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Adding milestones to groups of students 

 

 
 

Step Action 

1. Overview 

In this demonstration we will explore how to assign milestones to a group of students.  

In this example the students are on Academic Plan Q200-7000.  A predefined template 

of key milestones and an additional individual milestone will be assigned. 

 

The demonstration will then look at one of the students to confirm that the milestones 

are now attached to the student's record. 
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Step Action 

2. Click the Records and Enrollment link. 

 

 
 

Step Action 

3. Click the Research Students link. 
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Step Action 

4. Click the Milestone Bulk Attach link. 

 

 
 

Step Action 

5. Click in the Academic Program field. 
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Step Action 

6. Enter the Academic Program "7000". 

 
 

Step Action 

7. Click the Look up Academic Plan button. 
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Step Action 

8. Click the Scottish Literature(R),PhD link. 

 
 

Step Action 

9. Click the Look up Term button. 
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Step Action 

10. Select the Academic Year 2011-12 link. 

 
 

Step Action 

11. Click the Academic Level dropdown list. 
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Step Action 

12. Click PostGraduate Research 

 

 
 

Step Action 

13. Click the Fetch button. 
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Step Action 

14. The screen will now populate with all students who meet the search criteria entered.  In 

this example there are 17 students. 

 

Students can be deselected by unticking the checkbox against their name. 
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Step Action 

15. To attached the predefined template for PGR students click in the Attach Template for 

Prog/Plan option. 

 

 
 

Step Action 

16. Click the Attach button. 
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Step Action 

17. The milestones in the predefined template are now assigned against each student.  

These currently include: 

 

Annual Review Year 1 

Annual Review Year 2 

Annual Review Year 3 

Intention to Submit 

Thesis 

Viva 
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Step Action 

18. To add an individual milestone, click on the Attach Single Milestone Only option. 

 

 
 

Step Action 

19. To select a specific milestone click the Look up button. 
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Step Action 

20. In this example click the Return from Leave of Absence link. 

 

 
 

Step Action 

21. Click the Attach button. 
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Step Action 

22. The return from leave of absence milestone, RET-LOA, is now included. 

 

Click the scrollbar. 
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Step Action 

23. The milestones are not added to each student until the Save button is clicked. 

 

Click the Save button. 

 

 
 

Step Action 

24. Click the OK button. 
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Step Action 

25.  

Thank you for completing this MyCampus demonstration. 

 

End of Procedure. 

 

 


