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Overview
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⦁ In this tutorial,the following features are covered:

➢ A process to add a Deanship of Scientific Research (DSR) conference 

participation application from a HelpDesk ticket.

➢ Adding a new ticket to add a DSR conference participation application.

➢ Adding a DSR conference participation application from the ticket.

➢ The DSR conference participation application approval process.
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The Add DSR Conference Participation Application Process from the HelpDesk in MyGJU

Review conference application 

by DSR 

Add/Edit Application

Add Conference participation application page

Generate 

Action by DSR
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Select Participation 

Type

Attendee

Approve

Reject

[Optional] Fill 

Financial Support info

Return

1/7/2025

Presenter 

Click Submit

Publication Info , 

Author Details and 

SDGs

- MyGJU->My Affairs->My Tickets

- Add a new HelpDesk ticket

- Entity: Deanship of Scientific Research 

- Service: Conferences

- Subservice: Request to Participate in a Conference



Create a New Ticket to Add a Conference Participation Application (1)

* In MyGJU, go to My Affairs → My Tickets.
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Add a New Ticket to Facilitate 
Conference Application Request.



Create a New Ticket to Add a Conference Participation Application (2)

* Add Ticket with the following information.
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Add a New Ticket to 
Facilitate Conference 
Application Request.



Fill in the required 
ticket details to 

proceed with adding 
a Conference 

Application form.
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Create a New Ticket to Add a Conference Participation Application (3)



A new rendered 
accordion will be 

displayed to add a 
Conference Participation 

Application form.
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Create a New Ticket to Add a Conference Participation Application (4)



Fill the required 
fields then click 

Save.

The form depends on 
participation type.
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Add Conference Participation Application Process (1)



If the participation type is "Presenter":

❖ When the participant type is "Self", the presenting author must be the applicant.

❖ When the participant type is "Student", the presenting author must be one of the 

student authors.
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Add Conference Participation Application Process (2)

Conditional Form 
Actions Based on 
Participant Type



➢ Notes:

➢ If the applicant's participation type is Presenter, display all form components, 

including Publications, SDGs, and Author Information.

➢ If the participation type is Attendee, display only the remaining form components 

and exclude Publications, SDGs, and Author Information.
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Add Conference Participation Application Process (3)

Dynamic Form Update 
According to Participation 

Type
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Form components 
are dynamically 

shown based on the 
chosen participation 

type.

“Presenter”

Add Conference Participation Application Process (4)



Add Conference Participation Application Process (5)

Based on the selected GJU 
Author Type (Employee or 

Student), the panel displays 
either the employee 

selection menu or the 
student ID input field 

accordingly.
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Add Conference Participation Application Process (6)
Financial 

Information

A confirmation dialog will appear when the 

"Need Financial Support" checkbox is 

unchecked. (See next slide)



➢ Unchecking the "Need Financial Support" checkbox will discard all related items 

listed in the table below.

If the user confirms by selecting "Yes":

All financial support types and their associated details will be deleted.
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Add Conference Participation Application Process (7)
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After completing all the required fields on the form, click "Submit" to proceed.

Add Conference Participation Application Process (8)



Kindly Obtain the approval through the ticket system from:

• Department Head.

• Dean of School.

Ticket Files to be uploaded:

• Acceptance Letter

• Copy of the unpublished paper

• Proof of Review 

➢ After obtaining the conference approval from the president, you can open a new 

ticket to ask for a petty cash to cover 80% of the Per diem allowance and Airfare.

➢ The ticket then will be processed according to the regulation and guidelines followed 

in GJU. To have more information about the conference regulations, please refer to 

the following file:

Regulations of Supporting Participating in International Conferences 

The DSR Conference Participation Application Approval Process

16 Digital Transformation Office Team 1/7/2025

https://www.gju.edu.jo/sites/default/files/Deanship%20of%20Scientific%20Research/regulations_of_supporting_participating_in_international_conferences.pdf
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