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1. Muc dich
Nham théng nhat quy trinh ding ky hoc phan trong timg hoc ky va gitp sinh vién xac dinh
trinh tu cac budce dang ky.
2. Pham vi ap dung
Ap dung ddi véi sinh vién Pai hoc, Cao déng dao tao theo hoc ché tin chi ciia nha truong.
3. Tai liéu vién din
Tiéu chuan ISO 9001
17/VBHN-BGDDT
Quyét dinh s6 41/QD-DHSPKTVL-DT ngay 30/5/2018 cua Hiéu trudng trudng Dai hoc
Su pham Ky thuat Vinh Long vé viéc ban hanh quy dinh dao tao dai hoc va cao déng theo
hoc ché tin chi
4. Thuit ngit, dinh nghia va viét tit
- BGH: Ban giam hiéu
- HT: Hi¢u trudng
- QT : Quy trinh
- SV : Sinh vién
- PDT: phong Pao tao
- P.KH-TC: phong Ké hoach — Tai chinh
- CVHT: Cb van hoc tap
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5. N¢i dung
5.1. Luu trinh
A ) THUC HIEN . 3
STT CONG VIEC BIEU MAU
Chinh Phéi hop
D& xuét va lap danh sach - Cac khoa
1 cac hoc phan du kién mé chuyén mon, Phong BT BM-DT-15
16p trong hoc ky CVHT
]
v
Lap thoi khoa biéu hoc ky Cac khoa chuvén | BM-PT-20
A _ \ yén
2 lan 1 Phong BT mon BM-DT-21
Ding ky hoc phan truc
3 tuyén - SV, CVHT PDT
A 4
Diéu chinh DPKHP,
si sb du kién
A
SV, CVHT Sai -SV
4 kiém tra két Z -CVHT PDT
qua dang ky
Hét
TGian
DbKHP
A
Xac lap TKB ca nhan timg
S sinh vién theo két qua déng - PDT
ky lan 1
Dé xuaflt danh sélcl} hoc
6 phan diéu chinh, bo sung - CVHT, SV PDT BM-DT-16
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Lap thoi khéa biéu hoc ky PDT Cac khoa chuyén |  BM-DT-20
14n 2 mon BM-PT-21
Kiém tra Phu hop
TKB ca nhan
Sinh vién
Khong phu hop
SV, CVHT PBT BM-DT-17
Con thoi gian
diéu chinh hoc
phﬁn lan 2 Hé TG
Piéu chinh PKHP
Xéc 1ap TKB cé nhan 1an 2 PDT
\ 4
-SV
Dong hoc phi _PKH-TC PDT
\4
Lap danh sach 16p hoc phén, PBT Céc khoa chuyén | BM-PT-20
thoi khoa biéu chinh thire mon BM-DT-21
DbKHP
Hoan thanh
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5.2. Mo ta
Bwoe 1:

Trude 02 thang mdi dau hoc ky chinh, PDT thong bao cho CVHT cac khoa dé xuét va lap

danh sach cac hoc phan dy kién mé trong hoc ky.
Budce 2:

PDT xur Iy cac hoc phan dé xuat cia CVHT, 1ap ké hoach giang day. Cac khoa chuyén

mon lap ké hoach giao vién dé PPT xay dung TKB trén phan mém.
Budc 3:

Sinh vién thuc hién dang ky truc tuyén cac hoc ph'?m tai tai khoan ca nhan cuia sinh vién

trong phan mém quan 1y dao tao véi thoi gian cho phép.
Budc 4:
SV kiém tra viéc dang ky HP tryc tuyén cta minh.

- Néu dang ky sai HP, s6 TC nhung con thdi gian ding ky HP, thi sinh vién tién hanh
diéu chinh 1dn 1 ngay trong tai khoan c4 nhan ctia minh cho diing véi nang luc cta
minh.

- Néu khong con thoi gian, thi sinh vién khong thé diéu chinh hoc phan trong tai khoan
ca nhan cua minh nira.

Luuy:

- Sinh vién xem kj TKB dd xép dé c6 ké hoach chon 16p phit hop véi thoi gian hoc cd
nhan

- CVHT theo doi tinh hinh va lién hé PDT cdp nhat st sO 16p du kién trong (pham vi cho
phép 16 chire I6p).

Budc 5:
Sau khi két thuc thoi gian ding ky hoc phan, PDT cép nhat TKB ca nhin cia sinh vién

trén phan mém theo két qua ding ky cia sinh vién.
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Bwoc 6:

Sinh vién kiém tra két qua dang ky, néu khong phu hop hay c6 nhu cau diéu chinh, bd
sung thi béo cao vé CVHT. Sau d6 CVHT s& 1ap danh sach hoc phan diéu chinh, bd sung.

Bwoc 7:

PDT xir 1y cac hoc phan dé xuat cia CVHT, 1ap ké hoach giang day (1an 2). PDT lién hé

céc khoa chuyén mon lap ké hoach gido vién (1an 2) dé cap nhat TKB trén phan mém.
Budc 8:

Sinh vién tién hanh diéu chinh hoc phan trén phadn mém trong thoi gian cho phép. Co thé
diéu chinh bang phiéu BM-DT-17 di véi nhitng trudng hop dic biét.

Budc 9:

Sau khi két thiic thoi gian dang ky diéu chinh hoc phan, PDT cép nhat TKB c4 nhéan cua
sinh vién trén phan mém theo két qua diang ky diéu chinh cua sinh vién.

Budc 10:

SV tién hanh déng hoc phi ddi véi cac hoc phan ma minh di diang ky va da duoc xép TKB
trén phan mém trong thoi gian quy dinh.

Budc 11:

PDT tién hanh l4p danh sach cac 16p hoc phan theo két qua dong hoc phi, xac lap TKB
chinh thuec.




