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LOI NOI DAU

Phong DPao tao phat hanh tai li¢u “Hudng dan Chuén bi dang ky, Thyc hién
dang ky hoc, déng/chuyén khoan hoc phi, Rut hoc phan da dang ky, Dé nghi tro gitp/
thac mac/ khiéu nai vé ding ky hoc va dong/chuyén khoan hoc phi” nhim gitip cho tat
c4 sinh vién cua trudng ¢ thé hiéu va thuc hién dung nhitng quy dinh cua Truong, dé
tang hi¢u qua hoat dong dao tao cua Truong cling nhu dam bao hoat dong hoc tap tot
cho mdi sinh vién.

Huéng dan ndy ciing can thiét cho 1anh dao cic cAp Khoa, B6 méon, Phong
Cong t4c sinh vién, cac gido vién chi nhiém 16p, Doi Tu van sinh vién, gilp hiéu rd vé
hoat dong t6 chtrc dao tao cua Trudng, vé hé thdng thdng tin sinh vién va ding ky hoc
(goi tat la hé théng dang ky hoc) do Phong Pao tao xay dung. Trén co sd do, ting
cuong su phdi hop giira cac ca nhan va don vi v6i Phong Pao tao dé hoat dong cua
Truong ngay cang tot hon.

Phong Do tao yéu cau tit ca sinh vién chinh quy theo hé théng tin chi tai
truong phai tuan thu nghiém tac cac quy dinh cta Trudng va tim hiéu ky ludng hudng
dan nay.

Tt 1an dang ky hoc hoc ky 1 nam hoc 2012-2013 tr¢ di, Phong Pao tao tao
trude dir liéu dang ky dbi voi cac hoc phan trong hoc ky theo thiét ké ciia chuong trinh
dao tao, trir cac hoc ph?m: ngoai ngir, thuc hanh, thi nghiém, thuc tap, cho céac sinh
vién chua hét thoi gian co ban cia khoa hoc ma nganh hoc chi c¢6 1 16p & mdi khoa,
hodc cac sinh vién chua hét thoi gian co ban cua khoa hoc va da uy quyén cho Phong
Dao tao xép 16p ngiu nhién.

Phong Pao tao cam on sy dong gop cua ca nhan, cac don vi quan tam va mong
muodn co su hop tac dé nang cao chat luong hoat dong t6 chure, quan ly dao tao. Y kién
dong gop xin guri dén email:

phongdt.dhbk@dut.udn.vn hoac p.daotao.dky@dut.udn.vn

Trong tai liéu nay, website duoc hiéu 1a website diang ky hoc cia truong Pai
hoc Bach Khoa:

http://tinchi.dut.udn.vn
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1. CAC GIAI POAN TU KHI CHUAN BI PANG KY HQC DEN KHI
THI KET THUC HQC PHAN
Theo thoi gian, tir khi chuan bi ding ky hoc dén khi thi két thuc hoc phan, gom
cac giai doan: tu (A) dén (E), nhu sau:

Ky | Giai

<A Dac diém giai doan, cong viéc thuc hién
hi¢u | doan

e Phong Pao tao phat hanh, bd sung tai lidu vé quy dinh ap dung
trong hoc ky, lich hoc vy, thoi khoa biéu duy kién, huéng dan.

Chuin | ® Sinh vién phai tim hiéu va nim rd thong tin lién quan trong tat ca
(A) bi cac tai li¢u do PDT phét hanh. SV phai xem phan “Chuong trinh

’ dao tao” & website dé biét cac hoc phan can hoc va tién do hoc tap
va phai 1ap ké hoach dang ky hoc cho ban than.

e Trir SV bi 6m hodc tai nan phai trd lai hoc tdp mudn, tat ca SV
khac phai tu dang ky hoc (thuc hién qua mang Internet).

e @Giai doan dang ky chinh dugc chia thanh 3 khoang thoi gian:
+ Ding ky cac 16p HP ghép thanh nhom co ban (1), goi tat 1a
“dang ky theo nhom”;
+ Dang ky céac 16p HP dugc mé cho cac nganh trong cung khéa
(1), goi tat la “dang ky theo khoa”;
+ bang ky cac 16p HP ma SV toan truong c6 thé hoc chung (III),
goi tat 1a “dang ky toan truong”;

bot . .
ding | ® (I): SV chi can chon nl}()m s€ dang ky cac HP 1y thuyét dugc ghép
(B) ky thanh nhom co ban. Boi véi cac HP khac: ngoai ngit, thuc hanh,

chinh thi nghiém, d6 an thi ban phai chon ding ky tung HP riéng 1¢). Cac
HP khong du diéu kién hoc thi ban khéng thé diang ky duoc.

e (ID) va (Ill): SV chon dang ky thém cac 16p HP c6 thoi khoa biéu
phu hop dé hoc vuot, cai thién, hoc lai.

e Trong giai doan (B), SV toan quyén thuc hién dang ky / huy ding
ky hoc phan thong qua website.

e Tirlan ding ky cho hoc ky I/2012-2013 tro di, PPT sé sdp truéc
lich hoc cac HP ly thuyét c'z:dng tiéen do va du diéu kién hoc cho cac
SV thugc cac nganh ma moi khéa chi co 1 [6p sinh hoat va cac SV
da uy quyén dang ky.

