BAO HIEM XA HOI VIET NAM CONG HOA XA HQI CHU NGHIA VIET NAM
BAO HIEM XA HOI TP HA NOI Poc 1ap - Tw do - Hanh phic

Sé: 1791/BHXH-PT Ha Ngi, ngay 24 thang 08 ndm 2015
V/v Giao dich thi tuc hanh chinh bdng hé so dién tir phat
hanh the BHYT cho HSSV.

Kinh giti: - Trudng cac phong nghiép vu;
- Giam doc Bao hiém xa hoi cac quén, huyén, thi xa.

Thuc hién Cong van sb 1656/BHXH-PT ngay 06/8/2015 cua Bao hiém xa hoi
(BHXH) thanh phé Ha Noi vé viéc huéng dan bé sung BHYT HSSV va CSSKBP theo
Thong tu s6 41/2014/BYT-BTC. Bé trién khai thuc hién giao dich hd so dién tir dbi voi tat ca
cac trudng hoc trén dia ban Thanh phd dat két qua tot, BHXH thanh phé Ha Noi huéng dan
bé sung vé quy trinh giao dich hd so dién tur cip thé BHYT HSSV nhu sau:

1. V& quy trinh thyc hién

- Quy trinh thuc hién giao dich hd so dién tir ciia nha truong thuc hién theo Phu luc 1
ban hanh kém theo cong van nay.

- Quy trinh thyuc hién giao dich hd so dién ti cua co quan BHXH thyuc hién theo Phu
luc 2 ban hanh kém theo cong van nay.

2. V& phan cong trach nhiém

Thyc hién theo huong dan tai Cong van sé 2230/BHXH-PT ngay 20/8/2014 cua
BHXH thanh pho Ha Noi.

BHXH Thanh phd yéu cau céc phong nghiép vu, BHXH céc quan, huyén, thi xa
nghiém tdc thyc hién. Trong qua trinh thyc hién néu c6 phét sinh, vuéng mac de nghi phan
anh kip thoi vé BHXH Thanh pho (phong CNTT, Thu, CST, TN&QLHS) dé duge husng dan
giai quyet./.

KT. GIAM bOC
Noi nhdn: PHO GIAM DOC
- Nhu trén;
- Giam dbc, Cac Pho GD (dé chi dao);
- Cong TTOT ciia BHXH TP;
- Luu: VT, PT(02b).

Vii Pirc Thuit



PHU LUC 1
(Kém theo cong van sé 1T91/BHXH-PT ngay 24/8/2015 ciia BHXH TP Ha Ni)
Quy trinh giao dich hd so dién tir cAp thé BHYT HSSV thuc hién tai Nha truwong
Muc dich:

Lap ho so phat hanh th¢ BHYT HSSV duoc thuan tién, nhanh chéng, dam béo dit liéu dugc
chu@n hoa, tranh truong hop sai sot dir liéu nhu thuc hién trén Excel va phai stra thé, doi the
nhiéu. Thoi gian nha truong nhan dugc thé BHYT nhanh.

1. So db tom tit:

B3 - a
“éng gi B& phin 5
Cong giao B RS ; phd £
dich dién |+ Nha ; > TNHS =
tir BHXH trudmg 20 =
Ha Noi ) B¢ phdn Thy, | 52
B b " Cip sG thé, | =

t ! B4 K& todn

2. Quy trinh thuc hién giao dich qua mang internet.

Nha trudng truy cap vao cong giao dich dién tir cia BHXH Ha Noi (sau day goi tat 1a cong
GDDT) tai dia chi http://bachiemxahoidientu.vn dé ding ky st dung, tai phan mém hd tro ké
khai eBHXH d¢ lap ho so dién tar di twong BHYT HSSV gui qua mang cho co quan BHXH
huyén. Gém cac buéc thyuc hién sau day:

- B1: Pang ky str dung: can b lam cong tac BHYT HSSV cua nha truong lién hé vai BHXH
huyén (cén bo phuc trach BHYT HSSV cua nha
truong) dé nhan USER (Tén dang nhap), PASSWORD (Mat khau) va M4 kich hoat Phan
mém hd tro ké khai eBHXH ciia trudong minh.

* Luu y:

- Pbi v6i cac truong dd dugc cip tai khoan: kiém tra va cap nhat bo sung thong tin cua
truong (vi du: Nguoi dai di@n phap luat, Email lién hé.‘..) tai dia chi
http://baohiemxahoidientu.vn/login néu trude day da ké khai nhung chua day du.

- Bdi véi don vi dang ky cap méi tai khoan (ndm nay méi giao dich dién tir) cap nhat day da
thong tin cua nha truong.

- B2: Tai phan mém hd tro lap biéu mau eBHXH:

+ Dia chi tai phén mém; Truy cép dia chi http:/baohiemxahoidientu.vn, trén trang chu kich
vao anh “TAlI PHAN MEM HO TRO KE KHAI EFY - eBHXH".

