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1. OVERVIEW OF THE APPROVAL FLOW

Student will be able to apply for Program Withdrawal from the Student Portal. This process is called Program

Withdrawal Request under the Student Services Module.

Once a request is submitted, it is directed to the Counselor for eligibility evaluation. For international students,
the ISMC Department processed the request before it moved to the next approval level. Otherwise, the request

is sent directly to the Dean of the respective faculties, who can either approve or reject it.

If the Dean approves, the request proceeds to the Hostel, Chief Librarian, and Bursary Department for further
assessment and approval. The student is promptly notified if any of these departments reject the request. If all
departments approve, the request advances to the Registry Office for final evaluation. The Registry Office
reviews the request and decides to approve, reject, or withdraw the program. The student is then informed of

the final decision, whether it is an approval, rejection, or withdrawal of the program.
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2. PROGRAM WITHDRAWAL PROCESS

Program withdrawal request likely refers to a formal process by which a student can request to withdraw from
a specific academic program or course of study. This could be due to various reasons, such as a change in
career goals, personal circumstances, or academic challenges. The detailed process of this request is

explained below.

2.1 Student Operations

Step-by-Step Process of Student Operations:

Step 1: To create a new program withdrawal request, staff must first log in to the Creatrix Platform using the

link: https://iukl.creatrixcampus.com/auth/login

iukl.creatrixcampus.com

) m
Welcome _2 Infrastructure
A nversity
=. Log in with Microsoft

or

LOGIN

Forgot Password?

@ Choose Language English +

Company Registration | Job Registration

Step 2: Click on the Main Menu button >> Student Services>>Program Withdrawal.
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— student = O - Profile @ @N @ @
-
PERSONAL D
Q Ssearch
—=| Fees Student Services D Evaluation Training & Placement
B2l rees +| student services Evaluation Student Training and Pl
Profile
2 Discipline
Courses ES=5 student Discipline
Assessments
=5 Infrastructure X lequest @ Ein
Mﬁ—%qwersny
Q Search by Name ur & Actions B
Student Services
Student ID Email Programme Create Date Current Semester  Assigned to Updated By Status ID D Actione
Academics Services ~
Course Registration SRB0290001911 enrstudll@get... SRDDPGMO3 n-oct-23 SRDAYO03 ISMC Staff 1. Administrator ... withdrawal 70 © & & i
Request
Course Withdrawal SRBUZY000IYI enrstudli@get.. SRDDPGMU3 03-Oct-23 SRDAY03 ISMC Staft 1. Administrator .. [Forwardedt- ) 69 © & & i
Request
SRBUZ2Y00VIYI enrstudii@get... SRDDPGMU3 29-Sep-23 SRDAY03 Bursary Mana... Administrator .. 68 o & Z i
SRB0290001911 enrstudll@get... SRDDPGMO3 29-Sep-23 SRDAY03 Bursary Mana... Administrator ... 67 o & Z 3
Program Extension
SRB029000191 enrstudll@get... SRDDPGMO03 29-Sep-23 SRDAY03 ISMC Staff 1. Counsellor (Forwa ] 66 © & & i
Program Postponement
-Sep- ice . L - S E
change of Program SRB0290001911 enrstudll@get. SRDDPGMO3 22-Sep-23 SRDAY03 Registry Office Registry Office ([(Withdrawn ] 64 o & 7
Request R .
SRB0290001911 enrstudll@get.. SRDDPGMO3 22-Sep-23 SRDAY03 TT faculty 10 ISMC Staff 1 Recommend. 63 © & £ 1
Credil Trunsfer Request
Non Academic Services > Items per page: 25 Y —70f7

Step 3: User will be redirected to the Program withdrawn request feature. Click on the ADD button to submit a

new withdrawn request.

+ Add

Step 4: Type on the required fields like Student Name , Semesters applied for withdrawn reason , upload

documents, click student agreement and Submit.
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Instructions
o Instructions

Programme Withdrawal
Request

Placse Note:
- Administration Fee (per Finance Policy) is applicable upon submission of each request.
- Upon approval of the raquest, kindly make GPPOINTMEnt With the respective SGh0oI's AGAdamIc AdMINISTTANON MXECUHVE for GIBArancs Process

Programme Withdrawal Request
@ Instructions

t Q
Programme Withdrawal
e Request
withdrawal Reason e
Plan for Readmission -

[ 1understand that, even though | am withdrawing from IUKL, | am responsible for all outstanding financial obligations to the University.

