E-Thesis documentation

Updated on October 24, 2014, March 13, 2015 & July 13, 2015



Summary of Enhancements of July 2015

o Revised Notices: Revised notices must now be processed through the ethesis system.
a. Creating a Notice Change Request pages 18-20
b. Approval by Chair for Masters, page 31
c. Approval by Dean for PHDs, page 31
d. Email templates, pages 40-41

e Acting Dean Roll: FGPA has the ability to add the role of acting Dean in order to process
approvals in a timely manner for PHD defences.



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

FGPA:
FGPA uses SZAETFG in BANNER to:
1. Add the Chair of the Defence (PhD’s only)

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

Dean of FGPA:
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 Dean FGPA

Chair of Defence:

Chair of defence uses Carleton Central to:
1. Complete the Exam Report Outcome Form

Library



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 FGPA (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. FGPA reviews and processes the uploaded thesis, triggering email to student.



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.
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.
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).
Chair/Director of Department or Designate logs into Carleton Central to:
a. complete the “Department Chair — Defence Authorization Form”, triggering email to
FGPA
Graduate Admin:
a. forwards a hard copy of thesis and an electronic copy of the external’s bio to FGPA
b. distributes thesis copies (as needed)
Dean/FGPA:
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
d. Assigns chair of defence
Graduate Admin:
a. creates and “Revised Notices of Examination” if needed
External Examiner completes the “External Examiner’s Report”, triggering email to the Dean of
FGPA.
Dean of FGPA 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

Committee members complete and sigh 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 FGPA (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. FGPA reviews and processes the uploaded thesis, triggering email to student.



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

The selection of "The thesis defence should not take
place" option on the "Thesis Supervisor Defence
Authorization Form"

Exam Copy Upload Re-Opened

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

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

Thesis Cancelled

The selection of "In my opinion the thesis defence can
Defence Authorized by Chair 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

The selection of "Approve Report" on the "Examiner's

Defence Recommended (PhD only) Report Approval Form"

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

The selection of the "Defence not recommended and
student wants to cancel" option on the "Examiner's
Report Approval Form"

Thesis Cancelled (PhD only)

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

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

Final Copy Upload Complete

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




Re-Opened by FGPA Unlocked

The "Return to Student Unlocked" button in SZAETFG.

This button is used when FGPA requires the student to
make revisions to the uploaded thesis components as

well as agreements/licenses

Re-Opened by FGPA Locked

The "Return to Student Locked" button in SZAETFG.
This button is used when FGPA 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




Pre-Defence Documentation

The following manual documents are required by FGPA Pre-defence:
Master’s: Nil
PHD (at least 4 weeks prior to the defence date):

1. One hard copy of the Thesis
2. External Examiner’s Bio (electronic copy emailed to co-ordinators)



SZAETDP

Creating a default members list in BANNER

This tab 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
I Oracle Fusion Middleware Forms Services: Open > szaeror T O "EEaas ]

Eile Edit Cptons Block Item Record Query Tools Help

(BAEREEE % BEM S E & E G

g @000 X

BIE=T iesis Depat Linanlal FOrim STAETOR. 7.0 (PRRD) Fir i o e e e A e e e e 2
Sturdent 10: | El — ‘ E‘
Thesis Status: | Bl Defence Date Range: ‘ @‘ @
Thesis Students Cxamination Doard Thesis Package MManual Documents Caculty Marms Cvent Log Cmail Log Default Members
Dopt Lovel First Namo Last Namo Bannor i} Rolo Mothod of Nartipation Affiliation Ernail

S e

Click on the default members tab
o The default Members tab opens with the cursor appearing in the Dept. Column.
Enter your department code or double click in the Dept box to select from a list
Tab or click on the chevron in the level column and type or select a Level Code
Enter/Select:
e  First Name
e last Name
e Banner ID (required for the Thesis Supervisor, Chair/Director of Department or Designate,
Chair of Defence (Master’s), Dean, Faculty of Graduate and Postdoctoral Affairs), this can
also be searched using the chevron
e Role
e Method of Participation
e Department in the Affiliation Field
e Email address
e Click the Save button

Individuals can be added or deleted from this list as needed.
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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 FGPA for students who do not meet the
criteria.

Manual documents are still required by FGPA.

SZAETDP

Leave key block blank

Next block (if no queries exist, you will see a pop up indicating “Query caused no records to be
retrieved” — click OK)

Click on first available blank line or select Record Insert

Enter student number or search using the chevron, Student’s Name, Program and department will

populate
Eil= Edit Cpt Ekds [berm Becord Query Tods Help
EBo 0 AEER % SEE & B BB B 280X
" E-Thesis Departmental Farm SZAETOR 7.0 (FEROG

Studant 10 | B Dt | |Z|

Thesits Status: | B Dafanca Date Rarga: | lﬂl
Exgmination Boerd | Thesis Packege  Manual Documents  Faculty Forms Event Log Emai Lzg Difiauli Marbers:
Display:
Studant 10 Hama Dr\:\-gam Dapit Thasis Titk Thesk Status Lsar ACEity Data

PR Froeos ke
| |
| |

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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&| Oracle Fusion Middleware Forms Services: Open > SZAFFDP"

sile Edit Options Block Item Record Query Tools Help

HEABE 3% B S EE s

Thesis Departmental Form SZAETDP 7.0 (PPRD)

Student ID: (100768241 | ¥ [Katz-Rosene, Ryan Dept: | &l
Thesis Status: ‘ F| Defence Date Range: ‘ @| @
Thesis Students Examination Board Thesis Package  Manual Documents Faculty Forms Event Log Email Log Default Members
Thesis Student: ‘- |Katz-Rosane, Ryan Withhald Permanently: | Mo | Applied By:
Thesis Title: Comments: -
Thesis Type: |Ph.D. I
Defence Date & Time: ‘ @l 24-hr format
Location: ‘ ~
Previous Degrees Notice of ination - Additional C s
Degree Institution Year
‘Bachalor of Arts (Honours) ‘Trent University |2EIU? B 2] =
[Master of Arts [Carleton University 2010 B s i
\ \ | = _
Memb of E i ion Board
First Name Last Name Banner 1D Role Method of Participation Affiliation Email
| | \ ] | M| | -
| | \ = | | |
| | \ (=1 | | |
| | \ =l | | |
| | \ [~ | | |
| | \ [~ I | | -
Revised: Vl I Assign Defaults | I Clear All | I Generate Notice | IAuthDrize Exam Up\aadl [Autharize Final Upload |

Enter:

e thesis title

e Defence Date & Time

e Location
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 FGPA. 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 FGPA. FGPA
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 chevron

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.

e C(Click on the member to be removed or for which information needs to be changed

e Select the remove record button or make the needed changes to the information
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Adding members

Click on first available line and Enter/select from Chevron

First Name

Last Name

Banner ID: required for those needing access to Carleton Central to complete forms or view thesis
Role

Method of Participation

Affiliation: Enter text (e.g. University Name, Name of department), should be used to identify the
University of External Examiners for PHD committees. (Mandatory)

Email

SAVE

Note:

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

e |nthe 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).

e [fanincorrect email address is entered no error message appears and system generated emails are
not received

e 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: Dean, Faculty of Graduate and Postdoctoral Affairs
for PHD and Chair/Director of the Department or designate for Master’s

o The Chair of Defence should not be added to PHD notices as FGPA will enter this information

| Oracle Fusion Middleware Forms Services: Open > SZAFI'DP“

File Edit Options Block Item Record Query Tools Help

BYE REBRE % REE & & % kB

%E—Thesis Departmental Form SZAETDP 7.0 (PPRD)

Student ID: |m F|Kaiz—Rosene, Ryan
Thesis Status: | [T|

Dept: | F|
Defence Date Range: | @| @

Thesis Students Examination Board Thesis Package Manual Documents Faculty Forms Event Log Email Log Default Members
Thesis Student: m |Kaiszusene, Ryan Withheold Permanently: Applied By:
Thesis Title: |Test for Phase I1 Enhancements Comments: -
Thesis Type: ,PhDi
Defence Date & Time: |13-MAR-2015 @|Fridav 14:00 24-hr format
Location: |502 Tory Building &

Previous Deqrees Notice of Examination - Additional Comments
Degree

‘Bachelor of Arts (Honours)

Institution Year

|Trant University |2DD? B
‘Master of Arts |Car|eton University |2E|1El B

e
I3

Members of Examination Board

Revised: |No

o |

Aszsign Defaults | [

Clear All

| [ Generate Notice

First Name Last Name Banner 1D Role Method of Participation Affiliation Email

|Chri5tina |Nnja ,ﬁmhhesis Supervisor V|| In Perzon v”DEpar‘tmEnt of French |Chr\stma.nnja@carletn =]
|Maurean |Varatte |“ B| Committee Member '” In Person '”Depar‘tment of French |Chr\5t\na.noja@car|eto
|Pame|a |Pnulson |_ B|Internal Examiner V” In Perzon v”Depar‘trnem: of English |Chr\5t\na.noja@carleto
|G\endy |Wong |* B| Chair/Director of Departmen... v” Ex-officio v||De|:rar‘t:rnem: of French |Chr\5t\na.noja@car|eto
|Matth|as |Neufang |ﬂ B|Dean, Faculty of Graduate a... V” Ex-officio '”Faculty of Graduate & Postdoc|Chr\st\na.no]a@carleto -
|Joanne |Bree |m B| External Examiner '”Te\eoonferenoe v”Uni\nrersit:\tr of Manitoba |Chnst\na.n0ja@carletq -

| IAuthorize Exam Uploadl IAuthDrize Final Upload |
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Authorize Exam Upload:

Click on the Authorize Exam 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.

