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1 TONG QUAN TAI LIEU

1.1 Muc dich cua tai li¢u

Tai liéu duoc lap dé hudng dan doanh nghiép (kKhach hang) sir dung dich vy cong
truc tuyén murc do 3 thao tac, str dung cac chirc ning trén hé théng phan mém dich vu cong

truc tuyén.

1.2 Thuat ngir va dinh nghia

STT Thuat ngir Dinh nghia
1 BTC Bo Tai Chinh
2 Cuc THTK Cuc Tin hoc va Théng ké tai chinh
3 KTV Kiém toan vién
4 TTHC Thu tuc hanh chinh
5 KH Khach hang
6 | TPG Tham dinh gia
7 | TBV Tham dinh vién
8 DN Doanh nghiép
9 CSDL Co so dir liéu
10 | QTHT Quan tri hé thdng
11 | NSD Ngudi sir dung
12 CNTT Cong nghé thong tin
13 Nguoi dung Khach hang st dung dich vu cong truc tuyén mirc do 3
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2  TONG QUAN VE PHAN MEM
2.1 M0 hinh phan ra chirc ning

PHAN MEM DICH VU CONG
TRUC TUYEN MUC PO 3

KHACH HANG

— Pang ky tai khoan

— Pang nhap

—— Khay ho so
Khay ho tam luu
Khay hd so cho tiép nhan
Khay hd so tra lai
Khay hd so Dang trong qua trinh thy 1y
Khay hd so Da phé duyét
Khay hd so D tra két qua

— Pang ky thu tyuc hanh chinh

— Xir 1y ho so
Tam gilr
Gtri hé so
B6 sung ho so theo yéu cau

— Céc chtc nang khéc
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2.2 Cac quy tic xir Iy chung

2.2.1 Quy tiac chung

Y/ Chontep |

STT biéu khién Mb ta

1. *) Théng tin bat budc nhap trén giao dién
2. Chon gia tri tr danh muc

3. Khéng cb tép ndo duoc chon Chon file dinh kém tir may tinh.

(File ho so tdi Ién phdi thugc mét trong
cdac dinh dang .DOC, .DOCX, .PDF,
.BMP, .GIF, .PNG, .JPG, .RAR, .ZIP .
Kich thuéc file tai 1én t6i da SOMB.

2.2.2 Cac diéu khién chung trén giao dién

STT biéu khién M ta

1. Textbox trang thai Hién thi trang thai cua ban ghi NSD dang thao
tac.

2. | Nat “Trang chi” Tro vé trang cha cia phan mém.

3. Nut “Thém mai” Goi giao dién thém mai

4, Nut “Tam luu” Luu thong tin NSD nhép trén giao dién nhung
hd so duoc chuyén vé “Khay hé so tam luu”
chua dugc chuyén dén budc tiép theo cua quy
trinh xtr 1y ho so.

5. Nut “Luu” Luu thong tin NSD nhap, hd so duoc chuyén
dén budc tiép theo cua quy trinh.

6. Nt “Sta” Goi giao dién stra hd so.

7. Nut “Xo6a” Hé théng hién thi man hinh thong bao: “Ban co

chic chan x6a hd s0?” Néu NSD chon “Pdng
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STT biéu khién M ta
¥, hé thong x6a ho so. Néu NSD chon “Huy”,
hé thong khéng x6a ho so.

8. Nut “Sao chép” Sao chép noi dung hé so duoc chon. Khi NSD

chon ‘Sao chép” hé so & Khay ho so, sau do
chon nut “Thém méi”, giao dién thém mai hd
so s& hién thi noi dung cua hd so duoc sao chép
(khong bao gdm cc file dinh kém) va NSD c6
thé stra lai thong tin.

9. | Nut “Két xuat” Két xuat bao cdo (Gidy hen, phiéu tra két
qua...)

10. | Nut “Tim kiém” Goi giao dién “Truy van ho so”

11. | Nut “Tam luu” Tam luu ho so trong ludng Xt Iy quy trinh. H6

so dugc chuyén vao khay “Ho so tam luu”.

2.2.3 Trang thai cia ban ghi va cac hanh dong twong irng

STT Téac nhan Hanh dong Trang thai
1. Tam luu Tam luu
Khéch hang
2. Nop ho so Cho tiép nhan
3. Péng v tiép nhan Cho phan cong thu ly
Can b tiép nhan ho so
4. Tam gitr Tam gitr
Phan cong cho
5. phong ban thy Iy hd | Cho phan cong thu Iy
Lanh dao Vy/Cuc 50
Da phé duyét ca
6. Phé duyét P yet cap

Vu/Cuc
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STT Téac nhan Hanh dong Trang thai
7. Tra vé budc truéc | Tir chdi
8. Phan cong thu 1y Pang thu ly
9. ‘ Tam Qi Tam gitr
Lanh dao bo phan thu 1y ho so : :
10. Tra vé budc truéc | Tur choi
11. Phé duyét Di phé duyét cip phong
12. Trinh phé duyét Cho phé duyét
13. Tam gitr Tam gitr
14, Tra vé budce trusc | Tur chéi

Tra vé bo phan tiép

nhan hd so trong | . Lz
15. Ho so can bo sung

truong hop hd so

can bd sung

Cén b thu 1y h so Cap nhat trang thai
trong truong hop
16. linh dao Bo Tai | Da phé duyét cip Bo
chinh déng y phé
duyét

Cap nhat trang thai
trong truong hop
17. lanh dao Bo Tai | Tur chéi
chinh tr chéi phé
duyét
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3 CAC CHUC NANG CUA UNG DUNG
3.1 Dang ky tai khoan
3.1.1 Ping ky tai khoan khach hang Doanh nghiép, to chirc

3.1.1.1 Muc dich

- Cho phép nguoi dung 1a khach hang xir 1y thii tuc hanh chinh dang ky tai khoan dé
st dung dich vu céng muc d6 3 truc tuyén.

3.1.1.2 Doi twong sir dung
- Khéch hang 1a doanh nghiép, t6 chirc st dung dich vu cong truc tuyén mirc do 3.
3.1.1.3 Cach thirc sir dung

- Nguoi dung truy cap vao trang web phan mém dich vu cong truc tuyén mirc do 3
theo duong dan: http://dvctt.mof.gov.vn/. Giao dién trang web hién thi nhu sau


http://dvctt.mof.gov.vn/
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BO TAI CHINH
HE THONG DICH VU CONG TRUC TUYEN

Trang cha GiGi thiéu Hai dap Thi tuc hanh chinh

Cédc thi tuc hanh chinh cta céc co quan Bd Tai Chinh dwoc cung cap dwéi dang dich vu cong mirc dd 3 gom co:

Linh virc quan Iy gia:

Tra ctru thong tin thu Iy ho sor

Linh vire quan ly gia Linh vwre Tai chinh cac ngan hang
va to chirc tai chinh

Pé sir dung dich vu cong mirc do ba, ca nhan, té chirc can thuc hién cac brdc sau:

Xem ky noi dung quy trinh thi tuc hanh chinh ¢o fién quan
Chuan bi cac ho so, gidy to can ndp theo yéu cau

Quét cac ho so, gidy to can ndp, lru duwdi dinh dang file PDF hoidc .JPG hoic DOC

o

Dang ky tai khoan nguoi dung
5. Bang nhap hé thong v&i tai khoan da dang ky
. Nhip yéu cau gidi quyét thi tuc hanh chinh

9O0NCHrDPE O

6
7. Ch phan hoi tiép nhin ho so va bo sung thong tin (néu ¢ yéu cau)
8

Theo ddi qua trinh thu Iy ho so thong qua chirc nang Tra ciru thong tin thu Iy ho sor

Tai Chinh

support@mof.gov.vn
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- Tu menu trén trang chu, nguodi dung chon Pang ky/ Pang ky tai khoan danh cho
Doanh nghiép, t6 chirc. Giao dién ding ky hién thi nhu sau:

DPang ky tai khoan str dung dich vu danh cho doanh nghiép td chirc

Khai cac thong tin theo form dang ky dwdi day dé_dﬂng ky tai khoan str dung dich vu cong trpe tuyén. Céc trwomg thong fin cd ddu * 13 cac
truirng bat budc phai nhip. Néu co bat ky thac mac nao, vui long giri ciu hai tai day de dwoc giai dap.

Chi ! T3i khodn cin kich hoat méi o6 thé ding nhadp durge. Thing tin huwdng din kich hoat dwgc giri 3én dia chi email cla & 3 ay sau khi ding ky!
Thong tin chung
Tén DN (Tiéng Vigt): *
Tén DN {Tiéng Anh):
Thanh phé Cén Ther ¥ | Quan / huyén: * <= Lira chon == ¥ |Phudng f Xa: =< Lwra chon > v
Thanh phé Cin Ther ¥ | Qudn | huyén: * << Lwra chon »> ¥ |Phwéng f X3: << Lwra chon »> v
= X cema
Website:
Giay CN BKKD: * Ng ay c3p: * To chire cdp: *
File Giay CN BKKD: * Chon tép | Khing co tép nédo dugc chon
Bia chi noi eap: *
Mg ay thay doi:
Loai hinh deanh nghisp: * Cong ty &b phan v
Théng tin nguwri dai dién theo phap ludt
Ho va tén: * Mgay sinh: * Gidi tinh: Mam &  Nir
CMMD / HE chigu: * Mg dy cap: * Mevi eap: ®
Thanh phé Cén Ther ¥ | Quan [ huyén: * <= Lira chon == ¥ |Phwdng f Xi: =< Lwra chon > ¥
Thanh phé Cén Ther ¥ | Qudn / huyén: * << Lua chon > ¥ |Phwdng f Xa: << Lwra chon > v
Thanh phé Can Ther L n | huyén: Lwra chon v Ls n ¥
Ema Ch n v
Tén tai khodn:
W&t khau:
Mhdip lai mat khdu:
%: 3 :gb(\.‘.::'
O T30 13i chit 1o g hinh
Ky twr bao mat: *
Doanh nghigp xin cam két chiu trach nhiém trwée phap it ve tinh chinh xdc va tinh hop phip oia nhimg ndi dung kE khai trén iy

Biing ky

- Tai giao dién nay, nguoi dung thuc hién nhap cac thong tin trén giao dién va chon
Ping ky dé thyuc hién ding ky tai khoan khach hang doanh nghiép, t6 chuc.
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- Sau khi ding ky thanh cong, hé thong dua ra thong bao

- Sau khi dang ky thanh céng, nguoi dung c6 thé dang nhap vao chuong trinh bang
tai khoan da dang ky.
3.1.1.4 Mt s6 luu y
- Tén tai khoan / Email khong dugc tring trong hé théng. Néu tén tai khoan va email
bi trung h¢ théng dua ra canh bao.

- Email dung dé dang ky phai la email tdn tai. Néu sir dung email khong ton tai, hé
thdng s& dua ra canh bao.

3.2 Pang nhap
3.2.1 Muc dich
- Cho phép ngudi dung diang nhip vao chuong trinh dé c6 thé sir dung phan mém
dich vu cong truc tuyén mirc do 3.
3.2.2 Poi twong sir dung
- Khéch hang 14 doanh nghiép, t6 chuc hodc ca nhan sir dung phan mém dich vu
cong truc tuyén mic do 3.

