For Academic Advisors - How to Approve Extension Requests in Workflow.

Flowchart

Student Academic

Department
Advisor S Administrator

I-Center

1) Please log in to Axess

2) Double click on OPA/Bechtel Center

Ax E s s MY EMPLOYEE STARS OPA/BECHTEL WORKFLOW ADMIN cs Admin
i || AXESS CENTER CENTER HOME RESOURCES Admin Favorites

3) Select the student’s request by clicking on it.
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4) Once the transaction has opened, select the new end date by clicking on the
magnifying glass.
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5) Then click on Look Up. This will list future degree conferral dates. Select the new

end date from this list.

3> Look Up New End Date

[}

Search by: cConfer Date=|

Cancel |Advanced Lookup

6) Next select the academic reason for the extension. This will show a list of the

most common reasons. If the reason is not listed, please choose “Other Reason” and

enter the reason.
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7) You now have four options:
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¢ (lick on the "Approve" button. The request will then be forwarded to the
department administrator for the next step in the workflow. You do not need
to add a comment.

¢ (lick on the "Return” button if you need additional information. This will
send the request back to the student and will allow the student to edit
information as necessary and resubmit the request. Please enter a comment
explaining why the request is being returned.

* (lick on the "Decline" button if you do not wish to approve the extension.
This will send the request back to the student who will not be allowed to edit
and resubmit the request. Please enter a comment explaining why the
request is being declined.

¢ (lick on the "Save" button at the bottom of the form if you want to save the
information you have entered and approve it later.
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1. Please select:
a) New End Date by clicking on the magnifying glass to look up conferral date. L3
b) Extension Reason from the drop down menu.

2. Approve the transaction. You do not need to enter funding information.

Bio Demo

Student Name Student ID

SEVIS ID NO0O Email

Phone 650/690 | Date of Birth

Program Information

Start Date 09/14/2011 End Date 06/15/2014

Level of Education Masters SEVIS Major Business Administration (MBA)
New End Date Q@ Override Extension Reason

No. of Months

8) This concludes the Academic Advisor's role in approving the Extension Request
in Workflow.



