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1. 电脑端提交 Submission on PC 

1.1 登录系统 Login the UIC Portal 

通过浏览器（推荐 Chrome, Firefox），访问 UIC Portal https://portal.uic.edu.cn 

 Visit UIC Portal at https://portal.uic.edu.cn (recommended browsers: Chrome/Firefox). 

(1) 输入你的 UIC 电子账号 (例如: m712345678) 
Enter your UIC username (for example: 
m712345678) 

 

(2) 输入你的 UIC 电子账号密码 
Enter your UIC password 

(3) 点击”登录” 

Click “Sign in” 

 

 

 

1.2 搜索”缓考申请表单” Search for the “Application Form for Make-up Examination” 

在页面下端“服务中心”区域找到“教务处”，点击进入“缓考申请”。 
Click “AR” under “Services Center”, then click “Application Form-Make-up Examination”. 
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1.3 填写申请表单 Fill in the Application Form 

(1) 填写表单信息（带星号的区域为必填项），然后点击“Submit” 提交申请。提交申请后，系统会

自动生成申请编号，确认已收到你的申请。 

Please fill in all mandatory information (those fields marked with a red asterisk * is mandatory), then 

click “Submit” to complete your application. An application reference number will be generated after 

your submission to acknowledge receipt of your application. 

必填项 Mandatory information 

 课程号码、课程名称、班号(例如: 1001) 

Course Code, Course Title, Course Section Number (CSN) (e.g. 1001) 

 申请缓考原因类别 

Type of Reason for applying for make-up examination(s) 

 申请缓考详细原因 

Detailed reason 

 证明文件 

Supporting document 

 声明 

Declaration 

(2) 注意：如只点击“Save”则表单仅为草稿状态，仍未提交。 

If you click “Save”, your application is saved in the system as a draft only. It is NOT yet submitted. 

(3)  同一张表单可以申请 1 门或多门科目。 

You can apply for make-up examination for a course or multiple courses in one form. 

(4) 请在指定时间内使用在线电子表单提交申请。不接受纸质申请表或逾期申请。 

Please submit your application via UIC portal within the stipulated period. Late or paper application 

will not be entertained. 
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1.4  查看审批结果 Announcement of Result 

(1) 当申请被批准或拒绝，会有电子邮件通知你。 

         Email notification will be sent to you once your application is approved or rejected.  

(2) 你亦可以在 UIC Portal 內的“服务中心”-“我的申请”中查看审批结果。 

Alternatively, you may check the result under “My application” in the “Services Center” of UIC 
Portal. 

(3) 一般情况下，缓考申请审批结果安排在公布考试成绩前发布，请耐心等待。 

Under normal circumstances, the College will announce your application result before grade 
release. Please wait patiently. 

(4) 注意：若系统显示你的申请为“驳回”，请仔细阅读表单中的具体意见，按指示补充信息/文件

后，重新提交申请。 

If your application is “rejected”, please check the detailed feedback in the system, follow the 
guidelines to prepare the necessary information/document, and re-submit your application. 
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2. 手机端功能 View your Application Results using Mobile Devices 

手机端仅支持浏览功能，不能在线提交申请。 

You cannot apply for make-up examination via mobile devices. However, you can view the application results 
using your phone or iPad.  

 

手机等移动端设备请通过“企业微信 APP”登录 Please login your “WeCom” via mobile devices: 

(1) 点击进入“工作台”Click “Workspace” 

(2) 然后进入“流程中心”Enter “Services Center” 

(3) 在“我的请求”查看已提交申请的状态 Click “My Request” to check the status of your application. 
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