UBND THANH PHO CANTHO ~ CONG HOA XA HOI CHU NGHIA VIET NAM

TRUONG DATHQC DPoc lap - Tw do - Hanh phic
KY THUAT - CONG NGHE CAN THO
S6:59/QD-DHK TCN Can Tho, ngay 01 thang 07 ndm 2020
QUYET PINH

V& viéc ban hanh Quy dinh quén Iy, vin hanh va khai thac hé thong thong tin dién ti
cia Trudng Pai hoc K¥ thuit - Cong nghé Cén Tho

HIEU TRUONG TRUONG PAIHQC KY THUAT - CONG NGHE CAN THO

Cdn cit Quyet dinh s6 249/0P-TTg ngay 29 thang 01 ndm 2013 ciia Thii tuong
Chinh phi vé viéc thanh lap Trieong Pai hoc Ky thugt - Cong nghé Can Tho;

Ciin civ Quyét dinh s6 70/201 4/0D-TTg ngay 10 thang 12 ndm 2014 ciia Thu
tudng Chinh phu vé viéc ban hanh Diéu ¢ truong dai hoc;

Can cit Quyét dinh s6 187/QD-DHKTCN ngay 28 thing 4 ndm 2018 ciia
Hiéu truong Truong Dai hoc Ky thudt - Cong nghé Can Tho vé viéc thanh ldp
Ban Quan tri hé thong thong tin;

Xét dé nghi ciia Ban Qudn t¥i hé thong thong tin.
QUYET PINH:

Pitu 1. Ban hanh kém theo Quyét dinh ndy “Quy dinh quén 1y, van hanh va
khai théc h¢ théng thong tin dién tir ciia Trudng Pai hoc K§ thuat - Cong nghé
Cén Tho”.

Piéu 2. Ban Quan trj Hé theng thdng tin, céc khoa va céc don vi thuge Trudng
Dai hoc K§ thudt - Céng nghé Cin Tho chju trich nhiém thi hanh Quyét dinh nay
ké tir ngay ky /.

Noi nhin:
- Nhu Diéu 2,
- Luu: VT, BDuy.
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UBND THANH PHO CAN THO ~ CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG PAI HQC DPic 14ap - Ty do - Hanh phiic
KY THUAT - CONG NGHE CAN THO

QUY DINH
Quiin 1y, vAn hanh va khai thac h¢ théng thong tin dién ti
ctia Trudng Pai hoe Ky thuit - Cong nghé Cin Tho
(Kém theo Quyét dinh s6:455 /QP-PHKTCN ngay 01 théng 7 ndm 2020
ciia Hiéu trucng Truong Dai hoc K9 thudt - Cong nghé Can Tho)

Chuong I
NHUNG QUY PINH CHUNG
Diéu 1. Pdi twgng, pham vi diéu chinh

Quy dinh nay quy dinh viéc quan ly, van hanh va khai théc hé théng théng
tin dién tir ciia Truong Pai hoc K thudt - Cong nghé Can Tho.

Quy dinh nay dugc dp dung dbi véi cac don vi, can bg, vién chic dang
cong tac va toan thé sinh vién dang hoc tép tai Trudng trong viéc quan ly, van
hanh va khai théc hé thdng thong tin dién tir ciia Trudng.

Diéu 2. Hg thong thong tin dién ti

H¢ thong thong tin dién tir ciia Trudng Pai hoc K§ thuét - Cong nghé Can
Tho bao gom:

- May chu, thiét b mang, mang cuc bg, cac duong két ni Internet.

- Hé thdng cong thong tin dién tr va cac trang tin dién t&r ctia Nha truong
(Phu luc dinh kém).

- Hé théng hanh chinh dién ta.
- Hé thdng hoc tép truc tuyén.

- HE thong phin mém quan ly gido duc: phin m&m quan Iy hoc vu - Education;
phan mém quan Iy nhan sy va tién luong - HRM.

- Hé thong thu dién tir tén mién ctuet.edu.vn.

Chuong I1
TO CHU'C, QUAN LY, SU DUNG HE THONG THU DIEN TU
Diéu 3. Thiét 1ap va van hanh hé théng thw dién ti

Hé thng thu dién tu Truong Dai hoc K thuft - Cong ngh¢ Cén Tho ¢6 tén
mién ctuet.edu.vn, duge thiét 1ap va van hanh trén ha tAng k¥ thuat ctia Gmail, do 1
Ban Quan trj Hé thdng théng tin van hanh va quan ly. /



Piéu 4. Trach nhiém ciia Ban Quén tri Hé thong thong tin (Ban QT HTTT)

- Quan Iy k¥ thuat hé théng thu dién tir, bao dam hé théng hoat dong thong
sudt, lién tuc.

- Thiét 14p hé thong mailing list, gitip cho viéc quan 1§ va phan cOng cong
viéc dén lanh dao, phong ban chic ning, khoa dugc thuén tién.

- Cép cho ting don vi, ¢an bg, vién chirc, sinh vién chinh quy trong truong
dia chi thu dién tir va mat khéu ban dau dé sir dung va khai thac thu dién i,

- Bdo dam an toan, bao mét thong tin déi v6i hé théng thu dién tr theo ché
dd mat; quan ly quyén truy cap cta cac don vi, can bd, vién chiec.

- Lap hop thu dién tir m6i cho ngudi méi duge tuyén dung, sinh vién tring
tuyén hé chinh quy, x0a bo cdc hop thu din tir ¢4 nhén cla can b, vién chirc
nghi hwu, nghi viéc, chuyén cong tic va sinh vién ot nghiép, théi hoc.

