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

PAI HQC KINH TE Doc 1ap - Tw do - Hanh phic
THANH PHO HO CHi MINH
Sb: 1804/TB-DHKT-DT Thanh phé Ho Chi Minh, ngay 01 thang 8 ndam 2025
THONG BAO

V/v quan ly, diéu phdi, ding ky sir dung
phong hoc, phong may tinh, phong studio tai UEH

Nhim tbi vu hoa viée sir dung co sd vat chit, dic biét 1a cac phong hoc, phong may tinh
va phong studio, tranh lang phi va nang cao hi¢u qua phuc vu cho hoat dong giang day, hoc tap,
nghién ciru va cc hoat dong khac cia UEH, Pai hoc Kinh té Thanh phd H6 Chi Minh (UEH)
xin thong bao cac ndi dung lién quan nhu sau:

1. Pon vi quan ly

Ban Dao tao (B phan K& hoach dao tao) 1a dau mdi phy trach viéc quan ly, diéu phoi va
khai thac hi¢u qua cac phong hoc, phong may tinh va phong studio tai TP. H6 Chi Minh.

2. Poi twong sir dung

- T4t ca céac don vi, ca nhan truc thuoc UEH c6 nhu ciu st dung co s¢ vat chit dé phuc vu
cho céc hoat dong: dao tao, hoc tip, nghién clru, quan 1y, truyén thong, livestream, v.v.

- Céc dbi tac va don vi bén ngoai c6 nhu cau thué co s vat chat cia UEH (bao gdm phong
hoc, phong may tinh, phong studio...).

- Nguyén tic uu tién bd tri: Ban Pao tao wu tién bd tri phong cho cac chuong trinh dao
tao, cac k¢ hoach dao tao dugc duyét trudc.

3. Pang ky sur dung

3.1. Poi véi cac don vi thude UEH sir dung theo ké hoach dao tao:
- bing ky theo huéng dan dinh kém;

- Ban DPao tao tiép nhan, xir Iy va phan hoi.

3.2. P6i v6i cac Khoa, Vién, Trung tAim trong UEH sir dung phong cho cac hoat dong
theo quy ché chi tiéu ngi bo:

- bing ky theo huéng dan dinh kém;
- Ban Dao tao tiép nhén va xac nhan dang ky;

- Binh ky 1}02_“10 két thic thoi haq, Ban Dao tao lap Phiéu xé4c nhén sir dung gtri don vi dang
ky va chuyén dén Ban Tai chinh - K& hoach Pau tu;

- Pon vi dang ky lién hé Ban Tai chinh - K& hach dau tu dé quyét toan kinh phi theo quy
ché chi tiéu nd1 bo.
3.3. Pdi voi ddi tac va don vi ngoai UEH:

- Van phong Dai hoc:



+ Tiép nhén ding ky tir don vi c¢6 nhu cau tham gia chuwong trinh “Chia sé¢ khong gian hoc
thuat cia UEH” tir trang https://booking.ueh.edu.vn/; phdi hop voi Ban Truyén thong va Phat
trién ddi tac, Ban Pao tao dé théng nhét cac noi dung, co s¢ vat chét va thuc hién céac quy trinh
theo quy dinh.

+ Thyc hién dang ky phong trén hé thong voi Ban Do tao.

- Ban Dao tao: Can ctr yéu cau phong da duoc thuc hién theo quy trinh tir Van phong Pai
hoc dé cung cap phong theo dé nghi cia Van phong Pai hoc.

4. Thoi gian ap dung: Tu ngay 01/8/2025.
5. Thong tin lién hé

Phu trach hd trg: Vii Tién Anh; Email: anhv.10352@uch.edu.vn; DT: 028 7306 1976 -
Ext. 6012

Tran trong.

Noi nhén: KT. GIAM POC
- CTHPDPH, Giam dbc (dé bao cao);
- Céc Phé Giam dbc (dé biét);

- Lanh dao céac truong/PHVL;

- Cac don vi thuoc UEH;

- Cac khoa/vién dao tao;

- Kho tri thire (DT cap nhat);

- Luu: VT, DT.

