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The Graduate Committee Faculty Portal (GradCom)

Authorized users may access the Graduate Committee Faculty Portal (GradCom) by logging into
gradcom.tamu.edu. To access, nominate, or approve in GradCom, the user must be listed on a
college/school, department, or interdisciplinary degree program’s Authorized Signers Form. Any
guestions regarding an Authorized Signers Form should be directed to Grad-AuthSigners@tamu.edu. Any
issues with GradCom access or notifications should be directed to the Graduate Committee Faculty

Administrative Coordinator at GradCom@tamu.edu or 979-845-3631.


http://gradcom.tamu.edu/
mailto:Grad-AuthSigners@tamu.edu
mailto:GradCom@tamu.edu

DEFINITION OF ROLES

Nomination Entry: faculty and/or staff authorized to create and submit nominations; able to view status

of pending nominations; will receive notifications regarding their submissions

College or School/Department/Program Approver: faculty designated to review and approve nominations

for a college/school, department, or program; will receive notifications for nominations requiring
approval

Proxy Approver: faculty designated as able to review and approve nominations for a college/school,
department, or program; will not receive notifications for nominations requiring approval

GIC Approver: Chair of the college or school’s Graduate Instruction Committee; designated to review and
approve nominations of Academic Professional Track (APT), Professional Staff (PS), and Other
Faculty and Professional Staff (OtherFPS) following approval by the College or
School/Department/Program Approver

GOC Approver: college or school’s representative Dean on the Graduate Operations Committee;
designated to review and approve nominations of Academic Professional Track (APT) faculty,
Professional Staff (PS), and Other Faculty and Professional Staff (OtherFPS) following approval by
the College or School/Department/Program Approver

GIC/GOC Approver: college or school’s faculty designated as able to review and approve nominations for

a college/school GIC Chair or GOC Dean; will not receive notifications for nominations requiring
approval

GIC-GOC Viewer: access to view all pending and approved nominations for the assigned units

Graduate and Professional School Reviewer: Administrative Coordinator of the Graduate Committee

Faculty; designated to review and approve nominations of Tenured and Tenure-Track Faculty

(TTF) following approval by the College or School/Department/Program Approver, and approve



nominations of Academic Professional Track (APT) faculty, Professional Staff (PS), and Other
Faculty and Professional Staff (OtherFPS) following approval by the GOC Approver

Graduate and Professional School Approver: Associate Dean of the Graduate and Professional School;

designated to review and make final approval of all nominations following approval by the

Graduate and Professional School Reviewer



IMPORTANT NOTES FOR GRADUATE COMMITTEE FACULTY NOMINATIONS

All memberships to the Graduate Committee Faculty (GCF) are submitted by way of the Nomination Form
through GradCom. The Nomination Form must be completed in its entirety, with the appropriate

documents, and submitted for approval through the workflow.

A nomination for membership with voting privileges requires an active University Identification Number
(UIN), NetID, and Texas A&M University email address. Prospective nominees from outside the university
must be assigned a UIN, claim a NetID, and create a TAMU email address. To request a UIN, please see
the directions below. Members of the GCF who leave the university must maintain access to their NetID
and TAMU email address to continue membership following termination of employment. Any questions
or issues with sponsored UINs should be directed to Identity Management at Identity@tamu.edu or 979-

862-4300.

As of Summer 2022, nominating units will no longer need to request a UIN for Special Appointments

before submitting a nomination.

To view any request that a user has personally submitted, select “Pending Others” under the
“Nominations” tab. Users will also be able to see when the nomination is approved and have the ability

to print a copy of the approved nomination request.


mailto:Identity@tamu.edu

APPROVAL WORKFLOW

TTF/APT/PS/
OtherFPS/SA

APT/PS/
OtherFPS

Returned to Nomination Entry person
APT/PS/
OtherFPS

If approved,
notification is
sent to the
nominee and
unit
nominator

TTF/APT/PS/
OtherFPS/SA

APT/PS/
OtherFPS



SUBMISSION OF NOMINATIONS FOR VOTING MEMBERSHIPS

After logging in to GradCom, select the “Nominations” tab. To create a new nomination, click “Create New

Nomination.”

AF‘I TEXAS A&M Graduate and Professional School - Graduate Committee Faculty

UNIVERSITY.

N Create New Nomination Create Special Appointment Nomination

&% Committee Faculty Nominations

] P Pending Othy d

Viewing: Process

#' Change Requests

1D T UN T First Name T LastName T Dept T Title/Rank T Status T

® Annual Review No records to display

Restore Admin Access 20 v [tems per page

Enter the faculty member’s UIN and click “Lookup UIN” (Please note: a regular nomination cannot be

created of the nominee does not have a UIN).

}':F! TEXAS AsM Graduate and Professional School - Graduate Committee Faculty

Create Nomination

Committee Faculty
Enter the faculty member's UIN.

Nominations

UIN: | Lookup Ui

Change Requests

Annual Review




The First Name, Last Name, and Email of the nominee will appear below (please note: if no email address
appears, the nominee has not published it to the Directory and must do so before initiating the

nomination). Select the nominating unit from the drop-down menu and then click “Start Nomination.”

Graduate and Professional School - Graduate Committee Faculty

Create Nomination

Committee Faculty

Enter the faculty member's UIN.

Nominations

uin: | I | Lookup U

Change Requests

N Select the department to create a nomination.

First Name: Mark
Last Name Gleason
Email: mark. gleason@tamu.edu

Department: -

Start Nemination

Next, click “Edit.”

TEXAS A&M Graduate and Professional School - Graduate Committee Faculty

UNIVERSITY.

