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Advancement to Candidacy - Committee

Students can submit this form to create or change their committee for a Qualifying Exam or Advancement to
Candidacy.

The following shows the steps to create a Qualifying Exam committee, but most steps also apply to
Advancement to Candidacy. You’ll choose ‘Advancement to Candidacy’ from the pull-down menu.

NaVigate to Cal Central > Student o Higher Degree Committees % eForm ID: 55248
Resources > Committees

HIGHER DEGREE COMMITTEES FORM

Welcome to Higher Degree Committees Form

*Higher Degree [~]
Committees Form

*Committee Type Q.

Select the form to fill out. o Higher Degree Committees 1%  eForm ID: 55248

In this example, we will create a
Qualifying Examination (QE)

committee.
HIGHER DEGREE COMMITTEES FORM

Welcome to Higher Degree Committees Form

*Higher Degree
‘Committees Form | Advancement to Candidacy
N - Change of Higher Ed Commitiee
Committee TYPE | o\aifying Examination

Then click the lookup icon Qtoselect | .
a choice HIGHER DEGREE COMMITTEES FORM Look Up Committee Type

) Welcome to Higher Degree Com e
In this example, we’ll select Doctoral. Description: [ begins with v |

Look Up Clear Cancel Basic Lookup
*Higher Degree Qualifying Examination
Committees Form Search Results
fienwy i 1 . 3
*Committee Type E View 100 First 1of1 Last
Value Description

Docioral Doctoral
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Once the type of form is selected, the
system will run an eligibility check.

If the student is eligible, an introduction
will display, as well as a Next button.

If the student is ineligible, a message will
display explaining why the student is not
eligible.

Click the Next button to proceed.

The form will load.

In the Student Information section,
enter the Proposed Exam Date.

Fill in a date or click the calendar icon
to pick a date.

Committees

HIGHER DEGREE COMMITTEES FORM

Welcome to Higher Degree Committees Form

*Higher Degree Qualifying Examination ﬂ
Committees Form

*Committee Type Doctoral Q

QE APPLICATION INSTRUCTION

Welcome to Application for the Qualifying Examination

Doctoral students who are preparing to take the Qualifying Examination (QE) must submit this application at least three weeks prior to the proposed

date for the examination. Students must be registered for the semester in which the examination is held. If the student has been formally admitted to
one of the approved Designated Emphasis (DE) programs on campus, the Head Graduate Advisor of the DE must also approve this application. The
completed application will be submitied to your deparimental administrator for review and approval.

Note: Fulfillment of other departmental requirements may be required prior to completing this form. Please direct questions and/or consult with your
deparimental administrator first for further assistance.

Higher Degree Committees Requirements

STUDENT INFORMATION

Student must be enrolled on the date of examination.

Empl ID: Name:

Email: @berkeley.edu

*Proposed Exam Date: [T2/31/17 x| [5

Form: Qualifying Examination Committee Type: Doctoral

Academic Org: ENGLISH Academic Org English

Description:

ACADEMIC PROGRAMS AND PLANS

Major - Regular Acad/Prinl Graduate Academic Programs English PhD

3/28/17
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In the Subject Area section, fill in at SUBJECT AREA
H At least three subject areas must be listed, including the general field and the nondepartimental fields of knowledge in which the candidate will be
IeaSt 3 SUbJeCt areas. examined. Incomplete applications will be retumned to the department.

*Subject#1 Children’s literature

*Subject#2 Fairytales

*Subject #3 Childhood Learning

Subject #4
Subject #5
Next, select the four Committee COMMITTEE MEMBERS
Members (Note. Some departments In this section you will need to select your proposed committee members from the database.
. For each committee role:
may require 5.) i
» Use the magnifying glass to open the pop-up search box
* In the Descr field select from the drop down to use the ‘contains’ option
M k d h h d f " = Type in the name to find the correct person. If multiple listings of your committee member display please select the one that includes the
members department
a e Sure to rea t roug an 0 OW = Tocreate a new committee or add a member, use the scroll bar on the bottom of the grid and scroll to the right to access more fields. Click on
the instru ctlons the "+" icon to insert a row. Select a faculty member from the list, along with the commitiee role in which s/he will serve. Repeat the process

until all members are selected
Committee Requirements

* |f you have a Designated Emphasis, you need to click the check box in the row that member is listed

* Qualifying Examination must have a minimum of 4 committee members, Advancement to Candidacy must have a minimum of 3 committee
members (some depariments require more than these minimums)

= The chair (or at least 1 co-chair) must be from your department

= The ASR must be an academic senate member and NOT from your department

= The overall commitiee must have 50% or greater from your department

= Please contact your depariment for assistance with committee rules and formation.

