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Overview

 Where to access Petitions and Other Forms

o Petition: Assistantship Policy (ASST)

o Transfer of Graduate Credit Towards a Doctoral Degree
(TRANS)

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

o Doctoral Degree to Interim Master’'s Degree Request (INTRM)

o Change from Doctoral to Master's Degree (CHANGE)

o Graduate Student Course Add Form (ADD)




Overview Continued
o Leave of Absence for Doctoral Students (LOA)/Leave of

Absence Extension Request for Doctoral Students (LOAX)

o Petition For Waiver of University Wide Requirements (PET)

o Voluntary Withdrawal from University (WITH)

o Permission For Enrolling In Undergraduate Courses While A
Graduate Form (PEUC)

o Change of Grade Form (COG)




Where to access Petitions & Other Forms
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Where to Access Petitions & Other Forms Cont.

Petitions and Other Forms

Doctoral and Master's Forms

Assistantships: Students requesting reduced course load or on academic probation must submit this petition to hold an assistantship.

Course(s) Exceeding Time Limitation: This form is required to approve courses that have exceeded either the Master's (6 year) or

Doctoral (8 year) time limitation.

Graduate Student Course Add Form: Doctoral/Master's student to add a course for any of the following: (1) ASAP registration has

closed, requiring Department Chair and Instructor signature. (2) One Month after Fall/Spring Semester Census date has passed
requiring Departmental, Academic College, and Graduate School Approval. (3)10 Days after Summer Term Census requiring
Departmental, Academic College, and Graduate School Approval. (4) Student is unable to add Undergraduate course for
Undergraduate credit due to Graduate level restriction. (5) Class does not have an active Waitlist. (6) Prepayment has not been
received prior to Census date.

Petition for Waiver of University Wide Requirements: This form must be completed in order to petition to waive university wide

requirements.

Voluntary Withdrawal from a Graduate Degree Program: This form should be completed by the student when he or she wishes to

withdraw permanently from a graduate degree program. Once this request is approved, the student must reapply and be readmitted
to UTSA to resume graduate enrollment.

Doctoral Forms

Change from Doctoral to Master's Degree: This form must be completed to change a student's level from Doctoral to Master's. Changes

in level are permanent--should a student wish to return to their original doctoral program after the change in level has been
approved, they must reapply to the doctoral program.

Doctoral Degree to Interim Master's Degree Request: This form must be completed to request an Interim Master's Degree for a student
currently in a doctoral program.

Leave of Absence for Doctoral Students: Students enrclled in a doctoral program may apply for a leave of absence each term (Fall or

Spring), not to exceed one year, when events such as illness or injury, active military service, or the need to provide care for a family
member prevent active participation in the degree program. A Leave of Absence Request should be submitted no later than or during
the semester prior to the requested leave. In the event that this is not possible, the request should be submitted as soon as the
student is aware that he or she will not be able to register for any given semester.

Leave of Absence Extension Request for Doctoral Students: Students must currently be on an approved Leave of Absence in order to

request an extension. The total time for a leave of absence may not exceed one year throughout the degree program. Under no
circumstances may a leave of absence be applied retroactively.

Transfer of Credit towards Doctoral Degree: Students are expected to complete all coursework at UTSA. Exceptions require completion of
this form and must meet conditions for transfer of credit.




Petition: Assistantship Policy (ASST)

Quick Points
* Department will need to complete form and route the college for Graduate UTSA The Graduate school
School approval.

e Deadlines: PETITION: ASSISTANTSHIP POLICY
o Fall: November st STUDENT INFORMATION
o Spring: April st See— —
o Summer: July st o | o

* ASST for FFDR Students: Is needed when Full-Time Fully Funded Doctoral JUSTIFICATION

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.

GRADUATE ADVISOR OF RECORD OR DOCTORAL COMMITTEE CHAIR

e ASST for All Other Students: Is needed when Graduate Student(s) hold an - I

assistantship and are requesting to be under enrolled in 8 SCH for Fall and DEPARTENT CHAIR |
ir, Signature Date —Approve L Disapprove

Spring semesters. R

e ASSTs will also need to be submitted if the student is on Academic Probation. T D S s /oo

. , . . . DEAN OF THE GRADUATE SCHOOL

e Under enrollment in the student's graduating semester is a one-time approval = L T——

request.

Comments:

e International students will also need to confirm with Global Affairs that they are

Revised: July 2024

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

Policy on Assistantships HOP Policy on Assistantships




Transfer of Graduate Credit Towards Doctoral Degree (TRANS)

Quick Points

Department will need to complete form and route the college for Graduate
School approval.
Deadlines:

o Fall: November st

o Spring: April 1st

o Summer: July st
TRANS forms are utilized when the department would like to transfer in
graduate level courses to apply to the student’s catalog.
Transcripts and Syllabi/Course Descriptions must be attached to the form
before moving forward.
Programs that offer a post baccalaureate and post graduate POS must adhere tg
the appropriate POS.
Courses that were used towards another doctoral degree cannot be transferred

and applied to the student’s current POS.
Only graduate level courses earned at a “B” or higher qualify for transfer.

IF UTSA courses need to be changed from 02 to 03, a TRANS request will need to

TRANSFER OF GRADUATE CREDIT TOWARDS DOCTORAL DEGREE

 transfer courses will

JUSTIFICATION F(

APPROVALS

Time Limit for Completing
years from admission to cal
The courses re

This degres pr

The majonty (over|

[C

Gradusfe Program Commiti|
|

Department Chair, Signatun
[

Aszociate Dean, Signaturs

THE GRADUATE S(

Based on the College's recq

Vice Provost and Dean of T)

Revised July 2024

be submitted.

Policy on Transfer of Credit: Graduate Catalog Policy

UTSA The Graduate School
The University of Texas at San Antonio »

TRANSFER OF GRADUATE CREDIT TOWARDS DOCTORAL DEGREE

This form must be complefed by the depariment.

Students are expected to complete all coursework at UTSA. Exceplions must meet conditions for transfer of credit and require
approval of the appropriate Graduate Program Committee, the college’s Associate Dean, and the Dean of the Graduate School. Work
counted towards a degree at another institution cannot be fransfemed.

