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The Graduate Committee Faculty System (GradCom)

Authorized users may access the Graduate Committee Faculty System by logging into gradcom.tamu.edu.
To access, nominate, or approve in the GradCom system, the user must be listed on a college/school,
department, or interdisciplinary degree program’s Authorized Signers Form. Any issues with access or
notifications should be directed to the Graduate Committee Faculty Administrative Coordinator

at gradcom@tamu.edu or 979-845-3631.

IMPORTANT NOTES FOR GCF NOMINATIONS

Complete the form in its entirety, upload the appropriate documents, and submit the nomination for

approval through the workflow.

A nomination for membership with voting privileges cannot be submitted for anyone who does not have
a University Identification Number (UIN). To request a UIN, please complete the form located on the [T
Self-Service portal and submit it to Identity Management. Any questions or issues with sponsored UINs
should be directed to Identity Management at identity@tamu.edu or 979-862-4300.

As of Summer 2022, nominating units will no longer need to request a UIN for Special Appointments

before submitting a nomination.

To view any request that a user has personally submitted, select “Pending Others” under the
“Nominations” tab. Users will also be able to see when the nomination is approved and have the ability

to print a copy of the approved nomination request.


http://gradcom.tamu.edu/
mailto:gradcom@tamu.edu
https://itselfservice.tamu.edu/tamucs?id=sc_cat_item&sys_id=939ffe301b51374054e3feeccd4bcb8b
https://itselfservice.tamu.edu/tamucs?id=sc_cat_item&sys_id=939ffe301b51374054e3feeccd4bcb8b
mailto:identity@tamu.edu

DEFINITIONS OF ROLES

Nomination Entry: faculty and/or staff authorized to create and submit nominations; able to view status

of pending nominations; will receive notifications regarding their submissions

College or School/Department/Program Approver: faculty designated to review and approve nominations

for a college/school, department, or program; will receive notifications for nominations requiring
approval

Proxy Approver: faculty designated as able to review and approve nominations for a college/school,
department, or program; will not receive notifications for nominations requiring approval

GIC Approver: Chair of the college or school’s Graduate Instruction Committee; designated to review and
approve nominations of Academic Professional Track (APT), Professional Staff (PS), and Other
Faculty and Professional Staff (OtherFPS) following approval by the College or
School/Department/Program Approver

GOC Approver: college or school’s representative Dean on the Graduate Operations Committee;
designated to review and approve nominations of Academic Professional Track (APT) faculty,
Professional Staff (PS), and Other Faculty and Professional Staff (OtherFPS) following approval by
the College or School/Department/Program Approver

GIC-GOC Viewer: access to view all pending and approved nominations for the assigned units

Graduate and Professional School Reviewer: Administrative Coordinator of the Graduate Committee

Faculty; designated to review and approve nominations of Tenured and Tenure-Track Faculty
(TTF) following approval by the College or School/Department/Program Approver, and approve
nominations of Academic Professional Track (APT) faculty, Professional Staff (PS), and Other

Faculty and Professional Staff (OtherFPS) following approval by the GOC Approver



Graduate and Professional School Approver: Associate Dean of the Graduate and Professional School;

designated to review and make final approval of all nominations following approval by the

Graduate and Professional School Reviewer

APPROVAL WORKFLOW

TTF/APT/PS/ APT/PS/
OtherFPS/SA OtherFPS

Returned to Nomination Entry person
APT/PS/

OtherFPS

If approved,
notification is
sent to the

nominee and

unit TTF/APT/PS/ APT/PS/
X OtherFPS/SA OtherFPS

nominator



SUBMISSION OF NOMINATIONS

After logging in to GradCom, select the “Nominations” tab. To create a new nomination, click “Create New

Nomination.”

AF‘I TEXAS A&M Graduate and Professional School - Graduate Committee Faculty

UNIVERSITY.

N Create New Nomination Create Special Appointment Nomination

&% Committee Faculty Nominations

] P Pending Othy d

Viewing: Process

#' Change Requests

1D T UN T First Name T LastName T Dept T Title/Rank T Status T

® Annual Review No records to display

Restore Admin Access 20 v [tems per page

Enter the faculty member’s UIN and click “Lookup UIN” (Note: a regular nomination cannot be created of

the nominee does not have a UIN).

