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A.Getting Started

1. User Access
To start, navigate to the Committee Meeting Tracker application using the URL: https://tcform.jhmi.edu/



https://tcform.jhmi.edu/

Thesis Committee Meeting Tracker 9 JOHNS FIOPKINS

JHED User Login ( Use your Account to log in for No-Jhed 1D user, )

Student
Advisor or Committee Member
Admin

If you have JhedID, but you cannot login, )
Login

please contact your pregram administrator, Forgot your password?

User Name

Password

Thesis Committee Meeting Tracker Login screen. Users with JHED must login with their JHED credentials. External Users must login with External login account.

There are four (4) different user type roles for user accounts in the system. Different users with different
roles will see different data. These are the following:

Admin User - Authorized staff from the different programs/ offices who are designated users of the
system

Student User - Current students with PhD programs at the Johns Hopkins University School of Medicine
Internal Faculty User - Advisor or Committee members internal to the Johns Hopkins University who
have a JHED ID

External Faculty User - Advisor or Committee members external to the Johns Hopkins University who
do not have a JHED login

2. JHED Login

All users who are Hopkins affiliates are required to use their JHED ID and password to login.

3. External User Account
a. Registration

Committee Members or Advisors who do not have a JHED ID are required to register as a user in the
system.

Students who wish to add an External faculty as a Committee Member, should first check the Faculty list
in the system. If the external faculty member is not listed, the Student should email their Program
Administrator with a request that this external faculty member is invited.

Program Administrators can send a “Registration Invitation” to the External Faculty by going to the

Faculty Tab, and clicking on the blue button “Send Registration Invitation to External Faculty.”

0 Before sending the invitation, please make sure that (1) this faculty member is not already listed in
the faculty list and (2) they do NOT have a JHED ID. If they have a JHED ID, please open a ticket with
OIT so that they add them with their Hopkins account.
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External users will receive an email invite with a link to a registration form:

JHU Thesis Committee Meeting Tracker Registration Invite D ibox«

do-not-reply_som-cmt@jhmi.edu

tome w

Hello,
Thank you for agreeing to participate in Johns Hopkins student's thesis committee. Please create an account by accessing this link here
Thanks,

CMTracker Admin
Johns Hopkins School of Medicine

Thesis Committee Meeting Tracker Registration Invite. Create an account through Registration Invite link.

The link opens to a registration page where they need to add their information and create a password:

Thesis Committee Meeting Tracker QX

Register

Create a new account.

Email
User Name *

First Mame *

Last Mame *

Password (T) *

Confirm Password *

Thesis Committee Meeting Tracker Registration Form. All fields marked with (*) are required.

Upon successful registration, External users are required to verify their account by clicking on the
confirmation email sent to the email address registered with the account.

Success

Thank you. You have successfully registered your account. You will
receive an email confirmation shortly. Please check the email
account used in this submission to confirm your registration.

Close

Thesis Committee Meeting Tracker Registration Successful Registration message
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JHU Thesis Committee Meeting Tracker User Account Registration o 8 &

do-not-reply_som-cmt@jhmi.edu Toe, Dec 13, B0O7FM (23howsagel ¢ *

Dear I
i Nawe sutcessiully signed up for  User Account 1o Ihe Johfis Hogking Linversity THESs Commmles Mesting Tracker Onling Applcabon. Fsase confiim your Sceount by ek -o

Thanis,

+ Reply ~+ Forward

Thesis Committee Meeting Tracker Registration Confirmation email. Users must verify their account by clicking on the confirmation link.

b. Forgot Password
An external user can reset their password as follows:
0 Click on the “Forgot your password?” link found at the right bottom of the login screen.
0 Enter the username associated with the user account.
0 Alink to reset the password will be forwarded to the email account on file.

Forgot your password?

Enter your User Name.

User Name

Email Link

B.Process Overview

The Thesis Committee Meeting Tracker application portal allows users to view and manage the completion
trajectory of thesis committee meetings. This flowchart provides an overview of the process:
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and student committee members
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Here are the steps:

1. All users affiliated with Johns Hopkins should use their JHED ID to log in. Committee members not
affiliated with Hopkins can create an external account.

2. The program administrator creates a deadline for the student’s first meeting. This is required. The
student cannot enter meeting information unless there is an associated deadline.

3. Thestudent arranges and schedules their meeting (outside this application) based on the above deadline
and then the student logs in the system to enter their meeting information:

= Create Committee: The student creates a committee by selecting faculty from a list and
indicating who will be the chair.

= Set Meeting Date: The student finds the meeting with the appropriate deadline and enters an
actual meeting date and the corresponding committee. This action generates the Thesis
Committee Meeting Form for the meeting.

4. The meeting form can be viewed by all parties but only the committee chair can edit it. The chair may
edit the form during and after the meeting and may save the form at different stages of completion.

5. After the chair completes and signs the form, it becomes available for the committee members to sign.
6. The committee members receive an email to let them know that the form is available for them to sign.
If there are any corrections they want to suggest before signing, they would need to contact the Chair

who is able to recall the form and make additional edits.

7. After all committee members sign, an email is sent to the advisor to let them know that the form is ready
for their signature.

8. After the advisor signs, an email is sent to the student to inform them that the form is ready for their
signature.



9. After the student signs, the form can be viewed by all users but cannot be edited (i.e., the student
signature locks the form).

10. Saving the student’s first meeting form automatically generates subsequent meeting deadlines based
on the program’s rules (e.g., annual deadlines for 3 more years). Program administrators may adjust
these deadlines as needed and may create additional deadlines if all earlier instances have been used.

Individual meeting forms and other student data are accessible to different user types as described in the
sections below.

C. Instructions

This Guide is available for all users through the “?” icon on the Top Navigation menu of the system.
The “Instructions” Tab on the same menu is also available for all users and provides guidance on completing the
Thesis Committee Form.

