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1. Purpose

The purpose of this operating instruction is to specify all activities that
students are obliged and/or have the opportunity to perform through the student
information system (e-index) of the Goce Delcev University.

2. Areas of Application
It is applied by all students of the University.

3. Definitions and Abbreviations
EIS — Electronic Index Sector
SIS — Student Information System
SAA — Student Archive Department

4. Responsibilities

The main holder of responsibilities in terms of the implementer of
activities in the SIS is the student.

The main holder of responsibilities regarding the functionality of the SIS
are the EIS and SAA.

5. Description of Procedures

According to the legal regulations in the Republic of Macedonia, within
the ICT infrastructure of the Goce Delcev University, an electronic index /
student information system (hereinafter e-index or SIS) has been implemented.
It directly affects students as end users. Part of this system is a dedicated web
portal for students. The main goal of the electronic index is to offer each student
management of their personal electronic index (by both the student and the
University), through which each student can perform all activities of a study and
administrative nature regarding the University. Through their profile, the student
can fully realize their studies from the following aspects:

e Administration and insight into personal data and study data;

e Semester enroliment;

e Semester confirmation;

e Exam registration;

e Project task registration;

e Module selection for modular study programs;

e Electronic payment and electronic review of financial transactions;
e Electronic consultations;

e Electronic bulletin board;

e Electronic student requests;

e Electronic access to documents and necessary contacts;
e Electronic graduation procedure, and others.
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5. Login / Logout of the Student Web Portal (e-index)

For using the student web portal, i.e., the e-index, any of the well-known
web internet browsers is used: Google Chrome, Microsoft Edge, Internet
Explorer, Mozilla Firefox, etc. The access address to the portal's login page is:
https://students.ugd.edu.mk:

Vungepaurer wIoue Aeaves" - llrun
@ - Uapexc

[_Hajaouce |
Image 1. Login form
In the specified fields, the student enters their own username and
password in the format:
KopucHmyko nme: name.IndexNumber
Password: OwnPassword

Information on how to set the initial password is sent to the student's private e-
mail (used for enrollment at UGD), after their enroliment. By clicking Enter or
"Login", the user logs into their user profile (e-index). The user logs out of the
portal by clicking the "Logout" link which is part of the left main menu. The
following sections of this document explain all the main menu links present in
the student's electronic index.

5 Home
After logging in, the student's initial interface is displayed.

Vungepanrer Joue Aeaves" - lllTnn
@ - Uapexc

on yHrBe
gpnew op haxynter

Image 2. Home screen
The Home link is divided into two sections:
e Personal Data, and
e Study Data.
For changing the data shown within Home, the student communicates with the
Student Archive Department (SAA).

5.2.1. Home - Personal Data

This section displays the information shown in the image.
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https://students.ugd.edu.mk/
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Image 3. Personal Data

All data is taken from the student application and enroliment platforms. Several
important notes are given below:
e Phone — can be updated by the student;

e Private e-mail — can be updated by the student / with each change,
mandatorily inform the employees in the Student Archive Department, for the
purpose of entering the new private e-mail into the password reset and
change system, and

e Mobile phone (must be entered in the format +389 70123456) — can
be updated by the student / with each change, mandatorily inform
the employees in the Student Archive Department, for the purpose of
entering the new (mobile) number into the password reset and change
system.

Changing the data for private e-mail, mobile phone, and phone can be
done by the student. The change is made by clicking the "Change" button
positioned next to the field that needs to be changed, which opens the
appropriate change field.

fNpuBaTHa e-nowTa | | ked
MoOunen rtenedon | |
Tenedon | | kd 4

Image 4. Data change

This data is used for various types of information that UGD sends to its students
(SMS campaigns, personalized targeted notifications via SMS and/or e-mail,
and other).

5.2.2. Home - Study Data
This section displays the information shown in the image:

Mumaze 000 0 wenposuTann xoscymraunm

6poj Ha wHaexc } | craryc

AKTHEEH CeMeacTap
OcroeHmn KpegnTn
Mpocer

daxkynrer
Oanen/Kareppa
Hacoxa/Mopyn

HaumH Ha aryanpatce
Haunn Ha nnaxaree
Danynver Ha npuem
Onpnen/Karenpa na npuem
Hacoxa/Mopyn Ha npuem f
Yuelbna rognna Ha npuem [-.

Cryamcia nporpama Mpedipnen o ynusepanter| |

Nposepero pocwe (npen nnnnnunnau.o)‘--f | npedpnen on dbaxynier

Image 5. Study Data
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Several important pieces of information are given below:
e Index Number — assigned by UGD upon enrollment in studies;
e Earned Credits — sum of credits from passed subjects;

e Study Program — generation of students in which the student is
enrolled/studying;

e Student Status — current status (below in this instruction there is a
chapter explaining all statuses and transitions between them);

e Mode of Study (Full-time or Part-time);

e Payment Method — this data depends on the quota under which the
student was accepted and enrolled;

e Average — shows the average of all passed subjects (exams), with
a value from 6 to 10;

53 Semester Enroliment

Within the Semester Enrollment form, the student enrolls in the
appropriate semester (odd/even) in the corresponding academic year. Until
graduation, the student must regularly enroll and confirm a regular (for the first
or higher time) or graduate semester (applies only to first cycle). In case of
untimely semester enrollment, the status changes to Temporarily Inactive
Student, whereby the student loses the right to perform any activity. Semester
enroliment is carried out in accordance with the annual activity calendar.

All students who electronically enroll in a semester (with appropriate prior
payment, as explained below, and in accordance with the University's price list),
have no additional obligation to submit additional physical documentation (pink
sheet, semester sheet, payment slips) at the counter of the Student Archive
Department. These will be automatically generated/printed according to internal
established procedures at the SAA level.

5.3.1. Semester Enroliment Form

To perform semester enrollment, click on Semester Enroliment, after which the
semester enrollment form is generated. In case there is no active semester
enrollment deadline, a message appears as in the image below, and additionally,
the semester enroliment button "Enroll semester" is inactive.

chovena ___IRE
- Koncynrayun 1 _ : ' BT

- Cemecipn it e b ‘
e T C

Y nuc Ha cemeciap . " OB Onnen/Kareapa
- lpwjasn | Ouenn a%wm wa nnakame:  [lpw ra_ MoaynHacoxa
v-r3awu Ma cemectap
- Cemmnapcxa pabora

Image 7. No active enrollment deadline
The semester enrollment form consists of two sections:
¢ Information about the semester being enrolled, and
e Subjects that the semester will contain.
In this example elaborated in this chapter, the student has an active second
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semester in the 2011/2012 academic year and is enrolling in the third semester
for the first time in the 2012/2013 academic year.

