User manual for international students

1. Creating an User account

For loging in you need a TU account — username and password
Username and password gives you:

1) TU e-mail aadress

2) Access to OIS

Go to Room S-302, workdays: 09:45-12:00 and 13:00-16:00

2. Login

@ TALLINNA ULIKOOL

OIS tagasiside | Abi

= lisatud: 28.03.2012 11:03
4 Oppeained I\iuul:l saab OI8-i siseneda ka mobiil-ID abil

ppekavad =
nniplaanid

édeemiline kalendsfr. . lisatud: 27.03.2012 11:06
® Esita avaldus avatud dlikooli 0l15-iga tédtamiseks kasuta jirgmisi veebisirvijaid...
sisseastumiseks -

lisatud: 27.03.2012 11 -
ID kaardiga tootar,

MOBIL- | B

lisatud: 27.03.2012 11
'I;a_gasiside, abi... Feedback | Hel P

3. Firstlog-in: confirming contact data

Enter your contact data (in Tallinn) and click ,|I confirm...*

Contact data

m You data may be inconsistent or outdated. To continue you must enter and confirm valid contacts.

MName Fiiu Filt

Place of living

Country | Republic of Estonia ]
District* | Harju maakond =l

City I County * Tallinn &

Village -]

Street address * |

ZIP code |

Phone |

e-mail |

| confirm, that thes

| prefer not to



4. First look and getting help

There is a Feedback link. Use this link for asking system-related questions from user support.

Katrin Moores @& EST | ENG
Student (regular} - 130358IFIFB ﬂ

Feedback | Help Log out

@ TALLINNA ULIKOOL

Study plans | Performances Applications Contracts Study Mydata Messages Gallups Home

[ Study plans

- My study plans

* My timetable

- Pre-registration into courses

N Registration to audience groups

Study plan {discontinued)
Does not contain courses

Katrin Moores &

Student (regular}) - 130355IFIFB H

5. Moving around - icons/tools

—
-

- add

=l

Use this tool if you need to add something (a new message to user support, a new study plan etc.)

o

- view

Use this tool, if you want to view something. If you can’t edit, only this tool will appear.

2

- edit

Use this tool, if you want to edit something (if you need to change your study plan, open it with this icon).

— - list

You must use this tool, if you need to search from available values.

x - cancel

By clicking cancel, the field will be cleared.

ﬁ - delete

Use this tool if you want to delete the item (the item can usually be restored with ,add*)

English B2.1 - text marked with bold is a link



6. Main menu — Home

Study plans Performances Applications Contracts Study Mydata Messages Gallups | Home
Public information
=
§ Courses
i Study programmes
% Timetables
i Academic calendar

s Application form for admission in
apen university

s Pricelists

7. Messages

Study plans Performances  Applications Contracts Study My data | Messages  Gallups Home

[F Messages
a Messages Messages sent through the system
s Subscribe for e-mail notification

It is strongly reccommended to subscribe for notifications and with an e-mail address you actually use!

7.1. Click Subscribe for e-mail notification and then Add mailbox address.

Add mailbox address

7.2. Enter your your e-mail address and click Save.

contact e-mail

SAve [ Restors f cut|

7.3. By clicking the link ,Subscribe for e-mail notification servise (e-mail adress)“ the service is subscribed. You can
change your e-mail address on unsubscribe.

Subscription for message e-mail notification

Service subscribed

Your contact e-mail is: katrin. moores@tiu ee

Unsubscribe from e-mail notification service (katrin.moores@tlu.ee)



8. My data

Study plans Performances Applications Contracts Study @ Mydata Messages Gallups Home

[ My data Your student data and contact data.

. My data Contact data can be changed.

