B(O GIAO DUC VA DAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HQC KINH TE TP.HCM Poc ldp - Ty do - Hanh phiic

$6:3294/QD-DHKT-KHDTKT  TP. HO Chi Minh, ngay 11 thing 12 nam 2019

QUYET PINH
V/v ban hanh Quy trinh Quén Iy phong hoc, phong thyc hanh may tinh

HIEU TRUONG TRUONG PAI HQC KINH TE TP. HO CHI MINH

Can ctr Quyét dinh sb 70/2014/QD-TTg ngay 10 thdng 12 nim 2014 cta Thu tuéng
Chinh pha v& viéc ban hanh Diéu 1¢ truong dai hoc;

Cin cir Nghi quyét sb 77/NQ-CP ngay 24 thang 10 nam 2014 céia Chinh phii vé
thi diém déi méi co ché hoat dong d6i véi céc co sd gido duc dai hoc cong 1ap giai doan
2014-2017; Nghi quyét s6 117/NQ-CP ngay 09 théang 11 nam 2017 ctia Chinh phu vé
phién hop thudng ky thang 10 ndm 2017;

Can ctt Quyét dinh sb 2377/QD-TTg ngay 29 thang 12 nam 2014 ctia Thu tudng
Chinh phi v& viéc phé duyét D& an thi diém ddi moi co ché hoat dong cia Truong
Dai hoc Kinh té TP. Hb Chi Minh giai doan 2014-2017;

Can cr Bién ban s 2349/BB-DHKT-VP ngay 07 thang 10 nim 2019 vé viéc thong
nhét quy trinh quan ly, thu hoc phi va thanh todn thu lao hoc phin giang bing tiéng Anh.

Theo dé nghi ctia Truéng phong K¢é hoach dao tao - Khao thi,

QUYET PINH:

Pidu 1. Ban hanh Quy trinh Quan ly phong hoc, phong thuc hanh may tinh phuc vu
cho cdng tac giang day va hoat dong cua trudng.

Pidu2. Trudng phong K& hoach dao tao - Khao thi va cac Trudng don vi lién quan chiu

tré)cyniém thi hanh Quyét dinh nay ké tir ngay ky./-
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I. MUC PICH
Quy trinh nay duoc thiét 1dp nhim hudng din cach thite dang ky phong hoc, phong
may tinh cho viéc hoc bu, thuc hanh cua tAt ca cac khoa thudc cac hé/bac dao tao; phuc

vu cdng tac sinh hoat ciia Poan - Hgi va cac hoat dong khac cua trudng.

II. PHAM VI AP DUNG
2.1 Doi twgng ap dung

Quan ly phong hoc, phong thuc hanh mdy vi tinh tai tat ca cdc co s& phuc vu cong

tac giang day va hoat dong cua truong.
2.2 Trach nhiém ap dung

Vién chirc Phong Quan 1y dio tao - Cong tac sinh vién, Phong Quan ly dao tao Tai
chirc, Vién dao tao Sau dai hoc, Vién Dao tao quéc té, Phong Co s& vit chét, Phong
Thanh tra, Phong Tai chinh - Ké toan, Phong T4 chitc — Hanh chinh, cac khoa, vién, ban
dao tao, Doan Thanh nién, Hdi Sinh vién, giang vién, can b vién chuc va sinh vién, hoc

vién thudc Trudng.

III. CAN CU PHAP LY

- Luat Giao duc Dai hoc, s6 08/2012/QH13 ngay 18 thang 6 nam 2012;

- Lujt Stra dbi, bd sung mét s& Diéu cia Luat Gido duc Pai hoc, s 34/2018/QH14
ngay 19 thang 11 nam 2018;

- Quyét dinh sé 70/2014/QD-TTg ngay 10 thang 12 nam 2014 cua Thu tudng
Chinh phu vé viéc ban hanh Diéu 18 truomg dai hoc;

- Nghi quyét s& 77/NQ-CP ngay 24 thang 10 nim 2014 ctia Chinh phi v& thi diem
@i méi co ché hoat déng dbi voi cac co sd gido duc dai hoc cong lap giai doan 2014-
2017; Nghi quyét sé 117/ NQ-CP ngay 09 thang 11 nim 2017 ctia Chinh phii vé phién
hop thuong ky thang 10 ndm 2017,

