HUONG DAN CONG DAN
NOP HO SO TRUC TUYEN

THU TUC: Chung thuc chir Ky trong cac giay to, vian ban (4p dung cho ca truong
hop chitng thwe diém chi va trudong hep nguoi yéu cau chiing thuc khong thé ky,
khong thé diém chi dwgc)

Ma thi tuc: 2.000884

* Lwu y: Anh minh hoa duoc Iy tir video huéng dan va da lam mo mot sé thong tin ca
nhan/tén tép ca nhan. Cong dan str dung dang thong tin, gidy to cua minh khi thuc hién.

****CAn chuin bi:

- Tai khoan Pinh danh dién tar (VNEID), nhé ma passcode dé thuc hién thao tc.

- Tai liéu ban chinh duoc quét, chup dam bao chat luong: nhin 3, day da noi dung.
BUOC 1: TRUY CAP CONG DICH VU CONG QUOC GIA

TAI TRINH DUYET (Chrome, Coccoc...), truy cap Cong dich vu ¢éng québc gia tai dia
chi: https://dichvucong.gov.vn/
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Hudéng dan nop hd so truc tuyén — Trung tam Phuc vy Hanh chinh cong x4 Thanh Ha


https://dichvucong.gov.vn/

BUOC 2. PANG NHAP VNEID TREN CONG DICH VU CONG QUOC GIA

Tai man hinh dang nhap VNelD, nhap thdng tin tai khoan hoac su dung phuong thirc dang
nhap phi hop. Sau d6 nhan “Pang nhap”.

- Cach 1: Bang nhap trng dung VnelD trén dién thoai, sau d6 soi ma QR vao dang nhap
dich vu cong quéc gia.

- Céch 2: Nhap s6 dinh danh va mat khau cua tai khoan dinh danh dién tir vao truc tiép trén
trang Dich vu cong québc gia va 4n Pang nhap.

Sau khi xac nhan chia sé (nhap ma passcode) thi vao duoc hé théng Dich vu ¢éng qudc gia.
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Huéng dan nop hd so truc tuyén — Trung tm Phuc vu Hanh chinh cong x& Thanh Ha



BUOC 3. TIM KIEM THU TUC HANH CHINH

Tai trang chu Cong Dich vu c6ng Qudc gia, nhap tir khoa “ching thuc chit ky” vao 6 tim
kiém. Chon dang tha tuc c6 mé 2.000884 va tén thu tuc vé chung thuc ching thuc chit ky
trong c4c gidy to, van ban ( &p dung cho ca trudng hop chir ky diém chi...)

v @& Trang cht - C6ng Dich vu cone X #® BOcongan X | @ Hudng dén ndp hd so x | + 4 Hoi Gemini = X

€ > C @ % dichvucong.govvn Y b y O

AL ONG DICH VU CONG QUOC GIA \ Bing nhap \

Két néi, cung cép théng tin va dich vu céng moi Itic, moi ndi

Q Théng tin va dich vu~  Thanh toén truc tuyén Phan énh kién nghi~ H& trg v

ching thuc chir M

o
Ma: 2.000992

Tim kiém nang cao

Q

Chiing thuc chit ky trong cac gidy 8, van ban (dp dung cho ca trudng hgp chitng thuc diém chi va trudng hgp ngudi yéu cau ching...
M3: 2.000884

Tha tuc Ching thuc chit ky ngusi dich trong céc van ban dich tir ti€ng nudc ngoai sang tiéng Viét hodc tir ti€éng Viét sang tiéng nu...
Ma: 2.000757

Th tuc Chiing thuc chit ky trong céc gidy t&, vén ban
Ma: 1.001590

Céng nhan t6 chic cung cap dich vu chitng thuc chit ky dién ti nudc ngoai tai Viét Nam

Ma: 1.012738
-
CUING UAN UUANMT NGrIcr
¢ Céconnho £J  Kndi sykinh doanh
= Hoctap 1% Lao déng va bio hiém xa hdi

= P : 1123 SA
[ 249 CA 2 A ) G 7]
() 34°C C6 ndng g ENG S Ry

Hudéng dan nop hd so truc tuyén — Trung tam Phuc vy Hanh chinh cong x4 Thanh Ha



BUOC 4. KIEM TRA THU TUC VA CHON CO QUAN THUC HIEN

Truy cap Cong Dich vu c6ng Quéc gia va ma tha tuc “Ching thuc chit ky trong cac gidy
td, van ban (ap dung cho ca trudng hop chang thue diém chi va trudng hop ngudi yéu cau
chang thyuc khdng thé ky, khdng thé diém chi duoc)”. Kiém tra dung cap thuc hién,
tinh/thanh phd va co quan tiép nhan truéc khi ndp hd so (Chon thanh phé Hai Phong, xa
Thanh Ha)
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Hudéng dan nop hd so truc tuyén — Trung tam Phuc vy Hanh chinh cong x4 Thanh Ha



