UY BAN NHAN DAN CONG HOA XA HQI CHU NGHIA VIET NAM
THANH PHO HO CHI MINH Djc 14p -“I'y do - Hanh phic
TRUONG PAI HOC SAI GON
Sé: %021 /QD-DHSG Thanh phé Ho Chi Minh, ngay255 thdngtd néim 2024
QUYET PINH

V& viée ban hanh Quy dinh st dung hé thong thw dién tir
va cdc dich vu trye tuyén kém theo thw dién tir trong cong viéc
ddi v6i cac don vi va vién chirc, ngudi lao dong
1am viée tai Trudng Pai hoc Sai Gon

HIEU TRUONG TRUGNG PAI HQC SAI GON

Cén cir Quyét dinh sé 478/QD-TTg ngay 25/4/2007 cua Thi twéng Chinh phii
vé viéc thanh lap Truong Pai hoc Sai Gon,

Cdn cir Quyét dinh s6 1164/QP-HDTPHSG ngay 10/6/2021 ciia Hoi dong truong
Truomg Dai hoc Sai Gon vé viéc ban hanh Quy ché té chirc va hoat dong cia Truong
Dai hoc Sai Gon;

Cén cir Quyét dinh s6 3015/0P-PHSG ngay 19/8/2021 cva Chit tich Uy ban
nhan dan Thanh phé Hé Chi Minh vé viéc cong nhdn Hiéu truéng Truong Dai hoc
Sai Gon nhiém ky 2020 - 2025;

Can cir Ludt Céng nghé thong tin ngay 29/6/2006;

Can cir Ludt Gido duc dai hoc ngay 18/6/2012;

Cdn cir Ludt An ninh mang ngay 12/6/2018;

Cdn cir Ludt sira doi, bo sung mot s6 diéu cia Ludt Gido duc dai' hoc ngay
19/11/2018;

Céin cir Nghi dinh s6 72/2013/ND-CP ngay 15/7/2013 ciia Chinh phit quy dinh vé
quan ly, cung cd'p, s dung dich vu internet va thong tin trén mang;

Céin cir Thong tw s6 15/2018/TT-BGDDT ngay 27/7/2018 cia By trucng Bo Gido
duc va Dao tgo quy dinh Vé 16 chirc hoat dong, sir dung thir dién tir va trang théng tin dién
1ir cua cde co s¢ gido duc dai hoc, cdc truong cao dc’ing sw pham;

Theo dé nghi ciia Gidm déc Trung tdm Cong nghé thong tin.

@ QUYLT PINH:
| Piéu 1. Ban hanh kém theo Quyét dinh ndy Quy dinh sir dung h¢ thdng thu dién tir
va cac dich vu truc tuyén kém theo thu dién tir trong cong viée di véi cac don vi va vién

chire, nguoi lao dong lam viéc tai Trudng Dai hoc Sai Gon.



2

Pidu 2. Quyét dinh ndy c6 hi¢u lye tit ngdy ky.

Pidu 3. Chanh Vin phong, Trudng Phong T chire Cén bg, Gidm dbéc Trung tim
Cong nghé thong tin, Trudng cic don vj thudce, trie thuge va vién chite, ngudi lao dong
1am viée tai Trudng Dai hoc Sai Gon chiu trach nhi€m thi hanh Quyét dinh nay./.
Noi nhén: HIEU TRUONG
- Nhu Diéu 3;

- HT, céc PHT;
- Luu: VP, TTCNTT, QA.(03).




CONG HOA XA HOI CHU NGHIA VIET NAM
Doclap - Ty do - Hanh phic

QUY PINH
V& vige sir dung h¢ théng thw dién tir
va cdc dich vy trye tuyén kém theo thuw dién tir trong cong viéc
ddi v6i cae don vi va vién chirc, ngudi lao dong
‘ lam viée tai Trudmg Pai hoc Sai Gon
(Kém theo Quyét dinh s6: 5043/QD-PHSG ngay 157/ 4 /2024
cua Hiéu tridng Truong Pai hoc Sai Gon)

Chwong I
NHUNG QUY PINH CHUNG

Diéu 1. Pham vi va déi twong 4p dung

1. Vin ban nay quy dinh viéc st dung hé théng thu dién tir va cac dich vu truc tuyén
kém theo thu dién tir c6 tén mién sgu.edu.vn (sau day goi tit 12 tai khoan email) do Trudng
Dai hoc Sai Gon cép.

