UY BANNHANDAN  CONG HOA XA HQI CHU NGHIA VIET NAM
XA LUONG PHONG Péc 1ap — Tw do — Hanh phic

S6:208/UBND-TP Luong Phong, ngay 30 thangoe ndm 2023
V/v Huéng dan thuc hién dich
vu cOng truc tuyén muc do 3,
muc do 4

Kinh gi#i: - MTTQ, céc ban, nganh, doan thé xa
- Trudng cac thon
- Cac co quan, don vi, doanh nghiép trén dia ban x&

Thuc hién chi dao cia UBND huyén vé viéc tiép tuc diy manh tuyén truyén
va huéng dan thuc hién dich vu cong truc tuyén (DVCTT) mirc do 3, mirc d 4 trén
cong dich vu cong Qudc gia va Cong dich vu cong tinh Bic Giang dong thoi day
manh thyuc hién thanh toan truc tuyén.

Trong thoi gian qua, UBND xa da phéi hop véi Poan thanh nién xa t6 chirc
trién khai tuyén truyén va huong dan cong dan thyc hién ndp hd so trén cong dich
vu cong tinh Bac Giang va cong dich vu cong Qudc gia.

Tuy nhién, van con nhiéu ngudi dan chua tiép can voi dich vu cong truc tuyén
khi c6 nhu cau giai quyét TTHC,;

Nguyén nhan: nhiéu ngudi con e ngai stir dung cong nghé; nhiéu nguoi khong
biét sir dung dién thoai thong minh hodc khong c¢6 dién thoai thong minh; nhiéu
nguoi lai ¢o tu tudng cu truc tlep den bd phéan mot cura xa vi tu nha ra xa gan sao
phai dich vu cong 1am gi cho ric réi, ctr dén x4, ng01 cho mot chat 13 nhan két qua
ludn; bén canh doé cling con nhiéu nguoi chua biét dén y y nghia, lo1 ich cta viéc thuc
hién dich vu céng tryc tuyén.

Dé tao diéu kién tot nhat cho nguoi dan, t6 churc, doanh nghiép thuan tién
trong viéc tiép can, dang ky va st dung DVCTT, nham tiét kiém cho to chirc, ca
nhan vé thoi gian, chi phi di lai, minh bach héa trong viéc giai quyét TTHC. UBND
X3 tiép tuc huéng dan to chirc, c4 nhan dang ky, sir dung DVCTT trong ding ky giai
quyét TTHC (C6 hudng dan kém theo).

Noi nhgn: TM. UY BAN NHAN DAN
- Céc thon _7PHO CHU TICH

Bdn dién tir:

- UBND huyén; L .. /Q#—/’/'
- Phong VHTT | P N

- TT Pang uy, HDND x3; oy pied of ——
- Chit tich, cac PCT UBND x3; N
- Céc ban, nganh, doan thé xa; CBCCVC, NLD x3; Tran Manh TAn

- Céc don vi doanh nghi¢p trén dia ban xa;
- Luu: VT.
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HUONG DAN
Pang ky, str dung dich vu cong truc tuyéen

Trudce tién xin gio1 thi¢u dé cac to chure, ca nhan hiéu mot s6 khai ni¢m co ban
ve dich vu hanh chinh céng; dich vu cong truc tuyen; dich vu cong truc tuyen
mirc d§ 1, mire d§ 2, mire do 3, mire do 4.

- Dich vu hanh chinh céng: La nhiing dich vu lién quan dén hoat dong thyc
thi phap luat, khong nham muc dich loi nhuan, do co quan nha nude co tham quyén
cap cho t6 chire, ca nhan duédi hinh thic cac loai gidy to c¢6 gia tri phap 1y trong cac
linh vue ma co quan nha nudc do quan ly. Mbi dich vu hanh chinh cong gan lién
v6i mot thu tuc hanh chinh dé giai quyét hoan chinh mot cong viéc cu thé lién quan
dén t6 chuc, ca nhan.

- “Dich vu cong truc tuyén”: La dich vy hanh chinh céng va cac dich vu khac
Clia co quan nha nwde drgc cung cdp cho Cac té chure, cd nhan trén méi truong mang.

- “Djch vu cdng treec tuyén mirc dé 1” dwoc hiéu: La dich vu bdo dam cung
cap day di cac thong tin vé thi tuc hanh chinh Va cdc van ban cé lién quan quy dinh
vé thui tuc hanh chinh do.

- “Dich vu cong truc tuyén md’c dp 2: La dich vu cong truc tuyén mire dé 1 va
cho phép nguoi sw dung tai vé cac mau van ban va khai bao dé hoan thién hé so theo
yéu cau. Ho so sau khi hoan thién dwoc gui truc tiép hodc qua dwong buu dién dén co
quan, té chirc cung cdp dich vu.