Nomination

Committee Faculty

Nomination |ID: 8606

Nominations

Available Actions:

Change R sts ) _n
TIB IS Delete Nomination

Annual Review Action Note:




Enter the nominating unit’s Mail Stop, the nominee’s Location and Gender, and confirm that the “Faculty
Category” is correct. If the nominee is employed by Texas A&M University, make sure the “Employed by
TAMU” box is checked. Select the nominee’s home/primary department at the university and “Academic

Rank” from the drop-down menus.

i]ll'd | IFXA'S AsM Graduate and Professional School - Graduate Committee Faculty

IVERSITY,

Nomination Detail

Home
Nomination 1D 8606
Committee Faculty
Status: Incomplete
Nominations
Nominating Unit: Auto-filled
>
# Change Requests Mail Stop
@ Annual Review
UIN —
First Name:
Last Name:
Email:
Location -
Gender: Male Female
Faculty Category: Tenure or Tenure Track TAMU Faculty

Academic Professional Track (APT)Faculty of TAMU, TAMUS Agencies, Affiliated research organizations, and Affiliated Hospitals and Clinical Organizations
Professional Staff of TAMU, TAMUS Agencies, Affiliated research organizations, and Affiliated Hospitals and Clinical Organizations

Faculty and Professional Staff Employed by Other Institutions and Organizations

Employed by TAMU v
Nominee TAMU Depariment: v
Academic Rank v

Click “Save” before completing the remainder of the form.
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Click “+ Add” to generate the fields for entry of the nominee’s Degree, Institution, Year Awarded, and

Major Area. Once all four boxes are filled, click the “Save” button.

&L Committes Faculty Deg rees

B Nominations
Institution Year Awarded Major Area

Texas A&M University 2022 Studies Save

* Change Requests

Click the “+ Add” button to enter additional degrees. Please ensure all degrees match the nominee’s CV

as the nomination may be returned for any mismatches.

Under “Documents,” click “Browse...” to select the relevant support files (please upload PDFs only).

Documents

View Type ‘Current File Upload New File

Browse... Or drop files here

m CcV CV.pdf File uploading... File uploaded successfully

Letter Browse... Or drop files here

Please note: For nominations of Academic Professional Track (APT) Faculty, Professional Staff (PS) of
TAMU, or Faculty and Professional Staff Employed by Other Institutions (OtherFPS), please provide a
Curriculum Vitae and Letter of Support. For nominations of Tenured/Tenure-Track Faculty (TTF) at TAMU,

only a Curriculum Vitae is required.



Under “Memberships,” select the appropriate type: Chair/Co-Chair/Member (CCM), Co-Chair/Member
(CM), Member (M), or None. If no selection is made for a specific Department/Major/Degree, the
Membership Type will automatically remain set as NONE.

Memberships

Department Major Degree Current Membership New Membership Type

DEPT MAJR MS NONE Chair/Co-chairfMember Co-chairfMember Member m
DEPT MAJR PHD NONE Chair/Co-chairfMember Co-chairfMember Member m
DEPT MAJR PHD NONE Chair/Co-chairfMember Co-chairfMember Member m

Once all the information has been entered, return to the middle of the page and click “Save.”

Nominee TAMU Department: v

Academic Rank -

Save

Having saved all details, return to the top of the page and click “Back to Process.”

JTM | TEXAS A&M Graduate and Professional School - Graduate Committee Faculty

UNIVERSITVY.

Home Edit Nomination

Commitee Facuty Nomination ID: 8606

Nominations Back to Process

Change Requests

Nomination Detail

Annual Review
Nomination 1D: 8606

Status: Incomplete
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Under “Nomination Detail,” confirm that the information entered is correct. If changes are required, click

the “Edit” button. If the nomination is complete, click “Submit Nomination.” It will then proceed through

the workflow.

™ ‘ TEXAS A&M

UNIVERSITY.
Home
Committee Faculty

MNominations

#" Change Requests

® Annual Review

Graduate and Professional School - Graduate Committee Faculty

Nomination

Nomination |ID: 8606

Available Actions:

Submit Nomination Delete Nomination

Action Note:

Nomination Detail

Nomination 1D: 8606

Status: Incomplete

If a nomination is returned, an Action Note will be entered by the user. Under the “Process” tab, select

the returned nomination by clicking the ID number highlighted in blue.

A | TEXAS A&M

UNIVERSITY.
Home
Committee Faculty

Nominations

Change Requests

Annual Review

Graduate and Professional School - Graduate Committee Faculty

Create New Nomination Create Special Appointment Nomination

Nominations

o | g ]

Viewing: Process

1D T UN T First Name T Last Name T Dept T Title/Rank T Status T

8606 I Vak Gleason DEPT Adjunct Assistant Professor  Returned

n 20 - ltems per page

13



The reason for the nomination’s return is viewable at the bottom of the page under “History.”

History
Date Status User Note
4/5/2023 9:08:11 AM Returned Mark Gleason Returned from Graduate and Professional School Review. Nominee
3/30/2023 3:58:41 PM Graduate and Professional School Review  Duncan Walker Approved from GOC Approval.
3/3042023 3:58:31 PM GOC Approval Duncan Walker Approved from GIC Approval.
9/13/2022 12:06:57 PM  GIC Approval Victor Ugaz Approved from Department Approval
9/13/2022 12:06:22 PM  Department Approval Larissa Pchenitchnaia Approved from Returned.

The nomination can be corrected by clicking “Edit.”

Once the adjustments have been made and saved, click “Back to Process,” confirm that the information

is correct under “Nomination Detail,” and then click “Submit Nomination.”

Once the nomination has been submitted, it will move to the unit’s Department Approver.

If a unit no longer intends to pursue an incomplete or returned nomination, it can be cleared from the

system by selecting “Delete Nomination.”

