BO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HQC VINH Déc lap - Tu do - Hanh phiic

QUY CHE
Quan ly, khai thac H¢ thong théng tin dién ti
cia Trwomg Dai hoc Vinh

(Ban hanh kém theo Quyét dinh s6 1044 /QP-DHV ngay /6 / 4 /2013
cua Hiéu trucng Truong Dai hoc Vinh)

Chuong I
QUY DINH CHUNG
Piéu 1. Poi twong, pham vi ap dung

Quy ché nay quy dinh viéc quan ly va khai thac Hé théng thong tin dién tir clia
Trudng Pai hoc Vinh.

Quy ché nay dugc 4p dung dbi véi cac don vi truc thude Trudng Pai hoc Vinh
va can bg, cong churc, vién chic, hoc sinh, sinh vién, hoc vién dang cong tac va hoc
tap tai Truong (sau ddy goi chung la ngudi dung) trong viée quan ly va khai thac H¢
théng thong tin dién tir chia Truong.

Diéu 2. Hé théng thong tin dién tir cia Trudng Pai hoc Vinh
Hé théng thong tin dién tir cua Truong Pai hoc Vinh bao g@)m:

- Mang mady tinh cta Truong Dai hoc Vinh gém mang cuc bd tai co s¢ 1 va co
s& 2 ctia Truong, cac duong két ndi Internet va duong truyén Leased Line.

- Website cia Nha truong va subsite ctia cac don vi trong Trudng.
- Phin mém vin phong dién tir eOffice.

- Phin mém quan ly ddo tao theo hé thong tin chi.

- Phin mém quan ly dao tao h¢ vura lam vira hoc.

- Phin mém quan ly dao tao Sau dai hoc.

- C4c hé thdng thong tin nghiép vu khic dugc Nha truong giao cho Trung tim
Cong ngh¢ thong tin quan ly va van hanh.

Piéu 3. B phin duwgc giao quan Iy Hé thong thong tin dién tir cia Truong
Pai hoc Vinh

Trung tdm Cong ngh¢ thong tin - Information Technology Center (ITC) dugc
Nha truong giao trach nhi€ém quan ly va van hanh k¥ thuit HE thdng thong tin dién tir
cua Truong Dai hoc Vinh.




Pitu 4. Cac thuit ngir va khai ni¢m

1. Mang cuc bd (LAN - Local Area Network): La mdt hé théng mang bao gdm
cdc may tinh va céac thiét bi ngoai vi dugc lién két v&i nhau. Ngudi st dung mang cuc
bo ¢6 thé chia sé tai nguyén nhu théng tin, dit liéu, cdc phan mém dung chung, cac
cdng cu tién ich va cac thiét bi ngoai vi.

2. Co s& dit liéu (Database): 1a kho dir liéu dugce luu trit trén may tinh theo cac
qui trinh nghiép vu di duge thiét ké tir trudc.

3. Thong s6 mang: 1a cac thong sé quy dinh do Trung tdm Cong nghé thdng tin
dit ra nhdm dam bao su théng nhit trong viéc st dung mang may tinh cua Truong.

4. Thong tin truyén nhan trén mang may tinh: 1 nhitng théng tin phuc vu cong
tac quan ly, chi dao, diéu hanh va tic nghiép cia Truong ; tuyén truyén, cung cép
thong tin vé duomg 16i, chi trwong, chinh sach ctia Pang, phap luat ciia Nha nudc.

5. Trang thong tin dién tir (goi tit la website) la noi cung cép, trao dbi thong tin
trén mang Internet. Website bao gdm nhiéu trang web, trong d6 cé Trang nhit (Home
page) la trang dau tién ma ngudi st dung nhin thiy khi ma website. Théng tin trén cac
trang web dugc truyén tai bing da phuong tién: vin ban, 4m thanh, tiéng néi, dd hoa,
biéu d4, hinh anh, video. C6 thé truy cap thong tin tlr cac trang web khac nhd céc siéu
lién két (hyperlink).

6. Trang thong tin dién tir cua cac don vi trire thugc Trudng Dai hoc Vinh sau
day goi 1a subsite.

7. Phén mém quan ly dao tao theo hé théng tin chi ctia Céng ty TNHH giai
phap phin mém CMC sau day goi tét 1a phin mém CMC.

Chuong II
QUAN LY, KHAI THAC MANG MAY TiNH
Piéu 5. Quan Iy mang may tinh cia Truong

1. Trung tim Cong nghé théng tin tryc tiép quan Iy k§ thust mang may tinh. La
don vi diu méi thuc hién két ndi Internet cho toan Truong. Ngudi dung hodc don vi clia
Trudng khi ¢6 nhu cau két ndi may tinh vao mang may tinh cta Trudng c6 trach nhiém
théng béo bing vin ban cho Trung tdm dé xem xét va trinh Hiéu truéng quyét dinh.

2. Trach nhiém cuta cic don vi sir dung;:

- Quan 1y trang thiét bi may tinh (phin ctmg va phan mém, dit liéu, an toan
thong tin) cia minh. Trudng hop thiét bi mang da dugc ban giao cho don vi quan ly,
don vi cAn dam béo cac diéu kién cin thiét d& thiét bi c6 thé hoat dong binh thuong.