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.

File Edit Options Block Item Record Query Tools Help

& BHEAEE %9 BEE & 8 RE S ¢ % L0000 X
Student ID: | F| Dept: \ F\

Thesis Status: | =1 Defence Date Range: |13-MAR-2015 @ 13-MAR-2015 @

Thesis Students Examination Board Manual Documents Faculty Forms Event Log Email Log Default Members

A. Primary Thesis Document

Thesis Student: |_ ‘Kaﬁz—Rusene, Ryan Abstract: [this is a test abstract for e-thesis phase II enhancements  +

Thesis Type: |ph.D.

Withheld Until:

Document: [advice_to_students_supervisor_on_the_role_of_supervisors_in |_View |

Published Thesis: | [ view )

Exam Upload Reminder | | Final Upload Reminder

B. Contributor Documents

Document Last Name First Name Middle Name Contributor Role

| View

1]

C. Supplementary Documents D. Completed Agreements and Licenses
Document Annex # Document Ver. Response  Date Completed

»

| View

‘Car\at:m University Thesis License Agreement View |1 13-FEB-2015 09: @ =
[FipPA view |1 |Accepted +[13-FEB-2015 09:[Fm]
‘A:adam\c Integrity Statement View |1 13-FEB-2015 09: @ i
| 27 I —

1]

Event Log
This view only tab lists all actions that have taken place in the E-thesis system including BANNER & CC

Thesis Students Examination Board Thesis Package Manual Documents Faculty Farms Ermail Log Default Members
Student: | Landon, Kelly

Order Procedure Message Activity Date

SZAETDP Thesis upload authorized by department 19-SEP-2014 14:20:06 =
2 p_proc_final Examination copy of thesis submitted by student 19-SEP-2014 14:22:30

3 p_proc_fac_ts_auth_form Thesis defence authorized by thesis supervisor 22-SEP-2014 10:36:09

4 p_proc_fac_dc_auth_form Thesis defence authorized by dept chair 22-SEP-2014 10:45:08

5 SZAETFG Email to External Eraminer sent by FGPA 22-SEP-2014 11:01: 46

6 SZAETFG Email to External Examiner sent by FGPA 22-SEP-2014 11:25:30

7 pkg_ethesis.p_proc_fac_ext_form External Examiner's report submitted 22-SEP-2014 11:43:50

8 p_proc_fac_dean_apprv_form External Examiner's report approved by Dean of FGPA 22-SEP-2014 13:05:30

=] p_proc_fac_exar_out_farm Exar outcome: thesis accepted 22-SEP-2014 13:19:56

10 p_proc_final Final copy of thesis submitted by student 22-SEP-2014 14:53:59

11 p_proc_fac_final_apprv_form Final copy approved by thesis supervisor 22-SEP-2014 15:07:23
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Email Log
This view only tab lists all emails that have been generated from the E-thesis system.

-MIE Default Members

Thesis Students Examination Board Thesis Package Manual Documents Faculty Forms Event Log
Student: Landon, Kelly

Email Address Email Code Subject Date Sent Sent By
REIGEIEN I falg oL ChAalgWere) |ETS_EXTERMNAL_EXAMINER External Ezaminer's Report Reguired 22-SEP-2014 11:25:31 PAMELAPOULSOMN
Pamela.Poulson@carleton.ca [ETS_DEAN_COMPLETE_AUTH_|External Examiner's Report - Approval Requin|(22-SEP-2014 11:43:51 W _IUSER
Pamela.Poulson@carleton.ca |[ETS_DEAN_APPROVED Defence Approved by Dean of FGPA 20-SEP-2014 13:05:26 VW _IUSER
Pamela.Poulson@carleton.ca |[ETS_DEAMN_APPROYED Defence Approved by Dean of FGPA 22-SEP-2014 13:05:27 WAW_USER
Pamela.Poulson@carleton.ca |[ETS_DEAN_APPROVED Defence Approved by Dean of FGPA 22-SEP-2014 13:05:28 WY _IUSER
Pamela.Poulson@carleton.ca |[ETS_DEAN_APPROVED Defence Approved by Dean of FGPA 22-SEP-2014 13:05:289 W _IUSER
Pamela.Poulson@carleton.ca [ETS_DEAN_APPROVED Defence Approved by Dean of FGPA 22-SEP-2014 13:05:30 WY _USER
Pamela.Poulson@carleton.ca [ETS_UPLOAD_FINAL_&UTH Thesis Final Copy Upload Required 22-SEP-2014 13:19:56 WAW_USER
Pamela.Poulson@carleton.ca [ETS_TS_REWIEW_FIMAL_UPLC|Thesis Final Copy - Approval Required 22-SEP-2014 14:54:00 WY _IUSER

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

Click on the Generate Notice button, a separate internet window will open

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 Dean (PHDs) if
changes are needed, the Notice Change Request form must be completed for approval

The Notice that appears can be saved and/or printed

CARLETON UNIVERSITY
Azrieli School of Architecture and Urbanism
MASTER'S THESIS EXAMINATION

CANDIDATE:

DATE:

THESIS TITLE:

Vance Fok

B. Environmental Design, Univ of Manitoba, 2007

July 31, 2013, 1400 512 Tory Building

EXAMINATION BEOARD:

Type Sample Thesis Title Here

Internal Examiner

Thesis Supervisor

Chair of Defence

Chair/Director of

Department or Designate

Wayne McGee

Christina Noja

Michel Gaulin

Joanne Bree

(In Person)

{In Person)

(In Person)

(In Person)

Joanne Bree, Chair/Director of Department or Designate
Azrieli School of Architecture and Urbanism
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The following manual documents are required by FGPA Pre-defence:

Master’s: Nil

PHD (at least 4 weeks prior to the defence date):
1. One hard copy of the Thesis
2. External Examiner’s Bio (emailed to graduate co-ordinators)

Thesis package

Displays documents/info uploaded by the student. Departments have the ability to send students email
r

Student [0: | v ‘Fa\\m, Nicholas e | - |

Thesis Status: | F‘ Defence Date Range: | @| @

Thesis Students Examination Board

Manual Documents Faculty Forms Event Log Ermail Log Default Members

A. Primary Thesis Document

Thesis Student ‘ ‘Fa\m, Nicholas abstract: [test case -

Thesiz Type: Ph.D.
Wwithheld Until:

Document: ‘adv\ceftufstudents,supErv\5Dr,un,thefmle,uﬁsupervisursf\nfﬂna\,[ View

Published Thesis: ‘ [ View -

Exam Upload Reminder ‘ I Final Upload Reminder

B. Gontributor Documents

Document Last Mame First Name Middle Mame Cantributor Role
[ view || B
I Wiew,
I Wiew
I Wiew =l

C. S itary Documents D. Completed Agreements and Licenses

Document annex # Document ver Response Date Completed
[ Wiew ‘ = Carleton University Thesis License Agreement [ Wiew |1 sccepted v (14-0CT-2014 10:!@ =
[ View " FIPPA [ View |1 Accepted 7 |14-0CT-2014 10:!@ "
[ Wiewy E academic Integrity Statement [ Wiew ||1 accepted  ~|14-0CT-2014 IU‘!@ K
[ Yiew, ‘ ~ [ iz | 4| =2

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.
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sile Bdit Uptions Block ltem Kecord Query lools Help

BNE HAER BV BEEGDIEEE 6 <

fo E-Thesis Departmental Form SZAETDP 7.0 (PPRD) -

Student ID: |- F|Cunnmgton, Glenn Dept: | F|
Thesis Status: | F| Defence Date Range: | @| @

Thesis Students Examination Board Thesis Package Manual Documents Faculty Forms Event Log Email Log Default Members

E. Faculty Forms Submitted

Student: |100721305 Cunnington, Glenn
Form Name Option Selected Completed By Completed On
hesis Defence Authorization Form [r1 INoja, Christina [03-FEB-2015 11:18:48 =]
‘Departmenta\ Chair Defence Authorization Form |R1 ‘Nuja, Christina |12-MAR-2015 10:56:59
‘Ncmce of Examination Approval Form |R1 ‘Noja, Christina |12-MAR-2015 10:57:38
\ | \ | -
Form Options Reason
R1: I have read the thesis and in my opinion, the thesis defence can take = -

place subject to the approval of the thesis examination board.

