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CQNG HoA xA HQI CHD NGHiA VI_¢TNAM
DQcl,p - TV do - H~nh phuc

Ha N9i, ngay 06 thang 7 niim 2020

VAN PHONG CHiNH PHD

S6: 5438/VPCP-KSTT
V/V trien khai dich vu cong chimg thuc

ban sao di~n tir tlr ban chinh tren
Cong Dich vu cong quoc gia

Kinh giri: Chu tich -Oyban nhan dan cac tinh, thanh ph6 tnrc thuoc Trunguong.

Thuc hien Nghi dinh s6 45/2020/ND-CP ngay 08 thang 4 nam 2020 cua
Chinh phil v~ thuc hien thu tuc hanh chinh tren moi tnrong di~n ill, Van phong
Chinh phil phoi hop voi BQTir phap va cac co quan, don vi lien quan xay dung
quy trinh nghiep V\1,cung cApdich V\1 cong clnrng thuc ban sao di~n ill illban
chinh tren Cong Dich V\1 cong qucc gia. Theo do, Van phong Chinh phil da thith
I~ph~ thong dS can bQphong Tu phap UBND cAphuyen va UBND cApxa thuc
hien quy trinh tiSp nhan, xu Iy h6 so dich V\1 cong "chUng thl!c ban sao di~n ill
til ban chinh" theo quy dinh.

DS vi~c cung cAp dich V\1 cong tflJC tuySn chinh thuc til thang 7 nam
2020, Van phong Chinh phil tran tn;mg d~ nghi Chil tich -Oyban nhan dan cac
tinh, thanh ph6 chi d(:locac cO'quan, don vi lien quan triSn khai ngay cac nQi
dung sau:

1. T~p huAn,quan tri~t t6i cac cO'quan, don vi lien quan d~c bi~t la can bQ
tu phap, chUng thl!c t(:liUBND cAp huy~n, cAp xa triSn khai theo quy trinh
nghi~p V\1 da duQ'cth6ng nhAtt(:liPh\1l\1c1 kern theo.

Chi tiSt cac bu6c thl!c hi~n tren H~ th6ng theo huang dfrn t(:lichuc nang
"Huang dfrn su d\1ng" tren C6ng Dich V\1 cong qu6c gia (t(:li dia chi
quantri.dichvucong. gov.vn).

2. Sir d\1ngthiSt bi chUng thu s6 duQ'ccApcho UBND tinh ho~c cO'quan
dUQ'cUBND tinh ily quy~n quan Iy tai khoan qUiintn chung cila tinh (tai khoan
quan tri cApcao) dS dang ky tai khoan cO'quan nha nu6c tren C6ng Dich V\1
cong qu6c gia va thong bao cho Van phong Chinh phil dS duQ'ccApquy~n quim
tri nay.

SUd\1ngtai khoan quan tri cApcao b6 sung, phan quy~n cho cO'quan, don
vi tflJCthuQcqUiinly tai khoim tren cac phan h~ cila C6ng Dich V\1cong qu6c gia
bao g6m: CO's6 dfr li~u qu6c gia v~ thil Wchanh chinh; h~ th6ng tiSp nh~n, xir
ly phim anh, kiSn nghi cila nguai dan, doanh nghi~p; cac dich V\1 cong tflJc tuySn
trong do co dich V\l "ChUng thl!c ban sao di~n ill illban chinh" theo huang dfrn
t(:liPh\1l\1c2 kern theo.
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3. Ra soat, bao dam di~u kien trang thi@tbi d~ trien khai dich vu nay (ha
t~ng mang, chirng thu s6, may quet van ban, ... ).

Truong hop chua dap irng cac thiet bj clnrng thu s6 cua Lanh dao, cong
chirc va co quan cac co quan tiep nhan, xirIydich vu chirng thirc ban sao dien ill
ill ban chinh (UBND xa, phirong, thi tran; Phong tu phap huyen, quan, thi xa,
thanh ph6 thuoc tinh/thanh pho), d~ nghi co van ban giri Ban Co yeu Chinh phu
(Cue Chung thuc s6 va Bao m~t thong tin) d€ duoc cung cAp dap irng nhiem vu,
cong viec diroc giao.

D~u m6i Van phong Chinh phu: d/c Nguyen Dinh LQ"i, di~n thoai
080.40551,0984688909; thu di~n ill:nguyendinhloi@chinhphu.vn;

Thong tin lien h~ h6 tro viec cung cAp diu ky s6 chuyen dung Chinh phu
theo s6 dien thoC;li:024.3773.8668 (nhanh 1),/.

