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GradPlan — Student View

Master’s and Doctoral students in the Graduate Career (not Medical or Law careers) will see the
GradPlan tile on their home page. GradPlan is where students will manage their Guidance Committees
and Course Plans, complete an annual activity guide of research related questions, and be able to
add/view annual reviews with their advisor. This job aid shows what GradPlan looks like from a student
perspective.

Note: Students in specific academic plans that have been approved/denoted as being “Lockstep” should
see the job aid, GradPlan Overview Student—Lockstep Programs (found on the Graduate School’s
website at: https://grad.msu.edu/academics/student-resources because their GradPlan will look and
function differently than the GradPlan illustrated in this job aid. (Lockstep programs are those with a
cohort of students who take all of the same classes at the same time and there is no individuality in the
program plan.)

All Master’s and Doctoral students must have a complete GradPlan prior to graduation. This means,
the guidance committee (if required) has been created, approved, and is up to date; the course plan
has been created, approved, and is up to date; the Annual Research Overview has been completed
for every academic year the student has been in their graduate program (including the year the
student is planning on graduating); the Annual Review has been completed for every academic year
the student has been in their graduate program (including the year the student is planning on
graduating).
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Log in to https://student.msu.edu. Once logged in, the student home page appears.

To get to GradPlan, click on the GradPlan tile. The page opens with menu items on the left,
with the Committee option listed first.

Committee

Students should refer to their department handbooks as to when their guidance committee needs to be created
and submitted for approval.

If you have a guidance committee already, it will be displayed under Committee.

GradPlan

GradPlan

ot Tining Whot uouTe Iooking for?

i LEARM MORE [

Meed Help?

I} Resaarch Oveniew Usie the Acbarss LIst {3 dots) In the header, of

VIS SIS MEU eduihely
i1 Annuol Review

Requests

1. To create a new committee or to update an existing committee, click Committee in the menu
on the left side of the page and then click Manage Committee.

Committee

Most students In Moster's and Doctoral prograoms are required to assemble a guidance committee. Refer to the Academic Programs catalog for Information obout
deadlines and commitiee membership:

« Master’s Program Examinations
+ Planning a Doctoral Pregram and Appointment of o Guidance Commitiee

To create your committiee for the first ime, or 1o make changes [o an existing committee, click Manage Committee, add or remove members of change commitiee
roles, and submit for opproval

Current Committee

|. r':"ll..l"LZ.l.!:'Z:=."'I"i".'.:t'

You have not yet assembled a guidonce commitiee

If you are In a program that also requires creation of a course plan, be sure to have a guidance committee created and approved before you submit a course plan
request

The Manage Committee page opens with instructions for adding/deleting Committee Members.
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< Students - R4 January GradPlan

| 7 Commitiees

Manage Committee

i~} Course Plan

i Renatirch Duerviei + Click Add Committee Member to identify individuals who have agreed to serve on your committee.

= Click the "-" button to remove someone from your commitiee.

* Use the check boxes to identify committee roles. You may have up to two co-chairs, and no more than one dissertation/thesis director (Note: not all programs.

] Annuoal Review require that you designate o director).

o * Non-tenured, non-tenure-track, and non-MSU faculty must be approved in advance to serve on your guidance committee; click here for instructions on how to
request speciol approval. Once approvol is gronted, return 1o this page to create or update your committee.

T Requests

When you have made all your updates, click Submit Committee for Approval fo request program and college approval of your committee.

You may have only one committee request awaiting approval at a time. If you need to make additional changes before a pending request is complete, you may
cither withdraw the request to make cdits and resubmit, or you may wait for the current request te be completed and then submit a new request.

You will be notified via emoil if there are issues with your When . your updated committee will display here.