- Khi ¢6 yéu ciu lip dat, két ndi thiét bi mang, mdy tinh mé&i vao mang may
tinh ctia Truong phai c6 thdng béo bing vin ban toi Trung tim Céng nghé thong tin dé
Trung tAm xem xét va trinh Hiéu truong quyét dinh.




- Khi ¢6 su ¢6 mang cin thong bio téi Trung tdm Cong nghé thong tin qua sb
dién thoai hd tro 0383.590670, hodc biang céng vin yéu ciu sira chita mang.

- Khéng tu y sira chita, thay ddi, lap dat thiét bi hé théng mang ctia Truong.

- Khéng tu y két ndi trang thiét bi mang vao hé théng mang ctia Truong.

- Ngudi dung khi tham gia vao mang may tinh khong dugc tu ¥ thay ddi cu
hinh c4c thiét bj cta hé théng mang. Trudong hop cin thay ddi phai duoc su dong y
bing vin ban ctia Trung tdm Cong nghé thong tin sau khi di tién hanh kiém tra cdu
hinh k¥ thuét khong anh hudéng dén hoat déng chung ctia hé thdng mang Truong.

- Chi s dung mang cua Truong phuc vu cho cong téc giang day, hoc tip,
nghién ciru va cic hoat dong khac cua Truong. Tuyét dbi khong sit dung mang may
tinh ctia Trudng dé khai thac, lwu trit tro choi, cac chuong trinh giai tri va cac théng tin
c6 noi dung khéng lanh manh, khong phu hop véi van hda dén toc.

Piéu 6. Vai tro cia Trung tim Cong nghé¢ thong tin trong viéc quan ly
mang may tinh cia Nha truwong

1. Quan ly ha ting dudng truyén, thiét bi hé théng (Switch t6i Router). Cung
cép cac dich vu mang theo quy dinh ctia Trudng va truy cp Internet.

2. Tham gia tu van thiét ké, giam sat thi cong mang.

3. Hb tro cAu hinh, két ndi thiét bj mang, may tinh méi vao mang khi ¢é yéu cAu.

4. Sira chira khic phuc su cb mang khi c6 yéu clu (cung cép tin hiéu mang, dich
vu mang ctia Trudng théng subt t6i cac nut mang cla cc don vi trong Trudng).

5. Kiém tra may chu va cac thiét bi mang; theo ddi sy hoat dfng ctia may chu,
kiém tra va dam béo su van hanh thong sudt cua cac théng tin trén mang.

6. Thuc hién viéc sao luu dit liéu theo ké hoach (hang thang, hang ndm).

7. Chu tri khao sat, x4y dung cac phdn mém quan 1y nghiép vu theo yéu céu cia
Nha trudng.

8. Tu vén, hd tro cho don vi st dung cai dat, quan ly phﬁn mém, dit liéu, an
toan thong tin.

Piéu 7. Bio dim an toan thong tin, dir liéu

1. Trung tdm Céng nghé thong tin chiu trdch nhi¢m dam bao an toan thong tin,
dit li€u trén hé théng may chi ciia Nha trudng. Viéc bdo quan, sao luu dit liéu dugc
thuc hién trén may cht dit tai Trung tdm Cong nghé thoéng tin. Trung tdm co trach
nhiém ap dung céac bién phap dam bao an ninh, bdo mat nhitng théng tin trén mang cia
Nha truong.

2. Ngudi st dung phai chiu trach nhiém hoan toan vé cac thong tin do minh
cung cép 1én mang. Phai ty bao vé mét khau truy cip ctia minh va chiu trich nhiém vé
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viée sir dung mét khiu dé truy cap va cung cip thong tin. Ngudi sit dung khong dugc
phép cung cép tai khoan va mat khiu cia minh cho ngudi khéc. Cac hanh vi gia mao
dia chi thu dién tir, tAn cong cac Server, tham do, cai dat cac phén mém in trdm mat
khau s& bi xur ly theo qui dinh hién hanh.

Piéu 8. Phong, chong Virus may tinh

1. Trung tdm Coéng nghé thong tin cé trach nhiém dinh ky quét Virus mdy tinh
cho cac may chu sir dung tai Trung tdm va thuong xuyén cép nhat cac chuong trinh
chéng Virus, cac ban stra 15i hé thdng méi nht.

2. Nguoi dung thude Trudng co trach nhiém tudn thu cac bién phap phong va
chéng Virus may tinh. Moi dit liéu tir cac thiét bi luu trit bén ngoai va tu Internet déu
phai dugc quét di¢t Virus trude khi st dung. Nhitng mdy tinh phat hién c6 Virus phai
duoc tach khoi mang vé mit vat ly dé tranh tinh trang 1y nhiém sang cac méy tinh khac.

Chuong 11X
QUAN LY, KHAI THAC WEBSITE
Piéu 9. Chirc niing ciia website Trudmg Pai hoc Vinh

1. Pang tai cac thong tin c6 lién quan dén hoat dong dao tao, nghién ctru va
chuyén giao cong nghé; hop tac quéc té; cong tac hoc sinh, sinh vién, hoc vién; hoat
ddng cua cac doan thé chinh tri - x4 h6i ciia Truong Pai hoc Vinh.

