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_moi hoc ki, giang vién dang nhap phan mém, chon menu Nhdp
diém/So ghi diém va ho so khdc va thuc hién cac budc:

Budc 1: Chon diing théng tin vé: H¢ dao tao, khoa hoc, nganh hoc, mén hoc, ldp
on dinh.

Budc 2: An nut Chon loc

Budc 3: An nit In phiéu ghi diém TKHP (Kiéu 1), phan mém sé cho tai file c6
danh sach 16p va cac cot dé gidng vién ghi cac diém thanh phan va céac ghi chu.

Trong qué trinh gidng day, gidng vién ghi cac diém thanh phan va cac thong
tin can thiét vao phiéu, luu tri phiéu dé do6i chiéu khi c6 sai sot hodc giai dap khi
sinh vién thdc mic. Nha truong c6 thé yéu cau giang vién ndp lai phiéu dé kiém
tra. Phiéu duoc luu trir trong thoi gian 1 thang sau khi sinh vién thi két thiic hoc
phan.

2. Nhap diém hé s6

Sau khi hoan thanh viéc giang day hoc phén, giang vién dang nhap phan
mém, chon menu Nhdp diém/Nhap diém hé sb va thuc hién céc budc:

Budc 1: Chon dung thong tin vé: Hé dao tao, khéa hoc, nganh hoc, mén hoc, hoc
ki, l6p on dinh.

Budc 2: An niit Chon loc

Budc 3: Tién hanh nhap diém cho ting sinh vién (Diém 1 1a diém TBC hé so
1, Piém 2 1a diém kiém tra hé s 2) va kiém tra chinh xac di liéu.

Budc 4: An nuit Cdp nhat. Sau khi nhén nuit Cdp nhdt, hé thdong sé tu khoa
dit liéu. Giang vién khong thé chinh stra diém, néu can chinh sita giang vién lam
don gui Ban giam hiéu va bo phan Quan ly phan mém.

Budc 5: An nit In bang diém, Phan mém sé cho tai file Bang diém bd phan.

Luu y: Giang vién phai nhap diém vao phan mem trudc khi thi két thuc hoc
phén 3 ngay. Néu hét thoi han ma giang vién khong nhap diém, phan mém sé tu
khoéa dit liéu va céc tiéu ban sé khéng t6 chitc dugc thi két thuic hoc phan d6 cho
sinh vién.

3. Cim thi sinh vién

Sau khi hoan thanh viéc giang day hoc phén, giang vién dang nhap phan
mém, chon menu Nhdp diém/Cam thi sinh vién va thuc hién cac budc:

Budc 1: Chon dung thong tin vé: Hé dio tao, khoa hoc, nganh hoc, mon hoc, hoc
ki, lop 6n dinh.



Budc 2: An nut Chon loc

Budc 3: Tich chon sinh vién bi cam thi.

Budc 4: Chon Ij do cam thi

Budc 5: An niit Cém thi. Sau khi nhan nit Cdm thi, hé théng sé tu khéa di
lieu. Giang vién khong thé diéu chinh danh sach cAm thi sinh vién, néu can chinh
stta giang vién lam don gl Ban giam hiéu va bd phan Quén ly phan mem.

4. In bao cdo két qua giang day hoc phan

Sau khi hoan thanh viéc cAm thi sinh vién, giang vién chon Bdo cdo két qua
gidng day HP va an nit In & dong c6 hoc phan can in béo céo.

Phan mém sé cho tai file Bio cio két qud gidng day HP. Giang vién in bao cdo
1am 2 ban, nép vé Phong Pao tao — QLKH va tiéu ban thi 01 ban Bo cdo ket qua
gidng day hoc phin va 01 Bing diém bg phin, trudc ngay thi két thic hoc phan 3
ngay.

5. Nhap dia diém va s6 lugng sinh vién cho méi phong thi

Sau khi nhan duoc béo céo két qua giang day hoc phan va Bang diém b
phan, cdc tiéu ban t6 chitc xét duyét dieu kién thi cho sinh vién.

