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SMS (Admin) 

System Entry 

Address to log into the system is ................To log into the system, the e-mail address or user name 

must be written opposite the Student Number field in the window that opens when the Enter key is 

pressed.Login to the system with the new password received from the administrator.Changing the 

password when logging in was recommended for the first time. 

 

Figure1 SystemEntry 

Student 

STD01 Student Search 

Purpose and Scope: This is an applicationin which students are listed/searched according to different 

criteria, their information is shown, updated, deleted, their documents are printed 

(collectively/individually), a new student definition is made, and student information can be copied 

to another student. 

Description:   

Searching/listing students can be performed according to certain criteria. 
For the listed students, the following documents can be obtained in bulk. 
Thefollowing operations can be performed using the 'Reports' button. 

Collective Student Certificate,  

Bulk Transcript, 



        

 

Screen std01-01 

Copying Student 
This is the process of transferring the student information selected from the list to another student. 

Addition of new students (with the 'new' button)  

After the mandatory fields were entered, the students were registered. (With the 'Save' button)  
Considerations: 
The student's first status information must be assigned with the 'Major History' in the 'History' tab.  
If there is a regulation or teaching plan (optional), it should be selected. 
Viewing/Updating student information (with the 'update' button) 

Screen std01-02 

Student; If there is a faculty/department, the option, class, year of education (how long it has been 
registered at the university), the year and semester in which it is enrolled in the university, the quota 
with which it is enrolled in the university, the scholarship status if it has a scholarship from OSYM, its 



        
advisor, when it graduates; Graduation date, diploma information can be viewed/updated.  
Deletion of a Student (It can be done if the course description of the student does not exist)  
Changing the Student Number (It can be done if the course description of the student is not 
available) 
Changing the Student's Faculty/Department (It can be done if the student's course description is not 
available) 
The following student information can be viewed/updated with the help of the tabs at the top of the 
application: 
Population and Military Service  
Contact 
High School and ÖSYM  
Credit ('KYK' information) 

 

Screen std01-03 

Updating the information from the Credit Dormitories Institution (with the tui10 'update kyk 

information' application under the Tuition Transactions menu) is performed collectively on a 

university basis. Apart from this, situations such as 'exemption from fees' are selected from the 

contribution credit section, or students who are in the 10% are recorded in the system at the 

beginning of each semester. The '10% entry' information of the students who enter the 10% at the 

beginning of each semester should be deleted collectively on a university basis (with the tui06 

'calculation of tuition information' application under the Tuition Transactions menu). 

Foreign Language 
Foreign Nationals 
In this section, private information is kept for foreign students. 
Branch Information  
It is the section where Double Major/Minor information is retained. 
History 
Major history information 
Double Major history information (Regardless of the major, the student's status is followed 
separately) 
Minor history information (Regardless of the major, the student's status is monitored separately) 
Other 
Scholarship History information (Scholarships given by the university or other 
institutions/foundations are followed in this section. The cases in which it is issued/interrupted are 
kept on a period-date basis) 
Institute  
It is the tab that is active among institute students, and information for institute students is 
displayed. 



        
Other 
This is the section where the student's other information is retained. 
Documents  
In this department, the following standard documents are obtained on a student basis 
Student Certificate 

Military Service Certificate  

Institute Military Service Certificate 

Transcript 

Report Card (Summary Transcript) 

Foreign Student Information Form 

Certificate of Graduation 

Readiness Certificate   

History Transactions: 

Description: 

History information comes sequentially from the most recent to the furthest date, and the most 

recent student status date shows the student's current status on the Main Enrollment page. 

Summarize; The most recent status is the student's current status.  

History is the information kept to track student status changes on the basis of the Academic Period. 

Students had to have at least one record for each semester. To the history of the student; In case of 

registration renewal, if the advisor approves it online, the 'Registration Renewed' information is 

automatically added to the relevant period. At the end of the registration period, students who did 

not register for courses with the 'std07 History Search' application are assigned a 'Registration Not 

Renewed' registration.In other cases, student affairs must manually add status changes to history 

with the help of this application. The accuracy of the history information affects some documents 

and statistics such as 'Military service certificate'.  Failure to renew registration is important in 

student and military service certificates. (Since they cannot benefit from the right to be a student)  

 

Screen std01-04 



        

When you want to add a new status to your major history (with the 'new’ button), 'Student Status' 

must be selected on the screen.In cases such as 'Registration Freezing' or 'Registration Deletion, the 

reason can be selected from the list below. 

If the 'Registration Freeze' is made for two academic years, history information must be entered for 

the two academic periods. 

University information for students who come/go with lateral transfer, come/go with 

Erasmus/Farabi, and come/go with summer school (”...' pressing) is entered by selecting. If there is 

no university name in the list, it can be written in the blank field under the university section. If this 

information is entered, it will be shown in the transcript which university the student came to with 

lateral transfer, or which university he went to with Erasmus. 

The student’s ‘Deregistration’ or 'Graduation Procedures' are similarly done with the help of this 

application.In this case, the student’s Graduation/Departure Date is updated. (See. Screenstd01-02) 

STD02 Student Record 

Purpose and Scope: This is the application used during the first registration to the university. The 

latest situation; For students who have 'won the university but have not yet registered', the first 

registration process is provided with the help of this application by completing all the documents and 

procedures of the student. 

Description: With this application, a record of enrollment is added to the student's history 

information, and the student's first registration date to the university is updated. A similar operation 

can be performed with the help of 'STD01 Student Search,’ but this application has been developed 

to make the process faster with a single click. In the same application, if desired, a student certificate 

and military service certificate can also be obtained. 

If this program is used up-to-date during university registration, the number of students enrolled in 

the university can be monitored in a healthy manner. ('STD01 Student Search' or from 'RPR01 Quota 

Report' under the Reports menu) 

 

Screen std02-01 

STD03 Student Course 

Purpose and Scope: This application enables students’ courses in all semesters to be shown, new 

courses to be assigned, and grades to be corrected/entered on a course basis. The exemption 

information of the students who come with lateral transfers or the results of the grade objections are 



        

processed using the same application. On a student basis, the conjugate of the courses or the 

association of another course is also done from this section. 

Description: 

The listing is made from the most recent semester; in practice, all student courses are listed on the 
basis of semesters. 
Savedcode in the list: 
If 'I' is the student, it is registered online and the advisor has given approval, 
If 'B' is 'B', Student Affairs has manually assigned this course to the student, 
If 'E' is Erasmus, the student has taken this course, 
 ‘  ' (blank) means that the student has registered online but has not been approved by the advisor. 
The student was not enrolled in this course. These courses are not shown in the transcript. 
Course registration processes (student/advisor approvals) from the web are reflected in the courses 
and class lists of students in real time. 
The 'repeated course' information in the list is used to indicate which course the student has taken 
instead of the course he has taken before. This association process is performed with the 'STD03 
Courses Taken by the Student application. Purpose; In general, except in the case of removing the 
course and opening another course in its place, it is the ability to associate a private course with the 
student. For example, consider another course instead of an elective course. As a result of this 
association, the name of the associated course is shown in parentheses next to the relevant course 
on the transcript and the 2nd course is not reflected in the credit totals. As an example, the following 
shows the failing status of a course and the course information taken instead.  

 

Screen std03-01 

When the 'Update' button is pressed, the screen where the update/deletion is performed opens.  
If the grade of the course has been entered, 'deletion' is not allowed, the grade must be emptied first 
and then deleted.  
If the course is combined with another course, the information can be viewed by pressing the 
'Common Branch Information' button. 
When the 'New' button is pressed, the screen on which the add/update/delete is made opens. 



        
'Conjugate Courses': 
All equivalent courses for students are listed. 
The conjugate course definition is used to show which course a student has taken in Erasmus 
corresponds to which course in his or her curriculum. When this definition is made, the course whose 
equivalent is defined is not shown in the list of courses that the student must take during course 
registration on the Web. A course can be the equivalent of more than one course; more than one 
course can also be a conjugate of a course.In the following example, a course in Erasmus is defined as 
equivalent to a course in the curriculum. 

 

Screen std03-02 

'Curriculum Courses’: 
According to the 'teaching plan’ to which the student is affiliated (if there is no teaching plan, all the 
courses opened in the department are shown), it shows the relationship between the courses and 
the courses taken. It can be seen from this list which course the student has taken or has not taken. 
 “Report card ' and” transcript ' can also be viewed from this app. 

STD05 Advisor Assignment 

Purpose and Scope: Advisor information is collectively assigned to students. It is ensured that those 

who have not been assigned an advisor and students who do not have advisor information are listed, 

or in case of departure of the advisor faculty member, another advisor is appointed collectively after 

the relevant students are listed. 

Description: Advisors can be assigned on a class basis or to students who are first enrolled in the 

university. In addition, operations such as viewing/changing advisor information on an individual 

student basis can be done from the 'STD01 Student Search' application. This application was 

developed to facilitate the process of assigning advisors to students. 



        

 

Screen std05-01 

STD04 Student Discipline 

Purpose and Scope: Viewing/listing and recording the disciplinary penalties taken by students is 

done with this application. 

Description: When the student's disciplinary penalty is recorded in the system, it starts to appear as 

'exists'  on the  'Std01 Student Search-Registration information' screen. In addition, the transcript 

shows a statement that the student has disciplinary actions. 

 

Screen std04-01 

STD07 History Search 

Purpose and Scope: According to the history information of the students, the listing of the students 

who have suspended their registration/come with amnesty/did not renew their registration in the 

past semesters is done with the help of this application. At the end of the Course Registration 

Calendar (at the end of the excused registrations), the 'not renewed' status is processed in the history 

of the students who are not registered in the history and who have not registered for any course.  

Description: The information entered in the 'STD01 Student Search – History (Major)'section can be 

listed collectively. 