GUIDELINES FOR THESIS COMMITTEE MEETINGS

OVERVIEW: The thesis committee members are the extended network of mentors for the student. Members of the commitlee are asked to provide critical feedback on the progress and direction of the thesis
research, assess the rigor, and give guidance. It is also important for the commitlee lo discuss the student’s professional developmenlt culside their thesis work and their progress toward their fulure goals.
The thesis commitlee chair is identified before the ing, based on the program’s requirements. When the student creales a new meeting in the dalabase, they must indicate wha the chair will be. It is
expected that the chair of the thesis meeting will complete the online farm, including comments that summarize the central recommendations of the committee, The committee should critically evaluate the
action plan the student has provided and offer specific suggestions.

PROCEDURE: At the beginning of the thesis meeting the student steps out of the room, enabling the thesis advisor o discuss the student’s progress with committee members. The student will then give a ~
45-minute presentation focusing on their progress during the last year and culline their future plans. Al the end of the meeting, the advisor leaves the room so that the student can speak alone with their thesis
commiltee members.

DURATION OF THE MEETING: Itis expected that a thesis meeting will last up to 1.5 hours. Please remember this is the student’s meeting. Students should be given every opportunity to lead the discussion
and field questions about their research project, as opposed to their thesis advisor.

FORM SECTIONS: The form is completed by the committee chair and can be saved as they add informalion on different sections. All sections are required. The other committee members can view the form
but cannot edit it. Please provide specific and clear recommendations regarding the thesis project, the student’s professional development, and the associated aclion plan and timeline for the next year,

STUDENT INFORMATION: This section should be automatically filled in through the database,

IDP/ANNUAL ACADEMIC PROGRESS AND PROFESSIONAL DEVELOPMENT: All Hopkins graduate students and advisors are required to meet annually to discuss the student's “Academic Progress
and Professional Development Plan” after they complete the corresponding form(s). The specific forms vary by pregram.

Student and advisor have this annual meeting before the thesis commiltee meeting. In cases where this did not occur by the time of the thesis committes meeting, the student and thesis advisor should
have their meeting as soon as possible and report back to the thesis committee chair, 5o that the thesis committee form can be finalized.

THESIS PROPOSAL: This seclion applies 1o the firsl thesis commillee meeling, when students are required o present a proposal. It also applies in cases where sludents (1) were asked lo modily their
initial proposal or (2) changed laboratories/iresearch projects and had to develop a new proposal,

THESIS PROJECT: In this section, the committee is asked to rate the student’s performance on attributes such as familiarity with literature; rigor and reproducibility in experimental design and data
analysis; appropriate data management; and feasibility of the student's action plan. The committee is asked to comment on the student's current progress and provide recommendations that will help the
student meel their goals. Finally, the commitiee is asked to provide constructive feedback on the student’s presentation skills.

PROFESSIONAL DEVELOPMENT AND CAREER GOALS: Students should share with the committee any professional develepment activities they engaged in in the past year {e.g., workshops,
presentations, publications, career exploration/prep ion). The ¢ i will indicate whether the student's engagement in said activities was sufficient or not, based on the stage of their graduate
sludies; and will provide rec dations on p i development goals to be achieved by the next meeling.

STUDENT'S OVERALL PROGRESS AND NEXT STEPS: The Committee is asked to provide a final statement regarding the student progress. If the committee indicates concern regarding the trajectory
of the thesis project, the program director may follow up with the chair and the committee members for more information.
The commitiee is asked lo schedule the next meeting and indicate the date on this form.

SIGNATURES: After completion of the form and signature by the chair, the other committee members will be able to sign. Then the advisor and the student will be alerted sequentially that it is their furn to
sign.




D. Thesis Committee Form

> All users have access to thesis committee forms for meetings they participate in. Administrators have
access to forms for all students in their program.

» Forms can be accessed as described below for each user type (student; committee members and
advisors; and administrators). Users can click the “Back to List” button to exit the form page.

1. Form Sections

The form includes the sections listed in the screenshot below.

PhD Thesis Committee Meeting Form

Click on the different sections below to expand or collapse. Make sure to complete all sections.

el Review Data.

Student Information

IDP/Annual Academic Progress and Professional Development
Thesis Proposal

Thesis Project

Professional Development and Career Goals

Student’s Overall Progress and Next Steps

Signatures of Committee Members

Signature of Advisor and Student

il Review Data.

The listed section titles can be clicked to toggle the display to easily review the content. The following
screenshots show the contents of each section.



Thesis Committee Meeting Tracker S Joris Bepts

SCHOOL of MEDICINE

Admin User Studenis  Committecs  Faculty  Student Meetings  Email Man Reports  Instiu (7] Weleome, jgentub | Sign Cut

PhD Thesis Committee Meeting Form

m Read-only View.

REQUIREMENT : Thesis committes meetings must begin without the student present for the thesis advisor to review the student’s progress with committes members, At the end of the meeting, the thesis advisor must leave the roam o that
the student can talk alane with cammittee members.

Student First Marme Student Last Name Adhviszd Last Name Advisor First Name
atriculation Year Meeting Date Murrber of Frevious Meetings #hD Program

The committee chair must provide a summary of the committee recommendations on different secticns of this form. The chair should take notes duting the meeting and provide a succinet summary of committee recommendatians, please be
specific and provide chear suggestions regarding the thesis project, the student’s | i " . and the iated acticn plan and timeline for the net year

- IDPfAnnual Academic Progress and P
Student and advisor compieted and discussed the Annual Academic Progress and Professional Development farmialse known as Individual Cevelopment ManEDPY. Yes:© Mo

Flease indicate the date of the last IDP meeting

[Did the student sumit a new thesis proposal for this meeting?
Yes:  Ne:

= Theais Project

Pieae indicate the bevel of the audent's performance b the Solowing atrbies

Brams Stiong Adaguats [

Farmisiaity with Beevatiore in the mms of study

Citical thinking &

Rigen of mperimertal deign
Apprcpatenes of Gl management
Rigor of detn mabpin

i anul iggaritration of the piesentation

§ theice fox e st gt

Piaate provida i STmmanie o he Fudel s current Broges on The Thest prject

Pleave provide recommendations that will help the student advance their thess project fe.g. dats quality, rigor end dusbbn. the i h 4 hes, =tc ) and clearly Indicate the goals 1o be adhieved by the nex meeting
Hthe studert is ' the shudies. phrase indicate thi ining gos's to be achisved iting the dissertation
po gardieg thelr pn
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= Professicnal Developmant and Carear Goale
Tha student should shara with the committee any profiessional development actiities thay srgaged in in the past year (2.9, workshops, presentations. puthcations. carcer exploration/preparasion.

