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Overview

 The main objective of this presentation is to show the 

German Year (GY) outgoing applications flow in the 

MyGJU portal [1, 2] from the administrators perspective.

 The following features will be covered:

 User roles & responsibilities

 GY calendar management

 Host universities and majors management

 Language certificates approval

 Outgoing applications management

 ToR and GY courses management

 Viewing the GY outgoing applications by registrars

 Defining GY prerequisite courses in the study plans by registrars

 Posting the GY courses to the students transcripts by registrars
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User Roles Management

 Several users have stake in the GY flow such as: students, IO employees, OIL 

employees, GLC employees, exchange coordinators, registrars, chairs, and 

deans.

 Therefore, additional user roles were introduced to MyGJU to support the GY 

flow. The new user roles are: IO User, OIL User, and GLC User.

 All roles are managed by the ISTC admin via the MyGJU Registration Admin 

[3] and are granted/revoked upon request from the related entities.
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User Responsibilities
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GY Outgoing Application

Manage 

Calendar 

Periods

- Manage Host 

Universities

- Assign 

Majors to 

Host 

Universities

Upload 

B1 and/or B2

Certificates

(see [4] for 

details)

Review

B1 and/or B2

Certificates

- Add 

application

- Select 

partner or 

wish host 

university

- Upload 

learning 

agreement

(see [4] for 

details)

- Request 

student 

action

- Request 

coordinator 

action

- Approve 

language 

courses

- Assign host

university

- Upload 

signed 

learning 

agreement

- Approve 

application

- Approve 

requisite 

courses

- Approve 

field 

training

Approve 

learning 

agreement

- Upload and 

management 

of Transcript

of Records 

(ToR) & GY

courses

IO User Yes Yes Yes Yes

Student Yes Yes

GLC User Yes

Exchange 

Coordinator

Yes Yes Yes

Chair/Dean Yes Yes
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Calendar Management by IO User
 An IO User can now manage the calendar periods that are related to the GY outgoing applications flow.

 For example, the IO user can define the GY Outgoing Applications Submission period and the GY 

Outgoing Applications Approval period.

 Students who did not apply before may submit new outgoing applications during the GY Outgoing 

Applications Submission period.

 Administrators can process the submitted applications during the GY Outgoing Applications Approval

period.
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1. Select period(s)

2. Enter From/To Dates

for each period

3. Click the Save button

Setup Steps
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Host Universities and Majors 

Management by IO User (1)
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 An IO User can also manage (add, edit, view, and delete) the partner host universities 

as well as assign majors to any university (after selecting it in the table above).
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Host Universities and Majors 

Management by IO User (2)
 The screen below shows how a host university may be added to the GY host universities list in the 

previous slide (you can reach this screen by clicking the Add or Edit -in case of edit- button in the 

screen in the previous slide).
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Save your changes when done!
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Host Universities and Majors 

Management by IO User (3)

 The screen below can be used to associate a host university with majors (you can reach 

this screen by clicking the Majors button in the screen in slide 6)
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Click the Add button to associate more majors with Berlin University

The already assigned majors to Berlin University

University Computerization Project Team



Host Universities and Majors 

Management by IO User (4)
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1. Select the filtering criteria to find the majors to be associated with 

the selected host university in the previous slide

2. Click the Search button to find the desired majors, if any3. Select the desired majors to add

Click the Add button to associate the selected majors with the host university
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Language B1/B2 Certificates

Approval by GLC User (1)
 A GLC User may view all 

submitted (by students, see 

[4]) B1/B2 certificates for 

review, approval, rejection, 

or return.

 Return a certificate, if you 

need the student to modify 

anything

 Reject it, if something is 

wrong

 Approve it, if all is fine.
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1. Select the certificate 

to review

2.   Click the Review button

University Computerization Project Team



Language B1/B2 Certificates

Approval by GLC User (2)
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Add note here for student, if needed

Click the button of the desired decision
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GY Outgoing Applications Management

 A student can submit a GY outgoing application during the submission period, 

only if he/she is eligible to apply for the GY (see [4])

 The system automatically checks if the student is eligible to apply for the GY 

based on the student’s registration records (see [4])

 During the approval period, the IO User checks if the student completed the 

language requirements (i.e., language courses and B1 certificate completion)

 Then, the IO User asks the exchange coordinators to verify if the students 

fulfilled the prerequisite courses and field training (if any) requirements

 The students are then given the option to select five wish host universities or a 

partner student 

 The IO User assigns each student to a host university

 Later on, the students are asked to upload their learning agreements for approval 

by their schools

 The IO User then uploads the approved and signed learning agreement

 If all is fine, the IO User approves the application
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GY Outgoing Applications 

Management by IO User (1)
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1. Select an application to work on

2.    Click the Review button 

to work on it
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GY Outgoing Applications 

Management by IO User (2)

8/13/202214

1. Check the completion of the 

Language Courses

2. Make a decision regarding the 

language courses completion
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GY Outgoing Applications 

Management by IO User (3)
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To ask the exchange coordinator 

to work on the application, click

this button To ask a student to perform

an action, click this button

Add IO User notes here 

Select Action

Send Request
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GY Outgoing Applications 

