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All ‘active’ thesis-based graduate students registered during the Winter term will be required to submit the

Annual

Progress Report annually online.

Supervisors/Co-Supervisors will receive email notifications:

Advising that the Annual Progress Reports process has commenced and reports are available to
students

When there are reports ready for evaluation

Reminder notifications when reports have not been completed

When the report has been returned for revision by the Graduate Program Director

When the supervisor/co-supervisor has been assigned as a designate supervisor/co-supervisor as the
student does not currently have a clearly indicated supervisor/co-supervisor on record

The Graduate Student Annual Progress Report is completed sequentially by the:

student

supervisor

co-supervisor (if applicable)
Graduate Program Director

Supervisors/co-supervisors will view and complete their portion of the report through the Faculty Centre.
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Accessing the Annual Progress Report:
There are 4 options for accessing the Annual Progress Report.

e Option 1: Through the link in an email notification
0 Click the link in the email notification indicating there are reports available to review
0 Log into the my.ucalgary.ca portal. Enter your Username and Password, then click Sign in.

Central Authentication
Service

IT Usernamee Enter User Mame

Password <«€== Enter User Password
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e Option 2: Copy and Paste the emailed link into your browser
0 From the email indicating there are reports available to review, copy the link for the report
0 Paste the link into the browser of your choice
0 Log into the my.ucalgary.ca portal. Enter your Username and Password, then click Sign in.

Central Authentication
Service

ITUSernamee Enter User Name
Password {'— Enter User Password

e Option 3: Through the Tasks section of the my.ucalgary.ca portal
0 Log in to the my.ucalgary.ca portal. Enter your Username and Password and sign in.

Central Authentication
Service

ITUSernamee Enter User Name
Password "— Enter User Password

0 When logged into the my.ucalgary.ca portal the Dashboard displays the Graduate Students
Annual Progress Report on Tasks after a student submits their Annual Progress Report for
review and approval. Click on the name of the student and you will navigate directly to their
Annual Progress Report.
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e Option 4: Directly through the Faculty Center
0 Log in to the my.ucalgary.ca portal.

Central Authentication
Service

IT Usernamee Enter User Name
Password 4—" Enter User Password

UNIVERSITY OF Home Sign out
S il e

Dashboard All about me My work Research Academic Around campus Favourites
I

Teaching Direct access L 3

Teaching schedule University Calend‘.

View course calendar

Manage grades D2L

Book a classroom (Desire2Learn,Brightspace)

Book equipment Campus Bookslore

Order books & materials HR Academic Staff

Dispose of old documents
Taylor Institute
Wiew course evaluations
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0 Click the Grad Stnt Annual Progress Rpt (Graduate Student Annual Progress Report) link.

L et Facaity coeries b manage o pias chrn relsied actiies

e Grad 1001 Annisal Progress Rot
17| Graduate Stugent Anrval Progress Repont

g Aidm Evalastion by Cvaluators
i msbuicrs K apphe FSone cumanlly Avsgeed 1o Fim by Tie progeam admisirais

0 Select the applicable student from the list of reports assigned to you:

e PTOGEIM AdhICHtICR
17| Sears for Studern v

e Adiminister Geades

AT Ao for Ogram ke adudicaton

1 by Progeam Direclors
b &

Progeass Disctoen

Emcily Canler | Smarch | Asastls l Garsduale Student Annusl Progress Report |

Graduste Student Annual Frogress Repon

Reports assigned o you

Graduate Student Annual Progress Roports assigned Lo you

Chack 80 SO0E5S e T Tt
I hh iniar
I Wianler
| Winber
I ivinler
| iWinibar
I K Winker
Wmiler
Winter
1 i F Winber
1 M WWinler

Search for more repos
Roke
* Suporviscd ! COsupeTYinee

Prograsm Denecicr ! Aasociste Desn

Studon Emglil:

T Term: 4

Acad Proge

Acad Plan: 3,

Studeni Mamis:

Siabus: "’

Satistactory: k|

12350 ta top

Complete the Annual Progress Report:

Elanis

Gradusis Progeam Direchd
Graduate Program Direcior
Graduade Program Direcior
Gracuale Program Direcior
Gradasts Program Dirscior
Graduade Program Direcfor
Gradusie Program Direciod
Graduale Program Dinechod
Gradugde Progeram Derecioe
Graduale Program Direcior

Chooss 3 role B view yoUs previeEs reports,

s Aiward Nomimstions
17— wted Hunatisra

== GRAD Competion Scomnng
17| GRAD Gampeision Scemg

For this example, the next steps will be from the Faculty Centre. Click on one of the reports assigned to
you. NOTE: It is important to save your work often, as there is a time out feature of 30 minutes where any

unsaved work will be lost.

