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How to make an appointment letter 

As an appointment coordinator, you’ll receive information from your school or division 
on a PhD student’s appointment for the upcoming term.   

When you know the details of a letter, log into SIS Self Service and change your role to 
“PhD Appointment Coordinator”.   

If you don’t have this role listed, please email phdapptletters@jh.edu for assistance. 

 

Your dashboard landing page will look like this. 
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Select “Student Lookup” on the left-hand side and search for the student you want to 
make a letter for. 

 

When you select the “Create New Appointment Letter” button you’ll be able to fill out 
the following information according to that student’s appointment. 
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If you need to pause the process of filling out a student’s letter, you can save your 
progress as a draft.   

Draft appointment letters can be found on your dashboard with the status “Draft”. 

 

When you’re ready to submit the appointment letter select the “Submit” button and 
choose the reviewers to send it to.  The people listed are determined by the student’s 
academic program.   

If someone isn’t listed who should be, please reach out to phdapptletters@jh.edu for 
assistance. 

 

mailto:phdapptletters@jh.edu


   
 

Fall 2025           Page 4 

 

 

How do I check the status of a letter? 

You can check your letters’ status on the “All Appointments” tab of your dashboard.  
Current possible statuses include Draft, Departmental Review, Divisional Review, 
Modifications Requested, Student Review, Accepted, Completed, Offered and Rejected. 

 

 

How to use Bulk Create 

Requirements 

On the Dashboard there’s a button for “Bulk Create”, and a question mark icon.  The 
question mark icon gives you the current limitation of Bulk Create. 

Bulk Create is currently only available for the following scenarios: 

• Doctoral Funding 
• One assignment per appointment 
• All appointments will be approved by the same approvers 
• Assignment terms are identical to one another with only two exceptions 
• Students may have different supervisors 
• You can include students who will and won’t be under training grants 
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Upload Bulk Create file 

Use the provided excel template to list the Students Hopkins ID, their Supervisor’s JHED 
ID, and whether that student will be on any training grants.   

 



   
 

Fall 2025           Page 6 

 
 

If there are any typos in the file you upload the system will let you know where they 
are.   

 

Once you upload the file, it’ll let you know how many students were included. It also 
grays out the Supervisor information, the Assignment Type, and Training Grant check 
box since those fields will be populated from the spreadsheet once you submit the 
PALs. Then just fill out the appointment letter like usual. 
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FAQ’s 

When do the appointment letters need to be completed? 

The students are required to receive their PAL 4 weeks prior to the start date of the 
appointment.  For the July 1 letters, they need them by June 1.  Please keep the 
approval process in mind when planning to start, submit, and review the letters. 

What if we don’t know all the details of the appointment yet? 

You’re able to enter “TBD” for many of the fillable boxes if you won’t know the specifics 
in time to meet the 4-week deadline.  Once you have the details confirmed you can 
have the person that it’s currently assigned to Request Modifications.   

If the student has already seen and accepted the letter, then the Appointment 
Coordinator can find the letter on their “All Appointments” tab and select the “edit” 
button. Once edits have been requested the PAL will need to go through the approval 
process workflow again. 

Do I need to download my appointment letters? 

Not unless you want to.  We’re currently storing all student accepted appointment 
letters through SIS and will be saving them long term in OnBase.   

Why is Bulk Create so restrictive? 

Making the bulk create work behind the scenes is complicated and takes a lot of time 
and testing.  We’re able to offer this version of bulk upload now and are excited about 
expanding its capabilities in the future.   

 

 

Have more questions? 

If you have any questions about how to use the PhD Appointment Letter (PAL) system, 
please reach out to phdapptletters@jh.edu for assistance. 
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How do I view my student’s appointment letters?  

You can view appointment letters for your students by logging into SIS Self Service and 
changing your role to “PhD Reviewer”. 

 

Once you change your role, you’ll be taken to a dashboard with appointments that are 
waiting for you to review and approve.  

There’s also an “All Appointments” tab that will have all appointments that you or your 
colleagues have already approved. 

To open an individual letter, select the student’s corresponding Assignment Type that’s 
shown below in blue and underlined. 
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Once you open a letter, you can select either Approve or Request Modifications.   

If modifications are requested, then the appointment is sent back to the appointment 
coordinator with the request details to make the corresponding edits. 

 

If the letter is approved, then you’ll select the Divisional Leader(s) to send it to for final 
review.  When the Divisional Leader approves the letter, it’ll be sent to the student for 
acceptance. 
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Have any questions about the letters? 

If you have any questions about the specific contents of the letter, please reach out to 
your department’s PhD appointment coordinator for more information.   

If you’re having issues viewing or opening your student(s) appointment letter, please 
reach out to phdapptletters@jh.edu for assistance. 
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What is an Appointment Letter?  

As a PhD student you’ll receive an Appointment Letter that outlines your assignment for 
a given amount of time, typically a semester.  You’ll receive an email letting you know 
when an appointment letter is ready for you to review.  The email will look like this: 

 

 

 

How do I view my Appointment Letter? 

If you click the link in your notification email, you’ll be taken directly to your letter.  

You can also find your letter(s) through SIS Self Service.  On the home page of SIS Self 
Service select “Finances”. 

 

 

 

 

PhD Appointment Letter 
Student Guide 



   
 

Fall 2025           Page 2 

 

 

Any appointment letters you have will be shown in this box.  Select the blue underlined 
text to open the letter.  The text will either say “Required Appointment” or 
“Supplemental Appointment”. 

 

From here you’re able to review the details of your assignment and Approve, Request 
Modifications, or Reject the letter. You’re also able to download the letter on this page 
and review your current FERPA release form selections.   

The downloaded letter will include additional information not shown on this page such 
as Payroll and Benefits, Union Information, and other addendums.  
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Have more questions? 

If you have any questions about the specific contents of your letter, please reach out to 
your department for more information.   

If you’re having issues viewing or opening your appointment letter, please reach out to 
phdapptletters@jh.edu for assistance. 
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How do I view my student’s appointment letters?  

You can view appointment letters where you’re listed as a student’s supervisor by 
logging into SIS Self Service and changing your role to “PhD Supervisor”. 

 

Once you change your role you’ll be taken to a dashboard with your student(s) active 
assignments.  When the end date on the appointment passes, the letter will be moved 
to the “All Assignments” tab. 

To open an individual letter, you select the student’s corresponding Assignment Type. 
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Once you open a letter, you’ll be able to read more details about that assignment. 

 

 

Have more questions? 

If you have any questions about the specific contents of the letter, please reach out to 
your department’s PhD appointment coordinator for more information.   

If you’re having issues viewing or opening your student(s) appointment letter, please 
reach out to phdapptletters@jh.edu for assistance. 

mailto:phdapptletters@jh.edu

	Headers.pdf
	Binder1.pdf
	PhD Appointment Letter Appointment Coordinator Guide.pdf
	PhD Appointment Letter Reviewer Guide.pdf
	PhD Appointment Letter Student Guide.pdf
	PhD Appointment Letter Supervisor Guide.pdf


