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1. Access to Seguidor

All UNMC faculty can log into Seguidor using the link found on the Graduate Studies Faculty & Staff
webpage or by entering the following URL into your internet browser
https://net.unmc.edu/seguidor/index.php.

2. Seguidor Home Screen

The Seguidor home screen is the screen that first appears after logging in to the Seguidor web
application. To return to the Seguidor home screen at any time, click on the Seguidor logo® in the
upper left corner of the screen.

@ Seguidor®

COMMITTEE MAMAGEMENT PERSOMAL REPORTS QUICK MENU

3. Menu Bar

Items that appear on the menu bar are dependent on the user’s security profile in Seguidor.

COMMITTEE MAMAGEMENT PERSONAL REPORTS QUICK MENU

© @ ®

Committee Management

Visible to Graduate Program Committee Chairs (Program Directors), MSIA Sub-Plan Committee
Chairs, and Student Advisory/Supervisory Committee Chairs (Advisors/Supervisors), as well as
these individuals’ assigned designees.

Personal©

Visible to all users.

Reports®

Visible to Graduate Program Committee Chairs (Program Directors), MSIA Sub-Plan Committee
Chairs, and assigned program staff. Security is assigned at the individual and program levels by the
Graduate Studies Office.

Quick Menu ©
Visible to all users.


https://www.unmc.edu/gradstudies/faculty-staff/index.html
https://www.unmc.edu/gradstudies/faculty-staff/index.html
https://net.unmc.edu/seguidor/index.php

4. Pending Actions

A pending action indicates an action that you must take to approve/disapprove a student’s
request or you have an upcoming meeting. The pending action will remain on the Seguidor home
screen until action is taken to address the identified task or the meeting has passed.

Click anywhere in the action® to go directly to the related Seguidor page.

Your Pending A ctions

Advisory/Supervisory Committee Approvals

Chair Approval of Committee Member ®
student =51

program/fsub-plan - Biochemistry & Molecular Biology - PhD

Appointments & Meetings
what Advisory/Supervisory Committee Meeting for

where: Durham Research Center 1002 [E
when: Mov 13 2015 8:00AM



5. Dashboard

Seguidor’s security settings allow academic personnel to view student records through the
Dashboard if they meet at least one of the conditions below:
e Member of student’s Advisory/Supervisory Committee
e Chair/Co-Chair of Graduate Program Committee or Sub-Plan Committee in which student is
currently enrolled (security privileges granted by Graduate Studies Office personnel)
e Authorized administrative staff of Graduate Program or Sub-Plan in which student is
currently enrolled (security privileges granted by Graduate Studies Office personnel)
e Graduate Studies Office personnel

1. Mouseover PERSONAL ® on the toolbar.
2. Click Dashboard Search

@ Seguidor

COMMITTEE M ANAGEMENT

(A) FERSONAL REPORTS QUICK MENU

Y DASHBOARD A\ MAINTENANCE
B
Dashboard SEarn:hU kame, &ddresz, Phone, etc...
My Dashboard Special AttributesDesignation

Student Data



3. Student Advisory/Supervisory Committee Members: Click the quick search © dropdown to
select students for whom you serve on their committee.
Graduate Program Committee Chairs (Program Directors) and those with Program Security: Click
the quick search © dropdown to select students for whom you serve on their committee. To
access all other students within your program, type the last name, first name of the student in
the search box ©. Click on the student name to select.

Dashboard Search

Student Privacy MNotice (FERPA): Academic personnel are allowed to access student records only within the limitations of their need to know.
iew your dashboard

guick s=arch:

Select a person v ©

Dashboard Search

Student Privacy MNatice (FERPA): Academic personnel are allowed to access student recards anly within the limitations of their need to know.
‘ou have access to this search because of your Graduate Studies Office security.
“iew your dashboard

last name first name: guick search;

| | ao Select a persan v @

5.1. Applicant Tab

The applicant tab displays data regarding the students’ admission test scores, prior education, and
UNMC application(s).

APPLICANT STUDENT PROGRAMW OF STLDY MEETINGS

Applicant Information

GRE Scores

no gre scores

TOEFL Scores

no toefl scares

MCAT Scores

no mcat scores

DAT Scores

no dat scores

IELTS Scores

no ielts scores

Education

institution * gpa # attended from # attended to % degree % deg. date % deg.type Ed
Eeijing MNormal Univ 02/01,2008 07201 Eachelar of Economics 07/01,/2008 Cither

Univ of Morth T Health Sci Ct 0812011 12/01/2012

Univ of Mebraska Med Ctr 01/07.2013 0aA14/2015 Doctor of Philosophy 03142015 Graduate

Univ of Nebraska Med Ctr 01/07.2013 08/M142015 Doctoral Degree 03/14.2015 Professional
Applications

appl. date & status * program * exp.enrolldate & term # uscitizen = state resident =
034872011 WD after Acc | Health Services Research, Administration & Paolicy - PhD 0301201 2011 FALL il

0341872011 WD after Acc | z_Health Services Research Admin - PhD 034012011 2011 FALL M

104072012 Accept z_Health Services Research Admin - PhD 014012013 2013 SPRING N

10A0/2012 | Accept Health Services Research, Administration & Policy - PhD 01012013 2013 SPRING N



5.2. Student Tab

The student tab displays data regarding a students’ academic career, Advisory/Supervisory Committee,

and Exam Committees.

APPLICANT STULENT PROGRAM OF STUDY MEETINGS

Student Information

Careers

admit. admit career dhen.
ool b SASs ym Y one L il L | E o g ot g
Hinalth Pramation & Disease Prevention Research - o E—— Full e
T Actve | 2013Fall  DB2SG013 Pl nsrors

Advisery Swpervisery Commiteees.

5.3. Program of Study Tab

The Program of Study tab displays data regarding the students’ course requirements.

Click the active version of the Program of Study to view the status of the requirements.

The letter “Y” indicates the active version ®.

APPLICANT STUDENT PROGRAM OF STUDY MEETINGS

Program of Study Information

Programs of Study

program career type rule title when pos was created
Health Promotion & Disease Prevention Research - PhD ¢ Standard Requirements

rule text when pos was created

‘You must click the link to rule requirements to view the requirements for the Health Promotion & Disease Prevention Research Graduate Program. The
requirements will assist you in the construction of your program of study.

ver. # # active + official 4+ editable 4 final appr. date

1 N Y N 1210412017

2 Y@ N N

A



5.4. Meeting Tab

The meeting tab displays data regarding the students’ Advisory/Supervisory Committee Meetings and
their Individual Development Plan.

1. Click on the meeting of interest ® for additional meeting information.

Meetings Information

Meetings
program meeting type
Nursing - PhD Advisory/Supervisory Committee Meeting
location 4 start date %+ end date ¥
Durham Research Center, 1002 Nov 2 2015 10:00AM Nov 2 2015 11:00AM
@ Durham Research Center 1002 Nov 13 2015 8:00AM Nov 13 2015 9:00AM

2. After a meeting has been selected, meeting attendees @ and documents are viewable. Click the
paper icon to open a document. B

Meetings Information

Aeeis

program meeting type
Nursing - PhD Advisory/Supervisory Committee Meeting
location ~  start date %+ end date £
Durham Research Center 1002 Nov 13 2015 8:00AM Nov 13 2015 9:00AM
Durham Research Center, 1002 Nov 2 2015 10:00AM Nov 2 2015 11:00AM
Meeting Details
program meeting type
Nursing - PhD Advisory/Supervisory Committee Meeting
location start date end date
Durham Research Center, 1002 MNov 2 2015 10:00AM Nov 2 2015 11:00AM
role % name $ dept % invite sent *
Meeting Creator NIA
Attendee Juliann Sebastian COM-Administration N/A
Attendee Karen Schumacher COM-Omaha Division N/A
Attendee Louise LaFramboise CON-Omaha Division NIA
actions + type % document # uploaded *
aj Meeting Minutes T T i 2015-11-10 09:44:00



6. Committee Management

6.1. Advisory / Supervisory Committee

6.1.1. Accept nomination as Advisory/Supervisory Committee Chair (Advisor/Supervisor)

1. From the home Screen under Your Pending Actions, click anywhere in the action ® to go

directly to COMMITTEE MANAGEMENT | Advisory/Supervisory Committee Chair/Co-Chair
Approval.

Your Pending A ctions

Advisory/Supervisory Commitiee Approvals

Chair: Acceptance @
student =5

program/sub-plan . Cellular & Integrative Physialogy - PhD

2. Click the green shield® to approve or the red shield© to disapprove the nomination.

For each individual listed below: Click on the \? to approve. Click on the # 10 disapprove.

Student Search Form

committees awaiting action:

[ . v Retrigve

RS

Nomination Information

studert name: | : 5 program: Cellular & Integrative Physiolagy - PhD
_ role name deadline comments
F 'F  Chair G Aug 26, 2014

®0

e After submitting approval, a notification email will be sent to the Graduate Program
Committee Chair (Program Director) and a pending action will be generated in Seguidor to
prompt him/her to approve or disapprove of the individual nominated to chair the student’s
Advisor/Supervisory Committee.

e After approval from the Graduate Program Committee Chair (Program Director), a
notification email will be sent to the student and a pending action will be generated in
Seguidor prompting the student to select Advisory/Supervisory Committee Members.

e If the nomination is disapproved at any point in the approval process an email will be
automatically sent to the student notifying them of the action. The pending action to select
a committee chair will reappear on the student’s home page in Seguidor.

10



6.1.2. Advisory/Supervisory Committee Approvals — Approval of Chair & Co-Chair

1. From the Seguidor Home Screen under Your Pending Actions, click anywhere in the action
® to go directly to COMMITTEE MANAGEMENT | Chair/Co-Chair Approval.

