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PHAN II

HUONG DAN LAP HO SO GIAO DICH DIEN
TU TRONG LINH VUC BAO HIEM XA HOI

A. LOI NOI PAU:

Theo nhw hwéng dén 6 phén I, ¢6 2 phwong thirc dé giao dich dién tir véi
co’ quan Bdo hiém xa héi, vé viéc lgp hé so giao dich dién tit, cic ban lwu § nhw

Sau:

- Doi véi cdc don vi stk dung dich vu ciia cdc nha cung cép dich vu IVAN,
cdc ban sé dwoc cung cdp mot phan mém hé tro lip ho so vé linh vwc BHXH
hodiic ding phin mém dwoc cung cdp mién phi la iBHXH, sau dé, cdic ban sé
ding phan mém dé lap hé so vé linh vwc BHXH, phdn mém sé két néi truc tiép
v6i hé théng tiép nhin hé so ciia co quan Bdo hiém xa héi théng qua tai khodn

dwoc cip béi nha cung cdp dich vu.

- Doi véi cdc don vi khéng siv dung dich vu I-VAN (tire la sie dung phwong
thive giao dich di¢n tiv théng qua cong théng tin), hién tai cdc ban chi cé thé lip
hé so trén phan mém mién phi do co quan Bdo hiém xa héi cung cdp la iBHXH
va khong cé tai khodn két néi trwe tiép dén hé thong tiép nhin hé so ciia co quan
Bdo hiém xa héi bén trong phan mém, tit ca déu phdi thong qua cong théong tin.
Phdn mém iBHXH trong truwong hop nay la cong cu dé lap cdic hé so, biéu méu
vé linh vwe BHXH.

Nhuw viy, vé vigc lgp ho so giao dich di¢n tir déi véi cd 2 phwong thire déu
phii sit dung phin mém, do dé, dé thugn tién, ching t0i sé hwong din cdc ban

Idp ho so trén phian mém iBHXH déi véi trwong hop cdc don vi khong siv dung
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dich vu I'VAN, cdc phin mém ciia cdic nha cung cép dich vu I-VAN khdc (néu
c6) ciing sé twong tw. Néu bwéc hwong dén nao cé sw khdc nhau giita 2 phwong
thive, chiing t6i sé c¢é lwu ¥ riéng cho cdc ban. Pong thoi, chiing t6i chi hwdng
din cho cdc ban Idp ho so tai mét vai biéu méu dé biét dwoc thao tic chinh trong
giao dich dién tir. Pé cé dwoc hwong din sie dung cu thé va chi tiét vé phin mém
iBHXH, cdc ban vui long truy cdp vio dwong din sau:
http://bhxhtphcm.gov.vn/chi-tiet-tin-tuc/598/huong-dan-su-dung-ibhxh/

B. HUONG DAN:

Theo phan huéng dan trudc, cac ban di cai dat phan mém iBHXH vao may

tinh, m& phan mém 1én cac ban sé& thiy giao dién ding nhap.

1. Pang nhap:

- Pbi v6i don vi sir dung dich vu I-VAN, cac ban da duogc cung cép 1 tai

khoan dé sir dung, hily ding n6 dé dang nhip vao phan mém:

iBHXH™ 2015 BAOHIEM XA HOIVIET NAM

Ty déng
Tendang ovep I 70,
watiréu Y . ot
Losi i Khodn iy chi
Péang nhap Thoat Noi luu iData

Khong dung tai khodn
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Pé thay ddi vé tai khoan sir dung, cac ban 1am nhu hinh bén duéi (bao gom:

thay d6i mat khau va dang xuat)
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- Pbi voi cac don vi khong str dung dich vu I-VAN, hay chon khong dung tai
khoan
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2. Tao don vi dé 1ap ho so:

Tai myc “Théng tin chung”, cac ban dién thong tin don vi tai 2 tab la
Théng tin chung va Thong tin Co quan Quan Iy (tai muc nay chi dién thong tin
giao dich véi co quan BHXH). Sau d6, bam Luwru (hoic F5) dé luu.
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o -” -7 ‘ @r00™ 2015 - HB L thi tuc BHIH & g dich 88 , = s‘“

