How to Select Semester Credits online

Important Notes:

In order to use the university’s Educational Affairs Management website and select credits
online, your default username and password is your student number. You are urged to change
your password after the first entry.

To ensure the correctness of the mentioned items, please refer to the educational affairs office
administrators at your respective faculties.

Be careful to keep your password confidential.
By referring to the help of the website, you can get enough information on how to select credits.

Please note the consistency between the courses you seek to select and your admission year, the
program type, etc. when choosing the courses because a wrong selection cannot be deleted.

In case of any problem in the process of online credit selection, please contact the educational
office workers of the respective faculties.

Evidently, your cooperation, dear students, will improve service provision in this area.

Steps for Credit Selection

1- First, to enter the preliminary registration page, type the Internet address in the address bar and
go to the online credit selection section

2- In the specified area, as in the figure below, make sure that you select the word student as the
user type when you wish to enter your personal information for the first time and register your
request. If it is not set as such, you will not be able to continue. You can then enter the registration
section by entering your student number and password. It is important to mention that a student’s
first connection password is their ID number.
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Check your user profile information

After you have logged into the system and the main page is displayed, links will be seen on the left
side of the page. Click on the credit selection.
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Credit Selection

If the Registration Office already suggests a set of credits for the student to choose from, the list of
all those courses, the relevant department(s), the weekly schedule, and the exam dates will be
displayed. This list helps choose the desired credit and the relevant group easily.

If the proposed courses are not approved and desired by you, you can go to the semester course
section in the performance selection field and choose the courses you desire if the faculty approves
and subsequently note down the course code.
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If you want to be informed about a specific course’s class time, exam time, and instructor, click on
the course code so that the following menu appears.
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Next, refer to the credit selection again and enter the course code in the course view field.
Subsequently, enter your course code and course group code, respectively. It should be noted that
these courses will be added to the list of desired courses. Importantly, you have not registered yet,
and no courses will be registered for you until you complete your registration.

1. In the addition field, enter the course and desired group codes and select the Add to list option.
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2. You can correct a mistake that you may notice in the course selection. Select and edit a line by
clicking on it in the first column of the course table. This operation is performed for each line
separately.

3. After you have selected the courses you desire, you should finalize the registration so that they
are registered in the system. In case you intend to delete a lesson or certain lessons, you can use the
Delete the selected courses button.

4. Now, your selected courses are temporarily registered, and you have an hour to finalize the
courses. By clicking on the Finalize the credit selection button, you will be directed to the (online)
tuition payment page where you can pay your tuition. (Alternatively, you may directly pay your
tuition through the tuition payment field.)



Note: If your financial status is specified as creditor in the system, register each course you
have chosen and then click the finalize button, and the sum will be deducted from your credit.
When in debt, you have one hour to pay your tuition balance.

5. After the final registration, you should refer to the Credit selection confirmation and select your
credit. If you have access to a printer, you can use print your confirmation.
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As mentioned, you have an hour to settle the account; otherwise, all selected credits will be omitted.
For online payment, please refer to the tuition payment section, where you can find the figure
below. Click the payment button.

After that, the following page will be displayed to you, announcing the amount the bank will add as
the bank fee.
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Microsoft Internet Explorer
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After clicking on OK, you will see the following page. In case you wish to pay, you must click the
yes button. Importantly, you must use a Shetab-member (banking system) card to pay the tuition
fee. For further information, click on the link for the Online payment guide for Shetab cards.

(Some Shetab member banks include Saman, Melli, Mellat, Saderat, Maskan, and all private
banks.)
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After confirming this page, enter the bank page and enter your card information in the requested
fields, which will be displayed as below.
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Card number: The 16-digit number engraved on the card; Internet password: The second
password (the password that must be used to make an online purchase and is set using an ATM);
CVV2: A three-digit or four-digit code on or behind the card; Card expiration date: It is written
on the card. Otherwise, it should be received from a bank teller machine. Picture letters: Enter as
shown. After completing, click the confirmation button whereby the following page will appear.

Saman Bank
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If the result is error-free, click the button to complete the purchase process. Otherwise, your
payment will be incomplete. After that, the following page will be displayed, which is the last step
of your process. You should print this page, keep it for yourself, and hand over a copy to the
financial unit to record it in your financial file.
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Credit addition and omission steps

After obtaining the addition and omission sheet, the desired courses are entered manually in the
relevant section, and the form is submitted to the supervisor and department head for approval. It
should be subsequently registered on the computer by the student himself. In the end, the addition
and omission sheet should be submitted to the faculty education department.

Addition and omission

1. In the addition field, enter the desired course and group codes and click the add option. (It works
similarly to the credit selection section.)

2. After making sure that the course code and group code are correct, click on the selection option
in the list. This way, the desired course is displayed at the bottom (Result).

3. To change the group, you must register the new group and click the key to apply the above
changes. All changes are performed together.

Remember:

If the entered course does not have any problems in terms of course code and group code, time
interference with other courses or exams, repetitiveness, and observance of pre-requisites and co-
requisites, its status will be displayed in the result section as registered. Otherwise, the course will
not be registered in the final selection of the student’s credits.

a) If the proposed credits do not meet the needs of your credit selection in the semester, you should
refer to the faculty’s education office during the face-to-face credit selection and go through all the
steps of credit selection (signature of the supervisor and referral to the education office for
confirmation); otherwise, there is no need to refer to the education office or the supervisor. You can
print the credit selection confirmation from the system and keep it with you.

b) If a student cannot select a credit through the Internet by the mentioned date, they should refer to
the faculty education office as per the academic calendar. Evidently, no credit selection will be
made for the student after the mentioned date, and the student is responsible for it.



