BO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM

TRUONG PAI HQC KINH TE TP.HCM DPéc 1ap - Tu do - Hanh phuc
Sb: 684/QD-DHKT-KHDTKT TP. Ho Chi Minh, ngay 16 thang 3 ndm 2023
QUYET PINH

Vv ban hanh Quy trinh Quan ly nghi giang va giang bu cac bac/hé

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

Cdp cir Ludt Gido duc dai hoc ngay 18 thang 6 nam 2012 va Ludt swa doi, bo sung
mot so diéu cua Ludt Gido duc dai hoc ngay 19 thang 11 nam 2018;

Can cir Nghi dinh 6 99/2019/NP- CP ngay 30 thang 12 nam 2019 cua Chinh phu Quy

dinh chi tiét va hwdng dan thi hanh mét sé diéu ciia Ludt sira d6i, b6 sung mot sé diéu ciia
Ludt Gido duc dai hoc;

Can cir Thong tw 12/2016/TT-BGDDT ngay 22 thang 4 nam 2016 cua By Gido duc va
Dao tao quy dinh ung dung cong nghé thong tin trong quan ly, to chiec dao tao qua mang;

Can civ Théng tw s6 27/2016/TT-BGDPT ngay 30 thing 12 nam 2016 vé Quy dinh
thoi han bao quan tai liéu chuyén mon nghiép vu cua nganh Giao duc;

Can cir Thong tu 08/2021/TT-BGDDT ngay 18 thang 3 nam 2021 cua BY Gido duc va
Dao tao ban hanh Quy ché dao tao trinh do dai hoc;

Can cir Quy ché tuyén sinh va dao tao trinh dg thac si (ban hanh kém theo Théong tu
s0 23/2021/T T —BQDDT ngay 30 thang 8 nam 2021 cua Bo Giao duc va Pao tgo vé viéc ban
hanh Quy che tuyén sinh va dao tao trinh do thac si);

Cdan cir Nghi quyét sé 40/NQ-DHKT-HDT ngay 08 thang 10 nam 2021 cua Hoi dong
truong Truwong Dai hoc Kinh té TP. Ho Chi Minh vé viéc ban hanh Quy ché To chirc va hoat
dong cua Truong Dai hoc Kinh té TP. H6 Chi Minh;

Theo dé nghi ciia Truéng phong Ké hoach dao tao - Khao thi.
QUYET PINH:
Piéu 1. Ban hanh kém theo Quyét dinh nay 1a Quy trinh Quan Iy nghi giang va giang
bu cac bac/hé.
Picu 2. Ty dong hoa qua trinh dang ky nghi, quan 1y s6 lugng budi nghi va bu dam
bao giang vién thyc hién ding sé luong gid giang cho 16p hoc phan.
Piéu 3. Céc 6ng (ba) Truong phong Ké hoach dao tao - Khao thi, Truéng cac don vi

va cac cd nhan cd lién quan chiu trach nhiém thi hanh Quyét dinh nay./.
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MUC biCH

Tao su dong bé ddi voi co so dir liéu quan 1y ngdy nghi va gidng bu cia giing

vién tai Dashboard.

Dir liéu dang ky nghi va cip bu dugc cip nhat nhanh chong khi ¢6 sau khi dang ky

nghi va giang bu.

Tu dong héa qua trinh dang ky nghi, quan 1y s6 lwong budi nghi va bu dam bao

giang vién thyuc hién ding s6 luong gid giang cho 16p hoc phan ma giang vién phu trach.

I

I11.

PHAM VI AP DUNG
1. Pii tuong ap dung

- Giang vién va giang vién thinh giang co lich giang cac khoa hé thuoc UEH.

2. Trach nhi¢m ap dung

- Giang vién va giang vién thinh giang thuc hién dung theo quy trinh ban hanh.

- Phong Thanh tra phap ché, phong Ké hoach dao tao - Khao thi chiu trich nhiém

thuc hién kiém sodt, bdo cdo theo ding quy dinh hién hanh.

NOI DUNG

1. Quy trinh thwe hién chung: cic hoat dong dang ky nghi, diang ky giang bu, kiém

soat duge thue hién trén co sé quy trinh thue hién 3 budc, cy thé nhur sau:

BUGC NOI DUNG

TRACH NHIEM THU'C
HIEN

TAI LIEU / BIEU MAU

1. Ding ky nghi gidng

Giang vién va giang vién
thinh giang.

Céc tai liéu, biéu mau thuc
hién theo quy dinh hoac

theo hudmg dén.

Giang vién va giang vién

Cac tai liéu, biéu mau thuc

P. Thanh tra phap ché.

5 Ding ky giang bu thinh giang. hién theo quy dinh hodc
- B il Phong Ke hoach dao tao - E y~
Kbao thi. theo hudéng dan.
Céc tai liéu, biéu mau thuc
3 Kiém soat P. KHDT-KT phoi hop voi hién theo quy dinh hoac

theo hudng dan.




