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Application Guide for Credits Below the Minimum Requirement
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Quick Self-Check Before Applying: Do | Need to Apply for “Credits Below the Minimum Requirement”?
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Student Status Credits Taken This Semester Is Application Required?
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Graduating Student 9 credits or fewer Yes
ElE=xE 10 27 (&) UL X FHB:HE
Graduating Student 10 credits or more No
SEZ4 ABRE 7D 8 X FH®:E
Extended-Study Student Regardless of credit number No
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This online application system is available only to eligible graduating students. Non-graduating students are not

permitted to submit an online application, even if their registered credits are below the minimum requirement.
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If a non-graduating student has special circumstances resulting in credits below the minimum requirement for the
semester, online application is not available. The student must complete the “Curriculum Section Application Form” and
submit a paper-based “Application Form for Total Credits Below the Minimum Requirement.”

Such applications must be approved by the chair of the student’s department/program before the student is permitted to

register for credits below the minimum requirement.
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Path to the Online Application System
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Explanation of System Display Statuses Before Application
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Status 1: Non-eligible program or not a graduating student
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Status 2: Minimum credit requirement has been met — no application required

B BIERS T IRERRE

TERHNARSSNE 1085 ATNTRESHS 109845 -
Your registered credits this semester: 10 credits, The minimum required credits: 10 credits.
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According to the regulations: Graduating students who are unable to register for the minimum required number of credits must submit an application. Once approved, they may be exempted from the minimum credit requirement; however, they must
register for no fewer than 2 credits. After approval is granted, students may not request 3 refund of tuition and fees, and they are not eligible to receive any scholarships or grants related to academic performance for that semester. Students whose
registered credits are below the minimum and who fail to submit an application as required will be subject to mandatory suspension of enroliment
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Credit status: Above the minimum required credits. No application is required.
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Status 3: Credits below the minimum requirement — application allowed
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Your registered credits this semester: 4 credits, The minimum required credits: 10 credits.
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According 1o the regulations: Graduating students who are unable to register for the minimum required number of credits must submit an application. Once approved, they may be exempted from the minimum credit requirement: however, they must

register for no fewer than 2 credits. After approval is granted, students may not request a refund of tuition and fees, and they are not eligible to receive any scholarships or grants related to academic performance for that semester. Students whose
registered credits are below the minimum and who fail to submit an application as required will be subject to mandatory suspension of enraliment
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Credit status: Below the minimum required credits. Please click “New Application” .
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Creating an Application for Credits Below the Minimum Requirement
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Click “New Application”

BEHER FIRPH-(PREHE)

CESENARRINE 85 AENTERIME 10845 -
Your registered credits this semester: 9 credits, The minimum required credits: 10 credits.
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they may be exempted from the minimum credit requirement
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According to the regulations: Graduating students who are unabk
register for no fewer than 2 crediits, After approval is granted, students may not request a refund of tuition and fees, and they are not eligible ta receive any scholarships or grants related to academic performance for that semester. Students whose

registered credits are below the minimum and who fail to submit an application as required will be subject to mandatory suspension of enroliment
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Reason for Application Review Status Review Remarks Actions
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Application No. Submission Date Class Student ID Name Credits
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Confirm registered credits and personal information
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Select the reason for application
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Your registered credits this semester: 9 credits, The minimum required credits: 10 credits.
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approved, they may be exempted from the minimum credit requirement; however, they must
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Submitting the Application
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Click “Submit Application”

&5:5/EF Reason for Application

SR Reason for Application : | gzaag s simiz@sisi Completed required credits for graduation
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System displays: “Application successfully submitted”
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Your application has been
submitted. Please check the
review status in “Application
History.”

Your application has been submitted. Please check
the review status in Application History.
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Submitting for Review (Important Step)
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Application status: Applying
o hETEMNEZ
Click “Submit for Review”

BRAFRR EHAE R B 3] BAN PIRFE WA E Tl e
Application No.  Submission Date Class Student ID Name Credits Reason for Application Review Status Review Remarks  Actions
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M1150206003 2026-02-06  BER ] FERINCEBRRE o

BE Edit | 178 Voided  EHFE Submit for Review
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Confirm submission



PREER EHAM Ha 23 3] 2o PRRAE FERE FERW Pl
Application No. Submission Date Class Student ID Name Credits Reason for Application Review Status Review Remarks  Actions

kP
M1150206003 2026-02-06 9 FEESHCERRRET Under Review m
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An application is considered complete only after it has been submitted for review.

The status “Under Review” indicates that the application has been successfully submitted.
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Checking Application Records and Review Status
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Applying: Application created but not yet submitted for review
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Application No.  Submission Date Class Student 1D Name Credits Reason for Application Review Status Review Remarks  Actions
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Under Review: Application submitted and awaiting department chair review
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Application No. Submission Date Class Student ID Name Credits Reason for Application Review Status Review Remarks  Actions
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Returned for Supplement: Additional information or revision required
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Application No. Submission Date Class Student ID Name Credits Reason for Application Review Status Review Remarks  Actions
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Returned for

. [@F  ExlEZEEEERE
Review completed and approved by the department chair
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Application No.  Submission Date Class Student ID Name Credits Reason for Application  Review Status  Review Remarks ~ Actions
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CRER=Eiy SRR g BESIECERREL Approved Application completed — no further modifications allowed.
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Rejected: Application not approved; please review the reason or submit a new application with a different

justification

FHP A New Appli
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Application No. Submission Date Class Student ID Name Credits Reason for Application Review Status
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Handling Applications Returned for Supplement
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Review the remarks provided by the reviewer
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Click “Edit”
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Update the application information
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Resubmit for review
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Review Remarks Actions
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Rejected — No further modifications allowed

. Updating the application alone does not restart the review process. Be sure to click “Submit for

Review” again.
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Application No. Submission Date Class Student ID Name Credits Reason for Application Review Status Review Remarks
Bl
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Returned for Supplement
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FE[RH Reason for Application : | yemmser=m 2zt Completed required credits for graduation
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Application No.  Submission Date Class Student ID Name Credits  Reason for Application Review Status Review Remarks  Actions
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Common Mistakes and Important Reminders
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Creating an application but failing to submit it for review
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Forgetting to resubmit for review after making revisions
o BRRIGR[OIET = KiER

Mistaking “Returned for Supplement” as a rejection



