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E-Thesis documentation 
Updated on October 24, 2014, March 13, 2015 & July 13, 2015, Winter 2021, Fall 2022,  

Spring 2023 
 

Summary of Enhancements of July 2015 
 

• Revised Notices: Revised notices must now be processed through the e-thesis system.  
a. Creating a Notice Change Request pages 18-20 
b. Approval by Chair for Masters, page 31 
c. Approval by Vice-Provost (Graduate Studies) for PHDs, page 31 
d. Email templates, pages 40-41 

 

• Acting Vice-Provost (Graduate Studies) Role: Graduate Studies has the ability to add the role of 
acting Vice-Provost (Graduate Studies) in order to process approvals in a timely manner for 
PHD defences. 
 

Summary of Enhancements of Fall 2022 
 

• External Examiner Report: This is now distributed via email to all committee members including 
the student after the approval of the report from Graduate Studies 

 
Summary of Enhancements of Spring 2023 
 

• External Examiner Report: The student will no longer be receiving the EE report. 
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E-THESIS KEY ROLES 
 

Department:  
Graduate Secretaries/Administrators in the academic units use the SZAETDP form in BANNER to: 

1. Create all student thesis records 
2. Generate notices and revised notices of defences 
3. Authorize Uploads to student  
4. Track status of theses 

 
Student: 
Students use Carleton Central to: 

1. Review all agreements and Licenses 
2. Upload thesis examination copy prior to defence  
3. Upload final thesis copy  

 
Thesis supervisor: 
Thesis supervisors use Carleton Central to: 

1. Review uploaded contents 
2. Complete Thesis Supervisor Defence Authorization Form  
3. Approve upload of final copy 

 
Chair/Director of Department or Designate/designate: 
Chair/Director of Department or Designate/designates use Carleton Central to: 

1. Review uploaded contents  
2. Complete the Department Chair – Defence Authorization Form  

 
Graduate Studies: 
Graduate Studies uses SZAETFG in BANNER to: 

1. Send the notification to the External Examiner (PhD’s only) 
2. Review the uploaded contents of the final copy 
3. Authorize thesis deposit  
4. Track manual documents 
5. Forward thesis package to the Library 

 
Vice-Provost (Graduate Studies): 
Vice-Provost (Graduate Studies) uses Carleton Central to: 

1. Approves the notice of defence  
2. Reviews external examiner’s report  

 
External Examiner (PhD Defence only): 
External Examiner uses the web form to:  

1. Submit report to Vice-Provost (Graduate Studies) 
 
Chair of Defence: 
Chair of defence uses Carleton Central to: 

1. Complete the Exam Report Outcome Form 
 
 
Library 
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High Level Master’s Process 
Pre-Defence 

1. Graduate  Administrator uses SZAETDP to:  

a. create the thesis record  

b. define the examination board 

c. “Authorize Upload” of the examination copy, triggering email to student. 

2. Student logs into Carleton Central to: 

a. complete licenses and agreements 

b. fill in thesis details (title, abstract, etc.) 

c. upload examination copy of thesis 

d. “Submit Examination Copy”, triggering email to Thesis Supervisor. 

3. Thesis Supervisor  logs into Carleton Central to: 

a. review the uploaded content 

b. complete the “Thesis Supervisor Defence Authorization Form”, triggering email to 

Chair/Director of Department or Designate, and committee members (restrictions 

apply). 

4. Chair/Director of Department or Designate logs into Carleton Central to:  

a. complete the “Department Chair – Defence Authorization Form”, triggering email to 

committee members (restrictions apply) 

5. Departmental  Admin: 

a. generates the “Notice of Examination” or “Revised notice of Examination” in SZAETDP,  

b. prints Notice and may have it signed by the Chair/Director of Department or Designate 

c. posts and distributes copies of Notice as needed 

d. distributes thesis copies (as needed) 

 

Post Defence 

1.  Committee members complete and sign Exam Report form  

2. Chair of Defence: 

a. complete the “Exam Report Outcome Form” in Carleton Central, triggering email to 

Graduate Administrator 

b. Submits paper Exam report to Graduate Studies (this may also be done through the 

Grad Admin) 

3. Graduate Administrator authorizes upload of final thesis to student, triggering email to student. 

4. Student logs into Carleton Central to: 

a. complete LAC license 

b. fill in thesis details (title, abstract, etc.) 

c. upload final copy of thesis 

d. “Finalize Submission” of their thesis,  triggering email to Thesis Supervisor 

5. Thesis Supervisor logs into Carleton Central to: 

a. complete the “Thesis Supervisor Final Copy Approval Form”  

6. Graduate Studies reviews and processes the uploaded thesis, triggering email to student. 
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High Level Ph.D. Process 
Pre-Defence 

1. Graduate Admin uses SZAETDP to:  

a. create the thesis record  

b. define the examination board. 

c. “Authorize Upload” of the examination copy, triggering email to student. 

2. Student logs into Carleton Central to: 

a. complete licenses and agreements 

b. fill in thesis details (title, abstract, etc.) 

c. upload examination copy of thesis 

d. “Submit Examination Copy”, triggering email to Thesis Supervisor. 

3. Thesis Supervisor  logs into Carleton Central to: 

a. review the uploaded content 

b. complete the “Thesis Supervisor Defence Authorization Form”,  triggering email to 

Chair/Director of Department or Designate, and committee members (restrictions 

apply). 

4. Chair/Director of Department or Designate logs into Carleton Central to:  

a. complete the “Department Chair – Defence Authorization Form”, triggering email to 

Graduate Studies 

5. Graduate  Admin: 

a. distributes thesis copies (as needed) 

6. Vice-Provost (Graduate Studies): 

a.  Approves the “Notice of Examination” or “Revised Notice of Examination”, triggering 

email to committee members (restrictions apply) 

b. Generates email to external examiner 

c. Reviews external examiner’s report 

7. Graduate  Admin: 

a. creates and “Revised Notices of Examination” if needed 

8. External Examiner completes the “External Examiner’s Report”, triggering email to the Vice-

Provost (Graduate Studies). 

