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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

iukl.creatrixcampus.com

Welcome 5
Infrastructure
//%lgqixersity

=. Log in with Microsoft

or

Username

LOGIN

Forgot Password?

@ Choose Language English ~

Company Registration | Job Registration
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Step 2: Click on the Main Menu button >> Student Services>>Program Postponement.

— student QO - Profile @ &~ @ [

-«
Q Search
—=| Fees Student Services - Evaluation Training & Placement
B2 rees +]  student services E\ Evaluation Student Training and Pl..
Profile
Discipline
Courses b=== studentDiscipline
Assessments
A Infraust[uctqre X @ Gn i @ .
ARty -
Q. search by Name W1 =] Actions EH ik + Add
Student Services
. lame Matric Number Programme Current Semester Contact Number List of Subjects Regis ~ Assigned To Status ID Actions
Academics Services ~

Course Registration m. SRB0290001911 SRDDPGM03 SRDAY03 +91 88888 88888 [ view | Bursary Manager.. @ & £ i

Request

Course Withdrawal m. SRB0290001911 SRDDPGMO3 SRDAY03 +9] 88888 88888 [ view | Bursary Manager... e T L i

Request

Program withdrawal m. SRB0290001911 SRDDPGM03 SRDAY03 +91 88888 88888 [ view | Bursary Manager.. e & & @

Request

m. SRB0290001911 SRDDPGMO03 SRDAY03 +9] 88888 88888 [ view | Registry Office . @ T P i
Program Extension
m. SRB0290001911 SRDDPGMO03 SRDAY03 +91 88888 88888 [view | ISMC Staff 1. e g g ?
Change of Program
Request Items per page: 25 ¥ 1- 5af5

Credit Transfer Request

Non Academic Services >

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

:_ Program Postponement @ @N @ .
-«
I (5) Q. search by Name 147 = Actions E =&
D D Student Name Matric Number Programme Current Semester Contact Number List of Subjects Regis  Assigned To Status ID Actions
O 23 ENR Stud 111 SRB02900019N SRDDPGMO3 SRDAY03 +91 88888 88888 View Bursary Manager... £ V2
O 22 ENR Stud 111 SRB0290001911 SRDDPGMO3 SRDAY03 +91 88888 88888 View Bursary Manager.. e & 2 i
O 2 ENR Stud 111 SRB02900019N SRDDPGMO3 SRDAY03 +91 88888 88888 View Bursary Manager.. e & & ¢

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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+ Add

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.

Instructions

o Instructions
S Rules and Regulations :
e 1o be tilled by Student

e Subject Registration Details

n must be ssnt to the Registrar's Office by filling up this form within the first twelve (12)

o acceptable reason(s).

To be Filled by Student
() Instructions

Student Narme
e 1o be Hlled by student
e subject Registration Details

Reason for Fostponement

Entor toxt hore

I"lease attach the approval form from your sponsorship body (if applicable).

+ Attach Files
m Hext
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Add

(& Imstructions
e To be Fllled by Student

Subject Registration Details

Reason for Postponemsnt

Please attach the approval form from your sy

+ Attach Files

Ssupporting Document

~+ Attach Files

(& Imewuetlons

(& lobpetiied by student

e Subject Registration Details

Subject Registration Details
List of Subjects Registered

Course

Previous
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2.2 Bursary Operations

Upon receiving the request from the student:

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 Postponement.

— Faculty QO - Profile

® & B m = ©® 0

A
< CE IENT  RESE >
Q  search
Profil . X
Bursary Manager Manager Admission = Fees Student Services
BURSARY MANAGER First All Applications, Admissi.. [ Fees 4| student services
Active Nam
Dept

Farnily NS . Access Roles pureorytiencger

infrostructure x @ @& 12 m o o 2
Yniyersity g
Q search by Name W | A actions = | ==
Student Services
lame Matric Number Programme Current Semester Contact Number List of Subjects Regis  Assigned To Status ID Action:
Academics Services -
m. S$rE02000019T SRODPGMO3 SKkDAYO3 +o1 8s888 S88Es [view ) Bursary Manager.. o @ &
m SRE02900019M SRDDPGMO3 SRDAY03 +o1 88888 Ba888 (view) Bursary Manager.. o & &
m. SsRE02000019M SRODPGMO3 SrOAYO3 +o1 88888 88888 [viow | Bursary Manager.. e @ &
n srREOZS000IBN SRDDPGMO3 sRpAYVOS 191 BRoan ERs Registry Oftice [_Lrostponaea o & &
m. SRrE02900019M SRODPGMO3 SRDAY03 +o1 8s8se 8888 ISME Staff 1. > & 2
— Program Postponement @ Gy @ m o @
as
= Al (5) Q. search by Name W a Actions H
O D Student Name Matric Number Programme Current Semester Contact Number List of Subjects Regis ~ Assigned To Status ID Actions
O 23 ENR Stud 111 SRB0290001911 SRDDPGMO03 SRDAY03 +91 88886 88888 ["View | Bursary Manager... © VR
| 22 ENR Stud 111 SRB029000181 SRDDPGMO3 SRDAY03 +9] 88888 88888 [ view | Bursary Manager... o o & ¢
| 21 ENR Stud 111, SRB0290001911 SRDDPGMO3 SRDAY03 +91 88888 88888 [ view | Bursary Manager... e & F ¢
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Step 3 : Select preview to see the students details of the students.

