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Overview

 The goal of this presentation is to illustrate the substitute 

course request handling flow in the MyGJU portal [1,2] 

from the student, school, and registration perspectives.

 Adding a substitute course request by a student will be 

shown.

 Handling a substitute course request by chair, dean(s), and 

registrar is discussed.
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Requesting a Substitute Course by a Student (1)
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Login to your MyGJU account, go to Other Affairs, 

then click the Substitute Courses link



Requesting a Substitute Course by a Student (2)
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Click the Add button to add a request for a substitute course

Note: To edit or delete a pending request, select it and 

then click the edit or delete button, respectively



When done, click the Submit button. Otherwise, click the Back button to cancel.

Requesting a Substitute Course by a Student (3)
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Select a substitute course from the offered courses

Select a study plan course to substitute

Add student note here

Chair’s recommendation; 

initially defaults to your desired course.



Requesting a Substitute Course by a Student (4)
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- After submitting the substitute course request in the previous  slide

- You may check the status of the substitute course request here …

- You will also get a message in your GJU email when the request is completed!



Requesting a Substitute Course by a Student (5)
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Once your request is Completed by Registration you will be able to 

register in that course by yourself when your registration period is active

You will 

get this 

section at 

the end of 

the page
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Student Part Ends Here



Handling a Substitute Course Request by Chair (1)
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1. Select 

the request 

to review

2. Click the Review button



Handling a Substitute Course Request by Chair (2)
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Back: to cancel your changes; Approve: to approve the request; Reject: to reject the request; 

Return: to send the request back to the student for editing or cancellation.

Add Chair’s note here

The Chair may accept the default 

or recommend another offered 

course as a substitute course



Handling a Substitute Course Request by Dean (1)
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1. Select 

the request 

to review

2. Click the Review button



Handling a Substitute Course Request by Dean (2)
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To review requests for 

substitute courses in my 

faculty by my faculty students 

A dean has to check the above two statuses to review 

the substitute course requests that belong to him/her

To review requests for 

substitute courses in my 

faculty by students in other

faculties!



Handling a Substitute Course Request by Dean (3)
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Back: to cancel your changes; Approve: to approve the request; Reject: to reject the request; 

Return: to send the request back to the student for editing or cancellation.

Add Student Dean note here



Handling a Substitute Course Request by Dean (4)
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Back: to cancel your changes; Approve: to approve the request; Reject: to reject the request; 

Return: to send the request back to the student for editing or cancellation.

Other Faculty Dean note here

If the recommended substitute 

course belongs to a faculty other

than that of the student, then the 

other faculty dean has to approve

the request after the approval of

the student’s dean.

Student Faculty Dean note here



Handling a Substitute Course Request by Registrar (1)
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The registrar needs to handle all the substitute courses requests that were approved by deans 

in order to complete the process and for the requests to be effective. 



Handling a Substitute Course Request by Registrar (2)
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When a request is approved by the registrar, a record will be added to the student’s substitute 

courses list as shown above …
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