2. Quy dinh nay 4p dung véi:

a) Céc don vi thudc, truc thudc Trudng Pai hoc Sai Gon, t6 chire Dang va cic doan
thé chinh trj - xa hoi cling cép ctia Trudng Dai hoc Sai Gon (sau day goi chung 1a cac don
vi);

b) T4 chirc Péng va céc doan thé chinh tri - x4 hoi cling cp véi cac don vi thudc,
tryc thude Truong Pai hoc Sai Gon (sau day goi chung 13 cac té chirc);

¢) Vién chirc, ngudi lao dong 1am viée tai Trudng Pai hoc Sai Gon.

Piéu 2. Giai thich tir ngir

Trong vdn ban nay, cac tir ngit duéi day duge hidu nhu sau:

1. Tai khodn email don vi: 1a tai khoan email ciia cdc don vi dugc quy dinh tai diém
a khoan 2 Piéu 1 ctia Quy ché ndy do nha trudng cép; ding lam phwong tién lién lac,
trao dbi thdng tin, thuc hién c4c cdng viéc trong pham vi chirc ning, nhiém vu va quyén
han cta don vi.

2. Tai khoan email thir c?ip: 1a tai khoan email cta céc td chirc dugc quy dinh tai
diém b khoan 2 Pidu 1 clia Quy ché nay do nha trudng cdp; ding lam phuong tién lién lac,
trao ddi thong tin, thuc hién cac cdng viéc trong pham vi chirc néng, nhi€ém vu va quyén
han cuia t chire do.

2o
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3. Tai khoan email c¢é nhén: 1a tai khoan email ctia vién chirc, ngudi a0 dong do nha
trudng cp; ding lam phuong tién lién lac, trao dbi thong tin, thuc hién cdc cong viéce trong
pham vi nhiém vu duge giao clia vién chire, ngudi lao dong.

4. Cae dich vu trire tuyén kém theo: cdc tién ich mién phf kém theo tai khoan email.

5. Vin ban dién tir: 12 vin ban dudi dang thong diép dir liéu dugce tao lap hodc duge
s6 hoéa tir viin ban gidy va trinh bay ding thé thirc, k¥ thuat, dinh dang theo quy dinh.

Diéu 3. Nguyén tic sit dung tai khoin email

1. Chi dugc sir dung tai khodn email phuc vu nhitng muc dich dugc quy dinh tai
khoan 1, 2, 3 Diéu 2 ctia Quy ché nay.

2. Khéng st dung tai khoan email dé thuc hién cic hanh vi bi nghiém cdm theo quy
dinh ctia phép luét (phat tdn thu c6 ndi dung chéng pha Nha nudc, kich dong bao luc va
chién tranh, phan vén hda, 1éch lac, khong lanh manh, gdy anh hudng x4u dn an ninh
mang, trdt tu an toan x4 hoi...); gui, luu trit trén tai khoan email cac vén ban, tai liéu trai
quy dinh cua phép lut.

3. Khéng sir dung tai khoan email dé phat tan thu rac, virus (cdc phdn mém ddc hai),
don thu khiéu nai, t cdo, vu khéng, boi nho, xic pham danh du va nhén phém, gdy chia
1& ndi bd, mit doan két; cac hanh dong lam anh hudng dén hoat dong hé théng va céac tb
chirc, ca nhan khac.

4. Khong str dung tai khoan email véi muc dich tuyén truyén, quéng ba kinh doanh,
thuong mai hoa.

5. Khéng str dung tai khoan email dé thuce hién cac hanh vi ¢§ y cung cap hoic dé
16 mat khau tai khoan email c4 nhén dé ngudri khac sir dung vao muc dich khong chinh
déng; tu y thay ddi, x6a, hity, sao chép, tiét 16, hién thi, di chuyén trai phép hodc toan bd
noi dung véan ban dién tir.

