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THONG BAO

Vé viéc thire hién quy trinh hoén day/day bu
va cong tac kiem soat ho so giang day

Can cu Quyét dinh s6 11 ZI/QD—CBC T ngay 11/8/2022 cua Hiéu Truong
triweong Cao dang Cong Thuwong mién Trung vé viéc ban hanh Quy dinh ho so, s6 sach
trong dao tao trinh do trung cap, cao dang;

Cén cir Nhiém vu nam hoc 2022-2023.

Nha truomg thong bao viée thuc hién quy trinh hodn day/day bu va cong tac luu
ho so giang day voi cac ndi dung sau:

1. Thue hién quy trinh hoén day/day bu trén Bitrix

1.1. V& ding ky hoin day

- Trach nhiém phé duyét hoan day: Trudng bo moén, Trudng khoa

- V& hoén day c6 ké hoach trude: Nha gido xin hoan day do ¢6 ké hoach khac
duoc nha truong phan cong hogc ly do ca nhan quan trong phai ding ky nghi day trudc
2 ngay (khong tinh ngay nghi cudi tuén, nghi l€).

Trudng b mon sau k!’li phé duyét’c?m ¢6 ké hoach bd tri cac mon hoc khac (néu
c6) thay thé vao gio trong dé dam bao tién do chung hoic thong bao cho HSSV khong
phai dén trudong (truong hop khong bo tri dugc).

- Vé hoan day dot gcuét: Nha gido hodn day dot giuét do 1énh diéu dong cong tac
quan trong tirc thoi hodc om dau, co vié'c rifang dot xuat ngoai thuc hién trén quy trinh
c6 thé thong béo cho Trudng by mon biét dé thong bao cho HSSV.

Truong hgp nha giao ém dau hodc khong thé dang ky trén quy trinh hoan day,
thi Truéng Bo mon hoac ngudi duge Truéng Bo mon uy quyen dang ky cho nha gido
trén quy trinh de theo dai, luu trir. Thoi han dang ky: Khong qué 6 gio (trong gio hanh
chinh) ké tir thoi diém bat dau tict giang bi hoan.

1.2. V& day bu cho budi hoan day

- Nha gido hoan day phai t chic day bil chm nhat 15 ngay ké tir ngay hodn
day.

- Dang ky day bu trén quy trinh trude khi td chirc day it nhat 4 ngay (khong tinh
ngay nghi cudi tuan, nghi 1¢).

- Truéng Bo modn c6 trach nhi€ém xém xét viéce trung lich hoc trude khi phé
duyét.

- Truéng khoa thong béo lich cho HSSV biét va tham gia hoc tdp theo ké
hoach.




H6é so hoan day, day bu dugc luu trir trén Bitrix, Trudng bo mén, Trudng khoa,
Phong QLDT, Phong QLCL&NCKH déu cb thd truy xuat dugec.

2. Chuin bi hé so giang day

Gido vién/giang vién thuc hién viéc tai gido 4n 1én phin mém dao tao trudc moi
budi 1én I6p dé Trudng bd mon duyét gido an va céc nhiém vu khac theo Quyét dinh
s0 1171/QD-CDCT ngay 11/8/2022 cua Hiéu Truong truong Cao dang Cong Thuong
mién Trung vé viéc ban hanh Quy dinh hé so. sd sach trong dao tao trinh d¢ trung cép,
cao dang.

3. Luwru trir ho so giang day

- Viéc lu'u trit ho so giang day ﬁuqc thuc hién theo phuong thirc sb hoa. khong
luu trir ban gidy (Gido an, bai giang, so sach 1én 16p).

- Truong bo moén c6 trach nhi¢m cap nhat dé cuong chi tiét, tai lidu giang day
cua cac modun do t6 bd moén quan ly khi c6 su thay do6i Ién duong link:
https://ticcd_uvn.sharepoint.comx‘"sitcs/'quanl\'hosominhchungmilc.