- Quyét dinh sb 2377/QD-TTg ngdy 29 thang 12 ndm 2014 ctia Thu twréng Chinh
phu vé viéc phé duyét D3 4n thi diém ddi méi co ché hoat ddng ctia Trudng Pai hoc Kinh

té TP. H6 Chi Minh giai doan 2014-2017.
IV. GIAI THICH TU NGU VA CAC TU VIET TAT

- P.KHDTKT :Phong Ké hoach dio tao - Khao thi
- P.QLDTCTSV : Phong Quan ly dao tao - Cong tac sinh vién
- Vien DTSDH : Vién dao tao Sau dai hoc
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P. QLDTTC : Phong Quan ly dao tao Tai chire

- ISB - Vién Piao tao Quéc té
- P.CSVC : Phong Co s& vat chit
- HSV : Ho1 sinh vién
- DTN : Poan thanh nién
V. NOQI DUNG
1. Luu d6
Buéc Luwu d6 hwéng din Trich T2 Kew/
; nhiém Bieu mau
http://glgd.khkt.ueh
.edu.vn/dangky/

bing ky st dung Phong hoc/
Phong thuc hanh may tinh

Giang vién, | - Phiéu dang ky ké
CBVC, sinh hoach str dung

vién phong hoc nam...
(KHPTKT.QT.13.
01)
Y
2 Tiép nhén thong tin va xir Iy (email va don) P. %DT- Email
- - P. KHDT- Email
3 Phan hdi cac yéu céu KT Agd
A ~ 10 A n .
) Chuyén dit liéu 1én Website P. KHPT- Ermail
Phong KHDT-KT KT

P. KHDT- ;

2. Dién gidi cac buwdc thwe hién

Buée 1: Pang ky sir dung Phong hoc/Phong thyre hanh may tinh

- D6i voi viée dang ky sir dung phong hoc, phong méy tinh cho viéc hoc bu. giang
vién va sinh vién phai théng nhit budi can hoc sau d6 ding ky thong qua hé théng dang
ky online;

- D6i véi vide dang ky sir dung phong hoc, phong may tinh cho cac hoat dong khac
cua cac don vi khéi quan 1y, cac khoa, vién, phong, ban dao tao truc thudc truong can
ding ky thong qua hé thong ding ky online theo hudng dan tai phu luc (dinh kém);
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- Dbi vai cac khoa, vién, phong, ban dao tao gui ké hoach st dung phong hoc,
phong may tinh cho céc hoat ddng 6n va thi tuyén sinh, 6n va thi anh van dau ra, thi va hé
thdng mén thi t6t nghiép, thuc hanh may tinh cla nim sau phai giri cho P. KHPT-KT
trude thang 12 cha nim truée theo mau (KHDTKT.QT.13.01);

- Pbi véi céc hoat dong sinh hoat Doan - Hoi ciia cac CLB, Di, Nhom thi sinh
vién giri don mugn phong theo miu don cua Poan - Hoi trudng;

Thoi han ding ky sir dung phong hoc, phong mdy tinh phai truée ngay st dung 3
ngay lam viée. Riéng cac trudng hop phét sinh st dung sau 3 ngay lam vigc thi giri email
va dién thoai dén ngudi quan ly truc tiép dé duge giai quyét.

Buwéc 2: Tiép nhin thong tin va xir Ij (email va don)

- Phong KHDT-KT tiép nhan ding ky ctia cac don vi tryc thudc truong, cia giang
vién, CBVC va sinh vién;

- Phong KHDT-KT kiém tra qu§ phong hoc, phong mdy tinh sau d6 cip phong theo
ting yéu cau.

Buwée 3: Phan hoi cdc yéu ciu

- Phan hdi céac dang ky cta giang vién, sinh vién va cac don vi true thudc truong;

- Béo cho giang vién, céc don vi diéu chinh néu c6 su tring lép.

Buéc 4: Chuyén di liéu 1én Website Phong KHPT-KT

Xut file tir hé théng quan 1y UIS, chuyén dit liéu 1én Website P. KHDT-KT dé
P.CSVC mé cira, chuén bj trang thiét bi cho phong hoc; cho giang vién, sinh vién.

