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QUYET PINH

Ban hanh Quy dinh vé cong tac giang day cua giang vién

HIEU TRUONG TRUONG PAI HOC HOA SEN

Cén cvr Quyét dinh s 274/2006/QB-TTg ngay 30/11/2006 ciia Thii tuéng Chinh phi
vé viéc thanh Idp Truong Dai hoc Hoa Sen;

Cén ctr Quy ché t6 chite va hoat dong Truong Pai hoc Hoa Sen ban hanh kém theo
Nghi quyét so 2768/NO-DHHS ngay 05/9/2025 cuia Hoi dong truong Truong Pai hoc
Hoa Sen;

Cén cit Quy ché Quan Iy nhan sw Truwong Pai hoc Hoa Sen ban hanh kém theo Nghi
quyét s6 2212/NQ-DHHS ngay 26/6/2026 ciia Hpi dong truong Triwong Pai hoc Hoa Sen;

Can cur Quy ché dao tao trinh do dai hoc ban hanh kém theo Quyét dinh sé
2508/0D-DHHS ngay 15/8/2025 cua Truong Dai hoc Hoa Sen;

Can cit Nghi quyét sé 157/NQ-PHHS ngay 16/01/2026 cia Hi dong truong
Truong Dai hoc Hoa Sen vé viéc bé nhiém chirc vu Hiéu truong Truwong Dai hoc Hoa
Sen,

Xét dé nghi cia Trudng phong Dao tao dai hoc.

QUYET PINH

Piéu 1. Ban hanh kém theo Quyét dinh nay Quy dinh v& cong tic giang day cua
giang vién.

Diéu 2. Quyét dinh nay c6 hiéu luc ké tir ngay ky.

Piéu 3. Chanh Vin phong Trudng, Truéng phong Pao tao dai hoc, Trudng cac don
vi ¢6 lién quan, Gidm dbc chuong trinh va Giang vién chiu trach nhiém thi hanh Quyét
dinh nay./.

Noi nhan: S [ g (
oin 1an‘ e v HIEU TRUONG

- Nhu bicu 3;

- HDT;

-Luu: VT, P.BDTBbH




BO (jJIAo DUC VA PAO TAO
TRUONG PAI HOC HOA SEN

A DAIHOC
VY HOA SEN

QUY PINH
VE CONG TAC GIANG DAY
CUA GIANG VIEN

M3 hiéu: QyDP-GDGV/0826/HSU | Ban hanh ngay .2 . thang ..J... ndm 2026
theo Quyét dinh s6 .245.. /QD-DHHS cua Truong Pai hoc Hoa Sen

TAI LIEU LUU HANH NOI BO
CAM SAO CHEP VOI MOI HINH THUC

Thanh phd H Chi Minh, ngay .0.%. thang .J.... nim 2026




M DAIHOC QUY PINH
HOA SEN VE CONG TAC GIANG
CUA GIANG VIEN

M4 hidu: QyD-GDGV/0826/HSU

DAY Ngay ban hanh: @%./.9.../2026

Lan ban hanh: 02

Soan thdo

Tham dinh va phé duyét

Ho va tén Nguyén Tién Lap

Nguyén Hiru Huy Nhut

Trudng phong

Chirc danh Dao tao dai hoc

Hiéu trudng

Ky tén
Ngay/thang/nim Qlﬂl/ 3. /2026 0%/ 9./2026
DANH SACH PON VI/CA NHAN GIU VAN BAN
; Ban gdc/Ban Ban cirng/
o Bonnt chinh/Bdn sao Bin mém
Hiéu truong va Pho Hiéu trudng ) Ban ctiing
1 : _ Ban chinh s
Truong Dai hoc Hoa Sen Ban mém file .pdf
. _ e Bén cling
2 | Van thu Truong Pai hoc Hoa Sen Ban goc . &
Ban mém file .pdf
Ban cling
3 | Phong Pao tao dai hoc Ban géc Ban mém file pdf
Ban mém file .docx
Truong cac don vi thudc Truong ) . %
4 Ban sao Ban mém file .pdf

Pai hoc Hoa Sen

N\
Pl
2 AN

A
“

~ ™ ‘-3.\.

> ik

V7
/

/RN
/ Q/

/4



PATHOC QUY DINH Ma hiéu: QyD—GDGV/0826/HSU

HOA SEN eld X z . _

Al i VE CONG TAGC GIAI\’{G DAY Ngay ban hanh: 0.%../.9..../2026
CUA GIANG VIEN Lan ban hanh: 02
MUC LUC

CHUONG L QUY DINH CHUNG ...ucovverireereeneresssssessssessssssssesssessssssssssssassessassesssseses 1
DAEU 1. MIUC QIR 1o 1
Piéu 2. Pham vi dibu chinh va d6i twong 4p dUng.......coo..covveevveerveeeceesesee s 1
Diu 3. Giai thiCh CAC tI VAL tAL.. v veeeeeeeeeeeeeeseeeeeee e 1

CHUONG II. QUY PINH VE NHIEM VU GIANG DAY CUA GIANG VIEN ....2

Diéu 4. Giang day theo d& cuong hoc PRAN ...........coovoovveoeeeeeeeeeeeeeeeeeee e 2
Diéu 5. Giang day theo thdi KNOa BIU ..........coovvooveoeeeeeee e 2
Diéu 6. DAm bao trat ty trong 16P hOC PhAN .........oveeveoeeeeeeeeeeeeeeee e 3
Diéu 7. Dim danh SINh VIBN ........o.ooveooeeeeeeeeeeeee oo 3
Diéu 8. Pam bao thoi [uoNE GIANE dAY .....ovovveeeeeeeeeeeeeeee e 4
TDIOTIG, VB ML s s b s i st oot s e s i st 5
Diéu 10. ChAM CONE ZIO AAY ..o 6
CHUONG III. QUY PINH KHAC LIEN QUAN PEN CONG TAC GIANG DAY
......................................................................................................................................... 8
Diéu 11. Day thay va phan cong lai IAng VIeN......co.ccovevveeveeeeeeeeeeeceeiesee e 8
Diéu 12. Pidu chinh thoi khéa biéu 16p hoc phan khi hoc ky d3 bat dau....................... 8
Diéu 13. Nhiém vu Khac clia IANG VIBN..........ccoveiveeeeeceeceee e 9
Diéu 14. Trudng giri canh bao Nhac GIANG VIBN........covveeveeeveceeereeeseseeee s 9
CHUONG IV. TRACH NHIEM CUA CAC PON VI VA CA NHAN LIEN QUAN
....................................................................................................................................... 11
Diu 15. Trach nhim clia KNOG........o.oveiveeeeeeeeeeeeeeeeeee oo sne e 11
Piéu 16. Trach nhiém cua Phong Dao tao dai hoc ..o 12
Piéu 17. Trach nhiém ctia Phong Dam bao chit [wong..........cooooovvveereeeerereeeeeeeernenn. 12
Diéu 18. Trach nhiém ctia Phong Cong nghé thong tin.............cocooveeveveerveceecens 13
Diéu 19. Trach nhiém cta Phong Quan 1§ co s6 VAt Chat ......oo.coovoovvieeeeeeeeeeeee. 13
Piéu 20. Trach nhiém ctia Phong Hanh chinh - NhaN SU.......coo.ovvvericerienineinnee. 13
CHUONG V. TO CHUGC THUC HIEN .....oereerrreerrresranesessssssssssssssssssssssssssessssssssses 14
DU 21. XU 1§ VI PRAIMN ..o 14

Didu 22, Hidu 1e thi BANN ... 14




M — ~ QUYDPINH Mz hidu: QyP-GDGV/0826/HSU
HOA SEN VE CONG TAC GIANG DAY Ngay ban hanh: 0%F../9..../2026

CUA GIANG VIEN Lén ban hanh: 02
Diéu 23. T chtrc thire RIBN......cuireeireieeceerereeeeeeiise e 14
PHU LUC ..ciiiiiiiiiiiisieiisencsnssiisessessssssssssssssssssssssssssnsssssnssssasssnssssssnsssassssassassssas 15
Phu luc I. Luu dd thuc hién nhiém vu giang day cua giang vVién .............cccecoeeennnn. 15
Phu luc IT. Bang phan chid tEt DOC ...........o...oveeeeeeeeeeeeeeeeeee e 17
Phu lyc III. Biéu mAu Phiéu dé nghi didu chinh viéc phan cong giang vién .............. 18
Phu luc IV. Biéu mau Phiéu dé nghi diéu chinh diém danh sinh vién..........coo........... 19
_Phu luc V. Biéu mAu Phiéu dé nghi cAm thi sinh vién bd SUNE ..eeeeeeeeririereeeeeeriee e 20
Phu luc VI. Biéu mau Phiéu dé nghi thay ddi thoi khoa biéu 16p hoc phén ............... 21
Phu luc VII. Biéu miu D& nghi tham gia dw thinh........ooooveoveeoeeeeoeeeeeeeeeeoee, 22
Phu luc VIIL Biéu miu D& NEhi MOT i ZIA e, 23
Phu luc IX. Biéu mau K& hoach t6 chirc budi hoc thuc dia bén ngoai Truong.......... 25

Phu luc X: Huéng din sir dung tinh ning ghi nhén gio day ctia giang vién trén Mobile

Phu luc XI: Huéng dan gidng vién diém danh sinh VI8n.........ooooveeeeeeeeooeeeeeeeeeee.. 29
Phu lyc XII: Huéng dan ding ky nghi, day bu/day thay truc tuyén trén HTTTQL danh
ChO GIANE VICI ...ttt 35

Phu luc XIIT: Huéng dan sir dung dit phong truc tuyén danh cho giang vién........... 40




m DPAIHOC ‘ A QUY’ DINI"’I M3 hiéu: Qyb-GDGV/0826/HSU
HOA SEN VE CONG TAC GIANG DAY Ngay ban hanh: 0%../.9..../2026

> 2 A
CUA GIANG VIEN LAn ban hanh: 02
CHUONG I
QUY DINH CHUNG

Piéu 1. Muc dich

1. La co s& dé giang vién thuc hién nhiém vu va cac cdng tac khac lién quan dén
giang day tai Truong.

2. La co s¢ dé lanh dao khoa, giam ddc chuong trinh, giang vién va cac don vi lién
quan thuc hién ding quy dinh, ddm bao chét luong giang day va hiéu qua trong td chirc
dao tao ctia Truong.

Diéu 2. Pham vi diéu chinh va d6i twong 4p dung

1. Pham vi diéu chinh: Quy dinh nay quy dinh viéc thuc hién nhiém vu gidng day
va cac cong tac khac lién quan dén giang day ctia giang vién tai Truong.

2. Péi tuong ap dung: Quy dinh nay ap dung d6i véi gidng vién duogc phin cong
giang day cac 16p hoc phan hé chinh quy, bac dai hoc ctia Truong.

Diéu 3. Giai thich cdc tir viét tit

Trong Quy dinh ndy cac tir viét tit dudi day dugc hiéu nhu sau:

Stt Viét tit Nghia trong van ban
1 Trudong Truong Pai hoc Hoa Sen
2 bCHP Dé cuong hoc phan
3 GDCT Giam ddc chuong trinh
4 GV Giang vién (Giang vién co hitu va Gidng vién thinh giang)
5 HK Hoc ky
6 HEF Hoc phan
7 | HTTTQL |Hé thng thong tin quan ly
8 LbK Lanh dao khoa (Trudng khoa va Pho truéng khoa)
9 | PDBCL |Phong Pam bao chét lugng
10 | P.DTPH |Phong Pao tao dai hoc
11 | P.HCNS |Phong Hanh chinh - Nhén su
12 | TKB Thoi khoa bicu
13 | SV Sinh vién
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CHUONG II

QUY PINH VE NHIEM VU GIANG DAY CUA GIANG VIEN

Piéu 4. Giang day theo dé cwrong hoc phan

1. GV duogc GDCT phén cong phu trach cac 16p HP theo tirng HK.

2. GV thuc hién theo DPCHP c¢6 hiéu luc tai HK da duge GDCT, LDK, P.DBCL
va P.DTDH phé duyét trude khi HK bét dau dé bao dam tinh nhét quan trong viée giang
day cua tét ca cac 16p cing HP:

a) Giang day dung theo quy cach HP (sb tiét phong hoc).

b) Giang day dting theo phuong thic tién hanh HP.

¢) Gidng day dung theo noi dung ké hoach giang day.

3. GV to chuc, phéi hop t6 chtrc va quan 1y céc hoat dong chuyén mon lién quan
dén HP: tham gia hoi thao, tham quan hoc tap, thuc dia/thuc té duoc quy dinh trong
DCHP hoic theo ké hoach di dugc Trudng phé duyét.

a) GV phai giri ké hoach t6 chirc cic hoat dong chuyén mén cho P.DTPH trudc
khi thuc hién 07 ngay lam viéc. K& hoach phai c¢6 diy du thong tin vé thoi gian, thoi
lugng, dia diém td chtc hoat dong va ndi dung hoc tap lién quan dén HP duoc
GDCT/LDK phé duyét.

b) GV giti minh chting (hinh 4nh, cac gidy t& ¢6 lién quan,...) sau khi hoat dong
két thuc dé 1am co s& chdm cong cho GV theo TKB d3 duogc phan cong.

4. GV c6 ké hoach giang day khac véi noi dung DCHP phai c¢6 van ban duoc
GDCT, LBK, P.DBCL va P.DTDPH phé duyét.

Piéu 5. Giang day theo thoi khoa biéu

1. GV giang day theo TKB da dugc phan cong, khong day qua 04 tiét/l6p HP/ngay,
lién tuc khong qua 06 tiét/nhiéu 16p HP/ngay va khong qué 09 tiét/nhidu 16p HP/ngay,
trir cac trueomg hop duge sy dong ¥ bang van ban cia Hiéu trudng/ Pho Hi¢u truong phu
trach dao tao.

2. GV bit dau va két thuc budi day ding theo TKB: dung gio, dung tiét, dung co
s& va phong hoc.

3. GV nhap diy du ndi dung bai giang sau mdi budi hoc vao sb dau bai truc

tuyén trén HTTTQL; in va ky sb dAu bai gti PDTPH trong vong 02 ngdy lam viéce ké tir
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khi két thiic HP theo TKB.

