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| HUONG DAN SUDUNG PHAN MEM SO HOA VA QUAN LY HO SO KIEM TOAN NHA NUOC

Chwong 1. Giéi thiéu chung

1. Muc tiéu cua tai li¢u

Huéng dan NSD thao tac, sir dung, s6 hda va khai thac tai liéu va ho so
Kiém toan nha nu6c

1. Pham vi caa tai ligu

Tai liéu dugc danh cho dbi tuong 1a Lanh dao, Kiém toan vién, cdng chuac
thudc cac don vi cha tri kiém toan dugc phan cong, phan quyén vao khai thac va
sb hoa tai liéu trén phan mém

2. Thuat ngir
STT | Thuat ngir Y nghia
La ngudi duoc phan cdng, phan quyén vao thuc
L NSD g oC P g, p quy

hién chic nang trén phan mém

o Phan mém s6 héa va quan Iy ho so kiém toan nha
2. Phan mem ,
nuoC

3. Danh sach tir viét tit

STT | Tirviét tit Giai thich

1. | KTNN Kiém toan nha nuéc
2. NSD Nguoi su dung

3. | BCKT Bao cao kiém toan

Kiém todn nha nuée — 2023
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Chuwong II. C4c chire ndng chung ciia phan mém

1. Piing nhap phan mém

1.1. M6 ta:

Str dung chuc ning nay dé diang nhap vao phan mém.

1.2. Péi twong sik dung:

TAt ca céac vai tro, NSD.

1.3. Thao tac s dung:

-Budéc 1: Tai thanh dia chi cua trinh duyét web, NSD nhdp dia chi:
https://qlhskt.sav.gov.vn/

- Budc 2: Hién thi man hinh dang nhap SSO:

bang nhap

DPang nhap SSO

- Budce 3: NSD chon nut “Ding nhap SSO”. Hé thong hién thi cira sé ding nhap:

Kiém todn nha nuwée — 2023
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KIEM TOAN NHA NUOC

STATE AUDIT OFFICE OF VIETNAM

DANG NHAP

] Ghi nhé dang nhap

Déing nhap

MJ3i NSD phan mém sé& dugc cap mot tai khoan bao gdm Tén ding nhap, mat khau
dé str dung phan mém. Nhap Tén ding nhap, mat khau vao cac 6 twong Gng.

- Bu6c 4: Bam nit Pang nhap
+ Néu thong tin dang nhap chinh xac, NSD s& thyc hién thao tic phan mém

+ Néu thong tin dang nhap khong chinh xac, man hinh s& hién ra nhu sau:

KIEM TOAN NHA NUOC

STATE AUDIT OFFICE OF VIETNAM

DANG NHAP

Ngudi ding c6 thé'khéng tén tai hodc 6 thé'ban nhip sai
tai khoah va mét khal

R ‘sav\anhmt
& ‘Vh%ay:n‘étk‘véh l

Dang nhap

2. Ping xuat phan mém

2.1. M6 ta:

Kiém todn nha nuée — 2023



HUONG DAN SU DUNG PHAN MEM SO HOA VA QUAN LY HO SO KIEM TOAN NHA NUOC

Str dung dé thoat khoi tai khoan sir dung phan mém

2.2. Doi twong siz dung:

TAt ca cac vai tro, NSD.

2.3. Thao tac s dung:

- Tai thanh banner cia mdi phan hé cua phﬁn mém, di chudt vao biéu
tugng Dang xuat dé thuc hién thoat khoi phin mém

KIEM TOAN NHA NUOC

SO HOA VA QUAN LY HO SO/

R Nguyén Thj Ha Giang e
Danh sach cudc kiém toan (glangnth)
Q - KTNN chuyén nganh Il €@ X v . Trung tam Tin hoc
Phang Phat trién img dung
QUYETOINH  NAM DONVICHO TRIKIEM TOAN  CUGC KIEM TOAN TRUGNG BOAN PHANCON
982
i i an 1, s i chi i I Hoa y . Dang xuit |- |
132/QD- . VTN mbeis naep 11 Ki€M t0dn vige quan Iy, s dung tai chinh cong, tai san cong Cu Hoang Chua phé

Chuwong III. Hwéng din sir dung cac chire ning phan mém
1. Sb hoa
1.1. Phan cong sé hoa

1.1.1. Phan céng sé hoa cho hé so ciia cuge kiém toan

* MO ta:

Chtic ning nay dung dé phan céng cho thanh vién thugc doan kiém toan hoac
thudc don vi chu tri cudc kiém toan c6 quyén duoc sb hoa tai liéu trong thudc hd so
cua cudc kiém toén.

* D61 tuong st dung:

NSD c6 vai tro la Quan tri don vi (QTBV)

* Thao tac st dung:

- Budc 1: Pang nhap vao hé théng. Hé théng mic dinh hién thi trang danh
sach cac cudc kiém toan thudc don vi chi tri (theo nim mdi gan nhat 1én trén) khi
dang nhap thanh coéng. Sau d6 chon cudc kiém toan can phan cong ngudi thyc hién
s6 hoa.
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KIEM TOAN NHA NUGT
SO HOA VA QUAN LY HO SO

=
e Danh sach cudc kiém toan

v KTNN chuyén nganh Il @ - - v | -

Q x v

QUYET DINF NAM T CHU TRI KIEM TOAN CUBC KIEM TOAN

749/0D- 3 én aé cong thc 1p, phan bb vén di B, .
9/Qb. 2023 KTNN chuyén nganh i K!em (oar? ch\{yen dé cong tac 1ap, phan bo von.dau tw chuong»trmh phuc  Nguyén Xuan Bang phan 0/4 B
KTNN héi va phat trién kinh té xa hol; viéc thwe hién cac chinh sach dau tw pha...  Khal cbng
/oD 7 S S T P— N i e
760/QD- 2023 KTNN chuyén nganh I Kl_emvtoan vlec.qu?n Iy, str dung tai chinh cong, tai san cong nam 2022 tai G Hong Diéu Chua phan o014 a
KTNN B Ké hoach va Pau tw cdng
759/QP. 2023 KTNN chuyén nganh I KlAemA!oan Vl@f qutm Iy', sx{ :iunq tai ch}nh cfng, tn'| san c?ng r:anAlAZOZZ_'@I Lé Thj Hong ua phan 0/4 u
KTNN B¢ Nong nghiép va Phat triéen nong thon; Kiém toan chuyén de viéc quan...  Hanh cong
132/Qb- 2023 KTNN chuyén nganh Ii Klim'toér: vI-Q-c quavn Iy‘, o dung ta-l chinh c?ng, tai sac? cong nam 2022; i Hoang Diéu D-ang phan 014 B
KTNN chuyén de viéc quan ly, str dung kinh phi dau tw cho linh vic khoa hoc... cong
R6B. : i . soe S . i ha
33/Qb. 2023 KTNN chuyén nganh Kiém toan viéc quan ly, sir dg’ng t?I chinh céng, tai lsan céng nam 2022; Nguyén Xuan Dfang phan 0/4 u
KTNN chuyén dé viéc dau tw mua sam, trng dung phan mém céng nghé théng... Khai cdng
4 v P z . S e - " 2
24/QD. 2023 KTNN chuyén nganh I Kiém toan hoat dong chu dé viéc quan ly va str dung Quy Dich vy vién Nong Thi Lich BDang phan 0/4 a
KTNN théng cong ich cbng
133/08- Kiém toan chuvén dé viéc auan IV. sir duna Qui Bao vé va Phat triénrisna L& Thi Hana Dana phan =%

Luu p: Tai man hinh nay NSD c¢6 thé loc chon tim kiém cudc kiém toan, théng
tin loc bao gém: tén cudc kiém toan, nim kiém toén, thong tin trudng doan kiém
toan, cac cudc minh duoc phan cong, cac cudc duoc phan quyén khai thac (danh sach

cudc kiém toan NSD ¢ quyén khai théac)

- Budc 2: Clik chon vao ho so va chon niit phan cong

Kiém toan bao céo tai chinh, cac hoat dong lién quan dén quan ly, sir dung von, tai san Nha nwéc nam 2021 cua Bao hiém xa hoi Viét Nam; Kiém toan Chuyeén dé viéc quan ly va sir dung
Quy Bao hiem Y té nam 2021

KTNN chuyén nganh ViI 2022 @ 6ng Ha van Hung va 46 ngudn khic Bao hiém xa héi Viét Nam va 44 dom vi

HO SO KIEM TOAN CHUNG 2022-50103-1100/QD-KTNN-1 chra s hoa a
v HO SOKIEM TOAN CHI TIET
v 181 (@ T6trwémg - Nguyén Tién Tho
HO so Bao hiém Xa hoi thanh phd HS Chi Minh 2022-50103-1100/QD-KTNN-II Chua sé héa
v 162 (@) 6 trwémg - Nguyén Van Dire
[ Hé so Bio hiém Xa hoi thanh phé Ha NI 2022-50103-1100/QD-KTNN-I Chura 56 hoa
> 163 (@ Té trwomg - Nguydn Dinh Thi

> 164 () Tétrwomg - Trin Va Minh
> Luu y: QTDV c6 thé lya chon mot hodc nhiéu hd so cung lic dé phan quyén.

