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الدخول على النظام الأكاديمي

Dear Student, You Can Access the Self-service From Either A Computer or A Mobile

Device By Clicking on The Course Registration Icon In the Following Banner

Located on The University's Website:

Important Note: To access course registration or the academic system, the 

student must enter the username and password for the university email.

Course Registration: This is a link that allows students to register their academic schedule (add and drop), in
addition to browsing the academic courses and the sections available for each semester.

The Academic System for Students: This is the self-service throuhttps://cognos.pnu.edu.sa/ibmcognos/cgi-
bin/cognos.cgi?b_action=xts.run&m=portal/cc.xts&gohome=gh which students can apply for all academic
procedures (request schedule modification electronically, deferment, withdrawal from a course
, withdrawal from a semester, apply for a loan, apply for university housing, re-enrollment, exceptional opportunity,
major assignment, ...) and track the status of these requests
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تغيير لغة النظام الأكاديمي

The system is available in both Arabic and English. To change the system language

from English to Arabic, the following steps must be followed:

Click on the settings icon, choose Language
Setting, then select Arabic (Saudi Arabia),
and finally click on Save. A message will
appear indicating that the changes have
been successfully saved.
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تغيير لغة النظام الأكاديميتغيير لغة النظام الأكاديمي

After changing the language, log out by
clicking the student icon, then click on
Sign Out, and then log back into the
system again.

Important note: It is necessary to log out and then log back in again 

to complete the language change process.
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(  الحذف والإضافة ) خطوات التسجيل
على النظام الأكاديمي

2. Course Registration: Click on this icon to start

the process of registering the academic

schedule (add and drop) based on the study

plan, then select the semester you want to

register for.

Preparation for Registration/Registration Status:

This icon allows knowing the student's status

and the level she is enrolled in before starting to
register the academic schedule.
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(  الحذف والإضافة ) خطوات التسجيلتسجيل الجدول الدراس ي
على النظام الأكاديمي

The Main Registration Page Consists of Three Main Parts:

1

2 3

To add the available sections for the 
courses (mandatory, elective, free).

Summary: This is the section for confirming the
registration of added or deleted classes. It also
shows the number of registered hours and the
minimum and maximum allowed for registration

The academic schedule and section
details, and the final exam schedule
for the registered courses.
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على النظام الأكاديمي(  الحذف والإضافة ) خطوات التسجيلتسجيل الجدول الدراس ي

Registration from the plan1

In part (1), the student is shown the basic information for the courses available for
registration based on the academic plan and their suitability for the student's level. The
available sections can be reviewed and added by clicking on the (view sections) icon
located in front of each course.
Important note: In order for the student to be able to register for courses, she must read
the message that appears at the top right of the page and agree to it.
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تسجيل الجدول الدراس ي

1

Here, we notice that the names of the mandatory courses in the plan
appears directly and clearly. When there are elective or free courses,
they will appear as a group or package: (Specialization Elective (1) 2
credits, Specialization Elective (2) 3 credits, Free Elective, ....)
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تسجيل الجدول الدراس ي

When clicking on (show sections), all the available sections for the course
are displayed. When hovering the cursor over this area, a list appears with
the details of the section, including the reference number.

To add a section, click on the (add) icon located in front of the section you
wish to add.

1

8

Reference Number
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Similarly, for elective or free courses, when clicking on (show sections),

the student is shown the elective or free courses available for the
semester they wish to register for, as per the academic plan, allowing the

student to choose those that suit her. To add a course, click on the (add)

icon located in front of the section to be added.

Important note: The student must adhere to registering for an elective or free course
according to the number of hours allocated for this course at her level and according to the
academic plan (it is not permissible for a student to register for a free course with 2 hours if
the plan for the same level requires a free course with 3 hours, and similarly, it is not
permissible to register for a free course with 3 hours when the academic plan requires a free
course with 2 hours). The student is responsible for any failure to comply with this.
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تسجيل الجدول الدراس ي

2

When a section is added, it appears in part (2) and the word (pending)
appears in front of the course. To confirm the registration of the

section, click on (Execute).

Summary
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2

After clicking on (Execute), a message appears indicating that it has been successfully

saved. This is also confirmed in the summary by changing the status of the course from

(Pending) to (Registered). Thus, the addition process is repeated for the rest of the

course sections intended to be registered. As shown in the lower part of the
summary, the number of registered academic units and the minimum and
maximum number of academic units allowed for registration are displayed.
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Summary



Conclusion: To add a course, two essential steps must be followed:

1. Click on the add icon.
2. Confirm the addition by clicking on the execute icon.

Important note: If the student does not click on execute, the course

will not be added.
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تسجيل الجدول الدراس ي

To delete a course that has been registered, the deletion is done
from the summary, where the section to be deleted is selected,

then (Self-Delete) is chosen, and finally, click on (Execute).
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2
Summary



تسجيل الجدول الدراس ي

After clicking on (execute), a message appears indicating that it has been successfully
saved. This is also confirmed in the summary by changing the status from (registered) to
(deleted) in front of the course that has been confirmed for deletion. Thus, the deletion
process is repeated for the rest of the course sections intended to be deleted.
The deletion of the course can be verified by noting the decrease in the number of
registered academic units at the bottom of the summary.
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2
Summary



Conclusion: To delete a course, two essential steps must be

performed in the summary:
1. Choose (self-delete).
2. Confirm the deletion by clicking on the execute icon.

Important note: If the student does not click on execute, the

course will not be deleted
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تسجيل الجدول الدراس ي

3
Table

In part (3), there are two icons:
• The Schedule: To display the schedule of sections and their timings.

• Schedule Details: To display the details of each section (day, time, course
name and code, course instructor, section code, reference number, type of
lecture, building, room, and the date and time of the final exam).

By clicking on these arrows, it is possible to
adjust the size of the three sections of the
page by enlarging or reducing them.
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To print the student's schedule, you can click on the
schedule icon at the top of the page, and then click on the
print icon. The schedule will appear in two formats from
which the student can choose the one that suits her.

الجدول الدراس ي في النظام الأكاديمي وطباعته
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The First Model

الاطلاع على الجدول الدراس ي وطباعته

Important note: This schedule shows
the lecture times as well as the final
exam dates, and the student can
distinguish between them through
the date.

Final Exam

Class

الجدول الدراس ي في النظام الأكاديمي وطباعته
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الاطلاع على الجدول الدراس ي وطباعته

Second Model 
Important Note: Each course is
assigned a color in the schedule,
and the final exam will also appear
in the schedule as a small square in
the same color as the course.

الجدول الدراس ي في النظام الأكاديمي وطباعته
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تسجيل الجدول الدراس ي

By clicking on any box, all the
details of the lecture times and the
final exam will appear as shown in
the figure. When selecting

(meeting/lecture times) in the

menu on the right, the student will
see the final exam schedule.

الجدول الدراس ي في النظام الأكاديمي وطباعته

For Further Inquiries, We Hope You Will Contact Us Via Email.
dar-reg@pnu.edu.sa
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