BO GIAO DUC VA PAO TAO
TRUONG PAI HOC MG THANH PHO HO CHI MINH
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(Ban hanh kém theo Quyét dinh s6 2714/QD-PHM ngay 30 thang 12 nim 2021 cia Trong Pai hoc Mé TP.HS Chi Minh)
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Quy trinh tong hop, lru trir hd so in
hoc li€u: gido trinh, tai li€u hoc tap, luu
hanh ndi b, tai liéu huéng din 6n tip

M3 hiéu BHL.07
L4n ban hanh 01
Ngay hiéu Iuc 01/01/2022

1. Co sé phap ly:

, Quyét dinh sé‘ 79/Qb-DHM ngay 20 thang 02 ndm 2014 cia Truong Pai hoc Mé& Thanh
pho Ho6 Chi Minh vé vi€c ban hanh Quy ché to chirc va hoat dong cua cac don vi cua Truong
Pai hoc M& Thanh pho H6 Chi Minh.

2. Pham vi ap dung:

Ap dung doi véi cong viée ndi bd ctia Ban Hoc li€u.

3. Lwu db trinh tw cong viéc:

Tréch : " e b Vin ban va biéu miu | Thoi gian
o ~ Trinh tw cong viéc : 3 X £ £
nhiém : S e dinh kém giadi quyet
Nguoi ] - File d3 chinh sua,
chinh stra Giri ho so cho bd phéan in dan trang 1 nod
ban in, ban 4n/photo &y
dién tir
Ngudi phu . ) "‘ ) %
tréch bb B4 phén photo/in an ki€m tra file lan .
phén ’ cuoi, chinh stra v4i ngudi stra ban in 0.5 ngay
photo Fin &n (n€u cb) trudce khi giri photo/in an
Y.
Nguoi phu i ]
trach bd Gt file d€ photo/in an/ va giri file 0.5 nod
phén word + PDF cho ngudi quan ly file > nEsy
photo/in an
y
Ngudi quan Sau khi ti€p nhén file cudi tir by phan
ly file in photo/in 4n, nguoi quan ly file ghi 0.25 ngay
hoc liéu nhén va luu trit theo quy dinh
h 4
Nguoi Q}lén Ding file in thém trang luu .
ly file in chiéu e-book (néu cd), giri s6 0.25 ngay
hoc liéu

héa file, luu va déng e-book

4. Dién giai quy trinh:

4.1. Huéng din thwe hién:
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Buwée 1: Tht ca cac file da chinh stra + dan trang cudi cing (truée khi in/photo/ding e-
book), ngudi thuc hién s& gui file cho bd phén in an/photo, file Iuu dugc dit tén theo cong thirc
sau:

- Péi véi file ndi dung:

¢GT/TLHT/LHNB

Tén khoa_loai tai liéu_ TénTaiLiéu_Ma3a hoc liéu_Niam ThingNgay tén nguoi sira
béan in_dang file

Ghi chii: dang file gom c6 IM, ID, E

IM: file ¢6 trang lwu chibu in va c6 thiét ké chit mau (file dé leu dang maw)

ID: file ¢6 trang lwu chiéu in va cé thiét ké chik den (file ding dé in)

E: file ¢6 trang luu chiéu e-book va c6 thiét ké chit mau (file dimg ding e-book)

VD: CNTT TLHT LapTrinhHuongDoiTuong 163 2021 1214 Thaosbi_IM
CNTT _ TLHT LapTrinhHuongDoiTuong 163 2021 1214 Thaosbi_ID
CNTT_TLHT LapTrinhHuongDoiTuong 163 2021 1214_Thaosbi_E

e TLHDOT

Tén khoa_<loai tai liéu> <Tén tai liéu> M3 hoc liéu_Ngiy hoan thanh thiét ké
file F
VD: CNTT_TLHDOT Lap trinh huong doi tuong 163.1.R_27102019_F

- Déi véi file bia:

Tén khoa_loai tai liéu_ Tén tai liéu_(Ma2 hoc liéu) Nim ThingNgay tén ngwdi sira
ban in_ID (hoic E)

Ghi chu:

ID: file bia ¢é ma ISBN va gid ciia hoc liéu in (file dimg dé in)

E: file bia ¢6 md ISBN va gid cua hoc liéu e-book (file diing ddng e-book)

VD: CNTT TLHT LapTrinhHuongDoiTuong (163) 2021 1214 Thaosbi_E

CNTT_TLHT LapTrinhHuongDoiTuong (I63) 2021 1214_Thaosbi_ID

Buéc 2: B phan photo/in 4n kiém tra file lan cudi, chinh sira véi ngudi sira ban in/ban
dién tir (néu c6) trude khi giri photo/in 4n

Buéc 3: BO phan photo/in 4n giri di photo/in 4n, dng thoi giii file word + PDF cho
NGUOI QUAN LY FILE

Buéc 4: Sau khi nhén file cudi tir bd phan photo/in 4n, NGUGI QUAN LY FILE ghi
nhan va luu trir file trén mAy tinh c4 nhan va  chung

File dugc luu vao dwdng din theo thir tu nhu sau:



Folder
FILE IN/FILE E-BOOK HQC LIEU
v
Folder hodc Folder
GT/TLHT/LHNB/TBG TLHDOT
(Dbi véi cac file Gido trinh, Tai liéu hoc (Dbi véi céc file
tap, Luu hanh néi b, Tép bai giang) Tai liéu huéng dén 6n tap)
v v
Folder Folder
Khoa/Ban (viét tit) Khoa/Ban
VD: CNTT VD: CNTT
v
Folder

Tén hoc liéu_Ma3 hoc lieu
VD: LapTrinhHuongDoiTuong_163
A\ 4

Folder
MHL Nam Thang dang file
VD: 163_2021 05 IM ID
163 202112 IMIDE
4.2. Don vi phu trach: Ban Hoc li€u.
5. Biéu miu di kém: Khong co.

6. Phu luc: Céc biéu miu di kém: Khong cé./.






