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1. Automation Login Screen
To log in to the Student Information System, enter your Username, your Password and the “Sum of the

Numbers” result asked for security purposes, then click the Login button. You can also log in through the

e-Government login page you are redirected to by clicking the ‘Login with e-Government’ button.

English 26 Haziran 2020 Cuma
Kullanici

[ ] @ogr.proliz.edu.tr
Adr:
Sifre
Sayillarn ga - ..

@B ¥ 2 =7
Toplami

2] Giris
[ E-Devlet fle Giri

Sifremi Unuttum

Oturum Acmak Icin Kalan Siire 04:48

Figure 1 Student Login Screen
11 If the Information Entered During Login Is Incorrect
If the username and/or password is entered incorrectly, the system will display the error message below.
HATA1:Kullanici adi veya sifresi gegersiz.
Figure 1.1.1 Incorrect Username/Password Message
If you forget your password, click Sifremi Unuttum ;4 the window below will open. Fill in the relevant
fields and click the Reset Password button; your password will be sent to the e-mail address registered in the

system.
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£, Sifreyt Shirls
Figure 1.1.2 Password Reset

1.2  First-Time Login to the Automation System
If you are logging in to the system for the first time, or if your password contains part of your Turkish ID number,
you will be required to complete the ‘Change Password’ screen.
Sifre Degistic
Eski Sifre
Yeni Sifre
Yeni Sifre Tekrar

Siremin guvenliyl tarafima ait clup, bu sifre kullanilarak édrencl otomasyon sistemi (zerinde yapdan tim Iglemlerin sorumlulugunun
tarafima ait oldugunu kabul eder , sifremi kimse lle paylasmayacagime taahhdt ederim

Kaydet (Onay kutucugu isaratienaidinde kaycdediiebiir)

Figure 1.2 Change Password

2.  Main Menu Screen

After logging in to the system, the main menu screen shown as an example in Figure 2.1 opens. ‘Information’
messages appear at the top of the screen. In the section right below, you can view the ‘Active Academic Term’,

‘Advisor Information’, ‘Double Major/Minor Information’ and ‘Registration Date/Registration Reason’ details.

General Announcements and Instructor Messages appear at the bottom of the screen. This provides quick
access to announcements and messages sent for informational purposes. The General Announcements section
contains announcements made to students by the administration and automatic announcements made by the

system to inform you. The Messages section contains messages sent by your instructors.
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Figure 2.1 Home Page

3. General Operations

3.1 Personal Information

This is the first screen you see after logging in. Here you can view your identity and contact information and edit

A

it as needed. After making the necessary edits, save the changes by clicking the £ Kapdet button.

Figure 3.1 Personal Information
However, if the mobile phone and e-mail fields in your personal information are empty, the system will not let

you save. These fields must be filled in.
1.Mobile Phone : Used to send exam grade information by SMS to the specified number.
1.E-Mail : Used to send your username and password to the specified e-mail address if you forget your
login information.
3.2 General Information
This menu gives you easy access to your general information from a single screen. Clicking the desired menu
displays the entered information at the bottom of the screen.
Figure 3.2 General Information
3.3  Academic Calendar
In this section you can view the academic calendar defined for your faculty.

NOTE: Dates left blank in the academic calendar are not displayed in this area.

Figure 3.3 Academic Calendar

3.4 Advisor Information

You can view your advisor’s information. Use the & Ders Programi button to

follow the defined course schedule.
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3.5 Courses Taken
In this section, you can use the term filter to view the list of courses taken in the selected term. You can easily
see each course’s code, name, credits, theory and practice hours, year, compulsory or elective status, and the

letter grade received.

At the start of each course row, use the @ (other operations) button to get detailed information about the

course. This information is listed below.
(o]
(D Course Information ; shows the course’s credits, ECTS and theory/practice hours.

Course Details ; with this button, information such as the course book, course

description, and notes about the course can be viewed.

EE'BWeekIy Course Plan ; with this button, the weekly topics to be covered and their sources

can be accessed.

T

“— Course Assignments ; with this button, the course’s assignments are displayed.
“zInstructor Schedule ; with this button, the weekly schedule of the course’s instructor can
be viewed.

