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Overall Description

Purpose

This software is intended for use by Zewail City students to replace and automate the traditional way of
sending petitions and feedbacks to Zewail City Staff, and also used in automating the staff work flow of
responding on received petitions.

It also serves the students to view their daily attendance and allow them to send excused absence
petitions.



2 System Workflow

2.1 Registration

This is the registration form. You can create an account to be able to login and use the system.

2.1.1 Registration Steps

Visit http://Its.zclt.info.

Click the “Register” link from login form.
Enter your full name.

Enter your Zewail City email address.
Enter password.

Enter confirm password.

N o a ~ wbhPE

Click “Register”.

2.1.1.1 Results
1. The system displays a message to confirm your registration.

2. You will receive an email containing a confirmation code to complete the registration process.

Online Services

Fhank you for registering. An emall has been sent 10

voaur email Please check your email and enter the

enclosed confirmation code to finish your registration.



http://lts.zclt.info/

2.1.2 Activating Account Steps

1. Enter the received confirmation code.
2. Click “Verity”.

Resend Code

2.1.2.1 Results
1- Your account will be activated, and you will be ready to login to system.

2.1.3 Resend Code

1- Click the “Resend Code” to resend the confirmation code again in case you face any problem in receiving.

2.2 Login

After finishing the registration process, and become an authorized user, you can access the system and use the
petition forms.

2.2.1 Login Steps

1. Enter your email address.
2. Enter your password.
3. Click “Login”.

Online Services




2.2.1.1 Results
You will be directed to your dashboard page, this board shows all your pending requests status.

Dashboard

Pending Forms Status

= 3 o &
0 0 0 0 0
*1 li: -T':'jr

2.3 Forgot Password
If you forgot your password, you can ask the system to send a new one to your submitted email.
2.3.1 Forgot Password Steps

1. From Login form click “Forgot Password” button.
2. Enter valid registered email address.
Click “Send Password”.

Online Services

2.3.1.1 Results
The system will resend your password to the submitted email address.



2.4 Student Profile

You can update your personal and account information from this form.

2.4.1 Update Profile

From the main menu select “Student Profile”

2.4.1.1 Steps
1- Enter Mobile/Phone.

2- Select Gender.
3- Update profile image.
4- Enter GPA.

5- Select current major.

6- Enter completed credit hrs.

7- Enter registered credit hrs.

8- Enter repeated courses.

9- Click “Save Profile”.

2.4.1.2 Results

Fersonal intormation:

Mubile/Phoos ~

Serler (T ® romale

Study Frogress

ara - z0
Curert Mager *

Cumpistad Crast hee *

Papaatsd Counms

1- Profile information will updated successfully.

2- A confirmation message displayed to confirm the updating profile process.



2.5 Academic Petition
You can create new petition request, view and monitor its progress.
2.5.1 Create new petition request
From the main menu select “Academic Petition”.

2.5.1.1 Steps
1- Click the “New Petition” button from here.

Petitions / Academic Petitions

Pending Petitions Old Petitions + New Petition

2- Select semester.

3- Select year.

4- Select course.

5- Enter your mobile number.

6- Enter the petition title.

7- Enter petition request body, the maximum number of characters allowed in the text area is 500
character.

8- Attach File, The allowed formats are (Image types, PDF, Excel or Word format).

9- Click “Submit”.

Panding Petitions Old Petitions + New Petition

Course Select Semestar w Select Year Select Course w

Mobile/Phone *

Request Title *

Petition Request *

Attachmaent;

L 3 Choose

None




2.5.1.2 Results

3

4-
5-

6

Your petition request will be sent to the academic staff for review.
A confirmation message displayed to confirm the sending process.
You can see the submitted petitions in the “Pending petitions list” section.

You can view and monitor the submitted petition progress.

