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Curriculum Change Forms

Catalog identifies these requests as approved degree options. A petition is not
needed

Typically require department approval only
Routed and approved through DocuSign
Update the student's Program of Study in Degree Works (DW)

Examples: Concentration Change, Thesis/Non-Thesis Option, Change in Catalog
Year, Graduate Certificate (for degree-seeking students), Voluntary Withdrawal
from Degree Program



Petitions and Other Forms

Catalog identifies specific requirements, but the student is requesting a different
option or exception.

o Petitions WUWR (ex. Substitutions)
Catalog identifies Graduate School approval is needed.
o Forms (ex. Doctoral committee forms)
Submitted by colleges through the Graduate School Documents Team folder.
o Looking into electronic submission for all forms such as Docusign
o Concerns about limitations of needing reviewer levels

o Concerns about not being able to revise forms once signed, if needed



Key Differences

Purpose Changes follow catalog- Catalog requirement not
approved options. met, exception or other
option require approval.

Approvals Requires department Requires Graduate School
approval. approval.

Submission Method Routed through DocuSign Routed through the GS
Document Team process.

System Impact DegreeWorks Updated Review before form
approved and DegreeWorks
updated.




Training Modules

Module #1: DegreeWorks 101

* Anintroduction to DegreeWorks and how it can be used to review graduate student
degree progress, requirements, and academic information

Module #2: Curriculum Forms

* Anoverview of curriculum-related forms including information to help faculty and
staff better understand the processes and requirements



Updates to Forms

 Updated forms to improve accessibility.

 Removed fields that were not essential to the review or approval process, such as
student address information, to reduce unnecessary data collection.

* Revised form language and instructions to ensure consistent terminology across
all Graduate School forms and processes.

 Consolidated and streamlined related forms where appropriate, such as
combining the Leave of Absence (LOA) and LOA Extension forms.

 Requested additional information on select forms to support new processing and
reporting requirements in Banner and DW systems.



Where to access Graduate School Forms?
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Petition: Assistantship Policy (ASST)

This is a department initiated form. Must be routed and submitted by the department for Graduate
School approval.

Deadlines:

* Fall: November 1st
* Spring: April 1st

e Summer: July 1st

ASST for FFDR Students: Is needed when Full-Time Fully Funded Doctoral Student(s) hold an
assistantship and are requesting to be under enrolled in 9 SCH for Fall and Spring semesters and 3
SCH for Summer semester.

ASST for All Other Students: Is needed when Graduate Student(s) hold an assistantship and are
requesting to be under enrolled in 6 SCH for Fall, Spring, and Summer semesters. The student
must be enrolled in 1 SCH to hold an appointment.

ASSTs will also need to be submitted if the student is on Academic Probation.
Under enrollment in the student’s graduating semester is a one-time approval request.
International students will also need to confirm with the Global Initiatives Office that they are

allowed to be under enrolled based on the type of Visa they hold.

Policy (ASST) Policy on Assistantships
HOP Policy on Assistantships

PETITION: ASSISTANTSHIP POLICY

STUDENT INFORMATION

Student Name Eenner IO

[IMasters [ Doctoral

JUSTIFICATION

GRADUATE ADVISOR OF RECORD OR DOCTORAL COMMITTEE CHAIR

[ — g
Graduate Advisor of Record or Doctoral Committee Ghail, Signature
DEPARTMENT CHAIR
[
Department Chair, Signature Date
ASSOCIATE DEAN
—
Associate Dean, Signature =3
DEAN OF THE GRADUATE SCHOOL
-
Date

Vice Provast & Dean of The Graduste Schaal, Signature:

Revised Aug 2026
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https://graduateschool.utsa.edu/tuition-funding/assistantships/
https://www.utsa.edu/hop/chapter4/4.09.html

Transfer of Graduate Credit (TRANS)

* Thisis adepartmentinitiated form. It must be routed and submitted by the department
for Graduate School approval.

* Deadlines:
o Fall: November 1st
o Spring: April 1st
o Summer: July 1st

* TRANS forms are utilized when the department would like to transfer in graduate level courses to
apply to the student’s program of study (POS).

* Transcripts and Syllabi/Course Descriptions must be attached to the form before moving forward.

» Course name, number, and grade should appear exactly as it does on the transcript
* Only graduate level courses earned at a “B” or higher qualify for transfer.

* If UTSA courses need a change in level TRANS request will need to be submitted.
* This updated TRANS form has been consolidated into one form moving forward.

Policy on Transfer of Credit: Graduate Catalog Policy

TRANSFER OF GRADUATE CREDIT FORM

Students are expected fo complete the majority of all coursework at UTSA. UTSA awards cresiit for college-Jevel ransfer coursewar,
eamed with  grade of "B or higher, from accredited colleges and Universifies. Admitted students may submit a petition for credifs fo
Program i ign i and non-socredited

an individual basis at the discretion of the Graduate Program Committee. acadsrmic Cobege. and the Graduate School. Itis required to
aitach transeript(s) and the syllabus or sourse description. The courses listed below must not have been used in another degree
program.

STUDENT INFORMATION

Sfudent Name Banner ID

Frogram Tate

Highest Education Level Completed: -
COURSES TO BE TRANSFERRED

Credis to be used
uTsA
Equivalent tofulfllthe
Caurse requirements
below

MName of Insfitufion | SEMeSter Course Number Eq;i;::em

Taken and Name Hours

EX: Texas ASM Summer |MKTG 5320: Marketing =4 5313 mameng | Sectan
Universky C: Chlsts 3 Marsgement o
AEE SR 2023 Management A cataiog

Eection A

Sectan
o
Catzing

‘Section
o
Cataing

Secian
o

Cataing

Section
o

L —

‘Saction

o
Cataing

Section
Catalng

‘Sacion

Cataing

Secian

Cataing

12



https://catalog.utsa.edu/graduate/mastersdegreeregulations/transferofcredit/

Transfer of Graduate Credit (TRANS)

Transfer Request Justification:

Ajustification is required for all requests and must fit within the provided area without having to
scroll through the box. If the justification requires more room, please submit an separate
document within

If the transfer requestis being used to request a change of level, please include within the
justification the reasoning for wanting to change levels.

D —

TRANSFER OF GRADUATE CREDIT TOWARDS MASTER’S DEGREE

JUSTIFICATION FOR SUBSTITUTION OF COURSES

Time Limits: Master's students have a time to degree completion of six years. Doctoral students have a time to degree sompletion of eight years
comprised of six years from admission to candidacy and two years for dissertation
The courses requested for transfer do not excesd the time imit for completing the degree
This degree program is hours and the Graduate Advisor recommencs approval of __ ransfer hours. (Please inchude totsl hours if
previous request has been submited)
The msjority will be compieted 3t UTSA

—

Graduste Advisor of Record, Signaturs vt Name [
—

Depariment Ghair, Sgrature Frint fame Tate
-

Associate Dean, Signature Print Name Date
THE GRADUATE SCHOOL

Vic Provost and Dean of The Graduate School, Signaiure Date
Revised Aug 2026
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Transfer of Graduate Credit (TRANS)

Post Bac & Post Masters Scenarios:

* Programs that offer a post baccalaureate may allow to transfer in up to 30 hours from a
previously earned master's degree.

* If astudentis admitted into a program that requires a post masters, then they must follow the
post masters Program of Study (POS). Courses that were used towards another degree cannot be
transferred and applied to the student’s post masters POS.

* If submitting an additional TRANS request, please be sure to add the total transfer hours from
previously approved requests and enter the total number of hours being transferred in for the

student on the GAR Approved line on the second page of the TRANS request. \

* Hours being transferred have to be equal to how they were earned, they cannot equal less hours
or more hours (i.e. If itis a 2-hour course, it cannot be transferred in as a 3-hour course). For
universities on a quarter system, the conversion of a 4 quarter credit is equal to 2.67 semester
credits.

