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LY LICH TAI LIEU

Noav ban hanh Co s0 hogc ly do cia viécban . Tom tat noi dung ban Lan ban
gay hanh, sira doi/bo sung hanh, sira chira/bo sung hanh
Ban hanh lan dau 01
MUC LUC
I. TRANG KIEM SOAT

1. Noi phan phdi tai liéu
Danh muc biéu mau di kém
Il. TRANG NOI DUNG

Muc dich

N

Pham vi 4p dung

Dinh nghia va chi viét tat

N

N1 dung
I. TRANG KIEM SOAT
1. Noi phan phi tai liéu
Quy trinh nay ¢6 lién quan dén tat ca cac don vi thudce Truong Pai hoc Kinh té - Lut.

2. Danh muc bi¢u miu di kém

STT| Séhigu Tén hd so Noilwu | N
¢ chu
Phiéu dang ky, thay doi, tam ngung, huy bd
01 . \ T
tai khoan, tao group email can bd truong.
II. TRANG NOI DUNG
1. Muc dich

- Nham quy dinh trinh ty d61 v6i can bd hodc don vi ¢6 nhu cau stir dung hoac can

hd trg lién quan dén email can bo trudng.




- DPam bdo viéc khoi tao, xur 1y cac yéu cAu cua can bd, don vi st dung lién quan
dén email duoc dap tmg kip thoi va hiéu qua cho ngudi sir dung.
2. Pham vi ap dung
Quy trinh nay 4p dung cho tit ca cac don vi thudc Truong Pai hoc Kinh té - Luat.
3. Dinh nghia va chir viét tit
3.1. Giai thich
- Ban Giam hiéu: Hiéu truéng va Pho Hiéu trudng dugc Gy quyén.

- Pon vi: Khoa, Phong, Trung tam, Ban, Co s¢ tryc thudc truong.

Biéu twong biat dau va két thic — st dung dé mo
dau va ket thtic luu trinh cua mét qua trinh.

Biéu twong hoat dong — bén trong hinh chir nhat 1a
mo ta van tat cia hoat dong can theo ddi (thuc hién)

Biéu twong ra quyét dinh — hudng tiép theo cia
qua trinh duogc lya phu thudc vao viéc chap nhan

hoic khong chap nhan.
Puong din — mo ta hudng di ciia qué trinh, lién két
cac y€u to cua qua trinh vdi nhau.

3.2. Chir viét tat
- TCHC: Phong T6 chirc — Hanh chinh
- T6 CNTT: T6 Cong Nghé Thong Tin
- DV:Dbonviyéu cau st dung
- GV: Giang vién
- CV: Chuyén vién

4. No¢i dung
4.1 Lwu dd
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PANG KY, THAY POI TAM NGUNG, HUY BO TAI KHOAN, TAO GROUP EMAIL CAN BO CUA TRUONG
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4.2 Dién giai luu do

Noi dung thuce hién Chiing tir/hd so ?m V! Thot glan
lién quan thuc hién
Budc 1: Giri yéu cau i
| BV, GV, CV c6 nhu cau sir | | PV,GV,CV |




dung lap phiéu dang ky gui
den Phong TCHC.

Phiéu ding ky

Budéc 2: Phong To chirc — Hanh chinh xét duyét

Phong TCHC xem xét phicu
dang ky & ky duyét. Chuyén
phi€u nay dén cho T6 CNTT.

TCHC

Buwéc 3: To CNTT xir Iy va tra két qua

T6 CNTT xtr Iy theo yéu cau.
Thong bao két qua qua Email
hodc SMS cho dbi tuong da
dang ky. Dong thoi luu thong
tin dang ky.

Phiéu ding ky
(Pugc duyét)

TS CNTT

1 ngay
lam viéc




