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Definitions and Call to Action Buttons (CTA) 
 

 

CTAs          Explanation 

 Your information, applications and requests will only be saved if you click on the Save 
button on the screens.    

 
Translates page into in Turkish. 

 
You can return to the homepage by clicking the logo at the top left of the screen.   

 
Opens submenu 
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Homepage 

 

 

 

 

 

 

 

 

 
 You access the system on this screen by entering your student e-mail address and password. 
 You can reset your password by clicking on “Forgot Password” and entering your personal 

information or mobile phone number.    
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Personal Information 

 

 

 

 

 

 

 
 You can view your personal information on this screen.   
 You can access the “Personal Information” page from the menu that will appear when you  click 

on your photograph on the top right of the screen. 
 The "Percentile in Class" information on the screen represents your rank in your program and 

class according to your GPA. 

 

 

 

 

 

 

 

 

 

 
 Click on the "Documents" button at the top of the Personal Information screen to access 

your Transcript, Course Schedule, Exam Schedule and Grade Report. 
 You can access the following through the “Personal Information” screen: 

 General Information: You can view your student information.  
 Identity Information: You can view your saved ID information.  
 Address Information: You can view and update your home and billing address. 
 Family Information: You can view your saved family information.   
 Health Information: You can view your saved health record.  
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 University Information: You can view your saved university records.   
 Contact Information: You can view and update your e-mail, phone number and 

emergency contact details.   
 Education Information: You can view your saved academic records.  
 Lateral/Vertical Transition: If you have made a horizontal/vertical transfer before, you 

can view this information. 
 Missing Documents: If applicable, you can view your missing documents.  

 

Other Programs 

 
 You can access the other programs in which you are registered from the menu that will appear 

when you click on your photograph on the top right of the screen.  
 As the requests you make on the system are only applicable to the specific program, be sure to 

select the relevant program before making the official application.    
 

 

 

 

 

 

 

 

 

 

 



5 
 

Course Registration 

 

 

 

 

 

 

 

 

 
 The information on the “Course Registration” screen are as follows:  

 
 Information: This tab contains notifications, a list of your courses, and your course 

syllabi.  By clicking on the three dots next to the items on the list, you can change your 
course section or drop your courses.   

 

 

 

 

 

 
 Must Courses: In this tab, you can view information about the courses you have to 

repeat, those that are available to retake or start over, and those that are compulsory for 
that term, and sign up for these courses.  In order to register for courses, you need to 
click on the arrow next to the course of your choice, select your section, and click on 
“Select Course”. You may not register for the course if it is filled to capacity. Once you 
have registered, you can view your courses by clicking on “List” and “Course Schedule” 
in the “Notifications” tab.   
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 Departmental Electives: In this tab, you can view information about  elective courses 
within your department that you have to repeat, those that are available to retake or 
those you would like to take, and sign up for these courses.  In order to register for these 
courses, you need to click on the arrow next to the course of your choice, select your 
section, and click on “Sign Up”. You may not register for the course if it is filled to 
capacity. Once you have registered, you can view your courses by clicking on “List” 
and “Course Schedule” in the “Notifications” tab.   
 

 Non-Dep Electives: In this tab, you can view information about elective courses within 
a different department that you have to repeat, those that are available to retake or those 
you would like to take, and sign up for these courses.  In order to register for these 
courses, you need to click on the arrow next to the course of your choice, select your 
section, and click on “Sign Up”. You may not register for the course if it is filled to 
capacity. Once you have registered, you can view your courses by clicking on “List” 
and “Course Schedule” in the “Notifications” tab.   
 
 

 General Electives: In this tab, you can view information about general elective courses 
that you have to repeat, those that are available to retake or those you would like to take, 
and sign up for these courses.  In order to register for these courses, you need to click 
on the arrow next to the course of your choice, select your section, and click on “Sign 
Up”. You may not register for the course if it is filled to capacity. Once you have 
registered, you can view your courses by clicking on “List” and “Course Schedule” in 
the “Notifications” tab.   

  
 You can only access the “Course Registration” page during the selection period as indicated on 

the academic calendar.   
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My Slots 

  

 

 

 

 

 

 

 

 

 
 You can view the courses that are mandatory for graduation, information pertaining to these 

courses, the grades you received in them, and the necessary credits for the ECTS (European 
Credit Transfer and Accumulation System) and global accreditation on the “Curriculum 
Requirements” screen.     