9. Study

Study plans Performances Applications Contracts | Study | My data Messages Gallups Home

[ Studies Additional course information
- Course homepages

. Open competition

10. Contracts and invoices

Study plans Performances  Applications | Contracts | Study Mydata Messages Gallups Home

F_‘b Contracts Your Study agreement(s) and invoices
n My invoices
i My contracts

11. Applications

Study plans Performances | Applicaiions | Contracts Sitody Mydata Messages Gallups Home

(5 Applications Applications
- Submission of applications

- My applications
n Application of study allowance

application type * - Select - |E|




12. Performances

12.1. Here you can find your study results. In the beginning of your studys your study card is empty.

Study plans | Performances  Applications Contracts Study Mydata Messages Gallups Home

[ Performances Study results

u My study results

" Registration to performances student’s name 130359IFIFB - Katrin Moores
% My interim performances study programme IFIFBIM3 - Computer Science

i [fly intermediate resulis
g Transfer forms

minor field of study | puudub %
total workload in

i Declaration of graduation thesis ECTS credits 180
topic ECTS as 0.00

of23.08.2013 ’
weighted average 0.00
grade ’
SCG ]
add SCG
ket Has not been filled
programme
study results in order of performance time El

view student data

course ECTS reqJopt. grade date lecturer

12.2. By clicking ,Registration to performances” make an empty search and you can see all the performance times of
the courses you don not have the positive result (all the examination times also will appear if you log in).
Click ,I am registering to the examination®.

13. Timetable

My timetable — My weekly timetable — a link to ASIO:
Siudy plans = Performances  Applications Contracts Study Mydata Messages Gallups Home

[ Study plans

- Wy study prans

« Ny timetable

- Mre-registeanion into courses

i Fegistration to audience groups

Or use direct ASIO timetable on TU main page: www.tlu.ee -> ASIO:

f » A A A Sitemap  Intranet  E-ma E-shlle  Asio O g5 In English  ~

@ TALLINN UNIVERSITY o



13.1. By entering into ASIO through your OIS account, your weekly timetable will appear (if you have courses in your
study plan). Switch between weeks/months.

Bl i . - - @ == T LA VT Sl -- W
& 7T & 9 410
13 14 15 16 AT Monday Tuesday Wednesday | Thursday Friday Saturday Sunday
20 21 22 33 24 04.11.2013 05.11.2013 06.11.2013 07.11.2013 08.11.2013 09.11.2013 10.11.2013
27 28 29 30 1 8:00 TPLR-3:
K Next week TPL5192 Basic
- Research on
Show this week I —
0B:15 - 09:45
e Vl 9:00 R&49-409,
R&43-410
Almann Sirje,
. Jérva Inna
ooinst
jusakad 10:00
«atiilikool 11:00
n
futsinst 12:00
Jogrinst
fpkesk 13:00
stikinst
: 14:00
rromi
15:00

13.2. By entering through TU homepage, main page will open. Search for courses by your curricula (Study and events),
by course name or code, or by lecturer’s name.

@ TALLINNA ULIKOOL ASIO EduerpP® timetabling and resource planning system

Main Page | Help EST | ENG

<2 2013 >
[an | Feb | riar | 4o

s ES IS

LEURECRLCRITUIRE DT | ASIO EJuERP timetabling and resource planning system
1 2 3 4

5 6 7 & 9% 10 14 ) . .
12 13 14 15 16 17 1 | Main menu/ Uldkasutaja

19 20 21 22 23 24 25
26 27T 28 29 30 31 1 Instructions

Prev. week MNext week

Show this week

14. Study plan

In the beginning of every semester you must registrate to the courses. You can do that by planning your study in OIS.



14.1. Create new study plan

Sudy plans -> Mu study plans - > add

Study plans | Performances  Applications Contracts Study Mydata Messages Gallups Home

B Studw.nlans My study plans
4 My study plans
- My timetable ! This semester study plans can be submitted from 10.08.2013 08:00 up
o remEggisicatiaasi®io courses
.ER istration t di 1-101
EQIS ration 1o audlence grDUDS Semester - Date of Status a - Total courses number of ECI
submission & -
i K ZP1072011 kevad Mot started 0
[ Now sear™

Study plan will open.

Study plan

E Study plan is being prepared

m This semester study plans can be submitted from 10.08.2013 08:00 up to 09.09.2013 23:59

student 120359IFIFB - Katrin Moores
semester 2013/2014 sigis
study programme IFIFBi13 - Infarmaatika

specialization
date of submission
commentary

my study results

courses of curriculum

course-lecturer pair * Bk Add
No course course lecturer date Meodule required E/PIF ECTS accept. re-listening remarks wvalid Prerequisitel Pre:
code title (chargeable until
course)
Total: 0.00

14.2. Search for courses

Click the ,list“ icon as shown above. Search form pop-up will appear. Filling in only one field in enough. Partial values are
accepted.

