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Overview

 The goal of this presentation is to illustrate how a 

student may reserve a seat in a course section from the 

registration flow in the MyGJU portal [1,2].

 The requirements to reserve a seat by a student are 

discussed.

 When a seat reservation request is approved, a student 

may register in a blocked section.

 Handling the seat reservation requests by a chair/dean 

from the manage course sections screens is also shown.
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Requirements to a Reserve Seat in 

a Course Section

 The course section must be Blocked by Admin (i.e., chair or dean) to 

enable seat reservation in it.

 The course section to reserve a seat in should not have any conflicts 

with the sections in the student schedule.

 A student cannot submit a seat reservation request in case he/she is 

registered in any of the course sections.

 A maximum of one seat reservation request can be submitted against 

all blocked course sections.

 In case a request is rejected by chair, the student may submit another 

seat reservation request against a different course section.

 The chair/dean may approve/reject the requests based on the 

following priorities: preregistration in the course by student, 

minimum remaining hours (i.e., expected to graduate) for student, or 

request date.
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Reserving a Seat in a Course Section by Student (1)
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When your registration period is effective, go to the Registration tab in MyGJU, click the 

Registration button, then click the Offered Courses button.



Reserving a Seat in a Course Section by Student (2)
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From the Offered Courses page, click on the Course Sections link of the course that you 

would like to register in.



Reserving a Seat in a Course Section by Student (3)
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Click the 

Submit link of 

the desired 

section, to 

request a seat 

reservation in 

it



Reserving a Seat in a Course Section by Student (4)
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After clicking 

the Submit

link in the 

previous slide



Reserving a Seat in a Course Section by Student (5)
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To cancel a 

request, just 

click the 

Unsubmit link.



Reserving a Seat in a Course Section by Student (6)
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- When the chair approves the request, the student will get a message in the GJU email so he/she 

can login into MyGJU to register in the course.

- The student will see an Approved label in the course section row of the reserved seat.

- The student cannot cancel an Approved request!

- The Add link will be enabled to allow that student to register in the course.



Reserving a Seat in a Course Section by Student (7)
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- When the chair rejects the request, the student will get a message in 

the GJU email.

- The student will see a Rejected label in the course section row of the 

desired seat.

- In this case, the student will NOT be able to register in that course 

section.

- However, the student may try to reserve another seat in a different 

course section …



Reserving a Seat in a Course Section by Student (8)
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After registering in 

the desired course 

section, student 

cannot reserve any 

more seats in that 

course after that.



Handling Seat Reservation Requests by Chair/Dean (1)
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Go to the Course Sections page from the Dean’s or Chair’s Tasks tab



Handling Seat Reservation Requests by Chair/Dean (2)
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Select Pending in the Seat Reservation Request filter to search for all course sections with 

pending seat reservation requests, then edit a section to handle the requests as shown next.

Other 

statuses to 

search for

Check numbers



Handling Seat Reservation Requests by Chair/Dean (3)
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From the edit course section page, go to the Blocked Section Seat Reservation Requests accordion. Then edit a 

row and Approve/Reject a request as shown below. The chair may give priority based on the request date, 

preregistration in the course by student, or minimum remaining hours (i.e., expected to graduate) for student.

Click on 

the 

pencil

to edit a 

row

Click on 

the tic to 

save your  

changes, 

or click 

on the x

to cancel

Note: You cannot add a request by yourself, you only can handle the requests that were 

submitted by students.



Handling Seat Reservation Requests by Chair/Dean (4)
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After approving the request in the previous screen.
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