~ D& nop ho so dich vu cong tryc tuyén toan trinh (mirc @6 4) hoac mot phan (mirc do 3) trén
Cong Dich vu cong tinh Thanh Hoa, trwde hét to chire, ca nhan (goi tat Ia ngudi dung) phai co tai
khoan da dwoc dang ky va xac thic trén hé thong. Sau khi cd tai khoan, ngudi dung co thé dang
nhap ndp hd so dich vy cong trirc tuyén va quan ly cac hd so cia minh thong qua tai khoan
nay.
. Dang ky va gquan ly tai khoan ca nhan

1.1. Bang ky tai khoan ca nhén:

Bwdc 1: Truy «cdp vao Cbéng dich wvu coéng tinh  Thanh
Ho&: https://dichvucong.thanhhoa.gov.vn

Buéc 2: Ngudi ding bAm vao chi» Bang ky & gdc trén bén phai man hinh, giao dién déng ky
sé hiénra.
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Budc 3: Nguwoi dung chon loai tai khoan mudn dang ky:
Vi du: Lya chon tai khoan la cong dan.

Tai man hinh “Chon phwong thirc dang ky”-> Chon dbi twong dang ky tai khoan la “Céng
dan” tai vang 3 (Chu y: Bang ky bang thué bao di dong chi danh cho Coéng dan) -> Cong déan
Chon “Thué bao di déng” tai vung so 4.
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Két ndi, cung cdp thng tin va dich vu cdng moi ldc, moi nai

Pang ky

Vui long chon phudng thic dang ky

® Cong dan

3

1 Doanh nghiép
() Cd quan nha nudc

Xac minh mifc d6 trung binh {IAL2)

T‘hAf bao Bao hiém
ong xa hoi

VIETNAM POST

Buu dién
Viet Nam

X&c minh mifc do cao (IAL3)

SIM ky s6

- Tai man hinh Dang ky bang thué bao di dong-> Cong dan nhap hop I€ cac thong tin dang
ky (Cac treong 6 dau * do la cac tredng bat budc) tai vung so 6 sau dé nhan “Dang ky” tai vang
07.
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K&t ndi, cung cép thong tin va dich vu cong moi luc, moi ndi

Pang ky

(Chi danh cho céng dan)

Tén dang nhap (S6 CMT/CCCD) *

Ngay sinh *

S8 dién thoai *
Email

Nhap email cua ban
Nhap ma xac thuc *

{ ~
Nhap ma xac thuc 4 r/

Chu y: Hé thng sé ding CMT hoac CCCD dé kiém tra tai khoan c6 ton tai hay khong,
trwong hop da ton tai tai khoan trén hé thdng-> Hé thdng sé hién thi théng bao khi dang ky,

nguoi dung co thé 1ay lai mat khdu bang chirc nang “Quén mat khau” tai man hinh dang nhap
hoac dén quay giao dich lay lai mat khau hoac khiéu nai khi khéng s& hiru tai khoan.

Budc 4: Cong dan nhap ma OTP dwoc givi vé sb dién thoai ddng va nhan “Xac nhan” tai
vung soO 8. Néu chwa nhan duwge mé OTP hoac hét thoi gian nhap OTP thi Cong dan nhan “Glri
lai OTP” d@é¢ lay lai ma OTP.
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K&t ndi, cung cdp thang tin va dich vu cong moi luc, moi ndi

Xac thwe ma OTP

Ma xac thuc da dudc gii qua SPT:
082****088

Nhap ma OTP

nimEEnin

8 Ban chua nhan dudc ma? Guilzi OTP

XAC NHAN

Buwac 5: Tai man hinh nhap mat khau, Céng dan nhap va xac nhan lai mat khau sau d6 nhan
“Dang ky” tai ving sb 9 dé hoan thanh Dang ky tai khoan
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Két ndi, cung cdp thong tin va dich vu cong moi luc, moi nai

Pang ky
* S0 dung 8 ky tu trd 1€n bao gém chi

thudng. chi in hoa. s8 va ky tu dac biét.

Nhap mét khu 2 )

Xac nhan mat khdu

Chu y quy tac dat mat khau: St dung 8 ky tw tré 1&n bao gdm chir thwéng, chi in hoa, sb
va ky tw dac biét. Tai khoan dwoc dang ky bé&i Thué bao di déng sé cé mlrc xac minh 2 da dwoc
xac minh b&i nha mang.

1.2. Ddng nhap vao hé théng:
Dé&ng nhap tai khoan bang CMT/CCCD

a) Didu kién:

Tai k,hoén duoc dépg ky béng Thué bao gi doéng hoac BHXH; §6 dién thoai dang ky dwoc san
sang dé nhan mat khau mét 1an (OTP) tr Cong Dich vu cbng quoc gia.

b) Quy trinh thwc hién:

- Bwdc 1: Tai man hinh Trang cha click chon “Dang nhap qua Céng DVC Quéc gia”
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Xuét hién giao dién:
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- Bwdc 2: Tai man hinh “Bang nhap”-> Chon tab “CMT/CCCD”( Hién tai hé thédng dang dé
mac dinh hién thj tab “CMT/CCCD’ khi vao trang dang nhap) tai viing 1-> Dién Tén ding nhap la

ALY

“CMT ho&c CCCD”, nhap mat khau sau dé nhan “Dang nhap” tai viing 2.