Advisory/Supervisory Committee Approvals

Frogram Chair: Approval of Chair & Co-Chair @
student : SR =
programizub-plan ;. b 31A Obstetrics & Gynecology - PhD

2. Click the appropriate button ® to approve or disapprove Chair/Co-Chair.

Advisor/Supervisor Committee Chair/Co-Chair Approval

Student Search Form

committess awating sction:

v Retrieve
Nomination Information
student name: program: MSIA Obstetrics & Gynecology - PhD
chair accepted: 2014-04-10 15:41:00 co-chair accepted: Approve Members | Disapprove Members
role name deadline comments grad fac
Chair Y

e If approving as a MSIA Sub-plan Committee Chair, a notification email will be sent and a
pending action will be generated in Seguidor to prompt the MSIA Graduate Program
Committee Chair (Program Director) to approve or disapprove of the members selected for
the student’s Supervisory/Advisory Committee.

o After approval from the Graduate Program Committee Chair, a notification email will be
sent and a pending action will be generated in Seguidor prompting the student to select
Advisory/Supervisory Committee Members.

11



6.1.3. Approve Student Advisory/Supervisory Committee Members

If any committee member is disapproved at any point in the approval process, an email will be
automatically sent to the student notifying him/her of the action. The pending action to select
committee members will reappear on the student’s home page in Seguidor.

6.1.3.1. Advisory/Supervisory Committee Chair Approval of Committee Members

1. From the Home Screen under Your Pending Actions, click anywhere in the action® to go
directly to COMMITTEE MANAGEMENT | Advisory/Committee Membership Approval.

Advisory/Supervisory Committee Approvals

I Chair: Approval of Committee Member @

student : | =
programizub-plan - Biomedical Informatics - M5

2. Click the appropriate box under approve® or disapprove© for each pending committee
member.

3. Click Submit @ to confirm selections.

progra@: © sub-plan chair:

approve disapprove role name grad faculty
Committee Member Bilek, Laura Diane Y
Committee Member Carmines, Pamela K Y
Committee Member Jones, Kathering J Y

@ Submit

After submitting approval, a notification email will be sent and a pending action will be
generated in Seguidor to prompt the Graduate Program Committee Chair (Program Director) to
approve or disapprove of the members selected for the student’s Supervisory/Advisory
Committee.

6.1.3.2. Graduate Program Committee Chair (Program Director) Approval of Committee
Members

1. From the Home screen under Your Pending Actions, click anywhere in the action to go
directly to COMMITTEE MANAGEMENT | Advisory/Supervisory | Committee Membership
Approval.

2. Click the appropriate button to Approve or Disapprove committee members.

After approval from the Graduate Program Committee Chair, a notification email will be sent
and a pending action will be generated in Seguidor prompting the Dean of Graduate Studies to
make the final approval or disapproval.

12



6.2. Exam Committee

Students eligible to schedule a program exam according to approved program policy will have a pending
action titled Exam to Schedule on their Seguidor home screen. Through the pending action link,
students will be guided through the steps to select Exam Committee members and enter a date, time,
and location for exam agreeable to all Exam Committee members (process external to Seguidor). Rules
defining exam eligibility, the timeline for exams, and composition of Exam Committees are set up in
Seguidor by the Graduate Studies Office following approved graduate program policies. Please contact
the Graduate Studies Office for more information.

6.2.1. Approval Process for Exam Committee

The process to approve the composition of the Exams Committees is similar to the process of approving
Advisory/Supervisory Committees. Typical order of approval is Advisory/Supervisory Committee Chair >
Graduate Program Committee Chair (Program Director) = Dean of Graduate Studies.

6.2.2. Exam Committee Grading and Student Notification Process

Student Exam Committee members are responsible for evaluating the performance of the student and
entering the exam outcome into Seguidor. Individual exam grades may be entered by each member
and/or by a committee representative according to approved program policy. A pending action titled
“Exam Grade” will appear on the Seguidor home screen of each Exam Committee member who has
been designated as a grader.

1. From the Home screen, click the Exam Grade pending action or mouseover COMMITTEE
MANAGEMENT and click Grade to access the Exam Grade Page.

2. Click the edit icon ® in the actions column next to the grader’s name to make the grader active.
Indicate Pass/Fail in the dropdown box and enter the score and any comments (optional). Click Save
Individual Grade ® for each grader. The table of individual grades © will be updated with the
grade entered. Continue the process for each grader.

actions % grader ® passfail $ score # comments
@ 4 Johnson, Keith

Individual Grades ©

Singh, Rakesh
Teoh-Fitzgerald, Melis=a

Grader: Johnson, Keith

passfail: #®  score:
Pass ¥

comments:

Save Individual Grade

13




3. After a grade has been entered for each grader, confirm that the overall grade is correct.

If the student passed © the exam, the committee has the opportunity to note areas of weakness.

Overall Grade

pazsifail ¥ # pass votes: # fal votes: score:

@ Pass v ” 3 | | |
areas of weakness:

{the student will be emailed a copy of the areas of weakness)

If the student failed € the exam, click the drop down box to indicate the committee

recommendation for the student to continue in the program (Yes/No), indicate areas of weakness,
and provide a remediation plan.

Overall Grade

pazzifail: W  # passvotes # fail votes: score: continue in program:

@ Fail v |1 |2 HYES v|
areas of ve akn ess:

[the student wdll be emailed 2 copy of the areas of weakness)

[Enter student’s areas of weakness.]

remediation plan (requirements that must be met prior to re-examination:

the student, graduste program director, and desn of graduste studies will be emailed 3 copy of the remedistion plan)

[Enter student's remediation plan.]l

4. Click Save Overall Grade Draft () to save the exam results for future editing.

5. Discuss the exam outcome (pass/fall) with the student. Then, check the affirmation box to verify
that you: 1) have talked to the student about the grade, 2) are finished grading and entering
comments, and 3) understand that the student will be emailed the exam results immediately.

® Save Overall Grade Draft | atfirm that:

1) | have talked to the student about this grade.
2) | am finished grading this exam and entering all comments.
3) l understand the student will be emailed these results immediately

@ Finalize Overall Grade

6. Click Finalize Overall Grade© to finish the exam grading process and send the results to the
student and to the Dean of Graduate Studies.

14




7. Program of Study

Students are required to submit a Program of Study. Students will have a pending action on their
Seguidor home screen. Through the pending action link, students will be guided through the steps of
selecting their rule (requirements) title and the entering of course and non-course requirements.

Rule (requirements) titles defining the program requirements and career type are setup in Seguidor by
the Graduate Studies Office following approved graduate program policies. Please contact the Graduate
Studies Office for more information.

7.1. Approval Process for Program of Study

7.1.1. Order of Approval

After the student submits the Program of Study, a notification email will be sent to the
Advisor/Supervisor and a pending action will be generated in Seguidor to prompt him/her to approve or
disapprove of the Program of Study.

After each subsequent approval, a notification email will be sent to the next approver (based on the
order of approval) and a pending action will be generated in Seguidor to prompt him/her to approve or
disapprove of the Program of Study.

. . Sub-plan Director (if . Dean of Graduate
AAVISO/SHREISer . applicable) . .

Important Note: The student cannot make changes to the Program of Study while the Program of Study
is in the approval process.

7.1.1.1. Status of Approval

At any point in the approval process you may view who the Program of Study is pending approval by.

1. Mouseover PERSONAL ® on the toolbar.
2. Click Dashboard Search

COMMITTEE A AMAGEMEMNT Q PERSOMAL REPORTS QUICK AEMU

hi DASHBOARD /N MAINTENANCE
Dashboard SEarch@ kame, &ddresz, Phone, etc...
My Dazhboard Special AttrbutesDesignation

Student Data

15



3. Student Advisory/Supervisory Committee Members: Click the quick search © dropdown to
select students for whom you serve on their committee.
Graduate Program Committee Chairs (Program Directors) and those with Program Security: Click
the quick search © dropdown to select students for whom you serve on their committee. To
access all other students within your program, type the last name, first name of the student in
the search box ©. Click on the student name to select.

Dashboard Search

Student Privacy Motice (FERPA): Academic personnel are allowed to access student records only within the limitations of their need to know.
Wiew your dashboard

guick s=arch:

Select a person v ©

Dashhoard Search

Student Privacy Notice (FERPA): Acaderic personnel are allowed to access student records only within the limitations of their need to know.
‘fou have access to this search because of your Graduate Studies Office security.
“iew your dashboard

lazt name first name: guick search;

| g0 Select a person v @

4. Click the Program of Study tab ©®.

@ Seguidor

MANAGEMENT PERSONAL QUICK MENU +*

address: home - school - permanent - work - other

home

APPLICANT STUDENT PROGRAM OF 5TUDY MEETINGS

16



5. Select the active version of the Program of Study.

The letter “Y” indicates the active version €.

Programs of Study

program career type rule title when pos was created
Health Promotion & Disease Prevention Research - PhD s Standard Requirements

rule text when pos was created

You must click the link to rule requirements to view the requirements for the Health Promotion & Disease Prevention Research Graduate Program. The
requirements will assist you in the construction of your program of study.

ver. # % active + official 4+ editable # final appr. date

1 Y N N

L3

6. View the approver’s name ©.

POS Version Detail open PDF

ver, # based on ver. # description active official editable final appr. date
1 Y N N
pending approval approver
Advisor/Supervisor: Approval of Program of Study

1) NU System Course: HFRO 910 (HUMANISTIC TRAD QUAL R) - UNMC, Omaha campus COutstanding | MNewly Added Reguirement

7.1.2. Approve Program of Study

If the Program of Study is disapproved at any point in the approval process, an email will be
automatically sent to the student notifying him/her of the action. The pending action will reappear on
the student’s home page in Seguidor. The disapprover must notify the student of why the Program of
Study was disapproved, so that the student may make the appropriate changes.

