HUONG DAN TAO, NOP, NHAN KET QUA HO SO TOAN TRINH
THU TUC CHUNG NHAN LANH SU, HOP PHAP HOA LANH SU
GUIDELINES FOR CREATING, SUBMITTING AND RECEIVING RESULTS
OF WHOLLY ONLINE CONSULAR CERTIFICATION AND
LEGALIZATION PROCEDURES

Luwu v: Khich ndép hd so toan trinh khong dén nép trwe tiép tai Cuc Lanh sw.

Note: Applicants submitting wholly online public service DO NOT submit documents in person
at Consular Department.

I. PANG NHAP CONG DICH VU CONG
LOGGING INTO THE PUBLIC SERVICE PORTAL

A. D0i véi ngudi ¢é tai khodn dinh danh dién tir (VNeID):
For users with a Level 2 Electronic Identification (VNelD) account:

= Bwéc 1: Ping nhap Cong dich vu cong qudc gia tai https://dichvucong.gov.vn [ Chon [Tai
khoan dinh danh dién tir (VNeID) ciia cdng din] va hoan tat xac thuc danh tinh.
Step 1: Access the National Public Service Portal at https://dichvucong.gov.vn [ Select [Tai

khoan dinh danh dién tw (VNelD) cua cong dan] (VNelD Identification Account) and complete
the identity verification process.

BQ CONG AN

Trung tam dif liéu Qudc gia vé déin cu

Péng nhap VNelD

o

G| ©@

Trudng hgp khéng d3ng nhip dugc, vui long xem hudng ddn

Hodc quét ma QR bing tng
dung VNelD dé ding nhip.

= Budc 2: Tai 6 tim kiém, nhap “chirng nhén ldnh sy” hoic/va “hop phap héa linh sy’ [
Chon [Thit tuc chirng nhan linh sw, hop phéap héa linh sy gidy to, tai liéu tai cac co' quan &
trong nudc].

Step 2: In the search bar, type “chirng nhdn lanh sy’ (consular authentication) or “hop phdp
hoa lanh sy’ (consular legalization) [ Select [Thu tuc chung nhdan lanh su, hop phap hoa lanh
sw gidy to, tai liéu tai cdc co quan & trong niede] (Consular authentication and legalization of

papers and documents at domestic agencies).



Théng tin va dich vu~ Thanh todn truc tuyén Phan anh kién nghi~ Ha trg v

ching nhan lanh SLﬂ Tim ki€ém nang cao

Thu tuc chitng nhan Llanh su, hdp phap hod lanh su tai Cd quan dai dién VIét Nam & nudc ngoai
M&: 2.000406

Thi tuc chitng nhan ldnh su, hdp phap héa lanh sy gidy td, tai liéu tai cic cd quan & trong nudc
Ma: 1.001308

-
Céng bé dif ligu, hudng din khai Céng bé dif lidu va hudng din két Céng bé dif lidu hé tich va hudng ||
thac, sif dung dif liéu sé siic khoé... néi, khai thac sif dung dif liéu ding... dan két ndi, khai thac sif dung dif...

< Céng bé dif Lidu, hudng din khai thac, sif dung dii Céng bé dif liéu va hudng din két ndi. khai thac s Viéc cbng b di liéu ha tich va hudng din kétndi,
ligu 58 stic khoé dién tif tich hdp trén VNelD thay. dung dif liBu d3ng ky doanh nahip, hdp tc x3, b khai thic sit dung dii liéu hé tich thay the aidy 8-

A ~ A
CONG DAN DOANH NGHIEP
Cl o e Gl V2 csLink daank

= Bwéc 3: Chon [Nop ho so].
Step 3: Select [Ngp ho so] (Submit application).

CATLELE R RERCTEIRIN Thanh todn truc tuyén  Phan dnh kién nghi~  Hé trg v

Thd tuc hanh chinh v Dich vu céng tryc tuyén  Dich vu cdngnibat Tra clu hés¢  Cau hdi thutng gdp

Trang chdi > Tha tuc hanh chinh » Thi tuc hanh chinh > Chi tiét tha tuc

Th tuc chiding nhan lanh sy, hdp phap héa lanh sy gidy td, tai Lliéu tai
cac ¢d quan & trong nudc
> Gifi phan 4nh kién nghi

> GUiy kién tham van B6 Ngoai giao x

@ Bdn vi

Chon cd quan thuc hién

Tinh/ Thanh phé (@) B8 nganh

Tén tha tuc Thi tuc chiing nhén linh su, hdp phap héa lanh s gidy td, tai liéu tai cac co
quan & trong nudc

Cap thyc hién Cap bd, Cap tinh Loai thi tuc TTHC dudc lut giao
quy dinh chi tiét

Cuc Lanh suf - Bd Ngoai giao X

= Budéc 4: Chon [Nop truc tuyén].
Step 4. Select [Nop truc tuyén] (Submit Online).