Budc 5: Luu ho so

Chuyén vién phu trach luu trit cic hd so cia qua trinh quéan ly phong hoc, phong
thuc hanh may tinh cin cir vao thdi gian luu triy tai muc 5, chuyén vién s€ dong hd so va
chuyén kho luu trit.

V1. TAI LIEU LUU TRU
a5k - 1 .R x 2 - Thoi
STT Tén ho so Ma biéu mau Trach nhiém luu .
gian luu
Dit liéu trén hé thdng
1 |quan ly email va trén P. KHDT-KT 1 ndm
web
Phiu ding ky ké
2 hoach st dung phong | KHDTKT.QT.13.01 P. KHDT-KT 1 ndm
hoc ndm...




VIL. CAC BIEU MAU PINH KEM

sr| MAHIEUBIEU TEN BIEU MAU, PHU LUC
MAU
1 | KHPTKT.QT.13.01 | Phiéu dang ky ké hoach sir dung phong hoc nim...
o) Phu luc Huéng dan diing ky phong hoc/phdng mdy tinh online
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KHDTKT.QT.13.01
PHU LUC
HUONG DAN PANG KY PHONG HQC/PHONG MAY TiNH ONLINE

Budc 1: Vién chire/giang vién truy cdp vao dudng din sau: http://qlgd.khkt.ueh.edu.vn/dangky/

DBang ky Giang duong (danh cho GY-CBVC UEH) .
Mdi luot dang ky chi danh cho mét Iop hoc phéan

# Pnan bit suge
Hovathe 1 Thei gian st dung (Daing ky truée 3 ngay) -~
Hehdlp v NG A o el i
e P L e i s s 5 $6 ngay si ayng Ngay siFdyng Ca st dyng
i i
Bign thogi i dgng . 1ngty v o® ongnoglysiogng % | Chonca.. |
it vac 56 Eba thos O Gy .
Tai Xhodn amail UEH ¢3 nhdn
¥ . Ligostdyng
N vt the znedn el UEH o nhén o
’ - N gHing b W Ong ghIIS v 850 giing B0, Ngay vA Ca €3 758 nghd 7
Do V| cong te - Nning 48 nyhi KNAC g o
an S0 ouc 18 cndt vl :
Giing 1o hoc phidn Node N& Bung céng vike £

N vE0 (LD, Kiide. Mor, Thie, Ca. 58 bodo d 0P

sl i

£ Pang kY st dyng Phang may tioh
Dang ky

Budc 2: Dién diy du cc thdng tin sau d6 nhdp ma bao vé va nhan nit dang ky
= Bloh- . ot :
Pang ky Giang duwong (danh cho GV-CBVC UEH)

M8i {rot dang ky chi danh cho mot 16p hoe phén

. # Phin nét buge

Hg va tin

Ngvdn Ngao B Tric |

1» Théi gian si dyng (Pang ky truée 3 ngay) ———————

86 ngiy sir dyng Negdy s dyng Ca s dyng

1 ngiry w 19062018 % . Chonca.

arg i B - ¥s s preAng Dl Ny Wk Ca il s rgnd @
AC (rdu 08}

Dign thodi i aGng o
| De036367A4 B

Tid khodn email UEH cd nhin
| tueng@ueh aduvn
Don vjedng tac
Phang K hoach dao (a0 - Kido thi viom

Giing 16p hoe phin hode Noi dung céng vige

L Gnni .m'én sinh £a0 hos ndm 2048 B .. :!! ! ﬁ%
Log! gidng dudng o e R S g
L e rok :

& Dang ki st dung Pnang may finh
Bang ky




KHDTKT.QT.13.01
Khi ding ky phong hoc/phong may tinh thanh cong vién chirc/giang vién s€ nhin thong tin nhu sau

FD e smnginas x0T
€ O © ogdinitueh.edu

Dang ky Giang dud'ng (¢anh cho GV-CBVC UEH)
Mdi leot dang ky chi danh cho mdt ip hgc phan

Chic ming byn da ding ky thinh céng, hé théng d3 gi thong bio dén diz ohi smail ban vika ding ky

Budc 3: Phong KHDT-KT tiép nhan thong tin ding ky phong hoc/phong may tinh qua email, xir 1y
thong tin va théng bao két qua dén vién chire/giang vién qua email
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