TRANSFER OF GRADUATE CREDIT TOWARDS MASTER’S DEGREE

JUSTIFICATION FOR SUBSTITUTION OF COURSES

Time Limits: Masser's stucents

degres compikeicn of six years. Decloral students have a time 1o degree completion of aght years
camprised of 5o years from admizskan io cand s

ars for dissertatian.

The courses requesiad for transfer do not axceed the tme imi
This degres program is ___ hours and the Graduale Advsor recommends a nsder hours. {Please inchuda total hours i
presious meouest has been submilted]
The maorky wil be completed at UTSA.
Graduate Advisar of Recard, Signatur At Name Date
Tapartment Chatr, Signanire Fornt Farma Tare
Associate Duan, Sguatem Frnt Name Dt

THE GRADUATE SCHOOL

Wice Provost and Dean of Tihe Graduate School Sgnsun Date

Fimised Aug 2026
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Transfer of Graduate Credit (TRANS)

FSCA or Foreign Credentials Service of America:

*  When a student has a foreign credential evaluation attached to their foreign transcript, all
information related to the courses being used in the request will need to be written exactly as it
shows on the evaluation documentation.

* Asanexample, for the "Semester Taken" column, if the evaluation shows as "2022-2023" insteen/
of Fall 2022 or Spring 2023, the TRANS request will need to also show as the "2022-2023" that was
written.

*  When completing the "Hours" column of the TRANS request, the hours that are reflected on the
TRANS request will also need to match exactly what is in the evaluation document.

TRANSCRIPT REPORT

MName
it -'W“ - -

Institution

GRADUATE

INSTITUTIONS / DATES / SUBJECTS

‘Graduate Total Hours = 26.00
Graduate GPA = 1.35

FCSAID
Order #
Purpose

HOURS GRADE

Hmmemme
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DW: Transfer of Graduate Credit (TRANS)

O Advanced Chemical Engineering still needed: 3 Credits in CME 6203
Thermodynamics

 UT San Antonio completed courses © Transport Phenomena CME 6303 Transport Phenomena A 3 Spring 2026

O Mathematical and Numerical still needed: 3 Credits in CME 6403
Methods in Chemical Engineering

o Level changes madein Banner

QO Research Seminar

O Chemical Engineering Research CME 6601 Chemical Engr Research R 1 Spring 2026

o Courseswill apply to student's DW Semnar
CME 6601 Chemical Engr Research P (1) Fall 2026

automatically or we will apply courses as Seminar
indicated on TRANS .

(  PRESCRIBED ELECTIVES MATE 5103 Principles of Material Engr A 3 Fall 2023
- . MATE 5113 Func, Eval & Syn Tech of Matls A 3 Spring 2024
Section of catalog
PHY 7503 Top: Electron Microscopy A 3 Spring 2024

. Still needed: 11 Credits in CME 5503 or 6113 or 6123 or 6133 or 6703 or 6803 or 6813 or 6903 or 6943 or
o Transfer courses will not appear on DW S35 or 6951 or G352 o 672 or S 63 o 60RY o G083 or 6123 o G213 or 639 o 640861

6703 or 6743 or 6803 or 6843 or 6893 or 6903 or 6933 or 6963 or CE 5613 or 5623 or 5643 or
u ntil TRANS a roved 5733 or 6383 or 6603 or ES 5063 or 5043 or CHE 6973 or MATE 5213 or 5223 or 5253 or
pp ME 5233 or 5273 or 5453 or 5473 or 5483 or 5503 or 5643 or 5653 or 5743 or 6413
Exception by: Saucedo, Susie On: 07/24/2026 Apply Here: Transfer petition approved: PHY 7503

o DW EXC eptio n: O DOCTORAL RESEARCH CME 7102

Doctoral Research P 2) Fall 2026
CME 7106 Doctoral Research P (6) Fall 2026
= TRANS Apprvd: PHY 7503 FA 2019 P
(O DOCTORAL DISSERTATION still needed: 18 Credits in CME 7201 or 7202 or 7203 or 7206

If you have completed any of the Doctoral Milestones and they are not checked, please contact your advisor or department
and make sure they have sub d the appropriate Doctoral Ct forms to the Graduate School. If you have any
email us at Gradi | edu.




DW: Transfer of Graduate Credit (TRANS)

* Outside UT San Antonio completed courses

o DWdegree and major hours are adjusted to account for transfer hours listed
on TRANS

o TRANS hours listed are notated on transcript once degree awarded

Exceptions ~
Type Description Created on  Created by Block Enforced
Remove Course and/or Change the Limit Transfer petition approved: C58050 for C55363 10/02/2026  Saucedo, Susie  Major in Computer Science, PH D Yes
Remove Course andfor Change the Limit Transfer petition approved: C58050 for 55363 10/02/2026  Saucedo. Susie  Major in Computer Science, PH D Yes
Remove Course andfor Change the Limit Transfer petition approved: CS 8260 & C5 8041 10/02/2028 Saucedo, Susie  Major in Computer Science, PH D Yes
Remove Course and/or Change the Limit Transfer petition approved: C5 8260 for C5 5443 10/02/2026 Saucedo. Susie  Major in Computer Science, PH D fes
Remove Course andfor Change the Limit Transfer petition approved: CS 8041 for €5 5353 10/02/2026  Saucedo. Susie  Major in Computer Science, PH D Yes
Remove Course andfor Change the Limit Transfer petition approved: 9hrs 10/02/2026  Saucedo. Susie  Degree in Doctor of Philosophy Yes
Remove Course and/or Change the Limit Transfer petition approved: 9hrs 10/02/2026  Saucedo, Susie  Major in Computer Science, PH D Yes

== UT San Antonio*



DW: Transfer of Graduate Credit (TRANS)

* Outside UT San Antonio completed courses 0 e s e e ol

o Reflected on DW with exceptions

o Note added to include terms transfer
courses were completed O Compurer Scenc s

Notes

Status Description Created on

Transfer petition approved for Kennesaw State Univ: Shrs C5 8260 and C5 8050 taken 5P26 and (5

10/02)2026
2041 taken Fall 2025.

€5 5233

Still needed:

Exception by:

Artificial Intelligence P (3) Fall 2026

1 Class in €S 5103 or 5163 or 5323 or 5513 or 5523

Saucedo, Susie On: 10/02/2026 Remove Course Transfer petition approved: (58050 for
and/or Change the C55363

Limit:

Exception by:

Still needed:

Exception by:

Saucedo, Susie On: 10/02/2026 Remove Course Transfer petition approved: C58050 for
and/or Change the (55363

Limit:

6 Credits in €S 5000-through 7939 Except €S 5633 and 7211 and 7212 and 7213 and 7216 and
7311 and 7312 and 7313 and 7316

Saucedo, Susie On: 10/02/2026 Remove Course Transfer petition approved: (5 8260 for
and/or Change the C5 5443

Limit:

Exception by:

Saucedo, Susie On: 10/02/2026 Remove Course Transfer petition approved: C5 8041 for
and/or Change the C5 5353

Limit:

Exception by:

Saucedo, Susie On: 10/02/2026 Remove Course Transfer petition approved: C5 8260 &

and/or Change the C5 8041
Limit:

Created by

Saucedo, Susie

== UT San Antonio*




Petition: Course(s) Exceeding Time Limitation
(TIME)

This is a department initiated form. It must be routed and submitted by the department
for Graduate School approval.