Chair ] ®.
Additional | Q
ASR v €.
Additional [v] Q
< >

To add a committee member, we'll If you have a Designated Emphasis, you need to click the check box in the row that member is listed
Qualifying Examination must have a minimum of 4 committee members, Advancement to Candidacy must have a minimum of 3 cg
select a Role and |00kup members (some departments require more than these minimums)

The chair (or at least 1 co-chair) must be from your department

The ASR must be an academic senate member and NOT from your department

The overall committee must have 50% or greater from your depariment

Please contact your depariment for assistance with committee rules and formation.

Accept the default or select the

appropriate Role from the drop-down Look Up Member
list. e [Degnewih
; AL e

Description: x
Do not type in the Name, we must Additional Q

select from an already existing list. ASR . Clear | [ Cancel | Basic Lookup

Click the lookup icon “X to search for
the person.

In the Description field, change the
search to “ Contains”. We can then
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search by the first or last name or even
by the department name (e.g. English).

All current and former faculty, students
and committee members are available
to search, but should you need to have
anew person added (e.g. a professor
at UCSF who has never served on a
committee), contact the Graduate

Division to have them added.
After selecting a person, their Campus
Solutions ID# will appear, as well as AL B ek Q —bl PADSeE (o s
their name and job title. T @
ASR v &
Use the scroll bar below to see more e el =
columns on the right. < ' 2]
If the person is a Designated Emphasis
Representative, check the DE Rep box. FloissarAca EReEH U \, ol
. NE
The system will show a checkmark for Ll 2| €
anyone in the Academic Senate. u ¥ =
< >
The plus/minus buttons allow us to
add or delete someone from the
committee.
The ASR (Academic Student Rep)
must be from a_mother departmentand |5 oo ENGLISH ™ -
in the Academic Senate.
Professor-Acad Yr EMNGLISH [] o
So make sure to scroll over and verify
Professor-Acad Y PSYCH
the Senate box has a checkmark. & e N 1
Otherwise, we’ll receive an error at the Lecturer-AY-Continuing ENGLISH L]

end.
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If a member is added who is not in the ON ACADEMIC SENATE

Academic Senate (our fourth choice) Mon-Academic Senate if applicable
the next two sections will also need to If you have any non-academic senate members on your committee you must complete the following two sections
be filled out, and a CV will need to be File Attachments - Please upload CV and any relevant documents for Non Senate Committee Member.

uploaded below.

Committee Member Mon-Academic Senate ﬂ

This will require approval by Graduate
Division (in addition to your advisor).

Name [Cuna Leciurer Email Address [luna@berk

INON ACADEMIC SENATE ELIG

Please check all that apply.

B Hold a dearee equivalent fo that which is being examined/eamed.
[] Have published work listed on his or her CV within the last 3 years.
[ | Have special and necessary expertise that cannot be duplicated on campus.
[] (Mon-UBC Professors) agree to serve on the commitiee without compensation.
In the Exceptions section, select REQUEST AN EXCEPTION
either Yesor No. R B iRt sk i ot s e e oot yas s i urceed wih

your submission, in spite of these wamings, please make the following selection

My committee requires special exception from the Graduate Division.

If we select Yes, we’ll see some
warnings but can still proceed. Select ~

Int he File Attachments section, FILE ATTACHMENTS
upload any relevant documentation.
(e.g. a CV or an explanation of why an

exception is needed). Upload | View [v] Delete |
To add comments, click the grey arrow
' grey Rl COMMENTS

to expand the comments box. ,
| need an exception because.

