How to apply for a deferred examination

All applications for deferred examinations, both for mid-semester examinations and end of semester
examinations, must be submitted online via mySl-net > myRequests. Hard copy application forms or
requests received via email will not be considered.

Note: The online deferred examination request should NOT be used to apply for an extension to the
due date for submission of assignments.

Applications must be submitted no later than five (5) calendar days after the date of the original
examination.

Procedures

STEP 1: Log in to mySI-net to access the Deferred Examinations Requests via the mySl-net Requests tile.

Student Account o MD-Ochsner USD Student Account o

You have no outstanding charges.

Please note: after a change of enrolment or payment option
your fees may take 24 hours to update.

You have no outstanding charges.

See my.JQ for information on how to pay your USD tuition fees for
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information provided on your invaoice.
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STEP 2: Under the relevant Semester and Deferred Examination Type (ie. Mid-semester or End of
Semester), click on ‘Submit New Request’. Please ensure you select the appropriate link,
relevant to both the semester and examination period, as more than one may be available at
any pointin time.

Mid-semester — those held during scheduled classes within the teaching weeks, or at any other
than the end of semester exam block periods.

End of semester — those held during the University’s designated end of semester exam periods
(February, June, and November)

From this page, you can view the details of previous requests or submit a new request.

Semester 2, 2018 Discretionary Used: kg

Deferred Examinations Type: Mid-Semester

Submit new MID-SEMESTER Request (hald during teaching wesks)
Deferred Examinations History

Raquest Number Raquest Stafus Action
5B165 Completed “iew Defails
HEBE3 Completed Wiew Defails

Deferred Examinations Type: End of Semester

Submit new EMD OF SEMESTER Request (held February, Jun= or November)
Deferred Examinations History

Raquast Number Ragquest Stafus Actlon
GOD05 Completed “iew Defails
G04TE Submittad “iew Dedails

STEP 3: If you have available to you a discretionary deferred examination, the following window will
appear.
[If you have previously used your one-off discretionary deferred examination, this window will
not appear, and you will be taken immediately to Step 4 below.]

Deterrad Examinations Hegquests ®

Detemed Examinatons Hequesis
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The discretionary deferred examination is only available to you once throughout the duration of
your studies at UQ. Should you wish to use your discretionary deferred examination, refer to
instructions below under Discretionary Deferred Exam Request.

If you click ‘No’, you will proceed to Step 4 below.

If you select ‘Yes’, please continue with the steps under Discretionary Deferred Exam Request
provided below.



STEP 4: Read and accept the instructions on the Introductory Page. You should ensure you are familiar
with the information on my.UQ relating to eligibility and supporting documentation for deferred
examinations.

All courses for which you are enrolled in that semester will appear.

STEP5: A- Mid-Semester Requests (held during teaching weeks, or at any time outside the
University’s end of semester exam block periods)

Select the relevant course and, from the drop down list, select the examination item, date and
time and whether you attended the examination.

For mid-semester requests, you can only select one course, however you can submit multiple
examination items for the same course (eg. a practical and a written examination for
ENGG1000). If you wish to defer another examination for that same course, click on the ‘Add
Another Exam Item’ link.

Deferred Examinations Requests

Semester 1, 2015 Deferred Examinations Type: WMid-Semester

Request Number: NEW Request Status: NEW

Course Details

< M METS2604 0. Human Resource Mgmt.
Fxam ltem/s - Marsal Entry

Exam Time |Exam Time |Did you attend
Hour (24H) the exam?

([ Mid-Semester (held on weekend) ~| [25/03/2015 |5 [10 | [00 ~] Unknown No Remove

Add Ancther Exam ltem

ECON1020 Introductory Macroeconomics
ACCT3104 Management Accounting

STEP 5: B — End of Semester Requests

(held during the end of semester exam block periods in February, June and November)

Select the relevant course. The details of the examination for the course selected, and your
attendance status if known, will be auto-populated. If the examination item does not appear,
click on ‘Add another exam item’ link under that course and enter in the relevant examination
details.

For end of semester requests, you can select one or more courses, and include multiple
examination items within the one request, or you may submit separate requests. Each exam
item will be assessed separately.

In the example below, the student is requesting deferral of 3 exam items — two exams for
CHEE2003, and one exam for CHEM2056.



