
Department Fellowship - Modifying an
 Existing Fellowship in MyPack Portal
This document provides step by step instructions on how to modify an existing department 
fellowship award in the Fellowship system in MyPack portal. GSC's and DGP's as well as other 
designated personnel have the access to make these changes. Please contact grad-fellow-
ships@ncsu.edu if you or another staff member has questions or need access to the system.
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https://app.tango.us/app/workflow/0374046f-af42-47a6-8709-803588bb6c0a?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links


Step 1

Log into MyPack portal using your credentials. Click on the 'Campus Finances' tile. The Campus 
Finances tile is located under the Student Information System menu.
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https://shibpre.acs.ncsu.edu/psc/CS92PRE/EMPLOYEE/NCSIS/c/NUI_FRAMEWORK.PT_LANDINGPAGE.GBL?&lp=NCSIS.EMPLOYEE.NCS_HOME_CAMPUS


Step 2

Click on Fellowships / Grad Support
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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 3

Click on Fellowship Forms

Step 4

Click the arrow beside "Department Fellowships" to expand the 
section
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Step 5

From the Fellowship Forms landing page provides general instructions on how to use the 
form. Click on the "Start Form" button under "Submit Payment Form" to access the form to 
enter your fellowship payment request.
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Step 6

Enter the 9 digit ID for the student that you want to modify the award. Click "Continue" to 
proceed to the fellowship award form. You can click on the magnifying glass next to the 
Student ID field to search a student by name.
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Step 7

Upon entering the Student ID, the "Graduate Fellowship Payment Information" section 
will display all current and past fellowship awards received by the student. 
Click "Select" next to the named fellowship that you wish to change to launch the award 
section of the fellowship form.
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Step 8

The top section of the fellowship form provides general instructions for submitting the 
award request.

• The fellowship form will auto-populate the Student Name, Email address, academic and
award information based on your selection.
• Submitters will see the current award information and are given the option to either
CHANGE or TERMINATE the award. Click on "Award Change" radio button.
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Step 9
• When the submitter selects the "Award Change" action, the Project ID, stipend, and
payment schedule fields for the existing fellowship award will be displayed. The existing
payment dates and amounts, with any disbursed amounts, will be shown.

• The submitter will not be able to change the payment schedule (monthly vs. term), nor will
they be able to deselect any term for which the fellowship stipend has been disbursed. 
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Step 10

• When the submitter selects to "Award Change" option, the system creates a customized
payment schedule under the ‘Payment Dates - CUSTOMIZED’ section of the form for review.
• Unlike a termination request, this customized payment schedule does not automatically set
the amounts for any upcoming payment dates to zero. The submitter can manually make
changes to the open fields - Payment Amounts for future dates, Project ID.
• The amounts and Project ID for past disbursement dates cannot be changed.
• The total stipend is set to the amount already disbursed.
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Step 11

• The submitter has the option to add additional payments or remove payments under the
"CUSTOM Amt" field for any dates that have yet been disbursed.
• A running total as well as the difference from the stipend amount entered is displayed at
the top.
• When submitters are changing an existing award through an award change, the amount
cannot be less than any already-disbursed amount.

11 of 16



Step 12

The submitter will receive a notification if they enter an award amount that is less than 
the award amount already disbursed. Click "Ok" go back and adjust the entered award 
amount.

Step 13

The form can be saved as a draft and retrieved later for submission, if needed. You can use 
the search page and look up Fellowships with Status "Draft, Not Submitted" to retrieve the 
drafts.
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Step 14

The submitter can enter additional notes about the award change under the "Notes" 
section. The notes will be visible to all approvers. Click the "Enter/Edit" button to enter any 
notes.

Step 15

A second page will open under "Comments" for the requestor to enter any notes on a 
fellowship action. Click "Ok" when done or "Cancel" to discontinue and return to the 
form.
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Step 16 

The Submitter can select the approver to whom the Fellowship form will route for approval 
under the "Approval" section. Clicks ‘Select Approver’ to display the list of DGP(s) 
associated with the Student's academic program.

Step 17

Click the checkbox next to the DGP name to route the form for approval and click "Submit 
or Approval" button. Note that only individuals with the DGP role have the required 
security access to approve the form.
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Step 18

The submitter will receive a notification to verify the new fellowship award amount as a 
result of the award change action. Click "Yes" to confirm the changes or "No" to cancel and 
return to the payment section.

Step 19

In this example, the submitter also receives a second notification to verify the changes 
made to the duration of the fellowship award period as a result of the award change action. 
Click "Yes" to confirm the changes or "No" to cancel and return to the payment section.
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Step 20

Once the changes to an existing fellowship award has been submitted for approval, a 
summary of requested changes is shown on the form above the fellowship information 
section.
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