        

 

Screen std07-01 

 To check whether a student has at least one record for each school year, the following 

method was followed. 

 'Student Status: Registered' is selected, the 'Not registered learners in history' option 
is checked, and the 'Course not assigned' option lists the learners.  

 After the list has been checked (it can be useful to store a list in excel) 
 When the 'Process History' button is pressed, 1) Student Status Date, 2) Description 

and 3) Status 'NOT RENEWED' are selected and the’ Continue’ button is pressed, 
which will be collectively entered into the students' history, as shown below. This 
process should be done very carefully, as it will be reflected in the history 
information of the students. 

 

Screen std07-02 

Similarly, the 'Learners with no record in history' option is checked, and the ‘Course-assigned ' option 
lists the learners. After checking the list, if there is no problem, the students are collectively assigned 
the ‘RENEWED REGISTRATION’ status. 

NOTE: Another purpose of the application is to assign the 'RENEWED REGISTRATION' status 

information to the active period in the history of the newly enrolled students in the university in 

order to prevent course registration from the internet, In the registration of courses from the web, 

the registration of students who have a 'RENEWED REGISTRATION' status in their history is 

automatically closed, and these students are prevented from taking action.   



        

 STD08 Detailed Search 

Purpose and Scope: It is an application that allows students to search flexibly according to different 

search criteria and conditions and to list/query with the requested information. 

The reporting processes include listing the data of the institution in the system according to certain 

criteria and display areas. 

There are two types of report shapes. 

Recorded reports; Reports are registered in the system in the continuous field. 

 

Reports according to user request; By setting certain criteria and receiving certain impressions, 

It is an application that enables flexible search according to different requests, search criteria, and 

conditions in student affairs and listing/querying with the requested information. 

Some basic search criteria and listings are available on many screens; however, detailed and 

comprehensive information is provided by this application. 

Inquiry Filters; You can make basic selections using the After the selection, the detailed information 

of the group is uploaded to the list next to it.  

Logical conditions such as Equal/Not equal, Max, and Min are selected. The columns in the tables in 

the database are located in the display areas of those that are needed. 

Screening Areas; section, we select the fields we want to list and add them by clicking. 

When we pressed the inquiry button, the list appeared on the screen. 

Excel key; We can export the list to the Excel environment.  

Saving Polling Filters; It used to save custom reporting queries that are used continuously. The 

columns in the tables in the database are located in the display areas of those that are needed. 

Load polling filters; install unsaved query filters. 

STD13 Student Health Information 

Purpose and Scope: This is an application in which information about the health status of students is 

processed. Disability Status, Disability Rate, Health Insurance information can be processed in detail.  

Description: The disability type information of new students who have won ÖSYM is automatically 

reflected here.If a student's disability rate is entered, this rate is considered in the tuition 

calculations. 



        

 

Screen std13-01 

 

     Screen std13-02 

STD12 Assigning a Curriculum 

Purpose and Scope: If ' TEACHING PLAN' (Curriculum) is defined in the departments of the students, 

the process of assigning the teaching plans to the students collectively is done with the help of this 

application.   

Description: 'CURRICULUM' (Curriculum) is a definition used to define a different teaching plan when 

changes occur in the courses in a department and to follow course changes separately. In the 'CRS02 

Course Description' application, it is explained how these processes are done.  

When enrolling a student, a teaching plan should be assigned to the student, similar to the definition 

of the regulation to which it is affiliated (if there is a teaching plan in the department). With the 



        

'STD01Student Search' application, this process can be done individually on a student basis, or it 

ispossible to do it collectively with the 'STD12 Assigning a Curriculum' application. 

 

Screen std12-01 

ENR03 Registration Renewal 

Purpose and Scope: It is the application where the course registration process of the students for the 

current semester is carried out by student affairs. Perform the same functions as your advisor's 

course registration confirmation screen. It can be used to register courses for excused students. 

Description: With the 'STD03 Courses Taken by the Student’ application, the student can be assigned 

courses for the relevant semester, and this application is used by the student affairs to facilitate this 

process. More than one course can be assigned to each student at a time. It has the same function as 

the advisors' course confirmation screen. The enrollment code of the courses assigned to the learner 

will be 'B' and the history will also be assigned to the student re-enrollment record.  



        

 

Screen enr03-01 

STD18 Student Attendance 

 Student Attendance Screen 

 To add student attendance to the system, the Student > Student Attendance screen opens 

from the left menu. On the screen that opens, the fields of Faculty, Department, Class, Academic 

Year, and Academic Semester and courses are listed. 

 

Among the courses listed, the course for which the absence record will be entered was 

selected. 



        

 

 For each student related to the selected course, an attendance record was entered 

collectively with the 'Update All as Absentee' or 'Update All Continuously' buttons, even if they 

wished individually. Absences are exported from the system with the "Report" button.  

 

 It is sufficient to click on the student twice to add an attendance record specific to the 

student. For the detailed process, click on the "Update" field next to it, select the check sign in the 

"Continue" column, and then select the "Apply" button. If the student is to be considered On Leave, 

the check is marked in the "On Leave" field, and if the student has received a health report, the check 

is marked in the "Reported" field. 

MNY02 Tuitions Fee and Scholarship Calculation 

Tuition Fee and Scholarship Calculation 

The following transactions are performed in the system through the Finance Module. 

 Definition of tuition fees for departments 

 Calculation of scholarships 

 Application of scholarships in tuition fees 

 Creation and installment of payment plans, management of additional fees and debts 



        
Tuition Fee Definitions 

 To access the finance module, the Student > Tuition Fee and Scholarship Calculation menu 

was selected. 

 

 The first screen in the menu that opens is the Tuition Fee Definition screen. On this screen, 

tuition fees are listed according to academic years based on the faculty and department. The listed 

tuition fees can be imported into Excel using the 'Export to Excel' button. A selected fee definition 

can be deleted from the system using the "Delete Fee" button. 

 

 To add a new tuition fee to the system, select the "Add Tuition Fee" button. After the 

relevant information is entered on the screen, the training fee is defined in the system. This 

information: 

 Academic Year > For which academic year the fee will be valid 

 Faculty – Department – Option > Which department the fee will be valid for1 

 Quota Type > For which quota types the fee will be valid 

                                                           
1
 Note: If the student has more than one department, tuition fee and scholarship can be defined. 



        
 Currency > In which currency the fee will be paid 

 Fee Type > Type of fee created 

 Quantity > The value of the charge in units 

 

Student Scholarship Description 

 To define a scholarship for the student, the student card is accessed by selecting the relevant 

students on the Student Search screen. The Scholarship History Screen was accessed. The "New" 

button is selected to add a new scholarship specific to the student.  

 

 Detailed information about the student scholarship was defined and recorded through the 

open field. 

 Academic Year > From what date the scholarship will be applied 

 Academic Semester > From which semester the scholarship will be applied 



        
 Date > Date of award of the scholarship 

 Scholarship Type > Category of the scholarship 

 Scholarship Status > Status of the scholarship awarded 

 Quota Type > Which quota types the scholarship will be valid for 

 Value Type > Whether the scholarship is awarded in percentage or quantity 

 Amount > Scholarship value 

 Validity Date > Until what date the scholarship will be valid 

 Description 

Scholarships enrolled in students will be listed on the Scholarship Calculation screen and applied as a 

discount when calculating tuition fees. 

Student Scholarship Listing 

 When you want to list the scholarships of all students in the system, the "Scholarship 

Calculation" tab opens. On the screen that opens, a list can be made specific to the academic year, 

faculty, and department, as well as a student-specific listing can be made by entering the student 

number.This screen was used only to list student scholarships. 

 

Student Tuition Fee Calculation 

 After the tuition fees and student scholarships are defined, the "Tuition Fee Calculation" 

screen opens to calculate the fixed-price tuition fees of the students.  



        

 

 On the screen that opens, the tuition fee can be calculated and recorded specific to the 

academic year, faculty, department, and student number. After the desired filters are defined, the 

"Calculate Tuition Fee" button is selected. The system generates a tuition fee by calculating the 

defined fees and scholarships for students eligible for the filtered set. The calculation is saved with 

the "Save Tuition Fee" button. 

 

Payment Plan and Installments 

 The following transactions were performed on the Tuition Fee and Scholarship Calculation 

screens: 

 Listing the final fees of the students 

 Creating a payment plan by making installments for each fee belonging to the 

students 

 Addition of additional fees to students and their installments 

 Adding student payment records to the system 

 Producing the Student Payment Report file 



        

 

 Student Fee and Debt Listing 

 The Tuition Fee and Scholarship Calculation screen opens, and information can be listed 

according to academic year, faculty, department, and student number.The data produced in the list 

can be exported using the 'Export to Excel' button. 

 

 Debt Write-Off 

When any row was selected from the list, it was automatically painted yellow.Debts that have been 

paid are shown in blue. The debit record can be deleted with the "Delete" button for the selected 

line.  After the delete button is used, the process is completed with the "Save Changes" button at the 

bottom2. 

                                                           

2 Note: If any payment record is defined for the debit record, the debt cannot be deleted.  



        

 

 Adding Debt 

 The "Add Debt > Debt Transactions" button was selected to define an additional fee for the 

selected student. 

 

 

 On the screen that opens, relevant additional fee definitions are added to the system. These 

are respectively: 



        
 Academic Year > For which year the fee is added 

 Quota Type > For which diploma program the additional fee is added 

 Currency > In which currency the fee will be paid 

 Debt Type > Surcharge Type 

 Amount > Value of the fee 

 Description 

  



        
Installment Transactions 

 If it is desired to make installments for student debt, first, it is noted that there is no 

collection of that debt.The system does not install the collected debts. After selecting any student 

debt, the following transactions can be made for the relevant registration via the "Installment 

Transactions" menu: 

 Creating Installments 

 Editing Installments 

 Deleting Installments 

To create installments, the relevant student fee is selected, and the relevant information is defined 

on the screen that opens by selecting the "Installment Transactions – Create Installment" button. 

