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1 OVERVIEW

This document will guide you on using KAUST Portal for registration.

2 REGISTRATION

2.1 Screen functionality /terminology:

e Module: Module Name Course — Seminar — Research.

e Event Package: EventPackage orEvents Course section (i.e. BioE 394B) or Research code for a faculty
(i.e. AMCS 397A — David Keys).

e Event Instructor: Events Instructor  Faculty member of Course or Research.

e Attempted Credits: Attempted Credits 0,00 CreditHour Djsplays the number of Attempted Credit hours.

e Registered No.: Registered No. 0 Displays the number of modules booked and listed under My
Courses.

e Registration Cart No.. Reg.cartNo. 2 Djsplays the number of modules selected and added to
Registration Cart.

Start Over

Bioscience (PhD)  Reg.Window ®  Holds @ None  Attempted Credits 000 CreditHour  RegisteredNo, 0 WaitlistNo. 0 Reg. CartNo. 2
201912020 Spring

My Courses  Registiation Cat ~ Search
Registered  Waitlist  Special Approval ~ Cancelled

Time Table = Ac. Work Overview ~ Course Registration Manual

T ModuleAbbr, Module Name  Event Package or Events  Registration Status ~ Cond. Altempted Credits ~ Academic Scale ~ Events Schedule ~ Startdate  End Date
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2.2 Introduction to course registration landing page:

My Courses: show the list of Registered and Cancelled courses.

Materials Science & Engineering (PhD)  Reg. Window @ Holds @ Mone  Attempted Credits 15,00 Credit Hour Registersd No. 3 Waitlist No.
201872019 Fall

My [/38S  RogstmionCant  Search
Registered  Waitist  Spocial Approval  Cancelied

Tima Tabde || Ac Work Overdew | Course Registration Manual

} '?."J Module Abbr.  Module Mame Event Package or Events  Registralion Siatus  Cond.  Alempted Credits  Academic Scale Events Schedule  Slart dale
MSE 358 Graduale Seminar MESE a8 Booked 0 M5 KAUST 4 Point Scale  12:00 13:00 TH  30,08.2018
MSE 397 Dissertation Research MSE MTE Booked 12 MS KAUST 4 Poirt Scalo 26082018
MSE 320 Sodar Cell Materials and Devices  MSE 320 Boaked 3 M5 KAUST 4 Point Scate  13:00 1430 MO 27082018
10:30 1200 WE

Registration Cart: show the list of courses added to your cart.

Bioscience (PhD) @ Reg. Window @ Holds @ Mone  Attempted Credits 0,00 Credit Hour Registered No. 1 Waitlist No. 0
20182019 Fall

My Courses REgiSt!'.‘. on Cart Search

Check | Reglster - |

h Module Abbe.  Module Marme Event Package or Events Inhefited Aftempled Credits Academic Scale Available Pre-Re
AMCS 231 Applied Partial Differential Equations | AMCS 231 3 MS KALUST 4 Point Scale .
B 206 Synthetic Biology and Biotechnology B 206 3 MSKAUST4PointScale @
AMCS 397 Dissertation Research AMCS 39TA 12 MS KAUST 4 Paint Scale [ ]

Search: enables you to look for Modules you would like to add to your cart.

Materials Science & Engineering (PhD)  Reg. Window @ Holds @ None Atiempled Credits 1500 Credit Hour Registered Mo, 3 Waitlist Mo. 0
2018/2019 Fail

My Courses  Registration Cart Search

Search: | mea 158 < | \With Seclion Go  Advanced
Search result
Add 1o Registration Cart
T Module Abbreviation  Module Name Event Package of Events  Avallable Places Avallable Co-Req. Pre-Reg. Rule Oplimum Credits  Evenis Schedute  Events Instructor  E
j'ﬂ] MSE 388 Graduale Seminar  MSE 388 L ] 70 0.00000 12:00 13:00 TH Russel Grady L4
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2.3 Module booking:

End User

Document

e Logininto the Portal - https://portal.kaust.edu.sa with your User ID & Password...

at 10th Commencement ceremony

Forgot My Password

Search
KAUST

Q

Email :
ithelpdesk @ kaust.edusa

KAUST graduates celebrate journcy of discovery’  KAUST laur

Take a Tour

alll] ilal asnls
Rty PU rta I for Employees and Students

Get ready for the 2020 Parade of Nations!