.TS. Bui Quang Hung


https://drive.google.com/file/d/1D_AsxfgFYp9Ojn3t7lcBCWdcc6gF5O_5/view?usp=sharing
https://drive.google.com/file/d/1D_AsxfgFYp9Ojn3t7lcBCWdcc6gF5O_5/view?usp=sharing
https://booking.ueh.edu.vn/
mailto:anhv.10352@ueh.edu.vn

HUONG DAN SU DUNG TRANG PANG KY SU DUNG
PHONG HQC, PHONG MAY TIiNH, PHONG STUDIO

(Dinh kem Thong bdo: 1804/TB-DHKT-DT ngay 01 thang 8 nam 2025 cua
Pai hoc Kinh té Thanh phé Ho Chi Minh)
1. Truy cip hé thong
- Pia chi trang web: https://dangkyphong.ueh.edu.vn/
- Giao dién bao gdm céc chtrc nang:
- Trang chu

- bang ky phong giang day
- Bang ky phong cho cac hoat dong khac
- Ping ky phong theo QCCTNB (Quy ché chi tiéu ndi bd)
- Lich sur dang ky phong
- Lanh dao duy¢t (Danh cho lanh dao don vi)
2. Hwéng din Ping ky phong giang day

- Dang ky phong giang day c6 2 loai dang ky:
+ Pang ky giang bu.
+ Pang ky phong giang phu dao, huéng dan thyc tap, thuyét trinh.

- Giang vién/CBVC phai ding ky trude it nhat 02 ngay ké tir thoi diém bat dau st dung.

- Nguoi dang ky s€ nhan email x4c nhan dang ky thanh cong.

- Ban Pao tao tiép nhan dang ky va phan hdi két qua qua email.

2.1. Huéng dén ding ky giing bu
C6 2 cach dé dang ky giang bu:

- Cach 1: Truy cdp Dashboard: https://ueh.edu.vn/
B1. Truy cép trang Dashboard = Gidng day - NCKH — Quan ly gidang day — Lich
giang

Trangchl Tensinhvién Ngudihoc Cyusinhvien Ngudihoctiémndng UEHer UEHMekong Hatro ann (b (oJ) a

UEH [@:=:.. thongtincanhan ThengtinUEH Lichlamvisc Quén iy cong visc |Giangday = NCKH| Tisn ich
—

Giang day - NCKH
bang ky giang
Quan ly giang day »
Thanh tra online

Quan ly khoa hoc

bang ky giang ba
C6 van hoc tap ~ "

Nhap diem
Quan Iy Thuc tap - Tét
nghiép

Quan Iy lugn van thac st



https://dangkyphong.ueh.edu.vn/
https://ueh.edu.vn/

B2. Tai mbi budi hoc, nhan nit “Piang ky Giang bu tip trung” hoic “Piang ky Giang bu
tryc tuyén”

Thi SGu, Ngay 25/04/2025 12g45 - 17g05 Al04a (59C Nguyén Binh Chiéu, Phudng
HTGD: TAP TRUN Xué@n Hoa, TP. H6 Chi Minh [Pia chi ci: 59C
m T Y Nguyén Pinh Chiéu, P.V6 Thi Sau, Q3,
I Bang ky Giang bu tap trungl TPHCM])
( ] in dang ky ngt
Xdc nhan giang day
Thi SGu, Ngay 02/05/2025 12g45 - 17905 (Nghi)

HTGD: NGH

Dang ky Giang bu tép trung

Dang ky Giang bu tryc tuyén
' o

B3. Giang vién s€ duogc chuyén dén trang web https://dangkyphong.ueh.edu.vn/ =

Ding ky giang bu. (Cdc théng tin ma I6p hoc phan, ngdy nghi, buéi nghi va ghi chii

duoc ty dong dién scfn)

B4. Nhap day di thong tin va nhan “Pang ky”
Ding ky phéng giang day

Loai dang ky *
Gidng vién ¢6 nhu cau dang ky

phéng gidng bl chon déng ki gldng
[

© Dangkjgidngbl  Dang ky phang gidng phu dao, hudng din thic tip, thuyét trinh

M3 Quan Iy Ho tén
Gisng vién o5 nhu cau dang kj 010352 Va Tign Anh
phéng gidng phy dao, hudng dan
(hn{c tap, thuyét trinh chon déng Ify Dién thogi Email
phéng gidng phy dao, huéng din
thuc tip, thuyét trinh 0969887614 anhv.10352@ueh.edu.vn

Vui Idng dang ky truéc it nhat 2
ngay ké tir thai digm bit dau sir
dung Ban D3o tao

Don vi cng tac

Ma I6p hec phan =

25D1PHIS1002332
Théng tin ngay nghi va théi gian sif dung
Ngay nghi * Busi nght * [rhai gian st dung * Thit Busi Sitc chita Loai phéng