View list of pending and old requests from here:

Pending Petitions Old Petitions - “ﬂm

. * ' ' .
or Ry Wing Dr. Mac Dad

sioL 10 15/12/2015 Under Review Revsiewing By Dr. Nagwa Ebadri (Course
Coordinator)

ENGL 004 151372015 Urcler Raview Raviewing By Ms, Basma Elhimy (Course
Coordinator)

€S 15122015 Under Roview Renomng By O, Doas Shawky {Course
Coordmnatar)

Click the petition record to view petition details and its current status:

Pending Petitions Oid Petitions - Mm Petition Details

 gor |
Student
16/06/2015 330 20
201401587 330 Space & Communication Engineering
01113333333 2
Under Review Refuzed Finakzed
PHYS 101

Kndly | want to review my final exam paper 35 | got a bad grade i it compared to my average in the midtenms as In the final exam In the
electromagnetis part | proved what was needed so | thought | would get a better grade and | think | dicf well in the exam overall



2.6 Drop/ Add Courses

You can create a request to Drop/Add course request, view and monitor its progress.

2.6.1 Create new petition request

From main menu select “Drop/Add Course”.

2.6.1.1 Steps
1- Click the “New Petition” button from here.

Pending Petitions Old Petitions

2- Select your current major.

3- Enter your mobile number.
4- Select the type of your request

e Add Course.
e Drop Course.
o Add/Drop Course

5- Select Course.
6- Enter Section Number.

7- Attach File, The allowed formats are (Image types, PDF, Excel or Word format).
8- Click “Submit”.

Major * Selact Major -
Mobille/Phona *

Your Regquest * Drop Course -

Drop Course
Course: * Select Course ~

You are repeating this course

With course lab

Instructor Namea = Select INsStructor 3

Attachment: - Choone
Naone



2.6.1.2 Results
I-Your petition request will be sent to the academic staff for review.

2- A confirmation message displayed to confirm the sending process.
3- You can see the submitted petitions in the “Pending petitions list” section.
4- You can view and monitor the submitted petition progress.

View lists of pending and old requests from here:

Pending Petitions Qid Petitions + New Peatition

Under Review Resien © By Dr. Nagwa Ebadri (Course

Urcier Raview

CsC) v 15122018 Under Rowvew

Click the petition record to view petition details and its current status:

Studlent

2.7 Change of Major and/or Specialization

You can create a request to change a major and/or specialization, view and monitor its progress.
2.7.1 Create new petition request
From the main menu select “Change of major and/or specialization”.

2.7.1.1 Steps
1- Click the “New Petition” button from here.

Pending Petitions Old Petitions




2- Enter your GPA.

3- Enter your mobile number.

4-  Select your current major.

5-  Select the new major.

6- Enter your current specialization.

7- Enter the new specialization.

8- Enter the double specialization.

9- Enter more details.

10- Attach File, The allowed formats are (Image types, PDF, Excel or Word format).

I1- Click “Submit”.

Mobile/Phone *

GPA *
Current Major * Select Major -
New Major Select Major -

Current Specialization

New Specialization

Double Specialization

More Details

Attachment:

-~ Choose None

2.7.1.2 Results

2.

Your petition request will be sent to the academic staff for review.
A confirmation message will be displayed to confirm the sending process.
You can see the submitted petitions in the “Pending petitions list” section.

You will be able to view and monitor the submitted petition progress.



View lists of pending and old requests from here:

Pending Petitions Old Petitions + New Patition

. L
214 sioL 1o 154122015
213 ENGL 004 15122015
212 CsC 15122015

Click the petition record to view petition details and its current status:

Student
15122015
201401587
DI113333333

Under Review

20

Hanewabiln Enargy Enginearnng
Space & Conwnunication Enguveting
spect

spec 2

2.8 Overload Request

You can create a petition to request an overload course, view and monitor its progress.

2.8.1 Create new petition request
From main menu select “Overload Request”.

2.8.1.1 Steps
1- Click the “New Petition” button from here.

Under Review

Uncler Raview

Under Rewew

30
330

waing By Or. Magea Ebaar

Revsiewing By Dr. Nagwa Ebadri (Course
Coordinator)

REaviewing By Ms, Basma Elshiny (Course
Coordinator)

Reneming By Oy, Doas Shawky {Course
Coordnatar)

20

Spece & Comenunication Enginesing

Pending Petitions Old Petitions




2- Select your current major.

3- Enter your academic year.

4- Enter your mobile number.
5- Enter your GPA.

6- Select the proposed Course.

e Select Semester.
o Select year.
e Select Course

7- Enter the academic reasons.

8- Attach File, The allowed formats are (Image types, PDF, Excel or Word format).