Piéu 5. Trach nhiém ciia cac don vi sit dung hé thong thw dién ti
1. Trach nhi€ém cua trudng don vi:

- Trudng céc don vi c6 trach nhi€ém cung cép danh sich hop thu dién tir ca
nhén cia can bg, cong chirc, vién chirc cia don vi dugce ding ky; thong bdo viéce
thay ddi thong tin lién quan dén hop thu dién tir ctia c4 nhan trong don vi minh dé
kip thoi cép nhét vao danh ba thu dién tir ciia don vi.

- Hop thu dién ttt cta don vi do Trudng don vi quan ly. Truéng don vi cé
thé dy quyén cho mot hosic mot s6 ngudi trong don vi st dung. Hang ngay,
Trudng don vi c6 trach nhi€ém xem xét, xtt ly théng tin nhén duoc qua hop thu
dién tr don vi minh quén ly.

- Trong pham vi ni b timg don vi, Trudng don vi quy dinh viée sir dung
va chdp hanh thdng tin dugc truyén qua hop thu dién tir don vi va coi d6 nhu mot
trong c4c phuong tién truyén tai chinh thirc cdc chi dao cong viée ctia Nha trudng.

- Khi thay doi vi tri cong tac, Trudng don vi cii ¢ trach nhiém ban giao
hop thu, mat khau va toan bd ndi dung dir liéu ciia hdp thu dién tir don vi cho
Trudng don vi méi.

2. Tréch nhiém cdn b6, cong chire, vién chirc thude Trudng duge cép tai
khodn hp thu dién tr:

- Dbi méat k}léu ban ddu di duoc cung cép, nham bao mat thong tin, Trudng
hop quén mét khau phéi béo ngay cho Ban Quan trj H¢ thong thong tin dé duoc
cép nhét thay doi mét khau.

- Bao vé& mat khau str dung hop thu dién tir ctia minh; dd1 mat khéu thuong
xuyén theo dinh ky, khong dugce cung cap mét khau hogc dé 16 mét khiu ding
nhap vao Hé théng thu dién tir cho ngudi khac; chiu trach nhiém vé ndi dung thu
dién tr cia minh.

- Khong truy nhap vao hop thu ctia ngudi khac va khong dé ngudi khéc S/L’y,

dung dia chi, hdp thu dién tir cia minh.
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- Khong st dung hop thu ctia minh phat tan thu rac hodc céc thu dién tir co
ndi dung khong phu hop.

- Khi giip su ¢b vé Hé thong thu dién tir phai bao ngay cho Ban Quan tri Hé
théng thong tin dé kip thoi khic phuc, sira chira.

~ Chuong III
QUAN LY, VAN HANH TRANG TIN PIEN TU
Piéu 6. Chirc niing ciia trang tin dién tir Trudng

I. Danh sdch céc trang tin dién tr thugc Trudng Dai hoc K§ thuét - Cong
nghé Cén Tho (Danh muc c4c trang tin dién tr HE théng thong tin dién tr Trudong
Pai hoc K§ thudt — Coéng nghé Can Tho dinh kém).

2. Chire nang cua trang tin dién ttr Trudng: Cung cap thong tin dién tt trén
mdi trudng mang vé cac hoat dong co ban cta Truong Dai hoc Ky thudt - Cong
nghé Cén Tho, bao gdm: ddo tao, nghién ciru khoa hoc va phuc vu cong ddng.

Piéu 7. Trach nhiém ciia Ban Quan tri H¢ thong thong tin

Ban Quén trj H¢ théng thong tin duge Ban Gidm hiéu giao nhiém vy quan
ly, cung cép, theo ddi va gidm sét vide sit dung trang tin dién tir clia Trudng, thuc
hién cong tac quan ly thdng nhét, toan dién va chiu trach nhiém tryc tip van hanh
trang tin dién tir ca truong theo cic ndi dung:

- Hd tro cap nhét cac thong tin chung mang tinh 6n dinh vé co chu, bd may,
gii thiéu, lich st phat trién..

- Sao luu dir 1i€u, ddm bao van hanh k¥ thuét trang tin di€n tk cia Truong,
- Ddm bao an toan va bdo mét thong tin trén trang tin dién tir cia Trudng.

- Pam bao lién két gitta trang tin dién t&r cia Trudng va trang tin dién tu
cua cac don vi.

- Kiém soét cic ndi dung thong tin trén trang tin dién tir cia Trudng, g& bo
cac thong tin khong chinh xac hodc vi pham qui dinh.

- Thuce hién chi dao ciia Ban gidm higu vé& ndi dung thdng tin trén trang tin
dién tr ctia Truong.
Piéu 8. Nhiém vu cia cac don vi thuge Truwong

1. Cung cdp thong tin tdng hop chinh xac, cép nhat vé linh vuc hoat dong
cia Truong do don vi quén ly.

2. Cung cép céc thong tin ddy di chinh xéc vé chirc ning nhiém vu, qui
trinh nghiép vy, cac diu mdi lién hé dé cap nhat 1én trang tin dién tir cha Trudng.

3. Thong bao kip thoi vé cdc sai sot trén trang tin dién tir clia Truong lién
quan dén chirc nang nhiém vu cia don vi.

4. Chiu trach nhiém bién tdp va dua thong tin 1én trang tin dién tir c4c n(f)i/

dung lién quan dén chirc ndng, nhiém vu caa don vi.
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5. Pam béo tinh két ndi gitta cac cong thong tin nghiép vu ciia don vi trong
hé théng thong tin dién ti thng nhét cia Truong, tranh tinh trang dit lidu chdng
chéo, tring ldp gdy ra kho khin trong viée quan ly va gdy lang phi tai nguyén.

