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1.Access to FénixEdu Portal

Absence justifications must be submitted only through the FénixEdu Portal in digital format.

Students must log in using valid credentials.
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https://fenix.ff.ulisboa.pt/

If you have forgotten your login credentials:

1. Go tothe Edu@Ulisboa.pt Account Recovery Page.

Enter your Edu account username or the email address you used to create the
account. Then click 'Reset Password'.

USERNAME OR PERSONAL EMAIL ADDRESS

RECOVER
PASSWORD

RESET PASSWORD

User/Personal email

. I'm not a robod L3

reCAPTCHA
Privacy - Tenns

3. You will receive an email at the address you used to create your ULisboa account with
instructions to set a new password.
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2.Attendance and Absences

Master’s students Programmes (2nd Cycle) are required to comply with attendance rules, as

established in the Master's Degree Regulations (PT):

e Attendance is tracked by the lecturers during every class. Student attendance at
practical classes is mandatory, and students will fail if their attendance is below 2/3 of
the classes held.

e Student attendance at laboratory classes is mandatory, and students will fail if their

attendance is below 2/3 of the classes held.
Absences from practical and laboratory classes must always be properly justified.

In case of absences or any other valid reasons for not attending, students must submit the

corresponding justification through the Fénix Portal to the Academic Office.

Students benefiting from any of the Special Statutes established by law remain subject to the

current rules on attendance and assessment. The Special Statute includes, specifically:

e Religious practitioners

e Student mothers and fathers, pregnant women, women who have recently given birth
and nursing mothers

e Students with special educational needs

e Military students

e Student leaders of higher education

e Student-worker

e Firefighters

e Student-athlete

For more information, please visit the Special Statutes section on the FFUL website.
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3.Submitting an Absence Justification

Absence requests must be submitted exclusively in digital format through the Fénix Portal

within 5 business days.

To justify absences, you must:

1. After logging in, go to the “myFenix” tab, then under “Services,” click on
“Requisitions” and finally select “Create.”:

% R Student Candidate
Communication . . -
myFenix > Services > Requisitions
Services
£ Calendar q
£ Surveys
£ Reguisitions
© Create
£ Online Documents
Personal Info Requisitions to Show (D * All * Mine
Year * 2025
Requisition Type

Others

2. Inthe next tab, select the appropriate type of request and choose the corresponding

Master’s Programme:

% ';fﬁgi Student Candidate

Communication . . L
myFenix > Services > Requisitions

Services

Create Requisition

£ Calendar
£ Surveys
£ Requisitions

=22 Online Documents Requisition Type * Justification of Absences (Z

Personal Info

e

Registration * [6267] Bologna Master Degree in Laboratory Medicine [Regi

3. Absence justification requests must include the reason, date/time, and the course unit

(UC) in question. These details should be entered in the 'Request':
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Monitorizacdgo | &4 Request | % Documentos

©  Field "Please provide the reason, the day (day/month/year), the curricular unit and the shift you want to justify:" is required.

¥

Please provide the reason, the day (day/menth/year), the curricular unit and the shift you want to justify: *

4.  After filling out the request with the required information, you must submit the
corresponding justification or proof of absence in the 'Documents':

Monitorizacdo Request s Documentos

@ Itis required to submit the following documents: Comprovativo de Justificacdo de Falta

Comprovativo de Justificacao de Falta

Max Size 2048 KB with extension: jpg jpeg png pdf

Upload «

No results were found

NOTE: Documents up to 2 MB in PDF or image format are accepted. Students can always

submit a ZIP file.
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5. After filling out all the sections, click on 'Submit Request':

Details Operations

# Submit Request
Person I I

Anular Pedido

Type Justification of Absences (2nd Cycle)

State Submissdo de Documentos (22/04/25 12:17)

6. The request will be reviewed by the Academic Office and forwarded to the Responsible
Lecturer.
7. Atany time, the student can check the status of their request in the 'Monitoring' tab:

Y

o

2nd Cyele validation

No Yes
4

)

Error: 2nd cycle students only Submissao de Documentos

Anulado Academic Services Validation

Requerimento em Corregio Pedido Recusado Forwarded to the Head of the Course

8. Once the request is approved, students will receive an automatic notification from
the Fénix Portal confirming the approval.
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4. Absence Justifications — Lecturer Point of
View

After being reviewed by the Academic Office, the Responsible Lecturer will receive a notification

through the Portal FénixEdu or an email prompting them to review the student's absence

justification request:

Carofa) Professor(a),

Informamos que recebemos um pedido de justificagao de faltas do(a) estudante | ¢ - 1 =st2do Bolonha em Qualidade Alimentar e satde.
Segue a Informacao dos Servigos:

Estudante justifica falta: Consulta médica - 03 de janeiro de 2025 - Préticas Laboratoriais Integradas

Ajustificagao da falta esta disponivel na sua area de docente em

Pessoal» > Senicos» > Requerimentos » Justificagio de Faltas,

Deve selecionar a opgao “Todos" e em pesquisar para visualizar o requerimento.

Com os melhores cumprimentos,
Area Académica

Dear Teacher,

Please be advised that we have received a request for justification of absences from student || EEESSSSS - 5o'osna Master Degree in Food Quality and Health.
Below is the Information from the Services:

Estudante justifica falta: Consulta médica - 03 de janeiro de 2025 - Praticas Laboratoriais Integradas

The justification for absence is available in your teacher area under.

staff* Services “ Applications " Absence Justification,
You must select the *All’ option and click on search to view the request.

Best regards,
Academic Office

To access the request, the Lecturer must:

1. Go tothe " myFenix" tab, then under "Services," click on " Requisitions" and select "All" in
the search filter:

% '{.‘Fﬁg_{? Teacher Candidate

Communication . . .
myFenix > Services > Requisitions

Services

Requisitions

£ Calendar
i Surveys

£ Requisitions

© Create
£i2 Online Documents
Personal Info Requisitions to Show (0 * e Al Mine Others
Year * 2025

Reqguisition Type
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2. Click "Search" to see students' absence requests and their justifications.

Requisition Type Person Number Urgency State Last Modification v Degree

Justification of Absences (2nd Cycle) : J-FALTAS 2° ciclo /2 No Forwarded to the Head of the Course 22/04/2512:46 72836 - Bologna Master...tory Medicine (6267)

If you have any questions, feel free to contact the Postgraduate Studies Office at any time
via email: mestrados@ff.ulisboa.pt
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