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Disclaimer

The information in this document is subject to change without notice. It has been obtained from sources believed to be reliable. Although the
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How to Use This Manual

Topics in the table of contents lead you to chapters and subtopic headings that provide information ranging from simple notes to a thorough
review of what to do and why, with frequent examples. Sequential tasks are numbered, notes and/or action results are indented, and user
interface element references are formatted to enhance readability. Page images (and data displayed therein) may not be technically identical to
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Your Comments Are Welcome
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Introduction

Degree Plans. These plans can also be viewed in GradInfo system. In addition, GradPlan
replaces the Report of the Guidance Committee (Note: In Phase Il, GradPlan will replace the
Record of Comprehensive Exam, the Dissertation Final Defense form, and the Degree
Certification form). Before a Ph.D. Degree Plan becomes official, the Graduate secretaries (who
have the role of “Form Checker”) must review the plans for essential elements. Committee
members will approve plans (and revisions) electronically. In Phase Il of GradPlan, final
acceptance of the dissertation by the Graduate School and the degree certification by the
department, college and Office of the Registrar will all be approved and stored electronically.

This brief guide will step you, a Committee member and/or Guidance Committee Chair, through
the 100% electronic approval process for doctorial student’s Ph.D. Degree Plan.

The electronic routing of Ph.D. Degree Plans to be approved is done using a program called
Forms Tracking Utility or “FTU”. Faculty members serving on guidance committees have access
to FTU. You don’t need to do anything to get access approval!

There are two options for approvals: “Full” approval for which the entire guidance committee
membership must sign-off and approve and “Committee Chair(s)” approval that may be done
by the guidance committee chair(s) without the rest of the committee.

Full Approval

The Full Approval process is when the student submits his/her Ph.D. Degree Plan for review for
the first time or if any of the following criteria are met:

e There is a new dual major request from the previous official plan.
e There is a dual removal request from the previous official plan.
e There is a change in committee members from the previous official plan.

e There is a change in courses for students in participating colleges from the previous
official plan.
If none of the above criteria are met, or
1. After the student fills out the Ph.D. Degree Plan using GradPlan and submits it to start the
approval flow, before any committee is asked to approve, a Form Checker, normally the
graduate secretary, will review the student’s plan.
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2. GradPlan sends an email to you (as a Committee member) indicating that the student’s
Ph.D. Degree Plan is waiting for approval.

Note: All the committee members are notified simultaneously by email requesting
approval/disapproval of the student’s Ph.D. Degree Plan in FTU.

From: GradPlan @ais.msu.edu Sent: Wed 5/16/2012 1:55 PM
To: GradPlan @ais.msu.edu
Co
Subject: FTU Approval Request: Ph.D. Degree Plan for  Student's Name 1
To: Faculty Name x
Student's Name Ph.D. Degree Plan is waiting for your committee member approval in the MSU Forms Tracking
Utility(FTU).

TITLE
GradPlan: Student's Name

INITIATED BY
Student's Name

DATE INITIATED
05/16/2012 B1:48:86 PM

To view and approve this specific Ph.D. Degree Plan: 2

1. Open the FTU Dashboard: https://ftu.ais.msu.edu/dashboard/ActionsPending - log in if prompted. (The first time you
log in or request a routing slip, there may be a delay of 1 minute or more as FTU retrieves approval information).

2. If the Pending Actions page is not displayed, click ‘Pending Actions® in the left menu.

3. Locate the GradPlan routing slip by Title or ID (click column heading links to sort by a column). @

4. Click the Title link to go to the approval page for the routing slip.

5. Review the Ph.D. Degree Plan displayed in the box, then either approve or disapprove the plan. (You may have to
confirm your action, depending on how your Preferences are set).

6. If you have more Pending Actions, FTU automatically moves to the next action in your list.

7. Log off when finished.

Questions?

*If you have questions about the GradPlan process, contact the Graduate School.

*If you have questions about using the FTU Dashboard, there is a Help link within the application.

*Other questions: Contact the AIS IT Service Desk at (517)884-30@8 during university business hours or by
email ais311@msu.edu any time.

@ Student’s name

@ URL link to the FTU Dashboard

@ Information of how to view and approve/disapprove the Ph.D. Degree Plan.

3. Click on the Iink@ within the email which will take you to the FTU Dashboard where
you will log in using your MSU NetID or in the case of a non-MSU person, your
Community ID login and password. After login, you will find the student’s Ph.D. Degree
Plan in your Pending Actions List and will click on the title of the desired plan to review
the student’s plan for errors and then approve or disapprove the plan.

Sy
Fl@y —
Dashboat ppem———

gretel:Gretel Miller

Ho previously saved preference informaBion for you was found, using defaults.

Pending Actions

ﬂ No prevously saved nolification preference information for you was found, uwsing detaults.

About FTU

= = e B S
Leen GragPian Degree Student's Name -Program 0007 7285 Approval 5281 grelel Pregram 0007

GragPian Degree Student's Name -Program 0007 7286 Approval 52611 grelsl Program 0034

Upcoming Achons GragPian Deqgres Student's Name .proseam 0007 7287 Approval 528011 gretsl Program 0007
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IRBERERE f the student’s Ph.D. Degree Plan is a Full Approval, continue to Step 3. If the
student’s Ph.D. Degree Plan is an Approval Process Determined by Committee Chair(s),
proceed to Step 5.