9. Vice-Provost (Graduate Studies) completes the “External Examiner’s Report Approval Form”,  

triggering email to the Chair/Director of Department or Designate, Grad Admin and Chair of 

Defence  

 

Post-defence 

1.    Committee members complete and sign Exam Report  

2. Chair of Defence: 

a.  completes the “Exam Report Outcome Form” in Carleton Central.  triggering email to 

Graduate Administrator 

b. Submits paper Exam report to Graduate Studies (this may also be done through the 

Grad Admin) 

3. Graduate Administrator authorizes upload of final thesis to student, triggering email to student. 

4. Student logs into Carleton Central to: 

a. complete LAC license 
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b. fill in thesis details (title, abstract, etc.) 

c. upload final copy of thesis 

d. “Finalize Submission” of their thesis, triggering  email to Thesis Supervisor 

5. Thesis Supervisor logs into Carleton Central to: 

a. complete the “Thesis Supervisor Final Copy Approval Form”  

6. Graduate Studies reviews and processes the uploaded thesis, triggering email to student. 
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Thesis statuses 

Status Trigger 

Exam Copy Upload Authorized Authorize upload button in SZAETDP 

Exam Copy Upload in Progress When student begins upload in Carleton Central 

Exam Copy Upload Complete Submit examination copy button in Central 

Exam Copy Upload Re-Opened 
The selection of "The thesis defence should not take 
place" option on the "Thesis Supervisor Defence 
Authorization Form" 

Defence Authorized by Thesis Supervisor 
The selection of "I have read the thesis and in my 
opinion, the thesis defence can take place subject to 
the approval of the thesis examination board." option 
on the "Thesis Supervisor Defence Authorization Form" 

Thesis Cancelled 
The selection of ""The thesis defence should not take 
place" options on the "Department Chair Defence 
Authorization Form". 

Defence Authorized by Chair 
The selection of "In my opinion the thesis defence can 
take place subject to the approval of the thesis 
examination board” option on the "Department Chair 
Defence Authorization Form" 

Notice of Examination Approved (PhD only) The approval of the “Notice of Examination” 

External Examiner Report Submitted (PhD only) 
 

The submission of the External Examiner's report by the 
External Examiner 

Defence Recommended (PhD only) 
The selection of "Approve Report" on the "Examiner's 
Report Approval Form" 

Student Proceeding (PhD only) 
The selection of "Defence not recommended and 
student wants to proceed with defence anyway" on the 
"Examiner's Report Approval Form" 

Thesis Cancelled (PhD only) 
The selection of the "Defence not recommended and 
student wants to cancel" option on the "Examiner's 
Report Approval Form" 

Thesis Rejected The selection of the "Thesis rejected" option on the 
"Exam Report Outcome Form" 

Thesis Accepted The selection of the "Thesis accepted" option on the 
"Exam Report Outcome Form" 

Minor Revisions Required The selection of the "Thesis accepted with minor 
revisions" option on the "Exam Report Outcome Form" 

Major Revisions Required The selection of the "Thesis accepted with major 
revisions" option on the "Exam Report Outcome Form" 

Final Copy Upload Authorized The "Authorize Final Upload" button in SZAETDP or 
SZAETFG 

Final Copy Upload Complete 
The student "finalizing" the submission of their final 
copy in Carleton Central (by pressing the "Finalize 
Submission" button) 

Final Copy Validated by Thesis Supervisor The approval of the "Thesis Final Copy Approval Form" 
which is completed by the Thesis Supervisor 

Final Copy Upload Re-Opened The non-approval of the "Thesis Final Copy Approval 
Form" which is completed by the Thesis Supervisor 
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Re-Opened by Graduate Studies Unlocked 
 

The "Return to Student Unlocked" button in SZAETFG.  
This button is used when Graduate Studies requires the 
student to make revisions to the uploaded thesis 
components as well as agreements/licenses 

Re-Opened by Graduate Studies Locked 
 

The "Return to Student Locked" button in SZAETFG.  
This button is used when Graduate Studies requires the 
student to make revisions to the agreements/licenses 
only (thesis components area remains locked) 

Thesis Deposit Authorized 
 

The "Authorize Thesis Deposit" button in SZAETFG 

Transferred to Library 
The "Transfer to Library" button or "Initiate Batch 
Transfer" button in SZAETFG 

Received by Library The php script that reads the response from the library 
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SZAETDP 
 

Getting Started 
 
Any criteria can be entered in the top portion of the form to return filtered results. Options included: 

• Student ID 

• Thesis Status 

• Dept 

• Date Range 
Once your criteria have been entered you may click on “Go” in the top right hand corner. Alternatively 
clicking on “Go” without entering any criteria will return all results for your assigned dept. 
 

 
 

 
Creating a default members list in BANNER 
 
The “Default Member” in SZAETDP allows departments to define one list for Master’s and one list for 
Ph.D of constant individuals on Master’s and Ph.D. thesis boards.  Once entered and saved this 
information can be imported to the Examination Board Tab. 
 
BANNER 
SZAETDP 
 
Click on the default members tab 
 

 
 
 
To add or delete a record use the buttons near the top right   
 

 
 
 
Required fields include:  

• First Name  
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• Last Name 

• Department  

• Role 

• Method of Participation 
 
Other fields that should be completed where possible include: 
 

• Banner ID (required for the Thesis Supervisor, Chair/Director of Department or Designate, 
Chair of Defence (Master’s), Vice-Provost (Graduate Studies), this can also be searched using 
the box to the right of the ID field on each line to open SPAIDEN. 

• Copy the Department in the Affiliation Field  

• Email address  
 
Individuals can be added or deleted from this list as needed.  
 
 
Creating a new thesis record in BANNER 
 
Thesis records can only be created for students that have thesis registration in the current or previous 
term.  In special circumstances thesis records can be created by Graduate Studies for students who do 
not meet the criteria. 
 
Manual documents are still required by Graduate Studies. 
SZAETDP 
Leave key block blank 
Use the “Go” button on the top right 
Select “insert” record button on the top right  
Enter student number or search using the three dots next to the field, Student’s Name, Program and 
department will populate  
Hit “Save” in the bottom right 

 

 
 
Examination Board Tab 
All or parts of this information can be entered and SAVED. You are able to enter parts of this information 
save them and exit. Once you return the information previously entered will be displayed. 
 
When copied and pasted all accents are accepted in the Thesis Title, First Name and Last Name fields.  
Some special character and symbols are accepted in the thesis title field otherwise they will need to be 
written out, but will be reflected on the title page of the uploaded copy. 
 
Click on the examination board tab 
Thesis student’s name and thesis type will auto populate 
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Enter: 

• thesis title 

• Defence Date & Time 

• Location 
Hit “Save” in the bottom right corner 
 
Withhold Permanently: should only be used after the student has defended.  “YES” is only used in 
exceptional cases where rationale is provided and approved by Graduate Studies. If “YES” is selected the 
student will be unable to upload their final copy in Carleton Central. 
 
Comments: used to track additional departmental information or to provide information to Graduate 
Studies. Graduate Studies will also note here if a late deposit has been approved. 
 
Previous degrees: this information pulls from SOAPCOL, but additions/revisions can be made if needed 
Click on the three dots “…” 
Select appropriate degree 
For multiple degrees click on next available line or insert record and repeat 
 
Notice of Examination – Additional Comments   
This area can be used to make any comments to appear on the notice of defence.  
 
Members of Examination Board 
 
Inserting Default members 
Click on first available line  
Click on Assign Defaults button 
Populates the committee members assigned in the Default Members tab corresponding to the student’s 
level of study 
It is possible to remove/change these members for a particular student. 

