How to approve a
Graduate Study Plan
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Develop a Plan with your Advisee

* The student and the major professor should
meet to discuss the student’s plan of study
toward their degree within the student’s first
year of study

* The student fills out the Degree Audit Plan
through VandalWeb indicating the courses
they will complete

* Once the student submits the plan for
approval the major professor will receive an ,
email notification
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Email Notification
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From: degreeaudit Sent: Tue 9/4/2012 1:59 PM
To: Advisor, Jane
Cc

Subject: Study plan approval request for Joe Vandal

Dear Jane Advisor:
Please review the study plan '04-SEP-2012' for Joe Vandal. This plan has been submitted for vour review as the major professor for this student.
To review and approve (or return) the plan, please login to Workflow and click the link for this student.
Ubpon approval of the plan. it will be directed to the department for review.
This may be the first time you have used the electronic approval process for a study plan. Click here for more detailed instructions on the Registrar's Office website.

Thank vou.




How to log into Workflow

A link to Workflow will be included in your
notification

If you do not have your email notice handy go
to https://bannerwf.uidaho.edu:7787 /wfprod/logon.jsp

You will be prompted to enter your University
of ldaho credentials (Username and password)

Remember to keep your username and
password secure

Never click Remember my Username



https://bannerwf.uidaho.edu:7787/wfprod/logon.jsp

Workflow Login Page

Banner Workflow

Username

(N

Password

Submit

This software contains confidential and proprietary information of Ellucian or its subsidiaries. Use of this software is limited to Ellucian licensees, and is subject to the terms and conditions of one or more written license
agreements between Ellucian and such licensees. Banner Workflow ( Version: 8.7.0.0 Build: 4008)




Worklist

* Once logged into Workflow you will see
your worklist - a list of study plans waiting
for your approval

« Each worklist item will be identified by the
student name so you will know which
student’s plan you will approve or return

* |f you open a worklist item you will be
presented with a study plan approval form
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Worklist View

@ ellucian.  Logoff @ Help
Worklist
WOI"k“St Advanced Search Workflow Specifics Q
Status  Organization Workflow Activity Priority Created View Details
UlWorkFlow.Student Study Plan Approval for V00000000 joe Vandal MajorProfApproval Normal 14-Jan-2020 02:48:11 PM N
Ready
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Study Plan Approval Form

Study Plan Approval Form

Please approve or return the study plan listed below.
Description:

‘ My Test Plan ‘

Requested by:

‘ Hyde, Christopher Gene ‘

Student Name:

‘ Christopher Hyde ‘

Student ID:

‘ V00024133 ‘

Degree:

(s |

If the plan is returned, notification will be sent
to the student for further review and resubmission.

/

/~* Do you approve this plai

O approve

() Return for Revision (add comments to student below)

Plan Contents:

Description: My Test Plan
Level: GR

Degree: M.S.

Last Modified: 14-JAN-20
by: Christopher Hyde

Courses:

201920: BCB 509: 3, Evolbio Bridge

201920: BIOL 522: 3, Molecular Evolution

201920: CS 515: 3, Computatnl Biol:Sequence Analy

202010: BCB 510: 3, Compsci Bridge

202010: BIOL 526: 3, Systems Biology
202010: MATH 563: 3, Mathematical Genetics
Total Credits: 18

Click ‘Complete’ to submit your decision.
Click 'Save & Close’ to save your work and come back later.
Click 'Cancel” to exit without submitting or saving.

Your decision will NOT be submitted and the plan will NOT move out of your worklist until you click 'Complete'.

[B) save&Close X Cancel




Approve the Study Plan

* Review the study plan information presented on the
approval form to ensure the student has
incorporated the courses discussed

* |f you wish to work on the item later click the Save
& Close button. The item remains in your worklist
as a Reserved Item to be completed at a later date

 To approve the study plan and send to the
department for approval, click Approve and the
Complete button. You must click Complete to
move the study plan to the next approval
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Return the study plan to the Student

« After review of the study plan you may choose to send
the study plan back to the student to make changes
before approving

« Add notes in the Comment box indicating the changes
you are looking for. The notes will be included in a
message the student receives indicating why the study
plan was returned to them

* If you wish to return to the item later click the Save &
Close button and it remains in your worklist as a
Reserved Item to be completed at a later date

 To return the study plan to the student, click Return on
the approval form and click the Complete button. You
muzt click Complete to send the study plan back to the
student .
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orklist if you Save & Close

Worklist Advanced Search Waorkflow Specifics Name Q)
Status Organization Workflow Activity Priority Created View Details
UlworkFlow.Student Study Plan Approval for V00000000 Joe Vandal MajorProfApproval Normal 14-an-2020 02:48:11 PM Y
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Approval Flow

Student

Major
Professor

Department

College of
Graduate Studies

Office of
the
Registrar




Approved Study Plan
Displayed in the Degree Audit
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Audit

Planner GPA Calc

Notes

Format: [ Inchde in-progress classes
Audit > Student View - View Save as PDF ProcessNeW = 1oii.ce preregistered casses

Catalog Year: Academic Year 2007-2008 Credits Required: 30

® Master of Education (MEd) Credits Applied: 0

30 credits are required. You currently have 0, you stil need 30 more.

