, thém dir liéu maéi
Nhan [Chap nhan (Enter)] dé thuc hién sao chép dix liéu hoic nhan [Pong (Esc)] thoat
chirc nang sao chép

Piéu chinh ndi dung da ghi trén s6 BHXH, ngudi tham gia BHXH tw nguyén-biéu
chinh théng tin c& nhan (Thia tuc 302)
Buéc 1: Chon ky ké khai

Chon ky ke khai

Thang : L8 Nam: 2015

Chon ky ké khai: Thang, nim: Hé théng mic dinh 1a ky hién tai
Nhan Bong y hoidc phim Enter dé vao khai bao céc to khai
Nhan Dong hodc Phim Esc dé thoat khoi tha tuc

Buwéc 2: Lgp phiéu giao nhgn hé so
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TAI LIEU HUONG DAN SU DUNGPHAN MEM KE KHAI
BAO HIEM XA HOI

Version: 2.1

PHIEU GIAO NHAN HO SO’ (302)
Loai hd sa: Bidu chinh théng tin c¢d nhan cia ngudi tham gia BHXH
Thai han giai quy&t ho so: 16 ngay lam viéc.

Riéng tai quan, huyén: 18 ngay lam viéc.

STT % Loai gidy t0, bi€u miu

# I |Hosd

7 1 |Tdkhaithay d8i théng tin ngudi tham gia BHXH, BHYT (mu TK2-TS, 01 ban)
# II | HB sd khac:

.# 1 |Gidy khai sinh hodc chitng minh nhan dan (Ban sao c6 chifng thic)

g 2 |58 bao hifm x5 héi mdu cii hodc

# 3 |Tdbia s8 BHXH miu mai

J 4 | Cactdrdisg BHXH

# 5 |Thé BHYT cii cén théi han sir dung (nu c6 dizu chinh)

.# 6 |Trudng hgp cai chinh hd tich - néu cd: Van ban dinh chinh cic loai hd 56, gidy t3 cla don vi quan I va cd quan cd tham quyBn (Ban sao c6 chimg thic)
# 7 | ching minh nhan dan (Ban sao c6 chimg thuc)

# 8 |S&bao hifm x3 héi miu cii

&

oooooood

Chon cac t&

khai can khai

ﬂ Cdc t& khai g8 chon

SS—

% Click chon vao cac 6 o dé chon cac to khai can khai bao

% Sau khi click chon céc to khai can khai bao thi danh sach
(Nhu hinh trén)

» Buwoc 3.1: Nhap di ligu cho to khai ter chwong trinh

cac to khai s& hién thi & dudi

. TOKHAITHAYDOITHONGTIN
NGUOT THAM GIA BAO HIEM XA HOIL, BAO HIEM Y TE

Kinh gifi:  Bao hiém x3 héi

Ho va tén Sodinhdanh  Hova tén thay ddi  Ngay sinh  Gidi tinh Dan tic Quéc tich

Bam vao day d& thém mdi....

Mau s6: TK02-TS

Cha hojc me hogic ngudi giam hg  Than

Thém di¥ liéu

Thém méi dong

X6a dong nhap IGi

4
Danh fuc ho sd RINPRERS  Dinh

File mAu

K/
0‘0

NSD nhap céc thong tin trong to khai
Cac nut chuc nang:

Pé thém dong nhan F2

Pé x6a dong nhan F11

Buwoc 3.2: Nhép dir ligu tar file

%

%

%

%

o
Y o
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TAI LIEU HUONG DAN SU DUNGPHAN MEM KE KHAI

» 2 . A Version: 2.1
BAO HIEM XA HOI

Nap du ligu ti excel

52- Chon @ ligu méu
Chon dudng dan file tai dii liéu

(@ Thé&m wvao dif liéu d3 cé
(X da dir ligu cii, thém diF liu mdi

0 %%

Thém ddng File mau

X3

*

Tai dir liéu tur file Excel mau : (Lay file mau bang cach nhan chon [File mau])
Nhan [Nap dix liéu] hoic F8

Chon file nhan [Chon file] hodc F3 dé chon file excel can tai

Nhan [Tai dir liéu] hoac (Enter) dé tai dir liéu

Cha y: File excel phai ding mau va cé dinh dang la .xls (Excel 2003)

Buwéc 4: Lap ho so dinh kém

7 7
0‘0 0‘0

X3

%

Y

DPINH KEM

Buwéc 2: Chon file

Buérc 3: Ghilai

Bwéc 1: Thém dong

/ Binh kem i
&N F2: Them dong

L]
Nhan FL1: %03 dong B Nap difligu(F8) Bl Saochép (F7) (J Lam mdi (Esc) © xéa(F3) @

» Buwoc 5: Ghi lgi thong tin

Théng bae *

L
o Cap nhat dir liéu thanh céng. 7

B2: Théng bao thanh cdng

B1: Lwu triF di¥ liéu

File mau

I
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TAI LIEU HUONG DAN SU DUNGPHAN MEM KE KHAI

> 2 . A Version: 2.1
BAO HIEM XA HOI

< Nhan vao [Ghi] hoic F5 dé luu trit dit liéu
¢+ Nhan thdng bao thanh cong
» Mo rgng: Thuc hién sao chep di ligu

Buére 2: Chon ky ké
Thang 11| Nam 2015 khai

@ Thém vao dif lidu d3 cd
()Xda dif lidu cii, thém dif lidu méi

Budre 3 An chép
nhén dé Iwu tri

Buréc 1: Nhdn vao Sao chép

< Nhan nat [Sao chép (F7)] dé thuc hién chirc ning
% Chon ky ké khai di c6 dé sao chép
Chon hinh thirc: Thém mai vao dir liéu da c¢6 hoac Xéa dix liéu ct, thém dir liéu maéi
< Nhan [Chap nhan (Enter)] dé thyc hién sao chép dix liéu hoic nhan [Pong (Esc)] thoat
chirc nang sao chép

10.Piéu chinh ndi dung di ghi trén s6 BHXH, nguwoi tham gia BHXH tw nguyén-Piéu
chinh thong tin than nhan (Thi tuc 303)
> Buwdc 1: Chon ky ké khai

Chon ky ke khai

Thang : L8 Nam: 2015

% Chon ky ké khai: Thang, nam: Hé thong mic dinh 1a ky hién tai
< Nhin Bong y hoic phim Enter dé vao khai bao céc to khai

< Nhin Pong hodc Phim Esc dé thoat khoi thi tuc

> Buwéc 2: Lap phiéu giao nhgn hé so
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TAI LIEU HUONG DAN SU DUNGPHAN MEM KE KHAI

» 2 . A Version: 2.1
BAO HIEM XA HOI

PHIEU GIAO NHAN HO SO’ (303) whu 55: 203
Loai h so Didu chinh nhan thén do muth hi so nguti khac tham gia BHXH

Théi han gidi quyét ho so: 16 ngay lam viec.
Riéng tai quan, huyén: 18 ngay lam viéc.

Loai gidy td, biéu miu

ER Y

4. ‘ T4 khai thay G6i théng tin ngui tham gia BHXH, BHYT (médu TK2-TS, 01 ban)
IT | H5 50 khac:

3. | Teknai tham gia BHXH cii A thu hdi (02 ban)

5. | 56 8HXH (miu ci) hosc t5 bia 55 BHXH

6. | Cac trang to réh 6 BHXH

7. | The BHYT con thoi han sir dung.

Chon danh séch hd so can ké khai

ﬂ Danh séch hé so @4 chon

TK02-Ts Jinh kém

% Click chon vao céac 6 o dé chon cac to khai can khai bao

% Sau khi click chon cac to khai can khai béo thi danh sach cac to khai s& hién thi ¢ duéi
(Nhu hinh trén)

» Buwoc 3.1: Nhdp diz liéu cho to khai tir chwong trinh

. TOKHAITHAYDGITHONGTIN M0 TKOZTS
NGUOT THAM GIA BAO HIEM XA HOI, BAO HIEM Y TE

Kinh qifi:  Bao hiém x3 h&i

Ho va tén sddinhdanh  Ho va tén thay d3i  Ngay sinh  Gidi tinh Dan tic ‘Quéc tich Cha hodc me hodc ngudi giam hd  Than

Bam vao ddy d& thém mdi....

Thém diF liéu

Thém méi dong

X6a dong nhap I6i

Danh fiuc hd so0 RILOERERE ik

File mAu

>

% NSD nhap céc thong tin trong to khai
¢+ Cac nut chire nang:

% Pé thém dong nhan F2

< Pé x6a dong nhan F11

> Budc 3.2: Nhap di ligu tir file
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Nap du ligu ti excel

52- Chon @ ligu méu
Chon dudng dan file tai dii liéu

(@ Thé&m wvao dif liéu d3 cé
(X da dir ligu cii, thém diF liu mdi

0 %%

Thém ddng File mau

X3

*

Tai dir liéu tur file Excel mau : (Lay file mau bang cach nhan chon [File mau])
Nhan [Nap dix liéu] hoic F8

Chon file nhan [Chon file] hodc F3 dé chon file excel can tai

Nhan [Tai dir liéu] hoac (Enter) dé tai dir liéu

ChU y: File excel phai diing mau va cé dinh dang la .xls (Excel 2003)

Buwéc 4: Lap ho so dinh kém

7 7
0‘0 0‘0

X3

%

Y

DPINH KEM

Buwéc 2: Chon file

Buérc 3: Ghilai

Bwéc 1: Thém dong

/ Binh kem i
&N F2: Them dong

L]
Nhan FL1: %03 dong B Nap difligu(F8) Bl Saochép (F7) (J Lam mdi (Esc) © xéa(F3) @

» Buwoc 5: Ghi lgi thong tin

Théng bae *

L
o Cap nhat dir liéu thanh céng. 7

B2: Théng bao thanh cdng

B1: Lwu triF di¥ liéu

File mau

I
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< Nhan vao [Ghi] hoic F5 dé luu trit dit liéu

¢+ Nhan thdng bao thanh cong

» Mo rgng: Thuc hién sao chep di ligu

[ e ]
| Lyachonsaochep |

Lwra chon sao chép

Buére 2: Chon ky ké
Thang 11| Nam 2015 khai

@ Thém vao dif lidu d3 cd
()Xda dif lidu cii, thém dif lidu méi

Budre 3 An chép
nhén dé Iwu tri

Buréc 1: Nhdn vao Sao chép

< Nhan nat [Sao chép (F7)] dé thuc hién chirc ning
% Chon ky ké khai di c6 dé sao chép
Chon hinh thirc: Thém mai vao dir liéu da c¢6 hoac Xéa dix liéu ct, thém dir liéu maéi
< Nhan [Chap nhan (Enter)] dé thyc hién sao chép dix liéu hoic nhan [Pong (Esc)] thoat
chirc nang sao chép

11.Piéu chinh ndi dung di ghi trén s6 BHXH, nguwdi tham gia BHXH tw nguyén (Thi
tuc 311)
> Buwdéc 1: Chen ky ké khai

Chon ky ke khai

Thang : L8 Nam: 2015

% Chon ky ké khai: Thang, nam: Hé thong mic dinh 1a ky hién tai
< Nhin Bong y hoic phim Enter dé vao khai bao céc to khai

< Nhin Pong hodc Phim Esc dé thoat khoi thi tuc

> Buwéc 2: Lap phiéu giao nhgn hé so
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PHIEU GIAO NHAN HO SO (311)

Loai hd so: Diéu chinh qua trinh d& dupe chét xac nhan trén s6 BHXH.

Thai han giai quyé&t ho so: 16 ngay lam viéc.
Riéng tai quan, huyén: 18 ngay lam viéc.

Loai giay 1, bidu miu

'7 1 | T khai thay 66i thong tin ngui tham gia BHXH, BHYT (mau TK2-TS, 01 ban/ngusor) WY
I | H6 50 khac:
3. | 53 BHXH (mAu ci)
| 86 BHXH (53 m3u mai)
4. | cactaren 3 BHxH

% ‘ Ha sd lién quan dén viéc digu chinh: Quyét dinh, Hdp ddng

Chon danh sdch hé so’ can k&
khai

Danh séch hd so dé chon

71

e R

% Click chon vao cac 6 o dé chon cac to khai can khai bao

% Sau khi click chon céc to khai can khai béo thi danh sach cac to khai s& hién thi ¢ dudi
(Nhu hinh trén)

» Buwoc 3.1: Nhdp diz liéu cho to khai tir chwong trinh

. TOKHAITHAYDOITHONGTIN e
NGUOT THAM GIA BAO HIEM XA HOI, BAO HIEM Y TE

Kinh gifi:  Bao him x3 h&i

sédinhdanh  Hova tén thay d8i  Ngay sinh  Gidi tinh Dén téc ‘Quéic tich Cha hodc me hodc ngudi giam hg Than

Bam vao day d& thém md....

Thém di¥ ligu

Thém mdi dong

Xéa dong nhap I6i

Danh ffuc hé so  QENIERE Dk

File mau

NSD nhap céc thdng tin trong to khai
Céc nat chirc nang:

Pé thém dong nhan F2

Pé xb6a dong nhan F11

Buéc 3.2: Nhap di# ligu tar file

RN
A IR IR
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Nap du ligu ti excel

52- Chon @ ligu méu
Chon dudng dan file tai dii liéu

(@ Thé&m wvao dif liéu d3 cé
(X da dir ligu cii, thém diF liu mdi

0 %%

Thém ddng File mau

X3

*

Tai dir liéu tur file Excel mau : (Lay file mau bang cach nhan chon [File mau])
Nhan [Nap dix liéu] hoic F8

Chon file nhan [Chon file] hodc F3 dé chon file excel can tai

Nhan [Tai dir liéu] hoac (Enter) dé tai dir liéu

Cha y: File excel phai ding mau va cé dinh dang la .xls (Excel 2003)

Buwéc 4: Lap ho so dinh kém

7 7
0‘0 0‘0

X3

%

Y

DPINH KEM

Buwéc 2: Chon file

Buérc 3: Ghilai

Bwéc 1: Thém dong

/ Binh kem i
&N F2: Them dong

L]
Nhan FL1: %03 dong B Nap difligu(F8) Bl Saochép (F7) (J Lam mdi (Esc) © xéa(F3) @

» Buwoc 5: Ghi lgi thong tin

Théng bae *

L
o Cap nhat dir liéu thanh céng. 7

B2: Théng bao thanh cdng

B1: Lwu triF di¥ liéu

File mau

I
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< Nhan vao [Ghi] hoic F5 dé luu trit dit liéu
¢+ Nhan thdng bao thanh cong

» Mo rgng: Thuc hién sao chep di ligu

Lwra chon sao chép

Théng 11

Nam 2015

@ Thém vao dif lidu d3 cd
()Xda dif lidu cii, thém dif lidu méi

Buréc 1: Nhdn vao Sao chép

Buére 2: Chon ky ké
khai

Budre 3 An chép
nhén dé Iwu tri

Eile mau

Nap dif ligu (F8) = Sao chép (F7)

< Nhan nat [Sao chép (F7)] dé thuc hién chirc ning
% Chon ky ké khai di c6 dé sao chép
Chon hinh thirc: Thém mai vao dir liéu da c¢6 hoac Xéa dix liéu ct, thém dir liéu maéi
< Nhan [Chap nhan (Enter)] dé thyuc hién sao chép dix liéu hoic nhan [Pong (Esc)] thoat
chirc nang sao chép

. Huwéng dan ké khai phan h¢ Thé BHYT

1. Cap lai, d6i thé BHYTdo don vi lam mat, héng hoic ké khai khong dung — Thay
déi thong tin ghi trén thé BHYT

> Chon ky ké khai

Chon ky ké khai

Thang : m

Mam : 2015

> Ladp phiéu giao

nhdn hé so
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PHIEU GIAO NHAN HO SO (401)

B6i thé BHYT do théng tin ghi trén the kbdng diing

Thai han giai quy&t ho sd : 7 ngay lam viéc

Loai gidy t, biu miu

1 ‘ T& khai thay déi théng tin ngudi tham gia BHXH, BHYT (mdu TK2-TS, 01 ban/nguai)

2 ‘ Danh sach d& nghi c3p lai thé BHYT (m;u 03b-DS/CLTH, 01 ban)

hi g ‘ Trudng hop muc L, muc II, néu vira diéu chinh nhan thin vira cip mat thé BHYT:

D6i vdi trudng hdp nhan thdn ghi trén thé khéng ding, bé sung mét trong cac gidy t& sau: Gidy khai sinh, CMND, 58 hd kh3u, Thé hoc sinh (di véi trudng hop con di hoc) (Ban
sao cf chifng thu'c)

_;‘7 2 ‘ Thé BHYT cii con gid tri;

1

Click d& chon t& khai cén khai

Danh sach cac t& khai da chon
Ngay ky  g4/10/2015

Lulr Yo - Tai khodn 3 muc I néu khong pbp "83n sae od ching thut” B ngp "Ban photo” kém "Ban chinh” dé dai chiéu
(can bé tiép nhin hé so can aijrdo Ban chinh doi chidl, ky xdc nhin vao ban photo).