5.3.2. Information about the Semester being Enrolled
The header of the semester enrollment form contains the information

shown in the image

- Moverna Ynue Ha HoB cemectap
Ornacua rabna
Koneynraums
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et RIYA848 38 HCON] - %
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L SARGPIA 8 cOMOCTAD
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Image 8. Semester info header

5.3.3. Enrolling Subjects and Semester
The second section of the semester enrollment form consists of the

subjects that need to be enrolled in the semester:
2
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Image 9. Subjects for enrollment
Following is an explanation for each of the marked tables:

e (1) marks the table of mandatory subjects with all parameters. These are
automatically enrolled in the semester. (2) marks the number of
mandatory subjects.

e (3) marks the table of mandatory elective subjects (e.g., mandatory
foreign language, where the student can choose one of the offered
foreign languages according to the study program). In this example, the
mandatory elective subject belongs to the Foreign Language 3 group,
and the student chooses from the offered foreign languages. (4) marks
the number of subjects the student must choose from each of the
displayed groups, according to the study program the student is studying.

o If the student chooses fewer or more mandatory elective
subjects than planned, the system does not allow semester
enroliment when clicking Enroll semester, generating an
appropriate message.
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¢ (5) marks the table of elective subjects. (6) marks the number of elective
subjects the student must choose from each of the displayed groups,
according to the study program the student is studying.

o If the student chooses fewer or more elective subjects than
planned, the system does not allow semester enrollment when
clicking Enroll semester, generating an appropriate message.

Important: Each mandatory elective or elective subject, upon enrollment in the
semester, becomes a mandatory subject for that student.

e (7) marks the table of subjects that have become subjects with status
Remaining Obligation. (8) marks the number of such subjects for the
specific student at the time of semester enrollment. A subject changes to
Remaining Obligation status in one of the following cases:

o A subject for which the student has not earned the required
minimum points from pre-exam activities (applies only to full-time
first-cycle students), and

o An unpassed subject that belongs to a recognized semester, for
full-time students, which needs to be re-enrolled in a higher
appropriately paired semester.

These subjects need to be enrolled in one of the following semesters that have
the same parity (odd or even) as the original semester the subject belongs to,
according to the study program the student is studying.

Finally, the student clicks Enroll semester. In case of successful semester
enrollment, the system generates an appropriate message and the button
freezes until the next semester. The prerequisites for successful semester
enroliment are explained below.

5.3.4. Prerequisites for Semester Enroliment

For successful electronic enroliment of a semester, the following
prerequisites must be met:

For all study cycles:

e The student needs to have sufficient financial (available) funds
(according to the UGD price list) for:

o Participation fee at the semester level (if the semester is for the
first time), and
o Other funds for semester enroliment.

e A system-active deadline for (electronic) semester enrollment must exist,
in accordance with the official calendar of student activities at UGD,
published on the University's website.

e The student must make a correct selection of the number of elective
and/or mandatory elective subjects (with the option for subjects that are
a remaining obligation), before clicking the Enroll semester button.

For the first study cycle:

e Enroliment in a higher study year is automated according to ECTS

conditions for enrollment in a higher study year, namely:
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o minimum 36 credits required for enrollment in the second study
year;
o minimum 90 credits required for enrollment in the third study year;
o minimum 150 credits required for enroliment in the fourth study
year;
o minimum 210 credits required for enroliment in the fifth study year,
and
o minimum 270 credits required for enrollment in the sixth study
year.
In case of enroliment in an odd semester, if the student does not have enough
credits for enroliment in a higher study year, they automatically receive the only
option — re-enrolling in the same study year/semester (for the second time or
higher, according to reality).

5.3.5. Re-enroliment in a Semester / Study Year (for first study cycle)

In case the student does not have enough credits to enroll in the next study year
(higher odd semester), they re-enroll in the same study year (for the second,
third time, etc.). When re-enrolling in the same study year, the following points
apply:

e The required financial means for enrollment in the same study
year/semester (for the second or more times) are the same financial
means as for the study year (semester) for the first time, with the
exception (without) of the financial means for the participation fee (these
are fully settled during the initial studying / for the first time during one
academic year), and with payment of additional funds for re-enroliment
of credits.

e All unpassed subjects (mandatory, elective, mandatory elective, or
subjects that are a remaining obligation from that study year) are re-
enrolled until the moment of enrollment in the odd semester (from that
study year) for the second (or more) time.

5.3.6. Important Information Regarding Semester Enroliment
For all study cycles:

e The student changes their status from Active to Graduate with the
process of confirming the last semester according to their study program.
This change in the electronic index happens automatically.

For the first study cycle:

e Subjects for which full-time students do not earn the required minimum
points (42) need to be re-enrolled in some future appropriately paired
regular or graduate semester.

e Subjects for which the student earns a grade of 5 during a committee
examination (examination after the 4th attempt) in one of the exam
sessions, are taken (by committee) until they are passed by the student.

e Once the student confirms the last semester and does not graduate by

the last day of the deadline for enrollment in the next academic year (next
8/39



odd semester), they are obliged to enroll in a graduate semester. The
enrollment (and confirmation) of graduate semesters continues until the
student graduates from their study program.

e If a full-time student has not earned 42 points from pre-exam activities
within a certain subject and has in the meantime graduated (the subject
was a remaining obligation at the time of graduation), that subject needs
to be re-enrolled in the appropriately paired graduate semester.

54 Semester Confirmation

Semester confirmation is carried out in accordance with the annual
activity calendar. Until graduation, the student must regularly enroll and confirm
a regular (for the first or higher time) or graduate semester (applies to the first
study cycle). Otherwise, the student's status changes to Temporarily Inactive,
whereby the student loses the right to perform any activity.

All students who electronically confirm a semester (with appropriate prior
payment, as explained below, and in accordance with the University's price list),
have no additional obligation to submit additional physical documentation
(payment slips for semester confirmation or purchasing signatures) at the
counter of the Student Archive Department.