• Click on the member to be removed or for which information needs to be changed use the 
“Delete” record button to the top right of the Members of Examination Board box to 
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remove a record or make the needed changes to the information and click on “Save” in the 
bottom right of the screen 

 
Adding members 
Click on the “Insert” record button on the top right of the Members of Examination Board box to add a 
record. Enter the Banner ID which is required for those needing access to Carleton Central to complete 
forms or view thesis. First Name and last name and email will auto populate. 
 
Enter the Role and Method of Participation by clicking in the entry box and using the drop down to open 
a list of choices. 
 
Affiliation: Enter text (e.g. University Name, Name of department), should be used to identify the 
University of External Examiners for PHD committees. (Mandatory) 
 
If the member does not have a Banner ID make sure to fill out all fields including the email. 
 
Use “Save” in the bottom right hand corner to save your work. 

 
Note:  

• The order in which the members appear on the notice is predetermined 

• In the case of co-supervisors only one is required to approve the thesis upload in CC. This should be 
determined prior to entering the committee and that person should be named as the thesis 
supervisor and the other(s) supervisors as Co-supervisor(s). 

• If an incorrect email address is entered no error message appears and system generated emails are 
not received 

• In order for the signature line to appear on the notice of defence the following roles must be 
entered as Members of the Examination Board: Vice-Provost (Graduate Studies) for PHD and 
Chair/Director of the Department or designate for Master’s 
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Authorize Exam Upload: 
 
Click on the Authorize Exam Upload button 
If your Examination Board is missing any required members a message indicating which will appear in 
the top right corner. Otherwise a pop up message appears indicating the upload has been released to 
the student. Click OK. 
 
The student is then sent an email indicating they are able to upload their thesis through Carleton 
Central. 
 

 
 
Exam Upload Reminder 
In the Thesis Package tab you have the ability to send the student an email reminding them to upload 
their examination copy, by clicking the Exam Upload Reminder Button. 
 

 
 
Event Log 
This view only tab lists all actions that have taken place in the E-thesis system including BANNER & CC 
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Email Log 
This view only tab lists all emails that have been generated from the E-thesis system.  

 
 
Generate Notice: 
Once the Thesis supervisor and the Chair/Director of the department or designate have approved the 
thesis through CC you can generate the notice of defence for posting  

• If the notice is being cut off, in the print settings select Fit on page 

• Once a notice of defence has been approved by Chair (Masters) or by the Vice-Provost 
(Graduate Studies) (PHDs) if changes are needed, the Notice Change Request form must be 
completed for approval 

 
Click on the Generate Notice button, in the Examination Board tab, a separate internet window will 
open. The Notice that appears can be saved and/or printed.  
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Thesis package 
Displays documents/info uploaded by the student. Departments have the ability to send students email 
reminders to upload their Examination or Final Thesis copies, by clicking the reminder buttons. 
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Printing of external report for defence file 
In the Faculty forms tab the Graduate Administrators now have the option to print the external report 
with or without the medals information.  For the purposes of the defence file it is required that the 
medals information not be included in the report. 

 
 
 

Reviewing thesis records in BANNER (SZAETDP) 
 
Once you have selected the key block criteria and obtained results, you can highlight any of the students 
listed and proceed to select any of the tabs for review. Administrators are not copied on system 
generated emails therefore, it will be at your discretion if/how thesis uploads and approvals are tracked. 
 
Student ID:  

• Used to obtain information on the status of a particular student’s Thesis  
 

Enter Student ID, Go 
 
Thesis Status: 

• Used to identify students with a thesis status in a particular state  
 
Select or enter status, Go 
 
Dept: 

• Used if you have access to thesis students in multiple departments and want to filter 
 
Select Dept., Go 
 
Defence Date Range: 

• Used to identify all students who have a defence scheduled within a particular date range 
 
Enter/select dates, Go 
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Creating a Notice Change Request in BANNER 
 
A Notice Change Request is required when: 

• A Master’s defence has been approved by the Chair of the department. Status DC: 
Defence Authorized by Chair 

• A PHD defence has been approved by the Vice-Provost (Graduate Studies). Status NA: 
Notice of Examination Approved 

Up until the Exam report outcome form has been completed by the Chair of the defence.  
While the Assign defaults and Clear All buttons still appear to be active on the Examination board tab, 
changes are no longer permitted on this form, you will receive a pop up stating the “examination board 
cannot be updated at this time”.  
 

 
 
These must all be done through the Notice Change Request tab.  
 
SZAETDP 
Select the Notice Change Request tab 
Click Initiate Change Request button 
Make the necessary changes to the form  
 
Add the Change details. This field required and must include the details of what is changing SAVE 
If additional changes are needed you can save and complete it at another time. If it is ready for approval 
Select the Submit for Approval button, triggering emails requesting approval. 
 
Multiple revisions can be initiated prior to the defence taking place. 
 
Note: Approvals for PHD Notices of defence do not go back to the Chair of the department for approval. 
Therefore, the Change Details comment should reflect that the Chair is aware of and approves the 
changes. 
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Once a Notice Change Request has been approved: 

• Emails will be sent to the Grad Admin  

• The Examination board tab will be updated with the most current information  

• The Notice Change form Tab will show the current notice and any previous notices or revised 
notices 

• Notices can be printed for posting by selecting the Generate Notice button on the Examination 
Board Tab. Note: the revised indicator will be no longer displayed as it automatically appears on 
the notice of defence. 
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                                              Student Upload in Carleton Central 
 

Once the upload has been authorized the student will receive an email to indicate they are now able to 
upload their examination copy in Carleton Central (attached). 
 
Carleton Central 
Main Menu  
Student Support Service 
E-Thesis 
 
Thesis details will populate from the information entered into BANNER. 
 

 
 
Students are required to read and accept all of the Agreements/Licenses before uploading the Thesis 
Components. 
 
Academic Integrity Statement 
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FIPPA Agreement 
 

 
Carleton University Thesis License Agreement 
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Thesis information 
 
Step 1: 
Thesis title: A Student has the ability to change the title that appears. When copied and pasted some 
special characters can be entered and all accents are accepted. If a student has symbols that are not 
accepted they will need to be written out, but will be reflected on the title page of their uploaded copy. 
Language: default is English 
Thesis Abstract: the system ensures students adhere to the word limits (150 for Master’s and 350 for 
PHD). When copied and pasted some special characters can be entered and all accents are accepted. If a 
student has symbols that are not accepted they will need to be written out, but will be reflected in the 
abstract of their uploaded copy  
Submit Information: Once this information has been submitted students can proceed to Step 2. 
 
Step 2: Upload thesis document 
Student uploads their main thesis document. 
The document cannot exceed 40 MB and must be in PDF or PDF/A format.  
 
At any point the after successful completion of step two the student can select “Return to Details” and 
submit the examination copy. 
 