TK02-TS 03B DS/CLTH  Binh kém

File mau

> Ldp to khai thay déi thong tin ngwoi tham gia BHXH, BHYT

. TOKHAITHAYDOGITHONGTIN = MG KOS
NGUQT THAM GIA BAO HIEM XA HOI, BAO HIEM Y TE

Kinh giri: ~ Bao hiém xa hdi

Cha hodc me hoic ngudi giam hé Than nhin khac

Ho va tén 56 dinh danh  Hova ténthay d6i  Ngay sinh  Gidi tinh D3an tdc

4  Bdm vao day dg thém mdj....

4

Danh muc hé s¢ BOrPRERS  Dinh kém

Nhan F2: Thém déng File mu

Fnan F1: X6a ding D s chép ()
NSD nhap céc thong tin trong to khai
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X3

%

Cac nut chire nang:

Pé thém dong nhan F2

Pé x6a dong nhan F11

Tai dir liéu: Nhan button [Nap di liéu] hoic F8

%

*%

J/ /
0‘0 0‘0

Nap du li&u tid excel b

Chon dudng din file tai dii liéu

Lira chon sao chép B2: Chon diF lidgu miu
(@ Thém wvao dif ligu d3 cd

i1 Chon File (F3)
axaa diF liéu cii, thé&m diF liEu mdi
Yo

o <

c hé sd DO2-TS Binh kém -/’J’ B1:Chon chirc nang nap div ligu I
Thém déng File mau

Lem Tai DIF Ligu (Enter)

B3: Tai diF ligu 1&én I

< Tai dir liéu tir file Excel mau : (Lay file mau bang cach nhan chon [File mau])
Nhan [Nap dir liéu] hoic F8 sau d6 nhan [Chon file(F3)] dé chon file excel can tai sau
d6 nhén [Tai dir liéu (Enter)] dé tai dit liéu
Chu y: File excel phai dang mau va co6 dinh dang la .xIs (Excel 2003)

% Sao chép dir liéu: Nhan nGt [Sao chép] hoac F7
Thuec hién sao chep dir liéu tir cac to khai da co

Chon ki ké khai can sao
chép

Lua chon sao chép

Mam 2015

(@ Thém vao dr Teodd g
(1Xda dif liéu cii, thém dif litu mdi

Chon "Chip nhan" dé
{ ¥ Chap nnan (Enter) )] = Ddng (Esc) bat ddu sao chép

B1: Nhan nat [Sao chép (F7)] dé thuc hién chirc ning
B2: Chon ky ké khai d4 c6 dé sao chép
B3: Chon hinh thirc: Thém méi vao dir liéu da cé hodc Xo6a dir liéu cii, thém dix liéu mai

B4: Nhan [Chap nhan (Enter)] dé thuc hién sao chép dit liéu hodc nhan [Dong (Esc)]
thoat chirc nang sao chép

> Ldp danh sdch dé nghi cap lai thé BHYT
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DANH SACH PE NGHI CAP LAI THE BHYT MAu 5 03b-DS/CLIN

(Kém theo cing van sd: ngay: |04/10/2015 ~|)

Ni KCB ban dau Noi KCB ban d3u . Théi han si¥ dung

Hovatén ¢ SGSGBHXH + Mathe BHYT + g:: & Ngaysinh

Tinh Tén bénh vién Tir ngay

* Bam vao day d& thém mdi....

1 3

Danh séch hé s TK02 - TS I Ei:ﬂiiiil Binh kém
hdn F2: Thém ding File miu
hdn F11: Xda dong Nap dif lieu (F8) =8 Saochép (F7) Q17 Lam mdi (Esc) xéa(F3) Q@ Ghi(Fs) x Péng (F12)

NSD nhap céc thong tin trong to khai

Céac nut chire nang:

Pé thém dong nhan F2

Dé x6a dong nhan F11

Tai dix liéu: Nhan button [Nap di liéu] hoic F8

) 7 / K/
0‘0 0‘0 0‘0 0‘0

Nap dii liéu hi excel

Lva chon sao chép

- Trd dwérng dan
Chon dudng dan file tai dir |V
Chon File (F3)

(@ Thé&m vao dif ligu d3 cd

(I¥da dif liu ci, 1:1'1§rr1fl"ll‘i.é’u.'r:::.?'i"_‘y Tai file I

< Tai dir liéu tir file Excel mau : (LAy file mau bang cach nhan chon [File mau])
Nhan [Nap dix liéu] hodc F8 sau d6 nhan [Chon file(F3)] dé chon file excel can tai sau
d6 nhan [Tai dit liéu (Enter)] dé tai di lidu
Chu y: File excel phai dang mau va co6 dinh dang la .xIs (Excel 2003)

% Sao chép dir liéu: Nhan nat [Sao chép] hoic F7

‘ s Tai DI Liéu (Enter)
e ———
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Thuec hién sao chép dir liéu tir cac to khai da co

Chon ky k& khai can sao
chép

Lua chon sao chép

Mam 2015

(®Thém vao dir Tenddos
(i¥da dif ligu cl, thém dif lidu mdi

Chon "Chép nhén" dé
bat d3u sao chép

Bbidng (Esc)

{ + Ch3p nian (Enter) )] x

B1: Nhan nat [Sao chép (F7)] dé thuc hién chirc ning
B2: Chon Ky ké khai di c6 dé sao chép
B3: Chon hinh thic: Thém mai vao dix liéu da c¢6 hoac Xoa dit liéu cii, thém dir liéu mai

B4: Nhan [Chip nhan (Enter)] dé thuc hién sao chép dix liéu hoac nhan [Pong (Esc)]
thoat chirc nang sao chép

> Ldp ho so dinh kém

DINH KEM Click d& chon file Click dé xem file
Loai gidy 1, biéu miu " Chon tép dinh kém ™
(1)
Bii vdi trudng hop nhan than ghi trén thé khéng ding, bé sung mét trong cdc gidy t& sau: Gidy khai sinh, CMND, S& hd khiu, Thé hoc sinh (déi vdi trudng
hdp cdn di hoc) (Ban sae cd ching thu'c) -
E3 ‘ Thé BHYT cii cdn gia tri (Thi tuc hé sd ddi vdi d6i tirgng chinh sach thudc s& Lao ddng Thudng binh va X3 hii)

2. Cap lai, d6i thé BHYTdo don vi lam mat, héng hodc ké khai khong ding — Piéu
chinh va thay déi noi kham chira bénh
> Chon ky ké khai

Chon ky ké khai

Théng : Nim: 2015

+ Ding y (Enter) =%  Bdng (Esc)

> Ldp phiéu giao nhdn hé so
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PHIEU GIAO NHAN HO SO’ (402)

Logi h8 sa: C4p lai hodc déi thé BHYT do mét bi hur héng, diéu chinh
quyén Igi kham chita bénh va thay déi noi khdm chita bénh
hodc d6i thei diém hudng tr dd 5 ndm lién tuc

Thai han giai quy&t ho sd : 4 ngay lam viéc

Loai gidy td, biéu mau

I | Hb sd do don vi ndp:
1 | Danh sach d& nghi cap lai thé BHYT (mﬁu 03b-DS/CLTH, 01 ban)
2 | Té khai thay ddi théng tin ngui tham gia BHXH, BHYT (m3u TK2-TS, 01 ban/nguidi)
I | H5 so khac:
1 | Thé BHYT cii cén gid tri
W2 |Trch‘$ng hgp digu chinh quygn lgi kham, chifa bénh: Gidy td cd lién quan d&n miFc hudng quyén Idi cao haon (Ban sao cd chifng thuc) i ‘

Click @& chon t& khai can khai

Danh sach cac t& khai d& chon

Ngdy ky  04/10/2015

- Thé BHYT c3p lai do bj m3t chi dugc fhay déi noi kh3m, chifa bénh ban d3u sau 12 thng k& & ngdy c3p Jai

- Viée d6i thé BHYT do thay doi nai kff3m chifa bénh ban d&u chi thut hidn vio ngdy 01 dén ngdy 10 cia thing diu moi quy.
Riéng trugng hop nhdn hi sa tir ngdy 21 cia thing cudi quy va cd ngdy tra két qua trudc ngdy 01 cia thang dau quy sau,
thi the han tr3 k8t qud vae bubi chidu ngdy lém vidc d3u tidn cia thing dBu quy sau.

@ 03B-DS/CLTH  TK02-TS  Binh Kém

—

> Ldp to khai thay doi thong tin ngwoi tham gia BHXH, BHYT

Mau s6: TK02-TS

 TOKHAITHAYBOITHONGTIN
NGUOT THAM GIA BAO HIEM XA HQI, BAO HIEM Y TE

Kinh gii:  Bao hiém xa hdi

Ho va tén S5 dinh danh  Ho va tén thay d6i  Ngay sinh  Gidi tinh Dan tHc ‘Qudc tich Cha hodc me hodc ngudi giam hé  Than nhan khac

* Bam vao day d& thém mdi....

4

Danh muc ho s¢ BILOESERE  Dinh kém

Nhan F2: Thém déng File mAu

o FL: X62 dng s dp ()
NSD nhap céc thong tin trong to khai
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> Ldp to'khai thay doi thong tin ngwoi tham gia BHXH, BHYT
DANH SACH PE NGHI CAP LAI THE BHYT Miu sG: 03b-DS/CITH

(Kém theo cng van sé: ngay: |04/10/2015 w|)

STT © Hovatén 7 SGsGBHXH + M3 thé BHYT = 2'” + Ngaysinh + NOiKCBhandau A EaED g LTSI

nh Tinh Tén bénh vién Tir ngay

* B3m vao d3y d& thém mdi....

NSD nhap céc thdng tin trong to khai

> Ldp ho so dinh kém

DINH KEM

Loai gidy td, bigu mau - Chon tép dinh kém -

(1) (2) e
Thé BHYT cii cdn gid tri Xe
" ‘Trch‘ing hgp diu chinh quy®n Igi kham, chifa bénh: Gidy td cd lién quan dén mic hudng quyén lgi cao hon (Ban sao cd chimg thut) Xem

%+ Cac nut chire nang:

< Dé thém dong nhan F2

% Dé x6a dong nhan F11

< Tai dir liéu: Nhan button [Nap dir liéu] hoac F8

Nap di liéu bl excel

B2: Chon di ligu méu
Chon dudng din file tai dii ligéu

(@ Thém vao dir liéu d3 cd
X da dir liEu cil, thém dif lidu mdi

0 %%

c ht sg DO2-TS Binh kém B1:Chon chirc nang nap di¥ ligu
Thém déng File mau

< Tai dir liéu tir file Excel miu : (L4y file mau bang céch nhan chon [File mau])
Nhan [Nap dir liéu] hoic F8 sau d6 nhan [Chon file(F3)] dé chon file excel can tai sau
d6 nhan [Tai dit liéu (Enter)] dé tai di lidu
Chu y: File excel phai dang mau va co6 dinh dang la .xIs (Excel 2003)
% Sao chép dir liéu: Nhan nit [Sao chép] hoac F7
Thuec hién sao chep dir liéu tir cac to khai da co
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Chon ki ké khai cén sao
chép

Lwa chon sao chép

(®Thém vao dir eTdd g

(I¥da dif liéu cii, thém dif liEu mdi

Chon "Chép nhan" dé
{ ~ Ch3p nnan (Enter) b =

Dodng (Esc) bat dau sao chép

B1: Nhan nat [Sao chép (F7)] dé thuc hién chirc ning
B2: Chon ky keé khai d4 c6 dé sao chép
B3: Chon hinh thirc: Thém méi vao dir liéu da cé hoac Xo6a dir liéu ci, thém di liéu mai

B4: Nhan [Chap nhan (Enter)] dé thuc hién sao chép di liéu hoic nhan [Pong (Esc)]
thoat chirc nang sao chép

3. CAp lai, d6i thé BHYTdo ngwoi tham gia BHYT lam mat
> Chon ky ké khai

Chon ky ké khai

Thang: [ Nam: 2015

> Ldp phiéu giao nhgn hé so

142




TAI LIEU HUONG DAN SU DUNGPHAN MEM KE KHAI

» 2 . A Version: 2.1
BAO HIEM XA HOI

PHIEU GIAO NHAN HO SO (402)

Loai hé sa: C4p lai hodc d6i thé BHYT do mé&t bi hu hong, diéu chinh
quyén igi kham chita bénh vé thay déi noi kham chifa bénh
hodc déi thef diém huting tr dd 5 ném lién tuc

Thai han giai quyét ho sd : 4 ngay lam viéc

Loai gidy td, bidu mau

I | HG sd do don vi ndp:

1 | B0n d8 nghi cdp Iai thé BHYT(m3u DO1-TS).

IT | HB 50 khac:

1 ‘ Thé BHYT cii con gid tri
7 2 | Trutng hgp digu chin uyen Igi am, chira bénh: Gidy td co lien quan dén muc hudng quyén Igi cao hon (Ban sao co chun UC
" ng hop diu chinh quyen Igi kham, chifa bénh: Gidy t3 cd lién quan dén mirc hudng quyen | h a 6 chirng th

Click @& chon t& khai cén khai

Danh sach cac t& khai d& chon

Luu y:

Nagdy ky  04/10/2015
- Thé BHYT c3p lai do bi mat ol dud thay déi noi khdm, chia bénh ban diu sau 12 thang ké tr ngdy c3p 5i .

- Vigc doi theé BHYT do thay déi nal fham chifa bénh ban dau o thuc hién vao ngay 01 dép ngdy 10 cia thang ddu mor quy.

Riéng trudng hap nhdn hé so b ngay 21 cua thang cudi quy va cd ngdy trd két qua frudc ngdy 01 cda thang dau quy sau,

hi thoF han ira k8t qud vao budi ghidu ngay Iim vigc dau tién cua thang dau quy sau.

o ———

B Napdiligu (F8) Em  Sao chép (F7) Lam mdi (Esc) Xéa (F3) &  Ghi(F5) * Péng (F12)

Click chon vao cac 6 o dé chon cac to khai can khai bao

Sau khi click chon cac to khai can khai bao thi danh sach cac to khai sé& hién thi & duéi (Nhuw
hinh trén)

> Nhdp di ligu cho céc to khai- Mdu DO1-TS: Gidy dé nghi

A = — -
GIAY DE NGHI M3 s5: DO1-TS
Kinh Bao higm x3 hdi Quan 90100

e P . A Gidi = R -
Ho va tén n Mam;]uantv . Ngay sinh & tinh & 56 CMND o Nga(\‘;)cap o Néi dung

(9)

(2) (3) (4) (5) (6)

* Bam vao day dé thém mdi....

Nhap théng tin cia cac ca nhan dé nghi hoan tién dong BHYT: Bao gdm cac truong
Ho va tén

/ 7
0‘0 0‘0

< M4 sb quan Iy (S6 dinh danh)
%+ Ngay sinh

s Gidi tinh

< S6 CMND

% Noi cap

< Ngay cap

% NOoi dung:

<% HO so dinh kém guri kém
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» Dinh kéem
Chon file dinh kém cua thu tuc
PINH KEM Click d& chon file Click d& xem file
Loai giy td, bigu mau o Chon tép dinh kem o
1
Thé BHYT cii con gid tri
Ed ‘ Truting hop digu chinh quy&n lgi khdm, chifa bénh: Gidy t& cd lién quan d&n mifc hudng quyén Idi cao hon (Ban sao cd chifng thuc)
< Nhin vao 6 trong cot Chon tép dinh kém dé chon file dinh kém: File dinh kém 1a file
anh hoac file PDF
< Nhén vao nat [xem] dé xem céc file dinh kém da chon
¢+ CAac nut chize nang:
< Dé thém dong nhan F2
< Pé xd6a dong nhan F11
< Tai dir liéu: Nhan button [Nap dir liéu] hoac F8
Nap du li&u ti excel
B2: Chen di¥ ligu miu
Chon dudng din file tai dir liéu
@ Th&m vao dir ligu d3 cd
X aa diF lidu ch, th&m dir lidu mdi
0 %o
c ht sd | DO2-TS  Binh kém ’A B1:Chon chic nang nap diF lidu I
Thém déng File mau
< Tai dir liéu tir file Excel mau : (LAy file mau bang cach nhan chon [File mau])
Nhan [Nap di liéu] hoic F8 sau d6 nhan [Chon file(F3)] dé chon file excel can tai sau
d6 nhan [Tai dit liéu (Enter)] dé tai di liéu
Cha y: File excel phai diing mau va c6 dinh dang la .xls (Excel 2003)
B

Sao chép dit liéu: Nhan nat [Sao chép] hoic F7
Thuc hién sao chép di liéu tir cac to khai da co
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VI.

Chon ki ké khai cén sao
' chép

Lwa chon sao chép

(@ Thé&m vao du neuddog

(I¥da dif liéu cii, thém dif liEu mdi

Chon "Chép nhan" dé
{8 Chap nnan (Enter) W = Dodng (Esc) bat dau sao chép

o B1: Nhan nut [Sao chép(F7)] dé thuc hién chirc ning

o B2: Chon ky ké khai da c6 dé sao chép

o B3: Chon hinh thirc: Thém maéi vao dir liéu da c6 hoac Xda dix liéu ct, thém dir
liéu moi

o B4: Nhan [Chip nhan (Enter)] dé thuc hién sao chép dit liéu hoic nhan [Pong
(Esc)] thoat chirc nang sao chép

Thuc hién: Ghi, Xéa, Dong

Ghi dit liéu da khai bao: Sau khi khai bao thanh cong, NSD nhan nut [Ghi (F5)] dé ghi
lai dir liéu

Xoba cac to khai: Thuc hién x06a cac to khai da chon (chi xda cac to khai)

DPoéng thu tuc dang thuc hién: Nhan nat [Pong (F12)] dé dong thu tuc dang thao tac

Hudéng din phan hé Quan ly lao déng
Hé so nhan vién
Thuc hign: Tgo méi hé so
- Chon “Tao mdéi” hoac F1 dé thém mai mot ho so
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Cd ciu td chirc . . '
S0 50 BHXH _ Ngay sinh - Ndi sinh

Phang k& hoach tdng hgp + (a) (5) (6)

Ha Mdi

15/09/1988

Nguyén Van A

Chon "Tao méi" dé
thém hé so

\ .

