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1. Muc dich:
Quy dinh cac bude st dung phong may cta thw vién.

2. Pham vi 4p dung:

Quy trinh 4p dung cho can b thu vién phuc vu tai phong may, ban doc sur dung

phong may.

3. Tir viét tit:

CBTV: Can bg thu vién

4. N§i dung quy trinh:

4.1. Tém tit quy trinh:

QUY TRINH PHUC VU TAI PHONG MAY

Khéi dong hé théng méy tinh va phin mém quan ly

l

Kiém tra hé thng may tinh va phin mém quan ly

X

CAp may tinh cho ban doc cé yéu cdu

!

Theo d&i hoat dong cua may tinh va ndi dung truy cap
cua ban doc

l

Ban doc trd may

'

Thong ké, bao cdo
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4.2. Mo ta cac budc thirc hién quy trinh:

Tém tit Quy I Nguoi thue | Hb so lién
trinh 0 ta cong viec hién o
Buoe 1: Khai | CBTV chikhoi dong hé thong may tinh khi
dong hé thén g nguon dién tai don vi 6n dinh CBTV
may tinh va phén
mém quéan ly
Budic 2: Kibmtra | - Hé thong may tinh, dudng truyen mang va
hé théng méy phan mém quan ly t6t s& dua vao hoat dong khi CBTV
tinh va phan ¢d yéu cau.
mém quan 1y - Hé thong may tinh, duong truyen mang va
phin mém quan ly gap su co CBTV s€ lap bién
ban va tién hanh stra chira, cai dat lai dbi v&i
nhiing su c¢b nhe, dbi vai su c¢b ning, khéng xr
ly dugc CBTV sg tr inh Lanh dao xu ly.
Bude 3: CAp may Ban doc c6 nhu cau st dung phong may lién hé
sinh i ban doe | ¥ tiép tai quiy thu thu dé duoc hudng dan va Ban doc
c6 yéu oha nhin may duoc cho phép sir dung.
Bude 4: Theo dbi | - Trong qua trinh st dung, may tinh gép su co Noi qui, Qui
hoat dong ciia hu hong, dudng truyen mang internet khong 6n CBTV dinh ctua
ma{y tinh v 0 dinh, CBTV sg& chuyen ban doc sang may khac Thu vién
dung truy Cﬁp- dé tiép tuc st dung. Pong thoi, CBTV s& tlen
ofia ban doc hanh stra chita, cai dit lai dbi voi nhig sy cb
o nhe, ddi véi su cb ning khong xur ly duoc
CBTYV s& viét bao cdo va dé nghi trinh Lanh dao
xu ly.
- Trong qué trinh str dung, ban doc lam hu hong
tai san, tai liéu cua Thu vién, CBTV s& cho may
tinh ngung hoat dong, 1ap bién ban va xu Iy vi
pham theo ndi qui, qui dinh cta Thu vién.
- Trong qua trinh sir dung, ban doc truy ¢dp vao
trang Web c6 ndi dung khong lanh manh, nhing
trang Web c6 tinh phan dong chdng ph4 nha
nuée CHXHCNVN, cling nhu vi pham n6i quy,
quy dinh ctia Thu vién ... CBTV s€ cho may
tinh ngung hoat ddng, l4p bién ban va xu ly vi
- pham theo ndi qui, qui dinh cia Thu vién.
Bude 5: Ban doc | Ban doc lién hé tai ban thu thu ctia phong may Ban doc
trd may dé lam thu tuc trd may
Théng ké, bao cdo tinh trang hoat dong cua CBTV

Budc 6: Thong
ké, Bao cao

phong mdy va s6 luong, ndi dung truy cép

5. Danh muc cdc biéu mdu sit dung trong quy trinh:

- Bién ban su c0;

- Théng ké&, Béo cdo hoat dong phong may.