3.2.3 Cach thirc sir dung
3.2.3.1 Ddng nhdp

- Nguoi dung truy cap vao trang web phan mém dich vu cong truc tuyén mic do 3
theo duong dan: http://dvctt.mof.gov.vn/. Tr giao dién trang chit, ngudi ding chon
Ping nhap, giao dién hién thi nhu sau:


http://dvctt.mof.gov.vn/
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BO TAI CHINH
HE THONG DICH VU CONG TRUC TUYEN

Gigi thiéu Hoi dap Thii tuc hanh chinh

Nhap lai chir trong hinh:

dc trrong thong fin 06 dau * 13 cac rwong bat bude phiinhdp

Théng tin dang nhap

Loai tai khoan © Ca nhan @ Doanh nghiép
Tén Taikhoan

Mit khau

Tai giao dién nay, ngudi dung nhap céac thong tin dang nhap va chon Pang nhap.

- Néu Pang nhép thanh cong, giao dién chinh s& hién thi nhu sau
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BO TAI CHINH
HE THONG DICH VU CONG TRUC TUYEN

Gigi thidu Hai dap Thii tuc hanh chinh Nhip yéu cau

W Girihtsomdi B Théng bdo tir B3 i chinh (0) ® Traciu frang thii hisc B8 Khayhéso *  Thing tin t3i khodn

Céc thi tuc hanh chinh cla céc cor quan Bd Tai Chinh dwoe cung cdp dwdi dang dich vu cong mire dd 3 gbm co:

Linh vire quan Iy gia:

v 1. Cap gidy chirng nhdn di diéu kin kinh doanh x5 sb
v Z. Sira ddi 3y nhdn 3G Fidu Kign kinh doanh x5 56

"‘. Pang ky sir dung dich vu |;| Nhip yéu ciu gidi quyét thi tuc D Tra ciru théng tin thu Iy hé so
BiEng ky i khodn d& bat d3u sir dung dich vu Mhip yéu ciu gidi quyét thi tuc hanh chinh Tra ciru trang thai gidi quyét hé sor yéu ciu gidi
hanh ¢hinh céng true tuyen cho cd nhén, doanh cdng trwe tuyén. Giri hé so dié &n BS Tai quyet thil tue hinh chinh cing true tuyen d3
nghiép, 1 chirc. Chinh .

- Néu nhép thiéu thong tin hodc nhap thong tin khong chinh xac, ngudi dung s& khong
thé truy cap vao hé théng. Chuong trinh s& hién thi thong bao 18i dé diéu hudéng
ngudi dung bo sung hodc nhap lai thong tin.

3.2.3.2 Ping xuit

- Dé dang xuét khoi hé thdng, ngudi dung chon “Ping xuiat” & goc trén cling, bén
phéai man hinh.

3.2.4 Mptsd luuy

- Truong hop dang nhap dung tai khoan ma chuong trinh thong bao tai khoan da bi
khoa, bi x6a hodc dd hét han st dung, ngudi dung can lién hé véi nguoi tao ra tai
khoan ciia minh dé biét nguyén nhan va dugc khic phuc.

- Trudng hop nguoi dung dang nhap vao hé thong nhung khong thuc hién thao tac
nao trong mot khoang thoi gian quy dinh sé& bi tu dong dang xuat khoi hé thong.
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3.3 Khay hd so
3.3.1 Khay hd so tam luu

3.3.1.1 Muc dich

- Trong qua trinh ding ky hd so hanh chinh, doi khi nguoi dung méi thuc hién mot
phan hd so va mudn luu lai dé hoan tat sau d6. HO so tam luu 13 hd so duoc luu lai
dé thuc hién sau. C6 thé tam luu hd so nhiéu lan tuy yéu cau.

- Chuong trinh cho phép nguoi dung thuc hién cac thao tac sau:
+ Truy véan hé so thuoc khay hd so tam luu
+ Xu ly ho so
3.3.1.2 Doi twong sir dung
- Khach hang doanh nghiép, t6 chirc sir dung phan mém dich vu cong truc tuyén mic
do 3.
3.3.1.3 Cach thirc sir dung
a.  Truy van hd so thudc khay hé so tam luu
- Nguoi dung dang nhap hé thong
- Tai “Menu chirc ning” & goc phai man hinh, ngudi dung chon Khay ho se/ Khay

hd so tam lwu. Chuong trinh hién thi giao dién nhu sau:

Truy vén céc yéu ciu dé nghi giai quyét thi tuc hanh chinh

©Thém Q, Tim kiém Trang tha hd sor: | Tamluu T
Cdng ty TNHH Manulife = 02/06/2015 Thay d6i dia diém tru s chinh, chi nhanh, vin phong dai dién va da dém kinh doanh Q|
Cdng ty TNHH Manulife = 02/06/2015 Chdm dirt hoat déng chi nhanh, vin phong dai dign cla doanh nghiép bao hiém Q|

3
Chuydn dén frang: | | A

- Nguoi dung nhan nat “Tim kiém” , chuong trinh hién thi giao dién:

M3 hé sor; |

Mgay cap nhat

Q, Tim kifm @ Bdqua
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- Tai giao dién nay nguoi dung thuc hién:

+ Nhap cac tiéu chi tim Kiém.

+ Nhin nat “Tim kiém’, Chuong trinh hién thi danh sach hd so tam luu thoa
man diéu kién truy van. Néu khong c6 hd so tam luwu nao thoa man diéu kién
truy van, chuong trinh s& hién thi thong bao “Khéng c6 dit liéu”.

+ Nhin nat Bé qua dé dong giao dién Tim hé so.

b. Xem ho so
- Tirkhay ho so tam luu, ngudi dung chon Xem twong tng voi hd so mudn xem. Giao
dién hién thi thong tin hd so da duoc nhap nhu sau

+ Théng tin ho so
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Hé ser ding ky Sira di, bd sung gidy phép thanh ldp va hoat déng coa doanh nghiép bao hiém,
doanh nghiép méi gidi bao hiém

# Thidng tin hé sor M dung sira AL b4 sung K= hdsy dnh Em

Loai ho s
& Nhan g @ PniNnanihg D Mg @ wan phong da dén nude ngodl 131 visl nam
M&i dung ho so* == Liyra chon hii fye hanh chinh == v

Gidy chirng nhin didng ky kinh doanh / dau tw

54 gidy chimg nhdn 100111105 Ngay cip:* 01052015
EHKDE

Gidy phép thanh lip va hoatdéng
54 gldy phép !hanh 13p Migay ot

vahagtdgng: *
Coquan cip:

Théng tin doanh nghiép

Loa hinh: * Cang ty t&ch nhigém hilu han md4 thanh visn ¥
Tén doanh nghep: * Caing ty THHH Manuiil:
Tén giao digh-
Tan vt dt M armilfe
Tén Béng Anh: M amuirtz
Mgay thanh Lp: Mgy dang iy kinh
daanit
Ngay bd1ddu hoat ddng: WEin déu B hodc win
[ Tl 1
Try =& chinh: * 5401, L2 Phyng Hidu, Phudmg Trang TEn, quan Hoan KEm, Ha NG
Tinn / Thanh phd: * Thanh phd Ha M ¥ udn /huysn:” oudic 03 ¥ Prutmg) XE =< Lifd chijflz> ¥
2enthaa: 0438253973 Fau: 0438253973 Emal: *
Wensite wn Manuilie oomom

Ngwéd dai dién theo phap luat

GngBa 83ng Thal Hing Chire s * Chl fich ng ddng quir ¥ | 2udcten:” Han Cudc v
B4 CMNDVHY chida: erL3ae Migay oip:” 05052015 Mo cip: Ha N
2Eninoa:” 0855021254 Emall:

Mg nép hi so

Hgwa B &g -* Emalt: *

2s 7% 5 A

O Taomient frang hinh.
Mhap mS dm i

Cang fy 58 Noan 14 cac 1l W l14n quan wa cam k&t chiu trach nEm s phap Iuf w2 Inh chinh xac, fung fye ola donnay va hd
=0 kém heo

I I I

+ Théng tin ndi dung stra doi
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Hé so dang ky Stra ddi, bd sung gidy phép thanh 1dp v hoat déng cua doanh nghiép bao hiém,
doanh nghiép mai gicei bao hiem

#Thangin bd so =N dung eiFa O, bb sung ki Fl= b 5 Jinh kém

Ly o *
A

Thing tin ¢hi nhanh, van phéng dai dién

Tén chi nhani: *

2 ol

N -jJ"I;.:"E'T'\.' haatl

®ing:*
A

==
+ Thong tin file dinh kém hd so

Hb sodang ki Sira ddi, bd sung gidy phép thanh 1dp va hoat déng cia doanh nghiép bao hiém,
doanh nghiép méi gidi bao hiem

cdinf dang .DOG, LDOCX, .PDF, .BMP, .GIF, .PNG, JPG, .RAR, .ZIF . Hich thutc fils tai Ién 1
S 5o cd the doo duoc. Tt cé cac file hd sophai duot quét hodc chyup tir ban gbc (ké

A ViEn ban d& nghi thay d5i dia diém dit tru 5& chinh, chi nhanh, vin phéng dai dign * Chon tép | Khéng co t.__dugc chon

B. W&n bdn chdp thudn cla cip o6 tham quyén hodc Quy ché t chirc v hoat Adng vé vile thay 46 dia diém 35t tru Chon tép | Khéng 4 t...duoe chon
5& chinh, chi nhanh, van phang dai dign *

C. Bing chirng v& quyén sir dung Jia diém 3t tru s& chinh, chi nhanh, vin phong daidién * Chon tép | Khéng 6 t...duoe chon
D. Ban cam ket * Chon tép | Khiéng oo t...dugs chon

E. CMND ciia ngirdri ndp hd sor Chon tép | Khong co t...dugs chon

cienios | midocie

c. Xirlyho so

- Tai giao dién Khay hé so tam luu, ngudi dung chon hd so can xir Iy trén ludi

- Nhan nat xi ly S trén ludi, chuong trinh hién thi giao dién thong tin hd so.

- Tai giao dién nay s& c6 cac thao tac stra hd so dé tam luu hodc giri hd so.



Cuc Tin hoc va Thong ké tai chinh — B9 Tai chinh

DFIS Tai liéu hwong dén siv dung

3.3.1.4 M4tsé luu y

- N/A
3.3.2 Khay hé so cho tiép nhan

3.3.2.1 Muc dich

- Khay hd so cho tiép nhan gdm cac hd so ¢ trang thai “Cho tiép nhan”. Chuong trinh
cho phép nguoi dung thuc hién cac thao tac sau:
+ Truy van hd so thudc khay ho so chd tiép nhan
+ Xem hd so
+ Xem trang thai ho so
3.3.2.2 Doi twong sir dung
- Khach hang doanh nghiép, t6 chirc sir dung phan mém dich vu cong truc tuyén mic
do 3.
3.3.2.3 Cach thirc sir dung
a.  Truy van ho so thugc Khay hd so cho tiép nhan
- Nguoi dung dang nhap hé thong

- Tai “Menu chire ning” ¢ goc phai man hinh, ngudi dung chon Khay ho se/ Khay
hd so’ cho tiép nhan. Chuong trinh hién thi giao dién nhu sau:

Truy vén cac yéu cau dé nghi giai quyét thi tuc hanh chinh

&Them Q) Tim kiem Trang théi hd so: | Chér igp nhén L
Cdng ty THHH Manulife = 02/06/2015 Thay ddi dia Jiém tru s& chinh, chi nhanh, vin phong dai dién va dia $&m kinh doanh Q A
4 3

Cruydndén wang: | 1 T

- Nguoi dung nhan nat “Tim kiém”, chuong trinh hién thi giao dién:

M3 hé so |

Mgay cip nhat

Q, Tim kiém & Bogua

- Tai giao dién nay nguoi dung thyc hién:



Cuc Tin hoc va Thong ké tai chinh — B$ Tai chinh

Tai liéu hwong dén siv dung

+ Nhap cac tiéu chi tim Kiém.