5.41. Semester Confirmation Form
To confirm a semester, click on the link Semester Confirmation, after
which a form is generated as in the image below.

- [loyerna 3aBepka Ha cemecrap

« Koscynraums “ 7 2
- 1€ NOCTOM AXTHEEN POK 13 J3BepKa Ha cemecTap
« Cemecipn

- [lpujasa 3a ncnux

« Ynuc na cemecrap Cemecrap

o Cryancka rogwna: pDTopa ‘.D.n,yrlh-l: 3
« [lpnjaen | Oyenn 3
A SA— HH HA CTyaMpame: Pejoaen Onnen/Karegpa: ACTPOHOMW

Ha nnakawe: [Ipxaswa xsora Moayn/Hacoxa:
Image 10. No active confirmation deadline message
The semester confirmation form consists of two sections:
o Information about the current semester / the semester being confirmed, and

o Information about the subjects contained in the semester being confirmed.
In this example, elaborated in this chapter (in the images below), the
student has an active and enrolled third semester in the 2012/2013 academic
year, and it is subject to confirmation.

5.4.2. Information about the Semester Subject to Confirmation

The header of the semester being confirmed contains all the information
related to the semester being confirmed, as shown in the following image:
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Jasepka 1a cemecrap [ R I e,

Image 11. Semester header
The second section of the semester confirmation form displays the

subjects that are part of that semester:

|Kynm nornien

Image 12. Subjects in semester being confirmed

The explanation of the table and marked columns follows:

¢ (1) marks the status of each subject according to the study program the
student is studying;

¢ (2) marks the column showing the current status of the electronic
signature at the level of each subject. The electronic signature at the
level of each subject in the electronic index is updated solely by the
subject teacher for that subject. Signatures are collected only by full-
time first-cycle students;

¢ (3) shows the column with information about signatures purchased by
the student. Signatures are purchased only by full-time first-cycle
students;

¢ (4) marks the button used for purchasing signatures, and

¢ (5) marks the button for semester confirmation.

5.4.3 Prerequisites for Semester Confirmation
For successful electronic confirmation of a semester, the following
prerequisites must be met:
For all study cycles:
o A system-active deadline for (electronic) semester confirmation must
exist, in accordance with the official calendar of student activities at
UGD, published on the University's website;
e The student needs to have sufficient financial (available) funds
(according to the UGD price list) for:

o Participation fee at the semester level, if they are paying it in
installments (the remainder of the participation fee for that
semester), and

o Other necessary funds for semester confirmation.

Otherwise, the system generates a message that the semester cannot
be confirmed due to lack of funds for participation / semester

confirmation.
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For the first study cycle:

For full-time students: All electronic signatures (for all subjects in the
semester) must be updated to a value of Yes by the subject teacher,
if the student has practically obtained a signature as verification that
they attended the subject. The following rules apply:

o For subjects where lectures and exercises are held (having an
hour format different from 0+0), the student automatically
receives a signature if they have a minimum of 6 points from
lectures and minimum of 6 points from exercises.

o Forsubjects where lectures and exercises are not held (having
an hour format equal to 0+0), the subject teacher enters the e-
signature individually for each student in the e-index.

Those with a value of No (not yet updated by the subject teacher) are
highlighted in red in the Electronic signature column. If the student is
missing a number of signatures less than or equal to the maximum
allowed number of signatures (which is 2 signatures per semester),
they can purchase them by clicking the Purchase signature button
(for all subjects for which signatures are missing at once), provided
they have sufficient funds to carry out this activity. For purchased
signatures, the Electronic signature and Purchased signature fields
become Yes. Only when all electronic signatures have the value
Yes, the Semester Confirmation button is enabled, so the
semester can be confirmed.

For the first and second study cycles:

All project tasks for subjects for which it is necessary, according to
the study program the student is studying, must be electronically
registered. Otherwise, the system generates an appropriate message
and does not allow electronic confirmation of the semester;

In case of successful semester confirmation, the following message
appears:

g ")
Message from webpage E&

! Cemecrapor e ycnewno sasepen!

o]

= v

Image 13. Successful semester confirmation message

55 Semesters
Within this form, all semesters realized during the student's studies are

displayed:
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Image 14. Semesters
For each semester, the displayed information is divided into two
sections:
e Header, and

e Structure.

The semesters in the system are displayed in chronological order,
representing a picture of their actual realization by the student during their
studies.

Important information characterizing that semester is shown in the
header. Several important pieces of information are given below:

e Semester Status — Enrolled / Confirmed / Interrupted, depending on
its current state;

e Recognized semester — "No" for semesters realized by the student,
i.e., "Yes" in case of transferring the student to higher semesters;

e Academic year — in which each semester is realized separately, and
e Which time it is enrolled — at the level of each semester separately.

The structure of each semester shows all relevant information regarding
the subjects studied in that semester. Several important pieces of information
are given below:

e Status — applies to each subject separately, possible values are:

o "Active" — means that activities for this subject can be
processed (exam registration, project tasks), and

o "Inactive" — applies to a subject that has been re-enrolled in
one of the future semesters (where it is "Active"). For
inactive subjects, it is impossible to process activities (exam
registration, project tasks) in the system;

e Professor — by clicking "on" the professor's name, all professors and
assistants who have grading privileges for that subject / direction /
generation are shown,;

e Recognized — at the level of each subject, has the value "Yes"
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for recognized subjects/exams passed in other directions and
"No" for others;

e Subject Status — at the level of each subject, with the following
possible values:

o Mandatory;

o Elective;

o Remaining obligation (applies only to first study cycle), if the
subject is:

= A subject for which the student has not earned the
required minimum points from pre-exam activities
(applies only to full-time students);

= Unpassed and belongs to a recognized semester, for
full-time students, which needs to be re-enrolled in a
higher appropriately paired semester;

o Re-enrolled subject (applies only to first study cycle), if the
subject was a remaining obligation and is re-enrolled in the
appropriately paired higher semester (displayed within that
semester).

e EIl. Signature — refers to the signature the student receives at the
subject level. This is in direct correlation with the system for assigning
electronic signatures at the subject level by the subject teacher, and

e Registrations — at the level of each subject separately, a link to all
existing registrations for that specific subject.

