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This will provide an overview of the Deferred Final Examination process and how to navigate to the Task List 
and the Faculty Centre. You will be able to view any DFE requests in the following status: 
Approved 
Submitted 
Denied 
 
Please consult the job aid and/or online learning for:  Deferred Examination Approval Process for complete 
details on how staff members can review and either approve or deny a Deferred Final Examination request. 

 
 

 Task List: 
The following steps indicate how to navigate to Deferred Final Examination request on the Task 
List.  

1. After logging into the My UofC Portal any Deferred Exam requests pending an approval decision will 
be listed on the Task List. To view the full list of pending applications on the Task List, click VIEW 
ALL. Note: For FOIP reasons some information has been removed. Click the View All button. 

 

 

2. At this point, you may click on the name of the student that has submitted a Deferred Examination 
Request (e.g. DFE for Winter 2020, OBHR 317). Click the desired DFE link. 
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3. The Application for Deferred Final Examination displays the Tracking Number (e.g. 0000001435) 
which is very important to reference as there may be more than one tracking number per student. 
Also displayed will be the submission date, the student's last name, first name, student id number, 
email address and phone number display. The Academic Group (Faculty) and Primary Plan, which 
indicates their primary program, are also indicated. Scroll down to view additional details on the 
application. 
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4. Further down the application are the courses for the current term (e.g. Winter 2020) for which a final 
exam is scheduled including the date and time of the final exam. The student may have one or more 
selected (e.g. OBHR 317). Also indicated is the reason for the absence (e.g. Domestic Affliction) and 
the student must enter a comment. Scroll down for additional information. 

 



Overview of the Deferred 
Final Examination Process 
SA – Exams and Exam Scheduling 

 

 
 

4 | P a g e  
    March 2020 
 

5. The student will have selected they have read and understand the application guidelines and 
confirmed the information submitted is true, complete and accurate. 

 
6. Note at this point the Approval Status is "Submitted" indicating a decision is still required to either 

approve or deny the DFE request. There is also an option to indicate a student action is required by 
using the “Action Required” indicator. Please consult the lesson Deferred Final Exam Approval 
Process for complete details since this lesson is intended as an overview.  

 
7.  
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8. Approver Comments can be included. Click the Drop Down button. 

 
For Approver Comments, there are several options available and depending on which one is 
selected the text field will auto populate an explanation. 

 
9. Further down on the lower portion of the application is the area where the faculty or staff can 

complete the approval process (Approve or Deny). Note the name of the Deferred Final Exam 
approver will be indicated in the "Pending" display (removed for FOIP reasons). Click the Return to 
Search button. 
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10. Return to search displays a grid of information based on the last DFE reviewed. Note specifically the 
Approval Status, Description, Action Required and Withdrawn.  

 
11. If desired, you can return for editing to the same DFE by clicking anywhere on the DFE line. Click 

the DFE link. 
12. When completed viewing the DFE you can also close the window if no decision is made. Click the 

Close link. 

 

 Faculty Centre: 
The following indicates how to navigate to Deferred Final Examination requests From the Faculty 
Centre. 
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1. After logging into the My UofC Portal, navigate to Faculty Centre from Quick Links. Click the 
Faculty Center link. 

 

2. Click the Deferred Final Exam Approval link. 
 

3. The DFE Approval Status defaults to Submitted. Click on the drop down to view additional Approval 
Status' options. Click the Approval Status list. 
 
There are other options available to refine the search criteria: 
 
Admin Review - The Exam office is reviewing the request 
Approved - Displays any previously approved DFE's 
Denied - Displays any previously denied DFE's 
Submitted - Displays any previously submitted DFE's regardless of status. 
 
Click the Submitted list item and press Search. 
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4. The same list of DFEs as the Task List display. Note the search criteria displays a grid of previously 
submitted DFE's including a code in the Reason for absence column that corresponds with the 
description. You can also use the lookup tool to search Reason for absence to specify a particular 
reason. Click anywhere on the desired DFE to view the details. Click the Desired link (e.g. Tracking 
Number 0000001435) 

 

5. Note the tracking number (e.g.0000001435), date and time submitted, last name, first name, student 
ID, Faculty and Primary Plan display. 
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6. Note the same information is displayed regardless of navigation (Task List or Faculty Centre): 
 
- Courses for the current term (e.g. Winter 2020) 
- The student selected course for the DFE Request (e.g. OBHR 317).  
- Reason for the absence (e.g. Domestic Affliction), etc. 
 
Scroll down for additional information. 

 
7. The same information is required on the DFE. (Student will have selected they have read and 

understand the application guidelines and confirmed the information submitted is true, complete and 
accurate.) 

8. Click the Approver Comment - Optional list to view the same list of optional Approver Comments. 
This is also the area where the faculty or staff can complete the approval process (Approve or 
Deny).  

 
9. To navigate back to the list of submitted DFE's use the Return to Search button at the bottom of the 

DFE. Click the Return to Search button. 
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10. To select another Approval Status type, click on the drop down and select another status.  
Additional search criteria allows a more robust search for previously submitted deferred exam 
requests.  For example, Last Name, First Name, Academic Group, Submission Date and Reason for 
absence can also be used as additional search criteria. 

 
11. Tip: To complete an audit, clear all Search Criteria and press Search. Click the Search button. 

 

 Please refer to the job aid and/or online learning for complete instructions on the Deferred Final 
Examination Approval Process to learn how to Approve and Deny a DFE on the Student 
Administration (PeopleSoft Campus Solutions) training website. 
End of Procedure. 

 