- Budc 3: Tai man Phan cong chon phan quyén s6 hoda va hoan tat.

Kiém todn nha nuée — 2023



HUONG DAN SU DUNG PHAN MEM SO HOA VA QUAN LY HO SO KIEM TOAN NHA NUOC

>hén céng cho 1 hé so Phan cong thém nguwéi @ Hoan tat

» Phéng Kiém toan doanh nghiép

v Phéng Kiém toén ngan sach 1

Xem tai liéu HSKT @

Trrong Minh Ngoc Trrding phong Xem tai liéu BCKT @ X =

In mé vach HSKT @ +12

D4 Thi Mai D i » @ Sbhoa
¢ ThiMai Lung Phé Trudng phong

» @ Taivétailiéu

Nguy&n Ngoc Minh . :
Chuyén vién cao cap Sao chép tai liéu

. . DAi nhén tai lidu
L& Huy Hoan :
¥ noand Kiém toan vien

Import danh muc

Tran Mai Hirong Kiém toan vién Export danh myc

Hoan thanh sé hda

Nguyén Dirc Thanh .
o Ki&m todn vién -

> Danh sach quyén phan thyc hién s hoa gom:

- S6 hoa: nguoi dung co thé xem, stra x0a, in ma vach bién tap tai licu.

- Tai tai lidu: nguoi dung c6 thé tai tai liu

- P6i nhén: ngudi dung ¢ thé tao 1ap nhan cho hd so

- Inport danh muc: nguoi dung c6 thé tai Template danh muc tai liéu, cap nhat
danh muc tai liéu va Inport danh muc vao phﬁn mém

- Hoan thanh ho so: nguoi dung thyc hién hoan thanh ho so sau khi s6 hoa xong

(chi c6 01 ngudi dugc quén hoan thanh trong hd so)
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Kiém toan bao cao tai chinh, cac hoat dong lien quan dén quan Iy, str dyng von, tai san Nha nwée nam 2021 cua Ngan hang nha nwoc Vi

t Nam; Kiém toan viéc thwe hién D

théng céc té chirc tin dung gan voi xt Iy no xau giai doan 2016-2020 dwoc ban hanh theo Quyét dinh sb 1058/@D-TTg ngay 19 thang 07 nam 2017 clia Tha twong Chinh Pha

Bon vi chd tri kiém toan

KTNN chuyén nganh VI

HO SO

()  HO SO KIEM TOAN CHUNG

> HO SO KIEM TOAN CHI TIET

Nam
2022

()  HO SO'KIEM TRA THUC HIEN KET LUAN, KIEN NGHI KIEM TOAN

(J  HO SO'KIEM SCAT CHAT LUONG CUA KIEM TOAN TRUGNG

Trréng doan va thanh vién

© 6ng Phan Treong Giang va 24 ngudi khac

Phung Thi Hing

Bon vidvoc kiém toan

Ngén hang Nha nwéc Vigt Nam va 38 don vi

KTNN chuyén nganh Vil

MA VACH Phong Kiém toan Cang nghé théng tin

2022-50103-1101/QD-KTNN-|

2022-50103-1101/QD-KTNN-lIl

2022-50102-1101/QD-KTNN-V

TRANG THAI

Chua s6 hoa

» Man hinh danh sach cudc s& hién thi trang thai da phan cong dé QTDV biét

SO HOA VA QUAN LY HO SO

QUYET BINH

246/QD-KTNN
247/QD-KTNN
112/QD-KTNN

7T18/QD-KTNN

268/QD-KTNN

101/QD-
KTNN

@]
]
=]
@]
[0 270/QB-KTNN
]
@]
@]

717/QD-KTNN

Danh sach cuéc kiém toan

Q]
NAM

2023

2023

2022

2022

2022

2022

2022

2022

BON VI CHU TRi KIEM TOAN

KTNN chuyén nganh VII

KTNN chuyé&n nganh VI

KTNN chuyén nganh VII

KTNN chuyén nganh VI

KTNN chuyén nganh VII

KTNN chuyén nganh ViI

KTNN chuyén nganh VIl

KTNN chuyén nganh Vil

KTNN chuyén ngann vii @ x -

CUOC KIEM TOAN

Kiém toan Béo céo tal chinh, cac hoat déng lién quan dén quan Iy, st dung vén, tai
san nha nwée nam 2022 ciia Ngan hang TMCP Dau tw va Phat trién Vit Nam

Kiém toan Bao cao tai chinh, cac hoat déng lién quan dén quan Iy, st dung vén, tai
san nha nwéc nam 2022 cia Ngan hang Chinh sach xé héi

Kiém toan chuyén dé viéc huy déng, quan Iy va s dung cac ngudn Iue phéng,
chéng Covid-19 va cac chinh sach hd tro

Kiém toan cac hoat dong lién quan dén quan ly, st dyng vén, tai san Nha nwéc nam

2021 ciia Ngan hanp TMCP OQuan Pai

KI€m toan bo cdo 13l chinh, cac hoat déng lién quan

aén quan Iy, st dung vén, tal sdn Nha nuéc ndm

! 2021 clia Ngan hang nha nwéc Vit Nam; Kidm todn

san Nha nwee ndm yiec e nign B& 4n co cAu 1al hé thng cc 16 cnikc
tin dung gdn véi xit Iy no xéu glal doan 2016-2020

~ duoc ban hanh theo Quy#t dinh s6 1058/QD-TTg

Kiém toan Ngan hai ngay 19 thang 07 ndm 2017 cda Thi twéng Chinh @M nam 2021.

Phi

Kiém toan bao cao , s dyng vén, tai

Kiém toan bao cao tai chinh, cac hoat dong lién quan dén quan Iy, st dung vén, tai
s4n Nha nwéc nam 2021 clia Ngan hang nha nuéc Vist Nam; Kidm toan viée thie...

Kidm toan bao céo tal chinh, cac hoat déng lién quan dén quan Iy, st dung vén, tal
san Nha nwéc nam 2021 cua Ngan hang Ngoai Thirong Vigt Nam; Kiém toan vigc...

TRUGNG BOAN

Phan Trwong
Giang

Ha van Hung

Phan Truong
Giang

Phan Truong
Giang

Bao Thi Thu Vinh

Ha Van Hung

Phan Truong
Giang

Bao Thi Thu Vinh

PHAN CONG

Chua phan cong

Chua phén cong

Chura phan céng

Chua phan cong

Chua phan cong

Chua phan cong

Bang phén cong

Chura phan cong

1.2. In méa vach

* MO ta:

NSD sir dung chtic ning nay dé in ma vach cho cac tai liéu ¢

* Pbi tuong sir dung:

NSD duoc phan quyén sé hda.

* Thao tac str dung:

Kiém todn nha nuée — 2023




HUONG DAN SU DUNG PHAN MEM SO HOA VA QUAN LY HO SO KIEM TOAN NHA NUOC

Cach 1: Thwe hién in ma vach va so hoa bién muc tai lieu.

Thuc hién cac budc lua chon nhu sau:
- Buodc 1: Bang nhap/chon danh cudc ki€ém toan can s6 hoa
- Budc 2: Chon loai hé so can in ma vach

- Bu6c 3: Chon nat In ma vach

KIEM TOAN NHA NUGT
SO HOAVA QUANLY HO SO T Q g2 &

Danh sach cudc kiém toan

2023 @ x v KTNN chuyén nganh Vil @ v v v v
Q Kiém toan chuyén 68 viéc giao du todn, qudn Iy, sir
ST N o it 1 TOAN e dung va quyét todn chi phi quan ly bao hiém xa hoi el o
CCTETERe s EONM CHUTRIGEMTON CUGCKIEMTORN  pao hidm thét nghiép tai BHXH Viét Nam theo Nghi AUaNGBoAN HosoBABoNG
quyét s6 09/2021/UBTVQH15

aD- R . S .
957/QP- 2023 KTNN chuyén nganh Vil Kli.m t‘oar! chu_yén dé viéc 9Iao t_il,r toan, quan ly, str dung va quyét toan chi phi Ha Van Hung 0l4 u
KTNN quan ly bao hiém xa hdi, bao hiém that nghiép tai BHXH Viét Nam theo Nghi...