+ Nhan nat “Tim kiém’, Chuong trinh hién thi danh sach hd so cho tiép nhan
thoa man diéu kién truy van. Néu khong c6 hd so dén nao thoa mén diéu kién
truy van, chuong trinh s& hién thi thong bao “Khéng ¢6 dir liéu”.

+ Nhin nat Bé qua dé dong giao dién Tim hd so

b. Xem hd so
- Tir khay ho so chd tiép nhan, ngudi dung chon Xem tuong tng véi hd so mudn

xem. Giao dién hién thi théng tin hd so di dugc nhap nhu sau

+ Thong tin ho so



Cuc Tin hoc va Thong ké tai chinh — B9 Tai chinh

DFIS Tai liéu hwong dén siv dung

Hé ser ding ky Sira di, bd sung gidy phép thanh ldp va hoat déng coa doanh nghiép bao hiém,
doanh nghiép méi gidi bao hiém

# Thidng tin hé sor M dung sira AL b4 sung K= hdsy dnh Em

Loai ho s
& Nhan g @ PniNnanihg D Mg @ wan phong da dén nude ngodl 131 visl nam
M&i dung ho so* == Liyra chon hii fye hanh chinh == v

Gidy chirng nhin didng ky kinh doanh / dau tw

54 gidy chimg nhdn 100111105 Ngay cip:* 01052015
EHKDE

Gidy phép thanh lip va hoatdéng
54 gldy phép !hanh 13p Migay ot

vahagtdgng: *
Coquan cip:

Théng tin doanh nghiép

Loa hinh: * Cang ty t&ch nhigém hilu han md4 thanh visn ¥
Tén doanh nghep: * Caing ty THHH Manuiil:
Tén giao digh-
Tan vt dt M armilfe
Tén Béng Anh: M amuirtz
Mgay thanh Lp: Mgy dang iy kinh
daanit
Ngay bd1ddu hoat ddng: WEin déu B hodc win
[ Tl 1
Try =& chinh: * 5401, L2 Phyng Hidu, Phudmg Trang TEn, quan Hoan KEm, Ha NG
Tinn / Thanh phd: * Thanh phd Ha M ¥ udn /huysn:” oudic 03 ¥ Prutmg) XE =< Lifd chijflz> ¥
2enthaa: 0438253973 Fau: 0438253973 Emal: *
Wensite wn Manuilie oomom

Ngwéd dai dién theo phap luat

GngBa 83ng Thal Hing Chire s * Chl fich ng ddng quir ¥ | 2udcten:” Han Cudc v
B4 CMNDVHY chida: erL3ae Migay oip:” 05052015 Mo cip: Ha N
2Eninoa:” 0855021254 Emall:

Mg nép hi so

Hgwa B &g -* Emalt: *

2s 7% 5 A

O Taomient frang hinh.
Mhap mS dm i

Cang fy 58 Noan 14 cac 1l W l14n quan wa cam k&t chiu trach nEm s phap Iuf w2 Inh chinh xac, fung fye ola donnay va hd
=0 kém heo

I I I

+ Théng tin ndi dung stra doi



Cuc Tin hoc va Thong ké tai chinh — B9 Tai chinh

DFIS ai liéu huong dan si dung

Hé sor dang ky Sira ﬂol bé sung gufp,r phep thanh Iap va hoat dang ctia doanh nghiép bao hlem
doanh nghiép mai gici bao hiém

#Thangin bd so =N dung eiFa O, bb sung ki Fl= b 5 Jinh kém
Ly o *
A
Thing tin ¢hi nhanh, van phéng dai dién
Tan chl nhani: *
2 ol
M dung, phamvi haat
®ng:*
i

T e T

+ Thong tin file dinh kem

Hb so dang ky Sira ddi, bd sung gidy phép thanh lap va hoat déng cla doanh nghiép bao hiém,
doanh nghiép mai gici bao hiem

DDC DDCX .PDF, .BMP, .GIF, .PNG, .JPG, .RAR, .ZIP . Kich thuroc file tai 1én toi da
r p nhén hd so cb thé doc duoc. Tat ¢é cac fife hd suphafd&m‘cquethoac chup tir bang'oc rke
caDcm, Gfaycamkef Gfaygfmﬁ]fea.r, ). T chiic ndp ho sor phéi chiv tréch mhigm hoan toan tnadc phap ludt ve t e cila

A.VEn b3n 32 nghi thay 38 dia §iém d3t tru 5& chinh, chi nhanh, vin phéng dai dign * E

B.\f3n ban chap thudn clia cip co tham quydn hode Quy ché td chire va hoat ddng vé vise thay ddi dia diém dit try s& chinh, chi nhanh, vin phéng dai dién * =
C. B3ng chimg v& quyEn sir dung dia difm d3t try 5& chinh, chi nhanh, vin phong dai dién * =]

D. Ban cam két* =]

E. CMND edia ngurdri ndp hé so

c. Xem trang thai hd so

- Tai giao dién Khay ho so chd tiép nhan, ngudi ding chon Xem trang thai ho so
tuong tng Vi mdi hd so, hé théng hién thi giao dién trang thai hd so nhu sau:



Cuc Tin hoc va Thong ké tai chinh — B9 Tai chinh

DFIS Tai liéu hwong dén siv dung

@, Xemfirang thai ho so

02/06/2015 Mguyén Vdn = Dang trong qua Can bd tiép nhdn datiép  Chd 13nh dao Vu, Cuc phin o
Minh trinh thu Iy nhan ho so cong thu Iy
-
@ Boqus
12/06/2015 03/06/2015 Thay ddi dia dim tru =& chinh, chi nhanh, vin phing Jai dién va da d@ém kinh deanh Q o

4

- Danh sach trang thai hd so bao gdm trang thai khach hang twong tac v6i can bo Bo
tai chinh va cac trang thai B tai chinh cho phép khach hang c6 thé xem duoc.

3.3.2.4 M4t sé luu y

- N/A
3.3.3 Khay ho so tra lai

3.3.3.1 Muc dich

- Khay hé so tra lai gdm danh sach cac hd so do can bo B6 tai chinh tra lai cho khach
hang dé thyc hién b sung, chinh sira hoac tra 1i ho so khong du diéu kién. Chuong
trinh cho phép nguoi dung thuc hién cac thao tac sau:

+ Truy van hd so thudc khay hd so tra lai
+ Xem hd so
+ Xir Iy ho so
3.3.3.2 Doi twong sir dung
- Khach hang doanh nghiép, t6 chirc sir dung phan mém dich vu cong truc tuyén mirc
do 3.
3.3.3.3 Cach thirc sir dung

a.  Truy van ho so thudc khay hé so tra lai
- Nguoi dung dang nhap hé thong

- Tai “Menu chire niing” & goc trai man hinh, ngudi dung chon Khay hd so/ Khay
hd so tra lai. Chuong trinh hién thi giao dién nhu sau:



Cuc Tin hoc va Thong ké tai chinh — B9 Tai chinh

Tai ligu hwong dan sir dung

DFIS

Truy vén céc yéu cdu d& nghi giai quyét thi tuc hanh chinh

—_ s i —_
rang théi hd so: Tré la ¥

&Them 0, Tim kiem

Cdng ty TNHH Manulife 02/06/2015 Thay dbi dia diém tru s& chinh, chi nhanh,

3

Chuyenddn rang: | 1 v

- Nguoi dung nhan nat “Tim kiém”, chuong trinh hién thi giao dién:

M3 hé so |

Mgay cip nhat -

Q, Tim kiém & Bogua

- Tai giao dién nay nguoi dung thuc hién:

+ Nhép cac tiéu chi tim Kiém.

+ Nhéan nat ‘Tim kiém’, Chuong trinh hién thi danh sach ho so tra lai thoa
man diéu kién truy van. Néu khong c6 ho so tra lai nao thoa man diéu kién
truy van, chuong trinh s& hién thi thong bao “Khéng ¢6 dir liéu”.

+ Nhan nat Bé qua dé dong giao dién Tim ho so

b. Xem hd so
- Tu khay ho so tra lai, ngudi ding chon Xem twong tmg véi ho so mubn xem. Giao
dién hién thi thong tin hd so da duogc nhap nhu sau

+ Théng tin ho so



Cuc Tin hoc va Thong ké tai chinh — B9 Tai chinh

DFIS Tai liéu hwong dén siv dung

Hé ser ding ky Sira di, bd sung gidy phép thanh ldp va hoat déng coa doanh nghiép bao hiém,
doanh nghiép méi gidi bao hiém

# Thidng tin hé sor M dung sira AL b4 sung K= hdsy dnh Em

Loai ho s
& Nhan g @ PniNnanihg D Mg @ wan phong da dén nude ngodl 131 visl nam
M&i dung ho so* == Liyra chon hii fye hanh chinh == v

Gidy chirng nhin didng ky kinh doanh / dau tw

54 gidy chimg nhdn 100111105 Ngay cip:* 01052015
EHKDE

Gidy phép thanh lip va hoatdéng
54 gldy phép !hanh 13p Migay ot

vahagtdgng: *
Coquan cip:

Théng tin doanh nghiép

Loa hinh: * Cang ty t&ch nhigém hilu han md4 thanh visn ¥
Tén doanh nghep: * Caing ty THHH Manuiil:
Tén giao digh-
Tan vt dt M armilfe
Tén Béng Anh: M amuirtz
Mgay thanh Lp: Mgy dang iy kinh
daanit
Ngay bd1ddu hoat ddng: WEin déu B hodc win
[ Tl 1
Try =& chinh: * 5401, L2 Phyng Hidu, Phudmg Trang TEn, quan Hoan KEm, Ha NG
Tinn / Thanh phd: * Thanh phd Ha M ¥ udn /huysn:” oudic 03 ¥ Prutmg) XE =< Lifd chijflz> ¥
2enthaa: 0438253973 Fau: 0438253973 Emal: *
Wensite wn Manuilie oomom

Ngwéd dai dién theo phap luat

GngBa 83ng Thal Hing Chire s * Chl fich ng ddng quir ¥ | 2udcten:” Han Cudc v
B4 CMNDVHY chida: erL3ae Migay oip:” 05052015 Mo cip: Ha N
2Eninoa:” 0855021254 Emall:

Mg nép hi so

Hgwa B &g -* Emalt: *

2s 7% 5 A

O Taomient frang hinh.
Mhap mS dm i

Cang fy 58 Noan 14 cac 1l W l14n quan wa cam k&t chiu trach nEm s phap Iuf w2 Inh chinh xac, fung fye ola donnay va hd
=0 kém heo

