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LINH VUC VAN THU - THONG TIN, QUAN TRI MANG — THU
VIEN
1. QUY TRINH TIEP NHAN, XU LY CONG VAN DPEN VA PI

I. QUY TRINH CONG TAC
1.CO SO THUC HIEN

1.1 Muc dich, pham vi ap dung: Quy trinh nay nhim thyc hién thdng nhit trong toan Truong
trong cong tac tlep nhan va xtr 1y vin ban dén cua nha trudng; giap cac don vi nam rd thoi gian, doi
tuong giai quyét cong viéc.

1.2 Vin ban ap dung:
- Nghi dinh s6110/2004/ND-CP, ngay 08/4/2004 ciia Chinh phii vé cong tac vian thu.

- Nghi dinh sé 09/2010/ND-CP, ngay 08/02/2010 cua Chinh phu stra di, bd sung Nghi dinh
110/2004/ND-CP.

- Théng tu sé 01/2011/TT-BNV, ngay 19/01/2011 cta B Noi vy, hudng dan thé thic va ky
thuat trinh bay van ban hanh chinh.

- Quyét dinh s6 18/2008/QD-BGDDT ngay 18 thang 4 nam 2008 cia BY truong Bo Gido duc
va bao tao ve viéc ban hanh Quy che soan thao, tham dinh, ban hanh, ra soat, h¢ thong hoa,
kiem tra va xtr ly van ban quy pham phap luat vé giao duc.

- Quy ché t6 chac hoat dong cong tac van thu (ban hanh kém theo Quyét dinh sé 2500/Qb-
BGDDT ngay 24 thang 3 nam 2009 cua B6 truong Bo Gido duc va Pao tao).

- Quyét dinh s6: 325/QD-PHCT, ngay 12/3/2010, ban hanh Quy dinh tam thoi vé sir dung
van ban dién tir dé giao dich hanh chinh cta Truong Pai hoc Can Tho.

- Quy dinh vé cong tac hanh chinh vin thu cua Truong Pai hoc Can Tho.

- Quyét dinh s6 1994 /QD-DHCT, ngay 16 thang 9 nam 2014, ban hanh Quy ché cong tac
luu trir cia Truong Pai hoc Can Tho.

1.3 Giai thich tir ngir viét tit:
- BGH: Ban Giam hiéu.
- Phong KHTH: Phong Ké hoach Téng hop.
- VB: Van ban.

2. NOI DUNG QUY TRINH:

Cong tac tiép nhan va xu ly VBdén bit dau & viéc tiép nhan VB tir buu dién, hop thu dién ti,
Fax, c& nhan gui truc tiép. Quy trinh bt dau tir khau tiép nhan, két thac khi VB da duoc xt Iy qua
cac khau va duogc dua vao hé théng lwu trit. DI voi VB di, viéc tiép nhan VB dugc thuc hién tir
Phong KHTHthong qua cac don vi trong Trudng dé xu ly theo trinh tu: ra soat noi dung, thé thic,
trinh BGH ky, lay s, ngay thang, dong dau, giri di va két thic & khau luu tri.



II. LUU PO

QUY TRINH TIEP NHAN, XU LY CONG VAN DEN VA PI

. A a A A L .| Thaoigian | Ghi
Buéc Luwu do Noi dung cong viéc Nguwai thuc hién thuc hign | chi
1 - Tiép nhan VB tir:buu dién, - Nhan vién buu | Trong cac
hop thu dién tir, Fax, nguoi guri | dién, nguoi gui. | ngay lam
T truc tiéep. 9 , - Vin thu Phong VIEC.
Tiép nhan VB - Ra soat thé thac (néu 1A VB | KHTH.
trinh BGH Ky guri di).
- Dong dau VB dén, ghi s6 va
ngay den, vao so VB dén.
2 —— - Phan loai VB dé trinh cac - Truéng Phong | Trong cac
Phan loai VB thanh vién trong BGH. KHTH. ngay lam
Viéc.
- Thu ky BGH.
3 BGH phé duyét hodc c6 y kién | BGH. Trong
A chi dao @€ doi vaoi VB. ngay.
Phé duyét
VB
4 - Tiép nhan y kién chi dao, bat | -Truong Phong | Trong céc
phé cia BGH dé trién khai KHTH. ngay lam
th‘-ff: h'?”' , -Vin thu Phong | V1¢¢
Xu ly van - Lay s6, ngay VB, dong dau. KHTH.
hén - Ghi bt phé xir Iy cia BGH
vao s6 VB den.
- bién tir héa VB (hoac
photocopy VB).
- Gui don vi, ca nhan lién quan
(gui thdng qua phan mem quan
ly, hodc VB giay).
A 4
5 Luu trit - Phén loai va dua vao kho Iuvu | Van thu Phong Hang tuan.
trir. KHTH.




2. QUY TRINH CONG KHAI THEO THONG TU 09/2009/TT-BGDPT
I. QUY TRINH CONG TAC
1. CO SO THUC HIEN

Thong tuw 09/2009/TT-BGD&DT, ngay 07/5/2009 ctia B Gido duc va Dao tao vé viéc ban hanh
Quy ché thuc hién cong khai doi véi co s¢ giao duc cuaa hé thong gido duc quoc dan.

1.1 Muc dich, pham vi 4p dung: .

(1) Thuc hién cong khai cam két cua co so gido duc vé chat luong gido duc va cong khai vé chat
lwong gi4o duc thuc té, vé& didu kién dam bao chit lwong giéo duc va thu chi tai chinh dé ngudi hoc,
cac thanh vién cua Truong Pai hoc Can Tho va x4 hoi tham gia giam sat, danh gia co sé gido duc
theo quy dinh cua phép luat.

(2) Thuc hién c6ng khai cua cac co sé gido duc nham nang cao tinh minh bach, phat huy dan chu,
tang cuong tinh ty chu va ty chiu trach nhiém cua Truong Dai hoc Can Tho trong viéc quan ly nguon
luc va dam bao chat lugng giao duc.

(3) Nham thé hién ning luc ciing nhu chat lugng cua Truong, thu hut sinh vién dang ky vao hoc
va mo rong hop tac nghién ciru khoa hoc, chuyén giao cdng nghé, huéng dén muc tiéu phat trién
toan dién ctia Truong.

1.2 Van ban ap dung:
- Thong tu 09/2009/TT-BGD&DT, ngay 07/5/2009 cua B Giao duc va Pao tao.
1.3 Giai thich tir ngir viét tit:
- GD&DT: Giao duc va Pao tao.
- BGH: Ban Giam hiéu.
- Phong KHTH: Phong Ké hoach Tong hop.
- CSVC: Co s6 vat chat.
- CCVC: Cong churc vién chuec.
- PHCT: Pai hoc Céan Tho.
2. NOI DUNG QUY TRINH:

Quy trinh cong khai theo Thong tu 09 dugc trién khai thyc hién hang nim. Bat dau quy trinh bang
viéc thong béo cac Phong, ban c6 lién quan thuc hién bdo céo cong khai, trién khai thuc hién va
tong hop cac bao cong khai nhu: béo céo thuc hién quy ché cong khai NH cho B, biéu tong hop
mét s6 thdng tin cong khai NH, thong bao cong khai cam két chat luong dao tao thyc té, cac thong
bao vé CSVC, ddi ngii CCVC, thu chi tai chinh... Quy trinh duoc két thic bang viéc giri bao cao
cong khai cia Truong cho co quan c6 lién quan va cdng bd l1én website ciia Trudng.



Il. LUU PO

QUY TRINH CONG KHAI THEO THONG TU 09/2009/TT-BGDPT

Buwéc

Luu d6

Noi dung céng viéc

Nguwoi thuc
hién

Thai gian
thuc hién

Ghi chu

1

Thong bao

Thoéng bao cac Phong, ban cé
lién quan thuc hién bao céo
cong khai.

Phong KHTH.

binh ky
hang nam
vao dau
nam hoc.

Cap nhat céc béo
cao, thong ké

Thuc hién bao céo:

- B4o céo thyc hién quy ché
cong khai NH cho B6.

- Biéu tong hop mot sé théng
tin cong khai NH.

- Thong bao cong khai cam ket
chat lugng dao tao thyc té NH.
- Cé4c Thdng bao vé CSVC,
do6i ngti CCVC, thu chi tai
chinh.

Céac Phong, ban
cd lién quan.

07 ngay.

Tong hop va ky
duvét béo céo

Tong hop bao céo cong khai
cua Truong.

Trinh BGH Ky céc bao cdo
codng khai cta Truong.

- Phong KHTH.

- BGH.

03 ngay.

Guri bao cao va
cong bo

- Giri Bao cao cong khai cua
Truong cho co quan co6 lién
quan.

- Cong b 18n website cua
Truong.

Phong KHTH,
Trung tam
Théng tin va
Quan tri mang.

01 ngay.




3. QUY TRINH TIEP NHAN VA PANG THONG TIN LEN WEBSITE
TRUONG

I. QUY TRINH CONG TAC
1. CO SO THUC HIEN
1.1. Muc dich, pham vi 4p dung:

a. Muc dich: Quy dinh tha tuc va trinh tu cac budc can thyuc hién khi y8u cau ding tai thong tin
1én website Truong tai dia chi: www.ctu.edu.vn.

b. Pham vi ap dung: Cac don vi trong toan Truong.

‘ 1.2. Vin ban &p dung: Quyét dinh 2346/QD-DHCT ngay 21/7/2014 cua Hi¢u truong quy dinh
vé chic nang, nhiém vu cua cac Phong ban chuc nang thuéc Truong Pai hoc Can Tho.

1.3. Giai thich tir ngit, tir viét tit:

- TTTT&QTM: Trung tdm Théng tin va Quan tri mang;

- VC/NLDB: Vién churc, nguoi lao dong tai cac don vi dugc lanh dao phan cong.
2. NOI DUNG QUY TRINH

~2.1. Thanh phan hé so: Noi dung daing tai thoa diéu kién: (i) néu 1a thong bao/van ban thi can
€O SO cong van, dung v6i quy dinh cua van ban hanh chinh, c6 chit ky nguoi cd tham quyen va dong
dau; (ii) néu la tin tac ¢ dang phién ban MS. Word thi can c6 anh kém theo dé dang tin.

