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The	online	Plan	of	Study	system	is	available	at:
https://forms.latech.edu/plan_of_study/

You	will	need	your	Tech	username and
password (same	as	Moodle	or	Webmail)
to	login.

WHERE	TO	BEGIN?



On	your	welcome	
page,	click	on	the	New	
Form link	to	initialize	a	
new	form.

INITIATING	A	NEW	FORM



COMPLETING	THE	FORM	(1	of	5)

Your	name and	e-mail fields	are	pre-populated based	on	the	
username	you	login	with.



COMPLETING	THE	FORM	(2	of	5)

Select	College from	the	dropdown	box	that	applies	to	your	
program.

Making	this	
selection	adjusts	
some	fields	on	the	
form.



COMPLETING	THE	FORM	(3	of	5)

Enter	course	department and	number correctly.		Doing	so	will	
auto-populate	the	Course	Title	and	Credit	Hours	fields.

You	can	use	Add	a	
Row and	Remove	a	
Row buttons	to	add	
more	courses	or	
remove	the	last	added	
course.

You	can	drag/drop	or	
delete	an	arbitrary	
row	to	make	
arrangements.



COMPLETING	THE	FORM	(4	of	5)

When	adding	a	substitute	course,	enter	the	course	you	actually	take	on	section	
1.1	or	1.2	(depending	on	whether	it	is	a	core	or	elective	course.)	Enter	both
courses	on	Section	4.

The	course	you	actually	took	
or	will	take.

The	course	you	were/are	
supposed	to	take.



Entering	your	Committee	Member’s	Tech
e-mail	address	should	auto-populate	their	
name	on	the	corresponding	Full	Name	field.

If	your	Committee	Member	is	NOT from	
Louisiana	Tech,	please	enter	that	individual’s	
official	institutional	e-mail	address.

The	list	of	
Department	Head	
or	Graduate	
Coordinator that	
applies	to	your	
program	can	be	
determined	using	
the	Current	List	
link.

Once	you	are	done	completing	the	form	and	making	
all	the	appropriate	selections,	click	on	Preview to	
preview	the	form	before	submitting.

COMPLETING	THE	FORM	(5	of	5)



PREVIEWING	THE	FORM

Verify	that	all	the	fields	have	been	completed	appropriately	on	
the	form	preview	page.

Once	you	check	all	the	
fields	and	verify	that	
they	are	appropriate,	
click	on	Proceed	to	
Sign button	to	go	to	
the	signing	page.



SIGNING	THE	FORM

To	sign	your	Plan	of	Study,	simply	type	your	full	name	on	the	provided	
field,	then	click	on	I	verify	button.

The	form	will	be	forwarded	to	your	Advisory	Committee	Members	
for	their	signatures,	once	you	review	and	sign	your	Plan	of	Study.



TRACKING	THE	FORM

You	can	check	the	status	of	
the	form	you	have	initiated	
on	your	homepage.



SUBMITTING	A	REVISION

For	the	forms	that	you	have	already	
initiated,	you	will	have	an	option	to	

submit	a	revised	version	by	clicking	on	
the	Submit	Revision	button.

When	Finalized forms	are	revised,	you	may	have	options	to	upload	your	
Practicum/Thesis/Dissertation	Proposal	and	Examination	Reports.



REPORTING	A	PROBLEM

You	can	use	the	inform	us	hyperlink	at	the	footer	of	pages	to	send	
us	a	message	requesting	help	about	the	technical	issue	you	are	
having	within	the	system.



Thank	you	J

We	hope	you	will	enjoy	this	new	system!


