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1. Objectives 

The objective of this document is to explain the roles of Dean and various activities, 

he/she needs to perform during the entire cycle of PhD Thesis Submission till its final 

approval. The Dean prioritizes the examiner list (offline-outside ScholarOne) and 

requests the Academic Administrator to proceed for further processing. Dean makes 

final decision on the approval or rejection of the thesis after receiving three reviews 

fromthe examiners. 

2. Assumptions/Pre-conditions and General Guidelines 

 3 Examiners have given their review recommendations for the thesis 
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3. Dean Receives e-mail notification to make decision 

Email notification is sent to the deanafter submission of reviews by 3 examiners. The 

sample mail is shown in Figure 1. 

 
Figure 1: Sample Mail to Dean 

3.1The Dean logs into ScholarOne and views the dashboard  

 
Figure 2: Dean’s Dashboard 

1. Clicks theAwaiting DE Decisionlink under Dean Tasks as shown in Figure 2. The 

View Manuscripts screen appears as shown in Figure 3. 
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3.2 Take action based on reviewers’ comments 

 
Figure 3: View Manuscripts Screen 

Select theTake Actioncheck boxas shown in Figure 3. The Manuscripts Details screen 

appears as shown in Figure 4. 

3.3 Analysing reviews 

 
Figure 4: Manuscript Details Screen 
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3.4 Committing Decision 

1. After analysing the reviews, select the appropriate Make a Decision radio button.  

2. Enter the comments in the Decision Comments(internal use only) text field.  

3. To commit the decision taken, clickthe Commit Decision button as shown in 

Figure 4.  

 
Figure 5: Sample Mail sent to Students 

4. Click the Send and Commit Decision button as shown in Figure 5. 

 

Figure 6: Pop-up Window 

5. To confirm the final decision, click the OK buttonas shown in Figure 6. 
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4 Accessing review comments prior to Dean’s Decision 

4.1 Accessing review comments prior to Dean’s Decision  

The review comments of the examiners can be accessed only after the dean’s 

decision. If the Dean or Admin needs to view the review recommendations prior 

submission of reviews byall the 3 examiners, the Dean or Admin can still access the 

review comments. 

 

The review recommendations of examiners are shown in Figure 7. 

 
Figure 7: Review Recommendations 

Note: - Prior to dean’s decision only dean and academic admin can view the review 

comments. 

Following are the steps to access the review comments from the dashboard: 
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4.2 Step1: Awaiting Examiner Selection 

 
Figure 8: Dashboard Screen 

 

4.3 Step 2: Awaiting Examiner Selection 

 
Figure 9: View Manuscripts Screen 

1. Select the Assign Examiners option from the drop-down list as shown in Figure 

9. 
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4.4 Step 3:View Review 

 
Figure 10: Examiner List Screen 

1. Click the View Review link as shown in Figure 10. 

4.5 Step 4: Review recommendation 

The following screen displays the review recommendations as shown in Figure 11. 

 
Figure 11: 
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The following information are accessible: - 

 Examiners recommendations 

 Confidential comments to Dean 

 Comments to Student 

 Files attached (3 files in the screen shot attached) 

 

The attachments can be downloaded, viewed or printed as per the requirement.  

The following screen is displayed, (which is broken into multiple pages for the 

convenience of display purpose) 
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Figure 12: 

This completes the Dean’s workflow. 

 

 

 