2.2. Thoi gian xir ly: Téi da 01 ngay lam viéc.
2.3. Tra két qua: Két qua thé hién truc tiép trén website.
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QUY TRINH TIEP NHAN VA DANG THONG TIN LEN WEBSITE TRUONG (http://www.ctu.edu.vn)

Budc

Nguoi thue

Thoi gian

Lwu do No6i dung cbng viéc hién thire hien Ghi chu
VC/NLn s d, ng l'a ch” email
Y°u cfu Lkng tli do Tr€ ng cung cbp g i théng o L.
< thong tin > tin Leng t[i LJJn I"a ch” email: VCINLR Gl h’h hnh
tttt-gtm@ctu.edu.vn chin
. Kiwn tra 2nh ph¥2h” p ¢, a c§c . th’;lgjrlugtséw
Kiwn duy t tf}l ng tm’ cfn LLng tri. NIJu p\hl/z TTTT&QTM Gi hh hnh TTTT&QTM'
h pth3lkng (t iLa 1l ngaylam cnin winT ki
vi ¢), nfJu kht ng gili thch IT /]
do BGH
=4
Z |Th c hi n Lkng tfi thing tin | rrrrgomm Gi h”nh
ntng t[i thl ng tin 2 | I°n website Tr€ ng Chln‘h
g (1 ngay)
G i email thtng b§o VC/NLn o .
: S X Gi h"nh
TrT Kt qui bi/Jt tht ng tin '€ ¢ Ltng hoHs | TTTT&QTM chinh

khing '€ cduy tling




4. QUY TRINH CAP TAI KHOAN HQP THU BIEN TU/MAY TINH CHO
VIEN CHUC

I. QUY TRINH CONG TAC
1. CO SO THUC HIEN
1.1. Muc dich, pham vi &p dung

a. Muc dich: Quy dinh tha tuc va trinh tu cac budc can thuc hién khi thuc hién yéu cau cép tai
khoan hop thu dién tir va tai khoan may tinh cho vién chuc.

b. Pham vi ap dung: Céng chac, vién chire, nguoi lao dong, cac chuyén gia va sinh vién nudc
ngoai dang hoc tap va cong tac tai Truong.

‘ 1.2. Vin ban &p dung: Quyét dinh 2346/QD-DHCT ngay 21/7/2014 cua Hi¢u truong quy dinh
vé chic nang, nhiém vu cua cac Phong ban chuc nang thuéc Truong Pai hoc Can Tho.

1.3. Giai thich tir ngit, tir viét tit:

- TTTT&QTM: Trung tdm Théng tin va Quan tri mang;

- VC/NLD: Vién chuc, nguoi lao dong;

- TKMT: Tai khoan may tinh.

- TKHTDT: Tai khoan hop thu dién tir.

2. NOI DUNG QUY TRINH

2.1. Thanh phan ho se: Phiéu yéu cau cAp TKHTDT va TKMT. Nguoi yéu cau phai (i) ¢6 the
vién chuc hoac quyet dinh thu nhan hoac giay gidi thiéu cua khoa/bo mon; (ii) truc tiep dén
TTTT&QTM.

2.2. Thoi gian xir ly: Téi da 01 ngay lam viéc.

2.3. Tra két qua: Phiéu bao gdm c6 TKHTDT va /hoic TKMT.
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QUY TRINH CAP TAI KHOAN HOP THU PIEN TU/MAY TINH CHO VIEN CHUC

5 . o Ng€ ith ¢ Th igian o
o § 1 5
@ Leu N, idungctngvi c hi n Th hi n Ghi cha
oM
— o - VCI/NLn L/n tr ctifJp TTTT&QTM, o
Y°u cfu cbp . ’ ll] C P . Q. Gi h"nh M>u
TKHTR T/TKMT Lih thing —tn vio  phil / hinh TTTT&QTM-01
: - |TTTT&QTM-01 (phiu ¢t VCINLn chin QTM-
E website http://inac.ctu.edu.vn)
G
4 Nhdn phi/ju y° u cFu .
Ti/Jp nhdn phi/ju GI h"nh
N VU oFU TTTT&QTM chinh
v Kiwn tra t2nh ph¥%2 h p ¢ a c§c
tht ng tin theo quy L'nh. NJjuh p | A
o . . A GI h"nh
™ KiWn tra y°u cfu htn th i gian trl K/t qull (t i Lla 01 TTTTEQT™ chinh
ng'y I'm vi ¢), nfju khing gifi
thzch v’ y°u cfu b sung th ng tin
n 0 ,
+ poc ey oo on
ngay)
v
Theo fch hG, VC-NLn tr c tifjp VC/NLn Gi h'nh | MXu
o| ( Nnraur ) chinh T TTTTEQTM-01

LJn TTTT&QTM nhdn K/t qull




5. QUY TRINH CAP LAI MAT KHAU TAlI KHOAN HQP THU BIEN TU/MAY
TiNH CHO VIEN CHUC

I. QUY TRINH CONG TAC
1. CO SO THUC HIEN
1.1. Muc dich, pham vi &p dung

a. Muc dich: Quy dinh tha tuc va trinh tu cac bude can thuc hién khi yéu cau cap lai mat khau
tai khoan hop thu dién tir/tai khoan may tinh.

b. Pham vi &p dung: Coéng chuc, vién chuc, nguoi lao dong, cac chuyén gia va sinh vién nudc
ngoai dang hoc tap va céng tac tai Truong.

‘ 1.2. Vin ban 4p dung: Quyét dinh 2346/QD-DHCT ngay 21/7/2014 cua Hi¢u truong quy dinh
vé chac nang, nhiém vu cua cac Phong ban chirc nang thugc Truong Pai hoc Can Tho.

1.3. Giai thich tir ngir, tir viét tat:

- TTTT&QTM: Trung tdm Thdng tin va Quan tri mang;
- VC/NLD: Vién chire, nguoi lao dong;

- TKMT: Tai khoan may tinh;

- TKHTDT: Tai khoan hop thu dién ti;

- MK: Mat khau.

2. NOI DUNG QUY TRINH

2.1. Thanh phan ho so: Phiéu yéu ciu cap lai mat khau TKHTDT va TKMT. Nguoi yéu cau
phai (i) c6 thé vién chuc (ii) truc tiep den TTTT&QTM.

2.2. Thoi gian xir ly: Téi da 01 ngay lam viéc.
2.3. Tra két qua: Phiéu cap lai mat khau gom c6 mat khau TKHTDT hoic TKMT.

10
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QUY TRINH CAP LAI MAT KHAU TAI KHOAN HOP THU BIEN TU/MAY TiNH CHO VIEN CHUC

2 : . Ng€ ith ¢ Th igian Do
[3) # 1 |
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6. QUY TRINH CAP LAI MAT KHAU TAI KHOAN HQP THU PIEN TU/MAY
TINH CHO SINH VIEN

I. QUY TRINH CONG TAC

1. CO SO THUC HIEN

1.1. Muc dich, pham vi &p dung:

a. Muc dich: Quy dinh thu tuc va trinh tu cac budc can thyc hién khi thuc hién yéu ciu cdp lai
mat khau tai khoan hop thu dién tir hoac tai khoan may tinh cho sinh vién, hoc vién cao hoc va nghién
cau sinh.

b. Pham vi ap dung: Sinh vién chinh quy, hoc vién cao hoc, nghién ctu sinh, hoc sinh Truong
Trung hoc pho théng Thuc hanh Su pham, goi chung la sinh vién.

‘ 1.2. Vin ban 4p dung: Quyét dinh 2346/QD-DHCT ngay 21/7/2014 cua Hiéu truong quy dinh
vé chac nang, nhiém vu cua cac Phong ban chirc nang thuoc Truong Pai hoc Can Tho.

1.3. Giai thich tir ngit, tir viét tit:
- SV: sinh vién;
- TTTT&QTM: Trung tdm Théng tin va Quan tri mang;
- TKMT: Tai khoan may tinh;
- TKHTDT: Tai khoan hop thu dién tu;
- MK: Mat khau.
2. NOI DUNG QUY TRINH
~ 2.1. Thanh phan hé so: Phiéu yéu cau cap lai mat khau TKHTDT va Phiéu yéu cau cp lai mat
khau TKMT cua sinh vién. Nguoi yéu cau phai (i) cé thé sinh vién (i) truc tiép dén TTTT&QTM.

2.2. Thoi gian xir ly: Téi da 02 ngay lam viéc.
2.3. Tra két qua: Phiéu cép lai mat khau gom cé mat khau TKHTDT hoic TKMT.

12
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7. QUY TRINH KHAC PHUC, HO TRQ KHAC PHUC SU CO MANG TAI CAC
PON VI

I. QUY TRINH CONG TAC
1. CO SO THUC HIEN
1.1. Muc dich, pham vi &p dung

a. Muc dich: Quy dinh thu tuc va trinh ty c4c budc can thuc hién khi thuc hién yéu cau khac
phuc/ho trg khac phuc su ¢6 mang tai cac don vi.

b. Pham vi ap dung: Céc don vi trong toan Truong.

‘ 1.2. Vin ban 4p dung: Quyét dinh 2346/QD-DHCT ngay 21/7/2014 cua Hi¢u truong quy dinh
vé chuic nang, nhiém vu cua cac Phong ban chuc nang thuéc Truong Pai hoc Can Tho.

1.3. Giai thich tir ngit, tir viét tit:

- TTTT&QTM: Trung tdm Théng tin va Quan tri mang.
2. NOI DUNG QUY TRINH

2.1. Thanh phan hd so: Bién ban khac phuc sy cd.
2.2. Thoi gian xi ly: Tuy su cd.

2.3. Tra két qua: Bién ban khic phuc su cd.
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IL. LUU DO

QUY TRINH KHAC PHUC, HO TRO KHAC PHUC SU €O MANG TAI CAC BON VI

g " N R " Nguw i thwe | Thoi gian o
> :
5 Lwu do Néi dung cbéng viéc hién Thire hien Ghi chu
— Khi phat
Phst hi n/ghi nhdn s Ph&t hi n hoHa Lhn vV b§o vQs ¢ TTTTEQTM | s
¢ mUng tdi Lhn v mUng t4i Lhn v c8c Lhnv ¢ mung
(q\] . 7
Khi phéat
KiWn tra c&c k/1t n" i LJJn Lhn v, switch, T(;I;T&?I/M hins
converter, access point ¢ ming
i NJJu phl-lm Vis c thu c tr§ch I;]hf m -C_=’a TTTT&QTM
’ TTTT&QTM, TTTT&RQTMph' iK' pv, iLhn| cscrhny | Tiys
™| — Khdeph cs ¢ v LWkhdg ph, cs ¢ ¢
- - N/us ¢ li°nquan LJjn mUng LAN TETTS‘_]QTM Ty s
- H tr Lhnvkhde | | | ¢ alhnv, TTTT&QTMsEh tF Lhn cscthnv <
ph.cs ¢ v khdg ph, ¢
4 TTTT&QTM Bi°n bln
S ¢ L«L€ ckhdeph, c c8c Lhnv khde
K/t thie Ldp bi°n bln nghi m thu ph.cs
© ¢
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8. QUY TRINH CAP PHAT TAI NGUYEN MAY CHU PHUC VU XAY DUNG
WEB

I. QUY TRINH CONG TAC
1. CO SO THUC HIEN
1.1. Muc dich, pham vi &p dung:

a. Muc dich: Quy dinh thi tuc va trinh ty cc budc can thyc hién khi yéu cau cap tén mién con
cua .ctu.edu.vn va/hoac cap khong gian may chu va tai khoan quan ly web.

b. Pham vi ap dung: Cac don vi trong toan Truong.