09/01/2025 B sing v | ddrmmpyyyy a sing v 50 v Gidng dudng -

+ Thém ngay nghi

Ghi chi

Ding ky gidng bl t3p trung

e Cach 2: Truy cap Website: https://dangkyphong.ueh.edu.vn/
B1. Chon “Pang ky phong giang day”

TRANG CHU PANG KY PHONG GIANG DAY BANG KY CHO CAC HOAT BONG KHAC BANG KY PHONG THEO QCCTNB  LICH SUTOANG KY PHONG LANH DAO DUYET

DANG KY PHONG DANG KY PHONG DANG KY PHONG

GIANG DAY CHO CAC HOAT DC)NG KHAC (Theo Quy ché chi tidu ndi ba)



https://dangkyphong.ueh.edu.vn/
https://dangkyphong.ueh.edu.vn/

B2. Chon “DPang ky giang bu”

Pang ky phong giang day

o Loai dang ky *
Gidng vién c6 nhu chu dang ky

phéng gidng bu chon diing ky glang © Bing ky gidng bl ©ang ky phing gidng phy dao, hudng diin thyc thp, thuyét trinh
b .
Ma Quin Iy Ho tén
Gidng vién ¢ nhu chu dang ky 010352 y—
phéng gidng phy dao, hudng din
thic tip, thuyét trinh chon déng ky Dién thoai Email
phéng gidng phy dao, huéng din
thyc tip, thuyét trinh 0969887614 anhy.10352@ueh.eduvn

Vui léng déing ky trudc it nhit 2
ngdy ké tir thél diém bét dau si
dyng Ban Do tao

Don vj cdng tac

M 16p hgc phin *

Nhaf

B3. Nhap day du thong tin va nhan “Pang ky”
Dang ky phong giang day

Logi déng ky *
Gidng vién c6 nhu cdu dang ky

phdng gidng bl chon diing ky glng ~ © B4ng Ky gidng bu Diang ky phdng gidng phy dgo, hudng diin thyic tip, thuyét trinh
bu .
M3 Quén Iy Ho tén
G é hy lang ky
Gl vidn o5 o ol dleg i) 010352 VA Tién Anh
phong gidng phy dgo, hudng din
thye t3p, thuyét tinh chon déng by L, emal
phéng gldng phu dao, huéng din
thyc thp, thuyét trinh 0969887614 anhv.10352@ueh.edu.vn

Vui long déing ky trudc it nhat 2
ngiy ké tir thai diém bt dbu sir
dyng Ban Do 190

Dan vi cdng téc

M3 I6p hoc phiin *
Nhip ma 16p hoe phiin can gidng bl
Théng tin ngdy nghi va thai gian si dung
Ngdy nghl * Budi ngh! * Thai gian sif dyng * Thit Budi Sdc chifa Loai phong

dd/mm/yyyy [=] Chon budi nghi v dd/mm/yyyy =] Sang v 50 v Gidng duding v

2.2. Huéng dén ding ky phong giing phu dao, hwéng dén thuc tip, thuyét trinh
Truy cap Website: https://dangkyphong.ueh.edu.vn/
B1. Chon muc “bPéang ky phong giang day”

TRANG CHU  DANG KY PHONG GIANG DAY DANG KY CHO CAC HOAT DONG KHAC DANG KY PHONG THI LICH SU' DANG KY PHONG LANH DAO DUYI

DANG KY PHONG DANG KY PHONG DANG KY PHONG
GIANG DAY CHO CAC HOAT PONG KHAC (Theo Quy ché chi tiéu ndi b3)



https://dangkyphong.ueh.edu.vn/

B2. Chon “Ping ky phong giang phu dao, hudng dan thyc tap, thuyét trinh”

Ping ky phong giang phu dao, huéng dan thue tap, thuyét trinh

Loai dang ky *
Gidng vién ¢ nhu ciu dding kyf
phéng gidng bl chon dang ky gidng
bis

Dang ky giang bu | © Bang ky phdng gidng phu dao, hudng din thyc tap, thuyét trinh

M3 Quin I Ho tér
Gidng vién cb nhu ciu dang ky i 010352 VO Tién Anh
phéng gidng phy dao, hudng din

thyc tép, thuyét trinh chon diing kg
phéng giang phy dao, hudng din
thyc tip, thuyét trinh 0969887614 anhv.10352@ueh.eduvn

Vui léng diing ky trudc it nhét 2
ngay ké tir thai diém bat dau sir
dung

Néi dung cdng vide

M8 t4 chi tiét Jung cong viéc can thyc hiér

B3. Nhip day du thong tin va nhan “Pang ky”