® -

y chon

K thong tin don vi

Théng tn chung Thang tn Co quan quin I Giao dich vé1 TS24 Lich sir g0 dich va TS24

2] h6ng tin chung
Téndonw ™
M8 5 thuk = Kindng sirdng ST NBm t chinh:
o

Tih/TP tryc thudc TW*;

Huyénjquin/thi xB/TP thubc tinh®: v huing/xd:
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55 tii khodn: Nat md ts khoan:
Lo hinh kanh doarh *: v Kinh doanh rong khu kinh t
Thim unEs) | | séquas) | | ot i)

O man hinh nay, néu cac ban ¢6 nhiéu hon 2 don vi thi ¢6 thé tao thém don
vi bang cach nhan vao “Thém” ¢ géc dudi bén trai, sau do6 lam twong tu nhu don vi
dau tién.

3. Lap hd so:

O day, chung t6i s& hudng dan thyuc hién thao tac giam lao dong dé cac ban
c6 thé hinh dung duogc qua trinh giao dich dién tur, cac thao tac khéac cac ban thuc
hién tuong tu.

Cac ban lam nhu hinh bén dudi, m¢ Tab “THU” = Chon “Thu BHXH,

BHYT bit budc” > sé xuét hién bang chon ky ké khai, néu chua co dot nao thi

click vao “Tao méi” , sau d6 nhan “Dong y”

i [ $

() K this tuc (%) Thu 8004, Thé () ThéBHYTHSSY-HANGI  Tra thé BHYT, s6BHXH  HSBVngung,chuyén  (JHointatén  BCsi  Thituc
BHXH, BHYTBndBu  BHYTbitbudc  BHYT HSSV ~Hai Phong - Hai Duang theo Phiéu yéu cdu dia ban, gial thé BH déng thira 55 BHOH khéc -
. Thu [Kf higu (%): Thi tuc giso dich &én ]
2 DANH SACH LAO PONG DE NGHI CAP MA SO BHXH
Thang: 9 Nam: 2015
1. Tén don vi: [assasa = M8 don vic [TNDODOA
2. Bién thosi: R Emai:
Chon ki ké khai
Danh sich Thang: | 9 Nim: | 2015
5 & 1 e i Nim:| D1 B nochdt DEcosSthé | Nody, thing]
40 héngs STt Ho v tén ‘ ey BHYT nim sinh

56 1anlio @ MBdon i [THooooA [ I
[01] [02] [08] [09]
1 | 3 | oo .

Chen ma don vi:

THOOOOA

<
F0 || X8FD) | | B 1 cert: Them dong Il F11: X6a ding

Flemdy | Napdirbéu(F8) | |MustFile BHOC4-VAN | | Nhiplai (ESC) da (F3) Ghi [F5)

Mok DL locahost | Luong co 3 (d/th):
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S& xuét hién giao di€n nhu hinh bén dudi, dau tién cac ban click vao phﬁn
“Lay s6 hd so” dé 1dy ma s6 ho so giao dich > sau d6, cha ¥ muc “Hb so dién tir”
(néu nd khong duoc chon thi click chon dé 1ap ho so dién tr) > O day thao tac
mau 1a giam lao dong, nén cac ban s& thiy khung tron mau do c6 dau chon vio céc
0 bao giam - Da chon thao tac lap hd so 1 bao gidm, cac ban s¢ théy muc “Giam

LD” & phia dudi, click vao d6 dé ké khai tiép tuc.

Bén trong Tab “Giam LD cac ban khai bao thong tin cua nguoi lao dong
nghi viéc, cac ban luu ¥, khi khai bao dén phan can ho so dinh kém (nhu quyét dinh
nghi viéc....) cac ban sé& thiy thém 1 tab ké bén “Giam LP” 1a “Pinh kém”, muc
nay cho phép cac ban dinh kém cac gidy td, hd so lién quan, phadn mém chi chap
nhan dinh dang Word (phién ban 2003 tro vé sau) va PDF. Néu c6 tap tin can dinh

keém cac ban click vao do, chon duong dan dén tap tin.