‘ 1.2. Vin ban 4p dung: Quyét dinh 2346/QD-DHCT ngay 21/7/2014 cua Hi¢u truong quy dinh
vé chac nang, nhiém vu cua cac Phong ban chirc nang thugc Truong Pai hoc Can Tho.

1.3. Giai thich tir ngi, tir viét tat:
- TTTT&QTM: Trung tdm Thdng tin va Quan tri mang;

- VC/NLB: Vién chtre, nguoi lao dong phu trach web cua don vi hoac caa hoi nghi, hoi thao, du
an,... do cac don vi phan céng.

2. NOI DUNG QUY TRINH

2.1 Thanh phin hé so: Phiéu yéu cau cp khdng gian may chi va cac tai khoan web hozc
phiéu yéu cau cap tén mién con cua .ctu.edu.vn. Nguoi yéu cau phai co: (i) Bang tén; (ii) Giay xac nhan
la vién chirc duogc phan cong phu trach trang web (c6 chit ky cia lanh dao don vi).

2.2. Thoi gian xir ly: Téi da 02 ngay lam viéc.
2.3. Tra két qua: Két qua duoc tra tryc tiép hoic thong qua email cho ngudi yéu cau.
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IL. LUU DO

QUY TRINH CAP PHAT TAI NGUYEN MAY CHU PHUC VU XAY DUNG WEBSITE, ('NG DUNG

o . N o Nguoithwe | Thoi gian o
= Lwu do Noi dung cong viéc hia A Ghi chu
a ién thuwc hién
) ) - BiWi m»@u TTTT&QTM-05
VCNLn Ljntr ctip (CEp khtng gian m8y cho
You cFucbp t'i TTTT&QTM Lith th*ng tin v" o VCINLN Gi h'nh | v’ t'i khoAn web)
nguy°n m8y ch, phi/u TTTT&QTM-05 hots : chinh - BiWI m¥u TTTT&QTM-06
TTTT&QTM-06 (phi/u c- tCi (CHp t°n miXn con cva
- website inac.ctu.edu.vn) .ctu.edu.vn)
A
&5 o
Ti/Jp nhdn o . o Gi h"nh
phifu y° u cfu :f Nhdn phi/ju y° u cfu. TTTT&QTM chinh
N4
N
Y Kiwn tra t2nh phsh’ p ¢, a c§c
Kiwh tra th ng tin theo quy L nh. N/u h p Gi h"nh chenh
y° U cfu [ hanth igian uT ktqul (€ | TTTT&QTM | (khi tifJp nhdn
La2ng’yl"mvi c), nJju khtng yeu cfu)
G gifithxch Il v' y’ucfub sung
™ ' théng tin
A Cbp ph8t t"i nguy°®n theo y°u G h'nh
Cbb phst ti nguy°n cfu, ghi th ng tin v" o phi/ju TTTT&QTM chinh
m8y ch, M¥u TTTT&QTM-05 hokHe (2 ngay)
phiju TTTT&QTM-06
<
. Theo [ch han, VC/NLn tr c tifp BV ot TTTTEQTM-05
, o . | m -
Nhen K/Jt qup Ln TTTT&QTM nhdn kit qull G h'nh
0 hoHs nhdn qua email VC/NLn chinh hoHs TTTT&QTM-06
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WEBSITE

I. QUY TRINH CONG TAC

1. CO SO THUC HIEN

1.1. Muc dich, pham vi 4p dung:

QUY TRINH TIEP NHAN VA KHAC PHUC/HO TRQ KHAC PHUC SU CO

& Muyc dich: Quy dinh thu tuc va trinh ty cac budc can thuc hién khi yéu cau khac phuc/ hé tro
khac phuc su 6 ve website cta cac don vi.

b. Pham vi ap dung: Cac don vi trong toan Truong.

‘ 1.2. Vin ban &p dung: Quyét dinh 2346/QD-DHCT ngay 21/7/2014 cua Hi¢u truong quy dinh
vé chic nang, nhiém vu cua cac Phong ban chuc nang thuéc Truong Pai hoc Can Tho.

1.3 Giai thich tir ngik, tir viét tit:

- TTTT&QTM: Trung tdm Théng tin va Quan tri mang;

- VC/NLDB: Vién chirc, nguoi lao dong phu trdch web tai cac don vi.
2. NOI DUNG QUY TRINH

2.1. Thanh phan hé so: M0 ta noi dung can khic phuc, thoi gian xay ra sy c6, mot s6 hanh
dong trudce khi su co xay ra. Vién chac phu trdch website tai cac don vi gui email, dién thoai hoac dén
truc tiep Trung tam.

2.2. Thoi gian xir ly: Téi da 03 ngay lam viéc.

2.3. Tra két qua: Két qua khéc phuc/hd trg khac phuc su ¢b thé hién truc tiép trén website.

I. LUU PO
QUY TRINH TIEP NHAN VA KHAC PHUC/HO TRQ KHAC PHUC Su cO WEBSITE
(&) \ NCI
o Lwu do NGi dung cong viéc Ngmenl s | Vel Elem | g g
2 hién thwe hién
VCINLn li°n h TTTT&QTM .
khi c- y°u cfu khde ph, c/h, Gi h"nh
Y°u cfu khde ph, ¢ s, tr khde ph,cs ¢ website VC/NLn chinh
¢ website (bZng email, Li¢n tho' i hoMt
LYn trQc tiYp Trung t@m)
—
Khde ph, c/h, tr khde ph, c
Th, ¢ hi nkhde ph, ¢ s ¢ website (' i La 3 ngay G h"nh chznh
s ¢ I"'m vi c). K/}t qu[[ L'€ ¢ thw TTTTEQTM (3 ngay)
hi ntr cti/Jp tr°n website
o\
G i email thtng b8o VC/NLn Gi h'nh
< Tr[ K/t qul > bi/t vQ tnh tring s ¢ TTTT&QTM chinh
website v k/Jt qul” khde ph, c.
™
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10. QUY TRINH PHAN QUYEN SU DUNG CAC PHAN HE PHAN MEM
TRONG HE THONG THONG TIN TiCH HQP

I. QUY TRINH CONG TAC
1. CO SO THUC HIEN
1.1. Muc dich, pham vi 4p dung:

& Muyc dich: Quy dinh thu tuc va trinh tu cac budc can thuc hién’ khi thuc hién yéu cau phan
quyen su dung cac chic nang trén cac phan hé phan mém trong hé thong thdng tin thich hop cua
Truong.

b. Pham vi &p dung: Quy trinh nay &p dung cho vién chiic va don vi trong Trudng Pai hoc Can
Tho.

‘ 1.2. Vin ban &p dung: Quyét dinh 2346/QD-DHCT ngay 21/7/2014 cua Hi¢u truong quy dinh
vé chuic nang, nhiém vu cua cac Phong ban chuc nang thuéc Truong Pai hoc Can Tho.

1.3 Giai thich tir ngit, tir viét tit:
- TTTT&QTM: Trung tdm Thong tin va Quan tri mang.
2. NQOI DUNG QUY TRINH

~ 2.1.Thanh phan hé so: Phiéu yéu cau phan quyén sir dung trén cac phan hé phan mém trong hé
thong thong tin thich hop duoc xac nhan caa lanh dao don vi.

2.2. Thai gian xir ly:

+ Trinh lanh dao duyét: 02 ngay lam viéc sau khi nhan dwoc yéu cau (trir ngay nghi).
+ Thyc hién phan quyén: Téi da 01 ngay lam viéc sau khi yéu cau dugc duyét.

2.3. Tra két qua: Két qua xir Iy yéu cau s& duoc thong béo qua email.
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II. LUU PO

QUY TRINH PHAN QUYEN SUY DUNG CAC PHAN HE PHAN MEM TRONG HE THONG THONG TIN TICH HOP
© . . c Ng€ ith ¢ Th igian .

" [ 1 | P
% Leu L N, idung ctngvi c hi n Th ¢ hi n Ghi chu
- Céa nhan/Lhn v soln y°u cFu: bao Céanhan/Lhnv c- .

g mt°nphenh v’ cgch cntng |nhucfus d ng Gi h"nh Mxu
SoUn phi/ju y° u cfu cfns d ngtrnm iphénh ch cnkngc, ac8c chinh TTTT&QTM
ph@n h' phfn -08
mQm
¥ TifJp nhdn phi/ju y°u cfu v" kiWn tra
t2nh ph4h’ p ¢, a phi/ju y° u cfu
o~ Nhdn y°u cFu TTTT&QTM
. C8nb th chi nvi cph@n quy@
xinT kifjn ¢, a l«nh I'Yo ¢c- thXm 1-5 ngay Cho phép/
7 A quyQ quy/Jt L'nh (BGn trung t@m/ TTTT&QTM, "mvi ¢ Khéng cho
© DL Ly e Th, tr€ ng Lhnv quln Il phfn BGH phép
mQm/ BGH)
i N/u y° u cfu phén quyn '€ ¢ 01 ngay lam
R duy t,c8nb ph, tr8&ch ph@n quy vi ¢ sau khi
- Th chi nphtn s€th chi n phen quyth theo y°u TTTT&QTM y° U CFU
quyQn cful€ cduy t LS cduy t
\ TTTT&QTM s€ g i email tht ng b&o
cho ca nhan/Lhn v y°u cfu cbp
Tr k)t qul” <“— | quyQ. Trong tr€ ng h py°ucfu TTTT&QTM
Lo khing '€ cduy t, c&nb, sE gili
thch IT do khing '€ cduy t
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11. QUY TRINH XAY DUNG PHAN MEM

I. QUY TRINH CONG TAC
1. COSO THUC HIEN
1.1. Muc dich, pham vi 4p dung:

a. Muc dich: Quy dinh,thﬁ tuc va trinh tu cac budc can thuc hién khi xay dung hoic nang céc
phan hé phan mém trong hé thong thdéng tin thich hop.

b. Pham vi &p dung: (i) cac trudng hop xay dyng, nang cap phan mém phuc vu cong téc quan ly
cua Truong do cac don vi tryc thuoc thuc hién; (ii) cac don vi yéu cau xay dung hodc nang cap phan
mém; (iii) cac don vi truc thudc Trudng dugc tham gia xay dung phan mém phuc vu quan ly 1 tat ca
cac don vi ¢ nang lyc chuyén mén vé xay dyng phan mém.