2. Quy trinh thye hién chi tiét

Quan Iy nghi giing

Quan ly giang bu

Kiém soat

- Giang vién thuc hién dang
ky nghi giang trén
Dashboard ca nhan.

- Pbi voi cac budi hoe da
qua, giang vién sé khong

Giang vién thyc hi¢n dang ky
bu trén website Phong KHDT-
KT
(https://khdtkt.uch.edu.vn/dang-

ky-giang-duong)

- Giang vién ¢0 trach
nhiém theo déi s& budi
nghi va s6 budi da bu
cua timg 16p hoc phén
tai Dashboard dé bu du

duoc dang ky. Phong Ké hoach dao tao - Khao | cho nguoi hoc.

- Trudng hop giang vién thi thue hién cap phong bu theo | - Trén co s& Quy dinh
muén chuyén budi nghi thoi gian giang vién yéu cau duoc ban hanh va thoi
giang sang hinh thic hoc trong vong 24 gio lam vigc tur khoa biéu giang day.
khac nhu LMS, xin vui khi phiéu ké khai duogc hoan Sau khi két thuc hoc
long lién hé Phong KHDT- | thanh. ky/mam hoc, Phong
KT qua email: KHDT-KT s& chuyén
qlgd@ueh.edu.vn. danh sach giang vién

- Cac dot nghi giang theo thiéu gi¢ giang (do
thong bdo cua Truong. nghi giang/bo giang)
Phong KHDT-KT sé tu cap cho Khoa/B6 mon,
nhit vao hé thong: giang Phong Thanh tra phap
vién khéng can phéi dang ché, Phong QTNNL.
ky.

- Truong hop giang vién bo
giang khi P. CSVC diém
danh. P. KHDT-KT sé cap
nhat budi bo giang vao hé
thong.

VI. TAI LIEU LUU TRU
STT TEN TAI LIEU PON VI LUU THOI GIAN LUU
1 Quy trinh quan ly nghi giang Phong KHDPT-KT, 5 ndm
| va giang bu cac bac/hé Phong QTNNL
|
2 Dt liéu quan 1y dang ky nghi - | Phong KHDT-KT. 5 nam
giang bu
VIL. CAC BIEU MAU DINH KEM
STT TEN BIEU MAU KY HIEU
1 HUONG DAN DANG KY NGHI GIANG TREN HD.XX

DASHBOARD GIANG VIEN




HUONG DAN THU'C HIEN QUY TRINH
QUAN LY NGHI GIANG VA GIANG BU

1. Doi tugng ap dung:

Toan thé giang vién va giang vién thinh giang co lich gidng ¢6 nhu cau dang ky nghi
va giang bu cua cac khoa hé thuée UEH.

2. Muc tiéu.

Tao su dong b doi véi co s dir liéu quan 1v ngay nghi va giang bl cua giang vién tai

Dashboard;

Dir liéu dang ky nghi va cap bu dugc cip nhit nhanh chong khi ¢é sau khi dang ky
nghi va giang bu;

Ty dong hoa qua trinh dang ky nghi. quan ly 50 lugng bubi nghi va bu dam bao giang

vién thuce hign dung so luong gio giang cho 16p hoc phan ma giang vién phu trach.

3. Thoi gian ap dung va cach thiee thuc hién:
3.1. Thoi gian dp dung cho quy trinh quéin ly nghi giang

Quy trinh nay bat dau ap dung tir ngay 03/4/2023. Hé thong dang ky nghi giang duoc
thuc hién tai Dashboard cua giang vién.

3.2. Cich thire thuc hién

- Quan ly nghi giang: Giang vién dang k) nghi giang trén Dashboard c4 nhan bing
cich nhan chon “Ping ky nghi” trén buéi hoec muén thyc hién dang ky.

- Quan ly giang bu: Giang vién dang kv giang bu wén hé thong
hitps://khdtkt.ueh.edu.vn/dang-ky-giang-duong (hodc nhan chon * ‘Pang ky giang bu” trén hé

théng Dashboard) nhip cac thong tin ngay nghi, ngay bu, Ma xac nhan... dé ding ky giang
bu.

- Viéc thay doi ngay nghi glang giang bu: gidng vién email cho Phong KHDT-KT
(gled@ueh.edu.vn) dé duoc gidi quyet




4. Hwéng dan s dung.

Truy cdp Portal UEH (ueh.edu.vn) /Dang nhip

vao hé thong UEHer, UE H

- DPang nhép vao h¢ thong Dashboard
cua Nguoi ké khai theo link:
https://ueh.edu.vn/ueher (s dung
email UEH di cung cip)

DANH CHO CAN BO VIEN CHUC

Guen mat khau

DANG NHAP

"’, Nhan vao day dé dang nhap bang Google vai Email UEH

Chon “Gidng day - NCKH” = “Quin ly lich giang” = Chon “Lich giang”

Tansinhvién Ngudihos Cyusichvien UEHFuture  UEHer

Giangday - NCKH
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Giao dién trang lich giang:

- UMIVERSITY ; : = 3 :
Gidithieu TintGc Sykién Tuyénsinh Nghiénciu. Ddotgo. Hgptac. Xéphang . Giving

UEH4.0 UEH Shop

« Nam2ao22 ,

Hién thi theo thai gian

Tat ca

LICH GIANG DAIHOC

Thong tin lich giang

Thong tin lich giang



a. Pang ky nghi giang:

-Dang ky nghi => nhén ——-|, xac dinh budi hoc mudn dang ky nghi.