 

 

Contributor Documents: 
 
Used to upload any authorizations for copyright or integrated thesis information, if a student does not 
have any contributor documents, they can proceed to Supplementary. 
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Supplementary Files: 
 
Used to upload any additional files or figures that are appended to the thesis document, if a student 
does not have any supplementary files, they can Return to Details to finalize their submission 
 

 
 
 
Submit Examination copy 
 
Once all of the information has been entered the student can submit the examination copy. They will 
receive the message below. Once they select OK an email is triggered to the Thesis supervisor. 
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After selecting ok: 
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Thesis Supervisor Approval in Carleton Central 
 

Once the student completes the upload of their examination copy in Carleton Central, an email is 
triggered to the person named with the role of Thesis supervisor (in SZEATDP).  The thesis supervisor 
must then complete the Thesis Supervisor Defence Authorization Form though Carleton Central. 
 
Log into Carleton Central 
Main Menu 
Faculty Services 
Review E-Thesis Submissions 
 
This form can be filtered by thesis status and any forms requiring action will be highlighted in Red. 
 
Click on red link in the forms/actions section for the appropriate student 
The Defence Authorization form opens, where you can review the thesis and determine if the defence 
should take place. 
 
Carleton Central Landing page in E-Thesis Submissions section  

 

 
 

 
 
If it is indicated that the defence should not take place an email is triggered to the student and Carleton 
Central is re-opened for upload. The email does not indicate why it was returned, the supervisor must 
contact the student outside of the system and discuss. Once the student re-uploads the supervisor will 
receive email notification again to complete the Authorization form. 
 
If it is indicated the defence should take place an email is triggered to: 

1. The individual listed as the Chair/Director of the Department or Designate to complete the 
Department Chair – Defence authorization form  
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2. The members of the committee with Banner ID to notify them that the thesis can be viewed in 
Carleton Central (excluding the roles of: Thesis supervisor, Vice-Provost (Graduate Studies), 
Dean of the Faculty & Chair/Director of the Department or Designate). 
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Committee Member access to Thesis in Carleton Central 
 
Once the thesis supervisor indicates that the defence should take place, an email is triggered to the 
members of the committee with Banner ID to notify them that the thesis can be viewed in Carleton 
Central (excluding the roles of: Thesis supervisor, Vice-Provost (Graduate Studies), Dean of the Faculty & 
Chair/Director of the Department or Designate). 
 
Log into Carleton Central 
Main Menu 
Faculty Services 
Review E-Thesis Submissions 

 
The student’s name will be highlighted in red and once clicked the thesis will be viewable, up until the 
“Exam Report Outcome Form” is completed by the chair of the defence. 
 
You will be able to view all of the theses for which you are listed a member of the committee where the 
supervisor has approved it to proceed. 
 



26 
 

Chair/Director of Department or Designate Approval in Carleton Central 
 

Once the Thesis supervisor approves a defence to proceed in Carleton Central, an email is triggered to 
the person named with the role of Chair/Director of Department or Designate (in SZEATDP).  The 
Chair/Director must then complete the Chair/Director of Department or Designate Defence 
Authorization Form though Carleton Central. 
 
Log into Carleton Central 
Main Menu 
Faculty Services 
Review E-Thesis Submissions 
 
This form can be filtered by thesis status and any forms requiring action will be highlighted in Red. 
 
Click on red link in the forms/actions section for the appropriate student 
The Defence Authorization form opens, where you can review the thesis and select one of the following 
options: 

1. I approve the members of the examination board and in my opinion, the thesis defence 
can take place subject to the approval of the thesis examination board.  

2. The thesis defence should not take place. 
 
Note: For PHD students the Chair/Director of Department or Designate must also confirm there is no 
conflict of interest with the examiners and the candidate, the supervisor or the University. 
 
The thesis can also be viewed by clicking on the student’s name. 
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If option 1 is selected the thesis status becomes “Defence Authorized by Chair”. 
If option 2 is selected, the thesis status becomes “Thesis Cancelled”.  If the student is to defend at a later 
date the process will begin with a new entry into SZAETDP.  
 
After response is clicked, the screen looks like this: 
 

 
 
At the master’s level when options 1 is selected the “Chair of Defence – Exam Report Outcome Form” 
becomes available in Carleton Central. An email is triggered to the committee members with email 
addresses and the graduate administrator giving them the defence details.  
 
At the PhD level when options 1 is selected an email is triggered to Graduate Studies. The “Chair of 
Defence  - Exam Report Outcome Form” becomes available in Carleton Central once the Notice of 
defence has been approved by the Vice-Provost (Graduate Studies). 
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 Notice of Examination Change Approval form in Carleton Central  
 

Approval is required by the Chair/Director of Department or Designate at the Master’s level and the 
Vice-Provost (Graduate Studies) at the PHD level. 

 
Once the Submit for Approval button is selected in SZAETDP, an email is triggered to the appropriate 
person named in SZEATDP to complete the Notice of Examination Change Approval Form though 
Carleton Central. 
 
Login and filtering are the same as the above 
 
Click on red link in the forms/actions section for the appropriate student 
 

 
 
The Notice of Examination Change Approval Form opens, where you can review the Change request 
Comments, the Current Notice of Defence (this is the notice which has previously been approved) and 
the details of the new notice. Once the information has been reviewed one of the following options 
must be selected: 

1. I approve these changes  
2. I do not approve these changes 

 
Once one of the options has been selected and saved the appropriate emails will be triggered. 
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External Examiner report in Carleton Central for PHD students 
 

Once the Vice-Provost (Graduate Studies) approves the notice of defence, an email is triggered in 
BANNER to the external to complete the report. The email includes the link to the required form.  
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Once Submit report is selected a pop up message is received 
 

 
 
After Ok is selected the screen indicates in Yellow that the report has been successfully processed 
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The successful completion of the form triggers an email to the Vice-Provost (Graduate Studies) to review 
the report 
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Review of External report by Vice-Provost (Graduate Studies) in Carleton Central 
 

Once the External Examiner completes the report, an email is triggered to Vice-Provost (Graduate 
Studies) requesting they review the report in Carleton Central and complete the External Examiner 
Report Approval Form. 
 
Log into Carleton Central 
Main Menu 
Faculty Services 
Review E-Thesis Submissions 
 
This form can be filtered by thesis status and any forms requiring action will be highlighted in Red. 
 
Click on red link in forms/actions section for the appropriate student. The External Examiner’s Report 
Approval form opens, where you can review the report.  
 

 
 
Once you click on the link another window opens with the report details. 
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Once reviewed close window to return to the External Examiner’s Report Approval form to select one of 
the following options: 

1. I Approve the report 
2. The defence is not recommended by the External Examiner and student wants to 

proceed with defence. 
3. The defence is not recommended by the External Examiner and student wants to cancel. 

 
If option 1 is selected, the thesis status becomes “Defence Recommended”. 
If option 2 is selected, the thesis status becomes “Student Proceeding”. 
If option 3 is selected, the thesis status becomes “Thesis Cancelled”. 
 