Upload General Document

+ Attach Files

ISMC Support Document
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Creatrix

Campus

Add

Upload General Document

+ Attach Files

@ Instructions

. ISMC Support Document
Programme Withdrawal

Request

p S <+ Attach Files

Authorization Letter

+ Attach Files

Passport Copy

+ Attach Files

Bursary Supporting Document

+ Attach Files

Step 5: Now, a new withdrawn request form will be submitted.

— Programme Withdrawal Request

A7) Q  searchbyName i
D Student Name Student ID Email Programme Create Date Current Semester  Assigned to Updated By Status ID
D ENR Stud 1l [] SRB0290001911 enrstudll@get.. SRDDPGMO3 11-0ct-23 SRDAY03 ISMC Staff 1. Administrator .. \ W

a

@) G i

Actions

B =

Actions

82 :
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2.2 Counselor Operations

Once the counselor receives the student's request:
e If the student is an International student, it is forwarded to the ISMC.

e If the student is local, it is forwarded to the dean.

Step-by-Step Process of Counselor Operations:

Step 1: Click the Main Menu button > Student Services > Program Withdrawal.

Family Name

Access Roles

Counsellor

= = -
— Faculty (O - Profile @ @N E_:, o @ .
< GE ENT RESE >
Q Search
Profil N
Counsellor . Student Services
COUNSELLOR First +| student services
Active Nam
Depe

Designation Counsellor Emergency Contact Name
S Inf lequest Gn B m [ ]
A Infrastructure q EN piTy
o mmUniversity «
Q,  search by Name U =] Actions -
Student Services
Student ID Email Programme Create Date Current Semester  Assigned to Updated By Status ID D Actions
Academics Services
Program Withdrawal SRB0290001911 enrstudli@get... SRDDPGMO3 1-Oct-23 SRDAYO03 ISMC Staff 1. Administrator ... 70 o D P
Request
SRB02S0001911 enrstudli@get... SRDDPGMO3 03-Oct-23 SRDAY03 ISMC Staff 1. Administrator .. [ ded | 69 e o 7 ¢
Program Extension —
SRB0290001911 enrstudli@get... SRDDPGMO3 29-Sep-23 SRDAY03 Bursary Mana... Administrator ... 68 e & P
Settings .
SRB0280001911 enrstudli@get..  SRDDPGMO3 29-sep-23 SRDAY03 Bursary Mana... Administrator .. 67 ® 5 & i
Settings P .
SRB0290001911 enrstudll@get... SRDDPGMO3 29-Sep-23 SRDAY03 ISMC Staff1. Counsellor . ( dedt. | 66 ® o £ i
Reports .
SRB0290001911 enrstudli@get..  SRDDPGMO3 22-Sep-23 SRDAY03 Registry Office . Registry Office . 64 e & 7 ¢
SRB0290001911 enrstudli@get... SRDDPGMO3 22-Sep-23 SRDAY03 TT faculty 10 ISMC Staff 1 63 e D P i
Items per page: 25 ¥ -70f7
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Step 2 : Once the counselor receives the request select detail view

:_ Programme Withdrawal Request @ @EN E 355 @ s

0 | 1]
= () Q Search by Name Lﬁ =] Actions E 1
O Student Name Student ID Email Programme Create Date Current Semester  Assigned to Updated By Status ID D Actions
O ENR Stud 111 .[] SRB0290001911 enrstudll@get... SRDDPGMO3 1-0ct-23 SRDAY03 ISMC Staiff 1. Administrator ... 70 o 2t

Step 3 : Select Preview to see the students' details of the students.

— Programme Withdrawal Request () - List - View @ @G oo @ o

Processing history ~ Activity ~Notes Email  Documents
Name

Email : enrstudli@getcreatrix.com

o Current Status : [ Withdrawal Requested
Status : Withdrawal Requested

Enter comments

Details

Instructions ~ Change Status * e
Please Note:

« Administration Fee (per Finance Policy) is Update
applicable upon submission of each request.

o linan anneaunl af tha rassiact bindh meabe

Step 4: Once you click the preview, the student details are shown

Programme Withdrawal Request

Student Name
ENR Stud 111.[]

Student ID
SRB029000191

Passport Number
SRB02900018

Email
enrstudll@getcreatrix.com

Phone
+91 88888 88888

Sponsor

Student Category
International

Correspondance Address

Current Semester
SRDAYO03

Programme
SRDDPGMO3

Withdrawal Reason
Financial Problem

Specify Withdrawal Reason

10
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Step 5 : Click the status dropdown to change the status

awal Request €Y - List - View @ G B2 o
Processing history Activity Notes Email Documents

trix.com

sted Current Status :| Withdrawal Requested

Enter comments

Preview

-~ ¢ Change Status *

iance Policy) is

of each request.