Pieass indicate the level of the student’s engagement in professional develapment and career explonation actvities. based on the stage of their graduste studies.

Items. Strong Adequate HNeeds Work

Activities ta devedog wiiting skills, (for example, wrote ellowship appkcation, e, of atice)

to develop presemiatian kills (for examgla, poster or ocal presentations at Hopldns or

onferences)
sout caresr coportunities in their beld of study

Piease provide recommendations that will help the student advance thar professional development and career exploration/preparation plact clearly mdicate the geels 10 be achieved by the nexd meeting.

1 the shudent is i the final chase of their studies. pleass idenbity sny remaming goals 1o be achieved

= Studant’s Overall Progress and Next Steps

Ploase select the statemont that bost characterizes the student's cverall progress, considening thalr stage of training.

a. The student has made o
b The student hae

The student bas
d - Thore a0 concarr

al progress

it reem aceliticnal cvmesight

1 the thiosis prawt, (If this I selected, the snadont and thess advisor must mact with the program diroctor to discuss N ops in supporting the student)

Thae student is o feajectary for completion i

Tyear . 7 ywars

Kames and sighatisres of Committes Members prssent

Chair Sgrahire

Cammittes Member Pemher Signatime

Cemnmittins Merstor Mermbier Signatume

Mambe i L]
~ Signature of Advisor and Student
Names and signatures of Advisor and Student
Advisor Advisor Signature:
Student Student Signature:

2. Form Status

The Committee Meeting form has seven (7) different statuses depending on what stage they are in as the
different users interact with the form. These status types are discussed in detail under the user-specific
sections of this document. These status types are as follows:

> Meeting Date not set
> Not Started

11



Waiting for Chair’'s comments and signature
Waiting for committee members’ signatures
Waiting for advisor’s signature

Waiting for student’s signature

Form Completed, cannot be edited

YV VVYYVYVY

3. Export as PDF

Completed Forms can be opened and saved as PDF files by clicking the “Convert Form to PDF” at the top
right of the Form page. This button appears only after the form is completed and signed by all parties:

PhD Thesis Committee Meeting Form
Click on the different sections below to expand or collapse. Make sure to complete all sections.

Review Data.

Conmverl Form to PDF

E.Student Portal

The Student Portal allows students to manage their Thesis Committee Meetings. Students can create a
committee by selecting the participating faculty members and indicating the chair; enter meeting information
corresponding to a deadline provided by their program; review the committee and meeting details before the
meeting starts; view and sign the thesis committee form after the meeting; and access or download previous
forms.

Students must contact faculty outside this system to confirm their participation to their committee and agree
on the date, time and location of the meeting.

1. My Committees Tab

The “My Committees” section provides Student users with the capability to create new or review existing

Committees.
Committee Meeting Tracker w 10315:'?" ,]:.{.(.:E.‘.IS.NS
My Moatings My Commitees  bminrctioss. @) \\lﬂ:n’nn-m.

Committee List

a. Create a New Committee
Students can create a new committee. Steps to create a new Committee are as follows:

12



i. Click on “Add New Committee”:

Committee Meeting Tracker w }Ol {N\, Ff}PKJ\S

—
Conurities Tracker  Commities  nstrucion g weicome [ Shan Cuf

Create New Committee

s CONMT YOUr NAme and Gick Save 10 Create 3 new Commitiee

S—— —
m Back to Commites List

When a new Committee is created, the system automatically generates a Committee Name for the
Student following the naming convention: “[Student Last Name], [Student First Name] [Committee

#]”.
ii. Verify that the committee name and graduate program are correct, and click Save.

iii. After saving the new committee name, you will be able to add faculty from a dropdown menu.

Update Committee Details

— Programs: | Biachamisr, Goldarand Wokculr By

Meinbarst | Anonder Richarg & m if & faculty is not en the dropdown list, please email your program administrator for assistance

Member Name Email Chair Policy Committes Member

E Back 1o Comminies List

Faculty names are listed alphabetically. Steps to add Faculty as Committee Members are as follows:

i. Select the Faculty name and click on the “Add” button to add them on the list.
ii. Do NOT add your thesis advisor(s) [They are added separately to all your meetings]
iii. Make sure to indicate which faculty member will serve as a chair by selecting the check box under
the “Chair” column. This is required.
iv. If applicable for your program, indicate which faculty member will serve as a policy committee

chair.
v. If the faculty member you are looking for is not listed in the dropdown menu, contact your

program administrator.

b. Editing Committees
You can review existing committees by clicking on the committee name as listed under the My
Committees tab. Your ability to edit a committee depends on whether it has already been assigned to a

meeting:

13



If the committee has not yet been assigned to a meeting or if the committee has been assigned to a
meeting but the Chair has not yet made edits to that meeting’s form, then you can make the

following edits:

You can add a committee member to the existing committee
You can change the Chair assignment (and the Policy Committee Member assignment, if

applicable)
You can remove existing members.