 

 The information required to create the installments is as follows. 

 Installment Start Date > On which day the first installment collection will be 

 Number of Installments > How many installments the debt will be divided into 

 Period Interval > How many months the installment amount will be paid 

 



        

 

 After the installment information is defined, the installment table to be created with the 

"Preview" button is checked, and the installment process is performed with the "Save" button. 

 

 When installments are created for any fee, the installment details can be displayed, as shown 

in the image below. 

 

 



        
 When you want to make an arrangement for an existing installment, the "Installment 

Transactions – Review Installment" button is selected. On the screen that opens, all values such as 

installment amount, number of installments, and installment date can be changed.On the screen that 

opens, installment values can be changed, as well as the number and period of installments, to 

create a new installment table. If this information changes, the system updates the installment table 

by preserving the paid record and the total amount3. 

 

 As shown in the image below, when the information is changed, it is important that the total 

amount matches the current debt amount. 

                                                           
3
 Only the values of any instalment that has already been paid cannot be changed. 



        

 

 

Add Student Payment Record 

 

 

 When you want to add the collection information of any selected debt to the system, the 

"Add Payment Record" button is selected from the "Payment Transactions" menu. On the screen 

that opens, if the debt is debt in installments, direct installments are selected.4 

                                                           
4
 If you want to add a payment record for a debt that has been collected, the system does not allow it. 



        

 

 After detailed information regarding the selected installment collection is defined, the 

payment registration is completed. 

 

 This information includes the following: 

 Payment Type > EFT, Money Order, Cash 

 Payment Date 

 Receipt Number 

 Description 



        
 The collected installment is indicated by a green tint. 

 

Student Collection Deletion 

 To delete a collection that has been made, the "Payment Transactions – View Collection" 

button is selected. With the "Delete" button next to the collection on the screen that opens, the 

collection is deleted and saved.  

 

 After a collection is deleted, the controls associated with that debt will be removed, and 

editing and debt deletion will also be possible. 

 



        
Create a Payment Report 

 The "Payment Transactions – Create Payment Report" button is selected to receive the 

report used by the university regarding the student's payments from the system on a student basis. 

According to the current format of the system, a payment report can be created and exported. 

 

 

Course 

The use of screens under the course tab (Course Catalog, Course Description, Academic Year Course 

Description, Course Registration Status, Student Branch Assignment, Grade Entry, List of Students 

Not Entered, Successful Student Grade Increase, Collective Course Assignment, Student Course 

Deletion/Transfer, Course Schedule, Course Load Definition) is shown. 

CRS01 Course Catalogue 

Purpose and Scope: In the Course Catalogue 

 Add/update/delete courses 

 Defining the Prerequisite 

 List the sections under which the course is defined 

 Linking the courses under the department to another course in the catalogue if 
desired  

This application enables operations to be performed. 



        

Description: With the help of this application, the definition of information such as course code, 

name, foreign language name, ects credits, theoretical, practical, application, and credits' on the 

basis of the course is provided. Departments define the courses offered with the help of course 

catalogue information. They cannot change course information on a departmental basis. The 

authority to update courses from the course catalogue belongs to the departments that use the 

course catalogue. Closing a course in the course catalogue does not close the courses under it. The 

faculty/department and faculty members responsible for the course are for informational purposes 

only. 

The student course in Erasmus is also defined in the catalogue, and the status of the courses is 

selected as 'taken outside the university.’ Erasmus courses are also defined in the 'CRS02 Course 

Description' application. Erasmus courses are assigned to students with the 'STD03 Student Course' 

application. Thus, it is ensured that the courses are shown with their original names in theTranscript 

and Diploma Supplement.  

With List, 'Open/Closed' or 'All courses' can be searched by 'Course Code' or 'Name.’ 

Course Catalogue application filtering section: 

 

Screen crs01-01 

'Catalogue No' courses can be used as a distinguishing information from each other. After the 

courses are listed (courses listed in gray indicate closed courses), pressing the 'update'/'new' button 

opens the screen showing the details of the course information. The 'Foreign Language Name' of the 

course can be entered with the 'Languages' button next to the name field. In the new course 

description, registration should be made with the Turkish name of the course and the name of the 

foreign language should then be entered. 



        

 

Screen crs01-02 

In addition, the 'Course Name' can be defined separately for all languages supported by the system. 

The definition of the Course Name according to language can be accessed via the 'Languages' button 

in the Course Name definition field. 

'CourseCatalogue’: 

Information about courses linked to a catalogue can be found on the catalogue course page. It was 

used to list the sections under which the course was defined. If desired, the listed courses can be 

linked to another course in the catalog. To do this, the relevant course is selected, and the 'Change 

Catalog' button is pressed. Hereafter, the relevant course is selected from the catalog. For example, 

to combine courses that we consider to be the same course into a single catalog, this can be 

performed for each course to be merged.It should be noted here that the course code, name, and 

credit information of the courses will change and will affect the transcripts taken in the past. 

The faculty, Department, Class information of the courses can be viewed here. Detailed information 

on the course can be accessed using the Update button. 

” Course Information’: Used to go back to the previous detail screen. 

The catalog information button was not used. 



        

 

Screen crs01-03 

'Update’: 

Detailed information regarding the course catalog can be found here. Credit information such as 

Theoretical, Practical, ECTS credits in the 'Course Code,’ ‘Course Name' and 'Credit' information in 

the definition information are valid definitions for all courses linked to this catalog. 

'Normal Selection’: 

Course selection in the course catalog is performed on a course basis by selecting each course from 

the list.The method can be changed with multiple selections. 

 

'Multiple Selection’: 

Individual course selections were made in the course catalog.Multi-Select feature: It provides the 

selection of the specified courses or all of them.Select All or select on a course-by-course basis by 

checking the box on the left corner of the course. 



        

 

'Open Common Course’: 

Of the determined courses; In the 'crs02 – Course Description' application, it is used to open 

collectively as 'University Partner/Faculty Partner'. Otherwise, in the 'crs02 – Course Description’ 

application, the courses will have to be defined one by one as 'University Partner/Faculty Partner'. 

 

Courses defined in the course catalog can be transferred to an Excel environment 

(Turkish/English).Prerequisite-defined courses are listed separately. 



        

 

‘Prerequisite Courses: 

In the course catalog, the prerequisite definition given to the course means that it is valid for every 

section in the teaching planthat includes this course in the 'crs02 – Course Description' application. In 

other words, if the prerequisite definition for course B is to pass course A and is valid for all faculties, 

it is necessary to define the prerequisite from the catalog. If there is a prerequisite definition for the 

same course that is different from the 'crs02 – Course Description' application, the definition in the 

teaching planfor that section is valid. 

When it comes to such a situation, the prerequisite definition of course B is only valid in A, B, and C 

faculties, but if it is not desired to apply prerequisites in other faculties, it would be appropriate to 

make the prerequisite definition from the application 'crs02 – Course Description.’ 

If a student does not meet the prerequisite for a course during course registration, he/she will not be 

able to register for the course. In the prerequisite definitions, Condition can be: 'and' can be ‘or' or 

options such as passing the course or taking the course can be selected as a prerequisite. 

‘Elective Pool Courses’: 

If it is desirable to create elective course groups, a virtual pool course in which elective courses are 

included should be defined. When registering this course from the Course Catalog, it should be noted 

that the Elective Course Group: 'Yes' option is checked.  



        

 

For example, if a student from the PSYCE 001 group has to take three elective courses, three elective 

course groups should be defined: PSCYE 001, PSCYE 002, and PSCYE 003.The content of each group 

will be determined bythe application of 'crs02 – Course Description.’ 

 

CRS02 Course Definition 

Purpose and Scope: It is an application in which comprehensive operations such as defining the 

courses taught under the department (information such as whether the course/semester/course is 

compulsory or not/whether it will beshown on the transcript/whether it will be included in the 

average), creating elective course pools, removing the course, determining which course will be 

opened instead, and connecting the course to the 'teaching plan' (a curriculum, if any). In addition, if 

the course has a prerequisite or equivalent course, it can be defined using this application. 

Description: After the courses defined under a faculty/department are listed (gray courses are closed 

courses), English/Turkish course names can be listed as Excel/Pdf. 



        

 

Screen crs02-01 

Pressing the 'Update'/'New' button opens the screen, showing details of the information. 

 

Screen crs02-02 

Inclusion of the course in the Teaching Plan 

If the Faculty has previously defined the department’s teaching plan (curriculum) under the 

department (Def11), these definitions are displayed. If a course is not defined under the teaching 

plan (in the section on the right), it is a course for which all students are responsible. (Listed in course 

registrations). If the 'CRS02 Course Description’ belongs to a single teaching plan as shown on the -02 

screen, it is a course that the students who are subject to this teaching plan are responsible for. The 

'add' button is pressed to add the course under the teaching plan, and the 'delete' buttonis pressed 

to remove it. 



        

Reflection of course changes on the system 

If the course name or credit has changed, the following path is followed: First, the new course is 

defined with the 'CRS01 Course Catalog’ definition, then the course is created in the 'CRS02 Course 

Definition. ’The old course is closed; a newly created course is defined as a course that is opened 

instead.With this process, during course registration, students who fail that course will be presented 

with a new course.In the transcript, this course will be reflected in the GPA as a single course. This 

process applies to all students taking the relevant course. 

'Prerequisite Courses’: 

In the course catalog, the prerequisite definition given to the course means that it is valid for every 

section in the teaching planthat includes this course in the 'crs02 – Course Description' application. In 

other words, if the prerequisite definition for course B is to pass course A and is valid for all faculties, 

it is necessary to define the prerequisite from the catalog. If there is a prerequisite definition for the 

same course that is different from the 'crs02 – Course Description' application, the definition in the 

teaching planfor that section is valid. 