In the case where option 1 or 2 is selected, the email is sent to the Chair/Director of Department or 
Designate, Graduate Admin and Chair of Defence. 
 
In the case where option 3 is selected, if the student is to defend at a later date the process will begin 
with a new entry in SZAETDP. 
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System Generated Emails 
 

To student once department has authorized the upload: 
 
Dear, 
 
This email serves as notification that you are now able to upload the examination copy of your thesis in 
Carleton Central. 
 
Please visit the thesis submission area in Carleton Central found under Main Menu --> Student Support 
Services --> E-Thesis. 
 
Keep in mind that while your examination copy can be uploaded in PDF format, your final thesis upload 
can only be done in PDF/A format. 
 
Thank you. 
 
To student once department selects Exam Upload Reminder  
 
Dear, 
 
This is a reminder to upload the examination copy of your thesis. 
 
Please visit the thesis submission area in Carleton Central found under Main Menu --> Student Support 
Services --> E-Thesis. 
 
Thank you. 
 
To Thesis supervisor once student has finalized upload of the examination copy: 
 
Dear, 
 
Please complete the "Thesis Supervisor Defence Authorization Form" for: 
 
Student ID: 10xxxxxxx 
Name:  
Program:  
 
in Carleton Central under Main Menu --> Faculty Services --> Review E-Thesis Submissions. 
 
Once approved to proceed, the thesis will be available for viewing to the Carleton Committee members 
and forwarded to the Chair/Director of your department for approval. 
 
Thank you. 
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To student once Supervisor indicates that the thesis defence should not take place. 
 
Dear, 
 
The examination copy of your thesis has been returned to you for revisions. 
 
Please visit the thesis submission area in Carleton Central found under Main Menu --> Student Support 
Services --> E-Thesis. 
 
Thank you. 
 
To Chair/Director of the Department or Designate once the thesis supervisor has approved the 
uploaded examination copy: 
 
Dear, 
 
Please complete the "Chair/Director of Department or Designate Defence Authorization Form" in 
Carleton Central for the following student: 
 
Student ID: 100xxxxxx 
Name:  
Program: PHD-34 - Doctor of Philosophy: Public Policy 
 
Thank you. 
 
To Committee members once the thesis supervisor has approved the uploaded examination copy 
(excluding: thesis supervisor, Vice-Provost (Graduate Studies), Dean of the Faculty, Chair/Director of 
the Department or Designate): 
 
Dear, 
  
This email has been sent to notify you that thesis for: 
 
Student ID: 10xxxxxxx 
Name:  
Program:  
 
is now available for viewing, by clicking on the student's name in Carleton Central under Main Menu --> 
Faculty Services --> Review E-Thesis Submissions. 
 
To Committee members & Graduate Administrators once the Chair/Director of the Department or 

Designate has approved the examination copy for Master’s theses (excluding: Vice-Provost 
(Graduate Studies) & Chair/Director of the Department or Designate):  
 
Note: if the Dean of the faculty does not normally require a copy of the signed notice of defence, they 
can be excluded from this email by not including their email address on the examination board tab in 
BANNER 
 
Dear, 
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The Chair of the Department has completed the "Defence Authorization Form" and approved the Notice 
of Defence for: 
 
Student ID: 10xxxxxxx 
Name:  
Program:  
 
Defence Details: 
Date:  
Time:  
Location:  
Thesis Title:  
Committee Members: 
 
Note: once the examination has taken place the Chair of the Defence must complete the "Exam Report 
Outcome Form", found in Carleton Central --> Main Menu --> Faculty Services --> Review E-Thesis 
Submissions. 
 
Thank you. 
 
To Graduate Services Co-ordinators in Graduate Studies (PHDs only) once the Chair/Director of the 
Department or Designate has approved the examination copy: 
 
Dear Graduate Studies, 
 
The Chair of the Department has approved the defence for student: 
 
Student ID: 100xxxxxx 
Name:  
Program: PHD-34 - Doctor of Philosophy: Public Policy 
 
Inform the Vice-Provost (Graduate Studies) to complete the Notice of Examination Approval form in 
Carleton Central.   
 
Thank you. 
 
To Graduate Services Co-ordinators in Graduate Studies (PHDs only) once the Vice-Provost (Graduate 
Studies) approves the Notice of Examination: 
 
Dear Graduate Studies, 
 
The Vice-Provost (Graduate Studies) has approved the Notice of Examination for: 
 
Student ID:  
Name:  
Program:  
 
Please go into SZAETFG, indicate whether this student is eligible for a medal and launch the email to the 
External Examiner. 
 
Thank you. 
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To Committee members, Graduate Administrators, DUC and Graduate Studies once the Vice-Provost 

(Graduate Studies) approves the Notice of Examination for PhD theses (excluding: Vice-Provost 
(Graduate Studies) & the External Examiner):  
 
Note: if the Dean of the faculty does not normally require a copy of the signed notice of defence, they 
can be excluded from this email by not including their email address on the examination board tab in 
BANNER 
 
Dear, 
 
The Vice-Provost (Graduate Studies) has approved the Notice of Examination for: 
 
Student ID:  
Name:  
Program:  
 
Defence Details: 
Date:  
Time:  
Location:  
Thesis Title:  
Committee Members: 
 
Note: once the examination has taken place the Chair of the Defence must complete the "Exam Report 
Outcome Form", found in Carleton Central --> Main Menu --> Faculty Services --> Review E-Thesis 
Submissions. 
 
Thank you. 
 
To External Examiner (PhD’s only) once Notice of Examination is approved by the Vice-Provost 
(Graduate Studies): 
 
Dear Dr. Examiner, 
 
As the External examiner, your assessment plays a critical part of our examination process.  Following 
the defence, the Board will deliberate on the outcome.  The majority of the members of the Board 
voting in favour of the candidate constitutes a successful defence, however the External Examiner must 
be part of that majority.  We ask that your assessment address the following: 
 
1.      Demonstration of the candidates familiarity of state-of-the-art knowledge in the area of research. 
2.      Contribution of knowledge made by the candidate. 
3.      Adequacy of research methodology, and general organization and presentation of the thesis. 
 
We would ask that you complete this report for <student name> and submit it at least one week in 
advance of the examination date: 28-JUL-2022.  The defence will be held in zoom at 13:00.  I understand 
you are participating by "Video Conference". 
 
Your report will be shared with the committee and the candidate a week prior to the exam. Please do 
not include comments, questions, and details that you want to be discussed only at the exam. 
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Evaluating a doctoral thesis is a time-consuming and demanding task, and your willingness to participate 
in this important academic process is greatly appreciated. 
 
Please complete the report by clicking on the following link: 
https://banwebpprd.carleton.ca/ords//pkg_ethesis.p_fac_ext_form?ref_in=0EFCA323B231D9E0$A2B47
F7FC8C4D4D7Y 
 
Please note your report is due on 21-JUL-2022. 
 