Committee Meeting Tracker T JoriNS HOPKINS
SCHOOL of MEDICINE

Committee Trackee  Commitiee  nstructon @) aicorre [ 5o Ot
Update Committee Details
Committe Namne: [ Program: | Blochemistry, Galar and Moiecur Biology
Wembers:  Ambincer, Richand - m
Member Name Ermnail Chair Policy Committee Member

(o]

Lo

o

a 0o

o | oo

If the committee has been linked with any meeting that has started (i.e., the Chair has made edits
to the meeting form), then the committee cannot be edited (there is no Dropdown of faculty to add

or a Save button):

w JOHNS HOPKINS

SCHOOL of MEDICINE

Thesis Committee Meeting Tracker

My Mestings My Committess  Instructions i) ‘Welcome, apetentd | Sign Out

Update Committee Details

Members:

Member Name Email Chair Policy Commitiee Member

Back o Commitee List

14



2. My Meetings Tab

This page displays all the student’s meetings: past meetings, meetings that are in process, and future
meetings. For each listed meeting (row on the table) the student can see basic information: Meeting
Deadline, Meeting Date, Completion Trajectory, Committee Information, Form Status, and any Actions they
may need to take. Students can sort the information on a table by clicking on a column header.

I——
My Meetings My Committees  Instructions @ wﬂmme.- | Sign Out
Committee Meeting(s)
On this page you can review forms of existing meetings, or you can create forms for upcoming meetings by adding the meeting date and committee information
To ereate a form for an upeaming meeting:
1. Select the appropriate meeting deadline below. If you do not see a deadline for an upcoming meeting, contact your program administrator,
2, Click the Edit button next to the appropriate deadline.

3. 1f there is no Edit butten for a particular meeting, that means that the form for that meeting is already in use and the meeting information cannot be changed., You can View the data on the form.

“lf you da nat have a committee set up, you cannot create a meeting form. You must first go to the "My Committees™ Tab, to confirm that your committee already exists in the system, o to ereate a new commiittee,

Edit Meseting Dndﬂmh Meeting Date Committee Completion Trajectory Form Status File View/Sign

03/31/2023 04/04/2023 Mot started \ie
08/11/2023 03/15/2023 Two Years Form Completed, cannot be edited. View

Meetings are created by the program administrator who must add the meeting type and a deadline before
the student can add the actual meeting date and committee. Please contact your program administrator
if

= you see no meetings listed, but you think you should have one

= you do not see a deadline for an upcoming meeting, but you think you should

a. Editing a Meeting
Students must add the committee information and the actual date of the meeting in order for a
meeting form to be generated in the system.

Click on the Edit link for the appropriate meeting, as shown in the screenshot above. On the “Edit
Committee Meeting” page:

My Meolings My Committoes  Instrucions @ welcomo, IR | Sign Out

Edit Committee Meeting

1. Choose the appropriate committee from the dropdown menu. If your committee is not listed, you must first go to the “my Commirees” tab to create your new committes.
2. Add the date of your meeting.
3. Click the Save button, This action will generate the form for this meeting and make it available to your chair to edit and to you and your committee members to view.

Maating Deadline 05/13/2021

Meeting Date 05/26/2021

Save

i. Adda Committee from the dropdown menu.
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= After adding a committee, the members field will be auto-populated so that you can confirm
you made the right selection.

" You may assign the same committee to multiple meetings, if there are no changes in
membership and roles.

= |f your committee is not listed, you must go to the “My Committees” tab to create it.

ii. Add the date of your meeting.
Please note that at this time the platform does NOT offer a scheduling function. Therefore, you
must first schedule the time of your meeting through direct communication with your
committee members, and then log in to the Thesis Committee Tracker to add the information.

iii. Click the Save button.

The above action generates a form for the meeting. For meetings that already have a form, you
may change the meeting information until the chair edits and saves the form. The meeting data
and committee data cannot be edited after the chair has started saving edits on the form.

b. View/Sign the Meeting Form

Students are able to View a meeting form but cannot edit it.

= You can view the form at any time by clicking on the “View” link for that meeting.

= After all the committee members and the advisor sign the form, your prompt under the
“View/Sign” column will change to “Sign.” You will also receive an email letting you know that
the form is ready for your signature.

=  When you click on the “Sign” link you will be able to review the form, Sign next to your name
(at the bottom of the form) and Save it.

~ Signature of Advisor and Student

Names and signatures of Advisor and Student

Advisor Advisor Signature:
Student Student Signature:

3. Instructions and “?” Tabs

See Instructions section above.
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F.Committee Member and Advisor Portal

Faculty members have access to thesis committee meeting information as committee members (regular
members or chairs) and as advisors. This section describes the information that is available to faculty and the
actions they can take depending on their role. All faculty can review the thesis committee form but only the
Chair can edit it.

This portal is used by different graduate programs. When the faculty member is an advisor or committee
member of students in different graduate programs, all the students from the different programs will be listed
on the faculty member’s students list.

1. Thesis Committee Meetings Tab
This page has two sections:
= The top section shows the meetings of students for whom the faculty member is an advisor. If the
faculty member has no SOM students in their lab, this section will have no records.
= The bottom section shows the meetings of students for whom the faculty member is a thesis
committee member (including chair)

Thesis Committee Meetings ~ Pending  Instructions @ Welcome NN | Sign Out

Thesis Committee Meetings

Search Mesting

You are the thesis advisor for these students:

Student Name Meeting Deadline Meeting Date Completion Trajectory View Committee Program Form Status File Action

No recards were found

You are a thesis committee member for these students:

Student Name  Meeting Deadline Meeting Date Completion Trajectory  View Committee Program Form Status Chair Recall File Action

03/15/2023 03/22/2023 Two Years View Health Sciences Informatics Ph.D. Program AWsiting for advisor's signature View
06/30/2022 03/10/2023 Six Months Final Phase View Biochemistry, Cellular and Molecular Biology AWaiting for advisor's sighature View
08/11/2023 03/15/2023 Two Years View Cellular and Molecular Physiclogy Form Completed, cannot be edited. View

03/31/2023 04/14/2023 Six Manths Final Phase Neuroscience AWaiting for advisor's signature View

05/16/2023 05/01/2023 Six Manths Final Phase
03/31/2023 03/20/2023 Six Manths Final Phase

Students from different programs W|II be listed together in these sections. Column “Program”
indicates the student’s graduate program.

