Tutorial on How to Apply For Special Exams

Step 1: log in to your student portal and click on the Academic Requisition section.
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Tutorial on How to Apply For Special Exams

Step 2: On the page that opens, Click on “New Requisition”
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Tutorial on How to Apply For Special Exams

Step 3: On the pop up that appears, Select “Special Exams” from the drop-down menu.
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Tutorial on How to Apply For Special Exams

Step 4: On the page that opens, a list of units will appear, Select the units you will take for the Special Exam. Also, give

reasons for the Special Exam.
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Tutorial on How to Apply For Special Exams

Step 5: A Pop-up list appears with a notification Requisition Submitted Successfully. Click “OK”
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Tutorial on How to Apply For Special Exams

Step 6: On the page that opens, it shows a line with the special exam requisition. The status shows pending approval from
the HOD, you will be able to print the exam card on the Action once the HOD approves the Special Exam.
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Tutorial on How to Apply For Special Exams

Step 7: After the HOD approves, you will be able to print the exam card on the Action
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Tutorial on How to Apply For Special Exams

Step 8: Print the exam card for the special exam.
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