Chuwong 1V
QUAN LY, VAN HANH HE THONG THONG TIN QUAN LY GIAO DUC
Pidu 9. Chite niing ciia hg thdng thong tin quén Iy gido duc

Hé théng thong tin quan ly gido duc cla Truong Pai hoc K¥ thuét - Cong
nghé Can Tho bao gom cdc phan hé: quan Iy hé thdng ddo tao (Education), quan
Iy nhan sy va tién lu’(mg (HRM), quan ly hanh chinh dién tir (EGOV). Hé thong
thong tin quén ly gido duc cia Trudng co céc chirc nang sau:

- Quan 1y hé théng quy trinh tuyén sinh.

- Quan ly h¢ théng chuong trinh dao tao

- Quan ly tai chinh hoc vy

- Quan ly hoc vu sinh vién

- Quan ly thoi khoéa biéu

- Quan ly chim cong

- Quan ly nhén su

- Quén ly luong

- Quan ly phu trdi

- Quan ly thinh giang

- Lich céng tac chung, lich phong ban, lich ca nhén, thong bao.
- Thu dién tir ndi bd (giri nhén)

- Quan ly cong viéc (giao viéc, nhdn viéc)

- Quan ly vin ban (Trung uwong, dia phuong, trudng)

Pidu 10. Trach nhiém ciia Ban Quan tri H¢ thong thong tin

Ban Quén trj Hé théng thong tin duge Ban Gidm hiéu giao nhiém vy quéan
ly hé théng thong tin quan ly giao duc, hanh chinh dién tt cua Truong, theo doi
va gidm sat vie s dung hé théng ciia cAc don vi ddm béo théng nhét va toan
dién, thong sudt. :

- H3 trg céc don vi khai théc va sit dung hé thong.
- Sao luu dit lidu, dam bao van hanh k¥ thuat h¢ thong.
Piéu 11. Nhiém vy ciia cic don vi thue Trudng

Chiu trach nhiém vén hanh, khai thac, st dung hé théng lién quan dén chirc
ning, nhiém vu dwge phan cong nhu sau: Z/.
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Don vi, ¢ nhan chiu

=

e Hipldung trach nhiém chinh
I Ha tang mang, thiét bi phén cting, thiét bi bao mét va sao lvu dir licu
1 Quan tri may chu, ha tf?mg mang, thiét bi phﬁn Phong QTTB

cung, thiét bi bao mét, sao luu dit li¢u. Ban QT HTTT
2 Quan tri tén mién ctuet.edu.vn Ban QT HTTT
Quan tri tén mién bkct.edu.vn
3 ng’m tri thu dién t& tén mién ctuet.edu.vn; | Ban QT HTTT
Cap thu dién tir cho CBVC, sinh vién.
Il | Hg théng Hanh chinh dién tiv: http://egov.ctuet.edu.vn
1 Quan tri hé thégg; Thiét ké, sép xép cAu tric | Phong TCHC
trang; Phin quyén cho cac don vi, cd nhan
2 | Lich cong tdc chung, thong bdo, vian ban | Phong TCHC
(Trung vong, Dia phuong, Trudng)
3 | Lich phong ban, lich ¢4 nhan Trudng céc don vi
4 Giao viéc, nhan viéc Ban Giam hiéu
Phong TCHC
Trudng cac don vi
I | Trang tin dién t&¢ Trwong: http.//ctuet.edu.vn
1 Quan tri h¢ théng; Thiét k&, sép xép cAu tric | Ban QT HTTT
trang; Phan quyén cho cac don vi, cd nhan;
DPéu moai lién hé¢ Cong ty ASC
2 |Bién tap: Gii thigu, B mdy t6 chirc, Tin tirc | Phong TCHC
su kién, Co héi Viéc lém, Tuyén dung Ph(‘)ng CTCT&QLSV
Céac don vi
3 Tuyén sinh chinh quy Phong BT
4 | Bién tap 3 cong khai, PBCL Phong PBCL-KT
5 Bién tap: Hoat dong doan thé Cong boan
DPoan Thanh nién
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Bién tap: Hop tdc - Nghién clru

Phong NCKH-HTQT-TTi-
PC

7 Bién tip: Trung tdm Ngoai ngit - Tin hoc Trung tdm Ngoai ngft -
Tin hoc
8 Bién tap: Trung tdm Ddo tao - BSi dudng Trung tim BT - BD
IV | Trang tin dién ttr Phong Dao tao: http.//pdaotao.ctuet.edu.vn
1 Quan tri hé¢ théng, Thiét ké, sdp xép cu tric | Phong BT
trang; Phan quyen cho cac don vi, ¢4 nhén; Ban QT HTTT
Péau mdi lién hé Cong ty ASC
2 | Bién tdp thong tin chinh quy, Bién tdp CTDT; | Phong DT
H) so mé nganh
3 | Bién tip: thong tin lién két dao tao TT DT, BD
4 | Bién tap: Hoc bdng Phong CTCT&QLSV
5 Bién tap: Hoc phi - L¢ phi Phong TCKT
V| Trang tin di€n t&v Phong TCHC: http.//ptche.ctuet.edu.vn
1 Quan tri h¢ théng; Bién tap thong tin; DAu Phong TCHC
moi lién hé Cong ty ASC Ban QT HTTT
VI | Phin mém quén Iy nhén sv - tién lwong: HRM
1 | Quan trj h¢ théng: HRM; Phan quyén cac don | Phong TCHC
vi ¢6 lién quan; Ban QT HTTT
2 Quan ly thong tin nhén sy Hb so nhén su; | Phong TCHC
Thong tin hop dong, quyét dinh; Quén ly
ngach bac can bd, vién chirc
3 Tuyen dung nhan sy; Ra quyét dinh lién quan | Phong TCHC
dén nhan sy (bd nhiém, nang luong, nghi
huu, khen thudng...)
4 | Quan Iy chidm cong ngay (cac don vi chdm | Phong TCHC

cong, Phong TCHC tong ,hop): Quan ly may
chdm cong vén tay; Chim cong bing may
tinh; Téng cong hang thang va xét thi dua..