Unmet conditions for this set of requirements: A minimum of 18 credits in 500-level courses are required. You have taken 0 but need 18 more
credits.

Stil Needed: A 3.00 GPA is required for graduation.
Stil Needed:  See Major in Curriculum & Instruction (MEd) section

Major in Curriculum & Instruction (MEd)
Study Plan Detail

=
g
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=

Catalog Year: Academic Year 2007-2008
Stil Needed: See Study Plan Detail section

Study Plan Detail
® Study Plan Detail Catalog Year: Academic Year 2007-2008
Stil Needed: 3 Credtts in ED 570

Stil Needed: 1 Credit in EDCI 504

Stil Needed: 3 Credits in EDCI 511
Stil Needed: 3 Credits in EDCI 513
Stil Needed: 3 Credits in EDCI 524
Stil Needed: 6 Credits in EDCI 558
Stil Needed: 3 Credits in EDCI 563*
Stil Needed: 3 Credits in EDCI 565
Stil Needed: 3 Credits in EDCI 572*
Stil Needed: 3 Credits in EDCI 599%

@ Internet | Protected Mode: Off fa v ®100% v
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Degree Audit

You may review the Study Plan within Degree Audit
as well

Log into VandalWeb

Click on Faculty & Advisors Menu
Click on Student Menu

Click on Degree Audit

Select a term, type in the Student V nhumber, and
Submit

Click on the Plans tab to review the study plan

You may need to select the appropriate degree if
the student is working on several credentials
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Plans tab “Audit” view

VandalWeb Transcript

V00024133 | Hyde, Christopher Gene ‘ {ms |~ [Nsioinformatics & Comptn

GPA calc

Student Planner for: Hyde, Christopher Gene

Print

Log Out

~rowwian it | towmian ]

Planner Audit WA1599er as of 01/14/2020 at 15:43
Hyde, Christophar Gena

Master of Science

u (MS)

30 credits are required. You currently have
0, you still need 30 more.

A minimumn of 18 credts in 500-level courses
are required. You have taken 0 but need 18
more credits.

Stil Needed: A 3.00 GPA is required for graduation.

Stil Needed: See Major in Bioinformatics & Comp Biol (MS) section

Major in Bioinformatics & Comp Biol (MS)
Study Plan
Study Plan Detail

for this sat of i

Bioinformatics & Comp Biol (MS)

Catalog Year: Academic Year 2019-20:

A minimurm of 10 credits in BCB 500 are
required. You have taken 0 but need 10
more credits

Unmet iti for this set of 1l

Study Plan
Catalog Year: Academic Year 2019-2020

stil Needed: Minimum GPA unsatisfied

Study Plan Detail
s Study Plan Detai

catalog Year: Academic Year 2018-2020

Legend

This degree audit is an advising tool only. You are encouraged to use this dagree audit

ranart ac 3 nuida whan nlanning unur nenarace toward comnlation of tha shova

Lastupdated by: Hyde, Christopher Gene on 15-0ct-2019

~

Test 8 - 10-9-19 - Revised - 2
Degree: M.S.
Level: Graduate

Active: Yes
Status: APPROVED
Tracking Status: - - -

Academic Year 2018-2019

Spring 2019, Total Credits:
12.0

4.0

4.0

Disclaimer-You are encauraged to use this degree plan as a guide for tracking your progress toward completion of
the above requirements. Your academic advisor o the Registrar's Office may be contacted for assistance in
interprating this raport. This plan is not your academic transcript and it is not offcial notification of complstion of
degree or certificate requirements. Please contact the Registrar's Office regarding this degree plan, your official
degree/certificate completion status, or to obtain a copy of your academic transcript.

| Refresh Audit ||

Universityofldaho




When you’ve completed your work
for the day or are leaving the office

When you have finished working on your
worklist or are leaving your office
remember to Logoff Workflow

Also, remember to Exit VandalWeb

It is always a good idea to lock your
computer as well

Don’t hesitate to contact the Office of the
Registrar with any questions you may have
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