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I. MUC PiCH

Quy trinh nay duoc ban hanh nham huéng dan viéc ding ky, diéu phéi, quan ly va
sir dung phong hoc, phong may tinh, phong studio tai cac co s¢ thudc Dai hoc Kinh té
Thanh phé H5 Chi Minh (UEH), dam bao khai thac hiéu qua co s vat chat phuc vu hoat

dong dao tao, hoc tap, nghién ciru khoa hoc, quan ly va cac hoat dong khac cua UEH.
Il. PHAM VI AP DUNG

Quy trinh nay ap dung dbi voi hoat dong dang ky, diéu phdi, bé tri, quan ly va sir
dung phong hoc, phong may tinh, phong studio tai cac co so thudc Pai hoc Kinh té Thanh
phé H6 Chi Minh.

I11. POI TUQNG AP DUNG

Ban Dao tao, cac don vi thuoc/truc thuoc UEH, Giang vién, vién chirc va ngudi lao

dong khdi quan 1y thuoc UEH.
IV. TRACH NHIEM THUC HIEN
1. Ban Dao tao

- La dau méi quan 1y, diéu phdi va bd tri phong hoc, phong may tinh, phong studio
tai cac co so thuoc UEH.

- Tiép nhan, xt ly va phan hoi céc yéu cau ding ky su dung phong trén Hé théng
dang ky phong.

- Thyc hién diéu phéi, bo tri phong can ctr vao nhu cau dang ky, tinh trang st dung
thuc té ciia phong va thoi diém dang ky hop 18 trén hé thong.

- Truong hop khong thé bd tri diing phong theo yéu cau dang ky, Ban Pao tao trao
d6i véi don vi dang ky dé thdng nhat phuong an phu hop hoic bé tri phong thay thé va
thong bao cho don vi dang ky.

- Khéng thuc hién tham dinh hodc phé duyét noi dung chuyén mén cua cac hoat
dong dang ky stir dung phong.

- Theo ddi, Iuu trit dit liéu lién quan dén viéc dang ky va sir dung phong theo quy
dinh.
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2. Cac don vi thugc UEH

- Chiu trach nhiém vé muc dich va noi dung cua hoat dong dang ky sir dung phong.

- Lanh dao don vi duyét theo quy dinh d6i véi cac truong hop ding ky phong cho
cac hoat dong khac va ding ky phong theo Quy ché chi tiéu noi bo.

3. Giang vién, vién chirc va ngudi lao dong khdi quan Iy

- Thuc hién dang ky stir dung phong theo dting quy dinh.

- Chiu trach nhiém vé tinh chinh xac cia cac thong tin da dang ky trén hé théng.

- Sur dung phong dung muc dich da dang ky.

V. NOI DUNG THUC HIEN

1. Quy trinh thwc hién chung:

TRACH NHIEM

BUOC NQI DUNG ] TAI LIEU / BIEU MAU
THUC HIEN
Giang vién,
. Vién chuc, .
1 Dang ky str dung phong _ H¢ thong dang ky phong
Nguoi lao dong
khdi quan Iy
Lanh dao don vi duyét ,
2 Lanh dao don vi H¢ thong dang ky phong

yéu cau dang ky (néu co)

Tiép nhan yéu cau diang

3 ] Ban Dio tao H¢ thong UIS
ky
Kiém tra, diéu phdi va bd ,
4 o Ban Dao tao Hé thong UIS
tri phong
- Hé thong dang ky phong;
5 Thong bao két qua Ban Do tao - Hé théng UIS;
- Email,
- Hé thdng ding ky phong;
6 Luu trir dix liéu Ban Dao tao

- Hé théng UIS;
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2. Quy trinh thyc hién chi tiét:

NQI DUNG CHITIET
Giang vién, vién chirc va nguoi lao dong khoi quan Iy thyc
hién dang ky st dung phong trén H¢ thong dang ky phong
(dangkyphong.ueh.edu.vn) theo nhu cau str dung.
Céc hinh thie dang ky bao gom:
Ping ky sir dung e gang Xy bao g0
. - bang ky phong giang day;
phong

- Bang ky phong cho cac hoat dong khéc;
- Pang ky phong theo Quy ché chi tiéu noi bo.

