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OGRENCILER ICIN E- DILEKCE KULLANIM KILAVUZU VE DILEKCE AKIS SEMALARI

Kullanici adi ve sifre ile OBIKAS (registration.boun.edu.tr) sayfasindan “Student
Information” ekranina giris yapilir.

Ana ekranda “General” baglig altinda “E-petition” secilir ve “Go” butonu tiklanir.

Ekran:

Agilan sayfada daha 6nce gonderilmis tiim dilekgeler izlenir, yeni dilek¢e hazirlanir.
Dilekgeler konu, tarih ve onay statiisii ile listelenir.
Dilekgelerin iistiine tiklaninca dilekg¢e detay1 izlenir.

o “Waiting (Asama)”  etiketi, dilekcenin onay siirecinin  heniiz
tamamlanmadigini, “Asama” ise dilek¢enin bulundugu asamay1 (Danisman,
Boliim, gibi) gosterir.

o Hentiz Fakiilte/Enstitii tarafindan sonug¢landirilmamis dilekgeler, 6grenci
tarafindan geri cekilebilir ve bu durumda dilekge statiisi “Canceled” olarak
gorulur.

o “Accepted” etiketi dilek¢enin olumlu sonuc¢landigini gosterir.

o “Rejected” etiketi dilekgenin olumsuz sonug¢landigini gosterir.

o “Initiate” Degisim/Erasmus programindan donen 6grencinin kredi transfer
islemleri icin Uluslararas: iliskiler Ofisi tarafindan baslatilan dilekgeyi
gosterir.

o “Revision Request”, dilek¢enin herhangi bir asamada degisiklik talebiyle
ogrenciye geri gonderildigini gosterir. Bu statiideki dilek¢enin daha 6nceki
biitlin onaylari iptal edilir ve biitiin asamalar yeniden baslar.

Yeni Dilekce:

Yeni dilekce hazirlamak icin “New E-Petition” butonu tiklanir. Degisim/Erasmus
programina katilacak égrenciler icin, Uluslararasi Iliskiler Ofisi'nin programa kabul
edilen ogrencileri sisteme tanimlamasi lizerine, ilgili donemde “E-Petition
Exchange” baslikl ikinci bir buton vardir.

Agilan sayfada “Subject” mentsi kullanilarak dilek¢enin konusu segilir. Tanimh
dilekce tiplerine uymayan konularda “Other” secenegi segilir.

Zorunlu alanlar doldurulur.

“Detailed Information” alanina dilek¢e metni yazilir.

Gerekli hallerde “Add New Document” butonu kullanilarak dilek¢eye belge eklenir.
Agilan kutucuga belge icerigi ile uyumlu belge ismi yazilir. Dilek¢e sayfasinda belge
isminin yanindaki “Choose File” butonu tiklanir. Belge secilir. Secilen belgeyi silmek

icin b4 isareti tiklanir. Dilekgceye belge yiiklendigi durumlarda belgenin orjinalinin
bagh bulunulan Béliime iletilmesi gerekir.



e Dilekce hazir oldugunda “Send” butonu tiklanarak dilek¢e Danisman onayina
gonderilir.

¢ Dilek¢enin onay stirecindeki adimlarda yetkililer 6grencilere mesaj gonderebilir. Bu
mesajlar detay ekraninda “Show Messages” butonuna tiklanarak izlenir, bu adimda
mesajlara cevap verilebilir.

Exchange/Erasmus Dilekceleri:

“E-petition” ana sayfasinin tist kisminda bulunan “Exchange E-Petition Guide” ina
bakiniz.

Genel Dilekce Akis

Ogrenci @)  Damigmana mesaj gider
(Send)
Danisman - Béliime mesaj gider

(Approved /Not Approved)

-

Béliim |_’» Fakiilte/Yiiksekokul/
(Approved/Not Approved) Enstitii'yve mesaj gider

@ Kabul/Red B Kayit isleri'ne mesaj
gider
Fakiilte/Yiksekokul /Enstitii Kayit isleri karan isledikten
Yonetim Kurulu sonra ogrenciye mesaj gider
UYK
Kabul /Red B Kayit isleri'ne mesaj

gider



E-PETITION USER’S MANUAL FOR STUDENTS AND FLOWCHARTS

With your username and password, login to the “Student Information” screen on the
OBIKAS website (registration.boun.edu.tr).

On the main screen, select “E-petition” under the heading marked “General” and click
“GO."

Screen:

On this page, all the previously submitted petitions can be reviewed and a new one

can be prepared.

All petitions sent previously will be listed on the main page according to subject,

date, and approval status.

Details of each petition will appear when you click on them.

o A “Waiting (Step)” label means the petition’s approval process is still
ongoing. “Step” indicates the level (advisor, department, etc.) that the
petition is waiting.

o Currently unresolved petitions may be withdrawn by clicking on the “Cancel
Petition” button that appears on the page that opens when you click on the
petition. Withdrawn petitions will not be evaluated from that point on, and
will be labeled “Canceled.”

o An “Accepted” label means the petition was resolved in your favor.

A “Rejected” label means the petition was not resolved in your favor.

o An “Initiate” label means a new petition has been initiated by the Office of
International Relations, on behalf of a student returning from an exchange
program, to process credits transfer.

o A “Revision Request” means the petition has been returned to the student for
revision. When a revision is requested, all previous approvals of this petition
is cancelled.

O

New petition:

To prepare a new petition, click on the “New E-Petition” button. Only for students
who will participate in exchange/Erasmus programs, there will appear “E-petition
Exchange” button.

On the page that opens, use the “Subject” menu to select the petition topic. On
matters that do not fit the petition templates provided, select “Other.”

Fill in the required fields.

Write the content of your petition in the field marked “Detailed Information.”

If needed, click on the “Add New Document” button to add documents to the
petition. In the box that opens, write the name of the document that matches its
content. Click the “Choose File” button next to the document name on the petition

page. Choose the document. Click on the b 4 icon to delete the chosen document. In
cases where a document is uploaded to the petition, the original document must be
delivered to the relevant Department.

When the petition is ready, click on “Send” to send it for Advisor approval.



e You may correspond with the authorized faculty and personnel using “Show
Messages” button.

Exchange/Erasmus petitions

Check the “Exchange Petition Guide” on the “E-petition” main page.



Generic petition flowchart

Student - Message sent to advisor
(Send)
Advisor - Message sent to Department

(Approved /Not Approved)

-

Department - Message sent to Faculty/
(Approved/Not Approved) School/Institute
i Accept/Reject - Message sent to The
Registrar's Office

Faculty/School/Institute Message sent to student after the
Executive Board petition is resolved.

University

Executive

Board

-

Accept/Reject - Message sent to The
Registrar's Office