RZ2: The thesis defence should not take place.

1]
1]

G. External Examiner’s Report (Ph.D. Only

Completed On: ‘12-MAR-2015 10:59:53

Report Link: ‘https:Hstudent-dav-pprd.l:arletun.cafpprdfpkg_ethas\s.p_faI:_Ext_fnrm'?ref_iﬂ=2 [ View (Normal) ‘ [ View (Exclude Medal Info) ‘

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

Enter Student ID, Next block

Thesis Status:
e Used to identify students with a thesis status in a particular state

Select or enter status, Next Block

Dept:
e Used if you have access to thesis students in multiple departments and want to filter

Select Dept., Next block

Defence Date Range:
e Used to identify all students who have a defence scheduled within a particular date range

Enter/select dates, Next block
17



Creating a Notice Change Request in BANNER

A Notice Change Request is required when:
e A Master’s defence has been approved by the Chair of the department. Status DC:
Defence Authorized by Chair
e A PHD defence has been approved by the Dean of FGPA. 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 they must all be done through the Notice Change Request
tab.

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.

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 (please also
refer to the note above)

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.

File Edit Options Block Item Record Query Tools Help

@ HEAEE 9% BEE & & Togh | <k 1@ @10 X
Student ID: | F‘ Dept: ‘ F‘
Thesis Status: |DC F ‘Defence Authorized by Chair Defence Date Range: ‘ @‘ @

Thesis Students Examination Board Jlile=NeGELGNEGIESEN Thesis Package Manual Documents Faculty Forms EventLog Email Log Default Members

Thesis Student: |100_" ‘Gruse, 3 Current State: |Current Motice ]
Thesis Title: |te.;t Change Details: |change in time =
Thesis Type: m
Defence Date & Time: |25-JUN-2015 @|Fr|day 09:15 24-hr format N
Location: |tory )
“ersion No: ,37 [ Initiate Change Request [ Submit for Approva -
Previous Deqrees Notice of Examination - Additional Comments
Degree Institution Year
[Bachelor of Arts Honours |carleton University [2013 B =] -
\ | | [-] « &
\ | | (- = =
Members of ination Board
First Name Last Name Banner ID Role Method of Participation Affiliation Email
|a |b |100 e B| Chair of Defence '” In Person '” |rnaureen.varatte@carl =
|: |n |IDD- . B| Chair/Director of Departmen... '” Ex-officio '” |maureen.varatte@carl
|j |b |100-. — B| Dean, Faculty of Graduate a... v” Ex-officio v” |maureen.varaﬂe@car|
|j |5 |1EIEI T B| Member of Department '” In Person '” |rnaureen.varatte@carl
|rn |v |IDD-' TLd B|Thesis Supervisor '” In Person '” |maureen.varatte@car|
| | | (-] | | | &
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File Edit Options Block Item Record Query Tools Help

@BnE AEAEE % BDE QS oo | gk | &

Thesis Departmental Form SZAETDP 7.0 (PPRD)

Student 1D | Rdl

Thesis Status: ‘DC F |Defence Authorized by Chair Defence Date Range: |

Thesis Students Examination Board

Dept: |

[~

=] =

Thesis Package Manual Documents Faculty Forms Event Log Email Log Default Members

Thesis Student: |1 . |L

Thesis Title: |tast

Thesis Type: |Master's
Defence Date & Time: |26—JUN—2015 @ |Fr|day 09:30 24-hr format
Location: |tory

Version No: |4

Current State: |Change Request Saved (submit for approval when ready)

Change Details: |time changed

I3

1]

Initiste Change Reguest [ Submit for Approval

Previous Degrees

Degree Institution Year

|Elac:helur of Arts Honours |Car|aton University |2013
| | |
| | |

Notice of Examination - Additional Comments

Members of Examination Board

First Name Last Name Banner ID Role

Method of Participation Affiliation Email
|a |b |100-. LT B| Chair of Defence '” In Person '” |maureen.varatta@car\
|c: |r1 |IUUV T B| Chair/Director of Departmen... '” Ex-officio '” |maureen.varatta@car\
|j |b |100-.1' _E| Dean, Faculty of Graduate a... v” Ex-officio v” |maureen.varatta@car\
|j |s |1l]l:l1 N B| Member of Department '” In Person '” |maureen.varatta@car\
|m |v |100-, . ) B|Thasis Supervisor v” In Person '” |maureen.varatta@|:ar\

| | | Ml

|»

1]

Once a Notice Change Request has been approved:
e Emails will be sent to the Grad Admin

e The Examination board tab will be updated with the most current information (as seen below

the version number has been updated)

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

notices

e Notices can be printed for posting by selecting the Generate Notice button on the Examination
Board Tab. Note: the revised indicator is no longer displayed as it automatically appears on the

notice of defence.
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File Edit Options Block Item Record Query Tools Help

=R
rtm

Student 1D: | Fr Dept: | F|

Thesis Status: |DC . F|Defance Authorized by Chair Defence Date Range: | @| @

Thesis Students Notice Change Requests Thesis Package Manual Documents Faculty Forms EventLog Email Log Default Members

Thesis Student: | ISt |Cuhen — Withhold Permanently: Applied By:

Thesis Title: Comments: B

Thesis Type: ’m
Defence Date & Time: ‘15-JUN-2015 @ ‘Monday 10:30 24-hr format

Lecation: ‘4345 Mackenzie -

Version No: |2
Previous Degrees Notice of Examination - Additional Comments
Degree Institution Year
|Bache\nr of Engineering ‘Car\atcm University ‘2013 B =] =1
| \ \ [ :
| \ \ NS =
Members of ination Board
First Name Last Name Banner 1D Role Method of Participation Affiliation Email
‘Andre\ |Artemev |— _—‘leember of Department '” In Person '”Mac:hanical & Aerospace Engil|andra\.artemev@carle| =)
‘Craig |Merrett |I__ ElMember of Joint Institute ‘” In Person ‘”In Place of the University of [lcraig.merrett@car\etor
‘Jasun |Ete\a '_ _"Elcha\r of Defence '” In Person '”Machamcal & Aerospace Engu|]asun.etele@carletun.c
‘Matth\as |Neufang |—_.._ E|Dean, Faculty of Graduate a... '” Ex-officio '” |matth\as.naufang@:ar -
‘Metm |Yaras |f — Blcham'Dlrectur of Departmen... ‘” Ex-officio ‘” |met|n.yaras@:arletan.
‘Nea\ |HDHZ "_ ‘_|B|Internal Examiner '” In Person '”CNI| & Environmental Engmae|nea|.huhz@carletun.:a -
[ Assign Defaults | I Clear all | I Generate Notice | [Authnrize Exam Up\aadl IAuthnrize Final Upload |
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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.

© Carleton NGNS

Camaan's Capit

Personal Information § Student Services § Employee Services

RETURN TO MAIN MENU  SITE MAP  HELP EXIT
—
regory R. Brown

Electronic Thesis Submission Tm!fzams;seam

\; Once you have submitted the examination copy of your thesis, the deposit will only be complete once authorized by your thesis supervisor (or designate).
Please ensure this is completed prior to the published thesis deposit deadlines.

EXAMINATION COPY
Thesis Title: Thesis test for Phase 2
Thesis Type: Ph.D.
Defence Date: 30-SEP-2014

Location: 617 Southam Hall

Agreements and Licenses

« The following forms must be completed prior to uploading the examination copy of your thesis

Agreement/License Response Completed On

Academic Integrity Statement Please complete this form
FIPPA Please complete this form
Carleton University Thesis License Agreement Please complete this form

Thesis Components

» Please complete the agreements and licenses listed above prior to uploading your thesis and associated components.
Thesis Components Uploaded On
Thesis Upload
Contributor Documents (Integrated Thesis)

Supplementary Files

Students are required to read and accept all of the Agreements/Licenses before uploading the Thesis
Components.