STUDENT INFORMATION

Name Banner ID

Degree Program Dafe

Highest Education Lewel Completed: |  Baccalauwreate | Master's|  Doctoral
Type of Program: _ | Post Master's || Post Baccalaureate

It I5 required o afiach franscriplis), the Syliabus or course descripiion, and evidence tat ihe university where the course was taken s asoredited

COURSES TO BE TRANSFERRED

Credits to be used
Semester Course Number Equivalent - to fulfill the
Taken and Name Hours Grade chl;':::m requirements

below

Name of Institution

= . Saction
ey ATk ting of Eecticon A

Catalog

Saclion
ol
Catalog

Section

of
Catalog

Saclion

of
Catalog

Seclon

* The courses isted abave must have a grade of B or befter, be from an accredied university, and nof have been wsed in anolher gegree program.

10



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

Quick Points ]
* Department will need to complete form and route the college for Graduate PETITION: COURSE(S) EXCEEDING TIME LIMITATION
School approval. S The Graduate School
) Graduate Advisor of R m The University of Texas at San Antonio T~
* Deadlines: S

o Fa” November 15': PETITION: COURSE(S) EXCEEDING TIME LIMITATION

DEPARTMENT

o Spring: April 1st

e I pw—
o Summer: July 1st T e
« TIME formis used when the course exceeds the below time limit: —
o Doctoral - 8 years nssocute o
* Course name, number, title, semester taken, and grade earned should match the e
Banner SHACRSE screen. —
* The department will need to provide the anticipated semester TEROPTIES  — o s Semro 2

Vise Provest and Dean|

and year of when the student will graduate.

 LOA & LOAX will have an effect on the course exceeding the time limit.

Policy on Doctoral Time Limitation: Graduate Catalog Policy

DEPARTMENT COMMITTEE MEMBERS

Name Signature Approve Disapprove

Example: Henry Ford Henry Ford EDU 5003
Revised July 2024 x v




Doctoral Degree to Interim Master’s Degree (INTRM)

Quick Points

Department will need to complete form and route the college for Graduate
School approval.
Deadlines:

o Fall: Declst

o Spring: May 1Ist

o Summer: August 1st
INTRM form allows a doctoral student to be awarded a Master’s degree while
they are pursuing their PhD.
An approved Master’s POS, QUAL, Transcript/Unofficial Transcript or SHACRSE &

SHATERM Banner screen must be attached before sending forward,

o Certification of Removal of Conditions, Petition of University Wide

Requirements, and Transfer of Credit are applicable when needed.

INTRM request cannot be awarded retroactively.
INTRM request cannot be awarded in the same semester 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

lm The Graduate School
The Universiry of Texas at San Antonio

DOCTORAL DEGREE TO INTERIM MASTER'S DEGREE REQUEST

The following items must be attached to this form
| Approved Program of Study for the Master's Degree
| Certification of having passed the Qualifying Exam
| TranscriptUnofiicial Transcript or SHACRSE &
SHATERM Banner Screens

STUDENT INFORMATION

The following items can be attached if applicable

] Certification of removal of any conditions imposed on admission
[ Petition(s) of University Wide Requirements for substitutions

] Approved Transfer of Credit form

Name Banner ID

Date

International Student? JYes [JMo MNOTE: infemational students must contact the Office of Intemational Frograme before changing their degree.

INTERIM MASTER’S REQUEST
Courses counted toward ihe Master's degree may also be included in the overall reguirements for the doctorate, but may not be used
towards a second Masters degree.

Highest Degree Eamed: Program:;
Current Degree: in beginning
Exampie: Ph.D. Program Concentration (if applicable) Termn
Interim Master's: in graduating
Example: M.5. Program Caoncentration (if applicabis) Term
APPROVALS
[ — g —_ —_
_ Approve || Disapprove
Graduate Advisor of Record, Signafure Print Name Date
[ — —
_ | Approve || Dizsapprove
Print Name Date

Dega:mleni Chair, Signature

] Approve | Disapprove

Associate Dean, Signature Print Name Date

THE GRADUATE SCHOOL

Based on the College's recommendation, | hereby

] Approve ] Deny the request.

Vice Provost and Dean of The Graduate School Date

Revised July 2024
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Change from Doctoral to Master’s Degree (CHANGE)

Quick Points

Department will need to complete form and route the college for Graduate
School approval.
Deadlines:

o Fall: Aug st

o Spring: Jan 2nd

o Summer: May lst

CHANGE form allows a doctoral student to change from pursuing a doctoral

degree to a master's degree.
CHANGE requests cannot be applied to the student’s profile retroactively.
Once a CHANGE request has been approved, it is a permanent change. The

student will have to reapply to the PhD program if they wish to pursue their
doctoral degree.

Policy on Change Request: Graduate Catalog Policy

UTSA The Graduate School
The University of Texas at San Antonio -

CHANGE FROM DOCTORAL TO MASTER'S DEGREE

This request is for students who wish to permanently change their level from the doctoral degree to the
masters degree. This formis to be completed by the department.

STUDENT INFORMATION

Name

International Student?

NOTE: [nternational stu:

Banner ID
" Yes CINo
Date
dents must contact the Office of International Programs before changing their classification

CHANGE IN CLASSIFICATION

Please note: A chang

e from the doctoral level fo the master's level is permanent. Should a student wish fo refurmn

to his or her original (doctoral) program after the request has been approved, he or she must reapply to the doctoral

program.
] Student has been notified of the above policy.
Current Degree: in
Example: Ph.D. Program

Change to: in

Example: M.S. Frogram
Effective Term: Fall Spring Summer Year
Term of Expected Graduation: Fall Spring Summer Year:
APPROVALS
(—
Student, Signature Print Name Date
(-
Graduate Advisor of Record, Signature  Print Name Date
(—
Department Chair, Signature Frint Name Daie
—
Associate Dean, Signature Print Name Date

THE GRADUATE SCHOOL

Based on the College's recommendation, | hereby ] Approve ] Disapprove

Vice Provest and Dean of The Graduate School Date

Revised July 2024

_ Approve _ Disapprove

| Approve _ Disapprove

] Approve ] Disapprove

13



https://catalog.utsa.edu/graduate/mastersdegreeregulations/degreerequirements/#:~: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.

