User Guide for Students

Student Transfer System



Logging into the System

1- Visit the services portal using the following link:

https://qusis.qu.edu.ga/sisapx/f?p=209:101

2- Enter your Qatar University username and password to log in.

Student Transfer Application

2 username

C\ password



https://qusis.qu.edu.qa/sisapx/f?p=209:101

Upon successful login, your dashboard will display personal and academic information. To
update your mobile number, click on the relevant link shown in the image below.

My Dashboard My Services

Student Academic Information: The college communicates with the student when necessary through the contact information shown above.To amend this data.

QuiD:
English name:
Nationality:

Status:

I i H

Qu email
Mobile

Admission Type

Level: Undergraduate
College : Business and Economics
Major : General Business
High School GPA 73.7
[« ive GPA: 173
Earned hours \ GPA hours: 45\ 51
School Track Independent

e

'Q Apply for Transfer
[c]
@ View your Requests

Applying for Transfer

To submit a transfer request:

1. Navigate to the My Services section on your dashboard.

2. Click on Apply for Transfer.
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My Dashboard My Services

Change Major/Concentration

*Term  Fall2014 ~

* Select Service:

Change Minor
Change Major / Concentration
Apply for Minor



Common Error Messages

When selecting a service, you might encounter the following messages:

e Exceeding Credit Hour Limit: Applications are not allowed for students who have
exceeded 60 credit hours (depending on rule conditions).

Change Major/Concentration

*Term  Fall 2014 ~

* Select Service:  Change Major / Concentration

Sorry, you cannot apply for this service. Students may apply for change of major within the first 60 undergraduate credit hours.
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¢ Restricted for Foundation/General Program Students: Foundation and general program
students cannot apply to change their major.

Change Major/Concentration

*Term  Fall2014 ~

* Select Service:  Apply for Minor v

Sorry, foundation and general undergraduate students may not apply for a minor.
el pauastll aamy il tle puastl pgildS w8 slall Zelpdl wle Guauiall @ullally Gagultl] golyyl dulls) (Say ¥ yic.

o Request Modification Restrictions: Requests already under process by relevant
authorities cannot be modified.

Change Major/Concentration

*Term Fall2014 v

* Select Service:  Change Minor v

Sorry, you cannot modify your request since it has been processed by the concerned department.
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o Minor Change Not Permitted: Students not enrolled in a minor cannot apply to change it.

Change Major/Concentration

*Term  Fall2014 ~

* Select Service:  Change Minor v

Sorry, you are not currently enrolled in a minor. This service is only available for students with a minor.
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e Two-Minor Limit Reached: Students with two minors cannot apply for a third one.

Change Major/Concentration

*Term  Fall2014 ~

* Select Service:  Apply for Minor v

Sorry, you are currently enrolled in two minors. Students may only register in the maximum of two minors.
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Changing Major or Concentration
To change your major or concentration:

1. Select the service to Change Major/Concentration and agree to the terms and
conditions.
2. Click Next.

My Dashboard My Services

Change Major/Concentration

*Term Fall2014 ~

* Select Service:  Change Major / Concentration

| hereby declare that | have read and accept the terms and conditions of the Student Transfer Policy.
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3. Select the desired college and major from the dropdown menu.
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My Dashboard My Services

Change Major/Concentration

* Select College  Education v

* Select Major  Secondary Education v

Select Concentration  Arabic Language v @

Potential Error Messages:

You may encounter some messages that could prevent you from applying, including:

¢ If you have exceeded 60 credit hours and received this message, then it requires approval
from the relevant administration for this exception first.

‘Change Major/Concentration

* Select College ~
*Select Major None ~

Select Concentration None

Please note that you have exceeded the maximum number of earned undergraduate credit hours allowed for change of major. Your request will be forwarded to the concerned department for evaluation.
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¢ If you have previously applied for change major, you will receive this message incase it is
not linked with the minor.

Change Major/Concentration

*Select College  Arts and Sciences v

*Select Major ~ Chemistry v

Sorry, the selected major is not linked with your new application for change/apply for Minor. Please select a different major.
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e If you do not meet the minimum requirements of the high school diploma for some
specializations, you will receive this message.



Change Major/Concentration

*Select College  Health Sciences v

* Select Major  None v

Sorry, you are not allowed to apply to the selected program since you have not met its minimum secondary school requirements.
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Select Concentration None v

o If you are a foundation or general program student, you will receive this message if you
choose major that are not part of this program within your college.

Change Major/Concentration

*Select College  Arts and Sciences v

*Select Major  Arabic Language v

Sorry, you are currently enrolled in the Foundation Program or the General Program of your college. If you would like to declare a major within your current college, please contact the Students Affairs Office
at your college. If you would like to change your major o a different college, please select your intended program.
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e ltis not allowed to select general or foundation program within your college if you are
already enrolled in a major

Change Major/Concentration

* Select College  Business and Economics v

*Select Major ~ General Business v

Sorry, you have already declared a major, you are not allowed to apply to the General or Foundation program within your college. Please select a different program.
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¢ Not allowing the selection of majors for restricted colleges.

Change Major/Concentration

*Select College  Business and Economics v

* Select Major ~ Marketing v

Sorry, application to this program is restricted to specific colleges. Please select a different major.
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¢ If you select a concentration for restricted colleges, you will receive this message.