Hiéu | ® Day thyc chat 12 khoang thoi gian kéo dai thém ciia “dang ky toan

©) chinh truong”.
dang | e SV tu thuc hién dang ky thém hoac huy bét HP da dang ky;
ky hoc
RGt |  Trong vong 3 ngay dau cia tudn thir 3 (theo lich) ctia hoc ky chinh,
(D) hoc SV tu thyc hién dang ky thém hoac huy bt HP da dang ky;
phan




Ky | Giai
hi€u | doan

Dic diém giai doan, cong viéc thwe hién

Dong
hoc phi
& hoc

© | binh
thuong
& thi

» Dong hoc phi: Lich va phuong thirc dong hoc phi, chinh sach cua
Truong cho SV ¢6 hoan canh dic biét hoic gip bién cb trong qua
trinh hoc dugc hodn déng hoc phi, s& dugc thong bao cu thé trudce

mdi hoc ky;

SV khong dong hoc phi ding quy dinh cua Truong s€ bi huy bot sO
hoc phan di dang ky, bi trur dlem rén luyén cua hoc ky, néu s tin
chi con lai khong du s tin chi téi thiéu thi bi budc ngimg hoc tam

thoi.

2. CACH THUC TO CHUC CAC LOP HQC PHAN

2.1. Té chirc I6p hoc phan trong hoc ky chinh

2.1.1. Cdc l6p hoc phin mé chinh khéa

Trong mdi hoc ky chinh, cin cr vao cac yéu td: chuong trinh dao tao, sb luong
sinh vién ¢6 nhu cu hoc, co s& vat chit va nhéan luc, Truong td chirc “cdc lop hoc
phan chinh khéa”. Di voi mdi nganh mdi khoa, & mdi hoc ky chinh s& c6 it nhit 01
“nhém 16p hoc phan co ban” gdm cé cac 16p hoc phan md theo ké hoach thiét ké cua
chuong trinh dao tao. Néu sd sinh vién cua nganh thudéc mot khoa can hoc hoc phﬁn
dung tién d6 thiét ké 16n hon s6 chd cho phép ctia phong hoc thi s6 nhém co ban > 1.

T chuc cac 16p hoc phan chinh khéa tao thanh “nhém 16p hoc phan co ban”

cho hoc ky X ctia mot nganh nao dé, c6 thé dugc minh hoa nhu sau:

- Chuong trinh dao tao ctia nganh A ¢ hoc ky X nhu dudi day:

Hoc ky (X-1)

Hoc ky X

Hoc ky (X+1)

Tén hoc phan

Diéu ki¢n rang bujdc

H.phan 1y thuyét 1

DKRB cua HPLT1

H.phan 1y thuyét 2 DKRB cua HPLT?2
H.phan ly thuyét 3 DKRB cua HPLT2
H.phan thyc hanh 1 PKRB ctia HPTH]
H.phan thyc hanh 2 DKRB ctia HPTH2

H.phan d6 4n 1

DKRB cua HPDA1

H.phan d6 4n 2

DKRB cua HPDA2

- MObi “nhom 16p hoc phan co ban” ctia nganh nay & hoc ky X sé& co:
C y y

+ 1 16p hoc phan cho Hoc phan 1y thuyét 1;

+ 1 16p hoc phan cho Hoc phan 1y thuyét 2;

+ 116p hoc phan cho Hoc phan ly thuyét 3;




+ Nz 16p hoc phén cho Hoc phén thyc hanh 1. N1 phu thudc vao viéc chia
nhé nhom thanh nhém con, do dac trung cua hoc phén thuc hanh;

+ N2 16p hoc phén cho Hoc phén thuc hanh 2. N7 phu thudc vao viéc chia
nhé nhom thanh nhém con, do dac trung cua hoc phén thuc hanh;

+ Nz 16p hoc phﬁn cho Hoc phén dd 4an 1. Ny phu thudc vao vi¢c chia nho
nhém thanh nhoém con, do s6 giang vién huéng dan do an;

+ Nas 16p hoc phﬁn cho Hoc phﬁn thuc hanh 2. N7 phu thudc vao viéc chia
nhom thanh nhoém con, do s6 giang vién huéng dan do an;

Dbi véi mdi hoc phan 1y thuyét, Truong c6 thé mé ting hodc giam sb 16p hoc
phﬁn, tuy theo sb lugng SV ¢6 nhu cau hoc va diéu kién thuc tai co s& vt chat, nhan
lyc cua Truong.

Khi ¢6 nhi€u “nhom co ban”, SV c6 quyén chon dang ky 01 trong s6 cac nhom
co ban.