1. Review the Student'’s research and course work plan for upcoming year from previous progress report
as well as the student’s professional development plan from previous report. This information is

retrieved from the previous progress report and cannot be edited.
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2. Review the Student’'s Achievements. Students will be asked to comment on their achievements in the
areas of:

Other Funding held during this Reporting Period

Research

Publications

Conferences

Teaching and/or other Professional Development

Research and Course work Plans for upcoming Year

Plans for Professional Development for Upcoming Year

@m0 o0 oo

Review the Student’s Self-Evaluation. This evaluation allows the student, supervisor and co-
supervisor (if applicable) to clearly see if their expectations and understanding are aligned. Students
will be asked to rate themselves in the following areas:
a. Course Work
Research
Teaching
Is Student Meeting Milestones
Research Ethics Approval
Completing the Checklist of Expectations with their supervisor.

0o Q0o

W = e v i o v X % -
- o

Excellent Very Good Good Satisfactory Needs Improvement Unsatisfactory N/A

Research:

Excellent Very Good Good Satisfactory Needs Improvement Unsatisfactory N/A
Teaching: Excellent Very Good Good Satisfactory Needs Improvement Unsatisfactory N/A
| Is student meeting milestones: a) Yes, on time I |Research Ethics Approval: Not Applicable |
| have met with my supervisor to discuss and complete the checklist of expectations: No Yes
ASupmvisesSvaluasan.. . B, A W i A . fris =

Complete the Supervisor Evaluation section of the form.
a. Evaluate the student in the areas of Course Work, Research, Teaching, how the student is
meeting milestones, Research Ethics Approval and whether a meeting has been held with
the student to discuss and complete the checklist of expectations.

5|Page
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Supervisor Evaluation

Course Work: () pxcellent  (OVery Good (O Good (O Satisfactory () Needs Improvement ) Unsatisfactory O NI
Research: OExcellent OVery Good O Good O Satisfactory O Meeds Improvement ) Unsatisfactory O NiA
Teaching: OExcellent OweryGood O Good O Sati sfactsi/ O Needs Impruv%t O Unsatisfactory OMNIA
Is student meeting milestones: , Research Ethics Approval:
a) Yes, on time Approved
I have met with my student to disc{b) Slightly off-track ectations: Cives () Nol
) Delayed with plan in place B To be Obiained
Comment on Student Funding, (|d) Not meeting reqd fimelines . If delayed or unsatisfactory, defail your action plan.
I have read this report and | have read this report and | have Reason:
accept the content. significant concerns about the

content. | would like to request a
meeting with the Faculty of
Graduate Studies to discuss it.

SusMIT RETURN TO STUDENT FOR REVISION

b. Inthe comment box, add any comments relating to Funding, Committee Meetings and
Successes. If the student’s progress is “Delayed” or “Not meeting required timelines”,

include an action plan in the comment box.

3. The report may be returned to the student for revision if necessary. Make sure to use the Reason

field to provide a reason for returning the report for revision. Click the
return the report back to the student.

Return to Student button to

4. Click the Save button to save the report. You will receive confirmation the report has been saved. You

can then return to the report and complete later or make updates.

5. Click the Submit button to submit the report. You will receive a message to confirm if you wish to
submit the report. The report will be forwarded to the co-supervisor (if applicable) then to the

Graduate Program Director for their evaluation.
Viewing Previously Assigned Reports:

Supervisors and Co-Supervisors can use the search options to view reports previously assigned; for

instance, to confirm if the student has acknowledged the report.