3.6 Program Courses

You can view the curriculum courses of the program the student is enrolled in. To provide information about

these courses, details such as course code, course name, year, credits and ECTS are listed here.

i 1 BM308 Algonitma Analizi 1 0 0 2 1 2 6
| BM311 Bilgsayar Aglannda Guveniik 1 o 0 2 1 3 6
I BM309 Gorinti: Igleme 1 0 0 4 1 4 9
I BM307 lleri Yazdm Teknikleri 1 0o 0 2 1 2 6
|1 BM310 Yapay Us 1 0 0 4 1 34 10

Figure 3.6 Program Courses

3.7 Exam Schedule
This section contains the exam information defined for the courses taken. You can also view exam information

defined in past terms using the term filter.

A If you see a blinking exclamation mark in an exam’s row, it means a note was entered for you to see when

the exam was defined. Hover over the exclamation mark to see the note.
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04 LAW 408 Kiyitvels Evrak Hukuhu Vize 01.02.2017 09:00 20 Evet
1 BM307 Dert Yazihm Teknikier) Final Apkiznmac 60
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04 AVY 413 Wusiararas Ozel Hukuk Fina Agkianmao 0o Evot
0 LAW 326 Hukuk Felsefes Fina ACKianmad 60 Evet
04 LAW 414 Sosval Glvenlik Mukuky Final Apkianman 60 Evet
2 LAW 434 Avipa Bl Hukuki Finat Agkianmac 60 11 Evor

Figure 3.7 Exam Schedule

3.8 Course Schedule

From this menu, you can access the course schedule for the selected term.

3.9 Classroom Course Schedule
Using the filtering tools, you can view the courses held in a classroom on a weekly basis according to the term,
faculty and classroom you select.

Derslik Osrs Program

Donem | 2016.2017 Bahar v | Fakie Timil v | Dersik ABC100.>ABCIOD + Arn Bul = Yord

Ders Endu  Ders A8

Ofretim Elemans

Figure 3.9 Classroom Course Schedule

3.10 Department Course Schedule

From this menu, you can view the course schedule that the student’s program has set for the other years.

3.11 Tuition Information

This section contains information on the fees accrued and the payments received for each term.
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The system keeps the payments made by the student as credit information.
The total fee due shows the student’s outstanding balance. It is the amount to be paid.
‘Total Amount Paid’ shows the amount the student paid in the active term.

Figure 3.11 Tuition Information

3.12 Internship Information

This screen shows internship information. You can view the acceptance status of your internship here.

Sta) Bilgler

Bag.Tarikv Bit. Tarihi Kabut Duramu Kabud GOn

2019-2020 Bahar 27,01,2020 27.02.2020 30 Kabul Oldu 30 80

Figure 3.12 Internship Information
3.13 General Announcements

You can also quickly jump to the ‘General Announcements’ area shown on the main screen through the menus.
3.14 Graduation Approval Units
This is the screen where you can track, online, the exit procedures while you are in graduate status. Approval

units are created by the student affairs office. You can track your approval status for each approval unit through

this screen.
Ofena Mezunyet Onay Detayr  2016-2017 Bohar
Ad Soyad TUNA YASMUR Kayt Tarhi AN 2046 B0 Al Dersier
Ogrena No -
16000016/ 197071700 Sayt Neden| YO (Yabana (& Mez Transkript
ST.CXmik No
Fakuke Mubuk Fakdkes: AGNOD 217 = Trarskrpt
Srogram Hukuk Cangman Dr QOdretm Uyes Gokmen CIFTCL 2} Mif Do
Orenim Siresi ~
Odrenen Durumu  Akaif o ") Harg, Bilgilar

()

Dfemct Mezuriyet Criay Lstasd

Onwylayan Beis Oy Doy Onay Terk Oy Vernr Killane

F okl Y hcaabokl Onay Boibyor

Merhuz Xinlphan Onapland 14 UZERINDE KITAP BULUNMAMAKTADIR Prof.Dv. Tuna Yadmes

Figure 3.4 Graduation Approval

With the buttons on the screen, you can learn a lot of information without leaving the screen:

m Courses Taken :Shows the courses taken in the selected term.

= Graduate Transcript :The graduation transcript can be viewed and printed.

= Transcript :The term transcript can be viewed and printed.

Curriculum Status :Your success in the courses in the curriculum can be reviewed.
Tuition Information :Shows tuition information.

4. Course and Term Operations

4.1  Course Registration

In the section below the student information, there is a list of your curriculum courses.
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When this button is clicked, the desired course appears in the opened courses area if it has been

opened. You can take a course by clicking the plus button next to the opened course.

A If you see an exclamation mark in a course’s row, it means the course has not yet been opened by the

department.

You can make changes to the courses displayed in the selected courses area.

