BO GIAODUC VADPAOTAO  CQNG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PHSP HA NQI Poc lap - Tw do - Hanh phac

Ha Ngi, ngay 15 thang 03 ndm 2017

QUY TRINH QUAN LY TAI KHOAN INTERNET

(DANH CHO CAN BQ TRUONG PHSP HA NOI)

I. Cac thong tin chung

- Tai khoan str dung Internet qua WIFI tai cac dia diém trong trudong Pai hoc
Su pham Ha Nbi do Trung tdm CNTT chiju trach nhiém cap phat va thu hdi.
Pay ciing 1 tai khoan dé truy cap cac tng dung gom: Quan 1y cong vin, Quan
1y dang ky phong hop va Cap nhat thong tin trén website cua Truong.

- Tai khoan str dung Internet chi dugc cp phat cho cén bo, giang vién hién dang
cong tac & trudng DPHSP Ha Nai (goi chung la can bo cia truong). Mai can bo
duogc cap 01 tai khoan.

- Ngudi dung chju moi trach nhiém trong viéc sir dung tai khoan (bao gdom ca
viéc bao mat thong tin dang nhap va dir liéu st dung). Khong dugc cho nguoi
khac str dung chung tai khoan cua minh.

II. Quy trinh quan ly tai Khoan Internet

1. Quy trinh cdp phat tai khoan méi
Trung thm CNTT tiép nhan xu Iy cip phat tai khoan Internet méi cho can bo cua
trrong theo mét trong hai hinh thac sau:

Hinh thirc 1: Piang ky qua mang Internet

Yéu cau: Ngudi ding phai c6 thé can bo hoic gidy dé nghi c6 chit ky xac nhan cua thu
treong don vi (Cha nhiém khoa, GP trung tam...)

Quy trinh cy thé:

Buéc 1: Nguoi ding 1am gidy dé nghi cung cap tai khoan Internet mgi(néu tao
cho nhiéu ngudi)

Buéc 2: Nguoi ding xin chit ky xac nhan caa thu trudng don vi (néu tao cho
nhiéu nguoi)



Buéc 3: Nguoi dung chyp anh thé can bo hoic gidy dé nghi c6 xac nhan va gui
t6i hop thu tt.cntt@hnue.edu.vn kém theo sb dién thoai hodc email lién hé.

Buwdéc 4: Can bo trung thm CNTT kiém tra tinh hop 1& cta vin ban, khai tao tai khoan
méi, ghi s6 nhat ky va gui thong tin tai khoan qua s6 DT/email & bwéc 3. Thoi gian
khdng qué 01 ngay lam viéc. Két thac quy trinh.
Hinh thirc 2: Ngwoi dung truc tiép ding ky tai Trung tam CNTT
Yéu cau: Nguoi dung 1a can bo cua truong DHSP, c6 thé can bo do truong DHSP cung
cap.
Quy trinh cu thé:

Buéc 1: Nguoi dung dem theo thé can b 1én Trung tdm CNTT (P502 nha HB)

Buwéc 2: Trung tdm CNTT kiém tra tinh hop 1é caa thé can bd va chu sé hitu the

Budéc 3: Néu hop 1¢, trung thm CNTT sé tién hanh cap phét tai khoan méi, ghi
s6 nhat ky va yéu cau nguoi dung ky tén xac nhan. Thoi gian khéng qua 01 gior 1am
viéc. Két thac quy trinh.

2. Quy trinh déi mdt khdu tai khodn Internet

Nguoi dung truy cap vao dia chi http:/pwd.hnue.edu.vn/ dé thuc hién theo hudng dan.
Trong trudng hop can hd trg, Trung thm CNTT tiép nhan xu Iy viéc thay doi mat khau
tai khoan Internet cho can b caa truong theo mot trong hai hinh thic sau:

Hinh thac 1: Pang ky qua mang Internet

Yéu cau: Nguoi dung phai c6 gidy dé nghi cé chir ky xac nhan cua thi truéng don vi
(Cht nhiém khoa, GP trung tam...)

Quy trinh cy thé:

Buwéc 1: Nguoi dung l1am gidy dé& nghi d6i mat khau tai khoan Internet. Trong
do6 ghi ro tén tai khoan dang st dung.

Buwdc 2: Nguoi dung xin chir ky xac nhan caa thu truong don vi.

Buéc 3: Nguoi ding chup anh gidy dé nghi c6 xac nhan va gui téi hop thu
tt.cntt@hnue.edu.vn kém theo dia chi email can ddi mat khau va sé dién thoai hoac
email lién hé.
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Buwéc 4: Céan bo trung tdm CNTT sé& kiém tra tinh hop Ié cta vin ban, d6i mat
khau, ghi sb nhat ky va giri thong tin tai khoan qua sé6 DT/email & bwéc 3. Thoi gian
thue hién khong quéa 1/2 ngay lam viéc. Két thic quy trinh.

Hinh thikc 2: Ngwoi dung truc tiép dé nghi tai Trung tam CNTT

Yéu cau: Nguoi dung 1a can bo cua truong DPHSP, c6 thé can bd do truong DHSP cung
cap.

Quy trinh cy thé:
Buéc 1: Nguoi dung dem theo thé can bo 1én Trung tdm CNTT (P502 nha HB)
Buwéc 2: Trung tm CNTT kiém tra tinh hop 1é cua thé can bd va chu sé hitu the

Buwéc 3: Néu hop 1€, trung tdm CNTT sé tién hanh d6i mat khau, ghi s6 nhat ky
va yéu cau ngudi dung Ky tén xac nhan. Thoi gian thuc hién khéng quéa 30 phat. Két
thdc quy trinh,

3. Quy trinh huy bd tai khodn
Hang nam, phong To chuc can b co trach nhiém cung cap danh sach cac can bo
khong con lam viéc ¢ truong (bao gom ca can bo vé huu).

Quy trinh cy thé:

Buéc 1: Phong T6 chirc can bo giri danh sach can bo da nghi huu hoac chuyén
cbng tac cho Trung tdm CNTT

Buéc 2: Can bo Trung tdm CNTT ra soét va lap danh sach tai khoan tai khoan
tuong ung vai danh sach ¢ budc 1 (dugce luu trir trong LDAP va céc tai liéu cé lién
quan).

Buéc 3: Can bo Trung tam CNTT hay bo céc tai khoan tim thiy ¢ budéc 2.
Hoan thanh quy trinh

TL. HIEU TRUONG
GIAM DOC TTCNTT

(da ky)

ThS. Nguyén Duy Hai



