
Submitting a DSR Incentive Application 

from MyGJU

Nisrein Al-Mutlaq, Feras Al-Hawari, Sara Abu Sa’aleek, 
and Rasha Al-Attal



Overview
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➢ The purpose of this presentation is to illustrate the Incentive Application workflow 

in the MyGJU portal (from My Tickets), covering both journal and conference 

publication types.

➢ It describes the steps an employee follows to submit an incentive application 

through MyGJU portal.

➢ The presentation highlights the process flow for both publication types journal and 

conference.

➢ It describes the responsibilities of the DSR user role in reviewing and processing 

applications efficiently. 

➢ The incentive application is added through the MyGJU portal, while it can be viewed 

from the HelpDesk Portal.
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Objectives
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 The Incentive Application presentation provides detailed guidance on how to use 

the MyGJU portal to submit, review, and manage incentive applications. It is 

designed to assist both academic and administrative employees in understanding 

the complete workflow of the incentive process, from application submission to 

final approval.

 In that regard, this presentation explains the ability to apply for both Journal and 

Conference forms with the responsibilities of each user involved, including 

applicants, and DSR reviewers. It also outlines the system features, and important 

considerations to ensure a smooth and efficient application experience.

 Additionally, it demonstrates how to access and view incentive application 

details through the Helpdesk portal.



Define Incentive Application Process

-  MyGJU->My Affairs->My Tickets
-  Add a new HelpDesk ticket
-  Entity: Deanship of Scientific Research
-  Service: Incentives

Review incentive application by DSR 

Add/Edit form

Add incentive application page

Generate 

Action by DSR
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Select Publication 

Type

Conference

Approve

Reject

Return
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Journal

Click SubmitPublication Info, 

Author Details, SDGs 

and Financial Info

Fill 

Financial 

info by DSR



Create a New Ticket to Add an Incentive Application (1)
* In MyGJU, go to My Affairs→ My Tickets.
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Add a New Ticket to 
Facilitate Incentive 

Application Request.



Create a New Ticket to Add an Incentive Application (2)

* Add Ticket with the following information:

6 Digital Transformation Office Team6 1/11/2025

Add a New Ticket to 
Facilitate Incentive 

Application Request.



A new rendered 
accordion will be 

displayed to add an 
Incentive Application 

form.
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Create a New Ticket to Add an Incentive Application (3)
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Form 1: Journal Incentive Application



Fill the required 
fields then click 

Save.

The form 
fields are 
displayed 

based on the 
publication 

type.
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Add Incentive Application: Journal Form Process (1)

Form 1
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Add Incentive Application: Journal Form Process (2)

Form 1

After saving the 
form, the 

rendered field 
is displayed to 

the user.

Click here to access 
the Scopus link.
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Add Incentive Application Journal Form Process (3)

Form 1

In this slide, the 
input fields are 

Publication 
SDGs and 

Publication 
Authors.



12 Digital Transformation Office Team 1/11/2025

Add Incentive Application Journal Form Process (4)

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 Incentive Application Journal Form Process (5)

Form 1

In this slide, the 
input fields are 

related to 
financial 

information.

* If the APC  invoice 
is available, the 
applicant must 
select the APC 
Payee Employee 
and fill in the 
related required 
fields.
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Add Incentive Application Journal Form Process (6)

➢  After completing all the required fields in the journal form, click Consent 
Confirmation.

➢  Before submitting the form, ensure that the applicant is included in the Author List.

Form 1
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Form 2: Conference Incentive Application



Fill the required 
fields then click 

Save.

The form 
fields are 
displayed 

based on the 
publication 

type.
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Add Incentive Application Conference Form Process (1)

Form 2
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Add Incentive Application Conference Form Process (2)

Form 2

After saving the 
form, the 

rendered field 
is displayed to 

the user.
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Add Incentive Application Conference Form Process (3)

Form 2

In this slide, the 
input fields are 

Publication SDGs 
and Publication 

Authors(same as 
Journal form).
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Add Incentive Application Conference Form Process (4)

Form 2

You can view the 
authors list in the 

financial information 
section. (For 

conference forms, 
incentive approval is 
not applicable if the 

applicant is not the first 
author)
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Add Incentive Application Conference Form Process (5)

➢  After completing all the required fields in the conference form, click Consent 
Confirmation.