Type in comments.

When finished, click the Submit
button.
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A confirmation page shows that the
form has been routed to our Graduate
Advisor for review and approval. If our
committee requires an exception from
Graduate Division, we'll see them
listed as well.

An advisor will receive an email with
subject line “Higher Degree
Committees eForm Needs Review:
Form ID #HHHHE.

Navigate to Cal Central > Advising
Resources > eForms Work Center

Click on Evaluate a Student eForm

Committees

o Higher Degree Committees {f} eFormID: 55248
Basic Stage
G3IFORM_ID=55248:Pending [#]5tart New Path
Basic Path
Pending Not Routed
. Multiple Approvers
@ Current Plan GSAQ lE‘ Current Plan Grad Div Roster + lE‘
Roster UC_CS_GD_GRAD_DI...
Save Routing Changes
TRANSACTION / SIGNATURE LOG
05/04/2017 " .
505 4320 Initiated e L Submit

ADVISOR APPROVAL

Dear Advisor,

A request to Advancement to Candidacy has been submitted by S
and is awaiting your action.

Please log in through CalCentral > Advising Resources = eForms Work Center
to review this form.

Advising Resources

Tools

® Class Search
® eForms Action Center

® [eForms Work Center]|

. |
#||Evaluate a Student eForm

5 Update a Student eForm

7! View a Student eForm

3/28/17 page 6 of 10
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Search by Form ID (in the subject line
of the email) or leave all the fields
blank to see all pending eforms that
need our approval.

From the search results, select the
form to review.

The introductory page displays.

Scroll down and click the Next button
at the bottom of the page to see the
details.

Committees

Evaluate a Student eForms eFo

Search by:

Form ID |Begins Wth W

Form Type |Begins Wth w

Form Condition |Begins Wth w
Form Status |Begins With
Original Operator |Begins Wth
Original Date |Equals v

Last Operator |Begins Wth v

Last Date |Equals ~

Personalize | Find | View All | L_"| E First ‘4 120f2 '*

Form Form Form . Original -

D Form Type Condition Status Empl ID Display Name Operator Original Date Last Operator Last Date
(55245 AAQEAPPLIC Default  Pending | 2017-05-04 2017-05-04
54672 CPPSTACK Default Pending 2017-04-11 2017-04-11

Higher Degree Committees Instruction e ———

HIGHER DEGREE COMMITTEES FORM

Welcome to Higher Degree Committees Form

Higher Degree Qualifying Examination
Committees Form

Committee Type Doctorsl

QE AFPLICATION INSTRUCTION

Welcome to Application for the Qualifying Examination

Doctoral students whe are preparing to take the Qualifying Examination (QE) must submit this application at least three weeks prior to the proposed
daie for the examination. Studenis must be registered for the semester in which the examination is held. If the student has been formally admitted to
one of the approved Designated Emphasis (DE) programs on campus, the Head Graduate Advisor of the DE must also approve this application. The
completed application will be submitted to your departmental administrator for review and approval.

Mote: Fulfilment of other departmental requiremants may be required prior to complefing this form. Please direct questions andfor consult with your
departmental adminisiretor first for further assistance.

FILE ATTACHMENTS

Upload ] view | [v] Dalete |

Add File Attachment
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The QE Committees form loads. Higher Degree Committees % =Form ID: 55248

The top portion contains the student’s
information.

STUDENT INFORMATION

Studenf must be enrolled on fhe date of examination.

Empil ID: Name:
Email: ni@berkeley.edu Proposed Exam Date: 12/31/2
Form: Quslifying Examination Committee Type: Doctoral
Academic Org: ENGLISH Academic Org English
Description:

ACADEMIC PROGRAMS AND PLANS

Major - Regular Acad/Prinl Graduste Academic Programs. English PhD

Review the Subject Areas. SUBJECT AREA

At least three subject areas must be listed. including the general field and the nondeparimental fields of knowledge in which the candidate will be
examined. Incomplete applications will be returmed fo the department.

