BO GIAO DUC VA DAO TAO ~ CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG PAI HQC TAY NGUYEN Déc 1ap — Tw do — Hanh phac

86451/ /QD-PHTN Pak Lik, ngayrfthanggadm 2023

QUYET PINH

Vé viéc ban hanh Quy dinh vé cz‘ip va sir dung hé théng thu dién tir trong
hoat dong ctia Truwong Dai hoc Tay Nguyén

HIEU TRUONG TRUONG PAI HQC TAY NGUYEN

Can ca Quyét dinh s6 298/CP ngay 11/11/1977 cua [oi dong chinh phu vé
vi¢c thanh lap Truong Dai hoc Tdy Nguyén;

Can cir Luat Coéng nghé Thong tin ctia Qudc hoi s6 67/2006/QH11 ngay 29
thang 6 nam 2006;

Can cu Ludt An ninh mang ctiia Qudc hoi s6 24/2018/QI114 ngay 12 thang 6
nam 2018;

Cian ctr Vin ban hop nhit Luat Cong nghé thong tin s6 10/VBHN-VPQH ngay
12 thang 12 ndm 2017;

Can cir Nghi dinh s6 85/2016/ND-CP ngay 01 thang 7 nam 2016 cta Chinh
pht vé bao dam an toan hé théng thong tin theo cap do:

Can ¢t Thong tu s6 31/2017/TT-BTTT1 ngay 15 thang 11 nam 2017 cua Bo
trudng Bo Thong tin va Truyén thong quy dinh hoat dong giam sat an toan hé
théng thong tin;

Can cir Thong tu s6 12/2022/TT-BTTTT ngay 12 thang 8 nam 2022 cua B0
trudng Bo Thong tin va Truyén thong quy dinh chi tiét va huéng dan mot sb dicu
cta Nghi dinh s 85/2016/ND-CP ngay 01 thang 7 nim 2016 ctia Chinh phi vé
bao dam an toan hé thdng thong tin;

Can cir Chi thi s6 34/2008/CT-TTG cta Thi twéng Chinh phu vé viée ting cudng
st dung hé thdng thu dién tir trong hoat dong ctia co quan nha nudc.

Xét dé nghi ctia Ong Trudng phong Truyén thong va Tu van Tuyén sinh.

QUYET DPINH:
" Pidu 1: Ban hanh kém theo quyét dinh nay “Quy dinh vé cdp va su dung hé

4th6ng thu dién tr trong hoat dong cua Trudong Dai hoc Tay Nguyén”
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Picu 2: Quyét dinh nay cé hi¢u luc thi hanh ké tir ngay ky.

Dicu 3: Thu trudng cac don vi, can bd, cong chic, vién chire, nguoi lao dong,

hoc sinh. sinh vién va cac t6 chirc ca nhan c6 lién quan chiu trach nhi¢m thi hanh

quyét dinh nay. /My

Noi nhén:

-Cac don vi;

= WL, cac PHT;

- Luu: VT, P.TT&TVTS;
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BO GIAO DUC VA DAO TAO  CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG PAI HOC TAY NGUYEN Pédc 1ap — Tw do — Hanh phiic

QUY DINH
Vé cflp va s dung h¢ thong thu dién tir trong hoat dong cua
Truong Dai hoec Tay Nguyén
(Ban hanh kém theo Quyét dinh s6454/0B- BPHTN ngay . F thang.Z-.ndm 2023 cia Hiéu
Truong Truong Dai hoc Tay Nguyén)

CHUONG I
QUY DINH CHUNG

Piéu 1. Pham vi, dbi twong ap dung

1. Quy dinh dugc ban hanh vé cép va sir dung hé thong thu dién tir dé trao dbi thong
tin dién tr trong hoat dong cua Truong Dai hoc Tady Nguyén (Trudng DITTN).

2. Quy dinh nay ap dung cho tat ca cac ca nhdn, cac don vi, cac doan thé thudc va truc
thudc Trudng Dai hoc Tdy Neuyén quan 1y; cac ca nhan va td chie dang 1am viée dai han
tai Truong Pai hoc Tady Nguyén. Sau day, dugc goi chung la cac ca nhan va don vi trong
Truong Dai hoc Tay Nguyén.

