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Training Agenda for Graduate Students 

The training topics covered in this deck include:

• ME Graduate Student Tracker Platform Overview
• Sign-in Instructions
• Navigating the ME Graduate Student Experience Portal
• Forms Submission
• Notifications & Forms Tracking
• Support Resources



After attending this workshop or reviewing the presentation 
deck, you will be able to: 

• Understand the business objectives and project scope
• Login and navigate the ME Graduate Student Experience 

Portal
• Understand how each stakeholder group engages and uses 

the solution
• Submit New Form
• View your Student Submitted Forms
• How to get support

Learning Objectives



ME Graduate 
Student Tracker 
App Overview



Project Overview
Business Objectives
• Replace an aging system that addresses data security and compliance
• Modernize the system and improve the overall service and user 

experience for the faculty, graduate students and student services staff 

Project Scope
• Design and implement an integrated solution using Salesforce that 

meets customer needs and improves productivity
• Automate forms submission, approval process and forms status 

visibility to stakeholders
• Deliver more up-to-date data and data integrations
• Reduce manual processes
• Improve reporting capabilities
• Provide training or onboarding materials to stakeholders



Extending sincere appreciation to our dedicated functional team:

• Their exceptional teamwork, expertise, and unwavering 
commitment to excellence play a crucial role in driving our 
success.

• Thank you for being pivotal members of our accomplished 
functional and IT team; your collective efforts are truly valued.

Thanks To Our ME Functional & IT Teams

Glenda Johnson,
Academic Advising Manager

Camellia Henry,
Academic Advisor II

Katherine Drake,
Academic Advisor I

Stephen Fuller,
Director, Information 
Technology

Marlena Frank,
Academic & Research
Support Engineer Lead

Ranjini Unnikrishnan,
Application Developer, 
Senior



GRADUATE STUDENT TRACKER APP
Mechanical Engineering

Meaningful Student Record
Staff has a holistic view into a student’s 
record.

Student Form Management
Staff can view submitted student forms and 
have visibility into a form’s approval 
progress.

Helpful Automation
Staff, faculty, and students automatically 
receive communication throughout a form’s 
approval process, including reminders.

Effortless Collaboration and Notes
Staff can collaborate with each other while 
logging notes, phone calls, and sending 
emails, ensuring no interaction is lost. 

Data Visualization 
Staff can view student and form data 
holistically, making data driven decisions on 
where and how to act.



GRADUATE STUDENT EXPERIENCE PORTAL
Mechanical Engineering

Student Form Submission
Students can quickly submit forms 
for approval with validation 
happening at the time of submission.

Status Visibility
Students can see in real-time the 
status of their form and who has 
interacted with it.

Automated Notifications
Students received automated 
notifications related to how a form is 
progressing through approval.



FACULTY FORMS EXPERIENCE PORTAL
Mechanical Engineering

Student Form Approval
Faculty can easily review and 
approve student forms.

Automated Notifications
Faculty received automated 
notifications related to how a form is 
progressing through approval, 
including reminders when the 
approval of a student form is 
overdue.



ME Grad Tracker Project Overview



Sign-In Instructions



Graduate Student Experience View: Signing In

1. Enter 
https://student.gradforms.me.gatech.edu
/ in the address bar

2. You will be redirected to Georgia Tech 
Login Service. 

3. Enter your GT credentials.
4. Select Login. 

Reminder: this will be live on 8/13/24.

5. You will have three options on multi-
factor authenticated. 

NOTE: If you are not using your personal 
device, it is not recommended to 
remember for 7 days.

https://student.gradforms.me.gatech.edu/
https://student.gradforms.me.gatech.edu/


Graduate Student Experience View: Home Screen

Once you have 
successfully 
authenticated, 
you will be 
redirected to ME 
Graduate Student 
Experience 
Portal.

Note: If you receive this error message, 
please submit a help request ticket via 
ServiceNow. Support@me.gatech.edu

mailto:Support@me.gatech.edu


ME Graduate Student Experience Portal
The ME Grad Student Experience Portal provides students with the ability to 
submit forms and view their submitted forms status.



Navigating 
The ME Graduate Student

Experience Portal



Graduate Student Experience View: Home Screen

1- Home -Takes the Student back to the main Graduate Student Experience homepage.
2- My Forms - View the history of all your Submitted Forms by status.
3- Submit A Form - This is the starting point for any Form Submission.
4- Quick glanced of different list views: 

o My Awaiting Approval Forms
o My Approved Forms
o My Denied Forms



Graduate Student Experience View: List View

List Views allow student to see different views and the status 
of their submitted forms.

Click on the My Forms tab
1- From the dropdown select one of the list views

o My Approved Forms
o My Awaiting Approval Forms​
o My Denied Forms​​
o My Seminar Forms
o My Submitted Forms
o Recently Viewed (the default)​

2- Pin your My Awaiting Approval List View



Graduate Student Experience View: My Profile

 Profile Located in the top right will gives access to basic 
student information, such as full name, email, phone 
number, mobile, home address.

 Logout



How To Submit  
A Form



Submit A Form

1- Click on the Submit A Form Tab.
2- Click on Form Type drop down, select a 
form.
3- Click Next.

NOTE: Forms are locked upon 
submission. Please check all details 
carefully before submitting to ensure all 
required fields are completed and to 
prevent any delays in approval.



Example: M.S. Thesis Presentation 

After selecting the Form Type, a new screen will appear. 
1. Provide the Thesis Presentation Date & Time.
2. Preferred Building Location.
3. Add a Room # and Thesis Title.
4. Include a Summary.
5. Select “Next Add Committee Members”

Note: Mandatory fields are denoted by an asterisk (*).