UNIVERSITY.,

}':Fﬁ | TEXAS A&M Graduate and Professional School - Graduate Committee Faculty

Home Nomination

Committee Faculty

Nomination ID: 0

Nominations

Available Actions:

Change Requests Return Nomination Delete Nomination

Annual Review Action Note:

Nomination Detail

14



To view the status of nominations, select the “Nominations” tab and click “Pending Others.”

| TEXAS A&M Graduate and Professional School - Graduate Committee Faculty

UNIVERSITY

Home Create New Nomination Create Special Appointment Nomination

Committee Faculty Nominations

Pending Others Approved
Sp— = ropoves |

Viewing: Pending Others

Change Requests
D T UN T First Name T Last Name T Dept T Title/Rank T Status T
® Annual Review I Vatthew Ege DEPT Associate Professor  Department Approval
8591 I  <cvin Kraeft DEPT Assistant Professor ~ GIC Approval
8598 | ERELS Gleason DEPT Final Approval
8599 I  Tenion Smith DEPT Graduate and Professional School Review
8602 I Daniel Howard DEPT Professor GOC Approval
. 20 w | ltems per page

The “Approved” tab shows all approved nominations submitted or approved by the user.
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REQUIREMENTS FOR NOMINATION OF INDIVIDUALS OUTSIDE THE UNIVERSITY

If permitted by college/school, department, or interdisciplinary degree program policy, the university
allows academic units to nominate qualified individuals from outside TAMU — Faculty and Professional
Staff employed by other institutions (OtherFPS) —to serve in the GCF. These nominees are eligible to serve
as Co-Chair or Member on student advisory committees, must meet all qualifications for the desired

role(s), and must maintain TAMU credentials.

Sponsoring University Credentials: For prospective nominees, the academic unit intending to submit the

nomination must sponsor TAMU credentials.
1. [Academic Unit] To request a UIN, please complete the Sponsored NetID Reguest Form located
on the IT Self-Service Portal and for submission to Identity Management.

a. Select the appropriate campus.

Click your institution to log in.

T P i

TEXAS ASM e TERAS AN

V-7 ¢
b. Complete all required fields.
c. Please ensure the prospective nominee’s date of birth is correct.
d. For sponsorship of international individuals, review the Export Controls and university
requirements.
e. Under “Select Primary Purpose for Account,” indicate “Teaching activities”; and under

“Descriptor (Teaching),” select “Serving on graduate student committee.”

16


https://it.tamu.edu/services/accounts-and-id-management/uin-netid-and-passwords/guest-accounts/

Home > AllCatalogs ¥ ITServices » Accountsand D Management 3 Identity Management

NetlD ¥ Request a Sponsored NetID

*Select Primary Purpose for Account

) Research activities [Email visitingscholar@tamu.edu]

© Teaching activities

(O) Learning activities

) Operational activities

() Texas AZM Health (Access to Health Resources will be granted by local staff)
) Other

* Descriptor (Teaching)
() Adjunct faculty
() Clinical faculty

© serving on graduate student committee

f.  Under “Services required for the sponsored account,” select “@tamu.edu email Routing”
and “Google Apps (Gmail).”
* affiliation End Date (One year maximium)

Services requested for the sponsored account.

@tamu.edu Email Routing
VPN

Google Apps (Gmail)
Office 365 A1

< Il

Other services requested for the sponsored account.

g. Accept the TAMU Identity Services User Agreement and click Submit.
2. [Prospective Nominee] Once a UIN has been assigned,
a. the prospective nominee will need to claim a NetlD by logging in to Aggie Account

Gateway with the assigned UIN and the birthday entered by the sponsoring academic

unit.

17


https://gateway.tamu.edu/
https://gateway.tamu.edu/

K Agele Account Gateway
TECHNOLOGY SERVICES

o

Universal Identification Number (UIN) / Token:

Save & Continue

DiectorySearch | Ste Pobes | Accessibie

b. Claim a NetID.

c. Create a TAMU email address.

d. Click “Email Settings.”

K[« Asgle Account Gateway
TECHNOLOGY SERVICES

PASSWORD
SETTINGS

EMAILSETTINGS

18

DIRECTORY INFO

Iwantto...

change my password

edit my password recovery information
edit my directory information

set up Duo Two-Factor Authentication

change my email address



e. Ensure that “Google Apps Account” shows as “Enabled.”

EMAIL SETTINGS

Published Email Address

mark.gleason@tamu.edu Changs opAdd Emall

Additional Email Addresses

Delivery Settings

Email Delivery

Enabled i
Email sent to mark.gleason@tamu.edu is delivered and stored in my Texas A&M
Exchange Account.
Google Apps
Google Apps Account e Edit

Log in to your Texas A&M Gmail at google.tamu.edu with mark.gleason@tamu.edu.

Email Subscriptions

Manage your Texas A&M University email subscriptions. Manage Email Subscriptions

f.  Click “Change or Add Email.”

g. Publish the email address to the Directory.

PUBLISHED EMAIL ADDRESS

Your published email is mark.gleason@tamu.edu

Published Email Address select published email

additional email address b Change published email

h. Notify the sponsoring academic unit that all steps have been completed.

Nomination: Once the prospective nominee has received a UIN, claimed a NetID, created a TAMU email
address, and published the email to the Directory, the nomination may be submitted.
1. [Academic Unit] The nominating unit will enter the nomination as usual (please “Submission of

Nominations” below).
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2.

[Nominee] Upon submission of the nomination, the nominee will receive notification of training
requirements needed to access university platforms.
a. The nominee will need to access the TAMU System external TrainTrag portal.

External User Gateway Logon

This gateway has been designed to allow non-A&M System
employees 10 access A&M System training for work-related purposes.
To access fraining via this gateway, please enter the password below.

Note: If you are an A&M System employee, please do not use this
gateway; access training via Single Sign On instead. This will ensure
that your training gets recorded on your employee record

P —

b. Login with the TAMU email address.
c. Use the password provided in the email notification (please note, the external training
portal changes every three months).
d. Complete two trainings:
i. 2111698: EIS Application Security Statement of Acknowledgement

ii. 11012: FERPA

20


https://traintraq.tamus.edu/External/ExternalGatewayLogon.aspx

e. Upon clicking “Start,” enter the information requested and select “M — Texas A&M

University” in the TAMUS Member drop-down menu.

2112048 i i & Universi 7 0.00 0.00
e 31112 After you héve completed the course, you will be_ema| led a t.:em.ﬂcéte confimming 005 0.00
the completion of the course. If you do not receive an email within 1 hr after
leting th I tact traini dministrator.
211438 compl ng the course, please CoONtact your raining adminisirator, 0.00 0.00
Please enter the following information:
EY 711028 000 000
First Name * |
Start [REALET [T | 000 0.00
2111255 | Employer * | 000 0.00
TAMUS Member | M - Texas A&M University
21139 0.00 000
Erl Work Address |
2114538 Work City | 0.00 000
Work State
ol 211352 :I 000 000
\Wark Phone |
Start A (rocejpoox-20000 0.00 0.00
How did you hear about this course? *
211278 0.00 000
P
P 011486 0.00 000
EY 011139 000 0.00

f.  Upon completion of the two trainings, the GCF Office recommends saving copies of the

completion certificates.

