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Student Information System User Manual (SIS) 

 

A. System Overview 
The system provides authority to the college staff member to view and review the students 
expected to graduate, and to view the students according to their status as shown below: 

 

 

Figure 1 – Approve expected to graduate 
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B. Instructions 
After selecting “Approve expected to graduate” from “My academic duties” as shown on 
figure (1), “Expected or fulfilled students(s)” screen will appear so the user will choose search 
criteria’s such as program, enrollment status, student id, and status as shown below:   

 

 

Figure 2 - Search screen 

 

- To view the new students expected to graduate for the approval, the user will select 

“New” from “Status” and then press “Search” button, then the faculty member will 

select the students from the results for the approval or rejection regarding to the 

regulations as shown below: 

 

Figure 3 - Results screen 
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2.1. Student ID: To view student information by pressing the id for a particular student, for 
example the user can view “Degree audit” as shown below: 

 

Figure 4 - Student data 

 

Figure 5 - Degree audit 
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2.2. Note: In order to approve or reject the students, the user must fill the note box with the 
required information. 

2.3. Note: By pressing “>>” , the user can view and add new notes for the particular student 
as shown below: 

 

Figure 6 - Note 

 
2.4. Fulfillment cond.: By pressing “>>” , the user can view the fulfilment conditions to pass 

the program, where the Red color indicates for not-fulfilled and the Green color 
indicates for fulfilled as shown below: 

 

Figure 7 - Fulfillment conditions 

 
2.5. Approve: After selection of the students as shown on figure (3) and filling the Note box, 

the user will click “Approve” button to complete the process as shown below on figure 
(8), then the process will move to head of department for the appropriate action. Figure 
(10) illustrates the process steps. 

 

Figure 8 – Approve 
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 Note: In case of the student did not achieve some of the fulfillment conditions, the 

user can approve the student to be as an expected to graduate by force and type 

the reason according to the regulations. 
 

 
2.6. Reject: After selection of the students as shown on figure (3) and filling the Note box, 

the user will click “Reject” button to complete the process as shown below: 

 

Figure 9 – Reject 

 

 

Figure 10 - Approve expected to graduate steps 

 

 Notes:  

 At the end of the process, a message will be sent to the student to inform him about 

the final decision. 
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 If the deanship of admission and registration refuses the application, then the 

process will return to the college staff member, which he can approve it again 

according to the regulations. 

 

2.7. Search samples: The search can be done by several criteria, such as: Approved by 
advisor and Rejected by head of department as shown below: 

 

 

Figure 11 - Search sample 1 

 

 

 

 

Figure 12 - Search sample 2 

 