5

Committee Members

Add Committee Member

2. Click Add Committee Member and a Committee Member Search page opens.

Note: Students can select any MSU tenured faculty member, tenure-track faculty member, or
librarian as a committee member. Through an approval process, students can request other
non-tenured MSU staff or individuals outside of MSU to serve on their committee. These are
referred to as “specially approved” committee members and they must be approved before you
can select that person on this page. Students need to work with their departments to request
approval for non-tenured MSU or non-MSU committee members. This process does take some
time to complete, so plan accordingly.

GradPlon

=

Committee Member Search X
i Course Plan )
Committee Seorch
[ Research Ovenvi .
) Search for o person by name, email address, or MSU 1D
roms
[ Annus! Review MSU tenured and tenure-track foculty and libiarians are eligible to serve on your guidance ¢ Nondenured, = k, and non-MSU faculty must be
approved in advance to serve on your guidance committee: click here for hstructions on how to request special approval. Once approval is granted, return 1o this how to
page tc creote of update your committee.
[ Requests
jou may

Search Criteria

First Nome
e -
Emcil Acdress or MSU NetID

Search

Search Results

a. Enter First Name and Last Name, or Email Address or MSU NetID.

Hint: Enter ONLY the faculty person’s last name. The system does not search well when first
name, last name, and email are entered. (The search feature works best when only the last
name is entered.)
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Note: Newly approved, non-MSU faculty people who have never had an affiliation with MSU
must complete the Guest Credentialing process and receive an ID number in the system
before a student is able to find them and choose that person for their committee.

b. Click Search.

c. The available committee members matching the search criteria will appear in the Search
Results; select the desired person to add to the committee.

d. Click Add Selected People to Committee.

e. Repeat steps a-d until all committee members have been identified. (Ph.D. students need at
least 4 committee members; Master’s Plan A students need at least 3 committee members;
Master’s Plan B students who need a guidance committee need at least 2 committee
members.) A committee chair must be selected before the request may be submitted.

3. Toremove a committee member, click the “-” icon at the right.

4. To enter or update the Committee Member Role, use the checkboxes to identify the chair(s) and
optional dissertation/thesis director. (Some programs may require a dissertation/thesis director
and others may not. Reach out to your program for direction on whether you need to indicate a
dissertation/thesis director.) A guidance committee chair must be selected before the request
may be submitted.

5. Once the entire committee is identified and Committee Chair or Co-chairs are selected, click
Submit Committee for Approval to initiate the workflow approval process. The request will route

to various program and college approvers, including to each committee member to confirm their
willingness to serve, before being added to the student record.

Once the request is submitted, you will be able to view the proposed committee in the Submitted
Request section.

Submitted Request

Request Number 151

Approval Status In Approval Process

5 rows

Name < Email Address < Chair Dissertation/Thesis Directar
Cos o

De

Bo v

Cancel Request ]

» Approval Details
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¢ Click Cancel Request to cancel the request and stop the workflow from progressing further.

o Click Approval Details to display the workflow progression.

o If the committee composition changes at any time, a revision to the approved committee must
be submitted and approved before any other GradPlan requests are submitted.

NOTE: All GradPlan requests must be fully addressed (approved, denied, or terminated)
within 30 days of submission or they will time out and will be administratively denied.

Course Plan

On the Course Plan page, students identify the courses they are intending to take to fulfill their degree
requirements. While the Degree Audit lists all the various requirements that must be satisfied to earn the
degree, the course plan is where students identify the specific courses intended to be used to satisfy each
requirement. The course plan is not tied to the degree audit.

Students should refer to their department handbook as to when their course plan should be created and
submitted for approval.

Note: Students in programs that require a guidance committee must have an approved
committee in GradPlan prior to submitting a course plan request. For students in programs
that do not require a guidance committee, an advisor must be listed on the student's record
before a course plan is submitted. If there is no advisor listed, the course plan request will
stall and will be denied. (Departments enter advisors on student records.)

Click Course Plan in the menu on the left; the page opens with instructions and the current course plan (if one
exists).