Step 6 : Select the status from the dropdown option

ithdrawal Request O - list - View <3> Een \'fz?l

B

Processing history Activity Notes Email Documents

creatrix.com

Current Status : wWithdrawal Requested
equested
Enter comments
rorwarded to Dean/Director
er Finance Policy) is

sion of each reauest.

11
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2.3 ISMC Operations

After the counselor recommends, if the student is an international student then this has forwarded to ISMC:

e If the students have all the documents perfectly they recommend to next process

e If they need any supporting documents they request the document to students

Step-by-Step Process of ISMC Operations:

Step 1 : Click on the Main Menu button > Student Services > Program Withdrawal.

— Faculty (O - Profile @ Bin Ejl moi @ .

-«
< = Q AENT  RESE >
Search
Profil .
ISMC Staff 1. Student Services

ISMC EXECUTIVE First +| Sstudent Services
Active Nam
Depc

Forniy NERR - Access Roles ismc Department

_A Infrastructure X lequest @ Ein oo [b .

A=niversity

Q,  search by Name W & Actions B =
Student Services

) Student ID Email Programme Create Date Current Semester  Assigned to Updated By Status ID D Actions
Academics Services ~
Program Withdrawal SRB02900019N enrstudll@get..  SRDDPGMO3 11-Oct-23 SRDAY03 ISMC staff 1. Administrator ... 70 o8 g i
Request
SRB0290001911 enrstudli@get..  SRDDPGMO3 03-0ct-23 SRDAY03 warden 1. TT faculty 10 69 o & f ¢
Program Extension
SRB0290001911 enrstudli@get.. SRDDPGMO3 29-sep-23 SRDAYO03 Bursary Mana... Administrator ... 68 o & g *
Program Postponement
SR80290001911 enrstudli@get..  SRDDPGMO3 29-sep-23 SRDAY03 Bursary Mana.. Administrator ... 67 e & 2 i
settings SRB0290001911 enrstudli@get... SRDDPGMO3 28-Sep-23 SRDAYO03 ISMC staff 1. Counsellor [ Forwarde ] 66 o @ 7 ¢
Settings - .
SRB0290001911 enrstudli@get..  SRDDPGMO3 22-Sep-23 SRDAY03 Regjistry Office . Registry Office . 64 o g 2 i
Reports .
SRB0290001911 enrstudli@get... SRDDPGMO3 22-Sep-23 SRDAYO03 1T faculty 10 . ISMC Staff1 63 o o 2 ¢
Items per page: 25 Y 1-70f7

12

Anubavam Technologies © Copyright 2022 | This is a confidential document



IUKL USER MANUAL - PROGRAM WITHDRAWAL

Step 2 : Once the ISMC receives the request, select detail view

¢

Creatrix

Campus

O ENR Stud 111 .[] SRB0O290001911 enrstudli@get.. SRDDPGMO3 29-Sep-23 SRDAY03 ISMC Staff 1. Counsellor | 66 (o3 E V]
Step 3 : Select preview to see the students' details of the students
rogramme Withdrawal Request O - List - View @ En B png [9

Processing history Emall

Current Status :| Withdrawal Requested

Enter cormim:

Activity  Notes Documents

enrstudli@getcreatrix.com

: withdrawal Requested

ents

Preview

-~ Change Status *

e Policy) is

each request.

Step 4 : Once you clicked the preview, the students details are shown

Programme Withdrawal Request

Student Name
ENR Stud 111.[]

Student ID
SRB0230001911

Passport Number
SRB02300019

Email
enrstudli@getcreatrix.com

Phone
+01 88888 88888

Sponsor

Student Category
International

Correspondance Address

Current Semester
SRDAYO03

Programme
SRDDPGMO3

Withdrawal Reason
Financial Problem

Specify Withdrawal Reason

Anubavam Technologies © Copyright 2022 | This is a confidential document
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Step 5 : Click the status dropdown to change the status

Email : enrstudll@getcreatrix.com
Current Status ;[ Withdrawal Requested

Status : Withdrawal Requested

Dthils

Enter comments

o 1

Step 6 : Select the status from the dropdown option

© & E s O 8

—= Programme Extension Request = () - List - View

Processing history  Activity =~ Notes  Email Documents

Current Status :| Forwarded to ISMC

Enter comments

Status : Forwarded to ISMC

Details Preview

? .

Instructions

Rules and Regulations :
Recommended

1. A student is allowed to postpone his/her studies
with valid reason(s). Application must be sent to the
Registrar's Office by filling up this form within the
first twelve (12) academic weeks for a normal
semester or week six (6) for a short semester.