Diéu 2. Giai thich tir ngir

Trong quy ché nay cac tir ngir dudi ddy duoc hiéu nhu sau:

a. Thu dién tir (e-mail) 1a phuong tién lién lac, trao dbi thong tin théng qua cac hop thu
dién tr trén Internet cha cac t& chic va ca nhan; Mdi hop thu cé tén gém: [tén-
riéng]@[tén-mién|.

b. Tén-mién (domain name) cua co sé gido duc dai hoc 1a tén ding ky s¢ hitu cua
Truong Dai hoc Tay Nguyén trén mang Internet. Tén mién cua Trudng Dai hoc Tay
Nguyén co mau nhu sau: ttn.edu.vn, ms.ttn.edu.vn, sv.ttn.edu.vn hodc *.ttn.edu.vn

c. Thu rde 1a thu dién tir duoc giri dén ngudi nhan ma ngudi nhan do khong mong mubn
hoaé khong ¢ trach nhi¢m phai tiép nhan.

d. Vi-rut mady tinh (virus) la chuong trinh may tinh c6 kha néng lay lan, gdy ra hoat
dong khong binh thuong cho thiét bi s6 hoic sao chép, stra doi, x6a bo thong tin luu trir

trong thiét bi so.



c. Sur dung bo ma cac ky tr chir Viét theo tiéu chudn TCVN 6909:2001 1a viée sir dung
cac kiéu chir (font) thudc bang ma Unicode dé biéu dién Tiéng Viét.

Pi¢u 3. Nguyén tic dinh dang

I. Cac thong tin dién tir trao ddi trong hé thong thu dién tir ctia Truong Dai hoc Tay
Nguyén thuc hién theo Quyét dinh s6 72/2002/QD-TTg ngay 10/6/2002 cia Thi tudng
Chinh phu vé¢ viée thong nhat dung bd ma cac ky tu chir Vict theo tiu chuan TCVN
6909:2001 trong trao ddi thong tin dién tr gitta cac td chirc cia Dang va Nha nudc.

2. Tiéu chuéan vé truy cap thong tin thuc hi¢n theo quy dinh tai thong tu s6 017201 1/1°1-
BITTT cua Bo Thong tin va Truyén thong vé Cong bd Danh muc tiéu chuén ky thuat vé
rng dung cong ngh¢ thong tin trong co quan Nha nudc.

3. Ngon ngit sir dung trong thu dién tir bing ngdn ngir tiéng Viét c6 dau, chi sir dung
ngoai ngit trong cac giao dich véi nudc ngoai hoic c¢é yéu td nude ngoai.

Piéu 4. Cic hanh vi nghiém cim

I. Céc hanh vi bi nghiém cim theo quy dinh cua phap ludt va cac quy dinh c6 lién quan
khac cuia Nha nudc.

2. Khong ¢d ¥ luu chuyén trén hé thdng thu dién tir cac van ban. tai lidu ¢ tinh mat
thco quy dinh cua phap luat.

3. Khong cdy phat tan thu réc, virus va cac hanh dong lam anh hudng dén hoat dong
ctia hé thong.

4. Tuyét déi khong phat tan, chuyén tiép thu co noi dung van hoa ddi truy, chong pha
Nha nude, kich dong bao luc va chién tranh, gy chia r& doan két giita cac dén tdc, giita

cac 10n giao va cac don thu khicu nai, t6 cdo, boi xau nha truong, gay chia ré ndi bo.

CHUONG II
TO CHUC, SU DUNG, QUAN LY HE THONG THU PIEN TU

Diéu 5. Hé thong thu dién tir Truong Dai hoc Tay Nguyén

1. 11¢ théng thu dién tir Truong Pai hoc Tay Nguyén (goi tit 1a “ITNUmail”) do Phong
Truyén thong va Tu van Tuyén sinh (Phong TT&TVTS) chiu trach nhiém cip phat va thu
hoi.