Xem chi tiét tai Phu luc. Huéng dan sir dung hé théng ding
ky phong hoc, phong may tinh, phong studio

Lanh dao don vi phé
duyét yéu cau ding

ky (néu co)

Dbi véi cac truong hop ding ky phong cho cac hoat dong
khac va ding ky phong theo Quy ché chi tiéu noi b, 1anh dao
don vi thuc hién xem xét va duyét yéu cau trén hé théng theo
quy dinh.

Tiép nhan yéu cau

dang ky

Ban Do tao tiép nhan yéu cau dang ky tir Hé théng dang ky
phong théng qua Hé thong UIS.

Kiém tra, diéu phoi

va bé tri phong

Ban DPao tao can ctr nhu qcéu dang ky, tinh trang st dung thuc
te cua phong va thoi diém dang ky hop I€ trén hé thong dé
thyc hién diéu phoi va bo tri phong phu hop.

Thong béo két qua

Ban Dao tao cap nhat két qua xir Iy trén hé thong va thong
bao dén nguoi dang ky theo quy dinh.

Luu trir dir liéu

Dit liéu dang ky, xir Iy va két qua b tri phong duoc luu trit
trén HE thong dang ky phong va Hé thong UIS

VI. TAI LIEU LUU TRU

. . ) THOI GIAN
STT TEN TAI LIEU PON VI LUU
LUU
Tai lieu két qua diang ky phong dién tir N
1 C a ’g yP ) S it Ban Pao tao Vinh vién
duoc lay tu hé thong hé¢ thong UIS
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Phu luc
HUGONG DAN SU DUNG HE THONG PANG KY
PHONG HQC, PHONG MAY TiNH, PHONG STUDIO

1. Truy cap hé théng

- Dbia chi trang web: https://dangkyphong.ueh.edu.vn/

- Giao dién bao gébm céc chirc ning:

+ Trang chu

+ DPang ky phong giang day

+ Dang ky phong cho cac hoat dong khac

+ Piang ky phong theo QCCTNB (Quy ché chi tiéu noi bo)
+ Lich st dang ky phong

+ Lanh dao duyét (Danh cho lanh dao don vi)

2. Hwéng dan Ping ky phong giang day

- Pang ky phong giang day c0 2 loai dang ky:

+ Pang ky giang bu.

+ Piang ky phong giang phu dao, huéng dan thuc tap, thuyét trinh.

- Giang vién, vién chic va ngudi lao dong khéi quan ly phai dang ky trudce it nhat
02 ngay ké tir thoi diém bat dau sir 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. Huong dén déing ky giang bu
C6 2 cach dé dang ky giang bu:

- Céach 1: Truy cap Dashboard: https://ueh.edu.vn/

Budc 1. Truy cap trang Dashboard — Giang day — NCKH — Quan ly giang day —
Lich giang
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https://dangkyphong.ueh.edu.vn/
https://ueh.edu.vn/

Trangchii Tansinhvién Ngudihge Cuusinhvien Ngudihoctiémnang UtHer UBHMekong Htg anh [ (WD)

Théng tincdnh@n  ThéngtinUEH Lichlamviéc Quanly congviéc |[Gidngday - NCKH | Tiénich

Giang day - NCKH

pang ky giang

Quan ly giang da: »
sl el Thanh tra online

Quan Iy khoa hoc

Bang ky giang bu
Cé van hoc tap .