Deferred Examinations Requests

Semester 2, 2018

Deferred Examinations Type: End of Semesier

Request Number:  NEW Request Status: NEW

Course Details

O CHEE2501 Environmental Systermns Eng |

FTCHEEZ010 S=ening Investigation
CHEE2003 Fluight: Particle Mechanics

Exam Date Exam Tims Exam

ELOET ExasuIm PO T YY) | 28Ty Aftengance N0

CHEEZ2(03 Fluid and Particle Mechanics O5M11/2018  14:30 Mo Ho
=
Exam ltemis - Manual Entry

Exam Time Exam Tima Did you aftend
E=il - Moug(24H) Minutea  fhe exam? . R
[Not Specified - Gther - iz |5 o8 _JF] Uniknown No Remove
CHEM2058 Physiadl Chem for Engineering
®allT e

Exam Code Exam Titke e TIme e ance MO

[ CHEMZ2058 Physical Chemistry for Engineering oaM12018 1115 Unkpown  Ho

Add Anather Exam lfem

STEP 6: Select the Reason for requesting a deferred examination. Up to two (2) different reasons may
be selected within the one request. If ‘Other’ is selected, you must provide further information.
Examples are shown of the types of supporting documentation you will need.

Deferral Reasonds {minimum 1, maximum 2}

[ Death ! bereavement

O Significant personal
problems

O Significant family or social
commitment

O Medical prounds.

O Accidant, not involving
medical injury

O Registersd Elite Athlete
Sporting event

O unavoidabie work
commitments

O Seriows liness of a family
member or close relative

[ other - Plaase describe

Previous

Death natice, funeral natice, and evidence of relationship. Where appropnate, confirmation of
relatienship is required (eg. statutory declaration). M3: A medical certificate is not appropriate if
applying on compassionate grounds rather than medical grounds.

Statement from counsellor ! psychiztrist / psychologist detailing impact on patient. protection
orders.

Wedding invitation, evidence of relationship (2g. statutary declaration).

Medical certificate from a registered medical practitionsr or registered nurse obtained no |ater
than two (2] business days after the date of the original examination.

Polica report, statutory declaration.

Letter from sparting bady confirming selection and setting out dates of sporting cammitmeants;
itinerary.

Letier from employer confirming unavoidable work commitments and relevant dates of
commitmant.

Statement from medical practitioner confirming medical status of patient. relationship ta student,
and relevant dates.

Statutory declaration, or other appropriate evidence.

Save and Submit Later Save and Continue Cancel Reguest

STEP 7: At this point you can ‘Save and Submit Later’ or ‘Save and Continue’ with your request. On
‘Save and Continue’, you will be taken to Page 2 of your request — continue with Step 8 below.

Note:

e ‘Saved’ requests will NOT be considered.

e Your request must be
to be considered for a

fully completed and ‘submitted’ within the specified timeframe for it
pproval.

e You can view, edit or cancel a saved request prior to it being submitted.



STEP 8: To upload an electronic copy of your supporting documentation, click the ‘Add Supporting
Document’ link beside the deferral reason.

Deferred Examinations Requests ¥

Deferred Examinations Requests

Semester 2, 2018 Deferred Examinations Type: End of Semester

Request Number: 80264 Request Status: Saved
Supporting Documentation

“ou are spplying for a deferred sxamination for CHEE2003 Fluid & Paricle Mechanics and CHEM2058 Physical Chem for
Enginesring.

*You have supplied reason(s) that require supporting documentstion.

Deferral Reasons 1&

Defarral Reason  Information and Examplas Action
- Medical certificats from 3 regiztered medicsl practifioner or registered nurse, =d  Add Supporting
Madical grounds o L S~
g o |ater than two (2) business days after the date of the original examinatip. Diocument

Supporting Documentation Uploaded (maximum 10)
Note

Mo Supporting Documents

Click on ‘Upload’, use ‘Browse’ to find the document, then click on ‘Upload’ again. Wait a few
seconds while the document uploads. Once completed, the name of the document will appear.
You can add any additional information in the ‘Comments’ field. Click on ‘OK’. Note:
Documents should preferably be in PDF, GIF or JPEG format.

Deferred Examinations Requests X

Deferred Examinations Requests

Supporting documentation must be uploaded and attached to your request before submitting your
request for consideration. Seanned copies are accepied, and preferably in POF or JPEG format.
Mazdmum file size is 1 MB. You must retain your original supporting documentation for @ minimum of
siz¢ [E) months as you may be requested to provide it as confirmation at a later date. Where a request
has been approved, the approval may subsequently be rescinded if the onginal documentation cannot

be verified.
Document: Click Upload to select 3 document. Hoiosd
Comments:

Cancel Ok

Up to ten (10) documents may be uploaded with each request. The maximum file size of each
document is 1 MB. [If the document file size exceeds capacity, a message will display. Please
see below for a guide to uploading supporting documentation where the file size is exceeded].

