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1. Objectives 

The objective of this document is to explain the roles of Academic Administrator and 

various administrative and collaborative activities, he/she needs to perform during 

the entire cycle of PhD Thesis Submission till its final approval. The Academic 

Administrator plays a pivotal role as he/she creates and administers all categories of 

users (Student, Guide, Examiner, Dean), interacts with Examiners and Guides at 

various stages. 

2. Assumptions/Pre-conditions and General Guidelines 

 Colloquium is completedand students are eligible to upload thesis into 

ScholarOne   

3. Creation of User Account for Student 

Logintothe ScholarOne, click the Add User Account linkunderAdmin Tools\User 

Administration menu optionsas shown in Figure 1. 
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Figure 1: Admin Tools Menu 

 

Admin creates an account for the student inScholarOne and shares the credentials 

with the student using Send Account Infooption. After the credentials are shared 

the student should login and upload their synopsis and thesis. 

Mandatory Fields:  <Valid Email ID> 

<FirstName> 

<Last Name> 

<UserID> 

Note: (Mail template location:\\System E-Mails\Account Related E-Mails\User 

Account Creation Notification\Your account has been created) 
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4. Completion of Admin Check List 

Once a student submits the thesis in ScholarOne, email notification is sent to the 

Academic Admin informing about the thesis submission and requesting to complete 

the checklist to proceed with further thesis processing. 

 

1. Academic Admin can logintotheScholarOne - thesis processing tool and access 

pending tasks under 1. Admin Tasks\1 Awaiting Admin Checklist. 

Note: - The highlighted number, indicates numberof thesis pending. 

 
Figure 2: Admin Dashboard 

2. Click the Awaiting Admin Checklist link as shown in Figure 2. The View 

Manuscripts screen appears as shown in Figure 3. 

 
Figure 3: View Manuscripts Screen 
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3. Select theAdmin Checklist from the Take Actiondropdown list as shown in 

Figure 3. 

 
Figure 4: Manuscript Details Screen 

4. Select theYes/Nooption from dropdown under Admin Checklist group and click 

the Approve button as shown in Figure 4. 

 
Figure 5: Manuscript Details Screen 

5. Select the appropriate Dean for submission from the Pick from a list drop down 

list and click the Assignlink as shown in Figure 5. 

Note: - In the same screen, assign aGuidein similar wayafter assigning Dean. 

After assigning the Dean and Guide, all assigned values will be displayed at the top 

right corner of the screen as shown in Figure 6. 
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Figure 6: Manuscript Details Screen 

Once the Dean, Guide and Admin are assigned, the thesis is now ready for next stage 

that is Guide Proposal of Examiners. 

5. Setting up Examiner Invitation 

Academic Admin uses the prioritized examiner list provided by Dean to invite 

examiners for review, the order of invitation will be fixed by Dean.  

The following points need to be considered while setting-up the tool: 

1. No. of reviews required to make decision on a thesis is 3.  

2. Out of 3 reviews, 1 should be from the Guide himself and 2 external 

examiners(No Indian or Foreigner condition now). 

Note: - The Guide should also to be configured as an examiner. 

3. Generally, the list provided by Dean will contain minimum of 10 examiners with 

priorities set from 1 to 10. 

Note: - Examiner with Priority-1 and Priority-2 to be configured as main reviewers 

(apart from the guide). Remaining 8 examiners should be configured as Alternates.If 

anyone rejects the invitation, automatically the next alternate examiner will be 

promoted in the invitation list.  
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6. Inviting Examiners for Review 

The process of configuring examiner invitation is shown below with screenshots. 

 

6.1 Inviting Examiners for Review using “Quick Search” 
option 

1. Enter part of examiner name in search text field using “Quick Search” keywords 

and click the Search button as shown in Figure 7. 

 
Figure 7: Quick Search Screen 

Note: - Academic Admin can add Examiners if unavailable in the database using 

Create Examiner option. 

6.1.1 Default priority of added examiners 

1. Examiners matching the search criteria will be listed as shown in Figure 8. 

 
Figure 8: Examiner List Screen 

2. The default order assigned by the tool is highlighted as shown in Figure 8. 



IISc Automated PhD Thesis Processing| Academic Administrator User GuidePage 10 of 15 
___________________________________________________________________________ 

Date: 24-August-2017Document Version: 1.2  
DIGITS, IISc  

  

 

6.1.2 Assigning Alternate Examiners 

 
Figure 9: Examiner List Screen 

1. To assign Alternate Examiner, change the order of priority of alternate examiners 

and click the Save button as shown in Figure 9. 

2. The screen refreshes and separatelydisplays Main Examiners and Alternate 

Examiners in two different segments as shown in Figure 10. 

 
Figure 10: Examiner List Screen 
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6.1.3 Inviting Examiner & Attaching Synopsis into the Invitation 

1. Click the Invite link of the corresponding examiner, the Invitation page appears 

as shown in Figure 11. 

 
Figure 11: Examiner List Screen 

6.1.4 SynopsisAttachment 

All files pertaining to this submission will be displayed in the left bottom of the 

invitation mail screen.  

1. To attach files (Synopsis), the Admin has to select only Synopsis from the 

dropdown and ensure that it is attached as shown in Figure 12. 
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Figure 12: E-Mail Screen 

2. Click the Save and Send button as shown in Figure 13. 

 
Figure 13: E-Mail Screen 

Note: - Currently this done manually, so attaching the correct file is user dependent. 

System cannot identify whether the attachment is synopsis, thesis or multimedia file. 
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6.1.5 Automatic Update of Examiner’s Response 

A sample invitation letter is shown in Figure 14. 

 

 

 
Figure 14: Sample Invitation Letter 
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The Invitation mail will contain links (Agreed, Decline and Unavailable) for examiners 

to mention their availability for review. Clicking on any link will automatically update 

the response in the ScholarOne tool. 

6.1.6 Automatic Update: Agreed 

IfExaminer clicks the Agreedlink, then the examiner’s response Agree gets 

automatically updated in Academic Admin Dashboard. 

6.1.7 Automatic promotion of Alternate Examiner: Declined 

 
Figure 15: Examiner List Screen 
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Figure 16: Examiner List Screen 

The examiner3, who was the first of 4 Alternate examiners gets automatically 

promoted to the invitation list of the examiners declining to review. 

6.1.8 Manual update of Examiner’s Response 

<To be updated later> 

Note: - Academic Admin can manuallyupdateexaminer’sresponse. 

 