Trudng céac don vi

dxdd
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5 Quan ly théng tin lvong va chi trd luong: | Phong TCHC
Ql}éﬂ ly f}é sc? nhan su; Tinh~ luong hffmg Phong TCKT
thang; Quan ly truy thu, truy linh cho timg
doi tugng nhan sy, ... Thong tin luong s&
dugc hién thi trén Cong thong tin giang vién
(trang P.TCHC) cho tirng ca nhan xem.
6 | Quy trinh quan ly moi giang:
- D& xuét nhan su: Pon vi moi gidng
- Duyét nhén sy Phong TCHC
- Tao hop dong moi giang Pon vi moi gidng
- Duyét hop dong Phong Dao tao
- D& xuét thanh ly DPon vi moi
- Duy¢t thanh ly Phong DPBCL-KT
- Thanh Iy hop dong Phong TCKT
VII |Phin m&m quén ly hoc vu: Education
1 Quan tri hé théng: Education. Ban Gidm hiéu
- Phan quyén c4c don vi ¢6 lién quan Ban QT HTTT
- Cac quy trinh lién quan dén cac phong,
khoa, toan thé giang vién.
2 Quy trinh tuyén sinh va tiép nhan sinh vién | Phong Pao tao
khoa moi Phong TCKT
Phong CTCT&QLSV
Céc khoa chuyén nganh
i Quy trinh quéan 1y tai chinh (Nién ché, Tin |Phong TCKT
chi) Phong CTCT&QLSV
Phong Dao tao
4 Quy trinh quéan ly chuyén c¢in - rén luyén SV | Phong CTCT&QLSV
Giang vién

Co van hoc tap

Phong Dao tao




5 Quy trinh quén 1y 16p hoc phin Phong Dao tao
Cac Khoa
Phong TCKT
6 Quy trinh xdy dung ké hoach giang day Céc Khoa
Phong Dao tao
Gidng vién
7 | - Quy trinh quan ly git day ctia gidng vién Phong DPBCL-KT
- Chdm cong, théng ké giv giang, coi thi... Céc Khoa
Phong TCKT
8 Quy trinh t& chure thi két thac hoc phan Khoa (giadng vién)
Phong DPBCL-KT
9 | Quy trinh quan ly diém sé va cong ng SV Khoa (giang vién)
Phong Dao tao
Phong TCKT
Phong CTCT&QLSV
10 | Quy trinh quan 1y xét tién do: hoc ky, ndm | Phong Pao tao
e, $0dn di6a Phong CTCT&QLSV
11 | Quy trinh xét hoc bdng - Danh hiéu Phong CTCT&QLSV
Phong Dao tao
Phong TCKT
12| Quy trinh xét va cong nhan tét nghiép Khoa (giang vién)
Phong Déo tao
Phong TCKT
Phong CTCT&QLSV
13 | Quy trinh kiém tra, ra soat va danh gi4 bao | Ban Giam hiéu
dam an toan thong tin mang Ban QT HTTT
14 | Quy trinh xtt Iy su ¢b chung céc hé thdng bao

déam an toan thong tin mang

Ban Gidm higu
Ban QT HTTT
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15

Quy trinh tiép nhan va h tro khic phuc sy cb
trang tin dién t

Ban QT HTTT
CBNVC

16

Quy trinh tiép nhan va hd trg xi ly su cb
mang

Ban QT HTTT
CBVC

17

Quy trinh tiép nhan va hd trg xir Iy su ¢b trén
cac hé thong HRM, EGOV, Education

Ban QT HTTT
CBVC

18

Quy trinh tao tai khoan st dung Hé théng thong
tin dién tir cha Trudng cho can bd, giang vién

Phong TCHC
Ban QT HTTT

19

Quy trinh cép lai mét khéu tai khoan st dung
Hé¢ théng théng tin dién t&r cta Trudong cho
CBVC va giang vién

Ban QT HTTT
CBVC

20

Quy trinh cép lai mat khéu tai khoan tai khoan
st dung H¢ thong thdng tin dién tr ctia Trudng
cho sinh vién

Ban QT HTTT

Sinh vién

Trudng cac phong, ban, khoa, can b, gidng vién va toan thé sinh vién trién
khai thuc hién Quy dinh nay.
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Trong qué trinh trién khai néu c¢6 van dé vudng mdéc, dé nghi cdc don vi, c4  \o)
nhan phéan 4nh tryc ti€ép vé Pho hiéu trudng phu trach dao tao dé cung nhau giai ) o
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Yé&u cau kiém tra, ra

\
Bati Gigmiliisn sodt, danh gia bao dam )
) : an toan théng tin mang Pis: fe)
\.\ b i
-“-ﬂ—'-"‘--._‘_ e o
T
..;},

-u-»-w-—-—-! :
{1

Xay dung ké hoach kiém tra, ra
Ban Quan tri HTTT
thc")ng tin mang

i
,—-"i\__-

Ban Gidm hiéu

soat, ddnh gia bdo dam an toan |«

i Thue hién kiém tra, ra soat, danh gia

Ban Quén tri HTTT bédo dam an toan thong tin mang

! Lap béo cdo tdng hop cac nguy ca,

chhrab il : rii ro, 16 héng, ma dgc gay may an
Ban Quan try HTTT

toan thong tin mang va d& xuét
| phuong 4n xir 1y giri Ban Giam hiéu
f E Sh—
. ) i Phén cong céc don vj ¢6 lién quan
Ban Gidm higu : | d de trién khai céc phuong an xir ly
2 =y
. - Kiém tra lai két qua trién khai céc
Ban Quan tri HTTT ; phuong &n xi ly
._/"’—'_"1_"-"‘"-_‘\\
Ban Quén trj HTTT _ (’ T - )
\_\M__wr_____,_r

' Ké hoach kidm tra, ra soat, danh
gla béo ddm an toan thong tin
| mang.