I I I

+ Théng tin ndi dung stra doi



Cuc Tin hoc va Thong ké tai chinh — B9 Tai chinh

ai liéu hwéng déan sir dung

DFIS
Hé sor dang ky Sira ﬂol bé sung glfD,r phep thanh Iap va hoat dang ctia doanh nghiép bao hl&m
doanh nghiép mai gici bao hiém
& Thang tn b sa =N dung eiFa O, bb sung & Fl2 hé 50 Jinh kem
Ly e
s
Thing tin ¢hi nhanh, van phéng dai dién
Tén chi nhani: *
o enl-
N -1J"I; phamw ozt
&ng:*
A
vt | i |
+ Thong tin file dinh kem
Hb sodang ky Sira ddi, bd sung gidy phép thanh I3p va hoat ddng cla doanh nghiép bao hiém,
doanh nghiép mdi gi¢i bao hiem
# Thing fin hé sor NG dung sira §5i, b sung K File h seedinh kém
File ho so tal lEn phai thude mot frong cac din DOG, DCICX PDF, .BMP, .GIF, .PNG, .JPG, .RAR, .ZIP _ Kich thuoc file fai lén 15 d5
fOMH al fuprng 3 dam bao de nguti Biep nhan ho sor co the doc dugc TaecacacJ'TeJmsa'phafrimcquethoacchupmﬁlangocrke
ca Dm:, Gray camker Grajrgfm threu, ). To choc ndp ho sor phai chiv rac &m : ' At ve C aC ctia ho s
A.\3n bdn & nghi thay 35i dia §i€m d3t tru s& chinh, chi nhanh, vin phong dai dién B
B. Vin b3n chdp thudn cla cip oo thim quy&n hodc Quy ché td chire v hoat 33ng vé vide thay 38i dia §iém d3t tru s& chinh, chi nhanh, vin phéng dai dign * =]
C. Bing chirng vé quy&n sir dung dia diém d3t tru 5& chinh, chi nhanh, vin phéng dai dién B
D. Bin cam kit *

E. CMND ¢da ngudi ndp hd so

c. Xilyho so
- Tai giao dién Khay hd so tra lai, ngudi dung chon hd so can xu Iy trén ludi

- Nhan nuat xir ly S trén ludi, chuong trinh hién thi giao dién thong tin hé so.

- Tai giao dién nay nguoi dung co thé sta lai thong tin hd so luu lai hoic giri hd so
cho tiép nhan.



e Cuc Tin hoc va Thong ké tai chinh — B9 Tai chinh
DFIS Tai liéu hwong dén siv dung

3.3.3.4 M4t sé luu y

- N/A
3.3.4 Khay hé so dang trong qua trinh thu 1y

3.3.4.1 Muc dich

- Hb so dang trong qué trinh thy 1y bao gdm cac hd so di duoc tiép nhan va dang
dugc can bo B9 tai chinh thu 1y. Chuong trinh cho phép ngudi dung thuc hién cac
thao tac sau:

+ Truy van ho so thuoc khay hd so dang trong qua trinh thy 1y
+ Xem ho so
+ Xem trang thai xtr Iy ciia hd so
3.3.4.2 Doi twong sir dung
- Khach hang doanh nghiép, t6 chuc sir dung dich vy cong truc tuyén muc do 3.

3.3.4.3 Cach thirc sir dung

a.  Truy van ho so thudc Ho so dang trong qua trinh thu ly
- Nguoi dung dang nhap hé thong
- Tai “Menu chire niing” & goc trai man hinh, ngudi dung chon Khay ho so/ Khay
hd so dang trong qua trinh thu ly. Chuong trinh hién thi giao dién nhu sau:

Truy vén cac yéu cau dé nghi giai quyét thi tuc hanh chinh

EThém Q, Tim kiém Trang thai ho so: | Bang trong qus trinh th
Cdng ty TNHH Manulife = 0409115000095  02/06/2015 02/06/2015 03062015 Thay ddi dia diém try s& chinh, chi

3

- Nguoi dung nhan nat “Tim kiém” | chuong trinh hién thi giao dién:

M3 hé sor: |

Mgay cdp nhat

Q, Tim kifm @ Bdqua

- Tai giao dién nay nguoi dung thuc hién:



Cuc Tin hoc va Thong ké tai chinh — B$ Tai chinh

Tai liéu hwong dén siv dung

+ Nhap cac tiéu chi tim Kiém.

+ Nhan nat “Tim Kiém’, Chuong trinh hién thi danh sach hd so dang trong qua
trinh thu 1y lai thoa mén diéu kién truy van. Néu khong c6 hd so nao thoa
mén diéu kién truy van, chuong trinh s& hién thi thong bao “Khéng c6 dir
liéu”.

+ Nhin nat Bé qua dé dong giao dién Tim hd so

b. Xem ho so
- Tir khay hd so dang trong qua trinh thu 1y, ngudi ding chon Xem twong tmg véi hd

so mudn xem. Giao di€n hién thi thong tin ho so da dugc nhap nhu sau

+ Théng tin ho so



Cuc Tin hoc va Thong ké tai chinh — B9 Tai chinh

DFIS Tai liéu hwong dén siv dung

Hé ser ding ky Sira di, bd sung gidy phép thanh ldp va hoat déng coa doanh nghiép bao hiém,
doanh nghiép méi gidi bao hiém

# Thidng tin hé sor M dung sira AL b4 sung K= hdsy dnh Em

Loai ho s
& Nhan g @ PniNnanihg D Mg @ wan phong da dén nude ngodl 131 visl nam
M&i dung ho so* == Liyra chon hii fye hanh chinh == v

Gidy chirng nhin didng ky kinh doanh / dau tw

54 gidy chimg nhdn 100111105 Ngay cip:* 01052015
EHKDE

Gidy phép thanh lip va hoatdéng
54 gldy phép !hanh 13p Migay ot

vahagtdgng: *
Coquan cip:

Théng tin doanh nghiép

Loa hinh: * Cang ty t&ch nhigém hilu han md4 thanh visn ¥
Tén doanh nghep: * Caing ty THHH Manuiil:
Tén giao digh-
Tan vt dt M armilfe
Tén Béng Anh: M amuirtz
Mgay thanh Lp: Mgy dang iy kinh
daanit
Ngay bd1ddu hoat ddng: WEin déu B hodc win
[ Tl 1
Try =& chinh: * 5401, L2 Phyng Hidu, Phudmg Trang TEn, quan Hoan KEm, Ha NG
Tinn / Thanh phd: * Thanh phd Ha M ¥ udn /huysn:” oudic 03 ¥ Prutmg) XE =< Lifd chijflz> ¥
2enthaa: 0438253973 Fau: 0438253973 Emal: *
Wensite wn Manuilie oomom

Ngwéd dai dién theo phap luat

GngBa 83ng Thal Hing Chire s * Chl fich ng ddng quir ¥ | 2udcten:” Han Cudc v
B4 CMNDVHY chida: erL3ae Migay oip:” 05052015 Mo cip: Ha N
2Eninoa:” 0855021254 Emall:

Mg nép hi so

Hgwa B &g -* Emalt: *

2s 7% 5 A

O Taomient frang hinh.
Mhap mS dm i

Cang fy 58 Noan 14 cac 1l W l14n quan wa cam k&t chiu trach nEm s phap Iuf w2 Inh chinh xac, fung fye ola donnay va hd
=0 kém heo

I I I

+ Théng tin ndi dung stra doi



Cuc Tin hoc va Thong ké tai chinh — B9 Tai chinh

ai liéu hwéng déan sir dung

C.

DFIS
Hé sor dang ky Sira ﬂol bé sung glfD,r phep thanh Iap va hoat dang ctia doanh nghiép bao hl&m
doanh nghiép mai gici bao hiém
& Thang tn b sa =N dung eiFa O, bb sung & Fl2 hé 50 Jinh kem
Ly e
A
Thing tin ¢hi nhanh, van phéng dai dién
Tén chi nhani: *
o enl-
N -1J"I; phamw ozt
&ng:*
s
i
+ Thong tin file dinh kem
Hb so dang ky Sira ddi, bd sung gidy phép thanh lap va hoat déng cla doanh nghiép bao hiém,
doanh nghiép mai gici bao hiem
# Thang fin ho sor 3 M5i dung sira ddi, bd sung K File ho sordinh kim
File ho sor tai IEn phal thubc mit trong cac din DO, DDCX .PDF, .BMP, .GIF, .PNG, .JPG, .RAR, .ZIP . Kich thuroc file tai 1én toi da
fOMH 3i d8m bdo dé nguidyi tiép nhén ho sor cb thé doc duoc. Tat cé cac fife hosuphafd&m‘cquethoac chup m‘bangoc rke

caDmL Gfaycamkef Gfaygfmﬁ]fea.r, ). To chi ndp ho sor phai chiv fréc & oan toan inadc pha gt ve t

T o P ST R, O T T SE e om e,
B. Van ban chap thuadn cla cap co tham quyen hoae Quy che to chire wa hoat ddng ve viée thay doi dia diem dat tru s& chinh, chi nhanh, van phang dai dié

g =a s mE s s e e
A.\an ban J& nghi thay J0i dia diem d3t tru 5& chinh, chi nhanh, van phong dai dién

D D @D O

E. CMND edia ngurdri ndp hé so

Xem trang thai xir Iy ciia ho so

- Tai giao dién Hd so dang trong qua trinh xir Iy, ngudi dung chon ho so can xir Iy
trén ludi

Nhan nat xem trang thai hd so . © | twong (ng véi ting hd so, chuong trinh hién

thi trang thai da xir 1y cua ho so nhu sau




Cuc Tin hoc va Thong ké tai chinh — B9 Tai chinh

DFIS Tai liéu hwong dén siv dung

@, Xemfirang thai ho so

02/06/2015 Mguyén Vdn = Dang trong qua Can bd tiép nhdn datiép  Chd 13nh dao Vu, Cuc phin o
Minh trinh thu Iy nhan ho so cong thu Iy
-
@ Boqus
12/06/2015 03/06/2015 Thay ddi dia dim tru =& chinh, chi nhanh, vin phing Jai dién va da d@ém kinh deanh Q o

4

- Tai giao dién nay, ngudi dung chon Bé qua dé dong danh sach trang thai cua hd so
va tré vé Danh sach ho so.

3.3.4.4 Mgt sé luu y
3.3.5 Khay ho so di phé duyét
3.3.5.1 Muc dich

- H0 so da phé duyét bao gom céc ho so da dugc can bo B tai chinh phé duyét thu
tuc hanh chinh, cho hoan thién va tra két qua cho khach hang. Chuong trinh cho
phép nguoi dung thuc hién cac thao tac sau:

+ Truy van hd so thudc khay hd so da phé duyét
+ Xem ho so
+ Xem trang thai xtr Iy ctia hd so

3.3.5.2 Doi twong sir dung

- Khach hang doanh nghiép, t6 chuc sir dung dich vu cong truc tuyén muc do 3.