Nhép diém
Quan ly Thuyc tap - Tot
nghiep

Qudn ly lugn van thac st

Budc 2. Tai mdi budi hoc, nhan nat “Pang ky Giang bl tap trung” hoic “Ding ky

Giang bu tryc tuyén”

Tha SGu, Ngay 25/04/2025 Al04a (59C Nguyén Binh Chiéu, Phudng
HTGH Xu@n Haa, TP. H6 Chi Minh [Pia chi ct: 59C

. G Nguyén Binh Chiéu, P.V6 Thi Sau, Q3,
Bang ky Giang bu tap trung P.HCM])

Xac nhan giang day

12945 - 17905

Thi SGu, Ngay 02/05/2025
HTGD: |

1245 - 17905 (Nghi)

Bang ky Giang bu tap trung

Dang ky Giang bu tryc tuyén

Budc 3. Giang vién s& dugc chuyén dén trang web https://dangkyphong.ueh.edu.vn/

— Ping ky giang bu. (Cac thong tin ma Iép hoc phan, ngay nghi, buéi nghi va ghi chi

duoC tie dong dién san)

Budc 4. Nhap day du thdng tin va nhan “Dang ky”

Pang ky phong giang day

Logi dang ky *
Gidng vién c6 nhu cau dang ki
phéng gidng bl chon déng ki gling @ 2409 kY gidng bd ©iing kyj phéng gidng phu dao, hudng din thuc tip, thuyét tinh
bi
v M3 Quén Iy Ho tén
Gidng vién c6 nhu cau dang kj i O Tién Anh
phéng gidng phy dao, hudng dan
thyic tip, thuyét trinh chon déing ki Dién thogi Email
phéng gidng phy dao, huéng din
thyic tip, thuyét trinh 0969887614 anhy.10352@ueh.eduvn
Vui ldng diing ky trudc it nhit 2 Bon vi céng thc
ngiy ké tir théi diém bét dau sir
dung Ban Dao ta0
Ma Idp hoc phan *
25D1PHIS1002332
Théng tin ngay nghi v théi gian st dung
Ngay nghi * Budi nghi * [Thai gian sif dung * This Budi Sife chifa Loai phong
09/01/2025 B sing da/mmiyyyy sang v 50 v Gidng dudng v
+ Thém ngay nghi
Ghi chi
Dang ky gidng bl tip trung

- Cach 2: Truy cap Website: https://dangkyphong.ueh.edu.vn/
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https://dangkyphong.ueh.edu.vn/
https://dangkyphong.ueh.edu.vn/

Budc 1. Chon “Pang ky phong giang day”

PANG KY PHONG

PANG KY PHONG
CHO CAC HOAT PONG KHAC

PANG KY PHONG

(Theo Quy ché chi tiéu ndi bd)

GIANG DAY

Budc 2. Chon “Pang ky giang bu”

Ping ky phéng giang day

Loai dang ky *
Gidng vién €6 nhu cau ding kj
phéng gidng bl chon dang ky gidng
bi

© Ding ky gidng bl | Bing ky phéng gidng phy dao, hudng din thyc tdp, thuyt tiinh

Ma Quan ly Hg tén
Gidng vién cé nhu cau ding ky 10352 VO Tigh Anh
phéng giang phy dao, huédng din
|h|(r tp, (.huyél trinh chon 1"&15 I:y Dign thoai Email
phéng gidng phy dao, huéng din
thyc tap, thuyét trinh 0969887614 anhv.10352@ueh.eduvn

Vui lang ding ky truéc it nhit 2
ngdy ké tir thei diém bit dau sir
dung Ban Do 9o

Ban vi céng tac

M I6p hoe phan *

Nhip mé l6p

hc phiin c3n gidng bl

Budc 3. Nhap day du thong tin va nhan “Pang ky”

Pang ky phong giang day

Loai dang ky *
Gidng vién c6 nhu c3u dang ky
phéng gidng bl chon déng ky gidng
b

© Bang ky giang bu Ding ky phéng gidng phu dao, hudng din thyc tap, thuyét trinh

Ma Quan Iy Ho tén
a é hu cau d:

Gidng vién cé nhu cau dang ky > 010352 Vi Tién Anh

phéng gidng phy dzo, hudng din

thyc t3p, thuyet trioh chon dang kg o0 it

phéng gidng phy dao, huéng din

thyc tip, thuyét trinh 0969887614 anhv.10352@ueh.eduvn

Vui long dang ky truéc it nhat 2
ngay ké tir thei diém bt dau sir
dung Ban Do 130

Do vi cong tc

M3 I6p hoc phan *
Nh3p ma I6p hoc phian can gidng bi

Théng tin ngdy nghi va thasi gian sir dung

Ngay nghi * Budi nghi * Thasi gian sif dyng * Thit Budi Sifc chiia Loai phong
dd/mm/yyyy =] Chon budi nghi: v dd/mm/yyyy =] Séng . 50 v Gidng dudng “
Thém ngdy r
Ghi chi
¢ yéu cau dac bigt | i cha thém

2.2. Huong dén ding ky phong giang phu dao, hwéng dan theec tap, thuyét trinh

Truy cap Website: https://dangkyphong.ueh.edu.vn/

Budc 1. Chon muc “Pang ky phong giang day”
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TRANG CHU DANG KY PHONG GIANG DAY DANG KY CHO CAC HOAT DONG KHAC DANG KY PHONG THEO QCCTNB  LICH SU DANG KY PHONG LANH DAO DUYET

DANG KY PHONG PANG KY PHONG PANG KY PHONG

GIANG DAY CHO CAC HOAT BPONG KHAC (Theo Quy ché chi tiéu ngi bd)

Budc 2. Chon “Piang ky phong giang phu dao, huéng dan thyc tap, thuyét trinh”

Pang ky phong giang phu dao, hudng dan thuc tap, thuyét trinh

Loai dang kj
Giéng vién cb nhu ciu dang ky
phéng gidng bil chon dling ky glang
bia

Dang ky gidng bu | © Bang kyj phang gidng phy dao, hudng din thyc tdp, thuyét trinh

Ma Quén Iy Ho tén
Gidng vién c8 nhu cau dang ky 010352 VA Tién Anh
phéng gidng phy dao, huéng din
thy thp, thuy@t tinh chon dang ky Email
phéng gidng phy dao, huéng din
thuc tip, thuyét trinh 0969887614 anhv.10352@ueh.eduvn

Vul léng déng k§ trréc it nhit 2
ngay ke tir thei diém bit dau si
dung Ban Do tgo

Ban vi cng téc

i dung céng vide *

M td chi ti€t ngi dung cong viéc can thyc hién

Budc 3. Nhap day du thong tin va nhan “Pang ky”

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

Logi dang ky *
Gidng vién cb nhu ciu diing ky
phong gidng bu chon dang ky gidng Dang ky gidng bi | © Bang ky phong gidng phu dao, hudng din thyc tdp, thuyét trinh
bu
M3 Qudn ly Ho tén
G h A
Gidng vién c6 nhu cBu dang ky 010352 Va Tién Anh
phong gidng phy dgo, hudng diin
thyc tdp, thuyét trinh chon daing ky Dién thogi Email
phong gidng phy dao, huéng din
thyc thp, thuyét trinh 0969887614 anhv.10352@ueh.edu.vn
Vui 18ng ding ky trude it nhat 2 Don v caing the
ngdy ké tir thal diém bit dbu si
dung Ban Dao tao

NGi dung céng viéc *

M t chi tiét ni dung céng vide cin thyc hién

Théng tin thai gian sif dung
Thés gian st dung * Thir Budi Sic chita Loai phéng

dd/mm/yyyy (=] Sang v 50 L Gidng duding v

Ghi chd

) cdu dac biét hoac ghi chi thém

DANG KY

3. Ping ky phong cho cic hoat dong khac va Ping ky phong theo Quy ché chi
n

tiéu ndi b

=)}

3.1. Pham vi si dung

- Ping ky phong cho cac hoat dong khac bao gom: hdi thao, su kién, talkshow,

hoat dong Poan — Hoi.
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- Piing ky phong theo Quy ché chi tiéu ndi bd: cac Pon vi thuoc UEH dang ky st
dung phong theo Quy ché chi tiéu noi bo.