Théng tin va dich vu ~ Thanh toan truc tuyén  Phan anh kién nghi v Hé trg v

Trang chdi » Danh séch dich vu eéng

Danh sach dich vu cong Chon ¢6 quan thyc hién

Thi tuc chitng nhén Llanh su, hdp phdp héa lanh su gidy t&, tai liéu tai cdc co quan & Tinh/ Thanhphd @ B¢ nganh

trong nudc

-- Chon Bé nganh -- X

DVCTT mot phan Cd quan thuc hién: Cuc Lanh su - Bo Ngoai giao Nép trc tuyén -
Xem Phif Lé phi (®) Bonvi

Déi tugng: Cong dan Viét Nam, Ngudi nudc ngoai,
Ngudi Viét Nam dinh cu 8 nudc ngoai

-- Chon Cd s -- X

B. Pdi véi ngwoi khong c6 VnelD (nguwdi nwée ngoai, ngwdi Viét Nam dinh cu ¢ nuwée
ngoai:
For users without VNelD (Foreigners or Vietnamese residing abroad):

=Piang nhap Hé théng thong tin gidi quyét tha tuc hanh chinh cua B Ngoai giao tai
https://dichvucong.mofa.gov.vn [ Chon [Ping nhip] hoic [Ping ky] - néu chua co tai
khoan.



Access the Ministry of Foreign Affairs Administrative Procedures Information System at
https.//dichvucong.mofa.gov.vn [1 Select [Pang nhap] (Login) or [Pang ky] (Register) if

you do not yet have an account.
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II. HO SO TOAN TRINH (CHU KY, CON DAU BPIEN TU) E-DOCUMENT SUBMISSION
(ELECTRONIC SIGNATURES & SEALS) - WHOLLY ONLINE PUBLIC SERVICE
Luwu y: HO so toan trinh chi duoc tiép nhan va tra két qua néu toan bd gidy to, tai liéu trong ho

so' 13 ban dién tir (c6 chit ky, con dau dién tir). Trong trudng hop nguoi dé nghi mudn ching

nhan lanh sy, hop phap héa lanh sy nhiing gidy to, tai lidu 1a ban cérng, vui long tao mot to

khai riéng cho nhimng gidy t0, tai liéu d6 va ding ky lich hen ndp trwc tiép.

Note: This application will only be accepted and processed if all documents in the application

are electronic (with electronic signatures and seals). If the applicant wishes to have physical

documents certified or legalized, please create a separate application form for those

documents and schedule an appointment to submit them in person.



= Buwéc 1: Tao mé6i ho so toan trinh:

Step 1: Create a New Electronic Application:
1. Truy cap [Quén 1y hd so] (| Chon [Thém méi hd so].
Navigate to [Quan Iy hé so] (Record Management) and select [Thém méi ho so] (Add a

new profile).
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2. Lya chon [Thu tuc chung nhén lanh sy, hop phdp hoa lanh su giéy to, tai liéu].

Choose [Thii tuc chitng nhdn lanh sit, hop phdp héa lanh sw gidy t0, tai liéu] (Procedures
for consular certification and legalization of documents).



Trang Dich vu Quan Iy ho Té khai tre Thi tuc hanh Théng Théng tin can Hudng dan st Lign Cau hdi thuang Hol
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4. Lya chon don vi giai quyét thu tuc [Noi giri ho so].
Choose the Processing Unit [Noi giti ho so] (Submission Location).

Don vi tiép nhan

‘bon vi tiép nhan

Cuc Lanh sy

S& Ngoai vu thanh phd Hd Chi Minh

5. Poc hudng dan va dién diy du thong tin chi hd so.

Read the instructions carefully and fill in file holder information.
6. Tai myc [Thanh phan ho so] [ kich hoat “(Ban khai truc tuyén)” dé mo to khai.

In subsection [Thanh phan hé so] (Application Components), click on “(Ban khai truc
tuyén)” (Online Declaration Form) to open the form.

