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Step 1 

Student

• Complete the online course registration

• Submit the registration form through the Submission portal

Step 2

Faculty

• Receive notification email

• Access the Submission portal to review the student’s course selection

• Choose either “Approve” or “Return” and add comment.

Step 3

Student

• Receive a notification email 

• [If Approved] Procedure completed.  The approved registration form is transferred to the 
OAA.  

• [If returned] Action required.  The updated registration form reflecting supervisor’s comment 
need to be resubmitted through the submission portal. (Back to Step 2)
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Step 1:  Sample Screen – When you submit the registration form (PDF file)
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Step 3:  Sample Screen – Your status (Approved)
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Step 3:  Sample Screen – Your status (Returned = Action required!!)
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