Noi nh~n:
- Nhutren;
- BQTu phap, Ban Co y~u Chinh phil (d~ p/h);
- VPCP: BTCN;
- LUll: VT, KSTT DL (2),

BQ TRUONG, cHiJNHItM

Mai Tien Dung
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Phl} luc 1

QUY TRINH NGHI~P VV CHUNG THV'C BAN SAO DI~N TV'
TU BAN CHiNH vA KIEM TRA TiNH cHiNH xAc CVA
THANH PHAN HO SO LA BAN SAO DI~N TV'DUQC

CHUNG THV'C TU BAN CHiNH

(Kern thea Cong van s6 / VPCP-KSTT ngay thang ndm
cua Vanphong Chinh phu)

I. Quy trinh cip ban sao (ti~n til' dU'flC chUng thtrc tir ban chinh

VS quy trinh xu ly chirng thuc ban sao dien ill ill ban chinh tren Cong
dich vu cong quoc gia (CDVCQG), cac d6i nrong tham gia vao quy trinh duoc
cAuhinh theo quyen thirc hien, vS co ban s~ co 3 buoc tirong irng voi 3 quyen
(t6i da 3 nguoi dung tham gia vao 01 quy trinh):

- Quyen tao ban sao: Cong chirc thuc hien cong tac chimg thuc cua
UBND cApxa, chuyen vien phong tu phap cAphuyen (tai van ban nay sau day
goi chung la Cong clnrc thirc hien cong tac clnrng thtrc).

- Quyen ky ban sao: lanh dao UBND cApxa, lanh dao phong tu phap cAp
huyen (tai van ban nay sau day goi chung la lanh dao)

- Quyen dong dAuban sao: nguoi quan ly con dAuco quan.
H~ thong cAuhinh theo quySnnen co thSmy bi8n, cAuhinh mQtngum th\IC

hi~nnhiSuquySn,phu hqp vai phan cong nhi~mV\l th\Ic t8 t~i co quan, dan vi·
Trong giai do~n 1, dich V\l mai cung cApcho cac co quan th\IChi~n ch(mg

th\Ic cApxa, cAphuy~n, chua cung cApchovien chuc ngo~i giao, vien chuc Hinh
S\l, cong ch(mg vien thvc hi~n ch(mg thvc.

M6 ta quy trinh

BU'fYC Thao hic D8i ttrqng

- Tru6c khi th\Ic hi~n ch(mg th\Ic ban sao di~n
ill ill ban chinh, t6 chuc, ca nhan co thS d~t
lich httn v&ico 9uan co thAm'quyS~ th\Ic hi~n
chUng th\lc. Neu d~t lich httn, To chuc, ca
nhan dang nh~p vao c6ng DVCQG, chQn co Nguoi
quan co thAmquySn th\Ic hi~n ch(mg thlJc va

0 danIDoanh
d~t lich httn. nghi~p
- Khi th\lc hi~n ch(mg th\Ic ban sao til ban
chinh, t6 chuc, ca nhan mang ban chinh giAy

" ' ..
to can ch(mg th\Ic va cac giay to lien quan tai
tf\IC ti8p co 'luan co, thAm quySn th\Ic hi~n
ch(mg th\Ic de yeu cau ch(mg th\Ic ban sao

3
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di~n tu illban chinh
Sau khi diroc tiep nhan ban chinh d~ clnrng
thuc, t6 clnrc, ca nhan nQp I~ phi chirng thirc
tnrc ti~p tai noi thuc hien clnmg thirc

I

2

3

C~ng clnrc thirc hi~l} cong tac chUn~ thirc
kiem tra ban chinh can clnrng thuc, neu bao
dam cac quy dinh v~ clnrng thirc thi dang
nhap vao cong DVCQG, thuc hien tiep nhan:
(I) Voi tnrong hop t6 clnrc, ca nhan d~t Iich
hen, Cong chirc tlnrc hien cong tac chirng thuc
chon lich hen trong danh sach lich hen, thong
tin t6 clnrc, ca nhan diroc nr dQng lAytir thong
tin tai khoan
(2) Voi tnrong hop t6 chirc, ca nhan khong d~t
lich hen, Cong clnrc thuc hien cong tac chtmg
th\lc nh~p thong tin cua t6 chuc, ca nhan (n~u
t6 chuc, ca nhan co tai khoan PVCQG thi khi
nh~p tai khoan DVCQG, thong till t6 chuc, ca
nhan duqc t\l dQng dien thea thong tin tai
khoan; n~u t6 chuc, ca nhan khong co tai
khoan DVCQG thi nh~p thong tin thu di~n ill
t6 chuc, ca nhan cung cAp).
Sau do, Cong chilc th\lc hi~n cong tac chUng
th\lc t~o ban scan, dinh kern file scan ban
chinh len h~ th6ng, nh~p lai· chUng va th\lc
hi~n chuy~n h6 sa trinh Hinh d~o IcY.