— Program Postponement = Q) - List - View @ Ein moi @ .
-«
N Processing histo Activit Notes  Email  Documents
Status : All Fees Paid 9 A/ 4
Current Status :| All Fees Paid
Details Preview
Enter comments
z
Instructions ~
Rules and Regulations : -

Change Status *

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 Update

first twelve (12) academic weeks for @ normal

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

Infrastructure
University
e
Instructions

Rules and Regulations:

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 requirement will not be affected by the postponement with valid and acceptable reason(s).

To be Filled by Student

Student Name
ENR Stud 111.

Matric Number
SRB0290001911

Intake

Contact Number
+91 88888 88888

Current Semester
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Step 5: Click the status dropdown to change the status

>rogram Postponement [ - List - View @ Gin

Processing history ~ Activity — Notes Email  Documents

Current Status:| All Fees Paid
Preview
Enter comments
A

52 All Fees Paid

w

tions

nd Regulations :

dent is allowed to postpone his/her studies
lid reason(s). Application must be sent to the

ar's Office by filling up this form within the m
relve (12) academic weeks for a normal

ar arwaalk civ (R) far n chart camactar

Step 6 : Select the status from the dropdown option

—= Program Postponement () - List - View @ v ‘Tj
- €

G
L)
A ]

Processing history  Activity Notes  Email Documents

Current Status :| Postpenement Requested

Enter comments

Status : Postponement Requested

Details Preview

’ l

Instructions

Rules and Regulations :
Must Settle Qutst

1. A student is allowed to postpone his/her studies

with valid reason(s). Application must be sent to the All Fees Paid
Registrar's Office by filling up this form within the
first twelve (12) academic weeks for a normal Bursary : Support document Reguired

semester or week six (6) for a short semester.

2. Residential requirement will not be affected by the
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2.3 ISMC Operations

Upon receiving the forwarded request from the counselor:

e The ISMC reviews the student's details.
e [f additional supporting documents are required, the ISMC requests them from the students.

e 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.

— Faculty O - Profile @ Gv B m [9 ®

o«
y o AENT RESE >
Q. search
Profil N
ISMC Staff1. Student Services
ISMC EXECUTIVE First +|  student Services
Active Nam
Depc
Family Name - Access Roles ISMC Department
p - i
Anfistuctue B ® & o i O @
A= Unvessy -
Q  search by Name U4 | G  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 enrstudll@get... SRDDPGMO3 1-0ct-23 SRDAY03 ISMC Staff1. Administrator ... 70 o T 7
Request
SRB0O290001911 enrstudll@get... SRDDPGMO3 03-Oct-23 SRDAY03 ISMC Staff 1. Administrator .. [ Forwardedt.. | 69 o & 7
Program Extension S
SRB0290001911 enrstudli@get... SRDDPGMO3 29-Sep-23 SRDAY03 Bursary Mana... Administrator ... 68 e D 2
Settings
SRB0280001911 enrstudli@get..  SRDDPGMO3 29-Sep-23 SRDAY03 Bursary Mana... Administrator .. 67 ® T 7
Settings R
SRB02800019N enrstudli@get... SRDDPGMO3 29-Sep-23 SRDAY03 ISMC Staff 1. Counsellor . ( ) 66 e & 7
Reports
SR80290001911 enrstudli@get..  SRDDPGMO3 22-Sep-23 SRDAY03 Registry Office . Registry Office . 84 e B &
SRB0290001911 enrstudi@get.. SRDDPGMO3 22-Sep-23 SRDAY03 TT faculty 10 ISMC Staiff 1 63 © g 7
Items per page: 25 ¥ -70f7

10
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Step 2: Once the ISMC received the request select detail view

Creatrix

Campus

= All(5)

