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User Account: Head of Department

Function: Department UG Admission Approval
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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.

Students Follow up v

Department UG

*

Admission Approval
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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).

Home Department UG Admission Approval

Academic Year Semester College Department
2025/2026 v First v College of Arts v select v
Program Status Student ID
select v ALL v
fose
Search Result o — 2
Interview Request Orientation Not Conditional
Student ID CPR Programs Date Status Sponsored Level Mark Contact Email Attended Approve Reject Acceptance
O Bachelor of Arts in Art and Approved By Aty
10%**%69 . .. NO BSC [OOZEEEEEEEERT) -
YL — Design Admission Head
ID : 202105486
Bachelor of Arts in Art and Approved By R
03%*rxk34 _ o NO BSC QQ¥FkkkkiikgD
FARRkR AR Design Admission Head
ID: 202500315 Bachelor of Arts in English
5 Approved By
08*****44  Language and Literature - NO BSC 9% WUSFEEEEE | e smsssssss

GH* ¥ rkrkbkkix

Major

Admission Head

Figure 2 — Searching for Applicants



University of Bahrain Oaadll dsala

Information Technology il glaal) 4585 S ja
Center Information Cila glaall i A

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 (

- System makes the request available for the “College Dean” for approval.

Home / Students Follow up / Department UG Admission Approval
Academic Year Semester College Department
2025/2026 v First v College of Arts v seloct
Program Status Student ID
select v Pending Dept Approval v

pom

Search Result

W Sond Message n
Interview  Request Orientation
Student ID CPR Programs Date Status Sponsored Level Mark Contact Email Not Attended  Approve Reject Conditional Acceptance
ID : 202500304 Bachelor of Pending [rmTe— Not
202500304 Arts in Art and Dept NO BSC QU kb3S " Attended Approve Reject 4
KHoichriinkricicie Design Approval
Conditional
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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 (-).

Home / St ip / Department UG Admission Approval
Academic Year Semester College Department
2025/2026 v First v College of Arts v seloct v
Program Status Student ID
select v Pending Dept Approval

fleset

Search Result

» Send Message a
Interview Request Orientation
Student ID CPR Programs Date Status Sponsored Level Mark Contact Email Not Attended  Approve Reject Conditional Acceptance
ID : 202500304 Bachelor of Pending ooy r
202500304 Arts in Art and Dept NO BSC L1 sy [ . Aandid Approve Reject 5

KHhkorichik. Design Approval
Conditional
Acceptance

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).

Home F Department UG Admission Approval
Academic Year Semester College Department
2025/2026 v First v College of Arts seloct
Program Status Student ID
select v Pending Dept Approval v

Search Result

W Send Message =
Interview Request Orientation

Student ID CPR Programs Date Status Sponsored Level Mark Contact Email Not Attended  Approve Reject Conditional Acceptance

¥ Bachelor of Pendis
1D : 202500304 3 elor of encing it Not

202500304 Arts in Art and Dept NO BSC [, it ] . Attended Approve Reject p
KHFrivkkrinvkick Design Approval
Conditional

Acceptance
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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”.

Department UG Admission Approval

Home
Academic Year Semester College Department
2025/2026 First College of Arts . seloct
Program Status Student ID
select Pending Dept Approval v
Search Result ™ Send Message [
Interview Request Orientation
Student ID CPR Programs Date Status Sponsored Level Mark Contact Email Not Attended ~ Approve Reject Conditional Acceptance
ID : 202500304 Bachelor of Pending [T Ru— Not
202500304 Arts in Art and Dept NO BSC {1\ pdaicaiaiadar |- ’ e
KH rwrickarictetodetcie Design Approval