Academic Integrity Statement
SRS Carleton Ce

Canada’s Capital University

ral

Personal Information § Student Services § Employee Services

RETURN TO MAIN MENU  SITE MAP HELP EXIT
ory R. Brown

Academic Integrity Statement Sep 25, 5914 05:50 pm

Carleton University is committed to ensuring that all students conduct themselves in a manner consistent with the Carleton University Academic Integrity Policy. Recognizing that regulations and practices relating to
academic integrity and intellectual property, as well as the culture related to their enforcement, vary substantially from place to place, all graduate students are required to review, comprehend and adhere to the
Carleton University Academic Integrity Policy upon commencing graduate studies and upon submitting Masters and Ph.D. theses.

Iam familiar with the Carleton University Academic Integrity Policy and I understand the potential consequences should my thesis be found to contain plagiarized content or violate this policy in any other way.
Accept

Accepted on 19-SEP-2014 09:52:10
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FIPPA Agreement

U Ca”elo" rleton Central

sonal Inf

n ¥ Student Services

ma

ployee Services

RETURN TO MAIN MENU ~ SITE MAP  HELP EXIT

FIPPA Agreement Sep 19, 3054 05:55 am

Carleton University is committed to protecting the privacy of those who study or work here (currently and formerly). To that end, Carleton’s Privacy Office seeks to encourage the implementation of the privacy
provisions of Ontario’s Freedom of Information and Protection of Privacy Act within the university

The collection, storage, utilisation, and dissemination of Personal Information concerning members of the Carleton community is only undertaken as part of ongoing efforts by the University to ensure decision making
practices are based on accurate information. The university also ensures that the information gathered for one purpose is not being used inappropriately for another, and that the privacy of an individual is not
compromised by disclosure of personal information to third parties without the proper approvals

O Accept

Submit Response | [ Retumn to Details

RELEASE: 8.5

Carleton University Thesis License Agreement

Personal Information § Student Services § Employee Services

RETURN TO MAIN MENU  STTE MAP  HELP EXIT

Carleton University Thesis License Agreement Sep 19, 574 06:56 arm

In consideration of Carleton University ("CU”) preserving and publishing your thesis or dissertation in electronic format, as well as for making the Thesis available for indexing, interlibrary loan and in-library use, you
agree as follows:

-

You hereby grant to CU a non-exclusive, worldwide, irrevocable, royalty free license to reproduce, convert (as described below), publish, archive, communicate and distribute the Thesis, including descriptive
information, metadata and the Thesis abstract, in any format and in any medium for non-commerdial purposes for the full term of copyright, including but not limited to the right to

transmit the Thesis to the public by telecommunication, including via the intemet and facsimile transmission;

publish the Thesis electronically on the Intemet;

distribute the Thesis through library, interiibrary and public loan;

digitize, photocopy and microfiche the Thesis; and

sub-license or assign any of the rights granted by in this paragraph 1 or otherwise authorize third parties to perform such acts on CU’s behalf.

pop oo

2. CUmay keep more than one copy of the Thesis and convert the Thesis into any medium or format for the purposes of security, back-up, preservation and CU's use of the Thesis in accordance with this license
While every care will be taken to preserve the physical integrity of the Work, CU shall incur no liability, either expressed or implicit, for the Work or the loss or damage to any of the Work or associated data.

3. You confirm that, upon reasonable investigation, you believe the following statements to be true and accurate

a. the Thesis is your original work and is an un-amended copy of the final version approved by your Examination Committee;
b. you have the right and authority to grant the rights set out in this license;
c. the Thesis does not infringe copyright or other intellectual property rights of any other person;
d. i the Thesis contains material to which you do not hold copyright and is not in the public domain, then one or both of the following apply
i. each use of such copyrighted material complies with the “fair dealing” provisions of the Copyright Act (Canada); and
ii. you have obtained and retained in your files a copy of the written permission of the copyright owner(s) to inclide the work (or part thereof, as the case may be) in your Thesis and to grant to CU
the rights set out in this license;

e. all material to which you do not hold copyright is clearly and appropriately identified and acknowledged within the Thesis;

f. the Thesis does not contain any confidential or proprietary information belonging to others, other than information for which you have obtained and retained in your files a copy of the written approval to
include in your Thesis;

the Thesis does not contain any libelous or other unlawful matter and does not invade the privacy of any persons;

there are no unexpired publication delays on the distribution of the Thesis; and

i. the information you provide herein about the Thesis is accurate

=

4. You agree to indemnify and hold CU harmless against any loss, damage, dlaim, liability, settlement cost or expense (including legal fees) incurred by CU and arising out of or in connection with any of the
statements in Section 3 being inaccurate or alleged to be inaccurate.

5. You promise to inform any person to whom you may hereafter assign or license the copyright in the Thesis of the rights granted to CU in this License. You retain copyright ownership and moral rights in the
Thesis, and may deal with the copyright in the Thesis in any way consistent with rights granted to CU in this License.

6. You agree that CU is not responsible for any misuse of the Thesis by third parties who access the Thesis through CU’s fadilities. You acknowledge that CU may, in its discretion, refuse to distribute the Thesis
CU will send o ut a notification if it so decides.

7. Carleton will dlearly identify your name and that of any co-authors, where applicable, as the author(s) or owner(s) of the Submission, and will not make any alteration, other than as allowed by this license, to
your Submission.

8. In the event that you are requesting a deferment of the distribution or publication of your Submission, it is understood that Carleton University's license to communicate, loan and/or distribute shall only take
effect as of the expiry of the agreed upon deferment period

Selecting "Accept” below indicates your agreement to these terms

© Accept

Submit Response || Retum to Details

22



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.

RETURN TO MAIN MENU  SITE MAP HELP EXIT

Upload Thesis Sep 19, 5054 10: 11 am

+ The file has been successfully uploaded. Please click on the file name below if you wish to review it.

Step 1: Thesis Information

Enter your thesis title, language, and abstract in the spaces below. Fields with an asterisk (*) are mandatory

* Thesis Title: Thesis test for Phase 2
* Language: English +

* Thesis Abstract: This is a test abstract for E-Thesis Phase 2

Submit Information

Step 2: Upload Thesis Document (Examination Copy)
The following thesis document has been uploaded. You may view or delete this file.

Please ensure that you review the file below prior to submitting your examination copy.

Thesis Document: sample_word_thesis.pdf

Delete Document

Retumn to Details ‘ ‘ Proceed to Contributors

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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4l Carleton Central

Personal Information ¥ Student Services § Employee Services

RETURN TO MAIN MENU  SITE MAP  HELP  EXIT

Upload Contributor Documents Gregory R. Brown

Sep 19, 2014 10:22 am

Step 1: Upload Contributor Documents
Enter the contributor's sumame, first name, middle name, and role then select a document to upload. The file size must not exceed 2 MB.
Fields with an asterisk (*) are mandatory.
* Sumame:
* First Name:

Middle Name:

Role: Example: co-author, advisor, jurer, ete.
* Document: [ Browse...
Submit
[ Return to Details | | Proceed to Supplementary

RELEASE: 8.5

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

Ecarlem“ Carleton Central

Personal Information § Student Services § Employee Services

RETURN TO MAIN MENU ~ SITE MAP  HELP  EXIT

Upload Supplementary Files Sep 19, 2014 10124 A

Step 1: Upload Supplementary Files

Select a supplementary file and indicate the annex/figure number if applicable. The file size must not exceed 2 MB.
Please note that you must accept the Intellectual Property Agreement prior to uploading each file.

Fields with an asterisk (*) are mandatory.

* Document: =S

Annex/Figure #

[ 1 accept the Intellectual Property Agreement.

Return to Details

RELEASE: 8.5

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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Electronic Thesis Submission

Gregory R. Brown
Sep 19, 2014 10:27 am

i
¥ Please ensure this is completed prior to the published thesis deposit deadlines.

EXAMINATION COPY

Thesis Details

Thesis Title: Thesis test for Phase 2

Thesis Type: Ph.D.
Defence Date: 30-SEP-2014

Location: 617 Southam Hall

Agreements and Licenses

o Click on the agreement/license to view

Agreement/License Response Completed On

Academic Integrity Statement Accepted 19-SEP-2014 09:52:10
FIPPA Accepted 19-SEP-2014 09:52:25
Carleton University Thesis License Agreement Accepted 19-SEP-2014 09:52:30

Thesis Components

s Use the links below to upload the examination copy of your thesis and associated components
# You must submit your thesis details (title, language, abstract) and upload your primary thesis document prior to submitting your examination copy.

