Submitting English Requirement Confirmation Manual

1. Go to INU Portal website and log in

2. Click on Academic Administration button

O
menu.

On the homepage, locate and click the “Academic Administration” tab in the top
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3. Click Graduation

O

From the dropdown menu under “Academic Administration,” select “Graduation.”
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4. Click Certificate Registration (stdnt)

o On the Graduation page, find and click “Click Certificate Registration (stdnt)” from
the list of options.
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5. Click Add to put in your certificate info and click Save to submit
o On the “Foreign Language Qualification Registration” page, click the “Add” button
to enter your certificate details. After filling in the information, click “Save” to

submit your request.
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(*) These first 5 steps are for student’s language certificate upload (not the final language
certificate for graduation requirement)

(*) After you finish uploading student’s language certificate the below steps are for the final
language certificate for graduation requirement



Click Confirmation of English Requirement

O
from the list of options.

On the Graduation page, find and click “Confirmation of English Requirement”
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Click Add to put in your certificate info and click Foreign Language Certificate to

choose the student’s language certificate

O

On the “Confirmation of English Requirement” page, click the “Add” button to

enter your certificate details.Then click “Foreign Language Certificate” to choose
the student’s language certificate (which has already been uploaded in the first 5

steps)
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o

Click “MEH4” to choose the student’s language certificate (which has already been

uploaded in the first 5 steps)
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