When it comes to such a situation, the prerequisite definition of course B is only valid in A, B, and C 

faculties, but if it is not desired to apply prerequisites in other faculties, it would be appropriate to 

make the prerequisite definition from the application 'crs02 – Course Description.’ 

 

Screen crs02-03 

If a student does not meet the prerequisite for a course during course registration, he/she will not be 

able to register for the course. In the prerequisite definitions, the Condition can be 'and' or 'or' or 

options such as passing the course, taking the course, etc. can be selected as prerequisites. 

'Equivalent Courses’: 

The course was defined on the screen. For example, the course taken in Erasmus may correspond to 

one or more courses in the department. When we enter this information, the student will not be 

shown equivalent courses during course registration. These definitions can also be used for 

adaptation. 

‘Elective Pool Courses’: 

From the 'crs01 – Course Catalog' application, a virtual pool course representing the elective course 

group can be defined. Which courses are included in the content of this pool? 



        

 

Copy from another selective pool: 

When creating the content of a new pool, it is used to copy the content of another My Pool that is 

the same rather than adding individual courses. If desired, adds/subtracts can be made to the 

courses in the pool. 

Copy all pools as a common course. 

It is used to define all elective course pools defined under departments as 'University 

Associate/Faculty Associate'. At this stage, the content of the repositories must be defined by the 

user. 

 

Prerequisite Courses, Elective Courses, Equivalent Courses (in English/Turkish) can be taken to excel 

the environment. 

 

 



        

Definition of a University Common Course 

 

Common courses on the basis of university; In  order to be able to open as a 'University Partner' from 

the 'crs03 – Academic Year Course' application, it  is necessary to first make  a 'crs02 – Course 

Description.’ 

Lesson: Even if it is defined as 'University Associate,’ if it is a course in the student's own teaching 

plan, it must be defined in the teaching plan of the student's department. Courses defined as 

'university common' will be offered to students studying in the departments in the teaching plan.  

 

Faculty Partner – Course Description 

A lesson: If it is desired to be elected by all students in the faculty, it must be opened as a 'Faculty 

Partner' in the academic year course.The department selection should be Faculty Associate. First, the 

course must be defined as 'Faculty Associate' in the 'crs02 – Course Description' application. 



        

 

Course: Even if it is defined as 'Faculty Associate, if it is a course in the student's own teaching plan, it 

must be defined in the teaching plan of the student's department. Courses defined as 'faculty 

common' will be presented to students studying in the departments in the teaching plan.  

 

CRS03 Academic Year Course Description 

Purpose and Scope: It is the application in which the courses opened on a departmental basis in an 

academic year/semester/faculty member(s) who teach these courses are defined.If the courses are 

to be taught in more than one 'branch,’ the definition of the branch is made with this application. 

 Combining one course with another is within the scope of this application. 

 By defining a quota for the courses offered, a certain number of students can be 
enrolled in the course. 

 If faculty members make grade entries on the web, the stage of the grade entries is 
also displayed with the help of this application. 



        
 The course-based fees of courses offered in summer schools are also defined by this 

application. 

Description: If the course definition of the academic year is not made before course registration, the 

courses will not be listed in front of the students. 

 

‘Collective Academic Year Course Creation' process, 

At the beginning of the semester, it provided convenience in creating courses. All defined open 

courses under the department/closed courses are collectively opened under the department. The 

user makes the necessary edits by deleting courses that should not be opened. 

It should be noted that if there are students who will take that course, those courses must be 

defined. 

'Create Academic Year Courses with Selected Courses' process, 

By selecting certain courses, they can be used in cases where it is necessary to create a course in the 

academic year. When the key is pressed, 'Course Search' opens. From here on, the user can list the 

courses with filters such as faculty/department/open-closed course status and complete the process 

by marking the courses that need to be opened. 

It should be noted that if there are students who are closed but will take that course, those courses 

must be defined. 



        

 

Creation of branches; 

On the example screen, the MK 121 course is opened as '2' branches. To open a branch, it is 

necessary to hover over over the relevant course and press the 'Create Branch' button. 

Type how many more branches will be added and select the letter or number option.  

Example: When we hover over a course with a branch of '0' and select '1' and a number, a new 

course with a branch of '1' is created. 

It is necessary to press the 'List' key to see the result of this operation. 

The choice of letters, on the other hand, helps to name branches such as 'A,’ 'B.’ 

After creating these branch names, updates were made to the detail screen. 

For example, such as 'A Double,’ 'B Single. ’The assignment of branches to students is done with the 

'CRS05 Student Branch Assignment' application. 



        

 

Screen crs03-02 

Pressing the 'Update'/'New' button opens the screen, showing details of the information. 

 

Screen crs03-03 

Identification of Faculty Members 

The instructor(s) who teach the course are assigned on this screen. If there is more than one faculty 

member, only one person is designated as responsible, and the responsible faculty member can 

enter the grade online. 



        

Course/Branch Merging: 

If students in one course/branch are to be taught together with another course/branch, the branch 

merger process is conducted. The relevant lesson, '... key, press’ Save.’ Then, with the 'Update 

Students' Courses' button, students who take the course are transferred to another class. If this is not 

done, students will remain in their old classes. If the course content is the same, students can be 

transferred to a different department or even to another course with a different code. This affects 

the class rosters and lists in the grade entry. The course chosen during course registration is shown in 

the student’s transcript. This did not cause a change in the transcript. On the sample screen, students 

who took the mat 111 course in the faculty of engineering in the summer school were transferred to 

the math 111 class in the faculty of arts and sciences.  If you want to cancel this merge, the 'Delete 

Opened Course' button is pressed. Then the 'Save’ and 'Update Students' Courses' operation is done. 

Thus, the merged branch and course are equalized. It should be noted that if a course is combined 

with another course, the responsible faculty member should not be appointed, as in the example 

screen. 

The relevant lesson when trying to merge... If the 'key' is off, it means that another course has been 

merged with the selected course and it is not allowed to merge with another course.  

For example, whether course A is combined with Course B, course B cannot be combined with lesson 

C.àà 

If you want to combine courses A and B in course C, it is necessary to combine them as A→ C and B→ 

C. 

If a department is combined with a course or merged from another course, it can be listed using the 

'Search in Merged Branch'  and 'Merged with Another Branch' options on the first screen of the 

'CRS03 Academic Year Course Description.’ 

If only one student is going to take the course in another class, what must be done is. It is necessary 

to create a branch for that student, assign the student to that branch, and combine the course with 

the course related to this application. 

Step-by-step explanation of the sequence of operations 

Branch Division Merged: 

1. Step: Selecting the course to be merged  

If students in one course/branch are to be taught together with another course/branch, the branch 

merger process is conducted. The relevant lesson, '... key, press’ Save.’ 

2. Step: Confirmation of the selected course with the registration process 

 

 



        

 

3. Step: Reflecting on Students' Course Information 

Then, with the 'Update Students' Courses ‘button, the students who take the course are transferred 

to another class. If this is not done, students will remain in their old classes. If the course content is 

the same, students can be transferred to a different department or even to another course with a 

different code. 

When the 'Continue' button is pressed in the warning that appears on the screen, the process 

continues by updating the common course number and common branch information of the students. 

The 'Cancel' button was used to stop the process. 

Student; The course number and branch information taken from the department of the course are 

shown below. (std03 – Courses Learned) 

 



        

In response to this course, the number and branch information of the other course taken by the 

student as a partner can be seen as follows with the 'update’ and ‘Common Branch Information' 

buttons. 

 

Definition of Quota Information: 

Minimum Area: Represents the minimum number of students who can take the course. It is actively 

used in summer schools (for cases where courses chosen by less than a certain number of students 

should not be opened).This is not important for the fall–spring semesters. 

Maximum Field: Represents the maximum number of students who can take the course. If left 

blank, it means that unlimited students can be enrolled in the department. 

For courses defined as University Joint/Faculty Joint, the Maximum Area is invalid and the Non-

Departmental Maximum Area must be used. 

Most Non-Departmental Areas: Outside the department where the course is opened; this represents 

the maximum number of students who can take the course from other departments. If the out-of-

department field is given a value of -1, it means that no student from outside the department will be 

able to select the course. 

The issue we should not forget here: 

Quotas inside and outside the department were isolated from each other.If the maximum number of 

students is defined for a course as 50 people and the maximum number of non-departmental 

people is defined, this does not mean that 40 people take the course from within the department 

and 10 people from outside the department, but that 60 people can take the course in total. 

Therefore, for non-departmental students to receive unlimited, the Non-Departmental Maximum 

field must be left zero or blank. 

Definition of Quota Sub-Breakdowns 

When a student wants to select a course and add it to their list, the quota control procedure is called 

and respectively, 



        

For its own department (the course can be the course of its own department, or a sub-breakdown 

can be defined for the department. The sub-breakdown always takes precedence.) Is the quota 

defined? If so, is there a vacancy? 

If the course does not belong to its own department (including priority for sub-breakdowns for 

common or other departmental courses), is it a non-departmental quota? If so, is there a vacancy? 

He tries to register with the student by asking questions. If yes, for one of the two items, the student 

records the course. 

The conditions that enable a student to be counted from the quota of an academic year course are as 

follows: 

The save code is full, or, 

In the Advisor Approval field, click 

-1 (A course has been added to the list but has not yet been approved),  

1      (Advisor approval),  

3      (Add Subtract Approved) or, 

2, 4 (The advisor has rejected the course), 

In the Student Consent field 

-1     (A course has been added to the list but has not yet been approved), 

1      (Student consent has been given), 

3      (Add and subtract approved) to be one of the values, 

In the example above, the course was opened as a 'University Partner,’ but only two faculties were 

required to take this course. Faculty of Law: A total of 145 people will be able to choose, 143 and 2 to 

the Faculty of Pharmacy. Except for these faculties/departments, no student was able to choose the 

course. (Because the most field outside the section is given -1) Since the system is a sub-breakdown 

on the basis of faculty/department, it primarily looks at it, and it also takes into account whether the 

course is opened jointly by the University/Faculty. If the sub-breakdowns were not defined or the 

Common Fields were not opened, the Most and Non-Partition Most Fields would be active. 

