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Tai liéu hiedng dan sir dung

I.  Giéi thi¢u

Hé thng dich vu cong truc tuyén Bo Nong nghiép va Mai truong 13 hé thdng giao
dich dién tir trén ma1 truong mang thuc hién céc thu tuc hanh chinh thugc tham quyén
cua Bo Nong nghiép va Méi trudng tai dia chi https://dichvucong.mae.gov.vn

T chirc, c4 nhan thuc hién thu tuc hanh chinh qua H¢ théng dich vu cong truc tuyén
cua Bo Nong nghiép va Méi truong.

Tai liéu ndy hudng dan t6 chirc, ca nhan thao tic cac thong tin tai khoan dé thuc hién
cac dich vu cong tryc tuyén.
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Tai liéu hiedng dan sir dung

II. Huwéng din truy cip va ding Ky tai khoan
1. Truy cip vao hé thong
T trinh duyét Web, dé truy cap vao hé théng Céng dich vu cong truc tuyén Bo

Nong nghiép va Mai truong nguoi ding can gd dia chi https:/dichvucong.mae.gov.vn .
Man hinh trang chi hién thi:

‘ HE THONG THONG TIN GIAI QUYET THU TUC HANH CHINH
Q T conenanoner vamormuene Y -

W ok cung clo g v et v e

#  GIOVTHEU  THOTUCHANHCHING  DICHVUCONG  TRACIU-  PHANANHIIENNGH -  BANHGIA - BAO CAD THONG KE -

CAC BUGC THUC HIEN DICH VU CONG TRYC TUYEN

03 04

‘Theo dai kit qua

Tra ciru ho 80 Tra ciru DV CAC LINH VIJC CUNG CAP DICH VI CONG
Dit dai Mo trudmg Dia chét va khodng sén I
Tai nguyén nutc Kni turong thiy van D0 dac va Bin &b
[ Tngonit s o
may «
Bidn vi hii ado Vi tham Bidn a8 kni hdu

Bao cao 86 ligu theo linh vire 80 s Wu theo thang

® Truc tuyén « True tép
Théng ké sé lwgng hd so dich vu céng truc tuyén
Bdo cdo tién d§ xir ly 05 Tinh hinh x@ Iy hé so theo thang
Thang 0272025 Thang 0372026
Téng s6 hd. : 89 hd
ong S np: hd 0% Bung han 0% Dung han

6“/ oo ciadd ol Gil quyét O hd s0 Gidi qurdt 0 hd 30

. Oing b 0 b 90 Ding han 0 hd s0 Ding han 0 1d s0
+ ' CONGDICH V) CONG THIET YEU ¢ HE THONG 7o 5 Gt

e L @ Seznitein

Co quan chu quan: B3 Nong nghiép va Moi trwong 610 Ton Thét Thuyét - Ha Noi dichvucong@monre.gov.vn

2. Hwéng din ding ky tai khoan

2.1. Ping ky voi tai khoan cho T6 chirc

T chuc c6 thé ding ky tai khoan bang cac phuong thirc: USB ky s, SIM ky sb
hodac VNPT SmartCA.

2.1.1. Hudng dan dang ky tai khoan véi USB ky s6

— Piéu kién thuc hién:

Trang: 4/20


https://dichvucong.mae.gov.vn/

Tai liéu hiedng dan sir dung

+ Doanh nghiép s& hitu USB ky s, ching thu trong USB ky sb con han va
dang dugc st dung.
+ USB dugc cidm vao thiét bi may tinh.
+ Thiét bi may tinh dugc cai dat Driver USB ky s6
— Quy trinh thyc hién: T chire thuc hién ding ky tai khoan bang USB ky s theo

cac thao tac sau:

+ Budc 1: Tai man hinh trang chu, T6 chic nhan vaonat—— /& gbc
phai phia trén man hinh -> Hién thi man dang ky:

C(SNG DICH VU CONG QUOC GIA

Két néi, cung cap théng tin va dich vu cédng moi lic, moi ndi

Pang ky
Vui long chon phuong thic dang ky

(®) Céng dan () Doanh nghiép
) Ca quan nha nudc

Xéc minh mic d6 trung binh (IAL2)

B6 Céng An

+ Budc 2: Tai man dang ky -> T6 chirc nhan chon phuong thire ding ky chon

4
a2l

dbi twong thuc hién: “ Doanh nghiép” va phuong thtc “ USB ky s6”.
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Tai liéu hiedng dan sir dung

