
Progress Report Instructions  

Updated April 2025 

1. Student and supervisor/committee meet to discuss student progress/standing after 
which supervisors complete their portion of the form and students complete their 
portion of the form. 

• The standard Word/PDF progress report form must still be completed. 
• Supervisors will be able to verify the progress report Word/PDF after the 

student submits it.  
 

2. The student will then go to MS Forms via a link sent to them, answer a series of 
questions, and upload their CV and Word/PDF progress report completed by 
student and supervisor/committee.  

• There is also an option for the student to upload any additional document 
they want the supervisor/GO to see.  
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3. Student submission will automatically generate an email from “ Microsoft Power 

Automate” for the supervisor to view. Please do not disregard the email. The email 
will also expire after 28 days as per MS Forms policies. If you have MS Teams open, 
it will also show up there (see the image on the right side).  
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4. To view the attached files, you must scroll to the bottom of the Microsoft Power 
Automate email and click the link “here.” 

 

 
5. Supervisors will then be prompted with the same text as in the original email about 

the student making good academic progress and being in good standing. You must 
then choose one of two options based on the progress report: requires GO 
intervention, does not require GO intervention. Requiring GO intervention means 
that the GO will set-up a meeting with the student to discuss progress/standing. 
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6. Supervisor submission will then create a folder for the student populating it with 
their CV and progress report, along with a spreadsheet for the GO.  
 
 

 


