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1. MUC PICH

Quy trinh nay nham hudng dan sinI} vién va can b Truong Pai hoc Khoa hoc tu nhién, PHQG-
HCM thuc hién cong tac dang ky hoc phan cho sinh vién trinh do dai hoc hé chinh quy & mdi hoc ky.

2. PHAM VI AP DUNG
2.1 D6i twgng ap dung

Quy trinh nay ap dung dé kiém soat cong tac dang ky hoc phén cho sinh vién trinh do dai hoc
hé chinh quy & mai hoc ky (ngoai trir sinh vién cac chuong trinh dé an thudc nhom nganh Coéng nghé
thong tin) tai Truong Pai hoc Khoa hoc tu nhién, DPHQG-HCM.

2.2 Trach nhiém ap dung

Phong Dao tao, Phong Cong tac sinh vién, cac khoa va sinh vién.
3. TAI LIEU VIEN DAN

- Tiéu chudn quéc gia TCVN ISO 21001:2019 va Tiéu chudn qudc té SO 21001:2018.

- Quy trinh kiém soat thong tin dang vin ban (QT.KHTN.O01)

- Danh muc tai li¢u bén ngoai (BM05S.KHTN)
4. PINH NGHIA VA TU VIET TAT

4.1 Dinh nghia: Khong co

4.2 Tirviét tit

- Truong: Truong Pai hoc Khoa hoc tu nhién, PHQG-HCM

- P.DT: Phong Dao tao

- P.KHTC: Phong K¢é hoach Tai chinh

- NDPC: Nguoi duge phan cong nhiém vu

- SV:Sinh vién

- DKHP: Ding ky hoc phan

- HP: Hoc phan
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5. NOI DUNG
5.1 Luwu dd

1. Thong bao
DKHP

2. Chuan bj dir liéu DKHP

A 4

3. SV DKHP trén hé théng

A

v

4. Xt ly dir licu DPKHP

v

5. SV diéu chinh DKHP trén hé

P’.DT, P.KHTC,’céc }(hoa,
phoi hop giai quyét thac mac
cua sinh vién

7'z

thong

6. Khoa duyét va diéu
chinh bPKHP

7. Cép nhat két qua DKHP vé hé
thong quan ly cua P.DT

8. P.DT diéu chinh
DKHP
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5.2 Noi dung dién giai

A A 2 . TRACH | THOI A

MO TA CAC BUOC THUC HIEN NHIEM GIAN BIEU MAU
1. Thong bao PKHP i 7 Trude ngay BMO1.DT.08
- P.DT gui thong bao vé viéc to6 chitc PKHP cho khoa | NDPC bKHP BM02.DT.08
va dang thong bao 1én website Truong cho SV. 4-5 tuan T
2. Chuén bi dir liéu PKHP
-P.DT xur ly cdu hinh hé thng DPKHP, chuén bj dit liéu
HP m¢, import dir liéu vao hé théng.
- Céc khoa nhédp day du thong tin TKB va giang vién Trudc ngay P
trén h¢ thong DKHP cua Truong. ngfh%a DKHP N }g’lr&;”;m
- P.DT cau hinh, cap nhat dir licu HP mo, 16p mo, dir 1-2 tuan
liéu DKHP cing.
- Céc khoa nhdp danh sich-HP m¢, 16p md, céac loai
mdn hoc trudc, mon tién quyét trén hé théng DKHP.
3. SV DKHP trén hé thong -
- SV truy cép va thuc hi¢n BPKHP. ’ S
_Trong thoi gian DKHP, P.DT, P.KHTC, céc khoa truc PNI?I??é 1 tuin r }g’l'é}’{";m
giai quyet thic mac ciia SV ve cde van de lién quan qua c;’lc khoa’
email, dién thoai hoac SV dén truc tiep.
4. X ly dir liéu PKHP
- Sau khi hét thoi gian DPKHP, P.DT théng ké 16p dudi
15 SV va giri email danh sach 16p dudi 15 SV vé khoa.
- Truong khoa gui van ban dé nghi m& nhing 16p dudi NDPC
15 SV d€ Hi¢u Truong phé duyét; gui danh sach cac 16p cic kho;l o
SV khéng dugc dicu chinh trong thoi gian DPKHP dot 2 v ’ Phan mém
cho P.DT. khoa - DKHP
-P.DT huy cdc 16p dudi 15 SV ma Trudng khoa khong Hiéu’ BMO03.DT.08
¢d dé nghi mo hodc Hiéu Trudng khong duyét; dang Tru'érng
thong bao trén website cac 16p bi huy; khoa chirc ndang
diéu chinh DKHP cho cac 16p khong thudc dién diéu
chinh DKHP; cap nhat dir lieu DKHP 1én hé thong
DKHP.
5. SV diéu chinh PKHP trén h¢ thong
-SV truy cédp va thuq hién DKHP. NDPC, Phén mém
- Trong thoi gian diéu’ chi,nh DKHP, P.DT, P.KP,ITC‘, P.KHTC, - DKHP
cac khoa truc giai quyét thic mac cua SV vé cdc van dé | cac khoa
lién quan qua email, dién thoai hodac SV dén truc tiép.
6. Khoa duyét va diéu chinh PKHP
- Sau khi hét thoi gian SV diéu chinh PKHP, khoa kiém
tra SV c6 thoa céc diéu kién dé duge hoc cac hoe phin Phin mém
SV da dang ky hay khong. Néu SV khong thoa dicu kién Cac kh 2 tud DKHP