3.3.5.3 Cach thirc sir dung

a.  Truy van ho so thudc Ho so' da phé duyét
- Nguoi dung diang nhap hé thong

- Tai “Menu chirc niing” & goc trai man hinh, ngudi dung chon Khay ho so/ Khay
hd so' dd phé duyét. Chuong trinh hién thi giao dién nhu sau:



Cuc Tin hoc va Thong ké tai chinh — B9 Tai chinh

Tai ligu hwong dan sir dung

DFIS

Truy vén céc yéu ciu dé& nghi giai quyét thii tuc hanh chinh

— ! o
rang thai ho so: | Ba phe duyet

& Thém Q) Tim kiem

Cdng ty TNHH Manulife = 0409115000095 02/06/2015 02/06/2015 03/06/2015 Thay di dia diém tru =& chinh, chii

3

Chuysn dén Frang: | 1 L

- Ngudi dung nhan nat “Tim kiém” , chuong trinh hién thi giao dién:

M3 hé so |

Mgay cip nhat -

Q, Tim kiém & Bogua

- Tai giao dién nay nguoi dung thuc hién:

+ Nhép cac tiéu chi tim Kiém.

+ Nhan nat “Tim kiém’, Chuong trinh hién thi danh sach ho so da phé duyét
thoa man diéu kién truy van. Néu khong c6 ho so nao thoa mén diéu kién
truy van, chuong trinh s& hién thi thong bao “Khéng ¢6 dir liéu”.

+ Nhan nat Bé qua dé dong giao dién Tim ho so

b. Xem hd so
- Tirkhay ho so dd phé duyét, ngudi dung chon Xem twong tmg v6i hd so mudn xem.
Giao dién hién thi thong tin ho so da duoc nhap nhu sau

+ Thoéng tin ho so



Cuc Tin hoc va Thong ké tai chinh — B9 Tai chinh

DFIS Tai liéu hwong dén siv dung

Hé ser ding ky Sira di, bd sung gidy phép thanh ldp va hoat déng coa doanh nghiép bao hiém,
doanh nghiép méi gidi bao hiém

# Thidng tin hé sor M dung sira AL b4 sung K= hdsy dnh Em

Loai ho s
& Nhan g @ PniNnanihg D Mg @ wan phong da dén nude ngodl 131 visl nam
M&i dung ho so* == Liyra chon hii fye hanh chinh == v

Gidy chirng nhin didng ky kinh doanh / dau tw

54 gidy chimg nhdn 100111105 Ngay cip:* 01052015
EHKDE

Gidy phép thanh lip va hoatdéng
54 gldy phép !hanh 13p Migay ot

vahagtdgng: *
Coquan cip:

Théng tin doanh nghiép

Loa hinh: * Cang ty t&ch nhigém hilu han md4 thanh visn ¥
Tén doanh nghep: * Caing ty THHH Manuiil:
Tén giao digh-
Tan vt dt M armilfe
Tén Béng Anh: M amuirtz
Mgay thanh Lp: Mgy dang iy kinh
daanit
Ngay bd1ddu hoat ddng: WEin déu B hodc win
[ Tl 1
Try =& chinh: * 5401, L2 Phyng Hidu, Phudmg Trang TEn, quan Hoan KEm, Ha NG
Tinn / Thanh phd: * Thanh phd Ha M ¥ udn /huysn:” oudic 03 ¥ Prutmg) XE =< Lifd chijflz> ¥
2enthaa: 0438253973 Fau: 0438253973 Emal: *
Wensite wn Manuilie oomom

Ngwéd dai dién theo phap luat

GngBa 83ng Thal Hing Chire s * Chl fich ng ddng quir ¥ | 2udcten:” Han Cudc v
B4 CMNDVHY chida: erL3ae Migay oip:” 05052015 Mo cip: Ha N
2Eninoa:” 0855021254 Emall:

Mg nép hi so

Hgwa B &g -* Emalt: *

2s 7% 5 A

O Taomient frang hinh.
Mhap mS dm i

Cang fy 58 Noan 14 cac 1l W l14n quan wa cam k&t chiu trach nEm s phap Iuf w2 Inh chinh xac, fung fye ola donnay va hd
=0 kém heo

I I I

+ Théng tin ndi dung stra doi



Cuc Tin hoc va Thong ké tai chinh — B9 Tai chinh

ai liéu hwéng déan sir dung

DFIS
Hé sor dang ky Sira ﬂol bé sung glfD,r phep thanh Iap va hoat dang ctia doanh nghiép bao hlem
doanh nghiép mai gici bao hiém
& Thang tn b sa =N dung eiFa O, bb sung & Fl2 hé 50 Jinh kem
Ly da:*
s
Thing tin ¢hi nhanh, van phéng dai dién
Tén chi nhani: *
2 ol
N -jJ"I; phamw ozt
®ng:*
A
ourn
+ Thong tin file dinh kem
Hb so dang ky Sira ddi, bd sung gidy phép thanh lap va hoat déng cla doanh nghiép bao hiém,
doanh nghiép mai gici bao hiem
# Thang fin ho sor 3 M5i dung sira ddi, bd sung K File ho sordinh kim
File 1 5o i Jén phd thuéc mbt trang céc din .DOC, .DOCX, .PDF, .BMP, .GIF, .PNG, .JPG, .RAR, .ZIP ich thuce file 3/ 140 15 ds
.FO'HH . .' .'.' - .' R -

i tigp nhan ho so oo thé doc duoc. Ta cd cac fife hosuphafd&m‘cquethoac chup m‘bangoc rke

caDmL Gfaycamkef Gfaygfmﬁ]fea.r, ). To chic ndp ho sor phéi chiv fréch mhigm hodn toan tnadc pha gt ve t

T S AP v e o s .. P SE e om e,
B. Van ban chap thuadn cla cap co tham quyen hoae Quy che to chire wa hoat ddng ve viée thay doi dia diem dat tru s& chinh, chi nhanh, van phang dai dié

g =a s mE s s e e
A.\an ban J& nghi thay J0i dia diem d3t tru 5& chinh, chi nhanh, van phong dai dién

~ ok . 3 x s B oowl A s 2 = .
C. Bang chirng ve quyén sir dung dia diem d3t tru 5& chinh, chi nhanh, van phong dai dién

I @ @ m

D. Ban cam ket *

E. CMND edia ngurdri ndp hé so

C. Xem trang thai xir Iy ciia hd so

- Tai giao dién Ho so da phé duyét, nguoi dung chon hd so can xit Iy trén luéi

- Nhan nat xem trang thai hd so | © | twong tng véi tirng hd so, chwong trinh hién
thi trang thai da xir 1y cua ho so nhu sau




Cuc Tin hoc va Thong ké tai chinh — B9 Tai chinh

DFIS Tai liéu hwong dén siv dung

@, Xemfirang thai ho so

02/06/2015 Mguyén Vdn = Dang trong qua Can bd tiép nhdn datiép  Chd 13nh dao Vu, Cuc phin o
Minh trinh thu Iy nhan ho so cong thu Iy
-
@ Boqus
12/06/2015 03/06/2015 Thay ddi dia dim tru =& chinh, chi nhanh, vin phing Jai dién va da d@ém kinh deanh Q o

4

- Tai giao dién nay, ngudi dung chon Bé qua dé dong danh sach trang thai cua hd so
va tré vé Danh sach ho so.

3.3.5.4 Mgt sé luu y
3.3.6 Khay ho so di tra két qua
3.3.6.1 Muc dich
- Hb so di tra két qua bao gom cac hod so da hoan thanh qua trinh thy 1y va da tra két
qua cho khach hang. Chuong trinh cho phép nguoi dung thuc hién cac thao tac sau:
+ Truy véan hé so thuoc khay ho so da tra lai
+ Xem hd so
+ Xem trang thai xtr Iy cia ho so
3.3.6.2 Doi twong sir dung
- Khach hang doanh nghiép, t6 chuc sir dung dich vu cong truc tuyén muc do 3.
3.3.6.3 Cdch thirc sir dung
a. Truy van ho so thudc Ho so da tra két qua
- Nguoi dung diang nhap hé thong

- Tai “Menu chire niing” & goc trai man hinh, ngudi dung chon Khay ho so/ Khay
ho so' da tra két qua. Chuong trinh hién thi giao dién nhu sau:

Truy vén céc y&u cdu dé nghj giai quyét thi tuc hanh chinh

GThém Q, Tim kiém Trang tha hd sor: | D& trd két qus T
Cdng ty TMHH Manulife | 0409115000095 02/06/2015 02/06/2015 03/06/2015 Thay d6i dia diém try s& chinh, chi

2

Chuydn dén wang: | 1 L



Cuc Tin hoc va Thong ké tai chinh — B9 Tai chinh

Tai ligu hwong dan sir dung

DFIS

- Nguoi dung nhan nat “Tim kiém” , chuong trinh hién thi giao dién:

M3 hé sor: |

Mgay cdp nhat

Q, Tim kifm @ Bdqua

- Tai giao dién nay nguoi dung thuc hién:

+ Nhap céc tiéu chi tim kiém.

+ Nhén nat “Tim kiém’, Chuong trinh hién thi danh sach hd so da tra két qua
thoa man diéu kién truy van. Néu khong c6 hd so nao thoa mén diéu kién
truy van, chuong trinh s& hién thi thong bao “Khéng ¢6 dir li¢u”.

+ Nhén nut Bé qua dé dong giao dién Tim hd so

b. Xem hd so
- Tur khay ho so tra két qua, ngudi dung chon Xem twong tng v6i hd so muén xem.
Giao dién hién thi thong tin ho so di duoc nhap nhu sau

+ Théng tin ho so



Cuc Tin hoc va Thong ké tai chinh — B9 Tai chinh

DFIS Tai liéu hwong dén siv dung

Hé ser ding ky Sira di, bd sung gidy phép thanh ldp va hoat déng coa doanh nghiép bao hiém,
doanh nghiép méi gidi bao hiém

# Thidng tin hé sor M dung sira AL b4 sung K= hdsy dnh Em

Loai ho s
& Nhan g @ PniNnanihg D Mg @ wan phong da dén nude ngodl 131 visl nam
M&i dung ho so* == Liyra chon hii fye hanh chinh == v

Gidy chirng nhin didng ky kinh doanh / dau tw

54 gidy chimg nhdn 100111105 Ngay cip:* 01052015
EHKDE

Gidy phép thanh lip va hoatdéng
54 gldy phép !hanh 13p Migay ot

vahagtdgng: *
Coquan cip:

Théng tin doanh nghiép

Loa hinh: * Cang ty t&ch nhigém hilu han md4 thanh visn ¥
Tén doanh nghep: * Caing ty THHH Manuiil:
Tén giao digh-
Tan vt dt M armilfe
Tén Béng Anh: M amuirtz
Mgay thanh Lp: Mgy dang iy kinh
daanit
Ngay bd1ddu hoat ddng: WEin déu B hodc win
[ Tl 1
Try =& chinh: * 5401, L2 Phyng Hidu, Phudmg Trang TEn, quan Hoan KEm, Ha NG
Tinn / Thanh phd: * Thanh phd Ha M ¥ udn /huysn:” oudic 03 ¥ Prutmg) XE =< Lifd chijflz> ¥
2enthaa: 0438253973 Fau: 0438253973 Emal: *
Wensite wn Manuilie oomom

Ngwéd dai dién theo phap luat

GngBa 83ng Thal Hing Chire s * Chl fich ng ddng quir ¥ | 2udcten:” Han Cudc v
B4 CMNDVHY chida: erL3ae Migay oip:” 05052015 Mo cip: Ha N
2Eninoa:” 0855021254 Emall:

Mg nép hi so

Hgwa B &g -* Emalt: *

2s 7% 5 A

O Taomient frang hinh.
Mhap mS dm i

Cang fy 58 Noan 14 cac 1l W l14n quan wa cam k&t chiu trach nEm s phap Iuf w2 Inh chinh xac, fung fye ola donnay va hd
=0 kém heo

I I I

+ Théng tin ndi dung stra doi



Cuc Tin hoc va Thong ké tai chinh — B9 Tai chinh

ai liéu hwéng déan sir dung

DFIS
Hé sor dang ky Sira ﬂol bé sung glfD,r phep thanh Iap va hoat dang ctia doanh nghiép bao hlem
doanh nghiép mai gici bao hiém
& Thang tn b sa =N dung eiFa O, bb sung & Fl2 hé 50 Jinh kem
Ly da:*
s
Thing tin ¢hi nhanh, van phéng dai dién
Tén chi nhani: *
2 ol
N -jJ"I; phamw ozt
®ng:*
A
ourn
+ Thong tin file dinh kem
Hb so dang ky Sira ddi, bd sung gidy phép thanh lap va hoat déng cla doanh nghiép bao hiém,
doanh nghiép mai gici bao hiem
# Thang fin ho sor 3 M5i dung sira ddi, bd sung K File ho sordinh kim
File 1 5o i Jén phd thuéc mbt trang céc din .DOC, .DOCX, .PDF, .BMP, .GIF, .PNG, .JPG, .RAR, .ZIP ich thuce file 3/ 140 15 ds
.FO'HH . .' .'.' - .' R -

i tigp nhan ho so oo thé doc duoc. Ta cd cac fife hosuphafd&m‘cquethoac chup m‘bangoc rke

caDmL Gfaycamkef Gfaygfmﬁ]fea.r, ). To chic ndp ho sor phéi chiv fréch mhigm hodn toan tnadc pha gt ve t

T S AP v e o s .. P SE e om e,
B. Van ban chap thuadn cla cap co tham quyen hoae Quy che to chire wa hoat ddng ve viée thay doi dia diem dat tru s& chinh, chi nhanh, van phang dai dié

g =a s mE s s e e
A.\an ban J& nghi thay J0i dia diem d3t tru 5& chinh, chi nhanh, van phong dai dién

~ ok . 3 x s B oowl A s 2 = .
C. Bang chirng ve quyén sir dung dia diem d3t tru 5& chinh, chi nhanh, van phong dai dién

I @ @ m

D. Ban cam ket *

E. CMND edia ngurdri ndp hé so

C. Xem trang thai xir Iy ciia hd so

- Tai giao dién Ho so da tra két qua, ngudi ding chon ho so can xir Iy trén ludi

- Nhan nat xem trang thai hd so | © | twong tng véi tirng hd so, chwong trinh hién
thi trang thai da xir 1y cua ho so nhu sau




Cuc Tin hoc va Thong ké tai chinh — B9 Tai chinh

DFIS Tai liéu hwong dén siv dung

@, Xemfirang thai ho so

02/06/2015 Mguyén Vdn = Dang trong qua Can bd tiép nhdn datiép  Chd 13nh dao Vu, Cuc phin o
Minh trinh thu Iy nhan ho so cong thu Iy
-
@ Boqus
12/06/2015 03/06/2015 Thay ddi dia dim tru =& chinh, chi nhanh, vin phing Jai dién va da d@ém kinh deanh Q o

4

- Tai giao dién nay, ngudi dung chon Bé qua dé dong danh sach trang thai cua hd so
va tré vé Danh sach ho so.

3.3.6.4 M4t sé luu y

3.4 Dang ky va xir ly thi tuc hanh chinh
3.4.1 Ping ky sira doi bo sung gidy phép thanh lap va hoat dong ciia doanh nghiép
bao hiém, doanh nghiép mdi giéi bao hiém
3.4.1.1 Muc dich
- Cho phép ngudi dung ding ky thi tuc hanh chinh trén phan mém dich vu cong truc
tuyén mic do 3 sau khi khach hang da c6 tai khoan.

3.4.1.2 Doi twong sir dung

- Khéch hang Doanh nghiép, t6 chic sir dung dich vu cong truc tuyén mic do 3.
3.4.1.3 Cach thirc sir dung

- Nguoi dung dang nhap bang user doanh nghiép, to chtrc da duoc tao trong hé thong,
chuong trinh hién thi giao dién nhu sau



e Cuc Tin hoc va Thong ké tai chinh — B9 Tai chinh
DFIS

Tai ligu hwong dan sir dung

Eﬂ HE THONG DICH VU CONG TRUC TUYEN

.’4\ BQ TAI CHINH .,r"t
: ol

Trang chi Gic thigu Hai dap Thu tue hanh chinh Nhip yéu cau

BE Thing bac ir BS i chinh (2) 8, Tra ciru trang thii hi sor B® Khay hé so #  Théng tin t3i khodn

Céc thi tuc hanh chinh cla céc cor quan B& Tai Chinh dwee cung cdp dwdi dang dich vu céng mikc 46 3 gbm co:

Linh vurc quan ly gia:

w B Bang ky

P . )
W 1. Cap giay chi xanh dich wu tham dinh gia

B Cdo lsi il e hAn A% Al na fhEo g s
« B. Cap lai gidy chirng nhan dd dieu kién kinh doanh dich vu tham dinh gid

Linh vwc ché dé ké todn va kiém todn:

. l . = - ®
S2CI Kiem ioan wen nann mghe

] . ~ . = ' . . -
doanh dich wu kiém todn cho Chi nhanh doanh nghiép kiem todn mrde ngodi ta
cho Cong ty TNHH, céng ty hop danh va doanh nghiép ter nhan

Tir giao dién nay ngudi dung chon thi tuc hanh chinh mudn giai quyét. Giao dién Thu tuc
stra d6i bo sung gidy phép thanh 1ap va hoat dong cua doanh nghiép bao hiém, doanh
nghiép moi gi¢i bao hiém hién thi nhu sau

+ Thong tin ho so
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DFIS Tai liéu hwong dén siv dung

Hé ser ding ky Sira di, bd sung gidy phép thanh ldp va hoat déng coa doanh nghiép bao hiém,
doanh nghiép méi gidi bao hiém

# Thidng tin hé sor M dung sira AL b4 sung K= hdsy dnh Em

Loai ho s
& Nhan g @ PniNnanihg D Mg @ wan phong da dén nude ngodl 131 visl nam
M&i dung ho so* == Liyra chon hii fye hanh chinh == v

Gidy chirng nhin didng ky kinh doanh / dau tw

54 gidy chimg nhdn 100111105 Ngay cip:* 01052015
EHKDE

Gidy phép thanh lip va hoatdéng
54 gldy phép !hanh 13p Migay ot

vahagtdgng: *
Coquan cip:

Théng tin doanh nghiép

Loa hinh: * Cang ty t&ch nhigém hilu han md4 thanh visn ¥
Tén doanh nghep: * Caing ty THHH Manuiil:
Tén giao digh-
Tan vt dt M armilfe
Tén Béng Anh: M amuirtz
Mgay thanh Lp: Mgy dang iy kinh
daanit
Ngay bd1ddu hoat ddng: WEin déu B hodc win
[ Tl 1
Try =& chinh: * 5401, L2 Phyng Hidu, Phudmg Trang TEn, quan Hoan KEm, Ha NG
Tinn / Thanh phd: * Thanh phd Ha M ¥ udn /huysn:” oudic 03 ¥ Prutmg) XE =< Lifd chijflz> ¥
2enthaa: 0438253973 Fau: 0438253973 Emal: *
Wensite wn Manuilie oomom

Ngwéd dai dién theo phap luat

GngBa 83ng Thal Hing Chire s * Chl fich ng ddng quir ¥ | 2udcten:” Han Cudc v
B4 CMNDVHY chida: erL3ae Migay oip:” 05052015 Mo cip: Ha N
2Eninoa:” 0855021254 Emall:

Mg nép hi so

Hgwa B &g -* Emalt: *

2s 7% 5 A

O Taomient frang hinh.
Mhap mS dm i

Cang fy 58 Noan 14 cac 1l W l14n quan wa cam k&t chiu trach nEm s phap Iuf w2 Inh chinh xac, fung fye ola donnay va hd
=0 kém heo

I I I

+ Thong tin ndi dung stra doi bo sung
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DFIS ai liéu huong dan si dung

Hé sor dang ky Sira ﬂol bé sung glfD,r phep thanh Iap va hoat dang ctia doanh nghiép bao hlem
doanh nghiép mai gici bao hiém

A Thang in b sa =N dung eiFa O, bb sung & Fl2 hé 50 Jinh kem
Ly o "
s
Thing tin ¢hi nhanh, van phéng dai dién
Tén chi nhani: *
2 ol
N jJ"I;E"Ia'T\. haatl
Fing:*
A
=
+ Thong tin file dinh kem (Hién thi phu thudc vao Loai hinh stra do1 b6 sung)
Hb sordang ky Stra dbi, bd sung gidy phép thanh Iap va hoat ddng cla doanh nghiép bao hiém,
doanh nghiép mai gici bao hiem
# Théng fin hi sor % MNSi dung sira 35i, bé sung K File hd serdinh kiém
File hd so 15 lén phai thubc mt frong céc din .DOC, .DOCX, .PDF, .BMP, .GIF, .PNG, .JPG, .RAR, .ZIP _Kich thue file ti n 14 da
'FIDMEI i G5 :

g phai dam tigp nhén hé so cd thé doc duoe. TH cd ede ﬂe.’msuphafn‘imquethoac chup re.rbangocfke
caDm:, Gfaycamket Graygrm'ﬂ]re:.r, ). To chic nop ho so phéi chiv réch nhiém hoan todn trdc phap ludt vé f " ]

A.WEn bin 32 nghi 35i #n doanh nghip, chinhanh * Khéng 6 t.. Juge chon

B. \&n bdn chép thudn cda cip o6 thim quyén hode Quy ché 6 chire va hoat ddng v& vige 35i n doanh nghigp, chi Khéng b t...Juoc chon
nhdnh *

C. Ban cam két* Kh:':ng co t...duwgc chon

D. CMND oda ngudi ndp hé sor Khéng ¢ t...Jugc chon

e [ i [ e

- Tu giao dién nhap thi tuc hanh chinh nhu trén, ngudi ding nhap day di thong tin
va file dinh kém. Sau khi nhap thong tin ngudi ding cé thé chon xtr Iy hd so theo
mong muébn (Tham chiéu muc 3.4.2 — Xi 1y hd so)

3.4.1.4 Mt sé luu y
3.4.2 Xirly ho so
3.4.2.1 Tam lwu

a. Muc dich



e Cuc Tin hoc va Thong ké tai chinh — B$ Tai chinh
DFIS

Tai liéu hwong dén siv dung

- Cho phép ngudi dung luu lai hd so chua hoan thanh viéc nhap thong tin dé c6 thé
nhap tiép sau.

b. Doi tweng sir dung
- Khéch hang doanh nghiép, té chtc sir dung dich vu cong truc tuyén mirc do 3.
c. Cach thirc sir dung

- Tirgiao dién nhap thong tin ho so, ngudi dung chon Tam lwu. Khi d6 hd so s& duoc
lru vao Khay ho so tam luu va ngudi dung c6 thé chon dé tiép tuc stra, hoan thién
hd so.

d. Motsdlweuy
3.4.2.2 Giri ho so

a. Muc dich

- Cho phép ngudi dung giri cac hd so da hoan thanh dén Bo tai chinh dé giai quyét
tht tuc hanh chinh.

b. Poi twong Sir dung
- Khéch hang doanh nghiép, té chtc sir dung dich vu cong truc tuyén mic do 3.
c. Cach thirc sir dung

- T giao dién nhap thong tin hd so, ngudi ding chon Giri hd so. Khi d6 ho so s&
duoc giri dén cong thong tin cua Bo tai chinh dé thyc hién xir 1y.