Each section might have multiple pages, depending on the number of meetings the faculty member
participates in. Click the number or the “>” sign under each section/grid to view data in the next pages.
You may also click on the column headers to sort the list.

If the logged in user does not have any advisees and is not a part of any committee, no meeting data will
be displayed on the page.

Neuroscience AWaiting for committee members’ signatures View

Pharmacolagy and Molecular Sciences AWiting for advisor's signature View

For each listed meeting (row on the table) the faculty member can see basic information: Student Name,
Meeting Deadline, Meeting Date, Completion Trajectory, Committee Information (by clicking on the
View link), Student Graduate Program, Form Status, and any Actions they may need to take. Faculty can
sort the information on a table by clicking on a column header.

“View Committee” Column
Faculty can review the committee membership and roles by clicking View from each record. Faculty
cannot edit the committee information.
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Committee Meeting Tracker @ JoHNs HOPKINS

SCHOOL of MEDICING

Thesis Commisios Meatngs — Pending  Instrctions @) wiahcomeR S ion Out

Update Committee Details
committes Name: ([ Program:  Biocherustry ¢

Mamber Name Email Chair Policy Committes Member

b. “Action” Column
The action you can take under “File Action” depends on the Form Status and on your role:

Committee Chairs
If you are a Chair, you can “Edit/Sign” the form.

- The Chair has access to Edit the form as soon as the student enters their meeting information
(committee and actual meeting date).

- The Chair is the only member who can edit the form; other members can only view the form.

- The Chair may save the form while making edits and return to it later. There are “Save Data”
buttons at the top and the bottom of the form.

- After completing the form, the Chair signs it. All fields must be populated before the Chair can
sign.

- After the Chair signs the form, the File Action column prompt changes to “View” and a “Recal
link becomes available.under the “Chair Recall” column to allow the Chair to recall the form if
there is something they need to add/edit before all committee members sign. After the
committee members sign, the Recall button is no longer available. The Chair continues to have
access to view the form.

Ill

Regular committee members
If you are a regular committee member (not a Chair),

- You can view the form at any time by clicking on the “View” link.

- After the Chair completes and signs the form, your prompt under the “File Action” column will
change to “Sign.” You will also receive an email letting you know that the form is ready for your
signature.

- When you click on the “Sign” link you will be able to review the form, Sign next to your name
(toward the bottom of the form) and Save it.

- If you need to suggest an edit to the Chair please do so before you or other members sign.

- After all members sign, the form will be routed to the advisor for their signature.

Advisors
If you are an advisor:

- You can view the form at any time by clicking on the “View” link.
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- After all the committee members sign the form, your prompt under the “File Action” column
will change to “Sign.” You will also receive an email letting you know that the form is ready for

your signature.

- When you click on the “Sign” link you will be able to review the form, Sign next to your name (at

the bottom of the form) and Save it.

- After you sign the form, it will be routed to the student for their signature.

c. “Chair Recall” Column

The form can be recalled by a committee Chair if needed. The “Recall” button is available to committee

chairs after they sign and before other members sign.

d. Search Tool

You can search for a meetng by clicking the “Search Meeting” button at the top right side of the “Thesis

Committee Meetings” page or the “Pending” page.

Thesis Committee Meeting Tracker

w JOHNS HOPKINS

SCHOOL of MEDICINE

Thesis Commifies Meetings  Pending  Instructions i)

Search Meetings

Student Name - Select a sludent - v

Form Status — Saloct a meoting status -

Search | Go To Mee

2. Pending Tab

weicorns [ | Ston O

The Pending Tab on the main menu is organized the same way as the “Thesis Committee Meetings” tab but
it only lists meetings that have not been completed. Meetings with Form Status “Form Completed, cannot

be edited” are not displayed under the Pending Tab.

Thesis Committes Meetings |Pendmg| Instructions @

Thesis Committee Meetings

Search Meeting

You are the thesis advisor for these students:

Student Name Meeting Deadline Meeting Date Completion Trajectary View Committee

No records were found.

You are a thesis committee member for these students:

Student Name Meeting Deadline Meeting Date Completion Trajectory View Committee
03/15/2023 03/22/2023 Two Years View
06/30/2022 03/10/2023 Six Months Final Phase View
03/31/2023 04/14/2023 Six Months Final Phase View
05/16/2023 05/01/2023 Six Months Final Phase View
03/31/2023 03/20/2023 Six Months Final Phase View

3. Instructions and “?” Tabs

See Instructions section above.
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AWaiting for committee members’ signatures

AWaiting for advisor's signature
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Chair Recall

File

Action

Action
View
View
View
View
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G. Administrator Portal

Program administrators have access to the thesis committee meetings of all students in their program.

available tabs are described below.

1. Admin Tab

Select the program you want to access from the dropdown menu:

Thesis Committee Meeting Tracker

w JOHNS HOPKINS
SCH Qg MEDICINE

Admin  User Students Committees Faculty Student

Select Program

Program
BCMB b4

Select Program
BioChem

EME

CMM

CMP

HSiphd

Neuro

Patho

PMS

2. User Tab

Email M

Reports

Instructions i@

© Copyright 2015 All rights resarved. | Raport a Problam

Welcome, wguo | Signi

The

Users who log in as Administrators can manage administrative access for their program under the “User”

tab.

> All administrators with access to the specific program are listed here.
» Administrators can add, edit or delete an admin user.
>

Administrators who do NOT wish to receive automated emails, can remove their email addresses from

their record under this tab.