3.2. Quy trinh xar ly

- GV/CBVC phai ding ky trudc 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 y).

Luu y: Lanh dao don vi can phé duyét trieéc it nhat 03 ngay ké tir thoi diém bdt dau
sir dung phong. Sau thoi gian nay, phiéu ddng ky sé chuyén sang trang thai qua han duyét
Va sé khong dwoc Xt Iy. Nguwoi dang ky sé nhdn dwoc email khi phiéu dang ky bi qua han
duyét.

- Trudc it nhat 04 ngay ké tir thoi diém bat dau st dung phong, hé théng sé gui
email nhic duyét toi Lanh dao don vi va nguoi ding ky trong treong hop Lanh dao don vi
chua duyét.

- GV/CBVC s& nhan duoc email thong bao két qua phé duyét sau khi Lanh dao don
vi thuc hién phé duyét.

- Néu két qua phé duyét 1a “Pdng y”, phiéu ding ky s& duoc chuyén dén Ban Pao
tao.

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

3.3. Huwong din Ping ky phong cho cdc hoat dong khdc va Ping ky phong theo
Quy ché chi tiéu ngi bg

Truy cap truc tiép Website: https://dangkyphong.ueh.edu.vn/

Budc 1. Chon muc “Pang ky phong cho cac hoat dong khac” hodc “DPang ky phong
theo QCCTNB”
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https://dangkyphong.ueh.edu.vn/

TRANG CHU  ©ANG KY PHONG GIANG DAY ©ANG KY CHO CAC HOAT DONG KHAC BDANG KY PHONG THEO QCCTNB  LICH SU DANG K¥Y PHONG LANH DAO DUYET

DANG KY PHONG DANG KY PHONG DANG KY PHONG

GIANG DAY CHO CAC HOAT DONG KHAC (Theo Quy ché chi tiéu ni b8)

Budc 2. Nhap day du thong tin va nhan “Pang ky”

Diing ky phong cho céc hoat déng khic

B30 5 N ik, 5 i, THKSow, PO G6ng Bodn - H

Vi g g K ki it bl 6 gy b tir this dm
et 5 sy

bang ky phong cho cac hoat dong khac

Ding ky sit dyng phéng (Theo Quy ché chi tiéu ndi bd)
(i 000 vi e UEH gl 1 s curg g theo Quy
undivd

Vol g a0 k5 truc i ahal 6 iy ké s 11 e
bt S s g

o s . kréng 8o s “0rgu Ging dutng
onay

Ding ky phong theo Quy ché chi tiéu ngi bo
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Luwu y: Tuy chinh lap lai

- Khéng lap lai: Hoat dong dién ra 1 1an va khong lip lai.
- Lap lai mdi ngay: Hoat dong dién ra mdi ngay 1 lan.

- Lap lai mdi tuan: Hoat dong dién ra mdi tuan 1 lan.

- Lap lai mdi thang: Hoat dong dién ra mdi thang 1 1an.

4. Lich sir ding ky phong
- GVICBVC truy cap “Lich sir dang ky phong” dé xem céc phiéu ma minh d dang
ky.

TRANG CHU  DANG KY PHONG GIANG DAY DANG KY CHO CAC HOAT DONG KHAC DANG KY PHONG THEO QCCTNE  LICH SU DANG KY PHONG  LANH BAO DUYET

DPANG KY PHONG DANG KY PHONG DANG KY PHONG

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

- GV/CBVC chon Giang day, Hoat dong khac hoac Bang ky phong theo QCCTNB
dé xem va theo ddi trang thai cac phiéu dang ky.