2. TNUmail duoc cung cip mién phi cho tt ca cac ca nhan va don vi trong Trudng Dai
hoc Tay Nguyén vai muc dich phuc vu cho viéce trao ddi thong tin trong cong tac, hoc tap,

nghién ctru va gidng day;



3. Dia chi cua hop thu dién tir trong TNUmail c6 dang: [tén-tai-khodn]@ttn.edu.vn,
[tén-tai-khoanj@ms.ttn.edu.vn hodc [tén-tai-khodan]@sv.ttn.edu.vn

Diéu 6. Quy trinh cép méi, cap lai, quan ly va thu héi hop thu di¢n tur

1. Viée cfip mai s¢ ap dung cho céc cd nhan lam viée tai Truong véi thoi gian it nhat la
| nam va chua timg ding ky str dung. Cu thé cho ting déi tuong nhu sau:

a. Di vdi can bd, nhan vién, giang vién va tinh nguyén vién méi duoc luyén dung hoac
méi chuyén dén cong tac tai Truong, cic ca nhan nay c6 thé dang ky theo nhom thong
qua don vi quan ly, hodc cAm theo quyét dinh tuyén dung hodc diéu chuyén dén dang ky
truc tiép tai van phong Phong TT&TVTS.

b. Déi vai céc ca nhan la sinh vién, hoc sinh cua Truong s¢ dugc cép vao dau khoa hoc
theo danh séch triing tuyén va nhap hoc. Déi véi sinh vién, hoc sinh mai chuyén dén gitra
khoa hoc cam thco quyét dinh tiép nhan dén dang ky truc tiép tai van phong Phong
TT&TVTS.

2V ie cép lai, kich hoat lai tai khoan, thay ddi tai khoan duoc ap dung déi vai céc ca
nhan di dugc cap hop thu dién tir nhung vi 1y do nao do, chang han nhu: chuyén déi cong
tac, doi ho tén, quén mat khau, sinh vién tdt nghi¢p duoc gitr lai Truong, bi khéa hop thu
do quéa 3 thang khong st dung, ...). Céc ca nhan nay lam dé nghi thco mau (cung cép
tai https://www.ttn.ecdu.vn) hodc lién hé véi Phong TT&TVTS dé biét chi tiét.

3. Céc hop thu dién tr khong truy xuat (login) trong thoi gian 03 thang s¢€ tr dong bi
hé théng v6 hiéu hoa. Cac ca nhan ¢ nhu ciu su dung lai can thuc hién theo khoan 2 cta
diéu nay.

4. Viéc thu hoi cac hop thu di¢n tr ap dung trong céc truong hop sau:

- Tai khoan TNUmail sé bi tur dong vo hi¢u héa hodc thu héi trong trudng hop nguoi
dung vi pham cac théa thudn vai nha cung cép dich vu thu dién tir (Gmail, Qutlook).

- Tai khoan TNUmail ciing s& bi thu hdi trong trudng hop ngudi dung vi pham cac
quy dinh ctia Nha nudc, hodc quy dinh vé viée str dung tai khoan TNUmail.

- Tai khoan TNUmail ciing s& bi thu hoi trong trudng hop can bd nghi cong tac va
sinh vién thoi hoc hogc da tét nghiép tai Truong Pai hoc Tdy Nguyén.

- Can b str dung email, trudng don vi va phong T chirc Can bd phai ¢6 trach nhicm
thong bao lai (khong qua 3 thang) véi Phong TT&TVTS trong truong hgp can b nghi

cong tac tai Trudong Dai hoc Tay Nguyén dé hiy bo hop thu.



- Phong Cong tac Sinh vién, Phong Dao tao ¢6 trach nhiém thong bao lai (khong qua
3 thang) vdi Phong TT&TVTS truong hgp sinh vién thoi hoc hoac da t6t nghiép tai
Truong Dai hoc Tay Nguyén dé huy bo hop thu.
- Trong truomg hop huy bd hdp thu, can b, sinh vién c6 thém 30 ngay sir dung hop

thu dé sao luu nhitng dir liéu quan trong. Sau 30 ngay tai khoan email s€ bi hiy bd.

5. Trong truong hop can gitr lai hop thu dé lién lac, nguoi st dung can lam don va c¢é
su dong v ctia Ban Giam hi¢u, phong T4 chie Can bo va Phong TT&TVTS.