Management by IO User (4)
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To assign the student to a 

host university

To upload the signed learning 

agreement, after the approval of

the school

To Approve or Reject the application

Add IO User notes here 
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GY Outgoing Applications 

Management by Exchange Coordinator (1)
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1. Select an application to 

work on

2.    Click the Review button 

to work on it
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GY Outgoing Applications 

Management by Exchange Coordinator (2)
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1. Check the completion of the 

Prerequisite Courses

2. Make a decision regarding the 

prerequisite courses completion

3.    Check the completion of the 

Field Training based on the 

student transcript

4.    Make a decision regarding the 

Field Training completion

5. Submit the application to send it back 

to the IO User for more processing
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GY Outgoing Applications 

Management by Exchange Coordinator (3)
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1. Download the learning 

agreement, which was

uploaded by the student [4],

by clicking on the Download

button

2.   Make a decision regarding 

the learning agreement

3.   OR, delegate the decision regarding 

the learning agreement to the school by

clicking on the Request School Action

button and then selecting the action
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GY Outgoing Applications 

Management by Dean/Chair (1)
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1. Select an application to 

review or work on 

2.    Click the Review button 

to review it or work on it
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GY Outgoing Applications 

Management by Dean/Chair (2)
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1. Download the learning 

agreement, which was

uploaded by the student [4],

by clicking on the Download

button

2.   Make a decision regarding 

the learning agreement

3. Click the Submit button when done



GY ToR Management by IO User (1)
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1. Select a GY application with either 

GY Approved by IO status, or GY

Started/Modified Learning 

Agreement Approved by IO status

2. Click the 

Transcript of 

Records 

button



GY ToR Management by IO User (2)
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1. Select and then upload the ToR 

file

2. Click the Submit button

Note: IO user can change the 

ToR file only if the statuses are 

Pending IO Action or Rejected 

By Dean
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1. Select an application with 

statuses GY Approved by IO or 

GY Started/Modified Learning 

Agreement Approved by IO

2. Click the Transcript of Records

button

GY ToR Management by 

Exchange Coordinator (1)



GY ToR Management by 

Exchange Coordinator (2)
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1. Based on the uploaded ToR file, select 

the Host University Credit Hours Type

2. If the student failed 

in all GY courses, 

then tick the Failed 

in all GY courses

checkbox. 

Otherwise, click the 

Add button to add 

GY courses

Note: The exchange 

coordinator can 

change the 

information only if the 

status is Pending 

Coordinator Action

3. Click the Submit button when done
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1. Based on the uploaded ToR file, fill the 

GY course information

2. Select the GJU 

equivalent course

3.  Select the category

3. Click the Save button when done; 

or the Back button to cancel

GY ToR Management by 

Exchange Coordinator (3)
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1. Select a GY Course to Edit or Delete

2. Click the Submit button 

when done

Note: Do not click the Submit button if you still 

need to add more GY courses

GY ToR Management by 

Exchange Coordinator (4)
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1. Select an application with 

statuses GY Approved by IO or 

GY Started/Modified Learning 

Agreement Approved by IO

2. Click the Transcript of Records

button

GY ToR Management by Dean (1)
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GY ToR Management by Dean (2)

Note: The status should be 

Pending Dean Action

The dean can Approve or 

Reject the uploaded ToR file 

and GY courses



Viewing the GY Outgoing 

Applications by Registrars
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Defining GY Prerequisite Courses in  

the Study Plan by Registrars (1)
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Click here



Defining GY Prerequisite Courses in  

the Study Plan by Registrars (2)

8/13/2022University Computerization Project Team32

Add/Edit Study Plan -> Sections -> Courses -> Courses Relationships

1. Select the

desired course

Note: By default all the courses in the study plan are not considered as a GY prerequisite. 

2. Select Yes or No
3. Click the Save button (not shown)



Posting GY grades and 

computing GPA and status by Registrars (1)
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Click here

Note: To be able to Post the GY grades to the student transcript and then Compute the GPA and 

status, the GY grades must be Approved by Dean.



Posting GY grades and 

computing GPA and status by Registrars (2)
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1. Select Year

2. Select Semester

3. Search

4. Select All

5. Post

6. Compute



Typical Sequence of Steps
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Chair/DeanIO User GLC UserStudent Coordinator

Manage 

calendar 

periods

Manage host 

universities 

and their majors

Submit B1

Approve B1

Add application

Review language 

courses

Ask coordinator to 

review prerequisite 

courses and field 

training

Review prerequisite 

courses and field 

training

Ask student to 

select host 

universities or 

partner
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Typical Sequence of Steps (Continued)
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Chair/DeanIO User GLC UserStudent Coordinator

Assign host 

university

Ask student to 

upload learning 

agreement

Ask school to approve 

learning agreement

Select host 

universities or 

partner

Upload learning 

agreement

Ask coordinator to 

approve learning 

agreement

Approve learning 

agreement

Upload signed 

learning agreement

Approve application

Upload ToR file
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Typical Sequence of Steps (Continued)
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Ask Dean to approve 

GY courses

Chair/DeanIO User GLC UserStudent Coordinator

Submit ToR

Add GY Courses for 

credit transfer

Approve GY 

courses
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