Quyen tao ban
sao (Cong chilc
th\lc hi~n cong
tac chtmg th\lc)

Ghi chu: I?phi thl!Chi?n, thai gian th1!Chi?n 3 buac phai bao clamquy clinhve
thiri h(ln giai quyJt thea quy clinhcllaphilp lwjt vJ chung th1!c.

Uinh d~o dang nh~p vao C6ng DVCQG, ki~m
tra h6 sa chUng th\lc dang trinh, kY s6 len ban
scan.

QuyenKyban
sao (Lanh d~o
CO'quan th\lc
hi~n chUng th\lc)

Can bQ quan Iy con dau cO' quan dang nh~p
vao c6ng DVCQG, cAp s6 chUng th\lc di~n tir
do h~ th6ng cAp t\l dQng thea s6 chUng th\lc
ban sao di~n ill til ban chinh, kY s6 cO' quan
len ban scan, hoan thi~n quy trinh chUng th\lc
ban sao di~n illtir ban chinh
Ban sao di~n ill da chUng th\lc til ban chinh
duqc d6ng bQ ve tai khoan c6ng DVCQG
(trong truemg hqp thong tin dang ky bung vai
thong tin tai khoan DVCQG) ho~c gui ve
email cho ngmJi dang ky thea email ngum
dang ky cung cAp.

Quyen kY s6 cO'
quan (can bQ
quan Iy con dAu
cO'quan)
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II. Quy trinh ti~p nh~n, ki@m tra tinh chinh xac cua thanh phftn h6 SO'

TTHC lit ban sao di~n ttl dU'Q'cchirng thl1c tir ban chinh

Burrc Thao tac D8i tU'Q'Dg

Nguoi dan/Doanh nghiep (to chirc, ca nhan)
nQP h6 sa dien ill thuc hien thu tuc hanh, , ,
chinh, trong thanh phan ho sa. dau vao cua thu
tuc hanh chinh co ban sao di~n ill dil chimg
tlnrc ill ban chinh. Viec nQP thong qua 02 Nguoi

0 each: dan/Doanh
- Dft~ nguon ill Kho quan ly di! lieu di~n ill nghiep
cua to clnrc, ca nhan tren Cong dich vu cong
quoc gia,
- Dang tai ban sao di~n ill dil clnrng thirc ill
ban chinh l~y tir dia chi email dil cung cftP.
Can bQ giai quyet thu tuc hanh chinh kiem tra
tinh toan ven di! li~u va tinh chinh xac cua
chi! Icy s6 tren ban clnrng thuc khi rna ban
clurng thuc thong qua cong C\l h6 trQ' can bQ,
cong chuc kiSrn tra tinh hqp l~ cua chi! Icy s6
tren ban sao di~n ill dUQ'c chUng th\lc, bao
g6rn chi! ky s6 chuyen dung chirth phu va chi!

Can bQ ti~pky s6 cong cQng duQ'c tich hqp tren C6ng dich
1 V\l cong qu6c gia va H~ th6ng thong tin mQt nh~n, giai quy~t

cila di~n til c~p bQ, c~p tinh. TTHC
Cong C\l giup cung c~p cac thong tin ve: tin!t
toan vttn cua ban sao di~n til dil duQ'c ky so,
thong tin ~hUng t~u s6 cua. liinh d~o va cO'
quan co tharn quyen chUng th\lc con hi~u h,rc
t~i thai diSm ky, d~u thai gian tuang Ung chi!
ky s6 co hi~u l\lc, tinh hqp phap cua t6 chuc
cung cap dich V\l chUng th\lc chi! ky s6.