@ Tap tin m3u Excel (F4 Xudt ra Excel (F5) Nhap tr Excel (F&)

%+ Thong tin ca nhan:

Qud trinh cdng t3c chi tiét
Thém théng tin nhan vién
Théng tin ¢ nhdn Luong Giadinh Trinh 48 KT - KL  Bdénh gid, nhdn xét  Kinh nghiém Thiét bi CCLD  Dao *40
Théng tin cd ban e
Phéng ban (*): # 0
Mauyén Van Tén (*): /7 | Click chuét
phai dé
Gidi tinh (*): thém &nh
Mgay sinh (*}:  15/09/1988 Tén gidgo (*): Khang
Quéic tich (*): vigt Nam Hdn nhan () pc than
Dan tde (*):  Kinh Dién thoai: 113
Ngi sinh:  Ha Nai
53 C 013247855 Ngay cap: Ngi cdp:
HG khau TT (*):  Tp. Ha Nai Phuiging Hang Budm sG 7 Ha ThuyEn Quang
Dia chi:  Tp. Ha Nai Hoan Kigm Phurging Hang Budm sG 7 Ha ThuyEn Quang
Théng tin bé sung
Email: nguyén van A Trinh dé van héa: Trinh d8:  paj hoc
Chirc danh:  pgj dign Chirc vu cao nhat:  cap b Chuy&n mian:
Ngay vao Bang: Ngay nhdp ngii: Ngay xudt ngil:
Sd tai khoan: Chu tai khoan:
Tai ngan hang: Chi nhanh:
Ngay vao cing ty: 01/09/2008 Tinh trang cing vigc  pang lam viéc Chan lwu 8 tham
MNgay thdi vidc: - Hinh thirc thai viéc: - fﬁé" nhan vién
] / »
2 o

- Budc 1 : Chon tab “Thong tin cd nhan” trén thanh tuy chon
- Budc 2 : Nhap thong tin ca nhén : Phong ban, ho tén , ...
- Budc 3: Chon “Luu” Bé thém théng tin ca nhan
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s Lwong nhdn vién :

- Budc 1: Chon tab “Luong” trén thanh tuy chon

Qud trink cdng t3c chi HEE

Théng tin cd nhan Luong Gia dinh Trinh d6 KT - KL Danh gia, nhan xét  Kinh nghiém  Thiét bi CCLP  Dao tao

3 sie) @ Xio(ri)

Chifc vu Loai hgp dong Ngay bat @u  Ngay két thic Loai dong
5 (6) (7) (8)

(4)

L3

- Budc 2: Chon “Thém” hoac “F2” dé thém mai

- Budc 3: Thém thang tin hgpdong, phong ban, chiic vu va luong
- Budc 5: Nhan F5 dé hoan tat
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Chi tiét nhan vién B

Théng tin cd nhan | Lugng  Gia dir; 56 hop dong: |

+ Thém (F2) I EEETERE)]

Chife vu:

Higu e tir: /2

ic Loai déng
(8)

Ngh#& nghigp: |

Dia digm lam viéc:
Ghi chi:

Loai déng: = (HEsd (@M ding Thuc linh: 0
Tén chi s&

MUrc Iuigng

Phu cdp chifc vu

Phu cdp thu nhap vuigt khung

Phu cdp thu nhap ngh&

Phu cdp khu vurc

Phu c3p dién thoai

Phu cdp com trua

Phu cdp khac

»

x Bdng (F12)

B Luu(F5)

* Gia dinh :
- Budc 1: Chon tab “Gia dinh” trén thanh tuy chon
- Budc 2: Chon “Thém” hoic F2 dé thém thanh vién trong gia dinh
- Budc 3: ké khai thong tin thanh vién trong gia dinh (Ho tén, nghé nghiép ... )
- Budc 4: F5 @ luu thong tin thanh vién.
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Qud trinh céng tic chi tét

Thdng tin cd nhan  Luang 4 Banh gid, nhan xét  Kinh nghiém  Thiét bi P Paotzo

N&m sinh

(5)

4 »
Chi ti€t nhan vién B

Qud trinh céng tc chi EE

Thong tin cd nhan Lwdng Giadinh  Trinh dd KT Pdnh gid, nhan xét  Kinh nghiém Thiét bi CCLP Dao tao

@ Xoéa (F11)

Ngh€é nghiép ELET
(3) (5)

Hg va tén:

Quan hé:

Ngh& nghiép:

Ghi chi:

Bdéng (F12)

4 »

= Luu(F3) %X BDing (F12)
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s Trinh do vin hoa:
D¢ ké khai cac thong tin trinh d6 van hoa

- Budc 1: Chon tab “Trinhdd” trén thanh tly chon
- Budc 2: Nhap tryc tiép thong tin trén phan mém
- Budc 3: F5 dé hoan tat

Théng tin cd nhan Ludng Gia dinh  Trinh d6 KT - KL Banh gia, nhan xét  Kinh nghiém Thiét bi CCLD  DPae tao

+ Thém (F2) x Xda (F11)

Tén béng cap
(2)

- Chuyé(r;;lgénh i caj Ngé(yscé'p - Xép loai - Hinh thifc dao tao -

(6)

Chon "Luu" d& thém
thdng tin

] / -
= Luu(F5) X Ding (F12)
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% KT-KL:

Budc 1: Chon tab “KT - KL” trén thanh tuy chon
Budc 2: Nhap tryc tiép thong tin trén phan mém
- Budc 3: F5 dé hoan tat

Qud trinh cong tHc chi tiet

Théong tin cd nhan Luong Giadinh Trinh d6 KT - KL Ddanh gi, nhan xét  Kinh nghiém Thiét bi CCLD Pao tao

S0 quyét dinh Ngay quyét dinh
(2) (3)
1 | 31/10/2015

@ % Dong (F12)

% Ddnh Gid, Nhgn xét :

Budc 1: Chon tab “Danh gid, nhan xét” trén thanh tuy chon

Budc 2: Thém thdng tin bang cach nhap tryc tiép trén phan mém
- Budc 3: F5 dé hoan tat
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Qud trinfi cong t3c chi et

Théng tin ¢d nhdn Lwong Giadinh Trinh d6 KT - KL = ©anh gid, nhan xét = Kinh nghiém Thiét bi CCLP Bao tao

+ Thém (F2) § x Xda (F11)

Hinh thi'c Chuyé&n nganh Pao diic
(4 (3)

»

4
@ Luu(F5) X Ding (F12)

% Kinh nghigm : Thém kinh nghiém nhan vién bang céch
- Budc 1: Chon tab “kinh nghiém” trén thanh tuy chon
- Budc 2: Thém thang tin bang cach nhap truc tiép trén phan mém
- Budc 3: F5 dé luu thong tin

Qud trinh cdng tdc chi et

KT - KL Danh gid, nhan xét | Kinh nghiém Thiét bi CCLD Dao tao

Théng tin cd nhan Ludng Gia dinh  Trinh dé

STT Tir thang/nam BPén thang/nam

Tén cong ty Chific vu
w * @) = @) = (5)

@ X Bdng (F12)
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% Thiét bi CCLP :Pé thém thiét bi CCLD bang cach

Budc 1: Chon tab “Thiét bj CCLD” trén thanh tuy chinh
Budc 2: Thém théng tin CCLD bang cach nhap tryc ti€p trén phan mém
Budc 3: F5 dé lwu thong tin CCLD

Qud trinh cdng tdc chi tét

Théng tin ¢d nhdn Lwong Giadinh Trinh d6 KT - KL Panh gid, nhdn xét  Kinh nghiém - Thi€tbi CCLE  Pao tao

Tén thiét bi
(2)

(& oo Jo oo |

% Do tao :Dé thém thong tin cac khoadao tao cua nhan vién bang céch

Budc 1: Chon tab “Dao tao” trén thanh tuy chon

Budc 2: Thém thdng tin cac khoadao tao bang cach nhép truc tiép trén phan
mém

Budgc 3: F5 dé luu thong tin méi thém
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Qus trinh cing t8c chi GEL

Thiét bi CCLB Bao tao

Thong tin ca nhdn Luidng Gia dinh  Trinh @3 KT - KL Danh gia, nh3n xét  Kinh nghiém

+ Thém (F2) | x Xoa (F11)

Théi gian
)

Ngay bit dau

Ndi dao tao
(7)

(5)

Loai hinh dao tao Chuyén nganh
(4

»

“
& Luu(F5) x Déng (F12)

> Thuec hign: Siza hé so
- Budc 1: Chon hd so can thay doi
- Budc 2: Chon “Stra” hodc F2 dé straddi thong tin ho so
Ho va tén - s:ﬁ - S 50 BHXH o Ngaysinh _ Noi sinh

Phdng k& hoach tdng hop (2 = ) (5) (6)

15/09/1988  Ha Néi

Chon "Sira" dé thay
dai thdng tin hd so

Tao mdi (F1) Tap tin m3u Excel (F4 Xuat ra Excel (F5) Nhap tir Excel (F&)

< Thay dai théng tin ca nhan:
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Théng tin ¢ nhan Luong Gia dinh  Trinh d§ KT - KL

Qud trinh cdng t5c chi iét

Thém théng tin nhan vién

Kinh nghiém Thiét bi CCLD Dao *a0

Théng tin cd ban

Bénh gid, nhan xét

Phéng ban (*): o
Nguyén van Tén (*): A A | Click chudt
phai dé
Gidi tinh (*):  Nam thém anh
Ngay sinh (*):  15/09/1988 Tan gido (*): Khéng
Quéc tich (*):  vigt Nam Hdn nhan (*):  pgc than
Dan tde (*):  Kinh Dién thoai: 113
Ngi sinh:  Ha N3
58 Cl 013247855 Ngay cdp: Mai cdp:
HG khau TT (*):  Tp. Ha NGT Phuging Hang Budm s& 7 Hi Thuy&n Quang
Bia chi:  Tp, Ha Nai Hoan Kigm Phuéing Hang Budm sG 7 Ha ThuyEn Quang
Théng tin bé sung
Email: nguyén van A Trinh dé van héa: Trinh d8:  pai hoc
Chirc danh:  ggj dign Chirc vu cao nhat:  c3p b Chuyén mén:
Ngay vao Bang: Ngay nhap ngii: Ngay xudt ngii:
Sd tai khoan: Chu tai khoan:
Tai ngan hang: Chi nhanh:
Ngay vao cang ty:  01/09/2008 Tinh trang cng vigc  pang Iam viéc Chon luu @3 them
Ngay thdi vidc: Hinh thic thai viéc: fﬁéi nhén vién

Budc 1 : Chon tab “Thoéng tin c& nhan” trén thanh tuy chon
Budc 2 : Nhap thdng tin ca nhan can thay dbi : Phong ban, ho tén, ...
Budc 3 : Chon “Luu” Dé thém théng tin ca nhan

Thay doi lwong nhén vién :

Budc 1: Chon tab “Luong” trén thanh tuy chon
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Qud trinh cong t3¢ chi Het

Banh gia, nhan xét  Kinh nghiém  Thiét bi CCLP  Dao tao

Théng tin cd nhan Lugng  Gia dinh Trinh d§ KT - KL

Loai dong

Chiic vu Loai hop dong  Ngay bat dau  Ngay két thiic

(4) (5) (6) (7) (8)

L3

- Budc 2: Chon “Stra” hoic “F4” dé sira théng tin

- Budc 3: Sura thong tin hopddng, phong ban, chirc vu va luong
- Budéc 5: Nhan F5 dé hoan tat
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Chi tiét nhan vién B

Théng tin cd nhan | Lugng  Gia dir; 56 hop dong: |

+ Thém (F2) & Sirfa (F4)

Chife vu:

Higu e tir: /2

ic Loai déng
(8)

Ngh#& nghigp: |

Dia digm lam viéc:

Ghi chi:

Loai déng: = (HEsd (@M ding Thuc linh:

Tén chi s&
MUrc Iuigng

Phu cdp chifc vu

Phu cdp thu nhap vuigt khung
Phu cdp thu nhap ngh&

Phu cdp khu vurc

Phu c3p dién thoai

Phu cdp com trua

Phu cdp khac

»

x  Ddng (F12)

B Luu(F5)

< Thay dai thong tin gia dinh :
- Budc 1: Chon tab “Gia dinh” trén thanh tuy chon
- Budc 2: Chon “Stra” hodc F4déStra thong tin thanh vién trong gia dinh
- Budc 3: ké khai thong tin thanh vién can stradoi trong gia dinh (Ho tén, nghé
nghiép ... )
- Budc 4: F5 dé luu thang tin thanh vién.
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Qud trinh céng tic chi tét

Thdng tin cd nhan  Luang 4 Banh gid, nhan xét  Kinh nghiém  Thiét bi P Paotzo

N&m sinh

(5)

4 »
Chi ti€t nhan vién B

Qud trinh céng tc chi EE

Thong tin cd nhan Lwdng Giadinh  Trinh dd KT Pdnh gid, nhan xét  Kinh nghiém Thiét bi CCLP Dao tao

@ Xoéa (F11)

Ngh€é nghiép ELET
(3) (5)

Hg va tén:

Quan hé:

Ngh& nghiép:

Ghi chi:

Bdéng (F12)

4 »

= Luu(F3) %X BDing (F12)
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% Thay déi trinh dp vin héa:
Pé ké khai cac thong tin trinh d6 vin hoa

- Budc 1: Chon tab “Trinhdd” trén thanh tly chon
- Budc 2: Nhap tryc tiép thdng tin can siraddi trén phan mém
- Budc 3: F5 dé hoan tat

Théng tin cd nhan Ludng Gia dinh  Trinh d6 KT - KL Banh gia, nhan xét  Kinh nghiém Thiét bi CCLD  DPae tao

+ Thém (F2) x Xda (F11)

Tén béng cap
(2)

- Chuyén nganh i caj Ngay cap - Xép loai
(3) (5

(6)

Hinh thifc dao tao
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% Thay déiKT — KL :

Budc 1: Chon tab “KT - KL” trén thanh tuy chon

Budc 2: Nhap truc tiép thdng tin can siraddi trén phan mém
- Budc 3: F5 dé hoan tat

Qud trinh cong tHc chi tiet

Théong tin cd nhan Luong Giadinh Trinh d6 KT - KL Ddanh gi, nhan xét  Kinh nghiém Thiét bi CCLD Pao tao

S0 quyét dinh Ngay quyét dinh
(2) (3)
1 | 31/10/2015

% Thay déiPdnh Gid, Nhan xét :

Budc 1: Chon tab “Danh gid, nhan xét” trén thanh tuy chon

Budc 2: Nhap truc tiép thdng tin can siraddi trén phan mém
- Budc 3: F5 dé hoan tat
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Qud trinfi cong t3c chi et

Théng tin ¢d nhdn Lwong Giadinh Trinh d6 KT - KL = ©anh gid, nhan xét = Kinh nghiém Thiét bi CCLP Bao tao

+ Thém (F2) § x Xda (F11)

Hinh thi'c Chuyé&n nganh Pao diic
(2) (4 (3)
Aoray a6 the o

4 »

@ Luu(F5) X Ding (F12)

% Thay déikinh nghiém :Thay dbi kinh nghiém nhan vién bang cach
- Budc 1: Chon tab “kinh nghiém” trén thanh tuy chon
- Budc 2: thay doi théng tin bang cach nhap truc tiép thong tin can thay doi trén
phan mém
- Budc 3: F5 dé luu thdng tin
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Qud trinh céng t3c chi Hét

Théng tin cd nhdn Ludng Giadinh Trinhdé KT -KL ©anh gid, nhan xét | Kinh nghiém = Thiét bi CCLD Do tao

én co Chif'c vu . Tir thang/nam - Bén thang/nam Ghi chi
(3) (4) (5) (6)

@ % Bdng (F12)

< Thay dai thong tin thiét bi CCLD :Pé thém thiét bi CCLD bang cach
- Buwdc 1: Chon tab “Thiét bi CCLD” trén thanh tuy chinh
- Budrc 2: thay d&i thong tin CCLD bang cach nhap truc ti€p thong tin can thay d6i trén
phan mém
- Budc 3: F5 dé lwu thdng tin CCLD

Qud trinh cdng tdc chi et

Théng tin cd nhan Lwodng Giadinh Trinh dé KT - KL Banh gid, nhdn xét  Kinh nghiém - Thiétbi CCLE  Pao tao

+ Thém (F2) § x Xda (F11)

Tén thiét bi Trang thai
(2) (3) (3)

@ % Pong (F12)
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% Sitadoi thong tin dao tao :Déstraddi théng tin cac khoadao tao cua nhan vién bang cach
- Budc 1: Chon tab “Dao tao” trén thanh tuy chon
- Budc 2: thay doi théng tin cac khoadao tao bang cach nhap truc tiép théng tin
can thay d6i trén phan mém
- Budc 3: F5 @ luu thong tin moi thém

Qud trinh cdng tic chi et

Théng tin cd nhdn Ludng Gia dinh Trinh d6 KT - KL Danh gid, nhdn xét  Kinh nghiém Thiétbi CCLD Dao tao

Loai hinh dao tao Chuyé&n nganh Ndi dao tao Hoc tai Ngay bét dau Thai gian
(4)

(s) (6) @ @)

4 3

> Thuc hién: Xo6a hé so
- Budc 1: Chon hd so can xda bang cac nhap chudt 1én danh séch ho so
- Budc 2: Chon “X6a” hoac F3 dé xda ho so
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G e w :
Phong k& hoach Gng hop & tinh + S0 s0 BHXH _ Ngay sinh - Ndi sinh
3) 4 (5) (6)

Chon "Xga" dé xda
hd so

/ .