Piang ky phong giang phu dao, hudng dan thyc tap, thuyét trinh

Logi dang ky

Gidng vién ¢6 nhu cu dang ky
phong gidng b chon déng ky giang
b

Dang ky gidng bu | © Déng ky phong gidng phy dao, hudng din thyc tap, thuyét trinh

bn ¢6 nhu chu dang ky

huéng din
thifc tap, thuyét trinh chon ding ky
phéng gidng phy dao, huéng din
thyc thp, thuyét trinh 0969887614 anhv.10352@ueh.edu.vn

Vui léng dang ky truée it nhit 2 Do viicbes
ngiy ké tir thail diém bét dsu sir
dyung Ban DAo tgo

Théng tin théi gian si dyng

Thasi gian sif dyng Thir Budi Sifc chira

dd/mm/yyyy fu] Séng v 50 v

3. Ping ky phong cho cic hoat dong khac va Ping ky phong theo Quy ché chi tiéu ndi
b

>

3.1. Pham vi sir dung
- Pang ky phong cho cac hoat dong khac bao gém: hoi1 thao, su kién, talkshow, hoat
dong Poan - Hoi.
- Piing ky phong theo Quy ché chi tiéu ndi bd: cac Pon vi thuoc UEH ding ky sir
dung phong theo Quy ché chi tiéu noi bo.
3.2. Quy trinh xw ly
- GV/CBVC phai ding ky trude it nhat 06 ngay ké tir thoi diém bat dau st dung.
- Phiéu dang ky duoc chuyén dén Lanh dao don vi dé phé duyét (Pong y/Khong dong ¥).
Luu y: Lanh dao don vi can phé duyét triede it nhdt 03 ngay ké tir thoi diém bt dau sir dung
phong. Sau thoi gian nay, phiéu dang ky sé chuyén sang trang thai qud han duyét va sé khong
dwge xir 1y. Ngwoi ding ky sé nhdn dwegc email khi phiéu dang ky bi qud han duyét.
- Trudc it nhat 04 ngay keé tir thoi diém bat dau sir dung phong, hé thong s& giri email nhic
duyét t61 Lanh dao don vi va nguoi dang ky trong truong hop Lanh dao don vi chua duyét.



- GV/CBVC s& nhan dugc email thong bao két qua phé duy¢t sau khi Lanh dao don vi
thuc hi¢n phé duyét.

- Néu két qua phé duyét 1a “Dong ¥, phiéu dang ky s& duoc chuyén dén Ban Dao tao.

- Ban Do tao tiép nhan phiéu ding ky va phan hoi két qua dang ky phong qua email.

3.3. Huéng déin Ping ky phong cho cic hoat dong khdc va DPdang ky phong theo Quy ché
chi tiéu ndi by
Truy cap truc tiép Website: https://dangkyphong.ueh.edu.vn/
B1. Chon muc “Pang ky phong cho cac hoat dong khac” hoac “Pang ky phong theo
QCCTNB”

TRANG CHU  BANG KY PHONG GIANG DAY DANG KY CHO CAC HOAT BONG KHAC BANG KY PHONG THEO QCCTNB  LICH SUDANG KY PHONG LANH BAO DUYET Xin cho, Vi Tién Anh | a

PANG KY PHONG PANG KY PHONG DPANG KY PHONG

GIANG DAY CHO CAC HOAT PONG KHAC (Theo Quy ché chi tiéu ni b3)

B2. Nhap day du thong tin va nhan “Dang ky”
Ding kyj phéng cho cic hoat d6ng khic

Vi Kong @ing k¥ trusGc it nhl 6 gy ke i the dém
bt G sir oung

Logl phing

O cummiy O sig = Knding idp 18 v s0nqu v Glegdutng
B

Dang ky phong cho céc hoat dong khéc


https://dangkyphong.ueh.edu.vn/

Sic ivia

Ping ky phong theo Quy ché chi tiéu ndi bo
Luu y: Tuy chinh lap lai
- Khong lap lai: Hoat dong dién ra 1 lan va khong lap lai.
Lap lai moi ngay: Hoat dong dién ra moi ngay 1 lan.
Lap lai moi tuan: Hoat dong dién ra moi tuan 1 lan.
Liap lai moi thang: Hoat dong dién ra moi thang 1 lan.
4. Lich str dang ky phong

- GV/CBVC truy cap “Lich sir dang ky phong” dé xem céc phiéu ma minh di dang ky.