‘ 1.2. Vin ban &p dung: Quyét dinh 2346/QD-DHCT ngay 21/7/2014 cua Hi¢u truong quy dinh
vé chuic nang, nhiém vu cua cac Phong ban chuc nang thuéc Truong Pai hoc Can Tho.

1.3. Giai thich tir ngit, tir viét tit:
- TTTT&QTM: Trung tdm Thong tin va Quan tri mang;

- Pon vi thu hu:ong Céc don vi truc thudc Truong cd nhu cau xay dung hodc nang cap phan
mém; Nha thau: Cac don vi truc thudc Truong c6 nang luc chuyén mdn vé xay dyng phan mém;

- BGH: Ban Giam hiéu;

- PHT: Phé Hiéu truéng;

- CNTT: Cdng ngh¢ thong tin.
2. NOI DUNG QUY TRINH

2.1. Thanh phan ho so: Vin ban yéu cau xay dung hoic nang cip cac phan hé phan mém trong
hé thong thong tin thich hop; vian ban yéu cau phai c6 xac nhan cua lanh dao don vi.

2.2. Thoi gian xir ly: Viéc xay dyung va nang cip phan mém can phai c6 sy phé duyét cia BGH
vé chu truong va tai chinh. Do d6, hang nim cac don vi trong Trudng can phai lap ké hoach xay dung
va nang cap cac phan mém phuc vu cho cong tac quan Iy cua don vi va Truong. Viéc 1ap ké hoach va
tong hop cac yéu cau dé trinh BGH phé duyét dugc thyuc hién vao 2 thang cudi cling caa nam.

2.3. Tra két qua: Két qua xur ly yéu cau s& dugc thong bao qua email.
1. LUU PO
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QUY TRINH XAY DUNG PHAN MEM

e = . . Ng€ ith ¢ Th igian Co
% Leu L N, idungctngvi c hi n Th ¢hi n Ghi cha
C8c Lhn v c- nhu cfu x& d ng,| cscrhn v tron T 111
- . néng cbp phin mQm ph, ¢ v, tinh ¢ Tré ng g L/Jn 15/12 TTTTg‘gQTM
< SoUn vkn blny°u > h-a hoYt L ng quln II, LiQu h"nh h"ng ntm
cfu I"m vkn b['n xin ch, tréhng c, a Ban
Gi8m hi u, thtng qua Ph- Hiu
tr€ ng ph, tr§ch chuy°n mtn.
CS8c Lhn v chuyWh vin bln L« '€ ¢| C8cLhnV trong T 1/11-
: : duy tvVQTTTT- QTM LWE ng b’ p v* Tré ng, 15/12 hang
~ G |_v" ti/Jpo nhdn trivvh khai. TTTT&QTM nkm
phi/ju y°u cfu
Tronchs LQxublc ac8clLhnv: TTTT&QTM -trhérlls-lzlzs) I?:%réh ia%h
r 1.n8nhgi§s phh p v ih Ahang ph
§ . o 5 g ntm mQm
0 o th' ng thtng tin t&ch h p hi n
o T ngh py°ucfu ¢ ¢ aTré ng
2.h. ¢ € ng kinh ph?
3. Sdp x/p th. t <€u ti°n th c
hi n.
) 4 Trnh Ph- Hi u tr€ ng ph, tr§ch PHTé’S»ZI_;@Ch T 2531
khéng |CNTT xem x@ ph° duy t c§c y°u thang 12
- Duy ty°ucfu cfu vQx€y d ng v’ n€ng cbp phin h”ng nkm
mQnmc, ac8c Lhnv.
B21
Trenchs ph° duy tg aPh- Hiu Hi utr€ ng Th,25'321
tr€ ng ph. tr§ch CNTT, trinh Hi u g”ang 1
tr€ ng xem x@ ph° duy t danh m, c ng ntm
o Duy ty°u cfu v' kinh phzth ¢ hi n c§c phfn mQn
khéng |trong nkm sau.
y Xey d ng 9 umt tr c8c ch ¢ TTTT-QTM V' nhn T th§ng 1- | B[ng mt tl
T ng K pyeucku L nkng ofn ¢- ¢, a phfn mam. Vv th, h€ ng 6h'ngntm | c8cch c
© LS ¢ duy t ntng cfnc-
c, ac8c
phén h
v ‘ . . TTTT'QTM, n hnv T th§ng 1- Bi°n brn
Th' ng nhbt c8c ch ¢ H p th'ng nhbt cSc ch ¢ nkng cfn| th, he€ ng, PHT | 6 h'ngntm | th' ng nhii
~ ntngc a pheénh ¢+ ¢ aphfnmQn. ph, tr8ch CM, va cgcch ¢
L€ cxey d ng cSc nh™ thf'u ntng
Trench s cu ¢ h pth ng nhbt c8c C8c nh” thfu Tilal Bl'ng l111 tr
ch ¢ ntng cfn ¢ ¢ a phfn mQm, thang sau | theo cong
4 cgc nh” thfus€ 'mvi cv iLhnv cuchp vkn 2589
X& d ngmt t[ chi th, h€ ng LWthu thdp thtng tin chi th' ng nhbl
i/t vVQphfn mQm ti/jt vQc8c y°u cfu. Sau - c8c nh” cgcch ¢
‘ thfu ph@n tch v' x@ d ng mt t[ chi nkng
ti/t c8 ch ¢ nkng ¢ a phfn mQn
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QUY TRINH XAY DUNG PHAN MEM

Ng€ ith ¢

Th igian

o
“ - . — Co
% Leu L N, idungctngvi c hi n Th chi n Ghi chu
Sau khi nhdn '€ ¢ b[n mt t[ theo ctng vkn H i " ng thXm TilLa2 Nh" thfu
2589 t c8c nh" thfu, Tr& ng s€ f ch c| Lnh;Lhnv th | tufnsaukhi| & cch n
thXm I"nh phfn mQm. h€ ng; PHT | nhdn L€ ¢ | [\wh ¢
. - ) } L oo ph tr§ch Ch binm tF | i p p'hfn
o Th{m Linh ch ¢ e amxuin Lo i I IS vdtehbt | theo cong | o
. n u sz tren ri°ng vpi hoi Lt n -
ntng V' gi§ phfn Lot y gvp g c8c nh” thfu vkn 2589
mQm '
Cu ibu ithXm L'nh, c§&c nh™ thfusEg i
phong b3ch ath€bgo gi§ cho h i’ ng thXm
'nh. H i " ng thXm I'nh s€ xem gi§ ch™ o
thfu c, ac8c nh” thfu v’ L'€ara quy/t L'nh
ch nnh” thfuth chi nphfn mQn.
A Trenchs kgt qup thxm U'nh, sotn vin bn| PHT ph, tr§ch | T ita2 E(I@tr:ht;-'run
o Ph° duy t k/Jt qul’ tr'nh PHT ph, tr§ch CNTT ph° duy t c§c CNTT tufn sau khi vEn b[h LO
! thXm L' nh mQn ch cnkngc aphfn mQn. thXm Lnh nghi
. , 3 i H® shth
Tr°nchs ph° duy tch cnkng v' gi§th ¢ TTTT&QTM va Tila4 . - -Xm
3 ‘ . Ph,ng Qulntr |tufnsaukhi | Lnhgi8
5 hi n ¢ a c8 phfn mQm, th ¢ hi n c8c th, AR , N
Th chi nc8cth, ’ L , Thi/lt b ph° duy t ngoai, h p
- W I'nhnh™ th t. c theo quy L'nh ¢ a nh™ n€ c LW(1) thXm g v c8e
- f €0 Ll Uil L'nh ngo”i vQ gi§ phfn mQm (2) ch’ L'nh v kl]tqgl,’ g e
th_chi nphfn mQm K kith pL"ngth chi nphfnmQnyv inh th¥m Lnh ph. L
thfu
i _ S _ Nh" thfu
Sau khi '€ ¢ ch n, nh” thfu s€ tifjn
s Ph8t triwh phfn mQm «— | h" nh ph§t trivh phFn mQm.
Y Trong qu§ trinh th ¢ hi n phfn nfju c- ph§t nhnv th, Bl'ng c8&c
_ sinh cfnthay I ich cntngv’ LiQuch’nhgi§ h€ ng, nha ch cntng
o ICN Bl M phfn mQn th® Lhn v v’ nh" thfu I'm vkn thi'u, cfn LiQu
— y“ucfu bln trinh PHT ph, tr§ch CM phe duy t. TTTT&QTM chnh
Khéng
Co
A Ctn ¢ y°u cfu LiQu ch’nh TTTT-QTM s€ nhnv th Tila2 | ¥ shliqu
< niQu ch’nh ch cnkng| | |[thXmLnhch cnkngv' gi§ LiQu ch'nh. heﬂ??ﬁnha turi1r ﬁdia;lothl ch’nh
- V' gi§phfnmQn | TTTT&QTM cFu
>
>
©
3 2| | sau khi thxm L'nh ch c nkng v* gi§ LiQu PHT ph, trSch 1tufn
72- ch’nh, TTTT-QTM trinh PHT ph, tr§ch CNTT CNTT
o Duy t LiQu chnh phe duy t.
Y Sau khi hoan thanh, phfn mQm phfi L€ ¢ | Rhnvith 1 5 g0 | Cacbien
TH nahi m ohen th nghi mb i Lhn v th, h€ ng v’ c& h€ ng, nha bln th
. 9 el Lhn v v’ c8 nhEn li°n quan tr€ c khi thfu, . nghi m
mQn nghi mthu l€av'os d ng Cu il tth | TTTT&QTM,1
nghi m, nh” thfu s€ ¢- m t bu i trinh by giam sat
v. it gi8m s& v’ Lhn v th. h€ ng c8c
ch ¢ ntng L« th ¢ hi n v© kit qul th
© nghi m.
—
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QUY TRINH XAY DUNG PHAN MEM