Diéu 4. Pinh danh tai khoin email

1. Tai khoan email don vi c6 tén mién theo cit phap, cu thé nhu sau:

a) Péi vai cac don vi thude va truc thude nha truong: tendonvi@sgu.edu.vn.

b) Pbi vdi tb chitc Pang va doan thé chinh tr - xa hoi cling cdp clia nha trudng:

- Dang ty trudng: danguy@sgu.edu.vn.

- Cong doan trudng: vpcongdoan@sgu.edu.vn,

- Poan TNCS Hb Chi Minh truong: doantn@sgu.edu.vn.

- Hoi Sinh vién Viét Nam trudmng: hoisv@sgu.edu.vn.
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2. Tai khoan email thir ¢dp c6 tén mién theo cti phép, cy thé nhu sau:

- Chi bd trire thude Dang Gy truong: chibo_tendonvi@sgu.edu.vn.

- Cong doan b phén tryre thugc Cong doan trudng: cdbp.tendonvi@sgu.edu.vn,

- Doan co s¢ trye thude Poan truong: dtn.tendonvi@sgu.edu.vn.

- Lién chi Hgi Sinh vién tryre thugc Hoi Sinh vién trudng: hsv.tendonvi@sgu.edu.vn.

3. Trong thoi gian cong tac va 1am viée tai trudng, mdi vién chirc, ngudi lao dong
theo ddi twong 4p dung clia quy dinh ndy dugc cAp mot tai khoan email c4 nhan véi tén
mién cu thé: hovaten@sgu.edu.vn,

Trong 46, “hovaten” dugc ghi theo cu phép ho va tén dém vidt tht, tén vibt day du.

Trudng hop tring tén mién, nha trudng bd sung thém thong tin ¢4 nhén theo ct

phép:

-L4n 1: B§ sung thdng tin ndm sinh duédi dang “yyyy” vao sau “hovaten”;

- Lin 2: B sung thong tin thang sinh, ngdy sinh dudi dang “mmdd” vao sau
“hovatenyyyy”. '

4. Nhing truémg hop khic do 1anh dao nha trudng quyét dinh.

Piéu 5. Dung lwgng lru trir cac tai khoin email

1. Nha trudng cdp dung huong Iuu trit cho c4c tai khoan email theo 03 mitc sau:
a) Muc 1: 150GB ap dung véi céc tai khoan email don vi.

b) Mirc 2: 70GB 4p dung véi cac tai khoan email thir cép.

¢) Mic 3: S0GB 4p dung ddi véi cac tai khoan email c4 nhan

2. Nhiing trudmg hop dic biét do 1anh dao nha trudng quyét dinh.

Chuwong II
TO CHUC QUAN LY, SUDUNG THU PIEN TU'
VA CAC DICH VU TRU'C TUYEN KEM THEO

Piéu 6. Quy trinh cip, quan 1y va thu hdi tai khodn email

1. CAp tai khoan email don vi

Thoi diém, don vi cAp: Trung tim Cong nghé thong tin ¢6 trach nhigm cép va gui
tai khoan email cho trudng don vi trong thoi gian 03 ngay 1am viéc k& tir khi nhén yéu cau
clia trudng don vi va c¢6 sy phé duyét ciia 1anh dao nha trudng. Mbi don vi duge cép 01 tai
khoan email.

2. Cép tai khoan email thir cdp

T
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Thoi diém, don vi cip: Trung tim Céng ngh¢ théng tin c6 trdch nhiém cip va gl
tai khodn email cho cdc td chire duge quy dinh tai diém b khoan 2 Pidu 1 ctia Quy ché nay
thong qua trudng don vi ciing cip trong thdi gian 03 ngay lam viée ké tir khi nhén yéu ciu
clia trudng don vi ciing cp va ¢6 sy phé duyét ctia 1dnh dao nha trudng, M3i t chte duge
cdp 01 tai khoan email,

3. Cép tai khodn email c4 nhan .

Thoi didm cAp tai khoan email c4 nhan: sau khi vién chtre, ngu&i lao dong hoan
thanh tha tuc tuyén dung tai trudng. Mdi vién chire, ngudi lao dong duge cip 01 tai khoan
email.

Pon vi cdp: Trung tdm Cong nghé thong tin c6 trach nhiém cp va giri danh sch tai
khoan email ca nhén trong thai gian 03 ngay lam viéc ké tir khi nhén danh séch vién chie,
ngudi lao dong méi tuyén dung do Phong T chirc Cén bd cung cz‘ip.