Trang Dich vu Quan Iy ho To khai truc Thad tuc hanh Théng Théng tin can Hudng dan str Lign CAu héi thueng Hai
chi cong sa tuyén chinh ké bo dung hé gap dap

—_—

1. 000.00.00.G08-KQ000799 - T khai hop phap hod 1&nh su, ching nhan Ianh st VN + 3

[ HO S0 MGI 12

H®& so chd tiép nhan 2 N

TO KHAI

94 thanh todn chd tigp g CHUNG NHAN LANH SU/HOP PHAP HOA LANH SU

nhan APPLICATION FOR CONSULAR AUTHENTICATION

H6 5o da dat lich C 1. Gidly t& ¢an chirng nhan 1&nh su/hop phap héa l&nh su (Document(s) requiring consular authentication)

Déng ky buu dién 0

1a. Théng tin gidy t& (Documents Information)

HO so c&n bd sung, hoan

thign 0 Tén gidy t& (Wame of documents)* Chon tén gidy to v Loai gidy t& (Type of documents)* Chon loai gidy t&
BO SUNG HO S0 0 Téng s6 ban (Total of Documents) * S& hiéu cla gidy to (Number sign of document) *
THANH TOAN PHI 0

- = Tén ngudi duge cap gidy to (Holder of document) *
) HO SO DA TIEP NHAN 0

HD SO DA GIAI QUYET n Co quan cap / sao ching thuc (Authentication office) * Chon co quan/Search




4. Hoan thanh viéc khai cac thong tin lién quan dén gidy to. Trong 6, luu ¥:
Complete the Declaration Form. Note:
+ Lura chon diing tén co quan bang tiéng Vigt va phan cip hanh chinh cta co quan cip
phat gidy to ma nguoi dé nghi can ching nhan lanh sy, hop phap héa lanh su.
Select the correct agency name (in Vietnamese) and administrative level of the office
that issued your documents.

+ Chi nhip tén co quan va tén ngudi ky cap gidy to (nhap ding va di dau).

Vi du: khi muén tim chon co quan la “Trung tdm Phuc vu hanh chinh c¢éng phwong
Thanh Vinh, tinh Nghé An” thi chi can nhdp tir khéa “Trung tam Thanh Vinh Nghé An” va dn
“Tim kiém” dé chon két qud; Ngwoi ky cdp gidy to la “Phé Gidm doc Nguyén Vin A” thi chi
can nhdp “Nguyén Vin A"

Only enter the agency name and the name of the signing official (ensure correct spelling
and diacritics). Example: For “Public administration service center of Thanh Vinh, Nghe An”
simply enter keywords "Center Thanh Vinh Nghe An" (in Vietnamese only) and click “Search”

to choose the correct result. For “Deputy Director Nguyen Van A", simply enter "Nguyen Van
A" (in Vietnamese only).
+ Pién day dii tit ca cic truwong thong tin bit bude (c6 diu sao dé).
Fill in all required fields (with red asterisk).
+ Pinh kém tép dinh dang PDF gbc c6 chir ky va con diu dién tir do co quan cé
thAm quyén cép cua gidy to can ching nhan lanh sy, hop phap hoa lanh sy.

Upload an original PDF file of the documents with electronic signatures and seals
issued by competent authorities requiring authentication.

Luu y: File PDF 1a ban gbc, c6 diy du chit ky va con déu sb, 1a két qua giai quyét dién
tir cia TTHC trudc d6, khong bi tay x6a, chinh sira, cat xén vé ndi dung va hinh thirc.

Note: The PDF file is the original with electronic signatures and seals and the output
from previously completed online public services. This file has not been altered or edited in
terms of content or format.

5. Sau khi dién céac truong thong tin, 4n [Thém vao danh sach]. Trong truong hop ndp
nhiéu gidy to trong 01 to khai, tiép tuc dién [Thong tin gidy to] va [Thém vao danh
sach].

After filling in all document information, click [Thém vao danh sdach] (Add into list). If
you submit multiple documents in one application form, fill the [Théong tin gidy to]
(Document information) and [Thém vao danh sach] (Add into list) again.

Luu ¥: Sau khi d3 4n [Thém vao danh sach], vui long kiém tra file PDF d3 ¢ trang thai
“D3 ky s6” hay chua. Néu da ¢ trang thai ndy, hé thong tr dong kiém tra, ghi nhan va chuyén
sang dich vu cong truc tuyén toan trinh.