Ng€ ith ¢

Th igian

(&]
. . . Co
% Leu L N, idung ctngvi c hi n Th chi n Ghi chu
B12 \khi nh™ thfu ho n th”nh phfn mQm, Lhn V| nhnv th, 8tufnsau | Bienprn
th, h€ ng ph'i W p v ic8 Lhn vV v’ c§ h€ ng, nha | khinh" thbl| nghi m thu
nhen li°n quan f ch ¢ nghi m thu cbp Lhn| thfu, T gi8m | c. vknbln | - csc ph,
~ Y V. Vi cnghi mthu phli thwhi n sat, bao cao lc
= Nahi m tha 1. TEt c[ c8c ch c ntng ¢, a phfn mQn L«| TTTT&QTM, | hoan thanh .
C?Sp Chn v ho”n th"nhv" hottL, ng” n L'nh. A th'
2.Vi ¢ tdp hubh v chuyWw giao s d, ng nghi m
Nghi m phfn mQm cho c§c L'i t€ ng s d. ng L« phfn mQm
thu hoan thanh.
3. Tht c[ c&c ch ¢ nkng L« '€ c triw khai
s d, ngtrongth ct].
Tr'n ¢ch s nghi m thu cbp Lhn v TTTT&QTM, t TiLas8 Bi°n b[n
Y TTTT&QTM s€ trinh PHT ph, tr§ch CNTT t | giam sat, tufn sau khi | nghi' m thu
Nghi m thu c&p ch c nghl m thu cbp Tré ng, LW.>.<en;1 x®t_v ph_(_)ng QTTB ng__hl ’m thg v c&c ph
Tré ng L§nh g|§ to'nb c8ch cnkngv’' vi ¢ tI:IVVl nh” thfu cbb Lhn v Lc
0 khai s d, ng th ¢ t/] ¢, a phfn mQm, thanh
i phfn bao g m: (1) PHT ph, tr&ch CNTT (2)
PHT ph, tr&ch chuy°n mtn (3) T gi8m s§&t
(4) nhn v th, h€ ng (5) Phong QTTB (6)
TTTT-QTM (7) nh” thfu
Y Trench's Kt ludn ¢ a bu i K p nghi m|Ph, ng Quln tr
o Thanhiny thu cbp Tr€ ng Ph,ng QTTB th_c hi' n c&c Thiflt b
o th, t ¢ theo quy 'nh LWthanh IT H p " ng
v, inh” thfu.
\ TTTT&QTM cknc h p L'ng v* thanh T | TTTT&QTM Tila8 | H shLQ
o ) h plngI"'mth t cchuyW ph ngt’iv, tufn khi kI | ngh' thanh
I Thanh toan thanh to§n tiQh cho nh™ thfu theo quy L nh. thanh ly toan
h pL ng
Sau khi nghi’ m thu phfn mQm, TTTT&QTM TTTT&QTM Tila1l
s€ thtng b8§o k/}t qul th ¢ hi n phfn mQn thang sau
L/n l«nh LY c8c Lhn v li°n quan LWkhai khi nghi m
th§c v’ s d, ng phfn mQm. thu holg c-
Tht ng b8o k/Jt qull Trong tr€& ng h py°u cfux& d ng, nang K/} qulph®
— i A duy t
N cbb phfn mQn kht ng '€ ¢ ph® duy t,

TTTT&QTM tht ng b8o L/Jn Lhn v y°u cfu
cvag v, ill doch€al€ cph° duy°t.
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12. QUY TRINH TIEP NHAN VA PANG TREN BAN TIN TRUONG

I. QUY TRINH CONG TAC
1. CO SO THUC HIEN
1.1. Muc dich, pham vi 4p dung:

a. Muc dich: Quy dinh tha tuc va trinh ty cac budc can thuc hién khi gii bai dang trén Ban tin
DPai hoc Can Tho so6 dinh ky.

b. Pham vi ap dung: Céc don vi, c& nhan trong toan Truong.

1.2. Vin ban ap dung: Gidy phép xuét ban s6 35/GP.XBBT-STTTT ngay 27 thang 11 nim
2012 cua So Thong tin va Truyen thong Can Tho.

1.3. Giai thich tir ngi, tir viét tat:

- BBT: Ban bién tap Ban tin;

- TG: Téc gia bai viét 1a vién chuc hozc sinh vién cua Truong.
2. NQI DUNG QUY TRINH

2.1. Thanh phan hé se: bai viét giri dang Ban tin thuoc cac hoat dong nhu hudng dan tai
website http://sj.ctu.edu.vn.

2.2. Thoi gian xir ly: T6i da 30 ngay.
2.3. Tra két qua: Két qua duoc xuat ban trén Ban tin dinh ky véi 02 phién ban in va truc tuyén.
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QUY TRINH TIEP NHAN, BIEN TAP VA DUYET BAI BAO BANG TREN BAN TIN
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13. QUY TRINH TIEP NHAN, THAM PINH VA DUYET BAI BAO

I. QUY TRINH CONG TAC
1. CO SO THUC HIEN
1.1. Muc dich, pham vi &p dung

a. Muc dich: Quy dinh tha tuc va‘trinh tu cac budce tiép nhan, tham dinh va duyét bai gui ding
trén Tap chi Khoa hoc Truong Pai hoc Can Tho.

b. Pham vi &p dung: Vién chuc, nghién ctu sinh, hoc vién cao hoc va sinh vién cta Truong va
cac truong, vién nghién ctru, cac co quan trong nudc va ngoai nudc.

1.2. Van ban ap dung: Glay phép hoat dong sb 200/GP.BTTTT ngay 29 thang 5 nam 2013 cua
Bo truong Bo Théng tin va Truyén thong; Quyet dinh sé 1623/QD- -DHCT ngay 02 thang 6 nam 2014
cua Hiéu truong Truong Pai hoc Can Tho vé viéc ban hanh Quy dinh vé xuat ban Tap chi Khoa hoc
Truong Pai hoc Can Tho sé dinh ky; Quyét dinh sé 633/QD-PHCT ngay 01 thang 02 nam 2014 cua
Hiéu truong Truong Pai hoc Can Tho vé viéc Thanh lap Hoi déng bién tap Tap chi Khoa hoc sb dinh
ky Truong Pai hoc Can Tho; Quyét dinh 2346/QD-DHCT ngay 21/7/2014 caa Hiéu truong quy dinh vé
chuc niang, nhiém vu cta cac Phong ban chirc niang thudc Truong Dai hoc Can Tho.

1.3. Giai thich tir ngir va chir viét tat:

- TG: Téac gia guri bai dang trén Tap chi;

- CBTD: Can bo tham dinh;

- BBT: Ban bién tap;

- TTB: Truong tiéu ban tham dinh chuyén dé theo linh vyc;
- TBT: Téng bién tap Tap chi;

- P.TBT: Ph6 Tong bién tap Tap chi;

- TKTS: Thu ky Toa soan.

2. NOI DUNG QUY TRINH

2.1. Thanh phan ho so: Bai viét giri dang Tap chi phai dang voi (i) Quy dinh xuat ban Tap chi
khoa hoc Trudng Pai hoc Can Tho; (ii) Huéng dan viét bai giri ding Tap chi.

2.2. Thoi gian xu Iy: Thoi gian tir khi giri bai dén xuat ban phu thuc vao céc yéu to nhu: thoi
gian tham dinh, thoi gian hiéu chinh caa TG (cé thé thuc hién nhiéu lan); cac tiéu chi chon xuat ban.

2.3. Tra két qua
- Thong bao TG bai viét duoc ding hoic tir chdi dang.
- Bai viét dugc dang thé hién qua hai hinh thirc trc tuyén va ban in.
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QUY TRINH TIEP NHAN, THAM BINH VA DUYET BAI BAO
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QUY TRINH TIEP NHAN, THAM BINH VA DUYET BAI BAO
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14. QUY TRINH PAT MUA VA NHAN TAI LIEU

I. QUY TRINH CONG TAC

1.

2.
2.1.

2.2.

2.3.

CO SO THUC HIEN
1.1. Muc dich, pham vi &p dung:
a. Muc dich: Quy dinh thu tuc va trinh ty thuc hién quy trinh dit mua sach cho hé théng thu vién
Truong.
b. Pham vi &p dung: Quy trinh dugc &p dung cho vién chac thu vién thuc hién dat sach cho hé
thong thu vién Truong.
1.2. Van ban ap dung:
Quyét dinh s6 2346/QD-DHCT/2014, quy dinh vé& chirc ning nhiém vu cua cac phong chuc
ning thudc Trudng Pai hoc Can Tho.
Chinh séach b sung tai liéu hang nam cta Trung tdm Hoc liéu.
1.3. Giai thich tir ngir, tir viét tat:
B6 sung tai liéu: Mua tai liéu.
Tra tring tai lidu: Kiém tra mot tai liéu dugc chon dé dat mua da c6 hay chua c6 trong hé thong
co s dir ligu.
Bién muc tai liéu: Bién muc la qua trinh tap hop cac thdng tin vé tai liéu nhu nhan dé, tac gia, nha
Xuat ban, nim xuat ban, tdm tat... nham cung cap mét cach day da nhat cac thong tin trén dén doc
gia.
Nhap liéu: Nhap thong tin tai liéu vé tén sach, tac gia, thdng tin xuat ban cua tai liéu vao co so dir
liéu.
TTHL: Trung tdm Hoc liéu.
VC: Vién chuc.
CBGD: Can b¢ giang day.
CSDL: Co s¢ dir liéu.

NOI DUNG QUY TRINH

Thanh phan hb so:
Danh muc tai liéu méi do nha cung cap gti.
Hozc danh muc tai liéu duoc dé nghi bo sung do vién chirc thu vién thyc hién.
Hozc danh muc tai liéu yéu cau bo sung do CBGD hoic sinh vién dé nghi.

Thoi gian xir ly danh muc tai liéu dit mua va xir ly ky thuat tai liéu:
Thu vién cac khoa phan hoi danh muc tai liéu dé nghi bd sung cho TTHL trong thoi gian 15
ngay ké tir ngay nhan danh muc tai liéu méi.
TTHL phan hdi cho cac thu vién két qua b sung trong vong 15 ngay ké tir ngay nhan duoc danh
muc dé nghi b sung.
Thoi gian thuc hién cong tac xir Iy ki thuat tai liéu mai 1a 01 thang ké tir khi nhan tai liéu tir nha
cung cap (tuy thudc vao sé lwong tai liéu nhiéu hay it).

Ndi dung chi tiét:
Goi danh nmAc tai liMi moi: Khi ¢6 danh muc tai liéu mai, TTHL gai danh muc vao dia chi email
cua vién chuce thu vién khoa.
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2.4.