 For information on the courses, you need to click on them. 
 Your information is located at the top of the screen. Click on the arrow to narrow or widen the 

view.   
 Click on the "Excel" button at the top of the screen to download your slots as an Excel file. 
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Refund Request 
 

 

 

 

 

 

 

 

 

 

 

 

 

 You can request a refund on this screen.  
  “Application Information” (personal information) is located at the top of the screen. Be sure 

that your application information is accurate before making the request.  
 In the “Account Information” section, enter the details of the account to which you would like 

your refund to be transferred.   
 Once you have made your request, you can keep track of the status of your refund from the “My 

Requests” screen.   
 You will be notified of any updates regarding the status of your refund via SMS.     
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Course Schedule 

 
 

 

 

 

 

 

 

 

 

 
 You can see the day and time information of the courses you are registered from Course 

Schedule screen. 
 

Exam Schedule 

 

 

 

 

 

 

 

 

 
 You can see the exam information of the courses you are registered from Exam Schedule screen. 
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My Courses 

 

 

 

 

 

 

 

 

 
 You can see the section, letter grade and absenteeism information of the courses you have taken 

in the previous academic year and semesters or are taking in the active semester. 
 You can change the academic year and semester from filter. Information appears on the screen 

only for the academic year/semester options you have taken courses. 
 Click on the logo to log into Itslearning. 

 

 

 

 

 

 

 

 

 

 



11 
 

Make-up Exams 

 

 

 

 

 

 

 

 

 
 After the dates of your make-up exams are announced, you can view the information on this 

screen. 
 You can access the regulation about make-up exams at https://bau.edu.tr/. 

 

Course Transfer Request  
 

 

 

 

 

 

 

 

 

 

 

 

 
 You can apply for course transfer on this screen.   

https://bau.edu.tr/
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 If you have an incomplete adjustment request, you cannot create a new request. You must wait 
for your existing application to be finalized. 

 Be sure that your student information at the top of the screen is correct before making an 
application.  

 If you are registered in multiple programs, you may complete your application by selecting the 
related program in Other Programs section. 

 The fields “Country”, “University Issuing the Documents” and “Documents” must be filled in.   
 Select the country and university where you studied.  Upload the documents pertaining to the 

courses for which you are requesting equivalence by clicking on “Browse”. You must upload at 
least one document.   

 Your documents will be listed here once you click on “Upload”. You can view all the documents 
relating to your request listed at the bottom of the screen and make any necessary deletions.  

 Once you have uploaded the relevant documents, click on “Send Request” to formally make an 
application.    

 Transcripts of students whose transcripts belong to Bahçeşehir University are automatically 
uploaded by the system. For this, after selecting “Turkey/Türkiye” and “Bahçeşehir 
University/Bahçeşehir Üniversitesi”, click directly on the “Upload” button and the transcript 
will be uploaded automatically, you can create your request with the “Send Request” button. 

 There is a size limit (max. 10 MB) for file uploads. If the size of the file to be uploaded is more 
than 10 MB, the file size must be reduced and added. 

 You may view the status of your request by clicking on "Course Transfer" button on                           
My Requests page. 

 You will be informed when your adjustment process is completed. You need to check the 
adjustment process by going to the “Course Transfer” tab on the My Requests screen and 
clicking “Show” from the “...” button next to your request and approve it within 5 (five) business 
days starting from the date your approval is expected. After your approval, your application    
will be forwarded to the Faculty/Department Adjustment Commission Officer, after the 
approval of the Adjustment Commission Responsible, the courses will be added to your slots 
and your GPA will be updated. 

 

 

 

 

 

 

 

 

 

 If your documents are missing, you can view this on the My Requests screen. You can upload 
any missing documents on this page.  
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My Requests 

 

 

 

 

 

 

 

 
 You can view the status of your applications for “Leave of Absence”, “Leave with Consent” 

“Refund”, “Course Adjustment”, and “Documents” on this screen.    
 This page is only for viewing the status of your applications.   
 If there are any “Missing Documents”, you can upload the relevant document to the 

corresponding application page.  
 