7

«C(BNG DICH VU CONG QUOC GIA

Két néi, cung cap théng tin va dich vu céng moi ltic, moi noi

Pang ky
Vui long chon phudng thic dang ky

() Céng dan f{®) Doanh nghiép
(") Co quan nha nudc

Xdéc minh mic d6 cao (IAL3)

Gé

USB ky sé SIMky s6 VNPT SmartCA

+ Budc 3: Tai man dang ky bang USB ky s6 -> T4 chtrc nhan nat “Dang ky”
Trudng hop thiét bi truy cdp chwa duoc cai Plugin-> T chirc thyc hién tai cong
cu ky dién tir plugin tuong Gng véi thiét bi va cai 1én may tinh.

Truong hop thiét bi chua nhan USB ky s6-> Tb chirc thuc hién cai Driver cho
USB ky s6 (Click vao USB-> Click Setup dé thuc hién cai dit) sau d6 nhan Pang
ky.
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Tai liéu hiedng dan sir dung

«vEf?)NG DICH VU CONG QUOC GIA

Két ndi, cung cép théng tin va dich vu cdng moi lic, moi nai

Pang ky
USB ky s6

Tai vé va cai dat céng cu ky dién tdr trén
Windows & MacOS tai day.

Bing cach nhap vao Dang ky, ban dong vy
vdi Diéu khodn, Chinh sdch chia sé théng
tin cla ching téi.

| T |

Hoac

Chon hinh thic dang ky khac

D3 c¢o tai khoan? Dang nhap

14

Sau khi nhin nat “Pang ky” -> Hé thong hién thi théng bao ctia USB ky s6 ->
T6 chirc nhan nat “OK”.

Windows Security X

Danh sach chiing thu so

Chon chifng thu s6 cha ban

|

Issuer: I-CA
Valid From: 9/28/2022 to 10/1,/2026

Click here to view certificate properties
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Tai liéu hiedng dan sir dung

Hién thi man hinh nhdp ma Pin cua USB ky s6 -> Tb chirc thuc hién nhap ma
pin va nhan “Pang nhap”

Xac nhan PIN x
X¥dc nhadn ma PIN:
@ =™
M& PIN: ||

[~ Sit dung ban phim a0

BAmSPIN | Edorhp Hiy bb

+ Buoc 4: Tai hé théng Céng dich vu cong hién thi cac thong tin cua Tb chire
duoc léy tir USB ky sb -> Té churc dién email, nhdp ma xac thuc va nhin
“Pang ky” dé hoan thanh dang ky tai khoan

Chii y: Truong email bt budc nhap d6i voi tai khoan Doanh nghiép. Tai khoan duoc
dang ky bang USB ky s6 s& & mirc xac minh cao nhat 1a mirc 3, twong duong voi tai
khoan dang ky truc tiép

c-CéNG DICH VU CONG QUOC GIA
Két néi, cung cdp thdng tin va dich vu céng moi lic, moi nai
Dangky

Chao mirng ban dén vdi Céng Dich vu céng quéc gia
Tén doanh nghiép

Ngay hiéu luc
09/28/2022 16:05:03
Ngay hét han
10/01/2026 16:05:03
Tén CA
I-CA
Email *
Nhép email ctia ban

Nhép m3 xdc thue *

Nhép ma xac thuc 1 o 2 I m <

Bing cach nhap vao Dang ky, ban déng y vdi Diéu khodn, Chinh séch chia
sé théng tin clia ching téi
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Tai liéu hiedng dan sir dung

2.1.2. Huéng dan ding ky tai khoan véi SIM ky sd
— Diéu kién thyc hién:

+ SIM ky s6 do nha cung cip nhu Viettel, VNPT, Vinaphone, Mobifone,...
+ SIM nay dang duoc gin trén dién thoai va sén sang dé xac nhan (nhin va
nhap ma PIN khi hé thdng yéu cau)

— Quy trinh thyc hién: T chire thuc hién ding ky tai khoan bang SIM ky s6 theo

cac thao tac sau:

+ Budc 1: Tai man hinh trang chu, T6 chirc nhan vao | sangiy | nit ¢
goc phai phia trén man hinh -> Hién thi man dang ' ~ ky:

£
¥

--CC")NG DICH VU CONG QUOC GIA

Két ndi, cung cap théng tin va dich vu cdng moi luc, moi ndi

Pang ky
Vui long chon phuong thic dang ky

(®) Cong dan () Doanh nghiép
() Co quan nha nudc

X&c minh mifc @6 trung binh (IAL2)

B6 Cong An
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Tai liéu hiedng dan sir dung

+ Budc 2: Tai man dang ky -> T6 chirc nhin chon phuong thirc ding ky chon

4
A9

dbi twong thuc hién: “ Doanh nghiép” va phwong thic “ SIM ky s6”.