@

With the Remove button, you can remove a course you have taken from the selected courses.

0 . . .

& Saydir With this button, you can substitute a course you have taken for another course.

To check your registration, press “ kentrel 6 button. If a registration rule is violated, the system will warn
you. If your registration is valid, press - Kesirlegtc — button and your registration will be sent

to your advisor for approval.

Student Finalization Status :

If the student has completed course registration, it is displayed as Finalized.

If the student has not registered or confirmed the registration, it is displayed as Not Finalized !.
Advisor Approval Status :

If the advisor has not approved the course registration, it is displayed as Not Approved !.

If the advisor has approved the course registration, it is displayed as Approved.

4.2  Add/Drop Courses

This is the screen where the student performs the course add/drop registration.

When this button is clicked, the desired course appears in the opened courses area if it has been opened.

You can take a course by clicking the plus button next to the opened course.

In ‘Selected Courses’, next to each course there is a — drop button. To drop a course, click this
button; if your add/drop registration is valid, you can finalize it. Your course add/drop status is determined once

your advisor gives approval.
Ogrenci Kesinlestirme Durumu ; Kesinlestinimedi | Dangman Onay Durumu ; Cnaylanmad !

Secilen Dersler

Z)S T4l Ked AXKTS Snf Als Agma Nedeni Grup Kod

i 1 ator Hukuksal Terimler Z 2¢0 4 5 4  Zorunki Dam. 1) Diger Bilgller
'|_’|‘|' 01 ECON 105 Microscomomics Z: 243 2 2 1 Antan  Dam. i) Diger Bilgiler
Figure 4.1 Selected Courses
4.3  Term Averages
This screen shows the number of courses taken, total credits, total ECTS, term average and cumulative average

for each term. In the lower part of the screen, you can view your term averages on a chart.
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Figure 4.3 Term Av

Page 10/ 15

erages/Cumula

tive Averages

00

1,50

2020 | v20.0625| DOC



4.4  Grade List
This screen lists the exam grades of the courses the student took in each term.

Click the “lswtisth button to see details and statistics such as the letter grade distribution,
weighting of assignment, midterm and final grades, how the exam is evaluated, the exam syllabus, total student

counts and the number of students who did not sit the exam.

4.5 Transcript

The screen displaying the transcript document opens. You can print the transcript with the Print button.

4.6  Transcript Scenario

This screen displays the student’s information, AGNO (Weighted Cumulative Grade Point Average), and the
courses taken in all terms, listed by term with their grades. By entering an estimated grade on the transcript

scenario screen, you can see how your AGNO would change. These changes do not affect the student’s actual

grade; the screen is used for information only.

20132014 Gie 20132001 Badwar
Dera Ko Krmddi AKTS Ot Haef 7 Ders Kooy Kredi AKTS Ot Hiel 7
£CON 106 Muzroecomonmecs 2 2 13 F 2 L2 econ 106 Macros

LAWY 103 Hubuia Germy 4 4 52 20z 21N Aw 208 Cotn Fububes Gorml Hibsm by 4 4 13 oC
LAW 105 Meden: Hububa Gery ve Sahalee Hakoku 4 1 7588 I \£ LAWY 210 Kames Humyetio T

LAWY 107 Anosa Hikuky 3 3 68 C8 I AW 216 Hosuk Sespolis 2 2 63 CC
LAWY 151 lrgizce 3 %6 0C I WWihawase Ulisiararas Mk Sorunian j 3 75 &8
MATH 165 Mathemutical Logc 2 2 56 0C 2 LS aw 220 Covre Poititas 2 2 0 m 2
TURK 10} s2 00 5 L2 waw 252 Professionw Engiivh | 2 z 63 CC

i A Do TS 06 NGM3: 35 Tuplun BT 67 AND, 1,37 Dunem AXTS: 1H
Figure 4.6 Transcript Scenario

For a course you have taken, click the button on its right; a box appears in which you can enter

the estimated grade. After entering the course credit and the expected grade, click the Save button to calculate

the estimated grade.

Degistiriliyor... X
Damem 2013-20M Bahae

Ders Kod LAWY 206

Ders &4 Cava Huasy Gena Hukmiar

Kedi 4

AKTS 4

Ort s

Harf AA <> Katsaynd .4

Ortasmays Kabimaz

Ders Devamy (2013-20M4 Bahar) LAW 206

iptal Kayoet

Figure 4.2 Editing
4,7  Attendance Status

On this screen, you can view your attendance/absence status for the courses taken in the filtered terms.