1. From the home page in Seguidor under Your Pending Actions, click anywhere in the action @.

Your Pending Actions

Program of Study Approvals

Advisar’Superdsor Approval of Program of Study
student :

approval type - Advisar/Supervisar: Approval of Program of
Study




2. Review the rule (requirements) title selection for accuracy ®.

The rule (requirements) title that a student selects establishes the course and examination requirements

Important Note: If a student selected the wrong rule (requirements) title, the Program of Study must

be disapproved.
Rule (requirements) Title Examples:

M.S. Rule Title
Thesis Requirements
Non-Thesis Requirements

Ph.D. Rule Title
Standard Requirements
MD/PhD Requirements

Program of Study for open dashboard

programizub-plan:
Health Promotion & Disease Prevention Research - PhD

programlzub-plan chair:

acvizarizupervisar

program of study wersion description;

rule title when program of study was created:
Standard Reguirements

rule text when program of study was created:

open PDF

18




©

3. Review the Student Requirements to ensure that the student has entered all of the graduate program

requirements (rule) ©.

Click open PDF © for a printable version of the Program of Study. Use the PDF to crosscheck with the

rule (requirements) title to ensure that the student entered all of courses to satisfy the requirements for
the graduate program.

Important Note: If a student omitted a requirement, the Program of Study must be disapproved.

Program of open dashboard open PDF@

program/sub-plan
Emergency Preparedness - MS

program/sub-plan chair

advisor/supervisor

program of study version description

rule title when program of study was created
& Standard Reguirements

rule text when program of study was created:

Click the link to rule requirements fo view the requirements for the Emergency Preparedness Graduate Program. The requirements will assist you in the construction of your
program of study.

student requirements
1) Required/Core, NU System Course: HPRO 410 (HEALTH CARE ETHICS) - UNMC, Omaha campus Outstanding | Newly Added Requirement

2) Elective/Cognate, MU System Course: CPH 506 (BIOSTATISTICS) - UNMC, Omaha campus [BIOS 806 Cutstanding | Mewly Added Reguirement
Biostatistics 1]

3) Required/Core, Non-NU System Course: M&120 Intro. to Epid. for Mufrition at Columbia University fulfils ~ Outstanding | Newly Added Reguirement
EPI 821 Applied Epidemiology

4) Required/Core, Non-Course: RCR/Ethics Training Outstanding | Newly Added Requirement

There are three requirement type options. The requirement type options are explained in detail in the
Seguidor Guide for UNMC Graduate Students. Please see above for how the requirement types are
displayed and see below for an explanation of each requirement type.

— this requirement type is used to add a course from UNMC, UNO, UNL and/or UNK;
including professional level courses (500-600 level).

Non-NU System Course — this requirement type is used to add a course from an institution outside of
the Nebraska University system. This is frequently referred to as transfer credit.

— this requirement type is used to add a requirement outside of a course. Ph.D. students

will use this requirement type to document the Responsible Conduct in Research (RCR) Program
requirement.

Important Note: All requirements will show Outstanding, even if the requirement has been completed,
until the final approval has been processed by the Dean of Graduate Studies.

19




4 Click the appropriate button to approve or disapprove the Program of Study ©®.

4) Required/Core, Non-Course: RCR/Ethics Training Outstanding | Newly Added Requirement

program of sfudy submitted for
Official Program of Study Approval
current approval step

Program Director: Approval of Program of Study

The status of each requirement will show Outstanding, even if the requirement has been completed, until final approval has been processed by the Dean of
Graduate Studies.

By clicking Approve you acknowledge that the student has entered all of the program requirements on their Program of Study.

By clicking Disapprove you acknowledge that the student's Program of Study does not satisfy all program requirements. You must notify the student of why the
Program of Study was disapproved.

Approve Disapprove

®

Important Note: If the Program of Study is disapproved at any point in the approval process, an email
will be automatically sent to the student notifying him/her of the action. The pending action will
reappear on the student’s home page in Seguidor. The disapprover must notify the student of why the
Program of Study was disapproved, so that the student may make the appropriate changes.

7.2. View Program of Study

After a Students Program of Study has been approved you may view their program of study at any time
to track the completion of their requirements.

1. Mouseover PERSONAL ® on the toolbar.
2. Click Dashboard Search

@ Seguidor

COMAMITTEE A &N AGEMENT Q PERSOIMAL REPORTS QUICK AENU

Y DASHBOARD A\ MAINTENANCE
Dazhboard SEarch@ MName, &ddress, Phone, ete...
iy Dashboard Special AttributesDesignation

Student Data

20



3. Student Advisory/Supervisory Committee Members: Click the quick search © dropdown to
select students for whom you serve on their committee.
Graduate Program Committee Chairs (Program Directors) and those with Program Security: Click
the quick search © dropdown to select students for whom you serve on their committee. To
access all other students within your program, type the last name, first name of the student in
the search box ©. Click on the student name to select.

Dashboard Search

Student Privacy MNotice (FERPA): Academic personnel are allowed to access student records only within the limitations of their need to know.
iew your dashboard

guick s=arch:

Select a person v ©

Dashboard Search

Student Privacy MNatice (FERPA): Academic personnel are allowed to access student recards anly within the limitations of their need to know.
‘ou have access to this search because of your Graduate Studies Office security.
“iew your dashboard

last name first name: guick search;

‘ | ‘ ao Select a persan v @

4. Click the Program of Study tab ®.

@ Seguidor

MANAGEMENT PERSONAL QUICK MENU *
address: home - school - permanent - work - other
home
APPLICANT STUDENT PROGRAM OF STUDY MEETINGS
5. Select the active version of the Program of Study.

The letter “Y” indicates the active version €.
Programs of Study

program career type rule title when pos was created

Emergency Preparedness - MS Thesis & Standard Requirements

rule text when pos was created
Click the link to rule requirements to view the requirements for the Emergency Preparedness Graduate Program. The requirements will assist you in the
construction of your program of study.
ver. # 4+ active + official + editable + final appr. date
N 051772018

1 N v
2 % ® Y N 051812018

Ak
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©

6. Review the requirements ©.

After a Students Program of Study has been approved the status of each requirement will change as
each requirement is completed, waived, or removed. The statuses are color coded to visibly show the
status of each requirement.

Outstanding Completed Waived Removed

POS Version Detail open PDF

ver, # based on ver. # active official editable final appr. date
2 1 Y Y N 05/18/2018

1) Elective/Cognate, NU System Course: CPH 506 (BIOSTATISTICS) - UNMC, Cmaha campus [BIOS 806 Outstanding | Reguirement
Biostatistics I]

2) Required/Core, Non-NU System Course: MG120 Intro. to Epid. for Nutrition at Columbia University fulfils  Completed | Requirement
EFPI 821 Applied Epidemiology

3) Required/Core, NU System Course: EPI 820 (EPIDEMIOLOGY IN PUB HL) - UNMC, Omaha campus Completed | Newly Added Requirement
Completed by: EPI 820 (EPIDEMIOLOGY IN PUB HL) - UNMC, Omaha campus 2013 SPRING | 3.00hr | A+

4) Required/Core, NU System Course: HPRO 830 (FOUNDATION PUBLIC HLTH) - UNMC, Omaha campus Completed | Newly Added Requirement

Completed by: HFRO 830 (FOUNDATION PUBLIC HLTH) - UNMC, Omaha campus 2014 Summer | 3.00hr | B
5) Required/Core, Non-Course: RCR/Ethics Training Waived | Reguirement
Required/Core, NU System Course: HPRO 410 (HEALTH CARE ETHICS) - UNMC, Omaha campus Requirement Removed
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8. Reports

UNMC Graduate Program Committee Chairs (Program Directors) and Sub-Plan Committee Chairs are
granted program security for each graduate program/sub-plan they oversee. Program security allows
the user to track the status and academic progress of all students, current and historically, registered in
the program. Users may access this information for an individual student through the Dashboard Search,
or for multiple students through the REPORTS tab.

Important Note: Ensure the popup blocker is turned off in your web browser prior to generating
reports. The reports will open in Excel.

8.1. Reports by Requirement

The reports covered in this section should be generated frequently to ensure students are compliant
with Graduate Studies requirements.

These reports display a deadline date for each student for a specific requirement. The deadline date is
based on the student’s matriculation date. The matriculation date is the begin date of classes for the
term that the student was admitted.

Important Note: It is imperative that a representative from each graduate program generates the

reports frequently to ensure students compliance with Graduate Studies guidelines. The representative
is responsible for emailing the Office of Graduate Studies a list of students who are past due in meeting
a requirement deadline to have the students account placed on hold, preventing any future enrollment.

8.1.1. Advisory/Supervisory Committees by Student Report

The Advisory/Supervisory Committees by Student report displays data for students by program/sub-
plan. This is a robust report. Key uses include:
e |dentifying students who have an upcoming Advisory/Supervisory Committee deadline.
e |dentifying students who are past due in submitting their Advisory/Supervisory Committee.
e Viewing the Advisor/Supervisor and committee members who serve/d on students
Advisory/Supervisory Committees.

8.1.1.1. Report Established

The advisory/supervisory committee functionality was launched in Seguidor in spring 2014.
Advisory/supervisory committee data was only entered in Seguidor for active students. The report will
not display advisory/supervisory committee data for students who completed their degree or
withdrew/withdrawn from UNMC prior to spring 2014.

8.1.1.2. Report Frequency

The numbers of times you generate the report within a year is dependent upon your admission. If your

graduate program admits for all 3 semesters, you should generate the report at least 3 times a year for
each degree type (Master’s or Doctoral).
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8.1.1.2.1. Master’s Degree

The advisory committee must be approved within 6 months after matriculation. You are encouraged to
run the report by the following dates so that you can remind your students of their upcoming deadline.
e January 2 — Generate report to communicate with fall admits of the previous year.
E.g. OnJanuary 2, 2018 you would generate the report and select 2017 Fall for the admit term in
the report specifications.
e June 1 - Generate report to communicate with spring admits of the current year.
E.g. OnJune 1, 2018 you would generate the report and select 2018 Spring for the admit term in
the report specifications.
e October 1 — Generate report to communicate with summer admits of the current year.