«=€6NG DICH VU CONG QUOC GIA

Ké&t ndi, cung cap théng tin va dich vu cdng moi lde, moi ndi

Pang ky

Vui long chon phuong thiec dang ky

() Céng danf(e) Doanh nghiép
(") Co quan nha nudc

Xdc minh mifc d6 cao (IAL3)

SIM ky s6 VNPT SmartCA

+ Budc 3: Tai man dang ky SIM ky sé -> T6 chtrc nhap s6 dién thoai thué bao
SIM ky s va nhan nat “Dang ky” -> Hé théng giri yéu cau xac nhan 1én SIM
ky sd.
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Tai liéu hiedng dan sir dung

»ESNG DICH VU CONG QUOC GIA

Két ndi, cung cap thang tin va dich vu cbéng moi lic, moi nai

Pang ky

Sim ky s6

Nhép so dién thoai cta Sim ky sé.

vinaphone  ~ Nhép s6 dién thoai

Bing cach nhap vao Dang ky, ban dong v
vdi Diéu khodn, Chinh sich chia sé théng
tin ca chung téi.

Hoac

Chon hinh thire dang ky khac

D3 6 tai khodn? Dang nhép

+ Budc 4: T6 chirc “Xac nhan” va nhap ma Pin tai Sim ky s6
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Tai liéu hiedng dan sir dung

T LT L B3 PR B e
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+ Budc 5: Sau khi dugc xac nhan ding ky tai sim ky s6, hé thong hién thi cac
thong tin cta to chirc duoc 1dy tir Sim ky s6 -> T6 chirc nhan “Piang ky” dé
hoan tat dang ky tai khoan

@

vEf)NG DICH VU CONG QUOC GIA
K&t néi, cung cép théng tin va dich vu cdng moi lic, moi ndi
Dang ky

Ch&o miing ban dén vdi Cong Dich vu céng quéc gia
Tén doanh nghiép

Ngay hiéu luc
09/28/2022 16:05:03
Ngay hét han
10/01/2026 16:05:03
Tén CA
—
Email *
Nhép email clia ban
Nhé&p m3i xac thuc *

Nhé&p ma xdc thuc 1t0 21 !.m_l-

Q

Bing céch nhap vao Dang ky, ban déng v véi Diéu khoan, Chinh sich chia
sé théng tin cla chdng t6i
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Tai liéu hiedng dan sir dung

2.1.3. Huéng dan ding ky tai khoan véi VNPT SMARTCA
— Piéu kién thuc hién:

+ To chirc s¢ hitu SmartCA, ching thu con han va dang duoc sir dung

— Quy trinh thyc hié¢n: T chue thue hién dang ky tai khoan voi VNPT
SMARTCA theo cac thao tac sau:

Sy
. C s S i ., | Dangky .
+ Budc 1: Tai man hinh trang chu, T6 chic nhan vaonut '/ § goc

phai phia trén man hinh -> Hién thi man dang ky:

<=C6NG DICH VU CONG QUOC GIA

K&t ndi, cung cap théng tin va dich vu cdng mei luc, moi nai

Pang ky
WVui long chon phuong thic dang ky

(®) Céng dan () Doanh nghiép
(") Co quan nha nudc

Xdc minh mifc d6 trung binh (IAL2)

B& Céng An
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Tai liéu hiedng dan sir dung

+ Budc 2: Tai man dang ky -> T6 chirc nhin chon phuong thirc ding ky chon
d6i twong thuc hién: “ Doanh nghiép” va phuong thirc “ VNPT SmatCA”.

2

4€6NG DICH VU CONG QUOC GIA

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

Pang ky

Vui long chon phuong thic dang ky

() Céng dan f(® Doanh nghiép
() Co quan nha nudc

Xac minh midc d6 cao (IAL3)

o =

USB ky s6 SIM ky s6 VNPT SmartCA

He¢ théng diéu huéng dén man hinh Dang nhap cia VNPT SmartCA

+ Budc 3: T6 chuc thuc hién nhép thong tin tai khoan SmartCA va nhan nhin
“Pang ky”
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Tai liéu hiedng dan sir dung

N

VNPT SmartCA

Diing nhip

Quén mat khifu?

