
1.1 The login to enter the 
oqylyq system is the login for 
Office 365

1.2 To take the Office 365 
login, you need to log into the 
Univer system in the section 
"Personal profile

1. Personal data 1



1.1 To enter the oqylyq system, 
click on the site icon in your 
system.

1.2 Select login by e-mail

1.3 Enter your username and 
password.

1. Login 1



2. Main elements
2.1 Selecting the 
program language

2.2 Profile 
setup

2.3 Conducting and 
checking exams

2.4 Creating 
and editing 
questionnaires

2.5 Creating and editing student groups

2.6 Exam data:
• Go now
• Coming Soon
• Completed

2



2.2 Profile setup 3

2.2.1 To edit the profile in the settings, 
click "Edit"

2.2.2 You can change Name, Surname, e-
mail and your phone

2.2.4 To change the password, click 
"Change password"

2.2.3 After the changes, click the 
"Save" button

2.2.5 In the window that opens, enter 
the new password twice.
To display the entered password, click 
on the “eye” image.

2.2.6 After entering the password, click "Change password"



2.5 Creating and editing student groups 4

2.5.1 In the "My groups" tab - all groups created 
by you or imported (by the IT department from 
Univer) are displayed.

2.5.2 When creating a new group, you can 
enter its name and add students through 
the button.

2.5.3 You can add 
students from the list 
to a group or add new 
ones using the "new 
student" button

Attention (paragraphs 2.6.2-2.6.4)! Groups of students 
will be imported from Univer. Adding students manually 
is only necessary for testing purposes



2.4 Creating and editing questionnaires 5

2.4.1 All your questionnaires are 
displayed in the database. To create 
a questionnaire, click "+ New 
questionnaire"

2.4.2 When creating a questionnaire, provide a title and description. In the description, you must 
indicate what additional tools you can use: calculator, draft, Excel, etc.

2.4.3 For each block of questions, a maximum score is set

2.4.4 To add a question
• first a block of questions is selected
• using the plus sign add the required 

number of questions
Important! If you want to ask 3 questions to a 

student, then fill out all three blocks of questions. If 
you want to ask only 2 questions, then fill in the first 

2 blocks, and leave the third blank.



2.4.4 2) Adding questions 6

2.4.4/1 After clicking on "+", a question editor like Word will appear. It 
has standard hotkeys.

2.4.4/2 To add pictures, use the 
button with the picture

2.4.4/3 Then select the "Upload" item and 
transfer the image or click on "Browse"

2.4.4/4 After loading the image, click "Save"

2.4.4/5 To add a video, click on the 
image of the links.

2.4.4/6 In the URL field, paste the 
link to the video

2.4.4/7 After downloading the 
video, click "Save"

2.4.4/8 To work with mathematical formulas, 
click on the picture of the root, for chemical - on 
"C"

2.4.4/9 In the formula’s editors, you can insert 
them using the buttons.

Attention! Only formulas are entered through the drawing 
element. Pictures are added only through the insert "pictures".



2.3 Administration of examinations 7

2.3.1 In the "Exams" tab, click on the "new exam" button

2.3.1 In the window that opens, select:
• questionnaire
• group of students

2.3.3 If necessary, you can select only certain 
students. To do this, click the “select students” button 
and tick the boxes.

2.3.2 Specify the following parameters:
• execution time (recommended for 2 

questions 120 minutes, for 3 questions - 180 
minutes)

• start date and time of the exam according to 
the schedule

2.3.4 Click the save button. The 
exam is scheduled.

Attention! Students from the group will receive an automatic 
message about the exam. He can start it only at the time specified by 

you. Until that time, the exam will be inactive.



2.3 Checking the exam 8

Attention! After you have scheduled the exam, you wait for it to end. You don't need to follow the students' work via video or 
otherwise. The exam will also end automatically.

2.3.4 To check the exam in the "Exams" tab, select the completed exam

2.3.5 Review the student violation log

2.3.6 Select a student from the list of students. All names of students will be encrypted.

2.3.7 In the “Results” 
tab, select a 
question to check

2.3.8 Read the answer and rate it by clicking on 
the button "Rate the answer"

2.3.9 After checking all the work, a decryption will be carried out and a summary sheet will 
appear. The points from the statement must be manually transferred to the statement at 
Univer.



Brief algorithm of examinations

1. Take the Office 365 login in the "Univer" system
2. Go to "Okulyk" via app.oqylyq.kz;
3. Create a questionnaire in the "question base" tab
4. In the "Exam" tab, create a "new exam";
5. Select a questionnaire and a group;
6. Indicate the date and time of the beginning and end of the exam and its

duration;
7. After the end of the exam time, check the encrypted papers and set points;
8. After checking all the work, it is necessary to complete the exam for the

appearance of the decrypted sheet. It is necessary to put points on it in the
Univer system.
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Technical support

Murzagaliyev Temirlan
+7-708-822-00-98 

+7 727 377 33 33 (ext.1279)
Kambarbayev Yerkebulan

+7-747-628-88-52
+7 727 377 33 33 (ext. 1293)
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