- Ké hoach thyc hi¢n phuong 4n
L xirly

- Blo cdo kétqua thc hién kim




© M6 ta Quy trinh

1. Yéu cAu kiém tra, ra soat, danh gia bao dam an toan théng tin mang: Cén cir
vao nhu cdu thyuc té va tinh hinh an ninh, an toan thong tin mang. Ban Giam hiéu
xac dinh yéu cdu kiém tra, ra soat, danh gia bio dam an toan thong tin mang (bao
gdm: ddi twgng, pham vi kiém tra).

2. Xay dung ké hoach kiém’ tra, ra soat, danh gia bao dam an toan thong tin mang:
Ban quan tri HTTT 14p ké hoach kiém tra, ra soét, danh gia bao dam an toan thong
tin mang phai bao gom tdi thiéu céc noi dung sau:

a. Muc dich.

b. Dbi twong,

c. Pham vi, quy mod.

d. Tiéu chi, phuong thirc danh gia.
e. Ngudn lyc tham gia.

f. Thoi gian, k& hoach chi tiét

3. Duyét ké hoach Kiém tra, ra soat, danh gia biao dim an toan thong tin mang:
Ban Giam hiéu xem xét va phé duyét ké hoach kiém tra, ra soat, danh gia bao dam
an toan thong tin mang do Ban QT HTTT tham muu dé trién khai thuc hién.

4. Thue hién kiém tra, ra soat, danh gid bdo ddm an toan thong tin mang: Ban
QT HTTT trién khai tién hanh kiém tra, ra soét, ddnh gi4 bdo dam an toan thong
tin mang cac déi tuong:

a. Website

b. Hé théng tmg dung CNTT
c. May tram

d. May chu

e. Thiét bi mang

5. Lip bao cio tong hop cac nguy co, rii ro, 16 hdng, ma doc giy mi‘rty an toan
théng tin mang va d& xuit phwong 4n xir Iy giti Ban Giam hi¢u: Ban QT HTTT
tdng hop két qua dua trén ké hoach kiém tra, ra soat, danh gid bio dam an toan thong
tin mang va dé xudt phuong an xi Iy giri Ban Giam hiéu.

6. Phén cong cac don vi cé lién quan dé trién khai cac phwong an xit 1y: Ban Gidm

hidu xem xét két qua bao cdo tir Ban QT HTTT va quyét dinh phuong an thye hién.
Néu c6 vén dé vudng mic s& trao dbi lai voi Ban QT HTTT. Néu khong, chi dao
cac don vi c6 lién quan phéi hop thue hién phwong 4n da quyét dinh. Ban QT HTTT
phéi hop cac don vi xdy dung ké hoach thuc hién phuong 4n theo chi dao ctia Ban
Giam hicu.

7. Kiém tra lai két qué trién khai cic phuong 4n xir Iy: Ban Quan tri HTTT thue
hién kiém tra lai céc vAn dé thuc hién va viét bao cdo két qua thuc hién kiém tra gii
Ban Giam hiéu.

8. Luu hd so: Toan bd hd so trong qua trinh kiém tra, ra sodt, danh gia bio dam an
toan thong tin mang duge Ban QT HTTT luu tr phuc vu cong téc theo doi dinh k)‘/é{_’




QUY TRINH XU LY SU CO CHUNG CAC HE THONG
BAO DAM AN TOAN THONG TIN MANG
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Mo ta Quy trinh

1.

Tiép nhan sw ¢6: Ban QT HTTT tiép nhén thong tin v& su ¢b qua email, dién thoai,
tin nhén,
Xac minh sy ¢6: Ban quan tri HTTT trién khai tién hanh x4c minh bao gdm cac
thong tin sau:

a. Tinh trang

b. Muc do

¢. Pham vi

d. Diadiém
Chi dao va phin cong nhiém vu: Cén clr vao bdo cdo va @& xuét phuong an khéc
phuc su ¢b cia Ban QT HTTT, Ban Giam hi¢u phan cong va chi dao cc don vi c6
lién quan phdi hop thuc hién xir Iy s cb.
Xt 1y sw ¢b: Ban QT HTTT phdi nhop véi cac don vi trién khai phuong an xi 1y
sur ¢d.
Lép bdo cdo tdng hop vé cong tac xir Iy sw ¢d giri Ban Gidm hi¢u: Sau khi khic
phuc sur ¢, Ban QT HTTT béo céo két qua khiic phuc sy ¢b va dua ra bai hoc kinh
nghlem glii vé Ban Giam higu.
Lwu hd so: Toan bd hd so trong qué trinh khac phuc s ¢ mang dwgc Ban QT
HTTT luu trit phuc vu cong tac theo ddi dinh ky

b




QUY TRINH TIEP NHAN VA HO TRQ KHAC PHUC SU CO
TRANG TIN DIEN TU

(Kém theo Quyet dmh 56055 /OP-DHKTCN ngéy 01 thang 7 nim 2020

ST Puong Pai hoc K§ thudt - Cong nghé Can Tho)

&
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5l S THUAT
.\ CONG NGHE

1.CO SG THUC HIEN

1.1. Muc dich, pham vi &p dung:

a. Muc dich: Quy dinh tht tyc va trinh ty cdc bude can thye hién khi yéu cdu tiép
nhan, hd trg khic phuc sw ¢b vé trang tin dién tir ciia céc don vi.

b. Pham vi 4p dung: Cac don vi trong toan Truong.
1.2. Van ban 4p dung: Quyét dinh 69/QD-DPHKTCN ngdy 26/02/2019 cia Hi€u trudng
Quy dinh v€ chirc nang, nhiém vu cia Ban quan tri H¢ thong thong tin Truong Dai hoc K¥
thuat — Cong ngh¢ Can Tho.
1.3 Giai thich tir ngit, tir viét tit: HTTT: Hé théng thong tin.
2.NOI DUNG QUY TRINH
2.1. Quy trinh thyc hién

» Giri yéu ciu: Ngudi yéu ciu md ta ndi dung can khic phuc, thoi gian xdy ra su cb
va gui thong tin dén Ban QT HTTT qua email, dién thoai, tin nhén, .