/QD- é A
821/QD- 2023 KTNN chuyén nganh Vil K!’ém loén Béo‘céo t'm cl}lnh, cac h_ogt d?ng !Ién qua‘n dé'n qufn ly, ste dlsmg L& Thé Sau 014 u
KTNN von, tai san nha nwéc nam 2022 cua Ngan hang Nha nwéc Viét Nam; Kiém to...
789/0D- A 3 : 9 5

'89/QD. 2023 KTNN chuyén nganh Vil Kiéfn toan nogt_d(?ng cI:u dé chwong trlnh. hé -trq |§1 Suét tir ng?n sacrf nhé o/ u

KTNN nwéc theo Nghj dinh so 31/2022/ND-CP tai Ngan hang TMCP Dau tw va Phat...
246/QP- 2023 KTNN chuyén nganh Vil Kiém loar} Béo cao tai chinh, cac h.ogt dong lién quan dén quan Iy, st dupg Pr.mn Truong 0/4 u
KTNN vén, tai san nha nwéc nam 2022 cia Ngan hang TMCP Dau tw va Phat trién Vi...  Glang
247/QD- 2023 KTNN chuvén naanh Vil Kiém toan Béo cdo tai chinh, cac hoat dong lién quan dén quan Iy, str dyng Ha Vin Hum 04 u
KTNN il von, tai san nha nwéc nam 2022 cia Ngan hang Chinh sach xa hoi 9 i

- -
Kiem fedn Bbe cbo thi chinh, che hogl dang libn quan én qudn Iy, sir dgng véa, Wi 20n Mha nude nam 2021 cda Bho hidm xl héi Vigt Mam: Kidm taan Chayén de vide g
G Bao hatm ¥ b nam 2001

MR charpn Rgank ¥ 1 12 g Ha i g i 6 g ke ke ke 0 P Wit i w3 dd o
i o 3 shon bl vo o od bt
=

OO et vy it vk Cosnsbi I TSI BT Q
¥ T W YO e THET

HD e O TR THUSE i o0l T LUK, sl iy ol TN PrT-Sa s 1 eiph-aThiN {:

il e i ST Sk T e S il T TSRS (ks TTETRTR Y Y

- .

e ok Bub o L) chinh, che hogt ddng lien quan Sen quan 1, sir dyng von, B san Mhd nuede ndm 20210 cda Buabo hiem b hii Vigt Mam: Kism toan Chayén di vige g
Quff Bao hidm Y & nam 2021

HTRH chasdn rgank Wi bt nanql., Wi bwmg i B mguen kb e b 53 el Wt Mam RS 44 dom v
D com 18 shan bl s cha od i
T vt ey it v cvsmes I AT 01 R T -]

¥ WO WM TOAN £ THET
T P TR, THPE s O T LU, Wl i sl TN TSRS M R T {

HE B P AT SHAT L Sl ol TEAN TR (B e B 1 M KT
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HUONG DAN SU DUNG PHAN MEM SO HOA VA QUAN LY HO SO KIEM TOAN NHA NUOC

Tai man hinh in ma vach NSD thuc hién in ma vach cho cac tai liéu thudc ho so
ki€ém toan hoac in ma vach cho Bao cao kiém toan.
- Budc 4: Thuc hén vai 02 kiéu in ma vach: in ma vach cho tai liéu thudc ho
so kiém toan va in ma vach cho Bao c4o kiém toan nhu sau:
1) In md vach tai liéu thudc ho so kiém toan: Nhap so lugng tai li€u tuong
ung cua loai tai li€u can in ma vach va chon nut In ma vach.

Them tai lieu al ®

Hé so kiém toan chung R .
Da chon 7 tai liéu tir 4 loai tai liéu cho nhan Tai ligu khac

To chire tai ligu tét hon bang Nhan: S 6 LUONG
Ban c6 thé dat tén cho nhan hodc theo Bon vi diroc kiém todn
1 Quyét dinh thanh Iap Poan khéo sat thu thap thong tin 1ap KHKT (néu c6) - 2 +
[ mancvin 0 -
2 Cong van va dé crrong khao sat gl don vi duoc khao sat - 1 +
3 Bao céo tai chinh, bdo céo quyét toan ngén sach, béo céo quyét todn vén dau fur, bo cdo khac; = 3 &
n Céc van ban chi dao, huréng dan, didu hanh._. vé trién khai, thuc hién nhiém vu cda don vi droc kiém toan 3 e
(néu co);
5 Céc tai lisu khac c6 lién quan dén qua trinh khao sat, thu thap thong tin 1ap KHKT téng quat (néu co) - 0 +
6 Du thao KHKT téng quat Boan kiém toan trinh Kiém toan trurdng xét duyét = 1 +
7 Quyét dinh thanh lap Té thdm dinh du thdo KHKT tdng quét: Béo céo tham dinh du thde KHKT tong quét cla D e

T6 tham dinh, T6 kiém soat chat Irong kiém toan thudc don vi chil tri cudc kiém toan

H¢ théng hién thi man hinh ma vach can in/ Lua chon may in ma vach (cai dat
thong s6 dam bao ma hién thi day du khong bi khuyét thiéu) va thuc hién in, dan
vao tai li¢u tuong Ung.

2) In mi vach cho Bdo cdo kiém todn: Chon Bao céo kiém toan can in/ chon
nat In ma vach BCKT man hinh hién thi danh sach BCKT ctia cudc kiém toan/ tick

chon BCKT can in va nhan nit In ma vach

Kiém todn nha nuée — 2023
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HUONG DAN SU DUNG PHAN MEM SO HOA VA QUAN LY HO SO KIEM TOAN NHA NUOC

[Danh uich bao o ki lodn

In 70 gl'é"f
|||||| ||I||I| ||I ||I||||||| ||| o o mem———
1688931117837 .
Trang Tatca v
Bén sao 1
|
| B3 cuc Khd doc v
1688931121955
Khd gidy 60x20 -
S@ trang mdi trang ,
tinh
|||||| ||I||I| |||||| I|||||I| ||| ) - '
Ty & Tuy chinh v oo
1688931123158

. ___

Luuy:
1. Dé thyc hién in ma vach NSD phai két ndi hé théng phén mém véi may in,
khi hién thi man hinh in phai lya chon vao loai may in ma vach, man hinh ma vach

hién thi dam bao hinh anh ma diy da va nam bén trong nhén in (diéu chinh thong

Kiém todn nha nuée — 2023
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HUONG DAN SU DUNG PHAN MEM SO HOA VA QUAN LY HO SO KIEM TOAN NHA NUOC

s6 dam bao ma vach day du va nam trong nhin d6i voi may tinh khi cai dat 1an dau
v&1 may in ma vach)

2. Trudng hop hd so c6 thém nhém: Mot sé cude kiém toan cé tir 2 hd so chung
trg 1én (hodc 1 hd so chi tiét co phan chia thanh 2 nhém hd so).

Budc 1. Chon nhém can thém/dit tén nhé hodc lya chon danh sich ¢6 sin

Thém tai ligu Q| ®

Chen s6 lwgng tai liéu ban can in ma vach
Té chirc tai liéu tét hon bang Nhan:
Ban c6 thé dat tén cho nhin hoac theo Bom vi duoc kiém toan
1 Quyét dinh thanh 14p Boan khao sét thu thép théng tin 13p KHKT (néu c6) -0 s
~
2 Cong van va d& curong khdo sét gin dan vi duoc khao sat -0 s
g B&o c4o tai chinh, béo cao quyét toan ngan sach, bao c40 quyét toan vén ddu tu, bao cao khac; - 0 &
Hé 50 chung
Hb 50 Ngan hang Nha nuoc a Céc van ban chi dao, huong ddn, didu hanh... v& trién khai, thuc hién nhigém vu ciia don vi dugc kidm todn o
Vi (néu ca);
5 Cac tai igu khac c6 lién quan dén qua trinh khdo sét, thu thép thong tin lap KHKT t8ng quat (néu c6) - 0
Dy thae KHKT tbng quat Doan kiém todn trinh Kiém toan trudng xét duyét - 0 +
7 Quyét dinh thanh lap T8 thém dinh du thio KHKT 1éng quat. Bao c4o thém dinh du thdo KHKT 1éng quét cla 0

T thédm dinh, T4 kiém sodt chét lrong Kiém todn thudc don i chi tri cudc kiém toan

Vi du: thuc hién thém nhdm doi véi cudc ki€ém toan cd thém loai tai liéu
thudc ho so chung cua 1 don vi hodc 1 nhém loai ho so trong cudc kiém toan
khong thudc hd so chung cia ca cudc (thuc hién thém tuong tu doi véi ho so

khéc trong cudc ki€m todn)

Buéc 2. Sau khi thém nhom lua chon vao ho so vira thém dé in ma vach

Them tai ligu al ®
in chung

D4 chon 2 tal liéu tr 2 loal tal liéu cho nhan Hé sor Ngan hang Nha nwéc Vigt Nam

