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cap cc
mach [Hub, Switch); diu kia duac d4u noi vao Outlet co jack cim va 01 soi cap d6 k6t 

/ f

noi dejn may tinh.

”hiet bi mang may tinh bao gom:

• Switch: He thong chuy£n mach chinh va nhanh tai cac toa nha/ phong.
f f

• Router: He thong may chu cung cap cac dich vu mang may tinh.
• Firewall: Tuong Itra bao ve he thdng mang may tinh.

- CNTT: Cong nghe thong tin.

BENHVIEN BA KHOA 
TiNH quang ninh

MUC DICH 
f r r r

Quy dinh thong nhat each thuc quan ly he thong thong tin va xii ly cac su cd lien 
quan nham dam bao he thong duoc van hanh va duy tri tot, dap ung yeu cau su dung va 
quan ly cua Benh vien da khoa tinh Quang Ninh.
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cho 1 
nhieu
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. PHAM VI•

Trach nhiem ap dung: bo phan CNTT va cac khoa phong.

. TAI LIEU VIEN DAN

[ieu chu^n TCVN ISO 9001:2015,.

4. DINH NGHIA/VIET TAT

S erver (may chu): May chu duoc dinh nghia la mot loai may tinh chuyen biet dung 
•> ' * f ,

de cung cap djeh vu cho nhieu may tinh khac duoc ket noi tdi may chu thong qua mang 
internet hoac mang cue bo LAN, co bo vi xu ly (CPU) tdc do cao, bo nhd (RAM) va 6 
dla cung (HDD hoac SSD) dung luong Ion.

Workstation (May tram): La mot may tinh duoc thidt kd danh dd chay cac ung 
dung ly thuat hoac khoa hoc. Muc dich chinh cho viec tao ra may tinh nay la dd phuc vu 

« • • * ‘t f f

[ ngudi tai 1 then diem, co the ket noi vdi nhau qua mang may tinh va phuc vu 
i user cung luc.

f r r

Ket noi mang may tinh: La tuyen cap may tinh duoc di trong nep nhua hoac mang 
tinh tham my, mot dau duoc dau noi vao thiet bi mang cue bo nhu thiet bi chuyen
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5. NQI DUNG QUY TRINH

5.1 Track nhiem quan ly phong m^y cbu

Can bo, nhan vien bp phan CNTT dupe phan cong theo chuc nang. nhiem vu chiu 
track nhiem thi hanh va quan ly phong may chu.

♦

Bo phan CNTT phai lap so theo doi boat dong cua phong may chu theo tung ca 
true. So a dang file mem khong cho sua noi dung sau khi luu. duoc dat tai phong may 
chu va in luu vao cuoi nam.

Ca true trong ngay co track nhiem theo doi tat ca cac thong so ky thuat. trang 
thiet bi phone may chu va ghi vao sd theo doi.

5.2 Quy dink an loan phong may chu

5.2.1. Dam bao an loan ve dien

Phong may chu phai duoc su dung nguon cung cap lien tuc thong qua thiet bi luu 
\ f \ f

dien (UPS) nham cap dien lien tuc dap une yeu cau ky thuat cho cac thiet bi trong phong 
may chu.

Phong may chu ph^i dupe trang bi nguon cung cap dien thong qua he thong may 
phat dien nham dam bao boat dong lien tuc khi dien luoi bi mat. Phcii cd thiet bi chuyen 
doi tu dong giua dien ludi va dien may nd.

Phong may chu va cac khu vuc cd lien quan phai dupe lap dat he thong chdng sdt, 
he thong tiep dat dung tieu chuin ky thuat. He thong chdng set dupe lap dat cho dien 
nguon. he thong dudng truyen tin va cho tda nha.

He thong nguon dien, day dan. thiet bi dien phai dupe lap dat thiet kd dung tieu 
chuan ky thuat de dim bio an toan cho ngudi va tai sfcn san trong phong mdy chii.

5.2.2. Dim bHo an loan phong chay, chua chdy

Phong miy chu phai dupe trang bi he thong cinh bdo chdy nd. he thdng chua chay 
' s f

phu hpp vdi yeu cau ve an toan cho thiet bi CNTT. Cac thiet bi bdo chdy, phdng chdy 
phdi dupe kiem tra theo dinh ky 6 thdng 1 lan de dam bdo cdc tinh nang ky thuat, ludn 
trong trang thdi sdn sang boat dpng.

Tuy?t doi khong dupe de vdt lieu, dung dich dd chdy nhu xdng, dau, hda chit va 
cdc vat dung khde trong phong mdy chu.

5.2.3. Not quy lam viec trongphong mdy chu

Npi quy phai dupe niem yet trudc phong mdy chu dd ydu cau cdc don vi cd nhan 
lam vide trong khu vuc nay thuc hidn dung quy dinh ve an ninh, an toan. Phdi pho bidn 
npi quy trudc khi cho ngucri vao phong mdy chu.

