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image5.emf
Academic Staff fills out the permission form via EBYS and submits it for Approval.The permission form submitted for approval is initialed by the Unit Manager/Deputy Manager.After the Assistant Director reviews and initials the form, it is sent to the Director's Office system for signature.The TÖMER Director examines and signs the permission form that comes for his approval. After signing, it goes to the Rector's Office for approval.After the approval of the Rector's Office, the personnel's leave process is completed.After the approval of the Rector's Office, the approved version of the leave form is sent through the system to the administrative staff and the Personnel Manager in the Academic Personnel Affairs Department of the Personnel Department.


Microsoft_Visio__izimi2.vsdx
Academic Staff fills out the permission form via EBYS and submits it for Approval.
The permission form submitted for approval is initialed by the Unit Manager/Deputy Manager.
After the Assistant Director reviews and initials the form, it is sent to the Director's Office system for signature.
The TÖMER Director examines and signs the permission form that comes for his approval. After signing, it goes to the Rector's Office for approval.
After the approval of the Rector's Office, the personnel's leave process is completed.
After the approval of the Rector's Office, the approved version of the leave form is sent through the system to the administrative staff and the Personnel Manager in the Academic Personnel Affairs Department of the Personnel Department.
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Internal and external documents received via EBYS are entered into the TÖMER Manager's system.After reviewing the incoming document, the manager forwards the document to the relevant personnel if a response is required.After the staff member responds to the document sent to him/her, the signing process is initiated.After the document is presented for signature, it is entered into the system of the officer who will initial it. After the relevant personnel initials it, it is entered into the system of the authorized person who will sign it.After the signing process is completed via EBYS, the personnel who wrote the response finalizes the process and removes the document to the file.After reviewing the incoming document, the manager finalizes the document if no response is required.
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Internal and external documents received via EBYS are entered into the TÖMER Manager's system.
After reviewing the incoming document, the manager forwards the document to the relevant personnel if a response is required.
After the staff member responds to the document sent to him/her, the signing process is initiated.
After the document is presented for signature, it is entered into the system of the officer who will initial it. After the relevant personnel initials it, it is entered into the system of the authorized person who will sign it.
After the signing process is completed via EBYS, the personnel who wrote the response finalizes the process and removes the document to the file.
After reviewing the incoming document, the manager finalizes the document if no response is required.
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All documents to be written within the unit, within the institution and outside the institution are written via EBYS by the assigned personnel.The e-signature process is initiated for the written articles.The document, for which the e-signature process has been initiated, is entered into the system of the relevant personnel who will initial it.Once the initialing process is completed, the document is entered into the system of the authorized person who will sign it.The document, whose e-signature process has been completed, is filed by the personnel who wrote the document.If initialing or signature is rejected;The document is returned to the staff member who wrote the article.After the correction is made, the e-signature process is restarted.The document, for which the e-signature process has been initiated, is entered into the system of the relevant personnel who will initial it.Once the initialing process is completed, the document is entered into the system of the authorized person who will sign it.The document, whose e-signature process has been completed, is filed by the personnel who wrote the document.
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All documents to be written within the unit, within the institution and outside the institution are written via EBYS by the assigned personnel.
The e-signature process is initiated for the written articles.
The document, for which the e-signature process has been initiated, is entered into the system of the relevant personnel who will initial it.
Once the initialing process is completed, the document is entered into the system of the authorized person who will sign it.
The document, whose e-signature process has been completed, is filed by the personnel who wrote the document.
If initialing or signature is rejected;
The document is returned to the staff member who wrote the article.
After the correction is made, the e-signature process is restarted.
The document, for which the e-signature process has been initiated, is entered into the system of the relevant personnel who will initial it.
Once the initialing process is completed, the document is entered into the system of the authorized person who will sign it.
The document, whose e-signature process has been completed, is filed by the personnel who wrote the document.
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The student or the person concerned delivers the petition etc. to the TÖMER Secretariat by hand.TÖMER Secretary initiates the process by giving the date and number to the relevant document.After the relevant officer examines and evaluates the document sent to him/his, his/her response is submitted to the Directorate for signature via EBYS.After the Director has made the necessary review, he/she signs the document and the TÖMER Secretary finalizes the process and puts the document in the file.If action is to be taken based on the content of the document, the document is sent to the relevant officer, faculty member or assistant principal via EBYS.If no action can be taken based on the content of the document, the document is removed from the file by the TÖMER Secretary.
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The student or the person concerned delivers the petition etc. to the TÖMER Secretariat by hand.
TÖMER Secretary initiates the process by giving the date and number to the relevant document.
After the relevant officer examines and evaluates the document sent to him/his, his/her response is submitted to the Directorate for signature via EBYS.
After the Director has made the necessary review, he/she signs the document and the TÖMER Secretary finalizes the process and puts the document in the file.
If action is to be taken based on the content of the document, the document is sent to the relevant officer, faculty member or assistant principal via EBYS.
If no action can be taken based on the content of the document, the document is removed from the file by the TÖMER Secretary.
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The request of the student who comes to our Center to obtain a Student Certificate is received.If there are no errors in the document;If there is an error in the document;After the principal's approval, the document is given to the student. A copy is placed in the file. The process is completed.A Student Certificate is issued by reviewing the student's identity information and our Center's records.The prepared Student Certificate is submitted to the Deputy Director for initialing.The document is submitted to the Directorate for signature with the approval of the Deputy Director.It is sent back to the Student Affairs Office for correction.The corrected document is presented to the Deputy Director for initials again. After initialing, the document is presented to the Directorate for signature.
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The request of the student who comes to our Center to obtain a Student Certificate is received.
If there are no errors in the document;
If there is an error in the document;
After the principal's approval, the document is given to the student. A copy is placed in the file. The process is completed.
A Student Certificate is issued by reviewing the student's identity information and our Center's records.
The prepared Student Certificate is submitted to the Deputy Director for initialing.
The document is submitted to the Directorate for signature with the approval of the Deputy Director.
It is sent back to the Student Affairs Office for correction.
The corrected document is presented to the Deputy Director for initials again. After initialing, the document is presented to the Directorate for signature.
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Administrative Staff fills out the leave form via EBYS and submits it for Approval.The permission form submitted for approval is initialed by the Unit Manager/Deputy Manager.After the Assistant Director reviews and initials the form, it is sent to the Director's Office system for signature.The TÖMER Director examines and signs the permission form that comes for his approval. After signing, it goes to the Rector's Office for approval.After the approval of the Rector's Office, the personnel's leave process is completed.After the approval of the Rector's Office, the approved version of the leave form is sent to the administrative staff and the Personnel Manager in the Administrative Personnel Affairs of the Personnel Department through the system.
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Administrative Staff fills out the leave form via EBYS and submits it for Approval.
The permission form submitted for approval is initialed by the Unit Manager/Deputy Manager.
After the Assistant Director reviews and initials the form, it is sent to the Director's Office system for signature.
The TÖMER Director examines and signs the permission form that comes for his approval. After signing, it goes to the Rector's Office for approval.
After the approval of the Rector's Office, the personnel's leave process is completed.
After the approval of the Rector's Office, the approved version of the leave form is sent to the administrative staff and the Personnel Manager in the Administrative Personnel Affairs of the Personnel Department through the system.