2 nhar 1 Quyét dinh thanh |ap Boan khao sat thu thap thong tin p KHKT (néu c6) S|
Tai ligu khac ©
Chira chon 131 i
2 CBing vén va dé cuong khao sat glri dom vi duoc khao sét - 0
Hb so Ngén hang Nha nurec Vit Nam /o
21318y, 2 loal 13 i€y
3 Béo céo tai chinh, béo cdo quyét todn ngédn sdch, bdo cdo quyét todn vén déu tur, bdo céo khac, - 1
4 Cac van ban chi dao, hudng dén, didu hanh v trién khai, thirc hign nhiém vu cila don vi dugc kiém todn 7

5 Cdc tai ligu khac 6 lién quan dén qua trinh khao sat, thu thap thong tin 13p KHKT tng quat (néu cd) -0
[ Du théo KHKT t8ng quat Doan kiém toan trinh Kiém todn trudmg xeét duyét - 0
. Quyét dinh thanh [4p Té thAm dinh dur thao KHKT thng quat; Bao cao tham dinh du thao KHKT téng quat ca 5

Té thém dinh, T4 kiém soat chét lrong kiém toan thudc don vi chd tri cude kiém toan

Kiém todn nha nuée — 2023
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HUONG DAN SU DUNG PHAN MEM SO HOA VA QUAN LY HO SO KIEM TOAN NHA NUOC

Thuc hién in nhu cac budc trén

Thuc hién cac budc Iva chon nhu sau:
- Budce 1: Bang nhap/chon danh cudc ki€ém toén can s6 hoa
- Bu6c 2: Chon loai ho so can in ma vach

- Budc 3: Chon nut In ma vach

KM TOAN NHA NGOG
$6 HOA VA QUAN LY HO SO

Danh sach cudc kiém toan

| Q| - KTNN chuyén nganh vil € X v - -
QUYET BINH NAM DON VI CHU TRI KIEM TOAN CUGC KIEM TOAN Kiém toan bao cdo tai chinh, cac hoat dong lién quan TRUGNG DOAN PHAN CONG
dén quan Iy, st dung vén, tai san Nha nwéc ndm
Kiém toan bao cao ' 2021 cla Bao hiém x3 hdi Viét Nam: Kiém toan , sir dung vén, tai
D T17/QD-KTNN 2022 KTNN chuyén nganh ViI Chuyén dé viéc quan Iy va stk dung Quy Bdo hidm Y - Dao Thi Thu Vinh Chua phan céng

san Nha nwéc nam & nam 2021 Kiém toan viéc...

1100/QB- . Kiém toan bao cao tai chinh, cac hoat dong lién quan dén quan Iy, sir dung von, tai e . -
2022 KTNN ch nvil : : ¢ Ha Van H Bang ph
O e AN sén Nha nwoc nam 2021 cda Bao hiém xa hoi Vigt Nam; Kiém toan Chuyén dé oAty ey
1042/0P- . - Phan Trut
O KTNNQ 2021 KTNN chuyén nganh VIl Kiém toan Céng ty Cé phan PVI G‘::g ruong Chua phén cong
1041/QD- o o Lo ) . o
Chuyen ngani lem toan long cong 0 phan Bao hiem Fetrolimex N e An ra phan cong
O o 2021 KTNN ch nvil Kiém toan T ty Cé phén Bao hiém Petrol Binh Thé Anh Chua ph
Tt -

Hiem iodn Bbo cbo thi chinh, che hogt déng likn quan dén qudn If, sir dyng vén, ti sin Hhi nude nam 2021 cda Bio hidm xl héi Vigt Mam: Kidm tadn Chaydn de vide g
Qury Bao hidm ¥ 1 nam 2029

HThlM charpin Bganh ¥l - 4 nc.-qu;-.-;u.ﬂuq-\.;m-m as mabm 13 e Vel Ram E2 44 dom v

D com b chon hi o a1l b

=

OO et ey il Yk s bi ] -SSR BT Q

o vl T W YOS 5 THET
o e A TR TS b o0 T LA, i iy wid TN TS0 AR T {:
HE B U ST Sk T LW S0k ol TEAN TR : g B T T

2

Ho so kiém toan chung (QD sb 04/2020/QD-KTNN)

Thye hign sd héahdé so =

Chircnangsohéa @
B st Al LU (0) KTV THUC HIEN R @mmiuchnsx!

(S in mé vach BCKT

[3) hém danh muc i iéu

[ uieh sirin ma vach

B Temptate import

] import dsnn muc

[ Export danh myc

© Inmi hing loat

Kiém todn nha nuée — 2023
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HUONG DAN SU DUNG PHAN MEM SO HOA VA QUAN LY HO SO KIEM TOAN NHA NUOC

- Budc 4: Nhép so luong tai li¢u tuong ung cua loai tai li¢u d6 can in ma

vach va chon nit in ma vach.

Them tai ligu al ®

H6 so kiém toan chung R 3
Ba chon 7 tai liéu tr 4 loai tai liéu cho nhan Tai liéu khac

T6 chire tai ligu tét hon bang Nhan: G (I 6 LUONG
Ban co thé dat tén cho nhan hoac theo Bon vi duroc kiém toan
1 Quyét dinh thanh Iap Boan kho sat thu thap thong tin Iap KHKT (néu co) o A &
A
2 Cong van va dé crrong khéo sat giri don vi drrec khao sat - 1 +
3 Bao cdo tai chinh, bdo céo quyét toan ngan sach, bao céo quyét toan vén dau tv, bdo cdo khac; - 3 o+
n Cac van ban chi dao, hueng dan, didu hanh . vé trién khai, thurc hién nhiém vu cla don vi dirgc kiém toan D e
(néu co):
5 Céc tai ligu khac co lien quan dén qua trinh khao sat, thu thap thong tin 1ap KHKT téng quat (néu co) - 0 +
6 Du thao KHKT téng quat Boan kiém todn trinh Kiém toan trurdng xét duyét - 1 *
7 Quyét dinh thanh Iap Té thdm dinh du thdo KHKT téng quét: Béo céo thdm dinh du thde KHKT téng quét cia 3 e
T6 tham dinh, T4 kiém soat chét Irong kiém toan thuéc don vi chd tri cudc kiém toan

Xem danh sachma @)

Hé théng hién thj man hinh m3 vach can in/ Lua chon may in ma vach (cai dit
thong s6 dam bao ma hién thi day du khong bi khuyét thiéu) va thuc hién in, dan

vao tai li¢u tuong Ung.

Kiém todn nha nuée — 2023
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HUONG DAN SU DUNG PHAN MEM SO HOA VA QUAN LY HO SO KIEM TOAN NHA NUOC

In 7 ter gidy
|||‘|| ||I|| I| ||I ||I||||||| ||| o o m———

1680931117837 .

Trang Tatca b

Ban sao 1

B3 cuc Kha doc -
1688931121855

Khd gidy 60x20 -

S8 trang méi trang
tinh

Li Méc dinh -
|||‘ || ||I|| I| ||| || ||I|||||I| ||| TV 18 Ty chinh v

1688931123158
“ Hﬁy

i

-

. ___

Luuy:
3. B¢ thuc hién in ma vach nguoi dung phai két noi h¢ thong phan mém vdi may
in, khi hién thi man hinh in phai lya chon vao loai may in ma vach, man hinh ma

vach hién thi dam bao hinh anh ma day du va nam bén trong nhan in.
4. Truong hop hd so c6 thém nhén:

Mot s6 cude kiém toan co tir 2 hd so chung tr& 1én (hodc 1 hd so chi tiét c6
phan chia thanh 2 nhém hd so).