LICH SU DANG KY PHONG

| Gidngdgy  Hoatdéng khac  Dang ky phong theo QCCTNE |

Loc thea trang tha:

0 ™ma Bang wirly

Khéng cé di liéu ding k.

- Céc trang thai cua phiéu bao gom:

+ Cho Lanh dao don vi phé duyét: Phiéu ding ky dang cho su phé duyét tir Lanh
dao don vi.

+ Khéng ddng y: Phiéu dang ky bi tir chdi bai Lanh dao don vi.

+ Pang xir ly: Phiéu diang ky dang dugc Ban DPio tao xem xét va xt ly.

+ Pa cap phong: Phiéu dang ky di duge Ban Pao tao cap phong va két qua da duoc
phan hdi qua email.

+ Hiiy: Phiéu dang ky da bi hay, khéng tiép tuc xtr Iy.

+ Qué han: Phiéu dang ky khong duoc xir ly do qua han Lanh dao duyét.
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5. Lanh dao duyét (Danh cho lanh dao don vi)
- Lanh dao don vi s& nhan email thong béo khi ¢ phiéu dang ky phong can phé
duyét cho cac hoat dong khac hoac sur dung theo QCCTNB.

Phé duyét dang ky phong [Ma phidu dang ky: 1706689543

Ban dao tao <webmaster@ueh eduvn>
déntoi ~

Kinh giri Quy Théy/Ca,

Hién tai, trén hé thng Biang ky phong d3 c6 mét phiu déing ky sir dung phong Ma: 1706689543 dang cho Quy Théy/Co phé duyét. Kinh 6 nghi Quy Thiy/Cé vui long truy cdp vao ducng din nay 6é xem xét va thuc hign phé duyét.

Luru y: D& nghi Lanh dao don vi phé duyét trieire it nhit 03 ngay ké tie théi diém bét dhu siv dung, néu tré han, Phiéu déing ky sé chuyén sang trang théi Qué han duyét va Khéng duwoe xiv Iy.

Trén trong

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

TRANG CHU  DANG KY PHONG GIANG DAY BDANG K¥ CHO CAC HOAT DONG KHAC DANG KY PHONG THEQO QCCTNB  LICH SU'DANG KY PHONG  LANH DAO DUYET

Danh sach duyét ding ky phéng cho cac hoat déng khéac va dang ky phong theo QCCTNB
ChaLanhdaodon viduydt(0)  Bongy(0)  Khéng dong j (0)

Loc theo trang thai:

O Tt ch cic phisu cinra duyét (0) Qué han duyét (01

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

Chi tiét Ma diang ky: 2861277087

Ngiy bit du Thir Loai phéng
26/08/2025 This Sdu Giang dutng
05/08/2025 Thir Ba i Gidng dutng
05/08/2025 Thir Ba g Gidng dugng
06/08/2025 Thi Ty an Gidng duéing

06/08/2025 Thit Ty igu Gidng duding

09/08/2025 This Bay i Gidng dung

- Chon “Pdng ¥ hodc “Khong dong ¥ dé phé duyét.

- Sau khi phé duyét, nguoi ding ky s& nhan email thdng béo két qua duyét. Phiéu
duoc phé duyét "Pong y" s& chuyén dén Ban Dao tao dé cap phong.

- Lanh dao don vi can duyét trude it nhit 3 ngay ké tir thoi diém bat dau sir dung

phong. Sau thoi gian nay, phiéu s& chuyén sang trang thai 'Qué han duyét' va khong duoc
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https://dangkyphong.ueh.edu.vn/

Danh séch duyét déng ky phéng cho céc hoat déng khac va déng ky phong theo QCCTNB
Chér Lanh dao don vi duyét (0)  Bang y (0) Khéng ding ¥ (0)

Loc theo trang théi

T ch che phig chura duyét (0 | O [ Gul an duyst 10)
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