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Academic Standing and Warning Letters
The Progress Evaluation indicates the status of the student at the beginning of the new term, based on their performance in the previous
term. For example, performance in Spring 2018 term is reflected in my Progress Evaluation for Summer 2018.
All doctoral students should be officially notified, via a letter, of their academic standing at the end of the academic year. At the end
of the spring term, all doctoral students should have their progress evaluation rating (Good, Satisfactory or Warning) updated for the
Summer term and an Academic Standing or Warning letter added to their record.
Academic standing letters may be added at any point in the term as long as the student has been given a progress evaluation rating by
the term deadline. Warning letters should be uploaded within 4 week’s of the term’s end.
To add documents in GSIM, follow these steps:
1.

From the GSIM Student Census menu, select “Select Term and Program”.

Under “Select Term” select the term for which you will be entering Progress Evaluations. If the Fall term has just ended, you will be
entering evaluations for Spring. If you have access to multiple programs, select the appropriate program as well.

Click “Go Back to GSIM Menu” at the bottom of the Term/Program selection screen.

After clicking the “Progress Evaluations” link, you should see a screen like the one below.

Select the appropriate Evaluation Code -Warning, Satisfactory or Good. You must complete this step before uploading any
documents. If you don’t, the documents won’t be viewable in GSIM but they will be in BDM and you will receive an error message
when you try again to upload them.

Click the Upload/Edit Document link to launch the file upload process.
The Import New Page dialog will open in a separate tab/window (below).

In the File Path box, click the Choose File button (above).
Navigate to where the document you wish to upload is located on your workstation, select the document, then click Open (below).

The selected file name should now appear in the File Path box (below).

6. Click the Upload button (above). The “Import New Page” window will still be visible once your document has uploaded but you
will also now see a gray bar to the right of the ‘New’ icon that starts with “B-W-GRAD…” this indicates that the document has
been uploaded and now needs to be associated with correct student.
7. The document menu will appear to the upper left of the Import New Page dialog (below). Click on the icon of page with a starburst
(New)

8. After clicking New, the uploaded file(s) will appear in the viewer (above). If an evaluation code has not yet been submitted, select
the appropriate document type. Otherwise, all index values will be pre-populated based on the information passed to the imaging
application from GSIM. If the student progress evaluation is Good or Satisfactory, the document type will be ACADEMIC
STANDING, if it is Warning the document type will be WARNING LETTER. Verify the index information and click Save

If your letters consist of multiple pages, after clicking ‘Save’ in the previous screenshot, a new row of icons will appear above the
Index name. In the image below, the icon of multiple pages with a + symbol is circled. Click this icon to upload all pages in the
document.

9. The All Document Pages Have Been Indexed menu will appear (below).

10. Close the document upload page(above) and submit the PGE code or, if PGE already existed, refresh the Progress Evaluations
page: the newly created document will now be accessible by clicking the View Document icon
Update an Existing Document
There are two scenarios where a student document may need to be updated. First, the PGE changes from Good to Satisfactory, or
vice versa, in which case additional documentation may need to be added to the current ACADEMIC STANDING. Second, if the
PGE changes from Good or Satisfactory (ACADEMIC STANDING) to Warning (WARNING LETTER), or vice versa, a new
document may need to be created using the new document type.
If no document exists for the updated PGE, follow the steps to create a new document above.
To add new documentation to an the existing document, follow the steps above through #9 when clicking Save which will trigger
A unique key violation has occured! alert (below):
1. Click OK on the alert (above).
2. Click the Select Indexes button (below).
3. You will see the existing document listed with a green plus sign icon (below). Click this icon to attach the new page to the

existing document.
4. Close the uploading window (step #10 above)

Deleting Documents
If you need to have a document deleted, please contact the Graduate School Admissions Coordinator with whom you work during
the admissions cycle and provide the student’s full name, Banner ID number and the term with which the letter is associated. Please
remember to use encrypted email if sending both name and Banner ID in the same email.
Program administrators are not authorized to delete documents that have been added to the Banner document management system.

Admission Applications and Official Transcripts
Beginning with graduate students who started in Fall 2017, admission applications minus recommendations have been uploaded and
are available for viewing from the Student Detail screen via a link near the bottom of that page (see below).
Their official transcripts are also scanned and uploaded separately.
If you notice that a student who started in Fall 2017 or later is missing these documents, please contact the Graduate School admission
coordinator with whom you work during the admissions cycle.

Advisor Types
Working with CIS, the Graduate School expanded the number of advisor types to allow for a more accurate representation of the
relationship between the faculty member and the student. Please see the following expanded list of advisor types that are now available
in GSIM.
•

Dissertation Advisor (DIST): The primary or co-advisor at the candidacy stage.This field should be set for each student after
they complete their qualifying exams but not prior to advancement to candidacy. Only one advisor can be marked as primary, but
this is arbitrary and will not affect reporting.
• Dissertation Committee Member (DCOM): All members of the dissertation committee. This would only be set when the

student has advanced to candidacy.
• Pre-Candidacy Advisor (PCAD): The advisor(s) for PhD students at the stage before all candidacy requirements—both

those set by the program and those set by the University—have been completed.
• Master’s Thesis Advisor (THES): The primary or co-advisor on the master’s thesis.
• Master’s Advisor (MAST): The primary advisor for a student enrolled in a master’s program. (This should be used for Open

Grad students as well as for master’s students and not in PhD programs.)
• Certificate Advisor (CERT): The faculty advisor responsible for advising students in a doctoral certificate program in which

the student is enrolled.

• Director of Graduate Studies/Program Administrator (DGAD): The Director of Graduate Studies or the Program

Administration for the doctoral program. This setting allows view and edit access of all departmental GSIM records. (Note
that if the same faculty member serves as the DGS and the student’s advisor in another capacity, such as DIST or MAST,
she or he only needs to be listed once.)
Clicking on the ‘Advisors’ link from the Student Detail record will bring you to the screen below. You can also use the ‘Assign
Advisors’ link from the GSIM Census Menu.

Contact Information
Cell phone number, local address information and emergency contact information -if provided - is not available on the GSIM Student
Detail record.

Doctoral Certificates
A doctoral student’s pursuit of a doctoral certificate is now recorded in GSIM on the Student Detail record. When a student is
accepted into a doctoral certificate program, the program notifies Barbara Bennett in the Graduate School who adds this information
to GSIM with the start term and adds the CERT advisor to the student’s record. Once the student has completed the certificate
requirements, the Graduate School must be notified so that the student receives the appropriate note on their transcript.
Pursuit of a doctoral certificate appears under Secondary Programs on the Student Detail record.

Fiscal Year in Program
On the GSIM Student List, a new column FYIP was added to reflect the Fiscal Year in Program for each student.

Removal of Obsolete Programs
Academic programs that did not have any student records attached to any of the existing terms in GSIM - which begin with 200700were removed from the menu on the Select Term and Program page.

