& Co quan phat hanh: Vin phong Chinh phu

Phu luc 2:
TAI LIEU HUONG DAN HUONG DAN TAO TAlI KHOAN CONG DAN
TREN CONG DICH VU CONG QUOC GIA

(Ban hanh kém theo Céng vin So: IVPCP-KSTT ngay thang 5 nam 2021 cua
Van phong Chinh phu)

1. Muc dich, dbi twong &p dung
a) Can cw, muc dich

- Trién khai Quyét dinh sé 468/QD-TTg ngay 27/03/2021 cua Thu tudng
Chinh phu phé duyét DPé an d6i mai viéc thuc hién co ché mot cira, mot cua lién
thong trong giai quyét thu tuc hanh chinh vé viéc giao Van phong Chinh phu:
“Nang cap Cong Dich vu cdng qudc gia cung cap chic nang va hudng dan Bo phan
Mot cua tai cac bo, nganh, dia phuong tao lap tai khoan cho ca nhan, doanh nghiép
trén Cong Dich vu cdng qubc gia; ddng bo, chia sé, lién két vai tai khoan trén Cong
Dich vu cdng, Hé thdng théng tin giai quyét thu tuc hanh chinh cap bé, cap tinh”.

- Tai liéu nay nham huéng dan cac bd, nganh, dja phuong tao tai khoan cong
dan trén Cong Dich vu cong quédc gia nham tao ra danh tinh sé théng nhat, lién két
gitta Cong Dich vu cdng quoc gia va Hé thong thong tin giai quyét thu tuc hanh
chinh cap bo, cap tinh cho céng dan trong qua trinh thuc hién dich vy céng truc
tuyén, s6 hoa hd so thi tuc hanh chinh tai Bo phan mét cira cac cap.

- Pé tao tai khoan cong dan trén Cong Dich vu cdng quéc gia, cac bo, nganh,
dia phuong thuc hién qua 02 budc chinh nhu sau:

(1) Phan quyén tao tai khoan cho nguoi dung 1a Cong chuc, vién chuc tai
Trung tdm phuc vu hanh chinh cdng hoac B6 phan moét cira tai cdc B, nganh, dia
phuong (sau day goi tat 1a can bo mot cua).

(2) Quy trinh cac budc dé tao tai khoan cong dan tir tai khoan cong churc,
vién chire da duoc phan quyén.

b) Poi twong, pham vi sir dung

- CoOng chirc vién chac dugc phan quyén Quan tri cip cao hodc quan tri cap
bo, cap tinh (cap 1) ctia Bo, nganh, dia phuong (sau day goi tat 1a Quan tri cua Bo,
nganh, dia phuong): Phan quyén tao tai khoan cho céng chuc, vién chic Trung tam
phuc vu hanh chinh cong hoac B6 phan mét ctra cua cic Bo, nganh, dia phuong.

- Cong chuc, vién chuc tai Trung tam phuc vu hanh chinh cong hoac Bo
phan mot cua cac B, nganh, dia phuong: Tao lap tai khoan cho ngudi dan co nhu
cau tai Trung tdm phuc vu hanh chinh cdng hoic B phan mot cua tai cac Bo,
nganh, dia phuong.

2. Quy trinh phan quyén cho can bd tao tai khoan



D¢ dugc phan quyen tao tai khoan, tai khoan quan trj cap cao hodc tai khoan
quan tri cap 1 cua Bo, nganh, dia phuong thuc hién nhu sau:

(Lwu y: chi c6 can bg “Trung tam phuc vu hanh chinh cong” hogc “Bo phdn
mot cua” madi co thée duroc phén quyén tqo tai khodn va can bg do da co tai khoan
cia Cong Dich v cdng quoc gia')

- Buédc 1: Tim kiém tai khoan can b

+ Truy cap vao hé théng: https://quantri.dichvucong.gov.vn/ chon chirc ning:
Quan tri hé thong >> Quan ly ngwoi dung

+ Tim kiém tai khoan can bo:
48 Thong béo Khuyén nghi: Str dung hé diéu hanh Windows, trinh duyét Chrome dé thuc hién xr hy dich vu Ching thuc dién tir
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Quan tri cia B, nganh, dia phuong cd thé tim kiém tai khoan theo Tén, s6
dién thoai, S6 CMND/CCCD/MST,...

Luu y: truong hop khong tim thay tai khoan, thuc hién thay doi tiéu chi tim
kiém tai khoan ¢ trang thai “Khong kich hoat”.