In ‘Course Attendance Rules’, the Q,) info button shows the theory and practice attendance/absence rates

set for the course when clicked.
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5. Form Operations

5.1 Surveys

Created surveys are listed and answered on this screen. To answer, click the Df button.
Depending on the choice of the unit that runs the survey, it may appear on the home page, before course

registration, or before viewing grades. Otherwise, it can be accessed from the ‘Surveys’ menu.

Aktif Anketler

77 Yenl Ek Sinav Kanunu Hakkinda Bigilendirme Yeni Ek sinav kanunun o6grencilerin katihm durumunun diglimesi Ogrenci [steri Daire Baskanhis 3%

| &4 Yeni Bk Sinay Kanunu Hakkinda Blgllendirme Yenl Ek sinav kanunun odrencilerin katihm durumanun alglilmesi Odrenci Tsken Daire Bagkanhd ;|

Figure 5.1 Surveys
5.2 Evaluation Forms

This is a type of survey through which instructors can be evaluated by the students taking their courses.
Evaluation forms are used to measure the instructor’s performance and to determine their ranking in the
section, program, faculty and university.

Dederename Formian

Amao Uygulayan Boim Saru Sayes

Cretim Bamam o Dars Dodenendimu Formu., Bu formda sonulan condieta Dvwverutn sditisr-Odeatm bkaltoses yohsoltmok hodaflenmekaes Rukitindih ¥

Figure 5.2 Evaluation Form

6. User Operations

6.1 Incoming Messages
This is the screen where you can view the messages sent to you by your instructors. You can filter by sender
type. You can select the message status as all, new, read or deleted messages. With the date filter, you can list

the messages received within a specific date range.

Appears next to unread messages to indicate that there is a new message.
Indicates that an incoming message has an attachment.

The Show button is used to open an incoming message.

@ The Delete button is used to delete an incoming message.

Used to reply to an incoming message. It opens the ‘Reply to Message’ screen, where you can send a

reply to the instructor who sent the message.
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Figure 6.1 Incoming Messages

6.2 Sent Messages

In Figure 5.1, you can view the messages you sent earlier by clicking the TGOt b tton

to view them. If a sent message has been read, a E?(read) mark appears. Hover over it to see the
date and time the message was viewed.

With the date range filter, you can list the messages sent within specific date ranges. With the status filter, you

can list ‘Active Messages’ or ‘Archived Messages’.

Mo Tei T v  Outumy AT Mirsajlar v

Tarh Arshy 20202020 27.06.2020 (= Wy Yoo Mesa)

Figure 6.2 Sent Messages

To create a message, click o YeniMesaj  p tton,

After selecting the recipient you want to send the message to from the recipient types listed below, if you want
to send afile, it is enough to select the file and press the upload button.

- Advisor Faculty Member

- Second Advisor

- Instructors of the Courses Taken

- Instructors of the Preparatory Courses Taken
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Figure 6.3 Add Message

When done, click the 4 send button to deliver your message to your instructor.

6.3 Document Request

This is the screen where you can request a document from student affairs by selecting one of the options in the

‘Document Type' field. You can track the status of your document on this screen.
Beige Talobs

Takp Eden Kurum Ad

Takp Nedeni

Balge Tirii / Tan Seqine v Secinic

11 Belge Telelx Ginde

Bulge TG

Teslon Yar Bedge Durumu CnayfRet Tardd

1 27.006.2020 15:14:410 Ishak Imzai Yiksek Onur Belges Bowum Onaytand

Figure 6.3 Document Request
6.4  Change Password

To change your password, first enter your current password in the ‘Old Password’ field. Then enter the new one

in ‘New Password’ and ‘New Password Repeat’, tick the “commitment statement” checkbox, and press

= Kaydet button; your new password will be saved.

Please note the following when defining a password:
1. It must not be predictable.
2. The password may contain at least one uppercase letter.
3. Your password may contain at least one number.
4. The numbers or letters in your password must not be consecutive.
5

The numbers or letters in your password must repeat at most 2 times.
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6.5 Update Photo

The photo you are currently using is displayed in the Current Photo area. When you click the ‘Choose File’

button, select your new photo and click the ‘Upload’ button, the new photo is added, and approval is required

for it to be used as the active photo.

Photo approval is carried out by your Department Secretariat or Student Affairs.

Note: File format must be ".JPG" and its size must be at most 2MB.

- R e
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Figure 6.5 Update Photo
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