
Registered Exam center Change Request from
Student Login

 Introduction

University has provided a new feature called Registered Exam Center Change for students to 
request for a one time change of their exam center after exam registration.  This document details 
the steps to be followed by Students for add exam center change request after exam registration is 
completed.

Viewing Exam Center Change Request Page

Navigation : Exam → Examination → Exam Center Change

(Screen-1)-Screen where the user can view the Exam Center Change icon against an exam
definition to add exam center change request.

This Exam Center Change button will be visible only if the last date of exam center change 
request is not over.

Click on Exam Center Change button and it will be redirected to a new page called Exam Center
Change Request as shown in below image. 



(Screen-2)-Screen for add exam center change request

 The above screen is used to add a new Exam center change request. Students can choose a

maximum  three  exam  center  preferences.  Please  note  that  the  First  Preference is  a
mandatory field.

 The student cannot choose his/her current exam center or an exam center with zero seat

allocation as one of preferred exam centers.

 Student should provide his/her current address before save/submit the request.

 Editing the saved exam center change request is possible only till the request is submitted.

 Requesting will be possible only if the student's college has already submitted the exam 

registration.

 Once the hall ticket is generated for the exam, student will not be able to add exam center 

change request for that particular exam.



 Before submitting the request, student should accept the declaration.

Once the exam center change request is submitted, students can check the status of the exam center 
change request by following the below steps.

Viewing Exam Center Change Request Page

Navigation: Exam → Examination → View Exam Center Change      

(Screen -3)  View Exam Center Change button to view the requested exam center change status.

This View Exam Center Change will be displayed against an exam definition if the student has 
submitted the exam center change request against an exam definition.

Click on View Exam Center Change button, and it will redirect to a new page called View Exam 
Center Change Request as shown in below image.

In this page, the student can view the details of the exam center change request with its status.

There are four possible status in exam center change request as mention below.

 Submitted → Exam center change request submitted by student.

 Verified → Exam center change request is verified by university/college.

 Approved → Exam center change request is approved by university by selecting an exam 

center for the student

 Rejected → Exam center change request is rejected by college/university.



(screen-4) Exam Center Change Request with Submitted status.

(screen-5) Exam Center Change Request with Verified status.



(screen-6) Exam Center Change Request with Approved status.

(screen-7) Exam Center Change Request with Rejected status.
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