Student Information System User Manual

User Account: College Staff
Request: Student Case Study



First: Brief about the request

The system allows Undergraduate students and Postgraduate students to apply for
a Student Case Study request related to his recent dismissal from the University. The
request is processed through the university’s channels and committees and then
the decision is sent back to the student for whether his/her re-enrollment is
accepted. The student is advised to attach related documents to support the case.
Also, the staff can share notes and attach documents to help with the decision.

Secondly: Steps of using the request for UG Students

e From the Students Case Study Follow-up screen you can approve or reject
requests, after looking into the attached documents and written notes.
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Figure 1

e |t is possible to search for requests by using multiple filters: search by Academic
Year or semester (number 1 & 2 Figure 1), by Major or Department (number 3 &
4) while every College Staff may only manage requests assigned to them. You
may also search by Status of the request whether approved or rejected etc.
(number 5), or by the Enrollment Status (number 6) then finally after selecting
your options click on the search button (number 7).
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e Click on the two arrows button (number 8) to open up the approval and
documents menu, or click on the two arrows next to it (number 9) to view the
history of the request and the approval by other staff.
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e After clicking on the two arrows button the above menu will appear showing the
approval options and the documents and notes section (Figure 2). You can view
the student’s grades Transcript by clicking on “print transcript” (number 1 in
Figure 2). You may also view the documents attached by the student or by the
Head of Department by clicking the download button for each (number 2). To
upload a document so that other staff may view it click on the “upload file”
button (number 3), the file may not exceed 500kb.

e The most important part is approval, you may approve or reject the request by
choosing the option (number 4) then clicking on the save button (number 5).
Note that rejecting the request will not stop the case study process.