In another example, it shows the 'in-department quota' with the Most Fields. Everyone was 

considered to have taken a joint course from outside the department. Therefore, it does not matter 

what is written there; it can remain empty. In addition, the values defined in the sub-breakdown 

always take precedence. For example, if it were defined as 50 for non-departmental, in addition to 

the 17 sub-breakdowns in the example, a total of 50 more people could be registered from any 

section outside these sub-breakdowns. Therefore, as in the screenshot, for courses with a sub-

breakdown, the non-departmental quota should be given as -1. 

 

 



        

Definition of University Joint/Faculty Joint Quota 

 

In the example above, Lesson: Since it is open jointly in the Faculty of Engineering, 50 people from all 

departments will be able to choose this course. As no sub-breakdown is given and the 

university/faculty is defined as a partner, students in the Faculty of Engineering are deemed to have 

taken this joint course from outside the department. Therefore, the Non-Departmental Quota field 

should be filled in. 

University Joint Academic Year Course Creation 

A lesson: If it is desired to be elected by all students at the university, it must be opened as a 

'university partner' in the academic year. The department selection should be Faculty Associate. First, 

the course must be defined as 'University Partner' in the 'crs02 – Course Description' application. If a 

course is opened as a common university course, it does not need to be opened separately on a 

departmental basis. 

Faculty Joint - Academic Year Course Creation 

A lesson: If it is desired to be elected by students in all departments affiliated with a particular 

faculty, it must be opened as a 'faculty partner' as a department in the Academic Year Course. 

Faculty Selection should be selected as the Faculty of Engineering,‘ and Department Selection should 

be selected as the Faculty Partner. ’First, the course must be defined as 'Faculty Associate' in the 

'crs02 – Course Description' application. 



        

  



        

crs01, crs02 crs03 Example 

 

On the search page of the Crs01 Course Catalog Application, Open/Closed or All courses can be 

searched according to the Course Code or Name. 

Detailed information about the course catalog can be obtained by using the update button. Credit 

information such as Theoretical, Practical, ECTS credits in the Course Code, Course Name and Credit 

information in the description information is valid for all courses linked to this catalog. 

 



        

In addition, the Course Name can be defined separately for all languages supported by the system. 

The definition of the Course Name according to language can be accessed via the Languages button 

in the course name definition field. 

 

The information of the courses linked to this catalog can be found on the catalog course page. 

Faculty and Department Class information of the courses can be viewed here. Detailed information 

on the course can be accessed using the Update button. 

 

Here, the Code, Name, and credit information from the catalog of the course cannot be changed. 

Faculty, Department, Class information was assigned to the new course description. This information 

cannot be changed while the course is being updated. Apart from that, the Teaching Period, Course 

Schedule, Course Features, Course Type Information such as Course Type, and Course Status can be 

changed. 



        

 

If the course is closed and a new course is opened in its place, this definition can also be made in the 

Course Change section. 

 

By using the Crs02 Course Application, Courses can be searched with features such as Faculty and 

Department and listed in the results. Thus, course details can be accessed without using the course 

catalog. 



        

 

In the Crs03 Academic Year Course application, the courses taught in the semesters, the branches 

opened, and the faculty members who teach the course are followed in detail. 

 

On the course description screen of the academic year, which can be accessed by clicking the update 

button from the list, the branch information of the course, the faculty members, and the responsible 

faculty member can be defined. In addition, branch merge or branch merger cancellation 

transactions are also performed. 



        

 

With the Create Collective Academic Year Course feature, the Faculty Department is selected as a 

class if desired, and courses of the selected period and annual courses are assigned to the selected 

academic year and semester. A branch was created for each of them. 

 

If a course is divided into branches, the Create Branch Property is used. He was selected from the 

course search list. Then, the number of branches to be divided into is written. Letters such as A, B, 

and C or numbers such as 0, 1, 2, and 3 can be used as branch names. 



        

 

CRS04 Course Registration Status 

Purpose and Scope: This study shows the registration status of all university students at the time of 

online registration. 

Description: Online Course registration (during the active academic year and semester) is completed 

with the advisor’s Approval after the Student Approval. Some students can register for courses by 

going directly to an advisor. Alternatively, after the student was enrolled, the advisor may not have 

given consent. If the approval status is '1, approved students can be listed, and if the approval status 

is '0, students with unapproved status can be listed. Confirmation of Enrollment shows the latest 

status of the approval process.  

CRS05 Student Section Assignment 

Purpose and Scope: This application is used to assign or change branches to students. 

Description: First, after the branches of the course are defined in the 'CRS03 Academic Year Course 

Description' application, the students enrolled in the course are listed and assigned to the branches 

of the course. 

 

Screen crs05-01 



        

Students are selected by listing and assigned to the desired branch with 'Assign Bulk Branch.’ 

CRS06 Bulk Course Assignment 

 

Purpose and Scope: Thisapplication allows a single student or students to assign courses collectively. 

Description: Theapplication is often used to assign 'preparatory' or 1st year courses collectively to 

students admitted to university for the first time.The assignment process can be conducted on a 

departmental basis. For the courses to be assigned to be listed, the courses must be opened in the 

relevant semester in the 'CRS03 Academic Year Course Description' application.If there are branch 

definitions of the courses offered, the course assignments on the student are made based on the 

branch. 



        

 

Screen grd06-01 

CRS07 Course Schedule 

Purpose and Scope: This is applied when the weekly course schedule is entered. In addition, the 

weekly course schedule of the student/instructor/classroom can be viewed, and if there are 

conflicting courses, they can be checked.  

Description: If the Weekly Course Schedule is defined before course registration, the student is 

notified of course conflicts, if any, during course registration on the internet. In addition, students 

can view their course schedule weekly after course registration. 

To define the weekly course schedule: 

- ‘With the 'Course Hours' button, the start and end times of the courses should be defined based on 

the faculty. 



        

 

Screen crs07-01 

- ‘With the 'Classrooms' button, classrooms such as Classrooms, Lecture Halls, Lab can be registered 

on the basis of the university, if desired, without selecting the faculty, department; If desired, it can 

be defined on the basis of the faculty, if desired, on the basis of the department.   

The course schedule is displayed by listing on the basis of faculty, department, and class. 

By pressing the 'New' button, the identification detail screen was opened. 

For the courses to be selected, they must be opened in the relevant semester in the 'CRS03 Academic 

Year Course Description' application. The instructor who teaches the course comes from the 

definitions in the 'CRS03 Academic Year Course Description' application. Registration is done by 

entering the day, time, and classroom and, if desired, explanation information. 

If a course is given in more than one course hour, the Detail Definition screen opens when clicking on 

the weekly course schedule for ease of registration. Here, you can change the time, select the 'New 

Record’ sign and press the 'Save' button. 

With the 'Synchronize with Academic Year Course’ button on the first screen, if there are any deleted 

branches or courses in the 'CRS03 Academic Year Course, it deletes these records from the course 

schedule, and if the instructor has changed, it updates this information. If the 'Prepare Report' button 

is selected and the 'all faculty members' option is selected, it lists the information entered in the 

weekly course schedule in excel environment. 

 GRD01 Grade Entry 

Purpose and Scope: This is an application where grades are entered on a course basis. Depending on 

the regulations, it works according to numeric/letter/letter-relative grading systems. The grades of 

the courses can be taken as 'transcripts' on a course basis. 



        

Description: During grade entry, the weights of the exams are defined with 'Exam Definitions. ’The 

calculation process was carried out with a relative calculation. If a faculty member enters grades 

online, the grades at the time of the faculty member's final registration can be viewed with this 

application .The final Registration can be reversed. 

 

Screen grd01-01 

CRS10 Course Load Description 

Purpose and Scope: In an academic year, it is the application in which the maximum Credit Load and 

maximum Number of Courses that students can take during course registration on the basis of 

faculty/department/class / course schedule are defined. 

Course Loads (crs10)  Calculation 



        

Description: At the same time, according to the definitions herein, the student's academic disability 

checks work in conjunction. 

 

Class 

Academic 

Period 

Course 

Load  Total credit range Threshold 

1. Class Fall 15        

1. Class Spring 15        

2. Class Fall 15  >= 30 <= 44 Threshold1 

2. Class Spring 15  >= 45 <= 59 Threshold1.3 

3. Class Fall 15  >= 60 <= 74 Threshold1.5 

3. Class Spring 15  >= 75 <= 89 Threshold1.7 

4. Class Fall 15  >= 90 <=104 Threshold1.8 

4. Class Spring 15  >= 105   Threshold1.9 

       

Note: The credit load of each department is different. The above is just the 

example.  



        

 

Screen crs10-01 

With the 'Edit' option, the number of credits and course scan be entered and saved with 

'Update.’The list of defined faculties, departments, and teaching plans was synchronized. Course load 

definitions can be imported into Excel/Pdf environments if desired.  

GRD04 List of Students whose Grades are not Entered 

Purpose and Scope: This is an application used to list students whose grades have not been entered 

after the grade entry process is completed. Simultaneously, it is checked whether the course/branch 

taken by the student is assigned to a faculty member. Doing this before the note entry process can 

be helpful in finding missing definitions. 

Description: After the course registration, after the 'excuse' registration, some students may not 

have entered grades due to the fact that they were not assigned a branch in the courses reserved for 

branches. The grade entry stage status of course-based grade entries (entering the instructor from 

the Internet) is also made from the 'CRS03 Academic Year Course Description' application. On the 

other hand, this application provides student-based grade entry control. It can be used for control 

purposes in cases where student affairs make grade entries.  