+ Cai dat phan mém eBHXH.
+ Lap biéu mau (D03-TS va 03/BHYT), cach lap biéu:

a) Lay dir ligu ndm truéc (dit liéu da duoc loai bo s6 HSSV céc 16p cudi cap) tir trong phan
mém eBHXH,;

b) Nguyeén tac 1ap bieu: Trén danh sich DO3-TS nhiing HSSV chuyén I6p Ién trén, HSSV
tang ma&i hodc luu ban xuong dudi. Trinh ty thuc hién nhu sau:

e 1: Thuc hién chuyén 16p, chuyén tir 16p cao dén I6p thap, cu thé:



v Khéi Tiéu hoc s& chuyén theo thtr tu tir 16p 4 1n 5, 16p 3 1én 4, 16p 2 1én 3.

v Khéi THCS sé& chuyén tir I6p 8 18n 9, 16p 7 18n 8, 16p 6 [én 7.

v Khéi THPT chuyén theo thir ty 16p 11 18n 12, 16p 10 1én 11,

e 2: Cap nhat nhimg HSSV ting méi (ké ca HSSV 16p cudi cip bi luu ban néu cd) vao cudi
danh sach.

v  HSSV tang mdi.

v/ HSSV luu ban (néu c6): dugc lay tir co s dit liéu caa nam hoc trude dé giir lai s6 s6 tam
phuc vu xac nhan qué trinh tham gia BHYT.

e 3: X6a bo nhitng HSSV giam do chuyén truong,...

e 4: Cap nhat thong tin diéu chinh HSSV ¢o thay (jéi: thong tin ca nhén, noi dang ky kham
chita bénh ban dau, tur ngay, so thang tham gia, b6 sung ma sinh vién vao cot so CMTND
(doi vai cac truong cao dang, dai hoc),...

Luu y: Can cir Cong van so 1656/BHXH-PT Vvé viéc huwong dan bo sung BHYT HSSV va
CSSKBD theo Thong tw 41/2014/BYT-BTC ngay 06/08/2015 cua BHXH Ha Ngi cu thé nhu
sau:

a. Doi véi hoc sinh vao 16p 1 c6 the tré em két thic sau ngay 01/10 thuc hi¢n thu tién va cdp
the HS ké tir ngay dau tién cua thang lien ke sau thang the BHYT tré em dudi 6 tuoi het han
den 31/12 nam saul.

b. Béi véi hoc sinh I6p 12 tham gia BHYT dén 31/5.

c. D6i Vi sinh vién nam thir nhat tham gia tur thang nhdp hoc hodgc tir thoi diém lién ké sau
ngay the ci het gia tri su dung den 31/12 nam sau, sinh vién nam cuoi tham gia dén ngay
cuoi cung cua thang ket thuic nam hoc do.

d. Hoc vién hoc nghé thoi gian dudi 12 thang tré xuong tham gia theo khda hoc.

e 5: Pon vi kiém tra dit licu HSSV di 1ap, néu sai don vi diéu chinh lai, néu dung thi xuét di
liéu danh sach (D03-TS, 03/BHYT).

- B3: Gui dir liéu cho co quan BHXH theo mét trong hai cach sau:

+ Qéch 1: Gui qua Cong TTDT tai dia chi baohiemxahpidientu.vn, don vi dang nhap hé
thong (Theo Tén dang nhap va Mat khau co quan BHXH cap).

+ Céch 2: Gui truc tiép trong phan mém eBHXH

+ Dit liéu guri toi co quan BHXH gom:

v' Danh sach phét hanh thé BHYT (mau D03-TS).

v' Danh sach HSSV tham gia BHYT thudc nhém déi tugng khac (mau 03/BHYT).
v Chung tir nop tién (file anh).

- B4: Nhan thong béo két qua ho so dién tu, lich hen tra két qua, mau DO3-TS, 03/BHYT (c6
ma vach), Bién ban giao nhan thé BHYT,...qua Email.

- B5: In, ky dong dau cac biéu mau va nop cho co quan BHXH khi 1én nhan the, gom:
+ 02 danh sé&ch phat hanh thé BHYT (mau D03-TS);

+ 02 danh sach HSSV tham gia BHYT thudc nhom déi tugng khéac (03/BHYT);

+ 04 Bién ban giao nhan thée BHYT;



* Cac biéu mau khac:

+ 02 HP trich chuyén KP CSSKBD cho HSSV (méu 84a-HD)

+ 02 Ban thanh 1y HD trich chuyén KP CSSKBD cho HSSV (miu 84b- HD)
+ 02 Gidy d& nghi trich thanh toan KP CSSKBD cho HSSV

+ 02 Gidy thanh toan thu lao (mau C66-HD).

