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Overview

 Introduction. 

 Responsible entities.

 Clearance process tasks in the Registration Admin that are related to the 

registration department. 

 Clearance process tasks in MyGJU [1,2] that are related to schools & 

DITECH.

 Clearance process tasks in MyGJU that are related to the library.

 Clearance process tasks in MyGJU that are related to the deanship of 

student affairs.

 Clearance process tasks in MyGJU that are related to the QA department.

 Clearance process tasks in the Revenue Admin that are related to the 

financial department.

 Clearance process tasks in MyGJU that are related to the presidency 

department.
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Introduction
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 Upon graduating a student by the registration department, the 

clearance process is required to make sure that the student 

returned all university belongings (if any) and paid all necessary fees. 

 Accordingly, several entities must check and confirm that a student 

is clear to complete the process.

 Previously, the student had to visit each involved entity to confirm 

that he/she is clear to receive his/her certificate. Hence, the student 

in some cases had to visit some departments several times on 

different days to find the responsible person who is responsible for 

issuing the clearance.

 In that regard, this document discusses the digitalized clearance 

process that is introduced in the MyGJU university portals to make 

the student clearance process seamless, paperless, fully online, faster, 

transparent, and error prone.



Responsible Entities
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Entity Role Responsibilities

Registration Department Registrar - Check students’ completion of all academic requirements for graduation

- Graduate student to initiate the online clearance process

- Verify flag service postponement for Jordanian/male students

- Edit clearance flags in case of errors

- Clear student, when the student comes to pick up his/her certificate

Library Library User - Manage students’ library penalty orders

- Mark the upload of the PhD/Master and senior project files to the library 

database

- Mark students’ major transfers

- Clear student

Presidency Department Presidency User - Manage students’ disciplinary penalty orders

Deanship of Student affairs DSA User - Manage foreign students’ residency cancelation

- Clear student

QA Department QA User - Manage students’ proficiency exam completion

- Clear student

School/DITECH Dean - Require action completion by student, if needed

- Clear student

Finance Department Accountant - Process students’ library penalty orders

- Process students’ disciplinary penalty orders

- Check payment of all fees by student

- Clear student
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Clearance Process Tasks in the 

Registration Admin that are 

Related to the Registration 

Department



Graduating a Student by Registration 

to Initiate the Clearance Process
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1. 

2. 

- After clicking the OK button, the Clearance Process will start for the related students

- Then, email notifications will be sent to the admins of all involved entities for action and the students 

for follow up



Accessing the Clearance Screen

to Clear a Student by a Registrar (1)
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Accessing the Clearance Screen

to Clear a Student by a Registrar (2)
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1. Select the 

student to clear

2. Click the Clear 

button when the 

student picks up 

his/her certificate



Viewing the Clearance Process 

Details for a Student
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Possible Clearance Process Related Actions
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Flag Service Postponement by Registration (1)
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Flag Service Postponement by Registration (2) 
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1. Click the Add button above to add a flag service postponement for a Jordanian/Male student

2. Enter the student 

ID and click the 

Search button to 

proceed to the next 

screen



Flag Service Postponement by Registration (3) 
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1. Enter the needed 

information and upload 

a scanned copy for the 

postponement page in 

the flag service book

2. Click the Save button



Updating Student Semester Status 
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Note that updating the student academic status on the last semester may also initiate the clearance process if the 

new status requires that! 



Editing the Clearance Flags
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The registration department staff can reset the clearance flags for other entities upon request to allow fixing any 

errors, if needed



Set the Flag in the Edit Course Screen to force Uploading a 

PhD/Master Thesis or Senior Project File when Entering Grades
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Note: Checking this flag will allow the instructor to upload a thesis or senior project file when entering the 

students’ grades for this course (see slide 22). The uploaded files are accessible to the librarian to upload to 

the library database.
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Clearance Process Tasks in 

MyGJU that are Related to the 

Schools & DITECH



Accessing the Clearance Screen

to Clear a Student by a School Dean
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1. Select the 

student to clear

2. Click the Clear 

button



Require an Action From the Student as 

a Precondition for Clearance by the School Dean (1)
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1. Click this link to 

add an action

3. Click the Save 

button

2. Enter the action 

description



Require an Action From the Student as 

a Precondition for Clearance by the School Dean (2)
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1. Click the Complete Action 

button to mark the required 

action as completed

After setting the action to completed, the school dean may then go ahead and clear 

the student. This feature is also available to the DITECH dean.



Accessing the Clearance Screen

to Clear a Student by DITECH Dean
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Uploading a PhD/Master or Senior 

Project File when Entering a Student Grade (1)
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Click Upload to Choose and 

Upload the file

Note that the column below will be available 

only if registration checked the upload file 

flag of the course as shown in slide 16



Uploading a PhD/Master or Senior 

Project File when Entering a Student Grade (2)
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Clearance Process Tasks in 

MyGJU that are Related to the 

Library



The Clearance Process Features in 

MyGJU for a Library User
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To make sure the 

PhD/Master Thesis and 

Senior Project files are 

uploaded to the library 

database

To place a library penalty 

fee order for students for late 

book return or book loss

To notify the library user with 

student major transfers for 

appropriate action

To check who still 

has borrowed books



Accessing the Clearance Screen

to Clear a Student by a Library User
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1. Select the 

student to clear

2. Click the Clear 

button
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Clearance Process Tasks in 

MyGJU that are Related to the 

Deanship of Students Affairs 

(DSA)



The Clearance Process Features in 

MyGJU for a DSA User
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To make sure the 

residencies of foreign 

students are cancelled when 

the students graduate



Accessing the Clearance Screen

to Clear a Student by a DSA User
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Clearance Process Tasks in 

MyGJU that are Related to the 

QA Assurance & Accreditation 

Department



The Clearance Process Features in 

MyGJU for a QA User

6/11/202431 University Digitalization Project Team

To track the students who 

are qualified for and 

completed the proficiency 

exam



Accessing the Clearance Screen

to Clear a Student by a QA User
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1. Click Clear

2. Click OK 
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Clearance Process Tasks in the 

Revenue Admin [3] that are 

Related to the Financial 

Department



The Clearance Process Features in 

the Revenue Admin
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Accessing the Clearance Screen

to Clear a Student by Finance
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1. Select the 

student to clear

2. Click the Clear 

button



Viewing the Clearance Process 

Details for a Student
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Processing a Penalty Order by Finance (1)
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1. Select the 

student

2. Click the Process 

button



Processing a Penalty Order by Finance (2)
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Click the Save button to charge the 

student, if the information is correct
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Clearance Process Tasks in 

MyGJU that are Related to the 

Presidency Department



The Clearance Process Features in 

MyGJU for a Presidency User
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