]
Tao mdi (F1) @ Tap tin m3u Excel (F4 Xudt ra Excel (F5) Nhap tir Excel (F6)

> Tap tin mdu tarExcel
- CO6 thé tai cac hd so mau tir Excel bang cach chon “Tép tin mauExcel” hoic F4

Cd cdu td chifc id . .. .
_ Ho va tén Gidi S6 s0 BHXH . Ngay sinh e Ndi sinh

Phing k& hoach tdng hgp +# tinh +

) &) 4) (5) (6)

' 1| NguyénVin A ‘Nam 15/09/1988  Ha Ngi

4 3

Tao mdi (F1) Xudt ra Excel (F5) Nhap tir Excel (F6)

{ Tap tn mau Excel (F4

> Xudt ra Excel : Pé xudt théng tin hé se ra file Excel bang cach
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Cd cau to chirc - - R o - P
5S4 s BHXH Ngay sinh Ndi sinh

Phang k& hoach téng hap : i A () + 6)

15/09/1988  Ha Ndi

Organize v

D‘ [V} Search Desktop »

Chon dwéng dén
dén thw muc lwu

MNew folder

file X ~ )
0 Favorites iy
B Desktop u 0SGExample
& Downloads o
e "
/= Recent places SN
@) Creative Cloud Fi |
v v
3 ) 5 ] " "
File na @nhan =if file mauads _D , Save" lwu file
Save as type: | Excel (*xds*adsx)
Tén file

[
b —J

Hide Folders

Chon d& xuét ra file

Nhap tir Excel (F&)

Cd ciu td chiic
Phing ké hoach tang hgp +

S6s3BHXH _ Ngaysinh _ Noi sinh
(1) (3) (6)

15/09/1988

Ha Ni

@ v % Desktop » - v & Search Desktop o

W - O @

]

Chon dén thw muc

chira file Excel A .
I Favorites £| 0SGExample
Bl Desktop -
8 Downloads ~
5l Recent places “|l SVN

@) Creative Cloud File

oSoNhanSu.xls Chon "Béng " dé tai

Microsoft Excel 97-2003 Workshe) di¥ ligu vao phan
A mem

& Com puter;

Chaon file E)gcel chira di¥
ligu can thém

4 1
File name: | HoSoNhanSu.ds v |Exeel (sdsg vl
.

( Béngy i Hiy

Thém dif liéu tir file
Excel

Tao mdi (F1) Sira (F2) Xda (F3) Tap tin mau Excel (F4 Xuat ra Excel (F5) Nhap tir Excel (F&)
e —
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2. Tim kiém chi tiét
> Cdu hinh cac théng sé can tim kiém

Qudc tich: | Viét Nam Hin nhan:  Béc than
Dan tdc:  Kinh Trinh dd:  ©ai hoc
Tén gido: Khéng Gidi tinh: | ---Chon tat ca---

C6 déng BHXH khing? ---Chon tat ca---

> Danh sach két qud

Qudc tich:  Vigt Nam Hin nhan:  Bdc than
Dan tic:  Kinh Trinh d3:  Bai hoc
Tén gidgo:  Khéng Gidi tinh: | ---Chgn tdt ca-—

C6 ddng BHXH khdng?  ---Chon tit ca---

Ho va tén Gidi tinh S8 50 BHXH MNgay sinh Mdi sinh

(2) (3) (1) (5) (6)
1 Y1 Nguy&n Van A Nam 09/15/1988 Ha Nai 567 Ho 1
L B3 vao day dE them mdi.... |

3. Danh sach nhan sw chwa c6 hgpdong
> Dé cdp nhdt sita déi Nhan s chwa cé hop dong lao déng
- Chon “Stra” hodc F3 dé cap nhap thdng tin nhan vién

* DANH SACH NHAN VIEN CHUA CO HDLP

Co cau t chiic
Em Phéng k& hoach téng h 8

C3u hinh tai khoan

I : H& sa nhén vién
Giao dich BHXH

D Tim kigm chi ti€t
Thu BHXH, BHYT, BHTN

Danh sach nhan s chira cé

The BHYT Danh sach nhén sur s3p hét hop
déng

STT Ho va tén Gidi tinh Ngay sinh

¥ NguyEn van A Nam 15/09/1988

Quany lao dang
I: Danh séch nhan siur sap nghi huu
Tién ich

D Danh sach nhan su d3 théi visc
Danh muc hé thdng

D Danh sach nhan sy nghi thai san

Danh sach nhan sur khen thurdng - ki
lugt

Danh sach nhan su sinh nhat - - 2
Sttt L Stra thing tin hd so
nhan sy

D Danh sach nhan su nghi 8m
1 \ 3
E Danh sach nhan sur tai nan lao déng
v ) q + Stra (F3) * Xda (F11) [& Xudt Excel (F12)
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> Thyec hién: Siza hé so
- Budc 1: Chon hd so can thay doi

- Budc 2: Chon “Stra” hoic F2 dé stradoi thong tin ho so

Cd ciu td chiiic i e
_ Ho va tén £ S s0 BHXH - Ngay sinh - Ndi sinh

+ tinh +

Phéng k& hoach téng hgp 2
(3)

(4

(3) (6)

M 1 | Nguyn vin A - Nam : 15/09/1988  Ha Ngi

Chon "Sira" dé thay
ddi thdng tin hd so

—

Tao mdi (F1) Tap tin m3u Excel (F4 Xudt ra Excel (F3) Nhap tir Excel (F6)

% Thay déi théng tin c& nhan:

Qud trinh cdng t3c chi tiét

Thiét bi CCLD Dao %40

Kinh nghiém
Théng tin cd ban

KT - KL

Théng tin ¢ nhan Luong Gia dinh  Trinh d§ Bbanh gid, nhan xét

Phing ban (*):

Mguyén Van Tén(*): A
Gidi tinh (*):  Nam

Mgay sinh (*):  15/09/1988 Tdn gidgo (*): Khang

Hén nhan (*):

Quéc tich (*):  vigt Nam Bic thin

Bién thoai:

Dan tde (*):  Kinh 113

Ngi sinh:  Ha N3

013247855 Ngay cap:

HG khau TT (*):  Tp. Ha NGT Phuging Hang Budm

Bia chi: Tp. Ha Nai Hoan Kiém Phurdng Hang Budm

Théng tin bé sung

Email:  nguyén van A Trinh dd van hda:

Chirc danh:  ggj dign Chirc vu cao nhat:  c3p b
Ngay vao Bang: Ngay nhap ngii:
Sd tai khoan: Chu tai khoan:
Tai ngan hang: Chi nhanh:
Ngay vao cong ty: 01/09/2008 Tinh trang cGng vigc  pang lam viéc
Ngay thdi vidc: - Hinh thic thai viéc: -

Thém théng tin nhan vién

A" | Click chuét
phai dé
thém anh

Nai cap:
sd 7 Hi Thuy&n Quang

sd 7 Hi Thuy&n Quang

Trinh d6: Bai hoc
Chuyén mén:

Ngay xudt ngii:

Chon lwu && thém
méi nhan vién

-

/ »
ENEN EX

- Budc 1 : Chon tab “Thong tin cd nhan” trén thanh tuy chon

167




TAI LIEU HUONG DAN SU DUNGPHAN MEM KE KHAI

» 2 . Version: 2.1
BAO HIEM XA HOI

- Budc 2 : Nhap thong tin ca nhan can thay di : Phong ban, ho tén, ...
- Budc 3 : Chon “Luu” Dé thém théng tin ca nhan

< Thay doi lwong nhan vién :

- Budc 1: Chon tab “Luong” trén thanh tuy chon

Qud trink cong t5c chi et

Théng tin cd nhdn Ludng Gia dinh Trinh dd KT - KL Banh gia, nhdn xét  Kinh nghiém Thiét bi CCLD Dao tao

-

Chirc vu Loai hop déng  Ngay bit ddu  Ngay két thiic Loai dong
(4) (5) (6)

(7) (8)

b

- Budc 2: Chon “Stra” hoic “F4” dé sira théng tin
- Budc 3: Stra thong tin hopddng, phong ban, chirc vu va luong
- Budc 5: Nhan F5 dé hoan tat
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Chi tiét nhan vién B

Théng tin cd nhan | Lugng  Gia dir; 56 hop dong: |

+ Thém (F2) & Sirfa (F4)

Chife vu:

Higu e tir: /2

ic Loai déng
(8)

Ngh#& nghigp: |

Dia digm lam viéc:

Ghi chi:

Loai déng: = (HEsd (@M ding Thuc linh:

Tén chi s&
MUrc Iuigng

Phu cdp chifc vu

Phu cdp thu nhap vuigt khung
Phu cdp thu nhap ngh&

Phu cdp khu vurc

Phu c3p dién thoai

Phu cdp com trua

Phu cdp khac

»

x  Ddng (F12)

B Luu(F5)

< Thay dai thong tin gia dinh :
- Budc 1: Chon tab “Gia dinh” trén thanh tuy chon
- Budc 2: Chon “Stra” hoic F4 dé Sira thong tin thanh vién trong gia dinh
- Budc 3: ké khai théng tin thanh vién can stra d6i trong gia dinh (Ho tén, nghé
nghiép ... )
- Budc 4: F5 dé luu thang tin thanh vién.
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Qud trinh céng tic chi tét

Thdng tin cd nhan  Luang 4 Banh gid, nhan xét  Kinh nghiém  Thiét bi P Paotzo

N&m sinh

(5)

4 »
Chi ti€t nhan vién B

Qud trinh céng tc chi EE

Thong tin cd nhan Lwdng Giadinh  Trinh dd KT Pdnh gid, nhan xét  Kinh nghiém Thiét bi CCLP Dao tao

@ Xoéa (F11)

Ngh€é nghiép ELET
(3) (5)

Hg va tén:

Quan hé:

Ngh& nghiép:

Ghi chi:

Bdéng (F12)

4 »

= Luu(F3) %X BDing (F12)
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% Thay déi trinh dp vin héa:
Pé ké khai cac thong tin trinh d6 vin hoa

- Budc 1: Chon tab “Trinhdd” trén thanh tly chon
- Budc 2: Nhap tryc tiép thdng tin can siraddi trén phan mém
- Budc 3: F5 dé hoan tat

Théng tin cd nhan Ludng Gia dinh  Trinh d6 KT - KL Banh gia, nhan xét  Kinh nghiém Thiét bi CCLD  DPae tao

+ Thém (F2) x Xda (F11)

Tén béng cap
(2)

- Chuyén nganh i caj Ngay cap - Xép loai
(3) (5

(6)

Hinh thifc dao tao
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% Thay déiKT — KL :

Budc 1: Chon tab “KT - KL” trén thanh tuy chon

Budc 2: Nhap truc tiép thdng tin can straddi trén phan mém
- Budc 3: F5 dé hoan tat

Qud trinh cong tHc chi tiet

Théong tin cd nhan Luong Giadinh Trinh d6 KT - KL Ddanh gi, nhan xét  Kinh nghiém Thiét bi CCLD Pao tao

S0 quyét dinh Ngay quyét dinh
(2) (3)
1 | 31/10/2015

% Thay déiPdnh Gid, Nhan xét :

Budc 1: Chon tab “Danh gid, nhan xét” trén thanh tuy chon

Budc 2: Nhap tryc tiép thdng tin can siraddi trén phan mém
- Budc 3: F5 dé hoan tat
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Qud trinfi cong t3c chi et

Théng tin ¢d nhdn Lwong Giadinh Trinh d6 KT - KL = ©anh gid, nhan xét = Kinh nghiém Thiét bi CCLP Bao tao

+ Thém (F2) § x Xda (F11)

Hinh thi'c Chuyé&n nganh Pao diic
(2) (4 (3)
Aoray a6 the o

4 »

@ Luu(F5) X Ding (F12)

< Thay déi kinh nghiém : Thay d6i kinh nghiém nhan vién biang cach
- Budc 1: Chon tab “kinh nghiém” trén thanh tuy chon
- Budc 2: thay doi théng tin bang cach nhap truc tiép thong tin can thay doi trén
phan mém
- Budc 3: F5 dé luu thdng tin
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Qud trinh céng t3c chi Hét

Théng tin cd nhdn Ludng Giadinh Trinhdé KT -KL ©anh gid, nhan xét | Kinh nghiém = Thiét bi CCLD Do tao

én co Chif'c vu . Tir thang/nam - Bén thang/nam Ghi chi
(3) (4) (5) (6)

@ % Bdng (F12)

< Thay dai thong tin thiét bi CCLD :Pé thém thiét bi CCLD bang cach
- Buwdc 1: Chon tab “Thiét bi CCLD” trén thanh tuy chinh
- Budrc 2: thay d&i thong tin CCLD bang cach nhap truc ti€p thong tin can thay d6i trén
phan mém
- Budc 3: F5 dé lwu thdng tin CCLD

Qud trinh cdng tdc chi et

Théng tin cd nhan Lwodng Giadinh Trinh dé KT - KL Banh gid, nhdn xét  Kinh nghiém - Thiétbi CCLE  Pao tao

+ Thém (F2) § x Xda (F11)

Tén thiét bi Trang thai
(2) (3) (3)

@ % Pong (F12)
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% Siradoi thong tin dao tao :Dé straddi thdng tin cac khoadao tao ciia nhan vién bang
cach
- Budc 1: Chon tab “Pao tao” trén thanh tuy chon
- Budc 2: thay dbi théng tin cac khoadao tao bang cach nhap truc tiép théng tin
can thay doi trén phan mém
- Budc 3: F5 dé luu théng tin moi thém

Qud trinf cdng tHc chi GEt

Théng tin cd nhan Lugng Gia dinh Trinh @6 KT - KL Danh gid, nhan xét  Kinh nghiém Thiét bi CCLD  Dao tao

Loai hinh dao tao Chuyén nganh Hoc tai Ngay bét dau Thdi gian
@ (6) ) ()

L3

> Xo6a nhan s chwa cé hop dong bang cach
- B1: Chon dbi twong can x6a
- B2:Chon “Xo6a” hoac F11
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* DANH SACH NHAN VIEN CHUA CO HDLD

Cd ciu td chifc
Eﬂ Phong k& hoach téng h £%

Cau hinh tai khodn

STT

Ho va tén Gidi tinh Ngay sinh

Nam 15/09/1988

I : H& 5o nhén vién
Giao dich BHXH

Tim ki€m chi ti€t
Thu BHXH, BHYT, BHTN

o Danh siéch nhan s chura c6 hop
SO

The BHYT Danh sach nhén sy s&p h&t hgp
déng

3 NguyZn vin A

Quiin 1§ lao déng
I: Danh séch nhan s s&p nghi huu

Tiénich

D Danh sach nhén su d3 théi viéc
Danh muc hé théng

m Danh sach nhan su nghi thai san

Danh sach nhan su sinh nhat
u Danh sach nhén su nghi 6m

Danh sach nhan sur tai nan lao déng
. , + Sifa (F3) * Xdéa (F11) [3 Xust Excel (F12)
-
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> Xudt danh séch c&c nhan su chwa cé hop dong ra file Excel bang cach

— * DANH SACH NHAN VIEN CHUA CO HPLD

nhan vién

D Tim kiém chi ti€t
Thu BHXH, BHYT, BHTH
Danh sach nhan sur chura cd
e

Cd cau & chifc STT Ho va tén Gidi tinh Ngay sinh
[ Phong k& hoach ting h &1 ¥ NguyEnvanA | Nam 15/09/1988

The BHYT &ch nhan sur s3p hét hop

‘Quan Iy lao dong

Tign ich

Danh muc hé thdng

Xudt danh sach ra file
Excel

‘ N\ .

T ; *  sia(F3) X Xda (F11) (3 Xuat Excel (F12) |
=

- B1:Chon “Xuét Excel” hoic F12
- B2 : Chon thu muyc va dat tén file

Thw muc lwu file Excel

Organize - Mew folder
W Music ~ ~
El Pictures |
ﬂ Videos
i, Local Disk (C:)
= Local Disk (D:)
i Local Disk (E) ¥ OSGExample

Tén file Excel xuft ra

(YAl =R ranh sach nhan su chua co hop dong.dsy)

Save as type: | Excel (*xls;* xlsx) Lwu file d& hoan tét

(4 Hide Folders Save Hiy
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4. Danh sach nhan s siap hét hepdéng

> Dé xem danh sach nhan s sdp hét hgp dong bang cach chon “Danh sdch nhén sw
sip hét hop dong” trong menu tuy chon.

