
STEP 1

Login in MyPack portal using your credentials. Click on Campus Finances tile. 
Campus Finance tile is located under the Student Information System menu 

Fellowship Nomination Process in MyPack
 Portal

This document provides step by step instructions on how to nominate a student for a 
fellowship and other features in the new Fellowship System in MyPack portal. All DGP's, 
GSC's and Assoc. Dean's and other designated personnel have access to submit Fellowship 
nominations. Please contact gradschool-fellowships@ncsu.edu if you or your staff member 
needs access needs to the system.

https://shibpre.acs.ncsu.edu/psc/CS92PRE/EMPLOYEE/NCSIS/c/NUI_FRAMEWORK.PT_LANDINGPAGE.GBL?


STEP 2

Click on Fellowships / Grad Support

STEP 3

Click on Fellowship Forms

https://shibpre.acs.ncsu.edu/psc/CS92PRE/EMPLOYEE/NCSIS/c/NUI_FRAMEWORK.PT_AGSTARTPAGE_NUI.GBL?CONTEXTIDPARAMS=TEMPLATE_ID%3aPTPPNAVCOL&scname=NCS_CAMPUS_FINANCES&PanelCollapsible=Y&PTPPB_GROUPLET_ID=NCS_SF_CAMPUS_FINANCES&CRefName=NCS_SFNC_CAMPUS_FINANCES


STEP 4

Click the arrow beside "Fellowship Nominations" to expand the section 



STEP 5

The Fellowship Forms landing page provides general instructions on how to 
submit a  nomination. Under "Add a Nomination" section, click on "Currently 
Accepting  Nominations for" arrow to see the full list of Fellowships open for 
receiving  nominations. 



STEP 6

Click on "Nominate a Student" link to access the form to enter nomination
 for any of the Fellowships listed under "Currently Accepting Nominations for"
 section



STEP 7

Enter the 9 digit ID for the Student/Applicant you want to nominate.

Click on the magnifying glass to 
search for a student by name. See below 
screenshot of the search feature.



STEP 8

The system will display the Student's Name, Unity ID and Program based on
 the entered ID. 



STEP 9

Once you've entered the student's ID number, click on the "Nominate For"
 dropdown box and select the Fellowship name you want to process the
 nomination. Click on the "Nominate" button to the right of the dropdown box.



STEP 10

The top section of each Fellowship provides instructions and nomination 
 criteria for the selected Fellowship.   The Fellowship form will auto-
populate  the Student Name, Email address, and  academic information 
based on the  Student ID. 



STEP 11

Complete all information requested for the Fellowship. 

Please note all fields are required on the form. Please mark "N/A" for information not 
applicable instead of leaving the field blank. The form cannot be submitted if a field 
is left blank



STEP 12

The nomination form can be saved as draft and retrieved later for submission. 

HOW TO ATTACH A DOCUMENT: 

Some fellowship nominations require attachments such as CV. To add an attachment, you will need to 
complete all other information on the form and "Save As a Draft" before uploading the requested 
documentation. 

Once you save the form as a draft, the "Attach a Document" button will be activated for you to upload the 
requested document. 



STEP 13

The "Search" section in Fellowship Forms can be used to retrieve 
Fellowships  based on fellowship name, Student ID, Form Status, College, 
Program or Unity  ID.  

Selecting the Fellowship name will display all students/applicants for whom a nomination form 
was initiated and their respective status. Click "View" to access the nomination form.

Form Status Options: The following are descriptions for the form status:

• Additional Information Request: Reviewer has requested additional
information regarding the nomination.

• Approved: Nomination is approved
• Awarded: Nomination has been fully approved and awarded in the

Fellowships system. Student will received fellowship payments based
on fellowship terms.

• Denied: Nomination is denied by the reviewer
• Draft Cancelled: Initiator cancelled the nomination prior to submission.

Please note that cancelled submissions can be restored, if needed. See
instructions below.

• Draft, not Submitted: Nomination was saved as draft and not yet
submitted

• Submitted for Review: Nomination has been submitted for review
• Withdrawn: Nomination was submitted but later withdrawn for

consideration.



STEP 14

The draft nomination form can be deleted, as needed.  

A new feature in the system is that a previously deleted form can be restored if it is decided 
that a form needs to be reinstated.



STEP 15

Use the search function to retrieve a previously canceled draft.

Selecting "Draft Cancelled" from the Form Status dropdown box will display your deleted 
nominations that are available for restoration, if needed.



STEP 16

Click on View



STEP 17

Clicking on "Restore Draft" on top right hand corner will display the
 nomination form with all previously completed sections. 



STEP 18

Click on "Submit Nomination" after completing all requested information.
  You will receive an automated email once you submit the nomination form.
 The status of the nomination will change to "Review".  



STEP 19

Upon successful submission, you will see the [Student Name] nomination for 
 [Fellowship Name] at the bottom of the screen. 

The nomination is routed to the Graduate School for review. You will receive an email notification 
when the nomination status changes. See above for different form status definitions. 

Please contact gradschool-fellowships@ncsu.edu or Savita Sharma (ssharm43@ncsu.edu) for 
any questions. 