L8 hnq tin NLD 7 chirc n3ng Quan 1y LD
e Tién Widng Phy cip Ghi chi
Cap bac, chirc vy,
i | chicdanh nghe, Higu hic
diéu kién, noi - tingay | oo
lam viéc Tién ludng HEss | OV | TNVK | L | Khic d&nngsy Loai S5 QP Giam
{05) (06) (07) (08) | (09) | (100 (11) (12) | (13) (14) (1s) (16)
¥ Nhanvién 0 4,360 0,000 0,000% 0,000% 0,000 01/09/2. Giam hén 01 1
<
Théi han sif dung thé BHYT tir: Dén thang:
56 cdng van: Ly do tr3 thé BHYT:
Danhmuchdso | GamLd Drf\kém
¢
FlemBy | XirljnhanhDL || GhivaodirhéuCN || Napdiriéu (F8) Nhsp lai (ESC) X6a (F3) Ghi (FS) 06ng (F|
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Sau khi cc ban khai bao dy du cac thong tin, nhan “Luu (F5)” dé ghi lai hd

so. Dén day, cac ban da hoan tat lap mot ho so linh vuec BHXH vé gidm lao dong.

Déi v6i truong hop don vi dang ky trén cong thong tin, cac ban can phai xuat

bao cdo dé nop ho so 1én cong.

4. Xuit bao cdo:

Sau khi, lvu ho so hoan chinh, cac ban click vao muc “Két xuat BC” nhu

hinh bén dudi:

Dai Iy QLHS ké kha Quén Iy NLO KEtxustBC (@ - &

DV ngung, chuyén  (*) Hoan tra tién DCs6 C

dia ban, giai the BH dong thira soBHXH  khac -

thu cap Ghi chu
Hiéu luc
tir ngay A

™ 2 Hiéu luvc . ~ .
nghe Khac d&n ngay Loai S6 QP Giam
) (11) (12) (13) (14) (15) (16) \

S& xuat hién giao dién ké xuat bao cdo, cac ban chu y k§ dén muc “Vi tri luu
to' khai”, & muc nay, cac ban khong dugc dung thu muc géc cta 6 dia cung, vi du
nhu la C:\, D:\... thay vao d6, phai thong qua thu muc con, vi du Ia
C:\TS24Pro\BHXH nhu hinh bén dudi, hoic 1a mot thu muc bat ky. Mudn thay doi
noi luu trir, cac ban lam theo thtr ty trong hinh, click vao “Thay doi dwong dan

lwu to khai”, sau d6 chon duong dan véi yéu cau bat budc trén.
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TS S T T S S TR O R Sy

Danh sach lzo 33ng gidm BHYT (m&u s D02-TS)
(536442/2015/HCM.QBA) (Hé s4)

Thay déi dudng dn i t3 khai | | VITRILUU TO KHAE: C:\TS24Pro\BHXH Xust File BHXH-VAN

31 s DL: localhost |

Dén day, cac ban chon thoi gian dé két xudt bao cdo, sau do click vao “Thuec
hién”, cac ban s& thiy thong bdo xuét bao cao thanh cong. Vi ddy 1a truong hop
dang ky giao dich qua cong thong tin va khong dang nhap bang tai khoan nén cac

ban s¢ théy muc “HS Dién ti” bi mo. Pung ban tam, hay nhén nat “Thoat”.

