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A. System Overview 

- From the Students Follow-up menu, the head of department can select 
the screen “Department UG Admission Approval” to search for the 
applicants evaluate and take actions to the new applicants applied to his 
department. 
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B. Instructions 
This screen allows the Head of Department to filter applicants based on 
many criteria, which help him/her to evaluate and take actions to the new 
applicants applied to his department. 

1. Searching for Students:  

- The Head of Department selects the search criteria 
- Then press “Search”, 
- System display the applicants. 
- System display the record with status “Approved By Admission Head” back color with (Light 

Blue). 

 

Figure 2 – Searching for Applicants 
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2. Approving Request  

- Also the HOD can then press “Approve” button.  
- System changes the status to “Approved By Dept Head”. 
- System changes the record back color to (Light Green). 
- System makes the request available for the “College Dean” for approval. 
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3. Rejecting Request  

- HOD can press “Reject” button after entering the Student’s “Mark”. 

- the system changes the status to “Rejected By Dept Head”. 
- System changes the record back color to (Red). 

 

 

 

 

 

 

 

 

4. Not Attended Request  

- Also HOD can press “Not Attended” button. 
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- the system changes the status to “Not Attended”. 
- System change the record back color to (Gray). 
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5.  Conditional Acceptance 

- HOD can press the button “Conditional Acceptance” after entering the 
required “Note” for specific request, system changes the status to 
“Conditional Acceptance”. 
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