Deadlines:
o Fall: November 1st
o Spring: April 1st
o Summer: July 1st

TIME form is used when the course exceeds the below time limit:
o Masters-6years
o Doctoral - 8 years

Course name, number, title, semester taken, and grade earned should match the Banner
SHACRSE screen.

The department will need to provide the Anticipated Semester and Year of when the student will
graduate.

The catalog section will also need to be provided to show where each course will be applied to.
(ie. A, B, C, etc.)

Policy on Doctoral Time Limitation: Graduate Catalog Policy

PETITION: COURSE(S) EXCEEDING TIME LIMITATION

Student Name

Program

COURSE(S) EXCEEDING TIME LIMIT

Justiication

Banner D

Anticipated Graduation Date
T Master's ] Doctoral

Courses Number.

Name of Gaurse

Semester Takan

Grade ‘Catslog scction the Approvals
courss wil spply to
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https://catalog.utsa.edu/graduate/doctoraldegreeregulations/completingthedegree/#:%7E:text=Time%20Limit%20for,Graduate%20School.

DW: Course(s) Exceeding Time Limitation (TIME)

* DWexception added to indicate number of
courses approved

e  DWndicator TIME needed: Not Counted

Not Counted

Credits applied: 9  Classes applied: 3

Course Title Reason Grade Credits Term Repeated

ENG 5613 19th-Cent Am Lit: Dystopias Maximum number of classes exceeded A 3 Fall 2017

ENG 6013 Theoretical & Research Methods Coursework must be completed within 8 years A 3 Fall 2016

ENG 7053 Sem: Feminism in the Americas Coursework must be completed within 8 years - A+ 3 Spring 2018
Exceptions ~
Type Description Created on Created by Block Enforced
Also Allow GAR approved LNG 5153 as elective 09152026 Miller, Molly R Major in English, PH D Yes
Also Allow GAR approved MAS 6103 as elective 09/15/2026 Miller, Molly R Major in English, PH D Yes

Remove Course and/or Change the Limit Time Limit Petition Approved: ENG 6033, ENG 6063 09/17/2026  Saucedo, Susie  Degree in Doctor of Philosophy — Yes
Apply Here Time Limit Petition Approved DW Crrctn: ENG 6033 08(17/2026  Saucedo, Susie  Major in English, PH D

Remove Course and/or Change the Limit  Time Limit Petition Approved 08/29/2026  Saucedo, Susie  Degree in Doctor of Philosophy -——

== UT San Antonio*




DW: Course(s) Exceeding Time Limitation (TIME)

@  CORE CURRICULUM

© Theory and Practice of Teaching or ENG 5183 Theory/Practice Teaching Comp A 3 Spring 2017
Rhetoric and Composition

Y M ay n e e d to m a n u a lly a p ply S p e C ifiC Ti m e Li m it Exception by: i,fmae jefirey  On: 07/02/2026  Apply Here: Time Limit Petition Approved: ENG 5183

@ Theoretical and Research Methods ENG 6013 Theoretical & Research A+ 3 Fall 2018

approved courses to sections of DW POS, as s

. . TI E .« . © Latinafo Studies: Text and Context ENG 6053 Latina/oStudies:Text & Context A+ 3 Fall 2016
I nd I C ate d O n petltl O n Exception by: Miller, Molly R on: 07/02/2026 Apply Here: Time Limit Petition approved for ENG
6053
Section of Catal oy
o eCtI O n O ata Og req u eSte d @ Seminar: Latina/o Studies ENG 7053 Sem: Latinafo Av 3 Fall 2017
Dramag&Perfomance
5 Exception by: Miller, Molly R on: 07/02/2026 Apply Here: Time Limit Petition approved for ENG
Exceptions s
T © Seminar: Issues in Culture ENG 7063 NativeAm Wom Sovereign A 3 Spring 2018
Type Description Created on Created by Blocl Shaa
Exception by: Miller, Molly R J20 Apply Here: Time Limit petition approved for ENG
Also Allow GAR approved LNG 5153 as elective 09/15/2026  Miller, Mally R Majo 7063
@ Seminar: Theory and Criticism ENG 7073 Sem: Postcol/Decol Rev As 3 Spring 2017
Also Allow GAR approved MAS 6103 as elective 09/15/2026  Miller, Mally R Majo
Exception by: Miller, Molly R On: 07/02/2026  Apply Here: Time Limit petition approved for ENG
7073
Remove Course and/or Change the Limit i imi iti : 09/17/2026  Saucedo, Susie  Degr
/ 9 Time Limit Petition Approved: ENG 6033, ENG 6063 nif g @  PRESCRIBED ELECTIVES ENG 6063 CrosCulss:BlackFemnTheories A 3 Fall 2016
- P . - - ion by: Mill I : 07/02/2026 s 3 ime Limif titie wed for ENG
Apply Here Time Limit Petition Approved DW Crrctn: ENG 6033 09{17/2026  Saucedo, Susie  Majo e ra OECIRENE  Aelylen ;ﬂ:: B s
o R ©  FREE ELECTIVES ENG 6043 Creative Non-Fiction As El Spring 2017
Remove Course and/or Change the Limit Time Limit Petition Approved 09/29/2026  Saucedo, Susie  Degr
ENG 5613 19th-Century American Lit A 3 Summer 2017
Notes
Status Description Created on Created by

Time Limit Petition approved: ENG 6033, ENG 6063 and ENG 6053 - Valid approval until Expected Grad

09/239/2026 Saucedo, Susie
term Fall 2026

== UT San Antonio*




Doctoral Degree to Interim Master’s Degree
(INTRM)

This is a department initiated form. It must be routed and submitted by the department
for Graduate School approval.

Deadlines:
o Fall: Dec 1st
o Spring: May 1st
o Summer: August 1st

An approved Master's POS must be attached with the submission of this form.
You can submit Petitions for INTRMs pending approval concurrently. (ie. Substitutions)
o You will no longer be required to submit pre approved PET forms, QUAL forms, and
Transcripts

INTRM request cannot be awarded retroactively.

INTRM request cannot be awarded in the same semester in which you are receiving their PhD or
after the student has earned their PhD.

Courses for an INTRM request have to be within the 6 year time limit to apply towards the Master's
Degree.

Policy on Interim Master’s Request: Graduate Catalog Policy

DOCTORAL DEGREE TO INTERIM MASTER'S DEGREE REQUEST

jrect If Applicable:
The following fiem must be aftacheed to this form:

« You can submit Petitions for INTRMs pending aperoval
+ Approved Program of Study for the Master's Degree concurrently.

STUDENT INFORMATION

Shudent Name Banner ID

NOTE INETiaional SU0Ents MUS! CONGET 21 IMEMSI0NS! S2NCes CAice DEYE Changing ek cegree
INTERIM MASTER'S REQUEST

Courses counted towand the Master's degree may aiso be included in the overall requirements for the doctorate, but may not be used
foward 5 second Master's degree

Highest Dagres Eamed: Program:
Current S in beginning
Example: P! Program Concentration (if appicabic) “Term fex. Sem & Vesr)
Intesim Master's: n ng
Evample: MS. Frogram Concentrstion (i appiicable) Temm fex. Sem & Year)
APPROVALS
= =1 Frint Name Do
[ —
%mma, Sgnatue Frint Name (=3
Associate Desn, Signature Frint Name Date
THE GRADUATE SCHOOL
Based on the Gollege's recommendtion. | hereby
Vice Provost and Dean of The Graduate School =3

Revised Jun 2026
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https://catalog.utsa.edu/graduate/mastersdegreeregulations/degreerequirements/#:%7E:text=Subject%20to%20the%20six%2Dyear%20time%20limitation%2C%20the%20student%20must%20%C2%ADsatisfactorily%20complete%20all%20coursework%20as%20specified%20in%20his%20or%20her%20discipline%E2%80%99s%20program%20of%20study%2C%20and%2C%20if%20Option%20I%20is%20selected%2C%20must%20satisfactorily%20complete%20the%20thesis%20as%20outlined%20in%20the%20Options%20for%20Master%E2%80%99s%20Degrees%20section%20of%20this%20chapter.

