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Overview

» The supplies management features/process in MyGJU [1,2] allow
managing supplies requests and checking employee custody from
the GJU portal.

» Specifically, the following supplies management related features
are covered in this tutorial:

Supplies management process in MyGJU.

Accessing the supplies features by an employee from MyGJU.
Supplies requests submission and tracking by an employee.
Viewing an employee custody.

Accessing the supplies features by a dean/manager from MyGJU.
Supplies requests approval and tracking by managers.

Assigning items to employees.

Viewing the employees’ custody.
2 University Digitalization Project Team 4/4/2023
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Supplies Management Process in MyGJU

by
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Supplies management phases in the Supplies System
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Accessing the Supplies Features
by an Employee
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Accessing the My Supplies Features

auin )Vl auilolVl deolnl
ﬁ\' i\"jl \erJU qz!JJJGe?riJanJordaﬁ?Umversity l‘

Tt

Hello Feras Al Hawari 1. Click the My Affairs Tab E) Help [ Calendar [ Arabic Logout
mic Affairs Dean's Tasks Coordination QA Tasks

| | ~N@ .
Lq My Profile ‘ @ My Salaries \../. My Supplies I—I My Tickets

» My Affairs » My Supplies 2. CI|Ck the My Supp|ies Button

My Supplies
Supplies Requests

Custody \To manage your supplies requests, click the Supplies Requests link

To check your Custody, click the Custody link

» 5 University Digitalization Project Team 4/4/2023
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Submitting a Supplies Request (1)

= auja ¥l dvilolVl deolall
v. M\!GJU Q:!JJJGe:'iJanJordati?tjnivers[ty l‘

Hello Feras Al Hawari 1. Click the My Affairs Tab B Help [ calendar [I) Arabic Logout
My Affairs Academic Affairs Dean's Tasks Coordination QA Tasks

‘ LQ My Profile ‘ @ My Salaries \.‘{ My Supplies @ My Tickets
=
N\

ab
» My Affairs » My Supplies 2. CI|Ck the My Supp|ies Button

My Supplies

Supplies Requests

Custody, \ 3. Click the Supplies Requests link

» 6 University Digitalization Project Team 4/4/2023
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Submitting a Supplies Request (2)

‘ \..{ My Supplies H @rl My Tickets ‘

‘ ’q My Profile H @MySalaries

» My Affairs * My Supplies P Supplies Requests

Filtering Criteria

Supplies Request No: [ ] Item Name (EN): [ ]
From Date: [ ] Item Name (AR): [ ]
To Date: [ ] Reason: [ ] . .
Note: This role is
Approval Status: | Al M granted/revoked
by the supplies
e ] and inventory
@ou need to have a "Supplies Request User" role to be able to submit supplies requests, please check with your Manager to obtain the M department (Sl M D)’
Supplls: Tequests upon request from
oryy i @ (m your manager.
Supplli;: Iiequest Reason 2 Created By £ Creation Date & Approval Status & App;:' iﬁt“s

—el N || I ==

No Data Found

ra Edit - Delete Track [ = Print ] [ B Export ]
Total Rows: 0
e sak ([ + aw | 1. Click the Add Button to add a supplies request

Note: this button will be hidden if you don’t have the Supplies Request User role

» 7 University Digitalization Project Team 4/4/2023
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Submitting a Supplies Request (3)

» My Affairs *» My Supplies » Supplies Requests » Add Supplies Request

Supplies Request Information

Supplies Request No:  Supplies request No. will be generated upon save.

Reason: * {Needed for work 1 Enter reason
Requester Entity Type: {Academic Department u 2. SpeC|fy Ent|ty

Requester Entity: * {Computer Engineering Department ‘ - |

Created By: Feras Al Hawari

Creation Date:

3. Click the Save button

—

» My Affairs * My Supplies » Supplies Requests * Add Supplies Request

Supplies Request Information

Su pplies_REO_ZOZ?»_lD

Supplies Request No:

Reason: * e
/.
Requester Entity Type: [Academic Department | e |
Requester Entity: * [Computer Engineering Department | - |

Created By: Feras Al Hawari

Creation Date: 2023-04-01

After 3: A number for the supplies K

Save
request is automatically generated
Supplies Request Items
Item Name (EN) Item Name (AR) Item Count Delete Edit
Laptop, 17, 15", 500 GB SSD Laptop, 17, 15", 500 GB SSD # 1
~* Add | 4 Click the Add button to add an item row as shown above

5. Fill the item name in English & Arabic (if possible)

6. Enter item count (can be more than one)

7

7. Click the Tic icon when done

8. Repeat steps 4-7 to Add more items

Note: Make sure to enter the description of only ONE item type per row,
hence if you need a laptop and a desk, each type should be entered on
a separate row, otherwise SIMD will reject your request!