Dicu 7. Tén hop thu dién tir

Céc ca nhan, don vi trong Truong Dai hoc Tay Nguyén dugc dang ky, quan ly va su
dung hop thu dién tir cta Truong theo céc khoan ¢ diéu 6; Mdi hop thu dugc cép ¢o dia
chi hop thu 1a duy nhét duoc dat theo nguyén tic ngén gon, khong tring lap, d& nhé va dé
tim. Cu thé nhu sau:

- Dia chi danh cho can bd: [tén-nguoi-dung|@ttn.edu.vn hoac

[tén-nguoi-dung|@ms.ttn.edu.vn

- Dia chi danh cho sinh vién: [mssv|@sv.ttn.cdu.vn

- Dia chi danh cho don vi khoa: khoa[tén-khoa]@ttn.edu.vn

- Dia chi danh cho bd mon thudc khoa: bomon[tén-bd-mon|@ttn.cdu.vn

- Dia chi danh cho don vi phong ban chure nang: phong[tén-phong|@ttn.cdu.vn

- Dia chi danh cho 16p: [tén-16p|@sv.tin.cdu.vn

- Dia chi danh cho cac don vi va (6 chure con lai: [tén-don-vi|@ttn.edu.vn

Trong do:

- Tén-ngudi-dung la ho tén cua ca nhin dugc viét tat phan ho va chir 16t; néu bi tring

ho va tén thi ghi ddy du phin chir 16t lién ké phan tén.

- MSSV la ma s sinh vién

- I'én-khoa, tén-phong, tén-16p va tén-don-vi dugc viét tit cac chir dau trong phan tén.

Ngoai ra, khi cac don vi ndi chung can sir dung dia chi hop thu cho mdt nhoém céc thanh
vién (thuong goi la: mailling-list, email cho nhom) s¢ duoc dat tén theo nguyén tic tuong
tu nhu trén. Mot sb truong hop dac biét, dia chi email cho nhoém s¢ dugc dat theo tén tiéng
Anh tuy yéu cau chinh déng ctia don vi quan ly.

Danh sach tén cac hop thu s¢ duge goi 1a “Danh ba thu din wr”.

Picu 8. Sir dung thu dién tir trong céng tac hanh chinh, diéu hanh



I. Cac ca nhan, don vi trong Truong Dai hoc Ty Nguyén phai dung hop thu dién tir
ctia Trudng cung cip (TNUmail) khi giao dich cong tac vai cac td chire, ca nhan trong va
ngoai Truong.

2. Céc loai théng tin, van ban co thé st dung thu dién tir dé trao ddi, thong béo, didu
hanh va quan ly:

- Thong tin chi dao, diéu hanh cua lanh dao:

- Lich cong tac cua ca nhan, don vi;

- Céc tai liéu trao doi phuc vu cong viéc cua don vi, tai liéu hoc tap, nghién ctru, tai
liu phuc vu cac cudc hop, bao cdo chuyén dé:

- Vin ban gtri dén céc ca nhan, don vi dé biét, hodc dé xur 1y;

- Thu moi, cong vén, ké hoach, bao cdo, cac thong tin chi dao, diéu hanh cta lanh
dao va cac van ban khac.

- Thong bdo vé viéc tai van ban co gia tri phap ly dugc dang tai trén trang wceb cua
céac co quan dang, nha nudc;

4. Cac vian ban dugc chuyén qua hé thong thu dién ti theo dung quy dinh cua phap luat,
dugc dam bao xac thuc trong giao dich dién tir s& c6 gid tri phap ly twong duong véi vin
ban gidy va co quan, don vi, hodic ca nhan guri c¢6 thé khong phai giri thém vin ban gidy.

Dicéu 9. Sir dung thu dién tir trong cdng tac hoc tap, giang day va dao tao

Cac giang vién, gido vy, sinh vién, hoc sinh va cac don vi lién quan dén cong tac dao
tao c6 trach nhiém dung h¢ théng thu dién tir dé gui cac loai hinh thu dién tr nhu sau:

- Thong tin, thong bao vé viéc hoc, day, kiém tra va thi ct.