What is needed in the Master’s POS for INTRM

New requirement for the Master's POS:
o We will now request the Catalog
section to be added next to
each course listed.
o lie.Section A, B, C, etc...

DegreeWorks will be updated based on
the INTRM packet. If additional forms
are needed, please attach pending
approvals for:

o Substitutions

o Time Limitations

o Transfer of Credit

THE UNIVERSITY OF TEXAS AT SAN ANTONIO
PROGRAM OF STUDY FOR THE MASTER'S DEGREE

Please Type

stupeNtsNave:_[[ N~ srvoesvts sasxer w: [N
PROGRAM OF STUDY FOR THE DEGREE: Master of Science ¢ \lxlu(.:_/

MAJOR Chemistry CONCENTRATION:

The following courses are required for the degree indicaf
e e = e B
(CHE 5263 Advanced Analytical Chemistry 3 A- A
CHE Advanced Inorganic Chemistry 3 B A
[CHE Advanced Organic Chemistry 3 B 2l
CHE Graduate Seminar in Chemistry 1 CR A
CHE Graduate Seminar in Chemistry 1 CR Fall 2023 A
[CHE Graduate Seminar in Chemistry 1 CR 25 A
(CHE 3 Advanced Physical Chemistry 3 B B
[CHE 6973 3 B B
CHE 6973 Organocatalysis 3 B B
(CHE 6993 3 A+ A
(CHE 6994 4 A+ A
(CHE 6991 1 A+ A
[CHE 6991 1 A+ 2 A
TOTAL 30 (30) Minimum

for

f the above requireme he University-wide requireme

Upon compl ire
the above-named student will have s

all Master's deg

uirements for the Master's degree.

GRADUATE ADVISOR'S SIGNATURE DATE: DB/ZE2026 | 1058 AM COT

DEPARTMENT CHAIR'S SIGNATURE DATE; 08282026] 11:01 AMCDT

DEAN'S SIGNTURE DATE; UB28/2026 | 9:23 AM COT

—THE ORIGINAL COPY OF THIS FOR! FILED WITH THE REGISTRAR~

DO N RITE BELOW T
rsof A x4
B x3
C x2
2 GPA(3.0)

Nao Transfer
NOTES;
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DW & Banner: INTRM

* Banner will be updated with the Masters Program requested in INTRM packet
* Courses on INTRM POS will be changed in level from 03 to 02

o Appear on Masters DW

o Willtemporarily not appear in PhD DW
* Course levels changed back after Interim Masters awarded

o Willno longer appear on Masters DW

Fall 2026: MS . .
o Appearon PhD DW Summer 2026: PhD Computer Spring 2027: PhD

Computer

Computer Science Science - .
Science

AWARDED




DW & Banner: INTRM

* Review EXTRA COURSES section on DW for Masters.
o POS should indicate where on Masters POS we should apply PhD courses
= PET needs to be submitted, when needed
e COMP requirement, if applicable, met with QUAL exam form
o Exception added on Masters POS on DW (older catalogs)

o Code added in Banner (25-27 and newer catalogs)



Graduate Student Course Add Form (AD

» Students will need to complete this form and department will route to the college for Graduate
School approval.

* ADD forms are sent for Graduate School approval if the census date has passed and the student
needs to be added to a course or if the student was dropped for non-payment.

* Aletter from either the student or the department must be attached explaining why they would
like to be added to the course.

» ADD forms are also used if the student is trying to register for a course but are unable to due to
level restrictions.

* Alate ADD is after census and if itis a request for a level restriction, it can be sent to the Graduate
School for approval.

Policy on Late Registration: Student Policy

GRADUATE STUDENT COURSE ADD FORM

=

Doctoraliiaster’s student to add 1. myUTSA regisiration has closed, requiring Depariment Chair and Instructor signature.
a course for any of the following: 2. Student is unable to add Undergraduate course for Undergraduate credit due to Graduate level

restriction.
3. Class does not have an active Waitist.
4. Prepayment has not been received prior to Census date.

Name Banner ID

Email
Tem: [CFal [ISping CISummer  vear
CRN: Subject Course #: Section #

HOTICE TO STUDENT:
1. You must obtain approvals from the college and university

2. Write and attach a memo explaining why You want to add a class 5o late in the semester. The class will only
be added if there is a credit on your account for this course and classroom capacity has not been reached
3. Gne all signatures are obtained, please upload your form through Document Uploader. Please note that

even if all signatures are obtained, you cannot be added if class capacity if reached

Student, Signature Print Name

APPROVALS
REQUIRED UNTIL CLOSE OF BUSINESS ON CENSUS DATE:

NOTICE TO INSTRUCTOR AND CHAIR: By signing you are authorizing the enrollment of the student into the section including
overiding all restrictions (pre-requisite, major, closed clasees) EXCEPT fire code and fiscal holds that prevent registration.

-
Instructor, Signaturs Print Name Date
-—

Date
Department Chair, Signaturs Print Name
REQUIRED ONLY AFTER CENSUS DATE:
=
Associate Dean of College, Signature Print Nams Date
[E
Dean The Graduate Schoci, Signature FPrint Name Date

* Fiscal Services Stamp for prepayment (only necessary after census date)
ONE STOP OFFICE USE ONLY

One Stop initals: Date: Gapacity:
Revised Sept 2026
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https://catalog.utsa.edu/policies/generalacademicregulations/registration/

Leave of Absence Form (LOA)

» Students will need to complete this form and department will route to the college for Graduate
School approval.

* Deadlines:
o Fall: November 1st
o Spring: April 1st
o Summer: July 1st

* Leave of Absence (LOA): Is applied for up to one year under special circumstances. Funding may
be affected, encourage student to reach out to the Office of Financial Aid.

» Students that do not secure approved LOA each semester may not return to the University without
applying for readmission into graduate program.

* The LOA and LOAX forms have been combined to create the new version of the LOA form.
There will no longer be two different forms.

Policy on Leave of Absence: Graduate Catalog Policy

LEAVE OF ABSENCE REQUEST

Stadents errold n 3 docors pgram may appy for aeave of abeetos ch tem Fl, S or Summerl, ot o expeed on year.
when events such s diness or inury, aciive military service, Drlhenaed nuprwdem!b(ahuly prevent actve paricpation
inthe degree program. P the unversiys crtimous doctoral may 3 leave of abs

applied retroaciively. ds;ee-amnlnnsmaybeﬁimmdnuresemnﬂybewmdmllaamdatsma\mnf

Allave of absence will prevent the student from receiving student funding from his or her program and may affect atility to receive
financial aid or koans andior to defer payments on loans. Students should contact the Office of Financial Aid with questions regarding
financial aid or loan status.

