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First Step

To prepare the OLA document, access the Exchanger application via the exchanger.kion.com.tr

address. Select Altinbas University from the "University" field.
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After selecting the university information, log in to the system with Username and Password via the

"Or log in with a local account" option.

If you have never registered in the system, you will receive a message such as "Not a member?
Register with the Exchanger by defining Username, E-Mail Address, Password information by using

the "Register" button.
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Login & Registration with Edugain Account — (Recommended)

Students can register and access the Exchanger with their EduGain accounts (login information to the

Altinbas ewi system).
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After the EduGain button is selected, search for Altinbas University on the screen that opens and
make a selection. After the university is selected, the EduGain login page opens and the student
registers or logs in to the system by entering the information. (Information- It is the same as your

login information to your Altinbas corporate e-mail)
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After logging in to the Exchanger app, display the Applications > Learning Agreements screen in the
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left menu

Basvurular

Ogrenim Anlasmalan

Hosgeldiniz

Exchanger

On the Learning Agreements screen, create a new agreement via the "Add Learning Agreement"

button.
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After selecting the Add Learning Agreement button, the student's mobility type is selected on the

screen that opens.
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The fields of information that need to be filled in within each type of mobility are different. You need
to choose the right type of mobility. If the mobility type created is incorrect, the learning agreement

will have to be deleted.



In order to complete the learning agreement, Student Information, Sending Institution Information,
Recipient Institution Information, Proposed Mobility Program and Virtual Courses component, if any,

and Commitment information must be filled in, respectively.
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After the Student Information is completed, the data of the department coordinator studying at the
university (https://global.altinbas.edu.tr/?page_id=252 to access > Who is My Erasmus
Coordinator) and the addressee of the learning agreement at the Sending Institution (information
must be provided by the host institution - Erasmus Department Coordinator of the host institution)
must be added completely and correctly in the Sending Institution Information tab. (Otherwise, your

OLA document will not be displayed)
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In the Recipient Institution Information tab, the student is required to define the university to which
he/she will go, the department information at this university, the academic year of the mobility, and

the contact person information at the Host Institution.
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On the Recommended Mobility Program tab, the student needs to define the planned round-trip
date, Table A and Table B information. Table A refers to the courses to be taken in the institution
where the mobility will take place, Table B refers to the courses that the student will count these

courses in his/her own university.
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Each course component (Table A, Table B, and Table C) has two separate headings: Approved
Proposals and Amendment Proposals. The reason for this is that each new course information added
by the student is considered as a Change Proposal. Each previously approved course is counted

towards the Approved Proposals.



Via the "Add" button in the Table A field

¢ Course Name

e Course Credit Type (ECTS is automatically selected.)

e Course Credit Value

¢ Number of Semesters (The semester in which the course is offered)

¢ Total Number of Semesters (Number of academic semesters at the host university)

e Course Code Information is defined and courses are added to the Table A component.
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In this way, all the courses that the student will take at the university are added. If one of the added

courses is to be deleted, action can be taken with the "Remove" button in the Change Proposals field.
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After the course information is added, the learner defines the language in which he/she is proficient
under the Language Skills field and his/her level of proficiency in this language. In case of successful
completion of the educational components, the provisions to be applied can be added as a link to the

web page containing the conditions of the university to be visited.
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The difference between Table B courses and Table A courses is that the Recognition Conditions
information can be added for each course. For all of the Table B courses, the Recognition

Requirements information can be filled in with information in text form.



After the course equivalents in the sending institution are defined, virtual course information should

be added in the same way for the Virtual Course Table C component, if any, for student mobility.
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A Short Description field can be defined as an extra for the courses in Table C. This field will be used

for textual explanations of the relevant course.



After all the information is filled in by the student in the Commitment tab, the commitment text is
read and the signature is drawn in the signature field. If the signature is drawn incorrectly, the
drawing can be deleted with the "Clear" button. Then, with the "Save" button, the learning
agreement is submitted to the authorized persons (coordinator, office) in the student's own

institution for signature via Exchanger.
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Note: If the student selects the Save button without drawing a signature in the Signature field, the
learning agreement is saved in the Exchanger as a "Draft" and the student can continue with the

saved data whenever he/she wishes



PDF export of learning agreement:
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Deletion of Learning Agreement:

If you want to delete learning agreements in draft status, the agreement can be deleted with the

"Delete" button on the menu that opens when the "Transactions" button is selected. However, a

learning agreement that has already started the signature process cannot be removed from the

system.
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Reorganization of the Learning Agreement The arrangement of the learning agreement can take place

in two ways:
1) When one of the coordinators who will sign the learning agreement requests a change

2) In case the content of the learning agreement changes during or after the student's mobility

When one of the coordinators who will sign the learning agreement requests a change:

When any of the coordinators requests a change, the learning agreement must be drawn up and
signed by the student again. In this case, the learning agreement form is opened again with the "Edit"
button in the "Transactions" menu in the learning agreement, the information to be changed is

defined, signed and submitted for approval.
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Learning Agreement During or After Learning Agreement

Arrangement as a Learning Agreement:

Once a learning agreement is created, it is called a Before Mobility Learning Agreement when it is
signed by the Student, the Coordinator of the Sending Institution, and the Coordinator of the Host
Institution. If there are changes in the course information or other information that the student can
take when the mobility begins, the learning agreement process is repeated once again. The learning
agreement signed by all parties for the second time is called the During Mobility Learning Agreement.
If this process is carried out once again, it means that the student's mobility is over and the learning

agreement, that is, the After Mobility Learning Agreement, is made.
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Each time a learning agreement is edited, the previous signatures are deleted and all users are asked
to sign the learning agreement again. At least once, when the learning agreement signed by all
people is requested to be changed, Table A, Table B and Table C for each course component, the
student is asked for the Reason Code and Description information for each course that he or she has

just added or deleted. The student must also include this information for each course.

Gadilecoi Kururmda Horeketilik Boyunoo Ainocak Dorsler

Tl A CHalbidak Kookl |.':-::| T P

Tl

Onaylanrmisg Teklifler
Dors Ad Dors Dors Danem Toplem  (Ders Kodu Bboti ]
ke Tipl  Kredi Saryisi Denarm
LE [T
Dagisikiik Tekiiflori
Dars A Darn Durs Dénam Toplam Dart Kedu Statis L
Wredi Tipi  Wrodi Sayiai Bénerm
Dagari saya
Toploem kredic B

Egitirmy bileyanlarinin bagariyla temamlemamas durumuando upguianacek bakemienn web baglantis .
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When a new course is requested to be added, the course is added by entering the course

information, reason and explanation from the add section.
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When a course is to be learned, the course is removed by stating a reason, as in adding a course, and
its status changes to "deleted". It allows coordinators to see the course that has been tried to be

deleted before.
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The commitment part is reached and the change is signed. Once saved, the signatures of all
coordinators will be deleted. All coordinators will receive an email about the change in the learning

agreement.
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Another process is deletion. If the student has saved the learning agreement as a draft (without

creating a signature), it can be deleted.