- Céc giai doan dang ky hoc:

+ “Péng ky theo nhom”:

* Sinh vién nganh A da hoc (X-1) hoc ky, khi dang ky hoc cho hoc ky
X thi trong thoi gian “dang ky theo nhdm” s€ dugc uvu tién vo1 mure
d6 cao nhét. Chi c6 sb sinh vién nay méi c6 thé chon ding ky vao
nhom 16p hoc phan co ban md cho nganh A ¢ ky X nay;

» Néu chi ¢6 01 nhém co ban thi khong co6 su lua chon nhém co ban.
Néu c6 nhiéu hon 1 nhdém thi SV chon 1 trong cac nhom.

+ “DPang ky theo khoéa”:

= SV khéac nganh A di hoc (X-1) hoc ky c6 thé ding ky vao 1 trong sb
cac 16p mé cho nganh A, néu cing hoc phan (hoic 13 hoc phan thay
thé) trong chuwong trinh dao tao va 16p con chd. Ddi véi SV khéc
nganh A, hoc phﬁn nay co thé 1a: hoc lai hodc hoc 1an déu.

= SV nganh A ciing c6 thé ding ky vao cac 16p mé chinh khoa cho
nganh khac. Dbi v6i SV nganh A, hoc phin nay c6 thé 1a: hoc lai
hodc hoc 1an dau.

+ "DPang ky toan truong”:

= SV céc nganh khac nhau c6 thé dang ky vao cac 16p hoc phan thudc
chuong trinh dao tao cia minh, du diéu kién hoc, 16p con chd.

- Luuy:

+ Khoang thoi gian cua giai doan “ding ky theo nhom” duoc chia ra dé
phan lich dang ky cho sinh vién theo khéa, theo khoa. Néu dang nhap
vao thoi gian dang ky ciia khoa khac thi SV ¢6 thé bi tam khoa tai khoan
mot khoang thoi gian nhat dinh (s& ¢ thong béo cu thé);

+ Khoang thoi gian cta giai doan “dang ky toan truong” duoc chia ra dé
phan lich ding ky theo 16p mé chinh khéa cho khoa niao. Néu dang nhap
khong ding thoi gian quy dinh thi s& khong thé dang ky duoc 16p can;



2.1.2. Cdc l6p hoc phin mé bo sung

Céc 16p hoc phan md bd sung (con goi 1a “1op ting cudng”) 1a cac 16p md bod
sung khi di vao hoc ky chinh, cac 16p chinh khéa da 6n dinh. Cac 16p mo bo sung dé
giai quyét thém cho SV hoc lai/ céi thién hodc hoc vuot, khi khong thé dang ky vao
cac 16p mo chinh khoa do bi xung dot ké hoach hoc/ tring thoi khéa biéu.

Lép md bo sung hoc trong 8-10 tuan vao budi tdi, Chu nhat. Ping ky cac 16p
hoc phan mo bd sung nhu ding ky trong giai doan “dang ky toan trudng”.

2.2.  To chirc I6p hoc phén trong hoc ky hé
- Céc 16p hoc phan mé trong hoc ky hé 13 c¢6 ban chit 1a cac 16p bo sung cudi hoc
ky 2 dé giai quyét nhu ciu hoc lai, hoc vuot cua sinh vién.
- Piang ky 16p hoc phan ky hé duoc thuc hién twong tu nhu “ding ky toan
truong” nhung dugc thuc hién nhu sau:
+ Dot dang ky chinh;
+ Doéng hoc phi sau dot diang ky chinh. Cudi dot dong hoc phi cho dot
dang ky chinh nay, SV nao khong dong thi bi huy dang ky;
+ Dot dang ky phu.
+ Doéng hoc phi sau dot dang ky phu. Cubi dot dong hoc phi ndy, SV nao
khong déng thi van ghi ng va c6 thé bi khoa tai khoan cho dén khi thanh
todn hoc phi;

3. CHUAN BI PANG KY HOQC

Dé chuan bi ding ky hoc, mdi sinh vién phai tim hiéu ky ludng vé hé thong
dang ky hoc, tat ca cac tai liéu do Phong Dao tao phéat hanh va cong bd & website.

3.1. H¢ théng dang ky hoc va ding nhdp hé thong
Dia chi website cia hé théng ding ky hoc: http://tinchi.dut.udn.vn

Hé théng ding ky hoc 1a hé thdng thong tin c6 tic dung: hd tro giao tiép giira
SV va PDT, quan 1y/ cap nhat thong tin vé hoc tip va nhan than SV, cung cip thong
tin hoc tap cua SV cho gia dinh sinh vién,...

Khi chua dang nhép, giao dién cta hé thong nhu Hinh 1. Sinh vién ding nhap
hé thdng bang cach truy cip website, nhdp ma s6 sinh vién vao 6 nhap [S6 thé SV] va
mat khau vao 6 nhap [Mat khau] roi kich nat 1énh [Pang nhap].