{,€6NG DICH VU CONG QUOC GIA

Két ndi, cung cép théng tin va dich vu céng moi luc, moi noi

ang nhap

41 CMT/CCCD Usb ky s6 Sim ky s6

Tén dang nhap

Nhap CMT/CCCD

M3t khau

Nhap mat khau

Quén mat khau?

DANG NHAP

2

Chua c6 tai khoan? Bang ky

Chu y: Treong hop chwa ¢ tai khoan, nguoi dung click “Dang ky” tai vung sb 2; Trwong
hop co tai khoan da dang ky bang SBT hoac BHXH, Cong dan click “Quén mat khau” tai ving sb
2 va lam theo hwéng dan cla hé thong dé lay lai mat khau.

- Budc 3: Sau khi nhan Dang nhap thanh céng, hé thdng giri ma OTP vé s6 dién thoai dang
ky nhép OTP-> Céng dan nhap ma OTP tai vung s0 3 sau do nhan “xac nhan” tai vung s 4 dé
hoan tat bang nhap.

Chay:

e TH Céng dan khéng nhan dwoc OTP-> Céng dan nhan “Gi lai OTP” tai vung sb 3 dé hé
théng gt lai OTP vé dién thoai.

e TH Co6ng dan muén chon SBT khac nhan OTP-> Céng dan nhan “Chon phuwong thirc
xac thye khac tai vang sb 5” dé chon SPT khac nhan OTP ngoai SDT mac dinh.

e SBT dang ky cho tai khodn nay nhwng van duoc phép dang ky 1a sé nhan OTP cla tai
khoan khac

(P6i véi céc hinh thire dédng ky, ddng nhap khéc, nguoi str dung xem chi tiét tai file dinh kém)

Il. Noép hé so dich vu céng trwc tuyén:



Budc 1: BDang nhép vao hé théng: https://dichvucong.thanhhoa.gov.vn

Buwéc 2: Trén menu chinh chon tab Dich vu céng truwc tuyén.
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Budc 3: Lwa chon don vi can thuc hién Dich vu cong, lwa chon dich vy minh muén tao hé
so va an nut BPang ky form thong tin tiep nhan ho so sé xuat hién.
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Buéc 4: Ngudi dung dién day da thong tin vao form Nhap thong tin lién hé.
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Buoc 5: Ngwoi ding dién ddy da thong tin tai budc Nhap théng tin ho so (Truong hop
ngudi ndp ho so dong thdi la cha ho so thi @n vao nut Lay théng tin tir ngwédi ndp), hé thong
sé tw déng lay thong tin tir bwée 1 chuyén sang buéce 2.
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Budc 6: Nhap t& khai: Ngudi dung nhap cé thé lwa chon mét trong hai cach:
Céch 1:

Dién thong tin day du theo mau don/to khai trén man hinh.

Sau khi dién thong tin xong bam vao nut "Trich xuét biéu mau" dé lwu vé tép. Tép nay phai
dinh kém vao mau don/td khai & buéc 4.

Trich xuét biéu mau vé may tinh:
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File name: ‘ DonDangky
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Biéu mau dworc tai vé cé giao dién nhw sau:
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Céach 2:

Cong dan tai mau don/to khai vé va dién day da thong tin Iwu vao 1 tép riéng va chuyén
sang buwéc 4 dé gan tép nay vao thanh phan ho so.

Budc 7: Dinh kem tép: Ngwoi dung dinh kem cac tép co lién quan va thuc hién ky sb file
thanh phan ho so néu c6 quy dinh; ngoai ra nguwdi dung coé thé Iwa chon Nhan két qua qua buwu
dién.

Céc hinh thirc ky s6 file thanh phan hé so:

- USB token: Ky s6 bang thiét bi USB token clia don vi cung c¢ap dich vu chi¥ ky sb cung

cap.

- Ky sim: Ky sb bang Sim tich hop chir ky sb clia don vi cung cap dich vu chiv ky sb cung

cap.

- Ky NEAC: Ky s6 qua (rng dung tich hop v&i Cong két ndi dich vu chirng thuc chiv ky sb
cbng cong.
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Nguwoi ding bam vao nut Giri di.

Sau khi hé so' da dwgc givi di thanh cong, qua trinh xt Iy h6 so' clia co' quan giai quyét sé
dwoc Coéng dich vu cong va hé thong tin mét clra dién tir twong tac véi nguwdi st dung thong
gua email dang ky, tin nhan di déng va trang quan ly hé so ca nhan ctia nguwoi str dung.
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