Piéu 6. Pam bao trat tw trong 16p hoc phin

1. GV chi cho phép SV ¢6 tén trong danh sach 16p HP tham gia 16p hoc. Béi vai
SV khéng c6 tén trong danh sach 16p, chi duoc tham gia 16p hoc khi ¢6 vin ban dong ¥ ctia
P.DTPH.

2. GV phuy trach giang day 16p HP khong cho phép bat cir c4 nhan ndo khong phan
su vao ldop, trir céc trudong hop sau:

a) LBK, GBCT, GV dugc khoa phan cong du gi¢ chuyén mon theo quy dinh. Viéc
dwr gio phai c6 ké hoach va danh sach dinh kém théng bao dén P.DTPH trudc khi thuc
hién it nhat 03 ngay lam viéc.

b) GV xin tham gia dir thinh d3 1dm d& nghi theo mAu tai Phuc luc VII ctia Quy
dinh nay, dugc GDCT/LPK va P.DTPH phé duyét. GV phai giri d& nghi d duoc duyét
dén P.DTPH chim nhét 01 ngay 1am viéc trude khi thyc hién.

¢) Truéng P.DTDH hodc nhan vién P.DTPH thuc hién cong tac theo ddi tinh hinh
day - hoc, kiém tra va thi dwgc phép vao 16p HP khi d3 thong bao trudc dén GV va SV.

d) Nhan su khac theo chirc nang, nhi€ém wvu li€n quan dén viéc dam bao chét
lwong bubi day dugc sy ddng ¥ ctia PDTPH va GV phu trach 16p HP.

3. GV théng bao ngay cho P.DTPH trudng hop c4 nhan khong phan su vao 16p dé
kip thoi phdi hop xt Iy theo dung quy dinh.

Piéu 7. Diém danh sinh vién

1. GV théng bao cho SV cic yéu cau vé diém danh, danh gia chuyén cin va céc
nguyén tic t6 chirc 16p hoc tai budi day dau tién ciia HP. Tuy diéu kién thuc té va tinh
chét cua timg HP, GV chon hinh thtrc va thoi diém diém danh phi hop véi timg bubdi
day.

2. GV diém danh SV timg budi day, ké ca cac budi day bu, day thay va cac hoat
dong bén ngoai 16p hoc da dugce phé duyét. Viéc diém danh SV dugc thuc hién nhu sau:

a) Dbi voi cac budi day tai cac co sé ciia Trudng: GV diém danh SV trén HTTTQL
hozc cho phép SV tu diém danh trén tmg dung Hoa Sen (App Hoa Sen) thong qua quét
ma QR trén 16p (GV sit dung hé théng STA dé diém danh SV). Trudng hop cho phép

SV tu diém danh, viéc diém danh chi dugc thuc hién trong thoi gian budi hoc dang dién
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| TOK TRONG SU KHAC BIET

ijA GIAN G VIEN LAn ban hanh: 02

ra, GV phai kiém tra lai s6 luong SV da diém danh so v6i sé luong c6 mit trong 16p dé
phat hién va x@r Iy ngay nhiing bat cép trong budi day. GV diém danh SV theo hudng
dan quy dinh tai Phu luc XI Quy dinh nay.

b) Bdi véi cac hoat dong chuyén mén bén ngoai 16p hoc: GV diém danh SV tai
budi hoat dong bén ngoai béng hinh thirc thuan tién cho GV va cip nhit lai két qua diém
danh trén HTTTQL sau khi két thic hoat dong.

3. GV phai diém danh SV chinh xac, két qua diém danh 13 cin ctr dé Truong cong
bd danh sach SV bi cAdm thi do nghi qua 30% sb tiét HP theo Quy ché dao tao trinh do
dai1 hoc.

4. GV thong bao két qua diém danh tai bubi hoc va yéu cdu SV kiém tra, phan anh
truc tiép voi GV vé két qua diém danh va diéu chinh néu c6 sai sot.

5. GV nhéc nhd SV thuc hién nghiém tac chuyén cin trong hoc tap: di hoc dung
gio, han ché ving hoc,.... Canh bao SV ¢6 nguy co bi cAm thi do da vang tir 20% sb tiét
HP.

6. GV c6 thé d& nghi diéu chinh két qua diém danh SV do sai s6t cia GV sau khi
Trudng da cong bd danh sach SV bi cAm thi.

a) GV giri Phiéu dé nghi didu chinh diém danh SV theo miu quy dinh tai Phu luc IV
Quy dinh nay, ban tudng thuat sai s6t trong qué trinh diém danh SV, P.DTPH s& ghi nhan
bang bién ban 1y do sai sot cia GV ¢6 x4c nhan cia GDCT/LPK va c4c minh chung
lién quan dén 1y do diéu chinh theo médc thdi gian quy dinh.

b) Thoi gian thuc hién viéc diéu chinh: 05 ngay lam viéc tinh tir ngay ra thong bao.

7. GV gui dé nghi cAm thi SV bd sung theo mau quy dinh tai Phu luc V Quy dinh
nay néu SV tiép tuc nghi vuot qua 30% sb tiét HP sau khi Truong d3 cong bd danh sach
SV bi cdm thi. Danh sach SV bj cim thi b6 sung s& dugc cong bd, ding tai trén Hé thong
thong tin SV va thong bao dén SV qua thu dién tir (email).

Pi¢u 8. Pam bao thoi lweng giang day

1. GV thuec hién gio chuin theo quy dinh tai Quy ché quan 1y nhan su:

a) GV co6 nhiém vu chinh la giang day va cong tac chuyén moén: giang day khong
qua 06 16p HP/tuan trong 01 HK (khéng bao gdm 16p thuc hanh).

b) GV c6 nhiém vu chinh la gidng day, nghién ctru khoa hoc va céng tac chuyén
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mon: giang day khong qué 04 16p HP/tuan trong 01 HK (khong bao gbm 16p thuc hanh).

2. GV dam bao du thoi luong giang day theo TKB va Bang phan chia tiét hoc theo
quy dinh tai Phu luc II Quy dinh nay.

a) GV xéc nhan gid bét dau va gid két thiic mbi budi day cho timg 16p HP ding
theo TKB. Viéc xac nhén gio day dugc thyc hién trén tng dung Hoa Sen (App Hoa Sen)
theo hudng dan tai Phu luc X cta Quy dinh nay.

b) GV khéng dugc roi 16p trong gior day véi bat ¢l Iy do nao, trudng hop bét kha
khang phai roi 16p, GV phai thong bao dén P.DTPH va dugc su dong ¥ trudce khi thuc
hién (ngoai trir cac truong hop GV roi 16p trong thoi gian ngin dé ubng nuéc, vé sinh
hodc xtr Iy tinh hudng strc khoe dot xuét).

¢) GV cho SV nghi giai lao gifta cic ca hoc theo bang Phan chia tiét hoc tai Phu
luc II ctia Quy dinh nay.

d) GV giai quyét linh hoat cho SV ra ngoai khi ¢6 nhu cau ca nhan (vé sinh, ubng
nudc,...) dbi véi ca hoc khong co gior giai lao.

3. Nghi bubi day: GV han ché t6i da viéc nghi budi day, trong truong hop bat kha
khang chi nghi t8i da 02 bubi/lép HP/HK va phai ding ky yéu ciu nghi trén HTTTQL
dé GBPCT/LPK va P.DTPH xem duyét trude khi thue hién. GV thuc hién theo Hudng
dan ding ky nghi, day bu/day thay truc tuyén trén HTTTQL quy dinh tai Phy luc XII
Quy dinh nay.

Piéu 9. Day bu

1. GV phai thuc hién viéc day bu trong cac truong hop sau day:

a) Puoc cir di cong tac hodc tham gia cac hoat dong theo quyét dinh cta Truong
phai nghi bubi day.

b) Nghi budi day c6 ké hoach c4 nhan va di théng bio truée cho SV it nhit 03
ngdy 1am viéc bing email hoic trén hé théng M-learing ctia Truong.

¢) Nghi budi day dot xuét vi Iy do bat kha khang.

d) Tdng sb tiét thic t& day theo két qua diém danh gior day (gio bt dau va gio két
thic) cac budi day it hon sb tiét HP duoc phan cong giang day trong HK.

d) Pbi v6i nghi LE, Tét hodc cac ngay ky niém, sy kién cta Truong c6 théng bao

nghi duoc Trudng xép bubdi day khac hoic day bu theo dé xuét ctia GV dé dam bao téng
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s6 tiét 1op HP.

2. GV chi dong sap xép lich day bu khi da théng nhét véi 100% SV 16p HP va
phai ding ky trén HTTTQL khi thoa cac diéu kién sau day:

a) GV chu dong day b trude budi nghi hodc chadm nhét 02 tudn sau budi nghi.

b) GV chon thoi gian day bu khong trung véi TKB cua SV.

¢) Truomg hop vi 1y do bat kha khang, GV c6 ké hoach day bu khéac quy dinh
phai dugc sy déng ¥ bang van ban cia GBPCT/LPK va Truéng P.DTDH.

3. GV dang ky day bu trén HTTTQL theo cac budc sau:

- Bubdc 1: Thong bao va thong nhét lich day bu véi 100% SV 16p HP.

- Buéc 2: Diang ky phong day bu trén hé thdng theo Hudng dan st dung dit phong
truc tuyén danh cho giang vién quy dinh tai Phu luc XIII Quy dinh nay.

- Budc 3: Ding ky lich day bu trén hé thong theo Huéng dan ding ky nghi, day
bu/day thay truc tuyén trén HTTTQL quy dinh tai Phu luc XII Quy dinh nay.

- Budc 4: Thuc hién day bu theo ding lich da dang ky.

Piéu 10. Cham cong gio day

1. Trudng chim cbng gior day ciia GV trong céc truong hop sau:

a) Theo TKB dugc phan coéng va két qua xac nhdn thoi lwong mdi budi day cho
tung 16p HP.

b) Céac hoat dong bén ngoai 16p hoc c¢6 sy tham du truc tiép cua GV duogc td
chtic theo TKB va da giri diy du ké hoach va minh ching theo Khoan 3 Piéu 4 Quy
dinh nay, trtr cac budi hoc thuc dja/thuc t& da dugc Truong thanh toan theo hop déng
voi ddi tac.

c) Cac budi day truc tuyén duoc Truéng P.DTPH phé duyét va da giri day du minh
ching (4nh chup man hinh 16p hoc dau gid va cudi gid) sau khi két thiic budi day.

d) GV day bu, day thay dugc x4ac nhan gio day theo s6 tiét thuc té.

2. Trudng khong chim cong gior day cia GV trong cac trudong hop sau day:

a) GV day khong dung v61 DPCHP quy dinh va TKB.

b) GV khéng diém danh gid day (gio bat dau va/hoic gio két thuc) 16p HP, trir cac
budi hoc thuc dia/thuc té bén ngoai Trudng.

¢) GV khong giri ddy du ké hoach, hinh 4nh minh chimg cac budi hoc thuc dia/thuc
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té bén ngoai Truong dung thoi gian quy dinh.

d) GV nhén duoc canh bao cua Truong vé viée thiéu gio day nhung khong phan
hdi 1y do va cung cdp minh chimg cho PDTPH, hoidc c6 phan hdi Iy do va cung cép
minh chtng nhung khéng dung thyuc té ghi nhan ciia PDTDH.

d) GV day qua sb tiét duoc Truong xép TKB, trir truong hop dugc Hiéu truong/
Phé Hiéu trudng phu trach do tao ddng ¥ bang van ban.

e) GV day bu, day thay nhung khong thuc hién diang ky trén hé théng dé
GDbCT/LBK va PBTPH xem duyét trude khi thuc hién.
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QUY PINH KHAC LIEN QUAN PEN CONG TAC GIANG DAY

Piéu 11. Day thay va phin cong lai giang vién

1. Day thay: GBDCT/LDK phén cong GV khac day thay trong cac trudng hop sau

a) GV nghi budi day khéng c6 kha ning day ba cho SV.

b) GV di nghi 02 budi va c6 ké hoach nghi thém.

2. Phan cong lai GV: GDCT/LDK phén cong lai GV giang day 16p HP dén két
thuc HK trong céc truong hop sau day:

a) GV duoc phan cong gidng day 16p HP dau HK nghi bubi day tir 03 budi lién
tiép/16p HP.

b) Trudng hop bat kha khang, GV dugc phan cong giang day 16p HP déu HK khéng
thé hoan thanh ké hoach giang day.

3. Nguyén tic day thay, phan céng lai GV:

a) GV duoc phan cong gidng day 16p HP dau HK phai bao cdéo GPCT/LPK.

b) Viéc ding ky nghi va day thay dugc thyc hién theo huéng din ding ky nghi va
day thay truc tuyén danh cho GV tai Phu Iyc VIII cia Quy dinh nay.

¢) GV duogc phan cong gidng day phai c6 vin bang, trinh d6 chuyén mén tuong
duong v6i GV dugc phan cong giang day 16p HP dau HK.

d) GV dugc phan cdng day thay thuc hién nhiém vu giang day theo quy dinh.

4. GPCT/LPK phai théng bio dén SV vé GV day thay va phén céng lai GV giang
day. Pong thoi, thong bdo va giri Phiéu dé nghi diéu chinh viéc phan cong GV theo mau
tai Phu luc I1I ctia Quy dinh nay cho P.DTPH dé cap nhét thay déi thong tin trén hé
théng.

Piéu 12. Piéu chinh thoi khéa biéu 16p hoc phén khi hoc ky da bit diu

1. Trudong hgp GV vi Iy do ca nhan phai thay d6i phong hoc va co s giang day
hoic thay d6i ca hoc 16p HP, GV phai thdng nhét ¥ kién va duogc su d6ng ¥ bang van
ban ctia 100% SV. Viéc thay dbi phai phil hop véi diéu kién v& co s& vat chét va khong
anh huéng dén TKB c4 nhé4n cta SV.

a) GV thuc hién Phiéu dé nghi thay d6i thoi khoa bidu 16p HP theo mAu quy dinh
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tai Phu luc VI Quy dinh nay c6 y kién phé duyét cia GBCT/LDK.

b) GV giri Phiéu d8& nghi d4 dwgc GPCT/LPK duyét, kém danh sach 100% SV ky
tén dong v dén P.DTPH dé dugc xem xét, thong qua it nhét trude 03 ngay lam viée va
cap nhat thay dbi thong tin trén hé théng trude khi thwe hién.