For the first study cycle: By clicking on the Grade structure at the level of each
individual subject, the student has the opportunity to review the grade structure,
namely:

e Points from lectures;

e Points from exercises;

e Points from project tasks;

e Points from the first colloquium;

e Points from the second colloquium,;

e Points from additional student activities, and
e Points from the final exam.

Subject professors and subject assistants for the respective subject have
privileges to update points from pre-exam activities. Only subject professors for
the respective subject have privileges to update the status of the exam
registration / points from the final exam.

56 Selection of Direction
For study programs that are modular (students study part of the studies
together, and after a certain semester choose a module/direction), the student
selects the module/direction they wish to continue with after a certain semester

(according to the study program's accreditation) via the e-index. The selection
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of the direction in which the student continues their studies is made by accessing
the Direction Selection form.

(NI — | Mabopmamacoom e
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Image 15. Direction selection form
Within this form, the field Current direction (up to Current semester)

shows the current direction the student is studying in. In the field From
<Number (next)> semester | continue in, the module/direction the student
chooses to continue their studies with is selected. Finally, click Save. The
student has the option to select a specific direction/module only once, after
which the data is saved in the system. On the right side of the form, there is
information about already made selections. The student can perform this activity
at the earliest after enrolling in the semester before which they need to decide
for the next semester.
57. Exam Registration

Registering for a (final) exam via the e-index is only allowed if all
prerequisites for this activity are met by the student. Electronic exam
registration is performed through the Exam Registration form from the menu
on the left side of the electronic index:

- [loserHa
- Cemecipmn

- Mpujasa 3a ncnut
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- [ipnjasn { Ouenn
- Hoxymenin

- Cemunapcka pabora

> Dun. IpaHCcaKumn
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(i

- Opjaen ce

Image 16. Exam Registration link

On the screen, all semesters enrolled up to the moment of registration
are displayed. In the section marked with arrow 1, information about an active
exam session is displayed if it exists. Only if an active session exists, is there a
possibility for exam registration, i.e., the exam registration buttons (arrow 3) are
active. In the column marked with arrow 2, the status of the last processed
registration in the system for the respective subject is displayed.

In case of an active session, the section marked with arrow 1 displays
information about the session name, as well as the deadline for exam
registration for that session (image below). Exam registration is possible (in an
active session) only if the following prerequisites are met:
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o Existence of an active session, according to the annual activity
calendar (exam registration buttons are active);

o Ifthere is no previous registration for the subject with status registered;

o If there is a previous registration for the subject, which has one of the
below-listed statuses (status of the last registration), namely:

o with status "Did not pass"
o with status "Did not appear”
o with status "Cancelled registration®;

o If the semester in which the subject was taken is confirmed (the
student has obtained a signature or it has been purchased);

o If the subject is not a remaining obligation (applies to first study cycle);

o If the student has sufficient points from pre-exam activities for the
exam, i.e., at least 42 points (applies only to full-time first-cycle
students);

o If the student has sufficient funds for registering for the exam in
accordance with the price list, regarding the type of session (regular
or additional), the student's mode of study (full-time or part-time), and
the type of registration (regular or committee).

ryw na s anwuywan o [RNEISENN

Komsecmeno
e i it mi
PeAMETOT
2 cemecrap

Image 17. Exam registration form
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Image 18. Active exam session
If there is a possibility for exam registration (all previously listed
prerequisites are met), click the Register exam button next to the respective
subject, after which a confirmation message for the activity is generated.
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Image 19. Registration confirmation

In case of successful exam registration, the following message is

generated, whereby information (2) appears next to the subject that a
registration exists, which can be seen on the link (3):
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Image 20. Successfully registered exam

In case of unsuccessful electronic exam registration, the system generates
a message about unsuccessful registration and states the reason, after which the
student needs to try again to perform electronic exam registration after fulfilling
the appropriate prerequisites. In case of unsuccessful exam registration due to a
lack of sufficient financial funds (for registration and/or administrative fee), when

attempting to register for an exam, the system displays the message in the
following image.

Craryc Cramann  Mpwuawcrwr  Kownon  Npeguer MNpopecop Owene  Ocawpea,  Npsowarr Cravye man. Banom. K Mo, Npejess

Image 21. Unsuccessful registration message

5.7.1. Committee Registrations (for first study cycle)

From a user perspective, committee registrations are registered in the
same way as the regular registrations explained above. The electronic index
recognizes whether it is a regular or committee registration, i.e., each electronic
registration at the subject level, created after three registrations with a grade of
5, refers to committee examination of the exam.
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When registering for a committee exam (committee registration), the
following activities occur:

e The system automatically informs the dean and the vice-dean for
teaching of the unit where the student studies about the specific
student, subject, and session.

o The dean or the vice-dean for teaching, after forming the Committee
for the realization of the exam, grant privileges to the Committee
members for electronic evaluation of the committee registration. The
system automatically informs all Committee members at the time the
privileges are granted.

o« The committee registration is evaluated by the President of the
Committee.

58 Registrations/Grades
In this form, the student has the ability to view all registrations made in
their electronic file. The view in this form is aggregated with the following filtering
options:
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Image 22. Registrations/Grades link

¢ Possibility to filter by session — the student can choose a specific
session from all sessions in which they have made at least one
registration, or choose all sessions, and

¢ Possibility to filter registrations based on their status — Passed or
Failed.

By clicking the "Show" button, a tabular display is generated based on the set
filters, with the following columns:

e Subject — for which the registration was made;
o Grade — at the level of registration for a specific subject;
e Session — in which the registration was made;

o Professor — subject teacher with whom the exam registration /
taking was performed;

e Registration date,

o Exam date.
Clicking on any column sorts the information in the tabular display
alphabetically/chronologically.

59 Project Task (applies to first and second study cycles)
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Students must register project tasks through the electronic index.
Registration of the project task is accompanied by the realization of an
automatic negative electronic transaction in the electronic file according to
the existing price list. The student can register a project task during the active
semester, after its enroliment, and before its confirmation.