> Xir ly sy ¢6: Ban QT HTTT thuc hién kiém tra thong tin, phéi nh(_)’p véi cac don vi
vi cong ty phdn mém ASC thue hién xt 1y sw ¢d. '

» Tra két qua: Két qua khic phuc/hd tro khic phuc sw ¢d thé hién truc tiép trén trang
tin dién ti.

S
Vo TRUGN
94.\&!0
KY THY

2.2. Thoi gian xit Iy: Tdi da 03 ngay 1am viée. /
g y gay . /Z//
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(Kem e ngé%‘%}% 56:455 JOP-DHKTCN ngay 01 thang 7 nim 2020
G .
quit] Higw thifon ‘%’ru“a‘ng Dai hoc Ky thudt - Céng nghé Can Tho)

CONG NGHE
cgNTHO

1.CO SO THUC HIEN
1.1. Muc dich, pham vi ap dung:

a. Muyc dich: Quy dinh thi tuc va trinh tu cac bude cin thuc hién khi yéu ciu tiép
nhan, hd tro khac phuc sy ¢d vé két ndi mang cia cac don vi.

b. Pham vi 4p dung: Cac don vi trong toan Truong.
1.2. Van ban ép dung; Quyét dinh 69/QD-PHKTCN ngay 26/02/2019 clia Higu trudng
Quy dinh v€ chirc nang, nhiém vu cia Ban quan tri HE thong thong tin Trudng Dai hoc
Ky§ thuat — Cong nghé Céan Tho.
1.3 Gidi thich tir ngit, tir viét tit: HTTT: Hé thong thong tin.
2.NOQI DUNG QUY TRINH
2.1. Quy trinh thyc hién

» Phat hién va bdo cdo sy ¢d mang tai don vi: Nguoi yéu cau khi phat hién sy cb
mang, lién hé Ban QT HTTT dé thong tin vé& su ¢b qua email, dién thoai, tin nhén,
Zalo, ...

» Xac minh sw ¢é: Ban quan trj HTTT trién khai tién hanh kiém tra cac thiét bj tai
cac diém két ndi.

» Khic phuc sy ¢6: Ban QT HTTT phdi nhop véi don vi trién khai phuong an xir ly
sur ¢d.

» Tra két qua: Su ¢b duge khic phuc.

2.2. Thoi gian xi Iy: Tuy su cb. é




IL. LUU PO
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QUY TRINH TIEP NHAN VA HO TRQ XU LY SU CO

KY THUAT
Z\ CONG NGHE
CAN THO

L. QUY TRINH CONG TAC
1. CO SO THUC HIEN
1.1. Myc dich, pham vi 4p dung:
a. Muc dich: Quy dinh thu tuc va trinh t cdc bude cén thye hién khi yéu céu tiép
nhén, hd tro khic phuc sur ¢6 trén cac hé théng HRM, Egov, Education.
b. Pham vi 4p dung: Céc don vi trong toan Truong.
1.2. Vin ban dp dung: Quyét dinh 69/QD-DHKTCN ngdy 26/02/2019 ctia Hiéu truéng
Quy dinh vé chirc ndng, nhi¢m vy ctia Ban quan trj H thng théng tin Trudng Dai hoe Ky
thuit — Cong nghé Can Tho.
1.3 Giai thich tir ngd, tir viét tdt: HTTT: He théng théng tin.
2. NOI DUNG QUY TRINH
2.1. Quy trinh thyc hién
» Phat hién va bdo cio sy cb: Ngudi yéu céu‘khi phat hién sy cb, md ta va guri hinh
anh sy ¢0 dén Ban QT HTTT dé thong tin vé su cb qua email, di¢n thoai, tin nhan,

» Xac minh sy ¢b: Ban quan tri HTTT trién khai tién hanh kiém tra sy ¢§ dya vao
théng tin cung cép.

> Khic phye sw c6: Truong hop 18i do thao tac, Ban QT HTTT huéng din don vi

khdc phuyc. néu 15i do Hé théng chay khong chinh xé4c sé& lién h¢ Cong ty ASC dé
phoi hop xtt ly.

> Trakét qua: Such duoc khéc phuc. Thoéng tin két qua dén ngudi yéu cdu qua email,
dién thoai, tin nhan,... dé tiép tuc khai théc, str dung.

2.2. Thoi gian xt ly: Ty vao su cd. Zr
4
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QUY TRINH TAO TAI KHOAN SU DUNG HE THONG

THONG TIN PIEN TU’ CUA TRUONG CHO CAN BQ, GIANG VIEN
(Kem theo QuéT g 5:000 /OP-DHKTCN ngay 01 thang 7 nim 2020

"f;

1.CO SO THUC HIEN
1.1. Muc dich, pham vi 4p dung:

a. Muc dich: Quy dinh thu tuc va trinh tu céc bude cin thuc hién khi yéu ciu tao
méi tai khodn st dung Hé thong thong tin dién tir cia Truong cho cén bo, giang vién.

b. Pham vi 4p dung: Phong Té chire — Hanh chinh.
1.2, Vin ban dp dung: Quyét dinh 69/QP-DHKTCN ngdy 26/02/2019 cua Higu trudng

Quy dinh vé chirc ndng, nhiém vy cta Ban quan tri H¢ thong thong tin Trudng Dai hoc K§
thuat — Céng nghé Can Tho.