9- Click “Submit”.

Complete and Submit the form below

Mote: Please include ALL courses for the entire sermester

The maximum credit lead during Fall or Spring semester is 18 credits

*

Major
Academic Year *
GPA *

Mabile/Phone *

Proposed Course *

#

Academic reasons

Attachment:

2.8.1.2 Results

- Choose

Select Major o

Select Year hl

Select Semester w Select Year w Select Course

Mone

Submit Request

I- Your petition request will be sent to the academic staff for review.



2- A confirmation message will be displayed to confirm the sending process.
3- You can see the submitted petitions in the “Pending petitions list” section.
4- You will be able to view and monitor the submitted petition progress.

View lists of pending and old requests from here:

Pending Petitions Qid Petitions = New Petition

. . . .
214 sioL 10 15/12,2015 Under Review Resiewing By Dr. Nagwa Ebadri (Course
Coordinator)
ENGL D04 1ISN22015 Urcter Raview Reviewing By Ms, Basma Elshimy (Course
Coordinsto
212 CSC) 15122015 Under Rowvew Reneeng By Dy. Doas Shawky {Course

Ceoordinatar)

Click the petition record to view petition details and its current status:

Student
1571222015 1.0 20
201401587 3.0 Spece & Communication Engineeding
01113333333 2

Uncer Revew

Spoce & Communicaton Engineerng

208215

ENGR 207

reet

2.9 Course Repeat

You can create a petition to request a course repeat, view and monitor its progress.
2.9.1 Create new petition request
From main menu select “Course Repeat”.

2.9.1.1 Steps
1- Click the “New Petition” button from here.

Pending Petitions Old Petitions




O-

10-

Select your current major.

Enter your mobile number.

Enter reason for repeating the course.
Select name of course to be repeated

e Select Semester.
o Select year.
e Select Course

Enter grade received on the first attempt.
Select semester at which it was first taken.
Select semester at which it is repeated.

Attach File, The allowed formats are (Image types, PDF, Excel or Word format).

Click “Submit”.

#

Major Select Major -
Mobile/Phone *

Reason for repeating the course *

Mame of course to be repeated * Select Semester Select Year -

Grade recieved on the first attempt =

Semester at which it was first taken * Select semester
Semester at which it is repeated = Select cemester W
Attachment:

+ Choose Mone

Submit Regquest

2.9.1.2 Results

I- Your petition request will be sent to the academic staff for review.

Select Course

-



2- A confirmation message will be displayed to confirm the sending process.

3- You can see the submitted petitions in the “Pending petitions list” section.

4- You will be able to view and monitor the submitted petition progress.

View lists of pending and old requests from here:

Pending Petitions Old Petitions + New Petition

. : .
214 8iIoL 101 1541272015 Under Review
ENGL 004 151272015 Uncter Rniew
a2 CSC 15122015 Under Review

Click the petition record to view petition details and its current status:

Student
151272015 330
2014015487 330
01313333333 2

Under Review

Space & Communication Enginearing

ENGL 101

Spring

Summer

2.10 Incomplete Grade

You can create an incomplete grade petition request, view and monitor its progress.

2.10.1 Create new petition request
From main menu select “Incomplete Grade”.

2.10.1.1 Steps
1- Click the “New Petition” button from here.

Revsiewing By Dy, Nagwa Ebadri (Course
Coordinator)

Raviewing By Ms, Basma Elshiny (Course

Coordinator)

Renewng By Dy, Doas Shawky {Course
Coordnatar)

20

Space & Communication Engineering



Pending Petitions

Old Petitions

2- Select your current major.
3- Enter your mobile number.
4- Enter incomplete reason.
5- Select course name

e Select Semester.
e Select year.
e Select Course

6- Enter instructor name.
7- Select date of the exam.
8- Select semester.

9

10- Click “Submit”.

#

Major select Major
Mebile/Phone *
Incomplete reason *
Course Mame * Select Semester v
Instructor Mame * Select Instructor
Date of the exam =

*

Semester Select semester =

Attachment:

. Choose

Mone

Select Year

-

Attach File, The allowed formats are (Image types, PDF, Excel or Word format).