» 8 University Digitalization Project Team
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Submitting a Supplies Request (4)

Supplies Request Items

Item Name (EN) Item Name (AR) Item Count Delete Edit
Laptop, 17, 15", 500 GB SSD Laptop, 17, 15", 500 GB SSD 1 Delete s
Side chair e @S 2 Delete s
Desk 5o 1 Delete s
* L Add After adding the item types

Supplies Request Attachments

UploadedFiles: pload the specs for your items, if needed (see next slide for steps)
Upload File

File Title: | |

(Valid file size: 10 MB; Valid file type is pdf only)

+ Choose 2 Upload @ Cancel ‘
| I |

» 9 University Digitalization Project Team 4/4/2023
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Submitting a Supplies Request (5)

i @ File Upload X
Steps to upload a Specs flle & = ~ 1 . * ThisPC > Data (D:) v @] 2 Search Data (D)
Organize ~ New folder E- O 0
~ Name -

Date modified ~
# Quick access

B Deskiop 4 : 12/26/2021 11224 PM
11/11/2020 1:31 AM
Downloads o
g ¥ ¢ 9/27/2017 10:07 AM
Uploaded Files: Documents  # )

e e s 5/23/2016 9:53 PM b
Upload File = Pictures v o< >

l Supplies Request Attachments

File name: ~| | Files

e |

File Title: |Specs 1. Enter file title

| Open 6 | Cancel |
TN\

~N
(Valid file size: 10 MB; Valid file type is pdf only) 3. Browse and select the specs file

L-I- Choose H - Upload‘(“ @ Cancel
~/

. -
2. Click the Choose button 4. Click the\Upload button

07_technical_report.pdf 2.5MB | | {"J

After 3: you will see the selected file name above

Supplies Request Attachments

Uploaded Files:

L spes | & Download | | = pelete | After 4; i.e., after uploading the file

» 10 University Digitalization Project Team 4/4/2023
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Submitting a Supplies Request (6)

Notes
| ~
Employee Notes: ‘ Add note here if needed
v
Higher Manager
Notes:

- Back HO Submit 4;— Click the Submit button when done

Note: After submitting the request you will not be able to modify it and it
will be pending your higher manager’s approval to be processed by SIMD

Note: You need to have a "Supplies Request User" role to be able to submit supplies requests, please check with your Manager to obtain the role!

Supplies Requests
{10f1) - || <4 E L

Supplies Request No < Reason ¢ Created By & Creation Date < Approvil TEE Approval Status

| L || [ )| [ | — e

Submitted by

2023-04-01 2023-04-01!

Reguester,

Total Rows: 1

F—r—| ——

» Il University Digitalization Project Team 4/4/2023
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Tracking a Supplies Request

b My Affairs  * My Supplies

My Supplies
Supplies Requests

Custody

1. Select
the
desired
request to
track

-
"‘Q{ My Supplies ‘ || My Tickets

‘ ‘q My Profile ‘ @MySalaries

* My Affairs * My Supplies * Supplies Reguests

Filtering Criteria

Supplies Request No: [Supplies_REO._Z{JQa_ll l Item Name (EN): I
From Date: [ l Itemn Mame (AR): I
To Date: [ l Reason: I

Approval Status: [A”

[ pel Search ]
Note: You need to have a "Supplies Request User" role to be able to submit supplies requests, please check with your Manager to obtain the role!
Supplies Requests
{lof 1) 1= < E = i
A | Status | Statu
Supplies Request No % Reason % Created By % Creation Date % pprmri App[r]ua: . =
v

. o . . submitted by
Supplies RE@ 2023 11 2 Feras Al Hawari 2023-04-01 MU=y
& Edit [ - Delete ‘ [ Track _ J [ &  print J [ 8  Export J
\\
Total Rows: 1

[ - Back ] [ + Add J

See slides 20-22 for more details

University Digitalization Project Team

2. Click the Track button

4/4/2023



awa ¥l alolVl deolnl

German jordanian University

Checking an Employee Custody

* My Affairs  » My Supplies

My Supplies

Supplies Requests
Custody

\ My Affairs

N
lq My Profile

‘ @Mysmaries H .’.{ My Supplies H @ My Tickets ‘

» My Affairs » My Supplies *» Custody

Custody of
A Ite: Itel .
Item Type % Description % m N mA Manufacturer % Model No. % Serial M
Attributes Values ] ["““"’ "] [C"“'“ e I l I l ] [
Mouse test Fixed 1 ACER
Keyboard test Fixed 1 ACER 333331234

s Desktop Type - PC

* Processor Type : Intel
Desktop Core |7 test Fixed 1 ACER 55552345
* RAM Size - 16 Gb
* screen size © 21

