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SPARKS (ACADEMIC ADVISOR SCREEN)



ADVISOR APPROVAL SCREEN

• You can view all students collectively on your screen.



ADVISOR APPROVAL SCREEN

• Through the three dots in the bottom left 

corner, you can use the "Download" option 

to download the list and academic data of all 

students under your advisement.

• Through the three dots in the bottom left 

corner, you can use the "Filter" option to list 

only the student groups you wish to view.



ADVISOR APPROVAL SCREEN

• Through the 'Bulk Transcript and Email 

Operations' tool, you can collectively 

download the transcripts of all your students 

and send mass emails to them.



ADVISOR APPROVAL SCREEN

• The 'Graduation Simulation', 'Transcript', and 'Course Schedule' can be accessed through the 

boxes located in the bottom right corner.

• All courses that students are enrolled in, as well as any overlaps, can be viewed in detail.



ADVISOR APPROVAL SCREEN

In the Academic Information section, you can view the following details for the students under your
advisement:

• Their academic status,

• Courses successfully completed and recorded,

• Courses they are required to complete,

• Their elective course pools,

• Correspondence records,

• Any holds or restrictions on the student’s record, if applicable.



ADVISOR APPROVAL SCREEN

In the Details section, you can view the 
student’s:

• Overall GPA (Grade Point Average),

• Status classifications (successful, unsuccessful, on 
probation)

• Class/semester information,

• Duration of study,

• Credits taken, earned and remaining for graduation,

• Curriculum year information.



ADVISOR APPROVAL SCREEN

On the advisor approval screen:

• Approved courses appear as ‘Approved’,

• Courses awaiting approval appear as ‘Pending 
Approval’,

• Rejected courses appear as ‘Rejected’.



ADVISOR APPROVAL SCREEN

On the advisor approval screen:

• For approved courses;

• In the status section, it is indicated with a ‘green check mark’,

• In the description section, the phrase ‘Approved’ is displayed.



ADVISOR APPROVAL SCREEN

On the advisor approval screen:

• For pending approval courses;

• In the status section, it is indicated with an ‘orange check mark’.

• In the description section, the phrase ‘Pending Approval’ is displayed.



ADVISOR APPROVAL SCREEN

On the advisor approval screen:

• To approve courses, the checkboxes on the left side must be selected, and then the ‘Approve’ button should be clicked.

• Selecting the checkbox at the top automatically selects all courses in the list.

• To remove approval from a previously approved course, you must first click the ‘Undo Approval’ button, and then click the 
‘Reject’ button.



ADVISOR APPROVAL SCREEN

On the advisor approval screen:

•Courses for which substitutions have been made are shown in the ‘Substituted Course’ section.

•Courses with overlaps are indicated in the ‘Conflict’ section with an orange exclamation mark.



ADVISOR APPROVAL PROCESS WORKFLOW

In the advisor approval screen, course-based approval or rejection can be performed by using checkboxes.

Approved courses cannot be modified, while rejected courses can be edited.

The student edits the rejected courses and resubmits them for approval.

For any course or sections the student wishes to change, they only request the revocation of approval for the 
relevant course. 

After the course registration period is over, rejected courses are edited and resubmitted for approval during the 
add-drop period.



OFFERED COURSES

• You can list the courses by selecting the relevant academic year-semester and faculty/institute/department, then 
clicking the ‘Show’ button.



MY COURSES

• You can list the courses assigned to you by selecting the relevant semester. 



MY COURSES – COURSE CLASS LIST

• By clicking the buttons in the Course Class List section, you can reach the list of students enrolled in the 
relevant courses. 



MY COURSES – COURSE CLASS LIST

• The Course Class List can be downloaded, and emails can be sent to the students.



MY COURSES – GRADE ENTRY

• By clicking the buttons in the Grade Entry section, you can enter grades for students enrolled in the relevant 
courses.



MY COURSES – GRADE ENTRY

• In the opened screen, you need to click on the ‘Overall Grade’ field. 



MY COURSES – GRADE ENTRY

• After clicking on the ‘End of Term Grade’ field, you can enter the corresponding Letter Grades for the students in 
the ‘Grade’ field. Then, you can save the grades by clicking the ‘Save’ button at the bottom. 

• The ‘Save’ option helps to keep the grades stored in the system only; the grades will be saved but not published. 
 



MY COURSES – GRADE ENTRY

• If you want the grades to be published, you can finalize the grade entry process by clicking the ‘Publish’ button. 
• Once the ‘Publish’ button is clicked, the grades will be published and will be visible to students.
• No changes can be made to the grades in the system after they have been published. 



MY COURSES – GRADE ENTRY

• If we want our grades to be calculated by the system, grade entries must be made within each defined 
assessment.



MY COURSES – GRADE ENTRY

• After logging into the end-of-term grade section, click the "Scale" box to define the grading scales corresponding 

to the letter grades.

• Once the grading scales are entered and the save button is clicked, the system will automatically calculate students' 

letter grades.

• Then, click the Save and Publish button to complete the grade entry process.



MY COURSES – GRADE ENTRY

• To enter an E grade, the grade "E" must be entered in the grade column.

• For NGR grade entry, the grade column should be left blank and the box in the «NGR» column should be ticked.



COURSE SCHEDULE

• You can view the weekly and monthly course schedules for the courses assigned to you.



ATTENDANCE ENTRY

• Attendance requirements are determined by the relevant instructor and are implemented as specified in the 
course syllabus. 

• The attendance entry screen is optional. 



COURSE ATTENDANCE REPORT

• If attendance entries are made, a ‘Course Attendance Report’ can be generated. 



INTERNSHIP GRADE ENTRY

• After the internship grade is entered, it is saved to the system by clicking the ‘Save’ button located at the 

bottom right of the screen. 

• However, this action does not allow the student to view the grade through the system. In other words, it can 

only be seen by the advisor.At this stage, the entered grade can be edited if desired.



INTERNSHIP GRADE ENTRY

• In order for the student to view the grade in the system, the ‘Publish’ button located at the bottom right must 

be clicked.

• On the screen that appears after clicking this button, the grades can be published for all students or only for 

selected students. 

• Once the publishing process is completed, the relevant students will be able to log in to the system and view 

their internship grades.



SURVEY RESULTS

• By selecting the relevant academic year, the survey results for the respective courses can be viewed in both Turkish 
and English.



HELP DOCUMENTS

On the Help Documents screen:

• You can view and download the support documents, ‘Registration Renewal and Payment Procedures’ and ‘Course 
Registration Guide’, we have prepared.



CONTACT INFORMATION

Directorate of Student Affairs Contact

• Phone: 0212 441 47 24

• e-mail: oid@khas.edu.tr

Student Affairs Faculty Consultants

• NURGÜL AKYÜREK / Ext. no: 1164 / e-mail: nurgul.akyurek@khas.edu.tr

• Faculty of Law, 

• Faculty of Economics, Administrative and Social Sciences.

• AYŞE ŞİMŞEK / Ext. No: 1154 / e-mail: ayse.simsek@khas.edu.tr

• Faculty of Communication, 

• Faculty of Engineering and Natural Sciences, 

• Faculty of Art and Design.
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