+ Trong truong hop khong tim thay tai khoan can bd (ma can bo di ding ky
tai khoan trén Cong Dich vu c6ng quéc gia) thi s& thuc hién bo sung budc “Thém
méi tai khoan” nhu sau:

Théng tin tim kigm
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! Tai khoan dugc cp boi Téng cong ty buu dién Viét Nam khong duoc cip quyén cia can bo CQNN
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https://quantri.dichvucong.gov.vn/
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- Buéc 2: Cap nhat don vi cong tac
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+ Thyc hién: Tim kiém don vi theo ma dinh danh hoic tén don vi.
+ Sau d6 thuc hién Chon don vi bang c&ch st dung ndt ~ trén don vi can
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- Buédc 3: Gan quyén tao tai khoan céng dan cho can b
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+ Tich chon “Quyén tao tai khoan cho cong dan” trong nhom Quyén quan tri

Vi luu I bing céch chon A

3. Quy trinh tao tai khoan
Khi céng dan tai thuc hién tha tuc hanh chinh tai Trung tdm phuc vu hanh
chinh c6ng hodc bo phan mét cira cac cap, can bo mot cura tao tai khoan cho céng
dan theo quy trinh nhu sau:

- Bwdc 1: Nhap théng tin tai khoan

+ Can by mot cua truy cap vao hé théng quan tri tai dia chi:
https://quantri.dichvucong.gov.vn/ bang tai khoan dang ky trén Cong Dich vu cong
qudc gia da duoc Quan tri cia B9, nganh, dia phuong cap quyen.

Chon chtic nang: Quan tri hé thong >> Tao tai khoan cong dan
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& Cang Dich vu cong Quéc Gia 0 ) pramTH THOY HA
K&t ndi, cung cap théng tin va dich vu céng -

moi liic, moi noi

'
# Dashboard ¥ Théng bao Khuyén nghi- Sir dung hé diZu hanh Windows, trinh duyét Chrome && thuc hién xi I dich v
QUANTRI T
Trang chil / Tao tai khodn cang dén

©f Quan tri h& thing

Taoai khodn céng dén Théng tin tim kiém:

Téncéng dan S5 dién thoai

CMND/CCCD Cén bgtao

TIMKIEM
Timthél 0 kit cu
En

Knéng tim théy tai khodn théa mén cac tiéu ch

Hé thdng hién thi danh séch céc tai khoan cong dan do can b tao trude do.
Can bo chon nt]'g [Thém méi] dé tao mai thong tin tai khoan cho cong dan.
+ Nhap so chirng minh nhan dan hoéc can cudc cong dan (CMND/CCCD);

=

+ Chon nut dé tra cuu tai khoan trong hé thong tai khoan cua
Cong Dich vy cong quéc gia.

Luu y: Truong hop da co tai khoan vai s6 CMND/CCCD cua cong dan thi
thong bao cho nguoi dan va khong thuc hién tao mai.

+ Quét CMDN/CCCD: quét 2 mat CMND, CCCD cua cong dan, luu thanh 1
file dinh dang doc, docx (word) hoac pdf.

+ Cén bd nhap thdng tin caa cdng dan theo CMND/CCCD va mét sé théng
tin khac, bao gom:

. $6 CMND/CCCD: bit budc;

. Ho va tén: bét bugc;

. Ngay sinh: bt budc nhap;

. S6 dién thoai: bat budc nhap;

. Yéu cau so dién thoai cua chinh chu tai khoan dang ding ky;

. Binh kém file CMND, CCCD d4 quét: bat buoc (Luu y: Dung lugng khong
vuot qua 5MB);

. Email: khdng bat buoc;

- Chon don vi Trung tdm phuc vu hanh chinh cdng hoac Bo phan mot cira
noi can bo cdng tac: bat budc.