2. Pang tai cac thong tin hoat dong cua cac don vi thudc Truong.

3. Céc thong tin dugc ding tai bing 2 ngdn ngir tiéng Anh va tiéng Viét.

Diéu 10. Nhiém vu ciia Ban quan trj website ciia Truomg

Ban quan tri website dugc Nha truong thanh l&p va giao nhiém vu quan ly
website Truong (www.vinhuni.edu.vn), theo ddi va gidm sat viéc stt dung website ctua
Trudng, thuc hién cong tic quan ly thdng nhat va toan dién website. Ban quan tr
website chiu trach nhiém truc tiép van hanh website cuia Truong theo cac ndi dung:

1. Nhéin théng tin tir cac don vi trong Trudong va cdp nhat lén website cia
Trudng. Thoi gian tir lac nhan bai dén luc bai duge ding khong qua 02 ngay.

2. Sao luu dir liéu, dam bao vén hanh k¥ thuat website cua Truong.

3. Pam bao lién két giita website cia Trudng va subsite clia cdc don vi tryc
thudc.

4. Kiém duyét cac ndi dung thong tin trén website ctia Trudng, g& bo cac thong
tin khong chinh xac hodc vi pham quy dinh.

5. Thuc hién chi dao cua Hiéu truéng ddng tai thong tin vé céac hoat dong,
quang ba cua Truong 1€n website.

Piéu 11. Nhiém vu cia cac don vi trong Truong




1. Cung cép thong tin téng hop chinh xac, cip nhit vé linh vuc hoat dong cia
Truong do don vi quan ly.

2. Cung cip céc thong tin ddy du chinh x4c vé chirc ning, nhiém vy, qui trinh
nghiép vy, cac dau méi lién hé dé Bo phan quan Ly cap nhat 1én website cua Trudng.

3. Thong béo kip thoi vé cac sai sét trén website cia Trudong dén Ban quan tri
dé xir ly.

4. Pon vi ¢6 nhu ciu dua thong tin 1én website ctia Truong giri thong tin dén
cho Ban quan tri déng thoi bao cdo Hiéu trudng. Ban quan tri s& cdp nhat thong tin 1én
website.

S. Pon vi ¢ nhu cau dua cac thong tin thudng xuyén duogc guri theo qui trinh
théng nhét gitta Bo phan quan ly va don vi dugc Hiéu trudng phé duyét.

6. Pam béo tinh nhit quan vé thong tin giita subsite ctia don vi voi website clia
Trudng, tranh tinh trang co s& dit liéu chdng chéo, trung 13p gy ra khé khin trong
viéc quan ly tinh chinh xac va lang phi tai nguyén.

7. Cac don vi ¢ can bd quan tri subsite cua don vi theo su hudng dan cua Ban
quéan tri website Trudng.

8. Trudng céc don vi chiu trach nhiém trudc Hiéu trudng vé noi dung céac thong
tin dugc dua Ién website cta don vi minh.

Chuong IV
QUAN LY, KHAI THAC VAN PHONG PIEN TU EOFFICE
Diéu 12. Muc dich, yéu ciu

1. Van phong dién tir eOffice 14 phuong thirc trao déi théng tin bit budc trong
ché d6 lam viéc hang ngay ciia Nha truong. Céc hoat dong trao dbi théng tin lién quan
dén nhiém vu cia can bd s& dugc thue hién trén hé théng Vian phong dién tir.

2. Vin phong dién tir eOffice bao dam viéc trao d6i, luu trir, khai thac va su
dung thong tin trong ndi bd ciia Nha truong thong qua cac dich vu trén mang, cic phﬁn
mém va cac co so dit lidu dung chung. Hé théng thong tin dién tir cia Truong Pai hoc
Vinh phai duoc sir dung diing muc dich va ¢6 hiéu qua thiét thuc, duge quan ly tap
trung, théng nhat va bao dam an ninh, an toan mang va di liéu.

3. Thé thirc va k¥ thuét trinh bay vin ban trong vin phong dién tir eOffice thuc
hién theo quy dinh hién hanh cua Nha truong.

4. Thong diép dit liéu trong Vin phong dién tir c6 gid tr] twong duong ban gdc.




Piéu 13. Trich nhiém cia Trung tim Cong ngh¢ thong tin

1. Trung tdm Coéng nghé thong tin phdi hop véi Cong ty Cb phan céng nghé
Binh Minh (don vi cung c4p phin mém eOffice) chiu trach nhiém quén ly, bao tri, bao
dam cho phan mém van hanh dugc thong sudt.

2. Cung cip tai khoan, phan quyén cho ngudi st dung.
3. C6 trach nhiém hd trg, hudng dan c4 nhan duoc cép tai khoan cach st dung;

4. Kiém tra, giam st viéc khai thac, sir dung ctia ngudi ding duoc cip quyén
sir dung phdn mém eOffice ctia Nha trudng.

Piéu 14. Trich nhiém ctia Phong Hanh chinh Tong hop

1. Phong Hanh chinh Téng hop chiu trach nhiém ding tai lich tudn va c4c van
ban cua Nha trudong lén eOffice kip thoi dé cac don vi thuc hién.

2. Chiu trach nhiém v& tinh chinh xac, kip thoi céc thong tin cia Nha trudng
dugc dang tai lén eOffice.

Pitu 15. Quyén va nghia vu ciia ngudi st dung
1. Mbi ngudi sir dung duge cung cip 01 tai khoan riéng.

2. Nguoi str dung tu quan ly tai khoan clia minh, c6 trach nhiém thay déi va lwu
gitt mat khau c4 nhan. Khong tu y st dung tai khoan ctia ngudi khic hodc cho nguoi
khéc sir dung tai khoan ca nhan dé dang nhip chuong trinh.

