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First: Steps for Downloading Evaluation forms and the Academic Program

1. The received email contains two forms (R1, R2). The reviewer should download them by selecting
the three-links marked with A at figure 1.

2. Toview the program details, the reviewer should click the link “Press here form more information

about the Program” shown at the end of the page marked with letter “B” in figure 1.
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Figure 1
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3. After loading the post graduate page, the reviewer can show the program details by clicking the
link “Show _Submitted Form” at the left top corner of the page. Marked with letter “C” shown in
figure 2.

@ Show Submitted Form e

Figure 2
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4. Showing the program basic details, the reviewer can download the academic program by clinking
the link “Eorm 102 — Show”. Marked with letter “D” in figure 3.

& Show Processes - Deanship of Pc X +

— m] X
« > C o & https://uqu.edu.sa/en/App/WorkflowV2/Review/visitorAuth/CYGA091218/amshehata@uqu.edu.sa# & o W % o :

0 102 Form
Show

Figure 3
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Second: Steps of Apology
1. Through the link in the sent email as in step 2 of the “first: Steps to download the evaluation
forms and the academic program?”, selects the "Apology" link as shown next to letter "L" in
figure 4.

Figure 4
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2. Selecting the "Apology" link will pop up a message screen to allow reviewer to make apology

comment and press "Confirm" as shown in Figure 5.

Taking Action ( apologize )

SO,

Figure 5
Third: Steps for submitting evaluation forms (R1 — R2).
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(Note: The submission link of evaluation forms will be inactive after two weeks from the email date. You will not be able to
submit the filled forms after this period.)

1. After reviewing program and filling the downloaded forms, go to the received email and click the
link “Press here form _more information about the Program” shown at the end of the page
marked with letter “B” in figure 6.
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Click here for more information about the program
.Form more information please replay to this email
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Figure 6
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2. To submit the filled forms (R1, R2), click on “Submit” button in the post graduate main page
marked with letter “C” shown in Figure 7.

Figure 7
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3. To upload R1 Form, when the dialog box appears, click on "Choose File" link corresponding to
Letter “D” in Figure 8. This open file explorer to select the file to upload.

& | Sl Sslec - Shuwall yoye X & Show Processes - Deanshipof Pc X =+ - X

¢« > C (0 & https//uqu.edusa/en/App/WorkflowV2/Review/visitorAuth/CYGA091218/elsherouk.ahmed@gmail.com & o ¥ % ® :

alily (R1) - Reviewer's Notes Form (R1) *
@ Choose File No file chosen [ ]
p4noll alhallo 23goi (R2) - Reviewer's Notes Form (R2) *

No file chosen E

Figure 8



dyngeullayellas ool
roJeidl a)ljg

&ydlloldool

Kingdom of Saudi Arabia
Ministry of Education
Umm Al-Qura University
Deanship of Graduate Studies

4. When the File Explorer screen appears, the reviewer selects the required file as shown in Figure
9

£ | Slobadl sslac - Shuwall goye X Show Processes - Deanshipof Pc X 4 — 9%

&« > C 0O & https://uqu.edu.sa/en/App/WorkflowV2/Review/visitorAuth/CYGA091218/elsherouk.ahmed@gmail.com & o W % °

@ Open X
T <« 0 sl Slwlyall zoly dizd > final forms > v O | Search final forms b

Organize New folder =+ @ @

6 ~
= This PC Name Date modified Type

"3 3D Objects B 2-18 vl - @ilasVl xisx 28/10/201823:18  Micro;
@ A360 Drive (ahshehata) -4 Totalxps 28/10/2018 13:01 XPS D
m Desktop B gude 3Vl Lgoyb a7 il aliwll gazo..  17/10/201821:18  Micro:
@ updated database-3.xlsx 16/10/2018 17:37 Micro:
3-lgilly asjli aliwl.docx 16/10/2018 1430  Micro:
@] 2-lgilols asilis @liwldocx 15/10/2018 1800  Micro:
pdated database-2 (version 1).xIsx 15/10/2018 11:47 Micro:
1-lgislzlg dsslis aliwl.docx 14/10/2018 13:46  Micro
8 Videos pdated database.xlsx 14/10/201813:12  Micro:
L. 05 (@) | Leillg sl dliwl.docx 13/10/2018 15:01 Micro
~ DATA (D)) " Pages from 3-dsashaiill SlclyzVlg aclgill .. 12/10/2018 22:40

Documents
8 Downloads
D Music

= Pictures

¥ Network

File name: (| | |AllFiles
| | |

I Open |V| [ Cancel

Figure 9
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5. After selecting the file includes R1 form and showing its name against “Choose File” link, the
reviewer selects the "Upload File" link to finish uploading the form. As shown in Figure 10

£ Slulall Balac - Shuaall yose X & Show Processes - Deanshipof - X = = a X

& =2 C (O a https//uqu.edusa/en/App/WorkflowV2/Review/visitorAuth/CYGA091218/elsherouk.ahmed@gmail.com & o W % o H

23gal O

Choose File | No file chosen upload File JKi)

Pi;mll olh:x& 23gai (R2) - Reviewer's Notes Form (R2) *
| Choose File | No file chosen upload File i)

Figure 10
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6. After the file is selected and loaded, the " Uploaded Done Successfully” screen appears. The
screen is closed by pressing the button corresponding to the Letter "G” in Figure 11.

Figure 11

12
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7. The referee has repeat the same steps for each one of the remaining forms by clicking on the
corresponding link for the Letter “E” to upload “R2” form as shown in Figure 12
£ Slulall Balac - Shuaall yose X & Show Processes - Deanshipof - X = = a X

& =2 C (O a https//uqu.edusa/en/App/WorkflowV2/Review/visitorAuth/CYGA091218/elsherouk.ahmed@gmail.com & o W % o H

23gal O

Choose File | No file chosen upload File JKi)

Pi;mll olh:x& 23gai (R2) - Reviewer's Notes Form (R2) *
| Choose File | No file chosen upload File i)

Figure 12
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8. This form allows to view the uploaded file by clicking "Show" link or deleting the file by clicking the
"Delete" link to allow a new file selection step again. These links are shown next to the letter "G"
in figure 13

Figure 13
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9. When the three forms are uploaded successfully, reviewer can add some notes in the space
marked with the Letter "H" in Figure 14. To finish the submission, click the "Apply" or "Discard"
to cancel and go to previous screen marked with. This is marked with letter "K" in Figure 14.

Program accepted with minor comments

QL

Figure 14