- Céc loai tai li¢u hoc tdp va nghién ctru cho giang vién, nguoi hoc ¢o lién quan.

- Trao doi thong tin vé viéc day-hoc giita giang vién va ngudi hoc.

- Tham do, léy y kién vé ngudi day, ngudi hoc, chuong trinh dao tao va cac ndi dung
hoat dong khéc sau khi nguoi hoc tot nghiép.

Piéu 10. Phan mém quén ly hop thuw dién tir

Ngudi dung c¢6 thé giri, nhan va quan Iy hop thu dién tir cua Truong Dai hoc Tay
Nguyén qua cac hinh thire sau:

1. Doi voi mail @ttn.edu.vn st dung hinh thirc quan ly thu dién tor qua trang web tai

dia chi: https://mail.google.com/
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2. Déi v6i mail @ms.ttn.edu.vn va @sv.ttn.edu.vn st dung hinh thirc quan ly thu

dién tr qua trang web tai dia chi: https://outlook.office365.com/

3. Mail @ms.ttn.edu.vn va @sv.ttn.edu.vn dugc st dung dé dang nhédp vao trang

https://www.ollicc.com/ dé st dung bd cong cu Office365.
Picu 11. Pon vi quéan ly hé théng thu dién tir Truomg Dai hoc Tdy Nguyén
Phong TT&TVTS la don vi chiu trach nhiém:

- Quan tri toan bd hé théng thu dién tir cia Truong Dai hoc Tay Nguyén.

- Dam bao cho Hé théng thu dién tir ctia Truong Dai hoc Ty Nguyén hoat dong on
dinh, lién tuc (24/24), thong sudt va thuan tién khi st dung.

- Dam béo su an toan thong tin ctia hé thong thur dién tir.

- Quan ly viéc cdp méi, thay dbi, thu hoi hop thu dién tur.

- Tiép nhan va xir ly cac su ¢d xay ra trong qua trinh str dung thu di¢n tr cta cac don
vi va ca nhan trong toan truong.

- I.&n ké hoach td chire cac 16p boi dudng, tap hudn, huéng dan cho ngudi dung khai
thac va st dung ¢6 hiéu qua Hé thong thu dién tir ctia Truong Dai hoc Tay Nguyén.
Picu 12. Trach nhiém ciia nguoi sir dung hop thu dién tir
Mdi ¢4 nhan dugc cp hop thu hodc dugc phan cong quan ly hop thu dién tir cia don

vi phai c6 trach nhiém:

1. Khéng thuc hién nhitng hanh vi bi nghiém cim & dicu 4.

2. Thuong xuyén kiém tra thu dién tir dinh ky trong ngay:

- Déi véi CB-NV-GV lam gio hanh chinh phai kiém tra thu dién tir it nhét 04
ldn/ngay; twong tng it nhit phai kiém tra it nhat 01 1an & dau gio va 01 ldn cudi gio
ctia mdi budi lam viéc;

- D&i voi nhitng truong hop con lai: it nhit 01 lan/ngay.

3. X ly va phan hoi thong tin phuc vu cong tac theo trach nhi¢m va quyén han duoc
phan cong; Trong trudng hop can co thoi gian xir Iy trén 02 ngay, phai sdm thong bao
da nhan dugc thu dién tir cho ngudi goi cham nhat 1a 01 ngay.

4. Pdi v6i cac thu quan trong, phai xac thuc lai ngudn gbc noi dung thu véi nguoi

eui qua cac hinh thuce lién lac khac.
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5. Quan ly va luu trir ndi dung thu dién tr trén may chua hop ly; Dinh ky x6a nhiing
thu dién ttr da cii khong con gia tri dé tiét kiém dung luong va ting tde do truy xudt hé
thdng.

6. Chiu trach nhiém vé noi dung théng tin do minh dua vao hodc gui di trong hop
thu minh quén ly.

7. Quan ly an toan thdng tin vé tai khoan, mat khau va noi dung cua hop thu dién i
duoc cép, hodc duge phan cong quan 1y.