Budc 1. Chon nhin can thém/dat tén nhan hodc lwa chon danh sach c6 sin

Kiém todn nha nuée — 2023
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HUONG DAN SU DUNG PHAN MEM SO HOA VA QUAN LY HO SO KIEM TOAN NHA NUOC

Thém tai ligu Q| ®

Chen s6 lwgng tai liéu ban can in ma vach
Té chirc tai liéu tét hon bang Nhan:
Ban c6 thé dat tén cho nhin hoac theo Bom vi duoc kiém toan
1 Quyét dinh thanh 14p Boan khao sét thu thép théng tin 13p KHKT (néu c6) -0 s
2 Cong van va d& curong khdo sét gin dan vi duoc khao sat -0 s
|3 B&o c4o tai chinh, béo cao quyét toan ngan sach, bao c40 quyét toan vén ddu tu, bao cao khac; - 0 +

Cac van ban chi dao, huong din, didu hanh _ v& tridn khai, thuc hign nhiém vu ciia don vi dugc kiém toan

. (néu ca), 0

5 Céc tai ligu khac cd lién quan dén qua trinh khdo sét, thu thap thdng tin lap KHKT 1ng quét (néu <o) - 0
Dy thae KHKT tbng quat Doan kiém todn trinh Kiém toan trudng xét duyét - 0 +

7 Quyét dinh thanh lap T4 théim ginh dur théo KHKT :6@ quét; Bao c4o thdm dinh du thao KHKT 18ng quét cla - 0 o

T thédm dinh, T4 kiém sodt chét lrong Kiém todn thudc don i chi tri cudc kiém toan

m e 8

Vi du dang dugc thuc hién thém nhan d61 véi cudc kiém toan c6 thém
loai tai liu thudc ho so chung ctia 1 don vi hodc 1 nhém loai hod so trong cude
kiém todn khong thudc ho so chung cua ca cudc (thuc hién thém tuong ty doi

v6i1 ho so khéc trong cudc ki€m todn)

Budc 2. Sau khi thém nhan Iya chon vao ho so vira thém dé in ma vach

Them tai ligu al ®
in chung

D4 chon 2 tal liéu tr 2 loal tal liéu cho nhan Hé sor Ngan hang Nha nwéc Vigt Nam

2 nhar 1 Quyét dinh thanh |ap Boan khao sat thu thap thong tin p KHKT (néu c6) S|
Tai ligu khac ©
Chira chon 131 i
2 CBing vén va dé cuong khao sat glri dom vi duoc khao sét - 0
Hb so Ngén hang Nha nurec Vit Nam ]
2131 By, 2 103l 13 ligu 4
3 Béo céo tai chinh, béo cdo quyét todn ngédn sdch, bdo cdo quyét todn vén déu tur, bdo céo khac, - 1

Cac van ban chi dao, huéng din, diu hanh__ v trién khai, thuc hign nhiém vu cida don vi dugc kiém todn

5 CAc tai lidu khac cd lién quan dén qua trinh khao sét, thu thap thang tin lap KHKT téng quat (néu cd) - 4]

[ Du théo KHKT t8ng quat Doan kiém toan trinh Kiém todn trudmg xeét duyét - 0

Quyét dinh thanh 14p Té thém dinh du thdo KHKT t8ng qudt. Bao cao thém dinh du thao KHKT téng qudt cla
T6 thadm dinh, T kiém soét chét lrgng kiém toan thudc don vi chi tri cudc kiém tean

Thuc hién in nhu cac budc trén

Cach 2: Tao Template, Inport danh muc, thuc hién in ma vach va cdp nhdat thong

tin cho tai lieu:

- Budc 1: Tai Template Intport, nhap danh muc tai li¢u theo loai tai li€u c6 trong

ho so

Kiém todn nha nuée — 2023
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HUONG DAN SU DUNG PHAN MEM SO HOA VA QUAN LY HO SO KIEM TOAN NHA NUOC

Chire nang sé

S mmlvecnh
St vacn

@ ém asan m

] tensivinms

B rempite o
-] Import dann o
[ Exvortasmn

b o nang o

E11 - Ea
A B [ D E F G
1
2 HO SO KIEM TOAN CHUNG
3 QP 50 04/2020/QD-KTNN
4
STT Tén tai liéu (*) S6, ki hiéu | Tac gia (*) Mb ta
5
6 1 |Quyét dinh thanh 13p Poan khio sat thu thap théng tin lip KHKT (néu c6) (1 - 239)
7 Céng van khao sat KTNN CNIT
8 | K& hoach khao sat KTNN CN I
9 2 |Cong van va & cwong khio sat giri don vi dwgrc khio sat (2 - 241) ]
3 . . o
10 Bio cio tai chinh, bio cio quyét todn ngdn sich, bio cdo quyét todn vén ddu tw, bio cdo khic; (3 - 242)
4 |Cécvanbin chidao, buéng din, diéu hanh... v& trién khai, thye hién nhiém vy cia don vi duge kiém
1 todn (néu cs); (4 - 243)
s Cic tai liéu khic c6 lién quan dén qua trinh khio sat, thu thip théng tin lip KHKT téng quit (néu c6) (5 -
12 - 244)
13 6 D thio KHKT tng quat Doan kiém toan trinh Kiém toan trwdng xét duyét (6 - 245)
7 Quyét dinh thanh 13p T4 thim dinh dw thae KHKT téng quat; Bao cio thim dinh du thio KHKT téng
4 quit cia T thim dinh, T4 kiém soat chit lwong kiém todn thugc don vi chi tri cuge kiém toan (7 - 247)
7 g |Quvérdinh thanh I3p héi déng thim dinh, xét duyét dy thio KHKT tong quat ciia don vi chii tri cuge
15 Liém todn; Bién bin hop xét duyét dw thio KHKT téng quit ciia Kiém tozn trudng (8 - 248)
9 [Vanbin tiép thu, gidi trinh cia Doan kiém toan (Bio cio tiép thu va gidi trinh déi v6i cac ni dung trong
bio cio két qua thAm dinh dw thio KHKT cia T4 thim dinh, bie cdo két qua kiém soit chét hrong kiém
16 tosn ciia T6 kiém soat, ¥ kién két lujn ciia Hji déng thim dinh, xét duyét KHKT téng quit...) (9 - 249)
10 . - N .
7 Cac tai liéu khic 6 lién quan dén xét duyét KHKT téng quit ciia Kiém todn trwéng (néu c6) (10 - 250)
1 N - = - N NN <
12 To trinh va dir thio KHKT tng quat kém theo trinh Lanh dao Kiém todn nha nwéc xét duyét (11 - 251)
12 |Cachbao cao tham dinh ciia cac don vi co chirc nang kiém soat, thim dinh d6i voi du thio KHKT téng
19 quat (12 - 253)
20] 13 |Van ban tiép thu, giai trinh cia don vi chi tri cuge toan (13 - 254)
14 |Théngbao két uin cia Lanh dao Kicm toan nha nwec tai cuge hop xét duyét du thio KHKT tng quat
21 (14 -255)

Budc 2: Inport danh muc 1én phan mém chon file Template vira tao va click
vao nat Open, danh muyc tai liéu s& hién thi trén phan mém

Kiém todn nha nuée — 2023
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HUONG DAN SU DUNG PHAN MEM SO HOA VA QUAN LY HO SO KIEM TOAN NHA NUOC

[ couvinamn muns up Base ERs Lt P T30 P0G IR 105

dua tai liéu theo hudng dan tai muc 1.3

Budc 3: Thuc hién in ma vach va dan vao tai liéu twong ing thuc hién Scan dé

Luru y: ngudi dung c6 thé upload file tai lidu chua gan mé vach twong tmg vao danh
muc tai liéu phdn mém s& danh ma vao tai liéu sau d6 nguoi dung co thé 14y ma
tuong ung dan vao tai liéu gidy dé luu trir.

G Open
« v ‘ » ThisPC » Downloads » v | Search Downloads
Organize v New folder m @ Thire hién sb hoa ho so
& Name Date mcdifiEEI Type Size
~ g Quick access
[ Deskiop ~ Today (1) Chircnang sdhéa @
3 Downloads 0% TemplatedanhmucHSKT 3/13/2024 %:55 PM Microsoft Bxcel W... 15KB
[£] Documents * Last month (2) TR @ In mé vach HSKT
&=| Pictures MSIAfterburnerSetup File folder
ME GLANG unikey46RC2-230919-win64 File folder (S In mé vach BCKT
B Music ~ Along time ago (1) Thém danh muc tai liéu
Saved Pictures Office2195tandard 9/15/2020 10:53 AM File folder
Zalo Received Fi g Lich str in m vach
~ oy OneDrive - HMIJS @ Template import
1. NAM 2024
1.CONG VIEC N -] Import danh muc
1.NAM 2023
2.CV_2021_TRIEN [ Export danh myc
File name: | |Teptuy chink (S In m hang loat
'i) H w kibm t0an chung (G658 (4EIR0G0-KTHN
[E—me] Inma
" vach
x|

Kiém todn nha nuée — 2023
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HUONG DAN SU DUNG PHAN MEM SO HOA VA QUAN LY HO SO KIEM TOAN NHA NUOC

1.3. Scan tai liéu

* MO ta:

vach 1én trén phan mém.

Chtrc niang nay hd tro viéc scan truc tiép hozc upload file tai liéu da in ma

* P61 tuong sir dung:

Tat ca NSD phan mém

* Thao tac str dung:

- Budc 2: Click biéu twong Scan

- Bué6c 1: Ping nhap vao hé théng.