Reactivating Expired Credentials: In cases where an individual’s credentials have expired — both

terminated TAMU employees and outside members — the academic unit will need to request reactivation
of the GCF member’s university credentials.
1. To request reactivation, please complete the Sponsored NetID Request Form located on the IT
Self-Service Portal and for submission to Identity Management.
2. Select the appropriate campus.

3. Complete all required fields.

21


https://it.tamu.edu/services/accounts-and-id-management/uin-netid-and-passwords/guest-accounts/

4. For reactivation, include the individual’s UIN.

IT Self-Service s @

> > es > 11D Ma > . > Search

> Request a Sponsored NetiD

Request a Sponsored NetlD

o NOTE: Visiting scholars and remote research collaborators must have their accounts created by the

Division of Research. Please contact visitingscholar@tamu.edu for information.

5. Please ensure the prospective nominee’s date of birth is correct.

6. Under “Select Primary Purpose for Account,” indicate “Teaching activities”; and under “Descriptor
(Teaching),” select “Serving on graduate student committee.”

7. Under “Services required for the sponsored account,” select “@tamu.edu email Routing” and
“Google Apps (Gmail).”

8. In the “Other services requested for the sponsored account,” indicate that this is a reactivation

request. Include the individual’s UIN, NetID, and TAMU email address.

Services requested for the sponsored account.
@tamu.edu Email Routing

[] vPN

Google Apps (Gmail)

[] oOffice 365 A1

Other services requested for the sponsored account.

*Sponsoring A&M Systerm Member.

Texas A&M |dentity Services Usage Agreement

understand and agree to the following statements:

e Use of information resources (including computer accounts) is for authorized Texas A&M University business only.

* I will comply with Texas A&M Information Security Controls, University Rules and SAPs, System Regulations, and all applicable state and federal laws.
¢ [will be responsible for events resulting from any violation of this agreement.

* Violation of this agreement may result in disciplinary action, up to and including termination of employment.

[ ] *1 Accept the Texas A&M Identity Services User Agreement

9. Accept the TAMU Identity Services User Agreement and click Submit.
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SuBMISSION OF NOMINATIONS FOR SPECIAL APPOINTMENTS (NON-VOTING MEMBERS)

After logging in to GradCom, select the “Nominations” tab. To create a new nomination, click “Create

Special Appointment Nomination.”

AF‘I TEXAS A&M Graduate and Professional School - Graduate Committee Faculty

UNIVERSITY.

N Create New Nomination Create Special Appointment Nomination

&% Committee Faculty Nominations

] P Pending Othy d

Viewing: Process

#' Change Requests

1D T UN T First Name T LastName T Dept T Title/Rank T Status T

® Annual Review No records to display

Restore Admin Access 20 v [tems per page

Select the nominating unit in the drop-down menu and click “Start Nomination.”

!'.1?1 TEXAS A&M Graduate and Professional School - Graduate Committee Faculty

Create Special Appointment Nomination

Committee Faculty
Select the department to create a nomination

Special Appointments g
Department -

Nominations Agribusiness & Manag

Accounting

Aerospace Engineering

Change Requests

Agribusiness

: Agricultural Economics
AT RS Agricultural Leadershi..
Animal Science
Memos Anthropology
Architecture

Program Setup Atmospheric Sciences

Biological & Agricultur..

Department Setup

Please note: As of Summer 2022, UINs are no longer required for Special Appointment nominations.
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Next, click “Edit.”

TEXAS A&M Graduate and Professional School - Graduate Committee Faculty

UNIVERSITY.,

Nomination

Committee Facuity

Nomination |ID: 8606

Nominations

Available Actions:

Change Requests Delete Nomination

Annual Review Action Note:

Enter the nominating unit’s Mail Stop, the nominee’s First Name, Last Name, email address, Location,

Gender, and Position/Title.

Nomination Detail
Nomination ID 10182
Status: Incomplete
Nominating Unit ARCH
Iail Stop:

First Name:
Last Name
Email:
Location:
Location Other.

Gender: Male Female

Faculty Category

Employed by TAMU
Nominee Employer

Position Title

Save

Click “Save” before completing the remainder of the form.

24



Click “+ Add” to generate the fields for entry of the nominee’s Degree, Institution, Year Awarded, and

Major Area. Once all four boxes are filled, click the “Save” button.

&L Committes Faculty Deg rees

B Nominations
Institution Year Awarded Major Area

Texas A&M University 2022 Studies Save

* Change Requests

Click the “+ Add” button to enter additional degrees. Please ensure all degrees match the nominee’s CV

as the nomination may be returned for any mismatches.

Under “Documents,” click “Browse...” to select the relevant supporting files (please upload PDFs only).

Documents

View Type ‘Current File Upload New File

Browse... Or drop files here

m CcV CV.pdf File uploading... File uploaded successfully

Letter Browse... Or drop files here

Please note: For nominations of Academic Professional Track (APT) Faculty, Professional Staff (PS) of
TAMU, or Faculty and Professional Staff Employed by Other Institutions (OtherFPS), please provide a
Curriculum Vitae and Letter of Support. For nominations of Tenured/Tenure-Track Faculty (TTF) at TAMU,

only a Curriculum Vitae is required.



Under “Student,” enter the UIN of the student which the Special Appointment will advise and click

“Lookup UIN.”

Student

Search for students by their UIN.

n =

Once all the information has been entered, return to the middle of the page and click “Save.”