}':F! TEXAS AsM Graduate and Professional School - Graduate Committee Faculty

Create Nomination

Committee Faculty
Enter the faculty member's UIN.

Nominations

UIN: | Lookup Ui

Change Requests

Annual Review




The First Name, Last Name, and Email of the nominee will appear below. Select the nominating unit from

the drop-down menu and then click “Start Nomination.”

TEXAS A&M Graduate and Professional School - Graduate Committee Faculty

UNIVERSITY.

Create Nomination

Committee Faculty

Enter the faculty member's UIN.

Hl Nominations

uin: | I | Lookup U

Change Requests

N Select the department to create a nomination.

First Name: Mark
Last Name Gleason
Email: mark. gleason@tamu.edu

Department: -

Start Nemination

Next, click “Edit.”

TEXAS A&M Graduate and Professional School - Graduate Committee Faculty

UNIVERSITY.

Nomination

Committee Facuity

Nomination |ID: 8606

Nominations

Available Actions:

Change Requests Delete Nomination

Annual Review Action Note:




Enter the nominating unit’s Mail Stop, the nominee’s Location and Gender, and confirm that the “Faculty
Category” is correct. If the nominee is employed by Texas A&M University, make sure the “Employed by
TAMU” box is checked. Select the nominee’s home/primary department at the university and “Academic

Rank” from the drop-down menus.

i]ll'd | IFXA'S AsM Graduate and Professional School - Graduate Committee Faculty

IVERSITY,

Nomination Detail

Home
Nomination 1D 8606
Committee Faculty
Status: Incomplete
Nominations
Nominating Unit: Auto-filled
>
# Change Requests Mail Stop
@ Annual Review
UIN —
First Name:
Last Name:
Email:
Location -
Gender: Male Female
Faculty Category: Tenure or Tenure Track TAMU Faculty

Academic Professional Track (APT)Faculty of TAMU, TAMUS Agencies, Affiliated research organizations, and Affiliated Hospitals and Clinical Organizations
Professional Staff of TAMU, TAMUS Agencies, Affiliated research organizations, and Affiliated Hospitals and Clinical Organizations

Faculty and Professional Staff Employed by Other Institutions and Organizations

Employed by TAMU v
Nominee TAMU Depariment: v
Academic Rank v

Click “Save” before completing the remainder of the form.



Click “+ Add” to generate the fields for entry of the nominee’s Degree, Institution, Year Awarded, and
Major Area. Once all four boxes are filled, click the “Save” button. Click the “+ Add” button to enter

additional degrees.

Committee Faculty Deg rees

MNominations

Degree Institution Year Awarded Major Area
o ~
g EREeds PHD Texas A&M University 2022 Studies Save

Under “Documents,” click “Browse...” to select the relevant support files (please upload PDFs only). For
nominations of Academic Professional Track (APT) Faculty, Professional Staff (PS) of TAMU, or Faculty and
Professional Staff Employed by Other Institutions (OtherFPS), please provide a Curriculum Vitae and Letter

of Support.

Documents

View Type ‘Current File Upload New File

Browse... Or drop files here

m cV CV.pdf File uploading... File uploaded successfully

Letter Browse... Or drop files here

For nominations of Tenured or Tenure-Track TAMU Faculty, only a Curriculum Vitae is required.



Under “Memberships,” select the appropriate type: Chair/Co-Chair/Member, Co-Chair/Member,
Member, or None. If no selection is made for a specific Department/Major/Degree, the Membership Type
will automatically remain set as None.

Memberships

Department Major Degree Current Membership New Membership Type

DEPT MAJR MS NONE Chair/Co-chairfMember Co-chairfMember Member m
DEPT MAJR PHD NONE Chair/Co-chairfMember Co-chairfMember Member m
DEPT MAJR PHD NONE Chair/Co-chairfMember Co-chairfMember Member m

Once all the information has been entered, return to the top of the page and click “Back to Process.”

| TEXAS A&M Graduate and Professional School - Graduate Committee Faculty

UNIVERSITVY.