¢) GV thong bao dén SV vé phong hoc, co s& giang day, ca hoc méi ctia 16p HP.

2. Trudng hop Trudng thay d6i phong hoc, co s& giang day, P.DTDH s& thong bao
dén GV va SV vé phong hoc, co sd giang day méi trude 03 ngay lam viéc.

Piéu 13. Nhiém vu khac ciia gidng vién

Bén canh viéc GV phai tuan thu, thyc hién cac nhi€ém vu clia GV dugc quy dinh
tai Quy ché quan Iy nhan su va cac vin ban khac cta Truong, GV con phai thuc hién
cac nhiém cu khac nhu:

1. Tham dy céc bubi tdp hudn, phd bién quy ché, quy dinh danh cho GV do
Khoa, P.DTPH va cac don vi thudc Truong td chue.

2. Tham gia xdy dung chuong trinh dao tao, DCHP va thiét ké hoc liéu can thiét
phuc vu cho giang day.

3. Tham gia c4c hoat dong khac lién quan dén giang day theo quy dinh phép luat
va cac quy dinh vé hoat dong dao tao.

4. Dy gio hoat dong giang day theo phan cong ctua Khoa.

5. Phéi hop voi P.DTPH giai quyét cac véin dé lién quan dén cong tac day — hoc,
phén anh ctia SV.

6. Céc nhiém vu khac dugc quy dinh tai Quy ché quan 1y nhan sy va cac quy ché,
quy dinh khéc ctia Trudong.

Piéu 14. Trudng giri canh bao nhic gidng vién

1. Trudng gori canh bao sém dén GV thong qua tmg dung Hoa Sen va email tu
dong trong cac truong hop sau:

a) GV 1én 16p tré hoic vé sém so v6i TKB.

b) GV khong diém danh gio day: Hé théng t dong giri théng bao nhic sau khi 16p
HP bt ddu 5 phut (gid bt diu) va sau khi két thuc ca day theo TKB (gio két thuc).

¢) GV khong diém danh SV: Hé théng tw dong giri thong béo nhic trude khi 16p
HP két thiic 20 phut theo TKB.
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d) GV nghi budi day chua dang ky lich day bi: Hé thdng tu déng giri canh bao sau
14 ngay ké tir ngay GV nghi bubi day va lap lai sau 07 ngdy dén khi GV da dang ky lich
day bu trén HTTTQL.

d) GV nghi tir 02 budi day tré 1én/16p HP/HK.

2. Trudng giti canh bao thiéu gio day dén GV théng qua hé théng email ty dong
trong cac truong hop sau:

a) GV khoéng diém danh gid bit diu va/hoidc gid két thiic mdi budi day.

b) GV c¢6 diém danh gid bit dau va gior két thic nhung thoi luong giang day thuc
té it hon s6 tiét ctia 16p HP theo TKB.

3. GV phai phan héi 1y do thiéu gio day cham nhét 02 ngdy lam viéc ké tir khi
nhan dugc email canh bio, dong thdi cung cip minh ching dé P.DTPH déi chiéu véi

thuc té va didu chinh chim cong gid day trén HTTTQL.
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TRACH NHIEM CUA CAC PON VI VA CA NHAN LIEN QUAN

Diéu 15. Trach nhiém caa Khoa

1. Trach nhiém cta Lanh dao khoa

a) Quan ly va kiém tra hoat dong giang day ctia GV ding theo ké hoach, chuong
trinh dao tao, DPCHP kip thdi nhic nhé va xt Iy GV vi pham cac quy dinh dao tao.

b) Kiém tra va nhic nhd cac GDCT trong viée to chirc, phan cong va didu phdi
GV thyc hién ké hoach dao tao ding theo quy dinh, ddm bao phan cong cong viéc, gid
day hop ly, c6 co s, khong dé GV thiéu gi0 nghia vu, chénh 1&ch gio gifta cac GV.

¢) Ra soat, tham dinh, x4c nhan khéi lugng thuc hién nhiém vu ctia GV khi quyét
toan gi¢ day cho GV theo quy dinh.

d) Xem duyét yéu cau nghi, day bu va day thay ciia GDCT.

d) Duyét thay GDCT cac vin d& lién quan giang day trong trudng hop GBCT

khéng thé thuc hién nhiém vu.

e) Phdi hop voi P.DTPH giai quyét khiéu nai, thic mic cia GPCT, GV, SV va
don vi lién quan.

2. Trach nhiém ctia Giam d6c chwong trinh

a) Phan cong GV dam nhiém céc 16p HP tai tung HK.

- Viéc phén cong gid day cho GV co hitu thuc hién theo khoan 1 Didu 7 ctia Quy
dinh nay.

- Viéc moi giang thuc hién theo quy dinh cia Trudng, hop dong thinh giang
phai duoc hoan tit trudc ngay bat dau HK.

b) Phan cong GV dam nhiém HP hop ly, ddm bao thuc hién ding va du gio nghia
vu theo quy dinh.

¢) Cung cap DCHP c¢6 hiéu lyc tai HK va TKB 1é6p HP cho GV trudc khi HK bét
dau.

d) Pho bién cac quy ché, quy dinh, quy trinh, thong bao va huéng dan ctia P.DTPH
vé viéc thuc hién cac cong tac lién quan giang day cho GV.

d) Quan Iy cong tac giang day, xét duyét yéu cau nghi, day bu va day thay cia GV.

¢) Phan cong lai GV khac day thay GV phu trach 16p HP theo Piéu 10 ciia Quy

11
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dinh nay.

f) Phéi hop v6i P.DTDH giai quyét khiéu nai, thic mic cia LPK, GV, SV va don
vi lién quan.

Diéu 16. Trach nhiém ciia Phong Pao tao dai hoc

1. Tap huén cho GV vé quy ché, quy dinh va quy trinh lién quan dén nhiém vu
giang day cua GV.

2. Xem x¢€t va phé€ duyét cac yéu ciu nghi, day bu, day thay; céac dé nghi phan
cong lai GV, d6i thoi khoa biéu 16p HP, moi dién gia, diéu chinh diém danh SV,
cAm thi SV bb sung va don xin tham gia du thinh cia GV, SV theo Piéu 3, 5, 6,
8, 10 cua Quy dinh nay.

3. Kiém tra va giam sat cong tac giang day ciia GV theo quy dinh ctia Nha truong.

4. Cham cong gio day ctia GV theo Piéu 9 cia Quy dinh nay.

5. Nhic nhé GV thuc hién khong ding quy dinh giang day, ghi nhan thong tin va
giri danh sach GV thuc hién khong ding quy dinh d¢én Khoa va P.HCNS.

6. Phbi hop v61 don vi li€n quan dé hd tro GV thuc hién va hoan thanh nhiém
vu giang day, kip thot xur ly céc su ¢ trong qué trinh giang day.

7. Thuc hién cac cong viéc khac lién quan dén nhiém vu giang day cua GV theo
chirc nang, nhi€ém vu ctia Phong.

8. Giai quyét khiéu nai, thic méic ctia LPK, GPCT, GV, SV va don vi lién quan.

Piéu 17. Trach nhiém ciia Phong Pam bio chét lwgng

1. Phéi hop véi P.DTPH giam sat GV thyc hién giang day ding theo DPCHP.

2. Phéi hop v6i P.DTPH giam sat viéc duy tri va phat trién cac diéu kién dam bao
chét luong dao tao.

3. Phdi hop vdi cac don vi lién quan khac dwa ra cac khuyén nghi tham muu Ban
Giam hiéu vé viéc duy tri va phat trién cac diéu kién dam bao chit luong.

4. Phbi hop vé6i cac Khoa vé viée t chirc gidm sat va danh gia chét luong giang
day cia GV cudi mdi HK.

5. Phéi hop véi cac Khoa vé viéc tham gia du gio GV dé danh gia va nang cao
chéit luong giang day.

6. Thuc hién cac nhiém vu khéc lién quan dén cong tac giang day cua GV.
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Piéu 18. Trach nhiém ciia Phong Cong nghé thong tin

1. Thiét 1ap va dam bao hé théng ha ting cong nghé théng tin phuc vu cong tac
t6 chirc giang day cia GV.

2. Phéi hop GV, P.DTPH kip thoi xir Iy cac su cb vé cong nghé thong tin trong
qua trinh gidng day cua GV.

3. Thuc hién cac nhiém vu khac lién quan dén cong tac giang day cia GV.

Piéu 19. Trach nhiém ciia Phong Quan 1y co sé vt chét

1. B4 tri, sép xép phong hoc theo d& nghi diéu chinh, thay ddi cia GV phit hop
voi diéu kién co s vat chét cla Truong.

2. bam bao ha téng co s& vat chit, trang thiét bi phuc vu cOng tac td chire gidng
day cua GV.

3. Phéi hop GV, P.DTPH kip thoi xir Iy cac su ¢d lién quan dén co s& vat chat
trong qua trinh giang day cua GV.

4. Thuc hién cac nhi¢m vu khéc lién quan dén cong tac giang day cua GV.

Diéu 20. Trach nhiém ciia Phong Hanh chinh - Nhin sw

1. Cip ma sé6 GV cho GV méi theo quy trinh cia P.HCNS.

2. Kiém tra viéc phén loai GV va thanh toan thii lao cho GV theo quy dinh.

3. Phdi hop v6i P.DTPH va cac don vi lién quan giai quyét cac trudng hop GV
thue hién khong dung quy ché, quy dinh ciia Trudng; tham muru, bao cao Ban gidm hidu
vé cong tac giang day ciia GV.

4. Thye hién cdc nhiém vu khéc lién quan dén cong tac giang day ctia GV.
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Piéu 21. Xir Iy vi pham

1. Bon vi, c4 nhan nao vi pham cac quy dinh trong Quy dinh nay va cac quy dinh
khac ctia phéap ludt thi tiy theo tinh chét, mic d§ vi pham ma bi xir 1y ky luat theo quy
dinh ctia Truong hodc truy ctru trach nhiém theo quy dinh ctia phép luat, néu gy thiét
hai thi phai béi thudng.

2. PDTDH co6 trach nhiém lép bi€n ban xay ra su viéc cua cac Pon vi, ca nhan ¢
hanh vi vi pham, kém minh chimg va chuyén PHCNS xtr Iy theo quy dinh.

Diéu 22. Hi¢u lye thi hanh

1. Quy dinh nay c6 hi¢u luc ké tir ngay ky.

2. Quy dinh nay thay thé cho Quy dinh vé cong tic giang day cua giang vién dugc
ban hanh ngay 26 thang 01 nim 2024, kém theo Quyét dinh s6 213/QD-DHHS cua
Hiéu truong Truong Pai hoc Hoa Sen.

Piéu 23. T6 chirc thwe hién

1. Trudéng cac Pon vi va toan thé nhan sy cla Truong nghiém tic thyc hién céac
ndi dung ctia Quy dinh nay.

2. Trong qua trinh thuc hién, néu cé van dé phat sinh can diéu chinh, bb sung, cac
Don vi, nhan su thudc Truong giri théng tin vé P.DTPH dé téng hop, trinh Hiéu truéng

xem xét, quyét dinh./.

Zoo HIEU TRU’()NG!/
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‘ PHU LUC
Phu luc L. Luu dd thuwe hién nhiém vu gidng day ciia gidng vién
i X A N Mbc thoi | Trach nhiém .« o
Giai doan Luwu do Giai thich luu do ) o3 Bieéu mau/ Ghi chu
gian thuc hién
- ’ e A A < A GV:
GV GV diang ky tham dy cac budi phd bién GDCT
Tham dy tp hudn || quy dinh, quy ché, huéng dan sir dung céc i Danh sach ky xac nhan tham
dau hoc ky ? ! 3, n +d LDbK, N 2. .
tinh nang trén HTTTQL lién quan giang P DTDH gia cac budi sinh hoat
Giai doan 1 day. Tudn0 | P.CNTT
GDCT GV,
G GDCT/LDK gri TKB va PCHP cho GV. GDCT,
DCHP cho GV
LBK
v 1. GV giang day theo DCHP da duyét va GV,
GV TKB da duogc cong bb. GBCT,
Giang day theo || 7 GV giang day khdc DCHP, TKB phai LPK,
DCHP va TKB .
dugc GDCT/LBK, P.DBCL va P.DTDH P.DBCL,
i dong ¥ bang van ban. P.DTPH
Giai doan 2 - ; T = ; LA
v 1. GV khong cho phép nguoi khong co6 | Tu tudn
GV trich nhiém vao 16p, trir trudng hop d 01 dé GV :
et rac ;n 1?mqvao op, trir truong hop duoc : en , D& nghi tham gia dy thinh,
e su dong y cua P.DTDH. tuan 15 SV, % o et T
trong 16p HP X ) PNy - Bé nghi mo1i dién gid.
2. GV théng bao cho P.DTPH khi co P.DTbH

nguoi la vao 16p.
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- Phiéu d& nghi diéu chinh
diém danh SV.
- Ban twong thuit sai sot cia
! GV diém danh SV va thong bao két qua GV, GV,'A L i
diém danh tai mdi budi hoc dé SV phan SV, - Bién ban ghi nhan su vie.
-GV e owd ven A g e PDTPH, |- Ban tuong trinh va minh
Eiism Goh B¥ G FiGe Sl HOCH 2l ok P.CNTT ching tham gia budi hoc ctia
SV.
- Phiéu d& nghi cAm thi SV
b6 sung.
G;V dl,er-n dalfl glc;.day (g0 ba‘t dau ,Va = GV, - Bang phan chia tiét hoc.
Gy || ketthic) moi budi day cho timg 1op HP GDCT, |- Phibu d& nghi didu chinh
bam bao thoi trén Ung dung Hoa Sen (App Hoa Sen) va . . . N
luong giang day dam bio thii lugng gidng day ding quy LDK, vi€c phén cong giang vién.
_ P.DTPbH
dinh.
.GV in va _k}’ffé d,ﬁu bai tfl_rc t‘uyéfl gm - 56 dhu bai true tuyén.
] fﬁi?ézfzféihééliz ;l;lcd:jlp 16 B S0 10 T.uén 08 -Ké h(?ach ) C}}ICI’C budi h(_)(?
Giai doan 3 | SN 2. PPTPH chim céné éi(‘)’ day dua trén (glfr‘a ). il thye diafthye (& bén ngoai
i Chéam cong gid day L Ly i o | Tudn 17 P.DTPBH Trudong va minh ching.
két qua diém danh cua GV dugc ghi nhin fen & k9) _xé hoach t§ chirc sy kién

trén hé théng va theo ddi thuc té.