A shudent retuming from a leave of absence must envoll for the semester approved or provide a written request for aleave of absence
tersion (alave of sbsenoe may ot exosed one year throughout the sdents dgres prgyam). A shekent who doss ot registeror
who does not secure of absence and will be dropped from the

program. A student may not retum to the University without applying for readmission o the graduste program and must pay the Graduate
ol appicaton foe

Submission:
Fill out form, S2cure appropriate signatures from the Graduate Advisor and the Graduate Associate Dean of the Collage. and submit the
original signed form to your college abong with the folowing required documentation

« Studert leter requesting Leave of Absance

« Supporting letiers (if appicatic)

STUDENT INFORMATION

‘Student hame Barner D
Program Callege
Intemational Student?  [Yes  TTNe

NOTE: intemational students must inform the Infemational Senvices Office prior fo leave of ahsence
Semester and Year Admited fo Program:

Have you previously been granted 3 leave of absence st UTSA? [ Yes | Mo

Fyes, dates: o

LEAVE OF ABSENCE PERIOD REQUESTED
*Please attach a letter detailing your reason for requesting leave.
Leswe of Absenos Requested: Plan to retum:

Piesse Use SAMESTRnYSar tvmat In mese fes.  Ex: Fall 2006 Ex: Spang 2027

Student Signature
Revised Aug 2026

Date:
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How to access the Petition for Reinstatement webpage

Student Success = Postdoctorsl Affairs = News & Events ~  About = Faculty & Staff -

Current Students -

Graduate Student Resol

The Graduate School at The University of Texd
successful graduate education experience.

at San Antonio is here to ensure you have the necessary resources and support fora

O

Handbook

Graduate Student Handbook

Graduate and Postdoctoral Success

Graduste and Postdoctoral Success
Resources

Academic Resources

View All Academic Resources

Find a Grauate Advigor

-
—
J
Graduate School Newsletter G.R.A.D. Space

Graduate School Newsletter GRAD. Space

7/ =

Thesis and Dissertation Annual Review and 1DP Petitiol gingtatement
p———

Thesis and Dissertation Resources and Annual Review and IDP Overview 2 -
Guidelines

 Petition for Reinstatement .
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Petition for Reinstatement Work Flow Chart

Reinstatement Process =

Graduate

B

Gomplete Incomplete
packets sent

sent tn back to

college student

H [ b

College

§ g Not Relnstated but
allowed permissio Denied Denial sent to
. g Reinstated to apply to new reinstatement student
program
-
- g Academic Academic Standing
= E Standing updated by
§ - updated by Admissions upon
o E Records application approval
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Petition for Reinstatement

» Student must route their completed and signed packet, signed letter, and any supporting

documentation to the Graduate School through the email address, gradschooladmin@utsa.edu.

* Once adecision has been provided by the reinstatement committee, if the student is reinstated,
the academic standing will need to be updated before the student can register.

*  We work with the Records Office for these requests and it may take a few days for the academic
standing to be updated.

* Deadlines:
o Fall: June 15th
o Spring: October 15th
o Summer: March 15th

PETITION FOR GRADUATE REINSTATEMENT

Flease compiete the following form and attach your letrer and supporting documents per instructions from Section B

SECTION A
STUDENT INFORMATION

Last Name First Name: Midale frifial myUTSAID

Email Address

REINSTATEMENT INFORMATION

From which program were you academically dismissed 7

For which semesier were you

For which program are you seeking reinstatement?

For which semester are you seeking rensiatement (semesteriyear]?

IDENTIFICATION OF MITIGATING CIRCUMSTANCES FOR DISMISSAL
{Piease check those relafing fo your cirumsiances)

[ Personal ilness or accident [ Financial burdens
O Personal disabiity g T n
o accident, or death of family member O Diffieulty contacing avisor or professor
O Required out-of town travel or overtime work O Dissatisfied with program choi
0 Icrease in job responsiilites O Desire for change of program
O Job on O Course load toc heavy
] Mew employment of seff or family O Course schedule confiict
[ Loss of empioyment of self or family member O Language difficulies ar barriers
O Loss of hausing or relocation of housing O Lack of prerequisite coursework or knondedge
O Military duty O Mo uiikzation or unaware of academic resources
[l Mariage or divorce I Other (please explain in brief
O Eirth of family member detail.
O Lossof childcare
Updated Aug 2026
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REIN: Early Consideration Waiver

¢ This form must be submitted with the Petition for Reinstatement packet only if the
student intends to petition immediately after dismissal due to exceptional, extenuating
circumstances that prevent the student from waiting one semester.

¢ The student will need to provide a signed letter that will need to be submitted with the
form explaining the exceptional, extenuating circumstances that require the submission
of the Petition for Reinstatement prior to waiting one semester.

* These Petition for Reinstatements requests can typically be time sensitive to the student
as they are seeking immediate reinstatement before the start of a new semester and
when a decision of academic dismissal in provided to the student.

PETITION FOR GRADUATE REINSTATEMENT:
EARLY CONSIDERATION WAIVER

This form must b

that prevent the

student from waiti Hyou have b i i 2026

tothe Eariy Consi ith y

SECTIONA
STUDENT INFORMATION

Q0

§

LastName First Name. Middle inisial Banner D

Email Addiress

Dismissad: Seaking Reinstatement:

Semester and Year Semesterand Year

SECTIONB
LETTER OF EXPLANATION

Please compose a formal letter directed to the Reinstatement Committee explaining the exceptional, extenuating circumstances that require
you to submit your petition for reinstatement prior to waiting enesemester. Your letter must be signed and attached to the Peition for

Reinstaternent packet.

“Note: The intention of this leiter i strictly to explain your reason for petitioning without waiting one semester.
This is not the Petition for Relnstatement letter.

Updated Aug 2026
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Petition for Graduate Student Course Program of

Study (CPOS)

Petition for Graduate Student CPOS form are submitted by the department who would like to request
substitutions to certificate, masters, or doctoral student’s catalog requirements. This petition is for PETITION FOR GRADUATE STUDENT COURSE PROGRAM
students on financial aid and is submitted when registration is open. OF STUDY (CPOS):

Please ingicate the secton of f1e program of stucy:
STUDENT INFORMATION

e Do

Deadlines: -
- - i
e Cetfats s ool

* Fall: Aug. 1st Fpeliale a4 e <t

* Spring: Jan. 2nd sTneATion

e Summer: May 1st

Petitions submitted by the deadline are guaranteed to be processed. For extenuating

circumstances, you may connect with your Retention and Graduation Program Coordinator

(R&G) to discuss the possibility of an late request.

APPROVALS

The form will need to indicate the section of the program of study that is being Ewm,m Sapaire Friiane £
petitioned, if the student is post masters or post baccalaureate and, if B S . o
applicable, the concentration of their degree. ssocise Do, St B bae

THE GRADUATE SCHOOL

Vice Provest and Dean of The Graduate School, Signature Date

Itis imperative that the correct catalog is listed on the form and should be listed in either of the o psed Summer 2025

following two year formats:

Catalog Year: 23-25 or 2023 - 2025 View here for the CPOS Petition
Guide
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DW: Graduate Student CPOS

MANUAL EXCEPTIONS TO DEGREE REQUIREMENTS
e DWimpacts CPOS

*  DWwillindicate what courses are CPOS ineligible

e CPOS Only impacts students receiving and using federal aid

e Contact Retention & Graduation Program Coordinator for guidance on steps for resolving CPOS issues

Student 1D Name Degree

ol X Master of Arts

Advanced search

Level Masters-Graduate Classification Graduate, Master's Major Bicultural/Bilingual Education Program MA-Bicultural/Bilingual Edu

College Education & Human Development Student Catalog Spring 2026, Spring 2026 Academic Standing Academic Good 5tanding

Graduate Advisolj i i Courses NotIn Program of Study Fall 2026: BEL 7123

o~ UT San Antonio”




DW: Graduate Student CPOS

MANUAL EXCEPTIONS TO DEGREE REQUIREMENTS

e Cannot make changes to DW without approval

e CPOS Petition serves as documentation of approval to changes in degree requirements that differ from what is outlined
in the catalog

e Contact Retention & Graduation Program Coordinator for guidance on steps for resolving CPOS issues

e Example of approved CPOS and DW update:

@ Numerical Analysis MAT 5403 Functional Analysis I P (3) Fall 2026
Exception by: McCants, Elder D on: 09/03/2026 Substitute: Petition Approved: Sub. MAT 5603 with
MAT 5403

2% UT San Antonio”




Petition for Waiver of University Wide Requirements (PET)

If petitioning for any policy/degree requirements in the Graduate Catalog the justification must be able
to answer the following questions:

* What does the policy state or what is the degree requirement?