Registration of the project task is done by accessing the Project Task
form:
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Image 23. Project Task link

A project task can only be registered for subjects for which it is mandatory
(planned) and which are in the current semester. In case there is no active
enrolled but unconfirmed semester, clicking on Project Task generates the

message shown in the following image:
s || s
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Image 24. No active current semester message

A project task is registered by realizing previously paid financial funds by
the student to the appropriate revenue code and amount for that purpose,
according to the price list. For each subject, the student registers one project
task. In case of an active (enrolled, but still unconfirmed) semester, clicking on
the Project Task link displays a tabular view of the subjects in the semester and
a column named Project Task, i.e., a Register button for each subject
individually.
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Image 25. Active semester and project task registration
The system automatically generates intuitive messages and information in case
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of successful or unsuccessful registration of a project task for each subject
individually. All project tasks are registered as a prerequisite for semester
confirmation.

510. Financial Transactions and Other Relevant Information
Within the Fin. Transactions form, all paid and used financial funds at the
level of the student file / student's EMBG are displayed, in terms of individual
transactions and a summary balance by revenue codes, i.e., at the level of the
student's e-index.

5.10.1. Pre-paid Concept of the e-index
The concept on which the student's electronic file operates is based on a
pre-paid administration of finances, namely:

e appropriate payment by the student, depending on the purpose and
the price list, and
« utilization of the paid funds by the student.
This means that to perform any activity (exam registration, semester enrollment,

submitting an electronic request for a certificate, exam recognition, etc.), the
student must FIRST make a payment of the appropriate amount to the
appropriate revenue code:
e using the e-commerce service (this enables the availability of the
paid funds at the moment of payment, during the period 24/7/365
throughout a calendar year);
e by physical payment in any bank / post office, and
e using electronic banking services (electronic payment slips);
For the second and third cases, the processing of payments is carried out in the
following way:
1. Payment by the student at a bank / post office / electronic banking
by 13:00 / 14:00 during a working day (the hour varies among
different banks).
2. Processing of the daily turnover of banks / the post office at 15:00
/ 16:00 through the clearing process towards NBRM (Treasury of
RM) (the hour varies among different banks).
3. Electronic delivery of all paid funds by students in accordance
with 1. and 2. by 09:00 / 10:00 the next working day, from NBRM
(Treasury of RM) to UGD.
4. Automatic electronic booking (distribution) of the paid funds in the
students' electronic files.
The basic parameter based on which the paid financial funds are practically
distributed in the electronic index is the student's unique master citizen
number (EMBG). In that regard, the only correct payment is a payment made
personally by the student, with their EMBG. By clicking the "Financial
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Transactions" link, a form with two sections is displayed:

e Balance by revenue codes, and
e Financial transactions.

5.10.2. Balance by Revenue Codes
The information displayed within this section relates to the current

financial status of the student within each of the revenue codes (for the first
study cycle):

e Administrative fee;

o 723113;

o 723011;

o 723012;

e 723013;

o 723014;

e 723019;

e 723119, and

e 200001926783548 (University Sports Center).
At the level of each revenue code, the following are displayed:

o total paid funds,
o total used funds,
o total available funds.

Cocrojoa no NPUXOAHK Wk pyu ;.?.’.’.T"HV'T‘ R PONHT SN N0 ".",’T"Zq

™ TAKCA (TAKCOMA MApYA) | 20.000,00 150.00 19 850,00
723011 G W cepradmear | 0.00) 000! 000
723012 i [ 24.500,00 34500 001 0,00

23013 43.500,00 42 860,000 40,0
723014 [ 0,00 0,004 0,00
723019 % 720,00 5 720,00, 0.00
723119 BHOCTH 80 0OPAIOBRAIETO| 2070.,00 2.070,00( 0.00)

Bryniol 95,7900 75,300,000 20,490,00

Image 26. Balance by revenue codes

5.10.3. Transfer of Financial Funds from One Revenue Code to Another
(applies only to first study cycle)

This functionality allows students, through their electronic index, to
transfer only available financial funds between the following revenue codes:
723011, 723012, 723013, 723014, 723019, and 723119. The procedure for
transferring financial funds is detailed below.

From the left navigation menu within the electronic index, select the
Funds Transfer link, after which the form for transferring financial funds is
displayed in the right central part:
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Image 27. Access to transfer form
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Image 28. Filling out the transfer form
1. In the Amount field, enter the sum for which the transfer needs to be
made. Only a positive integer value can be entered in this field (entering decimal
numbers is not allowed).

2. In the From revenue code and To revenue code fields, select the
appropriate revenue codes from/to which the transfer of financial funds is made.

3. After filling in the above-mentioned fields, proceed with the transfer of
financial funds by clicking the Transfer funds button.

If the transfer is successful, a message for a successful transfer appears,
and in the Financial Transactions section, two separate financial transactions
are created, one positive and one negative, as confirmation of the performed
transfer of financial funds:

DUHANCACKN TRANC BILIMN

Pon. Bpflarym na kiokewel Manoc [fipuxoana wndps Onuc na tpancaxumja Bua na rpancakunjo
oy e 23122013 100,00 I,‘HH'* A !l:'fi',!l'_‘iﬂ Hi UK ‘]‘“ll"v"‘jjﬁl}_{-{[‘ A WA 723019 npuxoana wWngpa [Cryaakr YOI TTTTT2E- WA 0KE TpaHC akuy)
2 23.12.2013 100 00 723014 pancdiep Ha dun cpeactoa og 723014 wa 723019 npuxaana wnbpa [Cryaewt YL TZE wigere tpancaxuymjal

Image 29. Transactions during transfer

5.10.4. Financial Transactions
Within the Financial Transactions section, a detailed overview of all

transactions related to that student's electronic file (EMBG) is displayed:
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Within this section, the following are displayed:
e Serial number;

e Booking date (the entire display is sorted by this data);
e Revenue code (regarding which the transaction was processed);
e Transaction description, which:

o for incoming payments contains the data from the Payment
Purpose field on the payment slip, and

o for outgoing payments (by the student) contains predefined
names that descriptively term the reason for the transaction.

e Student — data consisting of First Name, Last Name, and Index
Number of the student, which is crucial for students with two student files (it can
be seen from which student file the funds were used);

e Type of transaction, which contains the following data:

o bank transaction (for positive incoming payments), and
o e-index transaction (for negative outgoing transactions by the
student).