2. Residential requirements will not be affected by

Not Recommended

ISMC : Support Document Required

ISMC : Clarification

Anubavam Technologies © Copyright 2022 | This is a confidential document
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2.4 Dean Operations

Upon receiving the forwarded request from the ISMC or Counselor:

e |f the dean approves, the process advances to the next stage.

e |f not approved, a notification is sent to the student.

Step-by-Step Process of Dean Operations:

Step 1 : Click the Main Menu button >> Student Services>>Program Withdrawal.

Creatrix

Campus

- -
—= Faculty O - Profie ® & B & o @
-«
< GE IENT  RESE >
Q  search
Profil .
Warden 1. Student Services
HOSTEL INCHARGE First +| student services
Active Nam
Dept
Family Name - Access Roles Hostel Incharge
Designation - Emergency Contact Name -
| o
ﬁlnfr%st[uctqre X lequest @ Gen piie [9 .
AR niversity -
Q  search by Name I & Actions B a
Student Services
. Student ID Email Programme Create Date Current Semester  Assigned to Updated By Status ID D Actions
Academics Services v
Program Withdrawal SRB0290001911 enrstudli@get... SRDDPGMO3 TN-0ct-23 SRDAYO03 ISMC Staff 1. Administrator ... 70 e T P ¢
Request
SRB0290001911 enrstudli@get..  SRDDPGMO3 03-Oct-23 SRDAY03 warden 1. TT faculty 10.. 69 @ & 7 i
Settings .
SRB0290001911 enrstudll@get... SRDDPGMO3 29-Sep-23 SRDAYO03 Bursary Mana.. Administrator ... 68 e @ P ¢
Settings .
SRB0290001911 enrstudli@get..  SRDDPGMO3 29-Sep-23 SRDAY03 Bursary Mana... Administrator .. 67 e & 2
Reports
SRB0290001911 enrstudll@get... SRDDPGMO3 29-Sep-23 SRDAY03 ISMC Staff 1. Counsellor ( Forwarde ] 66 o8 L ¢
SRB0290001911 enrstudli@get..  SRDDPGMO3 22-Sep-23 SRDAY03 Registry Office . Registry Office . 64 o & L
SRB029000191 enrstudll@get.. SRDDPGMO3 22-Sep-23 SRDAYD3 T faculty 10 ISMC Staff1. 63 o G 7 i
Items perpage: 25 Y —7of7
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Step 2 : Once the dean received the request select detail view

Creatrix

Campus

d ENR Stud 111.[] SRB0290001911 enrstudli@get... SRDDPGMO3 03-0ct-23 SRDAY03 warden 1.

(owmwa—] &

Step 3: Select preview to see the students details of the students.

—= Programme Withdrawal Request () - List - View

Processing history  Activity  Notes Email Documents

Current Status :| Withdrawal Requested

Enter comments

Name:
Email : enrstudll@getcreatrix.com

Status : Withdrawal Requested

DEtUiIS -

Instructions ~ Change Status *

Please Note:

- Administration Fee (per Finance Policy) is
applicable upon submission of each request.
+ Upon approval of the request, kindly make

@ &p a0 8

Step 4 : Once you clicked the preview, the students details are shown

Programme Withdrawal Request

Student Name
ENR Stud 111.[]

Student ID
SRB0290001911

Passport Number
SRB02900019

Email
enrstudll@getcreatrix.com

Phone
+91 88888 88888

Sponsor

Student Category
International

Correspondance Address

Current Semester
SRDAYO3

Programme
SRDDPGMOQ3

withdrawal Reason
Financial Problem

Specify Withdrawal Reason

16
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Step 5 : Click the status dropdown to change the status

@ @ B m i @3

—= Programme Withdrawal Request M - lst - View

Processing history  Activity ~ Notes Email  Documents
Narme
Frnail - enrstudll@getcreatrix.com -
Status : Withdrawal Requestad Current status ;| withdrawal Requested

Enter comments

petails “

Instructions

Please ote:
- Administration Fee (per Finance Palicy) is

applicable upon submission of each request.
- Upen approval of the request, kindly make

Step 6 : Select the status from the dropdown option

— Programme Withdrawal Request ) - List - View @ Gy B m i [9

Processing history  Activity =~ Notes  Email Documents
Name

Ernail : enrstudli@getcreatrix.com
Status : Recommended

Enter comments

DEtUI IS ‘

Instructions -~ Forwarded : Dean/Director to Hostel/AQ

Rejected by Dean/Director

« Administration Fee (per Finance Policy) is w

applicable upon submission of each request.