* DANH SACH NHAN VIEN SAP HET HDLD

D Ha sa nhan vién
P
Giao dich BHXH Cd cau tb chiic

fil Phong ke hoach tongh  Cénh bao turgc 30 ngay Xem danh sach
‘ D Tim kigm chi fist a :
Tou BEDAH. BHIT. BETH STT Ho v tén Gidi tinh Ngay sinh

e Danh sach nhan sy chura o6 hap
58 BHXH E ng

C3u hinh ta3i khoan

The BHYT Danh sach nhan su s3p hét hop
déng

Quénly lao dang

I : Danh sach nhan sur s8p nghi huu

Tién ich

D Danh sach nhan sur da théi viéc

Danh muc hé théng
D Danh séch nhan surnghi thai san

Danh sach nhan sy khen thudng - ki
luat

Danh séch nhan sy sinh nhat
D Danh sach nhan sy nghi 6m

4 »
E Danh sach nhan s tai ngn lao déng

o Sira (F3) B Xudt Excel (F12)

> Xem danh sach nhan s sip hét hgp dong theo théi han :
- B1: Chon thoi han thong bao nhan vién sap hét hop dong
- B2: Click chuot vao nat “Xem danh sach”

DANH SACH NHAN VIEN SAP HET HDLD

Ca ciu td chifc
Canh bdo trige 10 ngay

Em Phing k& hoach téng h
STT Ho va tén Gidi tinh Ngay sinh Pia chi Sa dién thoai

Theri han

4 4

& Sira (F3) E Xudt Excel (F12)
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> Sira doi thoi han hgp dong :
- Chon ddi twong can sira d6i trong danh séch tim thy
- Chon “Sira” hodc F3 dé bat dau stra doi

DANH SACH NHAN VIEN SAP HET HDLD

Cd cau td chifc
3 5 5 anh béo trudc 2 Xem danh sac
f Phong k& hoach téng h Canh bdo trge 10 ngay Xem danh sach

Gidi tinh Mgay sinh Pia chi S0 dién thoai

4 3

‘ D E Xudt Excel (F12)
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Thuc hign: Sira hé so
- Budc 1: Chon hd so can thay doi
- Budc 2: Chon “Stra” hoic F2 dé stradoi thong tin ho so

Cd ciu td chiiic i e
_ Ho va tén £ S s0 BHXH - Ngay sinh - Ndi sinh

+ tinh +

Phéng k& hoach téng hgp 2
(3)

(4 (3)

(6)

M 1 | Nguyn vin A - Nam : 15/09/1988  Ha Ngi

Chon "Sira" dé thay
ddi thdng tin hd so

—

Tao mdi (F1) Tap tin m3u Excel (F4 Xudt ra Excel (F3) Nhap tir Excel (F6)

% Thay déi théng tin c& nhan:

Qud trinh cdng t3c chi tiét

Thiét bi CCLD Dao %40

Kinh nghiém
Théng tin cd ban

KT - KL

Théng tin ¢ nhan Luong Gia dinh  Trinh d§ Bbanh gid, nhan xét

Phing ban (*):

Mguyén Van Tén(*): A
Gidi tinh (*):  Nam

Mgay sinh (*):  15/09/1988 Tdn gidgo (*): Khang

Hén nhan (*):

Quéc tich (*):  vigt Nam Bic thin

Bién thoai:

Dan tde (*):  Kinh 113

Ngi sinh:  Ha N3

013247855 Ngay cap:

HG khau TT (*):  Tp. Ha NGT Phuging Hang Budm

- Budc 1 : Chon tab “Thong tin cd nhan” trén thanh tuy chon

180

Thém théng tin nhan vién

A" | Click chuét
phai dé
thém anh

Nai cap:

sd 7 Hi Thuy&n Quang

Bia chi:  Tp. Ha N Hoan Kigm Phuidng Hang Budm 58 7 H& Thuyén Quang
Théng tin bé sung
Email: nguyén van A Trinh dé van héa: Trinh d8:  paj hoc

Chirc danh:  ggj dign Chirc vu cao nhat:  c3p b Chuyén mén:

Ngay vao Bang: Ngay nhap ngii: Ngay xudt ngii:
Sd tai khoan: Chu tai khoan:
Tai ngan hang: Chi nhanh:

Ngay vao cong ty:  01/09/2008 Tinh trang cng vidc  pang lam viéc Chon Iy 8 tham
Ngay thdi vidc: - Hinh thic thai viéc: - fﬁé‘i nhén vién

/ »
ENEN EX
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- Budc 2 : Nhap thong tin ca nhan can thay di : Phong ban, ho tén, ...
- Budc 3 : Chon “Luu” Dé thém théng tin ca nhan

< Thay doi lwong nhan vién :

- Budc 1: Chon tab “Luong” trén thanh tuy chon

Qud trink cong t5c chi et

Théng tin cd nhdn Ludng Gia dinh Trinh dd KT - KL Banh gia, nhdn xét  Kinh nghiém Thiét bi CCLD Dao tao

-

Chirc vu Loai hop déng  Ngay bit ddu  Ngay két thiic Loai dong
(4) (5) (6)

(7) (8)

b

- Budc 2: Chon “Stra” hoic “F4” dé sira théng tin
- Budc 3: Stra thong tin hopddng, phong ban, chirc vu va luong
- Budc 5: Nhan F5 dé hoan tat
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Chi tiét nhan vién B

Théng tin cd nhan | Lugng  Gia dir; 56 hop dong: |

+ Thém (F2) & Sirfa (F4)

Chife vu:

Higu e tir: /2

ic Loai déng
(8)

Ngh#& nghigp: |

Dia digm lam viéc:

Ghi chi:

Loai déng: = (HEsd (@M ding Thuc linh:

Tén chi s&
MUrc Iuigng

Phu cdp chifc vu

Phu cdp thu nhap vuigt khung
Phu cdp thu nhap ngh&

Phu cdp khu vurc

Phu c3p dién thoai

Phu cdp com trua

Phu cdp khac

»

x  Ddng (F12)

B Luu(F5)

< Thay dai thong tin gia dinh :
- Budc 1: Chon tab “Gia dinh” trén thanh tuy chon
- Budc 2: Chon “Stra” hoic F4 dé Sira thong tin thanh vién trong gia dinh
- Budc 3: ké khai thong tin thanh vién can straddi trong gia dinh (Ho tén, nghé
nghiép ... )
- Budc 4: F5 dé luu thang tin thanh vién.
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Qud trinh céng tic chi tét

Thdng tin cd nhan  Luang 4 Banh gid, nhan xét  Kinh nghiém  Thiét bi P Paotzo

N&m sinh

(5)

4 »
Chi ti€t nhan vién B

Qud trinh céng tc chi EE

Thong tin cd nhan Lwdng Giadinh  Trinh dd KT Pdnh gid, nhan xét  Kinh nghiém Thiét bi CCLP Dao tao

@ Xoéa (F11)

Ngh€é nghiép ELET
(3) (5)

Hg va tén:

Quan hé:

Ngh& nghiép:

Ghi chi:

Bdéng (F12)

4 »

= Luu(F3) %X BDing (F12)
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% Thay déi trinh dp vin héa:
Pé ké khai cac thong tin trinh d6 vin hoa

- Budc 1: Chon tab “Trinhdd” trén thanh tly chon
- Budc 2: Nhap tryc tiép thdng tin can siraddi trén phan mém
- Budc 3: F5 dé hoan tat

Théng tin cd nhan Ludng Gia dinh  Trinh d6 KT - KL Banh gia, nhan xét  Kinh nghiém Thiét bi CCLD  DPae tao

+ Thém (F2) x Xda (F11)

Tén béng cap
(2)

- Chuyén nganh i caj Ngay cap - Xép loai
(3) (5

(6)

Hinh thifc dao tao
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% Thay déiKT — KL :

Budc 1: Chon tab “KT - KL” trén thanh tuy chon

Budc 2: Nhap truc tiép thdng tin can straddi trén phan mém
- Budc 3: F5 dé hoan tat

Qud trinh cong tHc chi tiet

Théong tin cd nhan Luong Giadinh Trinh d6 KT - KL Ddanh gi, nhan xét  Kinh nghiém Thiét bi CCLD Pao tao

S0 quyét dinh Ngay quyét dinh
(2) (3)
1 | 31/10/2015

% Thay déiPdnh Gid, Nhan xét :

Budc 1: Chon tab “Danh gid, nhan xét” trén thanh tuy chon

Budc 2: Nhap tryc tiép thdng tin can siraddi trén phan mém
- Budc 3: F5 dé hoan tat
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Qud trinfi cong t3c chi et

Théng tin ¢d nhdn Lwong Giadinh Trinh d6 KT - KL = ©anh gid, nhan xét = Kinh nghiém Thiét bi CCLP Bao tao

+ Thém (F2) § x Xda (F11)

Hinh thi'c Chuyé&n nganh Pao diic
(2) (4 (3)
Aoray a6 the o

4 »

@ Luu(F5) X Ding (F12)

< Thay déi kinh nghiém : Thay d6i kinh nghiém nhan vién biang cach
- Budc 1: Chon tab “kinh nghiém” trén thanh tuy chon
- Budc 2: thay doi théng tin bang cach nhap truc tiép thong tin can thay doi trén
phan mém
- Budc 3: F5 dé luu thdng tin
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Qud trinh céng t3c chi Hét

Théng tin cd nhdn Ludng Giadinh Trinhdé KT -KL ©anh gid, nhan xét | Kinh nghiém = Thiét bi CCLD Do tao

én co Chif'c vu . Tir thang/nam - Bén thang/nam Ghi chi
(3) (4) (5) (6)

@ % Bdng (F12)

< Thay dai thong tin thiét bi CCLD :Pé thém thiét bi CCLD bang cach
- Buwdc 1: Chon tab “Thiét bi CCLD” trén thanh tuy chinh
- Budrc 2: thay d&i thong tin CCLD bang cach nhap truc ti€p thong tin can thay d6i trén
phan mém
- Budc 3: F5 dé lwu thdng tin CCLD

Qud trinh cdng tdc chi et

Théng tin cd nhan Lwodng Giadinh Trinh dé KT - KL Banh gid, nhdn xét  Kinh nghiém - Thiétbi CCLE  Pao tao

+ Thém (F2) § x Xda (F11)

Tén thiét bi Trang thai
(2) (3) (3)

@ % Pong (F12)
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% Siradoi thong tin dao tao :Dé straddi thdng tin cac khoadao tao ciia nhan vién bang
cach
- Budc 1: Chon tab “Pao tao” trén thanh tuy chon
- Budc 2: thay dbi théng tin cac khoadao tao bang cach nhap truc tiép théng tin
can thay doi trén phan mém
- Budc 3: F5 dé luu théng tin moi thém

Qud trinf cdng tHc chi GEt

Théng tin cd nhan Lugng Gia dinh Trinh @6 KT - KL Danh gid, nhan xét  Kinh nghiém Thiét bi CCLD  Dao tao

Loai hinh dao tao Chuyén nganh Hoc tai Ngay bét dau Thdi gian
@ (6) ) ()

L3

> Xudt ra danh sach nhan vién sdp hét hgn hop dong ra file Excel
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DANH SACH NHAN VIEN SAP HET HPLP

Cd cau td chifc
g g il Canh bao trudc ngay Xem danh sac
fm Phong k& hoach tdng h anh b3 5c 10 danh sach

Ho va tén Gidi tinh Ngay sinh Pia chi So dién thoai

4 .3

g 5 Sira (F3) E Xudt Excel_[_lilpz)

- B1: Chon “Xuét Excel” hoic F12
- B2 : Chon thu muc va dat tén file

Thw muc lwu file Excel

1
o Export Excel
jg « Bean » Desktop » v Search Desktop »p

Organize = Mew folder = - @
ot Music ~ . ~
=| Pictures L : 1
H Videos £ Tén file Excel xudt ra
i, Local Disk (C3) Q | x /
s Local Disk (D2) P | 2 -
—a Local Disk (E) ¥ 05GExample SVN HoSoMhanSuxls, v
File name: FEELL sach nhan su chua co hop 3 ___3v|
Save as type: | Excel (*xls;* xlsx) v Lwru file d& hoan tét
3//
= y
~ ' Hide Folders C save )| Hay

5. Danh sach nhan susip nghi huu
> Pé xem danh séach lao dgng sip nghi haeu can cdu hinh
- B1: chon thoi han canh béo , nam, sb tudi nghi huu cia nam, sé tudi nghi huu
cua nir.
- B2: Click nut tim kiémdé phan mém tim kiém va hién thj danh séach
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DANH SACH NHAN VIEN SAP NGHI HUU

Cd ciu td chiic
EQ Phéng k& hoach téng h

einh bdo truge: 1 - (thang) Tinh d&n ngay:  01/11/2015

S& tudi nir: | 55

Ho va tén Gidi tinh Ngay sinh Pia chi 5S4 dién thoai Ho6n nhan Ton giao
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> Thuc hién: Sira ho so

- Budc 1: Chon hd so can thay doi
- Budc 2: Chon “Stra” hoic F2 dé straddi thong tin hd so

Ca i 05 chaiic
iy Phang kE haach thing b Hguybnwina | Mam 15/09/1588

Sira thing tin hél 5o
nhdin s

{F12)

Thay déi thong tin c& nhan:

Qud trinh cdng t3c chi 6

Thém théng tin nhan vién

7" | Click chugt
phai dé&
thém anh

KT - KL

Panh gid, nhan xét  Kinh nghiém Thiét bi CCLD  Pao *a0
Théng tin cd ban

Thong tin cd nhan Ludng Gia dinh  Trinh dd

Phéng ban (*):  Phéng k& hoach témg

= Nguyén Vin Tén (") A
Gidi tinh (*):

Ngay sinh (*):  15/09/1988 Tan gido (*): Khéng

Qudc tich (%) vigt Nam Hén nhan (*):  pgc than

Dan tic (*): Bién thoai: 113

Kinh

Ndi sinh:  Ha N8

& ;013247855 Ngay cap: Nai cap:
HE khau TT (*):  Tp. Ha NGi Phuréng Hang Budm 56 7 HB ThuyEn Quang
Dia chit  Tp. Ha N&i Hoan Kiém Phuréing Hang Budm 58 7 Hi Thuy&n Quang
Théng tin bd sung
Email: nguyén van A Trinh dé van hda: Trinh 48 pai hoc
Chifc danh:  paj dign Chifc vu cao nhat:  can bg Chuyén mdn:
Ngay vao Bang: Ngay nhap ngii: Ngay xudt ngii:
Sd tai khoan: Chii tai khoan:
Tai ngan hang: Chi nhanh:
Ngay vao cdng ty:  01/09/2008 Tinh trang cdng vigc  pang lam vidc Chon lwu 42 tham
MNgay thdi viéc: - Hinh thirc théi viéc: - mGi nhan vién

/ »
ENETN X

- Budc 1 : Chon tab “Thdng tin cd nhan” trén thanh tuy chon
- Budc 2 : Nhap thong tin ca nhan can thay dbi : Phong ban, ho tén | ...
- Budc 3 : Chon “Luu” Dé thém théng tin ca nhan
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% Thay déi lwong nhén vién :

- Budc 1: Chon tab “Luong” trén thanh tuy chon

Qud trink cdng t3c chi HEE

Théng tin cd nhan Luong Gia dinh Trinh d6 KT - KL Danh gia, nhan xét  Kinh nghiém  Thiét bi CCLP  Dao tao

3 sie) @ Xio(ri)

Chifc vu Loai hgp dong Ngay bat @u  Ngay két thic Loai dong
5 (6) (7) (8)

(4)

L3

- Budc 2: Chon “Sta” hoic “F4” dé sira théng tin

- Budc 3: Sura thong tin hopddng, phong ban, chirc vu va luong
- Budc 5: Nhan F5 dé hoan tat

192




TAI LIEU HUONG DAN SU DUNGPHAN MEM KE KHAI

5 2 . Version: 2.1
BAO HIEM XA HOI

Chi tiét nhan vién B

Théng tin cd nhan | Lugng  Gia dir; 56 hop dong: |

+ Thém (F2) & Sirfa (F4)

Chife vu:

Higu e tir: /2

ic Loai déng
(8)

Ngh#& nghigp: |

Dia digm lam viéc:

Ghi chi:

Loai déng: = (HEsd (@M ding Thuc linh:

Tén chi s&
MUrc Iuigng

Phu cdp chifc vu

Phu cdp thu nhap vuigt khung
Phu cdp thu nhap ngh&

Phu cdp khu vurc

Phu c3p dién thoai

Phu cdp com trua

Phu cdp khac

»

x  Ddng (F12)

B Luu(F5)

< Thay dai thong tin gia dinh :
- Budc 1: Chon tab “Gia dinh” trén thanh tuy chon
- Budc 2: Chon “Stra” hoic F4 dé Sira thong tin thanh vién trong gia dinh
- Budc 3: ké khai thong tin thanh vién can straddi trong gia dinh (Ho tén, nghé
nghiép ... )
- Budc 4: F5 dé luu thang tin thanh vién.
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Qud trinh céng tic chi tét

Thdng tin cd nhan  Luang 4 Banh gid, nhan xét  Kinh nghiém  Thiét bi P Paotzo

N&m sinh

(5)

4 »
Chi ti€t nhan vién B

Qud trinh céng tc chi EE

Thong tin cd nhan Lwdng Giadinh  Trinh dd KT Pdnh gid, nhan xét  Kinh nghiém Thiét bi CCLP Dao tao

@ Xoéa (F11)

Ngh€é nghiép ELET
(3) (5)

Hg va tén:

Quan hé:

Ngh& nghiép:

Ghi chi:

Bdéng (F12)

4 »

= Luu(F3) %X BDing (F12)
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% Thay déi trinh dp vin héa:

Dé ké khai céc thong tin trinh d van hoa

- Budc 1: Chon tab “Trinhdd” trén thanh tly chon
- Budc 2: Nhap tryc tiép thdng tin can siraddi trén phan mém
- Budc 3: F5 dé hoan tat

