Student Manual Osiris Case

EC requests

Index

LS 7= 1 g o = T 1= o= [ R 2
2. The reqUESTE oMM ... ettt naeeeanernnnnnnnne 5
3. Your case is sUbMItted: ... 6
S 0 TN o o o =TT PP 8
5. POSSIDIE OUICOMES: .. ... e e e e e 8
6. IN-DEtWEEN MESSAGES: .. .o 14

June 30, 2024
Claire Vereecken, C.L.M.

Key-user Osiris Zaak



Student Manual Osiris Case

1. Starting a new case:
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To start a (new) case, go to the icon:
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Click on the arrow next to “Cases”

Use the + symbol to start the case:

ACTIVE CASES COMPLETED CASES
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This screen opens:

X  Start a new case

Choose a case type

oma, progres:

° Study program, examinations, diploma, BSA/study progress requirement
oma, progres:
BEPR graduation project, internship

° Postponement or resit due to short-term absence

Choose a case type:

Study program, examinations, diploma, BSA/study progress requirement:

Study program, examination, diploma, progress requirement

Bachelor students who want approval for the electives space in their degree program must do so by submitting a proposal in the PlanApp.
It may be that there are exceptions for your program or situation, in which case you have to submit a request via OSIRIS Case.

Check the possible exceptions in the education guide of your program.

You can check possibilities for other types of requests relating to the study program by starting this case.

Requests regarding internal double diploma can be submitted through the webform on the education guide.

BEP, graduation project, internship:

Final Bachelor / Graduation Master project and internship

Start this case if you have a request related to your final Bachelor project, MSc graduation project or internship

Postponement or resit due to short-term absence:

Postponement or resit due to short-term absence

Are there any special personal circumstances that make you want to request a solution for your midterm, final or other form of
examination?

Have you discussed this PC with the student dean and/or your study advisor? If so, also mention this in your request.

Start this case to see what the possibilities are.

PER article 8.7 (PER Ba), Article 5 (PER Ma)



X Start a new case

Choose one of the following cases

Bachelor students who want approval for the electives space in their degree program must do so by submitting a proposal in the PlanApp. It may be that there are
exceptions for your program or situation, in which case you have to submit a request via OSIRIS Case.
Check the possible exceptions in the education guide of your program

e Study program, examinations, diploma, BSA/study progress requirement

¥ou can check possibilities for other types of requests relating to the study program by starting this case.

Requests regarding internal double diploma can be submitted through the webform on the education guide.

e Test-/exam solution in case of personal circumstances

Choose the type of case that you need to file a request for.
In this chapter, we choose “Study program, examinations, diploma, BSA/study progress
requirement”. Click the case-field.

A fill-in form opens:

< Fill in form - Study program, examinations, diploma, BSA/study progress requirement

Request form Examination committee

Sy I e T © @ Menufacturing Systems Enginesring in Industrisl Enginsering (M)

(O Approve or modify BSc study programme

= reguest ab

() Approve or modify MSz (or pre-master) study programme:
(O All requests related to the transition from the old bachelor college to bachelor college 20 and affecting your progrem of study
(O Examinations (exemptions, extra attempts)

(O Pastpanement of degres certification

(O BSA/ study progress decision

O Other

Motivate your request (use the text bax below and use up 1o 1000 wards)* @)

BROWSE...

FDF. Maximum SME

SUBMIT




2. The request form:

Fill in form (check the * = required fields):

£ Fill in form - Study program, examination, diploma, progress reguirement

Reguest form Examination committee

O Applied Mathematics (B) O Applied Phyzics (B) O Industrial and Applied Mathematics (M)

If you only have one study program, the program is already indicated
—— (always check if this is the right program!). If you do more than one study
(O approve or madify BSe study program program, pick the program your request is about.
() approve or modify MSc (or pre-mester) study program
(O all requests related to the transition from the old bachelor college to bachelor college 2.0 end affecting your program of study
(O Examinations (sxemptions. exira ettempts)
(O Postponement of degree certification What is the request about: select the main category here, from there
O BSA / susdy progress deciskan on subcategories will be unfolded.
O other

Muotivate your request (use the text box below)* ﬂ

Write a clear and detailed motivation here. If
applicable, also indicate who supports your
request, what your situation is and what your new
program will look like, etc. A clear request makes it
easier for the EC to process.

o

If you think this is helpful for your case: please state when and with which
academic advisor you recently spoke and what you discussed globally.

If you think this is helpful for your case, enter the name of your personal tutor,

coach, teacher coach, here.
BROWSE...

POF, XLE, XLEX, DOC, DOCX, , Maximum SME

Please upload all the documents that you think will help the EC
decide over your case. You can upload up to 5 MB in PDF or
Excel-files only.

m 4/ Don't forget to submit !