Graduate Student Course Add Form (ADD)

Quick Points
* Students will need to complete 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.
o 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 are trying to register for

a course but are unable to due to level restrictions.

Policy on Late Registration: Student Policy

m The Graduate School
The University of Texas at San Antonio

GRADUATE STUDENT COURSE ADD FORM

Docloralasier's shudent loadd 1. ASAP registration has closed, requiring Depariment Chair and Instruclor signatune.

& course for any of the following: 2. Afler Semester Census dale has passed requires Depanmental, Academic College, and Graduale

School Approval.

3. Student is unable o add Undergraduate course for Undergraduabe credil due to Graduabe lewel
restriction.

4, Class does not have an active Waitlist.

5. Prepayment has nol been recaived priar 1o Cersus dabe,

Name mylUTSA ID
Phone Email

Tesmn: |Fall [ Spring (] Summimer Y __|

CRN. Subject Course a Seacfion #

NOTICE TO STUDENT: Once all signatures ane ablainad, submit form (o the One Siop Enrallment
Canter for Processing. Locations: Main Campus JPL 1.01.04  Dawnbawn Campus FS 1.500

HOTE: Even if all sigralures are oblained, you cannal be added if dass capacily if reachad

APPROVALS

REQUIRED UNTIL CLOSE OF BUSINESS ON CENSUS DATE:

Dat
Instruciar, Signadure Prirt Narns =

Departrnent Char, Sigralure Print Name Diate

HOTICE TO INSTRUCTOR AND CHAIR: By signing you &re aulbarizing the enraliment of the student into e section induding
overiding all restictions {pre-requisile, major, dosed classes) EXCEPT fire code and fiscal holds that prevent registration.

Student, Signafure Prirt Nama Dala

REQUIRED DMLY AFTER CENSUS DATE: Appraval signatures and justification memo. NOTE: After Carsus day, you are required (o

1. obtain approvals fram the college and uriversity and 2. wite and afiach a mema explaining wiy you wanl 1o add a d&ss o kale in the
semesier, The class will only be added if there is a credit on your accournt for this course and cl&sooom capacty has nol been reached.

Dafe
Dean of Colegs, Sigrafure Priat Name

Daan The Gradusds Scheal, Signature Prirst Marna Dale
* Fiscal Services Stamp for prepayment (only necessary afler census date)

OFFICE USE OMNLY

One Stap lniiais Date: Capacity:

14


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

Leave of Absence (LOA)/ Leave of Absence Extension (LOAX)

Quick Points
e Student must complete the form(s) and obtain signatures and route to

department for The Graduate School approval.
Deadlines:
o Fall: November st
o Spring: April 1st
o Summer: July st
Leave of Absence (LOA): Is applied for one semester under special

circumstances. Funding may be affected, encourage student to reach out to the
Office of Financial Aid.

Leave of Absence Extension (LOAX): Is applied to extend a previous LOA request.

|t must be submitted before previous LOA ends. A leave of absence may not
exceed one year throughout the student’'s degree program.

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

Policy on Leave of Absence: Graduate Catalog Policy

The Graduate School

The University of Texas at San Antonio

LEAVE OF ABSENCE REQUEST FOR DOCTORAL STUDENTS

Sludenls enrolled in a doctoral program may apply for aleave of absence each term (Fall or Spring}, not to exceed one year, when events

, active military service, or the need to provide care for a family member prevent acti ipation in the degree
pmgmm || the student has not yet been admitied to canmuaw for the doctoral degree, this request mustbe aDDroved in advance of the
leave by the graduste advisor. I the student has been admitied to candidacy, the application must be approved in advanee by the
graduate advisor and the graduats Associate Dean of the college, and Dean of the Graduate School. A leave of absence is required for
Fall and Spring semesters (andior Summer if doctoral program mandates Summer enroliment). Under no circumstances may a leave of
absence be applied retroactively.

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

A& student refurnin gimmal&'w e of absence must enroll for the fllowing Fall or Spring semester or provide a written request for 2 leave of
absence extension (a leave of absence may not exceed one year throughout the student's degree program). A student who does not
reglsterorwhodoesnotsecure an approved leave of ab xtension will be toh and will be dropped from the
program.

Time for Submission: A Leave of Absence request should be aubmmed no Ialerthan or during the semester prior to the requested leave.
In the event that this is not possible, the request should be submitted as ident is aware that he or she will not be able to
register for any given semester.

Fill out form, iate signatures from the Graduate Advisor and the Graduate Associate Dean of
the Colleqe st the o original signed form to your college along with the follwing docume
“Student's on why aLeave of Ab needed

*Supporting lefters (if applicable)

STUDENT INFORMATION

Name

Degree Program

Intemational Student? T Yes Ohe
NOTE: In rdent

Have you previously been granted a | ceatUTSA?  Jves TINo

Date Admitted to Program:

LEAVE OF ABSENCE PERIOD REQUESTED

*Please attach a letter detailing your reason for requesting leave.

Leave of Absence Requested: to

nal Programs office prior to leave

Banner ID

Callege

of absence.

If yes, dates:

Plan to Retum:

Im The Graduate School
The University of Texas at San Antonio

STUDENTS

Doctoral students may apply for a leave of absence exiension. The fotal time for a leave of absence may not exceed one year
throughout the degree program. Students must currently be on an approved Leave of Absence in order to request an extension.

LEAVE OF ABSENCE EXTENSION REQUEST FOR DOCTORAL

If you have an please see the Leave of Absence Extension Under no circumstance may a leave of absence be applied retroactively
Student Signature Date STUDENT INFORMATION
Name ‘Banner ID
Degree Program College:

Date Admitted to Program:
(SemesterYear)

Intemational Student?  [JYes j ha

NOTE: Infernational students must inform

national Programs office prior to leave of absen:

REQUEST LEAVE OF ABSENCE TOBE EXTENDED
+Please attach a letter specifying why youneed an extension for your current leave ofabsence.