Qud trinh cong t5c chi GEt

Théng tin cd nhan Ludng Gia dinh  Trinh d6 KT - KL Banh gia, nhan xét  Kinh nghiém Thiét bi CCLD  DPae tao

+ Thém (F2) | x Xéa (F11)

Tén béng cap
(2)

Ngay cap Xép loai
+ -
(6)

Hinh thiic dao tao
- - -
(3

Chuyén nganh -
(3)

Chon "Luu" d& thém
thdng tin

4 / .
& Luu(F5) X Doéng (F12)
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% Thay déiKT — KL :

Budc 1: Chon tab “KT - KL” trén thanh tuy chon

Budc 2: Nhap truc tiép thdng tin can straddi trén phan mém
- Budc 3: F5 dé hoan tat

Qud trinh cong tHc chi tiet

Théong tin cd nhan Luong Giadinh Trinh d6 KT - KL Ddanh gi, nhan xét  Kinh nghiém Thiét bi CCLD Pao tao

S0 quyét dinh Ngay quyét dinh
(2) (3)
1 | 31/10/2015

% Thay déiPdnh Gid, Nhan xét :

Budc 1: Chon tab “Danh gid, nhan xét” trén thanh tuy chon

Budc 2: Nhap tryc tiép thdng tin can siraddi trén phan mém
- Budc 3: F5 dé hoan tat
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Qud trinfi cong t3c chi et

Théng tin ¢d nhdn Lwong Giadinh Trinh d6 KT - KL = ©anh gid, nhan xét = Kinh nghiém Thiét bi CCLP Bao tao

+ Thém (F2) § x Xda (F11)

Hinh thi'c Chuyé&n nganh Pao diic
(2) (4 (3)
Aoray a6 the o

4 »

@ Luu(F5) X Ding (F12)

< Thay déi kinh nghiém : Thay d6i kinh nghiém nhan vién biang cach
- Budc 1: Chon tab “kinh nghiém” trén thanh tuy chon
- Budc 2: thay doi théng tin bang cach nhap truc tiép thong tin can thay doi trén
phan mém
- Budc 3: F5 dé luu thdng tin
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Qud trinh céng t3c chi Hét

Théng tin cd nhdn Ludng Giadinh Trinhdé KT -KL ©anh gid, nhan xét | Kinh nghiém = Thiét bi CCLD Do tao

én co Chif'c vu . Tir thang/nam - Bén thang/nam Ghi chi
(3) (4) (5) (6)

@ % Bdng (F12)

< Thay dai thong tin thiét bi CCLD :Pé thém thiét bi CCLD bang cach
- Buwdc 1: Chon tab “Thiét bi CCLD” trén thanh tuy chinh
- Budrc 2: thay d&i thong tin CCLD bang cach nhap truc ti€p thong tin can thay d6i trén
phan mém
- Budc 3: F5 dé lwu thdng tin CCLD

Qud trinh cdng tdc chi et

Théng tin cd nhan Lwodng Giadinh Trinh dé KT - KL Banh gid, nhdn xét  Kinh nghiém - Thiétbi CCLE  Pao tao

+ Thém (F2) § x Xda (F11)

Tén thiét bi Trang thai
(2) (3) (3)

@ % Pong (F12)
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% Siradoi thong tin dao tao :Dé straddi thdng tin cac khoadao tao ciia nhan vién bang
cach
- Budc 1: Chon tab “Pao tao” trén thanh tuy chon
- Budc 2: thay dbi théng tin cac khoadao tao bang cach nhap truc tiép théng tin
can thay doi trén phan mém
- Budc 3: F5 dé luu théng tin moi thém

Qud trinf cdng tHc chi GEt

Théng tin cd nhan Ludng Gia dinh Trinh d6 KT - KL Danh gid, nhan xét  Kinh nghiém Thiét bi CCLP Dao tae
+ Thém (F2) @ x Xda (F11)

Loai hinh dao tao Chuyén nganh Hoc tai Ngay bét dau Thdi gian
(3) (4 (6) (7) (8)

L3

& Luu(F5) X Bdng (F12)
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Chi tiét nhan vién B

Thiéng tin cd nhan | Ludng Gia dir 5§ hgp ddng:

Chife vu:

Higu e tir: " v
y ic Loai déng

(8)

Ngh#& nghigp:

Dia digm lam viéc:

Ghi chi:

@ Mifc déng Thutc linh: 0

Loai déng: | (JHE s

Tén chi s&
MUrc Iuigng
Phu cdp chifc vu
Phu cdp thu nhap vuigt khung

Phu cdp thu nhap ngh&
Phu cdp khu vurc

Phu c3p dién thoai

Phu cdp com trua

Phu cdp khac

> Xo6a nhan sw sip nghi hwubang céch
- B1: Chon dbi twong can x6a
- B2 :Chon “Xdba” hoac F11

Ty T Ko

»

x Bdng (F12)

B Luu(F5)
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> Xudt danh séch c&c nhan si sip nghi hueu ra file Excel bang cach

Emummn

15091988

B1 : Chon “Xuét Excel” hoic F12
B2 : Chon thu muc va dat tén file

¥ydt danh sach ra
Excel

Thw muc lwu file Excel

Search Desktop

g <« Bean » Desktop » W

Organize * New folder
W Music ~ ~ ~
EI Pictures i o
B Videos |
i, Local Disk (C:)
= Local Disk (D:) 4 o
i Local Disk (E) ¥ OSGExample SVN

Tén file Excel xuft ra

[l =R = ranh sach nhidn su chua co hop dong.dsy]
Save as type: | Excel (*.xls;*xl=sx) - V| | =" | Lipu file d& hoan tét
o
= Hide Folders Save Huy
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6. Danh sach nhan suda thoi viéc
> Dé xem danh séach lao dgngda thdi viéc bang cach

— DANH SACH NHAN VIEN PA THOI VIEC

I HB sa nhan vign

(o dich BHOXH Ho va tén Ngay vao cbngty Ngay thoiviéc Tén phong

Phang k& hoach tdng h
D Tim im chi bt g Phono ening
Thu BHXH. BHYT, BHTN

Danh sach nhan su chura cé hop
dong

S8 BHXH
The BHYT E Danh sach nhén sy s3p hét hop
dbng

Quiin I lao déng
I: Danh séch nhén sur s&p nghi huu
Tiénich

mnahsﬁmm&m_rda thi vigc
Danh muc hé théng

m Danh sach nhan sy nghi thai san

m Danh séch nhan sy sinh nhat
D Danh séch nhan s nghi 6m
Danh séch nhan sy tai nan 2o d6ng

4 3

© s @ Xéa(A1) B xust Excel (F12)
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> Thuc hién: Sira ho so

- Budc 1: Chon hd so can thay doi
- Budc 2: Chon “Stra” hoic F2 dé stradoi thong tin ho so

Ca i 05 chaiic
iy Phang kE haach thing b Hguybnwina | Mam 15/09/1588

Sira thing tin hél 5o
nhdin s

{F12)

Thay déi thong tin c& nhan:

Qud trinh cdng t3c chi 6

Thém théng tin nhan vién

7" | Click chugt
phai dé&
thém anh

KT - KL

Panh gid, nhan xét  Kinh nghiém Thiét bi CCLD  Pao *a0
Théng tin cd ban

Thong tin cd nhan Ludng Gia dinh  Trinh dd

Phéng ban (*):  Phéng k& hoach témg

= Nguyén Vin Tén (") A
Gidi tinh (*):

Ngay sinh (*):  15/09/1988 Tan gido (*): Khéng

Qudc tich (%) vigt Nam Hén nhan (*):  pgc than

Dan tic (*): Bién thoai: 113

Kinh

Ndi sinh:  Ha N8

& ;013247855 Ngay cap: Nai cap:
HE khau TT (*):  Tp. Ha NGi Phuréng Hang Budm 56 7 HB ThuyEn Quang
Dia chit  Tp. Ha N&i Hoan Kiém Phuréing Hang Budm 58 7 Hi Thuy&n Quang
Théng tin bd sung
Email: nguyén van A Trinh dé van hda: Trinh 48 pai hoc
Chifc danh:  paj dign Chifc vu cao nhat:  can bg Chuyén mdn:
Ngay vao Bang: Ngay nhap ngii: Ngay xudt ngii:
Sd tai khoan: Chii tai khoan:
Tai ngan hang: Chi nhanh:
Ngay vao cdng ty:  01/09/2008 Tinh trang cdng vigc  pang lam vidc Chon lwu 42 tham
MNgay thdi viéc: - Hinh thirc théi viéc: - mGi nhan vién

/ »
ENETN X

- Budc 1 : Chon tab “Thdng tin cd nhan” trén thanh tuy chon
- Budc 2 : Nhap thong tin ca nhan can thay dbi : Phong ban, ho tén | ...
- Budc 3 : Chon “Luu” Dé thém théng tin ca nhan
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% Thay déi lwong nhén vién :

- Budc 1: Chon tab “Luong” trén thanh tuy chon

Qud trink cdng t3c chi HEE

Théng tin cd nhan Luong Gia dinh Trinh d6 KT - KL Danh gia, nhan xét  Kinh nghiém  Thiét bi CCLP  Dao tao

3 sie) @ Xio(ri)

Chifc vu Loai hgp dong Ngay bat @u  Ngay két thic Loai dong
5 (6) (7) (8)

(4)

L3

- Budc 2: Chon “Sta” hoic “F4” dé sira théng tin

- Budc 3: Sura thong tin hopddng, phong ban, chirc vu va luong
- Budc 5: Nhan F5 dé hoan tat
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Chi tiét nhan vién B

Théng tin cd nhan | Lugng  Gia dir; 56 hop dong: |

+ Thém (F2) & Sirfa (F4)

Chife vu:

Higu e tir: /2

ic Loai déng
(8)

Ngh#& nghigp: |

Dia digm lam viéc:

Ghi chi:

Loai déng: = (HEsd (@M ding Thuc linh:

Tén chi s&
MUrc Iuigng

Phu cdp chifc vu

Phu cdp thu nhap vuigt khung
Phu cdp thu nhap ngh&

Phu cdp khu vurc

Phu c3p dién thoai

Phu cdp com trua

Phu cdp khac

»

x  Ddng (F12)

B Luu(F5)

< Thay dai thong tin gia dinh :
- Budc 1: Chon tab “Gia dinh” trén thanh tuy chon
- Budc 2: Chon “Stra” hoic F4 dé Sira thong tin thanh vién trong gia dinh
- Budc 3: ké khai thong tin thanh vién can straddi trong gia dinh (Ho tén, nghé
nghiép ... )
- Budc 4: F5 dé luu thang tin thanh vién.
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Qud trinh céng tic chi tét

Thdng tin cd nhan  Luang 4 Banh gid, nhan xét  Kinh nghiém  Thiét bi P Paotzo

N&m sinh

(5)

4 »
Chi ti€t nhan vién B

Qud trinh céng tc chi EE

Thong tin cd nhan Lwdng Giadinh  Trinh dd KT Pdnh gid, nhan xét  Kinh nghiém Thiét bi CCLP Dao tao

@ Xoéa (F11)

Ngh€é nghiép ELET
(3) (5)

Hg va tén:

Quan hé:

Ngh& nghiép:

Ghi chi:

Bdéng (F12)

4 »

= Luu(F3) %X BDing (F12)
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% Thay déi trinh dp vin héa:
Pé ké khai cac thong tin trinh d6 vin hoa

- Budc 1: Chon tab “Trinhdd” trén thanh tly chon
- Budc 2: Nhap tryc tiép thdng tin can siraddi trén phan mém
- Budc 3: F5 dé hoan tat

Théng tin cd nhan Ludng Gia dinh  Trinh d6 KT - KL Banh gia, nhan xét  Kinh nghiém Thiét bi CCLD  DPae tao

+ Thém (F2) x Xda (F11)

Tén béng cap
(2)

- Chuyén nganh i caj Ngay cap - Xép loai
(3) (5

(6)

Hinh thifc dao tao
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% Thay déiKT — KL :

Budc 1: Chon tab “KT - KL” trén thanh tuy chon

Budc 2: Nhap truc tiép thdng tin can straddi trén phan mém
- Budc 3: F5 dé hoan tat

Qud trinh cong tHc chi tiet

Théong tin cd nhan Luong Giadinh Trinh d6 KT - KL Ddanh gi, nhan xét  Kinh nghiém Thiét bi CCLD Pao tao

S0 quyét dinh Ngay quyét dinh
(2) (3)
1 | 31/10/2015

% Thay déiPdnh Gid, Nhan xét :

Budc 1: Chon tab “Danh gid, nhan xét” trén thanh tuy chon

Budc 2: Nhap tryc tiép thdng tin can siraddi trén phan mém
- Budc 3: F5 dé hoan tat
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Qud trinfi cong t3c chi et

Théng tin ¢d nhdn Lwong Giadinh Trinh d6 KT - KL = ©anh gid, nhan xét = Kinh nghiém Thiét bi CCLP Bao tao

+ Thém (F2) § x Xda (F11)

Hinh thi'c Chuyé&n nganh Pao diic
(2) (4 (3)
Aoray a6 the o

4 »

@ Luu(F5) X Ding (F12)

< Thay déi kinh nghiém : Thay d6i kinh nghiém nhan vién biang cach
- Budc 1: Chon tab “kinh nghiém” trén thanh tuy chon
- Budc 2: thay doi théng tin bang cach nhap truc tiép thong tin can thay doi trén
phan mém
- Budc 3: F5 dé luu thdng tin
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Qud trinh céng t3c chi Hét

Théng tin cd nhdn Ludng Giadinh Trinhdé KT -KL ©anh gid, nhan xét | Kinh nghiém = Thiét bi CCLD Do tao

én co Chif'c vu . Tir thang/nam - Bén thang/nam Ghi chi
(3) (4) (5) (6)

@ % Bdng (F12)

< Thay dai thong tin thiét bi CCLD :Pé thém thiét bi CCLD bang cach
- Buwdc 1: Chon tab “Thiét bi CCLD” trén thanh tuy chinh
- Budrc 2: thay d&i thong tin CCLD bang cach nhap truc ti€p thong tin can thay d6i trén
phan mém
- Budc 3: F5 dé lwu thdng tin CCLD

Qud trinh cdng tdc chi et

Théng tin cd nhan Lwodng Giadinh Trinh dé KT - KL Banh gid, nhdn xét  Kinh nghiém - Thiétbi CCLE  Pao tao

+ Thém (F2) § x Xda (F11)

Tén thiét bi Trang thai
(2) (3) (3)

@ % Pong (F12)
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% Siradoi thong tin dao tao :Dé straddi thdng tin cac khoadao tao ciia nhan vién bang
cach
- Budc 1: Chon tab “Pao tao” trén thanh tuy chon
- Budc 2: thay dbi théng tin cac khoadao tao bang cach nhap truc tiép théng tin
can thay doi trén phan mém
- Budc 3: F5 dé luu théng tin moi thém

Qud trinf cdng tHc chi GEt

Théng tin cd nhan Ludng Gia dinh Trinh d6 KT - KL Danh gid, nhan xét  Kinh nghiém Thiét bi CCLP Dao tae
+ Thém (F2) @ x Xda (F11)

Loai hinh dao tao Chuyén nganh Hoc tai Ngay bét dau Thdi gian
(3) (4 (6) (7) (8)

L3

& Luu(F5) X Bdng (F12)
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Chi tiét nhan vién

Théng tin cd nhan | Lugng  Gia dir; 56 hop dong: |

Chife vu:

Higu lufc tir:

Ngh#& nghigp:

Dia digm lam viéc:
Ghi chi:

Loai déng: = (HEsd (@M ding Thuc linh: 0
Tén chi s& 54 tign

MUrc Iuigng

Phu cdp chifc vu

Phu cdp thu nhap vuigt khung

Phu cdp thu nhap ngh&

Phu cdp khu vurc

Phu c3p dién thoai

Phu cdp com trua

Phu cdp khac

> Xo6a nhan su dd thoi viéc bang cach
- B1: Chon dbi twong can x6a
- B2 :Chon “Xdba” hoac F11

Ty T Ko
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> Xudt danh sach c&c nhan su di thoi viéc ra file Excel bang cach

ST
Phing kE hoach g b [

He wib biim Gii timh Megiy sinh
Ham 15509 1968

Xuydi danh sdch ra By
Excel

- B1: Chon “Xuét Excel” hoic F12
- B2 : Chon thu muyc va dat tén file

Thw muc lwu file Excel

jm « Bean » Desktop » W

Search Desktop el

Organize * Mew folder

o Music ~ -

= Pictures i

8 Videos Tén file Excel xut ra
i, Local Disk (C:)

= Local Disk (D:)
= Local Disk (E) ¥ 05GExample

[l =R = ranh sach nhidn su chua co hop dong.dsy]
Save as type: | Excel (*xls;"xlsx) - ¥ L | Luufile 4 hoan tét
J
= Hide Folders Save Huy

7. Danh sach nhén sw nghi thai san

» K& khai nhén sy nghi thai sdn :
- B1: Nhap tryc tiép thdng tin nhan vién nghi thai san trén phan mém
- B2: Click nit“Luu” hoic F5 dé thém thong tin vira nhap.
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DANH SACH NHAN VIEN NGHI THAI SAN

Cd ciu 9 chiic
EQ Phéng k& hoach téng h

Ho tén Ngay sinh  Nghitirngdy Nghi dénngay SO ngay nghi  Ngay bitdauch&ds Ngay kétthic ché 6  Ngay di lam |