STEP 9: Read the Declaration and tick to confirm. Once completed, click ‘Save and Submit’.

Declaration

j=f! delare that the information supplied hersin is correct and complete and that the documentary evidence supporting this
application is authentic.

For an application on medical grounds, | confirm that the medical practitioner is not 3 near relstive or close associate of
mine. | authorise the University to obtain further information with respect to my application and, if necessary, to investigate
the legitimacy of the documentstion | have provided.

| understand that if my application is approved, | will attend the defemred examination as timetabled and that this is my final

opportunity to sit the examination's. | sachnowledge that the submission of incorrect or false information may result in
disciplinary achion.

Previous Save and Submit Later Save and Submit Cancel Request

Note: Your request will not submit if there are no supporting documents successfully uploaded.
A warning message will display to indicate that your request has not been submitted.



Discretionary deferred exam request

To utilise your one-off discretionary deferred exam:
Following on from Step 2 above —
STEP 3: Click on ‘Yes'.

NB: This window will only appear if you have not previously used your one-off discretionary
deferred exam.

Deferred Examinations Requests ]

Deferred Examinations Requests

ONE-OFF "DISCRETIONARY" REASON DEFERRAL

All students have a once-only option during the durstion of stedizs at UQ for deferal of one
examination for reasons which arz not othenwize deemsad eligible cincumstances, eg. Misreading the
tirmetable; heavy study load for the examinations; medical certficate not obtained within 2 business
days of the examination.

CHOOSE WISELY
If you opt for Discretionary, you will not be able to sccess this option agsin.

D you want to use DISCRETIOMARY defaral?

No es

A second window will appear, to confirm you wish to use your discretionary deferred.

Deferred Examinations Requests ®

Deferred Examinations Requests

D0 HOT continue with this option if yau are applying on medical grounds or other eligible
circumnstances. [Refer to ooy, UG]

Warning: if you use the discretionary deferred optian, it will NOT be available to you again.

Are you REALLY sure you want to use your one-off discretionary defermed esam option?

Mo, | want to apply under other grounds Yes




STEP 4: Select your course, and exam. Only one course and one exam item can be selected on a
discretionary request.

Deferred Examinations Requests b
Semester 2, 2018 Deferred Examinations Type: Mid-Semester
Reguest Number: MNEW Request Status: NEW

You have elected to use your once-only discretionary deferred examination. Cnly one course and one exam item can be selected
on this request.

A brief staternent as to the circumstances for your regquest may be uploaded, anddor comments inserted under "Supporting
Comments” in support of your request. —
Course Details

O Tourz001 Tourist and Visitor Behaviour
O MKTG1501 Foundations of Marketing
O raws11o0 Business Law

O accTi1od Account for Decis Making

Supporting Documentation

Deferral Reasons [J EL
Deferral Regson Imformiation and Exampiles Action
Explanation of circumstances (via supporting document upload)
Add Supgporting

Discrationa An option available once only during the duration of your studies, eg. could be uss;
ry for circumstances: ordinarily not eligible criteria for deferral, eg. misreading the Dracument (Optional)
timetable, consecutive exams.

Supporting Documentation Uploaded {maximum 10)
Hota
Mo Supparting Documents.

Supporting Comments

Declaration

[ |'will attend the deferred axamination as timetabled, and understand this is my final eppontunity ta sit for the examination. |
understand the once-only discretionary deferred examination will not be available to me again. even in the event | do not =it

the deferred examination.

Previous Save and Submit Cancel Request

STEP 5: Supporting documentation is NOT required. You do have the options, should you wish, to
upload a document, and/or entering a Comment to provide a brief statement explaining the
circumstances for using your discretionary deferred. To upload an electronic document, click
the ‘Add Supporting Document” link beside the Discretionary deferral reason. Refer to Step 9

above.

STEP 6: Read the Declaration and tick to confirm. Once completed, click ‘Save and Submit’.



Guide to uploading supporting documentation

The file size of each document for upload is restricted. Should your documentation exceed the capacity,
your file will not upload and you will receive a pop-up message. To reduce the file size, please follow

these simple steps —

1. If the single document contains multiple pages, save page sections into multiple documents and

upload each document.