Thank you for accepting this responsibility as the External Examiner. 
 
 
 
 
To Vice-Provost (Graduate Studies) once the External Examiner has submitted their report: 
 
Dear Vice-Provost (Graduate Studies), 
 
Please complete the "External Examiner's Report Approval Form" in Carleton Central for the following 
student: 
 
Student ID: 10xxxxxx 
Name:  
Program: PHD-34 - Doctor of Philosophy: Public Policy 
 
Thank you. 
 
To the Chair/Director of Department or Designate, Graduate Admins and Chair of Defence once Vice-
Provost (Graduate Studies) has reviewed the External Examiner’s report and has approved the 
defence to proceed 
 
Dear, 
 
This email serves as notification that the defence for: 
 
Student ID: 10xxxxxxx 
Name:  
Program:  
 
has been approved to proceed. 
 
To view the External Examiner's report, please use the following link: 
 
To print this report excluding any medals information, go to BANNER --> SZAETDP --> Faculty Forms Tab. 
 
Thank you. 
 
To the Chair/Director of Department or Designate (for Master’s) and the Graduate Studies Co-
ordinators once the “Submit for Approval” button on the Notice Change Request tab in SZAETDP has 
been selected. 
 

https://banwebpprd.carleton.ca/ords/pkg_ethesis.p_fac_ext_form?ref_in=0EFCA323B231D9E0$A2B47F7FC8C4D4D7Y
https://banwebpprd.carleton.ca/ords/pkg_ethesis.p_fac_ext_form?ref_in=0EFCA323B231D9E0$A2B47F7FC8C4D4D7Y
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Dear {Name}, 
 
A Notice of Examination change request has been submitted for: 
 
Student ID: {student_id} 
Name: {student_name} 
Program: {student_program} 
 
Please review and approve these changes by completing the "Notice of Examination Change Request - 
Approval Form" found under Main Menu --> Faculty Services --> Review E-Thesis Submissions. 
 
Thank you. 
 
 
 
To the Chair/Director of Department or Designate (for PHD’s), Graduate Studies general inbox, the 
members of the Examination Board, DUC and the Grad Admin and the Graduate Studies Co-ordinators 
once the  “I approve these changes” on the Notice of Examination Change Approval form is selected in 
Carleton Central.  
 
Dear {Name}, 
 
The Notice of Examination has been revised for: 
 
Name: {student_name} 
Program: {student_program} 
 
Change Description: 
{change_comments} 
 
Defence Details: 
Date: {defence_date} 
Time: {defence_time} 
Location: {defence_location} 
Thesis Title: {thesis_title} 
 
Committee Members: 
{examination_board} 
 
Thank you. 

 
To the Chair/Director of Department or Designate (for PHDs) and the Grad Admins once the “I do not 
approve these changes” on the Notice of Examination Change Approval form is selected in Carleton 
Central.   
 
Dear {Name}, 
 
The Notice of Examination Change Request for: 
 
Student ID: {student_id} 
Name: {student_name} 
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Program: {student_program} 
 
has been declined for the following reason: 
{change_decline_comment} 
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Post-Defence Documentation 
 

Documents still required by Graduate Studies Post Defence 
 

1. The thesis examination report 
2. Thesis Revisions Approval Form if major revisions were required 
3. Any manual Documents 
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Completion of the Exam Report Outcome form 
 

Once the defence has taken place the Chair of the defence must go into Carleton Central to complete 
the Exam report outcome form. This triggers an email to the Graduate Administrator notifying them it 
has been completed. 

 
Log into Carleton Central 
Main Menu 
Faculty Services 
Review E-Thesis Submissions 
 
This form can be filtered by thesis status and any forms requiring action will be highlighted in Red. 
 
Click on red link in forms/actions section for the appropriate student 
The exam report outcome form opens, where they can record the outcome of the defence and enter 
comments for the student to review. 
 

 
 
The Chair has the option to select one of the following decisions 

1. Thesis accepted (status becomes “Thesis Accepted”) 
2. Thesis accepted with minor revisions required (status becomes Minor Revisions Required) 
3. Thesis accepted with major revisions required (status becomes Major Revisions Required) 
4. Thesis rejected (status becomes “Thesis Rejected”) 

 
If option 1/2/3 is selected: 

The examination documents that the student uploaded are deleted. 
The upload page is re-opened to the student in “Final Copy” mode. 
The student is notified via email to upload the final copy of their thesis  
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Authorize Final Upload 
 

Once the Chair of the defence has completed the Exam report outcome form, an email will be sent to 
the Graduate Administrator notifying them. Once the corrections have been made, the Final upload can 
be authorized through BANNER SZAETDP. This triggers an email to the Student and cc’s the Thesis 
supervisor and co-supervisor(s) 
 
BANNER, SZAETDP 
Enter Student Number, Go, Select Examination board tab 
Click on the Authorize Final Upload button 
A pop up message appears indicating the upload has been released to the student. Click OK. 
Student is sent an email indicating they are able to upload their thesis through Carleton Central. 

 
 

 
Final Upload Reminder 
In the Thesis Package tab you have the ability to send the student an email reminding them to upload 
their Final copy, by clicking the Final Upload Reminder Button. 
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Student Upload in Carleton Central 
 

Once the Graduate Administrator Authorizes the final upload, the student will be sent an email 
indicating that they are now able to upload their final copy in Carleton Central.  Any minor revisions that 
were required will be listed. 
 
Carleton Central 
Main Menu  
Student Support Service 
E-Thesis 
 
The thesis details will populate from the information entered into BANNER. If the external has indicated 
that the report can be released there will be a link for the student to view it (PHD’s only) 

 
 
All previously completed licences remain. The only new License that appears is the LAC. If accepted a 
signed copy of the form must be uploaded. 
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If accepted students can select the categories and upload the signed form. 
 
 
Thesis information  
 
Step 1 (pulls information from examination upload): 
Thesis title: A Student has the ability to change the title that appears. When copied and pasted some 
special characters can be entered and all accents are accepted. If a student has symbols that are not 
accepted they will need to be written out, but will be reflected on the title page of their uploaded copy. 
Language: default is English 
Thesis Abstract: the system ensures students adhere to the word limits. When copied and pasted some 
special characters can be entered and all accents are accepted. If a student has symbols that are not 
accepted they will need to be written out, but will be reflected in the abstract of their uploaded copy  
Submit Information: Once this information has been submitted students can proceed to Step 2. 

 
 
Step 2: Upload thesis document (if unable to upload the main thesis document due to size, the 
student should upload a PDF/A word document indicating that he/she will be submitting the 
document manually – this allows the student to complete the final submission upload) 
Student uploads their main thesis document. 
The document cannot exceed 40 MB and must be in PDF/A format.  
At any point the after successful completion of step 2 the student can select “Return to Details” and 
“Finalize Submission”. 