- “Dich vu cong truc tuyen muc do 3" La dich vy cong truc tuyen mutc do 2
va cho phép nguoi su dung dién va giti triee tuyén cdc mau vin ban dén co quan, 16
chirc cung cdp dich vu. Cdc giao dich trong qud trinh xit Iy hé so va cung cdp dich vu
duwoc thuce hién trén moi truong mang. Viéc thanh toan I¢ phi (néu c6) va nhan két qua
duoc thiee hién truc tiép tai co quan, 16 chirc cung cdp dich vu.

- “Dich vu cong trwe tuyén mire dg 4”: La dich vy cdng truc tuyén Muc do 3
va cho phép ngum sz dung thanh toan I¢ phi (Néu cd) durgC thyc hien truc tuyén. Viéc
tra két qua co thé duroc thyc hién tryc tuyén, gir truc tiép hodce qua dwong buu dién
dén nguoi sir dung.

* Nhuw vay c6 thé thiy, so véi viéc thwe hién dich vu hanh chinh cong
truyén thong viéc sir dung dich vu cong truc tuyén dem lai nhi€u 1o1i ich hon, cu
thé nhu sau:

- Khi str dung dich vu cong tryc tuyén nham gitp gidm thoi gian, chi phi di
lai cho viéc giri ho so va nhan két qua cila cac to chirc, c4 nhan; ting tinh cong khai,
minh mach cua thu tuc hanh chinh; nang cao trach nhiém, trinh d¢ chuyén mén va
kién thic vé cong nghé thong tin cua can bod cong chue duoc phén cong xu ly ho
so thii tuc hanh chinh... gop phan thiic day phat trién kinh té — x& hoi.

- Vi viée trién khai cac dich vu cong truc tuyen, nguoi dan va doanh nghiép
s€ tiet kiém duogc dang ké thoi gian va chi phi di lai vi ho c¢6 thé ndp ho so cho co
quan chtrc nang thong qua nhiing thiét bi duoc két no1 vaoi Internet ngay & nha hoac
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tai van phong. Viéc giri ho so qua dich vu cong truc tuyen gitip to chirc, c4 nhan c6
thé giao dich 24/24 gid trong ngay, tai bat ctr dau co két ndi internet.

- Néu trude day, mudn dang ky thu tuc hanh chinh phai dén truc tiép co quan
nha nuéc (cdp xd, cdp huyén, cdp tinh) nhan phiéu theo thir tw, cho can bo tiép nhan
hd so. Nay, voi phuong thire dich vu cong truc tuyén mirc do 3, murc 46 4 moi viéc
lién quan dén thu tuc hanh chinh, céc t6 chirc, ca nhan c6 thé thu:c hi€n & nha hay &
co quan, don vi dong thoi c6 thé theo ddi, giam sat duoc tinh trang giai quyét hd so.
Vi vay, khi tham gia sir dung dich vy cong tryc tuyén muc d6 3, mac do 4 cac to
chtic, ca nhan da tiét kiém rat nhiéu thoi gian, chi phi di lai, chi ph1 van phong pham

..Pic biét khi sir dung dich vy cong truc tuyén muc do 4 cong dan ngdi va nha van
c6 thé nop ho so, ndp 18 phi va nhan két qua giai quyét tai nha....;

Hién nay cac TTHC dang ap dung trén Céng dich vu cong tinh Bic Giang
theo Quyét dinh 645/QD-UBND ngay 09/4/2021 (cap xa c¢6 52 thu tuc mae d6 3 va
27 thu tuc muc do 4, trong do 10()% TTHC thudc Iinh vuc Chﬁqg thuc, HO tich duoc
cung cap dich vu cong truc tuyén mirc do 3, ml'rq do 4}); Quy¢ét dinh so0 1878/Qb-
UBND ngay 12/9/2021 ctia Chu tich UBND tinh gom cap tinh, huyén, xa la 105 dich
vu (61 dich vu cong mirc do 3; 44 dich vu cong muc do 4);

‘ Hi¢n nay UBND tinh dang trién khai thuc hién 25 dich vu cong thiét yéu theo
bé an 06.

* Pé thwe hién ndp ho so dich vu cong truc tuyén,

Céc to chirc, ca nhan thuc hién thao tac rat don gian:

Budce 1: Thuc hién Dang ky tai khoan

C6 thé thao tac trén may tinh hodc thiét bi di dong c6 két ndi Internet théng
qua 2 dia chi:

Bwéce 1: Dang nhap trang chu Céng thong tin dich vu cong quéc gia tai dia
chi: http://dichvucong.gov.vn sau dé chon “Ping ky”

O Knich

‘—> Pang ky ‘ | Bang nhap

Phan dnh kién nghi  Thd tuc hanh chinh ~ Hb trg

Timkiémnangcao  Q

H8 trg ddi tudng gap khé khan do dai dich COVID-19


http://dichvucong.gov.vn/

Budc 2: Chon phuong thire dang ky

- Chon ca nhan, doanh nghiép hodc co quan nha nudc.