Original Request: to

Request Extension: to

%0 Retumn:

Student Signaiure Date

APPROVALS

[y

Graduate Advisor of Record, Signaturs
=

Program Director (if appiicable), Signature
=

Print Name

FPrint Name Date

Department Chair, Signature
-

Print Name Date

Associate Dean, Signature Print Name Date

THE GRADUATE SCHOOL

Based on the College’s recommendation, | hereby [} Approve
-_—

[ Deny the request.

[ #pprove [ Disapprove

O Approve [ Disapprove

[ Approve [ Disapprove

T Approve ] Disapprove

Vice Provost and Dean of The Graduate School, Signature Date
Revised July 2024
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Petition for Waiver of University Wide Requirements (PET)

Quick Points
* Department will need to complete form and route the college for Graduate

School approval.

Deadlines:

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

PET form(s) are submitted by the department who would like to request exceptions
to certificate, masters, or doctoral policies or to student’s catalog.

The form will need to indicate if the student is post masters or post
baccalaureate and, if applicable, the concentration of their degree.

It is imperative that the correct catalog s listed on the form and should be listed
in the following format:
o C(atalog Year
= Example 1: 23-25
= Example 2: 2023 -2025

Current Catalog Previous Catalogs

UTSA The Graduate School
The University of Texas at San Antonio T~

PETITION FOR WAIVER OF UNIVERSITY WIDE REQUIREMENTS

Check all that apply:
Substitubion of Cowrses: Core | Elective | Other|

College Department:

STUDENT INFORMATION

Name ' Date

Banner ID Degres Program ) Catalog Year | Werster = Dactort

Ex: 2325 SeiectfMash__ | Seiectif Dock__x
Concenirafion (if applicable)

JUSTIFICATION

APPROVALS

- _| Approve | Disapprow
Graduate Advisor of Record , Signafure Prinf Name Dabe

-_— _ | Approve | Disapprove
Department Chair, Signature Frinf Name Date

[— | Approve | | Disapprove
Associate Dean, Signature Frini Name Date

THE GRADUATE SCHOOL
= | Approwe | | Disapprove

Vice Provost and Dean of The Graduafe School, Signafure Date

Revised July 2024




Petition for Waiver of University Wide Requirements (PET)

General Policies (Other)

Quick Points
* Department will need to complete form and

Master's Degree Regulations

route the college for Graduate School approval. Degree Requirements

Introduction
Transfer of Credit

* |f petitioning for any policy found in Certificate

Certificate Program Regulations
Program Regulations, Master's Degree

Regulations, or Doctoral Degree Regulations Certificate Program Regulations Master’s Program Regulations

the justification must be able to answer the

following questions:
o What does the policy state? Doctoral Degree Regulations

' ' D Requi t
o What did the student do instead? egree Requirements
Transfer of Credit

o Why did the student pursue this course of

' Graduate Program Committee
action? Requirements

* Thejustification will be completed by the e

department and not the student. Completing the Degree

Doctoral Program Regulations

17




Petition for Waiver of University Wide Requirements (PET)

Core Course Substitution

Quick Points

* Department will need to complete form and route the
college for Graduate School approval.
« |f petitioning for any core course(s) substitution listed in the

catalog, the justification must include the following
information:
o Both of the course's abbreviations, numbers, and
course titles.
o Why did the student not take the required course?
o Was the core course content covered in the requested
substituted course?
e The justification will be completed by the department and
not the student.

A. Required courses (27 semester credit hours):

CHE 5263 Advanced Analytical Chemistry

CHE 5313 Advanced Biochemistry

CHE 5453 Advanced Inorganic Chemistry

CHE 5643 Advanced Organic Chemistry

CHE 5843 Advanced Physical Chemistry

CHE 5981 Graduate Seminar in Chemistry (repeated for a total of 3 hours)

Example of Core Core Courses in Catalog

27

18




Petition for Waiver of University Wide Requirements (PET)

Prescribed Elective Substitution

Quick Points

e Department will need to complete form and route the
college for Graduate School approval.
* |f petitioning for any prescribed elective course(s)

substitution listed in the catalog, the justification must

include the following information:

o State which part of the POS this will impact.

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

o Why the student was unable to take any of the
prescribed elective courses?

o |fthe 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.

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

2. Prescribed electives (12 semester credit hours):

a. ENG literary study from before 1700, at least 3 semester credit hours must be ENG 5943 Topics in
Major English Authors (minimum 3 semester credit hours)

b. ENG literary study between 1700 and 1900 (minimum 3 semester credit hours)
¢. ENG literary study after 1900 (minimum 3 semester credit hours)

At least 3 hours of the above prescribed electives must include the study of literatures of the U.S., 3 of
which must include the study of multiethnic literatures of the U.S. after 1900.

Example of Prescribed Elective Courses in Catalog

19




Petition for Waiver of University Wide Requirements (PET)
Elective Substitution

Quick Points

* Department will need to complete form and route the
college for Graduate School approval.
* |f petitioning for any elective course(s) substitution listed

in the catalog, the justification must include the following
information:
o The course(s) abbreviation(s), number(s), and course
title(s).
o State which course or part of the POS that will the
substitution will apply to.
o Why the student has taken this course instead.
* |f the catalog states verbiage that is or similar to
"...subsiution as approved by GAR, program director, PhD
Committee, etc.”, then a PET is not needed.

* Thejustification will be completed by the department and

not the student.

B. Electives: 12
Students must complete at least 12 semester credit hours of additional eligible, organized graduate
courses in the Department of Computer Science

Example of Elective Coursesin Catalog. PET would be needed if the student

has taken any courses outside of Computer Science Department.