1. Navigate to Faculty Centre > Graduate Student Annual Progress Repor

Faculty Center Search Awards Graduate Student Annual Progress Report

_ Graduate Student Angual Progress Report b Al
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From Graduate Student Annual Progress Report in the Search for more reports section, select the
applicable role. Additionally you can search for the student by Student ID number and/or Student Name

if you wish to view the report

Eaculty Cenbar Seach Avwands

for a specific student.

| Graduate Student Annual Progress Report |

Graduate Student Annual Progress Repod

Reports assigned to you

Graduate Student Annual Progress Reports assigned fo you

Chh (o scoeks mepod

Search for more reparts
Rale

Ll Supervisor
) Program Director

Student EmpliD:
To Term: Q,

Acad Prog: 3

Acad Plan: a

Student Mame:

Ta Term Siatus

Winler Supenvizor
Winler Supenvtzor
Winler Supenvtaor
Winler Supenvitzor

rﬂ"‘—chum a role to view your previous reports.

L} Co-supervisor
) Associate Doan

r-""

«

Status: |
Satistactory: |

Search

Eleo totop

©

2. If desired, you may also filter your search for a specific Term (e.g. 2201 — Winter 2020) by clicking on the

Look up tool.

Search for more reports
Role

Look Up To Term x
Help

May 2020

® Supervisor @ Co-supervisor . Cancel
© program Director O Associaleae..
» Search Results
SLEEERIE g View 100 First (4 tneitn (1) Last
To Term: To Term Description
Acad Prog: Q 2201 2201 - Winter 2020
. l:lQ 2191 2191 - Winter 2019
Acad Blan: 2181 2181 - Winter 2018
Student Name: ‘ 2171 2471 - Winter 2017
Status: ‘ 2161 2161 —W!nter2016
2151 2151 - Winter 2015
i y: ‘ 2141 2141 - Winter 2014
2131 2131 - Winter 2013
EGDtO - 2121 2121 —W.inter2012
2111 2111 - Winter 2011
2101 2101 - Winter 2010
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3. Orselect an Academic Program, if desired (e.g. GSDOCMTH):

Search for more reports

Role

Look Up Acad Prog

® sypervisor

) co-supervisor

Student EmpliD: I:I

‘.0

@ Program Director @ Associate Deﬂa;!earch by: | Academic Program v |begins with

Look Up Cancel Advanced Lookup

To Term: Q
Search Results

GRETATE % View 100 First (4) 1-20f2 (k) Last
Acad Plan: @, Academic Program Description
Student Name: | GSDOC Graduate Studies Doctoral

. | GSMTH Graduate Studies Master's Thes
Status:
Satisfactory: |

Help

4, Or select an Academic Plan, if desired (e.g. EVDS-AOS). You may enter the first letters of the Academic

Plan and click Look up:

Search for more reports

Choose a role to view your previous reports.

i“Role

® supervisor

) Co-supervisor
) program Director ) Associate Dean

‘ Look Up Acad Plan

Student EmpliD: l:l

To Term: Ezm i@\
Acad Prog: GSDOC|Q,
Acad Plan:

Student Name:

E_o_ukl.]p_i _Ce{ncel_| Advanced Lookup

Search Results

Academic Plan Description

Status: |

Search by: Academic Plan begins with

Short Description

View 100 First (40 1of1 (k) Last

i) [EVDS-A0S™ Environmental Design EVDS-AOS

Satisfactory: |

5. Or select Status, if desired (e.g. Completed):

Student EmplID:

Student Name:

To Term: 2201 |Q,
Acad Prog: GSDOC|Q,
Acad Plan: EVDS-AOS

Student

Waived

Graduate Program Director
Invalid Co-supervisor
Invalid Supervisor
Re-assign

Re-assign Assc Dean

Student Acknowledge
Supervisor

- s
Satisfactory: Associate Dean
Co-gupervisor
Completed
Elcototop Expired

8|Page
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6.  Or select Satisfactory or Unsatisfactory, if desired (e.g. Unsatisfactory). When completed with your
desired search criteria, press Search:
Student EmpliD;
To Term: 2201 |
Acad Prog: GSDOC|Q
Acad Plan: EVDS-A0S  |Q
Student Name:
Status: Completed b Search
atisfactory: %
Satisfactory, no action req'd
[=lGo to top Unsatisfactory
7.  Based on the search criteria entered the student(s) will display. Click on the name of the student whose
report you would like to review (for FOIP reasons some information has been removed).
Search for more repons
Rale
& Supsrvisor Coo-supeivisar
Program Direcitor Associaie Dean
Student EmpliD:
To Term: 2201 |G
Acad F‘rm]: .'k
Acad Plan: 4
Student Mamea:
Status: = Seaich
Salislacions: -
Reports previously assigned to you as supervisor
Clichk 1o acouss ropodt lzg Ta Term Acad Pyog  Acad Pan Status Satisfacion
Winter 2020 !
Printing the Annual Progress Report:
1. If desired you can print the Annual Progress report, click the Print button in the upper right corner of

the report.