E.g. On October 1, 2018 you would generate the report and select 2018 Summer for the admit
term in the report specifications.

8.1.1.2.2. Doctoral Degree

The supervisory committee must be approved within 12 months after matriculation. You are

encouraged to run the report by the following dates so that you can remind your students of their
upcoming deadline.

e April 1 — Generate report to communicate with summer admits of the previous year.
E.g. On April 1, 2018 you would generate the report and select 2017 Summer for the admit term
in the report specifications.

e July 1 - Generate report to communicate with fall admits of the previous year.
E.g. OnJuly 1, 2018 you would generate the report and select 2017 Fall for the admit term in the
report specifications.

e December 1 - Generate report to communicate with spring admits of the previous year.

E.g. On December 1, 2018 you would generate the report and select 2017 Spring for the admit
term in the report specifications.

8.1.1.3. Generate the Advisory/Supervisory Committees by Student Report

1. To access reports, mouseover REPORTS ® in the menu bar and click Adv/Sup Comm. by Student

MANAGEMENT PERSONAL Q REPORTS QUICK MENU

COMMITTEES PROGERAMS
Adv/Sup Comm. by Member Applicant List

®ﬁ.dv /Sup Comm. by Student Applicants Without 5tudent Data
Exam Comm. by Student Coursework History by Student
Program /Sub-Plan Committess Meetings by Student

Program of Study by Student

Special Attribute/Designation

Student List
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2. Adjust report criteria to view data for students who have an upcoming advisory/supervisory
committee deadline.

e Select the appropriate program(s)/sub-plan(s) ®

e Click Active for the student status B

e Click the appropriate admit term ©

e Select Yes for include committees with an upcoming deadline ©

0 Input 45 for deadline in this number of days © (if you run this report on a different date
then specified in these instructions, you will have to calculate the number days to
input).

e Leave the include committees with Adv/Sup submitted and the include committees with
Members submitted fields defaulted to Yes )

e Select Yes for both the include committees with Adv/Sup overdue and the include committees
with Members overdue fields ©

e Leave the display columns with code values, the display extra columns for sorting, and the add
columns showing all members fields defaulted to No (3)

O Important Note: If you are running this report to view the Advisor/Supervisor and
committee members who serve/d on students Advisory/Supervisory Committees you
will need select Yes for the add columns showing all members field.

e Click Generate Report (1)

Advisory/Supervisory Committees by Student

Adjust report criteria and generate the report.

Report Specifications Form

program/sub-plan: ¥ student status: ™ admit term: ¥
@IGPBS Immunology, Pathology & Infectious Disease - PhD All All ©
ed

Immuneclogy, Pathology & Infectious Disease - MS Active 2018 Summer
MSIA Pathology & Microbiclogy - MS Admitt 2013 Spring
MSIA Pathology & Microbiclogy - PhD Applicant 2017 Fall
Pathology & Microbiology - MS Cancelled 2017 Summer
Pathology & Microbiology - PhD Completed 2017 Spring
Deceased 2016 Fall
Discontinue 2016 Summer
Dismissed 2016 Spring
Leave of Absence . | 20156 Fall J
Upcoming Deadlines
nclude committees with an upcoming deadline: ¥ deadline in this number of days:
= ® E
Submitted
nclude committees with Adv/Sup submitied: ™ include commijiees with Members submitted: ¥
Yes ¥ Yes ¥ ®
Overdue
nclude comigiitees with Adv/Sup overdue: ™ include commifiees with Members overdue: ™
Yes ¥ Yes ¥ @
Columns
display columns with code values: ™ display exira columns for sorfing: ™ add columns showing all members: ¥

e Mo e
® Generate Report
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8.1.1.4. Data Displayed on the Advisory/Supervisory Committees by Student Report

The report will show the columns outlined below in Excel. Sort & filter the data by Committee Member
Approve Date, then by Advisor/Supervisor Submitted, then by Committee Member Submitted.

Sort

2] Add Level >< Delete Level E@ Copy Level

Dptions...

Sort On

Column

SortbY | Comm. Member Approve Date w | |Malues
Then by | adw/Sup Submitted w | Walues
Then by | Comm, Members Submitted w | |Values

Crder
Oldest to Mewest

Atod
Atod

If the Committee Member Approve Date field is blank and the Advisor/Supervisor Submitted and

Committee Member Submitted fields display N for no, the student has not initiated the

advisory/supervisory committee approval process and you will need to remind the student of the

upcoming deadline (see the email templates section).

If the Committee Member Approve Date field is blank and either/both the Advisor/Supervisor Submitted

and Committee Member Submitted fields display Y for yes, the student has initiated the

advisory/supervisory committee approval process but has not completed it. You can view the next step

by viewing the individual student’s dashboard.

Column | Heading Text

1 | Student NUID

2 | Student Name

3 | Program/Sub-Plan

4 | Career Type

5 | Time

6 | Candidate

7 | Student Begin Date

8 | Student Email

9 | Advisor/Supervisor Submitted
10 | Advisor/Supervisor Submitted Date
11 | Committee Members Submitted
12 | Committee Members Submitted Date
13 | Advisor/Supervisor Name
14 | Advisor/Supervisor Email
15 | Advisor/Supervisor Department
16 | Admit Term Description
17 | Student Status
18 | Advisor/Supervisor Approve Date
19 | Advisor/Supervisor Deadline Days
20 | Advisor/Supervisor Deadline Date
21 | Advisor/Supervisor Overdue Days
22 | Committee Member Approve Date
23 | Committee Member Deadline Days
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24 | Committee Member Deadline Date

25 | Committee Member Overdue Days

26 | Original Advisor/Supervisor Submit Date
27 | Original Advisor/Supervisor Approve Date
28 | Original Committee Member Submit Date
29 | Original Committee Member Approve Date

8.1.1.5. Email Templates

8.1.1.5.1. Master’s Degree

Advisory Committee Deadline Approaching
Student Name,

| am reaching out to remind you of an upcoming M.S. deadline. Your advisory committee is due on Date.
Please initiate the appointment of an advisory committee in Seguidor, instructions can be viewed in the
Seguidor Student Instructions.

Advisory Committee Past Due
Student Name,

A registration hold has been placed on your account. You will not be able to enroll for future courses
until you become compliant.

Your advisory committee was due for approval on Date. You must initiate the appointment of an
advisory committee in Seguidor, instructions can be viewed in the Seguidor Student Instructions.

Review the Master’s Degree timeline to familiarize yourself with future requirements and deadlines.

8.1.1.5.2. Doctoral Degree

Supervisory Committee Deadline Approaching
Student Name,

| am reaching out to remind you of an upcoming PhD deadline. Your supervisory committee is due on
Date. Please initiate the appointment of a supervisory committee in Seguidor, instructions can be
viewed in the Seguidor Student Instructions.

Supervisory Committee Past Due
Student Name,

A registration hold has been placed on your account. You will not be able to enroll for future courses
until you become compliant.

Your supervisory committee was due for approval on Date. You must initiate the appointment of a
supervisory committee in Seguidor, instructions can be viewed in the Seguidor Student Instructions.

Review the Doctoral Degree timeline to familiarize yourself with future requirements and deadlines.
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8.1.2. Meetings by Student Report

The Meetings by Student report displays data for students by program/sub-plan. This report is used to
track 2 separate requirements.

1. Advisory/Supervisory Committee Meetings
2. Individual Development Plan (IDP)

8.1.2.1. Report Established

The meetings functionality was launched in Seguidor on February 8, 2016. Meeting and IDP data was not
retroactively inputted for students. Students were advised to record their last committee meeting to
establish their next meeting deadline and to upload their IDP if previously completed. The report will not
display meeting and IDP data for students prior to February 8, 2016 unless a student retroactively
recorded their meetings or uploaded their IDP certificate of completion.

8.1.2.2.
8.1.2.2.1. Report Frequency

Students are required to have advisory/supervisory committee meetings at a minimum of every 6
months until completion of degree.

You are encouraged to run the report on July 1 and January 2 to ensure that students are routinely
meeting with their advisory/supervisory committees.

8.1.2.2.2. Generate the Report

1. To access reports, mouseover REPORTS @ in the menu bar and click Meetings by Student

MAMAGEMENT PERSOMAL Q REPORTS QUICK MEMU

COMMITTEES PROGEAMS

Adv /Sup Comm. by Member Applicant List

Adv /Sup Comm. by Student Applicants Without Student Data
Exam Comm. by Student Coursework History by Student

Program/Sub-Plan Committees Meetings by Student

Program of Study by Student

Special Attribute/Designation

Student List
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2. Adjust report criteria to view meeting data for all active students.

e Select the appropriate program(s)/sub-plan(s) ®

e Click Active for the student status B

e Click All for the admit term ©

e Click Advisory/Supervisory Committee Meeting for meeting type ©

e Leave the show meetings field defaulted to Show All €

e Leave the display columns with code values, the display extra columns for sorting, and the
display extra rows with meeting history fields defaulted to No (F)

0 Important Note: If you are running this report to view the complete meeting history for
all students you will need select Yes, all occurrences for the display extra rows with
meeting history field.

Click Generate Report @

Meetings by Student

Adjust report criteria and generate the report.

Report Specifications Form

program/sub-plan: ¥ student status: ¥ admit term: # meeting type: ¥
@ Cancer Research - MS Al Al All

Cancer Research - PhD Active 2018 Summer Advisory/Supervisory Committee Meeting @

IGPBS Cancer Research - PhD Admitted 2018 Spring Individual Development Plan
Applicant 2017 Fall
Cancelled 2017 Summer
Completed 2017 Spring
Deceased 2016 Fall
Discontinue 2016 Summer
Dismissed 2016 Spring

Leave of Absence . | 2015 Fall

Schedule

show meetings: ¥

@ Show All v

Columns & Rows

display columns with code values: W display extra columns for sorfing: ¥ display extra rows with meeting history:

No ¥ @ No v @ Mo, only the last occurrence v

@ Generate Report
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8.1.2.2.3. Data Displayed on the Report

The report will show the columns outlined below in Excel. Sort & filter the data by Meeting Start, then

by Doc Types Uploaded.