cuoi ky va minh chung.
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Phu luc II. Bang phan chia tiét hoc

Budi Tiét Bit diu Két thic | Nghi gidi lao/chuyén ca
1 7:00 7:50
2 7:50 8:40 Cal
3 8:40 9:30
Sang Giai lao 9:30 9:50 Nghi 20 phut
4 9:50 10:40
5 10:40 11:30 Ca2
6 11:30 12:20
Nghi trua 12:20 13:00 Nghi 40 phut
7 13:00 13:50
8 13:50 14:40 Ca3
9 14:40 15:30
Chiéu Giai lao 15:30 15:50 Nghi 20 phat
10 15:50 16:40
11 16:40 17:30 Ca 4
12 17:30 18:20
Nghi chiéu 18:20 18:30 Nghi 10 phut
13 18:30 19:20
Téi 14 19:20 20:10 Cas
15 20:10 21:00
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VD HOASEN VE CONG TAC GIANG DAY Ngdy ban hanh: 0 F../.9..../ 2026
IS CUA GIANG VIEN Lin ban hanh: 02

Phu luc IIL Biéu mAu Phiéu dé nghi diéu chinh viéc phan cong giing vién

PAIHOC
VY HOA SEN

PHIEU PE NGHI PIEU CHINH VIEC PHAN CONG GIANG VIEN
Hocky ............. Nam hoc 202.... - 202....

Kinh gui: Phong Dao tao dai hoc

TOT T Lttt MSGV: i
Hién 1a Giam ddc chuong trinh/Lanh dao Khoa:.........ccccoooeiiiiiiiiiiiiiecee e
TO1 da phan cONg GIANE VIEN: ...eeviivieiiiieiie e IIBETVE scmmcansmnasss snasmsanss i
Giang day DOC PhAN: ......oveeeveceeeeeeeeeeee e, (Sé hiu 16p:............... )
T tUAN: v, dén tuan: ......ocooevveveeean, Tong tiét phan cong: .................... tiét.
Nay t6i xin diéu chinh viéc phan cong cho GIANE VIEI: .........ooveeeeeeeeeeeeeeeseeeeeeeesreeeerseeeees
MSGV:.iee Day tir tudn:........... dén tudn: ............ Téng tiét phan cong: .......... tiét.
LY O thay Q01 ......eoveceeeceeeeeeeeeeeeeee e

Giam dbc chuong trinh/ Lanh dao Khoa d3 thong bdo va giai thich cho sinh vién cua 16p

hoc phan biét thong tin vé su thay d6i nay.

Tréan trong./.
TP. H6 Chi Minh, ngdy ..... thang ..... ndm 202....

Lanh dao Khoa Giam déc chwong trinh
(ky, ghi ré ho tén) (ky, ghi ré ho tén)

To61 da thong bao cho GV ban giao bai
giang phan tiép theo cho GV day thay
Phong Dao tao dai hoc
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Phu luc IV. Biéu miu Phiéu dé nghi didu chinh diém danh sinh vién

DAITHOC
HOA SEN

PHIEU PE NGHI PIEU CHINH PIEM DANH SINH VIEN
Hocky.......... Nam hoc 202....-202....
(Ap dung truong hop giang vién didu chinh diém danh sinh vién sau khi cong
bb danh sach cim thi cubi ky)

Kinh gtri: Phong Pao tao dai hoc

(BOIRIENE st evien s oA R T O - oo s e Bl et e, o e e
Gidng vién Khoa:........cccoeviviiiiiiiniiieeee, Chuong trinh:.......cccoviiiiniiniiie e
Ten Hgemhans. .~ e et 7 e e R R e S R b e
M sb hoc phé‘m: ................................................................. S8 hitU 16P: oo
Nay t6i dé nghi diéu chinh diém danh cua sinh vién sau:
i sa . .| sébudi | D&nghididuchinh | SObudi
Stt sinh Ho va tén sinh vién vin i vang con
vién € | Sbbudi | Neay lai
1
2
3
LY A0 GIEU CIINN: ..o s een s

T6i cam doan viéc diéu chinh diém danh trén hoan toan ding thuc té va chiu trach nhiém trong
viéc diéu chinh nay. bé nghi Phong dao tao dai hoc xem xét va tao diéu kién dé sinh vién duoc thi
cubi ky.

Tran trong,

TP. H6 Chi Minh, ngay .... thang .... nam 202....
Y kién ciia Lanh dao Khoa/ Giang vién dé nghi
Giam doc chwong trinh (Ky, ghi rd ho tén)

Phong Dao tao dai hoc
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M PAIHOC QUY PINH M3 hi¢u: QyD-GDGV/0826/HSU

HOA SEN VE CONG TAC GIANG DAY Ngay ban hanh: 0%./.9.../ 2026
:

CﬁA GIAN G VIEN LAn ban hanh: 02

Phu luc V. Biéu miu Phiéu dé nghi cdm thi sinh vién b sung

PAIHOC
VY HOA SEN

PHIEU PE NGHI CAM THI SINH VIEN BO SUNG
Hocky ............. Nam hoc 202.... -202....

Kinh gtri: Phong Pao tao dai hoc

KO 1<) o USSP
CHBATE VLB BIOAE .0 coma s comsa s smasmsas s sooms s samamas s s saammsees Chuong trinh: .....occviiieee
T8I HOC PRAIL ...ttt ettt ee et ene e et ee e
M $6 DOC PHAN: ....cvoveeceeeeeee e S8 NIBU LGP,
Nay t6i d& nghi cAm thi b6 sung sinh vién sau:

S6 bubdi S6 budi

vE’mg truée | ving sau Téng s6
Stt MSSV Ho tén sinh vién thong biao | thong bao budi
cAm thi cAm thi ving

chinh thite | chinh thic

Ly do CAM thi DO SUNZ: ..o.vooeeeooe oo,

Trén trong,

TP. H Chi Minh, ngay .... thang..... nim 202...
Y kién ciia Lanh dao Khoa/ Giang vién dé nghij
Giam déc chwong trinh (ky va ghi ho tén)

Phong Dao tao dai hoc
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G(’\\ PAITHOC QUY PINH
HOA SEN VE CONG TAC GIANG DAY
CUA GIANG VIEN

M3 hiéu: QyD-GDGV/0826/HSU

Ngay ban hanh: 0.7../.9.../ 2026

LAn ban hanh: 02

Phu luc VI. Biéu miu Phiéu dé nghi thay ddi thoi khéa biéu I6p hoc phén

PAIHOC
V) HOA SEN

PHIEU PE NGHI THAY POI THOI KHOA BIEU LOP HQC PHAN
Hocky ............ Néam hoc 202.... -202....

(Ap dung cho cac trudng hop giang vién dbi ca hoc, phong hoc/co sé hoc

sau khi Hoc ky bét du)

Kinh giri: Phong Pao tao dai hoc

RIS e oot roibtngs s oot ot resr ST O s o M3 6 gIANg VIBN: ......ovevvreeennn,
IO AT s s e s smoc s s  ioxalueess i st s + homomsofinss wogss g s Bl 3 evsadmisa
T2 A e W e e SECRRIIETY (o . PR I 1 Wk TR T ) PRI, 1 2 -
Hién dang phu trach giang day 16p NOc PhaN:.........co.covvveevieveeeieeeeeeeeeeeeeeee e
......................................................................................................... (Sé hidu 16p: ..............).
T6i lam Dé nghi nay xin dugc d6i Thoi khéa biéu 16p hoc phan trén nhu sau:
Thoi khoa biéu Thaoi gian (Ca hoc) Co s¢/Phong hoc
Thoi khéa bicu cii
(dang giang day)

Thoi khéa biéu méi
(d& nghi thay d6i)

B (O T\ A o) LU

T6i xin cam két viéc thay ddi Thoi khoa biéu nay da duoc td chirc liy ¥ kién va duge
s dong ¥ 100% ciia cac ban sinh vién trong 16p hoc phan (c6 danh sach ky tén dinh kém
theo D& nghi nay), khong c6 sinh vién b tring gid hoc phin khac, c6 phong hoc tréng dé
chuyén co s&/phong hoc. Néu c6 vin dé gi phét sinh lién quan dén sinh vién vé viée thay d6i
nay, toi hoan toan chiu trach nhiém.

Tran trong./.

TP. HS Chi Minh, ngay ..... thang ..... ndm 202....

Y kién Léanh dao Khoa/
Giam ddc chwong trinh

Phong Pao tao dai hoc
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M PATHOC ~ QuYDINH M higu: QyD-GDGV/0826/HSU
VD HOASEN VE CONG TAC GIANG DAY Ngay ban hanh: 0.F../..9.. ./ 2026
. CUA GIANG VIEN Lén ban hanh: 02

Phu luc VIL Biéu miu P& nghi tham gia du thinh

PAI HOC
VY) HOA SEN

PE NGHI THAM GIA DU THINH
Hocky............. Nam hoc 202.... -202....
(Trwr lich du thinh ciia Khoa hodc duy thinh theo nguyén vong ca nhdn)

Kinh Uiz = KOA: ...ttt et
- Phong Dao tao dai hoc

TOL tEN cuvieiiee et Ma s0 gidng VIen: .....ccceeeueennens

CRUONEZ NN .ot ettt e eae et e et sae e sneenee s
Qo1 H O PP
Nay t6i 1am D& nghi nay d& xuét Lanh dao Khoa/ Gidm déc chwong trinh va Phon
Pao tao dai hoc chap thuan, tao diéu kién cho t6i dugc tham gia du thinh (c4c) 16p hoc phér

Stt Tén hoc phian S6 hiéu 16 Thoi gian
1
2
3
Muc dich tham gia du thinh: ..o

Khi duoc tham gia du thinh, t6i xin cam két s& chdp hanh nghiém tic quy ché, qu

dinh ctia Nha truong va cac don vi lién quan.

TP. H6 Chi Minh, ngay......thang......ndm 202....
Linh dao Khoa/ Giang vién dé nghi
Giam doc chwong trinh (ky va ghi ho tén)

Phong Pao tao dai hoc
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M PAIHOC QUY PINH M3 higu: Qyb-GDGV/0826/HSU

HOA SEN E CO A A ) anh:
e e VE CONG TAC GIANG DAY Ngay ban hanh: 0.F../.9.../ 2026

ijA GIANG VIEN Lan ban hanh: 02

Phu luc VIIL Biéu miu P& nghi moi dién gia

DAIHOC
V) HOA SEN
PE NGHI MOI DIEN GIA
Hocky......... Nam hoc 202.... —-202....
(Ap dung cho gidng vién c6 nhu cdu)
Rt o - e TIOR3 o e St iimia sl e s s Sy o mefbmmy s s e

- Phong Dao tao dai hoc

RO N T Bt s s ottt B hoods & e s M sb giang vién: ...................
B ) 510 01 AP X e BT R LRt R MNP tec WO T TCI Rl ey RO . 57
s RIS R e e R B e S TR I e I, e R
Hién dang phu trach gidng day 16p hoc PhaAn:.........ccovevveeveviereeeeeeeeeeeeeee e
.................................................................................................... (Sé hidu 16p:...............).

Nay t6i lam D& nghi nay xin duoc moi dién gia (ghi ré ho va tén dién gid):

tham du 16p hoc phan bén dudi:

Stt Tén hoc phin S6 hiéulép | Thoi gian Co sé
1
2
3
Mige dich B IS B ... ... . ioes.onssis s s s st oo et bt o St e o s G
No6i dung dién gia trinh bay/ chia sé v&i Sinh VI8N ........ccooovoveeieiieeeeeeee e




TONTRONG SY KHAC BIET

[{\\ DATHOC ‘ ) QUY DINI—} M3 hiéu: Qyb-GDGV/0826/HSU
VD) HOA SEN VE CONG TAC GIANG DAY Ngay ban hanh: 0%../.9.../ 2026

CﬁA GIAN G VIEN LAn ban hanh: 02

R4t mong Lanh dao Khoa/ Gidm dde chuong trinh va Phong Pao tao dai hoc chép
thuén, tao diéu kién cho dién gia duoc tham gia du 16p hoc ph?ln néu trén. T6i xin cam két

s& chap hanh nghiém quy ché, quy dinh ctia Nha trudong va cac don vi lién quan.

TP. H) Chi Minh, ngay...... thang...... nam 202....

Y kién Lianh dao Khoa/ Giang vién dé nghj
Giam déc chwong trinh (ky va ghi ho tén)

Phong Pao tao dai hoc
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m DPAIHOC ‘ A QUY DINI‘! M3 hiéu: QyD-GDGV/0826/HSU
HOA SEN VE CONG TAC GIANG DAY Ngay ban hanh: 2 %./.9.../ 2026

TON TRONG SV KHAC BIET

CUA GIANG VIEN LAn ban hanh: 02

Phu luc IX. Biéu miu Ké hoach tb chirc budi hoc thwe dia bén ngoai Truong

DAIHOC
HOA SEN
KE HOACH TO CHUC
BUOI HOC THUC PIA/THUC TE BEN NGOAI TRUONG
Hocky.......... Nam hoc 202.... —202....

1. Théng tin chung vé 16 hoc pthm

AT NI, -, T £ e aen U s e 1P e | o (e i e B Lok
= MBSO 0GC PHAN: ..o vvvioesiemmimmesamass s sossasissassasstonses S8 hidu 16P: e,
- Giang vién gIANg day:....ccoceeiiiiieeieeee e M sb giang vién: ..............