If you press the “submit” button, a screen opens that tells you your case is submitted
successfully, and reminds you that in case you forgot to upload documents, you can ask the
EC secretary to re-open your case:

X Case started

ACTIVE CASES The case has been successfully submitted. The case has been created with the following details

Case number: 74896
Study

Applied Physics ‘You will receive another confirmation of this request at e-mail address: dummy@tue.nl

Case number: 74847 In case you forgot to upload documents, or you would like to add something to your request, please contact your examination committee by e-mail

‘You don't need to file a new request; the secretary of the EC can reverse your request so that you can complement and re-submit the request.

Applied Physics
2L & CLOSE
Case number: 74810

Please complete your request

.S‘Udyra ) ination, diploma, prog
A

3. Your case is submitted:

You receive an email in your mailbox, and in Osiris Student:
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You see new messages on your dashboard, and you can read or archive messages in the
messages-box of Osiris Student:

= Messages

INBOX

echnische Universiteit Eindhoven(noreply X
®m Tecnniscne b Einch oiy) 02052023
Examination committee: request received 08052023

Technische Universiteit Eindhoven(noreph)
Examination committee: request received

Z
. EINDHOVEN
= I U UNIVERSITY OF
TECHNOLOGY
B

Closing request after passing deadiine additional information

Dear Jan

Your request has been received in good order and you can expect a decision within 28 days.

At this time the request can still be withdrawn by clicking on the button ‘Withdraw case' in
QOsiris student. Once the milestone request 1akeninto consideratior has been set, this is ne.
longer possible. If a request is no longer applicable, an email can be sent to the examination
‘committee 1o withdraw the case.



WITHDRAN CASE

ACTIVECASES CoMPLETED CasES

Manufacturing Systems Engineering in Industrial Engineering

Stanazon 08052023
Started ore 8 May 2023

‘Study program, examinations, diploma, BSA/study progress requirement

overview DOCUMENTS & FORMS

Completed

Roquast s submited oeas2028

Tipeofcase
‘Study program, examinations, diploma, BSA/s1udy progress requirement

Once you submitted your case, your case will receive a case-number.

ACTIVE CASES COMPLETED CASES

Study program, examinations, diploma, BSA/study progress requirement
ing Systems Engineering in Industrizl i
Casenumber: 16487 Started on: 08-05-2023

ik

You can see the progress of your case in the “Overview”:

WITHDRAW CASE

Manufacturing Systems Engineering in Industrial Engineering
Casenumber: 16487
Started o 8 May 2023

Study program, examinations, diploma, BSA/s*ady progress requirement

OVERVIEW DQZUMENTS & FORMS

Praogress Completad

M Request is submitted. 08052023

Type of case
Study program, examinations, diploma, BSA/study progress requirement

You can still withdraw the case at this point.



You can find your request form and the forms you’'ve uploaded here:

'WITHDRAW CASE

Manufacturing Systems Engineering in Industrial Engineering

Study program, examinations, diploma, BSA/study progress requirement

OVERVIEW DOCUMENTS & FORMS

E REQUEST FORM STUDY PROGRAM

Documents on form

MOTIVATION AND TEACHER SUPFPORT.PDF

4. The process:

Your request is now with the EC secretary. The secretary will check if your request is
admissible and complete.

The response time is 28 working days, you can see the status of your request at the
milestones.

It is possible that the EC requires additional information, or that your request is rejected.
Your request may be processed by the Daily Board or receive a conditional decision.

You can find all of this in Osiris Case.

5. Possible outcomes:

Your request can’t be taken into consideration: you will receive an email/message, giving
you the reason why your request is closed.

Messages

INBOX ARCHIVE

Technische Universiteit Eindhoven(noreply) 30-06-2024
Examination Committee: request will not be taken into consideration (74896)

Technische Universiteit Eindhoven(noreply) 30-06-2024
Examination Committee: request received (74896)



Request will not be taken into consideration

Dear Floorije,

Your request with case number 74896 has been reviewed and will not be taken into consideration.
The request cannot be processed and the case will now be closed.

Explanation: This is not a request for the EC.

Shortcut to case: https:/ftueacc osiris-student nlizaken/74896

Your request is now archived in “Completed cases”:

L ACTIVE CASES COMPLETED CASES

Study program, examinations, diploma, BSA/study progress requirement
Manufacturing Systems Engineering in Industrial Engineering

Casenumber 16487 Completed on: 03-05-2023
& Closed

Your request is admissible:

After your request is submitted, and the EC secretary has accepted your request, your
request is labeled “pending”. This means that the secretary will check if more information
from your side is needed, or if advice from a third party is needed (e.g. teacher, teacher
coach, CSA, academic advisor, etc.) before your case will be placed on the agenda (Daily
Board or EC meeting, depending from the urgency).

