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

➢ Creating a new ticket to add a DSR Sabbatical Leave application.

➢ Submitting a Sabbatical Leave request by an academic employee 

through a Help Desk ticket.

➢ Reviewing Sabbatical applications by the DSR user.

➢ Adding previous Sabbatical applications by the DSR user.

➢ Roles and permissions related to Sabbatical Leave management.

➢ Managing Sabbatical application statuses, publication requirements 

and upload files.

➢ DSR Sabbatical Application view log page.



Adding Sabbatical Leave Application from the HelpDesk in MyGJU

Review sabbatical application 

by DSR

Add/Edit Application

Add Sabbatical leave Request application page

Generate 

Action by DSR

Approve

Reject

[Optional] Fill 

Financial Spport info

Posted by DSR

Click Submit

Sabbatical Information, 

Research SDGs, Applicant 

Notes, Consent Confirmation

- MyGJU->My Affairs->My Tickets

- Add a new HelpDesk ticket

- Entity: Deanship of Scientific Research

- Service: Sabbatical Leaves

- Subservice: Sabbatical Leave Request
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Create a New Ticket to Add a Sabbatical Leave Application (1)
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In MyGJU account, go to My Affairs -> My Tickets to Add a New Ticket .



Fill in the required ticket 

details to proceed with adding 

a Sabbatical Application form.

Create a New Ticket to Add a Sabbatical Leave Application (2)
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A new rendered accordion 

will be displayed to add a 

Sabbatical Leave Application 

form.

Create a New Ticket to Add a Sabbatical Leave Application (3)
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Add Sabbatical Leave Application Process (1)
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Fill the sabbatical application 

required fields then click Save.



After completing all the required fields on the form, click "Submit" to proceed.

Add Sabbatical Leave Request Application Process (2)
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➢ After submitting the application, the employee can only view the application details 

without the ability to make any edits.

Sabbatical Leave Application – View Only
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Sabbatical leave request Tasks in MyGJU that are 

related to DSR
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DSR Sabbatical Applications Management (1)
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DSR Sabbatical Applications Management (2)
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From the DSR side, users can manage all sabbatical applications by clicking the Search 

button. On this screen, the DSR user can apply various filters and select checkboxes 

according to their requirements before performing the search. 

Once the Search button is clicked, all relevant sabbatical applications will be displayed. 

The user can then select a specific application to review and take actions such as approving, 

rejecting, or posting the application.
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DSR Sabbatical Applications review page (1)

The DSR user can edit sabbatical 

information and update its status.



DSR Sabbatical Applications review page (2)
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• If the publication required is checked, 

all the publication information will be 

enabled

• The user can edit publication  

information and update its status.

• Note: The due date is automatically 

calculated from the sabbatical end date.



➢ Unchecking the "Publication Required" checkbox will discard all associated 

Publication information.

DSR Sabbatical Applications review page (3)
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DSR Sabbatical Applications review page (4)
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The DSR user can select the required 

Sabbatical Report status and click ‘Save’ 

to update it.



DSR Sabbatical Applications review page (5)
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Fill the files info and upload a file for 

each file type.



DSR Sabbatical Applications review page (6)
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Add DSR Notes  and click save, 

Approve, reject or posted 

sabbatical to process the 

application.



DSR Sabbatical Applications review page (7)
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Clicking this button saves your 

updates to the Sabbatical Application 

information. The application status 

will change to Under Review, but 

you can still make further edits.

Clicking this button changes the 

Sabbatical Application status to 

Approved. You can still make 

edits to the application afterward



DSR Sabbatical Applications review page (7)
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Clicking this button changes 

the Sabbatical Application 

status to Rejected. You can 

still make edits to the 

application afterward

Clicking this button permanently locks the 

Sabbatical Application. No further 

modifications or uploads will be allowed, 

and the Sabbatical Status will be set to 

Posted by DSR. Please make sure all 

information and files are complete before 

clicking this button.



DSR Sabbatical Applications review page (7)

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

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

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

➢ Posted Sabbatical Button: 
Clicking this button permanently locks the Sabbatical Application. No further 
modifications or upload files will be allowed, and the Sabbatical status will be set to 
Posted by DSR. Please make sure all information and files are complete before 
clicking this button.

➢ UnPosted Sabbatical Button: 
Clicking this button unlocks the Sabbatical Application and the modifications or 
upload files will be allowed, and the Sabbatical status will be set to the previous 
Sabbatical Application status before the posting. 
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DSR Sabbatical Applications (1)
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To display applicants 

whose publication

is due within 30 days of 

the publication due date, 

allowing timely follow-up.



DSR Sabbatical Applications (2) 
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Publication Due Date

indicates the last day the 

applicants can submit their 

publication.



DSR Sabbatical Applications (3) 
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If the publication 

status is approved

then the value 

will be N.A.

The due date is 

4/11/2025 then his 

publication is due 

within 30 days allowing 

timely follow-up

The due date is 

30/6/2025 then his 

publication is not

due within 30 days



DSR Sabbatical Applications view log page
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Click the View Log button from sabbatical 

application management page to navigate 

to the Sabbatical Application Log page.



Adding previous Sabbatical applications by the DSR user.
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➢ The Add Sabbatical by DSR button is used by DSR users to add previous sabbatical 

applications.

➢ When clicked, it navigates directly to the review page, where the DSR user can enter the 

previous sabbatical information and upload the related files.
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View Sabbatical Applications in MyGJU:

- President View.

- Dean and Chair View.
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Sabbatical Applications –President View (1)



29 Digital Transformation Office Team 26-Nov-25

Sabbatical Applications–Dean View (2)
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Sabbatical Applications–Chair View (3)



➢ Step 1: Fill out the Sabbatical Basic Information Form electronically.

➢ Step 2: Complete the Sabbatical Detailed Proposal Form, which you can find on the 

Deanship’s website.

➢ Step 3: Provide us with the approvals from the Department Council and School Council.

Ticket Files to be uploaded:

- Sabbatical leave Detailed Proposal Form

- Department Council approval

- School Council approval

➢ After completing all the required information, the Scientific Research Council will 

review the application and send its recommendation to the President for review by the 

Deans Council.
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The DSR Sabbatical applications Approval Instructions
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