
Faculty Instructions: Dissertation Advisor Declaration (DAD) Form 
 
Step 1: Log into my.harvard 
Go to the my.harvard portal and select Student, Teaching and Advising Portal. 

 
Step 2: Navigate to the Worklist 
In the upper right corner, click on Worklist. 

 
Step 3: Access Electronic Forms 
In the left-hand menu, click Electronic Forms to view forms pending your action. If a DAD form is available, it 
will be listed here.



Step 4: Open the DAD Form 
Click Open Form next to the student's name. 

 
Step 5: Review Student Information 
The form opens with the student's name, program, year, and lab rotation details. Confirm that you were listed based on 
a lab rotation or co-advising eligibility. Read the proposed project and confirm the planned dissertation start date. Click 
Next to proceed. 

 
 

Step 6: Certify Financial Understanding and Enter Contacts 
You will be prompted to acknowledge review of the program's graduate student financial obligations. 
- Click the link to DMS Graduate Student Costs to review obligations 
- Add up to two lab or financial contacts (e.g., lab manager, administrator) 



 
Step 7: Review Cost Sheet (Reference) 
 
Ensure you are aware of the financial breakdown by student year. You are certifying awareness of your responsibilities. 

Step 8: Approve, Deny, or Return for Edits 
At the bottom of the form: 

 
- Select Approve to send it to the next signatory 
- Select Deny to cancel the form and notify the student (add comment recommended) 
- Select Return for Edits to send back to the student with comment 
- The student will be notified via email of any action taken. 

 
To Review previous submitted electronic forms, click on View Electronic Form History. 
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