Nominee TAMU Department: -

Academic Rank v

Save

Having saved all details, return to the top of the page and click “Back to Process.”

m! | TEXAS A&M Graduate and Professional School - Graduate Committee Faculty

fema Edit Nomination

s e Nomination ID: 8606

Nominations Back to Process

* Change Requesis

Nomination Detail
G) Annual Review
Nomination |D: 8606

Status: Incomplete
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Under “Nomination Detail,” confirm that the information entered is correct. If changes are required, click

the “Edit” button. If the nomination is complete, click “Submit Nomination.” It will then proceed through

the workflow.

™ ‘ TEXAS A&M

UNIVERSITY.
Home
Committee Faculty

MNominations

#" Change Requests

® Annual Review

Graduate and Professional School - Graduate Committee Faculty

Nomination

Nomination |ID: 8606

Available Actions:

Submit Nomination Delete Nomination

Action Note:

Nomination Detail

Nomination 1D: 8606

Status: Incomplete

If a nomination is returned, an Action Note will be entered by the user. Under the “Process” tab, select

the returned nomination by clicking the ID number highlighted in blue.

A | TEXAS A&M

UNIVERSITY.
Home
Committee Faculty

Nominations

Change Requests

Annual Review

Graduate and Professional School - Graduate Committee Faculty

Create New Nomination Create Special Appointment Nomination

Nominations

o | g ]

Viewing: Process

1D T UN T First Name T Last Name T Dept T Title/Rank T Status T

8606 I Vak Gleason DEPT Adjunct Assistant Professor  Returned

n 20 - ltems per page
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The reason for the nomination’s return is viewable at the bottom of the page under “History.”

History
Date Status User Note
4/5/2023 9:08:11 AM Returned Mark Gleason Returned from Graduate and Professional School Review. Nominee
3/30/2023 3:58:41 PM Graduate and Professional School Review  Duncan Walker Approved from GOC Approval.
3/3042023 3:58:31 PM GOC Approval Duncan Walker Approved from GIC Approval.
9/13/2022 12:06:57 PM  GIC Approval Victor Ugaz Approved from Department Approval
9/13/2022 12:06:22 PM  Department Approval Larissa Pchenitchnaia Approved from Returned.

The nomination can be corrected by clicking “Edit.”

Once the adjustments have been made and saved, click “Back to Process,” confirm that the information

is correct under “Nomination Detail,” and then click “Submit Nomination.”

Once the nomination has been submitted, it will move to the unit’s Department Approver.

If a unit no longer intends to pursue an incomplete or returned nomination, it can be cleared from the

system by selecting “Delete Nomination.”

UNIVERSITY.,

}':Fﬁ | TEXAS A&M Graduate and Professional School - Graduate Committee Faculty

Home Nomination

Committee Faculty

Nomination ID: 0

Nominations

Available Actions:

Change Requests Return Nomination Delete Nomination

Annual Review Action Note:

Nomination Detail

28



To view the status of nominations, select the “Nominations” tab and click “Pending Others.”

| TEXAS A&M Graduate and Professional School - Graduate Committee Faculty

UNIVERSITY

Home Create New Nomination Create Special Appointment Nomination

Committee Faculty Nominations

Pending Others Approved
Sp— = ropoves |

Viewing: Pending Others

Change Requests
D T UN T First Name T Last Name T Dept T Title/Rank T Status T
® Annual Review I Vatthew Ege DEPT Associate Professor  Department Approval
8591 I  <cvin Kraeft DEPT Assistant Professor ~ GIC Approval
8598 | ERELS Gleason DEPT Final Approval
8599 I  Tenion Smith DEPT Graduate and Professional School Review
8602 I Daniel Howard DEPT Professor GOC Approval
. 20 w | ltems per page

The “Approved” tab shows all approved nominations submitted or approved by the user.
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MAKING CHANGE REQUESTS TO EXISTING VOTING MEMBERSHIPS

After logging in to gradcom.tamu.edu, select the “Change Requests” or the “Committee Faculty” tab.

.q:! ‘ TEXAS AsM Graduate and Professional School - Graduate Committee Faculty

NIVERSITY.

A Home Change Request List

& Comm Faculty
To create 2 new Change Request, go  Committee Faculty 1d view the faculty member. The option is below their list of Memberships

py— o | ]

. Wiewing: Process
® Annual Review wing

Instructions:
Review each faculty member's Memberships. If changes are needed, click the Update button above their Membership list.

You can approve or return multiple requests by checking the box beside them and clicking the desired action above the list.

To view the histary of a change request, click it's status button Q

On the “Graduate Faculty Committee” page, you can search by first or last name, or see all members with
a specific unit affiliation (the affiliation in bold is the member’s primary/home department). Select a
specific member by clicking “View.”

Note: users can make change requests only for nominating units in which they are authorized.

Graduate and Professional School - Graduate Committee Faculty

UNIVERSITY.

Home Graduate Faculty Committee
You do not have access to this page. Search for specific:
Committee Faculty
First Name:
Nominations Last Name-
¥ Change Requests Department M

® Annual Review

Restore Admin Access

1D First Name Last Name Title/Rank Departments

view  Artem Abanov Associate Professor PHYS

view James Abbey Professor INFO ARCH
A

view  Ahmed Abdalla Associate Professor g[lg:: 5@2':

view Ahmed Abdel-Wahab Professor CHEN CLEN

view  Ahmed Abdelaal Instructional Assistant Professor ETID

view  Sara Abedi Mashhadimighani  Assistant Professor PETE CVEN
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Under “Memberships,” select your unit from the drop-down menu, enter a Reason for the requested

change (required), and click “Start Change Request.”

Memberships

Department Major Degree Role

ARCH ARCH PHD Member
ARCH ARCH MAR Iember
ARCH ARCH MS Member

You can start a Change Request for the selected Department:

Architecture A

Reason:

Promotion to an APT faculty role enables the member to hold the Chair role.

Start Change Request

The request will move to the “Change Request List” page. To initiate, click the “Update” button.