* What did the student do instead?

*  Why did the student pursue this course of

* action?

If petitioning for courses listed in the Graduate Catalog the justification must be able to answer the
following questions:

o Core Courses:

=  Both of the course's abbreviations, numbers, and course titles.

= Why did the student not take the required course?

= Was the core course content covered in the requested substituted course?
o Electives and Other Courses:

= State which part of the POS this will impact.

= The course(s) abbreviation(s), number(s), and course title(s).

= |fapplicable, why the student was unable to take any of the required elective

courses?

* If the POS states that these courses cover a particular topic/theme, the
justification will also need to indicate that the content of the substituted
course will also cover this topic/theme.

o Ifthe catalog states verbiage that is or similar to "...substitution as approved by GAR, program
director, PhD Committee, etc.", then a PET is not needed. You should email
graduate.school@utsa.edu or your college's Retention & Graduate Coordinator for the Degree
Works update.

e IS

PETITION FOR WAIVER OF UNIVERSITY WIDE REQUIREMENTS

Check all hat apply:
‘Substiution of Courses: Core ] Ofher ]

STUDENT INFORMATION

Banner D Frogram Talalog Year

——— Certficate | Master Doctoral
e ez Sesanssars = | seeanoea=.(

JUSTIFICATION

The justification will be completed
by the department and not the

student.

APPROVALS

—

T e T =
—

Depatmar i, S i o
-

Associaie Dean, Signature Print Name Date

THE GRADUATE SCHOOL
[

Vice Provast and Dean of The Graduste Schadi, Signatur Date

Form updated Summer 2026
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Petition for Waiver of University Wide Requirements (PET) Cont.

Cohort Petition(s) can only be used when it effects 10 or more students who follow different catalogs

and are impacted by the same course/policy. The justification must be able to answer the questions

below:

* What course(s) or portion of the catalog is affected?

* Whyis this no longer being offered or provided?

* Whatis the alternative that the students will need to do in order to fulfill this portion of their
catalog?

A list with the students first name, last name, banner ID, and catalog year will need to be attached to
the PET.

Blanket petition(s) can only be used when it effects one entire catalog. The justification must be able

to answer the questions below:

* What course(s) or portion of the catalog is effected?

* Whyis this no longer being offered or provided?

* Whatis the alternative that the students will need to do in order to fulfill this portion of the
catalog?

CFnmee IS

PETITION FOR WAIVER OF UNIVERSITY WIDE REQUIREMENTS

Check all hat apply:
‘Substiution of Courses: Core ] Ofher ]

STUDENT INFORMATION

Banner D Frogram Talalog Year

L | Certficate | Master Doctoral
S T sttt
JUSTIFICATION

The justification will be completed
by the department and not the
student.

APPROVALS

-
Graduate Advisor of Recard, Signature Print Name. =

-—
Depariment Ghar, Signaturs Print Name. Dae

(==}
Associste Dean, Sgnatre Print Name o

THE GRADUATE SCHOOL
[

Vice Provast and Dean of The Graduste Schadi, Signatur Date

Form updated Summer 2026
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DW: PET

Look at Extra

MANUAL ADJUSTMENTS TO DEGREE REQUIREMENTS
Courses

* Documents approval to changes in degree requirements that differ from what is
outlined in the catalog.

section on DW

e Cannot make changes to DW without approval. PET serves as documentation.

@ FOUNDATION COURSES

© M.anagement Science with Data MBA 5413 Mgt Sci with Data Analytics 1P (3) Fall 2026 Extra Courses - Credits Not Applied to G » qui
Analytics
Credes appliec: 12 Classes applied: 4
@ Financial Accounting Concepts MBA 5223 Fin Acct Concept Dec Making P 3) Fall 2026 R Sk e e e
£GR 6283 Mentored Teaching Engineering A 3 Fall 2023
Exception by: Dietzmann, On: 09/11/2026 Apply Here: Petition approved by Department 9/2/26 eSS e % 5 P e
Rosalinda G
ME 7953 Doctoral Research » ® Fall 2026
ME 7953 Doctoral Research pid @ Fall 2026
.
Exceptions
Type Description Created on Created by Block Enforced
Apply Here Petition approved by Department 9/2/26 09/11/2026 Dietzmann, Rosalinda G Major in Finance, MS Yes

2% UT San Antonio




Registrar Forms




egistrar Forms

aUTSAID: _ ShdenPsPestMamer _ lssk lm The University of Texas at San Antonko”

Registrar OFFICE OF THE REGISTRAR

Permission for Enrolling in Undergraduate Courses While Change of Grade Form

a Graduate
Please
Mow 10 Submit Farem: it comeleted foem thrmugh the (ossen e Uslnader for processing pewes ey
- o black ink.
- t Term T Femission
fornralling i Usndergroduate courses while o Groduate
Birections: Seudent's Firss Name Middle: Lamt
1 sy envol i s g d apply the cedit eamed
S e ey i -
2 n atthe time of submitting mUTSAID___ Term l-n[l .\pnngD Sumaer [_] Yeur,
P o _ COURSENO:_ _ _ SECTIONNO: _ __ Instmactor_
S Nomacric
Tem OBl OSpieg OfSummer  Vear: TS D
Frsthame: Middle: Lase: Grade originally assigned Grade o be changed 1o
[ p—— pe—— | — )
Bhone Humer: Feefened Email. Renson foe change of grade
Undespraduate Coussato be Takes:
e Sutject: Course #: Sedtiond:
Instructor's sigmature Dme
Explin the reasans fr this request AND. ol Niiedc Tieeiraser L L]
Recommend spproval Dae
T ——re— Toame
Appeoved Dae
Err—rr— Frant o
Requess: to chasge 8 grade more than sne year obd mist slso be sppeoved by Undergraduste Stadies (for usdergradaates) o the Graduite School {for grduse: saudesss)
SIGNATURE
Appeoved Dme
Studest Sigrauee: L T y———r Primt o
[ [ ST
e raruter = p ©San At et b sk e 4 B
-

WHEN APPROVED, FORWARD TO THE OF FICE OF THE REGISTRAR
Far Registrar's Office Use Only

Requires Academic Standing he chunged from Processad by __ _ Dme_

AT UTSA DFFICE USE OMLY: s PR

Date: Aeceiend By Puoessed By. * Pagetof2

PEUC Form G Form
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Permission for Enrolling in Undergraduate Courses
While a Graduate (PEUC) S — uTsA

Ftegistrar.

* Thisis adepartmentform. It must be routed and submitted by the department for Graduate

Permission for Enrolling in Undergraduate Courses While
School approval.

a Graduate
How 1o Submit Ferm: Susmit completed foem through the Docum ent Usinader for processing.
. Depart ik: Registror; Verme Term: G A 15 Document: Pemission
i . for Enralling i Uredfergrndre cowses while o Grodualt.
* PEUC form(s) are submitted by the department for students who would like to take an e
undergraduate course and earn graduate credit for it. ¢t dadan ey et o e e
udents taking an wnderpraduate course for praduate credit must obtsin all sgnatures s form.
3_Sylkaby n b farm at the time of subemitting
* Acourse syllabus must attached to the form, with clear indication of additional course work to [
earn graduate credit. Tom OFll Ofging Ofammer Yo T
First Hame: Middle- Last:
* If the student would like to be enrolled in an undergraduate course and not receive graduate Fhore e prfered sl
credit, then an ADD form will need to be submitted. s Comse o be ek
Rk Subject: Cowse #: Section #:

Explain the reasans for this request AMD aitath capy of the syllabus that indicates graduate level woek to be complesed

SIGNATURE

Studers Signatsr. Bate:

W

P i
i ekrratice. U Seclice 329004 s

YR TRy LTSN OFFICE LISEOMLY:  imemsemssss s e

Date: Reczived By Procassed By. Mz1 - Pagetof2
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Change of Grade (COG)
Um- F‘D{flg.'n'llw??“[w GE TJUFM[ Ei;?n anTnf, ISTRAR

* Thisis a department form. It must be routed and submitted by the department Change of Grade Form
for Graduate School approval.

