
 

 

 

 

 

 

 

 

USER MANUAL 

 

CITIZEN PORTAL  
v. 2.4 
 
 

 

 

 

 

 

 

 

 



 

2 

Contents 

 
1. Login and Registration 3 

2. License Application. 8 

3. Find an Office 19 

4. Complaints and Suggestions Inbox 21 

5. Requirements for Driver’s License and Permit Applications 23 

6. Guanajuato License Fees 25 

7. Frequently Asked Questions 26 

8. User Manual 27 

 
 

 

 

 

 

 

 

 

1. Login and Registration 

 
The system allows users to register on the website using their CURP, cell phone number, and 

email address as the primary registration fields, following the process defined by the SSP. 
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Access the appointment scheduling portal for the issuance of Driver’s Licenses and Permits via 

the following link: 

 
● https://licenciadeconducir.guanajuato.gob.mx/ 

 

There are two ways to access the portal: 
 

● Option 1: Click on the text “Register Here.” 

● Option 2: If you have a Gmail email account, click the box that says “Sign in with 

Gmail.” 

You can access the different sections using the following buttons: “Find an Office,” “Feedback 

and Suggestions,” “License Requirements,” “License Fees,” “Frequently Asked Questions,” “User 

Manual.”  

You can also access the driver education portal and your digital license via the banners at the 

bottom. 

 

 

 

https://licenciadeconducir.guanajuato.gob.mx/
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To log in, click the “Schedule Your Appointment” button and select “Continue.” 
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Here you can log in or create an account by clicking the “Create Account” button 

 

 

Sign up by entering an email address, password, and confirming your password (which must meet 
certain requirements), then click the “Log In” button, or you can also log in via Google. 

 

 

 



 

6 

 
 
 
You will receive a notification at your registered email address with the link to log in to the portal 
for the first time. 
 
 

 

 

To verify your access to the portal, you must enter your CURP and click the “Search” button. 
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The first time you log in to the portal, you must create your profile by filling in the requested 

personal information, then click "Continue." 

 

 
 

Once you have completed your personal information, you can enter your contact information. 
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You can access the Appointment Portal for Driver’s Licenses and Permits either through your 

Gmail account or via the link you receive in your email. You will be automatically logged into the 

portal. 

In your user profile, you can review the information you used to register (CURP, name, phone 

number), and you can also change your password. 

 

 

2. License Application. 

To start the process and schedule an appointment to apply for your driver’s license for the first 

time, click the “Start Process” button. 
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Select the process you wish to complete and click the “Next” button, then continue by providing 

the requested information. 

 

 
 

Select whether you already have a valid driver’s license from the state of Guanajuato, answer 

the question, and click the “Continue” button. 
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Select whether you already have a valid driver’s license from another state in Mexico, answer 

the questions, and click the “Continue” button. 

 

 

 

If this is your first time completing this process, enter your address by clicking the box labeled 

“Enter new address.” 

 
Once you have finished entering the information, click the “Add” button. 
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If you already have a driver’s license, your address details may appear in the “Select existing 

address” box; otherwise, if your address has changed, enter it as a new address. 

 

 
 

Check that your information is correct to continue, then click the “Confirm” button. 
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A table will then appear where you must attach the documents required  

 

for the application, which must be submitted in PDF, .PNG, JPG, or .JPEG format. 
 
Once you have finished uploading the documents, click the “Continue” button. 
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Important note: If you have a valid driving school certificate, the system will recognize it and 
automatically retrieve your documents (which will be the same ones registered at the time you 
obtained your certificate). 

The documents will be sent for validation, which will take no more than 1 business day to receive 

a response. Click the “Go to main menu” button, and you will be taken back to the main menu. 

 

 
 
Important note: This process applies to all driver’s license or learner’s permit applications. 

 

 

To check the status of your application and schedule an appointment, click the “Appointment 
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Tracking” option. 
 

 
 
 
A table will appear with the following information: 

 

Type: Application requested. 

Procedure: Whether the procedure is a new application, renewal, or replacement. 

Status: Indicates the current stage of the document review process: 

✔    Document validation. 

✔    Documents accepted. 

✔    Documents rejected. 

Schedule an appointment: Once the document review process is complete, the appointment 

will be assigned a status. 

Resubmit files: If there is an issue with any of the documents, you can resubmit them. 

Cancel: Cancels the appointment. 
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Once the documents have been validated, their status will change to “Documents accepted,” and 
the “Schedule an appointment” column will become active. 

 

 
 

Click the “Municipality” button to select the municipality, Driver’s License and Permit Office, and 

the date and time you wish to attend to continue with your application. Once this information is 

complete, click the “Schedule” button, and upon completion, you will be provided with a reference 

number. 
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A PDF document will be generated, which includes the procedure, personal details, and 

information about the requested appointment. 
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Once the appointment confirmation document is generated, the status in the “Schedule 

Appointment” column will change to “Edit or Modify,” where you can view the details of the 

current appointment or change the existing appointment by clicking the “Reschedule” button. 
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If the documents are rejected, there is a “Continue” button in the file upload column that will allow 

you to view the details or comments regarding the rejection of the documents. 
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This will reset the document status to “Document Validation.” 

 
 

 
 

 

 

3. Find an Office 

 

To locate an office, you can access it from the home screen or from the main menu after logging 
in. Click the “Locate an Office” button.  

 

 

 



 

20 

 

 
 
 
 
 
 
 
 
 
 
On this screen, you can locate active offices within the state of Guanajuato. 
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4. Complaints and Suggestions Inbox 
 

To submit a comment, complaint, or suggestion regarding your experience on the citizen portal, 
you can access it from the home screen or the main menu after logging in. Click the “Complaints 
and Suggestions” button. 

 

 



 

22 

 
 

 
 

 

 
 

In this section, you can submit your comments or suggestions on any topic related to your 
experience with the citizen portal.  
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5. Requirements for Driver’s License and Permit Applications 

 
To find out what requirements are necessary to begin your driver’s license or permit application, 
you can access this section from the home screen or the main menu after logging in. Click the 
“Requirements for Driver’s License Applications” button. 

 
 

 

 

 
 

 

 

 
 

 

 
 

 

 

 



 

24 

 
 

 
 

 
 

 

 

 
In this section, you can view and download the requirements to begin your driver’s license or 
permit application. 
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6. Guanajuato License Fees  
You can access this from the home screen or the main menu after logging in. Click the 

“Guanajuato License Fees” button 
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In this section, you can view the updated costs for licenses and permits; these vary depending on 

the type of application and the validity period requested. 

 

7.  Frequently Asked Questions 

 
If you have any questions about a procedure or the citizen portal, you can access it from the home 
screen or the main menu by logging in. Click the “Frequently Asked Questions” button 
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In this section, you can find some of the most frequently asked questions by citizens on the citizen 
portal. 

 

 
8. User Manual 

 

To download this manual and have it on hand when you need it, you can access it from the home 
screen, the main menu, or the Profile tab after logging in. Click the “User Manual” button 
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