Chzn vatra trung tai liMi theo danh ic: VC thu vién khoa chon tai liéu trén danh muc, tra
triing tai liéu du dinh mua trén CSDL dé quyét dinh dit mua hay khong. Nhap sé luong tai liéu
vao danh muc dién tir néu quyét dinh dit mua. Thoi gian hoan tat viéc dat mua la 15 ngay ké tir
ngay nhan danh muc.
Chuyd yéud u bY sung:Sau khi hoan tit viéc dat mua tai liéu, VC thu vién khoa in va chuyén
file danh muc trinh tha truéng don vi, tha truéng don vi bt phé déng y hoic khong dong ¥ dit
mua tai liéu vao danh muc in. VC thu vién khoa phan hdi danh muyc in c6 phé duyét cua tha
trudng don vi va gui file danh muc cho TTHL theo dia chi phattrientailieu@ctu.edu.vn.
TYng h p danh mc ‘1tltai liMi: TTHL tong hop danh muyc dat mua tai liéu dugc duyét tir cac
don vi.
Goi danh m\c cho nha cungn@: TTHL gui danh muc duoc duyét cho nha cung cap va théng
béo cho VC thu vién khoa vé viéc nha cung cap dap ung dugc nhitng tai liéu ndo trén danh muc
tai liéu khoa dat mua (thoi han 15 ngay sau khi giri danh muc bd sung cho nha cung cép).
Nhon s&chtp nha cumy @ p: TTHL kiém tra thuc nhan, gia tién ddi chiéu voi danh muc dat va
phan hdi thong tin cho nha cung cap (néu cd sai sot).
Bién m\c, xo Iy ko thuot tai liMi: TTHL tién hanh phan kho, nhap liéu, phan loai, dan nhan phan
loai cho tai liéu, thoi gian thuc hién 1a 01 thang sau khi nhan tai lidu tir nha cung cap.
Giao tai liMi: TTHL dién thoai hozc giri email cho VC thu vién khoa vé thdng tin nhan tai liéu
tai TTHL. VC thu vién khoa kiém tra ddi chiéu giira danh muc va sé lugng thuc nhan, ky nhan
vao: phiéu thong k& nhap tai san, sé nhap tai san, phiéu xuat kho mang tai liéu ra khoi TTHL,
sau d6 thong bao cho ban doc duoc biét va sir dung.

CA4c yéu cau:
S6 lwong tai liéu mua tuan thu theo chinh séch b sung.
Cac thu vién khoa tu chju trach nhiém tra tring danh muc tai liéu can bo sung trong hé théng
thu vién Truong.
Trinh thu truong don vi Ky duyét danh muc tai liéu dé nghi b sung.
Danh muc tai liéu d& nghi b6 sung giri TTHL véi 2 hinh thire (danh muc in va file dién tu).
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LUUDO

Buwéc Luwru do Noi dung céng viéc Ngur’g'ért]hl,rc Thoi gian | Ghi chu
- Guri danh muc tai lieu theo | TTHL Khi c6 danh
_ dia chi email cua can bo thu muc tai liéu
Gui danh muc vién. méi.
1 tai lieu moi
- Kiém tra s liéu tai liéu VC thu 15 ngay, tur
- — dat mua véi tai liéu hién c6 | vién khoa | ngay nhan
Chon va tra trung tai tai thu vién khoa. ‘ danh muc.
2 liéu theo danh myc - Ghi s6 luong tai lidu can
mua trén danh muc in va
danh muc dién tu.
- Chuyén danh muyc dé nghi | VC thu 01 ngay.
mua c6 ky duyét cua thu vién khoa
3 Chuyén yéu cau bo truong don vi dén TTHL.
sung
‘L - Thong bao cho VC thu TTHL 15 ngay.
ina h - - vién khoa ve viéc nha cung
4 T?ng praguleﬂ cap dap ung duoc nhiing tai
dat cho nha cung cap liéu nao.
! - Kiém tra 0 lugng thuc TTHL
. nhan, gia tién doi chiéu vai
5 Nhan sach }u nha danh muc dt.
cung cap - Phan héi thong tin cho nha
cung cap (néu co sai sot).
- Phén kho, phan loai, nhap 01 thang
) L s . TTHL :
Bién muc, xir ly k§ liéu, dan nhan phan loai cho sau khi
6 thuat tai lieu tai liéu, nhan.
- f?lén Fhoal Aho§19 gui email VC thu
thong tin nhan sach. A
-2 .« | vién khoa
- Kiém tra danh muc va s6
N + TTHL
lwong thuc nhan.
N - Ky nhan phiéu thong ké
, Giao tai liu nhap tai san, danh muc

sach, s6 nhap tai san va
phiéu xuit kho mang sach
ra khoi TTHL.

- Thong béo cho VC va
CBGD dugc biét va st
dung.
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15. QUY TRINH CONG TAC XU’ LY TAI LIEU TANG

QUY TRINH CONG TAC
1.

CO SO THUC HIEN
1.1. Muc dich, pham vi ap dung:
a. Muc dich: Quy dinh tha tuc va trinh tu thuc hién quy trinh xur ly tai liéu tang ctua cac ca
nhan, t6 chiic cho hé thng thu vién Truong.
b. Pham vi &p dung: Quy trinh dugc ap dung cho vién chirc thu vién.
1.2. Vin ban 4p dung: Quyét dinh vé quy dinh chirc nang nhiém vy cua cac phong chirc ning
thudc Truong Pai hoc Can Tho sé 2346/QD-DHCT/2014.
1.3. Giai thich tir ngir, tir viét tit:
Xt ly k¥ thuat tai liéu: Phan kho, phéan loai, nhap liéu, dan nhan phan loai cho tai liéu.
Tai liéu tang: Sach do cac t6 chic hodc ca nhan ting cho thu vién.
Nhap liéu: Nhap thong tin tai liéu vé tén séch, tac gia, thdng tin xuat ban vao co so dit liéu.
Bién muc tai liéu: Bién muc 1 qué trinh tap hop cac thdng tin vé tai liéu nhu nhan dé, tac gia,
nha xuat ban, ndm xuat ban, tém tit... nham cung cip mot cach day du nhat cac thong tin trén
dén doc gia.
TTHL: Trung tdm Hoc liéu.
VC: Vién chuec.
CBGD: Céan bo giang day.

NOI DUNG QUY TRINH

2.1. Thanh phan hé so: Danh muc tai liéu tang.
2.2. Thoi gian bién muc: Tir 01 - 03 thang ké tir ngay nhan (tiy thudc vao sé luong tai liéu
nhiéu hay it).

2.3. Noi dung chi tiét:
Goi tai liMi: Khi c6 tai liéu tang, VC thu vién khoa chuyén danh muc c¢6 xac nhan cua tha
truong don vi va tai liéu duoc tang dén TTHL.
Ki@n tra va ky nbn: TTHL kiém tra d6i chiéu gitra danh muc va sé luong tai liéu thuc nhan.
Xo ly tai liMi: TTHL kiém tra noi dung tai liéu. Néu tai liéu c6 noi dung phti hop véi chinh sach
b6 sung TTHL tiép tuc thuc hién viéc phan kho, nhap liéu, phan loai, dan nhan phan loai. Thoi
gian thuc hién t6i da 03 thang ké tir ngay nhan tai liéu (tiy thudc vao sb luong tai liéu nhiéu hay
it).
Giao tai liMi: Sau khi hoan tat xur Iy ki thuat tai liéu, TTHL dién thoai hodc gui email cho VC
thu vién khoa vé thong tin nhan tai liéu tai TTHL. VC thu vién khoa kiém tra ddi chiéu giira
danh muc va sé lugng thuc nhan, ky nhan vao: phiéu thong ké nhap tai san, sé nhap tai san va
phiéu xuat kho mang tai liéu ra khoi TTHL, sau d6 thong bao cho VC va CBGD duoc biét va sir
dung.

2.4. Céc yéu cau:
Séch do céc t6 chirc hodc c& nhan ting cho thu vién phai dugc chuyén dén TTHL dé xu ly va
nhap vao tai san cua Truong.
Sé&ch tang c6 noi dung hoc thuat, nghién cau, 6 nha xuat ban, gidy phép xuat ban,
Céc don vi chu dong gui thu cam on dén to chiic, ca nhan gui tang sach.
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- Chuyén danh muc va tai
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! <:::}§EE{E§Z:::> TTHL. khoa | O noay
A\ 4
Kiém tra va ky nhan - Kiém tra doi chiéu gitra
2 sO lugng tai liéu thuc te TTHL 0,5 ngay
va danh muc.
- Kiém tra noi dung tai
X 1y tai lidu licu. 5
3 yiae - Phan kho, phan loai, TTHL | (G4
nhap liéu, dan nhan phan g
loai cho tai liéu.
Nhén i \
v - Kiém tra danh muc va
Giao tai liéu so luong thuc nhan.
- Ky nhan phiéu thong ké
nhap tai san, danh muc VC thu vién
4 v sach, so nhap tai san va khoa, TTHL
Két thiic phiéu xuat kho mang sach

ra khoi TTHL.
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16. QUY TRINH PAT MUA CO SO DU LIEU

QUY TRINH CONG TAC
CO SO THUC HIEN

1.

1.1.

1.2.

Muc dich, pham vi 4p dung:
a. Muc dich: Quy dinh tha tuc va trinh tu thuc hién quy trinh dat mua co so dir liéu.

b. Pham vi 4p dung: Quy trinh dugc &p dung cho vién chic thu vién va ban doc
Truong.

Vin ban ap dung:

Quyét dinh vé quy dinh chic nang nhiém vu cia cac phong chirc nang thudc Trudng Dai hoc
Can Tho s6 2346/Qb-DHCT/2014.

Chinh séch b sung tai liéu cia TTHL hang nam.

1.3.

Giai thich tir ngir, tir viét tat:

CSDL: Co s¢ dir liéu.
TTHL: Trung tdm Hoc liéu.
BGD: Ban Giam déc.

VC: Vién chuc.

BGH: Ban Giam hiéu.

NOI DUNG QUY TRINH

2.1.
2.2.

2.3.

Thanh phan hé so: Bo suu tap tai liéu co trong CSDL dién tu.
Néi dung chi tiét:
Cung @ p CSDL dungho: Nha cung cap guri tai khoan dung thir CSDL cho TTHL.

Giai thiMi  C S Mlly n L'>d* TTHL théng béo trén website vé viéc moi ban doc dung thi
CSDL va gtri tai khoan dung thir cho ban doc vao dia chi email.

PH n hC gh()ng tin: Ban doc dung thir CSDL. Sau khi dung thtr, ban doc nhan xét, danh gia
va phan hoi thong tin vé TTHL. Thoi gian dung thu theo thong béo cia TTHL.

Th m Mh chuyén monTTHL tong hop thdng tin phan hoi tir ban doc. Ban Giam doc tham
dinh CSDL theo céc tiéu chuan quy dinh.

QuyA it mua hic khéng mua CSDLSau khi BGD thiam dinh, néu quyét dinh khong
mua CSDL, TTHL s& phan héi cho ban doc da hd tro ding thar CSDL dé biét théng tin ngay
sau khi hoan tat viéc tham dinh. Néu quyét dinh mua s& thuc hién cac budc tiép theo. Thoi
gian thuc hién viéc thanh toan theo quy trinh caa Phong Tai vu.