+ 02 Bang quyét toan kinh phi CSSKBD cta nim hoc truéc (Mau 03/QT).
+ 04 Ban hop dong, thanh 1y dai ly thu.

- B5b: Nop hd so va nhan két qua tai co quan BHXH

+ Nop hod so gidy theo quy dinh tai B5.

+ Nhan két qua, gdom:

e Th¢ BHYT,

e Danh sach cap thé BHYT (miu D10a-TS);

e Bién ban giao nhan thé BHYT.

* Mgt sé ch v trong qué trinh thuc hién:

- Céc bwéc thuc hién xiz Iy di# ligu lam theo hwéng ddn sie dung dich v kém theo.

- Mdu (D03-TS, 03/BHYT) (c6 ma vach), Bién bdn giao nhdn thé BHYTphdi in tir file do
co quan BHXH chuyén vé.

- Qua trinh ga#i hé so dién tie, Néu co quan BHXH phdt hién sai sot sé gi#i lai file cho nha
trwong dé diéu chinh. Nha trwong Kiém tra, dieu chinh va gi#i lgi cho co quan BHXH.
Thoi han gidgi quyét hé so dién tir 1a thei han sau khi di liéu dwec théng nhdt giira nha
truong va co quan BHXH.

- Thé BHYT chi duwoc trd khi nha truwong da ngp tién cho co quan BHXH.

- Bién bdn giao nhdn thé BHYT co quan BHXH giii bang file, nha truwong thyc hign ky
trwéc va ngp cung b ho se gidy de tranh trwong hop phdi di lai nhiéu lan.

- Poi véi HSSV cudi cdp bi lwu ban, nha trwong cap nhdt vao danh sich nhw doi Véi
HSSV ting moi.

- Ngoai cac biéu mdu trén, phan mém ké khai hé tre cho nha truong lgp cac biéu mdu
sau:

(1). HP trich chuyén KP CSSKBD cho HSSV (mdu 84a-HD)

(2). Bdn thanh 1y HP trich chuyén KP CSSKBP cho HSSV (mau 84b-HD)
(3). Gidy dé nghj trich thanh todn KP CSSKBP cho HSSV

(4). Gidy thanh toan thu lao (mau C66-HD)

(5). Bang quyét toan kinh phi CSSKBD ciia ndam hoc truéc (Mau 03/QT)
(6). Ban hop dong, thanh Iy dai ly thu./.



PHU LUC 2
(Kém theo cong van sé 1791/BHXH-PT ngay 24/8/2015 ciia BHXH TP Ha Ni)
Quy trinh giao dich hd so dién tir cap thé BHYT HSSV thuc hién tai co quan BHXH.
1 So dd tom tat:

Don vi B6 Bj phin B2
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Bia 354
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Ciip sb thé Cip sb thé Thu

2 Quy trinh chi tiét.
Str dung phan mém TNHS, SMS, QLST. Gém cac budc thuc hién sau déy:

2.1 - Buéc 1: B§ phan TNHS: Hang ngay can bo TNHS (it nhat mot ngay 02 lan, dau gio
sang va dau gio chiéu) vao phan mém TNHS kiém tra va tiép nhan ho so dién tu, cu thé:

- Kiém tra ho so nha trudng giri:

+ Truong hop hd so dung va du theo quy dinh thi can bd TNHS nhan va dong thoi phan mém
TNHS tu dong thong bao qua Email dang ky giao dich dién tir cho nha truong hen ngay Ién
nhan ket qua.

+ Truong hop hd so khong hop 1€, can bo TNHS huéng dan chi tiét nha truong dé hoan thign
ho so qua dia chi Email ma nha truong da dang ky.

- Ban giao ho so da tiép nhan vé can bo Téng hop Mot cura.
* Téng hop Mét cira
- Tong hop hd so tir cac can bo TNHS.

- X4c nhan ban giao hd so dién tir dén bo phan Thu. Dong thai in bién ban ban giao ho so xac
nhan.

2.2 — Bwoc 2: By phan Thu:

- Hang ngay, vao phan mém TNHS d¢ duyét tai khoan dang ky mai ciia nha truong, cung cap
théng tin ve tai khoan cho nha truong dé thuc hién giao dich.

- Vao phan mém TNHS xuat dix liéu dién tir bao gém:

+ Danh sach nguoi chi tham gia BHYT (mau DO3-TS).

+ Danh sach HSSV tham gia BHYT thudc nhom dbi twong khac (mau 03/BHYT).
+ File dir liéu hoan chinh (File template).

- Kiém tra cé4c thong tin: thdng tin vé nhan than, noi ding ky KCB ban dau, tir ngay, sé
thang...

+ Kiém tra ngay thang sinh cac truong hop tang mai vao lop 1.
+ Thoi han két thac thé caa d6i tuong HSSV cubi cap.



a. Truong hop di li¢u dang:

- Cap nhat s6 s6 tam cac trudng hop ting moi.