Thesis Committee Meeting Tracker

Admin  User  Students  Comenittees  Faculty

User List
o Add New User
JHED |= Active User Typa

True Admin
Trise Admin
True Adrminy

Student Meatings  Emnd Management  Reports  instructions i)

CreatedDateTime
/082018
0A/a2016

0171412016
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3. Students Tab

Administrators can see a list of all students in their program:

Thesis Committee Meeting Tracker w JOH..,N(,SLEEE.(,\{FS
Agmin  User Stugents Commitiees  Facully Student Meelings . Email Management Reporis  Insiruclions. ﬂ mm-smm
Student List

Seaich Student Database

Name JHED ID Emaill Matriculation Cate ‘Current Final Phase Time To Degree - Current LOA Graduation Date
0BABME
0821714
oatT
08726121

a. Student Search
The “Search Student Database” button allows for searches based on different criteria:

Student Search

Program Mentor Last Name

BCMB -
Last Name First Name
Final Phase Flag Trajectory Compietion

Select Final Phase ~ |  Select Trapectory Complation v
Department Committes Member

Select Deparimant w | Salect Commitise Mamber I
Matriculation Year Current LOA
From To 15 Currend LOA e
Training Grant Meeting Deadline Within 60 Days

Solect Training Grant w | Meoting Deadine witn 60 days -

Graduation Date
From Ty

Search

b. Individual Student Record

Individual student records can be accessed by clicking on the student name.

21



Student Details

Committee Meeting Tracker w JOHNS HOPKINS

SCHOOL of MEDICINE

Commitiee Tracker ~ Student  StudentForm  Gommitiee  Faculty Status  Emall Management Reperts  Instruction @ wam-;smum

Student Details

Student JHED Last Name First Name
— fi— —
Program Student Department Email

¢ | —
Matriculation Date Current LOA LOA Total
Extension Required Extension Submitted Extension Approved
Extension Terms Unauthofized Delay Count Training Grant
Registrar Graduation Date Registrar PHD Completion Date Registrar Time To Degres
Graduation Date PHD Completion Date Time To Degree

Several of the fields under the “Student Details” section are populated by data from the SIS database
and cannot be edited. If you see errors in any of these fields, you will need to have them corrected in
SIS.

For fields that can be edited, you will be able to type in the textbox and click the Save button to save
your edits.

Student Committee Meetings
The committee meetings for a particular student are listed below the “Student Details” section.

Committee Meeting

o Add New

Meeting Date Meeting Type Meeting Deadline Form Status IDP Complete IDP Complete Date IDP Email Needed
313172022 2nd Year 4/3002022 Waiting for Chair's comments and signature

Setup Meeting Date 3rd Year 3312023 Online Form not started yat

Setup Meating Date dth Year 3/3/2024 Online Form not started yet

Setup Meeting Date 5th Year 332025 Online Form not started yet

Each listed meeting has the following information:

- Meeting Date is to be added by the student, but the administrator also has access to add a date.

- Meeting Type indicates when the meeting takes place relative to the student’s year of study (e.g.,
2" Year meeting)

- Meeting Deadline. The first deadline is manually added by the program administrator. Subsequent
deadlines are generated automatically after the first meeting date is generated. The administrator
can modify a deadline before a meeting occurs.
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- Status refers to the stage of completion of the specific form. There are 6 options, as described in the
“Form Status” section above. You can access the form by clicking on the form status.

- “IDP Complete” and “IDP Complete Date” are populated from the Meeting Form entries on these
questions.

- IDP Email Needed — this is old functionality and has not been updated yet for this system.

CREATING A NEW MEETING

Administrators are the only users who can create a new meeting by providing a deadline. Students can
add information to existing meetings, but they cannot create a meeting.

Before attempting to create a meeting, make sure that the student’s thesis advisor is listed under
“Student Details.” If the advisor is not listed, you will have to add them in SIS before proceeding.

** Administrators must create the first meeting deadline for the student.**

- Click on the “Add New” link:

Thesis Committee Meeting Tracker @ JOHNS HOPKINS

SCHOOL of MEIHCINE

Admin  User  Studenis  Commiteas  Facully — Student Meetings  Email Managemen!  Repofts  (nstuctions @ ‘Welcome, agogost | Sign Ou

Committee Meeting Details

Committee Information

Commities Name

Meeting Details

HNotfication Sent

Magung Type Mesting Deadiing Meeting Date Unauthorzed Delay

oo ] oo o st o e

- Select a “Meeting Type” from the drop-down menu and

- Add a “Meeting Deadline”

- Save

The student will see this newly created meeting when they log in, and they will be able to add the
committee and actual meeting date. If needed, administrators can also add the committee and the
actual meeting date.

The “Unauthorized Delay” field in the above screenshot, automatically switches to Yes when the Meeting Date
is after the Meeting Deadline. The number of Unauthorized Delays is also shown under ‘Student Details.”

AUTOMATICALLY GENERATED MEETINGS
After the first student meeting date is entered, the database automatically generates subsequent
meeting deadlines based on the program’s requirements, for the next 3 years (for example, 3
subsequent annual meeting deadlines or 6 subsequent semi-annual meeting deadlines):

- Automatically generated deadlines can be modified by the administrator

- Additional deadlines can be created by the administrator
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EDITING EXISTING MEETINGS

Administrators can edit meeting information (e.g., change the assigned committee or change the
meeting deadline or meeting date) up to the point the committee chair edits and saves the form. After
the form is edited and saved, the meeting information cannot be changed.

4. Committees Tab
Administrators can view all the committees created by the students and they can also edit existing
committees or create new committees for specific students, if needed.