* COG form must be requested through Office of the Registrar.

Sudcst’s First Name: Middle . Last

* COG(s) forms only need Graduate School approval once they have exceeded an academic year. mita___ teem bt [ speing [ ] summer ] vew

CRN SUBSECT COUIRSE NO SECTION NO. Instraciar,
N Alps Samar N ric Frint Nome

* The justification will need to indicate why it took over a year to complete the course work.

Grade originally sssigned

Grade o be changed 1o

* The entire text of the justification will need to fit within the “Reason for the Change of Grade” bt
section without having to scroll/expand the text box or add a letter with the explanation if
oo o Instructor's sigaature aic
additional room is needed. T — B
Policy on Change of Grades: Student Policy Approed — s Dae
— o e yeu ke s b pprevcd b L S (e mcsgenbntin) o th e Sl g st
Appeoeel 7 (Vs Frovess Asscs Vies Provmt) P Nams D
WHEN APFROVED, FORWAKD TO THE OFFICE OF THE REGISTRAR
For Reghtrar's Offe V¢ Ouly
Requires Acsdemic Standing be changed from % Procesad by Date:
AR P (RIS
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Initial Committee Forms

Each form must be submitted by the department.

Deadlines:

Fall: November 1st
Spring: April 1st
Summer: July 1st

Committee Composition:
* Majority (51%) must be graduate faculty or adjoint
faculty:
o Professor
o Assistant Professor
o Associate Professor
o Adjoint Graduate Faculty (“Adjoint Members”)
* |f acommittee members do not have one of the above
titles, then a Special Membership of the Graduate
Faculty ("Special Members”) is required.

Appointment of Doctoral

Application for Candidacy (CAND) Dissertation Committee (DISS)

APPLICATION FOR CANDIDACY FOR THE DOCTORAL DEGREE
TUDENT INFORMATION

g
i

e
H
H
B

SUHEENE e
L ) B P )

ooooo

EE

oy

Completion of the Qualifying Dissertation Proposal Approval
Exam (QUAL) (PROP)

Click here for to view each form




Certification of Completion of Dissertation
Requirements (CERT)

Submitted by the department.

Deadlines:

Fall: Decemberist
Spring: May1st
Summer: August 1st

Committee Composition:
* Majority (51%) must be graduate faculty or adjoint
faculty:
o Professor
o Assistant Professor
o Associate Professor
o Adjoint Graduate Faculty ("Adjoint Members")

* |If a committee members do not have one of the above
titles, then a Special Membership of the Graduate
Faculty ("Special Members") is required.

* New Updates: CERT form will now require the Doctoral
Research letter grade and awarded hours, if applicable.

CERTIFICATION OF COMPLETION OF DISSERTATION REQUIREMENTS
FOR DOCTORAL DEGREE

STUDENT INFORMATION

Fars BannerD

Digesrtation Tifle [as it 12 be litted o the shudent's oficsl records;

Program: Diste Gissectafion approved by commiies

Total dissertaion hours to be awarded:
Letier grade 1o be awarded for disseration credits:
Total doctoral research hours to be awanded, if applcable:

Latier grade to be awarded for doctorsl research credits, f applcable

DISSERTATION COMMITTEE MEMBERS

P Jem—
N Derarmert
Pt Nare: Department
Frint N Department
it N Department
St Depatmeat
DEPARTMENT
Department Chai, Sgnature F— Date
COLLEGE
Fassciate Dedn ol he Colgs. Sigmaie = Tee
THE GRADUATE SCHOOL

Vice Provost and Dean of The Gracuaie School, Sgratus

Form updated Fall 2026
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Certification of Completion of Thesis
Requirements for Master's Degree (MSCERT)

Submitted by the department.

Deadlines:

Fall: Decemberist
Spring: May1st
Summer: August 1st

Committee Composition:
* Majority (51%) must be graduate faculty or adjoint
faculty:
o Professor
o Assistant Professor
o Associate Professor
o Adjoint Graduate Faculty (“Adjoint Members”)
* If acommittee members do not have one of the above
titles, then a Special Membership of the Graduate
Faculty ("Special Members™) is required.

* New Updates: For the comprehensive exam
requirement, the MSCERT form will now require the
comprehensive exam approval date, if applicable.

i 2

CERTIFICATION OF COMPLETION OF THESIS
REQUIREMENTS FOR MASTER'S DEGREE

STUDENT INFORMATION

Name Banner ID

Thesis Title (as it is to be listed on the student’s official records)

Total thesis hours to be awarded:

Letter grade to be awarded for thesis credits:

Date thesis approved by

Date comprehensive exam approved by if

Program:

THESIS COMMITTEE MEMBERS

Print Name Date
Print Name Date
Print Name Date
Print Name Date
Print Name Date

DEPARTMENT

Department Chair, Signature Print Name Date

COLLEGE

Associate Dean of the College, Signature Print Name Date

THE GRADUATE SCHOOL

Vice Provost and Dean of The Graduate School, Signature Date

Form updated Fall 2026
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New: Comprehensive Exam on CERT - Thesis

COMP CODE VS. MANUAL EXCEPTION

e 25-27 catalog Banner code
e Catalogs before 25-27 require a DW exception

*  Masters Thesis students
o Confirm comprehensive requirement is met on CERT form
o Petitions & Other Forms Training

* Non-thesis Masters students
o Confirm comprehensive requirement is met by submitting Curriculum Form
o Curriculum Forms Training

*  Affects DW percentage

) Comprehensive Examination Comprehensive Exam AP

2% UT San Antonio”




Banner & DW: Initial & Final Committee Forms

* Banner
. Initial & Final Banner Y
o Committee Forms Committee Forms updated percentage
o RPgrades

* DW Percentages

o RPs (thesis, dissertation, doctoral research)

o doctoral milestones

o other degree requirements
*  ProQuest

o Notapproved until all Initial and/or Final Committee Forms approved
* Graduation audits

o DW serves as auditing tool

o Confirm with GCO on auditing process 45



Program of Study (POS)

This is a department form. Must be routed and submitted
by the department for Graduate School approval.

Deadlines:

Fall: Decemberist
Spring: May1st
Summer: August 1st

* For Degree Works purposes, it is recommended that all
Petition substitutions (PET), Transfer of Credits (TRANS),
Exceeding Time (TIME) limit petitions, Blanket/Cohort
Petitions (BLANKET) are indicated on the POS.

* The POS is not the final audit, that is DegreeWorks.
Revisions may be required even after approval of
POS.

