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Overview

 The aim of this presentation is to illustrate the semester

withdrawal flow in the MyGJU portal/admin [1,2] from 

the students, schools, and registration perspectives.

 The steps to withdraw all registered courses in a 

semester for a student will be shown.

 The flow to review all semester withdrawal requests by 

the deans and registrars will be discussed.

 Setting the withdrawal periods by registration is covered.
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Students Side



Withdrawing the Whole Semester by a Student (1)
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Login to your MyGJU account, go to Academic Affairs, click the Other 

Affairs button, then click the Semesters Withdrawal link



Withdrawing the Whole Semester by a Student (2)

11/10/2024University Computerization Project Team5

Click the Add button



Withdrawing the Whole Semester by a Student (3)
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1. Enter note here

2. Click here



Withdrawing the Whole Semester by a Student (4)
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Keep checking the request status in here



Note on Withdrawing One or More Courses
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Note that if you want to withdraw one or more courses but NOT the 

whole semester, then you need to use the Courses Withdrawal flow
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Schools Side



Reviewing the Semester Withdrawal 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 Withdrawal button

4. Click the Students Semesters Withdrawal Requests link

Note: Only the Deans are involved in this process from the schools' side based on the 

regulations. Hence, the Instructors & Chairs have no role in this semester withdrawal flow.



Reviewing the Semester Withdrawal Requests by Deans (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 Semester Withdrawal Requests by Deans (3)
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2. The Dean can then, Approve, Return, or Reject the request. Returning the request will transfer control to the student 

again, while approving the request will transfer the request to the registrars for review and execution (if approved).

1. Enter your note here



Reviewing the Semester Withdrawal 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 Withdrawal Periods By Registration
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Students Withdrawal Period: students can submit course and/or semester withdrawal requests 

within this period. Hence when this period is closed, students cannot submit any further requests.

Withdrawal Review Period: schools and registration can review the submitted course and/or 

semester withdrawal requests within this period. Note that it is important to define this period to 

enable the review process.

Note: The above periods may start and end at the same dates/times. However, it is recommended 

to have both periods start at the same date/time, while setting the end date/time of the Withdrawal 

Review period after the end date/time of the Students Withdrawal period to give administration 

more time to process the submitted requests.



Reviewing the Semester Withdrawal Requests by 

Registrars (1)
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To process the approved by dean semester withdrawal requests:

1. Login to the registration admin application. 

2. Navigate to Students Affairs

3. Click the Semester Withdrawal menu item.



Reviewing the Semester Withdrawal Requests by 

Registrars (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 Withdraw button to execute the request.



Reviewing the Semester Withdrawal Requests by 

Registrars (3)
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When clicking the Withdrawal button in the previous page, you will be navigated to the 

above Summary page.



Reviewing the Semester Withdrawal Requests by 

Registrars (4)
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The student schedule after executing the semester withdrawal request by registration

When the W letter shows up in the Remark column for a certain course, that means the 

course has been withdrawn successfully by registration
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