5
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Phu luc 2:
TAl LI:¢U HUONG DAN cAc BQ, NGANH, DfA PHUONG

DANG KY TAl KHoAN QUAN TRJ cAp CAO
- cAp QUYEN QuAN TRJ CACH:¢ THONG, PHAN H:¢

CUA CONG DICH VV CONG QUOC GIA
(Kern thea van him s6 /VPCP-KSTT ngay thang ndm 2020

cua Van phong Chinh phu)

I. MVC otcn, PH~M VI TAl LI~U

1. Muc dich tili lieu. .
Tai lieu huang dfin:
1. Viec dang ky, thiet I~p tai khoan quan tri cApcao cua cac BQ, nganh,

dia phirong;
2. SU dung tai khoan quan tri cApcao BQ, nganh, dia phuong thuc hien

viec phan quyen quan tri cho tai khoan tren nrng phan h~ cua Cong Dich vu
.... ".cong quoc gia:

- H~ thong tiSp nhan, xu ly phan anh, kiSn nghi cua ngiroi dan, doanh
nghiep (pakn.dichvucong.gov.vn);

- H~ thong CSDL TTHC quoc gia (csdl.dichvucong.gov.vn);
- Phan h~ quan tri tinh hinh k~t n6i cua bQ, nganh, dia plnrong;

(quantri. dichvucong.gov. vn).
- Cac phan h~ cung cApdich V\1 cong cua Cong Dich vu cong qu6c gia

tquantrl.dichvucong.gov. vn): . .
+ Dich V\1 cong h6 trg d6i tugng g~p kho khan do d~i dich Covid-19;
+ Dich V\l cong ChUng thvc ban sao di?n tii' til' ban chinh;

- Cac phan h~ khac cua C6ng Dich V\l cong qu6c gia.
2. Ph~m vi

Danh cho d6i tugng la Qmln tri cfip cao cua BQ, nganh, dia phuong. Bay
la tai khoan co quyen cao nhAtcua BQ,nganh; dia phuong;

Tai khoan nay co quyen quan ly, them m6i tai khofm va phan quyen cho
Quan trt cAp1 (Quan tri cApbQ, cAptinh); Quan tri cAp1 quan Iy, them m6i tai
khoan va phan quyen cho Quan tri cAp2 (Quan tri cApV\1,C\1C,don vi thuQcbQ,
cfipqu~n, huy~n, thi xa, ... ); ... theo mo hinh nhu sau:

6
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II. QUY TRINH THVC HI:E:N

DS thuc hien tao tai khoan quan tri c~p cao va phan quyen cho quan tri
c~p cao cua BQ, nganh, dia phuong (sau day goi chung la Quan tri c~p cao) cAn
thuc hien theo trinh tv nhu sau:

- Buoc 1: Dang Icy tai khoan quan tri c~p cao:
Tai khoan quan tri c~p cao diroc c~p cho tai khoan cua co quan nha mroc

dang ky tren Cong Dich vu cong quoc gia bang thi~t bi chirng thu s6 do Ban Co
y~u Chinh phu c~p (USB ky s6 hoac SIM PKI) c~p cho bQ, nganh, dia phuong
hoac cac co quan c~p duoi diroc uy quyen (Van phong bQ, nganh, UBND tinh,
thanh ph6 tnrc thuoc Trung uong).

- Biroc 2: Thong bao cho Van phong Chinh phil thong tin tai khoan da tao
thanh cong dS duoc c~p quyen, .

LUll y: Ma dinh danh co quan phai duQ'c dang ky, c~p nh~t chinh xac
trong CSDL cila Ban Co y~u Chinh phil va CSDL qu6c gia v~ thil tl,lc hanh
chinh.

DAu m6i Van phong Chinh phu: D/c Nguyen Dinh LQ'i, C\lC KiSm soat
thil tl,lc hanh chinh, Di~n .. tho~i: 0984688909; email:
nguyendinhloi@chinhphu.vn

7
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- Biroc 3: Vao nrng phan h~ cua CongDich vu cong quoc gia d~ gan tai
khoan va phan quyen nrong irng tren phan h~~