4. Nguoi sir dung chiu trach nhiém vé nhiing sai sét lam mét an toan do c6 y
hay v6 tinh ma minh géy ra.

5. Hang ngay, vao dau gio lam viée, cic ca nhan phai ding nhap vao chuong
trinh eOffice dé tiép nhan, theo ddi, xit ly van ban theo chirc nang, nhi€ém vu cua minh.
Khi két thuc ngay lam viéc, phai thoat khoi eOffice trude khi tit may.

Chuwong V
QUAN LY, SU DUNG PHAN MEM PAO TAO THEO HE THONG TiN CHI

Piéu 16. Trach nhiém ciia Trung tim Cong nghé théng tin

1. Dam bao duy tri hoat ddng ctia phdn mém, sao luu dit liéu dinh ky theo ngay,
thang, ky, nam tiy theo tinh chit quan trong ca dir liéu.

2. Tao va phan quyén ngudi ding cho cac phin hé tic nghiép theo diing chue
nang quan ly chuyén mén do Hi€u trudng quy dinh.

3. Tiép nhan yéu ciu tir cac don vi, phdi hop vai Cong ty TNHH giai phap phan
mém CMC dé chinh stra, ndng cdp phin mém khi can thiét.

4. Phan anh kip thoi cho Hiéu trudng khi ndm duoc nhitng thong tin sai sot, bét
thudng trong viée van hanh va khai thac phan mém.



Piéu 17. Trach nhiém ciia Phong Céng tac chinh tri - Hoc sinh, sinh vién

1. Quan ly hd so sinh vién, dua sinh vién tring tuyén vao hé théng, tao 16p,
phén 16p, chuyén 16p cho sinh vién, theo dbi lich sir, théng ké tinh hinh bién ddng, cap
nhét trang thai, cdp nhat quyét dinh xur ly hoc tap, ...

2. X4y dung bang quy udc ddnh mi sinh vién, cip ma sinh vién méi thong nhét
cho tat ca cac khoa hoc vé nganh hoc va dbi twong sinh vién (sinh vién chinh quy, sinh
vién dao tao theo nhu cu xa hoi, sinh vién hé lién théng, sinh vién ngudi nude ngoai,
sinh vién cu tuyén, 30a,...) dé tién cho viéc kiém tra, theo doi. Bang quy udc mi sinh
vién phai duoc Hiéu trudng phé duyét va chuyén cho cac don vi lién quan d¢é phéi hop
thuc hién.

3. Phan quyén tra ctru dit lidu hd so sinh vién theo quy dinh.

4. Quan ly déi tuong chinh sach va dbi tuong wu tién.

5. Cap nhét h¢ sb va dinh muc hoc phi theo dbi tuong sinh vién, khoa, khoa,
nganh theo quy dinh cua Truong.

6. Quan 1y hoc bdng: Thiét 1ap diéu kién xét hoc bdng, td chirc xét hoc bong,
phéan bd ti 1& sinh vién dugc cép hoc béng, xét trg cép x4 hdi cho sinh vién.

7. Quan ly d6i twong lién két dao tao.

8. Cap nhéat cac Danh muc h¢ théng: dan toc, ddi tugng chinh sach, débi tugng
dao tao, gia dinh thudc dién uwu tién, hinh thirc ky luat, hinh thitrc khen thuong, khu
vuc, huyén, tinh, quéc tich, ton gido,...

9. Panh gi4, phan loai xép hang: Khai bao tiéu chuén, tiéu chi danh gia rén
luyén chi tiét, tiéu chi danh gia rén luyén, tiéu chudn phén loai rén luyén, tidu chuin
phén loai sinh vién, céac méc diém thuong, tién hanh danh gia phéan loai xép hang theo
quy dinh cua Nha truong.

10. Phén quyén danh gia rén luyén, xét hoc bong khuyén khich hoc tap cho Trg
ly quan ly sinh vién cac Khoa.

11. Phéi hop véi Phong Dao tao xtr ly hoc vu dbi v6i sinh vién chuyén truong.

Piéu 18. Trach nhiém cia Phong Pao tao

1. Quan ly dao tao: Quan ly chuong trinh dao tao, quan ly danh muc 16p, lap
ké hoach dao tao, thiét 14p thoi gian ti da hoan thanh chuong trinh hoc; xét cong nhén
t6t nghiép, ...

2. Xép loai t6t nghiép, quan ly va giao bang tot nghiép.

3. Quan ly dang ky hoc:

- Huong dan ¢d vén hoc tap, tro ly dao tao, sinh vién,... thuc hién cac quy dinh,
quy trinh vé& ding ky hoc, huy két qua diang ky hoc.



- Cép va phan quyén cho ngudi ding sir dung phan hé ddng ky hoc, thiét lap
tham sb dang ky hoc (thoi gian ding ky, sé tin chi tbi da, tbi thiéu, hoc lai, hoc cai
thién diém),...

- Phén c6ng ding ky hoc hop Iy tranh tinh trang qua tai cho hé théng. Ké hoach
dang ky hoc phai duoc thong béo trén eOffice dé cac don vi lién quan cé ké hoach
phdi hop, hd tro sinh vién.

- Chuyén s du tai khoan ctia sinh vién tir phan hé tic nghiép sang phan hé dang
ky hoc dé sinh vién ding ky hoc theo quy dinh.