Screens * Screen Type : _-,Sk_..ef adld test Fixed 1 ACER 1234577777
< >
Total Rows :4

» 13 University Digitalization Project Team 4/4/2023
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Accessing the Supplies Features
by a Dean/Manager

University Digitalization Project Team
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Accessing Supplies Features by Dean

1. Click the Dean’s Tasks Tab

My Affairs Academic Affairs Dean's Tasks Coordination QA Tasks
‘ Course Sections ‘ ‘ Courses ‘ ‘ Study Plans ‘ ‘ Grades Submission ‘ ‘ Evaluations ‘ ‘ Advisors ‘ ‘ GY Outgoing Applications ‘
‘ Student Details ‘ ‘ Email to Students ‘ ‘ Admission Apps ‘ Prerequisite Tests ‘ Reports ‘ ‘ Dual Studies ‘ ‘ GY Internships ‘
‘ Withdrawal ‘ ‘ Substitute Courses ‘ ‘ Vacations ‘ ‘ Leaves ‘ ‘ Fingerprint ‘( Supplies )

* Manager's Tasks » Supplies

2. Click the Supplies Button

Supplies
Supplies Requests

Employees cUstodv\ To approve/track your school’s supplies requests, click the Supplies Requests link

\To view your employees’ Custody, click the Employees Custody link

» 15 University Digitalization Project Team 4/4/2023
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Accessing Supplies Features by Manager

Manager's Tasks

1. Click the Manager’s Tasks Tab

My Affairs
P
Vacations ‘ ‘ Leaves ‘ ‘ Fingerprint H ( Supplies 3 ‘
> Manager's Tasks » Supplies 2. Click the Supplies Button
Supplies

Supplies Requests

Employees Custodv\ To approve/track your department’s supplies requests, click the Supplies Requests link

To view your employees’ Custody, click the Employees Custody link

16 University Digitalization Project Team 4/4/2023
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Approving a Supplies Request (1)

» Manager's Tasks * Supplies

Supplies [

Supplies Requests
Employees Custody

Withdrawal ] [ Substitute Courses ] [ Vacations ] [ Leaves ] [ Fingerprint

[ Supplies ]

» Manager's Tasks » Supplies » Supplies Requests

Filtering Criteria

1. Filter Supplies Request No: [Supplies_REo_zozs_lo ] Item Name (EN): [ ]
out the Requester Entity: [Select One ‘ = ‘ Item Name (AR): [ ]
request, if — (select Employees | ~ | Reason: | |

needed . [ ] Supplies Request Status: [Select Supplies Request Status ‘ v J

To Date: [ ] [Supplies Item Status‘ = J

Supplies Item Status:

[p Search ] 2. Click the Search button, if needed

Supplies Requests

oft) [ua)<«a [ > = [E¥]

3. Select Supplies Request No & Reason & Created By & Creation Date & App"’";' Status Ap";‘;‘: sc““"
the [ °F Bl {1 Ji { L

deSIred e Feras Hamdan Husein Al 2023-04-01 Submitted by 9023-04-01

re q uest Hawari - Reguester;

» 17 University Digitalization Project Team 4/4/2023
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Approving a Supplies Request (2)

| Supplies Request Information

Supglies Reguest No: Supplies_REQ_2023_10

Reaszon: Needed for work

Reguester Entity Type : Academic Departmeant

Requester Entity: Computer Engineering Department

Created By: Feras Hamdan Husein Al Hawari
Creation Date: 2023-04-01
B caym
Supplies Request tems
Item Name [EN] Ftem Nams [AR) Ftem Count Dalete
Sig chair il g 2 Delet
Desk witie 1 Dl
| #  ada
| Supplies Request Attachments.

Uploaded Files:

i Specs | ¢ Downloed | | - Deete

Uipload File

File Tithe: |

(Valid file size: 1.0 MB; Valid file type i pdf only]

| # choose || # Upload || @ Cancel

HNotes

Emplayee Nates:

weerne | ACD @ NOte here if needed

Supplies Nates:

|- Back. ||° Approve ||*= Heturn

Supplies Notes:

Click the Approve
button to approve
the request.

Note: after
approval, the
request will be
available to SIMD
for processing.