Khi chua ding nhép, hé thong cho phép xem duoc:

= THONG BAO PAO TAO. Thong bao chia ra cac tiéu myc:

+ Thdng béao chung: danh cho tat ca SV;
Thong bao dén 16p hoc phan;
Thong bao dén SV khéa méi;
Thong bao vé nhan D6 an tét nghiép, cong nhan tot nghiép;
Thong bao dén SV thudc khoa nao do.
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& QUY CHE & QUY DINH Xem céc van ban:
+ Quy ché do B6 Gido duc & Dao tao ban hanh
+ Quy dinh do Truong ban hanh
= HUONG DAN Xem cac huéng dan vé ,
+ Kich hoat & st dung email do Truong cung cap;
+ Giai thich vé su kiém soat ctia hé théng dbi voi ding ky hoc cia SV;
+ Dang ky hoc;
+ Giai dap thiac mic SV thuong hoi;
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Hinh 4 - Giao dién website khi chon xem Giai dap thic méc

Khi dang nhap thanh cong, giao dién hé théng nhu Hinh 5. Llc nay, hé thong cho
phép thyuc hién thém cac chirc nang:
= THONG TIN CA NHAN
+ Thong tin nhan than;
+ Thong tin vé chuong trinh ddo tao;
+ Lich hoc & Hoc phi;
+ Két qua hoc tap;
= DANG KY HQC
+ Xem tinh trang céc 16p
+ Uy quyén dang ky



+ Dang ky
+ Xem Két qua dang ky tam thoi
+ Ding ky hoc Anh vin nang cao va thi Anh van déau ra;

= PHAN HOI
+ Phan hdi v6i nha trudong vé 16p hoc phan, vé cac bd phan chirc ning
cua Truong,

Tg e

Hinh 5 - Giao dién hé thdng dang ky hoc khi di ding nhap

Sinh vién giao tiép v6i Khoa, PDT qua email do Truwong cung cap.

D¢ dam bao an toan cho tai khoan ¢4 nhan cia minh, SV can phai:

a. Néu truy cap mang bang may tinh khong phai cta ca nhan minh, tit ché do luu

3.2.

mat khiu cua trinh duyét web va cht ¥ dé phong key-logger;

Tu minh ding ky hoc. Trong cac trudng hop dic biét khong thé ty ding ky, can
phai can nhac k¥ ludng khi nho ban dang ky;

Thoat khoi hé thng bang cach kich vao nut 1énh [Thoat] trong hé thdng ding
ky. Néu stir dung may tinh cong cong, nén xo6a “Internet cache” ngay sau khi su
dung dang nhap hé thong;

Xdc dinh cdc hoc phin cin ding ky hoc

Mbi sinh vién phai:

Xem “S6 tay sinh vién” va diang nhap website dé xem lai “Chuong trinh dao
tao”, d6i chiéu véi két qua hoc tip cia minh dé nim rd cac hoc phan can phai
hoc trong ky téi.

Thong tin “Chuong trinh dao tao” cé thé xem trong Nién giam dao tao nhung
théng tin trong website 1a thong tin cap nhat va chinh xac hon so v&i Nién
giam;



“SH tay sinh vién” dugc phat hanh truéc mdi hoc ky méi, file duoc dit trén
website d€ sinh vién biét thong tin cac 16p hoc phan, dé chuan bi cho cbng tac
dang ky hoc;

e Xac dinh hoc phan ban than bt budc phai hoc lai (néu co);

e Xac dinh hoc phan s& hoc lai dé cai thién diém, néu co diéu kién;

o Kiém tra lai chiing minh nhan dan, thé sinh vién, kiém tra thong tin tai khoan ca
nhan di dang ky véi ngan hang, kiém tra xem ban than di hoan thanh thu tuc Gy
quyén cho ngan hang chuyén hoc phi ty dong hay chua.

Gido vu khoa, gido vién chi nhiém c6 vai trd cb van trong viéc 1ap ké hoach
hoc tap va giai quyét cac thu tuc lién quan xtr Iy hoc vu.

3.3.  Xic dinh nhém dé ding ky hoc

Can ¢t vao nhu cau hoc cta SV, PPT td chirc du sb luong 16p HP cho tat ca cac
HP c6 thé mé trong hoc ky. Cac 16p dugc sip xép thanh “nhém co ban” dé thuan tién
cho cong tac t chirc va thuc hién giang day - hoc tip. Danh sach cic nhom co ban &
phan cubi cua Hudng dan nay.

Dé ding ky dugc cac HP hoc dung tién trinh, mdi SV phai chon mét trong sd
cac nhom dugc mo cho nganh va khéa ma minh dang hoc.

Ngoai ra, mdi SV ¢ thé can phai chon ding ky thém 16p HP dé hoc vuot, cai
thién, hoc lai hodc hoc HP chua hoc. Viéc dang ky thém nay phai dugc chu y dac biét,
dé tranh trung lich thyc hanh, thi nghiém, thyc tap, thi.

Khi chuin bj dén budc nay, SV biét thoi khoa biéu du kién cta ban than trong
hoc ky t6i. Mdi SV nén lap ra 1 dén 2 phuong an TKB c4 nhén dy kién.

SV can phai xem thém Phu luc “Sép xép trwéc 16p hoc”.