Please Note:

B e cmtimd A€ e o tamat Ll o alin

17
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2.5 Hostel Operations

Upon receiving the forwarded request from the Dean:

e |f the Hostel warden approves, the process advances to the next stage.

e |f not approved, a notification is sent to the student.

Step-by-Step Process of Hostel Operations:

Step 1 : Click on the Main Menu button >> Student Services>>Program Withdrawal.

¢

Creatrix

Campus

—= Faculty @ - profile

< GE
Q Scarch
Profil

® & B

ﬁzzsms

AENT RESE >

Student Services

. Student ID Email Programme Create Date Current Semester  Assigned to Updated By
Academics Services ~
Program Withdrawal SRB02900019M enrstudli@get.. SRDDPGMO3 11-Oct-23 SRDAY03 ISMC Staff 1. Administrator ..
Reguest
SRB02900019N enrstudli@get... SRDDPGMO3 03-Oct-23 SRDAY03 library staff 1. Warden1.
Settings
SRB02900019M enrstudli@get.. SRDDPGMO3 29-Sep-23 SRDAY03 Registry Office . Bursary Mana..
b Settings
SRB02900019M enrstudli@get.. SRDDPGMO3 29-Sep-23 SRDAY03 Bursary Mana.. Administrator ..
2 Reports
SRB02900019M enrstudll@get... SRDDPGMO3 29-8ep-23 SRDAY03 ISMC Staff1. Counsellor
SRB02900019M enrstudll@get... SRDDPGMO3 22-Sep-23 SRDAY03 Registry Office . Administrator ..
SRB02900019N enrstudli@get.. SRDDPGMO3 22-Sep-23 SRDAY03 TT faculty 10 ISMC staff 1.
Items per page: 26 Y -70f7 1€ < > >

Q  search by Name

Status ID

orwarded t.
Resubmit: RO

70

69

68

67

66

64

63

i a

warden 1. Student Services
HOSTEL INCHARGE Fites 4| student services
Active Nam
S
A inf X lequest @ E m o .
A Infrastructure q EN IR
/‘\F\meersny -
AN

Actions -+

Actions

RN
RN
RN
L7
L7
7
7
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Step 2: Once the hostel warden receives the request select detail view

¢

Creatrix

Campus

0 ENR Stud 111.[] SRB029000191] enrstudli@get..  SRDDPGMO3 29-5ep-23 SRDAY03 Bursary Mana..  Administrator . 67 ] V.
Step 3 : Select preview to see the students details of the students.
—= Programme Withdrawal Request ) - List - View @ Sen m [9 s

Processing history  Activity =~ Notes  Email Documents
Name:

Email : enrstudll@getcreatrix.com

Status : Withdrawal Requested Enter comments

Details i
Preview Change Status *

Instructions ~

Please Note:

« Administration Fee [per Finance Policv) is

Step 4 : Once you clicked the preview, the students details are shown

Programme Withdrawal Request

Student Name
ENR Stud 111 []

Student ID
SRB0290001911

Passport Number
SRB02900019

Email
enrstudli@getcreatrix.com

Phone
+901 88888 88888

Sponsor

Student Category
International

Correspondance Address

Current Semester
SRDAYO03

Programme
SRDDPGMO3

Withdrawal Reason
Financial Problem

Specify Withdrawal Reason

Anubavam Technologies © Copyright 2022 | This is a confidential document
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Step 5 : Click the status dropdown to change the status

Creatrix

Campus

—= Programme Withdrawal Request () - List - View @ G E m o e @
= -
Processing history  Activity Notes Email  Documents
Name
Fmail - enrstudll@getcreatrix.com R
. B current status 1| Withdrawal Requested
Status : Withdrawal Requested
Enter comments
petails :
Instructions ~ :> ~
Please Note:
- Administration Fee (per Finance Policy) is Update
applicable upon submission of each request.
-+ Upon approval of the request, kindly make
= - eee ‘
@ @B m o @ A

— Programme Withdrawal Request (O - List - View
Processing history  Activity Notes Email Documents
Name :

Email : enrstudll@getereatrix.com

Current Status :| Forwarded : Dean[Director to Hostel/AO

Status : Forwarded : Dean [Director to

Hostel/AO
Enter comments

DEtail ¢
Forwarded : Hostel/AQ to Librarian
~

Instructions
Rejected by Hostel/AQ

Please Note:

Anubavam Technologies © Copyright 2022 | This is a confidential document

20



IUKL USER MANUAL - PROGRAM WITHDRAWAL

2.6 Librarian Operations

Upon receiving the forwarded request from the Hostel warden:

e |f the Librarian approves, the process advances to the next stage.

e |f not approved, a notification is sent to the student.