20




Petition for Waiver of University Wide Requirements (PET)

Cohort Petition

Quick Points

* Department will need to complete form and route the college for
Graduate School approval.
« 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:

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

o Why is this no longer being offered or provided?

o Whatis the alternative that the students will need to do in order

to Fulfill this portion of their catalog?
* Alist with the students first name, last name, banner ID, and catalog

year will need to be attached to the PET.
* |f there are less than 10 students who are affected by a

policy/catalog, individual PET(s) will need to be completed with

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

Um The Graduate School
The University of Texas at San Antonio

PETITION FOR WAIVER OF UNIVERSITY WIDE REQUIREMENTS

Check all that apply:
Substitufion of Courses: Core_| Elective | Other

College of Department:

STUDENT INFORMATION
h(IZUHOR'I' PET

Bamner ID Degree Program ) Catalog Year Master Hbe

Ex: 23-25 SeiectifMast__x_| SeledHDoc__x |

Concentration (i applicable]
JUSTIFICATION

APPROVALS

=

_ | Approve | Disapprove
Graduate Advisor of Record , Signafure Prinf Name Date

(-
Department Chair, Signature Frinf Name Date

_ | Approwe | Disapprove

-— __ Approve || Disapprove
Associate Dean, Signature Print Name Date

THE GRADUATE SCHOOL

— __ Approve || Disapprove
Vice Provost and Dean of The Graduafe School, Signafure Date

Revised July 2024
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Petition for Waiver of University Wide Requirements (PET)

Blanket Petition| 1,7 Coo oy

Quick Points
* Department will need to complete form and route the college for PETITION FOR WAIVER OF UNIVERSITY WIDE REQUIREMENTS
Graduate School approval. ey
« Blanket petition(s) can only be used when it effects one entire Cotepec e
catalog. The justification must be able to answer the questions CTUDENT INEORMATION
below: Anam =
o What coursels) or portion of the catalog is effected? BamerD  Degree Progrom | Caegver s Cowes
o Why is this no longer being offered or provided? JUSTFICATION o e
o Whatis the alternative that the students will need to do in order
to fulfill this portion of the catalog?
e |fthere are a few students who follow different catalogs, but it does
not specifically impact one catalog, either individual PET(s) or
Cohort PET(s) will need to be completed.
* The justification will be completed by the department and not the g::ﬁ:mmm — - TS —
student. = m— R PR —

THE GRADUATE SCHOOL

= __ Approve || Disapprove
Vice Provost and Dean of The Graduafe School, Signafure Date

Revised July 2024




Voluntary Withdrawal From a Graduate Degree Program (WITH)

o -
0U|Ck P0|n tS gg:ig:;ﬁRY WITHDRAWAL FROM A GRADUATE DEGREE
» Department will need to complete form and route the college for R
_ The Univerdy of Texs atSan Ao N
Graduate School approval. —
® DeadllneS T :g;g:;aﬂ‘f WITHDRAWAL FROM A GRADUATE DEGREE
o Fall: November st | T T T T
o Spring: April st M| I et .o e o
o Summer: July Ist i
« WITH form are submitted by the department for students who would T | e weomanon
like to voluntarily withdraw from their program and UTSA. e Bl | samer0
* The student must either not be enrolled or withdrawn from all ___ e
coursels) before moving forward for processing. VOLUNTARY WITHDRAWAL FROM GRADUATE DEGREE PROGRAM
« A WITH request is not the same as an LOA/LOAX request. o e -
e Once the request has been approved it is a permanent request. The — T
student would have to reapply to their graduate program if they are ey b o e it
interested in pursuing it at a later time. Revss
-
Policy on Withdrawal from the University: Student Policy o h
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https://catalog.utsa.edu/graduate/mastersdegreeregulations/degreerequirements/#:~: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.

Permission for Enrolling in Undergraduate Courses While a

Graduate (PEUC)

Quick Points
* Department will need to complete form and route the college for Graduate

School approval.

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

* A course syllabus, with clear indication of additional course work or graduate
level course work which will be completed to earn the course for graduate
credit must be attached to the form.

* |f the student would like to be enrolled in an undergraduate course and not

receive graaduate credit, then an ADD form will need to be submitted.

Policy on Enrolling in Undergrad Courses: Student Policy

myUTSA ID:

Stdent’s First Name: Lasi:

myUTSA 10: Student's First Name:  last ] UTSA

Registrar

Permission for Enrolling in Undergraduate Courses While
a Graduate

How to Submit Form: Submit completed form thmugh the Do P for processing.
* Figlds to select on the Docement Uploader: Department: Regictrar; Term: Select Anplicable Term; Category: Registration forms: Docament: Permission

for Envolling in Undergraduate courses while o Graduote
Directions:
1A graduaie student may enroll in an undergraduate course and apply the credit eamed 1o his/her graduate degree.
2. Students taking an undesgraduale course for graduate cradit mest obtain all signatures on foem.

3. Syflabus indicatiog graduate level work in undesgraduate course must be atached 10 this form at the time of submitting



https://catalog.utsa.edu/graduate/mastersdegreeregulations/degreerequirements/#:~: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.

Change of Grade Form (COG)

Quick Points
* Department will need to complete form and route the college for Graduate

m The University of Texas at San Antonio

School approval Change of Grade Form

 COG form must be requested through Office of the Registrar.

 COG(s) forms only need Graduate School approval once they have exceeded | e |
an academic year. - N I P [ o B
o The justification will need to indicate why it took over ayear to complete | ™—=me """ —m-— """ e =" gm0l
the course work. e e S
= 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. e i e e gy e S e i) e o S b i

Policy on Change of Grades: Student Policy

WHEN APPROVED, FORWARD T THE i FICE OF THE REGISTRAR
For Beglstrar s (fTee Use Chaly

s enic Sianding be chasged from Frocessed by _ Dz
1 P Tt Wikl Voo Tewvemsery P and ‘Wb Dhaass of Cimds FomaP By L2312



https://catalog.utsa.edu/graduate/mastersdegreeregulations/degreerequirements/#:~: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.

Course Program of Study
(CPOS) Petition

=




Course Program of Study Petition (CPOS Petition)

Quick Points

* Department will need to complete form and route the college for Graduate

School approval. This petition is for students on financial aid and
is submitted when registration is open.

* Deadlines:
o Fall: Aug. 1st
o Spring: Jan. 2nd
o Summer: May Ist

« CPOS Petition form(s) are submitted by the department who would like to request
exceptions to certificate, masters, or doctoral student’s catalog.