Sort
4] Add Level || < Delete Level | [z Copylevel | « Options...
Column Sort On Order
sort bY | Meeting Start W | [values v| |AtoZ
Then BY | pocTypes Uploaded |~ | | Values w | |AtoZ

If the Meeting Start field is blank, the student has not recorded an advisory/supervisory committee
meeting. View the meeting deadline in the Meeting Deadline column to determine if you need to
remind the student of an upcoming deadline or if they are past due in meeting with their

advisory/supervisory committee (see the email templates section).

If the Meeting Start field displays a date that has passed and the Doc Types Uploaded field is blank, the
student has recorded an advisory/supervisory committee but has not uploaded their required meeting
minutes. You will need to remind the student to upload their meeting minutes (see the email templates

section).

Column | Heading Text

1 | Student NUID
2 | Student Name
3 | Program/Sub-Plan
4 | Career Type
5 | Time
6 | Candidate
7 | Student Begin Date
8 | Student Email
9 | Meeting Start
10 | Meeting End
11 | Meeting Location
12 | Meeting Type
13 | Number Attendees
14 | Number Documents
15 | Document Types Uploaded
16 | Meeting Deadline
17 | Days Until Deadline
18 | Admit Term Description
19 | Student Status
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8.1.2.2.4. Email Templates

8.1.2.2.4.1. Master’s Degree

Advisory Committee Meeting Deadline Approaching
Student Name,

| am reaching out to remind you of an upcoming M.S. deadline. You need to have a meeting with your
advisory committee by Date. Please schedule your advisory committee meeting in Seguidor, instructions
can be viewed in the Seguidor Student Instructions. Don’t forget to upload your meeting minutes in
Seguidor after the meeting.

Advisory Committee Meeting Past Due
Student Name,

A registration hold has been placed on your account. You will not be able to enroll for future courses
until you become compliant.

You were to meet with your advisory committee by Date. You have not recorded a meeting with your
advisory committee in Seguidor since Date. If you have since met with your advisory committee, record
your meeting and upload the meeting minutes in Seguidor, instructions can be viewed in the Seguidor
Student Instructions.

Review the Master’s Degree timeline to familiarize yourself with future requirements and deadlines.

Advisory Committee Meeting Minutes Required
Student Name,

| am reaching out to remind you to upload your meeting minutes in Seguidor for your advisory
committee meeting that was held on Date. Instructions can be viewed in the Seguidor Student
Instructions.

8.1.2.2.4.2. Doctoral Degree

Supervisory Committee Meeting Deadline Approaching
Student Name,

| am reaching out to remind you of an upcoming PhD deadline. You need to have a meeting with your
supervisory committee by Date. Please schedule your supervisory committee meeting in Seguidor,
instructions can be viewed in the Seguidor Student Instructions. Don’t forget to upload your meeting
minutes in Seguidor after the meeting.

Supervisory Committee Meeting Past Due
Student Name,

A registration hold has been placed on your account. You will not be able to enroll for future courses
until you become compliant.
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You were to meet with your supervisory committee by Date. You have not recorded a meeting with your
supervisory committee in Seguidor since Date. If you have since met with your supervisory committee,
record your meeting and upload the meeting minutes in Seguidor, instructions can be viewed in the
Seguidor Student Instructions.

Review the Doctoral Degree timeline to familiarize yourself with future requirements and deadlines.

Supervisory Committee Meeting Minutes Required
Student Name,

| am reaching out to remind you to upload your meeting minutes in Seguidor for your supervisory
committee meeting that was held on Date. Instructions can be viewed in the Seguidor Student
Instructions.

8.1.2.3.

8.1.2.3.1. Report Frequency
Students are required to prepare an IDP within 12 months after matriculation.

You are encouraged to run the report by the following dates so that you can remind your students of
their upcoming deadline.

e April 1 — Generate report to communicate with summer admits of the previous year.
E.g. On April 1, 2018 you would generate the report and select 2017 Summer for the admit term
in the report specifications.

e July 1 - Generate report to communicate with fall admits of the previous year.
E.g. OnJuly 1, 2018 you would generate the report and select 2017 Fall for the admit term in the
report specifications.

e December 1 — Generate report to communicate with spring admits of the previous year.
E.g. On December 1, 2018 you would generate the report and select 2017 Spring for the admit
term in the report specifications.
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8.1.2.3.2. Generate the Report

1. To access reports, mouseover REPORTS @ in the menu bar and click Meetings by Student

MANAGEMENT PERSONAL ’:‘ REPORTS QUICK MENU
>

COMMITTEES PROGRAMS

Adv/Sup Comm. by Member Applicant List

Adv/Sup Comm. by Student Applicants Without Student Data
Exam Comm. by Student Coursework History by Student

Program/Sub-Plan Committees B Meetings by Student

Program of Study by Student

Special Attribute/Designation

Student List

2. Adjust report criteria to view IDP data for students by admit term.

e Select the appropriate program(s)/sub-plan(s) ®

e Click Active for the student status B

e Click the appropriate admit term ©

e Click Individual Development Plan for meeting type ©

e Leave the show meetings field defaulted to Show All ®

e Leave the display columns with code values, the display extra columns for sorting, and the
display extra rows with meeting history fields defaulted to No (F)

e Click Generate Report @

Meetings by Student

Adjust report criteria and generate the report.

Report Specifications Form

program/sub-plan: ¥ student status: ™ admit term: W meeting type: W
@ Cancer Research - MS Al Al Al

Cancer Research - PhD Active 2018 Summer © Advisory/Supervisory Committee Meeting@

IGPBS Cancer Research - PhD Admitted 2018 Spring Individual Development Plan
Applicant 2017 Fall
Cancelled 2017 Summer
Completed 2017 Spring
Deceased 2016 Fall
Discontinue 2016 Summer
Dismissed 2016 Spring

Leave of Absence ., | 2015 Fall

Schedule

show meetings: ™
@ Show All v

Columns & Rows

display columns with code values: ™ display exira columns for sorfing: ¥  display exira rows with meeting history: ®

No ¥ ® No ¥ ® No, only the last occurrence "@

@ Generate Report
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8.1.2.3.3. Data Displayed on the Report

The report will show the columns outlined below in Excel. Sort & filter the data by Meeting Start, then

by Doc Types Uploaded.

Sort
"'El Add Level 2 Delete Level E|’_£| Copy Level Fs Cptions...
Column Sort On Order
sort bY | Meeting Start W | [values v| |AtoZ
Then BY | pocTypes Uploaded |~ | | Values w | |AtoZ

If the Meeting Start field is blank, the student has not recorded completing an IDP and you will need to

remind the student of the upcoming deadline (see the email templates section).

If the Meeting Start field displays a date that has passed and the Doc Types Uploaded field is blank, the

student has recorded completing an IDP but has not uploaded their IDP certificate of completion. You
will need to remind the student to upload their IDP certificate of completion (see the email templates

section).
Column | Heading Text
1 | Student NUID
2 | Student Name
3 | Program/Sub-Plan
4 | Career Type
5 | Time
6 | Candidate
7 | Student Begin Date
8 | Student Email
9 | Meeting Start
10 | Meeting End
11 | Meeting Location
12 | Meeting Type
13 | Number Attendees
14 | Number Documents
15 | Document Types Uploaded
16 | Meeting Deadline
17 | Days Until Deadline
18 | Admit Term Description
19 | Student Status
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8.1.2.3.4. Email Templates

Individual Development Plan Deadline Approaching
Student Name,

| am reaching out to remind you of an upcoming deadline. You need to complete an individual
development plan (IDP) by Date. Please complete your IDP using myIDP and upload your IDP certificate
of completion in Seguidor, instructions can be viewed in the Seguidor Student Instructions.

Individual Development Plan Past Due
Student Name,

A registration hold has been placed on your account. You will not be able to enroll for future courses
until you become compliant.

You were to complete an individual development plan (IDP) by Date. You must complete your IDP using
myIDP and upload your IDP certificate of completion in Seguidor, instructions can be viewed in the
Seguidor Student Instructions.

Individual Development Plan Certificate of Completion Required
Student Name,

You indicated that you completed your IDP on Date. | am reaching out to remind you to upload your IDP
certificate of completion in Seguidor. Instructions can be viewed in the Seguidor Student Instructions.
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8.1.3. Program of Study by Student Report

The Program of Study by Student report displays data for students by program/sub-plan. Key uses
include:

e Identifying students who have an upcoming Program of Study deadline.

e Identifying students who are past due in submitting their Program of Study.

8.1.3.1. Report Established

The program of study functionality was launched in Seguidor on June 29, 2018. Program of study data
was not inputted for students who had submitted a paper program of study to the Office of Graduate
Studies. The report will not display program of study data for students who completed their program of
study prior to June 29, 2018.

8.1.3.2. Report Frequency

The numbers of times you generate the report within a year is dependent upon your admission. If your
graduate program admits for all 3 semesters, you should generate the report at least 3 times a year for
each degree type (Master’s or Doctoral).

8.1.3.2.1. Master’s Degree

The program of study must be approved within 7 months after matriculation. You are encouraged to run
the report by the following dates so that you can remind your students of their upcoming deadline.

e February 1 — Generate report to communicate with fall admits of the previous year.
E.g. On February 1, 2018 you would generate the report and select 2017 Fall for the admit term
in the report specifications.

e July 1 - Generate report to communicate with spring admits of the current year.
E.g. OnJuly 1, 2018 you would generate the report and select 2018 Spring for the admit term in
the report specifications.

e November 1 — Generate report to communicate with summer admits of the current year.
E.g. On November 1, 2018 you would generate the report and select 2018 Summer for the admit
term in the report specifications.