.iFd | TEXAS A&M Graduate and Professional School - Graduate Committee Faculty

Home Change Request List

Committee Faculty
To create a new Change Request, go to Committee Faculty and view the faculty member. The option is below their list of Memberships

Nominations

pymo— oo cv | s ]

Viewing: Process

®  Annual Review

Instructions:
Review each faculty member's Memberships. If changes are needed, click the Update button above their Membership list

‘You can approve or return multiple requests by checking the box beside them and clicking the desired action above the list

To view the history of a change request, click it's status button Q

REERNE  Approve Selected Return Selected

Process v UN T Name T Department T Status T Status Date T Memberships
Program Current Membership  New Membership
DEPT M5 CCM CCM™
Update I r:cultyName  DEPT Incomplste Q 6/1/2022 2:37:16 PM N — —
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An “Update Memberships” box will open. The user may then click the button for the new appropriate

roles. The update will appear under the “New Membership” column. Once completed, click the “Submit

Change and Approve” button.

Update Memberships = Close

UIN: 411007954
Faculty Name: Mark Gleason
Department: ARCH

Program Current Membership | New Membership il Update New To

ARCHMAR M CCM Chair/Co-chairfMember Co-chair/Member

ARCH M3 I CCM Chair/Co-chairfMember Co-chair/Member

ARCHPHD M CCM Chair/Co-chairfMember Co-chair/Member

Change Reason:  Promotion to an APT faculty role enables the member to hold the Chair role.

Submit Change and Approve

Delete Change

Once the change request has been submitted, it will move to the unit’s Department Approver.
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COLLEGE OR SCHOOL/DEPARTMENT/PROGRAM (AND PROXY) APPROVAL

Following submission of all nominations and change requests, the first step in the workflow requires

College/School, Department, or Program Approval.

Nominations: After logging in to GradCom, select the “Nominations” tab. Under “Process,” the user will

find nominations awaiting approval.

.I'LFI | TEXAS A&M Graduate and Professional School - Graduate Committee Faculty

UNIVERSITY.

s Nominations

o Joera o Lo ]
Committee Faculty

Viewing: Process

— . -
Nominations

I UIN T First Name T Last Name T Dept T Title/Rank T Status T
* Change Requests 8610 _ Trenton Smith HIST Adjunct Assistant Professor  Department Approval
n 20 w | ltems per page
Annual Review

Click on the ID number in blue.
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After reviewing the information under “Nomination Details,” click on “Approve Nomination” to move it

forward to the next approver (see workflow). To see the nomination’s status, click “Pending Others.”

Home Nomination

Committee Faculty

Nomination ID: 8610

Nominations

Available Actions:

Change Request
I Approve Nomination Refurn Nomination

@® Annual Review Action Note:

Nomination Detail

Nomination 1D: 8610
Status: Department Approval
Nominating Unit: HIST

If changes to the nomination are needed, click “Return Nomination” and it will go back to the user who

created the nomination.

iF! ‘ TEXAS A&M Graduate and Professional School - Graduate Committee Faculty

UNIVERSITY.

Home Nomination

Committee Faculty

Nomination ID: 8610

— . .
MNominations

Available Actions:

]
Change Request
# Change Requests Approve Nomination Return Nomination

® Annual Review Action Note:

Please note: a comment must be entered under “Action Note” in order to return a nomination.
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Upon approval of a TTF/SA Nomination by the Department Approver, it will move to the Graduate and
Professional School for review and approval. For APT/PS/OtherFPS Nominations, it will move to the GIC

Approver for review and approval.

Change Requests: After logging in to GradCom, select the “Change Requests” tab. Under “Process,” the

user will find nominations awaiting approval.

A | TEXAS A&M and Pr ional School - c ittee Faculty Hello, mark gleason! Log out

Change Request List

To initiate a new Change Request, go to Committee Faculty and search for the Graduate Committee Faculty member. The option to start a change request (for the user’s unit only) appears is below the list of Memberships

oo | o

Viewing: Process

Instructions:
Initiated change requests will appear below. If changes are needed, click the “Update” button

Users can approve or return multiple requests by checking the box beside them and clicking the desired action above the list
To view the history of a change request, click its status button Q

Review each faculty member's Memberships. If changes are needed, click the Update button above their Membership st

You can approve o retum multiple requests by checking the box beside them and clicking the desired action above the list

To view the history of a change request, click it's status button Q

select an JEVIEIEREEREN  Return Selected

Y UN Y Name Y Dept Y Status Status Date Y Memberships

Program | Current | New

ARCHMAR CCM
m 8301602 Jonathan Lovie  ARCH GICApproval Q  11/8/2023 6:08:08 PM left Department/University

ARCHMS  CCM

ARCH PHD

Pending changes will appear with options to “Approve” or “Return.” If the change is acceptable, click
“Approve.” If there are any issues, click “Return.” A dialogue box will then appear requesting a reason

for the return.

Return Selected Request(s) Close

Enter the reason for returning:

Submit Return

Once a reason has been entered, click “Submit Return.”
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Upon approval of a TTF Change Request by the Department Approver, it will move to the Graduate and
Professional School for review and approval. For APT/PS/OtherFPS Change Requests, it will move to the

GIC Approver for review and approval.
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GIC AND GOC APPROVAL

Nominations: After logging in to GradCom, select the “Nominations” tab. Under “Process,” the user will
find nominations awaiting approval.

IFI TEXAS A&M Graduate and Professional School - Graduate Committee Faculty

UNIVERSITY

Hame Nominations

oo | o |
Committee Faculty

Viewing: Process
UIN T First Name T Last Name T Dept T Title/Rank T Status T

Nominations

8610 _ Trenton Smith HIST Adjunct Assistant Professor ~ GIC Approval

n 20 w | ltems per page

* Change Requests

Click on the ID number in blue.

After reviewing the information under “Nomination Details,” click on “Approve Nomination” to move it

forward to the next approver.

Home Nomination

Committee Faculty

Nomination ID: 8610

MNominations

Available Actions:

]
Change Request
# Change Requests Approve Nomination Return Nomination

@® Annual Review Action Note:

Nomination Detail

Nomination 1D: 8610
Status: Department Approval
Nominating Unit: HIST

Following approval, to see the nomination’s status click “Pending Others.”
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If changes to the nomination are needed, click “Return Nomination” and it will go back to the user who

created the nomination.
AF! ‘ TEXAS A&M Graduate and Professional School - Graduate Committee Faculty

UNIVERSITY.