Pang ky

Wdi long chon phudcng thaldc dang koy

& Cong dan Doanh nghigp

3 Cod gquan nha nudc

Mac minh midc 45 trung binh (LALZ2)

Thigs bao Bao higm Buwu JGicn
-:ﬂﬂéng xd hdi wWiet rMam

VIETHRAM POET

Hac minh midic 85 cao [(LAL3)

@

USE ky =6 SIM oy &

Dbi v6i cong dan co thé dang ky qua 01 trong 05 hinh thirc:
+ Pang ky bang mi sé6 BHXH.

+ Pang ky bang s dién thoai (S6 dién thoai di dang ky bang CMND/CCCD
v6i nha mang).

+ Dang ky thong qua buu dién VN.
+ Piang ky bang USB ky s0.
+ Piang ky bang Sim ky so.

Trong pham vi bai hudng dan nay s¢ huong dan phuong thirc 1a Cong dan,
dang ky bang ma s6 BHXH (dang ky bang SDT tuong tu).

Budc 3: Nhap cac thong tin hién trén bang va chon Pang ky.
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Pang ky

Thué bao di dong

(Chi danh cho cong dan)

Tén dang nhap (58 CMT/CCCD) *
| [MR&p =& CrMTFCCCD s ox
San phai nhip cntdécocd.
Ho tén *
rMhap ho tén
Mgay sinh =
ddimimuiyyyy 6
=& dién thoai ¥
Mhap =48 dieén thoai
Email
Mhdap email cha ban
Mhdp ma3 xdac thuc =
MMh@p ma xac thu'c 15¢ E'-l;_' =

Luu y: Nhitng truong danh dau (*) 13 bit budc nhép.

Bwéc 4: Nhap md OTP duoc gui vé dién thoai.

Xac thweema OTP

Ma xac thuc da dudc gii qua SBT:
082****058

Mhap ma OTP

Ban chua nhan dudc ma? Gilai OTF

XAC NHAN

Budéc 5: Nhap mat khau va nhan thong bao dang ky thanh cong



Pang ky
* 50 dung 8 ky tu trd l€n bao gdm chd

thudng. chii in hoa. s8 va ky tu Jac biet.

Nhip mét khdu 9

¥ac nhan mat khau

Sau khi dang ky tai khoan xong, cac déng chi thuc hién

Budc 2: Pang nhép tai khoan va thyc hién ndp hd so truc tuyén

Dang nhdp tai khoan bang CMT/CCCD

a) Diéu kién: ‘ ,

Tai khoan duoc dang ky bang Thué bao di dong hodac BHXH, so dién thogi
dang ky dwoc san sang dé nhan mdt khau mot lan (OTP) tw Cong Dich vu cong quoc
gia.

b) Quy trinh thuc hién:

- Buwoce 1: Tai man hinh Trang chu click chon “Pang nhdp” tai vung 1

&
,,.,CéNG DICH VU CONG QUOC GIA

Két n6i, cung cdp théng tin va dich vu céng moi luc, moi noi

ang nhap
1 cMT/CCCD Usb ky s8 Sim ky sé

Tén dang nhip

Nhap CMT/CCCD

Mit khiu

Nhap mat khau

DANG NHAP
2

Chua 6 tai khoan? Bang ky

- Buwoc 2: 7T ai man hinig “Dang nhdp ”-> Chon tab “CMT/CCCD " (Hién tai
hé thong dang dé mac dinh hién thi tab “CMT/CCCD” khi vao trang dang nhap) tai
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ving 1-> Pién Tén ddng nhdp la “CMT hodc CCCD”, nhdp mdt khdu sau d6 nhdn
“Dang nhdp” tai viung 2.

Chuay: Truong hop chwa co tai khoan, nguoi dung click “Pang ky” tai viing
6 2; Truong hop ¢ tdi khodn da ding ky bang SPT hodc BHXH, Céng dan click

“Qyén mdt khau” tai vung $6 2 va lam theo hwong dén ciia hé théng dée ld'y lai mat
khau.

- Buéc 3: Sau khi nhan Pdng nhdp thanh céng, hé théng givi ma OTP vé sé
dién thoai dang ky nhdn OTP-> Céng dédn nhdp ma OTP tai viing sé 3 sau dé nhdin
“xdc nhdn” tai vimg so 4 dé hoan tdt Pang nhdp.

Chuy:

- TH Cong dan khong nhan dwoc OTP-> Coéng dan nhan “Gui lai OTP” tai
vung s6 3 dé hé théng gui lai OTP vé dién thoai.

