HET HIEU LUC

BO GIAO DUC VA PAO TAO CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG PAI HQC KINH TE TP.HCM Poc lap - Tu do - Hanh phiic

sé:4731 /QP-PHKT-1SO TP. Hé Chi Minh, ngay 15 thang 6 nam 2018

QUYET PINH
Vé viéc ban hanh Quy trinh Quéan ly phong hoc, phong thue hanh may tinh

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

Can ctr Quyét dinh s6 70/2014/QD-TTg ngay 10 thang 12 nam 2014 cia Thu
tuéng Chinh phi vé viéc ban hanh Diéu 1¢ truong dai hoc;

Can ctr Nghi quyét s6 77/NQ-CP ngay 24 thang 10 nim 2014 cia Chinh phu vé
thi diém ddi méi co ché hoat dong dbi véi cac co s gido duc dai hoc cong lap giai doan
2014 - 2017: Nghj quyét sé 117/NQ-CP ngay 09 thang 11 nam 2017 cia Chinh phu vé
phién hop thuong ky thang 10 nim 2017;

Can ctr Quyét dinh sb 2377/QD-TTg ngay 29 thang 12 ndm 2014 cua Thu tuéng
Chinh phii vé viéc phé duyét Dé an thi diém ddi méi co ché hoat dong cia Truong Dai
hoc Kinh té TP. Ho Chi Minh giai doan 2014-2017:

Can cir theo yéu cau cia TCVN ISO 9001:2015:

Theo dé nghi cia Truong Ban ISO-UEH, Truéng phong Ké hoach dio tao -
Khao thi,
QUYET PINH:

Piéu 1. Ban hanh Quy trinh Quén ly phong hoc, phong thwe hanh may tinh.

Diéu 2. Quy trinh nay nhim huéng dén céch thie dang ky phong hoc, phong may tinh
cho viéc hoc bu, thuc hanh cua tit ca cac khoa thudce cac hé/bac dao tao; phuc
vu cong tac sinh hoat cua Doan - Hoi va cac hoat dong khéc cta truong.

Piéu3. Quyét dinh nay c6 hiéu luc ap dung ké tir ngay ky. Cac ong (ba) Truong Ban
ISO-UEH, cdc truéng don vi lién quan chiu trach nhiém thi hanh quyét dinh

nay./-
Noi nhin: /1“
- Nhu Diéu’3;

- Portal UEH;

- Luu: VT, 1SO.

GS.TS. Nguyén Pong Phong



QUY TRINH

QUAN LY PHONG HQC, PHONG THUC HANH MAY TiNH

Ma higu : KHKT.QT.13
Lén ban hanh : 01

Ngay hiéu luc : 15/6/2018
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QUY TRINH QUAN LY PHONG HQC,
PHONG THUC HANH MAY TiNH

Ma hi¢u: KHKT.QT.13
Lan ban hanh: 01

Ngay hiéu luc: 15/6/2018
Trang: 2/9
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Ma hiéu: KHKT.QT.13
QUY TRINH QUAN LY PHONG HQC, | Lan ban hanh: 01

PHONG THUC HANH MAY TiNH Ngay hiéu luc: 15/06/2018
Trang: 3/9

I. MUC PICH:
Quy trinh nay dugc thiét 1ap nhim huéng dan cach thirc ding 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 cong

tac sinh hoat cua Doan - Hi va cac hoat dong khéac cua truong.

II. PHAM VI AP DUNG:
2.1 Dbéi twrong ap dung

Quan ly phong hoc, phong thuc hanh may vi tinh tai tat ca cac co s¢ phuc vu giang day
cua truong.
2.2 Trach nhiém ap dung

Vién chirc Phong Quan 1y dao 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& vat chét, Phong Thanh
tra, Phong Tai chinh - Ké& toan, Phong T6 chic — Hanh chinh, cac khoa, vién, ban dao tao,
DPoan Thanh nién, Hoi Sinh vién, giang vién, can bd vién chirc va sinh vién, hoc vién thugc
Truong.