5.10.5. Processing of Administrative Fee Payment

In accordance with the Law Amending the Law on Administrative Fees
(Official Gazette of RM No. 145 — p.9, dated 5.11.2010), tax stamps are out of
use and for their replacement, it is necessary to submit payment slips for
realized financial transactions for the administrative fee (or SMS codes in case
of paying the AF via SMS, explained below).

The following possibilities exist for processing / replenishing the balance
for the administrative fee in the student's electronic file (most of them are the
same as payments for other revenue codes):

o Realization of payment for AF via the e-index / e-commerce
module, by the student (without involvement of the Student
Archive Department), whereby the funds are immediately and
automatically booked in the student's electronic file.

o Realization of payment for AF in the electronic file by the advisor,
based on a separately submitted form/payment slip by the student
to the employee in the Student Archive Department.

In the second case, it is necessary that the payment slip be first entered
into the electronic index by the employee in the SAA, where the payment slip is
submitted.
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5.10.6. Other Important Information

In the case of physical payments, all payment slips processed at a bank
or post office are made personally by the student, with the mandatory filling in
of their unique master citizen number in the designated field on the payment slip
(tax number or EMBG).

In the case of electronic exam registration through the electronic index, no
physical exam applications or payment slips are submitted at the counter of the
Student Archive Department. It is recommended to keep the payment slips for
the student's personal records, if the payment is made through payment
institutions.

Lump sum payments are allowed, i.e., multiple payments (for multiple
activities) at once (electronically or physically).

Payments made at a bank or post office by 13:00 — 14:00 during a day
become available in the electronic index by 10:00 the next working day at the
latest. It is necessary that the paid amount corresponds at least to the number
of exams the student wants to register. The table shows the amounts that full-
time and part-time students need to pay for each exam.

5M1. Electronic Payment

The electronic payment module (ePayment), implemented within the
Student Information System (elndex), allows students to make electronic
payments for all types of services they perform towards the University. Namely,
in this way, each student has the opportunity, through their electronic index, to
make an electronic payment using a valid payment card (debit and/or credit)
issued by any bank in the Republic of Macedonia, for each revenue code
(723113, 723011, 723012, 723013, 723014, 723019, and 723119), the
transaction account of the University Sports Center (200001926783548), as well
as for the administrative fee (tax stamp). The availability of this service is
24/7/365 days a year, so upon successful realization of an electronic payment
through this service, automatically at the same moment, a financial
transaction in the amount of the paid sum is created in the student's electronic
index, and the paid financial funds are immediately available for use by the
student for any activity through their electronic index. In this way, 100% certainty
is guaranteed that the financial funds paid through the ePayment service will be
booked to the paid revenue code/account, which is not the case when making
a payment through any commercial bank or post office, where payments are
delayed for days (missing defined deadlines for specific activities) and are
booked to the wrong revenue code/account, creating additional problems for
students when performing their activities via the e-index. The following
describes the electronic payment process. Access to the electronic payment
form is done by accessing the ePayment link, after which the appropriate form
is displayed.
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Image 31. Access to ePayment form

In the Revenue code/Account field of the electronic payment form, one
of the possible revenue codes (723113, 723011, 723012, 723013, 723014,
723019, 723119), the transaction account of the University Sports Center
(200001926783548), or the Administrative fee (tax stamp) is selected.
Information on which codes/accounts are associated with which services (where
the student needs to pay certain funds and how much, before using/clicking on
the service, according to the pre-paid concept of the e-index) is available in the
UGD price list.

In the Amount field, the student enters the amount (as an integer value,
without decimal values) for which the payment is made. The minimum amount
that can be entered in the named field is 1 denar / there is no limit on the
maximum amount. The Total amount field displays the total sum that will be
charged to the student's payment card, as Amount + Fee, where a fee of 1.6%
is calculated on the entered amount. For example, if you enter the value 100
denars in the Amount field, the sum of 102 denars will be charged from the
entered payment card, and that value is displayed in the Total amount field.
After the successful payment, the student's electronic index will be credited with
financial funds to the appropriate revenue code/account in the amount of 100
denars.

Appropriate user messages are implemented within the electronic
payment form, through which the system informs the end user about the
(in)correctness of filling out the form.

The appropriate interface is shown below:
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Image 32. Filling out ePayment form

After the ePayment form is filled out by the end user, by clicking the
Continue button on the same-named form, the system redirects the end user
to a secure web page through which the payment is made:
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Image 33. Transitional payment form

By clicking the Pay button, a form is generated through which the actual
charging of the entered amount from the payment card (which is entered into
the form itself) is carried out by the CaSys processing center.

In the designated form, information is entered for the payment card
number, cardholder name, payment card type, its expiration date, and the
CVV2/CVC2 code of the card. The Amount field shows the amount (with the
calculated 1.6% fee) that will be charged from the card. The Details field
contains a description of the financial transaction being performed.
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Image 34. Payment form
After the payment form is successfully filled out, by clicking the Continue
button, the system redirects the end user to a special web page containing a
summary overview of all information entered up to that point, through which an
additional confirmation is required (click the Confirm button) for the charge to be
carried out by the CaSys processing center.
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Image 35. Payment confirmation form
If the collection of financial funds by the CaSys processing center is

(un)successful (the charge of the entered amount from the entered payment
card is (not) performed), the system informs the user accordingly.
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Image 36. Successful and unsuccessful payment message
This completes the process for realizing electronic payment

through the electronic index, whereby in the case of a successful
financial transaction, a financial transaction for the appropriate revenue
code/account is automatically created in the amount charged by the
processing center (without the calculated 1.6% fee) in the student's
electronic index.
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Image 37. Display of created transaction
There are three possibilities for an unsuccessful transaction:
¢ Insufficient funds on the card;

e The daily transaction limit has been exceeded, or

e The card does not allow internet payments.

512Consultations (applies to first study cycle)
The student has the ability for electronic consultations with the following
categories of their users:

o employees in the Student Archive Department (student services);
o professor, and
e assistant.