Contributor Documents: 
Used to upload any authorizations for copyright or integrated thesis information. 
If a student does not have any contributor documents, they can proceed to Supplementary. 
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Supplementary Files: 
Used to upload any additional files/figures that are appended to the thesis document. If a student does 
not have any supplementary files, they can Return to Details to finalize their submission 

 
Manually Submitted Documents: 
If a student is unable to upload a document because of file size or type they will have the ability to enter 
“Manually Submitted Documents”.  They should still upload a PDF/A document indicating that they are 
submitting their thesis document manually.  This allows the student to finalize the submission.  Once 
these have been entered into the system the student will be able to print the “Manually Submitted 
Documents” form. Once the thesis upload is finalized the student must bring this form to Graduate 
Studies with the documents on disc or flash drive for transfer to the Library. The deposit will not be 
considered complete until these are received (this must also adhere to the thesis deposit deadlines). 
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Finalize Submission 
Once all of the information has been entered the student can finalize the submission. They will receive 
the message below. Once they select OK an email is triggered to the Thesis supervisor. 
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After selecting ok: 

 

 
 
 
If for any reason after the student has finalized the upload of the thesis they need to change the 
response on one of the licenses/agreements, Graduate Studies has the ability to return it to them.  

Thesis Supervisor Final Copy Approval in Carleton Central 
 
Once the student finalizes the submission, this triggers and email to the Thesis supervisor that review 
and approval is required  
 
Carleton Central 
Main Menu 
Faculty Services 
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Review E-Thesis Submissions 
Click on the Thesis Supervisor Final Copy Approval Form 
The Supervisor must indicate that they have reviewed the thesis and confirm that any necessary 
changes have been made. 
The Supervisor also then has option to: 

1. Approve Upload: if all the contents are correct, they would approve the upload. This would 
forward it to Graduate Studies. Once the upload has been approved they are no longer able to 
review any of the documents in Carleton Central 

2. Return to student: if there are any errors or corrections that are needed, they return it to the 
student. This re-opens the student upload in CC. 
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Emails 
 

To Graduate Administrator once Chair has completed Exam report outcome form: 
 
Dear, 
 
The Chair of Defence has completed the "Exam Report Outcome Form" in Carleton Central for: 
 
Student ID: {student_id} 
Name: {student_name} 
Program: {student_program} 
 
The final upload can be released to the student (via BANNER --> SZAETDP --> Examination board tab, 
"Authorize Final Upload" button) once the Supervisor confirms that all revisions have been completed.   
 
Thank you. 
 
To Student and cc’d to Thesis Supervisor and Co-Supervisor(s) once Graduate Administrator has 
Authorized Final thesis Upload: 
  
Dear, 
 
This email serves as notification that you are now able to upload your final thesis copy in Carleton 
Central. All required minor or major revisions are listed on this page and must be completed before the 
final upload takes place. 
 
Before proceeding to upload your thesis you may wish to visit http://gradstudents.carleton.ca/thesis-
requirements/electronic/ for information on our Electronic Thesis Deposit Procedure, including 
information on converting your thesis to PDF/A format. 
 
Please visit the thesis submission area in Carleton Central found under Main Menu --> Student Support 
Services --> E-Thesis. 
 
Your thesis deposit is not considered completed until the uploaded version has been approved by your 
thesis supervisor (or designate). Graduate Studies strictly adheres to the published thesis deposit 
deadlines.  It is imperative that you allow for enough time for this approval to take place in order to 
meet these deadlines. 
 
Thank you. 
 
To student to remind them to upload their final copy 
 
Dear, 
 
This is a reminder to upload the final copy of your thesis. 
 
Please visit the thesis submission area in Carleton Central found under Main Menu --> Student Support 
Services --> E-Thesis. 
 
Thank you. 
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To Thesis supervisor once student has finalized the upload: 
 
Dear , 
 
This email serves as notification that the thesis for: 
 
Student ID: 100xxxxxx 
Name:  
Program: PHD-34 - Doctor of Philosophy: Public Policy 
 
has been uploaded and requires your review and approval prior to being forwarded to Graduate Studies. 
 
Please complete the "Thesis Supervisor Final Copy Approval Form" found in Carleton Central under Main 
Menu --> Faculty Services --> Review E-Thesis Submissions.   
 
Please keep in mind that Graduate Studies strictly adheres to the thesis deposit deadlines. In order for 
the student to meet the deadline, your approval must be received by 4:30 pm EST on the deadline date.  
 
Please feel free to contact our office if you have any questions (613-520-2525). 
 
Thank you. 
 
To student when thesis is returned by the supervisor: 
 
Dear, 
 
The final copy of your thesis has been returned to you for revisions. 
 
Please visit the thesis submission area in Carleton Central found under Main Menu --> Student Support 
Services --> E-Thesis. 
 
Thank you 
 
To student, cc’d to thesis supverisor when thesis is returned by Graduate Studies unlocked: 
 
Dear, 
 
Please be advised that your thesis is being returned to you by Graduate Studies to revise the following: 
 
XXXXXXXXXXXXXXXXXXXXXX 
 
Please visit the thesis submission area in Carleton Central found under Main Menu --> Student Support 
Services --> E-Thesis. 
 
Once the revisions have been made, please finalize your submission. 
 
Thank you. 
To student when thesis is authorized by Graduate Studies: 
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Dear , 
 
This email has been sent to notify you that your thesis has been electronically received and reviewed by 
Graduate Studies. 
 
Please submit an Application for Graduation through Carleton Central, if you haven't already done so. 
 
Congratulations on the successful completion of your thesis. 
 
Thank you. 
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Graduate Studies documentation 
Updated Winter 2021 
SZAETFG Pre-Defence 

 
 

Creating a new thesis record in BANNER 
 
Thesis records can only be created by the departments for students that have thesis registration in the 
current or previous term.  In special circumstances thesis records can be created by Graduate Studies for 
students who do not meet the criteria. 
 
 
BANNER 
SZAETFG 
Leave key block blank 
Go 
Select record insert  
Enter student number (you may also search for a student number using the 3 dots). Student’s Name, 
Program and department will populate 
SAVE 
 
At this point the departments can be notified to complete the remaining steps in creating the record.  
 
Manual documents still required by Graduate Studies  
 
Master’s: nil  
 
PHD (at least 4 weeks prior to the defence date): 

1. One hard copy of the Thesis 
2. Electronic copy of External Examiner’s Bio 

 
Entering information for PHD defences  
 
Once a thesis has been approved to proceed by the supervisor and the Chair/Director of Department or 
Designate the Coordinator will receive an email and must generate email to external examiner and add 
the chair of the defence in BANNER (this can be done in either order). 
 
