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WELCOME

The Office of the Registrar is the Academic department of the University responsible for the stu
organization and monitoring of the educational process. The Office of the Registrar provides accurate, timel{gl
I \ 1 } faculty, staff and the University community. It has dlose working relationships with the Department of Student
Admissions, the Department of Academic Quality, Informational Technology and the NU Library (NULITS) - suppord
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mission and purpose of the University.
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REMEMBER DEADLINES

Course Withdrawal deadline (with W grade) is July 8, 2013
Academic Calendar June 24,2013

Course schedule by schools
Final Examinations Schedule
Course list - Fall 2013
Policies and Procedures
Academic Documents

New student tips

Data requests

Room reservation
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Online advising is created to allow academic advisers to view students’ academic and con-

tact information, and respond to students’ schedule approval requests.

Login to MyRegistrar and click on “Online advising” module:

ONLINE ADVISING

Provides academic and personal information, control of registration process of
your advisees

You will see a list of advisees assigned to you:
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List of advisees
4
[F]| # | Lest Mame | First Name | Major Year of study | Nu email = Academic Prabation | Conditional = Advising Status Reqistration hold
|1 Kamila Computer Science 4 year 55T Mot Registered ] =
Changed - [
F|2 Yerdaulet Computer Science 3 year 55T waiting for
student action
Fl| 3 Ainur Computer Sciance 4 year 55T Mot Registered ]
Changed - (]
)4 Kairat Computer Science 2 year 55T waiting for
student action
Fl| 5 Aigerim Computer Science 2 year 55T Approved [

The main online advising interface includes Students’ First name, Last name, Major,
Year of study, Academic probation status (if any), Conditional admission status (if any),
Advising status, Registration hold (ticked, unticked).

Advising status values
» “Not registered” - student has not registered for any course yet.

» “Changed - waiting for student action” - student registered for some courses, but did
not send an approval request yet.

» “Pending” - the schedule was sent to adviser’s approval. Adviser should check the
schedule and either approve or deny it.

» “Approved” - the schedule was approved by adviser

» “Denied” - the schedule was denied by adviser



Registration hold

® Ticked - a hold was put on student’s registration, so s/he is not able to change the
schedule by dropping/adding any classes. “Tick” appears:
 automatically when a student sends a schedule request
» automatically when adviser approves the schedule
» manually by “ticking” a check box
® Unticked - student’s registration is open for any changes. “Tick” disappears:
» automatically when adviser denies the schedule
» manually by removing a “tick” from a check box

Send email

If adviser needs to send email to a group of advisees or one advisee, it is easy to do by
ticking check boxes and clicking on “Send email” button — an email with pre-populated
list of addressees will appear.

List of advisees
B4 send email

| # Last Name First Name

Processing schedule requests
To check the student’s registration and/or request, click on student’s record twice:

Schedule request Academic Account Student info

Advising status: Pending A
Registration hold: No - Approve x Deny
Kazakh language level: Advanced
Fall 2014 All courses requirements Check Student”s transeript
# Course abbr | Course Title Credit | Facufty Reguisites Changed
1 PHIL 210 Ethics 7

Capstone Course in
2 HESaES International Relations 4
3 KAZ 262 Business Etiquette &
4 PLS 222 Global Justice 3

Course List ~ Time table

Enrolled credits: 0
Retakes Existing Registration Exceptions Test scores
1. Course: MATH 162 Calculus T

Semesterl: Spring 2012, Received grade: D
Semester2: Summer 2012, Received grade: B-

This window contains three tabs: Schedule request, Academic account, Student info



Schedule request shows:

e List of courses the student is registered for.

 Buttons “Approve” and “Deny” (available only for students with “Pending” status).

e Link to student’s transcript.

« Link “Course list” to see the number of enrolled courses and credits in simple format.
* Link “Time table” - shows student’s schedule in grid.

Tab “Retakes” - shows all retakes the student has taken before.

Existing registration exceptions — shows exceptions (Extra place, Course overload,
etc.) that are processed for the student for the current registration semester.

Test scores — shows student’s scores on KAZtest, KLFT, ALEKS.

Academic account shows:

e List of courses the student is currently enrolled in. This is useful for pending regis-
tration as grades of prerequisites for the current semester are not posted yet, and
registration for the next semester has already started.

« Link “Create new note” - opens a window for creating a new note, which will be
saved for each student.

Tab “Internal transfer history” - shows transfers between schools and majors within NU.

 Tab “Advising history” - shows the current and previous advisers.
» Tab “Advising notes” - shows notes submitted by adviser.

Student info:

¢ Shows student’s personal and contact information

« Tab ‘Admission history” - shows where the student were admitted from (CPS, another
university, direct, etc.) and the initial admission status (conditional, unconditional).

 Tab “CPS Scores” - shows CPS final scores

« Tab “Entrance IELTS/TOEFL” - shows student’s IELTS/TOEFL scores at the moment of
admission to CPS (if any).

How to approve student’s request

Check all students with “Pending” status. Click twice on student’s record - you will the
list of courses the student is registered for.

If the list of courses fits the student’s degree plan, then click on “Approve” button. An
automatic approval email will be sent to student and his/her advising status will be
changed to “Approved”.

If the list of courses does not fit the student’s degree plan, then click on “Deny” button.
A window “Reason of denial” will appear - it is required to be filled in. Then press on
“Submit” button and automatic denial email will be sent to student and his/her status
will be changed to “Denied”.



