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This guide explains how to how to request installment plan on student portal from the Student 

Information System (Classter). 
 
Step 1: In Classter Student portal, make sure you are on the term you want to apply the 
installment, after that click on “Requests” 
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Step 2: Click on Create new 

 
 

Step 3: You can see the two options available for this term, click on them to see the details 
of that option 

 
 

3. Click to see 
more details  
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Step 4: If you have a comment or a question, you can add it, and the finance department 
will check it 

 

Step 5: Choose the option you prefer 
Step 6: Click on Send 
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Step 7: After you click send, the portal will go back to the Requests page and your request 
will show up and its not editable, you can create a new one, but you can’t change on sent 
request. The Finance department will receive your request and either approve it or reject it. 
Please wait and check later the same page 
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Step 8: As shown below, the request has been Approved by Finance. 

 
 
 


