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1. APPROVAL FLOW OVERVIEW

When students seek a program extension, the request is promptly redirected to the counsellor. The counsellor

assesses the student's eligibility; if deemed ineligible, the request is directly communicated to the student,

concluding the process. In the case of eligibility, the counsellor proceeds to forward the request to the ISMC

staff for international students or directly to the Dean for domestic students. The Dean evaluates and either

approves or rejects the request. Following the Dean's decision, the process advances to the Registry, where the

application is scrutinised for approval, rejection, or further Postponement.

2. PROGRAM POSTPONEMENT REQUEST OPERATIONS

Program Postponement typically refers to the process by which a student can request a Postponement of the

timeframe to complete their academic program or degree requirements.

2.1 Student operations

Step 1: To create new program Postponement request Student must first log in to the Creatrix Platform using

the link: https://iukl.creatrixcampus.com/auth/login
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Step 2: Click on the Main Menu button >> Student Services>>Program Postponement.

Step 2 : Once the Registry received the request select detail view

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

a new Postponement request.
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Step 4: Click on the ADD, type on the required fields like Student Name , Semesters applied for Postponement

reason , upload documents, click student agreement and Submit.
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2.2 Bursary Operations

Upon receiving the request from the student:

● The bursary examines both the Must Settle outstanding and Outstanding Partially paid components.

○ If either is confirmed, a notification is sent to the student.

● In case supporting documents are required, the student is notified accordingly.

● 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 Postponement.

Step 2 : Once the bursary received the request select detail view
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Step 3 : Select preview to see the students details of the students.

Step 4 : Once you clicked the preview, the students details are shown
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Step 5 : Click the status dropdown to change the status

Step 6 : Select the status from the dropdown option
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2.3 ISMC Operations

Upon receiving the forwarded request from the counselor:

● The ISMC reviews the student's details.

● If additional supporting documents are required, the ISMC requests them from the students.

● If the ISMC approves, they either provide a recommendation or choose not to recommend.

Step-by-Step Process of ISMC Operations :

Step 1 : Click on the Main Menu button >> Student Services>>Program Postponement.
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Step 2 : Once the ISMC received the request select detail view

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

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

11
Anubavam Technologies © Copyright 2022 | This is a confidential document



USER MANUAL - PROGRAM PLANNER

Step 5 : Click the status dropdown to change the status

Step 6 : Select the status from the dropdown option
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2.5 Dean Operations

Upon receiving the forwarded request from the Bursary or ISMC:

● If the dean approves, the process advances to the next stage.

● If not approved, a notification is sent to the student.

Step-by-Step Process of Dean Operations:

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

Step 2 : Once the dean received the request select detail view
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Step 3 : Select preview to see the students details of the students.

Step 4 : Once you clicked the preview, the students details are shown
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Step 5 : Click the status dropdown to change the status

Step 6 : Select the status from the dropdown option
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2.6 Registry Officer Operations

Upon receiving the forwarded request from the Dean:

● The registry processes the request by either approving, rejecting, or postponing it.

Step-by-Step Process of Registry Officer Operations:

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

Step 2 : Once the registry officer received the request select detail view
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Step 3 : Select preview to see the students details of the students.

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

Step 5 : Click the status dropdown to change the status
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Step 6 : Select the status from the dropdown option
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