 

Leave of Absence 

 

 

 

 

 

 

 

 



14 
 

 
 You can request to suspend your studies on this screen.   
 Your student information is located at the top of the screen.  Be sure the information is correct. 

You can update your mobile number and address by clicking on “Update Contact Information”.   
 

  

 

 

 

 

 

 

 In the “Application Information” section, the fields “Leave of Absence Period”, “Reason for 
Leave of Absence” and “Comment/Excuse” are mandatory. 

 You may apply to suspend your studies for the fall and spring terms if your application is 
submitted in the fall.  If applying in the spring, you may only suspend your studies in the spring 
term.   

 Once you have submitted your application to suspend your studies, you can view your 
application status on the “My Requests” screen.   

 

Online Document Request 
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 The following may be requested from the “Online Documents” screen: 
 Military Status Documentation 
 Military Service Postponement Documentation 
 Success Ranking 
 Language Proficiency Certificate 
 Disciplinary Record  
 Preparatory Transcripts 
 Transcript in Sealed Envelope  
 Student Document 
 Transcript 
 Undergraduate Transfer Approval Documentation 

 
 Be sure that your information at the top of the screen is correct and that you have read the 

notifications. You can update your mobile number and address by clicking on                                    
“Update My Contact Information”.  If you select the address box in the delivery options section, 
your documents will be delivered to your saved address. 
 

 

 

 

 

 

 

 

 

 

 Once you have submitted an application for your online documents, you can view the status of 
your application on the “My Requests” screen.   

 If you select online from the delivery options, you can download your documents by clicking 
on the three dots in the table below once the e-signature process is completed.  
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Thesis/Project Subject Selection 
 This screen is for applying to do a thesis/project and where you can view the status of your 

application.  It’s comprised of two tabs.   

 

o View Application 

 

 

 

 

 

 

 
 You can view the status of your application to do a thesis/project in this tab.   
 If the status of your application is “Rejected”, you can reapply from the “Apply” tab.   

 

o Apply 

 

 

 

 

 

 

 

 
 The program in which you are applying to do a thesis/project is located on the left side of the 

tab.  Be sure all your information is correct.  If you would like to apply to do a thesis/project in 
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another program in which you are registered, you will need to indicate the program from “Other 
Programs”.  

 You must fill in the fields “Title of Project”, “Summary of Project” and “Project Advisor”.   

 

Leave with Consent 

 

 

 

 

 

 

 

 
 
 You can request a withdrawal from studies on this screen.  
  Be sure your information and contact details located at the top of the screen (click on the expand 

button to view) are correct. If your mobile phone number or address is incorrect, please click on 
the adjacent button to update these details.  

 If you would like to request a withdrawal from studies in another program in which you are 
registered, you will need to indicate the program from “Other Programs”.  
 

Withdraw Application  
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 Detailed information about the regulation rules for the withdraw application is available on this 
page. 

 You can withdraw from the course by clicking the "Withdraw" button on the three dots to the 
left of the course you want to withdraw. This course will appear directly on your transcript with 
a grade of W. 

 In order to withdraw from any course, you must have at least 2 courses. 
 You can withdraw from a maximum of 1 course in a semester. 

 

GPA Simulation  

 

 

 

 

 

 

 

 

 
 On the Grade Point Average Simulator screen, you can enter grades for the courses you are 

currently taking and calculate your GPA.   
 Once you have selected a letter grade from the relevant field, and you have clicked on the 

“Calculate” button located at the bottom of the screen, you can view your GPA at the bottom of 
the table listing your courses.  

 If you would like to calculate your GPA in another program in which you are registered, you 
will need to indicate the program from “Other Programs”.  
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Financial Information 
 

 

 

 

 

 

 

 

 
 You can view your financial information and make your payments on this screen.  
 You can view your personal information and the faculty and program to which you have made 

or will be making payments on the top of the screen.  Be sure your details are correct.  
 Clicking the “Pay” button will direct you to the “E-Payment” page.  You can make a payment 

by clicking on the “Pay” button in the “Fees and Payment Options” tab.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



20 
 

My Invoices 

 

 

 

 

 

 

 

 

 
 You can access your invoice information and PDF documents from the My Invoices screen in 

the menu. 