Thesis Components Uploaded On
Thesis Upload 19-SEP-2014 10:11:54
Contributor Documents (Integrated Thesis)

Supplementary Files

Submit Examination Copy ]

2 Once you have submitted the examination copy of your thesis, the deposit will only be complete once authorized by your thesis supervisor (or designate).

[ Theses Summary ]

Message from webpage X

You are about to submit the examination copy of your thesis.
Changes cannot be made until after your defence. Do you wish
to proceed? L

OK l ‘ Cancel

-

After selecting ok:

1 Once you have submitted the examination copy of your thesis, the deposit will only be complete once authorized by your thesis supervisor (or designate).
¥ Please ensure this is completed prior to the published thesis deposit deadlines.

v Your thesis (examination copy) has been successfully submitted for approval.

EXAMINATION COPY
Thesis Details

Thesis Title: Thesis test for Phase 2
Thesis Type: Ph.D.
Defence Date: 30-SEP-2014

Location: 617 Southam Hall

Agreements and Licenses

e Click on the agreement/license to view

Agreement/License Response Completed On

Academic Integrity Statement Accepted 19-5SEP-2014 09:52:10
FIPPA Accepted 19-SEP-2014 09:52:25
Carleton University Thesis License Agreement Accepted 19-5SEP-2014 09:52:30

Thesis Components

« The examination version of your thesis and associated components have been uploaded and submitted.
Thesis Components Uploaded On
Thesis Upload 19-SEP-2014 10:11:54
Contributor Documents (Integrated Thesis)

Supplementary Files
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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

Student ID Name Thesis Title Type Status Your Role Forms/Actions

WhOReGdu  Katz-Rosene, Ryan Test for Phase I Enhancements Ph.D Exam Copy Upload Complete  Thesis Supervisor Thesis Defence Authorization Form

RETURN TO MAIN MENU  SITE MAP  HELP EXIT

Pamela A. Poulson

Thesis Supervisor - Defence Authorization Form Sep 22, 2014 10:32 am

G é/ Please review the thesis examination copy below and indicate whether or not the defence should proceed.

Thesis Student: - Landon, Kelly
Email: Kelylandon@cmail.carleton.ca

Program: Doctor of Philosophy: Sociology
Thesis Title: Testing Title for E-Thesis Phase 2
Language: English
Thesis Abstract: Testing abstract for thesis

Thesis Document: sample_word_thesis.pdf

Thave read the thesis and in my opinion, the thesis defence can take place subject to the approval of the thesis examination board

The thesis defence should not take place.

If the thesis defence should not take place, please indicate why in the space below (intemal use only)

[ Return to Summary ]

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. Theindividual 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, Dean of FGPA, Dean of the Faculty &
Chair/Director of the Department or Designate).

Personal Information § Faculty Services § Employee Services

RETURN TO MAIN MENU SITE MAP HELP EXIT

Thesis Supervisor - Defence Authorization Form

Pamela A. Poulson
Sep 22, 2014 10:36 am

\E/ Please review the thesis examination copy below and indicate whether or not the defence should proceed.

+ The defence has been authorized. The Departmental Chair has been notified.

Thesis Student:
Email:

Program:

Thesis Title:
Language:
Thesis Abstract:

Thesis Document:

Thave read the thesis and in my opinion, the thesis defence can take place subject to the approval of the thesis examination board

- Landon, Kelly
kellylandon@cmail.carleton.ca
Doctor of Philosophy: Sociology
Testing Title for E-Thesis Phase 2
English
Testing abstract for thesis

sample_word_thesis.pdf

The thesis defence should not take place

If the thesis defence should not take place, please indicate why in the space below (intemal use only)

[ Return to Summarv 1
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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, Dean of FGPA, 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 thesis for which you are listed a member of the committee where the
supervisor has approved it to proceed.

Student ID Name Thesis Title Type Status Your Role
* Cunnington, Glenn The Relationship Between Roads and Ph.D. Defence Authorized by Thesis  Chair/Director of Department  Departmental Chair Defence
Amphibians: Effects of Traffic Noise and Supervisor or Designate
Mitigation of Road Martality
ey Cunnington, Glenn The Relationship Between Roads and Ph.D. Defence Authorized by Thesis  Dean of Faculty
Amphibians: Effects of Traffic Noise and Supervisor
Mitigation of Road Mortality
A Cunnington, Glenn The Relationship Between Roads and Ph.D Defence Authorized by Thesis  Dean, Faculty of Graduate and
Amphibians: Effects of Traffic Noise and Supervisor Postdoctoral Affairs
Mitigation of Road Mortality
Q Cunnington, Glenn The Relationship Between Roads and Ph.D. Defence Authorized by Thesis  External Examiner
Amphibians: Effects of Traffic Noise and Supervisor
Mitigation of Road Mortality
‘ Cunnington, Glenn The Relationship Between Roads and Ph.D Defence Authorized by Thesis  Internal Examiner
Amphibians: Effects of Traffic Noise and Supervisor
Mitigation of Road Martality
_ Cunnington, Glenn The Relationship Between Roads and Ph.D Defence Authorized by Thesis  Member of Department

Amphibians: Effects of Traffic Noise and
Mitigation of Road Mortality

Supervisor
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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. lapprove 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 Desighate 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.

PO Katz-Rosene, Ryan Test for Phase II Enhancements Ph.D. Defence Authorized by Thesis  Chair/Director of Department  Departmental Chair Defence
Supervisor or Designate Authorization Form

Personal Information ¥ Faculty Services ¥ Employee Services

Departmental Chair - Defence Authorization Form

J’/ Please review the thesis examination copy below and indicate whether or not the defence should proceed.

Thesis Student: WM - [atz-Rosene, Ryan
Email: ryankatzrosene@testdomain.carleton.ca
Program: Doctor of Philosophy: Geography (Political Economy)
Thesis Title: Test for Phase II Enhancements
Language: English
Thesis Abstract: this is a test abstract for e-thesis phase 11 enhancements
Thesis Document: advice_to_students_supervisor_on_the_role_of_supervisors_in_final_in_camera_session_of_doctoral_defences.pdf
Required for Ph.D. Only ] Iam notaware of any potential conflict of interest that the examiners have with the candidate and or Thesis Supervisor.
The External Examiner should be at arm’s length from the candidate, from the Supervisor(s) and from the University. Over the

preceding 6 years, the External Examiner should not have collaborated with the student or Supervisor(s), and should not have
been employed or studied at Carleton University. For more details, see article 2.2.1 of the Thesis Examination Policy.

Members of Examination Board

Role Name Affiliation Method of Participation
External Examiner Joanne Bree University of Manitoba Teleconference

Internal Examiner Pamela Poulson Department of English In Person

Committee Member Maureen Varette Department of French In Person

Thesis Supervisor Christina Noja Department of French In Person

Chair/Director of Department or Designate Glendy Wong Department of French Ex-officio

Dean of Faculty Andre Plourde Dean of Faculty of Arts and Social Science Ex-officio

E:faﬂ, Faculty of Graduate and Postdoctoral Matthias Neufang Faculty of Graduate & Postdoctoral Affairs Ex-officio

airs
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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.

The thesis defence should not take place.

If the thesis defence should not take place, please indicate why in the space below (internal use only).

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:

RETURN TO MAIN MENU SITE MAP HELP EXIT
Departmental Chair - Defence Authorization Form Sep 353004 1043 am

‘j/ Please review the thesis examination copy below and indicate whether or not the defence should proceed.
1

v/ Your submission has been successfully processed.

Thesis Student: I | Landon, Kely

Email: kelylandon@cmail.carleton.ca
Program: Doctor of Philosophy: Sociology
Thesis Title: Testing Title for E-Thesis Phase 2
Language: English
Thesis Abstract: Testing abstract for thesis
Thesis Document: sample_word_thesis.pdf

Required for Ph.D. Only Tam not aware of any potential conflict of interest that the examiners have with the candidate and or Thesis Supervisor.

The Extemnal Examiner should be at arm’s length from the candidate, from the Supervisor(s) and from the University. Over the

preceding 6 years, the External Examiner should not have collaborated with the student or Supervisor(s), and should not have
been employed or studied at Carleton University. For more details, see article 2.2.1 of the Thesis Examination Policy.

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 FGPA. The “Chair of Defence - Exam

Report Outcome Form” becomes available in Carleton Central once the Notice of defence has been
approved by the Dean.
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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
Dean of FGPA 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

Student ID Name Thesis Title Type Status Your Role
1005 v Cohen, 1=+

Forms/Actions

Three-Dimensional Mixed-Mode Fracture Master's Defence Authorized by Chair Chair/Director of Department or Notice of Examination Change Approval Form
Analysis of the Four-Paint Shear Specimen Designate

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. lapprove these changes

2. ldo not approve these changes

Once one of the options has been selected and saved the appropriate emails will be triggered.

