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1.Danh sach phan mém dwoc cai vao PC:

Tt c& PC cla cong ty Cadnetwork déu cai phan mém cé ban quyén. Khi ¢é nhu ciu cai

dat phan mém theo nhu cau céng viéc phai dwoc sy chap thuan cia ngudi quan ly

ho&c cap trén, va thdng bao cho bd phan IT dé& dwoc hd tre,bd phan IT sé khdng chap

nhan cai cac phan mém khéng cé ban quyén.
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No List of software are allowed to use will be stored in the Note
drive: \192.168.1.1\Server\Software\
i
\192.168.1.1\ServenSoftware\?> /S A [Tl S iz V) 7
k&
1 Microsoft Window XP, Windows 7 Profession from
Service Pack 3 up to higher
2 Microsoft Office(Powerpoint, Word, Excel, Outlook).|Authorized
HERR 2N & D 4L B D A
3 Unikey Software (Vietnamese only) Viethamese typing tool
REFFAFEOF—F—F (X bF S ARIT) SR LFEOF—AR— R
4 Applications Softwares Support In Developer Authorized
HERR DS & D FE B D A
EHEDERDA VR h—/V
5 MS Teams,Slack,Google. Authorized
HERR S & 5 FE B D #
6 Internet Explorer 11.0, Firefox Web Browser,Google
chrome




2.Chuan thiét bj PC va phu kién di kém:
Dé tao diéu kién lam viéc, mbi nhan vién sé dwoc cip (01) PC véi day du tinh nang.
Trwdng bd phan chiu trach nhiém vé cau hinh va phu kién di kém tuy theo nhu cau
cbng viéc:
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No Departments Computer category accessory
B AV a—F—ROERE
1 General Manager & Deputy|Desktop + 1 LCD 23.8” inches ®& v
General Manager. 1 Webcam + 1 Headphone + 1 monitor
EEE
2 Head / Duty of Departments |Desktop + 1 LCD 23.8” inches ™+ >
Bk, BE
3 Specialist Position 1 Webcam + 1 Headphone + 1 monitor 21” inches
Rl 2N

3. Qui dinh st dung internet khi lam viéc:

Khi lam viéc c¢6 nhu cau st dung internet nhan vién phai tuyét dbi tuan theo qui dinh
sau:

- Chi dworc truy cap internet khi dwoc sy chap thuan ctia bd phan quan ly

- Chi dwoc truy cap cac trang web phuc vy cho céng viéc

- khéng dworc truy cap cac trang web lién quan dén: chinh tri,tén gido,khiéu
déam,spam,bao lyc,,,

- khéng duo’c s* dung cac chwong trinh download, upload ma chwa dwoc sy cho phép
clia cap quan ly.

- khi khéng ¢ nhu cau truy cap internet thoat cac ng dung lién quan dén truy cap
internet dé tranh anh huédng dén téc dd dudng truyén.
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4. Qui dinh vé truy cap va sir dung dir liéu :

- Nhan vién dugc phép truy cap vao hé thong di liéu dé lay thong tin lam viéc

- Tuyét dbi khéng cho phép copy di¥ liéu ra ngoai dudi bat ky hinh thérc nao

- Chi ¢ nguoi c6 thdm quyén mai duwoc géi dir liéu ra ngoai cho khach hang
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5.Qui dinh vé cac thiét bi ngoai vi :

- Nhan vién khéng duoc phép dem vao hoéc ra cac thiét bj ngoai vi nhw : usb flash,usb
harddisk,DVD,Tape va cac thiét bi cé kha nang copy sao chép khac

- Nhan vién dwoc st dung khi dwoc sw chip thuan cia bd phan quan ly
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6.Qui dinh ra vao céng ty Cadnetwork:

- Nhan khi ra vao céng ty phai sir dung id card

- Khi mét id card phai bao cho bd phan quan ly

- Khéng cho mwen hoac muwon id card
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7.Qui dinh vé dinh ky quét virus:

Dé& ddm bdo mang va dir liéu , tat cad PC cla cong ty Cadnetwork sé& duwoc quét
virus 1 thang 1 1an, tuy nhién bd phan IT c6 thé kiém tra bat ky véi bat cir thoi gian
nao dé dam b&o an toan hé théng va div liéu.
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* This IT management regulation approved and modified by BOD
ITICOWTHEBERERIFEEFICRKBINEL -,
* This IT management regulation applied all users
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Steps Updating Scanning Virus Process Charge
™
IT Team Planning for Planning wvirus
1 make a plan and person who in schedule for IT Team
control charge month
-
BOD Approval _ ]
2 Director,V.Tu
. »
Computers groups Section
3 updating & scanning OK managers
and IT Team
export report
4 Virus IT Team
Processs
| -find reason
S ?| -find solution IT Team
- fixed
Finish
6 IT Team




8.Cac quyén thuec thi:
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1 Truy céap Cém Cho tat | Truy cap vao céc trang Toan | Chicho phép
website = ca web Adult/sexual thoi nhan vién cé
YA EER £T explicit, Gambling, Online | gian | thdm quyén
5] game, L5 | BFRELUSNILA

hacking,proxies, ringtones | 1A 2t
mobile download , virus,
spam URLs , spyware,thw
vién phim anh, thé thao, vii
khi,chinh tri,ton giao,

Chat ,viét hodc thao luan
blogs,wikis,remote web ,
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2 | Truy cap email |[Cho Cho t4t | Outlook check mail POP3 | Toan | Cho phép tat ca

AT OERX Phép ca , SMTP,WEB thoi nhan vién khi can
BFadd (2T gian | trao d6i mail
ZJL4 | trong cong viéc
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3 | Caidat Cém Cho tat | Cai dat software méi, g& |Toan | Chidwoc cai dat,
Software ® ca bd rng dung hién hanh, thoi thay déi khi cé
YILITT7 DA 27T chay cac chwong trinh gian sy dong y cua
DAR—=IL khong phu hop véi cong L2 | quan ly hoac

viéc, <N nhan
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Cai dat phan Cém Cho tat | Thay déi thiét bi , pha héng | Toan | Chi cho phép
clng ¥ ca thiét bi, thay thé thiét bi , thoi nhan vién cé
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