& 63
. . @ Xéa (F11)
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» Thuc hign Sira thong tin nhan s nghi thai sdn
- Budc 1: Chondéi tuong can thay doi
- Budc 2: Thay dbi thong tin truc tiép trén phan mém
- Budc 3: F5 d luu lai théng tin thay doi
DANH SACH NHAN VIEN NGHI THAI SAN

Cd ciu 1 chifc
EQ Phang k& hoach tdng h

Ho tén Ngay sinh  Nghi tirngdy Nghidénngay S6ngay nghi  Ngay bit dauché dg Ngay két thic ché 4§  Ngay di lam |

»
) , @ x  Xéa(F11) [& Xut Excel (F12)

> Xoéa nhan sy nghi thai sdn bang cach
- B1: Chon dbi twong can x6a
- B2 :Chon “Xd6a” hoac F11

b STT K il tn Gl tink Mgy sinh
Phing ki hoach tiag b B [ worlnvina | Mam 15/03/1968
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> Xudt danh sach cac nhan s nghi thai sdn ra file Excel bang cach

Emummn

15091988

B1 : Chon “Xuét Excel” hoic F12
B2 : Chon thu muc va dat tén file

¥ydt danh sach ra
Excel

Thw muc lwu file Excel

Search Desktop

g <« Bean » Desktop » W

Organize * New folder
W Music ~ ~ ~
EI Pictures i o
B Videos |
i, Local Disk (C:)
= Local Disk (D:) 4 o
i Local Disk (E) ¥ OSGExample SVN

Tén file Excel xuft ra

[l =R = ranh sach nhidn su chua co hop dong.dsy]
Save as type: | Excel (*.xls;*xl=sx) - V| | =" | Lipu file d& hoan tét
o
= Hide Folders Save Huy
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Danh sach nhan sy khen thwéng - Ki luat
> Dé xem danh sachnhan sw khen thuéng - ki lugt
- Chon“danh s&ch nhan su khen thuong - ki lugt” trong menu tuy tron

— DANH SACH KHEN THUONG - KY LUAT

Ho va tén 55 quyétdinh Ngay quyat dinh
EI Phéng k& hoach ting h

Giao dich BHXH

Thu BHXH. BHYT. BHTN

Danh séch nhan sy chua cd h
SoEoT a's.:g séch nhén a 6 hop
Thé BHYT Danh sach nhan sy sp hét hgp
dong
Quén|y lao dang
sap nghi huu
Tignich

D Danh séch nhan su da thai viec

U Danh sach nhn sy nghi thai san
nhan

Danh muc hé théng

m Danh sach nhan sy sinh nhat
E Danh séch nhén sy nghi ém

m Danh sach nhan sy tai nan lao déng

. >

. R Q sira(m) @ xéa(Fl1) B xust Excel (F12)
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> Thuc hién: Sira ho so

- Budc 1: Chon hd so can thay doi
- Budc 2: Chon “Stra” hoic F2 dé stradoi thong tin ho so

Ca i 05 chaiic
iy Phang kE haach thing b Hguybnwina | Mam 15/09/1588

Sira thing tin hél 5o
nhdin s

{F12)

Thay déi thong tin c& nhan:

Qud trinh cdng t3c chi 6

Thém théng tin nhan vién

7" | Click chugt
phai dé&
thém anh

KT - KL

Panh gid, nhan xét  Kinh nghiém Thiét bi CCLD  Pao *a0
Théng tin cd ban

Thong tin cd nhan Ludng Gia dinh  Trinh dd

Phéng ban (*):  Phéng k& hoach témg

= Nguyén Vin Tén (") A
Gidi tinh (*):

Ngay sinh (*):  15/09/1988 Tan gido (*): Khéng

Qudc tich (%) vigt Nam Hén nhan (*):  pgc than

Dan tic (*): Bién thoai: 113

Kinh

Ndi sinh:  Ha N8

& ;013247855 Ngay cap: Nai cap:
HE khau TT (*):  Tp. Ha NGi Phuréng Hang Budm 56 7 HB ThuyEn Quang
Dia chit  Tp. Ha N&i Hoan Kiém Phuréing Hang Budm 58 7 Hi Thuy&n Quang
Théng tin bd sung
Email: nguyén van A Trinh dé van hda: Trinh 48 pai hoc
Chifc danh:  paj dign Chifc vu cao nhat:  can bg Chuyén mdn:
Ngay vao Bang: Ngay nhap ngii: Ngay xudt ngii:
Sd tai khoan: Chii tai khoan:
Tai ngan hang: Chi nhanh:
Ngay vao cdng ty:  01/09/2008 Tinh trang cdng vigc  pang lam vidc Chon lwu 42 tham
MNgay thdi viéc: - Hinh thirc théi viéc: - mGi nhan vién

/ »
ENETN X

- Budc 1 : Chon tab “Thdng tin cd nhan” trén thanh tuy chon
- Budc 2 : Nhap thong tin ca nhan can thay dbi : Phong ban, ho tén | ...
- Budc 3 : Chon “Luu” Dé thém théng tin ca nhan
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% Thay déi lwong nhén vién :

- Budc 1: Chon tab “Luong” trén thanh tuy chon

Qud trink cdng t3c chi HEE

Théng tin cd nhan Luong Gia dinh Trinh d6 KT - KL Danh gia, nhan xét  Kinh nghiém  Thiét bi CCLP  Dao tao

3 sie) @ Xio(ri)

Chifc vu Loai hgp dong Ngay bat @u  Ngay két thic Loai dong
5 (6) (7) (8)

(4)

L3

- Budc 2: Chon “Sta” hoic “F4” dé sira théng tin

- Budc 3: Sura thong tin hopddng, phong ban, chirc vu va luong
- Budc 5: Nhan F5 dé hoan tat
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Chi tiét nhan vién B

Théng tin cd nhan | Lugng  Gia dir; 56 hop dong: |

+ Thém (F2) & Sirfa (F4)

Chife vu:

Higu e tir: /2

ic Loai déng
(8)

Ngh#& nghigp: |

Dia digm lam viéc:

Ghi chi:

Loai déng: = (HEsd (@M ding Thuc linh:

Tén chi s&
MUrc Iuigng

Phu cdp chifc vu

Phu cdp thu nhap vuigt khung
Phu cdp thu nhap ngh&

Phu cdp khu vurc

Phu c3p dién thoai

Phu cdp com trua

Phu cdp khac

»

x  Ddng (F12)

B Luu(F5)

< Thay dai thong tin gia dinh :
- Budc 1: Chon tab “Gia dinh” trén thanh tuy chon
- Budc 2: Chon “Stra” hoic F4 dé Sira thong tin thanh vién trong gia dinh
- Budc 3: ké khai thong tin thanh vién can straddi trong gia dinh (Ho tén, nghé
nghiép ... )
- Budc 4: F5 dé luu thang tin thanh vién.
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Qud trinh céng tic chi tét

Thdng tin cd nhan  Luang 4 Banh gid, nhan xét  Kinh nghiém  Thiét bi P Paotzo

N&m sinh

(5)

4 »
Chi ti€t nhan vién B

Qud trinh céng tc chi EE

Thong tin cd nhan Lwdng Giadinh  Trinh dd KT Pdnh gid, nhan xét  Kinh nghiém Thiét bi CCLP Dao tao

@ Xoéa (F11)

Ngh€é nghiép ELET
(3) (5)

Hg va tén:

Quan hé:

Ngh& nghiép:

Ghi chi:

Bdéng (F12)

4 »

= Luu(F3) %X BDing (F12)
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% Thay déi trinh dp vin héa:
Pé ké khai cac thong tin trinh d6 vin hoa

- Budc 1: Chon tab “Trinhdd” trén thanh tly chon
- Budc 2: Nhap tryc tiép thdng tin can siraddi trén phan mém
- Budc 3: F5 dé hoan tat

Théng tin cd nhan Ludng Gia dinh  Trinh d6 KT - KL Banh gia, nhan xét  Kinh nghiém Thiét bi CCLD  DPae tao

+ Thém (F2) x Xda (F11)

Tén béng cap
(2)

- Chuyén nganh i caj Ngay cap - Xép loai
(3) (5

(6)

Hinh thifc dao tao
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% Thay déiKT — KL :

Budc 1: Chon tab “KT - KL” trén thanh tuy chon

Budc 2: Nhap truc tiép thdng tin can straddi trén phan mém
- Budc 3: F5 dé hoan tat

Qud trinh cong tHc chi tiet

Théong tin cd nhan Luong Giadinh Trinh d6 KT - KL Ddanh gi, nhan xét  Kinh nghiém Thiét bi CCLD Pao tao

S0 quyét dinh Ngay quyét dinh
(2) (3)
1 | 31/10/2015

% Thay déiPdnh Gid, Nhan xét :

Budc 1: Chon tab “Danh gid, nhan xét” trén thanh tuy chon

Budc 2: Nhap tryc tiép thdng tin can siraddi trén phan mém
- Budc 3: F5 dé hoan tat
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Qud trinfi cong t3c chi et

Théng tin ¢d nhdn Lwong Giadinh Trinh d6 KT - KL = ©anh gid, nhan xét = Kinh nghiém Thiét bi CCLP Bao tao

+ Thém (F2) § x Xda (F11)

Hinh thi'c Chuyé&n nganh Pao diic
(2) (4 (3)
Aoray a6 the o

4 »

@ Luu(F5) X Ding (F12)

< Thay déi kinh nghiém : Thay d6i kinh nghiém nhan vién biang cach
- Budc 1: Chon tab “kinh nghiém” trén thanh tuy chon
- Budc 2: thay doi théng tin bang cach nhap truc tiép thong tin can thay doi trén
phan mém
- Budc 3: F5 dé luu thdng tin
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Qud trinh céng t3c chi Hét

Théng tin cd nhdn Ludng Giadinh Trinhdé KT -KL ©anh gid, nhan xét | Kinh nghiém = Thiét bi CCLD Do tao

én co Chif'c vu . Tir thang/nam - Bén thang/nam Ghi chi
(3) (4) (5) (6)

@ % Bdng (F12)

< Thay dai thong tin thiét bi CCLD :Pé thém thiét bi CCLD bang cach
- Buwdc 1: Chon tab “Thiét bi CCLD” trén thanh tuy chinh
- Budrc 2: thay d&i thong tin CCLD bang cach nhap truc ti€p thong tin can thay d6i trén
phan mém
- Budc 3: F5 dé lwu thdng tin CCLD

Qud trinh cdng tdc chi et

Théng tin cd nhan Lwodng Giadinh Trinh dé KT - KL Banh gid, nhdn xét  Kinh nghiém - Thiétbi CCLE  Pao tao

+ Thém (F2) § x Xda (F11)

Tén thiét bi Trang thai
(2) (3) (3)

@ % Pong (F12)
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% Siradoi thong tin dao tao :Dé straddi thdng tin cac khoadao tao ciia nhan vién bang
cach
- Budc 1: Chon tab “Pao tao” trén thanh tuy chon
- Budc 2: thay dbi théng tin cac khoadao tao bang cach nhap truc tiép théng tin
can thay doi trén phan mém
- Budc 3: F5 dé luu théng tin moi thém

Qud trinf cdng tHc chi GEt

Théng tin cd nhan Ludng Gia dinh Trinh d6 KT - KL Danh gid, nhan xét  Kinh nghiém Thiét bi CCLP Dao tae
+ Thém (F2) @ x Xda (F11)

Loai hinh dao tao Chuyén nganh Hoc tai Ngay bét dau Thdi gian
(3) (4 (6) (7) (8)

L3

& Luu(F5) X Bdng (F12)
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Chi tiét nhan vién

Thiéng tin cd nhan | Ludng Gia dir 5§ hgp ddng:

Chife vu:

Higu lufc tir:

Ngh#& nghigp:

Dia digm lam viéc:

Ghi chi:

(@ Mifc dong Thutc linh:

Loai déng: | (JHE s

Tén chi s&
MUrc Iuigng
Phu cdp chifc vu
Phu cdp thu nhap vuigt khung
Phu cdp thu nhap ngh&
Phu cdp khu vurc
Phu c3p dién thoai
Phu cdp com trua
Phu cdp khac

> Xo6a nhan s khen thaéng - ki lugt bang cach
- B1: Chon dbi twong can x6a
- B2 :Chon “Xdba” hoac F11

Emumﬁwh vina | Mam
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»
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> Xudt danh sach cac nhan s khen thuwéng - ki lugt ra file Excel bang cach

ST
Phing kE hoach g b [

He wib biim Gii timh Megiy sinh
Ham 15509 1968

Xuydi danh sdch ra By
Excel

- B1: Chon “Xuét Excel” hoic F12
- B2 : Chon thu muyc va dat tén file

Thw muc lwu file Excel

Search Desktop el

jm « Bean » Desktop » W

Organize * Mew folder
o Music ~ -
= Pictures i
8 Videos Tén file Excel xut ra
i, Local Disk (C:)
= Local Disk (D:)
= Local Disk (E) ¥ 05GExample
[l =R = ranh sach nhidn su chua co hop dong.dsy]
Save as type: | Excel (*xls;"xlsx) - ¥ L | Luufile 4 hoan tét
J
= Hide Folders Save Huy

9. Danh sach nhan sw sinh nhat
> Dé xem danh sach nhan si sinh nhgt can cdu hinh
- B1: Chon thang sinh nhat can nhan sy can xem
- B2: Click nut tim kiémdé phan mém tim kiém va hién thj danh séach
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DANH SACH NHAN VIEN SINH NHAT TRONG THANG

f
i

Ho va tén Gidi tinh Ngay sinh

Cd ciu 5 chiic
Em Phang k& hoach tdng h

Pia chi 56 dién thoai Hén nhan Ton giao

Nhan si sinh nhat vao
thang

4 3

+ Sita (F3) x Xda (F11) [E Xudt Excel (F12)
4 L3
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> Thuc hién: Sira ho so

- Budc 1: Chon hd so can thay doi
- Budc 2: Chon “Stra” hoic F2 dé stradoi thong tin ho so

Ca i 05 chaiic
iy Phang kE haach thing b Hguybnwina | Mam 15/09/1588

Sira thing tin hél 5o
nhdin s

{F12)

Thay déi thong tin c& nhan:

Qud trinh cdng t3c chi 6

Thém théng tin nhan vién

7" | Click chugt
phai dé&
thém anh

KT - KL

Panh gid, nhan xét  Kinh nghiém Thiét bi CCLD  Pao *a0
Théng tin cd ban

Thong tin cd nhan Ludng Gia dinh  Trinh dd

Phéng ban (*):  Phéng k& hoach témg

= Nguyén Vin Tén (") A
Gidi tinh (*):

Ngay sinh (*):  15/09/1988 Tan gido (*): Khéng

Qudc tich (%) vigt Nam Hén nhan (*):  pgc than

Dan tic (*): Bién thoai: 113

Kinh

Ndi sinh:  Ha N8

& ;013247855 Ngay cap: Nai cap:
HE khau TT (*):  Tp. Ha NGi Phuréng Hang Budm 56 7 HB ThuyEn Quang
Dia chit  Tp. Ha N&i Hoan Kiém Phuréing Hang Budm 58 7 Hi Thuy&n Quang
Théng tin bd sung
Email: nguyén van A Trinh dé van hda: Trinh 48 pai hoc
Chifc danh:  paj dign Chifc vu cao nhat:  can bg Chuyén mdn:
Ngay vao Bang: Ngay nhap ngii: Ngay xudt ngii:
Sd tai khoan: Chii tai khoan:
Tai ngan hang: Chi nhanh:
Ngay vao cdng ty:  01/09/2008 Tinh trang cdng vigc  pang lam vidc Chon lwu 42 tham
MNgay thdi viéc: - Hinh thirc théi viéc: - mGi nhan vién

/ »
ENETN X

- Budc 1 : Chon tab “Thdng tin cd nhan” trén thanh tuy chon
- Budc 2 : Nhap thong tin ca nhan can thay dbi : Phong ban, ho tén | ...
- Budc 3 : Chon “Luu” Dé thém théng tin ca nhan
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% Thay déi lwong nhén vién :

- Budc 1: Chon tab “Luong” trén thanh tuy chon

Qud trink cdng t3c chi HEE

Théng tin cd nhan Luong Gia dinh Trinh d6 KT - KL Danh gia, nhan xét  Kinh nghiém  Thiét bi CCLP  Dao tao

3 sie) @ Xio(ri)

Chifc vu Loai hgp dong Ngay bat @u  Ngay két thic Loai dong
5 (6) (7) (8)

(4)

L3

- Budc 2: Chon “Sta” hoic “F4” dé sira théng tin

- Budc 3: Sura thong tin hopddng, phong ban, chirc vu va luong
- Budc 5: Nhan F5 dé hoan tat
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Chi tiét nhan vién B

Théng tin cd nhan | Lugng  Gia dir; 56 hop dong: |

+ Thém (F2) & Sirfa (F4)

Chife vu:

Higu e tir: /2

ic Loai déng
(8)

Ngh#& nghigp: |

Dia digm lam viéc:

Ghi chi:

Loai déng: = (HEsd (@M ding Thuc linh:

Tén chi s&
MUrc Iuigng

Phu cdp chifc vu

Phu cdp thu nhap vuigt khung
Phu cdp thu nhap ngh&

Phu cdp khu vurc

Phu c3p dién thoai

Phu cdp com trua

Phu cdp khac

»

x  Ddng (F12)

B Luu(F5)