- Théng tin chi tiét cac budi hoe ciia Lép hoe phan: chon vao budi hoc can ding
ky nghi => nhan nit “Pang Ky nghi”.

Théng tin lop Thoi khéa bidu
Trr 345 { 1
TR Ha, 124 s 3
Tl Hok 7451705, B 70
Ngay Thei gian fl) Phong
& Byl 6 RERI Thi Tu, Ngoy 54/ 01/2823 12945 - 17905 32-108
§& pudi doy bl 0 HTGD: {2)
EErn
Thi Hei, Ngay 09/61/2023 A5 - 170
oo
The Hoi, Nga 45 g
ol Ngdy D5fC0112028 2348~ TF 708
This Hel Ngdy 13/22/3023 12g48 - 17g08 31703

(1) Théng tin chi tiét ctia budi hoc theo TKB.

(2) HTGD: hinh thirc giang day theo budi hoc.

(3) Buéi hoc bi qua han ding ky (GV phai ding ky trude khi budi hoc dién ra).
(4) Pang ky giang bu: thyc hién dang ky giang bu cho 16p hoc phan.

(5) Pang ky nghi: thuc hién ding ky nghi cho budi hoc.

- Sau khi dang ky nghi, hé _théng yéu ciu xac nhin ding ky: Nhian “Pong y~ dé
dang ky, hoac “Huy bo™ d¢ huy dang ky.



bdang ky nghi

Thay/Ca dong v dang ky nghi giang budl hoc nay?

- Sau khi dang ky thanh cong: Hoc phan dugc dang ky sé hién thi s6 luong budi
da nghi, va so0 lugng budi da bu.

Thong tin lich giang

23DISTABOB00612 - Thang ké Ung dung trong Kié va KD | 30/01/2023 - 27/03/2023 «!iml
SL budi nghi: 01, SL budi bu: 00
R S — == S — — = e ]

- Kiém tra két qua ding Ky nghi: giang vién xem tai muc “HTGD”. Sau khi
dang ky thanh cong, tai muc “HTGD sé hién thi tinh trang: “Nghi”™



Théng tin lag

| ad8 JLINE
ad5-1 -
Ngay
THUTU, N n1f23
The Hei, Ngay 09012023
et
Tha G 2

b. Pang ky giang bu:
Giao dién trang quin 1y lich giang ¢4 nhan:

Unarv ST

Thdi khea bigu

Phang
B2-108
B-

Gigi thiéu Tintdc Sukién Tuyfnsinh Nghiéncliu - Pdotogo - Hoptdc - Xé&phang . Giving

UEH 4.0 UEH Shop

« Nam 2022 .
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Hien thj theo thai gian

LICH GIANG BAI HOC

Théng tiniich giang

LICH GIANG SAU BAIHOC

Thong tin lich giang
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~ Nhén ) 48 xem thong tin chi tiét budi gidng 9 chon ding ky gidng bu.

Theng tin lop Thai khoa biau

Qe by i : T Tu 12G45-17608, 62-108

Bic ddo toa

T=i Ho' 1294517005 OMNLINE

Trd Hol 12g45-17g05, B1-708
Ngay Thai gian Fhong
ThiT Tir N 01f2023 12g45 - 17gds B8Z-iC8
TGO
#d
WHo Ngay C8/01 2023 12ga% - 17g05
HTEh
TR Hel, Magy 30/01/2023 12g4S - 17605
i
ThirHal hgay £5/0272023 12048 - 77g03 BI-708
&0

- Giao dién trang ding ky giang bu: Giang vién dién thong tin theo trang dang
ky.
Dang ky Gidng duéng (danh cho GV-CBVC UEH) Trang thong tin dang ky giang bu
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(1): Giang vién mudn dang ky tir 2 budi tro 1én: Nhan vao dau “+”



(2): Sau khi nhdp diy du thong tin theo yéu ciu: Nhan “Pang ky™ dé dang ky budi
giang bu.

- Sau khi dang ky: thong tin s& dugc gui t61 Phong KHDPT-KT, Phong KHDT-
KT sé& kiém tra va phan hoi qua email cho giang vién trong vong XX gir lam viéc.

Phang Ke hoach dao tao - Khao thi da nhan duoc thang tin ddng ky sd dung giang duong!

Ching toi s& phan hdi thong tin cho GV-CBVC qua dia chi email UEH d3 ding ky.