Report Data

Status History

Graduate Student Annual Progress Report

Name:

SeqNum:
Contact
Address:

May 2020

p— A b

FOIP Statement

Empl 1D: W43 Institution: UCALG Status: Completed
3 From Term: Spring 2019 To Term:  Winter 2020 Career: Graduate m
Citizenship Status: Study Permit
Phone: Status Date: 2013/02/11
Visa/Pmt#:
y Email: Expire Dt: 2020/06/16
vy Y TPV e
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2. The printable version (.pdf) will open in a new tab of your browser. Click the printer icon to print the

file.

3. The Report Data will display in .pdf format (not entirely displayed).

UNIVERSITY OF CALGARY
FACULTY OF GRADUATE STUDIES

Graduate Student Annual Progress Report
Printed on: May 04, 2020

Mame: Emplid: 13
From - To Term: Spring 2019 - Winter 2020

Address: Phone:
Email:

Citizenship Status: Study Permit
Status Date: __._ __ ..
Visa/Pmti#:

Expiration Date:

Degree Program: PHD-DEG Doctor of Philosophy
Academic Program: GSDOC Graduate Studies Doctoral
Area of Study: EVDS-ADS Environmental Design
Anniversary Month: September

Academic Load: Full-Time

Year in Program: 3

Supervisor / Interim Advisor:

Co-supervisor

Student Courses

Institution | Term Acad Prog | Subject | Catalog Section Grade
UCALG Fall 2017 GSDOC EVDS 601 01 A-
UCALG Fall 2017 GSDOoC EVDS 753 01 A-
UCALG Winter 2018 | GSDOC EVDS 783 BO8 B+
UCALG Winter 2018 | GSDOC SEDV 621 01 A-
UCALG Winter 2018 | GSDOC SEDV 623 01 A-
UCALG Spring 2018 | GSDOC SEDV 605 01 B+
UCALG Fall 2018 GSDOC SEDV 601 01 A
UCALG Fall 2018 GSDOC SEDV 613 01 A
UCALG Winter 2019 | GSDOC SEDV 607 01 B
UCALG Winter 2018 | GSDOC SEDV 611 01 B+
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View Status Report History:
The Status History is used to track the report history. Open the report for which you would like to view
the Status History, using the steps for Accessing the Annual Progress Report.

1. Scroll to the bottom of the Annual Progress Report and click View Status History.
| have read this report and | have read this report and | have Reason:
accept the content. significant concerns about the
content, | would like to request a F i |

meeting with the Faculty of
Graduate Studies to discuss it.

. |
SUBMIT RETURN TO SUPERVISCOR FOR REVISION
SAVE RETURN TO SEARCH I VIEW STATUS HISTORY _ |
E‘Gotﬂ top
2. The Status History shows the progression of the student’'s Annual Progress Report through the various

stages. The APR is completed in sequential steps starting with the student. Under the “Assigned to”
heading, it will show the name of the individual responsible for completing that step. The “Assigned
on” heading shows when the Annual Progress Report moved to that new status, which is also when the
previous step was completed. The APR action heading lists the action that the individual took to move
the report to the next status (Submit, Return to Student, reassign, etc). The "Reason” heading shows
the reason why an action was performed, for example why a report was returned to an individual.

Graduate Student Annual Progress Report Status History

Name: Empl ID: 43 Institution: UCALG Status: Graduate Program Director
SeqNum: 3 From Term: Spring 2019 To Term:  Winter 2020 Career: Graduate
Personalize | Find | (2 | E First (4 1-50f5 (» Last
Status Assigned to Assigned on APR action Reason
1|Student o 2020/04/29 3:10FM Submit
2 |Supervisor 2020/04/29 3:17PM Submit
Graduale Program 2020104729 3:19PM
Director

Return to report
End of Procedure

11| Page
May 2020