Notnng:  Tiéng Vigt v

+ Budc 4: T6 chirc ( X4c nhan bang véan tay hodc ma PIN ) trén tng dung
SmartCA, hé thong hién thi thong tin 1iy tir SmartCA -> T6 chirc nhan
“Pang ky” dé hoan thanh ding ky tai khoan.

2

£ONG DICH VU CONG QUOC GIA
K&t néi, cung cdp théng tin va dich vu cdng moi lic, moi nai
Dang ky

Chao mimg ban dén vdéi Céng Dich vu céng quéc gia
Tén doanh nghiép

Ngay hiéu luc
09/28/2022 16:05:03
Ngay hét han
10/01/2026 16:05:03
Tén CA
—
Email *
Nhép email cia ban
Nhép ma xic thuc *
Nhé&p m3 xac thuc 1 1o 2 I mé 9]

Bing cach nhap vao Dang ky, ban dong y vdi Diéu khodn, Chinh sich chia
sé théng tin cla ching téi
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Tai liéu hiedng dan sir dung

2.2. Dang ky vdi tai khoan cho Ca nhan
2.2.1. Huéng dan ding ky tai khoan v&i VNelD
— Quy trinh thuc hién: T6 chuc thuc hién dang ky tai khoan bang SIM ky s theo
cac thao tac sau:

oy
r P \ , A , £ \ , Bang ky a g
+ Budc 1: Tai man hinh trang chu, T6 chirc nhan vao nut |\7/| o goc

phai phia trén man hinh -> Hién thi man ding ky -> C4 nhan chon ddi tugng
»Cong dan” va biéu tuong “VNeID”.

®

<=€6NG DICH VU CONG QUOC GIA

K&t ndi, cung cdp théng tin va dich vu cdng moi lic, moi ndi

Pang ky

Vui long chon phudng thic dang ky

) Doanh nghiép
d quan nha nudc

Xdc minh mdc d6 trung binh (IAL2)

B& Cong An
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Tai liéu hiedng dan sir dung

+ Budc 2: Hé thdng s& hién thi trang huéng dan ding ky tai khoan VNelD:
https://vneid.gov.vn/huongdan/huong-dan-dang-ky-tai-khoan-vneid.html ->

C4 nhan thyc hién cac bude trong trang huéng dan dé dang ky va kich hoat
tai khoan VNelD
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III. Cap nhat thong tin tai khoan

Khi da tao thanh cong tai khoan thi ca nhan, td chure thue hién viée cap nhat thong
tin tai khoan. Vi¢c stra doi, bo sung thong tin tai khoan cua t6 chirc, ca nhan thuc hién
trén HE thong dich vu cong tryc tuyén trong cac truong hop sau:

— C6 sy thay ddi cta cac thong tin ding ky cua tai khoan.
— Yéu cau ctia Hé théng dich vu cong truc tuyén.
Thong tin tai khoan bao gdm: Thong tin ¢4 nhan; Quan 1y chir ky sb. Sau déy s&

huéng dan cap nhat thong tin tai khoan cho to chirc, cap nhat thong tin tai khoan cho ca
nhan ciing tuong tu.

1. Quan ly thong tin ca nhin
Thao tac dé vao churc nang cap nhat thong tin tai khodn nhu sau:
— Budc 1: Bang nhdp thanh cong vao hé thong -> hién thi tén tai khoan nhu hinh
dudi:
< HE THONG THONG TIN GIAI QUYET THU TUC HANH CHINH
@ :‘) BO NONG NGHIEP VA MOI TRUONG

Kétnéi, cung chp thang tin va dich vu céng & Cap nhat thong tin tal khoan

# GIOITHIEU THUOTUCHANHCHINH DICHVJCONG TRACUU- PHANANHKIENNGH| - DANHGIA ~ BAOCAOTHONGKE ~ HOTRO ~ Kho dir liéu

Quan I h so

CAC BUGC THYC HIEN DICH VU CONG TRY'C TUYEN

P Thoat
o1 02 03 04 05

Dang ky/Dang nhap Lwa chon DVC N&p hd so trre tuyén Theo doi két qua Nhan két qua

= = —

Tra ctru hé so Tra ciru DVC CAC LINH VYC CUNG CAP DICH VU CONG
Mar . " =~
Dét dai Moi trrong ia chat va khoang san '
Tai nguyén nuoc Khi trong thily van Do dac va Ban db
D Toi khdng phd Ia ngudi ™ o Ll
méy
Bién va hai do Vidn tham Bién @i khi hau

— Budc 2: T6 chirc, ca nhan nhan vao niit “Cap nhat thong tin tai khoan” ->

Chuong trinh hién thi giao dién “Cap nhat thong tin tai khoan”.