Home Edit Nomination

Commitee Facuty Nomination ID: 8606

Nominations Back to Process

Change Requests

Nomination Detail

Annual Review
Nomination 1D: 8606

Status: Incomplete
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Under “Nomination Detail,” confirm that the information entered is correct. If changes are required, click

the “Edit” button. If the nomination is complete, click “Submit Nomination.”

UNIVERSITY.

}'.1:! ‘ TEXAS A&sM Graduate and Professional School - Graduate Committee Faculty

Home Nomination

Committee Faculty

Nomination ID: 8606

Nominations

Available Actions:

Change Requests Submit Nomination Delete Nomination

Annual Review Action Note:

Nomination Detail

Nomination 1D: 8606

Status: Incomplete

If a nomination is returned, an Action Note must be entered by the user. Under the “Process” tab, select

the returned nomination by clicking the ID number highlighted in blue.

IF! | TEXAS A&M Graduate and Professional School - Graduate Committee Faculty

UNIVERSITY

Home Create New Nomination Create Special Appointment Nomination

Committee Faculty Nominations

s = o
Nominations

Viewing: Process

* Change Requests

1D T UN T First Name T Last Name T Dept T Tite/Rank T Status T

® Annual Review 8606 _ Mark Gleason DEPT Adjunct Assistant Professor  Retumead

n 20 - ltems per page

The reason for the nomination’s return is viewable at the bottom of the page under “History.” The

nomination can be corrected by clicking “Edit.”
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Once the adjustments have been made, click “Back to Process,” confirm that the information is correct

under “Nomination Detail,” and then click “Submit Nomination.”

Once the nomination has been submitted, it will move to the unit’s Department Approver.

If a unit no longer intends to pursue an incomplete or returned nomination, it can be cleared from the

system by selecting “Delete Nomination.”

Home

Committee Faculty

Nominations

Change Requests

Annual Review

Graduate and Professional School - Graduate Committee Faculty

Nomination

Nomination ID: 0

Available Actions:

Return Nomination Delete Nomination

Action Note:

Nomination Detail

To view the status of nominations, select the “Nominations” tab and click “Pending Others.”

A | TEXAS AsM

NIVERSITY.,

Home

Committee Faculty

Nominations

Change Requests

® Annual Review

Graduate and Professional School - Graduate Committee Faculty

(SRR ETLTEINI  Create Special Appointment Nomination

Nominations

Pending Others Approved m

Viewing: Pending Others

1D T UN T First Name T Last Name T Dept T Title/Rank T Status T

B Vatthew Ege DEPT Associate Professor
8591 I  <=vin Kraeft DEPT Assistant Professor
8598 I Vark Gleason DEPT
8599 I  enton Smith DEPT
8602 I Danicl Howard DEPT Professor
n 20 w | ltems per page

12

Department Approval

GIC Approval

Final Approval

Graduate and Professional School Review

GOC Approval



The “Approved” tab shows all approved nominations submitted or approved by the user.

MAKING CHANGE REQUESTS

After logging in to gradcom.tamu.edu, select the “Change Requests” or the “Committee Faculty” tab.

.I'LF! ‘ T\EXAS A&M_ Graduate and Professional School - Graduate Committee Facuity

IVERSIT

Change Request List

To create a new Change Request, go  Committee Faculty 1d view the faculty member. The aption is below their list of Memberships

py— oo ov | s [

P
® Annual Review Viewing: Process

Instructions:
Review each faculty member's Memberships. If changes are needed, click the Update button above their Membership list.

You can approve or return multiple requests by checking the box beside them and clicking the desired action above the list.

To view the history of a change request, click it's status button Q

On the “Graduate Faculty Committee” page, you can search by first or last name, or see all members with
a specific unit affiliation (the affiliation in bold is the member’s primary/home department). Select a
specific member by clicking “View.”

Note: users can make change requests only for nominating units in which they are authorized.

