Instructions for Advisor/Chair approval/rejection in new Graduation Application Workflow

ADVISOR STAGE: Approval or Denial
The student’s primary advisor receives an email that the application is submitted and waiting for approval:[image: ]

The advisor logs into myMount and views the Workflow Approvals page located in the left-side navigation window on Home/MyMount. (The boxes in red  in the below screenshots reflect the TEST site; these can be ignored.)

[image: ]
Clicking on the documents link and then selecting the correct approval track, will display graduation applications waiting to be approved:
[image: ]
The advisor clicks on the “View” link and sees the student’s submitted application form. There is a toolbar at the top to approve, reject, or add a comment.  
Applications can also be denied. Reasons for denial can include: student has applied too early for graduation; student will not meet requirements by the graduation semester indicated on the application. 

[image: ]
And scrolling down to the bottom of the application will show the workflow audit trail so far:
[image: ]
If an approver adds a comment, only approvers in subsequent stages of the workflow can see them. 

NB: Please attach program profile/major sheet or any other waivers or documents by clicking on the “Add Comment” option. If the approver needs to attach multiple documents, they must select “Add Comment” for each attachment. 
[image: ]
They can include a comment on what the file contains, and choose a File to attach, and then click “Save”.
After the approver approves or rejects for form, the “toolbar” at the top of the page will disappear and they can close the tab the form is displayed in.

Advisor and chair the same person:
If the advisor and chair is the same person, they approve the application as the student’s advisor, and then click on the “Workflow Approvals” page title to get back to the “Documents” link. The application will be immediately available for them to approve as the department/program chair. They will have to approve the application twice if they are both the student’s primary advisor and the department/program chair for the student’s major.
Chair Approval or Denial:
The chair will go through the same steps as the advisor to approve an application. Applications can also be denied. Reasons for denial can include: student has applied too early for graduation; student will not meet requirements by the graduation semester indicated on the application. 


You should be able to review the approvals on any grad app for the stage(s) you approve on or prior to it. Here’s how to see this on something you’ve already approved:
· Visit the “Workflow Approvals” page in myMount and select the “<#> Documents” to review link.
· Change the drop-down menu to “Previously Assigned Documents”:
[image: cid:image004.png@01D7AA26.A30C4B10]
· Selecting the “+” icon for an entry will show what the current stage for that particular document. Once a document has been approved through all the stages of its workflow, the “Current Stage” will be listed as “Complete”.
[image: cid:image008.png@01D7AA26.A30C4B10]
· Selecting the “View” link for the document, will show the form submission and if you scroll to the bottom, you will see the workflow audit and comments for the stages you were on or any prior stages. You will not be able to see comments or audit information for stages after yours. The audit includes a summary of emails sent and actions taken for each stage.
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A graduation application was submitted by Ima Test (ID# 00000325252) for program UNDG for 4
2022 and is waiting for your approval. Login to myMount and visit the Workflow Approvals page
(see left-side navigation from the Home page) to review it

Afier reviewing the application, you can reject it (refurn it to the student) or approve it (send it to the
department/program chair for approval). If you reject the application, please remember to contact the
student regarding any changes that are needed, so the student can submit another application with the

correct information.

1 you have any questions about this process, or believe the student is not your advisee, you can reply
to this email or call the Registrar’s Office at 513-244-4621




image2.png
myMount

Home Academics Keep Learning Keep Teaching Fin

ces Human

You are here: Home > Workflow Approvals > Approve Forms

myMountTest @ Warning: ERP data access logging [ERPWebServiceDebugXML] is curr
Home performance. If this is not intended. go to Site Manager ERP framew
COVID-19 Screening.

and Guceines Workflow Approvals

Acknowledgement

CovID-19 Sfmening Admin this portlet
QiR You have 3 Documents to review.

COVID-19 Reporting

Door Access




image3.png
@ Warning: ERP data access logging [ERPWebServiceDebugXML] is currently enabled, which can impact site
performance. If this is not intended, go to Site Manager ERP framework settings to disable.

Workflow Approvals

Current view Grad App Advisor/Chair Approval v é‘.
Show 10 v |entries Search:

Submitted Date User 1D tName LastName CurrentStage GradSess Gradyr
© @ view 8/27/20215:01:54PM 00000325252  Ima Test Advisor s4 2022

Showing 1 to 1 of 1 entries Previous - Next




