How to upload your

Graduate School Forms
through myWSU




* Save your completed signed document as a PDF where you can find it
on your computer.

* Name Document: last name, first name_abbreviated doc name_date
o e.g. Cougar, Butch_MasterPOS 2018 10 01

e Common Form Abbreviations:
o Program of Study = POS
o Committee Change = Com Chg
o Program Change = Prg Chg

o Scheduling Forms = (non-thesis = NT) NT SchForm or (thesis/dissertation)
Final SchForm

o Graduate Petition = GrdPet
o Graduate Leave = GrdLv

* Log into your myWSU account



Look for the Profile Tile

*Click on Profile Tile
* Once there look down the left navigation bar and find

> Service Requests, click on it.

[ Personal Details

‘? Contact Details

ad Addresses

{P Emergency Contacts
IA Missing Student Contact
: Emergency Notification
:‘: Ethnicity

]
& FERPA Restrictions

A Third Party Access

ﬁf?‘» Housin g
1 Personal Information

1 Security

—] Credentials




Create a new request

* Click on the gray button — Create New Request.
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Choose College of Education

* Click on the () next to College of Education, click next.
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Choose Department

The following example will be for the Department of Teaching and Learning for the
Pullman campus, please choose your correct dept. & campus

* Click on the () for the appropriate department, click next.
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Select the Type of Form You are Uploading

Note that there are multiple forms and you may have to either page >
through the form names or View All.

* Click on the () Form Name you are uploading, click next.

Select a Request Subtype

Select a Request Subtype
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To Upload the Document

* You may type a comment if you want in the comment box. Please be
professional as this will be part of your record.

* Use the Add attachment button — the system will open a dialog box...

My Request Detail




Adding the Document and Finishing

* Click the Browse button to find where your saved your PDF
document, once found — double click it, then click the Upload button.

File Attachment

He i My Request Detail

Category College of Education Type Teaching and Learning

] Subtype Program of Study - Masters Request Date 10/03/2018
Browse... | Cougar,Butch_MastersPOS_2(
Status Request Submitted
Cancel

Instructions

Please attach a scan of your completed form. It is your responsibility to ensure the documentis complete and signed by all necessary individuals. You may indicate
any additional details in the comments fizld below.
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e Last click Submit.
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Congratulations you have successfully loaded your document into the

myWSU workflow for processing!



Common Form Problems

* Please note common errors that will prevent timely processing of
your form(s):
o You forgot to sign your document on the student signature line
o Your document is missing your committees signature(s)

o Your document is missing information
= Program of Study — credits listed did not add up to the total line
= Program of Study — Catalog major or catalog number does not match the course you
enrolled in or plan to enroll

= Examination Forms: Did you list where not only you would attend
(location/building/room) for your exam but does your form show where all your
committee members are for your exam

= Examination Forms: You forgot to set the IRB status. Did you need to file, do you have
your approval or exemption documentation?



Common Problems, continued...

* You accidentally loaded the wrong document...
o Click the[—|symbol next to view. This will remove the incorrect document.
o If in doubt you may cancel as long as you have not clicked Submit.
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Please attach a scan of your completed form, It is your respansibility to ensure the documentis complete and signed by all necessary individuals. You may indicate
any additional details in the comments field below.




