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1. MUC PIiCH

Hudng din thuc hién cong tac xir ly diém va luu trir diém bai thi cac mon hoc thudce bac dai
hoc tai Truong Pai hoc Khoa hoc tu nhién, DPHQG-HCM.

2. PHAM VI AP DUNG
2.1 Pbitwong ap dung

Quy trinh nay ap dung dé kiém soat cong téc xur ly diém va luu trir diém bai thi cic mon hoc
thudc bac dai hoc tai Truong Dai hoc Khoa hoc tur nhién, DPHQG-HCM.

2.2 Trach nhiém ap dung

Phong Khao thi va Dam bao chét lugng, Phéng Dao tao, cac khoa va cdc giang vién.
3. TAI LIEU VIEN DAN

Tiéu chudn quéc gia TCVN ISO 21001:2019 va Tiéu chudn qudc té ISO 21001:2018.
Quy trinh kiém soat thong tin dang vin ban (QT.KHTN.01)
Danh muc tai liéu bén ngoai (BM05.KHTN)

4. PINH NGHIA VA TU VIET TAT
4.1 Dinh nghia

Bing diém: La danh sich thi theo miu do phong Khéo thi va PBCL ban hanh c6 chir ky
cta sinh vién va can bo coi thi. Sau khi can bo chéup thi ghi diém va ky xac nhan phia dudi
danh sach khi d6 danh sach thi s€ tr¢ thanh bang diém.

Scan bing diém: La dung méay quét toc do cao chup anh cac bang diém va luu trit vao may
tinh (cac bang diém dugc tap hop dé quét theo 16).

Nhin dang: La thao tac dung phén mém chuyén dung doc anh bang diém va xuét ra diém
s0 tuong Ung ghi trong bang diém.

Kiém do: Kiém tra két qua nhan dang so vdi bang dieém goc.

4.2 Tir viét tit

P. KT&DBCL: Phong Khao thi va Dam bao chat luong
NDPC: Nguoi duge phan cong
CBCT: Céan bd chdm thi

CV: Chuyén vién

NV: Nhan vién

VC: Vién chuc

GV: Giang vién

P.DT: Phong dao tao

BCNK: Ban chu nhiém khoa
TTDVB: Thong tin dang véan ban
HTQL: Hé thong quan ly
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5. NOI DUNG
5.1 Luu do

Qiép nhén béngD
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2. Phan loai bang diém
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3. Scan bang diém va xir Iy diém

Nhdn dang sai

4. Kiém do bang diém

Nhan dang dung
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4a. X1 1y diém sau

kiém do

5. Cong diém va guri két qua sang P.DT
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5.2 Noi dung dién giai

MO TA CAC BUOC THUC HIEN

TRACH
NHIEM

THOI
GIAN

BIEU MAU

Budre 1. Iiép nhan bang diérp
NDP,C tiép nbém bai thi va diém bai thi tu GV sau khi
thi toi da 2 tuan

NDPC,
GV

Sau,khi
thi téi‘ da
2 tuan

BMO01.DBCL.09
BM02.DBCL.09

Budc 2. Phan loai bang diém
NDbPC sip xep, phan loai bang diém, bao gébm: Diém
tdng két, diém qua trinh, diém gitra ky.

NDPC

1 ngay

BMO1.DBCL.09
BMO02.DBCL.09

Buérc 3. Scan bang didm va xir ly diém

NDPC thuc hién cac viéc sau:

- Scan bang diém theo ting loai, nhép ti 1€ diém dbi
v6i cac hoc phan 6 diém thanh phan

- Nhan dang anh cic bang diém bang phin mém
chuyén dung. Theo d&i va chinh stra 13i phat sinh trong
qué trinh nhan dang, néu co.

Diém thi sau khi nhan dang dugc c4p nhat tu dong vao
hé thong quan ly diém.

NDPC

1-3 ngay

Phan mém
chuyén dung

Buore 4. Kiém do bang diém

NDPC in bang diém va chuyen cho bd phan kiém do,
dbi chleu v6i bang diém goc (do phan mém nhan dang
chir viét tay nén khong thé c6 do chinh xéc tuyét doi).

NDPC

1-3 ngay

BMO03.DBCL.09

Budc 4a. Xir ly diém sau khi kiém do
Sau khi kiém do (tht cong), nhitng diém bi nhdn dang
sai hodc khong nhén dang dugc s€ sura truc tiép hodc
nhép thi cong truc tiép vao phan mém.

NDPC

1-3 ngay

Phan mém
chuyén dung

Buéce 5. Cong diém va giri két qua thi sang P.DT
Sau khi da ki€ém do va chinh sira, NDPC cong diém va
gm dir liéu sang P.DT dé luu trir va cong bd cho sinh
vién thong qua cong thong tin Portal cua truong. bé
cong diém phai kiém tra mot s6 thong tin:

- Kiém tra Iép dang ky cua sinh vién

- Kiém tra ti I¢ diém

- Kiém tra cac diém thanh phan

- Kiém tra cac diém ngoai 1¢

NDPC,
P.DT

Sau,khi
thi téi da
3 tuan

BM04.DBCL.09

Budce 6. Luu hb SO

Bang diém gdc dugc chuyén cho BCN khoa ky xic
nhan, sau d6 dugc phan loai, xép theo ma hoc phan
vao tung hop, dan nhan va luu trir tai P.KT&DBCL.

NDPC,
BCN Khoa

6. PHU LUC VA BIEU MAU

STT Ky hiéu Tén Phu luc/ Biéu miu
1 BMO1.DBCL.09 | Danh séach thi-cudi ky
2 | BMO02.DBCL.09 | Danh sach thi- qua trinh
3 BMO03.DBCL.09 | Bang kiém do
4 BM04.DBCL.09 | Bang diém chuyén P.DT




