
Department Fellowship - Copy an Existing
 Award

This document provides step by step instructions on how to copy an existing fellowship 
award form to expedite set-up of a similar award for another student. Fellowships can be 
copied from one academic year to another academic year. This feature is only available to 
add a new department fellowship request; not for modifications or terminations.

Please contact grad-fellowships@ncsu.edu for any questions or need access to the system.
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Required Information/Documents needed before copying an existing Fellowship Award:

1. Student ID
2. Prior Fellowship Award Information -

mailto:grad-fellowships@ncsu.edu
https://app.tango.us/app/workflow/73c22801-b2ac-4fa1-bc03-6ea922bd43ed?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links
savan
Cross-Out



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
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Step 2

Click on Fellowships/ Grad Support link on the left hand menu
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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
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Step 4

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

The Submitter can use the Search section to find an existing fellowship award that they wish to 
copy.
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Step 6

In this example, the Submitter selected an existing fellowship in "Draft, Not Submitted" 
status, using the drop-down "Form Status" field. Submitters can search for existing 
forms in any status to copy.
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Step 8

Click "View" next to the fellowship in your search results that you wish to copy. In this 
example, the Submitter has selected the NIEHS Bioinformatics Training award.

Step 9

This will display the selected fellowship form with the student's name, email address, 
academic and award information.
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Step 10

Scroll down to the bottom of the form to the "Approval" section. Here, you will find the 
"Copy This Award" button among among the other options. Click the button to create a 
copy of the selected fellowship.

Step 11

A new window will appear with instructions on how to copy the existing fellowship 
award to a different student.
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Step 12

Enter the student ID# and the academic year for the fellowship award.

1. You can copy an existing fellowship award to create an award for a different student 
in the same academic year or a subsequent year. Click Continue.
2. You also have the option to click "Cancel Copy" to return to the existing fellowship 
form.
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Step 14

The system will copy the fellowship information from the existing fellowship award to 
the new student. The submitter should verify the Fellowship information. They can 
update the award payment information via the open fields and upload the award letter.  
From here, you can follow the steps to submit the fellowship award (See Submit a New 
Fellowship Award Instructions on the Graduate School's Fellowship Website).
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https://grad.ncsu.edu/wp-content/uploads/2025/05/Department-Fellowship-Submit-a-New-Award.pdf
https://grad.ncsu.edu/faculty-and-staff/student-funding/fellowships/