*
5.2.4. Kiem sodt ra, vdophong mdy chu
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may chu deu phai co Lenh ra, vao phong may chu. trong do xac dinh ro noi dung

BENH VIEN DA KHOA 
TINh QUANG NINE

s noi bo dugc phep sur dung chia khda du phong thu hai de vao phong may chu xu 
zo va co trach nhiem thong bao Truong bo phan CNTT.
— x - .   
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Phu trach bo phan CNTT quan ly, kiem tra, giam sat viec tuan thu, chap hanh cua 
nhan vien trong don vi.

truon

Truong hop ngoai gid hanh chinh xay ra su cd ve an ninh, chay nd, chap dien thi 
bao v 
lysu

^Cet thuc ca true, can bd, nhan vien true quan tri phai ban giao chia khda cho ca 
true tiep theo dong thdi ky bien ban ban giao ca true vao sd theo ddi true quan tri.

I r 4Chia khda phai duoc dam bao tuyet ddi an toan va giao ngudi quan ly cu the. 
Truong hop hong, mat phai bao cao bd phan CNTT de tien hanh thay thd kip thdi.

5.2.6 Quan ly ve tai san thuocphong may chit

Tai s£n dat tai phong may chu phai duoc quan ly chat che, kidm ke theo che do. 
Tai san mang ra, vao phong may chu phai duoc phep cua Trudng bo phan CNTT va 
duoc ghi chep ro rang, cd ky nhan cua ngudi thuc hien. Can bd, nhan vidn phu trach cd 
trach nhiem lap sd theo doi cac thidt bi, tai san trong phong may chu.

5.2.7 Bao ditffng thiet bi trongphong may chu

can bd,

C an bo, nhan vien true quan tri lam nhiem vu kiem soat ra, vao cd trach nhiem 
dam bao an toan cho phong may chu, ngan ngua viec su dung trai phep cac thiet bi ha 
tang, t^iiet bi tin hoc.

Ngoai can bd true quan tri, tat ca cac can bd, nhan vien khac muon lam viec trong 
phong
edng viec, thdi gian thuc hien va du kien thdi gian ket thuc.

r r

Can bo, nhan vien ky thuat cua ddi tac. khach den tham quan, lam viec tai phong 
may chu phai mang theo giay gidi thieu cua co quan quan ly dong thdi phai cd giay to 
tuy thin nhu giay chung minh nhan dan hoac ho chieu. Can bd, nhan vien true quan tri 
chiu trach nhiem giam sat cac can bd, nhan vien ky thuat cua ddi tac va khach ra, vao 
lam viec tai phong may chu.

5.2.5 Quan ly chia khdaphong may chu

Bd phan CNTT phai thuc hien viec quan ly chat che cac chia khda ra vao phong 
may cjhu. Cac chia khda nay do Trudng bd phan CNTT, nhan vien true quan ly va bao 
ve ndi bd Benh vien.

Chi cd can bd, nhan vien true quan tri duoc phep su dung mot chia khda chinh dd 
ra vac phong may chu trong ca true cua minh.

4dt chia khda du phong do Ban Giam doc nam giu va chi duoc su dung trong
I hop khan cap.
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Cac thiet bi ha tang, thiet bi tin hoc phai duoc td chuc bao tri, bao duong, bao hanh 
theo tai lieu huong din sfr dung va cac chinh sach cua benh vien da duoc phe duyet, 
dam bao he thong luon trong tinh trang sin sang boat dong.

Viec bao tri, bao duong, bao hanh co the do can bo, nhan vien ky thuat cua benh 
vien hoac can bo, nhan vien ky thuat cua d6i tac cd chuc nang va nang luc thuc hien.

Chi can bo, nhan vien cd trach nhiem, da duoc huan luyen mdi duoc phep tien 
hanh bao duong thiet bi.

5.2.8. Ouau ly can bo, nhan vien qudn triphbng may chu

Trong thoi gian true quan tri. can bo, nhan vien duoc phan edng true quan tri cd 
the tham gia cac edng viec khac nhung van phai dam bao viec true quan tri.

Truong hop dot xuat, can bo, nhan vien true quan tri khdng the tiep tuc thuc hien 
ca true thi phai bao cao Truong bo phan CNTT va lam thu tuc ban giao ca true cho 
nguoi khac thuc hien.

Trong thoi gian true, can bo. nhan vien true quan tri phai ghi nhat ky cac su cd, 
khach ra, vao, cac bien dong ve thiet bi,... trong so theo ddi true quan tri.

5.3 Bao cao tinh trang phong may chu

Khi phat hien ra cac hien tuong, su cd mat an toan phong may chu, can bo, nhan 
vien phu trach phai bao ngay cho Truong bd phan CNTT dd khlc phuc su cd. Truong 
hop nghiem trong thi thong bao true tidp tdi Ban Giam ddc de khlc phuc xu ly su cd 
ngay lap tuc.

