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Overview

 The aim of this presentation is to illustrate the major transfer flow in the

MyGJU portal/admin [1,2] from the students, schools, and registration

perspectives.

 The steps a student follows to submit a major transfer request through the

MyGJU portal will be illustrated.

 The eligible students and permitted cases for major transfer requests will

be discussed.

 The review process of submitted requests by deans and registrars will be

outlined.

 The process of setting the major transfer submission period by the

registration unit will be covered.

 The two-way notification flow during the major transfer process will be 

explained.
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Students Side



Eligibility and Permitted Cases
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 Undergraduate (BSc) who have completed at least one semester at GJU are 

eligible to submit a major transfer request.

 The student’s academic status must be one of the following: Enrolled, 

Postponed, or Default Postponed.

 The major transfer fees must be paid by the student prior to submitting a 

request (via MadfooatCom).

 If the maximum number of major transfers is exceeded, no new requests can 

be submitted.

 As per GJU regulations, the maximum allowed transfers are 2.

 Requests must be submitted during the official major transfer period set by the 

Registration Department.

 If the student has already submitted a request for the current semester, they 

cannot submit another in the same semester.

 If the student has an enrolled schedule in the current semester, they cannot 

submit a major transfer request.



Permitted Cases and Possible 

Processing Delays
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The following permitted cases can submit a major transfer request but may 

face processing delays:

 Students with an Incomplete mark(IC) in their transcript that is not posted.

 Students with a registration hold.

 Students with a financial hold.

 Students with a penalty.



8/29/2025Digital Transformation Office6

Student Initiates a Major Transfer Request (1)

Login to your MyGJU account, click the Academic Affairs tab, click the 

Other Affairs button, then click the Major Transfer link



Digital Transformation Office7

Student Initiates a Major Transfer Request(2)-Not Eligible Student

Student cannot submit a request because fees are unpaid and  have an 

enrolled schedule this semester.

The previous 

major transfers 

for the student

Notes on 

eligibility
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Student Initiates a Major Transfer Request(3)-Eligible Student

The previous 

major transfers 

for the student

Notes on 

eligibility

Click the Add button



Student Initiates a Major Transfer Request(4)
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4. Enter note here(mandatory)

5. Click here

Notes on choosing a major based on 

student’s high school branch and grade

1. Select the Faculty to transfer to (mandatory)

2. Select the Department to transfer to (mandatory)

3. Select the Major to transfer to (mandatory)



Student Initiates a Major Transfer Request(5)
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Keep checking the request status in here

Upon submission 

of the request, 

email notifications 

are automatically 

sent to the student 

and the assigned 

academic dean.
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Schools Side



Reviewing the Major Transfer Requests by Deans (1)
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1. Login to your MyGJU account

2. Navigate to the Dean’s Tasks tab

3. Click the Major Transfer button



Reviewing the Major Transfer Requests by Deans (2)
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Notes on 

student 

eligibility

*The dean can only review requests from the 

active semester.

*



Reviewing the Major Transfer Requests by Deans (3)
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2. The Dean can take one of two 

actions: Approve or Reject.

•Approve:

The request is forwarded to the 

Registration Unit, with 

notifications sent to the student, 

and academic registrar.

•Reject:

Rejecting the request will end the 

major transfer process, and a 

notification is sent to the student.

Request 

Information



Reviewing the Major Transfer Requests by Deans (4)
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The dean will be navigated to this page upon approving the 

request in the previous page.
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Registration Side



Setting the Major Transfer Period by Registration 
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Major Transfer Period:

Students can submit major transfer requests only during this period.

Once it is closed:

➢ Students can no longer submit new requests.

➢ However, Academic Deans and the Registration Unit may continue processing 

requests, but only for the active semester.



Reviewing the Major Transfer Requests by Registration Admin (1)
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To process the pending registration action major 

transfer requests:

1. Login to the registration admin application. 

2. Navigate to Students Affairs

3. Click the Major Transfer menu item.

4. Click the Major Transfer  Requests sub-menu 

item.



Reviewing the Major Transfer Requests by Registration Admin (2)
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1. Set the desired filters

2. Click the Search button

3. Select a row for a certain student, if any

4. Click the Review button.



Reviewing the Major Transfer Requests by Registration Admin (3)
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3. The Admin can take one of 

two actions: Transfer Major or 

Reject.

•Transfer Major :

- The request status is 

updated to Transferred by 

Registration.

- The student academic 

status is changed to 

Transfer from Major.

- The student is transferred 

to the requested major with 

a new student ID.

- A notification is sent to the 

student.

•Reject:

The request is declined, 

ending the major transfer 

process, and a notification is 

sent to the student.

Request 

Information

2. Select a study 

plan (mandatory)



Reviewing the Major Transfer Requests by Registration Admin 

(4)
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The admin will be navigated 

to this page upon approving 

or rejecting the request in the 

previous page.



Student Semester and Academic Status Post Major Transfer – 

Old Major
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Student Semester and Academic Status Post Major Transfer – 

New Major
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