 

Screen grd04-01 



        

CRS08 Student Course Deletion/Transfer 

Purpose and Scope: It is used to delete course registrations of students enrolled in a course 

collectively or transfer them to another course. 

Description: The process can be performed in the current academic year. After the relevant course is 

selected and listed, the course must not be graded for the students to be deleted or transferred to 

another course. 

 

Screen crs08-01 

Teacher Definition 

The gold (Teacher Definition) screen of the Faculty Member tab is shown. 

TCH01 Teacher Definition 

Purpose and Scope: This is an application in which faculty members are defined and their 

information is updated. 

Description: When defining a new faculty member, it must be checked by calling with the surname to 

avoid registering duplicate faculty members. Often, the mistake is to search for faculty members with 

faculty information and register it multiple times by different faculties. 

 



        

Screen tch01-01 

Faculty members log into the system from the faculty member website with their information and 

passwords in the e-mail field. If their working status is changed to’ dropped, they will not be able to 

log in from the website. If a photo of a faculty member is transferred to the system, they will be able 

to see it when they enter the website. Similarly, the students he advises will be able to see the 

advisor's photo, the room at the university, and phone information. 

The list of units where faculty members work includes the faculties defined in the system and the 

units defined in the 'DEF06 Unit Definition for Faculty Members' application. Under the Rectorate 

unit, units such as the School of Foreign Languages and Turkish Language Research Institute can also 

be defined. 

Report 

The use of the gold (Quota Report, Course Class Report, Course Quota Report, Success Report, KYK 

List, ÖSYM Report, YÖKSİS Report, KYK Monthly Status Report, Course-based Success Report, Success 

Statistics, ÖSYM Numbers, Survey Results, and Prerequisite Report) screens of the Report tab is 

shown. 

RPR01 Quota Report 

Purpose and Scope: This report shows the number of quotas based on departments and the number 

of students placed and enrolled during the first registrations to the university. 

Description: Quota numbers should be entered in advance with the 'Definition of the ENR01 ÖSYM 

Code application. 

 

Screen rpr01-01 

RPR02 Course Class Report 

Purpose and Scope: It is the application used to get the 'Class list/Attendance list/Grade notification 

list' after Course Registrations.  

Description: Class lists appear under the merged courses if the courses have been merged ('CRS03 

Academic Year Course Description'). 



        

After selecting the listing options, the 'Inquire' button displays the students as a list, and after the list 

option such as 'Class List' is checked, the 'Report' button is pressed. 

 

Screen rpr02-01 

RPR03 Course Quota Report 

Purpose and Scope: This report is used to determine the number of students on the basis of courses. 

Description: After the course registration process is completed, the number of students per course 

can be monitored. 

 

Screen rpr03-01 

RPR09 Student Number Report 

Purpose and Scope: This is an application in which the number of students is shown as a table on the 

basis of girls/boys and classes. 

Description: If the current year and semester or the date of the day are entered as the update date, 

the currently enrolled students will be listed. It must be equal to the number of registered students 

in the 'STD01 Student Search' application; if it is not equal, it may be due to incomplete/undefined 

information such as gender. When the 'Student Numbers' button is pressed after the 'list' operation, 

the relevant table is created as excel.  



        

 

Screen rpr09-01 

RPR12 Course-Based Success Report 

Purpose and Scope: This is the application where student courses and their grades are listed. 

The results of the courses can be used for collective evaluation in the departments. In the courses, 

students who have remained in past semesters can be identified and used to estimate the number of 

students in the next semester. For general course types, such as preparatory classes, pass/fail lists 

can be taken collectively. Students who have not taken a course are listed. For example, there may 

be those who have not been assigned an internship course. 

Description: The results can be listed on the basis of academic year and semester; the latest status 

option is checked, and if a student has taken the course in the spring and summer semesters, the 

results for the summer semester are listed. 

Course lists are taken based on the course in which the student is enrolled. (Although the course 

code/department is different, the list is taken on the basis of the course in which he/she is enrolled) 

 

Screen rpr12-01 



        

RPR18 Advance Inquiry 

 The advanced report is a screen prepared to receive the special reports requested by the 

institution. On this screen, you can choose from ready-made query templates, export to Excel, or 

filter by grouping as desired from the grip below. 

 

 

Definitions 

The use of the gold screens (Parameter, Announcement, Unit Definition for Faculty Members, 

Faculty/Department/Option, Parent/Unit, Diploma Supplement, Calendar Entry, Collective Picture 

Assignment, Document Definition, University Definitions, District/Military Service Department 

Branch Definition, and YÖKSİS Unit ID Definition) of the Definition tab is shown. 

DEF03 Announcement 

Purpose and Scope: It is the application used to publish announcements on the student or faculty 

member page in the system / to print explanations in applications such as Course Registration, Grade 

Entry, and Transcript. 

Description: By selecting New, the Page Type to be Sent and the Registration Date are determined 

using the list. The announcement that will be published is that with the largest registration date. 

Previous announcements can be optionally deleted, stored, and archived. With Save Announcement, 

the announcement begins to be published from the registration date. 



        

 

Screen def03-01 

DEF08 Faculty / Department / Options 

Purpose and Scope: With the help of this application, the faculty/vocational school/institute and 

departments/departments of the university can be created. The existing records can be updated. 

Description: The 'Faculty / Department / Option' Definition application consists of three separate 

sections that list the 'Faculty / Department / Option' Information and registered organizations that 

are used to register new units. 

IDENTIFICATION OF NEWLY OPENED FACULTIES AND DEPARTMENTS 

 

Screen def08-01 

Faculty members defined at the top are listed. To add new faculty information, we first press the 

'New' button. 

The procedures to be performed before university placement (ÖSYM and DGS) were as follows: 

If a new faculty / department has been opened at the university, 



        

Definitions under Faculty / Department / Option (def01)  

(Preparatory-2nd education, etc... Attention should be paid to the information) 

In the current faculty/department definitions, it should be checked whether preparatory education is 
taught in a similar way, and if there is a 2nd education, the accuracy of this information should be 
checked. This is because when transferring data from the OSYM, the student's class is assigned 
according to these parameters. 

NEW FACULTY INFORMATION LOGIN 

Attention should be paid to the faculty codes. By giving a code that has not been used before, 

information such as faculty type, education level, and regulation should be selected and recorded. 

 

Screen def08-02 

After the faculty information is recorded, department definitions can be made. 

NEW CHAPTER INFORMATION ENTRY 

 



        

Screen def08-03 

First, the relevant faculty member was selected from the list in the upper department. If there are 

previously defined departments in the faculty, they are displayed in the department list. 

By pressing the 'New' button, new partition information is saved as follows: when saving a new 

section, special attention should be paid to the section code. Definitions related to preparatory 

classes should be made correctly. 

 

Screen def08-04 

Preparatory Class: When 'var' is marked, it means (compulsory preparation). While the data of the 

winning students from OSYM are transferred, the CLASS information of the students who won this 

section will be transferred as preparation. Preparatory Class: In the sections marked as 'none,’ CLASS 

information is transferred as 1. 

CAL01 Calendar Entry 

Purpose and Scope: It is the application in which the Process Start and End dates are determined in 

the programs defined in the university units.  

ÖSYM First Registration, Student Course Registration, Final Grade Entries, Semester Midterm Grade 

Entries. The start and end dates for the processes defined from the parameter application are 

recorded under the name of the Academic Calendar. 

Description: With the help of this application, to determine the dates of the process(s) in the 

faculties/departments, first, selection can be made according to the criteria of Year, Semester, 

Faculty, Department, Faculty Type, and Class. Year, Period is the required field. When the other 

criteria are left blank, this means that all. Start and end dates of the processes for the 

faculty/department selected from the list, advisor deadline; Only the selected process for the 

selected faculty department will be valid. 

Objective: To ensure that the academic subjects determined by the institutions before the start of 

the academic year are defined by the start-end dates. 



        

Job Description 

The academic calendar of the institution for the academic year is determined by the 

recommendation of the units and the senate’s decision. The start and end dates of the units begin 

and end when the time is specified in the academic calendar. According to the decision from the 

Senate, the academic calendar start and end dates covering an academic year of the university and 

the units in which they are valid are added. 

Academic calendars can be made up to sub-breakdowns on the basis of faculty, department, 

program, and class. 

Sample Academic Calendar Titles 

 Course-Taking Start-End Date: The student will be active in taking courses within the 

specified date range. 

 Midterm Grade Entry (Midterm) Start - End Date: If defined, midterm grade entries 

are made within the specified date range. 

 Final Exam Grade Entry (Final): If defined, midterm grade entries are made within 

the specified date range. 

 Evaluation Survey: Thisallows students who want to see their grades to be surveyed 

without showing their grades within the specified date range. 

 Days without compulsory attendance: Course attendance is not within the specified 

range. 

 Fee payment Start - End Date: Fee payment will be active within the specified date 

range 

 

Screen cal01-01 

DEF10 Document Definition 

Purpose and Scope: It is possible to change the fields such as title, subtext, signature and title to be 

included in the documents (such as Student Certificate, Military Service Certificate, Transcript, 

Temporary Graduation Certificate, Diploma, etc.) by using the 'Document Definition' application. 

Description: As an example in the diploma document, it is necessary to follow these steps to update 

the document parameters. 



        

The diploma was selected from the Document Type list. 

 

Screen def10-01 

The faculty selection list was open. Initially, the 'University Partner' option was selected. This option 

allows the document parameters of the Registrar's Office to be used instead of those of any faculty 

member. 

 

Screen def10-02 

To query and then change the diploma parameters of the Faculty of Engineering, the Faculty of 

Fisheries was marked in the faculty selection list. 

 

Screen def10-03 



        

Then, the List button is pressed. 

