GradTrac IBMS Lab Rotation Proposal Form Student Tutorial

1. Login to GradTrac (See GradTrac Quick Guide)
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2. Navigate to the Student Forms Pane - Select IBMS Lab Rotation Proposal Form button.
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3. Begin entering student information in the form, following the required form field prompts.
Students may request all three rotations at once OR return and enter each rotation request
individually as multiple form submissions. The dates for each rotation are pre-populated.
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It is understood that by initiating this process, you have already spoken with the mentor you have selected for this rotation
and have received verbal approval to initiate this process.

Rotation 1 Rotation 2 Rotation 3
(6 weeks) (5 weeks) (6 weeks)
August 25, 2025 - October 3, 2025 October 6, 2025 - November 7, 2025 November 10, 2025 - December 18, 2025
Rotation Report due Rotation Report due Rotation Report due
QOctober 6, 2025 November 10, 2025 December 15, 2025
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Click Submit — the form will be routed to the following approvers in order:

- Selected Student Rotation Mentor
- Program COGS Chair
- GSBS Associate Dean

Once the form is fully approved, the rotation(s) is confirmed. The student will receive an email for
each rotation with start and end dates of the rotation and the due date for the report on the lab
rotation. The student will complete the report and upload a PDF copy in GradTrac.



GradTrac IBMS Change of Rotation Mentor Student Tutorial

1. If arotation needs to be changed at any point: Navigate to the student dashboard and select
the three dashed lines if not expanded already.
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2. Select Start a Request
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3. Select Change of Lab Rotation Mentor

Start Request

~ [ 1BMS

~ [@@ I|BMS Student Forms

~ [@ Lab Rotations

Name
“o Change of Lab Rotation Mentor (Version 1)
° Lab Rotation Request (Version 1)

Post Lab Report (Version 1)



4. Fillinthe information you would like to change and click submit
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5. The form will route to the program COGS chair for review and approval.



GradTrac IBMS Report on IBMS Lab Rotation Form Student Tutorial

1. Following each completed rotation the students should complete the report form within 3
business days of the completed rotation.
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6. Select Start a Request
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7. Select Post Lab Report
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8. Select the appropriate lab rotation and mentor, upload a PDF of your Lab Report, click submit.
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