Dear Students,

Starting from the 2024/2025 Winter Semester, you will be able to submit various study-related
applications online via IS/STAG, including an application for scholarship, application for interruption
of studies, application for acknowledgment of passed courses, and many more.

A step-by-step guide is available below:
e Loginto your accountin IS/STAG.

¢ Under the MY STUDY tab, select STUDENT APPLICATION FORMS in the menu on the left.
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e Gotothe ADD NEW REQUEST section which contains a dropdown menu listing all the
available applications. Select the application you wish to submit and confirm by clicking
on ADD.
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e Fillin the application form. State the REASON FOR REQUEST and any other relevant
details. If applicable, upload any attachments required.
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o Ifthe application requires an attachment, you can find the necessary form in the
"Download Form" section. Download the form, fill it out, obtain signatures from
the relevant people, scan it, and upload it as an attachment to your application.
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e Once completed, you can submit the application by clicking on SUBMIT APPLICATION).
Alternatively, you can save the application form by clicking on SAVE INCOMPLETE
REQUEST and then submit it later.

e After you submitit, the application is passed to the relevant person who is authorised to
issue a decision (usually the Vice-Dean for Study Affairs, or the Dean). As soon as the
decision is entered in IS/STAG, you will see it in the list of submitted applications. Simply
go to the APPLICATION STATUS section, uncheck the UNRESOLVED REQUESTS
ONLY checkbox, and click on SHOW.
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