
FAST-TRACK FORM

Step-by-Step Tutorial
A clear guide to initiating, reviewing, approving, and completing the Fast-Track 
Program Student Registration Form.

Purpose

Use this tutorial to follow the form from the initial student search through Dean approval and final email notifications. 
Each page shows the responsible role, the action to take, and what happens next.

NOTE

Training environment

The screenshots in this guide use test data. Field names, assigned reviewers, or button labels may vary slightly 
in the live environment.
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Fast-Track Program Student Registration Form - test example
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Process at a glance
The form moves through the following review sequence.

# Responsible role Primary action

1 Initiator

2 Undergraduate advisor

3 Student Review the information and complete the required acknowledgments.

4
Graduate advisor / program 
director

Review the request and approve or return it.

5 College review A designated college reviewer approves the form.

6 Dean Complete the final approval decision.

7 System notifications Send the approval email to the student and courtesy copies to program staff.

CHECK

TIP

How to track progress

Use the Participants / Status section at the bottom of the form to see the completed steps, the active 
reviewer, comments, and any return-to-initiator action.

Search for the student, select the program, confirm eligibility, enter coursework,
have course equivalency information available, and submit.

Verify GPA, confirm courses are applicable to the undergraduate degree plan,
and approve or return the form for correction.

Before you begin

Have the student's Miner username available.
Confirm the correct college, Fast-Track graduate program, and current GPA.
Have the CRN, course number, and semester for each approved Fast-Track course.
In addition, have approved equivalency documentation available before initiating the form.
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1 Find and select the student
Initiator action

1 In the Student Name field, enter the student's Miner username.

2 Select the correct record from the search results.

3 Confirm that the student name and email populate before continuing.

Search by Miner username, then select the matching student record.

TIP

Search carefully

Verify the username, student name, and email address before selecting the record. This helps prevent routing 
the form for the wrong student.
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2 Confirm the program and eligibility information
Initiator action

1 Select the student's college and the correct Fast-Track graduate program.

2 Verify whether the student is a first-time Fast-Track applicant.

3 Review the current GPA and confirm the GPA verification fields are correct.

Review the populated student information, program selection, and GPA verification area.

IMPORTANT

Do not guess

When the college, graduate program, first-time applicant status, or GPA does not match your records, pause 
and confirm the information before submitting.
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3 Enter coursework, comments, and submit
Initiator action

1 Enter the CRN, course number, and semester for the first approved Fast-Track course.

2 To enter additional courses, select Add Course and complete the new row.

3 Enter relevant information in Comments, such as approved course equivalencies, then review and submit the 
form.

Use Add Course to create another coursework row when more than one course is approved.

Use Comments to document relevant details, including approved course equivalencies.

CHECK

Course entry checklist

Confirm the CRN matches the course and semester.
Remove any unused or duplicate course row before submitting.
Use comments when reviewers need context that is not captured in the fields.

IMPORTANT Equivalency review

The initiator must provide approved equivalency information and any supporting documentation before
submitting the form. The Undergraduate Advisor should verify that the equivalency has been reviewed and
approved as part of their review process.
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4 Undergraduate advisor verification
Undergraduate advisor action

1 Advisor must accept the task first before continuing workflow.

2

3 Approve the form, or return it to the initiator with a clear comment explaining the correction needed. The 
workflow history records the return and resubmission.

The undergraduate advisor accepts the task, verifies the GPA, and acts on the form.

Verify the student's GPA, review the approved coursework, and confirm any applicable
course equivalencies or substitutions.
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5 Student acknowledgment
Student action

1 After the undergraduate advisor approves, the form routes to the student.

2 The student reviews the coursework and selects each required acknowledgment checkbox.

3 The student selects Acknowledge to move the form to the graduate program review.

The student completes the acknowledgment section before the form can advance.
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IMPORTANT
Required action

The form does not advance until the student completes the required acknowledgments and submits the step.
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6 Graduate advisor / program director approval
Graduate program action

1 Review the student acknowledgment, approved coursework, GPA, and workflow comments.

2 Approve the request when it meets program requirements.

3 Return the form to the initiator when information must be corrected or clarified.

The active graduate advisor or program director completes the program-level review.
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NOTE

Routing note

The active reviewer list is determined by the program configuration. Only the reviewer who takes action is 
recorded as completed; the others may display as not required.
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7 College review
College-level action

1 After graduate program approval, the form routes to the designated college reviewers.

2 Either assigned college reviewer may open and approve the form.

3 Review the workflow history and comments before completing the decision.

In this example, the College Review step is assigned to two designated reviewers.

NOTE Assigned reviewers
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The active participant list identifies the assigned college reviewers. Either reviewer may complete the step; 
the other may display as not required.
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8 Dean review and final approval
Dean action

1 Review the complete form, prior approvals, coursework, and comments.

2 Select Approve to complete the workflow, or use Deny / Return to Initiator when appropriate.

3 After approval, the system generates the final notifications and approved form attachment.
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The Dean step provides Approve, Deny, and Return to Initiator options.

CHECK
Final decision

Dean approval is the final workflow decision. Confirm all information is accurate before completing this step.
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9 Final notifications and student next steps
System-generated communication

Once the Dean approves the form, the student receives an approval email and the approved form. Program advisors 
receive courtesy notification copies.

Student approval email with the next steps for completing the Graduate School application.

Student next steps shown in the approval email
 Create an account and begin the Graduate School application.
 Select the correct entry term, Graduate academic level, and Fast-Track program.
 Submit the application, pay the application fee, and upload the approved Fast-Track form as instructed.

TIP

Transcript reminder

The student should follow the transcript instructions in the approval email and complete the application 
process promptly to avoid enrollment delays.
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10 Staff notification and completion check
Program staff reference

Courtesy notification confirming that the Fast-Track form has been processed.

Completion checklist
 The workflow history shows the Dean step as completed.
 The student received the approval email and approved form attachment.
 Program staff received the courtesy notification.
 The student understands the remaining Graduate School application steps.

Common workflow actions

Action Use it when...

Approve / Acknowledge The information is correct and the form is ready to advance.

Return to Initiator A field, course, GPA, or routing detail must be corrected.

Deny The request does not meet requirements and should not proceed.

Close Without Saving You opened the task but do not want to save or submit changes.

CHECK

End of process

The Fast-Track form workflow is complete after final approval and notification. Retain the approved form 
according to your office's records process.