- Nguoi dung c6 thé xem lai ho so da duoc gui tai Khay ho so cho tiép nhan dé xem
thong tin ho so da gui.
d. Mbotsoluwuy

3.4.2.3 Bé sung hé so dwgc yéu ciu

a. Muc dich

- Cho phép nguoi dung sira d6i, bo sung hd so va gui lai B tai chinh ddi voi cac ho
so duoc can bo Bo tai chinh yéu cau stra d6i, bo sung khi c6 thiéu sot.

b. Doi twong sir dung
- Khéch hang doanh nghiép, té chtc sir dung dich vu cong truc tuyén mic do 3.
c. Cach thirc sir dung

- Tukhay ho so Tra lai cia khach hang, ngudi dung chon hé so duge yéu cau bo sung
va chon Stra, giao dién hién thi nhu sau

+ Théng tin ho so



Cuc Tin hoc va Thong ké tai chinh — B9 Tai chinh

DFIS Tai liéu hwong dén siv dung

Hé ser ding ky Sira di, bd sung gidy phép thanh ldp va hoat déng coa doanh nghiép bao hiém,
doanh nghiép méi gidi bao hiém

# Thidng tin hé sor M dung sira AL b4 sung K= hdsy dnh Em

Loai ho s
& Nhan g @ PniNnanihg D Mg @ wan phong da dén nude ngodl 131 visl nam
M&i dung ho so* == Liyra chon hii fye hanh chinh == v

Gidy chirng nhin didng ky kinh doanh / dau tw

54 gidy chimg nhdn 100111105 Ngay cip:* 01052015
EHKDE

Gidy phép thanh lip va hoatdéng
54 gldy phép !hanh 13p Migay ot

vahagtdgng: *
Coquan cip:

Théng tin doanh nghiép

Loa hinh: * Cang ty t&ch nhigém hilu han md4 thanh visn ¥
Tén doanh nghep: * Caing ty THHH Manuiil:
Tén giao digh-
Tan vt dt M armilfe
Tén Béng Anh: M amuirtz
Mgay thanh Lp: Mgy dang iy kinh
daanit
Ngay bd1ddu hoat ddng: WEin déu B hodc win
[ Tl 1
Try =& chinh: * 5401, L2 Phyng Hidu, Phudmg Trang TEn, quan Hoan KEm, Ha NG
Tinn / Thanh phd: * Thanh phd Ha M ¥ udn /huysn:” oudic 03 ¥ Prutmg) XE =< Lifd chijflz> ¥
2enthaa: 0438253973 Fau: 0438253973 Emal: *
Wensite wn Manuilie oomom

Ngwéd dai dién theo phap luat

GngBa 83ng Thal Hing Chire s * Chl fich ng ddng quir ¥ | 2udcten:” Han Cudc v
B4 CMNDVHY chida: erL3ae Migay oip:” 05052015 Mo cip: Ha N
2Eninoa:” 0855021254 Emall:

Mg nép hi so

Hgwa B &g -* Emalt: *

2s 7% 5 A

O Taomient frang hinh.
Mhap mS dm i

Cang fy 58 Noan 14 cac 1l W l14n quan wa cam k&t chiu trach nEm s phap Iuf w2 Inh chinh xac, fung fye ola donnay va hd
=0 kém heo

I I I

+ Théng tin ndi dung stra doi
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ai liéu hwéng déan sir dung

DFIS
Hé sor dang ky Sira ﬂol bé sung glfD,r phep thanh Iap va hoat dang ctia doanh nghiép bao hl&m
doanh nghiép mai gici bao hiém
& Thang tn b sa =N dung eiFa O, bb sung & Fl2 hé 50 Jinh kem
Ly e
A
Thing tin ¢hi nhanh, van phéng dai dién
Tén chi nhani: *
o enl-
N -1J"I; phamw ozt
&ng:*
s
i
+ Thong tin file dinh kem
Hb so dang ky Sira ddi, bd sung gidy phép thanh lap va hoat déng cla doanh nghiép bao hiém,
doanh nghiép mai gici bao hiem
# Thang fin ho sor 3 M5i dung sira ddi, bd sung K File ho sordinh kim
File ho sor tai IEn phal thubc mit trong cac din DO, DDCX .PDF, .BMP, .GIF, .PNG, .JPG, .RAR, .ZIP . Kich thuroc file tai 1én toi da
fOMH 3i d8m bdo dé nguidyi tiép nhén ho sor cb thé doc duoc. Tat cé cac fife hosuphafd&m‘cquethoac chup m‘bangoc rke

caDmL Gfaycamkef Gfaygfmﬁ]fea.r, ). To chi ndp ho sor phai chiv fréc & oan toan inadc pha gt ve t

T o P ST R, O T T SE e om e,
B. Van ban chap thuadn cla cap co tham quyen hoae Quy che to chire wa hoat ddng ve viée thay doi dia diem dat tru s& chinh, chi nhanh, van phang dai dié

g =a s mE s s e e
A.\an ban J& nghi thay J0i dia diem d3t tru 5& chinh, chi nhanh, van phong dai dién

D D @D O

E. CMND edia ngurdri ndp hé so

- Tai giao dién nay, nguoi dung sira lai cac thong tin duge yéu cau

+ Nguoi dung chon Luru dé luu ho so lai va tiép tuc bo sung
+ Nguoi ding chon Giri hd so khi d3 hoan thanh viéc bo sung ho so

+ Nguoi dung chon Quay lai dé trd vé danh sach ho so

d. Motsdlwuy
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3.5 Cac chirc nang khac
3.5.1 LAy lai mit khau

3.5.1.1 Muc dich

- Cho phép nguoi dung ldy lai mat khau khi quén mat khau ding nhap vao tai khoan
da dang ky trén phan mém dich vu cong truc tuyén mic do 3

3.5.1.2 Poi twong sir dung
- Khéch hang sir dung phan mém dich vu cong truc tuyén mic do 3.
3.5.1.3 Cach thirc sir dung

- Tutrang chi phan mém Dich vu cong truc tuyén muc do 3, nguoi diung chon Pang
nhap/ LAy lai mat khau, giao dién 14y lai mat khau hién thi nhu sau

L&y lai méat khau dang nhap

Whin mde tham tin 131 khadn A8 v l3i m a3t khdu %3m0 nhio udo ha thana Cae trurdrm thana tin oo dgu * 13 ose tredrma b3t hude oh3i nhin
J._'..'_n:_. gl Tin T Khoan G2 3y 3l mat knal Gandg ninap vad e Thong). L Trunonng Thdng Tin oD dau 13 S Trunding) Dat Ducs: P ap

Théng tin tai khoan

en Tai khogn:

Whip lzi chik trong hinh:

- Tur giao dién nay, ngudi dung nhdp cac thong tin tai khoan dé c6 thé ldy lai mat
khéu va chon Léy lai mat khau.

- Néu cic thong tin nhap dung va du, hé thdng thong bao 1dy lai mat khau thanh cong

+ Sau khi nhan duoc théng bao ngudi ding cé thé check mail da dang ky dé

nhan mat khau moi.
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- Néu thong tin bi nhap sai hoic thiéu, hé thong s& dua ra canh bao va diéu hudng

dé nguoi ding nhap ding thong tin.

3.5.1.4 M4t sé luu y
3.5.2 Thay d6i thong tin tai khoan
3.5.2.1 Muc dich

- Cho phép nguoi ding thay d6i thong tin tai khoan va mat khau cua tai khoan
3.5.2.2 Doi twong sir dung

- Khéch hang sir dung phan mém dich vu cong truc tuyén mac do 3.
3.5.2.3 Cach thirc sir dung

- Turtrang chu phan mém Dich vy cong truc tuyén mirc d6 3, nguoi ding chon Thong
tin tai khoan, giao dién Thong tin tai khoan nhu sau:
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DFIS Tai liéu hwong dén siv dung

Thay d6i thong tin tai khoan str dung dich vu danh cho doanh nghiép té chirc

Céc trwdrng théng tin ¢ diu * 1a cic trirng bat budc phai nhip.

Thing tin chung

Ten DN (Tieng Wigt): * Cong ty TNHH Manulife
Tén DN (Tieng Anh): Manulife
Tén viét tit: Manulife

Bia chitry s& chinh: *

Tinh / Thénh pha: * Tha 5 Ha NG ¥ | Cudn § huyén: * Huyén Cuic Oa ¥ | Phardng F Xa: << Lrra chon »> v

Dia chi giao dich: * frrog Trang Tién, quin Hodn Kigm, Ha N

Tinh / Thanh pha: * - 3 H3 H& ¥ | Qudn / huyén: * Huyén Quéc Oa ¥ | Phuwdng / X3: =< Lira chon == v
Bién thogi: * Fax: 0438253073 Email: * ang-pthé@hipt. com.vn
Viebsite: wiewr Manulife. com.un

Gizy CN BKKD: * 0100111105 g dy cap: * 01/05/2015 T6 chire cap: * S¢r ké hoach dau tr Ha NG
File Gidy CN BKKD: * Khéng co tép nao dugc chon

Bia chingicap: * S ké hoach dau tr Ha NG

Lan thay ddi: Mg dy thay 96i:

Vign digu & Loai hinh deanh nghiép: * Céng ty trach nhiém hin ¥

Thang tin nguri dai dién theo phap ludt

Ho vatén: * Biang Thai Himng Mgdy sinh: * 01052015 Gii tinh: Mam & Ni O
CMIND f H chidu: * erd132 Mg 3y cip: * 05/05/2015 N e * Hi N&

Qe quan: * Binh Cang - Hodng Mai - Ha N&

Tinh [ Thanh pha: * Thanh phd H3 Nai ¥ | Quan / huyén: * Huyén M Birc ¥ | Phardng § X3 << Lwra chon == v
Mevi hardrng i * Biinh Céng - Hoding Mai - Ha N&i

Tinh / Thanh pha: * Thanh pha Hai Phing ¥ | Qudn / huyén: * Huyén Bach Long Vi ¥ | Phuwdng / X3: =< Lira chon == L i
Mo & hién nay: * Binh Cang - Hoding Mai - Ha N&

Tinh [ Thanh pha: * Thanh phd H3 Nai ¥ | Quan / huyén: * Huyén Phii XuyEn ¥ | Phardng § X3 << Lwra chon == v
Bign thoai: * Email: * ang-pthidhipt. com.vn Chire vu: * Chidl tich h&i 36ng quini ¥

Théng tin @i khoan

Tén tdikhodn: ° MENLILIFE
Mitkhdu higntaii |-
Mit khdu: *

Mhap lai mat khau: *

Ky tur bo mét: *

- Tai giao dién nay, ngudi dung stra thong tin/mat khau can thay doi va chon Stra
théng tin. Sau khi luu, hé théng thong bao thanh cong.
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Tai ligu hwong dan sir dung

DFIS

3.5.2.4 M4t s luwu y
3.5.3 Tra ciru thi tuc hanh chinh

3.5.3.1 Muc dich

- Cho phép ngudi dung tra ctru van ban, mau biéu hudng dan thyc hién cac thu tuc
hanh chinh.