LUll y: Cac ca nhan, t6 chirc diroc cAp quyen quan tri cAp 1,2,3, ... cAn co
tai khoan tren Cong Djch vu cong qu6c gia. . ..
III. HUONG DAN SUDUNG CWC NANG HE THONG. .
1.Dang ky tai khoan va dang nh~p h~ thang

a) Dang kY tili khoan qua chUng thtr sa (USB token)
De dang Icy tai khoan quan tri cAp cao qua clnmg thir s6, yeu cAu thi~t bi

clnmg thu s6 cAp cho B{), co quan, dia phuong dang diroc sir dung va con trong
thai han co gia tri; d6ng thoi yen cAu may tinh dang ky cAn dtroc cai d~t h{) cai
thi~t bi clnrng thir s6 cua Ban Co y~u Chinh phu (Troy c~p link :
http://porta1.ca.gov.vn!KnowledgeSharinglPages/TaiPhanMem.aspx de tcii cong
C\lh~ trg tuon~ ung vai ma¥ tin~ sau ~o cai d~t cong C\lvao thi~t hi) ho~c c?ng
C\lho trg Icy so t~i m\lc "Phan mem h6 trg" trong chuc nang "H6 trg" cua C6ng
Djch V\l cong qu6c gia.

- Quy trinh thvc hi~n:
+Buac 1: Troy c~p chuc nang Dang Icy tai khocin tren C6ng Djch V\l cong
qu6c gia ho~c troy c~p dja chi: http://dangky.dichvucong.gov.vn!
+ Buac 2: T~i man hinh "ChQn phuong thuc dang Icy"-> ChQn d6i tugng

dang Icy tai khocin la "CO' quan nha nuac" -> ChQn "USB ky s6". Sau do nhAn
"Dang Icy" (LtfUy: USB aul)'c cam va thiit hi may tinh).

0" •••••••• 8
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eang kY
Vui long chon phvdng thuc dang kY

o Cong dan 0Doanh nghi~p

@ ce quan nha .tude

Xac:minh mLrc aQ' cao (IAL3)

+ Biroc 3: Nhap rna Pin d6 xac nhan-> H~ thong Uti cac thong tin ill thi~t
bi chirng thir s6: . .' ..'

tUlngKY"

Chao mUng ban denvdiCongD!¢hVl,leong quoe gia
Tentoehuc

USB kY so SIM kyso

N~u cac thong tin hi chinh xac, bAm "Dang ky " d6 hoan tAtdang ky.

Ngay hi~uIi!e

TenCA

Email

Nh~p rna xac thLlc •

Nhap rnil xac lillie

Bang each nhSp vao£langkY. b~ndong V vdi.£>Ieu Idloan. Chlnh
Siichchia se thong tincua chUng toi

9



10

b) Dang Icy tii khoan qua the SIM tich hQP chung thir sA (SIM PKI)
Trong tnrong hop, bQ, co quan, dia phuong diroc cApphat thi€t bi SIM

PKI, quy trinh dang Icy thuc hien nhu sau:
+Biroc 1: Truy c~p chirc nang Dang Icy tai khoan tren Cfmg Dich vu cong
qu6c gia hoac truy c~p dia chi: http://dangky.dichvucong.gov.vnl
+ Biroc 2: Tai man hinh "Chon phirong thirc dang ky?-> Chon d6i nrong

dang ky tai khoan la "Co quan nha mroc" -> Chon "SIM ky s6". Sau d6 nhAn
"Dang Icy".

+ Biroc 3: Tai man hinh dang Icy bang Sim Icy s6, nhap s6 di~n thoai va
nhAnDang kyo Sau khi nhan Dang Icy, h~ th6nggiri xac nhan v@Sim Icy s6

Vui long chon phlfdng thue dang ky

o Cong dan (J Doanh nghi~p

@ ce quan nha nude

Xac minh mac dQ cao (IAl3)

USB ilj.~ ..1......' fF,;,yso $lIM .kYso

"~>'..' . 10
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+Buoc 4: Can bQ"Xac nhan" va nhap rna Pin tren di~n thoai .

£lang kV
S· IA'. Ntrn r-.y so

Nh~p so dj~n thoai cua Sin1ky so.

Bang each nhap vim Bang kY.ban dong y
. __'.; 'f'

vdi £>ieu khoan. Chinh sam chia se
thong tin cua chung toL

Hoac

.-", "", : ":>,

11
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+ Buoc 5: Sau khi diroc xac nhan dang ky tai Sim ky s6, h~ thong hien thi
cac thong tin duoc lfiy tU Sim ky s6, nhfin"Dang ky" d~ hoan thanh viec dang
ky tai khoan. ...