Chu y véi sinh vién hoc cac chwong trinh hop tic véi nuwée ngoai

e SV thudc chuong trinh KS Coéng nghé Thong tin tang cuong Phap nglr, KS Ky
thuat Dau khi ting cudng Phap ngit, KS X4y dung chuong trinh lién két Viét-
Nhat can phai ding ky cing nhém dé thuan tién trong viéc hoc Ngoai ngir ting
cuong.

e SV thudc: “Chuong trinh dao tao K§ su Chat luong cao Viét-Phap”, “Chuong
trinh tién tién nganh Dién tir Vién thong va Hé théng nhung”, “Chuong trinh
Pic biét-Chét lugng cao” duge hoc theo cac 16p riéng va khong phai diang ky
hoc theo hé thong dang ky nay.

3.4.  Nhing thong tin khac

3.4.1. Chwong trinh dao tao

Chtic ning nay dé xem Chuong trinh dao tao.
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3.4.3. Thong tin nhan than
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4. THUC HIEN PANG KY HQC
4.1. Dang ky hoc cac lop mo chinh khoa

4.1.1. “Pang ky theo nhém”
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H‘Iph 9 - Giao dién khi chuan bi chon nhom co ban
< Khi lam tot khau chuan bi dang ky, néu hoc dling tién trinh, trong khoang
thoi gian “Pang ky theo nhém”, mdi SV chi can khong quéa 3 phut dé hoan
thanh dang ky hoc.
= N0t 1énh [Hity ding ky] dung dé xo6a két qua dang ky clia ca nhan trén may
chu. Nat [Ping ky] dung dé luu thong tin da chon ding ky vao may chu.
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Hinh 13 - Giao dién hé théng khi chon thém hoc phan riéng 1é

Sau khi kich vao niit 1énh [Xem] & dong ¢c6 HP muén chon, céc 16p HP nay s&
hién ra dé chon bang cach kich vao nut [Chon] ¢ dong 16p HP twong tmg. Phia
dudi cira s0 nay s& hién thong tin thong bao néu 16p HP vira dinh chon bi xung
dot thoi khoa biéu hodc ké hoach. Kich nit 1énh [Close] dé dong cua so6 chon
HP riéng I¢.

Néu chon thanh cong, phia dudi bang liét ké cac 16p HP da chon s& co thong
béo di chon 16p. Tuy nhién, ddy mdi chi 13 thao tac chon chtr chua dang ky, can
phai kich nut 1énh [Ping ky| dé dang ky.
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Hinh 14 - Thao tac x6a 1 hoc phan va canh bao
C. SV co thé thyc hién hity bo don 1é timg hoc phan di dang ky néi ¢ budc a, b va
¢ néu khong mudn hoc. Can cin nhic thin trong vi néu mudn chon lai thi phai
thyc hién lai tir dau theo budc a va b, dong thoi cang vé cudi giai doan dang ky
thi cang rat kho chon dii s6 HP mong mudn;
Thao tac: Kich vao chit [X6a] & dong c6 HP dé huy chon.
Sau khj kich [X6a] c6 canh bao nhu trén Hinh 14. Néu chon x6a mot HP, tt ca cac
hoc phan song hanh v&i no cling s€ bi xda theo.
4.1.2. “Dang ky theo khoa”, “Ddng ky toan truwong” va “Hié¢u chinh ding ky”

- “Ping ky theo khoa”: SV ¢6 thé chon ding ky thém cac HP duge md dé hoc
chung v6i nganh khac trong cung khoéa véi minh;
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- “Piang ky toan truong”: SV co thé chon ding ky thém cac HP dugc mo,
thudc nganh dao tao ctia minh va 16p con chd;

-  “Hi€u chinh dang ky” la khoang thoi gian kéo dai cua “Pang ky toan
truong”, ¢ PPT va SV hiéu chinh ding ky hoc;

- Thao tac thyc hién va ndi dung man hinh hé théng tuong ty nhu chon cac
hoc phan riéng 1é & “Dang ky theo nhom”.

Canh bdo:  Khi hét thoi gian “Pang ky theo nhom”, khong dugc kich vao nat 1énh
[Hity Ping ky| vi sau khi lam nhu vdy, khong thé hodc rat khé dé c6 dugc lich hoc
nhu mong mudn.

Dang ky dw bi trong thoi gian “Ddang ky toan truong”:

Mic du trong mdi hoc ky nha truong md 16p trén quan diém lam sao cho co thé
dap umg t6i da cho sb SV can hoc, nhung thyc t& van c6 nhitng SV bi tring thoi khoa
biéu gitta 16p m& chinh khéa cho khéa, nganh cta minh véi 16p hoc phan con chd ma
SV can hoc lai, hoc cai thién hodc hoc vuot.

“Dang ky du bi” cho phép SV chon ding ky du bi vao 16p nao di hét chd nhung
c6 lich hoc phu hop v6i minh. Sau d6, tuy tinh hinh thuc té ma Phong Pao tao s& giai
quyét theo cac phuong 4n sau dé dép ung nguyén vong cua SV ding ky du bi:

- Chuyén 16p hoc phan sang hoc & phong hoc nhiéu chd ngdi hon;

- Téch thanh 2 hay nhiéu 16p hoc phan c6 cung lich hoc.