III. TAILIEU THAM KHAO
IV. GIAI THICH TU NGU VA CAC TU VIET TAT
- P. KHDPT-KT: Phong Ké hoach dao tao - Khao thi
-P. QLDT-CTSV: Phong Quan ly dao tao - Cong tac sinh vién
-P.QLDTTC: Phong Quan ly dao tao tai chirc
- V.DTSDH: Vién Dao tao Sau dai hoc
- ISB: Vién Dao tao Quéc té
- P.CSVC: Phong Co s& vat chat
- HSV: Hoi sinh vién
- DPTN: Doan thanh nién



QUY TRINH QUAN LY PHONG HQC,
PHONG THU'C HANH MAY TiNH

Ma hi¢u: KHKT.QT.13
Lan ban hanh: 01
Ngay hiéu luc: 15/6/2018

V. NOI DUNG
5.1. Luwru dé:

Buéc Lwu d6 hwéng dan

Trach nhiém

Tai ligu/
.A =
Biéu mau

DPang ky sur dung Phong hoc/

http://gled.khkt.ueh.
edu.vn/dangky/

- Phiéu dang ky ké

: : g Giang vién, :
1 Phong thuc hanh may tinh CBVC. sinh ho?ch su vdl,mg
vién phong hoc nam...
(KHKT.QT.13.01)
- Pon dang ky theo
mau cua Poan — Hoi
2 Tiép nhan thong tin va xir 1y (email va don) P. KHDT-KT Email
3 Phan hdi cac yéu cau P. KHDT-KT Email
4 Chuyén dir liéu 1én Website P. KHDT-KT Email
Phong KHDT-KT
v
P. KHDT-KT Email

5.2. Dién giai cac budc thwe hién

Buée 1: Dang ky sir dung Phong hoc/Phong thuwe hanh may tinh

- Péi vai viée dang ky sir dung phong hoc, phong may tinh cho viéc hoc bu. giang vién va

sinh vién phai thong nhat budi can hoc sau d6 ding ky théng qua hé théng ding ky online;

- D61 vai viée dang ky su dung phong hoc, phong may tinh cho cac hoat dong khac cua

cac don vi khoi quéan 1v. cc khoa. vién, phong. ban dao tao truc thude truomg can dang ky

thong qua hé théng dang ky online theo hudng dan tai phu luc (dinh kem):;

- Béi véi cac khoa. vién. phong. ban dao tao giri ké hoach sir dung phong hoc, phong may

tinh cho cac hoat dong 6n va thi tuyén sinh, 6n va thi anh van déu ra, thi va hé théng mén




Ma hiéu: KHKT.QT.13
QUY TRINH QUAN LY PHONG HQC, | Léan ban hanh: 01

PHONG THUC HANH MAY TINH Ngay hiéu luc: 15/6/2018
Trang: 5/9

thi t6t nghiép, thuc hanh méy tinh ctia nam sau phai gui cho P. KHDT-KT trude thang 12
cliia ndm trude theo mau (KHKT.QT.13.01);

- Déi véi céc hoat dong sinh hoat Doan - Hoi cua cac CLB, Dgi, Nhom thi sinh vién giri
don mugn phong theo mau don ctia Poan - Hoi truong;

Thoi han dang ky sir dung phong hoc, phong may tinh phai trudc ngay sur dung 3 ngay lam
viéc. Riéng cac truomg hgp phat sinh s dung sau 3 ngay lam viée thi guri email va dién
thoai dén ngudi quan ly truc tiép dé dugc giai quyét.

Burée 2: Tiép nhan thong tin va xir Iy (email va don)

- Phong KHPT-KT tiép nhan dang ky ciia cac don vi truc thudc trudong, cia giang vién,
CBVC va sinh vién;

- Phong KHDPT-KT kiém tra quy phong hoc, phong may tinh sau d6 cip phong theo timng
yéu cau.

Birée 3: Phan hoi cac yéu cau

- Phan héi cac dang ky ciia giang vién, sinh vién va cac don vj tric thudc trurong;

- Bao cho giang vién, cac don vi diéu chinh néu c6 su trung lap.

