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Graduate School Forms
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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
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• 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

Petitions and Other Forms
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Curriculum Forms Petitions and Other Forms 

Purpose Changes follow catalog-
approved options.

Catalog requirement not 
met, exception or other 
option require approval.

Approvals Requires department 
approval.

Requires Graduate School 
approval.

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

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

Key Differences
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Training Modules

Module #1: DegreeWorks 101

• An introduction to DegreeWorks and how it can be used to review graduate student 
degree progress, requirements, and academic information

Module #2: Curriculum Forms

• An overview of curriculum-related forms including information to help faculty and 
staff better understand the processes and requirements
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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.
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1. Visit The Graduate School Website 

2. Select "Faculty & Staff" at the top of the 
webpage.

3. Select "Forms" from the drop-down menu.

4. You should be on the landing page for the 
"Graduate School Forms".

Steps:

Where to access Graduate School Forms?
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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 
• 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 (ASST)
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• 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 

• 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 (TRANS) 
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Transfer Request Justification:

• A justification 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 request is being used to request a change of level, please include within the 
justification the reasoning for wanting to change levels. 

Transfer of Graduate Credit (TRANS)
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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 a student is 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 it is 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 (TRANS)
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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.

• As an example, for the "Semester Taken" column, if the evaluation shows as "2022-2023" instead 
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.

Transfer of Graduate Credit (TRANS)
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• UT San Antonio completed courses 

o Level changes made in Banner

o Courses will apply to student's DW 
automatically or we will apply courses as 
indicated on TRANS

▪ Section of catalog

o Transfer courses will not appear on DW 
until TRANS approved

o DW Exception: 

▪ TRANS Apprvd: PHY 7503 FA 2019

DW: Transfer of Graduate Credit (TRANS)



• Outside UT San Antonio completed courses

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

o TRANS hours listed are notated on transcript once degree awarded

DW: Transfer of Graduate Credit (TRANS)



• Outside UT San Antonio completed courses

o Reflected on DW with exceptions

o Note added to include terms transfer 
courses were completed

DW: Transfer of Graduate Credit (TRANS)



• 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 - 6 years 
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 
(TIME)
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DW: Course(s) Exceeding Time Limitation (TIME)

• DW exception added to indicate number of 
courses approved

• DW Indicator TIME needed: Not Counted



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

• May need to manually apply specific Time Limit 
approved courses to sections of DW POS, as 
indicated on TIME petition 

o Section of Catalog requested



• 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 
(INTRM)
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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 ie. 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
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• 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 Will temporarily not appear in PhD DW

• Course levels changed back after Interim Masters awarded

o Will no longer appear on Masters DW

o Appear on PhD DW

DW & Banner: INTRM

Summer 2026: PhD 
Computer Science 

Fall 2026: MS 
Computer 
Science - 

AWARDED

Spring 2027: PhD 
Computer 

Science
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• 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

• 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)

DW & Banner: INTRM
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• 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. 

• A letter 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. 

• A late ADD is after census and if it is 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 (ADD)

24

https://catalog.utsa.edu/policies/generalacademicregulations/registration/


• 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 Form (LOA)
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How to access the Petition for Reinstatement webpage
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Petition for Reinstatement Work Flow Chart
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• 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 a decision 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 Reinstatement
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• 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.

REIN: Early Consideration Waiver
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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 
students on financial aid and is submitted when registration is open. 

Deadlines: 

• Fall: Aug. 1st 
• Spring: Jan. 2nd 
• 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.

The form will need to indicate the section of the program of study that is being
petitioned, if the student is post masters or post baccalaureate and, if
applicable, the concentration of their degree. 

It is imperative that the correct catalog is listed on the form and should be listed in either of the 
following two year formats: 

Catalog Year: 23-25 or 2023 - 2025

Petition for Graduate Student Course Program of 
Study (CPOS)

View here for the CPOS Petition 
Guide
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DW: Graduate Student CPOS

MANUAL EXCEPTIONS TO DEGREE REQUIREMENTS
• DW impacts CPOS

• DW will indicate what courses are CPOS ineligible

• CPOS Only impacts students receiving and using federal aid

• Contact Retention & Graduation Program Coordinator for guidance on steps for resolving CPOS issues
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DW: Graduate Student CPOS

MANUAL EXCEPTIONS TO DEGREE REQUIREMENTS
• Cannot make changes to DW without approval

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

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

• Example of approved CPOS and DW update:

32



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). 
 If applicable, 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 If the 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.

Petition for Waiver of University Wide Requirements (PET)

The justification will be completed 
by the department and not the 
student.
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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? 
• Why is this no longer being offered or provided? 
• What is 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? 
• Why is this no longer being offered or provided? 
• What is the alternative that the students will need to do in order to fulfill this portion of the 

catalog? 