Khi dang ky du bi SV phai chip nhan nguyén tic sau day:

- Chi dang ky dy bi duoc vao 16p hoc phan phu hop lich hoc nhung 16p hét
cho;

- Phong Dao tao xép chd cho SV ding ky du bi theo nguyén tic ai dang ky du

bi trude thi xép trude, co thé chuyén sang 16p khac néu phu hop lich hoc, c6
thé khong phai tat ca SV diang ky du bi déu dugc xép chd.

Giao dién website khi hién danh sach cac 16p hoc phan va kha nang chon ding
ky du bi vao 16p, két qua dang ky du bi vao 16p nhu minh hoa trén Hinh 15 va Hinh
16.
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a. Thoat khoi hé théng ding ky hoc;

b. Dang nhap lai d

4.1.3. Kiém tra ket qua dang ky
c. InTH

Sau khi dang ky, SV can phai:
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4.2.  Bding ky hoc cdc l6p mé bé sung trong hoc ky chinh

Trudc mdi hoc ky chinh, Trudng lap ké hoach md cac 16p chinh khoa dé dam
bao cung img du cho tt ca SV hoc theo tién do thiét ké cua chuong trinh dao tao. Sau
khi 6n dinh céac 16p chinh khoa, Trudng t6 chirc mé 16p bod sung dé giai quyét nhu cu
hoc cho SV hoc vuot, hoc cham tién do.

Tai mdi thoi diém, cin ¢t vao chuong trinh dao tao va két qua hoc tap cua SV,
nhd cong cu quan Iy Truong hoan toan biét nhu ciu hoc toi da cua SV dé kip tién
do, dé tot nghiép. Tuy nhién, dé cho viéc mé 16p bd sung & ting hoc ky duoc chinh
xéc, Trudng t6 chirc cho SV ding ky 16p md bd sung theo cac bude sau day:

4.2.1. Ding ky nhu cdu hoc Iép mé bo sung

Dé thyc hién dang ky nhu cau hoc, trong khoang thoi gian quy dinh SV thyc hién
& website nhu sau:

- Pang nhap bang tai khoan cta minh;

- Chon tir menu: [Ping ky hoc] / [Ping ky nhu ciu hoc|;

- Khi trang “Pang ky nhu cau” mo ra, nhu minh hoa trén Hinh 18, danh dau vao
checkbox & cot “Pang ky nhu cau” tuong (mg vai nhitng hoc phan can hoc va
I lai bang cach kich vao nat 1énh [Lwu ding ky nhu céu].

- Khéng chon nhirng hoc phan di diang ky chinh thirc trong hoc ky;

- Kich nut 1énh [Xéa tit ca ding ky nhu ciu] s& x6a tit ca ding ky nhu cau hoc
trong hoc ky;

- Néu can hoc lai nhiéu hoc phén thi phai cAn nhic chon dang ky nhu cau nhiing
hoc phan can phai hoc som. Tranh dang ky nhu cu qua nhiéu vi co the khong
thé c6 thoi gian dé hoc dugc tit ca cic hoc phan di ding ky nhu ciu, do bi
trung lich hoc;

- Khi ding ky nhu cau, téng sb tin chi cling dugc khéng ché nhung thudng cao
hon téng s6 tin chi cho phép ding ky chinh thic;

4.2.2. Ding ky chinh thirc vao Iép mé bo sung

Can ¢t nhu cAu hoc bd sung cia SV, tinh hinh thuc té clia nha truong vé giang
vién, phong hoc ma Phong Pao tao s& du kién md cac 16p b sung va cong bd cho SV
biét. Theo thdng béo cu thé ciia Phong Pao tao & timg hoc ky, SV can thyc hién theo
mot trong hai phuong an sau:

a. Pdng ky vao cdc l6p mé bo sung:
- SV lan luot chon 16p minh can hoc trong s6 cac 16p mé bod sung dé dang ky.
Khi ding ky, hé thong s& kiém soat: tong sd tin chi, thoi khoa biéu, ké hoach
hoc, diéu kién rang budc gilra cac hoc phén, 16p hoc phﬁn;

b. Xdc nhdn dir liéu chinh thirc vé ding ky vao cdc l6p mé bé sung:
- Phong DPao tao chuyén tit ca dang ky nhu cau cta SV vao cac 16p bd sung du
kién mo va thong bao cho SV biét cac truong hop bi trung lich hoc;
- SV chon giit lai cac 16p can hoc nhung khong bi tring lich hoc, bé dang ky cac
16p bi trung lich hoc;
- Phong Pao tao s€ loai bé nhiing truong hop dang ky hoc bi trung lich hoc ma
SV chua tu bo.
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5. RUT HQC PHAN PA PANG KY

“Rat hoc phan d3 ding ky” 1a khoang thoi gian kéo dai cia “Pang ky toan
truong”, dé SV huty 16p hoc phan di ding ky. PPT c6 thé cho SV ding ky thém vao
mot s6 16p con chd.

O cac hoc ky chinh: Trong vong 3 ngdy dau cia tuan thir 3 ké tir dau hoc ky,
thong qua mang Internet sinh vién tir thyc hién diéu chinh rat bét hoc phan trong khi
luong hoc tap da dang ky. Sau thoi han nay, sinh vién phai dong hoc phi cho tat ca cac
hoc phan di dang ky, néu khong di hoc sinh vién s& bi xem nhu tu ¥ b6 hoc va phai
nhan diém F. Viéc rat b6t cac hoc phan khong vi pham khoan 4 Piéu 9 cta Quy dinh
nay va phai dam bao diéu kién rang budc logic giita cic hoc phan.