- TH Cong dan muon chon SPT khdc nhdn OTP-> Cong dan nhan “Chon
phuong thire xdc thuce khdc tai ving s6 5 dé chon SPT khdac nhdn OTP ngoai SPT
mac dinh.

- SPT ding ky cho tai khodn nay nhung van dwoc phép dang ky la sé nhdn
OTP cua tai khoan khac

CéNG DICH VU CONG QUOC GIA

Két néi, cung cdp théng tin va dich vu céng moi luc, moi ndi

Xac thuc ma OTP

M3 xac thuc d3 dudc gl qua sb dién thoai: 0828xxx088

Nhip m3 OTP:

38.3.'1 chua nhan dugc ma? Gii lai OTP
4 XAC NHAN
5 .................... » K

Chua co tai khoan? D3

* Sau khi da cé tai khoan, diing ky ndp hd so qua mang (truc tuyén) nhu
Sau:

* BUOC 1: DANG NHAP

(1) Truy cap vao Cong dich vu cong Quoc gia tai dia chi

http://dichvucong.gov.vn sau d6 chon tiép vao 6 “PANG NHAP”

(2) Man hinh s& hién ra trudng dang nhip ban hiy bdm vao “Ding nhap Cong
DVC Qudc gia”



http://dichvucong.gov.vn/
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(3) Chon biéu twong Qudc huy “Tai khoan cap boi Cong dich vu cong Qudc
gia”, sau do dién thong tin dang nhap, nhap ma OTP duoc guri dén sb dién thoai ban
da dang ky tai khoan.

* BUOC 2: CHQON THU TUC PANG KY ,

(1) Sau khi dang nhap, ban chon “NQP HO SO TRUC TUYEN”

(2) Trén man hinh s& hién ra giao dién, ban chon tir khoa (vi du “hd kinh
doanh™), chon cép thuc hién thu tuc hanh chinh, sau d6 bAm “Tim kiém” man hinh
s& hién ra mot s6 thu tuc hanh chinh ¢ chung tr khoa, cép thue hién.

(3) Lva chon TTHC can thuc hién va bam vao 6 “Nop ho so”.

* BUOC 3: CHON NOI THU'C HIEN THU TUC HANH CHINH VA
NHAP THONG TIN CA NHAN

(1) Chon noi thue hién thu tuc hanh chinh, ban phai chon co quan giai quyet
1a “UBND tinh Bic Giang”. Truong hop nop ho so thudc thAm quyén giai quyét cua
cap x4, ban chon co quan giai quyét 1a “UBND huyén Hiép Hoa” sau d6 phuong/xa
ndp hod so ban chon x4, thi trin. Vi du 1a “xa Luong Phong”. Chon “Pdng ¥ va tiép
tuc”

(2) Nhap bd sung thong tin, luu y nhap day du cac truong thong tin c6 dau (*)
mau do. Chon “Dong yva tlep tuc”.

* BUOC 4: TAI PINH KEM GIAY TO, TAI LIEU

Tuy vao tung loai thu tuc hanh chinh ban chon thuc hi¢n dé dinh kém céc loai
gidy to, tai liéu theo yéu cau cta thi tuc hanh chinh dé.

Sau khi dinh kém xong céc loai gidy to theo quy dinh chon “Pdng y va tiép
tuc”

* BUOC 5: CHON HINH THUC NOP HO SO VA NHAN KET QUA
Trén man hinh hién ra truong thong tin lya chon “Hinh thirc ndp hd so” va
“Hinh thtrc nhan két qua” dé cho ban lya chon.

- P6i v6i cac thi tuc hanh chinh theo quy dinh phai c6 mat de nhan két qua
truc tiép, khi den nhan két qua ngudi c0 yeu cau phai xuét trinh gidy to tiy than dé
chtng minh vé nhan than; nop hodc xuat trinh gidy to' da gui ban chup trong hé so
dang ky truc tuyén dé co quan giai quyét tha tuc hanh chinh luu hd so hodc kiém tra,
d6i chiéu theo quy dinh phap luat, trir cac gléy to dd ndp ban dién tir (néu co). Do
vay tai truong thong tin “Hinh thirc nhén két qua” ban phai Iya chon “Pén co quan
giai quyet dé nhan két qua”.

- P6i v6i tha tuc khong bat budc dén nhan két qua truc tiép tai co quan giai
quyét thil tuc hanh chinh, nguoi yéu cau co thé lya chon cac hinh thirc ndp va nhan
két qua theo huéng dan cua hé thong.

* BUOC 6: NOP HO SO

Ban kiém tra lai thong tin va nhap ma xac nhan do hé théng cung cép, tich vao
6 & dau dong “Téi xin chiu trach nhiém trudc phap luat vé 1oi khai trén” va bam
chon “Nop ho so”.

S6 tai khoan nhan thanh toan truwc tuyén cia UBND x4 Lwong Phong:
Ngéan hang Vietcombank: 1022663140
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