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1. MUC PIiCH

Hudng dan thuc hién cong tac cp tai khoan hop thu dién tur tai Trudng Dai hoc Khoa hoc tu

nhién, PHQG-HCM.

2. PHAM VI AP DUNG
2.1 Poi tuong ap dung

Quy trinh nay duoc ap dung dé kiém soat cong tac cap tai khoan hop thu dién tir tai Truong Dai
hoc Khoa hoc tu nhién, PHQG-HCM.

2.2 Trach nhiém ap dung

Phong Thong tin - Truyén thong, Phong T4 chirc - Hanh chinh va cac don vi ctia Trudng.
3. TAI LIEU VIEN DAN
- Tiéu chuin qudc gia TCVN ISO 21001:2019 va Tiéu chudn qudc té 1SO 21001:2018.

- Quy trinh kiém soat thong tin dang vin ban (QT.KHTN.01).

- Danh muc tai li¢u bén ngoai (BM05.KHTN).
4. PINH NGHIA VA TU VIET TAT
4.1 Dinh nghia

Khong c6.

4.2 Tir viét tit

NDPC: Ngudi duge phan cong
P. TTTT: Phong Thong tin - Truyén thong

- BM: Biéu mau

TK: Tai khoan
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5. NOI DUNG
5.1 Luudd
@au cép tai khoaneﬁ:
bo sung
Pay dii va hop ¢
3. Thuc hién tao tai khoan
5.2 Noi dung dién gidi
At i : ] TRACH | THOI " .
MO TA CAC BUOC THUC HIEN NHIEM | GIAN BIEU MAU
Buwéc 1. Gri yeu cau cap tai khoan email
Don vi gui Gidy dé nghi c6 ¥ kién ctia trudng don vi, BMO1.TTTT.08
¢6 ¥ kién cta truong phong T6 chue - Hanh chinh; Cac don Khi ¢6 hoac form:
hodc lanh dao don vi gui email vé vi yéu cau | https://tinyurl.co
netadmin@hcmus.edu.vn voi minh ching la hinh anh m/4dx73ndt
cua hop dong lam viéc cla cac ca nhén).
Buéc 2. Xét duyét yeu céu
-P.TTTT tiép nhan yéu cu tao tai khoan email.
- Trong thoi han 2 ngay lam viéc ké tir ngay tiép nhan Pon vi BMOL.TTTT.08
yéu cau, P.TTTT tham dinh ndi dung va hinh thirc. eu ciu: 7 nod hodc form:
- Néu ddongy thong qua thi sang budce tiép theo; }1; TTT’li gay https://tinyurl.com
- Néu khong dong y hoac can diéu chinh thi hudng ' /4dx73ndt
dan don vi gti yéu cau dé thuc hién lai quy trinh
hoac rut lai yéu cau.
Buéc 3. Thyc hién tao tai khoan .
_P.TTTT tao tai khoan email. P.TTTT 1 ngay | BMO02.TTTT.08
Buéc 4. Nhan két qua va luu ho so Pon vi
-P.TTTT gm thong tin tai khoan mai tao dénemailcua | . »° \
y€u cau; 1 ngay
truong don vi yéu cau cdp mdi tai khoan. P TTTT
- Ho so dugc luu trit theo quy dinh ‘
6. PHU LUC VA BIEU MAU
STT Ky hiéu Tén Phu luc/ Biéu miu
1 BMO1.TTTT.08 Gidy dang ky thé va tai khoan email can bd
2 BMO2.TTTT.08 Ban theo ddi cép tai khoan email can bd