Céc trudng hop ddc biét khac: Trung tim Cong nghé Théng tin s& cip tai khoan
email theo su phé duyét cia lanh dao nha trudng.

4. Khéi phuc mat khiu, tam dimg va thu héi tai khoan email

a) Khdi phuc mat khau: Lanh dao don vi, vién chtrc, nguoi lao dong thuc hién cédc
buéc hudng dan tu dong cua hé théng. Luu y khi nhin duoc tai khoan email 1dn déu, nguoi
st dung cin thay ddi théng tin x4c thuc qua s dién thoai c4 nhin d& tu minh khoi phuc
mat khéu khi quén mét khiu.

b) Tam dimg (khod) tai khoan email khong diang nhap trong vong 06 thang va xin }','
kién ciia lanh dao nha truomg d& thu hdi.

c) Thu hdi tai khoan email trong c4c trudng hop sau:

- Chuyén cong tac, nghi viéc: t5i da 01 tufin sau khi nha trudng ban hanh cic quyét
dinh lién quan.

- Vi pham céc néi dung tai Didu 3 Quy dinh nay: thoi diém thu hoi tuy theo mirc d6
nghiém trong va do nha truong quyét dinh.

- Pbi véi vién chirc dang gi hoc ham gido su, pho gido su hoic hoc vi tién st sau
khi nghi huru hozc nghi hét tudi lao dong hozic két thic hop ddng lao ddng véi nha trudng
nhung van con tham gia c4c hoat ddng nghién ciru khoa hoc tai trudng thi van duge giit lai
tai khoan email cé nhan. Thoi gian gitr lai tai khodn email c4 nhan trong trudng hop nay
do Phong Quan ly Khoa hoc phdi hgp Phong Té chirc Can b theo doi va dé nghi thu hoi,
tam dung theo quy dinh nay.
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Didu 7. Trach nhi¢m cia don vi, vién chire, ngudilao dng trong viée sir dung
tai khodn email va cde djch vu trye tuyén kém theo

1. Trach nhi¢m chung khi sir dung cdc tai khodn email

a) Gi email: Can 6 tiéu d&, ndi dung phai ghi r5 théng tin nguoi giri, don vi giri
(khi giri tr tai khodn émail don vi), trinh bay r8 rang, cu thé, trénh dung céc tir ngu mo hd,
khé hiéu hojic viét tit.

b) Nhén email: Di véi cdc email ctia nha trudng c6 yéu cdu phan hdi, vién chirc,
nguoi lao dong va don vi phai tra 1oi trong thoi gian duoc yéu ciu trong email.

¢) Trong trudng hop ngudi ding nghi ngd bj mét cip mat khdu hogic xuit hién su
cb gdy mit an toan, bao mat ddi véi tai khodn email ciia minh, cin tién hanh thay dbi ngay
mat khiu va béo ngay cho Trung tdim Cong nghé théng tin dé dugc huéng din céc buéde
xtr ly tiép theo.

d) Khi nhén dugc céc thu dén chira ndi dung bi nghiém c4m theo quy dinh tai Piéu
8 Luit An ninh mang ngay 12/6/2018 va Diéu 3 cua Quy dinh nay phai bdo ngay cho lanh
dao don vi va Trung tdm Cong nghé thong tin dé c6 bién phap xir ly kip thoi.

d) Ngudi dung khéng dugc truy cip vao tai khoan email c4 nhan cta ngudi khac
truc tiép hay gi4n tiép hogic truy cap tai khoan email don vi khi khong duge phan cong.