5.4 Xu ly vi pham

Bat ky hanh dong nao khdng tuan theo quy dinh deu chi su ky luat thich hop. Mat 
khac lanh dao bo phan CNTT hoac ngudi quan ly true tiep phai nhac nhd va co hanh 
dong ran de can bd nhan vien de tranh tai pham.

Neu can bd, nhan vien cd hanh dong vi pham quy dinh nay mot each vd y hay lan 
dlu vi pham, se duoc ngudi quan ly nhlc nhd dd tranh tai pham. Nhung ndu can bo nhan 
vien dd vln tiep tuc tai pham thi se cd bien phap ky luat thich hop.

Nhan vien bd phan CNTT de xay ra mat mat, thiet hai ve kinh td ddi vdi phong 
may chu va du lieu tren may chu se phai chiu ky luat theo quy dinh ciia benh vien.



Cac butfc thyc hien

Th6ng bao ve su co
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Tiep nhan thong tin

Xu ly su cd

t

Xem xet va phan Joai sir
A
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Nhan vien 
phdng CNTT

Mo ta/tai lieu lien quan
f

Nhan vien true khi phat hien su cd phdng 
may chu ghi so va bao cho Truong bd phan 
CNTT bang mieng, tin nhan, dien thoai, 
email... hay each khac neu cd th6

Truong bd phan CNTT tiep nhan thong tin.

Loai 1: Xu ly ngay (dua ra hudng dan cho 
nhan vien xu ly ngay).
Loai 2: khdng xu ly duoc ngay (true tiep 
Truong bd phan CNTT vao cung nhan vien 
true xu ly).

’ Doi vdi su cd loai 1: Truong bd phan CNTT 
dua ra hudng dan xu ly nhanh chong cho 
nhan vien bd phan CNTT thuc hien xu ly su 
cd sau do ghi vao so tai phdng may chu va 
bao lai Truong bd phan.

» /
Ddi vdi su cd loai 2:
+ Nhan vien CNTT ghi sd tai phdng may 

5 r

chu. De xuat phuong bn xu ly vdi Truong 
bd phan.
+ Chuyen Trudng bd phan phe duyet phuong 
an.
+ Trudng hop can mua vat tu thay thd hoac 
thue ngoai thuc hien thi chuydn phieu yeu 
cau tdi phdng TCKT de phdi hop thuc hien.
+ Nhan vien bd phan CNTT cd trdch nhiem 
ddn ddc de dam b&o su cd duoc khac phuc 
nhanh chdng va phdi hop, gidm sdt vide 
thuc hien trong trudng hop thud ngoai.
+ Ndu thdi gian chd xu ly su cd qud 3h thi 
can dieu dong m£y tinh khac de dam b£o 
edng vide khdng bi gi&i doan. ' ,r
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515 Quy trinh xu ly sir co

Track nhiem

Trudng bd 
phan CNTT 

xem xet

Nhan vien bd 
phanl CNTT

Trujdng bd 
phan CNTT
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Noi lira

Phong CNTT
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TT
1.
2.
3.

4.

5.

TT

1.
2.

Ten Bieu man/ Phu luc
So theo doi va xu ly sy cd phdng may chu

Phan cdng nhiem vu can bo duoc thao tac tren may chu
Danh muc thiet bi phdng may chu
So theo doi true quan tri

Lenh duyet ra vao phdng may chu

Ma hieu•

BM01/CNTT-05
BM 02/CNTT-05
BM 03/CNTT-05

BM 04/CNTT-05

BM 05/CNTT-05

QUY TRINH

QUAN LY 
PHONG MAY CHU

a.

4.

5.

Ghi chu:

Sw’ co loai 7: La nhung su cd nhu he thdng didu hda, anh sang, bao chay khdng 
boat dong hoac boat dong Idi. He thdng dien hoat dong khdng dn dinh, luu dien mit kha 
nang luu tru. May chu va cac thidt bi mang bi mit kdt ndi do nguyen nhan vat ly nhu 
long day, dutday...

Su cd logi 2: La nhung su cd lien quan true tidp ddn may chu, du lieu, thidt bi 
mang, thidt bi luu tru, he thdng cap quang trong phdng may chu nhu thidt bi ngung hoat 
dong, hoat dong khdng dn dinh. bi chap chay dien.

6. BIEU MAU/PHU LUC

7. HO SO Ltru TRU*

Ten ho so* 
t r

So theo doi va xu ly su cd phdng may chu

Phan cdng nhiem vu can bd duoc thao tac tren may chu
Danh muc thidt bi phdng may chu

So theo doi true quan tri

Lenh duyet ra vao phdng may chu

Luu y: Sau khi het han, chuyen ho saxudng bo phgn luu tru cua Benh vien da khoa tinh 
Quang Ninh.
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