----------------------~
~6NG DIeM vv coso QUDe GlA

7 K&'f n6f. rong ca,b thoog tin va dfdI ''V cong m9f rOC.. mpindi

f)angkY

lenCh

12
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2. Cung cAp thong tin Uti khoan
Thong bao cho Van phong Chinh phil thong tin tai khoan da tao thanh

cong dS diroc cftp quyen.
LUll y: Ma dinh danh co quan phai duoc dang ky, c~p nhat chinh xac

trong CSDL cua Ban CO' yeu Chinh phil va CSDL quoc gia ve thu tuc hanh
chinh.

D~u m6i Van phong Chinh phil: D/c Nguy€n Dinh LQ'i, C\lC KiSm soat
thu tuc hanh chinh, Dien thoai: 0984688909; email:
nguyendinhloi@chinhphu.vn

Tnrong hop, BQ, co quan, dia plnrong uy quyen cho co quan, dO'11vi tnrc
thuoc quan Iy tai khoan cftp cao, de nghi co van ban giri ve Van phong Chinh
phil trong do neu r5 co quan diroc uy quyen, rna dinh danh co quan.

3. Gan quy~n quan tr] cAp 1 vOi cac h~ thfillg .
Quan tri cftp cao se troy c~p vao cac h~ th6ng, phan h~ cua Cong Dich vu

cong quoc gia dS gan tai khoan va phan quyen tuO'11g(mg tren phan h~.
Luu y: Cac ca nhan, t6 chuc du9'C cap quy~n quan trt cap 1, 2, 3, ... can

co tid khoim tren C6ng Dtch Vl:l cong qu6c gia.
- T~o tai khoan va phan quyen tren phan h~ PAKN;
- T~o tai khoan va phan quyen tren phan h~ CSDL TTHC;
- T~o tai khoan va phan quyen tren phan h~:~ich V\l cong (ch(mg th\l'c

di~n tir, ncovi, ... ), quan tri thong tin ket noi gifra Cong Dich V\l cong cila BQ,
nganh, dia phuO'11gv6i C6ng Dich V\l cong qu6c gia.

3.1. B& sung tili khoan va philn quy~n Quan tIi cAp 1 (cAp B{), cAp tinh)
- D6i tuqng duQ'c phan quyen: cO'quan, dO'11vi ho~c ca nhan duQ'c BQ, cO'

quan, dia phuO'11ggiao quan Iy, qmin tri ketn6i gifra C6ng Dich V\l cong cftp bQ,
cftp tinh v6i C6ng Dich V\l cong qu6c gia va cite dich V\l cong do C6ng Dich V\l
cong qu6c gia cung cftp bao g6m Dich V\l cong Ch(mg th\l'c bim sao di~n tir tir
ban chinh.

- Cach thuc th\l'c hi~n:
+ B,!O'c 1~Quan tri cftp,cao cila BQ, cO''Juan, dia phuO'11gth\l'c hi~n dang

nh~p h~ thong bang Sim ky so ho?c USB ky so.

Sau khi dang nh~p thanh cong, h~ th6ng hiSrt thi man hinh nhu sau:

"",._ .
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Lua chon chirc nang [Quan ly nguoi dung], h~ thong se hien thi giao dien
nhu sau:

...,.".....,
'~:*;i:J:m'~~;

e.5.Wif:+

or;'()'lTJ~l Wrn'}~~l <Id>h.o;it Q$®

1511ltit?O (11111411.5;.'1 s6C&lgnUJH41g' '(W,Thffi ftft,h (!dl~ f>$®

UIOO:ro!1 u31f~1&6 veND l?tlhThai i)lflh Kfdll'lUfi G :$: ®

Quan tri cAp cao co quyen quan ly, phan quyen voi tAt ca nguoi dung
thuoc don vi minh.

+Burrc 2: Them moi nguoi dung

De them moi nguoi dung, hra chon, bam chirc nang [Them moi], h~ thong
hien thi giao dien nhu sau:
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Them mol ngLrOtdung

Tai day, Quan tri d.p cao b6 sung cac tai khoan cua ca nhan, t6 chirc da
dang ky tren Cong Dich vu cong qu6c gia qua s6 can circe cong dan/chirng minh
nhan dan voi ca nhan; rna dinh danh co quan/ma s6 thue voi t6 clnrc, Quan tri
dan vi nhap S6 CMND/CCCD hoac s6 f)i~n thoai de tim kiem d6i voi ca nhan,
sau do click nut [Tim kiem tren Vnconnect] nhu sau:

Them mai ngU'O'idung

CMND/CCCD So dl~nthoal

017027351

.LW vAo H~THONG

CMND/CCCD

f)~ngThi PhlfcmgAnh 017027351 0973876591

f)6i voi t6 clnrc thuc hien tra ciru qua Ma dinh danh co quan hoac rna s6
thue.