4. Thiét 1ap tham s hoc tap, cong thirc tinh diém cho timg hoc phan, khai béo
loai diém, quy tic lam tron diém, quy tic chuyén ddi diém theo hé 4, thiét dit quan hé
mén tuong dwong phuc vu chuyén diém.

5. Chu tri va phéi hop viée xét bude thdi hoc, canh bao budc thdi hoc va xét
cong nhan t6t nghiép.

6. Phdi hop véi cac phong Cong tac chinh tri - Hoc sinh, sinh vién, Ké hoach -
Tai chinh thyc hién viée tinh hoc phi trong toan Trudng sau khi két thic diang ky hoc.

7. Chu tri va phbi hop véi cac phong Cong tac chinh tri - Hoc sinh sinh vién, Ké
hoach - Tai chinh thuc hién viéc tinh hoc phi phai ndp cta ting sinh vién tir khi nhép
hoc dén khi sinh vién t6t nghiép, chuyén trudong, budc thdi hoc, tam dimg hoc... va xac
dinh hoc phi sinh vién da ndp, da dang ky hoc trong toan Trudng theo tirng ky hoc,
nam hoc, khéa hoc.

Piéu 19. Trich nhiém cia Phong K¢ hoach - Tai chinh

1. Kiém tra d6i chiéu hé sé hoc phi cac hoc phan va hé s6 hoc phi cho timg ddi
tugng theo quy dinh.

2. Ban hanh va kiém tra khung hoc phi, kiém tra danh sach sinh vién phai déng
hoc phi theo ding dbi tuong, thu hoc phi cho sinh vién, bdo céo tinh hinh ndp hoc phi
cta sinh vién theo timg ky hoc va cic thoi diém theo yéu ciu quan ly, bdo céo tinh
trang ng hoc phi theo ting ky hoc, ndm hoc, khoa hoc, khi xét sinh vién tdt nghiép, sau
mbi dot ding ky hoc; théng ké tinh trang dong hoc phi theo don vi lién két dao tao.

3. Phéi hop vdi phong Pao tao, phong Cong tac chinh tri - Hoc sinh sinh vién
ra soat kiém tra hé s6 va cach tinh hoc phi ctia sinh vién.

4. Thuong xuyén kiém tra dbi chiéu tinh hinh dong hoc phi cta sinh vién, kiém
tra x4c nhén cc nghia vu vé tai chinh dé Nha truong xét tdt nghiép, hoc bbng, thoi
hoc, ding hoc...

5. Tdng hop hoc bdng, kiém tra dbi chiéu tinh hinh cdp phat hoc bdng cho sinh
vién, cip hoc bdng, béo cdo chi tra hoc bong cho sinh vién.

6. Sao luu trit dir liéu thi cong tién ndp, tién no ctia sinh vién sau mdi dot ding
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ky hoc, médi hoc ky dé dam bao an toan va phuc vu cho cong tic quan ly khi can thiét.
Piéu 20. Trach nhiém cia Phong Do tao Sau dai hoc
1. Quan ly khung chuong trinh va chuong trinh dao tao Sau dai hoc.
2. Phan hoc vién vao 16p chuyén nganh.

3. Phdi hop véi Trung tdm Pam bao chét lugng, cac Khoa dé t5 chuc thi va
nhdp diém thi cho hoc vién cao hoc.

Diéu 21. Trach nhiém cia Phong Quan tri
1. Quan ly va van hanh phan h¢ “Quan ly phong hoc”.

2. Quan ly danh muc toéa nha, phong hoc, phong thuc hanh, thi nghiém trong
toan Trudng.

3. Quan ly lich cia cac phong hoc, thuc hanh, thi nghiém,...

4. Cung cap, tra ctru thong tin phong hoc theo cac ti€u chi: Bén, roi, sirc chira
hoc, sttc chira thi, ¢6 micro, c6 loa, phong da chirc ning,...

Piéu 22. Trach nhiém cia Phong T chirc Cén bd
1. Quan ly va véan hanh phén hé¢ “Quan ly nhan su”.

2. Cung cip dir lidu, thong tin vé can bo, cong chirc, vién chiic theo quy dinh
cua Hiéu trudng.

3. Cap ma sb cho cén bd.

4. Cép nhat dir liéu thuong xuyén, dam bdo tinh chinh xéac cta dir liéu.

Piéu 23. Trach nhiém cia Trung tim Pam bio chit lwong

1. Trung tdm Pam bao chit lugng 1én ké hoach va t chie thi cac 16p hoc phan.
2. Quan ly phach tit ca cac hoc phan dugc t6 chire trong dot thi theo lich thi.

3. Chuyén cac thong tin cin thiét cho cac khoa thuc hién viée dén tui, cit
phéch, vao diém theo phach,...

4. Phan quyén nhap diém thanh phan, diém thi cho cac Khoa.

5. Stra diém cho sinh vién khi c6 sai sot theo quy dinh cua Hiéu truong.

6. Thuc hién chlrc ndng quan ly diém: Théng ké lich st cap nhat diém, tinh
diém hoc phin, nhap diém trir vi pham quy ché, théng ké tién d¢ nhap diém, chuyén
diém cho sinh vién trong truong hop chuyén khéa, nganh,...

