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1. MUC PIiCH

Hudng dan thuc hién cong tac hodn vi dé thi va cham thi tric nghi¢ém (bao g@)m trac nghiém
hoan toan hoac trac nghiém trong dé hon hop) tai Truong Pai hoc Khoa hoc tu nhién, PHQG-HCM.

2. PHAM VI AP DUNG
2.1 Ddi twong ap dung

Quy trinh nay ap dung dé kiém soat cong tic hoan vi dé thi va cham thi tric nghiém tai
Truong Pai hoc Khoa hoc tu nhién, DPHQG-HCM.

2.2 Trach nhiém ap dung
Phong Khao thi va Dam bao chét lugng, céc giang vién.
3. TAI LIEU VIEN DAN
- Tiéu chuin quéc gia TCVN ISO 21001:2019 va Tiéu chuan qudc té ISO 21001:2018.
- Quy trinh kiém so4t thong tin dang van ban (QT.KHTN.01)
- Danh muc tai li¢u bén ngoai (BM05S.KHTN)
4. PINH NGHIA VA TU VIET TAT
4.1 Dinh nghia
- DPé gée: Dé thi do giang vién soan bang Word ¢6 dinh dang phti hgp véi phin mém hoén.

- Dé dd hodn: Dé thi c6 duge sau khi hoan tir dé gdc, dam bao ¢6 cing ndi dung véi dé gbe
nhung thi tu cdu hoac phuong an dugc thay doi ngau nhién (thong thuong hodn thanh 4 de).

- Phiéu trd 1oi trdc nghiém: La phiéu lam bai cua thi sinh c6 dinh dang thong nhét dé c¢6 thé
nhan dang bang phan meém.

- Bai thi trdc nghiém: 1 bai thi cua thi sinh lam trén phiéu tra 10i tric nghiém (sau day goi
la bai thi).

4.2 Tirviét tit

- P. KT&DBCL: Phong Khao thi va Dam bao chat lugng

- NDPC: Nguoi dugce phan cong

- CBCT: Can bo chim thi

- Khoa/BM: Khoa/B6 mén

- GV: Gidng vién

- PTLTN: Phiéu tra 1oi tric nghiém

- BM: Biéu miu

- TB: Thong béo

- PM: Phin mém

- PL: Phu luc
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5. NOI DUNG
5.1 Luu dd
(1. Tiép nhén dé thi tric nghiém)
y
2. Sao luu dé thi gbc va hoan vi dé =
3. Kiém tra dé sau hoén vi Phaltéiuen
Khong phdt hién 16i
4. In dé thi va chuyén cho bd phan td chie thi
Y
5. Tiép nhan bai thi va xir ly dap an
\ 4
6. Nhan dang bai thi va nap két qua vao phin mém chém thi |
7. Kiém tra dir liéu va chim bai B h"l;f.”e”
Khong phdt hién 16
( 8. Xuit két qua va luu hd so >
5.2 Noi dung dién giai
Atk : A TRACH | THOI - <
MO TA CAC BUOC THUC HIEN NHIEM | GIAN BIEU MAU
Budc 1. Tiép nhén dé thi tric nghiém Theo
NDPC tiép nhan d& thi tr bd phén khao thi R T i i el i
Budc 2. Sao luu dé thi goc va hodn vi dé 7
- Sao luu dé goc trude khi tien hanh hoén vi dé khi c6 sai
s6t trong qua trinh hoén vi thi ¢ thé khdi phuc lai. bam bao
- Thyc hién hoén vi dé bang phan mém chuyén dung. tién do
Khi hodn vi dé can luu y cdc hinh anh, bang biéu; dé c6 NPPC theo tich | BMO1-DBCL.06
nhiéu phan va thong nhat font Times New Roman, size 13. thi
- Xu?}t cac ma dé thi da hoan vi N
- Xuat file dap an (file excel) theo mau da quy dinh.
Budr 3. Kiém tra dé sau khi hoan vi
- Sau khi hodn can kiém tra: o bam bao
+ No&i dung cac cau hoi so vdi dé goc NDPC tien do
+ Hinh anh, bang biéu, cac phan cua de theo lich
+ Céc thong tin ngay thi, thoi gian thi, ma luu tri,. .. thi
+ Dinh dang theo mau (Header, Footer,...)




- Gui file két qua cho GV
- Luu ho so va két thuc cham thi.
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Budc 4. In dé thi va chuyén cho bd phén tb chirc thi .
- Ghép cac ma d¢ thanh 1 file duy nhat trudce khi inva | NBPC, | tién do
luu trir dudi dang file .PDF . B0 phan to theo lich QT.BBCL.0S
- In d€ trdc nghiém theo quy trinh in sao dé thi churc thi thi
- Chuyén cac dé€ da in cho b phan t6 chire thi
Budc S. Tiép nhén bai thi va xt& ly dap an
Sau khi thi, b phan chdm thi tric nghiém nhan bai thi
tor bd phan t chirc thi va thuc hién céc cong viéc sau:
- Rut danh sach thi
- Xép bai thi theo timg 16, m&i 16 ¢6 thé gdm nhidu tui
- Scan bai thi theo 16 bang may scan chuyén dung.
(Trong khi scan kiém tra s6 bai thi véi s6 bai cia tdi NBPC Theo
hay cua 16. Néu so bai khong khép thi kiém tra xem lich thi
bai thi ¢ bi dinh hodc con sét trong tai. Néu ¢6 thi
phai dém lai bang tay).
- Xt ly va nap dap an tir file excel vao phin mém
chém bai
- Nap danh sach thi tir phan mém td chire thi vao phin
mém chim bai.
Budc 6. Nhan dang bai thi va nap két qua vao phan
mém chim thi . )
- Nhan dang bai thi bang phan mém chuyén dung: Pam bao tién)
Trong khi nhdn dang, kiém tra v stra céc I8 t6 md, | (b (g(éncqo(rtlfg)ib;a BM02.DBCL.06
t6 sai ma dé, to sai ma’smh vién,... N 1 tudn sau
- Két qua nhan dang xuét ra file text theo mau. khi thi)
- Nap két qua nhan dang vao phan mém cham thi:
Dam bdo nap dung file tuong tmg véi dé can cham.
Budre 7. Kiém tra dir lidu va chim bai
- Kiém tra dir liéu vira nap, bao gdm: )
+ Sb dong d nap tuong ting s6 thi sinh du thi Ddénm bao gfn
+ Ma thi sinh ¢4 triing v&i danh sach thi khong? S
+ Cic thi sinh e6 b t;gtmg ma khong? ¢ RRECH dicm (torda
N : 1 tuan sau
+ Ma d¢ co bi sai khéng? khi thi)
- Chinh sua cac sai sét néu co
- Chay chirc nang tinh s6 cau ding (cham bai).
Budrc 8. Xuit két qua va lwu ho so
- Xuat két qua sé cau theo mau (file excel);
- Xuat céc s6 liéu théng ké (néu co yéu cau); NDPC BMO03.DBCL.06

6. PHU LUC VA BIEU MAU

STT Ky hiéu Tén Phu luc/ Biéu miu
BMO1.DBCL.06 | Mau dap an
BMO02.DBCL.06 | Két qua nhan dang
BMO03.DBCL.06 | Két qua cham tric nghiém (s6 ciu dung)