=, KM TOAN NHA NUOC
s b 56 HOA VA QUAN LY HO 5O

Scan tai ligu

Ban cén cai plugin dé st dung
tinh nang scan

Bam nit dugn day g8 131 vé plugin va sau do

Sau hoan t&t, hdy mé plugin Ién va
ban ca thé bat déu scan

a g

@ Thém file dinh kém

Caidatnangcao v

Scan

- Bu6c 3: Chon Cai dat Plugin (cai dat ing dung scan cia phin mém nay
cho may tinh dbi voi 1an dau tién thyuc hién scan tai may tinh dang dung). Thyc hién
cai theo cac thong tin hién thi trén man hinh. Sau khi cai dat xong lya chon may

Kiém todn nha nuée — 2023
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HUONG DAN SU DUNG PHAN MEM SO HOA VA QUAN LY HO SO KIEM TOAN NHA NUOC

WIEM TOAN NHA NUGIC
S0 HOA VA QUAN LY HO sO'

Scan tai ligu

| & Mayin1 v Bl
o

@ Upload files

- Budc 4: NSD chon Bit dau Scan

KEM TOAN NHA NUOC
SO HOA VA QUAN LY HO SO/

Scan tai liéu

Ma vach

(Dén tri) - Huyén thoai Wayne Rooney da chi ra nhiing diém thay doi
I6n cua Man Utd dudi thoi HLV Erik Ten Hag dé giup "Quy da" tro thanh
g ctr vién vé dich 6 cdc gidi dau I16n mua nay.

"T6i nghi rang anh 8y da gilp thay déi suy nghf cling nhu sy ty tin va
niém tin cua cac cau tha, rdng ho thyuc sy 1a mét doi béng tét va toi
nghi moi ngudi dang bat dau thdy diéu dé trong mua giai nay va ho
dang & mot vj tri tét", Wayne Rooney néi vé nhimg gi ma HLV Erik Ten
Hag mang lai cho Man Utd trong cu¢c phdng van trén kénh ESPN,

(Dén tri) - Huyén thoai Wayne Rooney da chi ra nhing diém thay doi
16n cua Man Utd dudi thoi HLV Erik Ten Hag dé gitp "Quy dé” tro thanh
ung cur vién vé dich 6 cac giai ddu I6n mua nay.

"Toi nghi rang anh ay da gidp thay déi suy nghi ciing nhu sy ty tin va
niém tin cta cac cau tha, rang ho thyc sur la moét doi bong tét va toi
nghi moi ngudi dang bat dau thdy diéu dé trong mua giai nay va ho
dang & mét vj tri tét", Wayne Rooney néi vé nhimg gi ma HLV Erik Ten

» Hé théng s& hién thi lan luot tung trang tai liéu dé NSD kiém tra. Qua trinh
Scan xong, NSD chon Ding Scan néu khong mudn tiép tuc scan

» NSD c6 thé nhap ma vach vao 6 Ma vach va chon Luu dé tim nhanh tai liéu
khi can.

- Budc 5: NSD chon Hoan tat dé két thiic qua trinh Scan.

1.4. Cap nhat tai ligu 1&n hé so kiém toan (Upload file)

Kiém todn nha nuwée — 2023
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HUONG DAN SU DUNG PHAN MEM SO HOA VA QUAN LY HO SO KIEM TOAN NHA NUOC

* MO ta:

Chure nang nay dung khi NSD da scan tai liéu va luu trit trén may tinh cé 02
kiéu upload file 18n phan mém nhu sau:

1) Upload file véi nhiing tdi ligu dé ddnh ma vach trén giao di¢n phin mém cii

* Pbi tuong str dung:

NSD duoc phan sé hoa tai liéu

* Thao tac str dung:

- Budc 1: Bang nhap vao hé théng. H¢ théng mic dinh hién thi trang Ho so
kiém toan khi dang nhap thanh cong

- Budc 2: Tim ki€ém cudc kiém toan va chon vao chi tiét cudc do
- Budce 3: Chon loai ho so ¢6 chira tai li€u can s6 hoa

- Budc 4: Chon nat Upload file hién thi man hinh chon Upload file/chon file

tai liéu/chon nat Open

=Y 22 .
Hé& sor kidm todn chung ==
| xivesinmngm | i
Vi - P
/ Tai file ma cl
»
@ Upload files
& Open b4
T 4 > Downloads » ~ o
Organize = M fetsar = = |
& Home
B NguyEn Thi Ha - HMI ISC I
phan mem HOKT

B8 Desitop of =] CamScanner 2023-08-10 15.22
& Downloads * €] CamScanner 2023-08-10 14.32
= Docements » €] Vige quin Iy, s dunag thi chinh céng, tai ..
P] Pictures * £ Cong win phit hinh bao cio kidm todn
@ Music »
O videos -

CW_BC_TH SHHS_KN

Last ment
Zato Received Files : e
PHONG PTHIN =] Efe3920b-d3b0-0813-5086- 19628661 o8
File name: | CamScanner 2023-08-10 15.22 Foxit Phantom@DF FDF Docume ~
Open Cancel

Kiém todn nha nuée — 2023
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HUONG DAN SU DUNG PHAN MEM SO HOA VA QUAN LY HO SO KIEM TOAN NHA NUOC

Upload thanh cong

@ Upload files

® c 10 1
& 101
I Ma vach - M3 bj mo...
" anl
.
Nam
2023

Bon v cha tri

KTNN chuyén nganh VIl

Cudc kiem toan

Kiém toan chuyén dé viéc giao du toan, quan Iy, sk dung va quyét

toan chi phi quén Iy bdo hidm xa hol, bdo hiém thét nghiép tai
BHXH Viét Nam theo Nghj quyét s 09/2021/UBTVQH15

Hé so
Hé so kiém toan chung
Loai tai ligu

Bao cao tham dinh Bao cao kiém toan trinh phat hanh cla cac Vy
tham muu (néu cd).

> Luu y: Truong hop ma vach bi mo ko doc dugc thi NSD can chon vao biéu
tugng nhu hinh trén dé cap nhat thong tin caa loai tai liéu twong Gng véi théng tin
loai tai liéu duoc thé hién trén ma vach va chon nat tao tai liéu dé hoan thanh.

WIITE2 R HRIR RS

2020 12 V72 1 4

Biéu thi cho loai tai liéu

2) Upload file véi nhiing tdi liéu da danh ma vach trén giao di¢n phian mém mdéi

- Béi tuong st dung:

Tat ca dbi tuong tham gia vao phan mém

- Thao tac str dung:

- Budc 1: Dang nhap vao hé thong. Chon biéu twong Scan tai liéu

Kiém todn nha nuée — 2023

23



HUONG DAN SU DUNG PHAN MEM SO HOA VA QUAN LY HO SO KIEM TOAN NHA NUOC

Scan tai liéu

- Budc 2: Chon nut Upload file /chon file tai li€éu/chon nat Open

T

Upload thanh céng ¢

Scan tai ligu

Ban céan cai plugin dé sir dung @& CamScanner 2023-08-10 15.22 pal

tinh ndng scan
Bém nut dudi 38y o8 1 wb plugin va sau 6 chay
fibes ® CamScanner 2023-08-10 14.32 pdt

Sau khi cai &3t hoan i hay mé plugin ien v ban & camScanner 2023-08-10 15.22 pdl

a -8

& Upload files

Cal dat nang cao  ~

\J

a) Dy thdo Bdo c4o kiém todn trinh Kiém todn truémg;

b) Béo o Kiém sodt chit lugng kiém todn ctia Té kiém sodt chit lugng
kidm todn cia dom vi ché trl cude kiém todn (@én gial dogn xét duyét du thio
Bdo cdo kiém todn);

¢) Quyét dinh thanh ljp T6 thim djnh dyr thio Bio céo kiém todn; Bio
cio thim djnh dy thio Bdo cdo kiém todn cia T6 thim dinh;

d) Bién bin hop xét duyét ciia Kiém tofin trudr

kiém todin;

d) Vin bin tiép thu, gidi trinh cla
gidi trink adi voi che ngi dung |
kiém todn ciia T8 thim djnk,

Scanned with CamScanner

223
Don vi cha tri

Cute hidm toan

Kdm 104N hoat 3009 xiy Bung v quin iy & dung vin diu tr Dy an néng
o Trudmg D hoc Cén Tho

Ho sor

H 5o dm lodn chung

Lool thi lidu

Cuaydt Srdy thanh g Doin khio si Bw B Bdng tn Ui KHKT (u cd)

> Luu y: Truong hop ma vach bi mo ko doc duoc thi NSD cap nhat ddy sé6 ma
bén dudi ma di danh trén tai liéu va chon ndt tao tai liéu dé hoan thanh.

C

1.5. Chinh sza tai ligu sau khi scan hogc upload file tai ligu

* MO ta:

Kiém todn nha nuwée — 2023
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HUONG DAN SU DUNG PHAN MEM SO HOA VA QUAN LY HO SO KIEM TOAN NHA NUOC

Sau khi thuc hién scan hoic upload file cac file tai liéu s& tu dong hién thi
vao Ho so kiém toan theo thdng tin ma vach danh cho tai liéu. Chirc ning nay gitip
NSD thém céc théng tin cho tai liéu.