8.1.3.2.2. Doctoral Degree

The supervisory committee must be approved within 13 months after matriculation. You are
encouraged to run the report by the following dates so that you can remind your students of their
upcoming deadline.

e January 1 — Generate report to communicate with spring admits of the previous year.
E.g. OnJanuary 1, 2018 you would generate the report and select 2017 Spring for the admit
term in the report specifications.

e May 1— Generate report to communicate with summer admits of the previous year.
E.g. On May 1, 2018 you would generate the report and select 2017 Summer for the admit term
in the report specifications.

e August 1 — Generate report to communicate with fall admits of the previous year.
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E.g. On August 1, 2018 you would generate the report and select 2017 Fall for the admit term in
the report specifications.

8.1.3.3. Generate the Program of Study by Student Report

1. To access reports, mouseover REPORTS ® in the menu bar and click Program of Study by

Student
MANAGEMENT PERSOMAL '1‘ REPORTS QUICK MEMU
>

COMMITTEES PROGERAMS

AdviSup Comm. by Member Applicant List
Adv/Sup Comm. by Student Applicants Without Student Data
Exam Comm. by Student Coursewark History by Student
Program/Sub-Plan Committees Meetings by Student

F'r'ogram of Study by Student

Special Attribute/Designation

Student List
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2. Adjust report criteria to view data for students who have an upcoming program of study deadline.

e Select the appropriate program(s)/sub-plan(s) ®

e Click Active for the student status B

e Click the appropriate admit term ©

e Select Yes for include program of study with an upcoming deadline ©

0 Input 45 for deadline in this number of days © (if you run this report on a different date

then specified in these instructions, you will have to calculate the number days to
input).

e Leave the include programs of study with overdue approvals field defaulted to Yes (F)

e Leave the display columns with code values and the display extra columns for sorting fields
defaulted to No @

e Click Generate Report H)

Program of Study by Student

Adjust report criteria and generate the report.

Report Specifications Form

program/sub-plan: ¥

us: W admit term: ¥

student

IGPBS Biochemistry & Molecular Biology - PhD ~ | Al All
@ IGPBS Cancer Research - PhD Active 2018 Summer ©
IGPBS Immunology, Pathology & Infectious Disease - PhD Admitted 2018 Spring
IGPBS Integrative Physiology & Molecular Medicine - PhD Applicant 2017 Fall
IGPBS Molecular Genetics and Cell Biology - PhD Cancelled 2017 Summer
IGPBS Meuroscience - PhD Completed 2017 Spring
IGPBS Uncommitted - PhD Deceased 2016 Fall
Medical Anatomy - MS Discontinue 2016 Summer
MSIA Genetics, Cell Biology & Anatomy - MS Dismissed 2016 Spring
MSIA Genetics, Cell Biology & Anatomy - PhD Leave of Absence , | 2015 Fall

Upcoming Deadlines

nclude programs of study with an upcoming deadiine: W

Yes ¥

Overdue

nclude programs of study with overdue approvals: ¥

Yes ¥

Columns

display columng with code values: ¥ display extra cglumns for sorfing: ¥
No v @ No v
@ Generate Report
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8.1.3.4. Data Displayed on the Program of Study by Student Report

The report will show the columns outlined below in Excel. Sort & filter the data by Official Program of
Study Approval Approval Date, then by POS Started.

Sort

+£,L Add Level < Delete Level E@ Copy Level FY Options...

Column Sort On Order
Sortby | Official Program of Study Approval Approval Date |« Values v AtoZ
Then by  BOS Started e || | Values w| AtoZ

If the Official Program of Study Approval Approval Date field is blank and the POS started field displays N
for no, the student has not initiated the program of study approval process and you will need to remind
the student of the upcoming deadline (see the email templates section).

If the Official Program of Study Approval Approval Date field is blank and the POS started field displays Y
for yes, the student has initiated the program of study approval process but has not completed it. You
can view the next step by viewing the individual student’s dashboard.

Column | Heading Text
1 | Student NUID
2 | Student Name
3 | Program/Sub-Plan
4 | Career Type
5 | Time
6 | Candidate
7 | Student Begin Date
8 | Student Email
9 | Advisor/Supervisor Name
10 | Advisor/Supervisor Email
11 | Admit Term Description
12 | Student Status
13 | Program of Study Started
14 | Program of Study Rule Career Type (original)
15 | Program of Study Rule Title (original)
16 | Program of Study Rule Text (original)
17 | Program of Study Last-Submitted Date
18 | # of Outstanding Approvals (active version)
19 | Program of Study Final Approval Date (first)
20 | Official Program of Study Approval Deadline
21 | Official Program of Study Approval Date
22 | Official Program of Study Approval Deadline Days
23 | Official Program of Study Overdue Days
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8.1.3.5. Email Templates

8.1.3.5.1. Master’s Degree

Program of Study Deadline Approaching
Student Name,

| am reaching out to remind you of an upcoming M.S. deadline. Your program of study is due on Date.
Please initiate the program of study approval process in Seguidor, instructions can be viewed in the
Seguidor Student Instructions.

Program of Study Past Due
Student Name,

A registration hold has been placed on your account. You will not be able to enroll for future courses
until you become compliant

Your program of study was due for approval on Date. You must initiate the program of study approval
process in Seguidor, instructions can be viewed in the Seguidor Student Instructions.

Review the Master’s Degree timeline to familiarize yourself with future requirements and deadlines.

8.1.3.5.2. Doctoral Degree

Program of Study Deadline Approaching
Student Name,

| am reaching out to remind you of an upcoming PhD deadline. Your program of study is due on Date.
Please initiate the program of study approval process in Seguidor, instructions can be viewed in the
Seguidor Student Instructions.

Program of Study Past Due
Student Name,

A registration hold has been placed on your account. You will not be able to enroll for future courses
until you become compliant

Your program of study was due for approval on Date. You must initiate the program of study approval
process in Seguidor, instructions can be viewed in the Seguidor Student Instructions.

Review the Doctoral Degree timeline to familiarize yourself with future requirements and deadlines.
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8.1.4. Exam Committees by Student Report

The Exam Committees by Student report displays data for students by program/sub-plan. Key uses
include:
e |dentifying students who have an upcoming comprehensive/final oral examination deadline.
e |dentifying students who are past due in taking the comprehensive/final oral examination.
e |dentifying exam committees past due in grading the comprehensive/final oral examination.

8.1.4.1. Report Established

The examination functionality was launched in Seguidor in spring 2015. Examination data was only
entered in Seguidor for active students. The report will not display examination data for students who
completed their degree or withdrew/withdrawn from UNMC prior to spring 2015.

8.1.4.2. Report Frequency

You are encouraged to run the report at least 4 times a year to ensure students are progressing towards
meeting their examination deadline.

8.1.4.3. Generate the Exam Committees by Students Report

1. To access reports, mouseover REPORTS ® in the menu bar and click Exam Comm. by Student

MAMAGEMENT PERSOMAL Q REPORTS QUICK MEMU

COMMITTEES PROGERAMS
Adv /Sup Comm. by Member Applicant List
Adv /Sup Comm. by Student Applicants Without Student Data
Exar‘"u Comm. by Student Coursework History by Student
Program /Sub-Plan Committees Meetings by Student

Program of Study by Student

Special Attribute/Designation

Student List
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2. Adjust report criteria to view examination data for active students.

e Select the appropriate program(s)/sub-plan(s) ®

e Click Active for the student status B

e Click All for the admit term ©

e Click All for exam ©

e Click All for career type €

e Leave the shows exams field defaulted to Show All F)

e Select Yes for the include exams where grading isn’t finalized field G

e Leave the show pass/fail field defaulted to Show All (3)

e Leave the display columns with code values, display extra columns for sorting, add columns

showing all members, and the add columns showing grade detail fields defaulted to No (D
0 Important Note: If you would like to see the grading details (Pass or Fail) you will need

select Yes for the add columns showing grade detail field.
Click Generate Report (J)

Exam Committees by Student

Adjust report criteria and generate the report.

Report Specifications Form

program/sub-plan: ¥ student status: admit term: ¥

Cancer Research - M3 All All

Cancer Research - PhD Active 2018 Summer

IGPBS Cancer Research - PhD Admitted 2018 Spring
Applicant 2017 Fall
Cancelled 2017 Summer
Completed 2017 Spring
Deceased 2016 Fall
Discontinue 2016 Summer
Dismissed 2016 Spring

Leave of Absence . | 2015 Fall

exam: & career type J&
@ Al Al

Comprehensive MD/PhD

Final Oral Mon-Thesis
Qualifying Thesis
Schedule Grades (for scheduled exams only)
show exams: & nclude exams where grading isn't finalized: ™ show pass/fail: ¥
Show Al v| [ es v @ Show All v @
Columns
display columns with code values: ™ display exira columns for sorfing: ™ add columns showing all members: ¥ add columns showing grade detail: ¥

Nn'@ Nov® N{J'@ No'@
@ Generate Report

42



8.1.4.4. Data Displayed on the Exam Committees by Students Report

The report will show the columns outlined below in Excel. The Office of Graduate Studies is working with

IT to have additional columns added to assist with tracking of completion and data sorting.

Column | Heading Text
1 | Student NUID
2 | Student Name
3 | Program/Sub-Plan
4 | Career Type
5 | Time
6 | Candidate
7 | Student Begin Date
8 | Student Email
9 | Schedule Date
10 | Schedule Location
11 | Thesis Title
12 | Exam Committee Submitted Date
13 | Exam Committee Approved Date
14 | Exam Committee Disapproved Date
15 | Exam
16 | Grading Finalized
17 | Exam Committee Chair Name
18 | Exam Committee Chair Email
19 | Admit Term Description
20 | Student Status
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8.2. Other Useful Reports

The reports covered in this section can be generated at any time, dependent upon your needs.
Important Note: You are encouraged to select All for the admit term when generating the reports in this

section. If you want to limit the data to students who were admitted during a specific term, then it
would be appropriate to select the appropriate term.