8. Khong truy nhap vao hép thu ctia ngudi khéc, khong dé ngudi khac st dung dia
chi, hop thl{ dién tur cua minh.

9. Han ché str dung hop thu cia Truong vao nhirng viéc mang tinh riéng tu. ciing
nhu sir dung hop thu dién ttir mién phi khac (nhu Hotmail, Gmail, ...) dé trao déi thong
tin trong qua trinh xu ly cong viéc.

10. Khi nhén dugc céc loai thu phan dong, kich dong, c6 ndi dung khong lanh manh,
... hodc phat hién hién tuong gdy rdi, lam mat an ninh, an toan thong tin trén mang, can
nhanh chéng thong bao ngay cho Phong TT&TVTS dé ¢6 bién phap xir ly thich hop.
Piéu 13. Trach nhiém cac don vi lién quan
1. Trudng don vi phai bd bién quy ché nay trong don vi va phan cong cu thé ngudi chiu

trach nhiém quén ly va xur ly cong viéc khi tiép nhan cac thong tin qua hop thu dién tr
cua don vi.

2. Khi ¢6 quyét dinh chinh thire cta cac dot tuyén méi hodc thay dbi nhan su ¢ cac don
vi, Phong T6 chirc Céan bo chiu trach nhiém 1ap danh sach thong bao cho can bg phu trach
hé théng thu dién tr qua dia chi: thongtin@ttn.edu.vn

3. Khi ¢6 quyét dinh chinh thirc ciia cac dot tuyén sinh méi, thdi hoc hodc 16t nghiép,
Phong Céng tac Sinh vién, Phong Dao tao chiu trach nhiém lép danh séch thong bao cho
can bo phu trach hé th(”')ng_,thu di¢n tr qua dia chi: thongtin@ttn.edu.vn

4. [.anh dao don v1 c6 trach nhiém hd trg cac ca nhan thudc don vi minh quan 1y trong
viéc dang ky st dung hé théng thu dién tir cia Truong Dai hoc Tay Nguycén.

5. Trudng, phé don vi cac cip trong toan trudong phai la nguoi di dau, guong mau sir

dung hop thu dién tir trong cdng tac diéu hanh, quan ly, giai quyét cong viéc.
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6. Cac giang vién, gido vu, sinh vién, hoc sinh va cac don vi ¢6 trach nhiém dung hé

lhéng thu dién tr cuia truong khi can lién lac, trao doi qua thu dién tir trong cac hoat dong
cua Nha truong.

7. Trong qué trinh str dung, néu ¢6 truc tric hodc su ¢d vé hé thdng thu dién tir, cac cd
nhan va don vi tham gia hé thong thu dién tr cia Truong Dai hoc Tay Nguyén phai ¢6
trach nhi¢m vu thong bao cho Phong TT&TVTS.

Piéu 14. Thanh tra, kiém tra va xir ly cac treong hop vi pham

T4t ca cac hop thu dién tr cua Truong Dai hoe Tay Nguyén déu phai chiu su thanh tra,
kiém tra va xir ly cta cac co quan nha nudce ¢ tham quyén theo quy dinh cua phép luat;

Cac truong hgp bi phat hién vi pham trong qua trinh st dung, tuy thco murc do sai
pham, cac nhan hodc don vi s€ bi xur ly theo quy dinh ctua Nha truong, hodc cao hon theo

quy dinh, phéap luat cua Nha nudc.

CHUONG 111
TO CHUC THUC HIEN

Piéu 15. Hiéu lwe va trach nhi¢m thi hanh
I. Quy dinh nay ¢6 hié¢u luc ké tir ngay ky quyét dinh ban hanh.
2. I'rach nhi¢m thi hanh

a) Phong TT&TV'TS c6 trach nhi¢ém hudng dan thuc hién, kiém tra; Cac don vi, ca
nhan trong Truong cé trach nhi¢m thi hanh quy dinh nay.

b) Trong qué trinh thuc hién, néu c6 nhitng van dé chua hop ly, kho khan,
vudng mic, cac don vi cin phan anh véi Phong TT&TVTS dé tong hop va trinh Lanh
dao Nha truong xem x¢ét stra doi, bd sung Quy dinh cho phu hop. //u/y
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