- Cap nhat dix liéu vao phan mém SMS.

- Cap nhat gia tri sir dung thé BHYT (gia han) trén phan mém SMS.

- Chuyén dit liéu thé tir phan mém SMS sang QLST.

- Chuyén ho so dén bo phan cap s6 thé (phan mém TNHS).

b. Truong hop dir liéu sai:

- Ghi cu thé céc 13i sai vao cot ghi cha trén file dix liéu cua timg truong hop.

- Gri lai file cho nha truong dé kiém tra, diéu chinh.

- Thong bao cho nha truong, két thdc quy trinh giai quyét.

* Péi voi treong hep sai do b phan cap so thé tra lai tai buéc 2:

- Hay chuyén dix liéu sang QLST, huy gia han thé va x6a phat sinh thu trén phan mém SMS.
- Thuc hién nhu muc b budc nay.

2.3 - Buéc 3: By phan cap so thé: kiém tra dix liéu in thé trén phan mém QLST:
a. Truong hop di li¢u dang:

- Chuyén dit liéu in thé 18n phong cép s6 thé duyét in.

b. Truong hop dir liéu sai:

- Ghi r0 cac truong hop sai trén file dir liéu dién tir vao cot ghi chu.

- Trén phan mém QLST:

+ Néu dir liéu da duoc duyét: yéu cau hay duyét dir liéu da dugc duyét.

+ Néu chua duyét di ligu thé: thong béo cho b9 phan Thu dé hiy chuyén dir ligu tir phan
mém SMS.

- Tra lai hd so trén phan mém TNHS (tich trén phin mém TNHS tir chdi hé so).
- Thong bao cho Bo phan Thu, két thic quy trinh x ly.

Ghi chl: Trwong hop sai do phong cdp sé thé phat hién, bé phdn Cdp sé thé thuc hién cac
buoc nhu trén.

2.4 - Buéc 4: Phong CAp sé thé: Kiém tra dit liéu in thé trén phan mém QLST:

a. Truong hop dir liéu dang:

- Duyét dit liéu in thé trén phan mém QLST.

b. Truong hop dir ligu sai:

- Ghi r6 dir liéu sai cua ting trueong hop.

- Hay duyét dit liéu thé da duyét: khi ¢ yéu cau hay duyét caa BHXH huyén.

- Thong bao cho BHXH huyén vé két qua duyét dir liéu.

2.5 - Buéc 5: By phan céap so theé:

- Nhan dit liéu in thé da duoc phong cap s6 thé duyét.

- In Bién ban giao nhan th¢ BHYT trén phan mém do BHXH Thanh phé xay dung. In theo



dang file PDF giri dinh kém file qua phan mém TNHS.
- Inthé BHYT.
- In danh séach cip th¢ BHYT miu D10a-TS.

- Chuyén ho so dén bo phan TNHS dé tra két qua cho nha truong, tai buc chuyén nay phan
meém TNHS sé& tu dong thdng bao téi don vi qua Email, gom.

* Cac File sau duoc gui tu dong tir phan mém TNHS (can bo S6, Thé khong can dinh kém):
(1). Danh sach phat hanh thé BHYT mdu D03-TS (File c6 ma vach).

(2). Danh sach HSSV tham gia BHYT thugc nhém déi tuwong khac mau 03/BHYT (file c6 ma
vach).

* Céc File sau can by So, The can dinh kém thém trong phan mém TNHS khi thong béo don
vi (twong tng vai budc tich chuyén veé bo phan TNHS):

(3). Bién ban giao nhdn the BHYT.

2.6 - Bwoc 5: B phan TNHS:

- Tiép nhan két qua do bd phan Cip Sb thé chuyén dén dé tra cho nha truong.
- Tiép nhan ho so gidy do nha truong chuyén dén, kiém tra:

+ Trudng hop hd so khong ding ma vach: trd lai nha truong va yéu cau in lai dang bd ho so
do co quan BHXH chuyén vé. Khong tra két qua.

+ Truong hop ho so dung ma vach, thuc hién:

e Kiém tra tién nop voi bo phan Ké toan (chi tra hd so cho nha truong khi dd nop tién cho co
quan BHXH).

e Chuyén ho so dén céc bo phan lién quan ky ngay va trinh Lanh dao BHXH huyén ky, déng
dau d¢ tra cho nha truong.

e Tra két qua cho nha trudng, gom:

Thé BHYT;

Danh sach cap thé BHYT (mau D10a-TS);
Bién ban giao nhan thé BHYT.

2.7 - Budéc 6b: Bd phan Ké toan:

Kiém tra, X4¢ nhan tién nop cua nha trudng véi bd phan TNHS trudc khi tra két qua cho nha
truong./.