. 3 T N " 8 , ac khoa uan

cta hoc phan nao thi khoa khong duyét cho SV dang ky BMO04.DT.08
hoc phan do trén hé thong DPKHP.
- Trong vong 02 tuan sau khi két thuc PKHP, SV ¢6 ly
do chinh déng (Piém tdng két hoc phan cong b tré hon
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thoi gian DKHP/ Trong thoi gian PKHP bi dm dau, tai
nan dot xudt, c6 gidy xac nhan ly do/ Gia dinh ¢6 tang
su) mudn diéu chinh DPKHP thi SV nop don tai vin
phong khoa dé duogc xét duyét. Néu khoa dong y duyét
don cta SV thi khoa diéu chinh DKHP cho SV trén hé
théng DKHP.

7. Cap nhat két qua PKHP vé hé thong quan ly ciia
P.OT

-P.DT cap nhat két qua DPKHP cua SV trén hé thong
DKHP vé hé théng quan ly ctia P.DT.

NDPC

1 tuan

Phdn mém
bKHP

8. P.DT diéu chinh DKHP

- Trong vong 04 tudn sau khi két thuc thoi gian DKHP,
SV ¢6 ly do chinh déng (Diém téng két hoc phan cong
b tré hon thoi gian DPKHP/ Trong thoi gian DKHP bi
dm dau, tai nan dot xuit, co gidy xac nhan ly do/ Gia
dinh c6 tang su) mudn diéu chinh DKHP thi SV nop
don tai P.DT (ddi v&i cac HP do khoa quan ly thi phai
¢6 su ddng y cua Ban chii nhiém khoa trén don xin diéu
chinh BKHP).

-Néu don cua SV duoc duyét thi P.DT diéu chinh
DKHP cho SV trén hé théng quan ly cia P.DT, két qua
didu chinh DKHP s& khong cdp nhat trén hé thdng
DKHP. SV theo ddi két qua PKHP cubi cung khi tra
cru hoc phi; Néu don cua SV khong duogc duyét thi tra
lai don cho SV.

NDPC

4 tun sau
khi két
thac
DKHP
dot 2

BM04.DT.08

9. Luu trit ho so
- H6 so duoc luu trit theo quy dinh.

NDPC

6. PHU LUC VA BIEU MAU

STT Ky hi¢u

A s A X
Tén Phu luc/ Bicu mau

1 BMO1.DT.08

Thong bao vé viéc t6 chiic dang ky hoc phan qua mang hoc ky... cho sinh
vién trinh d6 dai hoc hé chinh quy

2 BM02.DT.08
hoc hé chinh quy

Théng bao vé viée dang ky hoc phan qua mang cho sinh vién trinh d¢ dai

3 BMO03.DT.08

Cong van phé duyét mo [6p dudi 15 SV

4 BM04.DT.08

Pon diéu chinh dang ky hoc phan

1%.34