2. Trach nhiém khi sir dung tai khoan email c4 nhan

a) Vién chirc, ngudi lao dong phai dung tai khoan email ¢4 nhan do nha trudng cp
khi lién hé, trao ddi théng tin, thuc hién céc cong viéc trong pham vi nhiém vu duoc giao.

b) Vién chirc, nguoi lao dong c6 trach nhiém kiém tra tai khoan email c4 nhan it
nhit 01 14n/ ngay. _

¢) Thuomg xuyén kiém tra va x6a nhimg thu rc, thu khong con sir dung; dong thoi
tai va luu trit cac thu quan trong cn thiét vé may tinh hoic 4 dia cimg dé tiét kiém dung
luong va ting tbe db truy xuét hé théng,

d) Chju trach nhi€ém bao mét thong tin tai khoan email c4 nhan, khuyén khich thuong
xuyén thay d6i mét khu dé ting cudng tinh bao mat.

d) Chiu trach nhi¢m trudc nha truedong va phap ludt vé néi dung thong tin do minh
dua vao hogc gii di trong tai khodn email c4 nhin va céc tai liéu duoc huu trit trong cdc
dich vy tryc tuyén kém theo trong tai khoan email ciia minh,

3. Tréach nhiém khi sir dung tai khoan email don vi

.

& J5
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a) Truong don vj phan cOng cu thd vién chire, ngudi lao dong phu trach tai khoan
email don vi.

b) Vién chire, ngudi lao dong phu tréch tai khoan email don vj phai bao céo kip thoi,
thudng xuyén cdc cong viée trong tai khoan email don vi cho truéng don vi.

¢) Trude khi giri email tir tai khoan email don vi, vién chirc, ngudi lao dong tai
khoan email don vi phai bdo cdo trudng don vi ndi dung giri email; sau khi truéng don vi
thong qua, ngudi phu trach thye hién giti email, ghi 18 thong tin ngudi g, déng thoi g
email d6 theo ché d6 cc (carbon copy) cho trudng don vi.

d) Vién chirc, ngudi lao ddng phu trach tai khoan email don vi khi chuyén cong tic
hodc nghi viéc phéi thue hién ban giao. Trudng don vi phdn céng vién chirc, ngudi lao
dong khac tiép nhan va tién hanh thay dbi mat khiu, sb dién thoai dugc lién két voi tai

khoan email (néu co).

Chuong III
PIEU KHOAN THI HANH

Didu 8. Trach nhiém ciia Phong T chirc Cén bj

Cung cép kip thdi thong tin vién chic, ngudi lao dong tuyén dung moi, nghi viéc,
chuyén cong tac dén Trung tdim Céng nghé thong tin theo biéu miu quy dinh.

Diéu 9. Trach nhiém ciia Trung tim Cong nghé thong tin

1. Thuc hién dung quy trinh cép, thu hoi, tam dung tai khoan email.

2. Chiu tréch nhiém trong quan tri hé théng.

3. Pam béo an toan thong tin cho h¢ théng, tiép nhéan va xt ly cac su cb xay ra trong
qua trinh st dung thu dién tir clia vién chic, nguoi lao dong.

Pidu 10. Xt Iy vi pham

Moi vi pham phai dugc diéu tra, 1am 3. Ngudi ¢ hanh vi vi pham, tiy theo tinh
chét, hau qua, téc hai gy ra s€ bi xtr ly ky luét, xtr ly vi pham hanh chinh hoic truy ctru
trach nhiém hinh su theo dung quy dinh cta phép luét.

Piéu 11. TH chirc thwe hién

1. Trudng céc don vi thudc va truc thudc nha trudong chiu trach nhiém phd bién,

quén triét, kiém tra viéc thuc hién Quy dinh nay t6i toan thé vién chirc, ngudi lao dong.
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2. Trung tAm Cong ngh¢ thdng tin cht trl, phdi hop véi Phong Thanh tra — Phép ché
theo ddi, don déc, kiém tra tinh hinh thye hién Quy dinh; kip thdi bdo cdo Higu trudng va
tham muru hinh thire x\r ly khi phdt hi¢n hanh vi vi pham.,

3. Trung tdm Céng nghé thong tin chu tri, phdi hop véi céc don vi theo dai, tong
hop céc vuéng mic trong qué trinh thue hién Quy dinh dé kip thoi kidn nghi stra déi, b
sung va hoan thién Quy dinh.

4. Trong qﬁé trinh thye hién, phat sinh khé khan, vuéng méc, dé nghj c4c don vi glri
y kién phan 4nh béng vin ban vé Trung tim Cong nghé thong tin dé tng hop, trinh Hiéu
trudng xem Xét, quyét dinh./.

TRUONG PAI HQC SAI GON