* 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.

* |tis imperative that the correct catalog s listed on the form and should be listed
in the following format:

o Catalog Year
= Example 1: 23-25
= Example 2: 2023 -2025

View here for the CP0OS Petition Guide

UM'I'M Graduate School

The University of Texas at San Antonio

PETITION FOR COURSE PROGRAM OF STUDY (CPOS):

STUDENT INFORMATION

ST aTTE
q | | | e
Banner 10 Jegree Frogram Catalog Year
T —_—— —
Concentratony/Track/Option (if Program of Study
apphcable)

JUSTIFICATION

APPROVALS

[ Approve [ Disap:
f Record, S D
[ Approve [] Disapprove
partment C rivt
(3 Approve [ Disap
oate Dean. Sgnature
THE GRADUATE SCHOOL
- [ Approve (I Disap
Vice Provost and Dean of The Graduate School, Signature Jste
Current Catalog Previous Catalogs
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https://graduateschool.utsa.edu/faculty-staff/_blocks/cpos-petition-guide.pdf

Petition for Reinstatement

=




Where to access Petition for Reinstatement

Home [ Current Students

Graduate Student Resolyces

The Graduate School at The University of Texas at San Antonio is here to ensure vou have the necessary resources and support fora
successful graduate education experience.

A | —
o | -_—
ah
Academic Resources Graduate Advisors Handbook

View All Academic Resources Find a Gracduate Advisor Graduate Student Handbook

Graduate School Newsletter G.R.A.D. Space Graduate and Postdoctoral Success

Graduate School Newsletter G.R.A.D. Space Graduate and Postdoctoral Success
Resources

almin

"

Thesis and Dissertation Annual Review and IDP Petition for Reinstatement

e ——— Ty,
Thesis and Disseriation Resources and Annual Review and IDP Overview 2 ° ‘ Petition for Reinstatement ’
Guidelines

29



Petition for Reinstatement

Quick Points
* Student must completed the packet and route to The Graduate School.

Reinstatement Process

* Workflow Process

UTSA Gratuate School | May 21, 2024

® D ead | Ines: o _ Recieves Complete Incomplete
g 8 Reinstatement packets are _ | packets sent

o Fall: June 15th g5 | Packetfom sent to > " backto

. o Student college student

o Spring: October 15th

o Summer: March 15th

% Send to

) Complete? Graduate

8 School

Y

o ( Reviews reinstatement decision ]

- E i
g S Not Reinstated but

%] ; allowed permission Denied Denial sent to
g wn Reinstated to apply to new reinstatement student
program

— @ H

e E Academic Academic Standing

= E Standing updated by

= £ updated by Admissions upon

& _E Records application approval




e

E\ The Graduate Council

Graduate Faculty




Who is it?

Graduate Faculty

Professor, Assistant Professor,
Associate Professor

The Graduate Faculty

The Graduate Faculty Website

Special Member of the
Graduate Faculty Scholars ?
Graduate Faculty
Professor, Assistant Professor, FTT (Fixed-term track]) and Faculty Members
Associate Professor from other institutions

Graduate Faculty Adjoint

Faculty Members from other institutions with an
Memorandum of Understanding (MOU)

What can | do?

* Sole chairing dissertations for
doctoral students

* Teaching graduate courses , , _ ,
With a Special Membership appointment

you may teach graduate courses or serve
on graduate committees,

» Canserve on thesis and
dissertation committees, and chair
on thesis for Master's students

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 No membership needed to serve on a With a Special Membership you may co- With an Adjoint Membership you may sole chair
serve/chair a committee committee chair a committee. a committee
te Faculty Schol
Will remain in effect until the next raduate Faculty Scholars may
Term request a vote for Graduate Faculty 3-year term S-year term

academic program review

status annually
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https://graduateschool.utsa.edu/faculty-staff/committee/

I am UTSA Faculty. Do I Need a Special Membership?

Does not need a special

membership

Needs a special membership

UTSA Faculty Titles

Tenure/Tenure-Track (TT) Academic Titles

Professor

e Associate Professor

e Assistant Professor

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 UTSA or retired UTSA faculty
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Special Membership (SM) Application

Quick Points

APPLICATION FOR GRADUATE FACULTY SPECIAL

MEMBERSHIP: Course Qualifications Statements

e Must be completed and submitted by the department. Lo
* Deadlines are every 15th of the following months: rimre]  ARATASATION FOR GRADUATE FACULTY SPECiAL
o Fall: August-November R S
= October 15th: Deadline for Fall Graduates — R R
o Spring: January-April — t5]  APPLICATION FOR GRADUATE FAGULTY SPECIAL
= February 15th: Deadline for Spring Graduates =
= April 15th: Deadline for Summer Graduates = e T
* You need a Special Membership if you do not hold one of the following Graduate — - -
Faculty at UT San Antonio titles: T
o Professor =  ecaimmnivems
o Assistant Professor — ==
o Associate Professor o T
Information on Committee Composition: Graduate Catalog Policy . e ——
Information on Graduate Faculty Titles: Handbook of Operating Procedures (HOP) o e
Information on Adjoint/ Special Memberships: Graduate Faculty Special and Adjoint T

Members FAQs
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https://catalog.utsa.edu/graduate/
https://catalog.utsa.edu/graduate/
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Adjoint Membership (AM) Application

Quick Points
* Must be completed and submitted by the department. The Graduate School
e Deadlines are every 15th of the following months:

APPLICATION FOR ADJOINT FACULTY FOR GRADUATE

o Fall: August-November FACULTY MEMBERSHIP

APPLICANT

= (October15th: Deadline for Fall Graduates E— e
o Spring: January-April e e
= February 15th: Deadline for Spring Graduates cum;m;ﬁ:”mm"m
= April 15th: Deadline for Summer Graduates I E——
* You need an Adjoint Membership if you are from a program with a Memorandum w:“ﬁ“w—m mww_m

&) Areaof Specialzabon:

of Understanding (MOU) with another institution. 9 Domvespicatnoca s egue vetoaatmamisor e CioEmwatencte

spplcant's qualﬁcsﬂmn for this special membership if the applicani does nof curently possess @ terminad degree in the Held of this.