7. Pua ké hoach thi, két qua hoc tap 1én trang ca nhén sinh vién dé sinh vién
tra clru.

8. Cung cép dit liéu diém cho Khoa, Phong Dio tao, Phong Cong tac chinh tri -
Hoc sinh, sinh vién ding thoi gian quy dinh phuc vu céc cong tac xét duyét.




9. Chuyén dit liéu dang ky hoc vao phan hé tac nghiép sau mdi dot ding ky.

10. Sao luu trit dit liéu diém tha céng sau mdi hoc ky dé dam bao an toan cia
dir lidu.

Diéu 24. Trach nhiém ciia cic Khoa

1. Trach nhi€m ctia cdn by Vian phong khoa:

- Cling giang vién phu trach hoc phin nhép diém: chuyén can va thai d9, kiém
tra gitta ky va diém thi két thic hoc phin; in danh sich diém phach thanh 02 ban cé
chit ky ctia nguoi nhap diém, Van phong Khoa va Trudng bd mon. in bang diém 16p
hoc phin thanh 03 ban c6 chit ky xac nhan thoi diém in clia ngudi nhip diém, Vin
phong Khoa va Trudng b mon, theo miu cua phong Pao tao cép, luu tai Van phong
khoa, phong DPao tao va Trung tim Pam bao chét luong.

- Nhép diém cho sinh vién chuyén truong (sau khi cé bang chuyén diém cua
Trg ly dao tao, Trudng khoa va Phong Dao tao xac nhén).

- In danh sé4ch sinh vién cac 16p hoc phén cho gidng vién phu trach.

- In danh sach phong thi sau khi da dwoc cap lich thi, dia diém thi.

- In bang diém cua 16p quan Iy theo timg hoc k¥, nam hoc va toan khoa hoc.
2. Trach nhiém cta C6 vén hoc tap:

- Tu vén va hd tro sinh vién dang ky hoc, huy, rat bét hoc phan, thay dbi két
qua dang ky hoc cua sinh vién trong thoi gian quy dinh cua Nha truong, dang ky hoc
lai, hoc chuong trinh 2, hoc cdi thién diém,...

- In thoi khéa bi€u cua sinh vién, tra ciru, in di€m sinh vién.
3. Trach nhiém cua Trg ly dao tao:

- Cudi mbi hoc ky cung cdp ngudn nhén luc cia khoa dé phong Pao tao lap ké
hoach mé& 16p cho sinh vién dang ky hoc.

- T4 chirc don tai, danh phach va chdm thi hoc phan.
4. Trach nhiém cua Tro ly Quan ly sinh vién:

- Hudng dan sinh vién cdp nhat danh ba va cic dit liéu khac sau khi sinh vién cé
tén trong hé thong.

- Cép nhat diém rén luyén, in thng ké tong hop diém rén luyén cua sinh vién,
nhan xét va théng béo cho gia dinh sinh vién biét khi két thuc mdi hoc ky.

- X¢ét hoc bdng khuyén khich hoc tip cho sinh vién ctia Khoa, in danh séch sinh
vién dat hoc bdng va bang tdng hop hoc bdng theo timg hoc ky.

- Phéi hop v6i Van phong khoa, C6 van hoc tap, Tro ly dao tao thuc hi€n xét
budc thoi hoc va canh bao bude théi hoc cho sinh vién dudi sy chi dao cua Trudng khoa.
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Dieu 25. Trach nhiém cia sinh vién

1. Sinh vién st dung tai khoan cua minh dé: xem céc thong bio chung ctia
Trudng, chuong trinh dao tao, quy ché dao tao, thoi khoa biéu theo hoc ky; ding ky
hoc; xem két qua dang ky hoc; xem lich thi, két quéd hoc tap cé nhdn; xem tinh trang
ndp hoc phi; trao dbi tin nhin véi C6 van hoc tip va giang vién vé nhitng vin dé lién
quan to1 hoc tap.

2. Sinh vién khéng dugc ding ky hoc khi khong c6 tién trong tai khoan ddi véi
hoc ph?m phai ndp hoc phi hodc hily mén sau thoi han quy dinh. Néu vi pham s€ bi xu
ly theo quy dinh ctia Nha truong.

Chuong VI

QUAN LY, SUDUNG PHAN MEM QUAN LY PAO TAO
HE VUA LAM VUA HQC

Piéu 26. Trich nhiém ciaa Trung tim Gido duc thwong xuyén

1. Phan quyén ngudi sir dung cac chirc ning tai Trung tdm va tro ly dao tao dé
1én ké hoach giang day.

2. Quan ly va cap nhat céc thong tin hé thdng: don vi tuyén sinh, dia diém day,..
3. Cép nhat nganh dao tao dam bao ma va tén nganh theo quy dinh.

4. Cap nhat danh sach tén 16p thong nhét, diing quy cach (Tén 16p = Tén khéa +
Tén hé + Tén nganh + Noi dat 16p).

5. Quan ly khung chuong trinh dam bao tinh chinh x4c v& ma hoc phian, tén hoc
phén, s6 don vi hoc trinh,...

6. Quan ly ho so sinh vién hé vira lam vira hoc: cdp nhat, x6a tén, thong ké,..

7. Tao cac 16p hoc phan (16p hodc nhém 16p cling nganh hoc mét hoc phan), 1én
ké hoach giang day va cép phiéu giang day cho gido vién, thu phiéu giang day cta giao
vién sau khi day.

8. Chiu trach nhiém vé tinh chinh x4c ctia cdc thong tin trén phiéu giang day.
9. Lén ké hoach va té chire thi hoc phén; tao va in danh sach phong thi.

