
                                       Tutorial on How to Approve Students’ Special Exam Requests  

Step 1: log in to your staff portal and click on the Pending Approval section located on the left menu 

of the portal. 

 

Step 2: On the page that opens, Click on Special Exams which is located under “Open Student 

Requisition Approval List” (This section displays the type and number of pending approvals) 
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Step 3: On the page that opens, Click on View document button which is under “Open Special 

Exams List”. (Each line represents requests from individual students) 

 

 

Step 4: On the page that opens, find the Assign Lecturer button and click on it. (This section assigns 

the specific unit to a lecturer who will mark and enter the exam marks.) 
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Step 5: On the pop-up window that appears, Use the search bar to search for the Lecturer’s name 

that you want to assign the specific unit 

 

 

Step 6: Once the name of the specific lecturer appears, click on the “Assign Lecturer” button.  
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Step 7: A Pop-up notification window will appear displaying “Lecturer Assigned Successfully”. Click 

“OK” 

 

 

Step 8: Now that you have assigned all the units to a specific lecturer, click the “Approve Document” 

button which is located at the top left side of the page. 
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Step 9: A confirmatory Pop-up window will appear asking if you wish to approve the document. Click 

on “Yes, Approve it!” 

 

Step 10: A success pop-up window will appear notifying that that the request has been approved 

successfully. Click “OK” 
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Step 11: To view all the approved documents (approved special exams requests), click on the 

“Approved Documents” section which is located on the left menu of the portal. 

 

 

 

Step 12: On the page that opens, click on the Special Exams button which is located under “Open 

Student Requisition Approval List” 

 

 

 



                                       Tutorial on How to Approve Students’ Special Exam Requests  

 

Step 13: On the page that opens, a list of all approved special exam requests will appear. Click on the 

“View document” button under each line to view the details of each request.  

 

 

Step 14: The details of each request will appear as displayed below.  

 

 

 

 