£ Students GradPlan o QA o i
L. Upgrade Nctice
Course Plan
f Committees
gt In conjunction with your advisar or guidanca committes, develon a course plan to list the courses you intend to Lse towards your degree. Your plan Is used
| Course Plan by your progrem to verify that you complete the courses agreed upon with your cdvisor/committee cnd to approve you for graduation.
. When you have completed your initiol course plan—usually required by the end of your first or second year of stucu—submit the plan to your advisor or
"] Research Qverviaw commitiee for approval. Should your academic focus change over fime, be sure to update this plan end submit the ravised version for ra-approval
T Arrual Review
] Requests Current Course Plan
Manage Course Plan
5 rows
Coursa & Category < Planned/Completed Term © Units &
BME B41: Translat Innov Lab Spring Semester 2020 200
n BME 844: Biosensors Spring Semester 2021 3.0C
CMB £00: Cell & Molecular Biology Sem Spring Semester 2023 10C
CMB 880: Laboratory Rotation Summer Semeaster 2021 10C
CMB 890: Independent Study Fall Semester 2021 10C
Course Notes
y

1. Click Manage Course Plan to bring up the page where changes can be made. Click Add Course

GradPlan--Student View Revised 07/01/2026 6
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to open the course search page and add a new course to the plan.

e Use “Search My Classes” for any previous courses that you have taken and want to
include in your Course Plan.

o Use “Search By Subject” for any future courses that you plan to take and want to
include in your Course Plan.

Course Search ”

Course Search

Search for courses 1o odd 10 your course plan.

» Click Search My Classes to identify courses you have already taken that yol
= ldentify o subject and click Search by Subject to search the Course Catalog for ¢

1o Include In your plan
Irses you plan 1o take in the future

Search Criteria

Search My Classes {Previous Classes) _ Search By Subject (Future Classes) _

>earch My Clas! Subject Area -
Class Level
% 900 Level only
800 Level ond obove
400 Level only
399 Level and above

Search Results

3. As courses are added to the plan, the Category and Planned Term (for future courses) values may
be selected. If a course is offered for variable credit, the Units column is editable. For completed
courses, the Completed Term and actual Units are displayed. NOTE: Courses with 0 (zero) credits
listed (such as a lab) should not be included in the course plan as they will cause an error. All
courses listed in the course plan must have a number of units > 0.

Course Plan

Add Course

{ Submit Course Plan for Approval

S5 rows
Course © Category & Planned/Completed Term & Units ¢
BME 841 Translat Innov Lab Elective j Spring Semester 2020 3 :
BME 844: Biosensors Elective _'J Spring Semester 2021 :J 3 |-
CMB 800: Cell & Molecular Biology Sem Major Field j Spring Semester 2023 j 1 j -
CMB 880: Laboratory Rotation Major Field j Summer Semester 2021 j 1 j -

CMB 890: Independent Study [:‘ Fall Semester 2021 :I 1 j -

Provide additional information that may be useful to your advisor or guidance committee in reviewing your proposed course plan. Comments are
optional.

Course Notes

GradPlan--Student View Revised 07/01/2026 7
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4. Courses may be removed from the plan by clicking the “-” icon on the right side of the screen.

5. Any additional information you would like your plan reviewers to know may be entered in the “Course
Notes” section of the request.

Note: Research Credits (899s/999s) are only accounted for in the Degree Audit. As a result, they
are not an option to add to your course plan.

6. When all changes have been made, click Submit Course Plan for Approval to initiate the
workflow approval process. The request will be routed to various program and college approvers,
including to each guidance committee member, if a committee exists, or graduate advisor if there is
no committee.

Note: If the course plan needs to change after the initial plan has been approved, return to this page to
make updates, and submit a revised plan for approval.

Once the course plan request is submitted, the proposed plan can be viewed in the Submitted Request
section.