 

Screen def10-04 

In the Signature and Title line fields, the information of the dean of the faculty is displayed as 

Signature 1, and the rector is displayed as Signature 2. 

DEF11 Teaching Plan Definition 

The teaching plan definition screen is prepared to create a special plan for the faculty, department, 

and years of the teaching plan. On this screen, you can add, delete a teaching plan, or add and delete 

courses within the defined teaching plan. 

 

List: shows the plans defined according to the criteria in the selected liters. 

Update: Used to update the defined plan. 

New: Used to add a new curriculum. The names of the faculty, department, and teaching plan are 

selected, the year is selected, and the teaching plan is defined for the relevant department with save. 

Collective Course Assignment: After entering the relevant teaching plan, the faculty where that 

teaching plan is defined allows you to add or remove the courses opened in bulk. 



        

 

Details of Teaching Plan Definition Procedures 

 To create University, Faculty common course packages, and department course packages in 

the system, a teaching plan must be defined. 

 

 Definitions > Teaching Plan Definitions: The relevant screen opens via the Definition 

menu.On the screen that opens, searches can be made on the basis of Faculty, Department, Start 

Year, Teaching Plan, and Higher Education Plan.After entering the filters, the search was performed 

with the "List" button. 

 The Higher Education Plan refers to the teaching plan one level above that covers the 

relevant teaching plan. If there is a higher education plan of a teaching plan, the 

courses in the upper education plan are included in this education plan in addition to 

the courses in the teaching plan. This structure is designed for joint university and 

faculty teaching plans (courses). 

 

 The "New" button is selected to add a new teaching plan to the system. After selecting the 

faculty, department, starting year, explanation of the plan to be added, if any, and the higher 



        

education plan, the name of the education plan previously added to the system was selected from 

the "Teaching Plan" field. With the "Save" button, the teaching plan is saved in the system. 

 To remove an existing teaching plan from the system, the teaching plans are listed. By 

selecting the teaching plan to be deleted, the plan is opened with the "Update" button. With the 

"Delete" button, the relevant plan was deleted from the system. 

 

Adding Courses to the Teaching Plan 

 After a teaching plan is created, the relevant plan is opened to add lessons. The "Collective 

Course Processing" button was selected. 

 



        

 On the screen that opens, the courses are listed according to the categories of the courses to 

be assigned to the teaching plan. Respectively: 

 Select Courses to Assign from the Department > Search for courses belonging to the 

relevant department. 

 Select Faculty Courses to be Assigned Jointly > Search for courses offered jointly by 

the relevant faculty. 

 Select Courses to be Assigned to the University > The university searches for courses 

offered jointly. 

 

Courses from any group are searched with the "List" button. After the courses to be selected are 

marked, continue with the "Select" button. 

 Which of the selected courses will be added to the curriculum is marked on the left and 

recorded in the curriculum with the "Continue" button? 

Definition of Authority 

The use of the bottom (Program, Role, User) screens of the Domain Definition tab is shown. 

DEF02 Role 

Purpose and Scope: Role creation is performed as follows. For each user, whatever actions it needs 

to do are done by assigning the relevant role definition to the user. Users of the department can be 

authorized to all faculties and sub-functions of all applications. The admin role refers to being in 

charge of everything. 

Description: A point of caution is that if the STD01 header is checked, for example, all functions 

under it are authorized. If authorization is to be given for some functions of STD01, a separate role 

should be defined and this role should be defined for the relevant users. 



        

 

Screen def02-01 

DEF07 User 

Purpose and Scope: The powers of all faculty members and students are the same. The user 

information of the university staff can be defined in the user section. 

Description: The advisor and faculty members log into the system with their username and e-mail 

address. It is recommended that operations such as entering faculty member information, 

passwords, etc., and processing the departing faculty member at the beginning of the year should be 

done centrally. 

 

Screen def07-01 



        

Institute 

The use of the gold screens in the Institute tab (Advisor Assignment, Thesis and Thesis Exam 

Information, Doctoral Qualification Information, Doctoral Thesis Proposal and Thesis Monitoring 

Reports, Exam Tracking, Thesis Lists) is shown. 

INS01 Advisor Assignment 

Purpose and Scope: This is an application in which the course or thesis advisors of the students are 

appointed, and the advisor reports are processed. 

Description: If a student's advisor changes, an update can be made. 

 

Screen ins01-01 

INS02 Thesis and Thesis Exam Information 

Purpose and Scope: The thesis subject of students is an application in which the date-number 

information of the thesis is approved. 

Description: If the student's thesis information is processed, thesis topics can be listed by the 

professors under the name of the thesis lists on the faculty member pages. 

 

Screen ins02-01 



        

INS03 Doctoral Qualification Information 

Purpose and Scope: This is an application in which information about students’ doctoral qualification 

exams is processed and the qualification committee and jury members are defined. 

Description: This information is processed into the system by student affairs. 

 

Screen ins03-01 

INS04 Doctoral Thesis Proposal and Thesis Monitoring Reports 

Purpose and Scope: This is an application in which students' doctoral thesis proposal defense 

information, thesis monitoring committee, and thesis monitoring reports are processed. 

Description: This information is processed into the system by student affairs. 

 

Screen ins04-01 

INS05 Exam Tracking 

Purpose and Scope: It is an application in which the students who took the thesis, doctoral 

qualification exam, doctoral thesis proposal exams, and information about the exam results are 

reported. 



        

Description: Filtering can be done according to faculty/department, education level, exam type, and 

exam result information. 

 

Screen ins05-01 

INS06 Thesis Lists 

Purpose and Scope: The thesis advisor of students is an application that provides detailed reporting 

according to the thesis subject information. 

Description: Filtering can be done according to faculty/department, education level, graduation date 

range, and stage information. 

 

Screen ins06-01 

Diploma Procedure 

The use of gold (Diploma Supplement, Temporary Graduation Certificate/Diploma) screens on the 

Diploma tab is shown. 



        

DIP02 Temporary Graduation Certificate/Diploma 

Purpose and Scope: Temporary graduation certificates and diplomas are printed in this application. 

Description: The diploma number and date can be entered in the 'Registration Information' tab of 

the 'STD01 Student Search' application, or it can be generated through this application according to 

the logic of giving a diploma number. After the students were added to the list, their documents 

were printed. 

 

Screen dip02-01 

DIP04 Diploma Book 

Purpose and Scope: This is an application in which a diploma book is printed. 

Description: Based on the faculty, the diploma number was also printed. 

 

Screen dip04-01 



        

Petition 

DEF11 Document Requests 

On the Petition Search screen, students were able to list the documents they requested. Once you 

have documents ready for students to receive, you can pull them to the answered status. You can 

obtain information on the requested screen to excel. 

 

 

My Information 

The use of the gold (Password Change) screen of the My Information tab is shown. 

INF07 Password Change 

Purpose and Scope: Users can change their passwords at any time. 

 



        
Screen inf07-01 

SMS (Student) 

System Entry 

Address to log in to systems ................To log into the system, the Student Number must be written 

opposite the Student Number field in the window that opens when the Enter key is pressed. It is 

necessary to log into the system with the new password received from the student affairs 

office.Changing the password when logging in was recommended for the first time. 

 

Figure2System Entry 

My Information 

The use of the gold (Password Change, Advisor Information, Transcript, Attendance Records) screens 

of the information tab is shown. 

INF01 Supervisor Information 

Students can learn about their advisors in this section. 

 

Figure 3 Student Supervisor Information 



        

INF02 Student Information 

From this section, the students can see their own information and update those that are open for 

updating. 

 

TRN01 Transcript 

The student can see their transcripts in this section.Cannot be used as official documents. 

 

Figure 4 Student Information 

 

My Courses 

The use of gold (My Semester Grades, Course Schedule) screens in the My Courses tab is shown. 

CRS08 My Current Grades 

In this section, students view their grades during the active teaching period. 



        

 

Figure 6 My Current Grades 

INF08 My Course Schedule 

In this section, students view their grades during the active teaching period. 

 

Figure 7 My Course Schedule 



        

STD18 Course Attendance Information 

This is the area where students can see the attendance chart of their department. 

 

Figure 5 Student’s Attendance Records 

 

General Information 

INF03 Department Information 

From this screen, students can review the list of courses belonging to faculties and departments. 

 

Survey 

Showing the use of the gold (survey) screen in the survey tab. 

SUR02 Evaluation Survey 

The Survey defined by the university administration for each course is answered with this screen. 

In this section, students can fill out a survey about the courses they are responsible for. 



        

The student must answer all questions. Otherwise, the survey is deemed not to have been 

completed, and the Save operation is not allowed. 

 

Figure 8 Survey 

After the survey of the relevant course is selected, the process continues with the 'Go to Survey' 

button. 

 

Figure 9 Survey Answering 

After the survey questions are answered, the process is completed with the 'Save' button. 

Registration 

The use of the gold (Enrollment Renewal) screen of the registration tab is shown. 

ENR03 Enrollment Renewal 

The student records for courses from this department for the active academic year/semester. 



        

In this field, the student can see their contact information next to their picture. They can access their 

transcript and see the courses they can take this semester from the "Courses That Can Be Taken" 

section. When you select the course from this field and press the "Add to Selected Courses" button, 

the course will go to the "Selected Courses" field. 

In the "Selected Courses" field, you can see the courses with Course Conflict, the total credits of the 

selected courses, and remove the selected course with the "Remove from Selected Courses" button. 

When the "Save Selections" button is pressed, the date field in the "Confirmation Date" column will 

show that it is the date and time when the "Save Selections" button was pressed. After the students 

make the course selections, they are sent to the advisor for approval. Students who have received 

the approval of their advisor cannot renew their course selection. Looking at the applications, all 

fields appear passive. 

When a student completes the course selection process, they can follow their weekly course 

schedule from the bottom section of the application. 