Notice of Examination Change Approval Form

Change Request Comments

now it worked

Department: Department of Mechanical and Aerospace Engineering
Thesis Type: MASTER'S THESIS EXAMINATION
Candidate: | *~ ~----
Previous Degrees: Bachelor of Engineering, Carleton University, 2013
Date and Time: Tuesday June 16, 2015, 11:00
Location: 4346 Mackenzie
Thesis Title: Three-Dimensional Mixed-Mode Fracture Analysis of the Four-Point Shear Specimen

Current Notice: Current Notice of Examination

Members of Examination Board

Role Name Affiliation Method of Participation
Internal Examiner Neal Holtz Civil & Environmental Engineering In Person

Member of Department Andrei Artemev Mechanical & Aerospace Engineering In Person

Member of Department Raobert Bell Mechanical & Aerospace Enginieering In Person

Member of Joint Institute Craig Merrett In Place of the University of Ottawa In Person

Thesis Supervisor Xin Wang Mechanical & Aerospace Engineering In Person

Chair of Defence Jason Etele Mechanical & Aerospace Engineering In Person
Chair/Director of Department or Designate Metin Yaras Ex-officio

Dean of Faculty Rafik Goubran Ex-officio

Dean, Faculty of Graduate and Postdoctoral Affairs Matthias Neufang Ex-officio

@ 1 approve these changes.
1 do not approve these changes.

If you do not approve these changes, please indicate why in the space below (internal use only).
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External Examiner report in Carleton Central for PHD students

Once the Dean of FGPA 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.

Faculty of Graduate and
Postdoctoral Affairs

External Examiner's Report

Student Information

Student: Landon, Kelly
Thesis Title:  Testing Title for E-Thesis Phase 2
Defence Date:  30-SEP-2014

Assessment of Thesis

Your assessment is a critical part of our examination process. We require the External Examiner to share the assessment with the Examining Board at the defence
prior to the candidate appearing before the Board. Following the defence, the Board will deliberate on the outcome. A majority of the members of the Board voting in
favour of the candidate constitutes a successful defence; however, the External Examiner must form part of that majority

Please complete your assessment in the text field below. We ask that your assessment address the following
+ demonstration of the candidate’s familiarity with state of the art knowledge in the area of research,

« contribution to knowledge made by the candidate,
+ adequacy of research methodology, and general organization and presentation of the thesis.

A it of Thesis (Maximum 10000 characters)
The external can cut and paste their assessment in this area or they can type directly in this space| -

Defence Recommendation

Please indicate whether or not the thesis should proceed to a defence.

© Defence Recommended
© Defence Not Recommended

If proceeding to a defence is not recommended, please indicate why. (Maximum 10000 characters):

Permission to Release External Assessment to Student

On occasion, we have released the External Examiner’s report to the student after the examination. Please select one of the options below prior to submitting your
report

© 1 agree to release this report to the student after the examination.
© 1 do not agree to release this report to the student after the examination.

Submit Report
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Once Submit report is selected a pop up message is received

Message from webpage Li—hj

Once submitted, the report cannot be revised. Do you wish to
¥ continue?

OK Cancel

After Ok is selected the screen indicates in Yellow that the report has been successfully processed

Faculty of Graduate and
Postdoctoral Affairs

External Examiner's Report

Your report has been received and successfully processed. Thank You.

Submitted on: 22-SEP-14
Student Information
Student: Landon, Kelly
Thesis Title:  Testing Title for E-Thesis Phase 2
Defence Date:  30-SEP-2014

Assessment of Thesis

Your assessment is a critical part of our examination process. We require the External Examiner to share the assessment with the Examining Board at the defence
prior to the candidate appearing befere the Board. Following the defence, the Board will deliberate on the outcome. A majority of the members of the Board veting in
favour of the candidate constitutes a successful defence; however, the External Examiner must form part of that majority

Please complete your assessment in the text field below. We ask that your assessment address the following
« demonstration of the candidate’s familiarity with state of the art knowledge in the area of research

. 1 to made by the candid
+ adequacy of research methodelogy, and general organization and presentation of the thesis.

External Examiner's Assessment

The external can cut and paste their assessment in this area or they can type directly in this space

Defence Recommendation
Please indicate whether or not the thesis should proceed to a defence

© Defence Recommended
Defence Not Recommended

to Release External A to Student

On occasion, we have released the External Examiner’s report to the student after the examination. Please select one of the options below prior to submitling your
report

9 | agree to release this report to the student after the examination
I do not agree to release this report to the student after the examination

The successful completion of the form triggers an email to the Dean of FGPA to review the report
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Review of External report by Dean of FGPA in Carleton Central

Once the External Examiner completes the report, an email is triggered to Dean of FGPA 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.

LA Carleton Central

Personal Information § Faculty Services §¥ Employee Services

RETURN TO MAIN MENU  SITE MAP HELP EXIT

Dean of FGPA (or designate) - External Examiner's Report Approval Form S6p 351 3054 0103 o

Thesis Student: - Landon, Kelly
Email: kellylandon@cmail.carleton.ca
Program: Doctor of Philosophy: Sociology
Thesis Title: Testing Title for E-Thesis Phase 2

Report: Please dlick here to view the External Examiner's report.

@ T approve this report,
O The defence is not recommended by the External Examiner and student wants to proceed with defence.
O The defence is not recommended by the External Examiner and student wants to cancel.

[ Return to Summary ]
RELEASE: 8.5

Once you click on the link another window opens with the report details.
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External Examiner's Report

Submitted on: 22-SEP-14
Student Information

Student: Landon, Kelly
Thesis Title:  Testing Title for E-Thesis Phase 2
Defence Date:  30-SEP-2014

Assessment of Thesis

Your assessment is a critical part of our examination process. We require the External Examiner to share the assessment with the Examining Board at the defence
prior to the candidate appearing before the Board. Following the defence, the Board will deliberate on the outcome. A majority of the members of the Board voting in
favour of the candidate constitutes a successful defence; however, the External Examiner must form part of that majority
Please complete your assessment in the text field below. We ask that your assessment address the following

+ demonstration of the candidate’s familiarity with state of the art knowledge in the area of research,

+ contribution to knowledge made by the candidate,
+ adequacy of research methodology, and general organization and presentation of the thesis.

External Examiner's Assessment

The external can cut and paste their assessment in this area or they can type directly in this space

Defence Recommendation

Please indicate whether or not the thesis should proceed to a defence.

@ Defence Recommended
Defence Not Recommended

Permission to Release External Assessment to Student

On occasion, we have released the External Examiner’s report to the student after the examination. Please select one of the options below prior to submitting your
report.

@ | agree to release this report to the student after the examination.
| do not agree to release this report to the student after the examination.

Once reviewed close window to return to the External Examiner’s Report Approval form to select one of
the following options:
1. | 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.

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.
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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, Dean of FGPA, 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: Dean of FGPA &
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,

The Chair of the Department has completed the "Defence Authorization Form" and approved the Notice
of Defence for:

Student ID: 10XXXXXXX
Name:

Program:
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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 FGPA (PHDs only) once the Chair/Director of the Department or
Designate has approved the examination copy:

Dear FGPA,

The Chair of the Department has approved the defence for student:
Student ID: 100xxxxxx

Name:

Program: PHD-34 - Doctor of Philosophy: Public Policy

Please review the External Examiner's publications and once reviewed, add chair of defence and inform
the Dean of FGPA to complete the Notice of Examination Approval form in Carleton Central.

Thank you.

To Graduate Services Co-ordinators in FGPA (PHDs only) once the Dean of FGPA approves the Notice
of Examination:

Dear FGPA,

The Dean of FGPA 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 Lin Moody once the Dean of FGPA
approves the Notice of Examination for Phd theses (excluding: Dean of FGPA & 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 Dean of FGPA 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 Dean:

Dear,

As the External Examiner, 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-OCT-2014. The defence will be held in 512tb
at 14:00. | understand you are participating by "Teleconference".

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://student-dev-
pprd.carleton.ca/pprd/pkg ethesis.p fac ext form?ref in=0C2DD0B30773AFA9S96C802D476F88A1A

Please note your report is due on 21-OCT-2014.

Thank you for accepting this responsibility as the External Examiner.
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To Dean once the External Examiner has submitted their report:

Dear Dean of FGPA,

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 Dean
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: 1OXxXxXXXx

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 FGPA Co-ordinators once the
“Submit for Approval” button on the Notice Change Request tab in SZAETDP has been selected.