-

vehicles

whes Sawdi Arabia's first sclf-driving

KAUST Industry Advisory Board meeting
celehrates a decade of innovation

~Calendar of

)

'

Ei Jﬂ-l‘\"'l."

By
&

Téwn
Coaminr

e Once the Login is successful, click on Self Services.

' -%System
—ITraining Do

]Illl

Home | eSecurity

Course Registration

University Class Schedule  Address and Contact

N Details
- (As |
Portal Academic Work Overview GA Requestor
Create Travel Plan SMS Notifications
Shortecuts Dependent Survey My Tasks
System Training
Search KAUST =(=
== 1Docs
—  Content Area =
< January, 2020 >
Sun Mon Tue Wed Thu Fri Sat il e
) ) 1 2
5 [ 7 8 9 Sobhact
12 13 14 15 16
19 20 21 22 23 [l No data available
26 27 28 29 30
. Spring Break . Eid Al Fitr . National Day
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e Click on Course Registration.

Pending Workitem's
Pending Workitem's

Course Registration
Course Registration

Final Exit Departure
Clearance Request
Final Exit Daparture ...

A
2

Student Pay Slip
Student Pay Slip

Jm

57 )

h

User Guide for
Class Schedule
User Guide for Class...

2]

End User Document

User Guide for Ne
Students
User Guide for New .|

¥

e Select Program of Study and Academic Period, for which you want to register and click Continue.

~ Co
O

* Program of Study: Bioscience (PhD)

* Program Type: | ph.D.

* Academic Period: 2018-"2019 Fall

|

e Click on Search tab and a screen appears as below.

Bioscience (PhD) Reg. Window Holds @ None Atternpted Credits 0,00 Credit Hour Registered No. 0 Waitlist Mo. 0 Rerg. Cart Ne
20192020 Spring
My Courses Registration Cart Search
Saarch ~  Wfith Section G Advanced
Search result
T Module Abbreviation Module Mame Event Package or Events Avallable  Places Avallable Co-Req. Pre-Req.  Academic Scale Rule  Opimum Credit
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e Type the Module abbreviationand click on > button. The search results will appear as below.

Electrical Engineering (PhD) = Reg. Window @ Holds @ None Attempted Credits ~ 12.00 Credit Hour Registered No. 1 Waitlist No. 0 Reg. Cart No. 0
2018/2019 Fall

My Courses Registration Cart Search

Search: | gTaT 220 | |+ With Section "~ Go |Advanced
Search result
| Add to Registration Cart | |
'le Module Abbreviation Module Mame Event Package or Events Available Places Available Co-Req. Pre-Req. Rule Optimum C
. STAT 220 Probability and Statistics STAT 220 ] 28

e Select the Module and click Add to Registration Cart.

- —
Start Over || )

Moduleds) succosshully added to Regisiration Card

Electrical Engineering (PhD) = Req Windaw & Hobds B Mons Attempted Credits .00 Crodit How Registered Mo, 0 Wiaitlist No. 0 Reg. Carl Na. 2
21872010 Fal

My Courses  Raegistration Cart Search

D)

Saarch: | gTAT 220 + With Section Ca Audvanced
3
Search re=ult
Add \c san Cart
L 8| mlﬂwmm Module Name Event Packags of Events Avaiabie  Places Availabie CosFieg Pra-Rag. Rule  Optimum Credis |
N B Prosaniaty an: Statstics STAT 220 . 2 300000

e Go to Registration Cart and select the Module.

