Submitting Requests at Commission for Reviewing Special Cases

Select the General Department of Internal Student Affairs through the portal of the Student
Affairs Organization and the services menu, and then click on the Commission for Reviewing

Special Cases of Internal Students in this section to file an application (Figure 1).

Please note that the applicant must have at least one university degree in their registration

profile to see this request in the services menu.
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Figure 1. Portal display

Read the regulations and choose the "I agree with the rules” option. Then, by clicking on the
next button, the application form for the Examination Commission for Special Cases of Internal

Students will be displayed (see Fig. 2).
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Figure 2. Agreement with the rules

Enter the required information and note that the asterisked items are mandatory (Fig. 3). Notably,
one may select only one program. An error will be displayed by selecting more than one program
in a request. If you choose the guest-transfer request, you must complete the information of the

university of origin and destination.
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Figure 3. Completion of information by the applicant



The requested images must be in JPEG format with a 222 kb size. Image size may be reduced in
Paint software using the Resize option (Fig. 4).
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Figure 4. Picture resize

Then, answer the security question and click the send button (Fig. 5).
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Figure 5. Security question

If the mandatory fields are not filled, you will see a message at the top of the page, in which case
the system will prevent the registration of the request (Fig. 6).
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Figure 6. Warning message if mandatory fields are not filled



Moreover, if there is a discrepancy, the system will display the items in the form of the

following image at the top of the screen (Fig. 7).
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Figure 7. Validation of mandatory fields



If the registration is successful, the system will provide you with a tracking code (Fig. 8).

1839511127385 1 cowsijlie T 6l oy o g 50800 A

Figure 8. Tracking code

After you have received the message to refer to the portal, proceed to view your status. Select the
portfolio header through the portal of the Student Affairs Organization (Fig. 9).
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Picture 9. Personal portfolio

Based on the process, the reviewed request will be posited in your portfolio with the messages that
are mentioned below. In any case, you can edit the information. Enter the received tracking code
in the search field and follow the instructions to continue the process. Then, click on the tracking
number. After performing the requested operation, answer the security question and click on the

update button.

1. If the respective office worker declares the need for revision (Fig. 12).
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Figure 10. Completion of information by the applicant



Proceed to edit the requested information in the description section. After editing the

requested information, answer the security question and click on the update button (Fig. 11).
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Figure 11.
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You can also cancel the process by selecting the cancel request option (Fig. 12).
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Figure 12. Canceling the request

2. If the educational office worker (at the preliminary review of the application and

applicant's documents) disapproves of the application (Fig. 13)
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Figure 13. Request disapproval



3. If the office worker declares disapproval (Fig. 14)
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Figure 14. Notification of disapproval of the request by the respective user

4. If you visit your portfolio in the meantime and enter your tracking code, the following
message will be displayed in the description field (Fig. 15).
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Figure 15. Under review

5. If the request is approved by the respective office worker (Fig. 16)
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Figure 16. Confirmation of the request by the respective office worker



6. When the request is placed in the university committee's portfolio, the following message
will be displayed to the applicant (Fig. 17).
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Figure 17. Status of referral to the commission