Thesis Committee Meeting Tracker @ JOHNS HOPKINS

SCHOOL of MEDICINE

Admin  User Students  Committees  Faculty  Student Meetings  Emall Management  Reports  nstructions. i) Wetcome. [ | Sign ¢

Committee List

Committes Nama:
Committee Name o

Biochemistry, Cellular and Molecular Biclogy
Bipchemistry, Cellular and Molacular Biology
Biochemistry. Cellular and Mokecular Biology

Biochemistry, Cellular and Molecular Biology

Biochemistry, Cellular and Molecular Biology
Biochemigiry, Cellular and Molecular Biology
Biochemistry, Cellular and Molecular Biology

Biochemisiry, Cellular and Molecular Biclogy

NS TS IS IS IS IS IS TN

Binchamistry, Cellular and Molacular Biology

a. Create Committees

The system is designed for the students to create their committees. However, administrators also have
access to do so. You can create a committee by selecting the “Add New Committee” button on the main
Committees page (see screenshot above).

Select a student from the dropdown list. The Committee Name is populated automatically: [Student Last
Name], [Student Last Name], committee Number. If there are no other committees in the system for
this student, the number will be 1.

Admin  User Students Committees Faculty Student Meetings  Email Management Reports  Instructions @

Create New Committee

Student Committee Name

— v I

Back to Committee List

After saving the committee name, you will be able to add faculty from a dropdown menu. Faculty names

are listed alphabetically.

- Select the faculty name and click on the “Add” button to add them on the list.

- Make sure to indicate which faculty member will serve as a chair by selecting the check box under
the “Chair” column. This is required.

- If applicable for your program, you can indicate which faculty member will serve as a policy
committee member.

- If you make a mistake, you can use the red trash bin button to remove a member.

- Click Save when you are done.
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Admin  User Students Committees Faculty StudentMeetings Email Management  Reports Instructions @ welcome, [ Sian Out

Update Committee Details

Committee Name: [N Pragram:  Biocheristry, Cellular and Molecular Biology

Do not add your Thesis Advisor on the Committee. If you cannot see the Faculty for your Committee on the list, please contact your Program Administrator

Members: [ [ naa |

Member Name Email Chair Policy Committee Member

mi.edu o O

mi.edu O O

jihmiedu O
Back to Committee List

If the faculty member you are looking for is not listed in the dropdown menu, review the “How to
update faculty information” section below.

(===}

b. Review or Edit Committees
To view the details of a committee, go to your Committees Tab, look for the committee name on the

list, and click on the committee name. The committees are listed by the date they were created (most
recent at the top). You can also use the Search tool at the top of the page.

i. If the committee has not yet been assigned to a meeting or if the committee has been assigned to a
meeting but the Chair has not yet made edits and saved the form, then the administrator can make
the following edits:
= Add or remove a committee member
= Change the Chair assignment (and the Policy Committee Member assignment, if applicable)

ii. If the committee has been assigned to any meeting that has started (i.e., the Chair has made edits
and saved the meeting form), then the committee cannot be edited (there is no Dropdown of faculty

or a Save button):

Admin  User Students Committees Faculty StudentMestings  Email Management  Reports  Instructions @ Weicome, [JIM Sian Out

Update Committee Details

committee Name: [N Program:  Cellular and Molecular Physiolagy

Members:

Chair Policy Committee Member

Member Name Email

[
] [
) [

Back to Committee List

5. Faculty Tab

This page lists all faculty in the database. Faculty records are shared by all graduate programs. You can search
for faculty by last name and you can sort the view by clicking on any of the headers.

The information you see in this tab is the same for all programs EXCEPT for the “IsProgramMember” column.
The “IsProgramMember” column is specific to your program: the box is checked only for faculty who are
listed as your program’s members in New Innovations.
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Thesis Committee Meeting Tracker S LIk RRRER

SCHOOL of MEDICINE

Admin  User Students Committees Faculty StudentMeetings Email Management Reports Instructions @ Welcoma,- Sign Out

Faculty List - Biochemistry, Cellular and Molecular Biology Program

Faculty Name: Send Registration Invitation To External Faculty
Name Email Department IsPrimary Rank IsActive IsProgramMember
jhmi.edu Oncology Professor

hmi.edu Cell Biology Professor
Dihmi.edu Pharmacology Assistant Professor
jhu.edu Biochemistry & Molecular Biclogy, SPH

mi.edu Pharmacology Professor

000000
1000000

hmiedu  Biophysics & Biophysical Chemistry Professor

Administrators can view details of the faculty record by clicking on the faculty name in the above screenshot.
The faculty record includes different sections showing their department information, program memberships
and student meetings

- Faculty
Last Name First Name Full Name
- - Blackshaw, Seth
Please Enter Last Name. Please Enter First Name.
Email Is Active JHedID
I Yes ]
Please Enter Email Address. Please Enter JHedID if JHU faculty.

» Departments
» Programs

» Student Meetings

a. How to update faculty information
i. Faculty Details come from other SOM databases, when the data is available. Administrators will
NOT be able to edit the fields directly.
=  Advisor information comes from SIS. If a student is assigned no advisor or the wrong advisor,
please make sure that the information in correct in SIS and then wait for the overnight feed
to update the information in the committee meeting tracker. If the error persists, then
contact tech support.
=  Program membership information comes from New Innovations. If there is an error in your
program membership, please make sure that the information in your Master Faculty List in
New Innovations is correct and then wait for the overnight feed to update the information
in the committee meeting tracker. If the error persists, then contact tech support.
ii. If a Hopkins faculty member is missing from the faculty list and this person is NOT a member of
your program (i.e., you cannot add them to your Master Faculty list), then contact tech support.
iii. If you identify any other errors in a faculty record, please contact tech support.

6. Student Meetings Tab

Administrators can see a list of meetings for all students in their program:

26



Thesis Committee Meeting Tracker @ JOHNS HOPKINS

SCHOOL of MEIHCINE
Admen  User  Stedents Commiiees  Faculy  Student Meeimgs  Email Management  Repons  Instructions i@ \Wk:oll-lslmo‘nt
Studen! Meetings
-
View committes meeting data

Student Name Committes Review Mesting Deadling Mesnng Date  Adviser  Chair

For each listed meeting (row on the table) the administrator can see basic information: Student Name,
Meeting Deadline, Meeting Date, Advisor Name, Chair Name, Completion Trajectory, Program Name, Form
Status, and any Actions they may need to take. Administrators can sort the information by clicking on a
column header.