Examination Board Tab 
Used to add chair of the defence to the list of examiners 
 
Enter SN 
Go 
Select appropriate record (if there are multiple) 
Click on Examination Board Tab  
In member of examination board section insert record 
Enter: 
Banner ID (this must be entered in order for them to complete the Exam report Outcome form in CC) 
First Name 
Last Name 
Role 
Method of Participation 
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Affiliation 
Email 
SAVE, bottom right 
 

 
 
Thesis package Tab 
Used to indicate if the student is eligible for a medal and generate the email to the external examiner 
(must first generate audit to calculate GPA and have notice of Defence approved by the Vice-Provost 
(Graduate Studies)). 
 
Click on Thesis Package Tab to  
Section A. indicate if the student is Eligible for Medal 
Save, bottom right 
Click on Send external Email 
 

 
 
Revised notices of defence 
 
Graduate Studies has the ability to create and approve the Notice Change request form. Graduate 
Studies would create a Notice change if the departmental admin is unable to do so for any reason, and 
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the co-ordinators would have the ability to approve the change in the abence of the Vice-Provost 
(Graduate Studies) in cases where the members of the board are not changing.  
 
Adding the role of Acting Vice-Provost (Graduate Studies) 
The co-ordinators have the ability to add the role of Acting Vice-Provost (Graduate Studies) to the 
Examination Board tab.  This would be done if for some reason the Vice-Provost (Graduate Studies) is 
unavailable to approve a Notice of Defence, a Notice Change Request or External Report.  
 

 
 

SZAETFG Post-Defence 
 
 
Documents still required by Graduate Studies Post Defence 
 
Once the thesis has been successfully defended, the following manual forms are required by Graduate 
Studies from the departments before a grade can be entered and the thesis deposit considered 
completed: 

1. The thesis examination report 
2. Thesis Revisions Approval Form if major revisions were required 
3. Any manual Documents 

 
Manually Submitted Documents 
 
If a student has submitted their main thesis document and/or any supplementary or contributor 
documents manually to Graduate Studies along with the Manually Submitted Documents form signed by 
both the student and the thesis supervisor, the GSO does the following: 
 

1. Under the Manual Documents tab, input the received date and SAVE 
2. Ensure that after reviewing the forms and thesis document, that they authorize the deposit.  

This ensures that the licenses/agreements, degree information thesis category and subjects gets 
transferred to the library. 

3. Place the form and USB in an envelope with student’s name, department, degree and Banner ID 
and place in basket for manual transfer to the Library after degrees are conferred. 
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Approval of Late Deposits 
 
BANNER 
SZAETFG 
Enter Student ID 
GO 
Click Examination Board Tab: in the comments field (which displays to departments) enter a comment to 
reflect that a late deposit has been approved, the new deposit date, the current date and your initials. 
 
 

Reviewing thesis records in BANNER (SZAETFG) 
 
Search Options: 
Once you have selected the key block criteria and obtained results, you can highlight any of the students 
listed and review any of the tabs. 
 
 
Student ID:  Enter Student ID, Go 
 
Thesis Status: Used to identify students with a thesis status in a particular state. For the most part 
Graduate Studies will search for those students who have a Thesis Status of TV (Thesis Validated by 
Supervisor).  
 
Select or enter status, Go 
 
Dept.: Used to filter students by department. 
 
Select Dept., Go 
 
Defence Date Range: Used to identify all students who have a defence scheduled within a particular 
date range. 
 
Enter/select dates, Go 
 
Examination Board Tab: 
 
Used to enter comments regarding the Examination Board, to enter the Chair (PHD’s) and review any 
information that the department has entered. 
 
SHAQPNO will pull the first initial and last name of members of the board with the following roles: 

o Thesis Supervisor 
o Thesis Co-Supervisor 
o Nominal Co-Supervisor 
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NOTE: If departments have used a prefix in front of the first name (e.g. Dr., Prof.) the name will need 
to be adjusted in SHAQNPO once the thesis has been Authorized to reflect the correct first initial(s). 
 
 
 
Thesis Package Tab: 
 
This tab displays all of the information uploaded by the student. It is expected that Graduate Studies 
would review it to ensure that all of the necessary documents have been submitted and properly 
completed.  

 
 
 
Thesis title:  The thesis title reflected on the Examination Board Tab should be compared to the title 
page in the uploaded thesis. Any titles with Special Characters or italics need to be printed and placed in 
the thesis titles files and on the spreadsheet for graduation. If any corrections or changes are made to 
the title, those title pages should also be printed in placed in the folder for validation at graduation. It 
would be best to note on the printed copy what changes/corrections were made in SHAQPNO.  
 
Once the document(s) has been reviewed the following options are available: 
 
Return to student Locked: 
This allows students access to the Agreements/Licenses section only. It would be used if the student has 
incorrectly completed the LAC. Changes will be submitted directly to Graduate Studies, the thesis 
supervisor does not need to reapprove the thesis upload. 
 
Enter: Msg to Student 
SAVE 
Click on Return to Student Locked  
 
Return to student Unlocked: 
This allows students access to the Agreements/Licenses as well as the thesis components section. It 
would be used if the title page is incorrect or the dept/student has requested it be returned. It will be 
sent back through the supervisor for approval. 
 
Enter: Msg to Student 
SAVE 
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Click on Return to Student Unlocked  
 
Authorize Thesis Deposit: 
Graduate Studies would authorize the deposit if: 

o all the documents are complete  
o exam report has been received  
o upload has been validated by supervisor/member of committee 
o all manually submitted documents have been received from student 

 
Once Authorized this triggers the following: 

1. An email to the student to indicate that their thesis has been received and reviewed 
2. Adds the student to the report for mass transfer to the library once the student has an Awarded 

degree in SHADEGR. 
3. Updates SHQPNO with the information needed for graduation.   

 
Transfer to Library 
This allows Graduate Studies to transfer theses to the Library on a “one-off” basis if needed. 
 
Cancel Thesis 
This would change the status of the thesis to Cancelled. The department would no longer have access to 
making any changes to it in SZAETDP and the student would no longer see it in Carleton Central. This 
would be used in most cases when a committee was created for a PHD and then it is determined the 
student will complete a Master’s or a defence is set and the student never defends.  
 
Manual Documents Tab: 
 
Lists any Manual documents that the student has indicated in Carleton Central. Graduate Studies will be 
required to enter the date the documents are received by the student. 
 
We also have the ability to “Generate Report” which looks very similar to the one the student will 
submit with the documents.  Manual documents will appear once AW/RC is on. 
 
Once logged these documents will need to be kept and forwarded to the Library after graduation.  

 
 
Faculty Forms 
Indicates the forms that have been completed, the person who completed them and the date as well 
the bottom section indicates what responses they are given and which they made. 
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Event Log Tab 
 
This is a view only tab which lists all of the activities that have taken place for the thesis. 
 

 
 
Email Log Tab 
 
This is a view only tab which lists all system generated emails. 

 
 
Batch Transfer Tab 
 
This is the area used to submit the theses to the Library after graduation. 
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