Consultations offer the possibility for the student to ask a question to one of

the previously listed recipient categories, with the option to attach documents
related to it. The recipient has the ability to answer the student's question.
Within the Consultations link, there are two forms:

e Ask a question, and

e Sent questions / Received answers.
In the upper part of the form, next to the name of the logged-in student,

information about the current number of unread consultations (received answers
regarding the question asked by the student) is displayed:

[Hmare 0 oa 6 HenpouUNTaHu xoucynraumi Hajagen xopucHuk

Image 38. Unread consultations info

By clicking Ask a question, the student can create a question, as follows:
e The recipient category is selected:
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Image 39. Specific person selection
e The specific person is selected:
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Image 40. Specific person selection

e + The question is written (the Question content is filled in). Within
the question asked, the student has the option to attach documents
(remove them in case of error, before sending the question) and click

Send when the question is complete:
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Image 41. Asking a question

In the consultations table, the student has an overview of all realized

consultations with all necessary information regarding them.
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Image 42. Sent questions / received answers
In the consultations table, the student has an overview of all realized

consultations with all necessary information regarding them.

513 Bulletin Board
An electronic bulletin board is implemented in the electronic index, within
which students have the ability to view announcements for them, published by
the following categories of users of the student information system:

e teaching staff;

e associate staff, and
e advisors in the Student Archive Department.
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Image 43. Bulletin board
For each announcement, the following information is displayed:

o Date and time of publication (announcements are sorted by this data);

o Title;

o Content (by clicking more, the entire content of the announcement is
read);

o Attachments (links to attached documents are displayed);

e Published by (information on the name and surname of the creator), and

o Position (information on the job position of the announcement creator).

54 Electronic Student Requests
Within the Student Request form, the student has the ability to electronically
create a request for one of the following purposes (which are present in the
official UGD price list):
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Request to the Student File Archive Department (this request covers
the following categories:

Transfer from faculty to faculty;

Transfer from one direction to another within the same faculty;
Change of study program;

Exam recognition;

Refund of paid funds, or

Any other type of request by the student.

Note: This type of request is most often subject to approval by the competent
instances of the faculty/university.

Issuance of transcript;

Issuance of mobility documents;

Issuance of certificate of passed exams / graduation;
Issuance of duplicate certificate of passed exams;
Diploma holder;

Issuance of diploma supplement;

Issuance of duplicate index;

Change of surname in document;

Issuance of certificate of passed exams in English;
Issuance of student confirmation;

Issuance of curriculum and syllabus for abroad;
Pedagogical internship;

Field teaching;

Issuance of diploma;

Issuance of duplicate diploma;

Laboratory exercises;

Activation of studies, from status Temporarily Inactive;
Activation of studies, from status In Moratorium;
Activation of studies, from status Withdrawn, and
Change of study mode (Full-time < Part-time).

Within the Details field for this type of service/request, important information and
the price for the selected service/request by the student are displayed.

Before creating the request, the student needs to have sufficient available
financial funds in the e-index for the specific request/service according to the
UGD price list, after which they access the Student Request link (1), click on the
list (2), and select the specific request (3) — in this example, it relates to a request
for issuing a student confirmation..
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Image 44. Student request
If the option Change of study mode (Full-time < Part-time) or Transcript
is selected, the student must state the reason for the change of study mode or
withdrawal in the Reason field.

After creation, the request is first visible to employees in the Student
Archive Department, who process the request or forward it further to the
competent instance, depending on the type of request.

The student can monitor the status of the request and/or documents
issued based on them at any time within the List of e-requests form:
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Image 45. Overview of created requests and their status
After creating the request, during its processing and possible approval, the
student is in contact with the Student Archive Department (via student e-mail,
phone, or in person) regarding the practical implementation of the service /
execution of the request / collection of the document (if the request relates to
that) or any other information.

5.14.1. Issuance of a Referral (applies only to first study cycle)

In order to complete the process of realizing student internship, which is
a condition for enrollment in each higher study year, the student needs to submit
a request for generating a referral via the e-index. By selecting the request type
"Issuance of a referral", the student needs to fill in the following information:

e Agreement with an internship company (only companies/institutions
with which the student's faculty has an active agreement and the
maximum number of students according to the agreement has not
been exceeded are available). If the company where the student

wants to perform the internship is not displayed, they must contact the
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UGD career center;
e Selection of a date From / To for the realization of the internship, and
e Academic year for which that internship is a condition (the next
academic year).
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Image 46. Filling out referral data
After creating the record, the student accesses the List of e-requests menu and

generates the referral / required document themselves (downloads it to any
computer and prints it):
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Image 47. Generating a referral

If it is impossible to perform the internship in that company for reasons
not covered by regular scenarios, the student has the option to cancel this
referral (by clicking Cancel) and generate a new one.

The student then completes the internship in the company, based on
which the competent entity (the company) verifies:

e The referral previously generated by the student, printed, and

submitted to the company (signature, stamp), and

e The internship diary, duly completed and verified.
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After this point, the student submits the referral at the counter of the Student
Archive Department (student affairs), together with the internship diary to the
internship mentor at their unit (vice-dean for teaching). Based on this
document, the employee in the Student Archive Department records in the
student's file that the confirmation has been brought for that academic year,
which is a condition for enroliment in a higher study year in that academic year.

515 Student Statuses

This chapter elaborates on all possible student statuses, the way to
transition from one status to another, as well as information related to each of
those statuses.

At the beginning of their studies (enrollment through a competition or by
transfer from another university), the student receives the status of an active
student. Only with this status (and later graduate status) does the student have
the right to all student administrative and practical activities. It is maintained by
timely enrollment and confirmation of odd and even semesters, regular or
graduate, by the student.

The following status changes from the Active student state are possible:

e Active — In Moratorium — status change realized by submitting a
request for moratorium at the SAA counter, after which the status of
the electronic file changes to In Moratorium. During this period, the
student can only view their electronic file, without any activity.

e In Moratorium — Active — status change realized after the expiration
of the period defined as the moratorium period for studies. The student
activates their studies by enrolling in the same study year they
interrupted from the beginning.

e Active — Temporarily Inactive — automatic status change realized by
untimely enrollment or semester confirmation by the student,
regardless of the reason. During this period, the student can only view
their electronic file, without any activity.

e Temporarily Inactive — Active — status change realized after
submitting a student request for reactivation of interrupted studies. The
student activates their studies by enrolling in the same study year they
interrupted from the beginning, as well as by regulating the necessary
costs, according to the UGD price list.

o Active — Graduate — status change realized by the confirmation of the
last regular semester / enroliment in the first graduate semester. The
student has full access to their electronic file.

o Active — Graduated / Mastered / Doctorated — status change realized
by passing the last exam (final exam / thesis / master's thesis / doctoral
dissertation), complete administrative verification of the student's
physical and electronic file. The student does not have the right to
access their electronic file.

e Active — Withdrawn — status change realized by submitting a request
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for withdrawal. The student does not have the right to access their
electronic fil.