Home Nomination

Committee Faculty

Nomination ID: 8610

MNominations

Available Actions:
Change R 1t
Pl L Approve Nomination Return Nomination
Annual Review Action Note:

Please note: a comment must be entered under “Action Note” in order to return a nomination.
Upon approval of a Nomination by the GOC Approver, it will move to the Graduate and Professional

School for review and approval.

Change Requests: After logging in to GradCom, select the “Change Requests” tab. Under “Process,” the

user will find nominations awaiting approval.

HIERE D CERENY  Graduate and Professional School - Committee Faculty Helo, mark gleason!

RS

Change Request List

Special Appointments

Viewing: Process

Instructions:

are needed, click

g the box beside g the desired action above the list

B memos

Inge request, click its status

st h faculty member's Memberships. If changes are needed, click the Update button above their Membership list
H Program Seft

You can approve or retum multiple requests by checking the box beside them and clicking the desired action above the list
To view the history of a change request, click it's status button Q

T UN ¥ Name Y Dept Y Status Status Date Y Memberships Reason v

1
Program | Current | New
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Pending changes will appear with options to “Approve” or “Return.” If the change is acceptable, click
“Approve.” If there are any issues, click “Return.” A dialogue box will then appear requesting a reason

for the return.

Return Selected Request(s) Close

Enter the reason for returning:

Submit Return

Once a reason has been entered, click “Submit Return.”

Upon approval of a Change Request by the GOC Approver, it will move to the Graduate and Professional

School for review and approval.
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ANNUAL REVIEW

Each year, every academic unit will need to review its members of the Graduate Committee Faculty. When
the Graduate and Professional School opens the Annual Review, users authorized to enter nominations

will initiate the process for their units.

As of 2022, the Faculty Senate approved a revision to the GCF Guidelines to increase interdisciplinary
research in graduate and professional education by reducing barriers and fostering collaborations. These
changes eliminated the requirement that TTF and APT faculty members must be added to the GCF for
each degree-granting unit in which the faculty will serve as Co-Chair.

TTF and APT faculty may be approved to serve as Co-Chair on a doctoral or a master’s committee in any
degree-granting unit by its department head or chair of intercollegiate faculty during the approval process

for new degree plans or change in committee petitions.

Checking GCF Members’ Advisory Committee Status: Academic units must ensure that no GCF member

currently active on a student advisory committee is removed through the Annual Review process. To check
a member’s advisory committee service,

1. loginto Howdy and click on the Compass tile.

 Howdy ) e

Home ~  FommerStudent ~  MyDashboard v  FacullyTeaching *  Howdy Dashboard ~

2. Searching an individual’s committee service requires a T-number in Compass. In the Search field

enter SGASTDN for the “General Student” screen.
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3.

4.

5.

- A
-

7
A e

SGASTDN

B,
e
General Student

(SGASTDN)

In the ID field, enter the member’s UIN and click the “Go” button.

View Cunrenvactve: [

Get Started: Fll out the fslds abova and press Go.

The UIN will be translated to a T-number in the ID field. Copy the T-number, exit the SGASTDN

screen, and then go to the SHICMBQ “Committee/Service Member Inquiry” screen.

O Direct Navigation
SHICMBQ

LT

Committee/Service Member Inquiry
(SHICMBQ)

Mambor Inquiry SHICMBQ 9.3, (PROD)
~ COMMITTES/SERVICE WEMBER INGURY Osetigs &3 (]
Basic Filler _ Artvanced Fiker o
o ©  fember Hame @  Commitiee or Service @  From Date © ToDae -]
[ ] || = & [ B [Add Another Fleld .. ~|
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6. A list of all student advisory committees the member has served on will be displayed including
the status, type, dates, and students’ names. “IG” indicates that the student graduated or is now

inactive; “AC” indicates that the advisory committee is still active.

IG PCOMM Doctoral Advisory Committee 21-SEP-2012 09-AUG-2019
AC PCOMM Doctoral Advisory Committee 31-AUG-2023 31-DEC-2099
IG PCOMM Doctoral Advisory Committee 01-FEB-2019 12-AUG-2022
IG PCOMM Doctoral Advisory Committee 11-MAR-2015 16-DEC-2022
AC PCOMM Doctoral Advisory Committee 25-JUL-2022 31-DEC-2099
IG PCOMM Doctoral Advisory Committee 13-AUG-2018 16-DEC-2022
AC PCOMM Doctoral Advisory Committee 21-AUG-2019 31-DEC-2099

If the member is still active on any advisory committees, do not remove them from the GCF during Annual

Review. If the member is not active on any advisory committees, proceed to the removal process.

Initial Review: Upon initiation of the Annual Review process, all current members of the unit’s GCF will
be listed under the “Annual Review” tab and each entry’s status will be marked as “Incomplete” for all
users with the “Enter/View Nominations” designation.

After logging in to GradCom, select the “Annual Review” tab. Under “Process,” the user will find all the
unit’s active GCF members.

[RARGEF U]  Graduate and Professional School - Graduate Committee Faculty

Home Annual Review

T ET
Committee Faculty

Viewing: Process
Nominations

Change Requests Instructions: Review each faculty member. I they should be removed, click Remove. Otherwise click Keep.

® Annual Review
To view the NSICW ofa cnange TEQUSS( click it's status button Q

T UN T Name T Department T Status Y Status Date Y KeepiRemove Y RemoveReason T Memberships

Program  Membership

m | e HIST Incomplete Q 5/13/2022 4:13:00 PM HISTMA  CCM

HISTPHD ~ CCM

Program  Membership

m I :nesmith HIST Incomplete Q56132022 4:13:00 PM HISTMA  CCM

HISTPHD  CCM

Program  Membership

m I oo smith HIST Incomplete Q51312022 4:13:00 PM HISTMA  CCM

HISTPHD ~ CCM
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For each member who should remain active in the unit’s Graduate Committee Faculty, click the “Keep’
button. For anyone who has left the university, or the unit has deemed no longer qualified through an

appropriate university process, click the “Remove” button.