+ Cap nhat thong tin t6 chuc tir Co sé dit liéu Qudc gia vé ding ky doanh
nghiép:

+ T6 chirc c6 nhap thong tin td chirc bang cac cap nhat thong tin tir Co so dit
liéu Quéc gia vé dang ky doanh nghiép véi cac thao tac sau:
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Tai liéu hiedng dan sir dung

Cip nht tir CSDL Quéc Gia vé Ping ky doanh nghiép

T chirc nhan nat > H¢ théng hién thi man Nhap ma
s6 doanh nghiép -> T6 chirc thyc hién nhap Mi s6 doanh nghiép va nhan nut “Liy

thong tin c4 nhan”

Nhip ma sé doanh nghiép

0110131037

Heé thong hién thi thong tin cua to chirc duoc tra vé tir Cong CSDL Qudc gia

Théng tin 8 chitc tir CSDL Quéc Gia

Tén doanh nghiép Ma sé doanh nghiép
S6 Gidy chirng nhan DKKD cii Tén viét tat

Tén bing tiéng nude ngoai Loai hinh doanh nghigp
Ngay thanh 13p Nguéi dai dign

Tén tinh/thanh phd Tén quan huyén

Tén phueng/xa Dia chi day da

Sau d6, T6 chirc nhan nat “Pong ¥ -> Hé thdng tr dong dién théng tin vao cac
truong tuong ung.
— Budc 3: T chure, ca nhan cap nhat thong tin vao céc truong can stra, Tich chon
muc Xac thuc “To6i khong phai 1a ngudi may”.

A, HE THONG THONG TIN GIAl GUYET THU TUC HANH CHINH e GO 1 GO AN FTEK T
" n ; .
e T ‘ BO NONG NGHIEP VA MOl TRUONG !

it v, g i g v i v cong

#  GOVIHIEU TIITUCIAMHCHING  DICHVIICONG  TRACIU-  PHANANHKIENNGHL - DANHGMA - BAOCAOTHONGKE - HOTRQ'

Trang chil  Qudn f ang in - Théng tin té chire

C4p At CSL S i v& Ding kf dasnh nohidp

GUAN LY HO 01 TRUT TUYEN Thong tin 16 chire
Dkvwobngalath L e
Hb 50 dang i by .

o ki 3 auyét i
Hé zo e gin [

Hé = i it
v Thing tin lién lye*
Hen néo b8 sc bue iy

- 54 i tosi Fax
QUAN LY THANG TV
[IREEE asssassss
Quan ming i ca pvn
Quan b ek =8 Fomal Visbca
Infogintn

fa diden kinh doanh”

TirivThanh ghd XaiPhurimg
Thanh phd 114 Nei v Ohane
la ol chi ke

Téng 14 Tea nha ViéLA. 38 9 Duy Tan. Phusrng Dich Veng Hau, Qugn Céu Gidy, Thenh g M8 N, Vit Nam

M2 xécthyct

) D)
may et

£ 0 et i rhec
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Tai liéu hiedng dan sir dung

— Budc 4: Nhan nat ”Cap nhat” -> Chuong trinh thuc hién cap nhat thanh cong
2. Quién 1y chir ki s6

Heé théng cho phép Quan 1y thong tin chit ky s6 cia tai khoan tai Tab “Quan 1y chir
ky s6” cuia chic nang “Cap nhat thong tin tai khoan”.

Tur giao dién chic nang “Cép nhat thong tin tai khoan”, trén menu trai chon Quan 1y
chir ky s6 -> Hé thong hién thi giao dién:

Céc budc thao tac dé nhap thong tin chir ky so:
— Budc 1: Nhap thong tin vao cac truong:
+ S hiéu chung thu s6: Nhap S6 hiéu ching thu sb

+ Ngay hiéu luc: Nhap Ngay hiéu luc
+ Ngay hét hiéu lyc: Nhap ngay hét hiéu luc.

— Budc 2: Nhan nat -> Chuong trinh thong bao "Luu chir ky s6 thanh cong
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