Note: After clicking [Thém vao danh sach] (Add into list), please check if the PDF file
is in the [Pa ky s6] (Digitally signed) state or not. If it is, the system will automatically check,

record, and forward it to the wholly online public service.



T& khai truc Thi tuc hanh Théng Théng tin can Hudng dan st Lién Cau hoi thudng Hai
tuy&n chinh ké bd dung hé gap dap

Thém vao danh sach (Add into list) @

1b. Danh sach cac gidy t& cin ding ky CNLS/HPHLS (List of Documents)

Tén ngudi e
dugc cdp gidy  Tong s& ban SGhigu cla Co quan cdp/sao ching  Ngudi ky
Tén gidy t& T P giay 9 gidy tor L P 9| Mg o Ngayky Tép _. Sao .
to Total of ) thue Name of ) . Sira . Xda
Name of documents Number sign o ) Signed date  File chép
Holder of Documents Authentication office signer
of document
document
Ly l,!Chm . N . . Phong Hb so nghiép vu, PHAM
phap/Certificate of LAM VAN DUC 01 12345 . A NGOC 08/07/2024 | x
. Céng an T. Nghé An 2
Criminal Record CANH
Téng s& ban cla céc gidy t (Total of Documents): 1

6. Chon dung myc dich sir dung va nudc st dung giéy to lam co sé thuc hién thu tuc.
Correctively select the Purpose of Use and the Country where the documents will be

used.
7. Kich hoat [Luu ban khai] sau khi hoan tat viéc ké khai va dinh kém gidy to.
Click [Luu ban khai] (Save Declaration) once completed.
Trang Dich v Quén Iy hd Ti khai truc Thil tyc hanh Théng Théng tin can Huong dan sir Lién Cau héi thuiing Hoi
chil céng so tuyén chinh ke 0o dung he 93p dap

5 O

1. 000.00.00.G08-KQO00799 - T& khai hop phap hod 1dnh su, chirng nhan 1anh sur (*) (Ban khai truc tuy&n)

2 HO SO MGI 12
HB so méi tao 4 ‘ B Luubén khai '
H®& so chd ti€p nhan 2 R
TO KHAI
b thanh toan chd tigp a CHUNG NHAN LANH SU/HOP PHAP HOA LANH Sy
nhén APPLICATION FOR CONSULAR AUTHENTICATION
Ho so da dt lich 6 1. Gidy td can chirng nhan 1anh su/hop phap héa lanh su (Document(s) requiring consular authentication)*
Dang kj buu dién 0 1a. Théng tin gidy 1@ (Documents Information)
HB so cén bd sung, hoan
thien 0 Tén gidy td (Name of documents)*  Chon tén gidy t& *  Loaigidy t& (Type of documents)* Chon loai gidy to ~
BO SUNG HO S0 0 Téng s6 ban (Total of Documents) * S8 hiéu clia gidy to (Number sign of document) *
THANH TOAN PHI 0
. o . Tén ngudi dugc cap gidy td (Holder of document) *
&) HO SO DA TIEP NHAN 0

Ca quan cap / sao ching thuc (Authentication office) * Chon co quan/Search

HO SO DA GIAI QUYET 4

8. Chon [Luu ho so] dé hoan thanh t& khai.

Click [Luu ho so] (Save the file) to save the application form.
= Bwéc 2: Dit lich hen ndp hd so:

Step 2: Book an online reservation:

1. Luu y: Khi ngu:‘oi dé nghi hoan thanh va giri hd so, hé thong sé tu dép,q !{ién} tra lu'u luong
dang 1’<\'I nop h{) SO toan trinh trong ngay hom do va nhirng ngay ké tiép dé thiét dat lich
hen ti€p nhan ho so phu hop, cu thé:

Note: Once the application is completed and submitted, the system will automatically
check the daily processing capacity for fully online applications (for the current day and
upcoming days) and assign an appropriate appointment for application intake, as follows:

=Néu sd luong dinh mirc hd so trong ngdy con tréng hodc/va thoi gian ndp ho so trude
15h00, hé thong sé& tiép nhan hd so trong ngay do;

