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Overview

 The main objective of this presentation is to demonstrate the 

dual studies flow in MyGJU [1, 2] from the administrators 

perspective

 The following topics are also covered:

 Dual studies process user roles & responsibilities 

 Dual studies process flow chart

 Typical sequence of steps to complete a dual studies application

 Managing companies by OIL users

 Managing calendar periods by OIL users

 Managing dual studies plans by coordinators

 Managing applications by different users

 Viewing dual studies applications by registrars
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User Roles & Responsibilities
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Dual Studies Process User Responsibilities

- Submit application [2]

- Upload CV, upload 

cover letters, confirm 

disclaimer.

- Upload summer one 

student portfolio 

documents

- Upload summer two 

student portfolio 

documents

- Upload summer three 

student portfolio 

documents

- Manage company 

information

- Manage dual 

studies calendar

- Review student 

eligibility 

- Student 

acceptance

- Review summer 

one completion 

requirements

- Review summer 

two completion 

requirements

- Review summer 

three completion 

requirements

- Upload summer one 

company evaluation 

documents

- Upload summer two 

company evaluation 

documents

- Upload summer three 

company evaluation 

documents

- Send actions to students 

and schools

- Accept, reject, dismiss, 

complete application

OIL User Yes

Student Yes

Dual Studies 

Coordinator

Yes Yes

Dean Assistant of 

Industrial Relations

Yes

Chair of Department Yes
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Dual Studies Process Flow Chart
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Eligibility

Acceptance

Summer One 
Requirements 
Completion

Summer Two 
Requirements 
Completion

Summer Three 
Requirements 
Completion

Yes

Yes

Yes

Yes

Done

Dismissed

No

Yes

No

No

RejectedNo

No



Typical Sequence of Steps 

to Complete a Dual Studies Application
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Student Coordinator DAIR Chair

Submit application

Verify eligibility by school

Upload CV & cover 

letters

Enter company 

information & upload 

contract

Verify acceptance by school

Upload summer one 

student portfolio

documents

Upload summer one 

company evaluation

documents

Review summer one requirements completion by school

Repeat previous three steps for summer two and again for summer three 



Managing Calendar Periods 

by OIL User
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2. Select the desired period 

1. Click the Academic Calendar button

3. Enter the From and To dates

4. Click the Save button

Note: Only the periods that you have the privilege to change are selectable 



Managing Company Information 

by OIL User (1)
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2. Click the Companies link

1. Click the Dual Studies button



Managing Company Information 

by OIL User (2)
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Select a 

row to

Edit or 

Delete a 

company

Click the Add 

button to add 

a new 

company



Adding a Company by OIL User (1)
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Continue on next slide

Enter the desired Faculty, 

Department, and Major to 

associate the company with

After clicking the Add button in previous slide



Adding a Company by OIL User (2)
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Click the Save button to save the entered data

Click  the Back button when done

Choose a MOU file to upload



Managing Dual Studies Plans

by a DS Coordinator (1)
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2. Click the Plans link

1. Click the Dual Studies button



Managing Dual Studies Plans

by a DS Coordinator (2)
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Select a 

row to

Edit, View, 

or Delete a 

Plan.

Click the Add 

button to add 

a new Plan

To view the 

students 

assigned to 

the selected 

plan

To manage 

the courses 

of the DS 

plan



Adding a Dual Studies Plan

Information by DS Coordinator (1)
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2. Click the Back button when done 

1. Click the Save button to save the entered information

After clicking the Add button in previous slide

A DS plan is associated with a specific Major Study Plan



Managing Dual Studies Plan

Courses by a DS Coordinator (1)
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1. Select a 

plan

2. Click the 

Manage 

Courses 

button



Managing Dual Studies Plan

Courses by a DS Coordinator (2)
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Click the Add button to start 

adding courses to  the plan 

selected in the previous slide



Managing Dual Studies Plan

Courses by a DS Coordinator (3)
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2. Select the course(s) to add to the desired summer semester

1. Specify the summer semester to add the courses to

Click the Save button to save the entered information

Click the Back button when done 



Managing Dual Studies Plan

Courses by a DS Coordinator (4)
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After adding two courses to summer 

two in the previous slide



Managing Dual Studies Plan

Courses by a DS Coordinator (5)
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After adding six courses to all summers



Viewing a Dual Studies Plan

by a DS Coordinator (1)
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1. Select a 

plan

2. Click the View button



Viewing a Dual Studies Plan

by a DS Coordinator (2)
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After clicking the 

View button in the 

previous slide



Managing DS Applications

by DS Coordinators
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1. Select an 

application

2. Click the Review button



Managing DS Applications

by DS Coordinators: Eligibility (1)
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1. Select a DS plan for the student

2. When the student fulfills the 

prerequisite courses for summer one, 

confirm eligibility!

After step 1, 

the system 

will 

automatically 

find the 

prerequisite 

courses for 

summer one 

based on the 

prerequisites 

of the 

summer one 

courses in 

the major 

study plan 

3. Add notes here if any

4. Send action to rest of school roles for eligibility check

5. Select this

6. Click here



Managing DS Applications

by DS Coordinators: Eligibility (2)
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After sending (by the coordinator) an action to the school to check 

the student eligibility for the dual studies track, the following users will 

verify eligibility in that order:

1. Dean Assistant of Industrial Relations for student school

2. Chair of Department



Managing DS Applications

by DAIR: Eligibility
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1. Select an 

application

2. Click the Review 

button

3. Select Yes or No as appropriate

4. Submit when done



Managing DS Applications

by Chair: Eligibility (1)
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1. Click here

2. Click here



Managing DS Applications

by Chair: Eligibility (2)
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1. Select an 

application

2. Click the Review 

button

4. Submit when done

3. Select Yes or No as appropriate



Request Student Action by DS 

Coordinator: Upload CV & Cover Letters
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1. Select an 

application

2. Click the 

Review button

3. Click here

4. Select this option

5. Click here



Entering Company Information

by DS Coordinator (1)
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After the student uploads the CV file and cover letters 

files 

2. Click the Review button to enter the company information.

1. Select the 

application



Entering Company Information

by DS Coordinator (2)
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1. Select 

company 

and then 

enter 

liaison and 

trainer 

information

2. Upload 

contract file



Accept Application by School 
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1. The 

Coordinator 

starts the 

school 

acceptance 

process by 

sending an 

action to the 

school

2. The DAIR and 

Chair then 

accept the 

application

3. The 

coordinator 

clicks the 

Accept button 

to complete 

this phase



Student View Upon Acceptance in the 

Dual Studies Track
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Summer Requirements Completion

 After acceptance there are three summer requirements 

completion verification phases

 In each phase the student uploads three student portfolio 

documents that correspond to three periods, whereas the 

coordinator uploads three company evaluation documents 

for each period.

 The school checks all uploaded documents, required courses 

for the specific summer, the prerequisite courses for that 

summer to verify the summer requirements completion.

 The same steps are repeated for all summers to announce the 

student completion of the dual studies track by the school.
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Checking Summer Course Requirements
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Uploading Company Evaluation Document (1)
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1. Click the Choose button.

2. When the File Upload window shows 

up; browse for, and select, the desired CV 

file.

3. Click the Upload button (when 

enabled).



Uploading Company Evaluation Document (2)
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After uploading the document in the previous slide



Viewing Dual Studies Applications by Registrars
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