0O00 0o

23

22

21

— Program Postponement

Student Name Matric Number Programme Current Semester
ENR Stud 111. SRB029000181 ‘SRDDPGMO03 SRDAY03
ENR Stud 111. SRB029000181 ‘SRDDPGMO03 SRDAY03
ENR Stud 111, SRB029000191 ‘SRDDPGMO3 SRDAY03

@ @& &=

Q  search by Name 1 =)
Contact Number List of Subjects Regis  Assigned To Status ID
+9] 88888 88888 [“view | Bursary Manager...
+91 83888 88888 [ view | Bursary Manager...
+0] 88888 88888 | view | Bursary Manager...

z i @0 8

Actions 0

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

Details

Instructions

Status : All Fees Paid

Rules and Regulations:

— Program Postponement Q) - List - View

Preview

’ I

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

camactar arweaslk civ (R far a chart camactar

Processing history  Activity ~ Notes  Email

Current Status :| All Fees Paid

Enter comments

Change Status *

@ @& B

Documents

|
L)
(o

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

Infrastructure
University
Instructions

Rules and Regulations :

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 @ normal semester or week six (6) for a short semester.
2. Residential requirement will not be affected by the postponement with valid and acceptable reason(s).

To be Filled by Student

student Name
ENR Stud 111.

Matric Number
SRB0290001911

Intake

contact Number
+91 88888 RARAA

Cui Sermester
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Step 5: Click the status dropdown to change the status

List - View @ @N Ej E E" @ s

— Program Postponement O

. N Processing history  Activity ~Notes Email  Documents
Status : All Fees Paid

Current Status

Details Preview
Enter comments
~

Instructions

Rules and Regulations :

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

camactar arwaal civ [R) far a chnrt camactar

Step 6 : Select the status from the dropdown option

List - View @ @N E

—: Program Postponement O

Processing history  Activity ~ Notes  Email Documents

Current Status :| All Fees Paid
Details Preview
Enter comments
~

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 ISMC : Support Documsant Required
Registrar's Office by filling up this form within the
first twelve (12) academic weeks for a normal

semester or week six (8) for a short semester.

Staitus : All Fees Paid

Not Recommended
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2.5 Dean Operations

Upon receiving the forwarded request from the Bursary or ISMC:

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

e 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.

- -
—= Faculty O - Profile @ & B m 9o @
-
< GE fENT  RESE >
Q Search
Profil . .
TT faculty 10 . =| Academics Student Services
DEAN First (B2 pepartments, Programs +| student services
Active Nam
Depc -
Family NGfig . RCeene ROW? peon
S Inf X G B Im (]
_Z Infrastructure EN =
A=\ —mUniversity -«
Q. search by Name It =1 Actions = ==
Student Services
lame Matric Number Programme Current Semester Contact Number List of Subjects Regis ~ Assigned To Status ID Actions
Academics Services
Course Withdrawal m. SRB0290001911 SRDDPGMO3 SRDAY03 +9] 88888 88888 [ view | TT faculty 10 o & & i
Request
Program Withdrawal m. SRB0290001911 SRDDPGM03 SRDAYO03 +91 88888 88888 [view | Registry Office . ® & 2 i
Request
m. SRB0290001911 SRDDPGMO3 SRDAY03 +9] 88888 88888 (Cview | Bursary Manager.. © T &L i
Program Extension
m. SRB0290001911 SRDDPGMO03 SRDAY03 +91 88888 88888 [view | Registry Office . o8 L i
m. SRB0290001911 SRDDPGMO3 SRDAY03 +91 88888 88888 (Cview | ISMC staff 1. o & L ¢
— Program Postponement @ @EN = .

®
=

Al (5) Q_  Ssearch by Name W =) Actions H
E] D Student Name Matric Number Programme Current Semester Contact Number List of Subjects Regis  Assigned To Status ID Actions

O 23 ENR Studl 111 SRB0290001911 SRDDPGM03 SRDAY03 +91 88888 88888 View T faculty 10« [Recommended | e 8 2 ¢

O 22 ENR Stud 111 SRB029000191 SRDDPGMO3 SRDAY03 +91 88888 88888 View Registry Office . [Approved | ® 5 £ ¢
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Step 3 : Select preview to see the students details of the students.

— Program Postponement () - List - View @ Gin om

o
(o

Processing history  Activity  Notes Email Documents

Current Status :| All Fees Paid

Enter comments

Status : All Fees Paid

Details Preview

’ l

Instructions
Rules and Regulations :

Change Status * v
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

camactar arwaal civ (R) farm chart camactar

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

Infrastructure
University
pe

Instructions

Rules and Regulations :

1. A student is allowed to postpone hisfher 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 requirement will not be affected by the postponement with valid and acceptable reason(s).

