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Registration Activity Guide: Student-facing Steps (PE)

Steps listed in this guide pertain to Step 12: My Courses in 
the registration task. 

A Service Request is required when a PE student wishes to 
deviate from their prescribed curriculum i.e., add courses 
that are not listed on their Education Planner.



1. If a PE student wishes to deviate from the prescribed curriculum, and add additional courses, the Enroll button will 
not appear after the student has selected their courses on the Education Planner. 
Instead, a Request Approval button will be displayed. Click on the Request Approval button to trigger a Service 
Request for the Faculty to review the deviation.
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2. By clicking on Request Approval, the Create Service Request page appears. Leave an appropriate comment in the
Comment box (if applicable) and click Submit to create the Service Request.

3. You will be directed back to Your Shopping Cart page. The status of your request will reflect Decision Pending.

You can click on the “Decision Pending” 
button to view comments made and 
attachments submitted.

Once your registration service request has been submitted, the allocated faculty staff 
member will review your request and you will receive the outcome and further 
instructions via email. Note that you will not be able to make changes to your courses 
once it has been submitted for review.
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Registration Request Processing: Communication
4. Once the faculty staff member has evaluated your registration request, you will receive communication via email. Depending on the decision made, the
email contains instructions on what you need to do next. Below are examples of these email for the various statuses:

Push Back to Student Decline Final Approval

Push Back to Student Status: In cases
where the faculty staff member requires 
you to complete further actions (e.g., 
adding/deleting courses/fixing clashes), 
follow the instructions per the faculty staff
member’s email/comments and action the
request. Once done, resubmit the 
registration approval request by click on the 
“Action Required by Student” button, add a 
comment and save the request.

Decline Status: In cases where the faculty 
staff member requires you to restart your 
registration request, follow the instructions 
as per the faculty staff member’s 
email/comments and action the request.
Once done, submit the updated registration 
approval request by click on the “Request 
Approval” button, add a comment and save 
the request.

Final Approval Status: In cases where the 
faculty staff member approved your 
submission, complete Step 12 by clicking on 
the “Enroll” button, as well as Step 13 and 
Step 14 to finalise your registration.
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