appcaton

SIGNATURES & RECOMMEMDATIONS

Mumber of Department Graduste Program Commitiss mambers

Graduate Program Chair, Signafurs vt ame s ClApprove | Disapprove
Information on Committee Composition: Graduate Catalog Policy S o ke
[ Appeova ] Disapprove

Assocate Dean, Ssgnature Frii o frm

Information on Graduate Faculty Titles: Handbook of Operating Procedures (HOP)

Information on Adjoint/ Special Memberships: Graduate Faculty Special and Adjoint
Members FAQs



https://catalog.utsa.edu/graduate/
https://catalog.utsa.edu/graduate/
https://graduateschool.utsa.edu/faculty-staff/committee/special-adjoint/
https://graduateschool.utsa.edu/faculty-staff/committee/special-adjoint/

Where to access Membership Applications

L"'SA The Graduate  cyrrent Students ~  Student Success ~

Schoo

Faculty/Staff Resources

Postdoctoral Affairs - Mews & Events -  About ~ Faculty & Staff ~

+ Forms
Faculty & Staff
+ Policies
Forms
« Mentoring
» Mentoring Resources Policies
> Plan for Mentoring Best Practices Mentoring

« Institutional Training Grant Resources

Institutional Training Grants
Resources

+ Developing a Certificate Program

- EMPACT

Developing a Certificate Program

+ The Graduate Faculty

EMPACT

The Graduate Faculty

Reguest Info

Visit

Apply

Located here
is the
membership
process,
deadlines,
applications,
and common
FAQ
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Doctoral Committee

Forms
A




Overview

* Where to access Doctoral Committee Forms

o Additional Website Information

* Completion of Qualifying Exam (QUAL)

* Application for Candidacy For the Doctoral Degree (CAND)
* Application of Doctoral Dissertation Committee (DISS)

» Dissertation Proposal Approval (PROP)

* Certification of Completion of Dissertation Requirements for

Doctoral Degree (CERT)
* Program of Study (P0OS)

38



Where to access Doctoral Forms

UTSA gﬁg’ad”afe Current Students =  Student Success =  Postdoctoral Affairs = MNews &Events =  About =  Faculty & Staff -

Reguestinfo Visit Apply

Graduate School Forms

Home /[ Faculty & Staff / Forms

+ [Doctoral Committes Forms
Doctoral forms are required for all doctoral students. These forms must be routed to Faculty & Staff
The Graduate School for approval.

» Graduate Faculty Special and Adjoint Membership Forms Forms +
View the List of Approved Special and Adjoint Members.
. Policies
» Paperwork Deadlines
Deadlines for Submitting Paperwork to the Graduate School. .
Mentoring +

» Petitions and Other Forms
Master's and Doctoral forms and DegreeWorks Presentation Guides

Institutional Training Grants
» Petition For Reinstatement Resources

Developing a Certificate Program

EMPACT

Hequest Info

Visit

Apply




0

Completion of Qualifying Exam

Quick Points (QUAL)

* Must be submitted by department after the student has successfully
completed all parts of the qualifying exam.
* Deadlines:
o Fall: November st
o Spring: April 1st
o Summer: July Ist
* Committee Composition:
o Majority (51%) must be graduate faculty or adjoint faculty:
= Professor
= Assistant Professor
= Associate Professor
= Adjoint Graduate Faculty ("Adjoint Members”)
o Special Members of the Graduate Faculty ("Special Members”)

Information on Committee Composition: Graduate Catalog Policy

Information on Graduate Faculty Titles: Handbook of Operating Procedures (HOP)

Information on Adjoint/ Special Memberships: Graduate Faculty Special and Adjoint
Members FAQs

Um The Graduate School
e The University of Texas at San Antonio -

COMPLETION OF QUALIFYING EXAM

STUDENT INFORMATION

Name Program Bann ID

Passed Qualifying Exam: Written: Oral: CumulativeGPA: __________
Date Date

SIGNATURES OF QUALIFYING EXAM COMMITTEE MEMBERS

Exam Committee C hair, Signature Print Name Date

Exam Committee, Signature Print Name Date

Exam Committee, S gnature Print Name Date

Exam Committee, Signature Print Name Date

Exam , Signature . Date
Committee

DEPARTMENT
T Print Name Date
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 9112023
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https://catalog.utsa.edu/graduate/
https://catalog.utsa.edu/graduate/
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Application for Candidacy For the Doctoral

- Degree (CAND)

* Must be filled out by the student and advisor to establish that student is working on
dissertation. Completed form must be submitted by the department.
* Deadlines:
o Fall: November 1st
o Spring: April Ist
o Summer: July 1st
* Committee Composition:
o Majority (51%) must be graduate faculty or adjoint faculty:
= Professor
= Assistant Professor
= Associate Professor
= Adjoint Graduate Faculty ("Adjoint Members”)
o Special Members of the Graduate Faculty ("Special Members”)

Information on Committee Composition: Graduate Catalog Policy
Information on Graduate Faculty Titles: Handbook of Operating Procedures (HOP)

Information on Adjoint/ Special Memberships: Graduate Faculty Special and Adjoint
Members FAQs

m The Graduate School

The University of Texas at San Antonio

APPLICATION FOR CANDIDACY FOR THE DOCTORAL DEGREE
STUDENT INFORMATION

Narne Banner ID
Anticipated Graduason Date Deogreo Sought Program of Study
Degree Name
Signature Date
Lovel of English proficiency is sabsfactory Program of Study is satisfactory
Scholarship 1o date is sabsfactory Qualtying exam admnstered
v Print Nem =
~ Pnnt Name o oeE
v Pnne Name Dat
- Print Neme Date
v Print Neme Date
. Print Name Date

DOCTORAL PROGRAM COMMITTEE RECOMMENDATIONS
Sasod upon this student's performance to date

We recommend that the student be advanced to candidacy || We do not recommend advancement to candidacy &t thes tme