+ D41 trong str dung:

NSD duoc phan cong sb hoa

* Thao tac str dung:

- Bude 1: bang nhap vao hé théng. H¢ théng mic dinh hién thi trang Ho so
kiém toan khi dang nhap thanh cong
- Budc 2: Tim kiém cudc kiém toan va chon vao chi tiét cudc d6

- Budc 3: Chon loai ho so ¢6 chira tai li€u can s hoa (chinh stra)

Ho 5o kiém toan chung

: - @

o S €inh 840 cho kikm " b 68)

Bién muyc Sura thong tin /'
DG khdn: Thugng khin (] Khin (] PHIEU TRAO DOI CONG VIEC & Thong tin cude
D6 mat: Tuyétmit (] Téi mae[]
Mit [] Thuomg [] = PR TS
£ oa i z £ 3 ‘ 2023 KTNN chuyén nganh Vil
Kinh giri: Vy Che d§ va kiém sodt chit lugng kiem todn

Vin dé trao dbi: vé vige bo sung gop ¥ dyr thao Quy dinh danh muc hé so
kiém todn; ché dd ndp lwu, bdo ban, khai thic va huy ho so kiém toén. ol A o G AR ol e i v o

N¢i dung trao ddi: todn chi phi quan i bao hém xi hI, bdo hiém thét

- Vit Nam theo Nghi quyét sé 0072021/ UBTVQH1S

Trén co s& Cong vin so 76/KTNN-CD ngiy 02 thing 02 nim 2023 cla
Vu Ché dé va Kiém sodt chét lugng kiém todn (Vy CD&KSCLKT) vé vige lay ¥

kién gop ¥ dy thio Quy dinh danh myc hd so kiém todn; ché d¢ ndp luu, bio
quan, khai thic va hiy ho so kiém toan, ngay 16/2/2023 Trung tim Tin hoc
(TTTH) da giri van ban sé 38/TTTH-PTUD tham gia ¥ kién d& xudt diéu chinh

H 5o kidm todn chung

- Budc 4: Nhap ddy du, chinh xac cac théng tin trong (mg cia tai liéu (truong

nhap * 1a trudng thong tin bit budc) chon Hoan tit sd hoa.

Kiém todn nha nuée — 2023
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T Cac VAR Dar, TaT T ChT O30, T o rrome e -
o), ghn: Vin bin chi dgo hogt ddng kiém todn cia céc cdp ddi véi Dodn kiém
todn; Bién ban hop kiém tra, chi dgo hoat dgng kiém todn cva Kiém todn truong
vi cua linh dao Kiém todn nhi nudc doi véi Dodn kiém 1odn; v &n ban chi d?o i
ciia lanh dpo Dodn kiém todn i voi Poan kiém ton, Té kidm todn; tai liéu Xoay tai ligu
khéc c6 lién quan.

8. Bio cdo dinh ky vi gt xult cia Doan kiém todn g Kiém todn truémg.

Bién myc

lanh dgo Kiém todn nhi nuée. & Thong tin cude

9. Nhit ky cdng tic cia Trudng Doin kiém todn, Phé Trudng Poin kiém

todn (néu cd). Nam Bon v ch tri keém tods
10. Cée bién bin hop Pon kiém ton. Jo P
11. Cic dy thio Béo cdo kiém todn va céc vin bin thim dinh, xét duyét
dy thio Béo cdo kiém todn, gom: R
11.1. Xét duyét cia Kiém toén truomg
3) Dy thito Bio cdo kiém todn trinh Kiém todn tnring; Kiém toan hoat dong xay dung va quén Iy, st dung vén déu tr Du én
b) Béo céo Kiém soét chit lugng kiém todn cia T4 kiém sodt chit huyng néng cAp Trong Hai hoc Cén Tho
Kidm todn cia don vj chis tri cude kiém todn (dén giai doan xét duyét dy thio
Bao cdo kiém todn); Hb s0

) Quyét dinh thanh 13p Té thim dinh dy thio Béo cdo kiém todn; Bio
cio thim dinh dy thio Bao céo kiém todn cda Té thim dinh;

d) Bién bin hop xét duyét cla Kiém todn truomg dSi v6i dy thio Bo cio
kiém todin;

) Van bin tiép thu, gidi trinh cia B m todn (Bdo cdo tiép thu va B Thong tin tai liéu
‘gidi trinh d6i i cde ngi dung trong bdo.
kidm todn ciia T4 thim dinh, bdo edo 0
ciia kiém sodt;  kién két lu x o Ba Quyét dinh thanh 13p doan khao sét
kiém todn...);

) Céc vin bin gidi trinh
ci nhin o6 lién quan va bing

Hb so kiém toan chung

> Tai liéu s& dugc sb hoa thanh cong va chuyén sang trang thai ba s6 hoa tai

man ho so

[ Chon théng tin can hién thi cho tai liéu ] [ Xudt file danh muc theo théng tin chon cla tai liéu

Hb sor kiém todn chung

]

o = . . . Hin thi thang tin i e -]

[ cing van gt rann i cueg ko s .
[0 wom nisn s Chon
O coquan tan naen nut
0O e nay dé
) et hién
() wgaysémea thi
B sl théng
.I,I_ . tin tai
O s o ligu

| AN

Hb sor kiém tedn chung | =
| i in |

O e exese ) .

[ céng vinva ab cuong shdo st gis don | éugs kndo it L

| [0 Cangvin ghatrann 08 cuamg kndo st

Tai liéu d3 s& hod thanh céng

» Luu y: tai man hinh tai liéu da s6 hoa NSD ¢6 thé chon céc thong tin hién thi

cho tai liéu va co thé xuat file danh muc theo thong tin Iya chon.

1.6. Tai tai ligu

* MO ta:

Kiém todn nha nuée — 2023
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Chtic ning nay dung khi NSD ¢6 nhu cau can luu trit va tai tai liéu vé

+ Db tuong st dung:

NSD duoc phan sb hoa tai liu

* Thao tac st dung:

- Budc 1: Pang nhap vao hé théng. Hé théng mic dinh hién thi trang HO soo

kiém toan khi ding nhap thanh cong
1) Tai tai liéu dbi voi tai liéu danh ma vach cii (in ma vach tir phan mém cii)
- Budc 2: Tim kiém cudc kiém toan va chon vao chi tiét cudc do
- Budc 3: Chon loai hd so c¢6 chtra tai liéu can tai 1én
- Budc 4: Click chon tai liéu va chon biéu tuong tai vé

> File tai xuong s& dugc luu vao myc cia thiét bi ma NSD chon

2. Hoan thanh s6 hoa hé so

* MO ta:

Chtic nang nay dung dé hoan thanh viéc s6 hoa hd so khi can két thiic s6 hoa
tai liéu cua hd so do

+ Db tuong str dung:

NSD c6 vai tro 12 Quan tri don vi, ngudi duoc phan quyén hoan thanh sé hoé

* Thao tac sir dung:

- Bu6c 1: Pang nhéap vao hé thong. Hé thong miac dinh hién thi trang H6 so

kiém toan khi dang nhap thanh cong
- Bué6c 2: Chon vao biéu twong hoan thanh s hoa
» Luuy:

+ Chi duoc hoan thanh s hoé hd so khi ho so da c6 tat ca cac tai liéu & trang
thai “P4 s6 hoa”

Kiém todn nha nuée — 2023
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+ Ddi voi cac hd so nhu HO so chung, HO so chi tiét, HO so kiém soat chat
lwong kiém toan truong, Ho so kién nghi QTDV s& phan quyén cho 01 nguoi dé
hoan thanh s hoa.

+ Thuc hién hoan thanh sb hoa theo tirng nhém hd so gdm: Ho so giai doan
kiém toan (gom Hd so chung, hd so chi tiét, hd so kiém soat chat luong kiém toan
truong) QTDV sé& hoan thanh sb hoa véi diéu kién céc hd so trong giai doan nay da
duoc hoan thanh; Ho so thuc hién két luan, kién nghi kiém toan ngudi duoc phan
quyén hoan thanh, Hd so khiéu nai kiém toan (néu cd) nguoi duoc phan quyén hoan
thanh.

+ Cac don vi chl y thyc hién hoan thanh sau khi da thyc hién sé hoa xong thi
hd so méi duoc thong ké 1a Da sd hod va co thé phan quyén khai théc.