13


https://gradcom.tamu.edu/

TEXAS A&M Graduate and Professional School - Graduate Committee Faculty

UNIVERSITY

Home Graduate Faculty Committee
*You do not have access 1o this page. Search for specific:
Committee Faculty
First Name:
Nominations Last Name:
Department: -

Change Requests

® Annual Review

Reslore Admin Access

| First Name Last Name Title/fRank Departments

view  Artem Abanov Associate Professor PHYS

view  James Abbey Professor INFO ARCH

A

view  Ahmed Abdalla Associate Professor ETEE:: E’IFS\FéF:I
view  Ahmed Abdel-Wahab Professor CHEN CLEN
view Ahmed Abdelaal Instructional Assistant Professor ETID

view  Sara Abedi Mashhadimighani ~ Assistant Professor PETE CVEN

Under “Memberships,” select your unit from the drop-down menu and click “Start Change Request.”

Memberships

Department Major Degree Role

DEPT MAJR  MS Chair, Co-Chair, Member

DEFT MAJR PHD Chair, Co-Chair, Member

You can start a Change Request for the selected Department:

Start Change Request

-

The request will move to the “Change Request List” page. To initiate, click the “Update” button.



.I'L]?d | TEXAS AsM Graduate and Professional School - Graduate Committee Faculty

NIVERSITY

Home Change Request List

Committee Faculty

To create a new Change Request, go to Committee Faculty and view the faculty member. The option is below their list of Memberships

Nominations

Crge s  rroces | cerong oners | soprocs | ]

Viewing: Process
Annual Review 9

Instructions:
Review each faculty member's Memberships. If changes are needed, click the Update button above their Membership list.

You can approve or return multiple requests by checking the box beside them and clicking the desired action above the list

To view the history of a change request, click it's status button Q

Select All VIR EAEL M | Return Selected

Process T UN Name T Department T Status Date T Memberships
Program Current Membership  New Membership
DEPT MS CCMm CCM
I F:culty Name  DEPT Incomplete Q  6/1/2022 2:37:16 PM oePT FHD | o com

15



An “Update Memberships” box will open. The user may then click the button for the new appropriate

roles. Once completed, click the “Submit Change and Approve” button.

Update Memberships

UIN I

Faculty Name:  Faculty Member

Department: DEPT

Program Current Membership =~ New Membership  Update New To

DEPT MS | CCM cu Chair/Co-chairfMember | Co-chaiiMember [MYELIES m
DEPT PHD ~ CCM cu Chair/Co-chaifMember | Co-chaiiMember [NV m
Chair/Co-chairfMember | Co-chaifMember BREEYIES m

Submit Change and Approve

Once the change request has been submitted, it will move to the unit’s Department Approver.

16



COLLEGE OR SCHOOL/DEPARTMENT/PROGRAM (AND PROXY) APPROVAL

After logging in to GradCom, select the “Nominations” tab. Under “Process,” the user will find nominations
awaiting approval.

TR D.ECERIOUE  Graduate and Professional School - Graduate Committee Faculty

NIVERSITY

T Nominations

o R o Lo o]
Committee Faculty

Viewing: Process

— . .
Nominations

I UIN T First Name T Last Name T Dept T Title/Rank T Status A4
¥ Change Requests 8610 _ Trenton Smith HIST Adjunct Assistant Professor  Department Approval
' 20 - ltems per page
Annual Review

Click on the ID number in blue.

After reviewing the information under “Nomination Details,” click on “Approve Nomination” to move it

forward to the next approver (see workflow). To see the nomination’s status, click “Pending Others.”

17



Home Nomination

Committee Faculty

Nomination ID: 8610

MNominations

Available Actions:

Change Request
ange Fequests Approve Nomination Return Nomination

@® Annual Review Action Note:

Nomination Detail

MNomination [D: 8610
Status: Department Approval
Nominating Unit: HIST

If changes to the nomination are needed, click “Return Nomination” and it will go back to the user who

created the nomination.

IF! ‘ TEXAS A&sM Graduate and Professional School - Graduate Committee Faculty

UNIVERSITY.

Home Nomination

Committee Faculty

Nomination ID: 8610

MNominations

Available Actions:

Change Request
FE L Approve Nomination Return Nomination

® Annual Review Action Note:

Please note: a comment must be entered under “Action Note” in order to return a nomination.

