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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. 
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Supplies Management Process in MyGJU
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Accessing the Supplies Features 

by an Employee



Accessing the My Supplies Features
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1. Click the My Affairs Tab

2. Click the My Supplies Button

To check your Custody, click the Custody link

To manage your supplies requests, click the Supplies Requests link



Submitting a Supplies Request (1)
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1. Click the My Affairs Tab

2. Click the My Supplies Button

3. Click the Supplies Requests link



Submitting a Supplies Request (2)

4/4/20237 University Digitalization Project Team

Note: This role is 

granted/revoked 

by the supplies 

and inventory 

department (SIMD),

upon request from 

your manager.

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



Submitting a Supplies Request (3)
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1. Enter reason

2. Specify Entity

3. Click the Save button

After 3: A number for the supplies 

request is automatically generated

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)

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!

7. Click the Tic icon when done

8. Repeat steps 4-7 to Add more items



Submitting a Supplies Request (4)
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After adding the item types

Upload the specs for your items, if needed (see next slide for steps)



1. Enter file title

2. Click the Choose button

After 3: you will see the selected file name above

Submitting a Supplies Request (5)
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3. Browse and select the specs file

4. Click the Upload button

After 4; i.e., after uploading the file

Steps to upload a specs file



Submitting a Supplies Request (6)
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Add note here if needed

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



Tracking a Supplies Request
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See slides 20-22 for more details

2. Click the Track button

1. Select 

the 

desired 

request to 

track



Checking an Employee Custody
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Accessing the Supplies Features 

by a Dean/Manager



Accessing Supplies Features by Dean
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1. Click the Dean’s Tasks Tab

2. Click the Supplies Button

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

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



Accessing Supplies Features by Manager
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1. Click the Manager’s Tasks Tab

2. Click the Supplies Button

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

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



Approving a Supplies Request (1)
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4. Click the Review button

1. Filter 

out the 

request, if 

needed

2. Click the Search button, if needed

3. Select 

the 

desired 

request



Approving a Supplies Request (2)
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Add a note here if needed

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

Click the Return

button to ask the 

requester to 

either modify or 

delete the 

request



Approving a Supplies Request (3)
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Request Status after approval by manager



Tracking a Supplies Request (1)
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2. To track the status of the supplies request at the SIMD, click on the Track button!

1. Select 

a request



Tracking a Supplies Request (2)
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Processed 

items

Original 

request 

data

Supplies Request status

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!

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.

Decision

Item statusAvailability

Notes



Tracking a Supplies Request (3)

4/4/202322 University Digitalization Project Team

Note that a Supplies Request has the following statuses Note that a Supplies Item has the following statuses

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



Assigning an Item to an Employee (1)
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1. Select an item

2. Click the Pencil icon

3. Select an employee 

from the Assigned To 

drop down list

4. Click on the 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

From the 

Track screen



Assigning an Item to an Employee (2)
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After assigning the items



Checking Employees Custody
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