Note: After
approval, the
request cannot be
modified

@ e || -

Click the Return
button to ask the
requester to
either modify or
delete the
request

University Digitalization Project Team
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Approving a Supplies Request (3)

» Manager's Tasks * Supplies *» Supplies Requests

0 Approved successfully

Filtering Criteria
Supplies Request No:

Requester Entity:

Employees:
From Date:

To Date:

Supplies REQ_2023 10 |

[Select One | - |

[Select Employees ‘ v |

[ 1
[ l

Item Name (EN): [ ]
Item Name (AR): [ ]
Reason: [ ]

Supplies Request Status: lSeIect Supplies Request Status ‘ = |

Supplies ltem Status: [Supplles = Status‘ - |

{ Pl Search J
Supplies Requests
(of1) | e[ < | (@[> =
. ; | A I stat
Supplies Request No & Reason & Created By & Creation Date & :‘p;tp‘::\r; pprDOa\:; a -

Supplies REQ) 2023 10

Needed for work

Approved by

Feras Hamdan Husein Al
Hawari

2023-04-01 Higher, 2023-04-01

Manager,

(revon ] |

Track J L= Delete | { =) Print

| (o e

Total Rows: 1

University Digitalization Project Team
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Tracking a Supplies Request (1)

» Manager's Tasks * Supplies *» Supplies Requests

0 Approved successfully x*

Filtering Criteria

Supplies Request No: [Supplies_REQ_EOB_lO 1 Item Name (EN): [ ]

Requester Entity: [Select One | - | Item Name (AR): [ ]

erployees: selceempeyees |+ reson | |

Supplies Request Status: lSeIect Supplies Request Status ‘ - |
From Date: [ ]
To Date: [ ] Supplies Iltem Status: [Supplies = S'I:atus‘ . |
{ L Search J
Supplies Requests
o) ||l | @ = =]

1. Select [ Supplies Request No & ] [ Reason & ] [ Created By ¢ ] [Creatinn Date ] SA‘P;tP::\F;' App;::' ‘Sclatus
a request ) [ ||

Feras Hamdan Husein Al Spprovedly

Supplies REQ) 2023 10 Needed for work Hawari 20230401 :l;g: z;er 202304001
{ #  Review J { Track Q—\.% | { =} Print J l B  Export J
Total Rows: 1 \
«  Back 2. To track the status of the supplies request at the SIMD, click on the Track button!

» 20 University Digitalization Project Team 4/4/2023
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Tracking a Supplies Request (2)

=
Original Supplies Request

Supplies Request No:  Supplies_REQ_2023_10

Reason:

Requester Entity Type:
Requester Entity:
Created By:

Creation Date:

Needed for work

Academic Department

2023-04-01

Feras Hamdan Husein Al Hawari

Approval Status:
Approval Status

Computer Engineering Department

Reviewed by Supplies > Supplles Request Status

e, JUL3-UR-UlL

Supplies Request Items

Requested Item Name

Requested
Count

—

P

Side chair
Desk
~—Supplies Request Attachments
= Decision o
Availability ’[\ ltem status
‘&mcyﬂ*tems @Kﬂ'e ﬂjpwﬂequ
. o h . .,\ Warehouse . 5
'II'l:F:Z Attributes Values 2 f— l'::':t Py Operatio Status Pr(::ts:or Keeper M:nu:zer Ass-lline Assign
\ :' :::;‘::g 0 Unit 2 Unit Yes Issue Reviewed W #
— | Des Notes )
&/ Tahl: 0 Unit 1Unit Yes /\Issue Reviewe: &
Split Unassign v \/ \/
In this case, the SIMD employees determined that items
are available in stock, and the SIMD manager reviewed
the application and decided to Issue all items!
21 University Digitalization Project Team

Original
request
data

Processed
items

SIMD processes each
item in the original
request to (1) map it to
its official type, then the
warehouse keepers (2)
evaluate if the items are
available in stock, then
the SIMD manager (3)
decides whether to
issue (if available),
reject (if there no
budget), or purchase

(approved but not

available) the item.

4/4/2023
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Note that a Supplies Request has the following statuses
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Note that a Supplies Item has the following statuses

| navE_EN | NavE_AR {} NAME_EN |4 navE_aR ]
Pending Submission by Regquester bl agadl Ga Jley¥l LSy Pending 5 Las 5Y %
Submitted by Requester Wl agadl Ga Jwys Reprocess e ias et
Approved by Section Head danill gty Gt Sadas Proceiaed e_”_u
Rejected by Section Head i)l gty G ghgd

Reevaluate pasis sols!
Approved by Department Head puill gy oo anls Gilga =

Vi paaiiJl 3
Rejected by Department Head paill guaidy Ga pagdya e i == o
Approved by Higher Manager eIl paaaldl e sadias Rereview el bk
Rejected by Higher Manager A pusaldl G ghgdip Reviewsd ol padl aus