18



GOC/GIC ApPPROVAL

After logging in to GradCom, select the “Nominations” tab. Under “Process,” the user will find nominations
awaiting approval.

IFI TEXAS A&M Graduate and Professional School - Graduate Committee Faculty

UNIVERSITY

Hame Nominations

oo | o |
Committee Faculty

Viewing: Process

Nominations

UIN T First Name T Last Name T Dept T Title/Rank T Status T

8610 _ Trenton Smith HIST Adjunct Assistant Professor ~ GIC Approval

n 20 w | ltems per page

* Change Requests

Click on the ID number in blue.

After reviewing the information under “Nomination Details,” click on “Approve Nomination” to move it

forward to the next approver.

Home Nomination

Committee Faculty

Nomination ID: 8610

— . .
MNominations

Available Actions:

]
Change Request
# Change Requests Approve Nomination Return Nomination

@® Annual Review Action Note:

Nomination Detail

Nomination 1D: 8610
Status: Department Approval
Nominating Unit: HIST

Following approval, to see the nomination’s status click “Pending Others.”

19



If changes to the nomination are needed, click “Return Nomination” and it will go back to the user who

created the nomination.

IF! ‘ TEXAS A&M Graduate and Professional School - Graduate Committee Faculty

UNIVERSITY.

Home Nomination

Committee Faculty

Nomination ID: 8610

MNominations

Available Actions:

Change Request
FE L Approve Nomination Return Nomination

Annual Review Action Note:

Please note: a comment must be entered under “Action Note” in order to return a nomination.

20



ANNUAL REVIEW

Each year, every nominating unit will need to review its members of the Graduate Committee Faculty.
When the Graduate and Professional School opens the Annual Review, users authorized to enter

nominations will initiate the process for the unit.

After logging in to GradCom, select the “Annual Review” tab. Under “Process,” the user will find all the

unit’s active Graduate Committee Faculty members.

T!ZXAS A&M Graduate and Professional School - Graduate Committee Faculty

IVERSIT

Home Annual Review

ery oo s |
Committee Faculty

- Viewing: Process
Nominations

Change Requests Instructions: Review each faculty member. If they should be removed, click Remove. Otherwise click Keep

® Annual Review )
To view the history of a change request, click it's status button Q

T UN Y Name ¥ Department T Status T Status Date Y KeepRemove Y RemoveReason Y Memberships

Program  Membership

m I onsmith HIST Incomplete @ 51312022 4:13:00 PM HISTMA  CCM

HISTPHD  CCM

Program  Membership

m I onesmith HIST Incomplete @ 5/13/2022 4:13:00 PM HISTMA | CCM

HISTPHD  CCM

Program  Membership

m I ot smith HIST incomplete Q 5/13/2022 4:13:00 PM HISTMA  CCM

HISTPHD  CCM

For each member who remains active in the unit’s Graduate Committee Faculty, click the “Keep” button.
For anyone who has left the university, or the unit has deemed no longer qualified, click the “Remove”

button.

21



If a member needs to be removed, after clicking the “Remove” button, the user will need to enter a

reason for the removal. Once an explanation has been entered, click “Submit Remove.”

Remove Faculty from Department

Enter the reason for removing

Left the universit.

Submit Remove

Once the unit’s nomination entry person has marked the individual to keep or remove, it will move on to
Department Approval.

For the College or School/Department/Program Approver, after logging in to GradCom select the
“Annual Review” tab. Under “Process,” the user will find all the unit’s active Graduate Committee

Faculty members. Their keep or remove designation is displayed under the “Keep/Remove” column.

U CUROIE  Graduate and Professional School - Graduate Committee Faculty

Annual Review

- Viewing: Process
Nominations

Instructions: Review each faculty member's Keep/Remove status. If it is correct, click the Approve button. Otherwise, click Return and a window will open to enter the reason

® Annual Review You can approve or return multiple requests by checking the box beside them and clicking the desired action above the list

To view the history of a change request, click it's status button Q

RPNl Approve Selected Return Selected
Process T UN T Name T Department Y Status v Status Date Y Remove Reason T Memberships

Program  Membership

TN Retun [ Javesmith HIST DepartmentApproval Q  6/3/2022 1056:31 M Keep HISTMA | CCM
HISTPHD ~ CCM
Program  Membership

Y| Return | NI John smith HIST DepartmentApproval Q  6/3/20221:28:49 A Remove Lsft the university HISTMA | CCM

HISTPHD CCM

22



To confirm the keep or removal, click the “Approve” button.