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.
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To the Chair/Director of Department or Designate (for PHD’s), FGPA general inbox, the members of
the Examination Board, DUC and the Grad Admin and the FGPA Co-ordinators once the “l 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 “l 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}

Program: {student_program}

has been declined for the following reason:
{change_decline_comment}
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Post-Defence Documentation

Documents still required by FGPA 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.

If there are revisions required, the Chair of Defence must cut and paste the revisions into the text box
provided. The Supervisor is responsible to get the revisions to the Chair in a Word document.

Personal Information §f Faculty Services | Employee Services

RETURN TO MAIN MENU  SITE MAP HELP EXIT

Chair of Defence - Exam Report Outcome Form Sep 33, 3034 6110 pm

;/ Please indicate category outcome of the defence.

1. Accepted: Used where only a few typographical or stylistic changes are required.

2. Acceptable after minor revisions: Used where a large number of typographical errors exist, or where other changes are required which do not affect the basic tenets of the research
or its findings and do not call for alteration to the basic structure of the thesis. These changes should be clearly specified in writing and are subject only to the approval of the thesis
supervisor before the thesis is finally accepted for deposit.

3. Acceptable after major revisions: Used where, in the judgment of the examiners, changes of a substantive nature which call for re-writing of parts of the thesis are required. These

changes should be clearly specified in writing and are subject to the approval of the thesis board, or a designated committee, before the thesis is finally accepted for deposit.
4. Rejected: Used where, in the judgment of the examiners, the thesis is unacceptable on substantive grounds.

+/ Your submission has been successfully processed.

Thesis Student: - Landon, Kelly
Email: kellylandon@cmail.carleton.ca
Program: Doctor of Philosophy: Sociology
Thesis Title: Testing Title for E-Thesis Phase 2
9 Thesis accepted.
Thesis accepted with minor revisions required
Thesis accepted with major revisions required

Thesis rejected.

If the thesis has been accepted with minor or major revisions, please enter the details of the revisions below. This text will be displayed to the student.

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, next block, 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.

Student ID: | F| Dept: | F|

Thesis Status: | F| Defence Date Range: |13—MAR—2015 @hE—MARfEUIS @
Thesis Students Examination Board Thesis Package Manual Documents Faculty Forms Event Log Email Log Default Members
Thesis Student: m |Katz-Rnsene, Ryan withhald Permanently: Applied By:
Thesis Title: [Test for Phase II Enhancements Comments: a
Thesis Type: |Ph.D.
Defence Date & Time: |13—MAR—2015 @ ‘Fnday 14:00 24-hr format

Location: |502 Tory Building

|

Previous Deqgrees Notice of Examination - Additional Comments

Degree Institution Year

[ \ [ |
o
]

e
e

Members of ination Board

First Name Last Name Banner ID Role Method of Participation Affiliation Email

|Andra |P\nurde | E| Dean of Faculty v” Ex-officio V”Dean of Faculty of Arts and 5 ‘Chr\stma.nnja@carletn =]
|Christina |Noja ’ﬁ@hhasis Supervisor '” In Person '”Department of French ‘Chr\stina.noja@carleto i
|G|Em:|y |Wung |“ B| Chair/Director of Departmen... '” Ex-officio v”Departr'r\ent of French ‘Chnstina.nuja@carletu 7
|Joanne |Bree |m El External Examiner '”Te\ecanferen:e '”Umverswty of Manitoba ‘Chr\stina.noja@carleto
|Matth\as |Neufang |“ B| Dean, Faculty of Graduate a... '” Ex-officio v”Fac:ult\,r of Graduate & Pustdm‘Chr\stina.noja@carleto
|MaureEn |VarettE |* B| Committee Member '” In Person v”Departr'r\ent of French ‘Chnstina.nuja@carletu -
Revised: |No '| [ Assign Defaults | [ Clear all | [ Generate Notice | [Authurize Exam Up\uad| [Authurize Final Upload |

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.

Student 10: | = Dept: | =
Thesis Status: ‘ Fl Defence Date Range: [13-MAR-2015 @ 13-MAR-2015 @

Thesis Students  Examination Board

Manual Documents Faculty Forms Event Log Email Log Default Members

A. Primary Thesis Document

Thesis Student: ‘_ |Katz—Rusane, Ryan Abstract: this is a test abstract for e-thesis phase 11 enhancements =
Thesis Type: |Ph.D.
withheld Until:

Document: [advice_to_students_supervisor_on_the_role_of_supervisors_in |_View

Published Thesis: | [ view -

Exam Upload Reminder | [ Final Upload Reminder

B. Contributor Documents

Document Last Name First Name Middle Name Contributor Role

—_—
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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)

FINAL COPY
Thesis Title: Test for Phase Il Enhancements
Thesis Type: Ph.D.
Defence Date: 13-MAR-2015
Location: 502 Tory Building

External’s Report: Please click here to view the External Examiner's report.

Agreements and Licenses

e Click on the agreement/license to view.

Agreement/License Response Completed On

Academic Integrity Statement Accepted 13-FEB-2015 09:29:04
FIPPA Accepted 13-FEB-2015 09:29:06
Carleton University Thesis License Agreement Accepted 13-FEB-2015 09:29:09
LAC Non-Exclusive License Declined 13-FEB-2015 10:40:19

Thesis Components

s Use the links below to upload your thesis and assocdiated components.
e You must submit your thesis details (title, language, abstract) and upload your primary thesis document prior to finalizing your submission
e Itis recommended that you review all uploaded documents prior to finalizing.

Spelling on pages 1 57 18 32 110 125

Thesis Components Uploaded On
Thesis Upload

Contributor Documents (Integrated Thesis)

Supplementary Files

Manually Submitted Documents

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.

Person

nformation § Student Services ¥ Faculty Services § Employee Services

RETURN TO MAIN MENU  SITE MAP  HELP  EXIT

LAC Non-Exclusive License sep 22, S01s 5158

In consideration of Library and Archives Canada making my thesis available to interested persons, I Kelly Landon, hereby grant a non-exclusive, for the full term of copyright protection, license to Library and Archives
Canada:

(a) to reproduce, publish, archive, preserve, conserve, communicate to the public by telecommunication or on the Internet, loan, distribute and sell my thesis (the title of which is set forth above) wordwide, for
commerdial or non-commerdial purpeses, in microform, paper, electronic and/or any other formats;

(b) to authorize, sub-license, sub-contract or procure any of the acts mentioned in paragraph (a).
T undertake to submit my thesis, through my university, to Library and Archives Canada. Any abstract submitted with the thesis will be considered to form part of the thesis
1represent and promise that my thesis is my original work, does not infringe any rights of others, and that I have the right to make the grant conferred by this non-exclusive license.

If third party copyrighted material was included in my thesis for which, under the terms of the Copyright Act, written permission from the copyright owners is required I have obtained such permission from the
copyright owners to do the acts mentioned in paragraph (a) above for the full term of copyright protection

1 retain copyright ownership and moral rights in my thesis, and may deal with the copyright in my thesis, in any way consistent with rights granted by me to Library and Archives Canada in this non-exclusive license.

1further promise to inform any person to whom I may hereafter assign or license my copyright in my thesis of the rights granted by me to Library and Archives Canada in this non-exclusive license

@ Accept Decline

[ submitResponse | Retum to Details

RELEASE: 8.5
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If accepted students can select the categories and upload the signed form.
Upload LAC Non-Exclusive License sep 22, 5014 9201 o

\\;/ The information provided below will be supplied to Library and Archives Canada.

+/ Subject information successfully saved.

Step 1: Thesis Category and Subject
Please select the subject below that best describes the overall subject of your dissertation or thesis.

You may select one or two additional subjects that will also be associated with your work as secondary subjects.

Primary Category & Subject: SOCIAL SCIENCES ¥ Sociology - General -
Secondary Category & Subject: SQCIAL SCIENCES v Sociology - Theory and Methods -
Secondary Category & Subject: v -

Submit Information

Step 2: Upload Signed and Scanned Copy of LAC Agreement
Please complete the Library and Archives Canada (LAC) Non-Exclusive License and upload a signed and scanned copy.

The file size must not exceed 2 MB.
Document:

Upload Document

Returmn to Details

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.

Personal Information § Student Services ¥ Faculty Services § Employee Services:

RETURN TO MAIN MENU SITE MAP HELP EXIT
A Kelly S. Landon
Upload Thesis Sep 22, 2014 02:33 pm

v Thesis information successfully saved.
ATTENTION: Hidden/special characters may have been added. Please review your abstract, make any necessary changes and resubmit before proceeding to Step 2.