To be Filled by Student

Student Nome
ENR Stud 111.

Matric Number
SRB0290001911

Intake

Contact Number
+91 88888 88888

Current Semester

14
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Step 5: Click the status dropdown to change the status

Creatrix

Campus

— Program Postponement () - List - View

Status : Postponement Requested

DEtuiIs
.

Instructions

Rules and Regulations :

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.

Processing history  Activity Notes Email Documents

Current Status ;| Postponement Requested

Enter comments

Change st

Step 6 : Select the status from the dropdown option

:_ Program Postponement = () - List - View

Status : Recommended

DEtdI I s
.

Instructions

Rules and Regulations :

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

Processing history  Activity Notes Email Documents

Enter comments

@@N.E;msss@g

Not Approved
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2.6 Registry Officer Operations

Upon receiving the forwarded request from the Dean:

e 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.

= racult - Protie Q =1 by [ ]
— Y @ &in [(E) I
< ce IENT  RESE >
@ Q.  searcn
Registry Office . - | Admission -|:_| Academics 1—17  rimetable ==] Meeting
RS TR OFFICE First '1'@ All Applications, Admissi. E=L  vepartments, programs. SO closs metabing D;‘- Mesting
Active Nam
sope
Student services
Do
Erme)
Additional Status Empioves D
A Infrastructure x @ G B m i Z’ .
A/‘Runiversity ~ - -«
Q. search by Name 147 =] Actions = &
Student Services
lame Matric Number Programme Current Semester Contact Number List of Subjects Regis ~ Assigned To Status ID Actions
Academics Services
Course Registration m. SRB0290001911 SRDDPGMO3 SRDAY03 +91 88888 88888 (view ] TT faculty 10 . o & L ¢
Request
Course Withdrawal m. SRB0290001911 SRDDPGMO3 SRDAY03 +91 88888 88888 [ view ] Registry Office . o8 2 ¢
Request
Program withdrawal m. SRB0290001911 SRDDPGMO3 SRDAY03 +91 88888 88888 [ view | Bursary Manager... o & L ¢
Request : :
m. SRB0290001911 SRDDPGMO03 SRDAY03 +91 88888 88888 [ view | Registry Office . Postponded e @ & @
Program Extension
& i}

m. SRB0290001911 SRDDPGMO03 SRDAY03 +91 88888 88888 (Cview ] ISMC Staff 1. ° &

Items per page: | 25

cattinme

Step 2: Once the registry officer received the request select detail view

—= Program Postponement @ @EN Eﬁ E 13 [9 .
L4
Al (5) Q_  search by Name 147 & Actions E &
D D Student Name Matric Number Programme Current Semester Contact Number List of Subjects Regis  Assigned To Status ID Actions
O 23 ENR Stud 111 SRB0290001911 SRDDPGMO03 SRDAY03 +91 88888 88888 View T faculty 10. ("Recommended | o &

O 2 ENR Stud 111 SRB0280001911 SRDDPGMO3 SRDAY03 +9] 88888 88888 view Registry Office . ((Approved | o @ &

16
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Step 3 : Select preview to see the students details of the students.

—= Program Postponement () - List - View @ Een m i @ s e

Processing history  Activity ~Notes Email  Documents

Current Status :| All Fees Paid
Details Preview
Enter comments

Instructions

Slalus : All Fees Paid

Rules and Regulations : -
Change Status *

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 Update
first 2) academic weeks normal

carmactar arwnal oiv (RY far s chart camactar

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

Ut e sent te the Registrars Sffics by filling U this femm within the first twelve (12) aeademic weoks

recnan(.

Step 5: Click the status dropdown to change the status

— Program Postponement () - List - View @ Ein o o

L)
(o

Processing history  Activity Notes Email Documents

Current Status :| All Fees Paid
Details Preview
Enter comments
~

Instructions

Status : All Fees Paid

Rules and Regulations :

| Change Status * | <=
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 Update

first twelve (12) academic weeks for a normal

camactar arweal siv (R) far a shart camactar
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Step 6 : Select the status from the dropdown option

:_ Program Postponement & - List - View

Processing history  Activity =~ Notes Email Documents

Current Status :| Approved
Details Preview
Enter comments

A~

Status : Approved

Instructions

Rules and Regulations : .
Approved by Registry

1. A student is allowed to postpone his/her studies
with valid reason(s). Application must be sent to the Rejected by Registry
Registrar's Office by filling up this form within the

first twelve (12) academic weeks for a normal Postponded

semester or week six (6) for a short semester.
2. Residential requirement will not be affected by the

18
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