
Department Fellowship: Review and
 Approve a Fellowship Award
This document provides step by step instructions to DGPs as well as other designated person-
nel on how to approve a new department fellowship request or change/terminate request in 
the new Fellowship System in MyPack portal.
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https://app.tango.us/app/workflow/5ad2a87f-fd18-4311-a4a8-e047ed808402?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links


Step 1

• The Fellowship system sends an automated email notification (example below) to the
DGP selected as the approver for Fellowship award. The submitter selects the DGP for the
academic program as the approver. For programs with multiple DGP's, only one DGP cane
be selected for approval. The approver can access the fellowship form via the embedded
link within the email message.
• Approvers can also search for the fellowship through MyPack Portal (Navigation: SIS>Cam-
pus Finances tile>Fellowships/Grad Support folder>Fellowship Forms)
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https://mail.google.com/mail/u/0/?tab=rm&ogbl#inbox


Step 2

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 3

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 4

Click on Fellowship Forms
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Step 5

Click the arrow beside "Department Fellowships" to expand the section
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Step 6

The Fellowship Forms landing page provides general instructions. Approvers can use the 
"Search" section to find any pending fellowships awaiting their approval. Select Form 
Status "Needs Signature" to identify all forms awaiting your approval.

Step 7

Click "View" next to the fellowship within the search results to launch the award form.
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Step 8

Approvers can see the Fellowship Form with all student and award details included by the 
Submitter.

Step 9

The Approver can click "View Award Letter" to review the downloaded copy of the signed 
award letter.
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Step 10

The Approver can click the "History" link for more information about the fellowship action.

Step 11

The history of the fellowship action will include any notes entered by the Submitter in addition 
to the approval workflow. Click "Return" to go back to the fellowship award form.

9 of 12



Step 12

The Approver can see the payment schedule for the fellowship award but will not be able 
to make changes.
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Step 13

The Approver can either approver the form or send the form back to the submitter:

• If the approver selects ‘Approve’, the form will be routed to the Grad School for verifica-
tion.
• If the approver selects ‘Return to Requestor’, the approver must include a comment in the 
textbox regarding any correction or denial of fellowship. The Approver's comments will then 
appear at the top of the form for the requestor to review. The system will also send an email 
notification to the requestor.
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Step 14

The approver will receive a pop-up message to confirm if they want to approve the 
fellowship request and advance the fellowship form to the Graduate School for final 
verification.
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