< Thay dai thong tin gia dinh :
- Budc 1: Chon tab “Gia dinh” trén thanh tuy chon
- Budc 2: Chon “Stra” hoic F4 dé Sira thong tin thanh vién trong gia dinh
- Budc 3: ké khai thong tin thanh vién can straddi trong gia dinh (Ho tén, nghé
nghiép ... )
- Budc 4: F5 dé luu thang tin thanh vién.
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Qud trinh céng tic chi tét

Thdng tin cd nhan  Luang 4 Banh gid, nhan xét  Kinh nghiém  Thiét bi P Paotzo

N&m sinh

(5)

4 »
Chi ti€t nhan vién B

Qud trinh céng tc chi EE

Thong tin cd nhan Lwdng Giadinh  Trinh dd KT Pdnh gid, nhan xét  Kinh nghiém Thiét bi CCLP Dao tao

@ Xoéa (F11)

Ngh€é nghiép ELET
(3) (5)

Hg va tén:

Quan hé:

Ngh& nghiép:

Ghi chi:

Bdéng (F12)

4 »

= Luu(F3) %X BDing (F12)
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% Thay déi trinh dp vin héa:
Pé ké khai cac thong tin trinh d6 vin hoa

- Budc 1: Chon tab “Trinhdd” trén thanh tly chon
- Budc 2: Nhap tryc tiép thdng tin can siraddi trén phan mém
- Budc 3: F5 dé hoan tat

Théng tin cd nhan Ludng Gia dinh  Trinh d6 KT - KL Banh gia, nhan xét  Kinh nghiém Thiét bi CCLD  DPae tao

+ Thém (F2) x Xda (F11)

Tén béng cap
(2)

- Chuyén nganh i caj Ngay cap - Xép loai
(3) (5

(6)

Hinh thifc dao tao
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% Thay déiKT — KL :

Budc 1: Chon tab “KT - KL” trén thanh tuy chon

Budc 2: Nhap truc tiép thdng tin can straddi trén phan mém
- Budc 3: F5 dé hoan tat

Qud trinh cong tHc chi tiet

Théong tin cd nhan Luong Giadinh Trinh d6 KT - KL Ddanh gi, nhan xét  Kinh nghiém Thiét bi CCLD Pao tao

S0 quyét dinh Ngay quyét dinh
(2) (3)
1 | 31/10/2015

% Thay déiPdnh Gid, Nhan xét :

Budc 1: Chon tab “Danh gid, nhan xét” trén thanh tuy chon

Budc 2: Nhap tryc tiép thdng tin can siraddi trén phan mém
- Budc 3: F5 dé hoan tat
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Qud trinfi cong t3c chi et

Théng tin ¢d nhdn Lwong Giadinh Trinh d6 KT - KL = ©anh gid, nhan xét = Kinh nghiém Thiét bi CCLP Bao tao

+ Thém (F2) § x Xda (F11)

Hinh thi'c Chuyé&n nganh Pao diic
(2) (4 (3)
Aoray a6 the o

4 »

@ Luu(F5) X Ding (F12)

< Thay déi kinh nghiém : Thay d6i kinh nghiém nhan vién biang cach
- Budc 1: Chon tab “kinh nghiém” trén thanh tuy chon
- Budc 2: thay doi théng tin bang cach nhap truc tiép thong tin can thay doi trén
phan mém
- Budc 3: F5 dé luu thdng tin
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Qud trinh céng t3c chi Hét

Théng tin cd nhdn Ludng Giadinh Trinhdé KT -KL ©anh gid, nhan xét | Kinh nghiém = Thiét bi CCLD Do tao

én co Chif'c vu . Tir thang/nam - Bén thang/nam Ghi chi
(3) (4) (5) (6)

@ % Bdng (F12)

< Thay dai thong tin thiét bi CCLD :Pé thém thiét bi CCLD bang cach
- Buwdc 1: Chon tab “Thiét bi CCLD” trén thanh tuy chinh
- Budrc 2: thay d&i thong tin CCLD bang cach nhap truc ti€p thong tin can thay d6i trén
phan mém
- Budc 3: F5 dé lwu thdng tin CCLD

Qud trinh cdng tdc chi et

Théng tin cd nhan Lwodng Giadinh Trinh dé KT - KL Banh gid, nhdn xét  Kinh nghiém - Thiétbi CCLE  Pao tao

+ Thém (F2) § x Xda (F11)

Tén thiét bi Trang thai
(2) (3) (3)

@ % Pong (F12)
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% Siradoi thong tin dao tao :Dé straddi thdng tin cac khoadao tao ciia nhan vién bang
cach
- Budc 1: Chon tab “Pao tao” trén thanh tuy chon
- Budc 2: thay dbi théng tin cac khoadao tao bang cach nhap truc tiép théng tin
can thay doi trén phan mém
- Budc 3: F5 dé luu théng tin moi thém

Qud trinf cdng tHc chi GEt

Théng tin cd nhan Ludng Gia dinh Trinh d6 KT - KL Danh gid, nhan xét  Kinh nghiém Thiét bi CCLP Dao tae
+ Thém (F2) @ x Xda (F11)

Loai hinh dao tao Chuyén nganh Hoc tai Ngay bét dau Thdi gian
(3) (4 (6) (7) (8)

L3

& Luu(F5) X Bdng (F12)
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Chi tiét nhan vién B

Théng tin cd nhan | Lugng  Gia dir; 56 hop dong: |

Chife vu:

Higu e tir: " v
ic Loai déng

(8)

Ngh#& nghigp:

Dia digm lam viéc:

Ghi chi:

Loai déng: = (HEsd (@M ding Thuc linh: 0
Tén chi s& 50 tién

MUrc Iuigng

Phu cdp chifc vu

Phu cdp thu nhap vuigt khung

Phu cdp thu nhap ngh&
Phu cdp khu vurc

Phu c3p dién thoai

Phu cdp com trua

Phu cdp khac

> Xo6a nhan sw sinh nhatbang cach
- B1: Chon dbi twong can x6a
- B2 :Chon “Xdba” hoac F11

Ty T Ko

»

x Bdng (F12)

B Luu(F5)
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> Xudt danh sach cac nhan si sinh nhdtra file Excel bang cach

Emummh .

He wib biim Gii timh Megiy sinh
Ham 15509 1968

Xuydi danh sdch ra By
Excel

- B1: Chon “Xuét Excel” hoic F12
- B2 : Chon thu muyc va dat tén file

Thw muc lwu file Excel

Search Desktop el

jm « Bean » Desktop » W

Organize * Mew folder
o Music ~ ~
= Pictures i
8 Videos Tén file Excel xut ra
i, Local Disk (C:)
= Local Disk (D:)
= Local Disk (E) ¥ 0SGExample
[l =R = ranh sach nhidn su chua co hop dong.dsy]
Save as type: | Excel (*xls;* xlsx) - V| | =" | Lipu file d& hoan tét
3
= Hide Folders Save Huy

10. Danh sach nhan su nghiom

> Dé thém nhan sy nghiom
- B1: Nhap thdng tin nhan su nghiém truc tiép trén phan mém.
- B2: F5 dé luu lai thdng tin thém méi
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DANH SACH NHAN VIEN NGHi OM

Cd ciu t6 chifc Tén bénh nghé nghiép
Em Phéng k& hoach téng h

Noi kham chiia bénh + Ngay nhap vién + Ngay

Nhzp thang tin nhan sw
nghi ém

Luwru théng tin thém
mii

4 / ,
4 > q E Luu (F5) - Xda (F11) [ Xuat Excel (F12)
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> Xo6a nhan sy nghiém bang cach
- B1: Chon dbi tuong can x6a
- B2 :Chon “Xo6a” hoac F11

- 1T HHy vl B G thnh Mgy sinh
Phing kE hoach tiag h | [ worlnvina | Mam 15/09/ 1988

[0 Xudt Exced (F12)
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> Xudt danh sach cac nhan sy nghiom ra file Excel bang cach

ST
Phing kE hoach g b [

He wib biim Gii timh Megiy sinh
Ham 15509 1968

Xuydi danh sdch ra By
Excel

- B1: Chon “Xuét Excel” hoic F12
- B2 : Chon thu muyc va dat tén file

Thw muc lwu file Excel

Search Desktop el

jm « Bean » Desktop » W

Organize * Mew folder
o Music ~ -
= Pictures i
8 Videos Tén file Excel xut ra
i, Local Disk (C:)
= Local Disk (D:)
= Local Disk (E) ¥ 05GExample
[l =R = ranh sach nhidn su chua co hop dong.dsy]
Save as type: | Excel (*xls;"xlsx) - ¥ L | Luufile 4 hoan tét
J
= Hide Folders Save Huy

11. Danh sach nhéan sw tai nan lao dgng

> Pé xem danh sach nhan s xdy ra tai ngn lao déng bang cach
- B1: Nhap thdng tin can xem theo thang hoic theo ho tén
- B2 : Click “Xem” hodc F5 dé xem danh sach
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DANH SACH NHAN VIEN TAI NAN LAO PONG

i mter, Wi b, _—
Em Phang ké hoach tdng h
STT Loai chin thu'dng o Noi kham chifa bénh e Ngay nhdp vién

» Nga

(&) (O] (&)

Tra ciru theo ho tén

3
. . + Thém (F2) E Sira (F3) x Xéa (F11) G Xudt Excel (F12)

» Thém nhan su bi tai nan lao déong

DANH SACH NHAN VIEN TAI NAN LAOPONG
Théng tin nhan vién tai nan lac déng n

Cd cau t6 chifc
Em Phang k& hoach téng h

Thang:

F Tén nhan vién:

Loai chifi thuong:  Dau, mat, cd

2

Ngay nhapvién _ Nga
+ E-1
(5)

Nglyén Van A

11/10/2015

gay nhap vién:

gay ra vién:

012

Nai khdm chia bénh: Ban BVCSSK can bd

Ghi cha:

p-CLu

3
0N O
1
. ) @ B swa(m X  Xda (F11) [3 Xuat Excel (F12)

- BI : Click “Thém” hoic F2 dé thém méi mot nhan sy bi tai nan lao dong
- B2: ké khai daydu thong tin yéu cau
- B3 : Click “Hoan tat” hoic F5 dé luu théng tin nhan sy tai nan
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» Swra nhan sw bi tai ngn lao déng

DANH SACH NHAN VIEN TAT NAN LAO PONG

Théng tin nhén vién tai nan lac dong ﬂ

Cd ciu 8 chifc
Em Phong k& hoach téng h

Thang:

F Tén nhan vién:

Loai chifi thuang: D3, mat, @

2

Ngay nhap vién _ Nga
+ =
(5)

Mglyén Van A

11/10/2015

Mai kham chégg bénh: 012 Ban BVCSSK can bd

Ghi cha:

p-CLu

3
O ERTTEn
1 »

- BI : Click “Stra” hodc F3dé thém mai mét nhan su bj tai nan lao dong
B2 : ké khai daydu thdng tin yéu cau

- B3 : Click “Hoan tat” hodc F5 dé luu thong tin nhan sy tai nan
» X04& nhan s bj tai ngn lao déng

DANH SACH NHAN VIEN TAI NAN LAO PONG

_ ciu & chifc P
P— - Thénag: Tim theo ho tén: Nhap tir khda... Xem (F5)
Em Phéng ké hoach téng h

Loai chan thudng Noi kham chifa bénh . Ngay nhap vién . Nga:
()]

Dau, mat, cd Ban BV sirc khoé CB tinh

: :
- Chondébi tuong can x0a sau d6 Click “Xo0a” hoic F11 dé xo4
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Xudt danh sach nhan s bi tai nan lao déng ra file Excel

E"‘WHM“"‘I"‘ vina | Mam 15/09/1958

¥ydt danh sach ra
Excel

- B1: Chon “Xuét Excel” hoic F12
- B2 : Chon thu muyc va dat tén file

Thw muc lwu file Excel

Search Desktop el

g <« Bean » Desktop » W

Organize * Mew folder

W Music A ~ ~
= Pictures i y
B Videos | Tén file Excel xuft ra
i, Local Disk (C:)
a Local Disk (D7) i 4
= Local Disk (E) ¥ 0SGExample SVN

[l =R = ranh sach nhidn su chua co hop dong.dsy]

Save as type: | Excel (*.xls;*xl=sx) - V| | =" | Lipu file d& hoan tét
J
= Hide Folders Save Huy
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VII.

12. Qué trinh hoatdéng ciaa nhan vién
> Dé xem qué trinh hogt déng ciia nhan vién
- B1: Nhap thdng tin chung caa nhan vién can xem

- B2 : Click “Tim kiém” dé phan mém tim kiém va hién thj danh sach

QUA TRINH HOAT PONG CUA NHAN VIEN

Cd cau td chifc

Théng tin can tim kiém cda nhan sy

mm Phdng ké hoach ting h

S6 s6 BHXH

(4)

Ho va tén

(2)

Gidi tinh
(3)

Ngay sinh
(5)

Két xuat bao céo
> Budc 1: Chon to khai can két xuét bao co

C&u hinh tai khoan

B DiEng ki dich vu BHXH
Giao dich BHXH
Thu BHXH. BHYT, BHTN

S8 BHXH Bang ky ngimg dich vu BHXH

The BHYT

Quan ly lao déng
Tiénich

Danh muc hé thng
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Chon td khai

Chon ho so BHXH dé xuat bao cdo

Chon t& khai cén xuét

103 - Béo tang lao ding
103 - Bao giam lao déng

4 103 - Thay ddi LD, mifc ding va xac nhin s& BHXH d6i vdi BV thay ddi phap nhan,
chuy&n quyEn s& hitu, sap nhap

5 103 - NLD digu chinh théng tin d& ddng bao hiém

6 103 - Ngudi lao dong nghi wiéc hudng ché d0 6m dau, thai san tor 14 ngay lam viéc trg

|én trong thang va khdng hudng tién Iurdng, tign céng thang
7 103 - Truy thu cac trudng hop vi pham quy dinh cia phap ludt vé dong BHXH, BHYT, thdi
gian tir 03 thang trd xudng
8 103 - Truy thu cac truidng hdp vi pham quy dinh cla phap ludt vé déng BHXH, BHYT, thdi
gian trén 03 thang
9 103 - Truy thu do digu chinh tién lurdgng, tigén cdng d3 ddng BHXH cla ngudi lao ddng
10 103 - Truy thu truging hop hét thai han duigc tam difng dong vao quy huu tri va tF tudt
theo quy dinh cla Ludt BHXH
11 103 - Truy thu BHXH d6i vdi ngudi lao ddng cd théi han & nudc ngoai
12 103 - @i tugng chi tham gia BHXH b3t budc (phu nhan, phu quan; lao ddng cd thdi han
nudc n; i, dong thdng qua don vi)
14 106 - Giai quy&t ngirng ddng ddi vdi don vi bi giai thé, pha san, di chuyén khai dia ba
15 107 - Hoan tra tién déng thira ddi vdi don vi giai thé, pha san, chdm dit hoat ddng theo
quy dinh cia phap luat hodc di chuy&n ndi dang ky tham gia da ddng thira tig
17 109 - Tam difng déng vao quy hutu tri va tF twat
18 201 - B&i trgng tham gia BHXH tu nguyén, dang ky [dn dau hodc dang ky lai
19 201 - Béi tugng tham gia BHXH tu nguyén, thay ddi mic déng, phuigng thifc déng
20 202 - B4i tuigng tr nguyén tham gia BHYT , dang ky tham gia
21 203 - B4i twdng tham gia BHXH tu' nguyén, hean tra tieén ddng
22 203 - BEi trgng tr nguyén tham gia BHYT, hoan tra tién ddng
H Loai 3. Thi tuc hé sd sd BHXH
302 - Cap lai, d6i 58 BHXH hdng, do thay ddi, cai chinh ho tén, ngay thdng nam sinh
305 - C3p lai, ddi s8 BHXH hdéng, do don vi lam mat
306 - Cdp lai, ddi s BHXH héng, do don vi lam héng
305 - Cap lai, ddi so BHXH héng, do ngudi tham gia lam mat

ANA - Can lai ARl i RHY i

]DDDDG@_DDDDDDDDD 0O Oo0O0ood

I R TS R N R

= am nia [Am hann

¥ Hoantst(F5) f| > Bing (F12)

» Buwoc 2: Chon ky ké khai

Danh sach tc khai

e

Thang: 10

Nam: 2015

¥  Thutc hién

> Buéc 3: Ky s6
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Danh sach t& khai

Chon ky ke khai Tén bo cdo Kys6 Guitgkhai Xem Chon  Thu muc

Thang: 10

B Thi tuc 103 - Bdo tang lao ding
- Phigu giao nhan hb sc mau s6 1031 (YNS888Z):

Nam: 2015

+ Danh sach lao déng tham gia BHXH, BHYT (m3u D02-TS, 01 ban)

Ky sé to khai treée khi ndp

Nhap ma pin:

X4c nhan PIN [

Xac nhdn ma PIN:

WM& PIN: Il-ll-ll-ll-ll-ll-ll-ll-l

[] 5 dung ban phim o

Bﬁ-imﬁ.F‘INl |Eh§.r|.gnh.;ip| ’ Hiy bo ]

Ky thanh céng:

i N
Théngbio. &  EEESE
@ D ky xong

» Buwoc 4: Gui to khai
Chon nut “Gui to khai”
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TAI LIEU HUONG DAN SU DUNGPHAN MEM KE KHAI
BAO HIEM XA HOI

Version: 2.1

Théng bac

| B3 gdi t& khai BHXH

L

v Thyc hién tuong tu vai cac to khai khac.
v' Luu ¥: Chon ting to khai mot dé két xuat bao céo.
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