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8.1. Incoming Document Workflow Process
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8.2. Outgoing Document Workflow Process
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8.3. Incapacity Process

Department Head / Department ol .
p p Editorial Department Faculty Secretary Dean Related Unit
Head / Personnel
he physician reports received from
health institutions by the Academic and
Administrative staff actually working in
our unit are sent to the Secretary's Office
by the Head of Department / Department
Head via the EBYS system or directly by,
the staff receiving the report. {
— i
s i
= ;
(2] i
U Y
B b ] e
v
The name and surname of the personnel who i
receives the Incapacity Certificate, the report
date and duration are examined, the report is ;
scanned and a double-signed APPROVAL/ g~ TURE fe |\ TURE
COMPLIANCE letter is written as a cover letter
~ from the EBYS system.
< ;
g :
< H
2 :
B e e
§ 1. Personnel
4 Department
After SIGNATURE, the : 2. Revolving Fund
document reaches the | L——p»| | Operations
relevant unit. i Directorate
Salary unit where
the staff is located
™
< H
g ;
< i
U H
B e ) s e
The document signed in the EBYSS system is printed
out and placed in the employee's personnel file and
: the PROCESS IS COMPLETED.
g :
< i
Un H
< ;




Firat University Rectorate,
Faculty of Pharmacy Dean's
Office

Editorial Department

Faculty Secretary

the end of each academ1
year, the Annual Scientific
Activities Table (D Point

Table) is filled out by faculty
members and sent to the
Dean's Office.
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8.5. Monthly Scientific Activities (C Schedule) Process
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8.6. Course Curriculum Preparation Process

INITIAL

A letter is written to send the weekly courdg
programs to the dean's office within the
specified time period, in line with the
curriculum accepted by the Education
Commission and covering the academic
calendar periods.
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8.7. Academic Incentive Grant Application and Commission Process
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