Submitted Request

Request Number 149

Approval Status  In Approval Process

5 rows

Course & Caotegory & Planned/Completed Term & Units &
BME 841: Translat Innov Lab Elective Spring Semester 2020 3.00
BME 844: Biosensors Elective Spring Semester 2021 3.00
CMB 800: Cell & Malecular Bialogy Sem Major Field Spring Semester 2023 1.00
CMB 880: Laboratory Rotation Major Field Summer Semester 2021 1.00
CMB 890: Independent Study Required Fall Semester 2021 100

Course Notes

N

Cancel Request

» Approval Details

Click Cancel Request to cancel the request and stop the workflow from progressing further.
e Click Approval Details to display the workflow progression.

NOTE: All GradPlan requests must be fully addressed (approved, denied, or terminated)
within 30 days of submission or they will time out and will be administratively denied.

GradPlan--Student View Revised 07/01/2026 8
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Annual Research Overview

The Research Overview is an annual component of GradPlan. Every Fall, graduate students will be assigned
an activity guide where they will answer a series of questions about their student rights, responsibilities, and
research.

The Research Overview page keeps a record of activity guides In Progress as well as the Completed guides
you may have submitted in prior years.

When completed, the Research Overview page will open showing affirmations (initials and date) of the various
items (Graduate Handbook, Responsible Conduct of Research, etc.).

#ia erodPicn Research Overview

In Progress:

Mote: Selecting an In progress row Wil take ou 10 the research ovenview for that year

Acodemic Yeor

20232024

D Acodemic Year

20242022 3

2 rows

In the Research Reviews and Approvals section, affirm whether you are participating in research that
involves human or animal subjects. If the answer is yes, there will be a second field where you must enter the
associated IRB or IACUC number.

GradPlan--Student View Revised 07/01/2026 9
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Research Overview for 2021 X

Research Overview

Graduate Handbook

1 understand | am responsible for following the policies and practices stated In the Academic Programs Catalog, which Is the Universiy’s official record of regulations
and pregram requirements. In addition, | am alse bound by college and department policles and rules found In my program’s Graduate Program Handbook.

Additional policles are described In Graduate Student Rights and Responsibllities

Initials KAH

Date 08/20/21 6:10PM

Responsible Conduct of Research

Every student conducting research/scholarship 1s required 1o be educated on the responsible methods, Interpretations, citations, analysis, and dissemination of that
work. The faculty In your graduate program and college offer courses and other pregrams to assist you In cenducting your work with scholarly Integrity,

= You are responsible for tracking your progress In fulfilling the requirements of your program and/or college. You can find your program or college plan here:
Departments and Programs.

= For general Information, please visit: Research Integrity

« Contact your program for more detalls.

I understand that completion of Responsible Conduct of Research training as defined by my college or program Is required on an annual basls.

Initials  KAH

Date 08/20/21 616PM

Research Reviews and Approvals

As part of M5U’s Human Research Protection Program, the Institutional Review Board (IRB) reviews all research studles that Invelve human subjects before the
research can be started.

If you or your graduate advisor has already obtained IRB approval for research Involving human subjects, the approved IRB number must be entered here; If not,
please contact the IRB office at irb@msu.edu for further Instructions. Once a number Is assigned, return to this page to enter the number. Please note that the
requirement here is for the approved IRB number, not the application number.

In the past year, have you Initlated or conducted any research Involving the use of human subjects?

Annual Review

The University has a requirement for graduate students to complete an Annual Review each year with
their advisor to discuss progress in their program. The Annual Review page in GradPlan is the
repository of those required reviews.

You and your graduate advisor will complete an annual review each year in whatever format your department
uses and the completed form(s) may be uploaded to this page by department staff. If the student has been
instructed to do so, a finalized annual review may be uploaded by the student (if the department has not
already uploaded a file). Once the completed document has been uploaded, you will be able to see the
document by clicking on View Attachment.

Department staff, graduate advisors, and guidance committee members with administrative access to
GradPlan are also able to see your annual reviews.

