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OFFICE OF THE DEAN ACADEMICS

STANDARD OPERATING PROCEDURES FOR IHL COURSE REGISTRATION

(WITH IMMEDIATE EFFECT)

STer1: Receipt of confirmation of availability of Experts from Industry /
Institutions abroad from O/o the Dean — Industry Relations / Dean
International Relations, at least 1-week prior to course start date for
offering previously approved IHL Courses.

STep 2: Departments will create Slots, Course Dates (From Date — To Date),
allocating faculty member for the course on AMS, on the same day, with
confirmation from DA Office.

Step 3: Announcement of Course Offering to the students by the departments
and self-registration by students for the course on AMS (3 Days in
Advance).

Ster4: Closing of IHL Course Registration for students 1 day prior to the
commencement of classes.

STer5: [AuTomATICc] Deactivation of students from exiting courses and
transferring them on to new IHL Course for attendance update from the
<From Date> as specified in Step 2.

STep 6: [AuTOMATIC] Deactivation of students from IHL courses and transferring
them on to Old Regular Course for attendance update at the end of
Course Date as specified in Step 2.
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