Sarl Over | 1

Electrical Enjm‘lng (PhD} | Mag Wodow @ Holds B Now Aftempted Cradils 0,00 Crax Mow Reginisred Ha [ Wiadtiint Mo, O Heg, Carl Ho. 2
2018019 Fal

My Courses Registration Cart  Seecn

Chwmik Flargutes '. Ramtnsm
t Poriche At Miricle Fame Event Pachiagn of Everds.  Inferiec  ASmepied Credfs  Ackcemic Soils Avalstin Pre-Fen Co-Req  Buls  Feerd Tpe Calegory  Fvania Schades []
EE 242 Drgitsl Communcaton s Cofing  BE 242 1 S ALST 4 Pont Soale [ ] Lesitiing ngfg:umwwm L]
1 H
I'jh‘ R Fronabedy and Seatahos STAT 20 1 WS KAUST d Port Sosie L] Lefurn r}g:’:;ﬁﬂﬁm
14
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¢ Click on Register Selected from Register dropdown list.

Suart O ||

Electrical Enginearing (PhD] | Mep Wisdew @ Hoks @ Mo Aleegied Credfis 00 CrodiHoa RepiberdNo & WelliniMo. @ Reg.CaniMo, 2
BOHEDNS Fab

by Cournes. Registration Cart  seach

| Check | Fapeter || ¢ | W Femov
L o] Fagevier il Lim Harmm Evnl Package if Ewnt  ishamad &  Crsts  Asideemic Seale Avaisbla  Prafisq. Cofeq Fuss Event Typs Ciegery Events Schasie
EE Communcatun sl Coding  EE 247 3 WS KAUST 4 ot Scale - tmcian m%‘:ﬂﬂﬂ“
|
.mm Pristuitiey weet Sananes TAT 250 1 MEHAUST 4 PortBesls @ [rers 1001430 51300
L
Modde | Secton

¢ And click Send for Approval.

e Once your Academic Advisor approves the Module, it will show under My Courses.

(e || 7 |

mmmlhhl Hobis W Myw  bmewpied Cridin Q00 Cwl e Regeiesiba. ] 00 Welleiba 3 ey Canlk, §
bl

My COUTBRS jagabaion Ca® Sawcn
Raphatwsd  Matal  Doooal Apomesl  Canoelied
) oosabis  Modie Masw EvwiPuckogeor Bt Mognbstior Sk, Cond  Abwrpled Condity Ao S et Bohwiie Swfdew  Emibaw  Ewenl Locimn

]
B My Cleal Corrrurnshon gl Lodeg Ef [RE ] 1 MR EAUST &Rt Sea 0000 1330 MO 000 1030 TH XA W WAUST @ Trowl eddah Huma
E ¥TAT0 Probabity v Balatcs SiaT I Nt 1 B EALIT &Pt Bews 00 0 S THO0 WO AR MOUNU DU ASTH Thow e e
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2.4 Module booking notes:

a) Ensure to select the proper Module Name and Event Instructor, while adding contemporary
topic courses that have multiple topics and/or faculty members (i.e. B 394A, B or C).

Start Over | @ e
Appl. Math. & Computational Sc. (PhD) = Reg Window ® Holds @ None  Atempted Credits  6.00Credit Hour — Registered No. 1 Waitlist No. Reg. Cari No. D
2018/2019 Fall
My Courses Registiation Carl Search
Search: | g 3g4p « With Sechon Go Advanced
Search It
Add i @ n Cart
T Mod breviaion  Module Name Event Package or Events Awailable  Places Available  CoReq  PreResq Rule  Optimum Creditz  Events Schedule Ewents Instructor  Event Location
. B 3948 Conternporary Topics in Bioscience B 3048 [ ] 1 3.00000 17:30 19:00 SU1T:30 19:00 TH David Knight KAUST at Thuwal, Jeddah
B 3948 Conternporary Topics in Bioscience B 2048 [ ] 1 3.00000 0900 10:30 TH 09.00 10:30 TU Maria Miller KAUST at Thuwal, Jeddah
< »
Module Seclion
StartQver | % @ ot

