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Introduction

From March onwards, students of UFOP's graduate programs, will be able to

make their own enrollment request through the MinhaUFOP Portal, in addition to other

requests that were previously made through a hard copy and delivered to the course

bureau.

This implementation of online/ digital procedures represents a major institutional

advance in terms of the accuracy and timeliness of the graduate academic records, from

the admission to graduation, as regulated by CEPE Resolution number 8.039/2020.

Two requests are already implemented in MinhaUFOP and available to graduate

students for the longest time. They are: graduation certificate issuing and graduation

certificate re-issuing.

The tutorial we present, however, is intended for the new applications available

and should be used as a guideline for filing and following up on your requests.
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Guidelines

To file the requests, access the student area in the MinhaUFOP Portal.

There will be a list with the available requirements in the option: Pesquisa e

Pós-Graduação (which means Research and Graduate) > Protocolização de

Requerimento Pós-Graduação (which means Graduation Request Filing), as shows

the following image:

From the list of applications available in the Portal, only those that, at this

moment, have the application requests fulfilled are enabled.

The Graduate Studies Academic Calendar will establish the deadlines for

filing applications, its analysis and final dispatch by the advisors and coordinators

(CUNI Resolution).

The protocolization of a request does not imply its immediate approval, but that

it was forwarded to the person responsible for its analysis. All requests should be

followed up on the MinhaUFOP Portal, option Acompanhamento de Requerimento

(which means Following up a Request), or by institutional email, until the final

dispatch, which may be to approve or reject the request.

The Academic Registry System only "interacts" with institutional email

addresses, for both teachers and students.
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Automatic messages will be forwarded to these institutional email addresses.

Once a request is approved, its academic record will be automatically updated.

Course Enrollment Request

Select the Matrícula em Disciplina (which means Course Enrollment)

request and click Avançar (which means next).

On the next page, the available enrollment options will be displayed. After

selecting them, click on Protocolizar (which means Protocolize).

After clicking the Protocolizar button, the system will display a message with

the text:
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“Somente após o deferimento deste requerimento, você será matriculado nas

disciplinas selecionadas" (which means Only after the approval of this request you

will be enrolled in the selected courses) "Confirma a protocolização?”(Which means

Do you confirm the protocolization?).
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It is necessary to press the OK button, in order to effectively protocol the

request.

If your desired subjects have a timetable conflict, the system will show an error

message and inform you which subjects are in conflict and will not allow you to

protocolize the request.

If there is no timetable conflict, the system will inform you of the request

protocolization.
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As informed above, you should keep track of the progress of your request

accessing the option: Acompanhamento de Requerimento da Pós-Graduação (which

means "Graduate Request Follow-up"), in your student area in the MinhaUFOP Portal.

In addition, the system will send you an automatic email with information

regarding the request filed:
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As already informed, the student's supervisor must analyze their enrollment

requests.

Enrollment Change Request

“ 8.1.1. The student, in agreement with his supervisor, may request to the

Program Academic Body, by means of a request in the portal "Minha UFOP", the

adjustment or change of their enrollment, excluding courses in which he is enrolled

and/or including new courses, before one quarter (25%) of the total number of

scheduled classes has elapsed.”

Deadline: before 25% of the total scheduled classes have elapsed.

After one quarter of the total number of classes, it will no longer be possible for a

student to obtain a minimum compulsory attendance of 75%, even if he or she attends

all the classes after this deadline.

Reminder:

“ 10.7. Any student who falls into any of the following situations will be

automatically dismissed from the course: ...”
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“... 10.7.2. Get an attendance lower than 75% in any subject”

You must access at MinhaUFOP the option Pesquisa e Pós-Graduação (which

means Research and Graduate) > Protocolização de Requerimento Pós-Graduação

(which means Post-Graduation Request Protocolization), select the request Alteração

de Matrícula (which means Change of Enrollment) and click Avançar (which means

Next).
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You can select subjects which enrollment you want to delete or add. Click in

“protocolizar” (which means protocolize).