If there is remaining capacity for the day and/or the application is submitted before 3:00
PM, it will be scheduled for same-day intake.
="Nguoc lai, néu d3 vuot dinh muc tiép nhan hodc/va thoi gian ndp ho so 14 sau 16h00, hé



thong s& kiém tra ngay ké tiép dé thiét dat lich tiép nhan hd so va thong bao cho ngudi dé nghi
biét. Néu hd so duge ndp trong khoang thoi gian tir 15h00-16h00, khi duoc tiép nhan, hé thong
tu dong tinh thém ngay xtr ly theo quy dinh.
If the daily capacity has been reached and/or the application is submitted after 4:00
PM, the system will schedule the intake for the next available business day and notify the
applicant accordingly. For applications submitted between 3:00 PM and 4:00 PM, once
accepted, the system will automatically add one additional processing day in accordance with
regulations.
2. Cac buoc dat lich hen:
Steps to book an online reservation:
- Buwéc 1: Sau khi d4 hoan thanh to khai, vui long chon [Pang ky ndp truc tiép].
Step 1: After completing the form, please select [Pdng ky ndp truc tiép] (Register for
direct submission).

vy Quan Iy h T khai true Thi tue hanh Théng Théng tin can Huéng dén sir Lién Céu hai thuéng Hoi
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p Théng tin chung hd so ~
Mé hd sa: Ngay gui tryc tuyén:
Co quan thuc hién: Cuc Lanh su Mgay ti€p nhan:
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- Bude 2: Lan lugt lya chon ludng ndp hd so, ngay va gio ndp hd so. Sau khi chon gid
ndp, ngudi dé nghi c6 thé kiém tra khung gid con tréng.
Step 2: Select an application group, date and time in order. After selecting a submission

time, the applicant can check for available slots.
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- Buwdc 3: Nhap ma Captcha va chon [Xac nhan] dé hoan thanh viéc dat lich hen.

Step 3: Enter the Captcha code and select [Xdac nhdn] (Confirm) to complete the
reservation.
= Buéc 3: Nhan két qua trwc tuyén:

Step 3: Receive online results:

1. Khi hd so duoc tiép nhan, Gidy tiép nhin hd so va hen tra két qua sé dugc gui dén
email cua nguoi dé nghi. Truong hop hd so duoc yéu cau bo sung, hoan thién hodc bi tur
chdi, nguodi dé nghi s€ nhan dugc Phiéu yéu chu bd sung, hoan thién hé so hodc Phiéu
tir chdi tiép nhan giai quyét; dong thoi ho so s& duoc tra lai trén tai khoan dién tir ciia
ngudi dé nghi.

Once the application is accepted, a Receipt and Appointment Confirmation will be sent
to the applicants email. If the application requires supplementation or is rejected, the applicant
will receive a Request for Supplementation or a Notice of Rejection. The application will also be
returned to the applicant s electronic account for further action.

2. Sau khi nhan dugc thong bao vé viéc tiép nhan ho so, nguoi dé nghi tién hanh thanh toan
phi tem ching nhan lanh sy, hop phéap hoéa lanh sy theo cac budce sau:

After receiving notification of application acceptance, the applicant proceeds to pay the
consular certification stamp and consular legalization fees following these steps:

- Truy cép [Quan Iy ho so] va chon [Tra ctru hd so]. Chon [Xem chi tiét] tai mdi ho so.
Click [Qudn 1y hé so] (Record Management) and select [Tra ciu ho so] (Look up
records). Select [Xem chi tiét] (See details) for each profile.
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- Chon [Thanh toan] va quét ma QRCode trén man hinh dé thanh toan.
Select [Thanh toan] (Payment) and scan the QR code on the screen to make the payment.
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Co quan thuc hién: Cuc Lanh sy
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Trang thai:  vau ciu quy&t todn phi

3. Nguoi dé nghi duoc cép 01 ma sd hd so thi tuc hanh chinh dé theo ddi, tra ctu tién do
giai quyét ho so hodc truy cap dé hoan thién ho so khi ¢6 yéu cau. Cach tra ctru nhu sau:
After completing the application, the applicant will be assigned a unique administrative
procedure application number to track and check the progress of the application or to access
and complete the application when needed. Please follow these steps to track the progress:
- Truy cap [Quan Iy hd so] va chon [Tra ciru hd so].
Click [Qudn 1y ho so] (Record Management) and select [Tra ciu ho so] (Look up
records) to track the progress of the application.
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- Xem két qua tai [Thanh phan hd so] — [Két qua xt 1y].
Click [Thanh phdn hé so] (Document components and results) and [Két qua xir 1y]
(Processing Results) to see the documents and stamps.
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View the results.
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