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Overview

 Introduction. 

 Responsible entities.

 Possible actions to fulfil.

 Clearance tab in MyGJU [1,2].

 Checking library penalty orders.

 Checking disciplinary penalty orders.

 Uploading flag service information (Jordanian/Male students only).

 Uploading residency information (Foreign students only).

 Checking loaned books.

 Checking proficiency exam completion.

 Checking academic requirements completion.

 Checking financial statement [3].
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Introduction
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 When the registration department graduates a student, 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 the student is 

clear to complete the process.

 Previously, a 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 

person who is responsible for issuing the clearance.

 In that regard, this document discusses the digitalized clearance process 

that is introduced in MyGJU for students to allow them to remotely check 

their clearance status with each entity to act when needed.

 This makes 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

- Graduates a student to initiate the online clearance process

- Verify flag service postponement for Jordanian/male students

- 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

Student Student -    Respond to all required actions as requested (see next slide)



Possible Actions to Fulfil
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Clearance Tab when the 

Process Did Not Start Yet
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Note that the student clearance process will start after the 

following:

- Completing all the needed academic requirements for 

graduation i.e., passing all the required courses in the 

study plan

- The registrar changes the student’s academic status from 

Enrolled to Graduated



Clearance Tab when the 

Process Starts
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Clearance Tab when the 

Process is in the Last Stage
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No



Checking Library Penalty Orders
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This can be paid via credit card from this screen (soon to come) or 

you can pay it via cash or check at the finance department



Checking Disciplinary Penalty Orders
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This can be paid via credit card from this screen (soon to come) or 

you can pay it via cash or check at the finance department



Uploading Flag Service Information
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Valid for 

Jordanian & 

Male Students

Scanned copy of flag 

service book page

Needs verification by 

registration after submission



Uploading Residency Information
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Scanned copy of 

residency page

Needs verification by 

DSA after submission



Checking Loaned Books
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Return book to 

library if needed



Checking Proficiency Exam Completion

6/11/2024University Digitalization Project Team14

Check with QA department 

if not completed



Checking Academic 

Requirements Completion

6/11/2024University Digitalization Project Team15



Checking Financial Statement
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