If there is a timetable conflict in the request, the system will return the error

message:
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If your request does not have any restrictions, when you click on protocolize, the

system will return the confirmation message, according to the image:

After that, you will receive an automatic email from the system with your form's

information:

The student's supervisor must give their approval on the student's enrollment

application(s).

After the supervisor's analysis and approval, the Academic Body/coordinator

will analyze the request and issue a final decision on the request(s) for enrollment

change.
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Withdraw from one or more courses Request

“ 8.1.2. The student may request to the Program Academic Body, by means of a

request in the portal “Minha UFOP”, the withdrawal from one or more courses, in

agreement with his supervisor, within the first quarter (25%) of the total number of

scheduled classes. If the student is enrolled in only one subject, the withdrawal from it

will imply automatically the enrollment in the activity "Special Task - Elaboration of

Thesis or Dissertation".

“ 8.1.3. It will only be granted one withdraw from the same course.”

Deadline: before 25% of the total scheduled classes have elapsed.

Select the Trancamento de Matrícula em uma ou mais disciplinas request

(which means withdraw from one or more courses) and click Avançar (which

means next).
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Select the courses from which you want to withdraw and click on Protocolizar

(which means protocolize).

If the student is enrolled in only one course and protocolize the withdraw from

it, the system will display the following message on the screen:

“Seu requerimento foi protocolizado. Caso seja deferido pelo coordenador de

seu curso, você será automaticamente vinculado à Tarefa Especial – Elaboração de

Tese/Dissertação (which means Your requirement was protocolized. If approved by

your program coordinator, you will automatically be enrolled in the Special Task -

Elaboration of Thesis or Dissertation)”.
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After selecting the request, when clicking “protocolizar “ (which means

protocolize) the system will return the confirmation message, according to the image:

After that, you will receive an automatic email from the system with your form's

information.

The student's supervisor must give their approval on the student's withdrawal

application(s) from one or more courses.
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According to the item of the Resolution, it is the Academic Body/coordinator's

responsibility to make the final decision on the request(s) for the withdrawal from one

or more courses, after the student's supervisor(s) have given their opinion.

Leave of Absence Request

“ 8.1.4. The Program Academic Body may grant the student a Leave of Absence

upon relevant reasons duly proven within the first quarter (25%) of the total number of

scheduled classes. In this case the student withdraws from the whole semester and it

can only be granted once for each student enrolled in the Program.”

Deadline: before 25% of the total scheduled classes have elapsed.

Select the Trancamento Total de Matrícula form (which means Leave of

Absence) and click on Avançar (which means next).
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On the next screen, there is a mandatory field to be filled in with the justification

for your request and you can upload a file with the supporting documentation.

After filling the form, when clicking protocolize the system will return the

confirmation message, according to the image:
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You will receive an automatic email from the system with your form's

information.

It is the Academic Body/coordinator's responsibility to dispatch the request(s)

for the Leave of Absence.

Leave of Absence for reasons of force majeure Request

“ 8.1.5. For reasons of force majeure, duly proven, the student may request the

Leave of Absence after the established deadline, which will be analyzed and deliberated

by the Program Academic Body.”
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You should select the Trancamento Total de Matrícula form (which means

Leave of Absence) and click on Avançar (which means next).

On the next screen, there is a mandatory field to be filled in with the

justification for your request and you must obligatorily upload a file with the

supporting documentation.
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After filing the form, when clicking “protocolizar” (which means to protocolize)

the system will return the confirmation message, according to the image:

You will receive an automatic email from the system with your form's

information.

It is the Academic Body/coordinator's responsibility to dispatch the request(s)

for the Leave of Absence for reasons of force majeure.
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Enrollment in a non-curricular course Request

“ 8.3. With the supervisor's consent, the student may enroll in graduate courses

that are not part of his/her course curriculum, at UFOP or at other institutions whose

Programs are recommended by CAPES.

8.3.1. The course taken will be considered optional and the corresponding

course load and credits will appear on the respective academic record.”

