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Introduction 
This user guide will assist the student to login to the Student Portal to raise an 

assessment concessions request.  It will also guide the students on how to view their 

Concessions Letter.  

Very Important System Notice 

When entering the student portal, ensure that the Registrations page is fully loaded 

before you navigate to any other section on the portal.  The Registrations page 

receives real time information from SUNStudent, and it takes a while to load. Please 

be patient and wait until all the relevant registration information is displayed on the 

page. If you do not wait and navigate to the Academics section too soon, you will not 

be able to do transactions on the portal.  This is not a system error. The data 

download must be completed before you can proceed.  
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 IMPORTANT INFORMATION TO STUDENT 

1. Have the following documents ready in one 

combined pdf format before you complete this 

application:  

• All the medical/psychological reports you want 

to submit must be combined into one 

document including the Practitioner’s Form (this 

form is also under Test / Exams where you 

found this Student Guide – How to raise an 

assessment concession and view the 

Concessions Letter). 

•  Please upload your matric certificate  or SU 

results if you are an existing student with the 

other required documents when you apply for 

concessions. 

 

2. If you change your programme during the year, 

inform us immediately to ensure that your 

concessions are reflected in your new 

programme. Email concessions@sun.ac.za with 

your new registration letter. 

mailto:concessions@sun.ac.za
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3. Code of Responsibility:  For students  
The Disability Unit engages students and the role-players during their academics. Once we have 

met and decided on a way forward regarding academic work, residence support, assistive 

technology use and whatever support is required, the decisions are binding. It is important that 

students adhere to binding decisions made about their support as there are human and financial 

implications. The information below is very important for effective management of student 

support: 

3.1 As a student, you must adhere to the academic support as decided between you and the 

Disability Unit staff member that you worked with. 

3.2 Note that the Disability Unit staff members often must collaborate with staff members to 

ensure that your concessions are appropriately applied.  Only relevant information that will assist 

in applying the concession will be shared. Such staff could be your invigilators, lecturers, staff 

assisting with assistive technology, the Assessments Office, Facilities Management depending 

on the context. We work together as a network. 

3.3 Any decision we make is binding and impacts on the network of support you receive.  

3.4 Should anything change such as you no longer need extra time, your use of computer 

changes, use of a separate venue changes, you cannot take up your place in a residence, you 

are de-registering from a subject or changing your course and you are being supported by a 

Disability Unit staff member, you have to inform the relevant staff member immediately. 

3.5 If a student decides not to take up the separate venue, reader or scribe support that has 

been arranged for a test or exam/assessment, inform your lecturer immediately. These 

arrangements need extra resources at extra costs and if you do not show up or decide not to do 

the assessment, the person who would have been assigned to invigilate in the separate venue, 

the scribe or reader, still must be paid.  

 

3.6 If you have any uncertainties,  contact disability@sun.ac.za or concessions@sun.ac.za, or 

the Disability Unit staff member who you work with directly for the necessary guidance. 

 

 

 

 

mailto:disability@sun.ac.za
mailto:concessions@sun.ac.za
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Process 1: How to login to Student Portal 
STEP 1: In your web browser, go to https://student.sun.ac.za/ and Click on the Student Icon 

 

 

 

STEP 2: Complete Student Login details and select Login. 

 

This completes this Process on How login to Student Portal.  

 

 

 

https://student.sun.ac.za/
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Process 2: How to raise an Assessment 
Concession request 
STEP 1 & 2: On the Navigation panel select Request and then select All Request 

 

 

STEP 3: On the All Request screen click on Raise request 
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How to raise an Exam Concession request continue 

 

STEP 4: On the Raise Request screen click on Exam Concession Request 

 

 

STEP 5 & 6: On the Exam Concession screen give a reason for request and then Click on Fill 

Exam concession form. 
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How to raise an Assessment Concession request continue. 

STEP 7 – 9: Complete the form each question must be answered.  You can scroll up and 

down to ensure you complete all required questions. On the bottom ensure that you select 

the Radio button Yes to give permission that data can be shared in regards of your request.  

When completed click on Submit Form 

 

 

Note:  You will receive a pop-up message indicating transaction completed 

successfully 
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How to raise an Assessment Concession request continue 

 

STEP 10: After submitting the form, you will revert back to the Exam Concession Request tab.  

Click on the Upload and Submit button. 

 

 

STEP 11: The documents screen opens click on Upload 
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How to raise an Exam Concession request continue 

 

STEP 12 - 15:     Once you open the Document Details give your document a name under 

Document Name, then click Upload to select your file in Step 14. Then select your file and 

click Open to upload your file.   

 

 

 

STEP 16: When document is uploaded click on Save. 
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How to raise an Assessment Concession request continue 

 

STEP 17: You will be reverting to the Voluntary Documents Screen.  You will see the file you 

have uploaded. Click on submit. 

 

Note: All documents must be combined into one pdf document before uploading. 

 

Note:  You will receive a pop-up message indicating transaction completed 

successfully 

 

 

 

 

This completes this Process on How to raise an Assessment Concessions request on the 

student portal.  
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Process 3: How to access your Concession 
Letter on the student portal 
STEP 1 & 2: On the Navigation panel select Request and then select All Requests 

 

 

STEP 3: On this screen select Request Category and on dropdown, select Exam Related. 
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How to access your Concession Letter on the student portal. 

 

STEP 4: Select Search 
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STEP 5: In the search result find the column called Approval Letter.  Click on the hyperlink to 

open the concessions letter in pdf. 

 

 

This completes this Process on How to access your concessions letter on the student 

portal.  

  

 