Titn hanh tiv tAc mua CSDLTTHL trinh BGH ¢ong vén deé nghi mua CSDL. Thong bao
cho nha cung cap sau khi dugc BGH dong y. Thuc hién hgp dong va thanh toan theo quy
trinh cta Phong Tai vu.

PhY bith Ay n 2d’so dAng: TTHL thong bao va gisi thiéu cho ban doc vé CSDL méi
sau 30 ngay hoan tat thu tuc mua CSDL.

CA4c yéu cau:
CSDL phai dugc danh gia trude khi mua.
Déi tuong dung thir: Ban doc ¢6 chuyén nganh lién quan dén cac linh vuc cia CSDL.
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- T6 thdm dinh CSDL: BGD TTHL, chuyén gia (thay/c6) c6 chuyén mén lién quan dén céac
linh vuc cua CSDL.

- Tiéu chuan danh gia CSDL:
+ Noi dung dap tng nhu cau dao tao cia Trudng.
+ Panh gia phuong thuc va tée do truy cap.
+ Chi phi.
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LUU DO

. A n R " Nguwoi Thoi gian Ghi
Buéc Luwu do Noi dung cong viéc thyc hign | thuc hign chi
Nha cung cap guri tai | Nhacung | Khi co
Cung cap khoan dung thir cho | cap CSDL
1 CSDL dung thir TTHL.
y Giri tai khoandang | 1L | Khi “f‘.""t‘?‘.mg
Gii thieu CSDL dén thir cho ban doc theo ﬁ?]p Jut il
2 ban doc dia chi email va trén oan.
_ website TTHL.
- Panh gia cua ban Ban doc, Theo théng
v doc cho CSDL. TTHL, bao cua
3 Ding thir CSDL _ Thim dinh chuyén | CMUYen TTHL.
Phan hoi thong tin mén caa TTHL. gla
Xin y kién BGH néu Gio hanh
CSDL dugc tham TTHL, chinh.
: . s s BGH
King dinh danh gia dap
4 Quyét dinh ™8 wng nhu cau.
M - Thyc hién hop dong. | TTHL Gid hanh Theo
Il ua L Thanh toan. chinh. quy
s trinh
5 Tién hanh thu tuc cua
mua CSDL Phong
Tai vu.
Thong bao va gidi TTHL Sau 30 ngay
thiéu cho ban doc vé hoan tat thu
v CSDL maéi. tuc mua
CSDL.
6 Thong bao dén

ban doc va nha
cung cap
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17. QUY TRINH CHON MUA TAI LIEU TRUC TIEP TAI PQT TRIEN LAM

SACH

QUY TRINH CONG TAC
1.

CO SO THUC HIEN
1.1. Muc dich, pham vi ap dung:
a. Muc dich: Quy dinh thu tuc va trinh tu thuc hién chon mua tai liéu truc tiép trong dot
trien 1am. ‘
b. Pham vi ap dung: Quy trinh dugc ap dung cho VC Truong Pai hoc Can Tho.
1.2. Vin ban ap dung:
- Quyét dinh V& quy dinh chtrc ning nhiém vu cua cac phong chirc ning thudc Trudng Dai
hoc Can Tho s 2346/QD-DHCT/2014.
- Chinh séch b sung tai liéu cia TTHL hang nam.
1.3. Giai thich tir ngir, tir viét tat:
- BO6 sung tai liéu: Mua tai liéu.
- Tra trang tai liéu: 1a kiém tra mot tai liéu dugc yéu cau dat mua da co hay chua cé trong hé
thdng co s& dir liéu cua Truong.
- CSDL: Co so dix ligu.
- TTHL: Trung tdm Hoc liéu.
- VC: Vién chtrc.
- CBVC: Can bo vién chuec.

NOQI DUNG QUY TRINH
2.1. Thanh phan ho so:
- Phiéu dat sach.
- Hb so giao nhan va tai liéu dugc mua trong dot trién 1am.
2.2. Ndi dung chi tiét:
- n’It s&ch p nha cungmep: Can bo, VC Truong chon sach trén ké trung bay, ghi thong tin
vao phiéu yéu cau mua sach. Chuyén phiéu yéu cau cho TTHL.
- Thyc hiMh tra trang: TTHL tra tring tai liéu theo phiéu yéu cau dat mua tai liéu trén hé
thdng CSDL va loai cac tai liéu dugc dit di co trong CSDL. Thai gian thuc hién cong doan
tra tring t6i da 01 budi.
- Nhop théng tin tai IMi vao CSDLTTHL mé ta thong tin tai liéu dugc dat mua vao CSDL,
lap danh muc va chuyén cho VC thu vién khoa trinh tha truéng don vi phé duyét. Sau khi thu
truong don vi phé duyét dong y mua hay khdong mua, VC thu vién khoa can phai phan hoi
thong tin cho TTHL theo dia chi email nhan dugc. Thoi gian thuc hién cong doan nay la 01
budi. Néu thu truong don vi ddng ¥y mua s& thuc hién cong doan tiép theo.
- Ki@n t X ahonb tai liMi thyc nton: TTHL théng b4o cho nha cung cip rit sach theo
danh muc duogc thi truong don vi ky duyét. TTHL va nha cung cip kiém tra déi ching giira
tai liéu thuc nhan va danh muc tai liéu dit mua. Thoi gian thuc hién 12 01 budi.
- Bién m\c, xo ly ko thuot tai liMi: TTHL tién hanh phan kho, nhap liéu, phan loai, dan nhan
phan loai cho tai liéu. Thoi gian thuc hién 1a 01 thang sau khi hoan tit nhan tai liéu tir nha
cung cap.
2.3. Giao tai liMi: TTHL dién thoai hoic giri email cho VC thu vién khoa vé thdng tin nhan
tai liéu tai TTHL. VC thu vién khoa kiém tra d6i chiéu giita danh muc va sé luogng thuc nhan,
ky nhan vao: phiéu thong ké nhap tai san, sé nhap tai san va phiéu xuat kho mang tai liéu ra
khoi TTHL. VC thu vién khoa théng bao cho CBVC khoa vé sach dit mua da sdn sang phuc
vu va sach khong dugc duyét mua.
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2.4. C4c yéu cau:

- S6 luong tai liéu mua tuan thu theo chinh sach bé sung.

- TTHL chiju trach nhiém tra tring tai liéu trong hé thong thu vién Trudng.

- Truéng khoa phan hdi théng tin quyét dinh déng y dit mua hay khong dat mua tai liéu cho
TTHL va VC thu vién khoa.
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LUUDO

Buwéc Luu do Noi dung cong viéc Ng“r’ﬁ"értlhqc Ihhu(::' ﬂ:gg cthuI
- Chuyén yéu cau mua i Hang nim
. Vv
St ahnh b sach cho TTHL. Can‘bo ¢ (21/4 hoac
bat sach tu Truong .
1 nha cuna cap 20/11 hoac
dau nam
hoc mai)
- Loai cac tai li¢u da co TTHL 0,5 ngay
trong h¢ thong CSDL.
A 4
2 Tra trung
- M6 ta théng tin tai liéu TTHL, VC 0,5 ngay
EE— dugc chon mua vao CSDL | thu vién
Nhap thong tin tai o Khoa
3 liéu duoc d& nghi - TTHL gui danh muc cho
) i ) VC thu vién Khoa trinh
Thu truong ky duyét.
\ - Chuyén danh muc dé VC thu vién | 0,5 ngay
Chuyén danh muc dé nr?hi mua cé ky quy:%t cuia | Khoa
4 nghi mua tai liéu thu truong don vi dén
TTHL.
- Kiém tra s6 luong sach | TTHL va 0,5 ngay
— ¥ gitta danh muc va tai liéu | Nha cung
Kiém tra dol Chl:l'ng thuc nhan Cép
tai liéu thuc nhan
v - Phén kho, phéan loai, TTHL Toida 01
Bién muc, Xit Iy ky I”h@!p Ihleu,\ P'f‘.rl nhan phan thang
6 thuat tai lia oai cho tai liéu.
at tai lieu
- Thong béo don vinhan | ) 3 ¢4 | Theo thong
tai liu méi. . | b6 thu vien béo
- Kiém tra danh muc va s6 kh i
~ oa
luong thyc nhan.
Giao tai ligu - Ky nhan phiéu thong ké
nhap tai san, danh muc
. s&ch, s6 nhap tai san va

phiéu xuit kho mang sach
ra khoi TTHL.

- Vién chire thu vién khoa
théng bao cho CBVC khoa
vé sach da san sang phuc
vu va sach khong duoc
duyét mua.
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18. QUY TRINH PANG KY CAP THE THU VIEN

I. QUY TRINH CONG TAC

1.

CO SO THUC HIEN

1.1. Muc dich, pham vi ap dung:

- Muc dich: Quy dinh tha tuc va trinh tu thuc hién quy trinh lam thé cho ban doc trong va
ngoai Truong.

- Pham vi ap dung: Quy trinh dugc ap dung cho ban doc trong va ngoai Truong.

1.2. Van ban &p dung:

- Quy dinh chtic nang, nhiém vu s 2346/QD-DHCT.

- Quy trinh cdng viéc cua Trung tam Hoc liéu.

- Noi quy caa Trung tdm Hoc liéu.

1.3. Giai thich tir ngi, tir viét tat:

- TTHL: Trung tam Hoc liéu.

- BGD: Ban Giam ddc.

- VC: Vién chuc.

NOI DUNG QUY TRINH

2.1. Thanh phan hé so:

Céa nhan:

- Pon dé nghi cap thé (theo mau).

- Anh 3 x 4 (néu khong c6 nhu cau chup anh tai TTHL).

- Ban sao gidy chitng minh nhan dan (ban doc ngoai trudng).

2.2. Thai gian lam thé:

- Trong gio hanh chinh, ngoai trir chiéu thi hai.

- Nhan thé ngay sau khi dang ky.

2.3.  Nai dung chi tiét:

- Nip L_ n Lkt nidgxckif hdlc tryo tugyh

+ Trxc tifp: Nguoi dang ky cip thé ldy mau don tai http://www.lrc.ctu.edu.vn

hogc tai quay luu hanh. Bién thdng tin vao mau don. Nop don, phi dich vu va ban
photo giay chirng minh nhan dan (ban doc ngoai Truong) tai quay luu hanh, tang
1 trong gio hanh chinh. Chup dnh tai TTHL hoac mang theo anh 3 x 4 (anh chup
khong qua 06 thang ké tir thoi diem lién hé lam th¢).
+ Trxc tuyn: Nguoi dang ky cap thé/hoac diang ky mé tai khoan nhap thong tin
dang ky tai http://www.Irc.ctu.edu.vn/-. Tai don d€ nghi cap the va dien day du
théng tin. Thuc hién Pang ky trén phan mém, dién thong tin theo yéu cau va gui
théng tin.

