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Doctoral Student Portal Guide 

From Portal Setup to Dissertation Submission 

 

EDITABLE WORKING DRAFT 
Built from the supplied doctoral portal screen recordings. Bracketed placeholders should be replaced when final 
dates, URLs, contacts, and approved process language are available. 
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How to Use This Guide 
The Doctoral Student Portal gives doctoral students one place to complete and track key academic milestones. 
This guide follows the progression shown in the portal and is designed to be used alongside the short screen-
recorded tutorials. 

• Use the Launch Pad to see milestones and their current status. 
• Open only the section that matches the task you are completing now. 
• Verify names, dates, program information, committee information, and coursework selections before 

submitting. 
• A submitted form may still require review or approval. Return to the Launch Pad and monitor the status. 

Doctoral Journey at a Glance 
1. Program & Chair 2. Committee 

3. Comprehensive Exam 4. Candidacy & Coursework 

5. Proposal Defense 6. Final Defense 

7. ETD Submission 8. Graduation Completion 

 

The Launch Pad brings the doctoral milestones together in one view. 
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1. Confirm Your Program and Chair Information 

 

Before You Begin 
• Your current degree/program information 
• Your concentration, if applicable 
• The appropriate Graduate Program Coordinator/chair information requested by the form 

Step-by-Step 
1. Open Program and Chair Confirmation from the portal. 

2. Review the degree information displayed. 

3. Select or confirm the major/concentration information requested. 

4. Select the appropriate program coordinator/chair. 

5. Answer additional program questions that apply to you. 

6. Review and submit. 

What Happens Next? 
Return to the Launch Pad and verify that your program information is correct. 

Student Check 
Return to the Launch Pad, verify the status shown, and note any follow-up action requested by your program or 
the Graduate School. 
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2. Identify Your Graduation Committee 

 

Before You Begin 
• Names of faculty who have agreed to serve 
• Committee roles, including chair/co-chair when applicable 
• Information required for any external/special member 

Step-by-Step 
1. Open Graduation Committee from the Launch Pad. 

2. Choose the option to add a committee member. 

3. Search for and select the faculty member. 

4. Identify the member's role when prompted. 

5. Submit the addition and repeat for each member. 

6. Review the committee table and verify membership, roles, and status. 

What Happens Next? 
Continue to monitor committee review/approval status. Resolve missing or incorrect members before later 
milestone forms. 

Student Check 
Return to the Launch Pad, verify the status shown, and note any follow-up action requested by your program or 
the Graduate School. 
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3. Record Final Comprehensive Examination Results 

 

Before You Begin 
• Comprehensive examination date 
• Final result/outcome 
• A correct committee roster 

Step-by-Step 
1. Open Final Comprehensive Exam Results. 

2. Verify the committee displayed. 

3. Enter the requested examination date and result. 

4. Review the information carefully. 

5. Submit and return to the Launch Pad. 

What Happens Next? 
Confirm that the comprehensive examination milestone reflects the submitted result. 

Student Check 
Return to the Launch Pad, verify the status shown, and note any follow-up action requested by your program or 
the Graduate School. 
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4. Complete Candidacy and Select Degree Coursework 

 

Before You Begin 
• A current view of completed/in-progress coursework 
• Knowledge of which courses satisfy degree requirements 
• Information about transfer work, substitutions, or approved exceptions 

Step-by-Step 
1. Review the coursework displayed in the candidacy/coursework area. 

2. Select the courses that will be used to satisfy degree requirements. 

3. Open the Graduate School Candidacy Form. 

4. Confirm degree/program information. 

5. Answer the candidacy questions, including transfer work, substitutions, or other applicable items. 

6. Enter requested term/date information and explanations. 

7. Review coursework selections and candidacy responses before submitting. 

What Happens Next? 
Consult your advisor/program coordinator if you are uncertain which coursework should be selected. Do not 
guess when transfer work, substitutions, or exceptions may be involved. 

Student Check 
Return to the Launch Pad, verify the status shown, and note any follow-up action requested by your program or 
the Graduate School. 
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5. Record Proposal Defense Information 

 

Before You Begin 
• Proposal defense date 
• Defense result/outcome 
• A correct committee roster 

Step-by-Step 
1. Open Proposal Defense from the Launch Pad. 

2. Verify the committee displayed. 

3. Enter the defense date and requested result. 

4. Review for accuracy. 

5. Submit and return to the Launch Pad. 

What Happens Next? 
Verify that the proposal defense milestone reflects the correct result before moving to later dissertation 
milestones. 

Student Check 
Return to the Launch Pad, verify the status shown, and note any follow-up action requested by your program or 
the Graduate School. 
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6. Record Final Defense Information 

 

Before You Begin 
• Final defense date 
• Final defense result/outcome 
• A correct committee roster 

Step-by-Step 
1. Open Final Defense when the portal makes the step available. 

2. Verify the committee and enter the requested final defense information. 

3. Review the date and result carefully. 

4. Submit and monitor the Launch Pad status. 

What Happens Next? 
The supplied recordings establish Final Defense as part of the portal lifecycle. This section is intentionally 
editable so the exact field-by-field screenshots/instructions can be updated if the production Final Defense form 
differs from the related defense workflow. 

Student Check 
Return to the Launch Pad, verify the status shown, and note any follow-up action requested by your program or 
the Graduate School. 
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7. Submit the Electronic Thesis/Dissertation (ETD) Form 

 

Before You Begin 
• Applicable final defense requirements completed 
• Dissertation title and requested manuscript information 
• Awareness of Graduate School manuscript formatting/submission requirements 

Step-by-Step 
1. Open Electronic Thesis/Dissertation (ETD) Submission. 

2. Verify the committee displayed. 

3. Enter the requested dissertation/ETD information. 

4. Use the linked Graduate School dissertation resources for formatting/submission guidance. 

5. Complete required acknowledgments or attestations. 

6. Submit and return to the Launch Pad. 

What Happens Next? 
The portal ETD form is one part of the dissertation completion process and does not replace other manuscript 
review, repository, graduation application, or Registrar requirements that may apply. 

Student Check 
Return to the Launch Pad, verify the status shown, and note any follow-up action requested by your program or 
the Graduate School. 
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Understanding the Launch Pad 

 

• Program information appears near the top. 
• Committee information is displayed in a table with roles/status. 
• Milestone sections provide access to forms as students progress. 
• Submitted, completed, reviewed, and approved may represent different stages. 
• Return to the Launch Pad throughout the doctoral program. 

Common Questions 
I do not see the form I need. 

Confirm that prior milestones are complete and the portal record is current. If the form should be available, 
contact [PORTAL SUPPORT CONTACT]. 

My program information is wrong. 

Do not knowingly confirm incorrect information. Contact [PROGRAM/GRADUATE SCHOOL CONTACT]. 

A committee member is missing or incorrect. 

Correct the committee record before submitting later milestone forms that rely on it. 

I am unsure which courses to select for candidacy. 

Consult your advisor/program coordinator before submitting. 

I submitted a form. Am I finished? 

Not necessarily. Return to the Launch Pad and monitor the status for review/approval or additional action. 

Where do I find deadlines? 
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See [DOCTORAL DEADLINES URL] and semester communications from the Graduate School. 

Final Completion Checklist 
• ☐ Program/chair information confirmed 
• ☐ Graduation committee recorded/approved as required 
• ☐ Comprehensive examination results recorded 
• ☐ Candidacy completed and degree coursework selected 
• ☐ Proposal defense recorded 
• ☐ Final defense recorded 
• ☐ ETD submission completed 
• ☐ Separate graduation, manuscript, Registrar, and program requirements completed 
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