Search for course

Display Field Term Value
W Coursecode [ =
il Course | = |
] Teacher | = | E x
¥ ECP | [EH|
ECP range | [EH| I
] Limit of places
) Caommentary
sort
1 | Course code |z Iascendmg izl
2| E]| o
2 o || @
4 | o |

H ] Cleen |




Click ,select” if you found the right course

Course-lecturer pairs

1131113

course course title lecturer

code &
select / FIGO12 Algorithms and Data Structures Pami Aalto
afEeCt IFIG0Z2A Research Paper Andrus Rinde
select IFIG030 3D Modelling Pami Aalto
select IFIG030 30 Modelling Al Aasoja
select [IFIGOGO The MET Framewark Jaagup Kippar

Pop-up will close

14.3. Add course by clicking Add icon.

courses of curriculum

ECTS limit of Comme
places
3.00
4.00
5.00
5.00
4.00

course-lecturer pair *

|IFIBEI12 - Algorithms and Data Structures (Pami Aalto) E] %

No course course lecturer date Module required E/P/F ECTS accept. re-listening remarks wvalid Prerequisitet Prerequi:
code title [chargeable until
course)

Total; 0.00

Do that with every course you want to take.
If you want to remove the course, click Delete icon.

14.4. Save and submit your study plan.

You do not have to submit your study plan before the deadline. Saving is enough. Make sure you save changes every

time you leave OIS!

If all the courses are added submit your study plan. Do that before the read line day! Submitting also saves recent

changes.

Study plan

E Study plan is being prepared

m + No positive performance of prerequisite course 'IFI6074 - Programmeerimise alused’ of course "IFIG012 - Algoritmid ja andmestn
+ This semester study plans can be submitted from 10.08.2013 08:00 up to 09.09.2013 23:59
student 130359IFIFB - Katrin Moores

semester

study programme
specialization

date of submission
commentary

201312014 sigis
IFIFBE/3 - Informaatika

my study results
[t

courses of curriculum

course-lecturer pair * B %
No course course title lecturer date Module required EPIF ECTS accept. re-listening
code (chargeable
course)
1 & IFIs012 Algorithms  Pami electives not E 3.00
and Data Aalto
Structures
Total: 3.00

FSAvel Sueum Waue

remarks valid until Prerequi:

25022014 IFIGOT74



14.5. Check your timetable (click My timetable — a link to ASIO, in ASIO switch between weeks if necessary)

e - . - - @ | == T HiLaLee versil -- v
6 7 & 9 10 _
13 14 15 16 17 Monday Tuesday Wednesday | Thursday Friday Saturday Sunday
20 2 22 23 24 04.11.2013 05.11.2013 06.11.2013 07.11.2013 08.11.2013 09.11.2013 10.11.2013
27 28 29 30 1 8:00 TPLR-3:
i Next week TPL5192 Basic
S 3 Reszearch on
OW LTS WEEK Education 1l
OB:15 - 09:45
e v| 9:00 R&49-409,
R&48-410
Almann Sirje,
ooinst sl
yusakad 10:00
ratiilikool
— 11:00
n
futsinst 12:00
Jogrinst
fpkesk 13:00
stikinst
) 14:00
rromi
15:00

If you can not see all the courses you have chosen, try to find the course by code (course calendar) or by lecturer
(teacher calendar). If nothing comes up, contact your study coordinator.

If one of the courses you have chosen is placed on the red background, it means that courses are overlapping and you

have to makse some changes in your study plan.

14.6. Make changes if you must

Open your study plan (pencil). Click Withdraw. Remove or add courses and submit the study plan again.

16. Three things to remember:

- Create a TU user account and make sure it is activated (you can log in to OIS). Do not give your password to
anybody!

- Create and submit your study plan in the beginning of every semester.

- If you have any questions, please turn to your Coordinator. If you have questions which your Coordinator can not
answer, use OIS Feedback.