- Truéng bd mon ¢6 trach nhiém kiém tra gido 4n va tong hop gido 4n cua cac
nha gido trong t6 bd mdn minh quan ly vao ngay 24, 25 hang thang sau d6 tai Ién
dudng link: https:/ticeduvn.sharepoint.com/sites/quanlvhosominhchunemitc. Phong
QLCL&NCKH s€ tién hanh kiém tra gido an sau ngay 25 hang thang (c6 /urdng dan
kéem theo).

- Phong Quan Iy chét lugng va Nghién ciru khoa hoc c6 nhi¢m vu theo ddi kiém
tra viéc thuc hién giang day theo thoi khoa biéu va cong tac luu trix hd so giang day.

- Cac phong, khoa, trung tdm c6 nhiém vu phdi hop véi phong QLCL&NCKH
d€ thuc hién t6t cac ndi dung theo thong béo nay. l/

Noi nhin: KT.HIEU TRUONG

- Cac Phong, Khoa, TT; . 2 =
- Luu: VT, QLCL&NCKH, TDD. : HO HIEU TRUONG
TRUONG \ 2\
CAODANG_\3) .

Nguy&n Thi Kim Ngge
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HUONG DAN SU DUNG QUY TRINH HOAN DAY/DAY BU
(Kém theo Théng bdo s6 4240/TB-CDCT ngay 17 thdng ¥ nam 2022)
I. Pang ky hoan day:

Bonyvi:” Ban Giam hiéu i
Ngay hodn ién lop: * ey
sé tist: *
Lop: *
Phong: "
Tén mén: *

Ly do hoan: *

Ly do hoin (Dinh kém file,
néu cé):

THEMTEP
Ngay day bu:
Phong day bu:

Gio day bu:

Té trivéng bé mén: * Chon

Buére 1: Gido vién dang ky hoan day bang cach nhp thong tin vao tit ca cac trudng
cO gan dau sao (*)

Buée 2: Néu ¢ lgch day bu cu thé gido vién/giang vién chon thoi gian day bu vao
truong day bu. Néu chua c6 thoi gian day bu thi khi nao t6 chirc day bu thuc hién
theo quy trinh bén dudi.




Bwéc 3: Gido vién/giang vién chon truong b mon quan ly dé duoc duyét
Bwéc 4: Click Giri. Két thuc quy trinh
II. Pang ky day bu:

Néu trong truong hop dang ky hodn day chua xac dinh dugc ngay day bu,
chung ta tien hanh dang ky lai ngay day bu véi dang ky hodn day da dang ky trude
do.

Buoc 1: Truy cdp vao danh sach Pang ky.

Tu Feed: Thém — Quy trinh lam viéc — Cai dat — Tim dén QUY TRINH
HOAN DAY/DAY BU

~&  QUY TRINH HOAN DAY\DAY BU
= Show in Feed

Bude 2: Tim kiém dén dang ky cua ban da dang ky trude do.

L
Workflows ~

DAKEMTRAOS Y TOTAL SHOW QUANTTY € TRIGC 1 ] CACBANGHE X v

Bude 3: Click vao du 3 vach & trén hang chit ding ky cta ban.

Ba vach — Chay quy trinh kinh doanh — DAY BU.

CEI : Stra Khoa Co khi Viét

Sao chép
Chay quy trinh kinh doanh > | DAY BU
T Chay quy trinh >  HOANDAY&DAYBU |
PDAKIEMT i e

Xoa




Trén man hinh Feed s€ xuat hién khung cong tac nhu sau:

Viét Ngoc Hoang
Him nay, 10:57 am

QuY TRINH HOAN DAY\DAY BU
& Ky | - 2021-2022 - Hoang Ngoc Vigt - Tin hoo dal cuong