Thong tin cong dan

S8 CMND/CCCD *

Hovaten*

Ngay sinh *

S0 dién thoai

Email

Dinh kém CCCD/CMND

Thong tin can bo
Can bo
S6 dién thoai

Ponvi*

Thoi gian tao

Tao tai khoan céng dan

145888888

Nguyén Van A

15/06/1994
0351239999
nva@gmail.com

@ File dinh kém: CCCD.pdf

(Dé nghi dinh kém 1 file dinh dang file doc, docx, pdf gém 2 mat CCCD/CMND)

Tran Tuan Hiép

0357438888

Trung tadm Phuc vu hanh chinh céng - tinh Quang Ngai

TAI XUONG GU1 MA OTP

Anh/chi nhdp ma OTP gém 6 sé da duoc gui toi s6 dién thoai dang ky cua céng dan

Nhap OTP *

(OTP chi c6 hiéu luc trong vong 2 phuit)

HUY TAO TAI KHOAN

- Buéc 2: Xac nhan caa cong dan vé thong tin tai khoan

+ Céan bo chon [Tal Xuong] dé tai xubng glay dé nghi tao tai khoan theo
thong tin cong dén da cung cap va yéu cau cdng dan kiém tra thdng tin va xac nhan.
+ X&c nhan sb dién thoai cua céng dan bang cach chon [Gii md OTP] dé
guri mat khau mot 1an (OTP) dén sé may dién thoai cong dan da ding ky.

Hé théng s& gui 1 tin nhan dén sb dién thoai cua céng dan ma OTP gom 6
chit s6. Truong hop cdng dan khdng nhan dugc thi thuc hién giri lai bang cach
chon [Gwi ma OTP].

- Buoc 3: Dang ky tai khoan ,
Céan bo nhap mé xac nhan mai nhat do céng dan cung cap:




Anh/chi nhdp ma OTP gom & so da durge gui toi 53 dien thoai dang ky cua cong dan

(OTP chi co higu luc trong vong 2 phut)

Nhap OTP

HUy TAD TAI KHOAN

Thue hién [Tao tai khoan]. Hé théng sé& giri thdng bao mat khau diang nhap
tai khoan téi nguoi dan.

4. M@t s6 van dé thuwong giap

(1) Can bo khéng chon dwoc don vi

Nguyén nhan:

- Tai khoan can bo chua dugc gan vao don vi “Trung tdm phuc vu hanh
chinh cong” hoac “Bd phan moét cua”;

- Trung tdm phuc vu hanh chinh céng hoac bd phan mét cira chua dugc dat
tén dung theo yéu cau (Tén co quan don vi chira chudi ky tu “Trung tim phuc vu
hanh chinh cong” hodc “Bd phan mot cira”, khong phan biét chir hoa, chir thuong).

(2) Cong dan khong nhan dwgc ma OTP

Nguyén nhan:

- S6 dién thoai nhap khong dung;

- L&i mang, thiét bi. Can b c6 thé guri lai ma OTP. Néu sau nhiéu lan gui lai
ma OTP van khong nhan duoc, dé nghi cong dan khai dong lai dién thoai.

(3) Cong dan khong nhan dwec sms mat khau hodc khong ding nhap
dwoc bang mat khau da cap qua tin nhan

Nguyén nhan:

- Tin nhan dén cham do 15i mang hoac thiét bi.

Can bo dé nghi céng dan cho thém it phit hoac hudng dan cong dan dbi mat
khau theo cac budc sau:

+ Truy cap https://dichvucong.gov.vn/;

+ Chon [Pang nhap];

+ Chon dang nhap bang tai khoan cip boi cong Dich vu céng Qudc gia.



https://dichvucong.gov.vn/

—E(’}ng Dich vu cong qudc gia

K&t ndi, cung cdp thong tin va dich vu céng moi luc, moi noi

bang nhép

Chon loai tai khodn ban muan sif dung dang nhap
Céng dich vu céng Quéc Gia

VIETHAM PORT

Tai khodn cdp bai Tai khoan cép bai
Cang DVC Quéc Gia Butu Dién Viét Nam

~

+ Chon [Quén mat khau] va thyuc hién d6i mat khau tai:

«E{‘vaG DICH VU CONG QUOC GIA

K&t ndi, cung edp théng tin v dich vy cdng moi lde, moi ndi

Dang nhap

CMT/CCCD Usb ky s8 Sim ky 8

Tén dang nhap

‘ Nhap CMT/CCCD ‘

Mat khau

‘ Nhép mat khiu ‘

Nhap ma xac thuc
‘Méxéctluc | o-.r Wk gt ‘ G

Quén mét khau?

BPang nhap

Chua ¢ tai khoan? Dang ky

Pau moi hé tror Vin phong Chinh phii: d/c Nguyén Dinh Loi, Cuc Kiém soat
thu tuc hanh chinh; dién thoai: 080.40551; 0984688909; thw dién tu:
nguyendinhloi@thutuchanhchinh.vn./.
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