ACTIVE CASES. COMPLETED CASES

Study program, examinations, diploma, BSA/study progress requirement

Started on: 08052023

OVERVIEW

[ OO L (N | DR

"
i

‘Study program, examinations, diploma, BSA/study progress requirement



Two possibilities:

a. Request for additional information
b. Your request is complete, you have to wait until a decision is taken

More information is needed:

You receive an email/message saying what information is still needed.

A deadline is set, you have 10 working days to complete the request, otherwise the request
will be closed.

TU/ e m=is

GoTo

Study program, examinations, diploma, BSA/study progress EDUCATION GUIDE

requirement
Manufacturing Systems Engineening in Industrial Engineering
Casenumber: 16313 Started on: 08-03-2023

Please complete your request U Deadline: 10-05-2023

Messages

Technische Universiteit Eindhaven(nareply) 08-03-2023
Examination committee: request for additional information

Read the message first, so that you know what to do:

EINDHOVEN
e UNIVERSITY OF
TECHNOLOGY

Request for additional information

Dear Jan,

Your request with case number 16513 has been found incomplete. You nead to complete
your reguest form. Please read the explanation below.

Explanation: Dear student, before | can place your request on the agenda, | need a written
support from your teacher coach. Please upload a pdf statement in your requestform.

Deadline: 10-05-2023

Shortcut to case: https://tueacc osiris-student nl/#/zaken/16513

Thisis an automatically sent e-mail and therefore not signed] It is not possibie to replyto this e-mail.

10



Complete your request form, or upload the requested document(s).

Open the case, then: open the request form. Add what is asked for. Then SUBMIT.

Manufacturing Systems Engineering in Industrial | ngineering

Casenumber: 16513
Started on: & May 2023

Study program, examinations, diplom 5, BSA/study progress requirement

A\ PLEASE COMPLETE YOUR REQUEST OVERVIEW DOCUMENTS & FORMS

Your request form is not complete and canncfl be processed iyet).
You have been notified of the missing data yfe email,
Complete the request form further with texjflin the metivation field) and/or upload missing documents.

Resubmit the request form. You have 5 weffking days to complete your request. If we derit receive additional infermaticn in time, your case will be closed.

E REQUEST FORM STUDY PROGRAM *

X Request form study program SAVE TEMPORARILY

(0) Examinations (exemptions, extra ettempts)
(O) Postponement of degree certification
() BSA / study progress decision

() Other

Students who want approval for their electives and who do not have the exceptions mentioned in the PER Ba article 3.7 can submit thair electives viz the PlanApp. Submit exceptions via Osins Case.

Please note: requests related to internal double diploma programs czn be submitted via this link.

Bachelor- Topic

@ Exemption from USE learning line wrajectory when following both teacher-training elective packages

() Transfer resuit from previous TU/e Bachelor's program for (intra-university) transfer students (art. 3.11, paragraph 5, PER B)
Course exemption(s) for students from external program (art. 3.11. paragraph 1. PER Ba)

(O Other requests regarding change or approval of Bachelor's program

You can upload as many documents as you
Consult article 3.7, paragraph 6, PER Ba from your program for more information via this fink. ||ke for a maximum of 5 MB

Motivate your request (use the text box below and use up to 1000 words)* ﬂ

3

Becsuse | didnt give a mativation | now asked for teacher suppart. You can find it in the uplosded document.

You can write all additions here, even if you wrote something here in the first place.

BROWSE...
-PDF, Maximum SMEB

MOTIVATION AND TEACHER SUPPORT.PDOF [=]

11



After you completed what is requested SAVE the adapted file:

BROWSE...

-PDF, Maximum 5MB

Attachment

MOTIVATION AND TEACHER SUPPORT.PDF 8

* Mandatorgfield

SAVE

And than SUBMIT:

Cases

Manufacturing Systems Engineering in industrial Engineering
Casenumber: 16513
Started on: 8 May 2023

Study program, examinations, diploma, BSA/study progress requirement

A\ PLEASE COMPLETE YOUR REQUEST OVERVIEW OCUMENTS & FORMS

SUBMIT

Explanztion

Your request form is not complete and cannot be processed (yet).

Your addition to the request is now submitted:

Cases

Manufacturing Systems Engineering in Industrial Engineering

Casenumber: 16513
Started orc § May 2023

Study program, examinations, diploma, BSA/study progress require

OVERVIEW

Progress

. Reguest is submitted.

. ‘Your request is pending.

. Addition to request is submitted.

Type of case
Study program, examinations, diploma, BSA/study progress reguirement

12



After the addition is submitted, you have to wait again. The EC secretary decides if your
request still needs some additional information from other parties, if the request is urgent and
needs to be handled by the Daily board, or if your request can be placed on the EC agenda.