Lira chon nguoi dung tim kiem duoc, sau do click nut [Luu vao h~ th6ng],
khi do tai khoan duoc luu vao danh sach nguoi dung va a trang thai [Chua kich
hoat],

+ Bmrc 3: Kich hoat nguoi dung

15
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Quan tri don vi thuc hien kich hoat tai khoan bang each bAm van chirc
nang [Kich hoat] tren giao dien nhu sau:

Th8ng tin Om 106m

S6ditn .hool

Tr,llg thil

-NhtifJ lf1)ng thm-- ";

CMNDlCCCO

STT I nn ... uUId!lng CMND/CCCO: se ellenthoal Dan vj T..... thill Thaoti>e
I

rnlo,l Thjf'h'''''''9 1;"" 0,702735' 09'73876591 Kh6ng kieh IlOI>'

2 Nguy~nvallThanh 1517'6120 0972149255 so COOg"'"""'9 . Tlnl1TMi SlIm Kfchh~t

151804051 037556!l7B6 UBNO.inhWi BlnIl Kichhoat

So hang m6i trang: 5- v !

Sau khi kich hoat, nguoi dung (y trang thai da kich hoat nhu sau:
... i.9:W: ;n.Mi,.%.+_>

Thong tin tim kl;!m

S6di~tho~1

Tr,nglnal

i -Nhtlp tr\lflg thdi--

Tlrn thay 3 ktit qua

STT Ten"gumMg CMND1CCCD I Sodl'lflihoIU DanVJ T",,,,1OO1 Thaotac

DlIl'QTI~PhuongAIIh 0,702735, 097387559' Klchhail!

15]716120 0972,49255 so ccng TturOO9 . Tlnh 11'01Blnh KfchM~t

, 51804D51 0375560786 UBNOtinh Wi Sinh Kichh""t

+Burrc 4: Gdn don vi cho nguoi dung

Tai day, quan tri cApcao thuc hien gan don vi cho quan tri vien mire 1
(quan tri cApb9, tinh) bang each click icon [Thay d6i don vi] tren c9t [Thao tac],
khi do h~ th6ng hi~n thi giao di~n nhu sau:
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Gelnnguai dung V80 dan vj

Ma djoh danh

ren donvj

DANH SACH edN V! DA.Dlfgc GAN CHO NGui'l1 DUNG

X6atendon ~

DANH sACH DaN V! CHlfA DlJ''iC GAN CHO NGU'O'IOUNG

ten don vjMidinhdanh

000.OO.OO.HS4 . UBND tinh Thai Sinh

000.00.01,1-154
..

Van phOny Uy ban nhan (:i'ail linh ..

OOO.01.01.HS4 BanTiep cong dantlnh

000.02.01 ,H54 Trungtam hanh chfnh cong tinh

So hang m6i trang

WU~HUvSO

Tai day, quan tri c~p cao hra chon don vi hi BQ hoac UBND tinh minh.

+Burrc 5: Gem quyen nguai dung

Quan tri c~p cao gan quyen cho quan tri rmrc 1 bang each click icon [Gan
quyen] tren cQt [Thao tac], khi do h~ thong hien thi giao dien nhir sau:

t.
. :l,f;,.

.~
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G:anquyen ngU'ai dung
o

Quyen ngl101dung

Quyen cho them mOl ngu&f dung ®
®Admin cuaTfnhfThimh Pno

tuu ~l

Lira chon [Admin cua BQ] hoac [Admin cua Tinh/thanh ph6] va ghi lai
bang nut [LUll lai],

Nhu V<lY, qudn tri cdp cao cua B9, co quan, dia phuong aa holm thanh
viec b6 sung tai khodn va ph/in quyen tren phan h¢: dich v~ ding (chung thuc
ai¢n tic, H6 tra a6i tuong gijp kho khan do dai dich Covid-19, ...), qudn tri thong
tin k~t n6i giiia Cong Dich v~ cong cua B9, nganh, dia phuong vai C6ng Dich
v~ cong quoc gia tai dia chi quantri.dichvucong.gov. vn.