Step-by-Step Process of Librarian Operations:

Step 1 : Click on the Main Menu button >> Student Services>>Program Withdrawal.

Creatrix

Ca

mpus

- -
—= Faculty Q- Profilo @ GvE m ® 9
-«
< GE IENT ~ RESE >
Q.  search
profil )
library staff 1. Student Services
LIBRARIAN First. +|  Student Services
Active Nam p
Dept
Famiy NG c Access Roes iorerion
| £ - e
_A Infrastructure X lequest @ @en ur @ .
A mmUniversity -«
Q  search by Name U4 | & | actions H
Student Services
. Student ID Email Programme Create Date Current Semester  Assigned to Updated By Status ID D Actions
Academics Services ~
Program Withdrawal SRB0290001911 enrstudli@get... SRDDPGMO3 1-Oct-23 SRDAY03 1SMC Staff 1. Administrator .. 70 © & 2 :
Request
SRB0280001211 enrstudli@get..  SRDDPGMO3 03-Oct-23 SRDAY03 warden 1. TT faculty 10 . 69 o g L i
Settings
SRB028000191 enrstudli@get... SRDDPGMO3 29-Sep-23 SRDAY03 Bursary Mana... Administrator ... 68 ® & g i
Settings .
SRB0280001911 enrstudli@get.  SRDDPGMO3 29-5ep-23 SRDAY03 Bursary Mang. Administrator ... 67 e & & ¢
Reports
SRB0230001911 enrstudll@get.  SRDDPGMO3 29-Sep-23 SRDAYO3 ISMC Staff 1. Counselior ( ) 66 o G P i
SRB0290001911 enrstudli@get..  SRDDPGMO3 22-sep-23 SRDAY03 Registry Office . Registry Office . 64 & 2 ¢
SRB0290001911 enrstudll@get... SRDDPGMO3 22-sep-23 SRDAY03 1T facuity 10. ISMC staff1. 63 o & g ¢
Items perpage: 25 7 -7o0f7
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Step 2 : Once the librarian receives the request, select detail view

Creatrix

Campus

D ENR Stud 11 [] SRB028000191 enrstudll@get... SRDDPGMO03 03-Oct-23 SRDAYO03 library staff 1.

Warden 1.

Forwarded : .

69

Step 3 : Select preview to see the students details of the students.

— Programme Withdrawal Request (3 - List - View

Processing history  Activity  Notes Email Documents
Name :

Email : enrstudll@getcreatrix.com

" Current Status :| Withdrawal Requested
Stotus : Withdrawal Requested

Enter comments
Details
Instructions ~ Change Status *

Please Note:
« Administration Fee (per Finance Policy) is
applicable upon submission of each request.

@ & B

Step 4 : Once you click the preview, the student's details are shown

Programme Withdrawal Request

Student Name
ENR Stud 111 []

Student ID
SRB0290001911

Passport Number
SRB02900019

Email
enrstudll@getcreatrix.com

Phone
+91 88888 88888

Sponsor

Student Category
International

Correspondance Address

Current Semester
SRDAYO03

Programme
SRDDPGMO3

Withdrawal Reason
Financial Problem

Specify Withdrawal Reason

Anubavam Technologies © Copyright 2022 | This is a confidential document
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Step 5 : Click the status dropdown to change the status

@ &E & i o 81

—= Programme Withdrawal Request Q) - List - View

Processing history ~ Activity ~Notes Email  Documents

Name :

Email : enrstudll@getcreatrix.com
Current Status :| Withdrawal Requested

Status : Withdrawal Requested

Enter comments

DEtails
Instructions ~ B |change status e
Update

Please Note:
+ Administration Fee (per Finance Policy) is
aoplicable unon submission of each reauest.

Step 6 : Select the status from the dropdown option

@@Nﬁﬁzzs@,’

— Programme Withdrawal Request () - List - View
Processing history  Activity =~ Notes Email  Documents

Name :

Email : enrstudll@getcreatrix.com

. . N Current Status :| Forwarded : Hostel[AO to Librarian

Status : Forwarded : Hostel/ AO to Librarian

Enter comments
&

DEtuils
Instructions ~ Forwarded : Librarian to Bursary

Rejected by Librarian

Please Note:
- Administration Fee (per Finance Policy) is
applicable upon submission of each request.
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2.7 Bursary Operations

Upon receiving the forwarded request from the Librarian:

e The bursary examines both the Must Settle outstanding and Outstanding Partially paid components.
o If either is confirmed, a notification is sent to the student.
e In case supporting documents are required, the student is notified accordingly.
e The bursary also verifies the status of Outstanding Fully Paid. If confirmed, it proceeds to recommend

the next step in the process.