TRANG CHU DANG KY PHONG GIANG DAY BDANG KY CHO CAC HOAT BONG KHAC DANG KY PHONG THEO QCCTNE  LICH SU DANG KY PHONG LANH DAO DUYET

DANG KY PHONG DANG KY PHONG DANG KY PHONG

GIANG DAY CHO CAC HOAT PONG KHAC (Theo Quy ché chi tiéu ndi bg)

- GV/CBVC chon Giang day, Hoat dong khac hoic Pang ky phong theo QCCTNB dé

xem va theo doi trang thai céc phiéu dang ky.
LICH SU DANG KY PHONG

Giingday ~ Hoatdgngkhic  Dang ky phong thea QCCTNB

Loc theo trang thai:

0 md Bang xir Iy [ 1in }

Khéng cé dir ligu dang ky

- Céc trang thai cua phiéu bao gom:
+ Ché Léanh dao don vi phé duyét: Phiéu ding ky dang chd sy phé duyét tir Lanh dao
don vi.
+ Khéng dong y: Phiéu ding ky bi tir chéi boi Lanh dao don vi.
+ Pang xir ly: Phiéu diang ky dang dugc Ban Do tao xem xét va xir 1y.



- P cAp phong: Phiéu ding ky di duoc Ban Dao tao cip phong va két qua da duoc phan
hoi qua email.

+ Hity: Phiéu ding ky da bi huty, khong tiép tuc xir 1y.

+ Qua han: Phiéu dang ky khong duoc xir Iy do qua han Lanh dao duyét.
5. Lanh dao duyét (Danh cho lanh dao don vi)

- Lanh dao don vi s& nhan email thong bao khi c6 phiéu dang ky phong can phé duyét cho cac
hoat dong khac hodc st dung theo QCCTNB.

Phé duyét dang ky phong [Ma phiéu dang ky: 1706689543]

Ban dao tao <webmaster@ueh.eduvn
dén tai =

Kinh giri Quy ThéyiCa,
Hién tai, trén hé thong Dang ky phong da co mét phiéu dang ky s dung phong Ma: 1706639543 dang ché Quy Thay/Ca phé duyét. Kinh G& nghi Quy Thay/Cé vui long truy cdp vao duéng dén nay dé xem xét va thuc hién phé duyét.
Luu y: D& nghi Lanh dao don vi phé duyét trisée it nhat 03 ngay ké tir théi diém bit diu str dung, néu tré han, Phidu ding ky sé chuyén sang trang thai Qua han duyét va Khéng duwoc xir Iy.

Tran trong

- 3 12 ™ 2 s ™
I\‘ « Traloi /\ \\ > Chuyén tiép /\

- Nhén link trong email hodc truy cap Website https://dangkyphong.ueh.edu.vn/, chon “Lanh
dao duyét”.

TRANG CHU  DANG KY PHONG GIANG DAY DANG KY CHO CAC HOAT DONG KHAC DANG KY PHONG THED QCCTNB  LICH SU'DANG KY PHONG  LANH DAO DUYET Xin chio, Vil Tién Anh | anhv.10352@ueh.eduvn | Déng xust

Danh sach duyét dang ky phong cho cac hoat dong khac va dang ky phong theo QCCTNB
Ché Lanh dao don viduyét (0)  Dangy (0)  Khéng dang ¥ (0)

Loc theo trang théi:

O Tat ca cic phidu chwra duyét (0) Qui han duyée (0}

- Nhén “Chi tiét” dé xem thong tin phiéu ding ky.

Chi tiét M3 dang ky: 2861277087

Ngy bit dau Thit Loal phéng

26/08/2025 Thit Séu Gidng duing

STT
1

2 05/08/2025 Thit Ba Gidng duéing
3 05/08/2025 Thir Ba Gidng dudng
4 06/08/2025 Thir Tut Gidng duéing
5 06/08/2025 Thr Tue Gidng dutng
6

09/08/2025 Thi By i Gidng duéing

- Chon “Pdng ¥ hoic “Khong dong y” dé phé duyét.
- Sau khi phé duyét, nguoi dang ky s& nhan email thong bao két qua duyét. Phiéu duoc phé
duyét "Pong ¥" s& chuyén dén Ban Pao tao dé cip phong.
- Lanh dao don vi can duyét trude it nhat 3 ngay ké tir thoi diém bt dau str dung phong. Sau
thoi gian nay, phiéu s& chuyén sang trang thai 'Qua han duyét' va khong duge xir 1y.

Danh séch duyét ding ky phang cho céc hoat déng khéc va ding ky phéng theo QCCTNB

Loc theo trang thai:

it e ede phidu chura duyét 0) | © (G i duyét (0)


https://dangkyphong.ueh.edu.vn/
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