3.2. BA sung tili khoan va phan quy~n tren phan h~ PAKN
- Blf(YC 1: Dang nhap h~ thong:

Sir dung tai khoan quan tri eftpdang nhap vao h~ th6ng qucintri eua phan
h~phan anh, kiSn nghi t~i dia chi: https://pakn~diehvueong.gov.vnlweb/login.isp

- Blf(YC 2: Vao menu "Quan tri h~ th6ng" => ChQnmenu "Quan tri nguai
=> h~ th6ng hien thi giao di~n:

Qw!n trjngU'o; dung

Viii lOng""w IMnglin ngWIdWnt (T.V khoM..",WI tin, so&;n~. £lull)
( -.-..... .. . . ~
i '1/:1 ;l.;,,) ~M" ,h&;(j :l:l~f!'_l.:f. .:!:}I':;C (:'~ Hl'.:41."~~j)~l!~ y..3~~.,.h,,'l~(<t.".o;i!}

...

- BllcYC 3: NSD ehQn"Them mai vneonneet" de thge hi~n tim kiSm tai
khoan vneoneet dfft~o 6 y 1eua tai li~u:·

18
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THEM MOl VNCONNECT
@Ngu-bi din 0Ooanh nghi';p 010 ehUe

Tim kiim theo t'in, 80 eli," thOfi, .mall. CMNDboteCinWOe cong din

Tim thai 5682 k#.t qUl~ -
lE OUCTIN 0985509"120 1871.)1)664 tlnledue92@gmJ.lll,com

0356070116 012910167 rntnhdn 190C($gmall.ccm

0983006228 013449672 dangkien84@gm<lltcom

aa6il497954 101229534 Chonva QuaogTmi'mg

Ph.\lilll PhD phecc 09'10364467 211818945 ph3.1216@gmaltcom £Hiiton t~ital kho3n

Co- quan quan IV *

Nh6m nguOi dung •

Tt'fngtfUii

M&

-THOAT

+ Chon d6i nrong tim kiem hi nguei dan.
+ Nhap thong tin tim kiem tai khoan: Tim ki€m thea s6 di~n thoai, s6

cmnd hoac ho ten
+ Tlnrc hien chon tai khoan cAn them vao h~ thong
+ ¥\l~ co 9uan qmi? Iy: Nhap ten cua Be>nganh dia phirong hoac tinh

thanh pho roi nhan tim kiem => Hien thi cac dan vi nrong irng -> Chon dung
dan vi

Chu y:
+Muc nhom ngiroi dung: Chon nhom ''Nh6m admin dan vi"
+ Trang thai: Chon rna.
Chon LUllde c~p nhat them 1 tai khoan moi vao h~ th6ng thanh congo

3.3. T~o tid khoan va ph an quy~n tren ph an h~ CSDL quac gia v~ Thu ty.c hanh
chinh

Bmyc 1: Dang nh~p vao h~ th6ng:
Sir d\lng tai khoan quan tri cftp dang nh~p vao h~ th6ng quan tri cua

CSDL qu6c gia ve thu t\}c hanh chinh t~i dia chi:
https:llcsdl.dichvucong.gov.vn/web/login.jsp

Bmyc 2: Vao menu "Qmin tri h~ th6ng" ~;ChQn menu ''Nguai dung"
man hinh hien thi:

19
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Danhsach nglfb'i dung

TImklfm

Hot(m

i "'*''''',1.-,

-hUM-
+TH~MM(JI"ri1VNCONNtU

B6 GOng1huon!) So CO:'lOthvong

SiShang ~i Itang 10 ... '

Burrc 3: NSD thirc hien chon clnrc nang "Them moi illvnconect" man
hinh hien thi:

THEM MOl NGIJOIDUNG

@ NguOl din OOoanh nghl!iJ 0 TOduro

caquan ,. Vai!ril'

Chc;m00qoan Admintstr.ltor

.----.--.-.--.-.-.- ..~---..-.-.----- .....-----.-.-----------': '_. _.._,'_'---_ .._------

+Chon d6i nrong tim kiem la nguoi dan
+Nhap thong tin tim kiem Ia 1 trong cac thong tin: CMND hoac CCCD
ho~c s6 dien thoai d~ tim kiem tai khoan tren vnconnect.

THEM MO! NGU'OIDUNG

TlMKle..

soCMND/CCCD Email Thea me

Mal Van Quyet quyetmv.set@gmail.com IIChon0942682056 033092000669

III Ho~a{m9

+Click vao thao tac "chon" sau do nhan hru de c~p nhat them tai khoan
quan tri moi.z.

" ...

o
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