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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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)

Graduate Fellowship Payments

Your approval has been requested for a new graduate fellowship payment for the 2024-
2025 academic year. The request was submitted by Kara Peters for student (ID
) in the Biochemistry program.

Click on this link to view the form in the MyPack Portal, or search using the 'Fellowship
Forms' page as described below.

You can search for fellowship payment forms on the Fellowship Forms page in the MyPack
Portal. Click on the link or navigate to (Student Information System homepage > Campus
Finances tile > Fellowships/Grad Support folder > Fellowship Forms) and expand the
'Department Fellowships' section.

NC State University
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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

Campus Finances

& welcome

Welcome to the Campus Finances Page!
IN. Student Accounts and Billing

Please contact Enrollment Services if you need access to additional SIS Financial |

[ Fellowships / Grad Support

.1. Professional Experience Pgm

i Work-Study

=: Service Indicators
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Step 4

Click on Fellowship Forms

Campus Finances

@ Welcome

m, Student Accounts and Billing

v

@ Fellowships / Grad Support

Fellowship Forms

Fellowships

Fellowship Dept Summary

Fellowship Queries

Graduate Support Roster

Graduate Support

GSSP Custom Queries

Welcome to the Campus Finances Page!

Please contact Enroliment Services if you need access to additional SIS
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Step 5

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

Campus Finances

© Welcome Fellowship Forms ===
Fellowship Nominations
IN Student Accounts and Billing v
O)epanmenl Fellowships

% Fellowships / Grad Support ~

Fellowship Forms

Fellowships

Fellowship Dept Summary

Fellowship Queries

Graduate Support Roster

Graduate Support

GSSP Custom Queries
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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.

Fellowship Forms Other Graduate School Forms

Fellowship Nominations

Department Fellowships

The Department Fellowships form should be used by departments to initiate a new fellowship award to graduate students from their
intemal funds or to modify or terminate an existing fellowship award. This system replaces the "Graduate Fellowship Payment” PDF
form. Please reference the Graduate School Fellowships page for detailed instructions about the Department Fellowship form

* Start 3 New Award: Click 'Start Form’ to enter a new fellowship award
* Modify/Terminate an active fellowship: Click “Start Form™ to modify an existing fellowship. Upon entering the Student ID, all
active fellowships for the student will be displayed. Select the fellowship that you want to modify or terminate.

Use the fields in the 'Search’ box to search for Payment forms that have been submitted online since 2025. Depending on your
system security roles, an initial search may have been configured for you.

Enter your selections and dlick Search. Leave fields blank for a list of all forms Start Form
Academic Year 20242025V
Fellowship Code = Q

Fellowship Name contains

Student ID = Q
Form Status (Nee=Sanature >)
Include Withdrawn/Deleted: [
Form Action = v] Clear Search
College = Q Search
Program = Q

Approver Unity = Q
Contact Unity = Q

Step 7

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

Search Results - Payment Forms Find | View Al | (2] | E‘ First 4 10of1 (» Last

Status Program Contact/Appr Form | [TH

Acad
Year

Graduaie Mert Award (GMA) MNew 2024 MNeed Sign

View Fellowship Action Student Name Student ID Form Status
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Step 8

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

Submitter.

Step 9

2024-2025 Graduate Fellowship Payment Information
RETURN

Submit this form to initiate & new fellowship award or modify or terminate an existing awerd. Fieids
with an asterisk * are required fiekds. If this is a new award to the student for the academic
year. an award letter signed by the DGP/Dept. Head should be stfached (o the form before
Submitting for approval. The form wil be routed to sppropriste program director for spproval upon
submission. Once approved, the form will be sent to the Graduste School for final vertfication.

Stipend amounts greater than or equal to $5,625 per semester for master’s students and
$7,500 per semester for doctoral students are considered Primary Fellowships. The

will receive GSSP tuition and health insurance benefits if the student meets all other GSSP
requirements. The Fellowship Project ID will be charged the cost of the tuition and health
insurance. If the Project cannot incur the GSSP tuition and health insurance cost, please
add a comment in the form

Please contact the Graduate School grad-fellowships@ncsu.edu with any questions about
a primary award classification.

The form must be received by the Graduate School no Ister than the 15th of the month in which
disbursements are to begin.

Questions about how to use this form? Glick here to review the Graduate Feliowshios page.

Form - Student and Fellowship

For Academic Year 2024-2025 Form Nbr  FD00000015
Form Status Needs Signature Submitted 04/24/2

Status Note RESPONSE:
Stipend amount has been changed per instructions.
REVIEWER NOTE:
Plaace change stipend amounts. Thank you.
Student D

Current Email nobody@ncsu edu

Fellowship  Graduate Merit Award

Code GMA Fshp#
Form Action New Fellowship Payment

Student Academic Program

College Engineering
Program ME Mechanical Engineering
Status Active in Program

2024-2025 Graduate Merit Award (GMA) - ADD

*Project/Grant 361002 Dept D (OUC) 140101
COE Enhancement Fee

*Award Amount 1.000.00

*Paid in Terms - Fall Spring Summer 1 Summer 2:

*Payment Schedule Fellowship Monthly

5 4:1251PM  History

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

Award Letter

(

View Award Letter
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Step 10

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

Form - Student and Fellowship

For Academic Year 2024-2025 Form Nbr FDO0000015

Form Status MNeeds Signature Submitted 04/24/2025 4:12:51PM  |Hist

Status Note RESPONSE:
Stipend amount has been changed per instructions.
REVIEWER NOTE:
Please change stipend amounts. Thank you.
Student Bhatta Ni ID 200253356

E

Current Email nobody@ncsu.edu
Fellowship  Graduate Merit Award (GMA) Code GMA Fshp #
Form Action New Fellowship Payment

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.

Status History

Fellowship Graduate Merit Award (GMA) Academic Year 2024-2025
IC
Stawus cnanges
DateTime Saved Status By Notes
04/02/2025 1:26:40PM Draft, not submitted
04/03/2025 1:33:44PM Needs Signature
Please change stipend amounts. Thank
you.

Admnistrator selected alternate
approver

04/0272025 2:01:57PM Approval Denied

04/24/2025 10:42:.09AM Approval Denied

Stipend amount has been changed per

04/24/2025 4:12:51PM Needs Signature instructions.

Return
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Step 12

The Approver can see the payment schedule for the fellowship award but will not be able

to make changes.

Payment Dates

Award

1,000.00

Fall/'Spring

1,000.00

Summer 0.00

Term

Spring 25
Spring 25
Spring '25
Spring 25

Spring '25

Calc Disb Amt

200.00

200.00

200.00
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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.

Contact
ContacT

Email nobody@ncsu.edu

Submitted By
Approval

Approver h
Email
Please review this form and the attached award letter, if one is included.

Chick "Approve’ to submit this form to the Graduate School for venfication and action.

Click 'Retumn to Requestor' if the form needs to be modified or cancelled. You will be asked to
enter comments about the reason for the return.

Rt o R

Return
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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.

Submit to Graduate School? (26015,265)

Select OK to submit this form to the Graduate School.

OK Cancel
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