Trudc khi thi 2 ngay, thu ky tiéu ban thi (Gido vu khoa, B6 mén) dang nhap
phin mém, chon Gido vu/Phin lich thi cho sinh vién va tién hanh nhép dia diém
thi theo cac budc:

Budc 1: Chon Hé dao tao, Hoc ki, Nam hoc, Lan thi, Mén hoc, S sinh vién trong
moi phong.

Budc 2: Nhan nit Chon loc

Budc 3: Nhan tab DS chira xép phong thi

Budc 4: Nhan nut Luu DS

Budc 5: Nhan tab Xép phong thi, chon vi tri cho mdi phong thi.

Budc 6: Nhan nut Cap nhdt

Luu y: Phai nhap chinh xdc s6 lugng sinh vién trong mo6i phong thi. V6i mén
thi nhidu phong, cAn phai tich chon tit ca cac phong trudc khi nhap dia diém thi.
6. Danh s6 bao danh va in Danh sach phong thi

Sau khi nhap thoi gian va dia diém thi, thu ky tiéu ban thi (Gido vu khoa, Bo
mén) chon Gido vu/Pdnh phdch, s6 bdo danh va tién hanh cac budc sau:

Budc 1: Chon H¢ dao tao, Hoc ki, Niim hoc, Lan thi, Mén hoc.

Budc 2: Nhan nut Chon loc

Budc 3: Nhan tab DS phong thi

Buéc 4: Nhap day du thoi dién thi, thoi higng thi (phiit)

Budc 5: An nuit Cdp nhat



Budc 6: Nhan tab Chwa dinh

Budc 7: Nhan nit Luu SBD

Budc 8: Nhan niit In DS phong thi. Phan mém sé cho tai file Danh sdch phong
thi c6 day du thong tin s6 bao danh, thoi gian va dia diém thi.

Budc 9: Cong bd danh sach phong thi trén bang tin trude ngay thi két thuc
hoc phén 2 ngay.

7. Té chuc thi

Céc tiéu ban thi (Khoa, B& mon) t& chitc thi cho titng hoc phan theo cac
phong thi. Sau khi t6 chitc thi, cac tiéu ban thi niém phong bai thi va nop vé
phong Khéo thi — DPBCL. Phong Khao thi - DBCL tién hanh danh phach cho cac
bai thi thuéc hoc phan c6 st dung phach.

8. Cham thi va 1én diém thi.

Céc tiéu ban t6 chitc chdm thi va lén diém thi theo ding quy dinh vé to chiic
thi hoc phan ctia nha truong. Thu ky céc tiéu ban tap hop két qua cham thi va
ndp vé Phong Dao tao - QLKH (cho dong chi Vi Van Truong) vao trudc 16h00
ngay thit 5 hang tuan.

9. Déi véi cac hoc phan khong to chirc thi qua phan mém (Hoc phan thuc hanh,
Rén NVSP Thutomg xuyén, ...) Giang vién lam bang diém tdng hop va ndp ve tiéu
ban thi chAm nhAt 01 tuan sau khi két thiic viéc giang day hoc phan.
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10. Nhap diém thi vao phin mém va xit ly két qua thi.

Thit 6 hang tuan, can b phong dao tao tién hanh nhap diém céc hoc phan
theo ting phong thi dudi su giam sat cta can bo phong Khao thi — DBCL va in
01 ban diém téng hop hoc phan. Can bd nhap diém, can bo giam sat ky xac nhan
vao cac 0 tuong ung.

Phong khao thi - DBCL tién hanh kiém tra, d6i chiéu két qua trén phan mem
va két qua thuc té ctia bai thi. Trudng phong Pao tao, Trudng phong Khao thi -
PBCL ky xac nhan bang diém hoc phan va trinh lanh dao truong phé duyét.

Phong Dao tao — QLKH t6 chtic in sao bang diém va gui tdi cac khoa c6 quan
1y sinh vién.

Trén day la toan bd quy trinh st dung phin mém Quan ly dao tao dé quan ly
va danh gia két qua hoc tap cta sinh vién. Trong qua trinh thuc hién néu cé van
dé vudng mic va phét sinh, dé nghi céc gidng vién, cac thu ky tiéu ban thi phan
anh vé bd phan Quan ly phan mém qua email: pdtdhhl@gmail.com

PHONG DAO TAO - QUAN LY KHOA HOC