3. Phan quyén khai thac
3.1. Thém phan quyén khai thac

* MO ta:

Chtic nang nay NSD can dé phan quyén cho nhimg nguoi can khai thac tai liéu
sau khi ho so ctia cudc kiém toan toan di s6 hoa va dong

+ Db tuong str dung:

NSD c¢6 vai tro 1a Quan tri hé théng va Quan tri don vi

* Thao tac st dung:

- Budc 1: Dang nhap vao hé thong.
- Budc 2: NSD chon biéu tuong Phan quyén khai thac Ho so kiém toan hoic
Bio c4o kiém toan (danh sach ho so dugc phan quyén 13 ho so da hoan thanh sé hoa,

danh sach BCKT duoc phan quyén 1a tai liéu d3 1a trang thai Da s6 hoa)

Kiém todn nha nuée — 2023
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O He e

VRBAGH- TN ]
AT TN ]
BISAD0 K THN E ]

o Thinh vién

T4 550 hie ghI ARl HEAM RTHN
STRIY . IV

Lié Quibsc Ding
o]

hoa (da hoan thanh s hoa).

W Th chuyer

FUTNN Ehidydn ngdnn v

W TNN chuysn

ngann

W

ngénn ¥

Kl Sodn charyén 98 Oy én phat trise co s by thng Su lich b rg cho

" ¢ v
g ridng toan den B vis Dby wung WM Hong mé reng Hedng Vin Cmma
[l Bt ERviy b OB Ve uskii By iy heh. i phan by Seni thily Vi 59 Ham -
4 v ghal Soan 216 - 2020 ’
[ 504N hoat g Niy YT WE YHC QUAN By, B dyng Yo diu W Dy L i Dk "
n duimeg diry SO0KW Quing Trach - Déc $5/; Dy n Surdmyg diy BOOKY. .
1 1w w
KTMN Charyisn R ¥ Pritng Tikeg hop Pré Trating phiing o]

Man hinh s€ hién thi danh sach cac cudc ki€ém toan co6 li€n quan dén hoé so da so

[ ——
SO HOA VA QUAN LY HO SO

Q

Thém phan quyén

& Hoso @ =3 Thanhvien

Q 201 Q KTHN chuyin ... € Hos.. Q@
B auvremn i BN VI CHI TRIKIEM TOAN CUGE KIEM TOAN TRUGHG BOAN
O 1885/QD-KINN 2018 KTNN chuyén nganh Vil Céng ty TNHH MTV Xé sé Dign toan Vigt Nam (Vietlott) Thai Héng Linh v
1352/Q0-KTNN 2018 KTNN chuyén nganh Vil TCT Co phan Bao hiém Bao Minh Trédn Nhét Thanh v
O 436/GBKTNN 2018 KTNN chuy&n nganh VIl TCT Béo Viét Nhan the v
O 481/QD-KTNN 2018 KTNN chuyén nganh Vil Chuyén dé Hé théng cong nghé thang tin lién quan dén cong tac quan Iy thu ngan sach tai Téng cuc Thué Nguy&n Thi Thanh Loan ]
O 437GBKINN 2018 KTNN chuyén nganh VIl TCT Cé phéan Tai bao hiém Quéc gia Viét Nam - v

- Buoc 3: Lua chon cac thong tin cua ho so can phan cong tick vao ho so lién
quan theo danh sach cudc ki€m toan dé€ phan cong (c6 thé chon mot, nhiéu hoac chon

tat ca 1 trang danh sach dé phan cong) sau d6 nhan Tiép tuc.
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& v if & Thanhvien I

0 W i T A 1O W T TN W At
= KTNN chuayén nganh Vil

= Phansg Kiim tndn Giéng nghd hing tin

som" st wén Churpts wid et o

0  Xac nhin thay dbi

Tin aham phaf guysn

Khai thc b 5o chusg nlm 2008

- Budc 4: Lya chon thanh vién trong don vi sau d6 chon tiép tuc va cap nhat

tén nhom khai thac, cap nhat thoi gian khai thac va chon nut Hoan tat

Sau khi hoan tat viéc phan quyén khai thac sé& hién thi man hinh quan Iy phan
quyén khai thac d¢ QTDV c6 thé theo ddi quan ly va stra thdng noi dung khai théc,
dirng khai thac trudc khi dén han dung

1352QD-KTNN 2018 KTNN chuyén nganh VIl TCT Cé phan Béo hiém Bao Minh Tran Nhat Thanh v
Nn6m quyén con higu lue

Khai thic hé s chung nim 2018 .
17082023 - 22022023 :

Khai thic hé so°
08/08/2023 - 300872023

Khai thic hé so kiém toan cudc kiém todn NSD...
0BIA2023 - 3122023

Khai thic HSKT CN i
06082023 - MVTI2023

F
£
S
3

2
=

k3
5

e Thanh vién

RS_THI_L

250702023 - 0208023 NG DiNG VA TRO oonw PHONG BAN cHIC W ThIvE
Té s0an thao ghi nhin HSKN KTNN

250712023 211102923 [ Pm"" TH Hing Thanh vién KTNN chuyén nganh Vil Phang Kiém odn Céng nghé Chuyén vién chinh ["e)

RS_P3E
17072023 - o1vRR0ZY

Nhm quyén hét higu luc

Khai thic 1
09082023 - 11082023

3.2. Chinh si#a, x0a hodgc dirng phan quyén khai thac

* MO ta:
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Chtic niang nay NSD can chinh stra (x04, dirng) lai quyén cho nhitng nguoi can
khai théc tai liéu sau khi cudc kiém toan di sb hoa va dong

* Pbi tuong sir dung:

NSD c6 vai trd 1a Quan tri hé théng va Quan tri don vi

* Thao tac st dung:

- Budc 1: Dang nhap vao hé thong.

- Budc 2: NSD chon biéu vao ndi dung phan quyén khai thac dé thuc hién xoa

phan quyén, sira phan quyén hoic ding phan quyén.

Phan quyén khai thac kiém... m e e

ET O

1352/QD-KTNN 2018 KTNN chuyén nganh VIl TCT C& phén Béo hiém Bao Minh Tran Nhat Thanh 5.

Khai thac hé so kiém todn cuée kiém toan NSD...
081082023 - 301272023
Khai thic HSKT CN Il
0610872023 - 301172023
° Thanh vién

RS_THI L
2510772023 - 021092023 N GG
30; 130 ghl nhin HSKN KTNN

23- 311102023 o Phung Thi Hang

Thanh vién KTNN chuyén nganh VII Phong Kiém toan Cong nghé...  Chuyén vién chinh [ o]

Khal thic 1
0910872023 - 11/08/2023

Bunp onbN

4. Khai thac

* MO ta:

Chtrc nang nay NSD can dé vao chon khai thac céc tai liéu da dugc phan quyén

* Db tuong st dung:

NSD da dugc phan quyén khai thac hd so kiém toén, tai liéu thuoc hd so kiém toan

hoic B&o cao kiém toan.

* Thao tac st dung:

- Budc 1: Dang nhap vao hé thong.

- Budc 2: NSD biéu tuong khai thac dé khai thac Ho so kiém toan, Tai liéu hoic

Bao cao kiém toan

Kiém todn nha nuée — 2023
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[ Khai théc theo hd so kiém toén ] [ Loc chon hd so dugc khai thac

Danh sich cuge kiém todn

am Q1

© 03 phin quyn ke thac
O s phis qayba bvas ke

Enotartarcbed Kbm 104n B0 €40 thl chinh, cac hoat S4eg Il quan Gén quan Iy, 3i7 dyng von, 1l sin
S nha At AAm 2020 cia Tong c0g ty Dy tr v Kinh dosnh vén nt nuot

10O KING - 2021 KINN chuytn nganh Vi sk toan Cong ty C6 phin PVI

Uit ek KK toan BAo cho thl chinh, chc host 80ag e guan 0l qui i s dung vén, 1 sén
i e amakd Nha not nAm 2020 cUa NOIn hang Hop the XA VIgt Nam

= P P Kben 1o4n B0 40 1 chanh, cAc host B9ng IHn quan 64N quin 1y, sir Gung vin, tal sin
S ey Y ianch et i AedT nAm 2019 cia Nphn hang TMCP Ngos! Bvromg Vit Nem

SRR 5 o e Kb 10n B0 40 1l chinh, che hoat 530G IHn qUan Shn quis Iy, sUr ung vén, 1l san
bl s cognh: nha nwoc nam 2019 cia Tong coag ty cb phim Bio hiém Bio Minh

1352000-KTNN 2018 KTN churpts ngiehs V1 TCT €6 phin B0 hém B30 Minh Tries Nt Thaet

Khai thac Tai liéu hodc BCKT ]

» Luu y: Tai cac man hinh khai thac:

- D61 vo1 Ho so kiém toan: man hinh khai thac s€ hién thi mac dinh danh sach cac ho
so cua don vi chu tri trong cac nam kiém todn NSD c6 thé loc cac ho so dugc quyén khai
thac.

- Pdi voi man hinh khai thac tai liéu va BCKT: hién thi mic dinh tai liéu, BCKT cua
don vi chu tri NSD ¢6 thé loc cac hd so duge quyén khai thac dé khai thac.
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