O hoc ky hé: Sau khi dang ky sinh vién phai déng hoc phi. Sinh vién di ding
ky hoc va dong hoc phi nhung khong mudn hoc hodc khong thé tiép tuc hoc hét hoc ky
hé thi & 2 ngdy dau cta tudn thir 2 ctia hoc ky hé, c¢6 thé xin huy hoc phan thong qua
mang Internet. Sau thoi gian nay, khong cho phép hiy hoc phan ky hé. Bbi voi sinh
vién dang ky du phong dé hoc lai cac hoc phan ¢ hoc ky 2 lién truée ky hé nhung dén
tuan thtr 2 ctia ky hé van chua biét diém, thi duoc xin huy hoc phan d6 néu co6 diém
dat. Sinh vién khong dugc hoan hoc phi ddi voi hoc phan xin hiy.

6. PONG/CHUYEN KHOAN HQC PHi

SV khoa 06 ndp hoc phi truc tiép tai T6 Tai vu. SV cac khoa khéc phai ay
quyén dong hoc phi thdng qua dich vu thu ho ctua Ngan hang Dong A, trir cac 16p hoc
phan dugc mo trong tinh hudng dic biét do Phong Pao tao chi dinh.

Trir nhitng SV dugc Truong xét duyét cho hoan dong hoc phi (thi phai dong
theo han cudi duoc duyét), tit ca cac SV khac phai déng it nhat sb tién phan bd cho
timg dot dong (hoc ky chinh: 4 1an, hoc ky hé: 1 1an).

Ngay tir giai doan chuén bi ding kY, mdi SV can phai kiém tra lai chtng minh
nhan dén, thé sinh vién, kiém tra thong tin tai khoan c4 nhan dd dang ky véi ngin
hang, kiém tra xem ban than di hoan thanh thu tuc uy quyén cho ngin hang chuyén
hoc phi tu dong hay chua.

M&i SV can phai ndp (hodc chuyén) tién vao tai khoan c4 nhan minh & ngan
hang Pong A va ¢ du sd tién hoc phi quy dinh phai dong + 18 phi (néu c6), trudc it
nhat 02 ngay lam viéc so véi lich chuyén khoan timg dot ma Trudng thong béo.

Khi ngan hang chuyén khoan hoc phi, SV ¢6 thé biét thong qua viéc tu kiém tra
thdy s tién trong tai khoan ca nhan bi giam tuong tmg vdi hoc phi phai nop. Néu dén
can ngay cudi ciia thoi han chuyén khoan hoc phi do PPT théng bdo, ma sd tién hoc
phi trong tai khoan ca nhan van khong dugc chuyén khoan cho trudng, SV phai lién hé
tryc tiép v6i ngan hang dé giai quyét. Nhiing trudng hop truc tric do ngan hang thi
Truong s& giai quyét khi ngan hang xac nhan do su ¢d tir phia ngan hang.

Pbi v6i SV chay y khong dong hoc phi, PPT xtr 1y theo ding quy dinh da
thong bao truéc mdi hoc ky.
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7. PE NGHI TRQ GIUP, THAC MAC, KHIEU NAI VE PANG KY HQC
& NOP HOQC PHIi

7.1.

1.2.

Nguyén tic chung

- SV phai thuc hién nghiém tac quy dinh cua Truong.

- PDT chi giai quyét dé nghi trg gitp, thic mac, khiéu nai lién quan dén diang
ky hoc & ndp hoc phi, trong khoang thoi gian PDT quy dinh tuong tng dbi
v&i cac cong viéc nay.

- PDT chi giai quyét cac phat sinh bat thuong. Cac truong hop do SV khong
tuan thi quy dinh s& khong dugc giai quyét, SV phai chiu trach nhiém.

Cich thirc va noi dung giao tiép véi Phong Dao tao khi cé dé nghi tro ginp,

thic mdc, khiéu ngi lién quan dén ding ky hoc & nép hoc phi:

- Cach thuc:
+ SV guri email (bang email do Trudng cap) dén email chuyén trach cua

Phong Pao tao: p.daotao.dky@dut.udn.vn

Email nao khong dung quy dinh giri dén email noi trén s& bi chuong
trinh ty dong x6a.

PDT s& khong giai quyét, khong tra 101 va xda cac trudng hop dung
email cong cong hodc tén tac gid email vo nghia hodc phan cam, hodc
ndi dung trinh bay khong 10 rang.

Néu khong dung email, SV ¢6 thé gip truc tiép chuyén vién xir Iy cong
viéc lién quan: phai trinh thé SV va viét Phiéu dé nghi, thic mic gti cho
Chuyén vién phu trach.

- Ngidung: Khi can gui email, SV can néu rd va ngan gon vé cac thong tin
sau day:

_l’_
_l’_
_l’_

Tiéu dé email (hodc tiéu dé phiéu dé nghi, thic mac);

No6i dung muén trinh bay;

Loi cudi email (161 cudi cia dé nghi).