Note: Quick guides for students and staff titled “How to upload an annual review” may be found at
https://grad.msu.edu/academics/student-resources or https://grad.msu.edu/faculty-and-staff-
resources/gpds-and-gpas.

GradPlan--Student View Revised 07/01/2026
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< Students - R4 J GradPlan

i Committees

Annual Review
1 Course Plan

= You can view annual reviewes submitted by your advisors here.
i1~| Research Overview

I| il Annuutgﬂlew I 1o
Academic Year Attachment © View Attachment
= Requests
2020 id-card-image

The Requests page allows students to request changes or updates to their enroliment or program. Depending
on the Request Type selected, students will be asked to enter details before submitting the request or
instructions will be provided for completing the request outside of SIS Campus Solutions.

When you select the Request Type drop-down, the available options vary depending on your degree level and
type. Options may include:

e Dual Major Request

e Excess Credit Override Request (Additional 899 or 999 credits): This is an informational option only.
¢ Extension—Comp Exam (additional time to complete comprehensive exam)

o Extension—Program (additional time to complete degree)

e Leave of Absence Request: This is an informational option only.

¢ Plan Change—Master/PHD (Doctoral students changing to a Master’s degree)

e Plan Change—Add a Specialization

e Foreign Language Requirement (completion of foreign language requirement)

e Plan A/Plan B (Master’s students switching between thesis/non-thesis option)

Example:

*Request Type | v‘ [ Create Request

Dual Major Request

Excess Credit Override Reqguest
Extension - Comp Exam
Extension - Program

Forelgn Language Requirement
Leave of Absence Request
Plan Change - Master's/PhD
Plan Change - Speclalization

The format is essentially the same for all requests; the following are shown as examples.

GradPlan--Student View Revised 07/01/2026 11




S Student Information System
MICHIGAN STATE UNIVERSITY

Plan Change

Requests can be made here for certain updates to your academic record. The drop-down list shows the options that are possible for your program. When yeu submit
a request, It will be routed for the required approvals, and you will be notified when the process Is complete.

*Request Type | Plan Change - Master's/PhD V] | Create Request

Once a Request Type is selected from the drop-down, click Create Request. A New Request page will open
where the student can review information or enter details to submit a request. In the example below, the
Plan Change Request Type requires the student to complete a few required fields before submitting the
request.

New Request X

Major Change Request - Master's/PhD
Submit this request to discontinue a PhD program and pursue a Master's degree Instead. (If you are currently In a Master's program and wish to switch to a PhD, you
may need to complete an admissien application; centact your pregram for Instructiens.)

Select the semester for which the change Is requested and your desired new major. Once the change Is approved, please revisit your course plan in GradPlan and
make the changes appropriate for your new program

Current Major
Program Doctorate In Arts and Letters
Major English PHD
Request
*Effective Term ‘ Fall Semester 2025 v|
Program Masters in Arts and Letters
*Academic Plan ‘ Literature In English MA V|

*Plan A/B Selection ‘ Literature In Eng NonThs (E) V|

Changing from PhD ©
*Comment Ma|
g

Submit Request

Once submitted, the request will appear under Open Requests with a status of “In Approval Process.”
Open Requests

1row

Request Number 7. Request Type Tl Approval Status T.

50928 Plan Change - Master's/PhD In Approval Process >

Click “In Approval Process” to review details or cancel the request:

¢ Click Cancel to cancel the request and stop the workflow from progressing further.
o Click Approval Details to display the workflow progression.

GradPlan--Student View Revised 07/01/2026
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Submitted Request
Effective Term Fall Semester 2025
Major Literature In English MA

Plan A/B Literature In Eng NonThs (B)

Approve Deny

Comment

Approval Details

Leave of Absence

This is an example of an information-only request. When a Leave of Absence Request Type is
selected, a New Request page will open containing information about the process for requesting a leave.