2. If asingle page document, it may generally be due to it being a JPEG image at 100%
resolution. Open the JPEG file and then click on Open in Paint. Under Resize, reduce the

percentage from 100 to say 50 or 30. Then Save.
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Late Requests

If more than five (5) calendar days has passed since the date of the original examination, you will not be
able to proceed with submitting your request. A Late Notice link will appear. Click on the link.

Deferred Examinations Requests

Deferred Examinations Requests

Semester 2, 2018 Deferred Examinations Type:  Mid-Semastar
Request Number: MEW Request Status: HNEW
Course Details
CHEE2501 Environmental Systems Eng |
CHEE2010 Enginesring Investigation
CHEE2003 Fluid & Parficle Mechanics
Exam lem's - Manual Entry

Exam Dats Exzm Time Exam Tims Did you attend
==l [DOMMYYYY]  Howr(24H) Minuiss  the exam?
[In-class exam (test, quiz) | [F7inarzo1s |& [10 ~|[o0 o [Ho

Add Another Exam ltem

The Late Notice provides details of the examination and information on the steps to take should you
believe there are justifiable reasons for your late request to be considered. You are able to print or

email this notice to yourself. An example is shown below.



3
Late Request Information x|

Deferred Examinations Type: Mid-Semaster Semester 1, 2017

Course Code: ECOMN2410  Economics of Business Strategy

Exam em: In-class exam (test, quiz)}

Exam Date (DDMMMYYYY): 23022017 (Date provided by student)

In accordance with Examinations Policy and Procedurss, 3 request for deferred sxaminstion must be made

within five (B) calendar days after the date of the original 2xaminafion. As it is now mors than five days, a reguest
for deferred examination cannot be considered.

Should you be dissatisfizd with the sdministrative decision net to hawe your deferred examination considerned,
you may appeal in writing fo the Academic Registrar (academic.repistran@ug edu.su) seting out your ressons
far belizving this decision has not been mads in sccordance with the relevant rules. Your appeal must includs:

= our narme and Student [0

= Course Code

= Exarn details {itern, date and time)

= Documentation in support of your request for defarral of the examination
ou will be sdvised of the outcome of your appeal in due course.

Director, Student Administration
Acadernic Services Division

Retun | ViewPDF | Emal POF |

View the status of your request

You will receive an email notification to your student email address once your request has been
actioned. To view the status of your request:

1. Loginto mySl-net to access the Deferred Examination Requests under the mySI-net Requests
tile.
2. Yourrequests will display with the Request Status noted for each. The status may be —
- Saved (yet to be completed and submitted for consideration)
- Submitted (being considered, awaiting decision)
- In Progress (being considered, awaiting decision)
- Cancelled
- Completed

Click on the ‘View Details’ link to view the decision.

Deferred Examinations Type: End of Semester

Submit new EMD OF SEMESTER Reguest (held February, June or Movember)
Deferred Examinations History
Request Mumber Request Satus Action

0005 Completed “iew Detsils
0204 Cancalled “iew Details



3. You will now be on the Request Details page which lists each examination item under that
request, and the status of each. The status may be —
Approved, Denied or Pending.

Deferred Examinations Requests
I

Deferred Examinations Requests

Semester 2, 2018

Deferred Examinations Type:  End of Semester Request Number: 60005

Request Status: Completsd Submitted Date/Time (DDIMMIYYYY): 071172018 6:58FM
Clicking on the Decision hyperdink below will provide further information on the sutcome of your request

Examination Details

Coursa Code  Courss Tile Exam ftem/Exam Code EXEN U EXIRIS

(DOVMMIYYYY)  (24H -
CHEE2D0(3 Fluid & Particle Mechanics. CHEEZ003 05M11/2018 14

Defarral Reasoniz
Medical grounds

Supporting Documents Submitted

DatedTime Upioaded
Documant Name Comments (DDMMIYYYY)
DOBTECED-6107-4C48-A501- 71102 -41P
FE3DE0DEAIT.pof OIS BasAtE
Raturn View PDF Email PDF

4. Click the ‘Decision Status’ link [‘Approved’ or ‘Denied’] to view the examination item details, the

decision, and decision reason if denied, and any other comments provided to you in relation to
your request.

5. You can print or email a PDF to your student email address.

Assessing submitted requests

As stated, a request must have a status of ‘Submitted’ for it to be considered and assessed.
All applications for deferral of mid-semester examinations will be assessed by the relevant school.

All applications for deferral of end of semester examinations made on medical grounds will be assessed
by Academic Services Division.