Appl. Math. & Computational Sc. (PhD) = Reg.Window ®  Holds @ MNong  AtiemptedCredits  600CmditHour  RegisteredNo. 1 WaitistNo. 0 Reg. CartNo. 1
20182019 Fall

My Courses  Registration Carl Search

Search | AMCS 394 < With Seclion Go  Advanced :
Search result
Add ¢ 1 Cart
T Mod Dreviation  Module Name Event Package or Events  Avallable  Places Available  Co-Req. PreReq  Rule  Optimum Credits  Events Schedule Events Instructor  Event Lacation
. ANCS 3044 Contemparary Topics in Analysis AMCS 3044 [ ] 42 3.00000 09:00 10:30 MO 0%:0012:30TH  John Jensen AUST at Thuwal, Jeddah
ANCS 3048 Contemparary Topics in POE AMCS 3048 [ ] 42 300000 1300 1420 MO13001430TH  Siephen Wayne  KAUST at Thuwal, Jeddah
ANCS 3540 Conlermporary Topic m Numenical Analysis — AMCS 3940 [ ] 4 300000 1600 1T20MOGO01730WE  Michael Roberls  KAUST al Thuwal, Jeddah

Page 9 of 15



S i | Office of
Sy 25 o=t .
%’»’ King Abdullah University of the REgIStrar End User Document

Science and Technology

b) If youwish to change the default research credits, ensure to edit the number in a multiple of
3 then press ENTER on the keyboard before clicking on Send for Approval.

In all cases, only the default research credits will be displayed on the Registration Cart after
submitting the request.

Confirm Registration

I 1ot atlownd to boak v m numbar of credehours are exceeded.

Module Abbr. B 287 R‘.
Modue Name  Masied's Hesearch
Section: B 20TAB Change Section
Arternpsled Credits |'_"_ ;: 6.00( 1.00- 12,00 ) Credit Hour
Se4 |3 KAUST 4 Poirt Scale |
Acadumic Period 201902020 Sping
Program of Study  Bioscisnce (MS)
Program Type: MS.

Confirm Registration

Modula Abbr: B 267
Madule Name:  Master's Thesis Research
Sachor B 287AB Change Section
Attemplad Cradis: m B00( 100 1200 ) Credit Hour

Acadamic Pariod 201812020 Sping
Program of Study.  Blosdlance (MS)

Program Type: M5,

I et
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¢) Ensure to select the right Event Instructor for your Research by moving scroll bar left and/or
down, if needed (depends on your screen settings).

Starl Over | 0 @~

Electrical Engineering (PhD)  Reg Window ® Holds @ Mone  Attempted Credits 300 CreditHour  Registered No. 1 Waitlisi No. 0 Reg CariNo. 1
201872019 Fall

My Courses  Regsiration Cart Search

Ssaich | B 997 + | With Secion Go | Advanced
Search result
Add o Registration Cart
T Module Abbreviation Module Kame Event Package o Events Avaiadle  Places Avadable Co-Ren, Pre-Req Rule  Oplimum Cradits Events Schedue Events insiruclor Event Location 2
EE 397 Dissertation Research EE 337H [ ] 50 1200000 Fiob Hendiey KAUST al Thowal, Jeddah
EE 387 Dissertation Research EE 37 a 50 12.00000 Andrew Smith KALIST al Thuwal, Jeddah
EE 347 [Cissanation Research EE W70 L] 50 12.00000 Russel Grady FAUST at Thowal, Jaddan
. EE 347 [éssertation Research EE 3TP L ] 50 12.00000 Susan Robarts KAUST at Thuwal, Jeddah
EE 347 [essenation Ressarch EE 3T [ ] 50 12,00000 John Jensen KAUST at Thuwal, Jedran N
[3 L

Module Spution

d) If you are adding courses, ensure to send them for approval before registering for Research
credits. Once the courses are added, you can select the Research and click Register selected.