Change Major/Concentration

*Select College  Education v
* Select Major  Secondary Education  ~

Select Concentration  Arabic Language v | @

Sorry, application to this program is restricted to specific colleges. Please select a different concentration.
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e You will receive this message if you do not meet the minimum requirements of the
secondary school when selecting some majors

Change Major/Concentration

*Select College  Health Sciences v

* Select Major  None v

Sorry, you are not allowed to apply to the selected program since you have not met its minimum secondary school requirements.
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Select Concentration None v

e You cannot choose a concentration that is not linked to a major, so you will receive this
message.

Change Major/Concentration

*Select College  Education v

*Select Major  Secondary Education v

—

Select Concentration  Physical Education v (%)

Sorry, the selected concentration is not linked with this major. Please select a different concentation.
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Choosing the concentration may be mandatory, so you will receive this message.

Change Major/Concentration

* Select College  Education

W

* Select Major  Secondary Education

Select Concentration None

Please select a concentration to finish your request

If you applied already on ‘Change Major / Concentration’ for example, and would like to edit or

delete your request please click on either button (Delete/Edit) on the table:

*Term  Fall2014

Change Minor v
Please note that you have an earlier submission. You may click on "Edit" to update your request or 'Delete’ to cancel it.

* Select Service:
ole bnally (sl sy dilSel . gilu clia) dlanads pu 35 6l alsll ooy “Edit” ole sl wllll dlsll f “Delete”.

Miner Editing

College
Edit

Computer Science

Once you finish filling the entire choices ad you clicked on “Save Choices”, you will receive an

email for submission:
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Dear Student ~esrMeshal M /gfmmet

Thank you for using the change of major service. Please note that we found an earlier submission from you and it
is being updated. You may view your updated submission details below:
Major Choice: App. Geog. & Geog. info.Sys

Change Minor:
To change your minor: Select the desired college and minor from the dropdown menu.

Apply / Change for Minor

* Select College  Health Sciences Vv

* Select Minor  Food Safety v

You cannot change your minor if:

e You are not currently enrolled in a minor.

Change Major/Concentration

*Term Fall2014 v

* Select Service:  Change Minor v

Sorry, you are not currently enrolled in a minor. This service is only available for students with a minor.
wepd gowodi e Wl prasdel] ddbll bis dolie dedaddl dda ipepd powadd i) g his.

\:\ | hereby declare that | have read and accept the terms and conditions of the Student Transfer Policy.
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¢ If you select the same minor you are currently enrolled in.



Apply / Change for Minor

* Select College  Engineering ~

* Select Minor  Computer Science v

Sorry, you are not allowed to apply to the same program you are currently enrolled in.
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Upon completing your application, you will receive an email confirming your request.
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Dear Student.dikg@@e Meshal M 1w

Thank you for using the change of minor service. This is to confirm that your application was received and is under

process. You may view your submission details below:
Minor Choice: Computer Science

Apply For Minor:

To apply for a minor: Select the college and minor you wish to apply for.

My Dashboard My Services

Apply / Change for Minor
* Select College  Arts and Sciences v
* Select Minor  Chemistry v



You may receive an alert message preventing you from applying for minor, including:

* Foundation and general program students cannot apply for minors.

*Term  Fall2014 ~

* Select Service:  Apply for Minor v

Sorry, foundation and general undergraduate students may not apply for a minor.
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\:\ I hereby declare that | have read and accept the terms and conditions of the Student Transfer Policy.
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* If you choose a minor that is not related to your intended major or the current major you
are enrolled in.

Apply / Change for Minor

* Select College  Business and Economics -
* Select Minor  Entrepreneurship v

Sorry, the selected minor is not linked with your current or intended major. Please select a different minor.
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* Some minors may be restricted to specific colleges.

Apply / Change for Minor

* Select College  Arts and Sciences ~

* Select Minor  Spanish v

Sorry, application to this program is restricted to specific colleges. Please select a different minor.
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After completing your application, a confirmation email will be sent to your QU email.
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Dear Student ~#ilege-Meshal Mbi,

Thank you for using the apply for minor service. This is to confirm that your application was received and is under
process. You may view your submission details below:

Minor Choice: Chemistry




Viewing Your Requests
To track the status of your requests:

1. Go to View Your Requests under the My Services section in your dashboard.
2. Click the corresponding icon (shown in the image) to check the status of each submission.

* Select Service: ~ Change Major / Concentration v

Qv Go Actions v
5 5 5 N Final
Service Applied For Term College Major Concentration " Comment Note
Decision
Change 201410 - Fall Arts and AGIS - App. Geog. & Geog. . You have exceeded the maximum number of earned undergraduate credit hours
" A : o Pending a
Major 2014 Sciences info.Sys allowed

My Dashboard My Services
Select Service

* Select Service:  Change Minor v
Qv Go Actions v
Service Applied For Term College Major Concentration  Final Decision =~ Comment Note
Change Minor 201410 - Fall 2014 Engineering CMSC - Computer Science = Pending = You have exceeded the maximum number of earned undergraduate credit hours allowed

1-1

* Select Service:  Apply for Minor v
Qv Go Actions v
Service Applied For Term College Major Concentration Final Decision Comment Note
Apply for Minor 201410 - Fall 2014 Arts and Sciences CHEM - Chemistry - Pending