Select Course

-



2.10.1.2 Results

I-Your petition request will be sent to the academic staff for review.

2- A confirmation message will be displayed to confirm the sending process.

3- You can see the submitted petitions in the “Pending petitions list” section.

4- You will be able to view and monitor the submitted petition progress.

View lists of pending and old requests from here:

Pending Petitions Old Petitions + New Petition

. L]
214 sioL 10 15/12/2015
ENGL 004 151272015
N €Sl 15122015

e

Under Review

Uncler Raview

Under Roview

Click the petition record to view petition details and its current status:

Student
15/12/2015
201401587
01113333333

Undler Review

BIOL 101

tesy

330
330

Resiewing By Dr. Nagwa Ebadri (Course
Coordinator)

Raviewing By Ms, Basma Elshiny (Course
Coordinator)

Reneming By Dy, Doas Shawky {Course
Coordmnator)

20

Space & Communication Engineering



2.11

Junior TA Program

You can create junior TA program petition request, view and monitor its progress.

2.11.1 Create new petition request

From main menu select “Junior TA Program”.

2.11.1.1Steps

1

Click the “New Petition” button from here.

Pending Petitions Old Petitions

Select course

e Select Semester.
o Select year.
e Select Course

Select your current major.
Enter your Grade in this course.
Enter GPA.

Enter contact hours per week.

Enter comment.

. I
Click “Submit”.
Course ™ Select Semester - Select Year ™ Select Course ™
Major = Select Major -

YWour Grade in this course ™

GPA *

Contact hours per week *

Comment

20



2.11.1.2 Results

I- Your petition request will be sent to the academic staff for review.

2

A confirmation message will be displayed to confirm the sending process.

3- You can see the submitted petitions in the “Pending petitions list” section.

4- You will be able to view and monitor the submitted petition progress.

View lists of pending and old requests from here:

Pending Petitions Old Petitions + New Petition

’ |
214 8IOL 101 15/12/2015
ENVGIL 004 V811272015
a2 CSC1 101 15/12/2015

Click the petition record to view petition details and its current status:

Student

1512208
201401587
017113333333

—.—

Under Review

Biomedical Soences
ENGR 201

A

40

nae

Under Review

Under Riview

Under Review

330
230

-

Revsiewing By Dy, Nagwa Ebadri (Course
Coordinator)

Raviewing By Ms, Basma Elshiny (Course
Coordinator)

Renewng By Dy, Doas Shawky {Course
Coordnatar)

20

Space & Communication Engineering

21



2.12 Feedback Form

You can send your feedback on any of the city services and facilities.

2.12.1 Create new petition request
From main menu select “Feedback form”.

2.12.1.1 Steps
1- Click “New Feedback” button.

2- Select category.
3

Enter feedback title.
4- Write your feedback.

5- Click “v” to submit your feedback form.

Add FeedBack

Select Category s

2.8.1.2 Results

Your feedback will be sent to the academic staff for review. A confirmation message is displayed to confirm
sending process. You can see the submitted petitions list.

View lists of pending and old requests from here:

5]

4
o

22



Click the details icon to view submitted petition details:

Form Details

Submission Date: 12/02/2015
updateCategory: Transportation

Title: Good Transportation
Form:

Nice drivers

2.13 Intended Major

You can unofficially select the major you would like to join in year two.

2.13.1.1 Steps

|- Enter Mobile number.

2- Select Major.

Intended / Planned major

Mobile *  p1270121007

Major *  select Major -

2.13.1.2 Results

1- The intended planned major saved successfully.

2- A confirmation message displayed to confirm saving process.

2.14 Declaration of Concentration

You officially declare the major you would like to join.

2.14.1.1 Steps

|- Enter Mobile number.

2- Select Major.

23



Majors /

Mohbile *

Major * Select One -

2.14.1.2 Results

1- The selected major saved successfully.

2- A confirmation message displayed to confirm saving process.

2.15 Declaration of Major

In year two students in different majors officially declare their concentrations that they would like to be specialized
in.

2.15.1.1 Steps

|- Enter Mobile number.

2- Select Major-.

Majors /

Mohbile *

Major * Select One -

2.15.1.2 Results
1- The selected major saved successfully.

2- A confirmation message displayed to confirm saving process.

24