- Trin% ducva B Gn Ang8hply mi>c  n g oyng): VT TTHL trinh Ban Gidm
dbc don dang ky lam thé truc tiép va truc tuyén sau khi ban doc lién hé dang ky cap thé.
Truong hop khong dugc cap the VC TTHL s& thdng bao.

- In thi: TTHL nhap dit liéu, kich hoat thé sir dung cho ban doc ngay sau khi hoan tat cac
thu tuc.

- Giao thH : TTHL giao thé cho nguoi dang ky lam thé sau khi in.

2.4. C4c yéu ciu:

- Ban doc cong tac ngoai Truong: Pon d& nghi cip thé ¢ x&c nhan cua thu truong don vi
dang cong tac hodc chinh quyén dia phuong noi cu tra.

- Nop phi 1am thé va phi sir dung co s vat chat TTHL theo quy dinh.
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Il. LUUDO

. A n A . Nguoi Thoi gian Ghi
Buwéc Luu do Noi dung céng viéc thuc hién | thuc hign chi
bang ky lam thé truc tiép | Ban doc
tai quéy luu hanh hodc
Ding ky lam truc tuyen tai
1 thé http://www.lrc.ctu.edu.vn
I Xét don yéu cau cap thé. | TTHL Ap
dung
Duyét caa idogthog cho
2 BGD ban
doc
ngoai
Truong
Dlng § - N,hap dix lieu. TTHL
- Kich hoat thé. .
Trong gio
v hanh chinh
3 Nhap thdng tin va in (trix chiéu
thé thur hai)
- Giao/nhan thé tai quay
v lru hanh ting 1 trong gio TTHL
Giao thée hanh chinh.
- Giao/nhan tai khoan qua
email.
l - Thdng bao cho nguoi
4 dang ky cap thé néu

khong duoc dong .
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19. QUY TRINH THANH TOAN RA TRUONG
. QUY TRINH CONG TAC
1. COSO THUC HIEN

1.1. Muc dich, pham vi ap dung:

a. Muc dich: Quy dinh thu tuc va trinh ty thuc hién quy trinh thanh toan ra truong danh
cho céan bo - vién chirc, hoc vién sau dai hoc, sinh vién Truong Pai hoc Can Tho.

b. Pham vi 4p dung: Quy trinh dugc &p dung cho tat ca can bo vién chirc, hoc vién sau dai
hoc, sinh vién Truong Pai hoc Can Tho.

1.2. Van ban ap dung:
- Quy trinh cdng viéc cua Trung tam Hoc liéu.
- Noi quy caa Trung tdm Hoc liéu.
1.3. Giai thich tir ngir, tir viét tat:
- TTHL: Trung tam Hoc liéu.
- CBVC: Can bd vién chuc.
- HVSDH: Hoc vién sau dai hoc.
- R0t han thé: Khoa tai khoan sir dung TTHL.
- SV: Sinh vién.
- CSDL: Co so dir liéu.
2. NOI DUNG QUY TRINH
2.1. Thanh phan hé so: Phiéu thanh toan ra trudng.
2.2. N@i dung chi tiét:

- TitpntonviM t hanh yng BIHL titarh todn ra truong tai quay luu hanh, ting
1. Thoi gian thyc hién trong gio hanh chinh.
+ ivai CBVC hdc SV thoi Bc: mang theo phiéu thanh toan ra truong theo
mau quy dinh cta Truong.
+ fivoi HVCH: mang 01 quyeén lugn vén ¢ chir ky X4c nhan cua hoi dong, 01
file luan van hoan chinh theo cac yéu cau ¢ muc 2.3 va dién thong tin vao
phiéu Xac nhan thanh toan ra treong tai quay luu hanh, TTHL.
+ fivai SV TTHL tiép nhan danh sach SV chuan bj ra truong tr Phong Pao
tao. TTHL kiém tra va phan hoi thdong tin vé tinh trang ng sach hoac céac
khoan phi khac ciia TTHL theo danh sach cho Phong Pao tao.

1 SV khdng n: TTHL rut han thé st dung TTHL, SV khéng thuc hién thanh
toan ra truong tai TTHL.

1 SVni TTHL: Phong Pao tao giri danh sach SV ng vé khoa dé thong béo cho
SV thyc hién viéc thanh toan. Sau khi nhan thong bao, SV mang theo phieu
thanh todn theo mau quy dinh cta Truong dé thuc hién thanh toan.

- Ki@ntra: TTHL thuc hién viéc thanh tqén ra truong. Thoi gian kiém tra duoc
thuc hién trong gio hanh chinh (ngoai trur chiéu thir hai).

- RL’Jt Hn th: TTHL thuc hién rat han thé cta ban doc trén CSDL va ky xgc nhan trén
phiéu thanh toan ra truong. Thuc hién rat han thé ngay sau khi hoan tat viéc kiém tra thong
tin trén CSDL.
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2.3. C4c yéu cau:
- Thoéng béo danh sach SV khéng ng TTHL cho Phong Pao tao.
- SV no TTHL tai liéu hoic cac khoan phi khac dén thanh toan ra truong tai TTHL.
- Céc yéu cau khi nop file luan vin cao hoc:
+ Tén file mbi bai luan van 1a tén caa hoc vién thuc hién luan van.

+ File luan vin duoc dinh dang dudi 01 file PDF giéng ban in hoan chinh.
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LUUDO

Buéc Luwu do N@i dung cong viéc thljr%uk,g:?n Ihhu(’)c’:l ﬁ:zrr: Shhul
- Tiép nhan danh sach | TTHL Gio hanh
SV chuan bi ra Truong chinh (trur
Tiép nhan danh tor Phong Qélo tao. chiéu thtr
sach - HVCH dén thanh hai)
toan tryc tiép tai
1 TTHL.
- CBVC Truong hoac
SV thoi hoc dén thanh
toan tryc tiép tai
TTHL.
b 4 -Kiém tra thong tin TTHL Gio hanh
7 Khong ng giao dich cua SV, chinh (true
Kiém tra HVCH, CBVC véi chiéu th
TTHL. hai)
2 - Khdng ng qua Budc
4,
Conng
Thong béo danh sach - Chuyén danh s&ch SV | -1y Téi da 02
ban doc con ng ng TTHL cho Phong PPT tuan
bao tao. Khoa
3 Ban doc
A 4
R0t han thé - Thyc hién rdt han the TTHL Trong gio
Hoan thanh doi véi SV, HVCH, hanh chinh
thanh toan CBVC khong ne (trix chiéu
4 (sé&ch, céc loai phi...) thir hai)

tai TTHL.
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20. QUY TRINH THAM PINH DANH MUC TAI LIEU THAM KHAO
I. QUY TRINH CONG TAC:
1. COSO THUC HIEN
1.1. Muc dich, pham vi ap dung:

a. Muc dich: Thim dinh danh muc tai Ijéu tham khao do géc gia sir dung trich dan trong giao
trinh, tai liéu hoc tap nham nang cao chat lugng tai liéu xuat ban tai Truong Pai hoc Can Tho.

b. Pham vi ap dung: Quy trinh dqoc ap dung cho viéc bién soan giao trinh, tai liéu
tham khao... tai Truong Pai hoc Can Tho.

1.2. Van ban ap dung:

- Cian ctr Chuong 111, Biéu 11, Quyét dinh sé 3054/QD-DHCT ngay 28 thang 8 nim 2015
cia Hiéu truong Trudng Pai hoc Can Tho ban hanh quy dinh vé viéc bién soan, luya chon,
tham dinh, xuat ban, phét hanh, duyét va str dung gi4o trinh, tai liéu hoc tap cua Truong Pai
hoc Can Tho.

1.3. Giai thich tir ngir, tir viét tat:
- TTHL: Trung tdm Hoc liéu.
- CB: Céan bo.
2. NOQI DUNG QUY TRINH
2.1. Thanh phan hé so: Phiéu xac nhan da tham dinh.
2.2. N@i dung chi tiét:

- Goi L £ n*gn MH: Tad ghi 1ap danh muc tai ligu tham khao trich dan dé nghi tham
dinh theo mau va giri qua email dichvuthuvien@ctu.edu.vn khi cé yéu cau.

- Ki@n tra: TTHL thuc hién kiém tra danh muc tai liéu duoc trich dan. Thoi gian thuc hién
khong qua 02 ngay. Sau khi TTHL thyc hién kiém tra: Nhiing tai ligu dugc tham khéo trich
dan khéng tim thay trén thi truong thi dé nghi tac gia L Zu chibh, op niot.

- n Zu chibh, op nhot: TTHL gii lai két qua kiém tra cho tac gia dé diéu chinh cac thang tin
trén danh muc. Doi vai cac tai liéu tham khao khéng gé trong hé thong thu vién Truong,
TTHL s€ lién hé tac gia sao chép mot ban dat tai TTHL dé ban doc tham khao.

- TH kA q@ : TTHL sé& gui két qua hoan chinh cho tac gia qua dia chi email. Thoi gian gui
két qua hoan chinh 1a 01 ngay sau khi TTHL nhén dugc thong tin diéu chinh. Néu tac gia can
ban in, TTHL s& hoan tra két qua tai quay luu hanh, ting 1.

2.3. C4c yéu cau:
- Nhan danh muc tai liéu d& nghi tham dinh cua tac gia.
- Tra phiéu xac nhan d tham dinh cho tac gia.
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LUU DO

Thaoi
. A A A = Nguoi gian Ghi
Buéc Luu do Noi dung cong viéc thuc hién thuc chi
hién
Tiep nhan danh muc tai ligu | Tac gia Trong
Guri ding ky tham khao trich dan de nghi gio hanh
1 tham dinh tham dinh qua email chinh.
’ dichvuthuvien@ctu.edu.vn
- Tién hanh kiem tra danh TTHL Toi da
. muyc tai lidu duoc trich dan. 02 ngay
Kidm tra Py du - _Ifha_rl hoi danh muc cho tac Igrﬂn
2 gia bién soan. Viéc.
Chua dly 4
Il biéu chinh, cap nhat va phan | Tac gia Tuay
Pidu chinh, cap nhat hoi |_2_1.I danh muc (néu co) qua thUQC,
3 email: vao tac
dichvuthuvien@ctu.edu.vn gia.
- Lap phiéu xac nhan: Mau TTHL Ngay sau
phicu xac nhan. khi kiém
) - Tra két qua va két thuc quy tra, dieu
4 Tra két qua trinh. chinh,
cap nhat.
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