Mic du email mang s thé SV, trong email nén viét thém Ho tén SV va
16p sinh hoat dé giup cho chuyén vién xir 1y thuan tién hon;
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PHU LUC

A. Sip xép truéc SV vao cac 16p hoc phin

Tir lan dang ky hoc hoc ky 1 nam hoc 2012-2013 tré di, tiy tinh hinh thue té
Phong Pao tao ¢6 thé tao trudc dir liéu ding ky hoc ddi véi cde hoc phdn trong hoc
ky theo thiét ké ciia chwong trinh dao tao, triv cdc hoc phin: ngogi ngit, thwc hanh,
thi nghiém, thuc tap.

- Céc sinh vién duoc sip xép:
+ Sinh vién chua hét thoi gian co ban cta khéa hoc ma nganh hoc chi ¢6 1
nhom 16p & moi khoa;
+ Sinh vién chua hét thoi gian co ban ctia khoa hoc va di uy quyén cho
Phong Dao tao xép 16p ngiu nhién.

Mbi lan 1y quyén chi ¢6 tac dung cho 1 lan dang ky hoc hoc ky chinh
gcfn nhat;

+ Cdc hoc phdn trong hoc ky theo diing thiét ké ciia chwong trinh dao tao
nhung néu sinh vién khéng du diéu kién hoc sé khéng dwoc sdp;

+ Néu da dwoc sdp xép trude mét so6 hoc phan, trong giai doan dang ky
cdc 16p hoc phan ghép theo nhém co ban, sinh vién phdi chon ding ky
riéng lé cdc hoc phan: ngoai ngit, thic hanh, thi nghiém, thuc tp;

+ Trong khodng thoi gian ding ky cdc 16p hoc phan ghép theo nhém co
ban, néu sinh vién chon nhém 16p hoc phan thi tit cd cdc 16p hoc phan
sdp xép trude sé bi xéa.

+ Néu da dwoc sdp truée va can dang ky thém mét sé6 hoc phan khdc
(khéng nam trong hoc ky theo diing thiét ké ciia chwong trinh ddo tao) dé
hoc lai/ cai thién/ hoc vuot, sinh vién phai dang ky riéng lé cac hoc phd‘n
nay trong khoang thoi gian:

»  “Dang ky theo khoa”,
*  “Dang ky toan truong”;

B. Quy dinh ky hiéu 16p hoc phin, nhém 16p hoc phan
Tir ndm hoc 2012-2013, 16p hoc phan ¢6 dang mi nhu sau:
HHHHHHH kkkk mm NNA
- HHHHHHH: 14 mi hoc phan;
- kkkk 1a ma hoc ky;
- mm 14 ma khoéa, chi dinh 16p nay mé cho khoa nao;
- NNA 1a nhém 16p. NN la chi nhém co ban. A 1a chi nhém con.
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Cic nhém co ban céic 16p hoc phin mé theo diing tién @9 chwong trinh dao tao:

Khoa Nganh / Chuyén nganh Nhom co ban Du trir
Ché tao may 01, 02, 03; 04
Co khi - 07, 08, 09
Co Dién tur 05,06;
\ e 10,11.12: 13,15, 16
C-OHg ngh¢ Thong CN Théng tin
tin Lép DB-CLC: 14;
khi dong 1 17, 18;
Co khi Giao thong |0 1 40ng luc 18, 19, 21
K¥ thuat tau thay 20
CN Nhiét - bién CN Nhiét - Dién lanh 22, 23; 24 26
lanh KT N. lugng & Mbi truong | 25 ’
27, 28, 29, 30;
N Ky¥ thuat Bién 31,32, 36,
bién 37
Lép BB-CLC: 34, 35;
KT D. khién & Ty dong hoa | 33
Dign tr - Vien Dién tit - Vidn thong 38, 39, 40: 41,42, 43,
théng 44
CN Thuyc phdm 45,46; 55, 56
3 CN Sinh hoc 48
Hoda
CN Vat li¢u 50, 51; 53, 54
Hoa dau 52;
Su pham k¥ thuat Su pham k¥ thuat 57
3 A A . 59, 60, 61;
Xay dung Cau Xay dung cau duong 62 65. 66
duong Lép PB-CLC: 63; I
Vit ligu & Cau kign XD 64
Xay dung Dan
dung & Cong Xay dung DD&CN 67, 68, 69; 70, 73
nghiép
Kién triic Kién tric 71, 72; 74
Xay dung Thuy lgi | Xy dung Cong trinh thuy | 75, 76;
o in j : - 78
— Thuy dién Tin hoc x4y dung 77,
CN Mai trug¢ 79
Moi trudmg ot truong 80, 82
Quéan ly moi truong 81
an 1y Du 4 83, 84;
Quan Iy du 4n QuanlyDuan __ 86
Quan ly Cong nghiép 85

Céc 16p hoc phdn m¢ ting cudng, md trong ky phu: ¢6 ky hiéu nhom NN tir 91 dén 99
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