Step-by-Step Process of Bursary Operations:

Step 1 : Click on the Main Menu button > Student Services > Program Withdrawal.

_ = - (]
— Faculty @ - Profile ® & B m [9
€L
< GE IENT ~ RESE >
Q, search
profil . i
Bursary Manager Manager Admission =| Fees Student Services
BURSARY MANAGER First Al Applications, Admissi E=Y rees +|  student services
Active Narm
Depc
Family Name - Access Roles Bursary Manager
coc -
_= Infrastructure X B @ & m i [9
AR niversity <«
Q. search by Name i = Actions =B ==
Student Services
Student ID Email Programme Create Date Curren t Semester  Assigned to Updated By Status ID D Actions

Academics Services

SRE020000191 enrstudll@get... SRDDPGMO3 11-Oct-23 SRDAYO3 ISMC Staff 1. Administrator .. 70 o & &£
SRB0290001911 enrstudli@get... SRDDPGMO3 03-Oct-23 SRDAY03 library staff 1. warden 1 69 o T 2
Program Extension
SRE020000191 enrstudll@get... SRDDPGMO32 20-Sep-23 SRDAY0D2 Bursary Mana. Administrator B8 o & &
Program Postponemont
SRRO2900M9N enrstudll@get.. SRNDPGMO3 29-Sep-23 SRDAY03 Rursary Mana Administrator Forwarded : L. 687 o @ 7
Settings —_—
e SRBO290001911 enrstudii@get... SRDDPGMO3 29-Sep-23 SRDAY03 ISMC Statf 1. Counsellor ( | 66 ° & 2
settings S i
SRBO290001911 enrstudll@get... SRDDPGMO3 22-sep-23 SRDAYO3 Registry Office . Registry Office . 64 e O &
2 rRcports
SRB0290001911 enrstudll@get. SRDDPGMO3 22-Sep-23 SRDAYO03 TT fucully 10 ISMC Staff 1 63 o & &

Items per page: 25 T 1-70f7 1€ < >>1
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Step 2: Once the bursary received the request select detail view

¢

Creatrix

Campus

] ENR Stud 111.[] SRB029000111 enrstudli@get.. SRDDPGMO3 29-8ep-23 SRDAYO3 Bursary Mana... Administrator .. 68 o 7
Step 3 : Select preview to see the students details of the students.

— i i e e - -

— Programme Withdrawal Request =~ Q - list - View @ Den pIire @ a»

Processing history  Activity ~ Notes Email  Documents

Current Status : [ Withdrawal Requested

Enter comments

Name
Crail : enrstudll@getcreatrix.com

Status . Withdrawal Requested

Petails

Instructions ~ Change Status *

Please Note:
- Administration Fee (per Finance Policy) is
applicable upon submission of cach requost.

%

Update

Step 4 : Once you clicked the preview, the students details are shown

Student Name
ENR Stud 111.[1

student ID
SRB0290001911

Passport Numbor
SRB02900019

Email
enrstudll@getcreatrix.com

Phone
+91 88888 88888

sponsar
Student Category
International
Correspondance Address

Current Semester
SRDAYO3

Programme
SRDDPGMO3
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Step 5 : Click the status dropdown to change the status
—— Programme Withdrawal Reques List « View o . -
— Prog Withd IRequest O HH @ a»
Narme : Processing history  Activity = Notes Email Documents
Ernail: enrstudll@getcreatrix.com
Status : Withdrawal Requested Current smtus:

Details

Please Note:
+ Administration Fee (per Finance Policy) is
applicable upon submission of each request.

Instructions ~

Enter comments

Preview “

&

Step 6 : Select the status from the dropdown option

—= Programme Withdrawal Request 0

Name
£mail : enrstudll@getereatrix.com

Stafus - Resubmit : Bursary

Details

Please Note:

« Administration Fee (per Finance Policy) is
applicable upon submission of each request.

« Upon approval of the request, kindly make
appointment with the respective School's Academic
Administration Executive for clearance process.

Instructions ~

Programme Withdrawal Request -

list - View g2

L=

@ @

—-— .o
m :

®

Processing history ~ Activity ~Notes Email  Documents

Current Status :| Resubmit : Bursary I

Enter comments

‘

st Settle Outstanding

Outstanding Partially Paid
Outstanding Fully Paid

Refund : Support Document Required
Fine Raised for Library Due

Refund Completed

Student Remarks to Bursary : remarks
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2.8 Registry Officer Operations

Upon receiving the forwarded request from the bursary:

e The registry processes the request by either approving, rejecting, or withdrawing it.