1.3 Giai thich tir ng, tir viét tit: HTTT: H¢ théng thong tin; TCHC: T4 chirc hanh chinh.
2. NOI DUNG QUY TRINH
2.1. Quy trinh thyc hién

» Giti phiéu yéu ciu tao tai khoin su' dung H¢ thong thong tin dién ti cia
Truwdng: can b phong TCHC gui mau phiéu yeu ciu ghi diy da thong tin va chir
ky kém céc van ban co lién quan (quyét dinh tuyén dung,...) gbi vé Ban Quan tri
HTTT:

> Tlep nhin va kiém tra phiéu yéu cAu: Ban Quan trf HTTT tlep nhén va kiém tra
phiéu yéu cAu. Néu dat s& thyc hién tao tai khodn st dung H¢ théng thong tin dién
tr cia Truong, nguoc lai phan hdi phong TCHC bd sung thém va gii lal.

» Tao tal khoan sit dung Hé thong thong tin di¢n tir ciia Trudng: Can cir vao phiéu
yéu cdu, Ban Quén trf HTTT thyc hién tao tai khoan st dung Hé théng thong tin
dién tr ciia Trudng cho cén b, gidng vién.

» Tra két qua: Gui thong tin két qua thyc hién cho phong TCHC qua email, dién
thoai,.... Thong tin két qua dén can by, gidng vién mai d& khai thac, st dyng,

2.2. Thoi gian xit 1y: Téi da 03 ngay lam viée.
gian xir Iy Toi gy lam viee. J
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1L BIEU MAU
Bidu mAu BQTHTTT-01 ¢6 tai phong TCHC.

BOTHTTT-01

TRUGNG PN HOCHIF THUAT — CONG NGHE CAN THO
HONG THONG TIN

PHIEU YEEU CAU CAP TAI KHOAN SU DUNG
HE THONG THONG TIN PIEN TU CUA TRUONG

Phén danh cho cdn by phong TCHC ghi:

Théng tin cén b, vién chirc tao méi tai khodn sir dung H¢ thdng thong tin dién tir ciia Trudng

HO BN: vttt e a s sas s st M 80t mmassmssmswansasiggesamsmsy
BOIGTT .. exnrnrrsssmmsnponsasnsnssnsss it i muais st : Khoa/PhOng: .o
Yéu céu cap: Tai khoan hop thu diéntr O Tai khoan cac phanhé O

Cdn Tho, ngay ... thang ....... ndm 20....

Nguoi yéu cau

Phin danh cho Ban Quan tri HTTT ghi:

Tai khoan hop thir QiR .....comuvn o Tai khodn cac phan hé: ..o
WIBERBRT cnsnmesnsmssnmeensonsisssbi s A R MAL KDAU ..o ssmsisssissess
Can Tho, ngay ....... thang ....... ndm 20 /4/:”

Ngudi thue hién



QUY TRINH CAP LAI MAT KHAU TAI KHOAN SU DUNG HE THONG
THONG TIN PIEN TU CUA TRUONG CHO CAN BO, GIANG VIEN
(Kem theg Qi ; 56:455 /OD-DHKTCN ngay 01 thang 7 nim 2020
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1.1. Muc dich, pham vi &p dung:

a. Muc dich: Quy dinh thu tuc va trinh tu cdc bude cin thuce hién khi yéu clu cap lai
mét khéu tai khoan sir dung Hé thong thong tin dién tir ctia Trudng cho can bd, vién chirc
va giang vién.

b. Pham vi 4p dung: T4t ca can bd, vién chirc va giang vién.
1.2. Vén ban ép dung: Quyét dinh 69/QP-DHKTCN ngdy 26/02/2019 cia Hiu trudng

Quy dinh vé chirc nang, nhiém vu cua Ban quan tri H¢ thong thong tin Trudong Pai hoc K¥
thuét — Cong nghé Cén Tho.

1.3 Giéi thich tir ngit, tir viét tit: HTTT: Hé théng thong tin.
2. NOI DUNG QUY TRINH
2.1. Quy trinh thyc hién

» Giti phiéu yéu cAu cAp lai mat khiu tai khoan s dung Hé théng thong tin dién
tlr ctia Trudng: Ngudi yéu cdu giri mu phiu yéu cdu ghi dy du thong tin va chit
ky giri vé Ban Quan trj HTTT,

» Tiép nhin va kiém tra phiéu yéu cAu: Ban Quan trj HTTT tiép nhan va kiém tra
phiéu yéu cau. Néu dat s& thuc hién cép lai mat khdu tai khoan s&r dung Hé théng
thong tin dién tir cia Trudng, nguoc lai phan hdi ngudi yéu cau ly do khong xur ly.

» Cip nhit lai mit khiu tai khoin sit dung Hé théng thong tin dién tir ciia
Truwdomg: Cin ci vio phiéu yéu clu, Ban Quén tri HTTT thyc hién c@p nhit lai mét
khdu tai khoan st dung Hé thdng théng tin dién tir cta Trudng cho can by.

» Tra két qua: Giri thong tin két qua thuc hign dén can bd dé khai thic, st dung,

2.2. Thoi gian xir Iy: Téi da 03 ngay lam viéc. {
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I1I. BIEU MAU
Biéu miu BQTHTTT-02, BQTHTTT-03 c6 tai vin thu Ban Quén tri HTTT,

BOTHTTT-02

TRUONG DAI HOC KY THUAT — CONG NGHE CAN THO
BAN QUAN TRI HE THONG THONG TIN

PHIEU YEU CAU CAP LAI MAT KHAU TAI KHOAN HQP THU PIEN TU
CUA CAN BQ, VIEN CHUC VA GIANG VIEN

Phan danh cho cdn bj, vién chirc va gidng vién ghi:

5 L — M3 S0 1eiirieereieeierre e eeeenn
BOMOM siomssamsmsimm s s Khoa/PhBRET swemsmsmussmpwemmmessssmmssis
Bigi Chi hGp thU GIB1TITY . curerarsnsormmmmmsersnsmssmonsssamsussassnsssssnsnnss oot ARSI R mman sasesranse
L Lo B L e B T —
Can Tho, ngay ....... Hhang i nam 20....