Stat Ovor ||

Bioscience (MS) | Reg Window @ Holde @ Mona  Allempled Credite 000 CreditHow  Regisiersd No. 0 Wailliet Mo. 0 Reg Cart Ho. 4
201872020 Spring

MyCouses  Registration Cart  saarch

Check || Registar « @ Remove

¥ Modul Register Al lama Evant Packags or Events  Inharited = Aempled Credes  Acacemic Scala Avallable  Pre-Req. Co-Req.  Rules Event Type Category  Events Schadule Events nstuclor  Event Location  Er
Baar L} Sebected  Thesis Ressarch B207AB B M3 KAUST 4 Point Scale L ] Suzan Roberts KAMLETH.
al,
Jeddah
B211 of Molocuiar B2n 3 M5 KAUST 4 Point Scalo e
B4t Mlecular & Celutar Biology B 3 MSKAUST4PortScie @ LeciueLaboratory  13:00 14:30 8U 13:00 Jutdy Kright KAUST al
14:30 WE; 14:30 18:00 MO Thuwal,
14:30 18:00 TH Jaddah
B316 Foundations in Baoimaging ag 3 MSKALST 4 Point Scale L] Course 16:00 17:30 SU 16:00 John Jensen KAUST
17:30 WE Thuwal,
Joddah

Moule Section
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2.5 Possible error message:
e Pre-req/Co-req is not fulfilled.

If a pre-requisite or co-requisite course is not fulfilled, and the instructor has verified that you have the
sufficient knowledge and background to be enrolled, please forward the instructor’'s email approval to
RegistrarHelpDesk @kaust.edu.sa and Cc the instructor and Academic Advisor for the proper form.

I8 Module Booking [Singiel
.mma 34 lew micdduie B 213 s not fulfilied - Display Halp
Woduls Abbe: B213

blodule Mame:  Gell Sucture Developrent Physology 11
Secior. B 213 Changs Secbon

Anempled Crodits: 3| Credd How
Scafe. | M8 KAUST 4 Point Scale
Acadomic Porod 20102020 Speing
Program of Siady:  Basscience (MS]
Program Type: M5,

e Time window error appears when student tries to add Module after the last day to add. This is
usually by the second of the second week of semesters and the third day of summer sessions.

Confirm Reqgistration 0 x

@ 1odule Booking (Single)
H ng'mical error while determining time window for module booking -
Display Help
Module Abbr: B211
Module Name: Fundamentals of Molecular Microbiology
Section: B211 Change Section
Attempted Credits: | 3 Credit Hour

Scalel | S KAUST 4 Point Scale -

Academic Period: 2019/2020 Spring
Program of Study: Bioscience (PhD)
Program Type: Ph.D.

ond (or Approva Esfimate Tultion !Canm|
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e Capped Courses that are set with a specific number of attendees, must be approved by the
instructor and processed via Add form available by emailing RegistrarHelpDesk @kaust.edu.sa.

Confirm Registration B

& roduse Booking (Single)
4] Capacity of business event B 3048 LEC has already been reached

Module Abbr- B 3948
Moduls Name:  Contemporary Topics in Bioscience

Section B 3948 Change Section
Attempted Credits 3 Credit Hour
Scale. | S KAUST 4 Point Scale
Academic Penod. 20182019 Fall

Program of Sludy.  Appi. Malh. & Computalional Sc. (PhD)
Program Type: Ph.D.

e

e Master Thesie Research is allowed for students who have successfully applied and obtained
approval for Thesie Specialization. If you encounter this error, please submit a request to
RegistrarHelpDesk @kaust.edu.sa for the thesis application.

II YYou don't have MS Thesis Registration. Please contact Registrar's Office at RegisirarHelpDesk@KAUST.EDU.SA to apply for MS Thesis.