* T rmm——————|

B c

£ coursePian
Leave of Absence Request

| Research Overvie

New Request {S

A leave of obsence should be requested if you need to toke o breck from your studies for personal, medicol, or other recsens. You must attest that you understand 1row
university policies, procedures, and processes, as well os that you hove a limited time to complete your degree requirements. Leaves for medicol reasons hove
] AnnuotReview additional requirements; see [link TBD] for details on how to request a medical Leave.
University policy is that If you are not enrolled for thiee consecutive semesters, including summer samester, you will have to opply for re-admission to MSU and the 3
E Requests graduate progrom. There is no guarantee of re-admission.

= Application for Readmission,

Language Requirement

When the Foreign Language Requirement Request Type is selected, a New Request page will open where
a student can identify the language for which they want approval and describe in the Comments section how
they obtained proficiency in that language. This type of request is available only to students in programs
that have a foreign language requirement. Note: there must be a Foreign Language milestone in your
list of milestones before you submit this type of request. (Check with your department about the
milestone.)

GradPlan--Student View Revised 07/01/2026 13
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GradPlen

" e | L nl

B e
New Request X
£ Course Plon
I Foreign Language Requiremaent Request I
1] Research Overvi 1
Subrmit this form to identify how you have completed the foreign languoge requirement for your program. You can identify multiple languages if your program row

requites proficiency in more than one
£ Annual Review
* Use the drop-down list to select the languuge.

» Use the text box to describe how you are demonstrating proficency—for example, based on coursework completed, proficiency as a native speaker, etc.

1row
Description ~ Milestone Level = Comment =
e s o i
p =
| Squ[REal@

Once submitted, the request will appear under Open Requests with a status of “In Approval Process.”

£ Students - R4 January GradPlan
':.‘“ Committees “Request Type l :I Create Request
f= Course Pla
S coutss Plan Open Requests
i Reseorch Overview i
— Request Mumber < Request Type © Approval Status <
i Annual Review
— €99 Plon Change - Master/PHD In Approval Process >
' Requests
700 Foreign Languoge Requirement In Approval Process >

Click the item to review details or cancel the request:

e Click Cancel to cancel the request and stop the workflow from progressing further.
¢ Click Approval Details to display the workflow progression.

Denied Requests
If a request is denied, students can see the comments as to why the request was denied.

1. Click on Denied in the Approval Status Column to open the request.

(radFion

¥ SoaPion Recatils 00N DE Moos Neve 56 OO0 LROGS 10 gour OCOSHTEC pecordl. TR Qrop-oomT BSE Shows NG OpEOns than one possiie for pour
PRODICET Winesn Lo CultemR SUEEL M WAl D6 pouRE ol (e Pequned O OVoIES, O] L0l wall D OESeD Wil TS PROCEES i SOmphehs:
i Commues
Rt Tigper
i | Coerse Picn

Open Requests

] Pesearch Covenaen

1 Annual Reyew
Bequest Humibes & Fegquest Type © Aol St

T et
3 n 4455 Bangniice - Progrom Densed ¥
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2. Click on Approval Details.

Request
e SOaPIon
Progrom
i Commeee Flan
o AT T
R | ‘Counse Flon
Cuarnent Deodline
i1 Besearch Overview Esberi Lindl

B Arcual Revies

Lo ]

Aloched Fle  ArvwsdlTewiiw_ Ui ood S6dx

k Approsvol Detoils

Doctorobe Ag & MOt Recoumces

A0, Food & Resource Econmm FHD
ol Sergnes 20T

Foll Semester 301

Sumarrer Sermetier 20022

e ITHINE T

3. Click on the approval step that has the View/Hide Comments text to the right of the conversation bubble to see

the denial comments.

« Approval Detalls

Approval Details

Forms Checker Step

Step Status: Denied (> View/Hide Comments

Admin Denied

@ 01729722 - 2:47 PM

Comments

Administrative approval performed by

; 47 PM
| wrong semester, please resubmil

GradPlan--Student View
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