2. Thoi gian, dia diém va ndi dung budi hoc thwe dia/ thue té bén ngoai Truong
2.1. Thoi gian (khéng dwoc trung lich hoc chinh thirc cua sinh vién; gidng vién ghi
r3 thoi gian bdt dau — két thiic, ngay/thdng/nim):

TP. H6 Chi Minh, ngdy......thang......nim 202....
Y kién Lanh dao Khoa/ Gidng vién
Giam doc chwong trinh (ky va ghi ho tén)
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HOA SEN VE CONG TAC GIANG DAY Ngay ban hanh: ¢0.%./.9.../2026

2 z o . —
CUA GIANG VIEN Lan ban hanh: 02

Phu luc X: Huéng din st dung tinh niing ghi nhin gio day ciia giang vién

trén Mobile App

Tinh nang ghi nhan gi& giang
Trén App Hoa Sen |
P> Cobiie iy

Bownload on the

. App Store _

1. Pang nhép tai khoan
- Pang nhap bang tai khoan Hoa Sen (Hinh 1).

% g%

Hoa Sen Portal Authentication

Jf

F1  HOANG.NGUYENHUU

Hinh 1

2. Diém danh

- Vao tinh nang Teaching timer (tiéng Anh) - Gid day (tiéng Viét) trén App.

- Chon moén hoc trong ngay (Hinh 2).

- Bdm [Check in][Piém danh vao] hodc [Check out][Piém danh ra] (Hinh 3).
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M PAIHOC QUY BINH Ma hiéu: QyD-GDGV/0826/HSU
HOA SEN 7 A A R < s 1. 0
2deliobin s VE CONG TAC GIANG DAY Ngay ban hanh: 97F../.9.../ 2026
CUA GIANG VIEN LAn ban hanh: 02
13:23 7 . 13:23 W T .
< Back Hoa Sen University < Back Hoa Sen University

Teaching timer

Pham Thi Thanh Tam
Term: 2133
Hoc ky 2 - Ndm hoc 2021-2022

Teaching timer

Pham Thi Thanh Tam
Term: 2133
Hoc ky 2 - Nam hoc 2021-2022

Nhap mén Hé théng Théng tin QL
(Class Number: 2349 - Section: 0500)

Hinh 3

Nhap mén Hé théng Théng tin QL
(Class number: 2349 - Section: 0500)

Nhap mén Hé théng Théng tin QL
(Class number: 2351 - Section: 0700)

Teaching timer history

Hinh 2

3. Lich st diém danh
- Tr trang chu cia App > chon Teaching timer (tiéng Anh) - Gio day (tiéng Viét)
> chon Teaching timer history [Lich st diém danh].

- Chon hoc ky > Bim hién thi 16p [Show classes] (Hinh 4, 5).
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M DAIHOC ‘ QUY DINH Ma hiéu: Qyb-GDGV/0826/HSU
HOA SEN VE CONG TAC GIANG DAY Ngay ban hanh: 0%./.9.../2026
- 7 A °
- CUA GIANG VIEN - Lan ban hanh: 02
13:23 W T o 13:23 Ul T e
< Back Hoa Sen University
Teaching timer history
; )
! Pham Thi Thanh Tam |
| Term: 2133
|
’ Nhap mdn Hé théng Thong tin QL (Nbr: 2349 |
l ' - section: 0500) |
f [ j
E
)
30/03/22 0 3
Nhap mén Hé théng Thong tin QL (2349 - 0500)
06/04/22 0 3
Nhap mén Hé théng Théng tin QL (2350 - 0600)
13/04/22 0 3
Nhap mén Hé théng Théng tin QL (2351 - 0700)
20/04/22 0 3
Phan tich dinh lugng (2375 - 0300)
270422 0] 3
Phan tich dinh lugng (2376 - 0400)
04/05/22 0 3
KD Théng minh & Phan tich DLL (2401 -~ 0100)
1/05/22 0 3
KD Théng minh & Phéan tich DLL (2402 - 0101)
18/05/22 0 3
25/05/22 0 3
01/06/22 0 3
08/06/22 0 3
15/06/22 0 3
22/06/22 0] 3
Hinh 4 Hinh 5
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m PAIHOC QUY PINH Ma hiéu: Qyb-GDGV/0826/HSU

HOA SEN i CO A A 3 anh:
il VE CONG TAC GIANG DAY Ngay ban hanh: 0.4:./.9..../ 2026
CUA GIANG VIEN Lan ban hanh: 02

Phu luc XI: Huéng din gidng vién diém danh sinh vién

11.1. Huéng din GV cho phép SV tw diém danh trén hé thong STA

Buwée 1: Dang nhdp hé théng STA |

- GV ding nhap hé théng STA theo dudong din sau: https://sta.hoasen.edu.vn véi
tai khoan va mat khau gidng véi tai khoan (khong c6 dudi @hoasen.edu.vn), mat khau

email Truong cip.

“ ) ol 52 0+ stahoasen.eduvn/Home/Login B so% vy L Q@ &H O n

HOA SEN
UNIVERSITY
WORLD CLASS EDUCATION ” =
b by ot L bang nhap
Tai khoan
2 ; ANGUYENVAN
‘Hé Thong Théng Tin

DAI'HOC HOA SEN

Chao mimgban dén vdi cong théng tin trudng
. Pai hoc Hoa Sen. }

Dang nhap

Vui long lién he itsupport@hoasen.eduyvn néu can hd
trat.

- Hé thdng STA chuyén vao trang chinh sau.

) I Trang chi Hé théng thong tin }‘ X + v — O

G Rl @ 52 stahoasen.eduvn : &3 so% ¥y Y © 9 O n

HOA SEN
UNIVERSITY

at khau
THONG TIN GIANG DAY

"2 Kékhai gid giang Thong bao

= Nhap - Chuyén diém {050_2025] Danh séch Sinh vién du thi Hoc phan Ell 3 GP2 Hoc ky 2 _ Nam hoc 2024-2025
. i
. B bigmdanhonline v2 ‘ D& Thong bao chung
T Mo

LB Tro ly md& diém danh

® . Lich sir diém danh
cham cong

0 {2026_027] Lich thi va Danh sach sinh vien du thi ky thi Language Cert thang 7/2026
zip

. & In 56 daubal

061 trang Théng bao chung
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M SALEO0 * ‘  QUYDINH ' ' Mi hiéu: QyP-GDGV/0826/HSU
HOA SEN VE CONG TAC GIANG DAY Ngay ban hanh: 9.%./.9.../ 2026

CUA GIANG VIEN Lan ban hanh: 02

Buée 2: Phdt sinh mé OR va GV cho SV ding ma OR diém danh
- Click chon Piém danh online V2. Hé théng STA hién thi trang Quén 1y diém

danh online sau.

HOASEN

W unversiTY .

RS

& bdi matkhau
: Quan ly diém danh online

| THONG TIN GIANG DAY

Xirvchiso” PERERRISTERET]

® Click chon Piém danh online V2 )

Budc 1 ~ Chon 16p can diém danh

) Tro iy ing diém danh

e Chgn Lop giang day

Ngay diem danh
D Ljch sir diém danh 0770872026 (3| Lop gidng day  SW205DV01 — Lop 0100 (-
chdm céng '
T4l danh sich sinh vién . 5. ’ « - A
LAy e - 8  © Click Tdi danh sdach sinh vién
#  HOCKY SO HIEU LOP  MAMH MA HOC THUAT Lop 610 BB GIOKT

- Ngay diém danh: mic dinh hé théng hién thi ngdy GV c6 16p giang day.
- L6p giang day: chon mot 1ép mudn diém tir danh sach cac 16p giang day.
- Click button Tai danh sach sinh vién. Hé thdng hién thi théng tin budi hoc va

danh sach SV bén dudi nhu sau.

Théng tin budi hoc Chua bt dism danh
SW205DV01 Lépoitoc nesv 08/07/2026 canoc 07:00 - 12:20
SO HIEU MON MOC 36 Mmky Lep HOT XY {STRM) i
000679 2041 2533
GIANG VIEN

00304 — Giang vién

Click Cho phép diém danh

Cho phép diém danh Tai lai dir ligu Cap nhat diém danh

| Chua bat diém danh. Bam «Cho phép diém dant,

Théng Tin Piém Danh Sinh Vién

¢ MA SO HO TEN LOT TEN HOC KY SO HIEU LOP NGAY DIEM DANH COMAT
1 22114833 Bl Buc Diing Khoa 2533 2041 08/07/2026
2 22014827 Chau Nguyén Quéc Bao 2533 2041 08/07/2026
3 22206443 Chau Phuang Pat 2533 2041 08/07/2026

- Click button Cho phép diém danh. Hé thdng phat sinh mét ma QR nhu sau.
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M PAIHOC QUY PINH | M3 hiéu: Qyb-GDGV/0826/HSU

HOA SEN s X z : —
e VE CONG TAC GIANG DAY Ngay ban hanh: @F../.9.../ 2026

CUA GIANG VIEN

Lin ban hanh: 02

Cira s6 quét QR dang mo — hét han lic 11:31.

Sinh vien quel m3 QR bang app mobile trong cra $a diém danh. Ma tu dal moi 30 giay. Gidng vién nhan vao mé QR d& phdng to cho sinh vién cudi iop

Mi QR diém danh (TOTP)

LGp: SW 205DV01

STRM: 2533 | ClassNbr: 2041

Ngay: 2026-07-08 | Gi BD: 07 00:00
Token TOTP (d6i mai 30 giay)

CMsOWO9AIxaaNh/gDhpbsSTVKCOLYKJnQKIKKTZBIZU=

NRin 4 phong to

- GV click vao ma QR dé phéng to ma cho SV cudi 16p quét duge ma.

, Click dau x dé déng cira |
s6 phong 16n ma QR.

- Click ddu X & goc trén phai d& dong cira sb phong 16n mé QR.
-Luu y: M3 QR hét han sau 1 gid phat sinh ma va ty 1am méi sau m&i 30 gidy.

- Néu GV muédn g& diém danh ctia SV, click button G& diém danh.

Théng Tin Pigm Danh Sinh Vién
# MA S0 HO TEN LOT TEN HOC KY S0 HIEU LOP NGAY DIEM DANH COMAT
\
{ \
1 22114898 Bul B bang Knoa 2533 2041 i 08/07/2026 N i
\ Click G&

2 203827 Chau Nguyén Quéc Bio 2533 2041 08/07/2026 5

diém danh |

- Hé théng hién thi cira s thong béo sau.

@© sta.hoasen.edu.vn
G diém danh sinh vién 22114833 (Bui Dic Dang Khoa)?

| | Don't allow sta.hoasen.edu.vn to prompt you again

n Cancel
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m DAI HOC QUY PINH M3 hiéu: Qyb-GDGV/0826/HSU

HOA SEN VE CONG TAC GIANG DAY Ngay ban hanh: 0%../.9.../ 2026

5 5 A
CUA GIANG VIEN LAn ban hanh: 02

- Click button OK dé déng cira s6 thong bao lai. Khi d6, hop kiém Co mdr duoc

5
bd chon.
Théng Tin Diém Danh Sinh Vién
# MA SO HO TEN LOT TEN HOC KY SO HIEU LOP NGAY BIEM DANH €O MAT
v o4 BU DU Dang Khoa 2533 2041 0B/07/2026 ; .
Click Cham
22014827, Chau Nguyén Quéc Béo 2533 2041 0B/07/2026 , ®
' : ¢ mit

- Néu SV dé quén thiét bi di déng hodc khong diém danh online duoc bang thiét
bi di d@ng, GV click button Chon cé mdt. Khi @6, hop kiém C6 mdt duoc chon.

- Click button Chdm cé mdt d¢ diy két qua diém danh budi giang nay lén
PeopleSoft. GV ding khi mudn chét/chic chin dong bo, thay vi cho hé théng STA tu
chay ddng bd. Khi d6, hé théng STA hién thi hop théng bao sau.

Xdac nhan!

Pong y Cap nhéat diém danh.

- Click button Pong y dé ddng bd ngay hoic Khéng néu khong mubn dong bo.

11.2. Hzm"ng din GV cdp nhat diém danh SV trén hé 'thi)(ng PeopleSoft

Buée 1: Dang nhdp vdo hé thong PeopleSoft

- Mo trinh duyét web (PeopleSoft chi hd tro cac trinh duyét Internet Explorer,
Firefox, Chrome, Sarafi).

- Nhap dia chi sau vao thanh dia chi cua trinh duyét: http://htttq1.hoasen.edu.vn.

- Giao dién ding nhép cua hé théng s& hién thi nhu sau.

Khi gap sw ¢d vui 1ong lién hé
phong Céng nghé théng tin qua
email itsupport@hoasen.edu.vn,
dién thoai: (028)73091991 (s noi bo:
11.261) hodc tripc tiép tai cac cor sé.

Tén ding nhap: | NHO.TRANMINH |

Mat khau: |ooooooooo.| I

‘
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M DAIHOC
HOA SEN

TON TRONG S KHAC BIET

QUY DINH

VE CONG TAC GIANG DAY

CUA GIANG VIEN

M3 hiéu: QyD-GDGV/0826/HSU
Ngay ban hanh: 0.F../.9..../ 2026
Lén ban hanh: 02

- St dung tai khoan email GV lam tai khoan ding nhép vao hé thong (Luu ¥:

Khong c6 phin @hoasen.edu.vn).

- Sau khi diing nhép thanh céng, giao dién 1am viéc ciia PeopleSoft s& hién thi nhu

Sau.