Subject #1 Children's literature
Subject #2 Fairytales.
Subject #3 Childhood Leaming

Subject #4

Review the Committee Members. COMMITTEE MEMBERS

n this section you will need to select your proposed committee members from the datsbase
For each committee role:

= Use the magnifying glass to open the pop-up search box

n the Descr field select from the drop down to use the 'contsins’ option

Type in the name to find the comect person. If multiple listings of your committee member display please select the one that includes the
members department

To create a new committee or add 8 member, use the scroll bar on the bottom of the grid and seroll fo the right to access more fields. Click on
the "#" icon to insert a row. Select a faculty member from the list. along with the committee role in which s'he will serve. Repeat the process
until all members are selected.

Committes Requirements:

= If you have a Designated Emphasis, you need to click the check box in the row that member is listed
T = Qualifying Examination must have a minimum of 4 committee mambers, Advancement to Candidacy must have a minimum of 2 committea
Remem ber tO Scr0" tO the rlght tO members {some departments require more than these minimums)
. . . = The chair {or at least 1 co-chair) must be from your depariment
check If Someone |S the DeSIgnated - The ASR r‘r'us'. be an acadarr‘ic’senate member and NOT from your department
= The overall commitiee must have 50% or greater from your depariment

Emphasls mem ber and to Verlfy Whlch = Please contact your department for assistance with committee rules and formation.
members are in the Academic Senate.

Chair 300 e Coe—ca— Professor-Acad Yr ENGLIE
Additional 30 u Ci Professor-Acad Yr EMGLIE
ASR S O i— Professor-Acad Yr PSYGH
Additional 30| ol M Lecturer-AY-Continuing EMNGLIZ

< S
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Note: Advisors do not have the ability
to edit (add or remove) the committee
members.

If a non-Academic Senate member
was added, review the next two
section.

Review any Exceptions and File
Attachments.

When you are ready, click the Approve
or Deny button. In this example, we’ll
approve this committee.

Committees

Professor-Acad T EMNGLISH v
Professor-Acad T ENGLISH o
Professor-Acad T PSYGH of
Lecturer-AY-Continuing EMGLISH

<

NON ACADEMIC SEMATE
Mon-Academic Senate if applicable
If you have any non-academic senate members on your commitiee you must complete the following two sections

File Attschments - Please upload CV and any relevant documents for Mon Senate Committee Member.

Committee Member pon-Academic Senate

Name Luna Lecturer Email Address lunai@berkeley edu

NON ACADEMIC SENATE ELIG

Please check all that apply.

wdl Hold a degree equivalent to that which is being examined/eamed.
Have published work listed on his or her C within the last 3 years.
Hawve specisl and necessary experiise that cannot be duplicated on campus.

(Mon-UBC Professors) agree to serve on the commitiee without compensation.

ROUTING EXCEPTIONS

FILE ATTACHMENTS

Upload l \.J'I('\.N ﬂ Delete I
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The transaction log will show that the ° Higher Degree Committees 2 erorm 0. 55248
GSAQ has Approved the committee.

In our current example, this form will
also be sent to Graduate Division to Basic Stage
review and Approve. G3FORM_|D=55248:FPending

Easic Path

Approved Pending
J Multiple Approvers
Current Plan GEAD Current Plan Grad Div Roster £
Roster UC_CS_GD_GRAD_DI...
051217 - 4:37 FM

Save Routing Changes

TRANSACTION |/ SIGNATURE LOG

05042017 o
P — Initiated - - AN - Submit
05122017
- .
£:37-03EM 1 1.00 Approver 1 R | . Approve

Subject: Higher Degree Committees eForm Request Approved - Form ID 48066

When all approvals have gone through,
the student will receive an email Tor @yahoo com
notification.

Dear Sp==

Your request to has been approved. Please check your CalCentral personal
summary card to see the update.

Support
For questions related to policy and procedures, students should refer to their department or to Graduate Division.

http://grad.berkeley.edu/about-us/contact/
For technical questions or assistance, please contact SIS Support.:

e Call 510-664-9000 (press option 6 to reach SIS support)

e  Email: sishelp@berkeley.edu

e Submita ticket: https://berkeley.service-now.com/ess/create_incident
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