➢  Before submitting the form, ensure that the applicant is the 1st author in the Author 
List.

Form 2
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Edit Incentive Application Form

Form 1 &2

The applicant can edit 
the form only when the 

application status is 
Pending Submission by 
Applicant or Returned 

by DSR.
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Delete Incentive Application Form

Form 1 &2

The applicant can delete 
the form only when the 

application status is 
Pending Submission by 

Applicant.
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View Incentive Application Form Process(1)-MyGJU Portal

Form 1 &2

The applicant can 
view(and not edit) the 

form only when the 
application status is not 
Pending Submission by 
Applicant or Returned 

by DSR.
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View Incentive Application Form Process (2)-HelpDesk Portal

Form 1 &2The applicant can 
view(and not edit) the 

form only when the 
application status is not 
Pending Submission by 
Applicant or Returned 

by DSR.

* The applicant can view the incentive application either through MyGJU or 
the Helpdesk portal.
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DSR-Related 

Incentive Application Tasks in MyGJU
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Manage Incentive Application by DSR (1)

Filters 

Checkboxes

The DSR user 
select the 
required 
filters and 
checkboxes, 
and then click 
the Search 
button to 
display the 
corresponding 
incentive 
applications.
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Manage Incentive Application by DSR (2)

By clicking the View Log button on 
the Incentive Applications 

Management page, the Incentive 
Application Log page will be displayed.
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Manage Incentive Application by DSR (3)

By clicking the Review button, the DSR user 
can edit the fields under their 

responsibility if the application status is 
not “Pending Submission by Applicant” or 

“Returned by DSR.”

See next slide…
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Review Incentive Application by DSR (1)

In the Review page, the following sections are disabled:
• Paper Information
• Conference/Journal Information
• Publication SDG Information
• Publication Authors
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Review Incentive Application by DSR (2)
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Review Incentive Application by DSR (3)

The APC Reimbursement 
Amount, Reward, and 
Saving fields should be 
filled by the DSR user 
before taking any action 
to approve, reject, or 
return the application (by 
edit row).
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Review Incentive Application by DSR (4)

After filling in the required financial information and adding DSR 
Notes, the DSR user must click Save. The DSR user can then 
approve, reject, or return the incentive application.
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Review Incentive Application by DSR (5)

➢ Save Button:
Clicking this button saves your updates to the Incentive Application 
information. The application status will change to Under Review, but you 
can still make further edits.

➢ Approve Button:
Clicking this button changes the Incentive Application status to Approved 
By DSR. You can still make edits to the application afterward.

➢ Reject Button:
Clicking this button changes the Incentive Application status to Rejected 
By DSR. You can still make edits to the application afterward.’

➢ Reject Button:
Clicking this button changes the Incentive Application status to 
Returned By DSR. You can still make edits to the application afterward.’
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❖  View Incentive Applications in MyGJU:
  President view.

  Dean and Chair view.
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Incentive Applications –President View (1)
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Incentive Applications –Dean View (2)
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Incentive Applications –Chair View (3)



• The Publication Should be published and has a working DOI link

• You should apply for Incentive within three months from the publication date

• Regarding Conference papers Incentives, you should be the first author to 

apply for the Incentives.

Ticket Files to be uploaded:

• Copy of the Publication file (preferably in PDF format)

• Article Processing charges receipt (APC) with the name of the author, the 

publication title and university address (If found). 

* 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:

Guidelines for Publication Incentives

Incentive Application Approval Process
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https://www.gju.edu.jo/sites/default/files/Deanship%20of%20Scientific%20Research/guidelines_for_publication_incentives_2023-.pdf
https://www.gju.edu.jo/sites/default/files/Deanship%20of%20Scientific%20Research/guidelines_for_publication_incentives_2023-.pdf
https://www.gju.edu.jo/sites/default/files/Deanship%20of%20Scientific%20Research/guidelines_for_publication_incentives_2023-.pdf
https://www.gju.edu.jo/sites/default/files/Deanship%20of%20Scientific%20Research/guidelines_for_publication_incentives_2023-.pdf
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