4. If after reviewing the student’s Ph.D. Degree Plan you decide to disapprove the plan, you
must enter a comment in the Comment text field explaining why the student’s plan is
being disapproved and then click the [Disapprove] button. However, if you and all the
other committee members approve the plan, the Program Signer group (often the
Department Chair) will be asked to approve or disapprove. If the Program Signer
approves the student’s Ph.D. Degree Plan, then the College Signer (often deans or
associate deans) will review the student’s Ph.D. Degree Plan and “approve” or
“disapprove” the plan depending on accuracy and completeness.

| B ” >
'";F‘ | BB =N %A= O
..... '® - . . -
ashboax R - i -
Pending Adions
gretel-Gretel Miller Routing Slip Content Jul 19, 2011
Pending (42 of 42)
e Comment: Fivs| Pray Meot Last
Halp
About FTL) See
Contactug
EBreferences
Pending Actions Approve of Disapprove will save a comment
Ugcoming Acligns Approve | Disspprove | Comment Only | 1 Displax Routing Ship Confent in Separate Window
Bouting Stps Initiah
Pertormed Acions Routing Slip Title [s] p e Status
Beatiew Gragflan. Student's Name 7338 :E'f;:;":ﬂ';'mmc”mr Program 0085 Open
M Grouns -
Finalized Ph.D. Degree Plan for student's Name
PID soooono 2
VIEW PLAN SECTIONS
o Academic defails

@ Comment text field with [Approve], [Disapprove] and [Comment Only] buttons.
Note: Comments are required for disapproval and optional for approvals. The
[Comment Only] button should not be used.

@ Student’s Ph.D. Degree Plan for your review.

Disapproved plans will be set to “Disapproved and return to draft status” with email
notifications sent to the student and Form Checkers. Once the student has revised the plan
and resubmitted it, the graduate secretary will again be alerted to check the plan, and then it
again comes back to the committee members for approval.
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Approval Process Determined by Committee Chair(s)

5. If a student has an approved plan and has made a change which might be minor, the plan
will be sent to the Form Checker and then to only the Committee Chair(s) and/or
Dissertation Director(s). As a Chair or a Dissertation Director, before approving the
student’s Ph.D. Degree Plan, you will need to decide if the changes to the plan are either
“Significant” or “Minor” by selecting the one of the radio-buttons within the content of
the student’s Ph.D. Degree Plan - “Route as significant change (all approvers sign)” or
“Route as minor change (only chair(s) and dissertation director(s) approve)” and
then clicking the [Submit routing] button.

% FTU Dashboard - Routing Slip Content | =

ing Action Routing Slip Title ID Parson/Group Reference Status
Routing Slips |nitiated GradPlan Degree Change for . Group/Msy .
Boe ok kelian Program 0047 Revi Students Mame: 7 9q iGradPlanFormChecker Program 0047 Approved
Performed Aclions
Comment Submitted By Date
Rear View
; Approving the plan khialil 0672472011
My Groups %
Official Ph.D. Degree Plan for Student's Name

P X XXX XXX

Rindsed plan routing

Apprdval route 10r BhS révisir

| Suitena roating

CHANGE LOG @

VIEW PLAN SECTIONS

Note: @ To help in the case of more than one Chair and/or Dissertation Director(s),
CHANGE LOG will display the name(s) of the Committee member(s) who determined the
change as either “Significant” or “Minor”. If there is a disagreement, please communicate
directly with other Committee member(s).

The final result (“Significant” change or “Minor” change) is determined based on the last
Committee Chair to click the [Submit routing] button:

e |f the route selected was “Route as significant change (all approvers sign)” - then all
of the remaining Committee Members, Program Signer and College Signer will need to
approve/disapprove the student’s revised plan as outlined in the Full Approval Process.

e If the route selected submitted was “Route as minor change (only chair(s) and
dissertation director(s) approve)” - then the plan is already approved. Once the
student’s revised Ph.D. Degree Plan (with “Minor” change) is approved, an email
regarding the approval of the student’s plan is sent to the Form Checkers, the student, the
Committee Chair(s) and the Dissertation Director(s) informing them that the plan has
been approved. This initiates the student’s Ph.D. Degree Plan status to become the
“Official” plan and supersedes any previous draft plans made earlier.
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Approving/Disapproving Student’s Plan

If after reviewing the student’s revised Ph.D. Degree Plan, the Committee Chair(s) a decides to
disapprove the plan; the Committee Chair(s) then enters a comment in the Comment text field
explaining why the student’s plan is being disapproved and then clicks the [Disapprove] button.
This action initiates FTU to send a Disapproval email to the Form Checker, Committee Chair(s)
and/or Dissertation Director(s) and also the student. Because the student’s Ph.D. Degree Plan
was disapproved, there is no need to log whether it is a “Significant” or “Minor” change; the plan
is then reset to a “Disapproved and returned to draft” status.
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