
Readmission Service Request Guide: 

Application process for Readmission 

Application from Student self-service portal 

1. A student can apply for Readmission request from the self-service student portal. 

Navigate to My Requests > All Requests. 

 

2. All requests search screens will open. A list of already applied requests for concession 

in past will be visible here. 

 

3. Click on the Raise Request button to open the request raising screen and click on 

readmission request for Readmission. 



 

 

4. Enter the details as per the table below: 

 

Field Name 
Mandatory / 

Optional 
Field Type Description 

Requester Details 

Requester 
Name 

NA Static Text 
This will be the name of the requester i.e. 
student. 

Intake NA Static Text This will be the Intake of the student. 

Program NA Static Text This will be the Program of the student. 

Email id NA Static Text This will be the Email id of the student. 

Mobile NA Static Text This will be the Mobile No. of the student. 

Basic Details 

Entered By NA Static Text This will be the name of the requester. 

Request 
Assigned to 

NA Static Text 
This will be the name of the assignee of the 
request. 

Request Date Mandatory Date Picker 
This will be the date when request is created. 
It will be prefilled with current date by default. 

Request By Mandatory Text Box This will be prefilled to Student. 

Request 
Reason/Rema

rk 
Optional Text Box 

This will be any additional details if required to 
be entered. 

 
 



5. Click on Fill Readmission Form button 

 
 
 
 

 



 
 
 



6. Click on upload and submit button and again click on submit button to submit 
readmission request. 
 

 