Nhiém vy:
DANG KY DAY BU

Like ThémBinhiuén Theod® Thém =0

O Thém binh wgn

Nhan vao BAT PAU dé nhap ngay day bu, gio day bu, phong day bu va bdm LUU
dé két thuc.
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G MIEN TRUNG

HUONG DAN SU DUNG SHAREPOINT LUU HO SO GIANG DAY

(Kem theo Thong bdo 56 420 /TB-CPCT ngay /|7 thing 8 ndm 2022)
I. CAC KHOA

1. Céc khoa, to b modn click va du‘omg link cua
timg khoa , t6 bo mén (Pa gui link vao dia chi
cé tén mién mitc.edu.vn dén truwomg khoa va
cac truong bo mon)

Vd: https://ticeduvn.sharepoint.com/sites/quanlyhosominhchungmitc

2. Ding nh@p dia chi email twong tmg vdi tén

o3, il Vd: tranduvdam(@mitc.edu.vn
mién mitc.edu.vn

Pass: *%% %%k ko ok ok ks oo ook sk

Tarlidu > 5. HO SO GIANG DAY
3. Xuét hién thu muc ctia timg khoa

(Truéng khoa va truong b mon chi nhin thdy
thu muc ctia khoa minh quan ly)

3, Khoa B-THH
54 Khen THAET

a5 Khoa CTKD-DLTT




4. Click va thu myc tirng khoa
(Truong khoa va truéng bd mon chi nhin thay
thu muc cua khoa minh quan ly)

LY HO S0 MINH CHUNG

Yal Wy snisshiching Chinh siia

HO SO GIANG DAY > 1, Khoa CNH-TH&MT

5. Click vao thu muc t6 bd mén tuong img

SharePoint

L3
QUAN LY HO SO MINH CHUNG W

L] e Teang chdl  TAIBQL minkichitg (b sl

i Chia gt

1. BM Céng nghe Hén-Thige pham

kel doshuarme




6. Trudng bd mon s& nhin thdy cac thu myc:
CHUONG TRINH: Truéng b mén tai cdc
chuong trinh giang day do by mon quan 1y 1én
thu muc nay (theo cdu tric: Chuong trinh
nganh A - khoa ... - trinh d6 CD/TC)

Luu y: C hmmg rrmh giang day chi tai lén mot
lan duy nhat khi cé su thay doi

TAI LIEU GIANG DAY: Truéng bo mon tai
cac tai liéu giang day (cép nhat) do bo6 mon
quan ly 1én thu muyc nay (theo cAu tric: Tai lidu
giang day mén A - khoa ... - 16p ... - trinh do
Cb/TC)

Luw y: Tai ligu giang day chi tai lén mt lan
duy nhat khi ¢o sw thay doi

GIAO AN:

- Doi véi giang vién/giao vién: Trude khi lén
[6p gido vién tai gido an 1én phan mém dao tao.
- D6i v6i Trudng bo mon:

Truéng b mon co trach nhiém duyét gido an
clia giang vién/giao vién trudce khi 1én 1dp.
Vao ngay 24,25 hang thang truo‘ng bo mon co
trach nhi¢m tong hop tat ca cac gido an giang
day cuia giang vién/giao vién trong thang do bo
mon minh quan ly sau do tai cac gido an giang
day cua céc nha gido trong bo mon quan 1y Ién
thu muc nay (theo cau trac: Thang .... -
TDbam — Hoéa hitu co- 16p ... - trinh do
Cb/TC)

Luuy: Phong QLCL&NCKH sé tién hanh kiém
tra gido an cua giang vién gido vién Irén
Sharepoint vao ngay 27,28 hang thang

:  SharePoint

QUAN LY HO SO MINH CHUNG

Tai liu minh chimg ~ Chinh sla

5 Crinh oa & dang xem igi 12 Cria s

B Saochep lién kit

M {dng nghd Hoa Thi phim

Kéo tép vao day

Wl Bngbb ¥ TAiwdng

1, Chigng trinh

Add column

7. Két thic




