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New Student Information System

User Manual

User Account: Student

Request: Refund Requests
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Steps to make the request:

Home Page

R
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ent Withdrawa Your schedule will not be approved if your registered credits are less than 12 Credit
Hours.

WELCOME TO UNIVERSITY OF BAHRAIN

1. Accessing the Refund Request Function
Navigate to the system's home page.

[ ]

e Locate the menu icon on the left side of the page.

e Select "My Requests" from the displayed menu.

e Choose "Refund Request" from the subsequent submenu.

No Data Found

2. Initiating a New Refund Request
Upon entering the Refund Request screen, identify the "Add Request™ button.
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Refund Request
o Course Fees Other Fees

Refund From
mation Systems course withdrawal

Refund Request Reason®

Refund Request Reason™ et

Mobile No.* 123456

Bank Account (IBAN)* 123456

No |
Required Documents™ Choose File PDF2.docx

Download File

! Please attach a document/picture that approve your personal Bank Account

m Reset

3. Completing the Refund Request Form

® Select the appropriate refund category: Course Fees OR Other Fees
e Fill in all mandatory fields in the provided form.
® Upload the required verification document ,Acceptable file formats: PDF or JPG.
® After ensuring all information is correct and complete, click the "Save" button to submit
the request.
Request Status Refund From Finance Employee Remarks Request Date Amount

4. Monitoring and Modifying the Request
® Upon successful submission, a confirmation line will appear, displaying the request details.

® To track the progress of your request, refer to the "Request Status™
e For request modifications: locate the arrow icon adjacent to your request.