8.2.1. Program/Sub-Plan Committees Report

The Program/Sub-Plan Committees report is a historical record of who has served on a graduate
committee by program/sub-plan.

8.2.1.1. Generate the Program/Sub-Plan Committees Report

1. To access reports, mouseover REPORTS ® in the menu bar and click Program/Sub-Plan

Committees

MAMAGEMENT PERSOMAL Q REPORTS QUICK MEMU

COMMITTEES PROGERAMS

Adv /Sup Comm. by Member Applicant List

Adv /Sup Comm. by Student Applicants Without 5tudent Data

Exam Comm. by Student Coursework History by Student
Program /Sub-Plan Committees Meetings by Student

Program of Study by Student

Special Attribute/Designation

Student List
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2. Adjust report criteria to view data for a program/sub-plan committee.

e Select the appropriate program(s)/sub-plan(s) ®

e Select the appropriate committee members role(s) B
e Select the appropriate committee members status ©
e Click Generate Report ©

Program/Sub-Plan Committees

Adjust report criteria and generate the report.

Report Specifications Form

program/sub-plan ﬂ@ role on committee 'ﬁ'

Biomedical Research Training Program - PhD All

IGPBS Biochemistry & Molecular Biclogy - PhD Chair

IGFES Cancer Research - PhD Co-Chair

IGPES Immunclogy, Pathology & Infectious Disease - PhD Committee Member

IGPBS Integrative Physiology & Molecular Medicine - PhD
IGPES Malecular Genetics and Cell Biology - PhD

IGPES Neuroscience - PhD

IGFES Uncommitted - FhD

@ GFenerate Report

8.2.1.2. Data Displayed on the Program/Sub-Plan Committees Report

The report will show the columns outlined below in Excel.

status: ﬂ@

All

Active
Inactive
Upcoming

Column | Heading Text

Program/Sub-Plan

Member Name

Member Email

Member Status

Member Role

Start Date

End Date

O N N[ W[IN |-

Member Duration (to date)
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8.2.2. Advisory/Supervisory Committees by Member Report

The Advisory/Supervisory Committee by Member report displays data for students who have worked
with a specific faculty member.

8.2.2.1. Generate the Advisory/Supervisory Committees by Member Report

1. To access reports, mouseover REPORTS @ in the menu bar and click Adv/Sup Comm. by

Member
MAMAGEMENT PERSOMAL '1‘ REPORTS QUICK MENU
8’
COMMITTEES PROGEAMS
Adv /Sup Comm. by Member Applicant List
Adv /Sup Comm. by Student Applicants Without 5tudent Data
Exam Comm. by Student Coursework History by Student
Program /Sub-Plan Committees Meetings by Student

Program of Study by Student

Special Attribute/Designation

Student List
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2. Adjust report criteria to view data for students who have been mentored by a specific faculty
member.

e Select the appropriate status of the students &

e Select the appropriate committee members role(s) B

e Select the appropriate status of the committee member ©

e Leave the display columns with code values and the display extra columns for sorting fields
defaulted to No ©

e Input the name of the specific faculty member &
0 Asyou input the name of the specific faculty member, possible name matches will be

displayed. Click the appropriate name ()
Click Generate Report @

Advisory/Supervisory Committees by Member

Adjust report criteria and generate the report.

Note: the member name search only returns names of people who have been on an advisor/supervisor committee.

Report Specifications Form

student status: f@ role on commitiee: ir status on committee ﬂ’@

All All All

Active Chair Active
Admitted Co-Chair Disapproved
Applicant Committee Member Inactive
Cancelled Pending
Completed

Deceased

Discontinue

Dismiszad

Leave of Absence .
Columns
display :Dlunﬂfs with code values: ™ display exira columns for sorfing:

No Mo -

member name{last first); ¥

gendel| U

® name & dept & prog# email & phone %

@ Generate Report
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8.2.2.2. Data Displayed on the Advisory/Supervisory Committees by Member Report

The report will show the columns outlined below in Excel.

Column | Heading Text
1 | Member Name
2 | Member Email
3 | Role
4 | Member Status
5 | Comments
6 | Student Name
7 | Student Email
8 | Student Status
9 | Student Begin Date
10 | Degree Requirements Completion Date
11 | Student Degree Conferred Date
12 | Days to Graduate
13 | Admit Term Description
14 | Program/Sub-Plan




8.2.3. Applicant List Report
The Applicant List report displays data for applicants by program/sub-plan. Key uses include:
e Finding the sum of applicants.

e Identifying the final application status for each applicant.

8.2.3.1. Generate the Applicant List Report

1. To access reports, mouseover REPORTS @ in the menu bar and click Applicant List

MAMAGEMENT PERSOMAL Q REPORTS QUICK MEMU

COMMITTEES PROGRAMS

Adv /Sup Comm. by Member Applicant List @

Adv /Sup Comm. by Student Applicants Without Student Data
Exam Comm. by Student Coursework History by Student
Program /Sub-Plan Committees Meetings by Student

Program of Study by Student

Special Attribute/Designation

Student List
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2. Adjust report criteria to view applicant data.

e Select the appropriate program(s)/sub-plan(s) ®

e Select the appropriate status of the applicants application ®

e Click the appropriate expected enrollment (admit) term ©

e Leave the display columns with code values and the display extra columns for sorting fields
defaulted to No ©

e Click Generate Report €

Applicant List

Adjust report criteria and generate the report.

Report Specifications Form ©
@prc;mn'-‘a_m-j an: W application status: ir expected enrollment term: ™

Biomedical Research Training Program - PhD All All
IGPBS Biochemistry & Molacular Biology - PhD Accepted - Accepted W/O Conditions 2018 Summer
IGPBS Cancer Research - PhD Accepted - Conditional Acceptance 2018 Spring
IGPBS Immunology, Pathology & Infectious Disease - PhD Accepted - Deferred Acceptance 2017 Fall
IGPBS Integrative Physiology & Molecular Medicine - PhD Accepted - Early Decision Program 2017 Summer
IGPBS Molecular Genetics and Cell Biology - PhD Alternate 2017 Spring
IGPBS Meuroscience - PhD Applicant - Complete 2016 Fall
IGPBS Uncommitted - PhD Applicant - Incomplete 2016 Summer
Completed Program 2016 Spring
Deceased ~| | 2015 Fall -
Columns

display colurgas with code values: ™ display extra columns for sorting: ™
30 ()
@ Generate Report

8.2.3.2. Data Displayed on the Applicant List Report

The report will show the columns outlined below in Excel.

Column | Heading Text
Applicant NUID
Applicant Name
Program/Sub-Plan
Applicant Email
Application Date
Expected Enroll Date
Enroll Term Date
Enroll Term Description
UsS Citizen

US State Resident
Application Status

O | N W|IN|R

[
o

[EEY
[EEY
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8.2.4. Student List Report

The Student List report displays data for students by program/sub-plan. Key uses include:
e Identifying students by status (i.e. active, leave of absence, completed, etc.).
e |dentifying students who have been admitted to Candidacy.

8.2.4.1. Generate the Student List Report

1. To access reports, mouseover REPORTS ® in the menu bar and click Student List

MAMAGEMENT PERSOMAL Q REPORTS QUICK MEMU

COMMITTEES PROGERAMS

Adv /Sup Comm. by Member Applicant List

Adv /Sup Comm. by Student Applicants Without Student Data
Exam Comm. by Student Coursework History by Student
Program /Sub-Plan Committees Meetings by Student

Program of Study by Student

Special Attribute/Designation

Student List
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2. Adjust report criteria to view data for students by program/sub-plan.

e Select the appropriate program(s)/sub-plan(s) ®

e Select the appropriate status of the students &

e Click the appropriate admit term(s) ©

e Leave the display columns with code values and the display extra columns for sorting fields
defaulted to No ©

e Click Generate Report €

Student List

Adjust report criteria and generate the report.

Report Specifications Form

programisub-plan ﬁ@ student status admit term: 'ﬂ©

Biomedical Research Training Program - PhD All All
IGPBS Biochemistry & Molecular Biology - PhD Active 2018 Summer
IGPBS Cancer Research - PhD Admitted 2018 Spring
IGPBS Immunology, Pathology & Infectious Disease - PhD Applicant 2017 Fall
IGPBS Integrative Physiology & Molecular Medicine - PhD Cancelled 2017 Summer
IGPBS Malecular Genetics and Cell Biology - PhD Complated 2017 Spring
IGPBS Neuroscience - PhD Deceased 2016 Fall
IGPBS Uncommitted - PhD Discontinue 2016 Summer
Dismissed 2016 Spring
Lzave of Absence .|| 2015 Fall -
Columns

display columpgs with code values: ™ display extra golumns for sorting:
0) 0
@ Generate Report

8.2.4.2. Data Displayed on the Student List Report

The report will show the columns outlined below in Excel.