a
VUI LONG THUYC HIEN THAO TAC
STT Danh myc hé sa Chon
1 HS 103 - 55: 536442/2015HCM.QBA ‘ v
HS GIAY THUONG HS DIEN TU THOAT
BHXH bat budc it email hd so vira ldp Sr dung chill ky st
xong trudc khi ndp hé so gify

bén day, phan mém da hoan thanh nhiém vu ho trg 1ap hd so, cac ban s€

thay giao dién nhu bén dudi, c6 thé click vao cac file dinh kém dé kiém tra
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Danh sach t& khai BHXH
o Ky ké
Tén bao cao PDF Excel | Word XML Tinh trang khai
4 Tén: Thu BHXH, BHYT bat buéc (103) | S5 ho so 536442/2015/HC|~§.QBA
Phiéu giao nhan hd so (Miu s6: 103/8HXH) (1 - . 7
536442/2015/HCM.QBA) o & Chaky 09/2015
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(536442/2015/HCM. QBA) (Hé 55) Cuaky 015
Ve e ) e e ([ || e syies
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5 ;b
6 Mirc g
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danh noi lam ..'.3 Tienlwong | oy | e nght |Khée| ™™
8 %) | 2
g A B 1 2 3 ] T S 5 8
10 I |Tang
U BRI A A | i (ST S R AN [ Al [PV AR
LTINS V. L DU IS W S—
” -
5 15 |SBohkmeé A
16 131 [Tedin Thi Bich Diép 6297156582 Nihan wén 4.38| 0312015 |12l
17 14 | & ohémith tnghé o
B
20 Cong ting
22| E7 \L30808g il A IR
23 "1 [Tedn Thi Bich Diép [02357156562 than wén 0312015 f01
24 TEE | Micdong
25
8 B3 |Gohkmuk
27
28 | I |Gohbmdbtnghep |
23

Sau khi kiém tra chinh xac cac thong tin cua tap tin dinh kém, cac ban can

xuat ra tap tin guri 1én cong thong tin Bao hiém xa hoi Viét Nam, cach lam nhu sau:

click vao myc “Xudt file BHXH-VAN” trén giao dién “Két xuiat BC” theo hinh

bén dudi:

PHAN II: HWO'NG DAN LAP HO SO’



BAO HIEM XA HOI TP. HO CHIMINH - HUONG DAN KE KHAI GIAO DICH DPIEN TU

Danh sach td khai BHXH

Tén béo cao PDF Excel Word XML Tinh trang ':(“]:Ie Lan nd|
4 Tén: Thu BHXH, BHYT bat budc (103) | S6 hé so 536442/2015/HCM.QBA

Phi€u giao nhan hd so (M3u s6: 103/BHXH) (1 -
536442/2015/HCM.QBA)

Danh sich lzo dang tham gia BHXH (mau s5
DO2-TS) (536442/2015/HCM.QBA) (Hé s6)

Danh séch lao d3ng giam BHYT (m&u s D02-TS) - _,
(536442/2015HCM.QBA) (Hé 55) CRaky i) )

b4 Chua ky 09/2015 0

Chura ky 09/2015 0

Fﬂ

®

\4

VI TRE LUU TO KHAT: C:\TS24Pro\BHXH\ Xust =[:\;3H\H VAN GUrl Email

Phan mém s€ y€u cau cac ban cung cap duong dan dé luu trit tap tin xuat ra,

cac ban nén phan biét 2 thu muc luu trit & bude xuat bao cao nay:
- M6t thu muc ding dé luu trir cac tap tin dinh kém.
- Mot dé luu trit tap tin xuét ra va chua duoc ky sb.

Sau khi cic ban xuét tap tin chua ky sd, cac ban da hoan thanh xong phan lap
hé so giao dich dién tir bang phan mém hd tro iBHXH.

Pé hoan tat giao dich dién tir, cic ban can phai ndp ho so giao dich dién
tir 1én cong thong tin Bio hiém xa héi Viét Nam, thao tic nay sé dwoc hudng

din ¢ phan sau.

Moi thic mic vé 1ap ho so giao dich dién tir trong linh vwe bao hiém xa
hdi, bao hiém y té, bao hiém thit nghiép, cac ban vui long lién hé hé thong
dwong day nong vé giao dich dién tir da dwoc cong bo trén trang thong tin ciia

Bio hiém xi h$i TP. H6 Chi Minh.

Tran trong!

Chuc cac ban thanh cong!!!
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