3.5.3.2 Doi twong sir dung
- Khach hang str dung dich vu cong.
3.5.3.3 Cach thirc sir dung

- T trang cha caa phan mém dich vy céng truc tuyén muic do 3, ngudi dung chon
Tra ciru huéng dan thuc hién tha tuc hanh chinh theo cac linh vuc quan ly nhu sau

Tra ctru hwérng dan thwe hién tha tuc hanh chinh theo céc linh vie quan Iy

Linh virc ché do ké toan va kiém Linh virc Tai chinh cac ngan hang
toan va to chiFc tai chinh

- Hodc tir menu trén trang chinh nguoi ding c6 thé chon Thu tuc hanh chinh/ Linh
vuc quan 1y, giam sat bao hiém. Giao dién hién thi nhu sau
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DFIS Tai liéu hwong dén siv dung

Tha tuc hanh chinh / Linh vire Quan 1y, giam sat bao hiém

Danh muc thil tuc Tim kiem

Linh vwe Quln iy gia Danh sach cac thi tuc:

Linh vire Quin ly, gidm sat bdo hiém _ _ _ _ _ _ X _
BEng ky chuyén gia tinh todn du phéng nghiép vu va kha néng thanh tean cla deanh nghiép bao hiem phi nhén tho, chi nhanh
nAnGre: ngodi

4

Linh vire Ké todn, Kiém todn

Linh vye Tai chinh ngn hing Gi3i thé doanh nghidp bao hitm
3i thé doanh nghiép bdo hie

Gidi the chi nhanh nude ngodi

B2 nghi phé chuin s3n phim bdo him lién k&t don vi
Phé chusn thay ddi ndi dung churong trinh dio o
Bdng ky 1dm co 54 ddo o daily bio hiém

Phé chusn viéc trién khai s3n phim bao hiém huw tri

B2 nghi phé chusn céc logi phi khac ngesi cae logi phi khau trir t3i khodn bio hiém huru tri

L T e e "

Thay d5i dia chi cia doanh nghiép bao hiém/doanh nghiép tai bao hiém/doanh nghiép mdi gidi bio hiém nurde ngodi

Thay 35i ndi dung hoat 35ng ciia win phong dai dién ciia doanh nghisp bio hidm/doanh nghisp ti bdo hidm/doanh nghidp mai

giri bao hiem munde nigoai

4

Thay 35 Trrdmg Vin phong dai dién tai Vi&t Nam clia doanh nghisp bic hiém nurde ngoai

C3p nhip bd sung danh sich gidng vién d3o tao dai Iy bao hiém
Phé chuan, sira di, bd sung s3n pham bdo hiém nhan tho va s3n phim bio hidm sire khe
Béing ky k& hogeh ddo tao dai ly

Phé chudn chirong trinh dio tao daily bao hiém

n

Thay 35i t&n gei vin phdng dai dié
BS nhiém chuyén gia tinh todn (Appeinted Actuary) cia doanh nghiép bic hiém nhin the

Thay 35i chuyén gia tinh todn (Appointed Actuary) ciia doanh nghiép bio hiém nhin tho

Gia han hoat 3éng ola vin phong

Cham dirt hoat 38ng cda vén phdng

Phé chuin viée dp dung (hodc thay 35i dp dung) phwreng phap trich Ip dy phéng nghidp vu bdo hidm

BiEng ky cic nguyén t3c lién quan quan Iy qui chi hop 35ng, quy chi & hiru cda doanh nghiép bao hiém nhin tho
B2 nghi ap dung (hodic thay d5i) phirong phap phén chia thing dir trong bdo hidm nhan tho

Phé chuin s3n phim bio hiém iEn kt chung

Phé chuin thire hign hoat d5ng d3u tr ra nrdre ngodi

Phé chuin @iéu chinh hoat 35ng d3u tw ra nude ngodi

Phé chudn cham dit hoa!

u twr ra murdee: ngosi

B

ng «

» s P, ] P . -
Be nghi chap thuan wiec dau tr nguon von chi so hiru ra neroe ngoadi

LT T R O T T T O R T O T T T T T A

B0i tén doanh nghiép bae hiém, chinhanh mréc ngodi

- Tur giao dién nay, ngudi ding c6 thé chon thii tuc dé tra ciru. Sau khi chon thi tuc,
hé thdng s& link dén trang hudng dan tha tuc twong tng ctia Bo tai chinh nhu sau



Cuc Tin hoc va Thong ké tai chinh — B9 Tai chinh

DFIS ai liéu huong dan si dung

CONG THONG TIN BIEN TP

BO TAI CHINH

- 5 Wén Hié} thdng vin bdn Hil @ap vé CETC Djch vy Tal chinh

TN B3, 0205/2015 | 17:45:55 g
B TAI CHINH = THU TUC HANH CHINH == LINH VLFC TAI CHINH

B THU TUC HANH CHINH CHUYEN MUC
Bang ky ::huyen gia finh toan dw phnng ngh.lep vu va kha e Lich sir kign
Tén hii tuc hinh chinh nangthanh tnan cua doanh nghlep bao hiem phi nhanthn Ngén sich nhi nuc

chi nhanh nwe&c ngodi

0 Nghién ciru trao doi
Théng tin dau thau

Bliu tiF nitre ngodi

Hoi nhap tai chinh

Cac chwrong trinh, dw an
ODA

1. Doanh nghidép béo higm phi nhan tho, chi nhanh doanh
nghlep bdo higém phi nhén tho nudc ngodi phéi ndp hh so 5ang
- ky v&i Bd Taichinh chuyén gis tinh du phong nghiép vu va kha
Trinh ¥ % P 2
- niang thanh toan cia doanh nghigp.

I I - I

2. Trong théxi han 11 ngn\; ké tir ngéy nhén 5u hé so h::rp &, B
Tai chinh co van ban traé I&i doanh nghlep vé vige -hap thudn
hodic khding uhapthuan nhirng ndi dung trén.

4]

Thid tue hanh chinh
Gop ¥ - Dw thido wan ban
Gop ¥ - Hién ké

Gop § - Phan hai

1. Bonxin Eang ky chuyén gla tinh du phdng nghigép vu va kha Tyr gia hach todn hang
néng thaph t0én cd chd, ky clia Chil feh hodc Tang gidm Joc thang

[Giam Joc) doanh nghiép béo hiém, chi nhanh doanh nghigp Dich vu cong
bdo hiem phi nhéin tho nude ngodi . -

n

- - - Mép hd 5o tructifp
EEELILE - Ho&c giri qua dudng buu Jign

4]

x
Hoso

2 Ban tin nor cdng
2. Viin béing, chirng chi (bén seo cd chimg thure), so yéu i lich Dich vu Tai chinh
cla ngudi du kien dugc bd nhiém lam chuyén gia finh du
phong nghiép vu vé kha néng thanh todn
Sdlugng bd hd so: 01 bd
Théi han giai quyét 11 ngéy 1am vidcké tir ngdy nhén dd hd so hap &
Coguan thuwe hign Cuc Quén I, gidm st bdo hidm - BA Tai chinh
B di trong thwre hign Doanh nghiép bdo hidm phi nhén tho, chi nhénh nude ngodi
Phi, 1€ phi Khéng

3.5.3.4 Mgt s luu y
3.5.4 Tra citu thong tin thu 1y ho so
3.5.4.1 Muc dich

- Cho phép ngudi ding tra ctu thong tin thu 1y hd so da duoc tiép nhan trong hé
thdng.

3.5.4.2 Doi twong sir dung

- Khéch hang sir dung dich vu cong truc tuyén
3.5.4.3 Cach thirc sir dung

- Tai giao dién Trang chu, nguoi dung chon Tra ctru thong tin thu 1y hd so, giao dién
hién thi nhu sau
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BO TAI CHINH in
HE THONG DICH VU CONG TRUC TUYEN

Gidi thidu Héi dap Thii tuc hanh chinh

Tra ctbu thong tin thu Iy hé so

Nhap ma ho so: m

- Nguoi dung nhap Ma hé so can tra ciu, hé thdng sé hién thi ra qua trinh thu Iy cua
hd so twong mg nhur sau

Tra clru théng tin thu Iy hé ser

Mhip ma h so D40 15000075 m

Théng tin hé sc

Tén thil e Biitén doanh nghiép bio hiEm, chinhinh nude nged

Tén chi hoso: Tang cdng ty cb phin Bao hign
Mgay tiép nhén:
Mgay du kién tra kétqua:

Qué trinh thu Iy hé scr

27052015 Bodn Thi Lan D4 phéduyét D3 Iy sb chng vin va thing bao k& qua Chi trd két qud cho
Phurong chokhach hang khiach hang

Q

Chuyédn dén rang: | 1 v

3.5.4.4 Mgt sé luu y

- Nguoi dung can co thong tin can tra ctru hd so nhu M3 hd so
3.5.5 Thong bao tir B tai chinh
3.5.5.1 Muc dich

- Cho phép ngudi dung tra ciru thong tin thong bao tir Bo tai chinh vé thi tuc hanh
chinh dang duogc thu ly.
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3.5.5.2 Doi twong sir dung
- Khéch hang sir dung dich vy cong truc tuyén muc d6 3
3.5.5.3 Cdch thirc sir dung

- Ngudi dung ding nhdp vao chuong trinh bang tai khoan dd duoc cip trén chuong
trinh.

- Tir giao dién Trang chii cia phan mém Dich vu cong truc tuyén mtc do 3, nguoi
dung chon Théng bao tir Bd Tai chinh. Giao dién Danh sich thong béo hién thi
nhu sau:

W Girihdsoméi Bl Théng bio tir B3 i chinh (2) ® Traciru trang thii héso B8 Khayhdso

Danh sach théng bao

© Xda Q Tim kiem

[ | THONG BAD

02/06/2015 Thay d6i dia diém tru s& chinh, chi nhanh, van phong dai dign va da dém kinh i
doanh

02/06/2015 Thay d6i dia diém tru s& chinh, chi nhanh, van phong dai dign va da dém kinh
doanh

1

Chuydndén wang: | 1 L

- Nguoi dung cé thé chon Tim kiém dé thyc hién tim kiém thong bao trong danh
sach, giao dién tim kiém hién thi nhu sau

M3 hé sor:
€ Tim kiém & Bogua

+ Ngudi dung nhap M3 hd so va chon Tim kiém, hé thong hién thi ra Danh
sach trang thai theo M4 hd so tim kiém. Néu khong c6 thong bao theo ma ho
so, hé théng dua ra danh sach tréng.

+ Ngudi dung c6 thé chon Bo qua dé dong form tim kiém, quay lai danh sach
thong bao cua B tai chinh.

- Nguoi dung c6 thé tich chon hd so trong danh sach va chon Xéa dé thyuc hién Xoa
cac thong bao duoc chon, hodc chon Xoa twong tng véi tirng hd so.
3.5.5.4 M4t sé luu y

4  CAC LOI THUONG GAP