Step 1: Thesis Information
Enter your thesis title, language, and abstract in the spaces below. Fields with an asterisk (*) are mandatory.
* Thesis Title: Testing Title for E-Thesis Phase 2
* Language: English ~

* Thesis Abstract: Testing abstract for thesis

Withhold Thesis Until: /p 2]

You may wish to place a hold on the publication of your thesis. If so, select the expiration date of your thesis hold above.
Your thesis will NOT be published until this date has passed.
Please note that the duration of this hold must not be greater than 3 months from the current date.

Submit Information
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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”.

Step 2: Upload Thesis Document (Final Copy)
The following thesis document has been uploaded. You may view or delete this file

Please ensure that you review the file below prior to finalizing your submission.

Thesis Document: formpdfaxpdfa.pdf

Delete Document

[ Return to Details ] [ Proceed to Contributors.

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.

Q‘*“‘“"“ Carleton Central

Personal Information §f Student Services § Employee Services

RETURN TO MAIN MENU ~ SITE MAP  HELP  EXIT

Gregory R. Brown

Upload Contributor Documents Sep 19, 2014 10:22 am

Step 1: Upload Contributor Documents
Enter the contributor's sumarme, first name, middle name, and role then select a documnent to upload. The file size must not exceed 2 MB.
Fields with an asterisk (*) are mandatory.

* Sumame:
* First Name:
Middle Name

Role: Example: co-author, advisor, juror, ete.

* Document [ Browse...

[ Submit |

Proceed to Supplementary

Return to Detalls

RELEASE: 8.5

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
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Qleemn Carleton Central

Personal Information Y Student Services § Employee Services

RETURN TO MAIN MENU ~ SITEMAP  HELP  EXIT

Upload Supplementary Files Gregory R. Brown

Sep 19, 2014 10:24 am

Step 1: Upload Supplementary Files

Select a supplementary file and indicate the annex/figure number i applicable. The file size must not exceed 2 MB.
Please note that you must accept the Intellectual Property Agreement prior to uploading each file

Fields with an asterisk (*) are mandatory.

* Document S

Annex/Figure #

[ Taccept the Intellectual Property Agreement.

Return to Details

RELEASE: 8.5

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 FGPA 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).

Personal Information ¥ Student Services ¥ Faculty Services § Employee Services

RETURN TO MAIN MENU  SITE MAP HELP EXIT

Manually Submitted Documents ot 20\ Sh0lS 25

\3/ Note: Manual submission of your final thesis and/or supplementary files is only allowed if you were unable to upload the documents due to file size or format issues.

Step 1: Indicate Manual Documents

Use the form below to indicate documents that will be submitted to FGPA manually (i.e. in person).
You will be able to specify several documents if necessary.

Please note that you must accept the Intellectual Property Agreement for supplementary documents.

Fields with an asterisk (*) are mandatory

* Document Type: Supplementary ~

* Document Name

* Contact Number: 613.555-5555

[ 1 accept the Intellectual Property Agreement.

Step 2: View or Delete Manual Documents

The following is a list of documents to be submitted manually. You may choose to delete records if necessary.

Document Type Document Name Contact Number

Other photo 613-555-5555

Step 3: Print and Complete Form

Once you have specified all documents to be submitted manually, please print and complete this form and submit it to FGPA along with your document(s)
You can also access this form on the thesis submission summary page by pressing "Return to Details” below.

Return tn Details

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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Electronic Thesis Submission sep 22, St 6240 o

Once you have finalized the upload of your thesis the deposit will only be complete once authorized by your thesis supervisor (or designate).
Please ensure this is completed prior to the published thesis deposit deadlines.

FINAL COPY
Thesis Title: Testing Title for E-Thesis Phase 2
Thesis Type: Ph.D
Defence Date: 30-SEP-2014
Location: 617 Southam Hall

External's Report: Please dlick here to view the External Examiner's report.

Agreements and Licenses

« Click on the agreement/license to view.

Agreement/License Response Completed On
Academic Integrity Statement Accepted 19-SEP-2014 14:21:21
FIPPA Accepted 19-SEP-2014 14:21:23
Carleton University Thesis License Agreement Accepted 19-SEP-2014 14:21:26
LAC Non-Exclusive License Accepted 22-5EP-2014 14:00:11
Uploaded 22-SEP-2014 14:28:25

Upload LAC Non-Exclusive License (Signed and Scanned)

Thesis Components

s Use the links below to upload your thesis and associated components
+ You must submit your thesis details (title, language, abstract) and upload your primary thesis document prior to finalizing your submission.
s Itis recommended that you review all uploaded documents prior to finalizing.

Uploaded On
22-SEP-2014 14:46:16

Thesis Components
Thesis Upload

Contributor Documents (Integrated Thesis)
Supplementary Files

Manually Submitted Documents

Finalize Submission

[ Theses Summary ]

Message from webpage &J

You are about to finalize your thesis submission. Changes cannot
¥ be made after you finalize. Do you wish to proceed?

0K Cancel |

After selecting ok:



Personal Information ¥ Student Services § Faculty Services § Employee Services

RETURN TO MAIN MENU  SITE MAP  HELP  EXIT

Electronic Thesis Submission Ko, oo don

Sep 22, 2014 02:54 pm

] Once you have finalized the upload of your thesis the deposit will only be complete once authorized by your thesis supervisor (or designate).
#. Please ensure this is completed prior to the published thesis deposit deadlines.

' Your thesis (final copy) has been successfully submitted for approval.

FINAL COPY
Thesis Title: Testing Title for E-Thesis Phase 2
Thesis Type: Ph.D.
Defence Date: 30-SEP-2014
Location: 617 Southam Hall
Withheld Until: N/A

Published Thesis: Your thesis has been submitted electronically.
If you have withheld the publication of your thesis, it will not be published unti the hold date has passed
Once published, the link to your thesis will appear here.

External's Report: Please dick here to view the Extemal Examiner's report.

Agreements and Licenses

o Click on the agreementflicense to view.

Agreement/License Response Completed On

Academic Integrity Statement Accepted 19-SEP-2014 14:21:21
FIPPA Accepted 19-SEP-2014 14:21:23
Carleton University Thesis License Agreement Accepted 19-SEP-2014 14:21:26
LAC Non-Exclusive License Accepted 22-SEP-2014 14:00:11
Upload LAC Non-Exclusive License (Signed and Scanned) Uploaded 22-SEP-2014 14:28:25

Thesis Components

* Your thesis and associated components have been uploaded and finalized.
* Please reference "Published Thesis" above for the link to your published thesis.

Thesis Components Uploaded On
Thesis Upload 22-SEP-2014 14:46:16
Contributor Documents (Integrated Thesis)

Supplementary Files

Manually Submitted Documents

[ Theses Summary ]

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, FGPA 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

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 FGPA. 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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Landon, Kelly Testing Title for E-Thesis Phase 2
Landon, Kelly Testing Title for E-Thesis Phase 2
Landon, Kelly Testing Title for E-Thesis Phase 2
Landon, Kelly Testing Title for E-Thesis Phase 2

Ph.D
Ph.D

Final Copy Upload Complete

Final Copy Upload Complete
Final Copy Upload Complete

Final Copy Upload Complete

Chair/Director of Department
or Designate

Chair of Defence

Dean, Faculty of Graduate and
Postdoctoral Affairs

Thesis Supervisor

Thesis Supervisor Final Copy Approval
Form

J) Please review the final thesis copy and indicate your decision below.

Thesis Student: BN - Katz-Rosene, Ryan

Email:

ryankatzrosene@testdomain.carleton.ca

Program: Doctor of Philosophy: Geography (Political Economy)

Thesis Title: Test for Phase II Enhancements

Language: English

Thesis Abstract: this is a test abstract for e-thesis phase II enhancements

Withheld Until: N/A

Thesis Document: 100778763kazemizarkoueik.pdf

Revisions Required: Spelling on pages 1 57 18 32 110 125

] Ihave reviewed this thesis. If revisions are required, I have reviewed and confirmed that the necessary changes have been

made.

Final copy approved.
Return thesis package to student for revisions.

If the thesis is being returned, please indicate why in the space below. This text will be displayed to the student.

51



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). The Faculty of Graduate and Postdoctoral Affairs 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 the Faculty of
Graduate and Postdoctoral Affairs.

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 FGPA 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 FGPA unlocked:

Dear,

Please be advised that your thesis is being returned to you by the Faculty of Graduate and Postdoctoral
Affairs (FGPA) 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.
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To student when thesis is authorized by FGPA:

Dear,

This email has been sent to notify you that your thesis has been electronically received and reviewed by
the Faculty of Graduate and Postdoctoral Affairs.

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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