Example: M.S. Thesis Presentation

Add the first committee member details: Committee Name, Role and department.
1- Select Add: To include all Committee members with their details.
2- Remove: Removing a committee member if you don’t want to add them.
3- Save: Save the committee members.
NOTE: Committee Members may include individuals who are  internal to 
Georgia Tech or external.



Form Submission Confirmation
After saving the form, a confirmation screen will appear with the details about the 
form.



Notifications 
& 

Forms Tracking



Submission Confirmation Email
After you submit the form, you will receive an email. This email will serve as a 
record of your submission and will include a link to the form.



Form Detail Page

Clicking the link in the confirmation email will take you to the Details Page
of the form. Here, you can see the Status as “Awaiting Approval”



Form Approval Email
You will receive an email notification once the request is Approved. The example 
shown below will contain a link to your form for easy access.

Note: If you wish to retain the comments made, do not delete the email 
notification.



Approved Requests 

Clicking the link will take you directly to the Details Page of the form where you 
can see the status updated from “Awaiting Approval” to “Approved”.



Form Denial Email
If a request is denied, the student will receive an email to inform them of the status 
and reason. An example of the email with a link to the form is shown below.



Denied Requests 

Clicking the link will take you to the Details Page of the form where you 
can see the status update from “Awaiting Approval” to “Denied”.



Support Resources
Support Model
Email Recommendations



Get Help After Go-Live: August 13 
ME IT and OIT-CRM Services are hosting virtual Office Support 
time in August for users who may need help or have questions after 
the new service is in production.

Feel free to drop-in to ask questions and get support at Daily 
Virtual Drop-In Support.

Virtual Office Support will be held beginning August 13 – August 30 
twice daily:

•   9:00 – 9:30 am 
• 12:30 – 1:00 pm

If you are unable to attend these session, please submit a ticket to 
• Business Process: gww-student-services@gatech.edu
• Technical Issues: support@me.gatech.edu

mailto:gww-student-services@gatech.edu
mailto:support@me.gatech.edu


How To Get Support
On 8/13/2024, ME Grad Student Tracker will be in production. 
End Users can get support from the following Functional and IT teams: 

Support Model Typical User Support Issues Contact
Office of Student Services
(Tier 0)

I don’t know how to submit a form
I need training or job aids. 
My form hasn’t been approved yet…

Business process questions 
should be sent to gww-student-
services@gatech.edu

ME IT
(Tier 1)

I can’t log into ME Grad Tracker..
I am getting an SSO error message
I can’t access the Faculty Forms Site
I’m getting the following error message..
I don’t see my assigned grad students

support@me.gatech.edu

Tickets will be assigned and 
addressed as quickly as possible

OIT CRM Services
(Tier 2)

Platform and other support tickets will 
be escalated from ME teams

ME IT or OSS will reassign 
support tickets to the OIT 
“Salesforce Core Team”. 
Tickets will be assigned and 
address as quickly as possible.

Salesforce Support
(Tier 3)

OIT will engage Salesforce to address 
platform issues that they are unable to 
resolve. 
 

mailto:gww-student-services@gatech.edu
mailto:gww-student-services@gatech.edu
mailto:support@me.gatech.edu


Audience Recommendations
All Users Add gww-student-services@me.gatech.edu to your Outlook safe 

senders list to ensure messages sent from ME Grad Tracker are not 
blocked. 

All Users Bookmark your app or portal site to easily access the service.
Faculty Forms Portal: https://faculty.gradforms.me.gatech.edu/
Student Experience Portal: https://student.gradforms.me.gatech.edu/
ME Staff Portal: https://gatech.my.salesforce.com

Graduate 
Students

Email sent from ME Student Tracker is guaranteed to be delivered to  
student’s official Georgia Tech mailbox

Graduate 
Students

Students may “Store and Forward” their email to a 3rd party email 
provider, such as Gmail, Yahoo, etc. 

Graduate 
Students

Periodically check Junk and Spam folders to train other mail 
provider’s filtering software to accept mail sent from *@gatech.edu 
mail addresses by marking the 3rd party mail “Not Junk/Spam” to 
avoid missing important forwarded email.

PSA: Emailing from ME Grad Student Tracker

mailto:gww-student-services@me.gatech.edu
https://faculty.gradforms.me.gatech.edu/
https://student.gradforms.me.gatech.edu/
https://gatech.my.salesforce.com/


Forms & Support Information for Graduate Students
ME Graduate Students can find support documentation and links to the Student 
Experience Portal directly from Graduate Program Forms | George W. Woodruff 
School of Mechanical Engineering (gatech.edu) 

https://student.gradforms.me.gatech.edu/
https://www.me.gatech.edu/graduate-program-forms
https://www.me.gatech.edu/graduate-program-forms


Dates to Remember for Pre-Go-Live Support

*Any forms that are not approved by will need to be resubmitted in the new system 
after August 13.

Support Opportunities Dates Information

Legacy Tracker Freeze Date August 8, 2024

Faculty Advisors: Complete Existing 
Forms by 8/8*

Grad Students: No New Form 
Submissions Allowed after 8/7

Graduate Student 
Support  Materials August 9, 2024

Support Document will be available at 
Graduate Program Forms | George W. 
Woodruff School of Mechanical 
Engineering (gatech.edu)

Go-Live August 13, 2024

https://www.me.gatech.edu/graduate-program-forms
https://www.me.gatech.edu/graduate-program-forms
https://www.me.gatech.edu/graduate-program-forms


Thank You!
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