Important:

Considering vacancies in courses belonging to other programs, notice that

their regular students will have priority for enrollment while your application will

be analyzed and receive a final dispatch from the coordinators of those programs.

Select the Matrícula em Disciplina não integrante do currículo do curso

request (which means enrollment in a non-curricular course) and click Avançar

(which means next).
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On the next screen, select the program to which the course(s) you want to enroll

in belong(s).

Select the courses and click on Protocolizar (which means protocolize).

If there is a timetable conflict, the system will return the error message:
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After filling the form, when clicking protocolize the system will return the

confirmation message, according to the image:

After that, you will receive an automatic email from the system with your form's

information.

According to the item of the Resolution, The student's supervisor must give their

approval on the student's non-curricular course enrollment application(s).
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If the opinion is favorable, the request will be forwarded to the coordinator of

the course to which the subject belongs, so that he or she can issue an order granting or

rejecting the request.

Enrollment in Special Task Request

“ 10.10. During the phase of thesis, dissertation or equivalent work elaboration,

until its defense, the student who is not enrolled in curricular subjects must enroll every

semester in the activity "Special Task - elaboration of thesis, dissertation or equivalent

work", without credits.”

Very Important:

The enrollment in Special Task is essential if you are not enrolled in courses,

according to item 8.2 of CEPE's Resolution º 8.039/2020:

“Students who do not update their registration for an academic semester will

be considered to have given up, with the consequent opening of a vacancy. In that

case, the Collegiate will provide the student's dismissal in the system, according to the

procedure established in complementary rules.”

That way, if the student is not enrolled in any courses or teaching internship in

that academic semester, they must enroll in Special Task - Elaboration of a Thesis or

Dissertation.

Select the Vinculação em Tarefa Especial – Elaboração de Tese/Dissertação

(which means Enrollment in Special Task - Elaboration of a Thesis or Dissertation)

requirement and click on Protocolizar (which means protocolize).
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After filling the form, when clicking “Protocolizar” protocolize the system will

return the confirmation message, according to the image:

After that, you will receive an automatic email from the system with your form's

information.

The advisor must give their approval on his/her student's enrollment in Special

Task, considering it as a subject enrollment.

Course or Credits Transfer Request

“ 10.3. The requests for transferring credits from courses taken in other

programs must be analyzed and approved by the Academic Body.

10.3.1. The maximum amount of credits taken cannot exceed 50% of the total

course requirements, except for network programs.”
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Select the Aproveitamento de Estudos request (which means Course/Credits

Transfer) and click on Avançar (which means next).

The request can be for courses taken at UFOP, for example, as an isolated

course, or in other institutions that must have equivalent subjects in any course at

UFOP.

If the activity taken at another institution has no equivalent at UFOP, but the

collegiate understands that it can be considered for the student, the Concession of

Credits (there is no application for this type of request) must be used in these cases, and

not the Course or Credits Transfer.

(The Credits Concession approved by the Academic Body must have its registration continued

by the Course's Office.)



MINISTÉRIO DA EDUCAÇÃO
Universidade Federal de Ouro Preto

Dean of Research, Graduate Studies and Innovation Office

Attach a file with supporting documentation of the course taken at UFOP

(academic transcript, statement of isolated course) from which you are requesting to

transfer the credits. If the file is not attached, the system will not allow the request

protocolization.
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After filling the form, when clicking protocolize the system will return the

confirmation message, according to the image:
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For courses taken at other institutions for which UFOP has an equivalent in any

program, you must select the course(s) in the combo and attach its syllabus, so the

Academic Body can analyze the request.

After filling the form, when clicking protocolize the system will return the

confirmation message.
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You will receive an automatic email from the system with your form's

information.

After the protocolization, the request will be forwarded to the Academic Body,

as specified in the resolution.

Do not forget:

The protocolization of a request does not mean immediate approval of the request,
but that it was forwarded to the person responsible for its analysis and that all
requests should be followed up on the MinhaUFOPPortal, option
Acompanhamento de Requerimento (which means Following up a Request), or by
institutional email, until the final dispatch, which may be to approve or reject the
request.