 

Figure30 Enrollment Renewal 



        

This process should be carried out according to the attached steps. First, the courses are selected 

from the 'Courses That Can Be Taken' list and the process continues with the 'Add to Selected 

Courses' button. 

 

Figure 11 Enrollment Renewal 2 

After the Second Step, the courses in the 'Selected Courses' list are registered with the 'Save 

Selected' button, and the course registration process is carried out to submit the advisor's approval 

when the information in the screenshot is received. 

MNY03 Payment Plan 

 It is the screen used for students to view their debts to the university, their 

installments related to debts, and payment information. The Registration > Payment Plan 

screen opens from the student's left menu. On the screen that opens, the debts of the 

student are listed with the "List Debts" button. Installment and payment information 

regarding debts can be viewed. 

 



        

 Students could not make any changes on this screen. They can view the debts incurred when 

they choose a course during the registration renewal process through the system. 

Petition 

The use of the gold (Document Request) screen of the Document Request tab is shown. 

PET04 Document Request 

Students can request documents using this application. Student Affairs evaluates these requests and 

makes necessary preparations for the student to receive them. The student obtains information by 

following the prepared documents. 

 

Figure42 Document Request 

Message 

Showing the use of the gold (My Messages) screen in the Message tab. 

UTL04 My Messages 

This is the area where the messages conveyed to students from the relevant institutions and cadres 

of the university are listed.Students can exchange messages with advisors. 

 

Figure 13 My Messages 

  



        

SMS (Instructor) 

System Entry 

Address to log in to systemIs ................To log into the system, the e-mail address or user name must 

be written opposite the Faculty Member field in the window that opens when the Login button is 

pressed. It is necessary to log into the system with the new password received from the student 

affairs office. Changing the password when logging in was recommended for the first time. 

 

Resim.5System Entry 

 

My Information 

The use of the gold (Password Change) screen of the My Information tab is shown. 

INF05 Password Change 

On the Password Change page, the title, name, surname, unit, and sub-unit of the academic staff are 

withdrawn from the academic staff automation system and displayed in these fields. 

Simultaneously, updatable fields such as university room, university phone, Phone, Mobile, E-mail, 

Web, New Password, Password Verification are created, and data entries are transferred to the 

automation system. 



        

 

Figre.2 Password Change 

Student 

The golden screens of the student tab (My Supervisory, Student Search, Registration Approval, 

Student’s Attendance Information, Thesis Lists) were used. 

STD05 My Supervisory 

On the page that My Supervisory, the page that My Supervisory is reflected, which is reflected in the 

student module in the academic staff automation system. 

The faculty member lists the students he/she advises by filtering the Status, Branch information. 

Student number, Name, Surname, education level, faculty, Department, Class, Status, Advisor, 

Branch information are shown in the listing. 

Students can view general, history, dissertation, and tuition fee information. The transcript can also 

review Report Card reports. 

When a listing is made, clicking on the student opens the students' information page. 



        

 

Figure.3 My Supervisory 

The faculty member can list the students that he/she advises with this function.Again, with this 

function, it can select any student and view the student's general information, transcript, history, 

report card, thesis information, tuition fees, and curriculum information. 

 

Resim.4 See Student Information 

ENR03 Enrollment Confirm 

The faculty member carries out the approval procedures for the course selection of the students for 

the active academic year/semester from this department. 

 

 



        

ENROLLMENT CONFIRMATION SCREEN – 1 

 

Resim.6 Enrollment Confirmation Screen 

In the Status column, the latest status information of the students can be observed, and the students 

can be filtered with the filter. The Faculty Member selects the Renewal of Registration function by 

selecting the student to be approved. 

 The students in red are those who have not yet made transactions. 

 Green students are those who have completed the registration renewal process. 

 Students in yellow await advisory approval. 

ENROLLMENT CONFIRMATION SCREEN – 2 

The faculty member can be seen in this area next to the student's contact information. You can 

access the student's Transcript and see the courses they can take this semester from the "Courses 

That Can Be Taken" field. When you select the course from this field and press the "Add to Selected 

Courses" button, the course will go to the "Selected Courses" area.                                               



        

 

Figure.7 Student Enrollment Renewal 

In the "Selected Courses" field, you can see the courses with Course Conflict, the total credits of the 

selected courses, and remove the selected course with the "Remove from Selected Courses" button. 

When the "Save Selections" button is pressed, the date field in the "Confirmation Date" column will 

show that it is the date and time when the "Save Selections" button was pressed. After the students 

make the course selections, they are sent to the advisor for approval. Students who have received 

the approval of their advisor cannot renew their course selection. Looking at the applications, all 

fields appear passive. 

REPORT - 3 

When the advisor wants to get the report of the courses that the students have registered, they can 

get the registration approval report with the "Report" button.  



        

STD18 Student’s Attendance Information 

Faculty members can manage the attendance status of the students they teach using this screen 

(STD18) function. 

Faculty members can manage the attendance status of the students they teach using this screen 

(STD18) function. 

Select: With this button, the instructor selects the course for which he will enter attendance 

information among the courses he gives, and the student attends as the desired date and time from 

the "Course Attendance Records" section. 

Report: With the button, the instructor can get the attendance report of the course he has chosen 

among the courses he has given. 

Update all of them continuously; with the button, faculty members constantly update the students 

in the course they choose from the courses they give. 

Update all absentees; with the button, the faculty members update the students in the course they 

choose from the courses they give as absent. 

 

Figure.8 Student’s Attendance Information 

Course 

Under the course menu, you can access the courses I have given, grade entry, final registration, 

grade entry, course schedule, course catalog description, and survey results pages. 

CRS07 My Lectures 

On the My Lecture page, the Courses I Give page, which is reflected in the academic staff module in 

the automation system, is reflected. 



        

By listing the courses given on the basis of academic year/semester, the faculty member can obtain 

the CLASS/ATTENDANCE lists, including Faculty, Department Course Code, Course Name, Class, 

Branch. Courses are displayed in separate groups based on the academic year and semester.Itcan list 

the general, thesis, history, report card, transcript, and tuition fee information of the students in the 

L requests by double-clicking. 

By selecting the course and clicking on 'Class List, all the students enrolled in the course will be 

displayed.  The list is available in PDF/Excel format. 

 

Figure.60 My Courses 

Double-click the course to obtain a list of learners enrolled in the selected course. 

 

Figure.11 My Courses 2 



        

When you want to see the detailed information of the desired student in the selected class list, the 

student can be double-clicked on and the student information can be examined in detail. 

 

Figure.12 Student Detailed Information 

GRD01 Grade Entry 

Faculty members can enter the grades of exams such as midterm, final, and makeup exams from the 

courses they are responsible for into the system through this application. 

The instructor can enter grades by selecting the course and clicking the "Grade Entry" button or by 

double-clicking on the course and listing the students who have taken the course. 



        

 

Figure.13 Grade Entry 

Exam Definitions 

By clicking on the "Exam Definitions" button, the names, numbers, impact rates, and publication of 

the exams to be defined are defined. 

If you want to change the exam name and impact rate, changes can be made by clicking on the 

relevant section. 

In exam definitions, the publish box must be clicked for the grades taken in the exam to be seen by 

the students. 

All grades taken in the exams where the Publish box is clicked are seen on the students' mid-term 

grade page. 

Students could not see the grades on the exams for which the Publish box was not clicked. 



        

 

Figure.14 Exam Definitions 

Export to Excel 

With the Export to Excel button, the list of notes was transferred to Excel. 

Exam Report 

You can obtain a list for the exam record with the Exam Report button. 

Student Detail Information Viewing 

Double-click on the "Student Information" button or the student to get information about the 

students during the grade entry order. In the window that opens, you can view the student's general 

information, transcript, history, report card, thesis, tuition fee, and curriculum information. 



        

 

Figure.15 Student Information 

Grade Entry 

The course for which the grade is to be entered is double-clicked, or the course is selected and the 

grade entry button is clicked. Exam grades were entered. 

Provisional Registration  

A grade is entered for the midterm exam or the desired exam (Homework, Project, Other etc.), and a 

temporary registration is made with 'Save.’ If the "Publish" box next to the midterm exam is checked 

in the exam definitions, the numerical grades of the temporarily registered exam are visible to the 

student and the midterm exam entry is completed. 

In the final exam, the grade is entered, and temporary registration is made with the 'Save' button. If 

the "Publish" box next to the final exam is checked in the exam descriptions, numerical grades are 

shown to the student, and final registration is required to create letter grades. 

Final Registration 

After completing the grade entries, the instructor clicked the final registration button.A warning 

appeared on the screen to enter a password. The faculty member enters the login password into the 

system for security reasons. 

Letter grades are automatically created according to the average, in line with the grade ranges 

specified in the regulation.The letter grades of the students whose grades are not entered will be 

automatically recorded as "FF.” 

After the definitions are made, letter grades will come automatically when 'Absolute Grade 

calculation’ or 'Calculate Relative Grade' is clicked. This distinction is determined according to 

university regulations. 



        

For the final exam, 'Final Save' must be made before the end of the grade entry calendar. The letter 

grades of the courses for which final registration has not been made are not visible to the students. 

After completing the final registration process, the transcript was submitted to the student affairs 

office. After the final registration process, the faculty members did not make any changes. The 

changes to be made are made by student affairs with the decision of the faculty board of directors. 

 

Figure.16 Grade Entry – 1 

Message 

The use of the gold (My Messages) screen in the Message tab is shown. 

UTL04 My Messages 

Instructors can see the messages sent to them on the screen.At the same time, they could send 

messages to their students through this screen. 

MESSAGING – INCOMING MESSAGES 

 

Figure.32 My Messages 



        

MESSAGING – SENDING NEW MESSAGES 

Instructors can send messages to students who are advisory through this system. 

 

Figure.33 My Messages 2 

MESSAGING – SENT MESSAGES 

 

Figrue.34 My Messages 3 

 


