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APPLICATION PROCEDURES

1.Student Online Internship Application  

2.Program/Department Head Pre-Control Approval

3.Directorate/Dean’s Office Approval

4.Student Downloads the Approved (QR) Document from OBIS, Has It Signed by 

the Company, and Uploads It to OBIS

5.Approval by the Student Affairs Department

6.Approval by the Accounting Office for SGK 

7.Student Downloads the Internship Book from OBIS

8.Student Uploads the Internship Book to OBIS

9.Evaluation of the Internship Book by the Internship Committee

10. Announcement of Grade by the Student Affairs Department

NOT: A notification email regarding the final status of your application will be sent to your university student 

email. You should also follow the process on OBIS.
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SUMMER INTERNSHIP 
APPLICATION

- 1

Click on the “Internship 

Application Form” under 

the “Online Transactions” 

menu on OBIS.
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SUMMER INTERNSHIP 
APPLICATION

- 2

Click on “Summer Internship 

Application” as Internship Type.
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SUMMER INTERNSHIP 
APPLICATION

- 3

After filling in the relevant 

fields, click on the “Calculate 

Internship Days” button
3

1

Please fill in the relevant fields 

regarding the institution where the 

internship will be conducted, the 

authorized person’s information, 

and the internship details 

accurately and completely.

Fill in the relevant fields 

correctly and completely.
2
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SUMMER INTERNSHIP 
APPLICATION

- 4

Click on the “Apply” button.
If the “Apply” button does not appear, make 

sure that you have entered the above 
information completely and click the 
“Calculate Internship Days” button again.

1

2

A verification code is required 

to start the relevant process. 

You can receive the relevant 

verification code via SMS to 

your student number 

registered in the system or via 

e-mail to your University 

student e-mail address.



SUMMER INTERNSHIP 
APPLICATION

- 5

Enter the 

Verification Code 

sent to your phone 

number or student 

e-mail address 

registered in the 

system in the 

relevant field.
“Confirm Verification Code” after 

entering the Verification Code 

Click on the button.

1

2
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GENERATING SUMMER 
INTERNSHIP DOCUMENT

- 1

Click on “PROCEED”.1

2

Click “GENERATE 

DOCUMENT” to generate

a QR Code Approved

Internship Form.
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GENERATING SUMMER 
INTERNSHIP DOCUMENT

- 2

The relevant section 

must be signed and 

officially stamped by the 

internship institution.

You can print the relevant form in the window 

that opens.

Enter the date you had 

the form signed by the 

internship institution.

Enter the date you uploaded the 

form and provide your 

signature.

8



UPLOAD the SUMMER INTERNSHIP FORM After Institutional 

Signature- 3

Signed-
Stamped

Select.

After the internship 

form is stamped and 

signed by the 

institution and 

converted to Pdf 

format, upload the 

internship form to 

the system before 

the internship start 

date.

After the Internship Form is 

uploaded as Pdf, click on the 

“SUBMIT” button by adding the 

“Description” information.
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DOWNLOAD SUMMER 
INTERNSHIP BOOK

- 1

Click to Download Your Internship 

Book.

Click “SUMMER INTERNSHIP 

APPLICATION” as Internship Type..
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UPLOAD SUMMER 
INTERNSHIP BOOK

- 2

Click “PROCEED” to 

upload the notebook.1

After completing your internship 

notebook, convert it to single 

PDF format and upload it.

FILE Size cannot be 
larger than 10 MB.

After uploading the internship 

logbook as a single PDF file, 

add the 'Description' information 

and click the 'Submit' button

2
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SUMMER INTERNSHIP 
APPLICATION

- 6

The latest status of your 

application is shown in the 

“APPLICATION STATUS” field

You can find the 

application details by 

clicking on the “DETAIL” 

button.

In each process, the process gets 

added to the “Application Process 

Detail” table.