Bwréc 4: Chuyén dir liéu 1én Website Phong KHPT-KT

Xuit file tir hé thong quan ly UIS, chuyén dir liéu 1én Website P. KHPT-KT dé P.CSVC md
cira, chudn bi trang thiét bi cho phong hoc: cho giang vién, sinh vién.

Buwée 5: Luu ho so

Chuyén vién phu trach luu trir cac hd so cua qua trinh quan 1y phong hoc, phong thuc hanh
may tinh can ¢ vao thoi gian luu trir tai muc 5, chuyén vién sé dong hé so va chuyén kho Iuu
trir.

VI. HIEU LUC AP DUNG

Quy trinh Quan ly phong hoc, phong thuc hanh may tinh (ma hi¢u: KHKT.QT.13) ban hanh
1an 01, c6 hiéu luc ké tir ngay 15 thang 6 nam 2018.



QUY TRINH QUAN LY PHONG HQC,
PHONG THUC HANH MAY TINH

Mai hiéu: KHKT.QT.13
Lén ban hanh: 01

Ngay hiéu luc: 15/6/2018
Trang: 6/9

VII. HO SO LUU
a. 24 S ) o Thoi
STT Tén ho so Ma biéu mau Trach nhiém luu
gian luu
D liéu trén hé th%ng
1 quan ly email va trén P. KHDT-KT 1 ndm
web ,
Phiéu diang ky ké
2 hoach st dung phong | KHKT.QT.13.01 P. KHDT-KT 1 ndm
hoc nam...
g |Coien daog Ly e P.KHDT-KT I nam
mau cua Poan - Hoi
VIII. CAC BIEU MAU, PHU LUC KEM THEO
grr| MAHIEY BIEU TEN BIEU MAU, PHU LUC
MAU
1 KHKT.QT.13.01 Phiéu dang ky ké hoach sir dung phong hoc nam...
2 Phu luc Huéng dan dang ky phong hoc/phong may tinh online




KHKT.QT.13.01

TRUONG PAI HOC KINH TE TP.HCM CONG HOA XA HQI CHU NGHIA VIET NAM
<Tén don vi str dung> Poc lap - Tu do - Hanh phic
V/v Lap ké hoach sir dung phong hoc nam hoc..... TP. Ho Chi Minh, ngay ...... .. thang ...... nam ............

Kinh giri: Phong Ké hoach dao tao - Khio thi

Can cir vao nhu cau sir dung phong hoc trong nam hoc....... <Tén don vi str dung> dé nghi Phong K¢é hoach dao tao - Khao thi cung

cép phong hoc theo thoi gian va ndi dung nhu sau:

STT Noi dung sir dung Thoi gian sir dung Ca sir dung Pia diém Ghi chu
1

Tran trong./.

<LANH PAO PON VI SU DUNG>
Noi nhin:
- Nhur trén;

-Luu: ........



KHKT.QT.13.01

PHU LUC
HUONG DAN PANG KY PHONG HQC/PHONG MAY TiNH ONLINE

Buéc 1: Vién chac/giang  vién truy cadp vao duong din  sau:
http://qlgd.khkt.ueh.edu.vn/dangky/
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KHKT.QT.13.01

Khi dang ky phong hoc/phong may tinh thanh cong vién chirc/giang vién sé nhan thong tin

nhu sau
R gt x| ——————— ———— - o Wt v b G A
€ O Odookkumnemumtige e : —

Pang ky Giang duong (ganh cho Gv-CaVC UEH
Mbi lgt dang ky chi danh cho mot Iép hoc phén

Chuc ming ban &3 &ing ky thanh cong, hé thong &3 gun théng bac dén dia chi small ban vua ding ky

Budc 3: Phong KHDT-KT tiép nhan thong tin ding ky phong hoc/phong may tinh qua

email, xir Iy thong tin va thong bao két qua dén vién chirc/giang vién qua email