KF{ ‘ TF.XAS A&M Graduate and Professional School - Graduate Committee Faculty

VERSITVY.

A Home Annual Review

o] ooy s Lo
Committee Faculty

Viewing: Process
Neminations

#' Change Requests Instructions: Review each faculty member's Keep/Remove status. If it is correct, click the Approve button. Otherwise, click Return and a window will open to enter the reason

Vou can approve or return multiple requests by checking the box beside them and clicking the desired action above the list

@® Annual Review

To view the history of a change request, click it's status button Q

elect All JENOVRSE e h Il Return Selected

Process Y UN T Name T Department v status v Status Date T KeepRemove T RemoveReason
Program
; T HIST MA

Approve [EECUTINN LSRN HIST Department Approval Q. 6/3/2022 10:56:36 AM  Keep
HIST PHD
Program
retwrn [ John smith HIST DepartmentApproval Q §/3/20221:2849PM  Remove Left the university HIST MA
HIST PHD

The user may also mass-approve by checking the box beside “Select All” and selecting “Approve
Selected.”

HCEN YR CER LN Graduate and Professional School - Graduate Committee Faculty

IVERSITY

A Home Annual Review

o | e [ o L]
Committee Faculty

Viewing: Process
Nominations

Change Requesis Instructions: Review each faculty member's Keep/Remove status. If it is correct, click the Approve button. Otherwise, click Return and a window will open fo enter the reason

Annual Review You can apprave of return multiple requests by checking the box beside them and clicking the desired action above the list.

To view the history of a change request, click it's status button Q.

MR =2 Approve Selected Return Selected

T Name ¥ Departmer T Status v Status Date T Keep/Remove T Remove Reason Memberships

Program
. RS HIST MA
v WS Retum [ anesmith HIST Department Approval Q 6/3/2022 10:56:36AM  Keep

HIST PHD

Program

v Rewn [ Johnsmith HIST DepartmentApproval Q. 6372022 12649PM  Remove Left the university. HISTIA
HIST PHD

23
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If a keep or remove assignment was made in error, the Department Approver may return it to the unit’s

nomination entry person.

il'r'q TF‘.X\A,SR é. 1‘\4 Graduate and Professional School - Graduate Committee Faculty

Annual Review

~emy o | e ]

Viewing: Process
B Nominations

#' Chang sts. Instructions: Review each faculty member's Keep/Remove status. If it is correct, click the Approve button. Otherwise, click Return and a window will open to enter the reason

You can approve of return multiple requests by checking the box beside them and clicking the desired action above the list

® Annual Review

To view the history of a change request, click it's status button Q.

REECPN)  Approve Selected Return Selected

Process T UN T Name T Department Y Status v Status Date T Keep/Remove Y Remove Reason T Memberships

Program  Membership

return | [ anesmith HIST Department Approval Q. 6/3/2022 10:56:36 AM  Keep HISTMA  CCM
HISTPHD  CCM
Program Membership

Approve [GEWIRE  EECITELAY HIST Department Approval Q. 6/32022 12849 PM  Remove Leftthe university. HISTMA  CCM

HISTPHD  CCM

If return needs to be made, the user will need to enter a reason for the return. Once an explanation has

been entered, click “Submit Return.”

Retum Selected Request(s)

Enter the reason for returning

Left the university. Please mark for remaval

Submit Retumn

Once corrected, the keep or remove will need to be resubmitted by the unit’s nomination entry person.

Once the individual’s keep or remove has been approved, it will move on to the Graduate and

Professional School for final approval.
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GRADCOM CONTACT INFORMATION

For questions or issues with access to GradCom, please contact the Graduate Committee Faculty

Administrative Coordinator at GradCom@tamu.edu or 979-845-3631.
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