BUGC 5. XAC NHAN THONG TIN CHUNG

Kiém tra cac truong: Cap thuc hién, Tinh/thanh phd, Thi tuc hanh chinh, Co quan thuc
hién va Pon vi tiép nhan. Trong video, co quan thuc hién 12 UBND x& Thanh Ha — Thanh
phd Hai Phong va don vi tiép nhan 1a Trung tdm Phuc vu hanh chinh cong UBND x&
Thanh Ha. Sau khi kiém tra, chon “X4c nhan”.
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BUOC 6. MO DANH SACH TAI LIEU PIEN TU
Tai budc nop hd so, md phan “Danh sach tai liéu dién tir”. Hé thdng cho phép tai tai liéu tur
thiét bi hoac tao tép dinh kém tir nhiéu hinh anh.
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Hudéng dan nop hd so truc tuyén — Trung tam Phuc vy Hanh chinh cong x& Thanh Ha



BUGC 7. TAI CAC THANH PHAN HO SO

Tai 1én ding tai liéu theo yéu cau caa tha tuc. Can cd tép van ban can chang thuc va gidy
tor iy than. Sau khi tai, kiém tra tén tép va loai dinh kém hién thi trén man hinh. Khéng tai
nham tai liéu hozc tai liéu khong rd noi dung.

& Nop ho s X+ ® & - 0o x

5352tinhThanhld=20&maThuTuc=2.000884 B % 9 S 0 &

o—————— S——————— m—"

2~

C & dichvucongnganhtuphap.mojgovn

+ Gidy &, van ban ma minh sé yéu
cau chimg thuc chir ky. Truong hop
chimg thuc chir ky trong gidy t&, van
ban bang tiéng nudc ngoai, néu
ngudi thuc hién chimg thyc khéng
hiéu rd ngi dung cua gidy 1o, van bar
thi cé quyén yéu cau ngudi yéu cau
1 rc:x::;%hg::ﬂn:z:[k;r:‘glhce:ab::;ydl‘c(; 0’—,: Hién Hudng_0001.pdf €@ Ching thuc dién tr & giay - o (-]
van ban dé (ban dich khong can
cong chimg hodc chimg thuc chir
ky ngudi dich, ngudi yéu cau chimg
thyc phai chju trach nhiém vé ndi
dung clia ban dich). + Ngudi yéu
cau chimg thuc nhan két qua tai noi

nophoso

+ Mot trong céc gidy to sau: Can e

cudc dién tir; ban chinh hoac ban

sao cla Thé can cudc cong dan

hoac Thé can cuéce hodc Gidy chimg z . x -
G nhan can cuéc hoac Ho chiéu hoac Ging o dien i oy =

gidy t& xudt nhap canh hoac gidy 1

c0 gia tri di lai qudc té con gia tri sir

dung.

20+ OO

Thém thanh phan ho so

Ghi ch (Trich yéu ndi dung hd so)

Nhap ghi chi

Hudéng dan nop hd so truc tuyén — Trung tam Phuc vy Hanh chinh cong x4 Thanh Ha



BUOC 8. KIEM TRA HO SO VA CHUYEN BUOC
Kiém tra lai toan bo thanh phan hd so da tai 1én. Cé thé nhap ndi dung tai 6 “Ghi cha
(Trich yéu ndi dung hd so)” néu can. Khi hd so di dy dua, chon “Budc tiép theo”.
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BUOC 9. GU1 HO SO THANH CONG

Sau khi hoan tat cac budc tiép theo cua hé théng, hd so duoc guri thanh céng. Man hinh
hién thi “Gui ho so thanh cong”, kém ma hd so. Cong dan can lwu lai ma hd so dé theo ddi,
tra cru va nhan két qua.
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Théng tin dich vu

S6 tién da thanh toan 0 VND
S6 tién can thanh toan khi nhan két qua 0 VND

i Thd tuc nay chua xdc dmh,opm Can b tiép nhan sé lién hé téi ban sau!

ft BO TU PHAP Q Dia chi: 60 Tran Pha, Ba Dinh, Ha Noi = 3

LUU Y: Hay luu ma ho so sau khi giri thanh cong. Mic phi thuc té can can ctr thong béo
cua hé théng tai thoi diém nop.

Hudéng dan nop hd so truc tuyén — Trung tam Phuc vy Hanh chinh cong x4 Thanh Ha



