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1. Objectives

The objective of this document is to explain the roles of Guide and various activities,
he/she needs to perform during the entire cycle of PhD Thesis Submission till its final
approval. The Guide checks and approves the documents submitted by student and
does a sanity check on these documents and completes Guide Checklist enabling the
Academic Administrator to invite Examiners for reviewing the thesis.

2. Assumptions/Pre-conditions and General Guidelines

e Student has submitted Synopsis & Thesis together
e Academic Administrator has completed “Admin Checklist”
e Guide & Dean has been assigned by Academic Administrator

3. Guide Checklist

3.1 Guide receives notification mail to complete the
Checklist

Upon completion ofAdmin checklist by Academic Admin, email notification is sent to
the Guide to check thesis document submitted by students. The sample mailto guide
is shown in Figure 1.

Folders Current Folder: INBOX Sign Out
";:3129‘?*- Compose Addresses Folders Options Search Help SquirrelMail
05 am
Check 1)
= Message List | Delete Previous | Next Forward | Forwasd as Attachment | Reply | Reply All
g\:aﬁox (&) Subject: Submission ID 1ISc-2017-0049 is now in your Admin Center
rafts

From: "IISC - Thesis workflow” <onbehalfof+acadadmincca admin iisc ernet in@manuscriptcentral com>
Date: Sun, August 132017 129 pm
To: guide@cca.admin iisc.ermet.in
Priority: Normal
Options: View Full Header | View Printable Version | Download this as a file

Sent
Trash (Purze)

ID IISc-2017-6049 entitled "Pilot -test thesize,” with Mr
student, has been submitted to the IISc - Thesis Processin,

heck the submitted do

nts by the student and suggest the e
by logging into IISc Thesis Processing Portal, as soo

et.in

Figure 1: Sample Mail to Guide
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3.2 Guide Center

The Guide can logintothe tool using the credentials and access guide’s dashboard as
shown in Figure 2.

ScholarOne Manuscripts™ Faculty Guide Instructions & Forms | Help | Log Out

Indian Institute of Science

e S vt

# Home © Examiner & Guide Center

+ Search

NOTICE: This site is under configuration. Submissions will be deleted.

Dashboard  You can access manuscripts in each peer review status by clicking on the status queue title. The number next to
gach status queue title indicates the number of manuscripts in that status. You may search for specific manuscripts
with the Quick Manuscript Search form or conduct an "Advanced Search” by clicking the link below (the advanced
search form will display ot the bottom of the screen). For tips on conducting searches, click the following link:

Read More ..

Guide Lists Quick Search - Show Advanced Search

You may dlick on the manuscript list title to view a full listing of
manuscripts in each status, or click on the number next to the
list to jump directly to the first manuscript in the list.

You may conduct a wildcard search by adding an asterisk (*) to
the end of the search string. For example, to view a list of all of
the manuscripts whose titles begin with the words

"neurascience” or "neurslogy” simply type “neuro™" in the Title
field and click *Search.”

1 Awaiting Guide Proposal of Examiners
Saved Search: | Select... ¥ | [@] Edit
Manuscript ID:

Title:

Author's First
(Given)
or Last (Family)

Figure 2: Guide Dashboard

1. Clicks the 1 Awaiting Guide Proposal of Examinerslink. The View Manuscripts
screen appears as shown in Figure 3.

# Home O Examiner & Guide Center

Guide Dashboard /

te is under cenfiguration. Submissions will be deleted.

View  Totake action on a manuscript or view the full manuscript record, click the "Take Action” button. To read the
. manuscript, click the "View Manuscript” link. Read More ...
Manuscripts

Awaiting Guide Proposal of Examiners Manuscripts 1-1 of 1

—thanuscr\ L Manuscript Title

Date

Status Take Action
Submitted ¥
e Submitting Author
Tvpe
115¢-2017- Pilot -test thesis0 [ Wie GU: Guide, Faculty
Do4cg Slu‘;m :tision]es's fen DE: Science, Dean-2

ADM: Pilot, AcadAdmin
13-Aug-2017 7]
* Propose List of Examiners (Due 7l
12-Sep-2017)

Synopsis and ® StudentOne.
Thesis StudentOne

Manuscripts 1-1 of 1

Export to CSY

Figure 3: View Manuscripts Screen
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3.3 Guide Completes Checklist

rPropose List of Examiners

c D I1Sc-2017-0052 Submitted: 22-Aug-2017; Last Updatad: 22-Aug-2017: 0 days, @ hours in review

5] L

= G Type Mame of Thesis Title Here..

E StudentOne., StudentOne (contact)

o

c Synopsis and Thesis

= Propose List of Examiners (Due 21-Sep-2017) GU: Guide, Faculty

} DE: Engineering, Dean-1

2 ADM: Pilot, AcadAdmin

]

= - - o o
@ FOF ‘ﬂSupplementary Files @Dngmal Files @Abstract ‘g]Ccn.rer Letter @ External Searches (7]

Guide Checklist

To move the paper to the next step, click Checklist Complete.

Click Save to save any changes and continue later {without moving the submission any further at this point).

req Please suggest the List of Examiners for this submission. Please include first and last name, e-mail address and University.

Appro\red

@Checklist Complete || Save

Figure 4: Guide Checklist Screen

The Guide reviewsall the uploaded documents and enters Approved in the text
field.Finally Guide clicks theChecklist Completebutton to complete the checklist.
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Dean receives notification for Checklist completion by Guide
Email notification is sent to the correspondingDean with guide's comments post
submission of the checklist by the Guide. A sample mail is shown in Figure 5.

Folders Subject: Submussion ID II1Sc-2017-0052 now in your DE Center
Last Refresh: From: "IISC - Thesis workflow" <onbehalfof+acadadmintcca admin iisc eret in@manuscriptcentral com=>
T;ﬁ“g" Date: Tue, August 22, 2017 6:43 pm
(Check mail) The 4o sem aitmimares rnstam
INBOX (123) Priority: Normal
Drafts Options: View Full Header | View Printable Version | Download this as a file
Sent
Trash

22-Aug-2017
Dear Dr. Engineering:
Submission ID IISc-2017-@052 entitled "Type Name of Thesis Title Here..” with Hr.

StudentOne StudentOne. as contact student has been assigned to you and is currently
sitting in your DE Center at https://mced.manuscriptcentral.com/iisc_phd.

Please select exsminers for this submission by @1-Sep-2017. If, for any reason, you
sre unable to serve ss DE for this submission, plesse notify me immedistely so that
I can reassign it.

The list proposed by the Guide is below.

Approved

sincerely,

acadadminficca.admin.iisc.ernet.in

This message has been scanned for viruses and
dangerous cantent by Mailscanner, and is
believed to be clean.

Figure 5: Sample Mail to Dean

This completes Guide Checklist.
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