Once a decision has been taken, you receive an email, and a message in Osiris Student
saying that a decision has been made:

ARCHIVE

1705208
Technische Universitet Eindhovenfroreph)
11052023 Examination committee: a decision has been made

08952123

TU/e B25-

08952123

08952123

number

Manufacturing Systems Enginecring in Industrial Engineering
pleted on: 17.052023

Mansfactiring Systems Enginasring n ncustrsl Enginern
Caserumber 16525 Campleted on: 11052023
Granted OVERVIEW DOCUMENTS & FORMS

Campieted on: 02052023
Closed R Requestis submitted. 17052023

17052023

B s cecision hedbeenmage Please check Documents and Forms for e decision leter. 17452023

aminations, diplom, BSA/study progress requirement

You can read the decision form in “Documents and Forms”:

ACTVECASES COMPLETED GASES

ions, diploma, BSA/study progress requirement
‘3in st Enginesring Manufacturing Systems Engineering in Industial Engineering
Completad on: 17-052023 17047
Grarsd

plnma“ ?:x::fz‘:;nqm requirement diploma, BSA/study progress requirement

13




Decision

In response to your rquest the examination committes has come to the following decision. Your request is:

Decision Granted Declined

de secretars heeft onder mandast s2n beslut genomen

Th the basis of which ation committes rezched s decizion are -optianally- included in the decision lstter

Youmay i the Appeals Board (CBE) six weeks of the date of the decision

Click here.

6. In-between messages:

If the secretary wants to reach you before a decision is made, he/she can send you a
message. You will find this message in your email and in Osiris Zaak:

Messages

TECHNOLOGY

@ Technische Universiteit Eindhoven(noreply) 19102023
Point of attention handling your request

& e e
Point of attention handling your request
[ ———— P
- Examination committee: request recelved
L]
N T ) P sortmessane
a2 Examination committee: request recelved
= - T o
T ) e S
a decision
N EET D) s
adecision We are processing your request with case number 11132.
P D) e Pleasepay atention o th foloing
lecision
Dear student, our EC chair is on a holiday. Therefore we can't proceed. Your request will be
(N T et o020 handled a bit later than expected. Sorry for the inconvenience.
decision
° Shortcut to case: https://tueacc.osiris-student.nl/#/zaken/11132
Technische Universieit Endhoven(noreply) 20092023
a decision
N D) 2omanzs
acion
[ Tarhnienha annoana

Messages

ﬂ INBOX ARCHIVE
® Technische Universiteit Eindhoven(noreply) 19-10-2023
pe Point of attention handling your request

Technische Universiteit Eindhoven(noreply) 19-10-2023
Point of attention handling your request

> ® Technische Universiteit Eindhoven(noreply) 12-10-2023
Examination committee: request received

® Technische Universiteit Eindhoven(noreply) 12-10-2023
- Examination committee: request received



Short message

We are processing your request with case number 11132,

Please pay attention to the following:

Dear student, our EC chair is on a holiday. Therefore we can't proceed. Your request will be
handled a bit later than expected. Sorry for the inconvenience.

Shortcut to case: https://tueacc.osiris-student.nl/#/zaken/11132

Thisis anautomatically sent e-mail and therefore not signed. It is not possibleto replyto this e-mail.

The Dashboard shows all the cases that need attention and all the messages that aren’t
archived yet:

EINDHOVEN
I U e UNIVERSITY OF
TECHNOLOGY

GoTo

Study program, examination, diploma, progress EDUCATION GUIDE

requirement
Applied Physics
Messages Case number: 74810 Started on: 30-06-2024

Please complete your ©  Deadline: 12:07-2024

Enrol request

Course catalogue i ]
Study program, examination, diploma, progress

requirement
Applied Physics
Case number: 74732 Started on: 29-06-2024

Please complete your ©  Deadline: 12:07-2024
request

Messages

Technische Universiteit Eindhoven(noreply) ~ 30-06-2024
Examination Committee: point of attention
regarding your request (74421)

Technische Universiteit Eindhoven(noreply) ~ 30-06-2024
Examination Committee: request received (74896)

Messages that are read can be archived by using this button:

= Messages

Home ARCHIVE

Grades
Technische Universiteit Eindhoven(noreply) 30-06-2024
Examination Committee: point of attention regarding your request (74421) 30-06-2024
‘Technische Universiteit Eindhoven(noreply)

30062024 Examination Committee: point of attention regarding your request (74421)

Progress

[«

Technische Universiteit Eindhoven(noreply)
Examination Committee: request will not be taken into consideration (74896)
Messages

30-06-2024

Technische Universiteit Eindhoven(noreply)

Examination Committee: request received (74896) EINDHOVEN
I U e UNIVERSITY OF
TECHNOLOGY

Technische Universiteit Eindhoven(noreply) 30062024
Examination Committee: request for additional information (74810) y
Notes
e Technische Universiteit Eindhoven(noreply) 30062024

Examination Committee: request received (74847)
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