CHANGE OF
MATRICULATION
PROCESS




CHANGE MAT

WHAT IS CHANGEMAT?

Change of matriculation is the addition and/or cancellation of a
class and/or change of courses enrolled after a student has
officially registered.

Last day of Payment for this semester is September 30, 2021.

PROCESS

1. Offering unit enlists/cancels the student from the class.

2. Student locks the CoM Transaction (new module on student's
side). Note : Upon locking, CoM Transaction will automatically
queue for CoM.

3. Adviser post-advises the CoM Transaction (Change of Mat

Advising Module of the adviser). Note: Upon advising, the CoM

transaction will automatically queue for CoM Assessment

4. Home unit of the student assesses the CoM Transaction

(Change of Mat Assessment Module of College/Dept).
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PAYMENT & DEADLINE

Reminder
After paying, please encode your payment details via the same
module in CRS (settlement of outstanding transaction) by clicking
on the "Add Payment” button under this payment slip. This will
initiate the process of online payment validation. Your payment will
only be credited once it has been validated by the Cash Office
staff.

IF YOU DON'T NEED TO PAY:

1. CRS sets CoM Transaction as Paid.
2. No further actions needed.
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IF YOU NEED TO PAY:

1. Student generates payment slip via “Settlement of
Accountability Module” (students module).
2. Student pays the CoM transaction.
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