Under Processing by Supplies pileddl B350 ga dadlaadl ans Assigned by Higher Manager
pileddl 83510 a0 alilas
pileddl B350 S puadill ans
pilsddl B350 g puaindl ps
p3lsldl 8,505 ga dealyaldl Sas
pilsldl 83505 ga dnalaldl cas

sV pasaldl Ge Gaaas )l ps
Unassigned by Higher Manager le¥! joualdl s puaeildl 84 a5
Under Discharge

Processed by Supplies

Under Evaluation by Supplies el = wles gHls

Evaluated by Supplies

Discharged el Y1 aalas ol

Under Review by Supplies Imported to Providing Request augjs ulhy Lgllsol as

Reviewed by Supplies

Under Purchase ela0l Lalas gyls

Purchase Rejected ela)l Lalas pady pl

When tracking the status of your request, you
need to check the status of the request as a
whole or the status of each item individually as
shown in the previous slide

University Digitalization Project Team 4/4/2023
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Assigning an Item to an Employee (1)

» Manager's Tasks *» Supplies » Supplies Requests » Assign Item to Employee

+  Original Supplies Request

Processed Items from the Supplies Request

= a Wareho .
Item . i Discharged Item Available 2 . e Processor :: use Manager Assigned e
Type Ml alLes Count Count - oD s Note s Note To SSEl
MNote
0 Unit Reviewed
@ | 2= 0 Unit 1 Unit Yes Issue Reviewed #
b Table &

Split | Unassign

» Manager's Tasks * Supplies * Supplies Requests * Assign Item to Employee

»  Original Supplies Request

Processed Items from the Supplies Request |

n o . Wareh:
Item Attributes | Discharged Item Available T 0 e Processor :r: ouse Manager e ———
Type Values Count Count Eo] e = Note Ne;‘o:r Note Fus
o

= Waiti
o] =i 0 Unit 2 Unit || Yes IS5UE Reviewed

Y b
O 'II:":IJSI'; 0 Unit 1 Unit Yes Issue Reviewed “ ’Ci -
Seleci
Split | Unassign | L sahel
Salerr
Total Rows: 2
Eeras l
- l
Rami
mar v
>

N =

From the
Track screen

Se an item
Click the Pencil icon

3. Select an employee

4. Click an

from the Assigned To
drop down list
he-Tic icon
to save your selection

Note: You only can assign
an item to an employee if
its status is either Issue or
Under Discharge

» 23 University Digitalization Project Team
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Assigning an Item to an Employee (2)

After assigning the items

» Manager's Tasks * Supplies " Supplies Requests * Assign Item to Employee /‘\

» Original Supplies Request

“ Your selected record was updated successfully ®
Processed Items from the Supplies Request
p}hﬂ{ y=
Item Atiributes Val Discharged Item Available Overati \ Processor W:rehouse Manager Rss'lgned\ Assi
Type FEnfLes 2 es Count Count = RO b Note eeper Note To =2
\ Note \
Aszigned Feras
— | Waiti b Hamd
@ | J°Tne 0 Unit 2Unit | Yes Issue v amdan
= Chairs Higher Husein Al
Manager Hawari
Assigned Feras
) — 0 Unit 1Unit | Yes Issue by AT
= Table Higher Husein Al
Manager / \Hawari /
l Split I Unassign \/
Total Rows: 2

» 24 University Digitalization Project Team 4/4/2023
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Checking Employees Custody

* Manager's Tasks * Supplies

Supplies

Supplies Requests Withdrawal ‘ | Substitute Courses H Vacations | ‘ Leaves H Fingerprint H Supplies
Employees Custody ' . /1 I I I

» Manager's Tasks » Supplies » Employees Custody

Filtering Criteria

Entity: * [Infclrmation Systems and Technology Center ‘ - ]

Employees; * T

|2 seach |

Custody of /
" S o Ite Ite ~ ~ o
Item Type % Description & m . mA Manufacturer < Model No. & Serial N
Attributes Values [ l l"“‘“m "l [C"“"t i l [ l l ] l
Mouse test Fixed 1 ACER
Keyboard test Fined 1 ACER 333331234

» Desktop Type : PC

* Processor Type : Intel
Desktop Care |7 test Fixed 1 ACER 55552345
* BAM Size - 16 Gb
* screen size @ 21

Screens * Screen Type )SjﬂxS Al test Fixed 1 ACER 1234577777

L4 >
Total Rows :4

» 25 University Digitalization Project Team 4/4/2023
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