
Graduate Advisory Committee Manual 

A subset of UGA graduate programs require their students to assemble a faculty advisory committee, 
made up of Graduate Program Faculty members, who help guide the graduate student through their 
tenure in the program. Appointment of this Graduate Advisory Committee follows a GradSlate workflow 
that includes Graduate School validation of the credentials of the proposed members as well as 
Graduate Coordinator approval of the committee membership. This manual describes the steps in this 
process. 

1. The graduate student proposes the members of the Graduate Advisory Committee and their 
Roles in the Enrolled Student Progress Portal on the Adv Cmte tab. This sets the status (of the 
committee) to ‘Proposed’ 

Once the graduate student logs in (MyID/SSO) to the Enrolled Student Progress Portal, they 
see the landing page and the Adv Cmte tab 

 

Choosing the Add Member / Propose Change link opens the form, which is used for any 
additions, replacements, or changes to the committee members 
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One of the choices for changes to make is ‘Add a new member’, which opens the form 
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UGA Members are selected from a lookup of GradSlate Users. If an external member is 
proposed, the student is asked for a letter of justification and CV. Once this form is submitted, 
the student returns to their portal, where this member is marked as ‘N/A’ (not yet validated) and 
the Cmte Status is ‘Proposed’ 
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2. For each proposed committee member, an email alert is sent to the Graduate School Enrolled 
Student Services office requesting validation of that member. The Application is also placed into 
the Validate Proposed Membership Bin of the Graduate Advisory Committee Review workflow 
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The note at the bottom reminds the GS ESS staff member that GradSlate Rules may take a few 
minutes to execute the bin movement 

3. GS-ESS staff review the proposed member(s) in this workflow and either validate them or not. 

The staff member opens the Graduate Advisory Committee Review workflow (under the Reader 
menu) and will eventually see the student’s program record enter the Validate Proposed 
Membership Bin 
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Opening that Bin and selecting the Program record displays a dashboard with information about 
the Advisory Committee membership and status 
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The red font instructions above the table describe navigating to the Enrolled Program 
dashboard of the Application record, where the student’s Advisory Committee information is 
displayed. Clicking on ‘Enrolled Program’ in the right margin … 
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… and scrolling to the bottom, shows the status of the Advisory Committee, including the 
proposed member 
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Note that GradSlate Roles include the role of Graduate Program Faculty, data that are 
refreshed daily in GradSlate. If that Role is present, you can assume that this is a valid 
committee member; if not, it may still be that these data are slightly out of date and the member 
may still be valid. To mark the member as valid, just click on the record in this table to popup an 
edit screen and check Yes in the Member Valid? field 
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Once saved, you can refresh the application record and see a ‘Yes’ in the Valid? column of this 
table. Just close this browser tab to get back to the Workflow; refresh that screen and you will 
see the validation displayed in the Workflow dashboard 

To complete your validation, you must submit a Review Form: Add to Queue, open the Review 
Form / Send to Bin, and fill and submit the Review Form. 

4. If a member is invalid or the committee is incomplete, the AdvCmte Validation/Approval review 
form is submitted with a status of ‘Changes Needed’ and the Instructions field is completed, 
providing the student feedback on what else is required. This triggers a Deliver to the graduate 
student directing them to their portal to make needed changes. Any changes made reset the 
status to ‘Proposed’, which restarts the process at step 2 

In the current example, you have validated selection of the Major Professor, but the committee 
is not yet complete. Set the Status to ‘Changes Needed’ and use the Change Instructions field 
to inform the student of what they need to do. Send the Program record to the Student Needs to 
Make Changes Bin to await further proposals from the student. 



Graduate Advisory Committee Manual 

 

The status of ‘Changes Needed’ triggers an email Deliver (with some delay) to the student, 
informing them to go back to their Portal to complete their proposed committee 
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The email links to their portal; when they log in again, they see the status of their committee 
along with the instructions from the ESS staff member 

 

The student can use the Add Member / Propose Change link to continue to propose additional 
committee members, each of which triggers an email to the ESS staff. For example, after 
proposing two additional committee members, their portal will look like the following 
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The Status changes to Proposed, which moves the program record back into the Validate 
Proposed Membership Bin of the Graduate Advisory Committee Review Workflow. Opening the 
program record now shows the newly proposed members as well; these new members can be 
validated using the same method as the first one. (In fact, if the proposed members are all 
selected at the same time by the student, only one trip to the program record is necessary to 
validate all members.) 
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5. If all proposed members are valid and the committee membership is complete, the AdvCmte 
Validation/Approval review form is submitted with a status of ‘All Members Valid’ and the 
Application is moved to the Approve Membership Bin of the Program Approval section. This 
triggers a Deliver to the appropriate Graduate Coordinator to go to the workflow to approve the 
committee 

After validating the two additional members, the student record is added to queue, the Review 
Form is completed, and the record is moved to the Approve Membership Bin to be approved by 
the Graduate Coordinator of the student’s program 
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The Cmte Status of ‘All Members Valid’ triggers an email Deliver to the appropriate Graduate 
Coordinator 
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6. The Graduate Coordinator opens the Application in the Approve Membership Bin and completes 
the review form, setting the status to ‘Committee Approved’ if the committee membership is 
acceptable. The Application is then moved to the Final Membership Bin 

Graduate Coordinators now see two Workflows when they click on the Reader icon in GradSlate 

 

The link in the email opens the Graduate Advisory Committee Review Workflow; when they 
Browse, they will see the student’s enrolled program record in the Approve Membership Bin 
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The Graduate Coordinator approves of the committee by completing the Review Form, setting 
the Cmte Status to Committee Approved and moving the record to the Final Membership Bin 
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The student’s portal is updated with the approved status 
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7. If the Graduate Coordinator does not approve of the membership, then the Cmte Status is set to 
‘Changes Needed’ and the Instructions field is completed, informing the student of the concern; 
the Application is moved back to the Student Needs to Make Changes Bin, triggering a Deliver 
to the student to fix the problem in their portal 

 