After clicking the “Remove” button, a dialogue box will open stating, “You are about to mark this
Graduate Committee Faculty member for removal. If you have not done so already, please check the
member’s record in the SHICMBQ table on Compass to ensure that this member is not currently active

on any student advisory committees.”

Remove Faculty from Department  Glose

You are about to mark this Graduate Committee Faculty member for removal. If you have not done so already, please check the member's record in the SHICMBAQ table on Compass to ensure that this member is not currently active on any
student advisory committees. For instructions on checking a GCF member's status, please consult the GradCom User Guide.

Enter the reason for removing

I have checked this Graduate Committee Faculty member's record and confirm that the individual is not active on any student advisory committees.

Go Back This Graduate Committee Faculty member's status has net been confirmed.

Once a reason for removal has been entered, the user may click “Confirm” to the statement, “I have
checked this Graduate Committee Faculty member’s record and confirm that the individual is not active

on any student advisory committees.”

Remove Faculty from Department = Glose

“You are about to mark this Graduate Cemmittee Faculty member for removal. If you have not done so already, please check the member's record in the SHICMBQ table on Compass to ensure that this member is not currently active on any
student advisory committees. For instructions on checking a GCF member's status, please consult the GradCom User Guide.

Enter the reason for removing

I have checked this Graduate Commitiee Faculty member's record and cenfirm that the individual is not active on any student advisory committees.

Go Back  This Graduate Committee Faculty member's status has not been confirmed.

If the individual’s current status has not been confirmed, click “Go Back.”
Once the unit’s nomination entry person has marked the individual to keep or remove, it will move on to

Department Approval.
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Keep/Remove Approval: For the College or School/Department/Program Approver, after logging in to

GradCom select the “Annual Review” tab. Under “Process,” the user will find all the unit’s current GCF
members. Their keep or remove designation — as marked by the Nomination Entry Person —is displayed
under the “Keep/Remove” column.

Graduate and Professional School - Graduate Committee Faculty

Home Annual Review

T e
Committee Faculty

Viewing: Process

Nominations

Change Requests Instructions: Review each faculty member's Keep/Remove status. If it is correct, click the Approve button. Otherwise, click Return and a window will open to enter the reason

@® Annual Review You can approve o return multiple requests by checking the box beside them and clicking the desired action above the list

To view the history of a change request, click it's status button Q

Select All JENVEEE Rt Return Selected
Process v UN T Name T Department T Status v Status Date T Remove Reason T Memberships

Program  Membership

Retun [ )anesmith HIST DepartmentApproval Q  6/3/2022 10:56:31 M Keep HISTMA  CCM

HISTPHD =~ CCM

Program  Membership
NN Retun [ John smith HIST Department Approval @ §/3/20221:2843 A Remove Left the university HISTMA | CCM

HISTPHD =~ CCM

To confirm the keep or removal, click the “Approve” button.

Graduate and Professional School - Graduate Committee Faculty

Home Annual Review

oo L | ]
Gommittee Faculty

Viewing: Process
Nominatic

Change Requests Instructions: Review each faculty member's Keep/Remove status. If it is correct, click the Approve button. Otherwise, click Return and a window will open to enter the reason
You can approve of return multiple requests by checking the box beside them and clicking the desired action above the list

@® Annual Review

To view the history of a change request, click it's status button Q

Select All ROV LIl | Return Selected

Process T UN T Name T Department Y Status v Status Date T Keep/Remove Y Remove Reason T Membe:

ps
Program  Membership

getun [ anesmith HIST Department Approval Q. 6/3/2022 10:56:36 AM  Keep HISTMA  CCM

HISTPHD  CCM

Program  Membership
TN Return [ John smith HIST DepartmentApproval Q. 6/3/2022 1:2849PM  Remove Left the university. HISTMA | CCM

HISTPHD  CCM
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If the individual is marked for removal, the reason will be displayed in the next column. Upon clicking
“Approve,” a dialogue box will open. The Department Approver will then be prompted to click “Confirm”
for the statement, “My academic unit has confirmed that the individual is not active on any student

advisory committees.”

Approve Faculty Removal from Department  Close

My academic unit has confirmed that the individual is not active on any student advisory committees.

Return  This Graduate Committes Faculty member's status has not been confirmed.

If the member’s status cannot be confirmed, click the “Return” button and then “Close.” If a keep or
remove assignment was made in error, or the individual’s status has not been confirmed, the
Department Approver may also return it to the unit’s nomination entry person by clicking “Return” on
the main page.

.q.lld ‘ :T!:-IX‘AS AsM Graduate and Professional School - Graduate Committee Faculty

ERSITY

Home Annual Review

" Committee y

_ Viewing: Process
Nominations

Ch Instructions: Review each faculty member's Keep/Remove stalus. If it is correct. click the Approve button. Otherwise, click Return and a window will open to enter the reason

Annual Review You can approve or return multiple requests by checking the box beside them and clicking the desired action above the list

To view the histery of a change request, click it's status button Q.

BEELEE  Approve Selected Return Selected

Process v UN T Name T Department Y Status v Status Date Y Keep/Remove Y Remove Reason Y Memberships

Program  Membership

Return [ Javesmith HIST DepartmentApproval Q  6/3/2022 10:56: 36 AM  Keep HISTMA  CCM
HISTPHD = CCM
Program  Membership

Approve [GETUNEN DRI HIST DepartmentApproval Q. 6/3/2022 1:2649PM  Remove Left the university. HISTMA | CCM

HISTPHD  CCM

The “Return” button will open a dialogue box. Enter a reason for returning the entry and click “Submit

Return.”
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Return Selected Request(s) Close

Enter the reason for retuming

Submit Return

Once corrected, the keep or remove will need to be resubmitted by the unit’s nomination entry person.

Once the individual’s keep or remove has received approval of the Department Approver, it will move

on to the Graduate and Professional School for final approval.
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GRADCOM CONTACT INFORMATION

For questions or issues with access to GradCom, please contact the Graduate Committee Faculty

Administrative Coordinator at GradCom@tamu.edu or 979-845-3631.
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