10. Cép nhit dinh murc hoc phi theo quy dinh ctia Truong,.

11. Quan ly va cip céc loai bang diém cho sinh vién.

12. Luu bang diém cta timg hoc phin trén gidy dé dam bao an toan dit liéu va
phuc vu cho cong tac quan ly khi can thiét.

Piéu 27. Trach nhiém cia Trung tim Pam bao chat lwgng
1. Tao s6 phach va huéng dan danh phach bai thi.
2. Phin quyén tac nghiép cho céc chirc ndng tai Trung tdm, phan quyén nhap
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diém thi, diém giita ky cho cac Khoa.
| 3. Xir Iy két qua sau thi: ving thi, ky luat thi.
4. Stra diém thi, diém giira ky khi c6 sai sot theo quy dinh cia Hiéu trudng.
5. Sao Iuu dir liéu diém cua sinh vién thil céng sau mdi hoc ky dam bao an toan
cua dir liéu.
Diéu 28. Trich nhiém ciia Phong Ké hoach - Tai chinh
1. Kiém tra dinh muc ndp hoc phi cta sinh vién h¢ vira lam vira hoc theo quy dinh.
2. T8 chire thu hoc phi: Cép quyén va phin cong ngudi thu hoc phi.

3. B4o céo théng ke tinh trang ndp hoc phi, ng hoc phi ctia sinh vién hé vira lam
vira hoc.

4. Sao luu dit liéu tién ndp, tién no hoc phi clia sinh vién thil cdng sau mdi hoc
ky dam bao an toan cua dir li€u.

Piéu 29. Trach nhiém cia Trung tim Cong nghé thong tin

1. Pam bao duy tri hoat dong cuia h¢ théng va an toan cua dir liéu.

2. Kip thoi giai quyét cac tinh hudng phat sinh trong qua trinh sir dung.

3. Phan quyén quén tri cho Trung tdm Gi4o duc thuong xuyén, Trung tim Dam
bao chat lugng va Phong K& hoach - Tai chinh.

Piéu 30. Trich nhiém ciia cic Khoa
1. Trach nhiém cta Can bd giang day:

- Can bd giang day phai sir dung phiéu giang day dugc in tir phdn mém quan ly
dao tao hé vira lam vira hoc.

- Sau khi day xong phiéu giang day va diéu kién thi ndp vé& Trung tdm Gido duc
thudng xuyén; bang diém gitra ky nop vé Khoa dé nhap vao phin mém.

2. Trach nhiém cta Vian phong Khoa:

- Nhép diém giita ky vao phin mém trude khi hoc phan duge t6 chic thi.
- Nhip diém thi dung thoi gian quy dinh ctia Truong.

- In danh séch sinh vién cta 16p cho Cén b giang day.

- Luu bang diém thi, diém gifta ky cua mdi hoc phan do khoa phu trach.
3. Trach nhi€ém cta Trg ly dao tao

- Lén ké hoach giang day va cp phiéu giang day cho gi4o vién.

- Khi c6 thay ddi vé ké hoach giang day, can bo gidng day phai kip thoi bao vé
Trung tdm Gido duc thudng xuyén dé xir 1y.
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Piéu 31. Trach nhiém cia Sinh vién

Sinh vién str dung tai khoan clia minh dé xem cac thong bao chung cua Trudng,
lich hoe, lich thi va két qua hoc tap trén Internet.

Chuong VII
QUAN LY, SUDUNG PHAN MEM QUAN LY PAO TAO SAU PAI HOC
Piéu 32. Trach nhiém cia Phong Cong tac chinh tri - Hoc sinh sinh vién
1. CAp mi sb hoc vién; cdp nhét, quan li hd so hoc vién trén phin mém.

2. Cap nhéat nganh, 16p chuyén nganh, phan hoc vién vao l6p nganh, chuyén
nganh.

3. Thuyén chuyén, bd sung, x6a tén va thdng ké sb luong hoc vién.
4. Cép nhét dinh mtrc hoc phi, kinh phi dao tao theo quy dinh.
Piéu 33. Trach nhiém cia Phong Do tao Sau dai hoc

1. Cap nhat khung chuong trinh dao tao theo quy dinh hién hanh.

2. M& céc 16p hoc phin, 1én ké hoach va cip phiéu bao giang cho can bo giang
day, dam bao tinh chinh xac cac thong tin trén phiéu bao gidng

3. Quan ly danh muc d& tai, phan céng gido vién hudng din.
4. Nhap diém luan van.

5. Pang ky hoc cho hoc vién.

6. In bang diém ca nhan, bang diém theo 16p.

Diéu 34. Trich nhiém cia Trung tim Pam bao chat lugng

1. Phan quyén cho ngudi dung (nhap hd so, quyén tao phéach, nhip diém, xur ly
sau thi, sira diém...)

2. In danh sé4ch thi, tao phach va hudng din dénh phéch bai thi.

3. Xtr Iy két qua sau thi: vang thi, ky luat thi.

4. Stra diém thi, diém giira ky khi c6 sai sot theo quy dinh cua Hiéu trudng.

5. Sao luu dir liéu diém cua sinh vién thi cong sau mdi hoc ky dam bao an toan
cua dit liéu.

6. B6 sung, hoan thién céc chirc ning phan mém quan ly Pao tao Sau dai hoc
dap Gng nhu cau cuia cac don vi lién quan.

7. Quan ly, van hanh phin mém dam bao an toan, chinh xac cla dit lidu.

Pitu 35. Trich nhiém cia Phong K¢ hoach - Tai chinh

1. Chu tri va phdi hop véi Phong Dao tao Sau dai hoc, Phong Cong téc chinh tri
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- Hoc sinh sinh vién tinh todn va ban hanh dinh mtc hoc phi, kinh phi dao tao, theo
dai va don dbc cong tac thu.