DAIHOC

HOA SEN

Q Khong an toan

58
52

http//htitgl hoasen.edu.vn/psp/a/EMPLOYEE/HRMS /h/?tab=DEFAULT

Trang chinh Them vao muc youthich |

Ding xuft

|[Nghigp vyl | Théng ke Bictar |

[Danh myc [EIE] [Llch cong tac tuan 12l [
i My Favorites TG

| Tl¥6ng ke ‘Tnm gian ﬁ;’j Lt 10;- diem |Nqi dung Thanh phan tham dy

0 Tiép sinh . Lich cong tac

{ Tao du liéu lop mon hoc

{ Bao cao

I Van ban N P. 201,404 [Tap trung cham séc thi sinh va nhap hoc, diéu r BT iy

| Quan Iy phéng or 295V 108:00.00 |va sanh G [hwong nhom thisinn tham gia CT nén tang dai gzg;’h;:;;\ R AT then Y TS
© Quan ly diém 4 ik (NVT) hoc

1 Céng cb van hoc tap Thi 2-Nga T2 malvie 3 7 : o Uk ; :

> -Ngay Lo L& ra mdt Vién Nghien ciu Di sdn Do thl Nam B9 [Chd ti: Hieu  |Nguoi tham du: PHT Van UL, LD
hote e inebhvin 20072026 |0F0000 [TOSNVT | iy sUHE) trwdng PHCNS, GVNV Truging
¥ quan ly p = = 3 =

i Enroliment L Thir 2-Ngay , . \ N . St Ch tri: PHT  |Nguai tham dy: Tat ¢d nhan sy TT.TS
K Pt’:?n ucv?mé(:ng 20/07/2026 13:00:00 {201 NVT  [Hop veé tu van cham soc tang Ly i¢ nhap hoc Daan Nauyén |KV DNB

[ HSU Thir 2-Ngay o Tap huan Quy ché, quy dinh vé hoal dong nghién |Ch trl: PHT y

 Thanh vien 200072026 | 140000 | 1007 NVT o0y knoa hoc van Ut e

b SANeI s Nguol tham du: PGD TT.INGV va

> A ng ky. Thar 2-Ngay 14:00:00 | 908 NVT Hop H#i dbng danh gia két qua ren luyén va Hgi  |Chd tri: PHT  |QHDN Anh Thur, Truéng cac Khoa, TP
¢ 20/07:2026 g adng Ky luat sinh vién Minh Thign P.DTDH Tién Lap, CV TT.INSV va

t Qpar;ly tai chinh o

I Cé van Bao tao

! Thiét 13p SACR Thir 2-Nga Hop cling V.SDHALD murc hoc phi CT ChT CORH

{ Cong cu bao cdo 93y 116:45:00 101 NVT RGN Mo ! P TC-HT Dleu  |Nguoi tham du: LD V.SDH va LD
s ogleims 20/07/2026 Flexmaster Huyén

I

~ My Personalizations Nguai tham dy: Trugng K.CN Binh

 The 3-Ngay 09:30:00 |80 NVT Hoi déqg danh gia thuyét minh dé tai NCKH lrong |Chu t7l: PHT  |Phang, VT V.DTTT Hau Phat. Truding
21/0712026 o diém cdp co s¢ (Khoa Luat} van Ut Kgoa Luat Hoai Nam, GDCT K.CN
Hong

Buée 2: Quan 1y diém danh online

- Chirc ning nay 1a chirc ning GV tu diém danh cho SV trong timg budi hoc.

- Menu: Qudn ly dao tao, Danh sdch diém danh, Danh sdach diém danh theo 16p.

AN DAL

Danh myc

=
- Thanh vién
(- Student Admissions
[ H8 so va Bang ky
[~ Quan ly Bao tao
> Bao cdo
[~ Danh muc mén hoc
[+ Xép thei khoa bidu
(- Chuyén d liéu CTDT
> Lién hé mén hoc
- Ghép lop
[ Lép to chic dong
[ Théng tin stk dung CSVC
[ Danh sach |6
<> Danh sach diém danh
> Bao céo
[ Cap nhat diém danh
— B4o céo DS sinh vién ving
— Bao céo DS sinh vién vang

2
= Ranh sach diem danh theo
[&p g

— Tao I6p hoc truc tuyén
— Danh sach diém danh theo
sV

Danh séach diém danh theo 16p

Nhap théng tin va chon nut *Tim kiém'. B 6 tréng dé liét ke tét ca gia tri.

Thém dir kign moi

v Tiaw chi tim kiém |

D A e SO
v |[2554
v 02258
) 70

| Tim kiém |

Xoa

Tim kiém co ban Luu tiéu chi tim kiém

- Nhép “Sé hiéu 16p” vao 6 S6 hiéu 16p, bdm nut “Tim kiém”, hé thong s& tw dong

chuyén vao man hinh diém danh SV 16p HP ma GV giang day dang giang day.
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TON TRONG SY'KHAC BIEY,

DAITHOC
HOA SEN

QUY PINH Mai hi¢u: QyD-GDGV/0826/HSU

VE CONG TAC GIANG DAY Ngay ban hanh: 0.F./.9.../ 2026

CﬁA GIANG VIE‘N LAn ban hanh: 02

Ta 4 ke G mdn hot

- QuAn I¥ D30 a0

Bao cao

Dann muc mén voc
Xbp thot knaa bedu

© Chuydn 60 kéo CTOT

£

850 cbo Danh sach diém danh theo lop
Van ban
g:;\:: :; g:\-;‘:\g $6 méu MH: 004655 Hoc ki HOC R HE - NA Bt 20052026
©éng cd van noc 13p Tén khoa noc: Fasmon I 1 aduatinn Grardogn:  +uc iy phy
Cdng 1nong 10 sind vién M3 hoe thust: ® Cosddio  BaiHor Hos Sen
:u qudn by . to;
nroment Log . Gidng vién:  Dang Thi Hué, Tran Th 17 Quyén Van Tehn KhAc Hloang. Pram N Nhé. Viuyoh Thi Huong Guang, Sham g Vi
$6 midu 16p: 1076 3 Dang TH Hué, § ity 1] tou NG Huyon Th Huong Guang, Pham Hhng Wi
i‘;";‘ b aitin L e G( " Tedn Guyés Taa Huynh Th Thac T ATr0 Hang Luu Cuy Tudn Prosm
151 op: 0
Tharh vién
Swdent Admissions . "
b 50 vA Dang ky Tao diséch kop ®oien tt oKMH cin sV Diém danh tir ngay:

Tao dann sich diém aann

Tao danh sieb diém danh

Diém danh dén ngay:

5 <

Diém gann/T3t ¢a 5V @ Diém danh/SV dang hoe

© Lién hé mén hor: " " " —— i
{ Enépop - SR s O Cadin CRVENNL =y St T
© Lop ¥ chirc adng P Sd it 4
© Théng tin si7 cung CSVC Shmad  [Sd 1y Losi s s 1 ity P AT siobe|dar [Nl dang 1t oidng L
| Dann sAcn 19p oo s i
*+Dann sach dibm dany 1| Tao wsacn in Xem svaab |1 Tén6p © |sanreaes a0ats |12 20PM 220 02 aém dann Fl 1| Intomuscion 1o the gl
2| Teoawssen’| i Xem soagk |1 Teéa lop ~ [1507 2000 | 12 200 229) 02 aiben dann 1 0TS e ; 5
3| Tao wsacn in Xem soadb |1 | Tedn loo « [1r072006 «20) £ aiben 4 1] Conin 5
<| Tao aisach in Xem svaub |2 Tién lop - 25072626 220 1 1 o
Tao ¥p I 5| Tao disach n Xem suadbi |2 v 22¢| 4 ' o
- Danh sAch 4 "
3v t| Tao a’sdch in xem Sda ddi 2 % . 1 1 o]
7] 130 d'sacn n xem stagdh |2 v 7 4 il |
| Tao wisacn in Xem svaoh |2 Tren op v 20| 4 1 il
5| Teo disach n Xem svaab |2 Tren lon v 220 1 1 "
0| Tao rsacn n Xem sgagdi |t Tren lop « 20 1 1 |

- Néu diém danh bubi dau, hé théng chua xut hién khung luéi “Danh sdch diém

danh sinh vién

” thi GV nhén nut Tao d/sdch I16p. Sau d6, nhin nat Xem cia budi/tudn

mubn diém danh dé diém danh, mic dinh 1a SV c¢6 miit.

DATHOC
HOA SEN

Danh muc 1
- Tao alf 18U 16p mon hoc
Béo cdo
Van ban
Quan ly phéng
Quan ly diém
{- Cdng cd van hoc tap
Cdng théng tin sinh vién
L Twr qudn Iy

{
L
B

Enroliment Log

» Phan tich diém

i HSU

£ Thanh vién

i Student Admissions

i Hb so va Bang ky

> Quan ly Dao tao

[ Bao cao

Danh muc mén hoc

Xép thoi khod bigu

{ Chuyén di¥ lidu CTBT

£ Lién hé mén hoc

o Ghép l6p

i L&p 16 chirc Gdng
Thdng tin st dung CSVC
Danh sach I&p

*Danh sach giém danh
[ Béo céo

Diém danh theo I6p

S6 hiéu MH: 004685 Hoc ky: Hoc ky Heé

Tén khéa hoc: Thiét ké thoi trang: Tign TN Giai doan: Hoc ky phy

Ma hoc thuit: TK 409DE02 Co s¢daotao:  Pai Hoc Hoa Sen

S6 hiéu Iop: 1070 Giang vién: ©4ang Thi Hué, Tran Thi M Quyen; Van Tn Vén; Trdn Kiidc Hoang, Pham
) Nguy€én Thanh Thdo; Mai Thé Hung: Tran Minh Nhé: Huynh Thi Huong

Lép: ©100 Giang; Pham Héng Van; Trdn Quyén Tao; Huynh Thi Thach Thao; Tran Thi

Thu Hang; Liru Duy Tudn; Pham Thanh Huy; Nguyén Thi La
Busi 1 Loai diém danh:  Trén I6p Ngay diém danh:  13/07/2025

Chon GV dugc diém danh thay: | VAN.PHAMHONG

G email

Cép nhat diém dann 122300371 Lé Thi Minh Anh Pai hoc 8:40AM
- B4o c40 DS sinh vién vdng SRR
- Bao cao DS sinh vién ving 2[22301229 fueng Nguyen Pal hoc ]
2 Phuong Anh
= Danh sach diémdanh theol 3|22300148 L& Thuy Thiy Duyén  [Dai hoc | v | |8:40AM  [12:20PM 220
- p hoc trirc tuyén 422300570 Bii Ngoc Thién Kim  [Pal hoc I ! i v 220 4=
-~ Danh séach diem danh theo o ————r— = —————
sv 5(22300394 9 9 |pai hoc el 8:40AM  [12:20PM 220
© pidm Lam
0 86 diém Nguyén Tran Thién ) . i
S 622300198 < i h ] <} |8:40al :
{ Théng tin Gidng vién/CVHT 22 Linh Bal hoe = L 008N | 12:20PM 228
£ Qudn Iy tai chinh < N Y
5 C6vAnBao fao 7 (22300924 Dang Nhuz Ngoc Pai hoc i |l v | |8:40AM  [12:20PM 220
{- Thiét I4p SACR Nguyén Ngoc Anh - . y
1 Cong cu bio cao 822104268 Quynh Dal hoc /] I il 8:40AM  [12:20PM 220
{* PeopleTools z r
~ My Personalizations (22100232 %&wven Hoang AN hoc [ 8:40AM  [12:20PM 220

- Néu SV

Véng mit, GV bé chon “v” & c6t C6 mat dé diém danh SV Véng hodc

chon co6t C6 mat/Di tré & chon 1y do tity trudmg hop ctia SV.

- Thyc hién diém danh xong thi GV bAm “Luu va quay vé” dé luu lai két qua diém

danh va quay v

& trang diém danh chinh.
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m PAIHOC QUY PINH | Ma higu: Qyb-GDGV/0826/HSU

HOA SEN O ; z : A
VE CONG TAC GIANG DAY Ngay ban hanh: 0%../. 9.../ 2026

CUA GIANG VIEN Lén ban hanh: 02

Phu luc XII: Hwéng din ding ky nghi, day bu/day thay trwe tuyén trén’
HTTTQL danh cho giing vién

I. PHAN HUONG DAN GIANG VIEN SUDUNG CHUC NANG NGHi POT
XUAT, NGHI CO DAY BU/DAY THAY
1. Giang vién giri yéu cau nghi day dot xuat

- Hé théng http://htttql.hoasen.edu.vn.

- Truy cap danh muc sau: HSU > Nghi, nghi co day bu/day thay > Dé nghi nghi
day bu/day thay.

- Click nut Tim kiém.

Danh muc E]|

[> Phan tich diém 7
> HSU
> B4o céo khao sat SV 6t Day bu
nghiép . iy, .
[ Com trua Nhap thong tin va chon nut ‘Tim kiem'. Bd 6 trong dé liét ké tat ca gia tri.
[> Cham ¢dng gidng vién onl
[» Cham cong nhan vién
[> Cénh bao som
[ Cap gidy ching nhan onlit
> Cong cu xu ly diem truéec

<51 Thém di kien moi

DKMH
b ERP S Yo bit giu bl
> Feedback online Tim bang: Ma logi b3l dau bang|
[» GUi mail ty dong kich hoa

TK
[> HSU Support .
[> Huéng nghiép Tim kiem | Tim nang cao
P Hoc vy offline
[ Hoc vu online £ 5 ix 25
I Ho so nhan vien Két qua tFm kiem )
[» HO tro sinh vién Xem hét Dau 4 128 1 Cuoi
[ Khen thudéng T - -
[ K& khai gio 1am vigc GV Méloai REQ NAME
i Ky luat NB0O1 Yéu cau Nghi day bu
1> Lép mon hoc NBO002 Yéu cau Nghi day thay
= Nghi day bu/day thay NB0O03 Yéu cau Nghi

~ Duygt nghi day bu/Day.

thay
- Théng tin nghi/Day bl

Tim di kign hién co | Thém di kién méi

~ D& nghi nghi day bii/da)
Cthay ©

- Chon loai NB003.
- Bién cé4c thong tin ngay nghi, 1y do,...
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[A} PATHOC ~ QUYPINH M3 hidu: QyP-GDGV/0826/HSU
HOA SEN VE CONG TAC GIANG DAY Ngay ban hanh: 0:../.9.../2026

CﬁA GL&N G VIEN LAn ban hanh: 02

YEU CAU NGHI

Thong tin canhan

1D 00035 Ho tén Tran Van Long
Ngay nghi| 06/10/2023 ];!; Khoa | KHCN e} Giam déc chwong trinh | QUAN.LUONGTRI }o\
Ly do [Viéc riéng v

Chi tiét I do [ Ban cong viéc dot xuat

Xéac nhan da trao déi lich nghi day bu/day thay vé1 sinh vién

higng Hin iop mon hge Y i T Tuv. o | Tied ™ g I
Chon Hocky  Séhisulon Mamonhoc Mon hoe lanbitd 10 kitiniclop Sétiét  Siss  LALDON
1 2331 1002 Al417DEQ1 Trl tué nhan tao 1:00PM 2:40PM 2 8 3
2:40PN 4:40PM 2 3 3

2 2331 1003 Al417DEO1 Tri tué nhan lao

Guri yéu céu

- Hop kiém “Chon” ding dé chon c4c 16p mudn nghi.
- Click nut “GUI YEU CAU.