Ngudi yéu cau

..............................

Phin danh cho Ban Qudn tri HTTT ghi:

Tai khoan hop thur difn (0 .oveereeeeeee oo eereveensesenas MAL KDAU. ..o
Op . /f
Can Tho, ngay ....... thang ....... nam 20....

Nguoi thuc hién

..............................



| BQTHTITT-03

TRUGNG DPAI HOC K¥Y THUAT — CONG NGHE CAN THO
BAN QUAN TRI HE THONG THONG TIN

PHIEU YEU CAU CAP LAI MAT KHAU TAI KHOAN PHAN HE PHAN
MEM CUA CAN BQ, VIEN CHUC VA GIANG VIEN

Phin danh cho cdn b, vién chirc va gidng vién ghi:

HO 1! vovvrecvensessseasmmsasserssnmnsssmussstssssnsnsnsmssnnsssssstassnsansnanss M SO vveeererersreseneneeas

BOMION: sraumsssrsspsspersersoncenvrsessasssrensiastssin s KNoa/PhONG: ..vovirrrunssnserssmssismmsssssnssiiiiasine,

Mai dang nhap Hé théng (Education/Egov/HRM):...viiimminsemimmimsess s

B8 R T i ee—— R
Can Tho, ngay ....... thang ....... nam 20....

Ngudi yéu cau

..............................

Phin danh cho Ban Qudn tri HTTT ghi:

A

Ma ddng nhap HE 1131312 e— MALKNE .. ssspssimmsemspsmasasessssen ;f

Cén Tho, ngay ....... thang ....... ndm 20....

Ngudi thye hién

------------------------------



QUY TRINH CAP LAI MAT KHAU TAI KHOAN SU DUNG
HE TH()NG THONG TIN PIEN TU CUA TRUO'NG CHO SINH VIEN

1.1. Muc dich, pham vi 4p dung:

a. Muc dich: Quy dinh th tyc va trinh tu cdc budc cAn thyc hién khi yéu ciu cAp lai
mat khu tai khoan str dung hé thong thong tin dién tir ciia truong cho sinh vién.

b. Pham vi 4p dung: Sinh vién chinh quy.

1.2. Vén ban dp dung: Quyét dinh 69/QD-DPHKTCN ngay 26/02/2019 cua Hi¢u trudng
Quy dinh vé chirc nang, nhiém vu cia Ban quan tri H¢ thong thong tin Truong Dai hoc K§
thuét — Cong nghé Cén Tho.

1.3 Giai thich tir ngf, tir viét tt: HTTT: Hé théng thong tin.
2. NOI DUNG QUY TRINH
2.1. Quy trinh thuc hién

» Giri phléu yéu céu cap lai mat khiu Email/Tai khoﬁn may tinh: Sinh vién gii
mAu phiéu yéu ciu ghi day di thong tm va chit ky giri vé Ban QT s 1 i bR

> Tlep nhén va kiém tra phiéu yéu cau Ban quan tri HTTT tiép nhan va kiém tra
phleu yéu ciu. Néu dat s& thyc hién cp lai mat khau Email/Tai khoan phan hé phén
mém, nguoc lai phan hdi sinh vién 1y do khong xir ly.

» Céap nhat lai mat khiu Email/Tai khoan may tinh: Cén c vao phleu yéu ciu,
Ban QT HTTT thuc hién cip nhat lai mat khéu tai khoan sir dung hé théng thong
tin dién tir clia trudong cho sinh vién.

» Tré két qua: Giri thong tin két qua thuc hién dén sinh vién dé khai théc, str dung.

2.2. Thoi gian xt ly: Téi ay 1am viéc. {
i gian xu ly: T61 da 03 ngay lamvu;c/
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I11. BIEU MAU
Biéu miu BQTHTTT-04, BQTHTTT-05 ¢t tai vén thw Ban Quén tri HTTIT.

TRUGNG PALHO KY THUAT - CONG NGHE CAN THO
SN | BQTHTTT-03

S&innd
Phin danh cho sinh vién ghi:
& (o3 ETTE ST PP OP PP OPRIRIIRLIIN LY/ 5 - —————
NGANK NQCI ot Khoa: ..ooeevviiiienninns
Thudo KHOa; wssmsmmssvesssemamansmorasnennsesins Tai khodn email: ...ccoermecsissesserssenniossnnnce
Ly do yéu ciu CAP 1211 .uovverecrrersnionnisssss st e neess e menns
Cin Tho, ngay ..... thang ...... nam 20...

Nguoi yéu cau

..........................

---------
.........
---------

---------



TRUONG DAI HOC K¥Y THUAT — CONG NGHE CAN THO

BOTHTTT-04

AT KHAU TAI KHOAN PHAN HE PHAN
CUA SINH VIEN, HQC VIEN

S8l 20

..................................................................................... M4 so
NEANM BOC: vttt KROEE .oxmsrinmmsiisiiinmammmmnmnmsns
THUGE KNOBE weceversrrensenssnansasessssssssssissssus isdisisssussssmsmmasassasenssasssss s ississ ARSI IS A a bR sesnsane
Ly do yéu cdu 1l 1) LE————EER RIS S
Cin Tho, ngdy ...... théng ...... ndm 20....

Ngudi yéu cau

..........................

Phin danh cho Ban Quan tri HTTT ghi:
WIE S5 ocmonmens wo some o ShHGRATHETER 1 F T 1) RIS —————

Can Tho, ngdy ...... thang ...... ndm 20.... /’—,

Ngudi thuc hign

...........................