Column | Heading Text
Student NUID
Student Name
Program/Sub-Plan
Student Begin Date
Student Email
Admit Term Description
Student Status
Career Type

Time

Candidate

Degree Conferred
Degree Completed

||V W|IN|R

[
o

[EEY
[EEY

[
N
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8.2.5. Special Attributes/Designations Report

The Special Attributes/Designations report displays data for students who have a special
attribute/designation by program/sub-plan. The special attributes/designations are:

e Chinese Scholarship Council (CSC)

e Saudi Arabia Scholarship (SAS)

8.2.5.1. Generate the Special Attributes/Designations Report

1. To access reports, mouseover REPORTS ® in the menu bar and click Special

Attribute/Designation

MAMAGEMENT PERSOMAL Q REPORTS QUICK MEMU

COMMITTEES PROGERAMS

AdviSup Comm. by Member Applicant List

Adv/Sup Comm. by Student Applicants Without Student Data
Exam Comm. by Student Coursewark History by Student
Program/Sub-Plan Committees Meetings by Student

Program of Study by Student

5|:|En:|al Attribute/ Designation

Student List
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2. Adjust report criteria to view data for students by attribute/designation.

e Select the appropriate program(s)/sub-plan(s) ®

e Select the appropriate status of the students &

e Click the appropriate admit term(s) ©

e Select the appropriate attribute/designation assigned to the students ©

e Leave the display columns with code values and the display extra columns for sorting fields
defaulted to No ®

e Click Generate Report F)

Special Attributes/Designations

Adjust repert criteria and generate the report.

Report Specificatjons Form
program/sub-plan: ™ student slatus: admit term 'ﬂ‘@

Biomedical Research Training Program - PhD All All
IGPBES Biochemistry & Molecular Biclogy - PhD Activa 2018 Summer
IGPBS Cancer Research - PhD Admitted 2018 Spring
IGPBS Immunology, Pathology & Infectious Disease - PhD Applicant 2017 Fall
IGPBS Integrative Physiclogy & Molecular Medicine - PhD Cancelled 2017 Summer
IGPBS Molecular Genetics and Cell Biclogy - PhD Completed 2017 Spring
IGPBS Neuroscience - PhD Deceased 2016 Fall
IGPBS Uncommitted - PhD Discontinue 2016 Summer
Dismissed 2016 Spring
Leave of Absence . | 2015 Fall -

@ attribute/designation:
All

Chinese Schelarship Council (CSC)
Saudi Arabia Scholarship (SAS)

Columns
display columns with code values: ®  display exira columns for sorting:
No ¥ No

® Generate Report

8.2.5.2. Data Displayed on the Special Attributes/Designations Report

The report will show the columns outlined below in Excel.

Column | Heading Text
Student NUID
Student Name
Program/Sub-Plan
Attribute/Designation
Attribute Start Date
Attribute End Date
Student Begin Date
Student Email

Admit Term Description
Student Status
Career Type

Time

O |IN|O(N[B[WIN|E

[EnN
o

=
=

[ERN
N
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8.2.6. Coursework History by Student Report

The Coursework History by Student report displays data for students by program/sub-plan. The key use
is to determine which student have or have not completed a specific course required for degree.

8.2.6.1. Generate the Coursework History by Student Report

1. To access reports, mouseover REPORTS @ in the menu bar and click Coursework History by

Student
MAMAGEMENT PERSOMAL '1‘ REPORTS QUICK MENU
8’

COMMITTEES PROGEAMS

Adv /Sup Comm. by Member Applicant List

Adv /Sup Comm. by Student Applicants Without 5tudent Data
Exam Comm. by Student Coursework History by 5tu::|ent< B’
Program /Sub-Plan Committees Meetings by Student

Program of Study by Student

Special Attribute/Designation

Student List
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2. Adjust report criteria to view student data for a specific course.

e Select the appropriate program(s)/sub-plan(s) ®

e Select the appropriate status of the students &

e Click the appropriate admit term(s) ©

e Select the appropriate grade(s) that you want to view results for ©

e Select the institution where the course is offered €

e Select the department that offers the course ®

e Select the course @

o Select Show All for show course registrations ®

e Leave the display columns with code values and the display extra columns for sorting fields
defaulted to No (D

e Click Generate Report (J)

Coursework History by Student

Adjust report criteria and generate the report. This report loads favorite report specifications SLOWLY - please be patient.

Report Specifigatigns Form
program/sub-plan: L stucent stafus ' admit term: ‘@

Biomedical Research Training Program - PhD All All
IGPES Biochemistry & Molecular Biology - PhD Active 2018 Summer
IGPBES Cancer Research - PhD Admitted 2018 Spring
IGPBS Immunology, Pathology & Infectious Disease - PhD Applicant 2017 Fall
IGPES Integrative Physiology & Molecular Medicine - FhD Cancelled 2017 Summer
IGPES Molecular Genetics and Cell Biology - PhD Completed 2017 Spring
IGPBS Meuroscience - PhD Deceased 2016 Fall
IGPBS Uncommitted - PhD Discontinue 2016 Summer
Dismiszed 2016 Spring
Leave of Absence + | 2015 Fall =

grade: W
@ All Grades

A

A+

A-

B+

B

E-

C+

%5

C- -

Courses
nstitution: W depariment @ COUrse #@

UNMC ¥ | | CRGP - Cancer Research Program ¥ | | CRGP 880: PRIN/METH CANCER RSCH (Omaha)
CRGP 896: RSCH OTHER THAN THESIS (Omaha)
CRGP 899: MASTERS THESIS (Omaha)
CRGP 910: INTENSIVE TRAIN TRANSL (Omaha)
CRGF 940: SHORT COURSE CHNCR BIOL (Omaha)
CRGP 970: SEMINAR (Omaha)
CRGF 998 SPECIAL TOPICS (Omaha)
CRGF 999: DOCTORAL DISSERTATION (Omaha)

Registrations

show course registrations: #
Show All v
Columns
display columns with code values: W display extra columns for sorting: #

No ¥ @ No ¥ ®
@ Generate Report



8.2.6.2. Data Displayed on the Coursework History by Student Report

The report will show the columns outlined below in Excel.

Column | Heading Text
1 | Student NUID
2 | Student Name
3 | Program/Sub-Plan
4 | Career Type
5 | Time
6 | Candidate
7 | Student Begin Date
8 | Student Email
9 | Advisor/Supervisor Name
10 | Advisor/Supervisor Email
11 | Admit Term Description
12 | Student Status
13 | Course Department
14 | Course Number
15 | Course Name
16 | Course Campus
17 | Registered Term
18 | Registered Section
19 | Registered Credit Hours
20 | Grade




8.3. Favorite Reports

Favorite Reports allows users to save report criteria for frequently used reports.

8.3.1. Create Favorite Report

1. To access reports, mouseover REPORTS @ in the menu bar and click on the name of the report that

you would like to establish as a favorite report ®.

MAMAGEMENT PERSOMAL Q REPORTS QUICK MENU

COMMITTEES PEOGEAMS

Adv/Sup Comm. by Member B Applicant List

CimTmETT Tame: Applicants Without Student Data
Exam Comm. by Student Coursework History by Student
Program/5ub-Plan Committees Meetings by Student

Program of Study by Student

Special Attribute/Designation

Student List

2. Adjust report criteria (review the appropriate report section to determine how to adjust your
criteria). For this example, we will be creating a favorite report to view data for all active students in
a specific program.

Student List

Adjust report criteria and generate the report.

Report Specifications Form

program/sub-plan: ¥ student status: admit term: ¥
IGPBS Immunoclogy. Pathology & Infectious Diseass - PhD All All
Immunology, Pathology & Infectious Disease - M5 Active 2018 Summer
MSIA Pathology & Microbiology - M3 Admitted 2018 Spring
MSIA Pathology & Microbiology - PhD Applicant 2017 Fall
Pathology & Microbiology - MS Cancellad 2017 Summer
Pathology & Microbiology - PhD Completed 2017 Spring
Deceased 2016 Fall
Discontinue 2016 Summer
Dismissed 2016 Spring
Leave of Absence . || 2015 Fall -
Columns

display columns with code values: ¥ display extra columns for sorfing:

Mo ¥ Mo

Generate Report
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3. Input name of this report specification (name the report something that clearly defines the reports

use for you) ® and click Save Specification as Favorite ®.

Your Favorite Reports

Mo records returned

name this report specification: ™

IGPBES Immunology, Pathology & Infectious Disease Active Students Save Specification as Favorite

8.3.2. Generate Favorite Report

After you have established a favorite report, you will see a Favorite Reports section on your Seguidor
landing page.

1. Click on the name of the report you want to generate ®.

@ Seguidor

MANAGEMENT PERSONAL REPORTS QUICK MENU

Your Pending Actions

Favorite Reports

report: Student List
specification: IGFBS Immunology, Pathology & Infeclious &
Dizease Active Students

8.3.3. Delete Favorite Report

1. To access reports, mouseover REPORTS ® in the menu bar and click on the name of the report ®.

MANAGEMENT PERSOMAL iE PORTS QUICK MENU
A
8’

COMMITTEES PROGRAMS

Adv/Sup Comm. by Member ® Applicant List

Adv/Sup Comm. by Student o Applicants Without 5tudent Data
Exam Comm. by Student Coursework History by Student
Program/5ub-Plan Committees Meetings by Student

Program of Study by Student

Special Attribute/Designation

Student List
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2. Click the red X ® for the favorite report that you want to delete.

Student List

Adjust report criteria and generate the report.

Report Specifications Form

programsub-plan: L student status: W admit term: W
Biomedical Research Training Program - PhD “ LAl “ | Al -
IGPBS Biochemistry & Molecular Biology - PhD Active 2018 Summer
IGPBS Cancer Research - PhD Admitted 2018 Spring
IGPES Immunology, Pathology & Infectious Disease - PhD Applicant 2017 Fall
IGPBS Integrative Physiology & Molecular Medicine - PhD Cancelled 2017 Summer
IGPBS Molecular Genetics and Cell Biology - PhD Completed 2017 Spring
IGPES Meuroscience - PhD Deceased 2016 Fall
IGPES Uncommitted - PhD Discontinue 2016 Summer
Dismissed 2016 Spring

- | Leave of Absence - | 2015 Fall -
Columns
dis :-Iai columns with code values: ¥ d snlai extra columns for sorting: "
Generale ReEmt

Your Favorite Reports

actions ¢ specification ®
i x GPBS Immunology, Pathology & Infectious Disease Active Students

name this report specification: #

Save Specificalion as Favorite
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