TRUONG PAI HOC KINH TE - LUAT  CONG HOA XA HQI CHU NGHIA VIET NAM

PHONG KHAO THI VA PAM BAO Doc lap — Tu do — Hanh phic
CHAT LUQNG
Sé: 4 1 IQT-KT&PBCL Thanh phé H6 Chi Minh, ngay {4 théing $ niim 2021
QUY TRINH
XEP LICH THI
I. Muc dich

Quy trinh nhim hd trg cho céc chuyén vién khac c6 thé thuc hién hd trg cho chuyén
vién phu trach khi nghi lau dai (nghi phép, bénh...) ma phai dam bao cho hoat dong chung
cua Nha trudng.

I1. Pham vi ap dung

Quy trinh nay dugc ap dung trong néi b phong KT&DBCL.

II1. Ngi dung

Cac budce thuc hién:
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Budc 4

Xép lich thi trong thanh
cong cu QUAN LY LOP
THI

Thuc hién xép lich thi:

- Thye hién xép lich thi theo timg
MA POQT THI va xép ngay thi
theo ké hoach chung cia Nha
truong.

- Déi véi sinh vién Nam 1 va Nam
2 thi cho thi vao thir 2, thir 4, thir 6
vi s6 luong 16p hoc phin nhiéu.

- Péi véi sinh vién Nam 3 va Nam
4 thi cho thi vao thir 5 va tha 6 vi
s6 lwong 16p hoc phén it.

- Pbi vdi mén hoc Anh Van cho
thi vao 2 tuén cua thir 7.

Tuin 11 dén
Tuin 12 cua
Hoc ky (Theo
ding lich tudn
cua Can bd trén
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Budc 5

Cap nhat tinh trang cua
16p hoc phén td chirc thi

Sau khi xép lich thi xong thi cép
nhdt ngdy thi cia tit ca céc 16p
hoc phé’in td chic thi nhim muc
dich thong bao cho giang vién:

- Ngay nop dé.

- Ngay lop hoc phian GV giang
day t6 chrc thi.

- Ngay GV nhan bai thi dé chdm.

- Ngay phong KT&BPBCL thu héi
bai.

Tuan 12

Budc 6

Piy lich thi dén tai
khoan Sinh vién

- Sau khi hoan thanh budc 3,
chuyén tit ca POT THI sang
thanh céng cu QUAN LY LICH
THI.

- Thuc hién rdi sinh vién vao tat ca
16p hoc phan da xép lich thi.

- Khéa lich thi = lac nay sinh
vién xem duogc lich thi.

Ngay dau tién
ctia Tuan 13

Budc 7

Cong bd lich thi

_ Xuat lich thi tir thanh cong cu
QUAN LY LICH THI (file excel).
- Chinh sira file excel cho phu hop
roi dua lén drive cua Phong.

- Théng bao thu ky phong dang
website cong b6 lich thi.

Tuén 13




IV. Luu do

Khéi tao dir ligu

Lap ké hoach thai gian phong thi

Lap LOP HOC PHAN TO CHUC THI

QUY TRINH XEP
LICH THI

Xép lich thi

Cap nhat tinh trang cua lop hoc phan t&
chirc thi

DAy lich thi dén tai khoan Sinh vién

Cong bb lich thi

Quy trinh nay c6 hiéu luc ké tir ngay ky. Viéc diéu chinh, thay dbi, bd sung cac diéu
khodn ciia Quy trinh do Truéng phong Khao thi va Dam bao chit lugng quyét dinh./.

TRUONG PHONG

Nguyén Vii Phwong
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