[THE UNIVERSITY OF TEXAS AT SAN ANTONIO
Program of Study for the Doctor of  Philesophy

Srudent Mime _ jpeiat—.—
Program of Stady for Docrorof _ Philosophy
Catalog  2018-2021

Digline and Murriser Cinrus Title:

CORE COURSES (12 hrs. required)

C55 Programming Lang & Compiler
55513 Computer Architecnme

C55523 Crperating Systems

5 5833 Aralysiz of Algorithms
ELECTIVES {11 brs. required)

CSci 713 Sofrware Development Processes
C3civld Software Testing and Debugging
C5ci 724 Amificial Intelligsnce

C5ci 846 Development of Dismibuted Systems

RESEARCH SEMINAR (2 brs. minimum)
C5 7123 Besearch Seminar

DOCTORAL RESEARCH (18 hr:. minimum)
CS 7216 Deoxtoral Research
CS 7216 Deoxtoral Research
CS 7216 Doxctoral Research

DOCTORAL DISSERTATION (9 brs. minimum)
57316 Doctoral Dissertation
CS7313 Dactoral Dizzertarion

FLEXIBLE ELECTIVES (18 brs. minimum})
72 Deoxtoral Research

Deoxctoral Eesearch

Doxtoral Research

Doctoral Research

Doctoral Research

Doctoral Dissertation

T T s

Major Computer Science
The following courses are required for the desres indicated below:
Sem Hr

Stadent I

Conceniration n'a

L L

G

e

ESESES =i e e e e

B

T e e e e

ade

When aral Wiere Compleis]
f g takoen 1 LITSA

Spring 2000 UTSA
Fall 2020 UTSA
Fall 2010 UTSA
Fall 2010 UTSA

Spring 2000 UTSA

Spring 2002 UTSA
Fall 1021 UTSA
Spring 2003 UTSA

Fall 2023 UTSA
Fall 2023 UTSA

Fall 2021 UTSA
Spring 2002 UTSA
Summer 2022 UTSA
Fall 2022 UTSA
Spring 2003 UTSA
Spring 2004

Total* 73
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Graduate Faculty




Graduate Faculty

Graduate Faculty Scholars

Special Member of the Graduate
Faculty

Graduate Faculty Adjoint

Whoisit?

Professor, Assistant Professor,
Associate Professor

Professor, Assistant Professor,
Associate Professor

FTT (Fixed-term track) and Faculty
Members from other institutions

Faculty Members from other institutions
with an Memorandum of Understanding
(Moul

What can | do?

Sole chairing dissertations for
doctoral students

»  Teaching graduate courses

«  Can serve on thesis and
dissertation committees, and
chair on thesis for Master's
students

With a Special Membership appointment
you may teach graduate courses or serve
on graduate committees.

Programs with an MOU with faculty from
another institution are eligible to be
Members of the Graduate Faculty. With an
Adjoint Membership appointment you may
teach graduate courses, serve on graduate
committees, and chair thesis and dissertation
committees.

Committee Role

No membership needed to
serve/chair a committee

No membership needed to serve
on a committee

With a Special Membership you may co-
chair a committee.

With an Adjoint Membership you may sole
chair a committee

Term

Will remain in effect until the
next academic program review

Graduate Faculty Scholars may
request a vote for Graduate Faculty
status annually

3-year term

S-year term

48




| am faculty at UT San Antonio. Do | need a Special Membership?

UTSA Faculty Titles

Tenure/Tenure-Track (TT) Academic Titles
Does not need a special *  Professor

membership *  Associate Professor
e Assistant Professor

Fixed-Term Track (FTT) Academic Titles
. Professor of Instruction
. Professor for Research
. Professor of Practice
Needs a special membership e Lecturer
. Clinical Professor
. Full list of Fixed-Term Track Titles:
https://www.utsa.edu/hop/chapter2/2.02 html
People outside UT San Antonio or retired UT San Antonio faculty




Membership Applications

This is a department form. Must be routed and submitted by the
department for Graduate School approval.

Deadlines:
* Deadlines are every 15th of the following months:
o Fall: August-November
= October 15th: Deadline for Fall Graduates
o Spring: January-April
= February 15th: Deadline for Spring
Graduates
= April 15th: Deadline for Summer Graduates
*  You need a Special Membership if you do not hold one of the
following Graduate Faculty at UT San Antonio titles:
o Professor
o  Assistant Professor
o  Associate Professor
0 You may obtain an Adjoint Membership if you are from a
program with a Memorandum of Understanding (MOU) with
another institution.

UL L L

Application for Graduate Faculty
Special Membership (SM)

1
MEMB} APPLICATION FOR GRADUATE FACULTY SPECIAL
MEMBERSHIP

I JUSTIFICATION

IIL.CURRICULUM VITA

- Plosse atach  copyof a cures Curfcuum Vi

== Updaed Fan 2028

Application for Adjoint Faculty
for Graduate Faculty
Membership (AM)

B =

APPLICATION FOR ADJOINT FACULTY FOR GRADUATE
FACULTY MEMBERSHIP

APPLICANT

e

i
H
H

|
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Forms Approval Process




Petitions/Forms Approval Process

Department College Graduate School DegreeWorks

*Meets with GAR ePrepare eAssociate Dean *GS reviews *Once forms are
eDetermine petition/form review/approval *Approvals will approved, the

which eDepartment eSubmit in GS be returned to Graduate

form/petition to level Documents college in GS School will

submit review/approval Teams folder Documents update Degree

Teams folder Works™.
J J J

J

*Please keep in mind that we receive a high volume of forms daily from all eight colleges. We appreciate your
patience and understanding as each submission requires review, processing, and updates within DegreeWorks

to ensure accuracy and compliance.




Petitions and Forms Deadlines

. Each form has a priority deadlines, this is to ensure petitions/forms are processed in a timely manner so
DegreeWorks can be updated for degree audits

* Atthe end of the semester, our priority is to process CERT, POS and CPOS forms.

o Submitting a petition and other forms during a peak time (i.e. end of semester) will cause a delay in
updating the DegreeWorks for the degree audit.

. Ensure forms are submitted in a timely manner.
o Submit Committee forms as student reach milestone

o Review DegreeWorks to ensure all courses are applying where needed and submit petition/form if
necessary

. Petitions and other forms take a longer time to review and that is why they have earlier deadlines
* All deadlines available for review online

o  Curriculum Forms are firm deadlines as updates need to be made by Census Date
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Delays to Avoid

Quick Points
* All petitions/forms need to be submitted in the GS Documents Teams folder.

o Do not email forms.
o Especially not directly to Dr. Trepal for her review or approval.

o If form is time-sensitive, you can message your respective POC on Teams
when form is uploaded.

* Ensure forms are submitted in the current version.
o Forms are dated with the latest update Fall 2026
*  Submit forms by deadline.

o If revisions/additional information is requested, form must be resubmitted in

a timely manner. o



Delays to Avoid

Quick Points
* Petitions/forms affects a student academic progress in DegreeWorks. Except Leave
of Absence.

* Iffinal POS is approved but did not submit petitions, you will be required to correct
and resubmit along with the appropriate paperwork.

* Late submissions of forms will slow the process of the updates to student
academic records in Degree Works.



Degree Audits Workflow

Colleges/Departments
* Advise students on degree requirements

* Review student records and verify completion of program requirements
* Prepare degree audits and submit supporting petitions/forms when required

Graduate School
* Review submitted petitions/forms

* Process approved updates in DW and/or Banner

Graduation Coordination (GCO)
* Review completed degree audits for graduation

* Approve degree audits and certify students for degree conferral



Final Takeaways

* Forms submitted after the priority deadline can cause stress to all involved due
end of semester priorities.

 The Graduate School received over 3,300 forms this past academic year.

* When forms are not submitted in a timely manner, students may become
concerned about the progress they see in DegreeWorks.

« Copy of approved forms are indexed in AppEnhancer.

* |t's essential that we all work together to ensure that every necessary form is
submitted and approved in a timely manner.

* Your attention to detail and commitment to this process are vital. By collaborating
effectively and supporting one another, we can ensure DegreeWorks is accurately

tracking student progress.
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