2. Giang vién giri yéu cAu nghi c6 day thay

- Chon loai NB002.

- Pién cac théng tin ngay nghi, 1y do, ...

YEU CAU NGHi DAY THAY

iD 00035 Hotén Tran Van Long

Ngay nghi[06/10/2023 |5j  Khoa [KHCN |~ Giam déc chuong trinh| QUAN.LUONGTRI [5%

Ly do| Viec truong

Chi tiét Iy do i Tham gia tu van tuyén sinh

Xac nhan dé trao dbi lich nghi day bu/day thay véi sinh vién

S

Lan nghi

Chen  Hocky SoPI® mamenhoe  Monhes Jglanbat Jeanket  sotiér Sisé L0 msoydaythay  Hovaten
18 2331 1002 AI417DEO1  Trf tug nhan tao T00PM  2:40PM 2 8 3
P2 2331 1003 AI417DEO1  Tri tué nhan tao 240PM  4:40PM 2 3 3

Gui yéu cau

- Ty chon “Chon” ding dé chon cac 16p mudn nghi.

- Click chon ntit “GUI YEU CAU”.

3. Giang vién giri yéu ciu nghi c6 day bu

- biéu kién tién quyét: gidng vién da ddt phong triec tuyén cia ngay day bu va da
duoc duyét.

- Chon loai NB0OO1.

- Pién cé4c thong tin ngay nghi, 1y do,...
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M DATHOC
HOA SEN

TON TRONG SU KHAC BIET

__ QUYDINH
VE CONG TAC GIANG DAY
CUA GIANG VIEN

Ma higu: QyP-GDGV/0826/HSU
Ngay ban hanh: 0F../.9.../ 2026
Lan ban hanh: 02

ID 00036

YEU CAU NGHi DAY BU

Hotén Trin Van Long

Ngay nghi [08/10/2023 |3

Khoa [KHCN

_a

Giam déc chwong trinh [QUAN.LUONGTRI

Ly do | Viéc riéng v

Chitiét1y do|Ban vige riéng

Xdc nhin d3 trao i lich nghi day bifday thay véi sinh vién

Sao T - Tglanbdt Tglankét S8 | Lin 2 5 S8tiét Globét . - 2 s
Chon  gidy Hocky j5 "= Maménhoe  Ménhoc s ol g Ssboh Memdwbo i Gy | Coso  Phong Phéng hoc
) 2031 1002 AW17DEOT  Tritué nhdn tao 1:00PI4  2:40PM 2l a8 3[30109/2023 [iy 2t [240Pu NVT  [0B00G260 v | Phong 507 - Nuyén Van Tring
2331 003 AI417DEQ1  Tri tug nhan lao 240PM  4:40PM 2583 3 (Borosi2023 ) vy 2240PI [140PI1 NVT (0000260 w ] Phang 507 - Nguy€n Van Tréng
R R R R PR & A A R R S B B R SRR AR Lo RPN R BRSNS AR 5 L

E Tl‘iy chon “Chon” ding dé chon cac 16p mudn nghi.

- Luu ¥: Néu giang vién mudn day bu thanh 2 ngay thi GV click chon vao option

“Sao chép” sau do click vao nut “+”.

- Click chon nit “GUI YEU CAU”.

4. Giang vién xem thong tin nghi dét xuit, nghi c6 day bu/day thay

- Truy cép danh muc: HSU > Nghi, nghi c6 day bu/day thay > Thong tin nghi, day

bu/day thay.

- H¢ thong liét ké thong tin dang ky nghi, day bi/ day thay cta giang vién nhu sau:

T Fd so nhan vien
[ H6 trg sinh vién
[» Khen thudng
D Ké khai gio [am vigc GV
[ Ky ludt
> Lop mon hoc
> Nghi day bu/day thay
- Duygt nghl day bu/Day.

= Thong tin nghi/Day bl
-~ De nghi_nghl day bu/day

thay.
{~ Ngan sach bé phan
> Phan anh sinh vién
{- Phan bd doanh thu
& Phan cong gio' gidng
[ Popup App
QR Code
- Quan ly Boan vién
[ Quan Iy IT Support
£ Quan ly Overtime giang vi
> Quan ly Zalo
£ Quan ly chuong trink dao

tao 2
& Quan ly ¢6 van hoc tap
> Quan ly cong van
[> Quan ly cong viéc
> Quan ly dy an
© Quan Iy thi sinh tiém nang
[> Quan ly thyc tap
> Quan ly thyc ap v2

> Quan IV t& trinh

LICH SU YEU CAU NGHI DAY/DAY THAY
Than ya S £
| Toeng nnghiDa,
Chitiét  S6 yéucau Méloai Loalyéucau Danhsd Hovatén Sj%% Tinh trang Ngay nghi
1 Chi liét 00016/2023-GV NBOO3  Yéu cau Nghi 00035 Trén Van Long 1 Hiy 06/10/2023
a2 Chitiét ' 00017/2023-GV NBO003 vYéu cau Nght 00035 Trén Van Long 1 Hay 06/10/2023
3 Chi tiét 00018/2023-GV NBOO1  Yéu ciu Nghi day bu 00035 Tran Van Long 2 Hay 13/10/2023
e | Chitiét 0009/2023-GV' NB0OO3 Yéu cau Nghi 00035 Tran Van Long 2 Huay 22/09/2023
| 5 Chitiét | 0010/2023-GV NBOO1 Yéu cau Nghi day bu 00035  Tran Van Long 2 Hoan tat 29/09/2023
{6 Chitiél. = 0011/2023-GV INB002 |Yéu cdu Nghl day thay 00035 Tran Van Long 2'Hoan tat 29/09/2023
| 7 Chitiét | 0012/2023-GV NBOO1 |Yéu cau Nghi day bu 00035  Tran Van Long "1 Huy 22/09/2023
i 8 Chi tiét 0013/2023-GV NB0O1 'Yéu cau Nghi day b 00035 Tran Van Long 2 Huay 06/10/2023
{9 Chiliét | 0014/2023-GV NBOO3 Yéu cau Nghi 00035 Tran Van Lorg 1 Hay 06/10/2023
10 Chitiét = 0015/2023-GV NBOO3 Yéu ciu Nghi 00035  Tran Van Long 1 Hay 06/10/2023
h PR R RS s el B A A e i "y nen | Tio |
Hoe ky. 144 mén hoc oc S6 tigt
12331 1002 Al417DEO1 Artificial Intelligence
2 2331 - 1003 Al417DEO1 Adtificial Intelligence. .
T S R S R P R DR AR 1Y “er SEL SR TN

II. PHAN HUONG DAN SU DUNG CHUC NANG DUYET NGHi POQT

XUAT, NGHI CO DAY BU/DAY THAY CUA GIANG VIEN (DANH CHO GIAM
POC CHUONG TRINH VA PHONG PAO TAO PAI HQC)

1. Tinh ning duyét danh cho Gidm doc chwong trinh va Phong Dao tao daihgc

-Hé fhéng: http://htttql.hoasen.edu.vn
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M DATHOL ; QUY 'BIN‘H Ma hiéu: QyD-GDGV/0826/HSU
HOSE VE CONG TAC GIANG DAY Ngay ban hanh: 9F../.9.../ 2026

NG SU KHAC

KEAC SHET: > > A
CUA GIANG VIEN LAn ban hanh: 02

- Truy cép danh muc sau: HSU > Nghi day bu/day thay > Duyét nghi, day bu/day
thay. -

~HsU . B Ngén ngdt  Viemamese v (3 Cuasémoi L Tuy vien manz
{ Bao cac khao sat SV 1ot
nghiép

E et ko W e DANH SACH YEU CAU DUYET NGHi DAY/DAY BU/DAY THAY

{ Cham cang nhan vién

{ Canh bao sem i

| Cap giay chirng nhén onfi Tinh trang duyét

1 Cong cu xir Iy didm truoe Tt Sachy e ; 4

: DEM Maloai  Mota Ma yéu cdu MAGY  Hovhtén Tinh teang duyél  Thoi gian gulyed cau  Thoi gian hoan tt duyét Ouyit you cau
t Feedback online 1 NBOO3 Yéu cau Nghi 0001%2023-GV 00035 Tran Van Lang Dang X ly 03/10:2023 9:56:52AM  06:10°2023 9:56:52AM Duyét yéu cau
G mail tw dong kich hoa

TK

i HSU Suppert

- Huong nghigp

£ ¢ vy offline

{* ot vy online

# Hé s nhan vien

1 K6 tro sinh vien

¢ Khen thudng

{ Ké khai git 1am vigc GY

1Ky luat

i Lop mdn hoe

< Ngh dav b

(/da

e n:

e
- Chon yéu cau can duyét va click nat “Duyét yéu cau’.
- H¢ thong hién thi trang chi ti€t duyét nghi, nghi c6 day bu/day thay nhu sau:
“HSU e Ngon ngir | Vietamese ~ | (310
[ Béo cao khao sat SV 10t
Nt DUYET NGHi DAY/DAY BU/DAY THAY

I Chém cong gidng vian onl Trd vé
| Cham cang nhian vion =

& ahan

1 Canh bao som y SELSE ok i GE3E L et

e ézﬁgglfuyﬁ‘I(J;‘glg:r‘fitll‘\ﬁ;‘! ID 00036 Ho tén Trén Van Long Pon vi Phong Cong nghé thong tin
OKMH

o ERP Ngay nghi 06/10/2023 Ly do Ban viec dot xuét

I Feedback online
L G mail tir d8ng kich hoa
K

1 HSU Support
{» Huang nghiép A - SEOATE Wil . Nl a ¢ Jug bién | Tim | £ 1222
{ Hoc vu offline Hoe ky $8 hiéw 1op M3 mén.hoc Man hoe EERTEN 5is6 Lan_nghi fhir
[ Hoc vy online 12331 1002 AM17DEDT Artificial Infelligenco 2 3
{ HO so nhan vien
0 HS fro sinh vien
{ Khen thudng
{ Ké khai gi&r lam viac GV
:' fﬂy;uri‘bn hoc Phong: ERP Phong: ERP
st 3 i Lwong Tri Quan Mal Thé Hing
Nghi day bo/day May Deadline: Deadline
|~ Duy@t nghi day bu/Day V
1ha L

3

2233 17DED01 Artificial Infeligence

D8 nahi.nahl day.bida: ) — ~(2)
© Ngén séch bd phan Ouireh okl y ok y 3 PN E S i g )
{ Phan 4nh sinh visn Bude HQ vi tén ngud auyst ¥ kién duyét Xéc nhdn duyét (1) chua duyst
Phan bd doanh th - e 2 ) i
§ Phan ?r:ana.’zv glﬁ‘:!g 1 Luong Tri Quan [Chua duyel”™ T | P Xdc nhan duyét @ Knong duyel
i Popup App 2 Mai Thé Hiing Chua duydt i Xae nhan duyét @ DA duyel

{ QR Code
£ Quan ly Boan vién

- P6i v6i loai duyét NB002, Giam dbc chuong trinh phai nhép giang vién day thay
trude khi duyét dong y.

- Chon duyét Péng y hodc Khéng dong y.

- Nhép ¥ kién cta nguoi duyét.

- Click nut “Xdc nhdn duyér”.

- Luu y: Sau khi hoan tAt cac budc duyét dit liéu nghi day thay/day bu s&€ dugc cap
nhat vao module theo doi day hoc va chim cong. Dit li€u nay hé théng s€ khong cho
phép t6 gido vu chinh stra (chi dugc phép chinh sira sd tiét day cua giang vién).