516 Student Graduation Procedure — Realization of Final Exam /
Thesis (applies to first study cycle)
The graduation procedure consists of three steps:
Application for the preparation of the final exam / thesis;
Request for file verification, and
Application for the public defense of the final exam / thesis.

Application for the preparation of the final exam / thesis

Earliest during the last regular semester of the study program the student
is studying (after enrolling in it), the student submits an Application for the
preparation of the final exam / thesis through their electronic index, by
clicking on the Final/Thesis form:
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Image 48. Final exam / Thesis application form
By clicking on the Application for preparation of FE/T, the form for
submitting the application is displayed:

e In field 3, enter the name of the subject / teaching-scientific study
discipline;

o Infield 4, enter the name of the topic for the final exam / thesis;

e The mentor for the preparation of the final exam / thesis is selected
from the offered options from the Subject Teacher (5), and

o Submit the application by clicking the Submit application button (6).

Upon creating the application, an automatic e-mail is sent to the mentor,
who must be the first to approve it in the system. Only one application for the
preparation of the final exam / thesis can exist at one time. The mentor can::

e approve the application, after which the system automatically
informs (by e-mail) the dean, vice-dean for teaching, and the
secretary, and the procedure continues further, or

o reject the application (after which the student has the opportunity to

submit a new application again).
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After the mentor approves the application, the application for the topic
needs to be approved by the teaching-scientific council of the unit (TSC). The
status of the application can be seen by selecting Review of created
applications/requests as in the following image:
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Image 49. — Review of created requests form

In this form, the Student has an overview of the status of the application
for the preparation of the final exam / thesis, the Request for student file
verification, and the application for the public defense of the final exam / thesis
in the electronic index.

Based on the application approved by the mentor, the Teaching-Scientific
Council of the unit makes a decision to:

o approve the application, i.e., verify the topic and the application for
the preparation of the final exam / thesis, and the procedure
continues further, or

o reject the application (after which the student has the opportunity to
submit a new application again).

In case the application is rejected by the mentor or the TSC, the student
has the right to restart the procedure by submitting a new application for the
preparation of the final exam / thesis.

Request for File Verification

After the student passes the last exam, completes the final exam / thesis,
and fulfills all obligations, they submit a Request for student file verification
through their electronic index. To submit the request for student file verification,
the Application for the preparation of the final exam / thesis must be
approved by the mentor and the TSC. By clicking the link Request for student
file verification, the form for submitting a request for student file verification is
displayed, as in the following image.

36/39



[pum e

= YOMC 3 COMOCTAP,

Image 50. Request for file verification form
The request is submitted by clicking the Submit request button (3). The
advisor, according to the submitted Request for student file verification,
convenes the Commission for verification/opening of the student file. According
to the Rulebook on the conditions, criteria, and rules for enrollment and studying
in the first cycle of studies at the Goce Delcev University, the Commission for
student file verification within each unit of the University meets on the first and
fifteenth of each month, with the aim of reviewing and processing the received
requests for student file verification.
After performing the verification/opening of the student file, the Commission
issues:
e Report from the Commission for student file verification (for a
complete file) or
e Report from the Commission for student file verification (for an
incomplete file). In this case, the advisor informs the student of the
deficiencies through the student information system. The student has
an overview of the deficiencies in the file in the Request for student
file verification section in the field "Notification regarding the
documents missing from your electronic file".
After completing any possible deficiencies in the file (the student is in constant
communication with the Student Archive Department), the advisor reconvenes
the Commission, which, based on the completed/resolved deficiencies, issues
a Report from the Commission for student file verification for a complete file. In
case of file completion, the student receives an automatic e-mail at the moment
it is notated in the system by the advisor in the SAA. The file is complete if the
column Completed file in the request overview form (below in the image) states
"Yes".

Application for Public Defense of Final Exam / Thesis

After the file is completed, the student submits an Application for public
defense of final exam / thesis via the e-index. They do this with a single click on
the Register exam button in the Exam Registration form, for the subject related
to the Final exam / Thesis, and the system automatically (by itself) creates a

record for the Application for public defense of final exam / thesis. Electronic
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registration of the final exam / thesis is not possible if all subjects have not been
previously passed (appropriately updated). Additionally, electronic registration
of the final exam / thesis does not require points from pre-exam activities in any
case.

In case of registration for the final exam / thesis, the following activities
occur:

e Upon electronic registration of the final exam / thesis, the system
automatically informs the dean and the vice-dean for teaching via e-
mail;

e The dean makes a decision to form a commission for the public
defense of the final exam / thesis. Afterwards, the Dean or the Vice-
dean for teaching, after forming the Commission for the public
defense, grants privileges to the Commission members for insight
and electronic evaluation of the application for public defense of the
final exam / thesis. The system automatically informs the President
and members of the Commission at the moment the privileges are
granted;

e The President of the commission has the ability to electronically
evaluate the electronic application for public defense of the final
exam / thesis, which they do after the practical implementation of the
final exam / thesis, and

e The application is verified by the commission, printed, and stored in
the student's physical file.
Other activities:

e The decision to approve the topic, as well as the decision on the date and
commission for the public defense, is submitted by the dean of the unit/ TSC to
the Student Archive Department, after which the advisor informs the student
about the status of their subject.

o The student, in agreement with the mentor, specifies a date for the public
defense of the final exam / thesis.

o During the practical realization of the public defense, the mentor provides the
necessary documentation for the student and possesses it during the realization
of the public defense of the final exam / thesis.

o After the successful realization of the public defense of the final exam / thesis,
the Commission fills out a Record of the defense of the final exam / Thesis.

o The Commission performs an electronic evaluation of the candidate's final exam
/ thesis in the electronic index.

e The Commission submits the complete documentation to the Student
Archive Department.

6. Measurement
No measurement points are defined in the process of preparing the
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Annual Report on the work of the Goce Delcev University Stip.

7. Documents and Attachments
There are no additional documents or attachments.
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