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Definitions and Abbreviations 
 

 

 

Term-Abbreviation Explanation 
 

 

Unless you press Save on the screens, your information, applications, or requests are not 

saved. 
 

 
Translates pages into English. 

 

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

 Expands menu. 
 

 
Prints page. 

 

 Downloads the data in the results in Excel format. 
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Home Page 
 

 On this screen, the user is logged in to the system with their e-mail address and password. 

 Clicking on "Forgot Password” resets the password with personal or mobile phone information. 

 When logging into the system, the generated token (key) remains active for 60 minutes. When prompted with 

"Your session is about to expire. Do you want to continue?" by clicking on "Continue", as opposed to "End", 

the current session can be continued by purchasing a new token. 

 After logging in to the system, if no activity is registered for 30 minutes, the user must click on "Continue" in 

order for the session not to be terminated. 

 Two different user verifications (two factors) are used in the system for security purposes: 

                           

 
 

 Verification via SMS 

When logging into the system, a verification message is sent to the mobile phone registered in the 

system.  

 Verification with the Authenticator app 
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After clicking on the UMIS profile photo, "Verification with the Authenticator app" is selected on the 

"Two Factor" screen. After downloading the Microsoft Authenticator application to the mobile phone, 

you can create an account with your personal e-mail address (BAU extension mail should not be 

used). After creating an account, "Scan QR Code" is selected on the "Verified IDs" screen.  After the QR 

code scan on the mobile phone is matched with the QR generated in UMIS, the verification process is 

completed with the 6-digit code created in the authenticator tab.     
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A. Student Operations 
1. Thesis/Project Advisor Application 

 

 

 
 

 The “Pending Approval”, “Approved”, and “Rejected” tabs for thesis/project advisors are shown.  

 Students are approved with the "Pending Approval" tab, and cancellation is done with the "Approved" tab. 
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B. Course Operations 
1. General Course Schedule  

 
 

 Course information is displayed according to the filters selected on Course Operations > General Course 

Schedule menu. 

 

2. Student Courses 

 
 

 Student course status reports are obtained on this screen. After indicating the term/semester, access to a list of 

enrolled students and their course statistics is available. 
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3. Exam Request Collection 

 
 Exam requests are displayed on this screen. 

 

 

C. Instructor 

1. Grade Entry  

 
 Grades are entered on this screen. 

 After the relevant course is selected, the evaluation screen appears. 
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 Grade entry for courses is displayed according to the filters selected on the Instructor > Grade Entry menu. At 

the same time, the home page can be viewed from the shortcut. 

2. Survey Results 

 

 
 

 Survey results are accessed through this screen. 

 After performing a search, the desired information is viewed by clicking the “Details” button. 
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3. Course Schedules 

 
 

 The weekly course schedule is viewed on this screen. 

 

4. Exam Schedule 

 
 

 This screen allows access to exam schedules. 
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5. Advising 

 
 

 
 This screen provides access to the list of students who are advisors. It is filtered according to the program in 

which the student is enrolled. 

 When the student is selected, the relevant information appears on the screen. 

 From the abovementioned information screen, students’ slot information is accessed by clicking on the "Slots" 

button; students’ transcript documents are uploaded to the computer with the "Transcripts" button. Course and 

exam schedules are also viewed here. 
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6. My Courses 

 
 

 Detailed information about the courses offered during the semester is accessed on this screen.   

 When a course is selected, course information is displayed. 

 This information is available on the "Section" screen containing the Student List, Student List with Pictures, 

Attendance Entry, Grade Entry, and relevant documents (Attendance Lists, Excel sheets, Absenteeism 

Reports). 
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7.1. Attendance Entry  

 

 Attendance is entered after selecting the relevant course on this screen. 

 After selecting a course, attendance is entered for the relevant date on the screen. 

 The “Save” button must be clicked to record attendance entries after the date is selected.  
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7.2. Documentation  

 

 

 Attendance Lists, Excel sheets, and Absence  Reports are available on this screen for the selected courses.  

 Attendance Lists are sorted by Student Number or Student Name and uploaded to the computer as a PDF file. 

 The "Excel" option uploads an Excel sheet of detailed information including the program in which the student 

is enrolled, the date of registration for the course, final and make-up grades, etc. 

 Absenteeism entries are uploaded to the computer in Excel format in the Absenteeism Report. 
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7. Advisor Exam Schedule 

 
 

 Exam information is viewed on this screen throughout the semester.  

 The report for the selected exam will be uploaded in PDF format and will include either the total list of students 

who will sit the exam, or a condensed list from a particular department.   

 

 
 

 
 

8. Make-up Exam Student List 

 
 

 Make-up exam student lists are viewed throughout the semester on this screen.  

 A detailed list is uploaded to the computer in Excel format by clicking on the “Excel” button.   
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9. My Observers 

 
 

 Through this screen, detailed information about the exam dates and location for faculty members assigned as 

observers during the semester exams can be accessed. 

 

D. System 

1. My Jobs 

 
 The user views the actions they have performed within the system through this screen. 
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2. Grading Systems 

 
 

 Information on the grading system and scales applied in the university (5-point system, 20-point system, etc.) 

is presented on this screen.  
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