2. Tinh ning quan ly danh cho Admin (Phong Dao tao dai hoc)

- Truy cap danh muc sau: HSU > Nghi day bu/day thay > Quan ly nghi day bu/day

thay.
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PAIHOC QUY PINH M3 hié¢u: Qyb-GDGV/0826/HSU

HOA SEN VE CONG TAC GIANG DAY Ngay ban hanh: 0%:./..9.../ 2026

TON TRONG SIf KHAC BIET - I 2 IE
CUA GIANG VIEN A 5
Lan ban hanh: 02
SHSU = 5 o =T Hovasimer 21
©. Bao cao khao sat SV tét e = Ngon ngd: | Vietnamese v . (1 Cva sd mol |
rc‘gmp ; gimi
i Comtiua N o .
{* Cham céng gidng vién onl THONG TIN YEU CAU NGHIi DAY/DAY THAY
L Cham céng nhan vién
£ Canh bao sém . o et
©» Cép gidy chung nhan onlit Tir ngay 3 Bénngay 031072023 3y
1 Cong cu xu ly didm wrudc - - - g b i s i it
| DKMH Thong tn £ bt ; i "5
+ ERP L ; R i
¢ Feedback online Chi tigt Huy 86 y&u cdu Maloal  Loaiyéu cdu Ho va tén Ngay nghi
{ %‘(“ mall L ¢ong kich hog 1 Chitiét 00016:2023-GV NBOOZ  Yéu ciu Nghi 00035 Tran Van Long 1 Hiy 06/10/2023
{ HSU Support 2 Chitiét 00017/2023-GV NBOO3  Yeéu cau Ngh 00035  Tran Van Long 1 Hay 06/10/2022
{ Huang nghiép
I Hoc vy offline h 0001872023-GY  NBOOT  Yéu céu Nghl day bu 00035 Tran Van Long 2 My 1311072023
Hoc vy offli 3 Chitigt 0 i 9 y
o Hoc vy online i
b Hg 5o nhan vién 4 Chitiét 00016/2023.GY  NBOO3  Yeéu cau Nghi 00036 Tran Van Long 1 Dangxily 067102023
HO tro sinh vién 5 5
? Khe,ﬂhudng 5 onitél 0006/2023-GV NBOOT  Yeu chu Nghi day bu 00488 L& H& Ngan 1 Hiy 25/09/2023
g ?5 ::‘5' SlslEmVies G 6 chiudt Hiy | 0007/2023-GY  NBOO1  Yeu cau Nghi day bu 00488 Le Mo Ngan 2 Hoan tat 26/00/2022
& Lop mén hoc i . . AR * i E ~ Khéng duggc !
N davEta 7. Chitiét 0008/2023-GV NBOO3  Yeéu ciu Nghl 00483 Le Hé Ngan 2] siyet 250972023
. g.;mmgm..uaymnay 8 Chitigt 0009/2023-GV NBOO3  Yéu cau Nghi 00035 Tran Van Lang 2wy 22/09:2023
b g‘f" I¥ nghi day bu/da L9 chinkt Hoy | 001012023-GV NBOOT  Yeu cau Nghi day bu 00036 Tran Van Long 2 Hoan 1t 2908/
~ Thong tin nghtDay by 10 Chitiét Hoy 110011/2023-GV NBOOZ  Yéu cau Nghi day thay 00035 Tran Van Lang 2 Hoan 1t 25/08/2023
-~ Pé nahi nohi dav bli‘da

- Tai hang mubn xem yéu ciu nghi, day bi/day thay, click ntit Chi tiét. Hé thong
hién thi chi tiét yéu ciu nghi, day bu/day thay trong ludi Théng tin chi tiét bén dudi nhu

sau:
Hockf Sy Mamonhos Hon e G R s Linnghithe
12331 1002 Al417DEO1 Atificial Intelligence 2 3
221 1003 AWITDED! A telgence 2 5

- Click nat Hiiy, & huy bo nhitng yéu cau nghi da duoc duyét nhung giang vién
van mubn xin di day, vi Iy do khac.
3. Piéu chinh nguoi duyét

- Truy cép danh muc sau: HSU > Nghi day bu/day thay > Diéu chinh nguwoi duyét.

hoat TK

 HSU Support . THONG TIN YEU CAU NGHI DAYI/DAY THAY
 Huong nghiép
Hoc vy offline e . =
E o ‘ﬁ s Tirngay 02/10/2023 37  Bén ngay (57072023 )%
1 Ho so nhan vien
1 HO tro' sinh vién e
I Khen thudng kb i : Gl ettt L Tuy
1 Ké knal gio’ lam viéc GV ! ; Cépnhatnguoiduyét - Soyéucau - Buoe Nguoi duyét .. Tinfi trang
Ghyilben 1 Cép nhat nguai duyét 00019/2023-GV 1 QUAN.LUONGTRI P 03/10/23”9:56:52AK
1 Lop mon hgc B i N B
= Nghi day birday thay 2 Cap nhat ngudi duyét 00019:2023-GV 2 HUNG.MATHE P 03110123 9:56:52AM
~ Duyét nghl day bi/Day,
thay 3 Cap nhat nguol duyst 00020:2023-GY 1 QUAN.LUONGTRI Y 04/10/23 2:10:52PM
4 Cép nhat nguoi duyét 0002012023-GV Y 04/10123 2:10:52PM
5 Capnhilnguoiduyét 0002112023-GV 1 QUAN LUONGTRI Y 04110123 2:28:52PM
6  Capnhatngudiduyel  00021/2023-GV 27 P 04/10/23 2:26:52PM
De nght.nghi day, 7 Cap nhat ngudi duyét 00022/2023-GV 1 QUAN.LUONGTRI P 04/10/23 2:37:01PM
bu/day thay e : o
1 Ngan sach bo phan 8 Cap nhat nguoi duyét 00022/2023-GY 2 LONG.TRANVAN P 04/10/23 2:37:01PM
£ Phan anh sinh vién . . S . . = .
> Phan bb doanh thu 9 Cap nhét ngudi duyét 00023/2023-GV 1 QUAN.LUONGTRI P 05M10/23 9:52:31AM
{ Phan cong gio gidng : SRR : T e
| Popup App 10 Cap nhat nguai duyét 00023/2023-GV 2 TRAO.RUYNHTHITHACH P 05/10/23 9:52:31AM
& QR Coce s = i % = .
» Quan y Boznvién pin Cpnhatnguoiduyet 00024120236V 1 QUANLUONGTRI P 0510123 9:57:34AM
RQanylSinpol I 12 Cap nhal ngudi duyat 0002412023-GY 2 NHOTRANMINA P 0510/23 9:57:34AM
© Quan ly Overiime gidng i Wheud sl b i

- Nhap tén nguoi duyét maoi va 6 ngudi duyét tuong ing.

- Click nat “Cdp nhdt nguoi duyér” hé théng s& xuat hién thong bao “Thanh cong”.
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M PATHOC __ QUYDINH
VE CONG TAC GIANG DAY
: CUA GIANG VIEN

M3 hiéu: QyD-GDGV/0826/HSU

Ngay ban hanh: 07../.9.../ 2026

LAn ban hanh: 02

Phu luc XIII: Huéng din sir dung diit phong true tuyén danh cho gidng vién

1. Piing nhip vao hé thong PeopleSoft

- Mé trinh duyét web (PeopleSoft chi hd trg cac trinh duyét Internet Explorer,

FireFox, Chrome, Safari).

- Nhép dia chi sau vao thanh dia chi cta trinh duyét: http://htttql.hoasen.edu.vn

- Giao dién ding nhép cua hé théng s& hién thi nhu sau:

English  Vietnamese

gl .,.: K

Mat khdu:

Tén dang nhap: THUYHOTHUYHUONG

gt

Khi gap sw cd vui iong tién hé
phong Cong nghé thong tin qua
email itsupport@hoasen.edu.vn,
dién thoai: (028173091991 {50 noi
bo: 11.261) hoac tryc tiep tai cdc cor

80,

Tén dang nhap va mat
khau giéng tai khoan email

- Sir dung tai khoan email nhan vién lam tai khoan diang nhap vao hé théng (luu

y: khong c6 phan @hoasen.edu.vn).

- Sau khi ding nhap thanh céng, giao dién lam viéc ctia PeopleSoft s& hién thi

nhu sau:

M PATHOC
HOA SEN

IDanh muc

0 Quan Iy phong

D Van ban

> Bdo cdo

D Tu quan ly

I HSU

[ Waorkforce Development
> Thiét lap SACR

@ =)

IThong bao cho GV/NV

o Huding dan Turnitin cho Giang vién HK16 2A ¥

==

o Thuec hién quy dinh liém chinh hoc thudt va st dung phan
mém Turnitin ¥5%

© Khao sat chét lvong hoat déng 44

© Quy ché td chic thi va quan Iy diém £IE%

o Qgg tin hé tro' thue hién diém danh online toan tredng

© Thoéng tin lién hé phong Dao tao ném 2014-2015

o On dinh tinh hinh day va hoc HIK16.1A

o Lién hé v&inhan vién phong Bao tao 2015-2016

o Cac biéu miu si dung trong S6 tay GV - NV 2015-2016
© Thong tin hé tro GV

o Guideline for recording grade online

o Video huéng ddn nhap diém online/Video guideline for
recording grade online
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PAIHOC QUY DINH Ma hiéu: QyD—GDGV/0826/HSU

HOA SEN VE CONG TAC GIANG DAY Ngay ban hanh: 0.3./.9.../ 2026

> 2 A
CUA GIANG VIEN Lan ban hanh: 02

2. Dat phong truc tuyén
- Truy cap danh muc: Qudn Iy dat phong, Ddt phong truc tuyén.

PAT PHONG TRU'C TUYEN

Don vi 16 chive iF‘hbng Céng nghé thdng tin

Tén héi nghirhdi thao iHop phong Cdng nahé thdng tin thang 03/2018

Logi phong | Mesti
Phong v

Phang 901 - Hguyén Van Trang

Phang 902 - Mguyén Vin Tring

Phong 905 Ve 3 ang

- Nhap céc théng tin chung cin dit phong nhur:

+ Pon vi td chirc: nhap tén phong ban muon phong.

+ Tén hdi nghi/hdi thao: nhdp tén cudc hop, hdi nghi, hoi théo.

+ Ngay: chon ngay dét phong.

+ Co $6: chon co s& mudn muon phong.

+ Loai phong: chon loai phong cin muon (vi du: phong hop, phong thurc hanh...).

+ S6 luong: nhéap s lwong ngudi tham gia du kién.

+ Thoi gian: nhép thoi gian bit dau dén thoi gian két thic.

+ Phong: dua vao céc ti€u chi da nhdap (Ngay, Co s&, Loai phong, S6 luong, Thoi
gian tir... dén...), hé théng tu dong loc cac phong con trbng ¢6 thé dit. Nguoi st dung
chon phong trong danh sach phong san co.

« Do hé théng ty dong loc cac phong con trong theo cac tiéu chi nén khi nhap/chon

- Day 1a phong mubn dat du kién, chua phai chinh thirc ma phai doi duyét cta
phong Quén 1y co s& vat chét.

+ B0 phan: chon tén phong ban cua ngudi mugn phong.

+ Nguoi chu tri: nhap tén nguoi chu tri cua cudc hop, hoi nghi, hoi thdo (néu o).

+ Thanh phan tham dw: nhép thanh phan tham du.
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V1) HOA St '

- N A ” >
HOA SEN VE CONG TAC GIANG DAY Ngay ban hanh: 0.%./.9.../2026
> 2 A ¢
CUA GIANG VIEN | Lan ban hanh: 02
B, 4 Y i
S e i b
Lap bao i =
2 Raghat s ; ........ i
criu i : -
4 83n zhi 1g3 i . A —
i SES i
Buc phat hida [
g Saniga dim K]
7 [hEg (kém zo 33 ]
T < : TR
T T T ; 26 fromg
Chi tiét g —
Sing 1ring . = I =
2 Flip chan 5 o2 ohd i
_ - e o
- -
\ -
Ar thars
Waro khéngady | 1
1 IWicro o3y B
12 & 23m dign 1
12
14
i T -
2 A

- Tiép tuc chon nhiing yéu cau chi tiét cho viéc dat phong nhu:

+ Yéu cau vé bb tri phong.

+ Yéu cau trang thiét bi.

Luru y: D4i véi nhitng phong mudn dit du kién da c6 thong tin vé trang thiét bi
trong phong thi hé théng s& ty dong hién thi dé nguoi sit dung biét, con néu chua c6
thong tin vé trang thiét bi trong phong thi hé théng s& thong bao “Phong chua duoc thiét
lap thudc tinh” va nguoi st dung van c6 thé chon trang thiét bi yéu cau cho budi hop,
héi nghi, hoi théo.

+ Yéu ciu v& truyén thong.

+ Yéu ciu vé phuc vu giai lao.

- Sau d6, nhap cac yéu cau khac (néu cd).

- Va nhin nat Luu thong tin & hoan thanh qua trinh d3t phong.

3. Thong tin dit phong true tuyén

- Truy cap danh muc: Quan Iy phong, Théng tin ddt phong truc tuyén.
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M PAIHOC ) i QUY’ DINH Ma hiéu: QyD—GDGV/0826/HSU
i HASN VE CONG TAC GIANG DAY Ngay ban hanh: 0F./.9.../ 2026
_ N TRONG SU KHAC BIET &) 2 A

CUA GIANG VIEN Lén ban hanh: 02

I HG tro' sinh vién
> Khen thudng
D Ky Iuég
D Mua sam . 2
SN1G Guan Iy yeu cau) DANH SACH YEU CAU
[> Quan I dat pnong
b Quan Iy st dung ze 816
{> Thigp lap
D To trinh

A RE o crar 131 d)
4 A0 4450045 4 1.

”‘_, Chi tidt inbidumiu  Bomvi SBHS Maloai |Yaucdu Nody.gidr yéu chu Tinh trang

= Duyet vaU cau 8 chitét | Inbidumiu DTH  50-012019-DTH  YCO0% Véuchudatshong 07/0119 3150PY Chua nodntd &
el 9 Chitit || nbdumdu DTH  38012019-DTH  YCO01 Yéuchu datphong 0401119 3373TPM Hu o |
D Quan |y chirong trinh G0 (10 chité || mbdumdu  DTH  37-012019-DTH  YCO0d1 Yéuchudatshong 040119 300:35PM  Chua nodntdt  ©
b Quan Iy du an i el
ggﬂgg :f; 'vhaf"‘b‘:ﬁ » 35:0172019-DTH  YCO001  Yéu chu dat phong 040119 258:37PM  Chranodntdt € |
b S0 tuyen - Xel tuyén 36.0172010-DTH  YC001  Yéu chu datohong 040119 24810PM  Chua nodntdt @

D Trao doi sinh vien

- Nhén ndt Chi tiét dé xem tinh trang duyét.

QUY TRINH DUYET YEU CAU

Bude S0 HS Yéu cdu Han duyét Tinh trang Noudri duygt
1 150-092019-DTH  Yéu chu 3t phong 110112019 D3 duyét ¥, QUAN.LUONGTRI
2 150-012019-DTH  Yéu cau dat phong 11/012018 DA duyét + HUNG.MAITHE B6ng § cap phéng
3 250-012019-DTH  Yéu chu G4t phong 16012019 Chua duyét © THANK.PHAMHONG
i vé

- Sau khi dit phong, nguoi st dung c6 thé sir dung chirc ning nay dé xem lai thong
tin dat phong cling nhu xem tinh trang dat phong da dugc duyét hay chua.

- Luu ¥: Yéu cau dat phong di duoc phong Quéan 1y co sé vat chét duyét thi hé
thdng ciing s& giri email thong béo qua dia chi email ctia ngudi dit phong.

- Néu mubn in phiéu dang ky dé giri cho phong Quan 1y co s vat chat thi nguc‘?’fe\\
\\

\ Y

sit dung nhan nut In bidu miu ding ky. N\ N\
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