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Step-1. If you wish to update your PhD degree status, select "Yes". 
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Step-2. To initiate a change request, click on the "New Request" button to fill out the change 

request form. 
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Step-3. After clicking on "New Request", select the appropriate Request Type from the 

dropdown list. 
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1. Request for Cancel Registration 

1) Select Request Type 

➢ To cancel your registration, select "Cancel Registration" as the request type. 

 

➢ Upload all mandatory documents. After uploading, you can view or delete documents if 

necessary. 

 

➢ Once all documents are uploaded, click on the "Submit" button to submit the request. 
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2) Request submitted for approval. 

➢ After submitting your request, you can check the status. 

 

➢ The status will initially show as Request Created. 

 

➢ You will find options to View, Edit, Delete, or Submit Request for Approval. 

 

➢ The status will update to indicate whether the request is Pending, Approved, or has a 

Discrepancy. 

 

        

 

       

 

 

       

 



 

8 

 

3) Centre and Research Supervisor Approval: 

• Once the request is submitted, it will be evaluated by the Research Supervisor 

and Research Centre. 

 

• The status will reflect whether the request has been approved or is pending. 
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4) Request Approved and Download Report: 

• Once all necessary approvals are granted, the status will update to Request 

Approved. 

 

• You can then download the report by clicking the "Download Report"  

button. 
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2. Request for Change Research Centre 

1) Select Request Type 

• To change your research centre, select "Change Research Centre" as the 

request type. 

 

• Your old research centre will be auto-filled, and you will need to enter the new 

research centre’s Pun code and Name. 

 

• Upload all mandatory documents. Once uploaded, you can view or delete 

documents if necessary. 

 

• Click "Submit" to submit the request. 
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2) Request Created 

• After submission, the status will initially show as Request Created. 

 

• You can see the new research centre details. 

 

• The status will reflect whether the request is Pending, Approved, or has a 

Discrepancy. 
 

 

       
 

 

 

 

 

 



 

12 

 

3) Request submitted for approval. 

• After submission, the request will be reviewed by the Research Supervisor and 

Research Centre. 

 

• You can check the approval status as Pending or Approved. 
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4) Request Approved and Download Report: 

• Once the status is updated to Approved, you can download the Approval 

Report. 
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3. Request for Change Supervisor 

1) Select Request Type 

• To change your supervisor, select "Change Research Supervisor" as the  

request type. 

 

• The name of the old supervisor will be auto-filled, and you will need to select  

the new supervisor. 

 

• Upload all required documents. Once uploaded, you can view or delete the 

documents as needed. 

 

• Submit the application by clicking the "Submit" button. 
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2) Request Created 
 

➢ After submitting the change request, you can view the status of the request below. 

 

➢ In the list, you will see the Request Type, and the status will initially show as Request  

Created. You will also find options to View, Edit, Delete, or Submit the request for approval 

by clicking the Submit Request button. 

 

➢ The status will indicate whether the request is Pending, Approved, or has a Discrepancy. 
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3) Request submitted for approval. 

➢ The status shows that the request has been submitted for approval, and the Research 

Supervisor and Research Centre have approved the request. You can see the status on the 

page as Pending, Approved, or Discrepancy. 

 

➢ You can also view your form by clicking on the "View" button. 
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4) Request Approved and Download Report: 

• After all necessary approvals are given, the status will update to Request 

Approved. 

 

• You can download the report by clicking the "Download Report" button. 
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4. Request for Change Title  

1) Select Request Type 

• To change the title, select "Change Title" as the request type. 

 

• The old title will be auto-filled, and you will need to enter the new title. 

 

• Upload all required documents. After uploading, you can view or delete 

documents. 

 

• Click the "Submit" button to submit the request. 
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2) Request Created 
 

• After submitting the request, the status will show as Request Created. 

 

• You can track the status as Pending or Approved. 
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3) Request submitted for approval. 

➢ The status shows that the request has been submitted for approval, and the Research 

Supervisor and Research Centre have approved the request. You can see the status on the 

page as Pending, Approved, or Discrepancy. 

 

➢ You can also view your form by clicking on the "View" button. 
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4) Request Approved and Download Report: 

• Once all approvals are received, the status will be updated to Request 

Approved. 

 

• You can then download the report by clicking the "Download Report" button. 
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5. Request for Change Extension 

1) Select Request Type 

• To apply for an extension, select "Extension" as the request type. 

 

• Upload the required documents. After uploading, you can view or delete 

documents as needed. 

 

• Click "Submit" to submit the application. 
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2) Request Created 
 

➢ After submitting the change request, you can view the status of the request below. 

 

➢ In the list, you will see the Request Type, and the status will initially show as Request  

Created. You will also find options to View, Edit, Delete, or Submit the request for approval 

by clicking the Submit Request button. 

 

➢ The status will indicate whether the request is Pending, Approved, or has a Discrepancy. 

 

       

 

 

 

 

 



 

24 

 

3) Request submitted for approval. 

➢ The status shows that the request has been submitted for approval, and the 

Research Supervisor, Research Centre, and PG Section have approved the 

request. 
 

➢ You can also view your form by clicking on the "View" button. 
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4) Request Approved and Download Report: 

• Once the request is approved, you will be able to download the report by  

clicking the "Download Report" button. 
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➢ After submitting the Extension form, you will receive an Extension letter as 

shown below. 
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6. Request for Re-registration 

1) Select Request Type 

• To apply for re-registration, select "Re-registration" as the request type. 

 

• Upload all required documents. After uploading, you can view or delete 

documents as necessary. 

 

• Once uploaded, click "Submit". 
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2) Request Sent for Challan Approval: 

• The status will show as Request Created initially. 

 

• You will have options to View, Edit, Delete, or submit for Challan Approval. 
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3) Research Supervisor and Research Centre approval. 

➢ The status shows that the request has been submitted for approval, and the 

Research Supervisor and Research Centre have approved the request. 
 

➢ You can also view your form by clicking on the "View" button. 
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4) Challan Request Approved: 
 

➢ After submitting the challan request and receiving approval for the challan, you can pay for  

the challan by clicking the "Pay Challan" button. 

       

5) Proceed to Payment  
 

➢ After clicking the "Pay Challan" button, your data will be auto-filled. You need to pay 1300 

rupees and then click on the "Proceed to Pay" button to complete the payment. 
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6) Download Payment Receipt 

 

➢ After successfully making the payment, you can download the payment receipt by clicking  

the "Download Payment Receipt" button. 
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7) Request: Approved and Download Report. 

➢ After the status of Pending/Approved/Discrepancy is updated to "Approved" by the 

Research Supervisor, Research Centre, and PG Section, the status will be marked as 

"Request Approved." 

 

➢ Once approved, you can download the report by clicking the "Download Report" button. 
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8) Re-registration Letter 

➢ After filling the re-registration form, making the payment successfully, and 

receiving approval from the Research Supervisor, Research Centre, and PG 

Section. You will then receive the Re-Registration Letter. 
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Thank you! 
 

 

 