2. Cap nhit kinh phi dao tao, t6 chirc thu hoc phi va kinh phi dao tao; béo céo
cdng ng cua hoc vién theo dinh ky quy dinh cua Hiéu trudng.

3. Sao luu dit liéu tién ndp, tién no hoc phi cta hoc vién thu céng sau mdi hoc
ky ddm bao an toan cua dit li¢u.

Piéu 36. Trach nhiém ciia Can b viin phong khoa ¢é dao tao Sau dai hoc

1. In danh sach hoc vién theo mon hoc cho giang vién (trude khi di day).

2. Ciing giang vién phu trach mén hoc nhap dit lidu diém (diém diéu kién, diém
tiéu ludn hodc diém thi két thiic mon hoc), in danh sach diém thanh 03 ban cé chit ki
clia giang vién va Chu nhiém chuyén nganh theo miu dé luu tai vin phong khoa
chuyén nganh, Phong Dao tao Sau dai hoc va Trung tim Dam bao chét luong.

3. In bang diém cua 16p hoc vién theo mdn hoc, hoc ki/dot hoc va ca nam
hoc/khoa hoc dé lam cong tac lwu trir.

Pieu 37. Trach nhiém cia Hoc vién

Theo dbi cac théng bao chung ctia Trudng, chuong trinh ddo tao, qui ché dao
tao, thoi khoa bidu theo hoc ki hodc dot hoc, lich thi, két qud hoc tap ca nhan.

Chuong VIII
QUAN LY, SUDUNG PHAN MEM THU HQOC PHI TRUONG THPT CHUYEN
Diéu 38. Trich nhiém ciia Phong Cong tic chinh tri - Hoc sinh, sinh vién
1. Pua danh sach hoc sinh tring tuyén vao hé théng.
2. Quan ly hd so hoc sinh, phan hoc sinh vao 16p.

3. Cap nhét dinh muc hoc phi, dinh mirc mién giam ddu mdi hoc ky dé Phong
K¢é hoach - Tai chinh thu tién hoc phi.

Piéu 39. Trich nhiém ciia Phong Ké hoach - Tai chinh
1. Xéc dinh dinh mirc hoc phi theo quy dinh ctia Hi¢u truéng, thu hoc phi.

2. Cubi mdi hoc ky khoa s6 liéu hoc phi dé Phong Céng tac chinh trj - Hoc sinh
sinh vién nhap dinh mirc hoc phi cho hoc ky mdi.

3. B4o cao ng hoc phi ciia hoc sinh theo dinh ky (hoc ky, ndm hoc).

4. Sao luu dit liéu tién nop, tién no hoc phi cia hoc sinh thu cong dé dam bao
an toan dir liéu.

Piéu 40. Trich nhiém ciia Trung tim Cong nghé théng tin

1. Pam bdo duy tri hoat dong cua hé thé)ng va an toan cua dit liéu.
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2. Kip thoi giai quyét cac tinh hudng phat sinh trong qua trinh sir dung.
Chwong IX
PIEU KHOAN THI HANH
Diéu 41. Trach nhiém ciia Phong Thanh tra Gido duc

1. Khi dugc Hiéu trudng yéu ciu, Phong thanh tra Gido duc c6 quyén ding
nhép vao cac hé théng véi muc dich kiém tra viéc thuc hién chirc nang, nhiém vu cia
cac don vi, ¢ nhan duoc phin quyén tac nghiép trén hé théng.

2. Phéi hop voi Trung tdm Céng nghé théng tin, thudong xuyén kiém tra va
thong tin kip thoi cho Hiéu trudng vé nhing bat thudng trong qua trinh tic nghiép clia
nguoi s dung.

Piéu 42. Trach nhiém thi hanh

Cac don vi, can bg, cong chirc, vién chire, hoc sinh, sinh vién, hoc vién thude
Trudng Pai hoc Vinh chiu trach nhiém thi hanh Quy ché nay.

Pidu 43. Xir Iy vi pham

Pon vi, tb chire, can bd, cdng chirc, sinh vién thudc Truong vi pham Quy ché
ndy va cac quy dinh khac cta phép luat vé str dung mang may tinh thi tuy theo tinh
chét, mic d6 vi pham bi x1r ly ky luét theo quy dinh ctia Nha truong va phép luit, néu
vi pham gay thiét hai dén tai san, thiét bi, thong tin, dit 1i€u trén mang may tinh cua
Trudng thi phai chiu trach nhiém bdi thuong theo quy dinh ctia phap luét.

Diéu 44. Tb chire thwe hién

Trong qua trinh td chure thue hién, néu c6 van dé vudng mic, dé nghi cac don vi
phan 4nh v&i Nha trudng (qua Trung tdim Cong nghé thong tin) bing vin ban dé tong
hop, trinh Hiéu trudng xem xét, sira ddi, bd sung Quy ché cho phu hop. W
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