Petition for Waiver of University Wide Requirements (PET) Cont.

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

MANUAL ADJUSTMENTS TO DEGREE REQUIREMENTS

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

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

Look at Extra 
Courses 

section on DW
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Registrar Forms
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Registrar Forms

PEUC Form COG Form
37



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

• PEUC form(s) are submitted by the department for students who would like to take an 
undergraduate course and earn graduate credit for it.

• A course syllabus must attached to the form, with clear indication of additional course work  to 
earn graduate credit. 

• If the student would like to be enrolled in an undergraduate course and not receive graduate 
credit, then an ADD form will need to be submitted.

Permission for Enrolling in Undergraduate Courses 
While a Graduate (PEUC)
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• This is a department form. It must be routed and submitted by the department 
for Graduate School approval.

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

• COG(s) forms only need Graduate School approval once they have exceeded an academic year. 

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

• The entire text of the justification will need to fit within the “Reason for the Change of Grade” 
section without having to scroll/expand the text box or add a letter with the explanation if 
additional room is needed. 

Policy on Change of Grades: Student Policy

Change of Grade (COG)
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Committee Forms
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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”) 

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

Initial Committee Forms

Click here for to view each form

Application for Candidacy (CAND) Appointment of Doctoral 
Dissertation Committee (DISS) 

Completion of the Qualifying 
Exam (QUAL) 

Dissertation Proposal Approval 
(PROP) 
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Certification of Completion of Dissertation 
Requirements (CERT) 
Submitted by the department.

Deadlines: 
Fall: December1st 
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. 42



Certification of Completion of Thesis 
Requirements for Master's Degree (MSCERT) 
Submitted by the department.

Deadlines: 
Fall: December1st 
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: For the comprehensive exam 
requirement, the MSCERT form will now require the 
comprehensive exam approval date, if applicable. 43



New: Comprehensive Exam on CERT – Thesis 

COMP CODE VS. MANUAL EXCEPTION

• 25-27 catalog Banner code

• 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 
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• Banner

o Committee Forms

o RP grades

• DW Percentages

o RPs (thesis, dissertation, doctoral research)

o doctoral milestones

o other degree requirements

• ProQuest

o Not approved until all Initial and/or Final Committee Forms approved 

• Graduation audits

o DW serves as auditing tool

o Confirm with GCO on auditing process

Banner & DW: Initial & Final Committee Forms

Initial & Final 
Committee Forms

Banner 
updated

DW 
percentage
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Program of Study (POS)

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

Deadlines: 
Fall: December1st 
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.
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Graduate Faculty
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Graduate Faculty Graduate Faculty Scholars Special Member of the Graduate 
Faculty Graduate Faculty Adjoint 

Who is it? 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 

(MOU)

What can I 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 5-year term
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I am faculty at UT San Antonio. Do I need a Special Membership?

UTSA Faculty Titles

Does not need a special 
membership

Tenure/Tenure-Track (TT) Academic Titles
• Professor
• Associate Professor
• Assistant Professor

Needs a special membership

Fixed-Term Track (FTT) Academic Titles
• Professor of Instruction
• Professor for Research
• Professor of Practice
• 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
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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:

⚬ Fall: August-November
￭ October 15th: Deadline for Fall Graduates

⚬ 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:
⚬ Professor
⚬ Assistant Professor
⚬ Associate Professor

• You may obtain an Adjoint Membership if you are from a 
program with a Memorandum of Understanding (MOU) with 
another institution. 

Application for Graduate Faculty 
Special Membership (SM)

Application for Adjoint Faculty 
for Graduate Faculty 
Membership (AM)
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Forms Approval Process
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Petitions/Forms Approval Process

Student

•Meets with GAR
•Determine 

which 
form/petition to 
submit

Department

•Prepare 
petition/form

•Department 
level 
review/approval

College

•Associate Dean 
review/approval

•Submit in GS 
Documents 
Teams folder

Graduate School

•GS reviews
•Approvals will 

be returned to 
college in GS 
Documents 
Teams folder 

DegreeWorks

•Once forms are 
approved, the 
Graduate 
School will 
update Degree 
Works*.

*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.
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• 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

• At the 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

Petitions and Forms Deadlines
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Quick Points

Delays to Avoid

• 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. 54



Quick Points

Delays to Avoid

• Petitions/forms affects a student academic progress in DegreeWorks. Except Leave 
of Absence.

• If final 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. 
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Degree Audits Workflow

• Advise students on degree requirements

• Review student records and verify completion of program requirements

• Prepare degree audits and submit supporting petitions/forms when required

Colleges/Departments

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
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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.

• It'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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