There may be multiple pages of listed meeting. Click the number or the “>” sign under the listing to view
data on the next pages.

Filz Actons

a. “Committee Review” Column

Administrators can review the committee membership and roles by clicking “Review” from each record.
See section above on the “Committee Tab” for details on how and when an administrator can edit a
committee.

b. “File” Column
This column applies only to programs that used an earlier version of the thesis committee tracker
database to upload PDF files. In these cases, the uploaded files will be accessible under this column.

c. “Action” Column
The only action available for administrators is the “View” the thesis committee form; they do not have
access to edit or to sign the form. The form can be exported as a PDF file, as described above.

d. Search Tool
You can search for a meetng by clicking the “Search Meeting” button at the top right side of the “Student
Meetings” page:

Search a Meeting status
Student Name Select a student L
Advisor Name Sect an advisor v
Form Status Select a meeting status w

Search

7. Email Management Tab

Administrators can create emails for students, advisors and committee members on different topics. These
are different from the emails that are sent automatically as part of completing the thesis form. There are
two sub-functions:
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a. Email Template Management
Administrative users can have templates for different types of emails that they regularly send out to
students. The content of the templates can be edited as needed.

Thesis Committee Meeting Tracker w JOHNS HOPKINS

SCHOOL of MEDICINE

Admin  User Studenls Committess  Faculty Student Mestings  Email Management  Reporls  Instructions @ Walcome, wguod | Sign Out

Email Template Management
Email Types

Select Emall s

Maatng Notification

s Office Notfication
Camplation
npietion Concem
Final Phasa cation

ICF Email Neadad
Unauthorized Delay Motification
Extonsion Required Natification
Second Unauthorized Delay
Thasis Mesting Form Receipt
e

Message

b. Pending Email Approval
The database can generate automated emails of different types that the administrator can review and
approve before sending.

Thesis Committee Meeting Tracker w JOHNS HOPKINS

SCHOOL of MEDICINE

Admin  User Students Committees  Faculty  Stedent Mestings  Email Raports i (7] ‘Wealcoms, wguo1 | Sign Oul

Pending Approval

Email Template Types:  _ Salect AN - v

Student Name Maating Date Croate Date

8/20/2021 2:25:01 AM °

812012021 2:25:01 AM o

212412021 2:25:01 AM o

8/24/2021 2:25:01 AM o

An2Tiz021 8252021 8:48:43 AM o

5372021 81252021 8:54:24 AM (/]

Copy of Thesis Committes Meeting Form SH2021 BI25/2021 9:00:50 AM O
Unauthorized Delay Notification 62412021 8252021 9:10:24 AM o

An example of an email type is the “Thesis Committee Meeting Notification” that can be sent to the
student the thesis advisor to alert them of an upcoming deadline. The administrator can review and edit
the email content and click the “Submit” button when ready to send the email.
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Ce
Subject

teo Meetng Notfication

Message

thesks commitien meeting by <b>11/18/2021</b>, al the latest, You can find the instructions and the form on the

oring session with your advisor (farm on the website) <b> before </b> the thesis committes meeting and

Attach Files

(oo Lo Lo

8. Reports Tab
Administrators are able to generate and export reports through this tab. Currently there are three available
reports:

a. Data from the thesis committee form

b. Faculty participation in meetings

c. Student data combined with individual meeting outcomes

@ JOHNS HOPKINS

SCHOOL of MEDICINE

Thesis Committee Meeting Tracker

Admin  User Students Commiteas  Faculty StudontMoetings  Email Managoment  Repods  Inetructions @ Walcome, wguo1 | Sign Out

Committee Meeting Tracker Reports

Reports

9. Instructions and “?” Tabs

See Instructions section above.

H.Technical support

If you have any questions, please contact your graduate program administrator. For technical issues that require
assistance, the program administrator should contact OIT through the “Report a Problem button” (shown at the
top of each page) or through the Service Desk Portal.

29


https://jhu-som.atlassian.net/servicedesk/customer/user/login?destination=portals

	A. Getting Started
	1. User Access
	2. JHED Login
	3. External User Account
	a. Registration
	b. Forgot Password


	B. Process Overview
	C.  Instructions
	D.  Thesis Committee Form
	1. Form Sections
	2. Form Status
	3. Export as PDF

	E. Student Portal
	1. My Committees Tab
	a. Create a New Committee
	b. Editing Committees

	2. My Meetings Tab
	a. Editing a Meeting
	b. View/Sign the Meeting Form

	3. Instructions and “?” Tabs

	F. Committee Member and Advisor Portal
	1. Thesis Committee Meetings Tab
	a. “View Committee” Column
	b. “Action” Column
	Committee Chairs
	Regular committee members
	Advisors

	c. “Chair Recall” Column
	d. Search Tool

	2. Pending Tab
	3. Instructions and “?” Tabs

	G. Administrator Portal
	1. Admin Tab
	2. User Tab
	3. Students Tab
	a. Student Search
	b. Individual Student Record
	Student Details
	Student Committee Meetings
	Creating a New Meeting
	Automatically generated meetings
	Editing existing meetings



	4. Committees Tab
	a. Create Committees
	b. Review or Edit Committees

	5. Faculty Tab
	a. How to update faculty information

	6. Student Meetings Tab
	a. “Committee Review” Column
	b. “File” Column
	c. “Action” Column
	d. Search Tool

	7. Email Management Tab
	a. Email Template Management
	b. Pending Email Approval

	8. Reports Tab
	9. Instructions and “?” Tabs

	H. Technical support