Step-by-Step Process of Registry Officer Operations:

Step 1 : Click on the Main Menu button >> Student Services>>Program Withdrawal.

Creatrix

Campus

—= Facuty | © - profie ® &G E @m i O @
«
< GE IENT  RESE >
Q. search
profil . . —1 T .
Registry Office . Admission =] Academics e Timetable S[=| Meeting
REGISTRY OFFICE First All Applications, Admissi. [ Departments, Programs o (© class Timetabiing I$n Meeting
Active Nam
Dept
Student Services
Desit
Emel
Additional Status - Employee ID -
A Infrastructure X lequest @ @EN m oo [, .
A=\ University L J
Q  search by Name 17 = Actions =
Student Services
1 N Student ID Email Programme Create Date Current Semester  Assigned to Updated By Status ID D Actions
Academics Services ~
Course Registration SRB0290001911 enrstudli@get... SRDDPGMO3 1-0ct-23 SRDAY03 ISMC Staff 1. Administrator ... 70 o o 2 ¢
Request
Course Withdrawal SRB0290001311 enrstudli@get... SRDDPGMO3 03-Oct-23 SRDAY03 library staff 1. Warden 1 69 o o P i
Request
Program withdrawal SRB0290001911 enrstudll@get... SRDDPGMO3 29-Sep-23 SRDAY03 Bursary Mana.. Administrator ... 68 & L :
Request
SRB0290001911 enrstudli@get..  SRDDPGMO3 29-Sep-23 SRDAY03 Bursary Man.. Administrator .. 67 & 2 ¢
Program Extension
SRB029000191 enrstudll @get.. SRDDPGMO3 29-Sep-23 SRDAY03 ISMC Staff 1. Counsellor . [ Forwarde ) 66 o @ & ¢
Program Postponement
SRB0290001911 enrstudli@get..  SRDDPGMO3 22-sep-23 SRDAYO3 Registry Office . Registry Office . 64 & P ¢
Settings SRB0290001911 enrstudll@get... SRDDPGMO3 22-Sep-23 SRDAYD3 TT facuity 10 ISMC Staff 1 63 © T 2L ¢
Settings
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Step 2 : Once the registry officer receives the request, select detail view
O ENR Stud 111.[] SRE0290001911 enrstudli@get.. SRDDPGMO3 22-sep-23 SRDAY03 Registry Office . Administrator ... 684 ° VR

Step 3 : Select preview to see the students details of the students.

:_ Programme Withdrawal Request Q - List - View

@ & B

=]

Processing history

Current Status :| Withdrawal Requested

Enter comments

Activity Notes Email Documents

Name
Ermnail : enrstudll@getcreatrix.com

Status : Withdrawal Requested

o
Instructions ~

Change Status *

Please Note:
« Administration Fee (per Finance Policy) is

applicable upon submission of each request.

Update

Step 4 : Once you clicked the preview, the students details are shown

Programme Withdrawal Request

Student Name
ENR Stud 11.[]

student ID
SRB0290001911

Passport Number
SRB02900019

Cmail
enrstudli@getcreatrix.com

Phone
+91 88888 88888

sponsor

Student Category
International

Correspondance Address

Current Semester
SRDAYO03

Programme
SRDDPCMO3

withdrawal Reason
Financial Problem

Specify Withdrawal Reason
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Step 5 : Click the status dropdown to change the status

Creatrix

Campus

— Programme Withdrawal Request (O - List - View

Processing history  Activity ~Notes Email  Documents
Nome :

Email : enrstudll@getcreatrix.com

. N Current Status :| Withdrawal Requested
Status : Withdrawal Requested

Enter comments
petalls

Instructions Lol ¢ Change Status

Please Note:

+ Administration Fee (per Finance Policy) is
applicable upon submission of each request.

O e @m0 8

Step 6 : Select the status from the dropdown option

< C QO & htips://uatiukl.creatrixcampus.net/settings/programmewithdrawalreq/dashboard/64

—= Programme Withdrawal Request ) - List - View

Processing history  Activity ~ Notes Email  Documents
Name

Crmail : enrstudli@getcreatrix.com

status : Resubmit RO Current Status : | Resubmit : RO

petails

Please Note: Rejected by Registry
- Administration Fee (per Finance Policy) is
applicable upon submission of each request. withdrawn

A
Instructions ~ Approved by Registry

b © @ =
@ & B m ® o

+ Upon approval of the request, kindly make
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