Bioscience (MS) | Reg. Window @ Holds @ None  Attempted Credits  0.00 CreditHour  Registered No. 0 Waitlist No. 0
2019/2020 Spring

My Courses Registration Cart Search

Check v || Register~ | | fil Remove
7 Module Abbr. = Module Name Event Package or Events Inherited ~ Attempted Credits Academic Scale
. B 297 Master's Thesis Research B 297Al 6 M3 KAUST 4 Point Scale

Page 13 of 15
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2.6 Cancel booking:

Modules can be cancelled/dropped before the deadline to drop without W grade. Only Modules listed
under My Courses tab can be cancelled. Modules pending approval that are no longer required, should
be rejected by the Academic Advisor.

e To Cancel a Module, select the Module under My Courses — Registered, and click on | caxeieosking | hutton.

Materials Science & Engineering (PhD) Reg. Window @ Holds @ None Attempted Credits 15.00 Credit Hour Registered No. 3 Waitlist No. 0
2018/2019 Fall

My Courses  Registration Cart  Search
Registered Waitlist Special Approval Cancelled

Cang Jooking Swap Section Time Table Ac. Work Overview Course Registration Manual
Jm
1 Module Abbr.  Module Mame Event Package or Events  Registration Status Cond. Attempled Credits  Academic Scale Events Schedule Start date
MSE 398 Graduate Seminar MSE 398 Booked 0  MS KAUST 4 Point Scale  12:00 13:00 TH 30.08.2018
MSE 397 Dissertation Research MSE 397E Booked 12 MS KAUST 4 Point Scale 26.08.2018
. MSE 320 Solar Cell Materials and Devices  MSE 320 Booked 3  MS KAUST 4 Point Scale  13:00 14:30 MO 27.08.2018
10:30 12:00 WE

e Click Confirm Cancellation on the pop-up screen appears as below.

""""Confirm Canceliation i O X

Module Abbr.: MSE 320
Module Name: Solar Cell Materials and Devices
Section: MSE 320
Attempted Credits: 3 Credit Hour
Academic Period: 2018/2019 Fall
Cancel Reason:
Program Usage: Materials Science & Engineering (PhD)
Program Type Usage: Ph.D.
Scale: MS KAUST 4 Point Scale

Refund Type:
N | oot
S

e To view cancelled courses, check Cancelled tab under My Courses.
It does notrequire further approvaland the module will appear under the Cancelled tabimmediately.

My Courses  Registration Cat Search
Eugistarud Waitlist  Special Approval  Cancelled

1 Module Abbreviation Module Name Event Package or Events Cancediation Reason

(e MSE 320 Solar Cell Malerials and Devices MSE 320
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3 GENERALNOTES

e MS Thesis and MS/PhD with thesis specialization, should book 297 — Master’s Thesis Research.

e PhD and MS/PhD already graduated with MS should book 397 — Doctoral Dissertation Research or
399 — Doctoral Directed Research as per Academic Advisor’'s recommendation.

e Non-thesis MS/PhD and MS students should book 299 — Master's Directed Research or as
recommended by the Academic Advisor.

Seanch
e The Search field is space sensitive. NG

e To add a course as an audit student on blackboard, please forward the instructor’s email approval to
Blackboard@kaust.edu.sa and Cc the instructor and your GPC.

e Contemporary topic courses (294 and 394) are offered on temporarily basis with no guarantee of
becoming a permanent course.

e ESL Courses are added by the Registrar’s Office based on the recommendationreceived from English
Language Program Manager.

¢ Internship applications are managed by Graduate Development and Services. To apply forinternship,
please email Professional Development at Professional.Development@kaust.edu.sa. Approved
applications will be enrolled by the Registrar’s Office as Internship 295 for MS and 395 for PhD.

Should you have any questions, please do not hesitate to email RegistrarHelpDesk @kaust.edu.sa
The Registrar’s office team wish you well in your studies at KAUST.

Office of the Registrar

Office of

Snmg—the Registrar
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