~ Pnnt Name Date
Department Chav, Signsture Prot Name Dt~ =
Associate Dean of the College, Signsture “Prnt Name Dare
THE GRADUATE SCHOOL
Based on the College's recommendation, | hereby Approve [ | Deny Candidacy
Vice Provost and Dean of The Graduate Scheol, Signature Date

Form Updated 9.11.2023
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Application of Doctoral Dissertation

k Committee (DISS)
Quick Points

 Must be submitted by department. This form establishes the student’s

dissertation committee. Must be re-submitted anytime committee changes.
* Deadlines:

o Fall: November 1st
o Spring: April Ist
o Summer: July 1st
* Committee Composition:
o Majority (51%) must be graduate faculty or adjoint faculty:

m  Professor

m  Assistant Professor
m  Associate Professor

= Adjoint Graduate Faculty ("Adjoint Members”)
o Special Members of the Graduate Faculty ("Special Members”)

Information on Committee Composition: Graduate Catalog Policy
Information on Graduate Faculty Titles: Handbook of Operating Procedures (HOP)
Information on Adjoint/ Special Memberships: Graduate Faculty Special and Adjoir

Um The Graduate School

The University of Texas at San Antonio

APPOINTMENT OF DOCTORAL DISSERTATION COMMITTEE
Please Choose One: [Z] New appoiniment of committee [7] Change of committee member(s)
STUDENT INFORMATION

Naeres

Program Name Oepa
Proposed Dissertation Committee:
Graduate i Applic
Faculty Member:
Appeow
(JYes[INo [JYes
v Depavtment
COYes[Iho  [ves O
- Depavimen
No
w TS
No
- depavtment
No
v Depaetmen
VVVVVVVVVVV O
v Print Nare Depavimes:
DOCTORAL PROGRAM COMMITTEE RECOMMENDATIONS
We recommend that the Dvsertation Commteebe approved | |We do not m Dismena be apgron
------ - ¥ T Date
Departrrent Ch, e Pring M Darte
Assaciate Do o gy -1 Print Naen Dirte
THE GRADUATESCHOOL
Based on the College srecommendation, | hereby Approve
Vice Provost and Dean of the Gradaste SOHoo, Sigrnae Oste

Form Updated §.11.2023

Members FAQs
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Dissertation Proposal Approval

Quick Points (PROP)

 Must be submitted to advisor, dissertation committee and The Graduate School
for approval. Must be routed and submitted by the department.
* Deadlines:
o Fall: November 1st
o Spring: April 1st
o Summer: July st
* Committee Composition:
o Majority (51%) must be graduate Faculty or adjoint faculty:
= Professor
= Assistant Professor
= Associate Professor
= Adjoint Graduate Faculty ("Adjoint Members”)
o Special Members of the Graduate Faculty ("Special Members”)

Information on Committee Composition: Graduate Catalog Policy

Information on Graduate Faculty Titles: Handbook of Operating Procedures (HOP)|

Information on Adjoint/ Special Memberships: Graduate Faculty Special and Adjoi.l*

lm The Graduate School
The University of Texas at San Antonio

DISSERTATION PROPOSAL APPROVAL FORM

STUDENT INFORMATION

Tirle af Dissenation Praposal

DOCTORAL PROGRAM COMMITTEE ACTION

-

Depantment Chair, Sigratune

Associate Dean, Signsture

THE GRADUATE SCHOOL

Based an the College’s recammendation, | hereby ] Approve

[ DEapprove Dssenaton Froposal

Wice Provos! amd Dean of The Girdiake Schom, Signafune

Members FAQs
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Certification of Completion o

f Dissertation

Requirements for Doctoral Degree (CERT)

Quick Points

 Must be completed and routed by department to The Graduate School for
approval once student has met all requirements to graduate.
* Deadlines:
o Fall: December 1st
o Spring: May Ist
o Summer: August 1st
* Committee Composition:
o Majority (51%) must be graduate faculty or adjoint faculty:
= Professor
= Assistant Professor
= Associate Professor
= Adjoint Graduate Faculty ("Adjoint Members")
o Special Members of the Graduate Faculty ("Special Members”)

Information on Committee Composition: Graduate Catalog Policy

Information on Graduate Faculty Titles: Handbook of Operating Procedures (HOP)

The Graduate School

The University of Texas at San Antonio

CERTIFICATION OF COMPLETION OF DISSERTATION REQUIREMENTS
FOR DOCTORAL DEGREE

STUDENT INFORMATION

DISSERTATION COMMITTEE MEMBERS

W Print Neme Date
=,
- Prict Naoe Dste
Priot Naere

-

-

-
-

DEPARTMENT

Depastreal Chait. Signatre
COLLEGE

Associate Dean of the College, Signatiae Print Naee Date
THE GRADUATESCHOOL

Based on the Colege's recommendaton, | hereby T Approve 30y the request

Vice Provost and Dean of The Graduate Schaol Signature Dare
OFFICE OF THE REGISTRAR

A} Credit and grade entered on student's record? 8] Dissertaton e entered on student's recoed?

abon check updated? 0} Student notifled? E] Notes

Information on Adjoint/ Special Memberships: Graduate Faculty Special and Adjoi

Form Updated 9.11.2023

it

Members FAQs
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Program of Study (POS)

Quick Points

* This is a department form. Must be routed and submitted by the department for
Graduate School approval.
* Deadlines for POS:
o Fall: December 1st
o Spring: May lst
o 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.

You can find your Program of Study here: Graduate Catalog

Example of a typical POS:

THE UNIVERSITY OF TEXAS AT SAN ANTONIO

Program of Study for the Doctor of Philosophy

Smudent Name i Smudent ID ===
Program of Stady for Doctor of  Philosophy
Catalog  2018-2021 Major Computer Scisnce Concentration ma
The followins courses are required for the deeree indicated below:

Sem. Hr When and Where Compleind
Damapline and MNumbes Ciswes Title Creit Crrade  of st Lakosn al LTSA

CORE COURSES (12 hrs. required)

5 5343 Programminz Lang & Compilsr 3
5 5513 Computer Architechms 3
5 5523 Operating Systems 3
5 5633 Aralysis of Alporithms 3
ELECTIVES (12 brs. required)

CHci 713 Sofiware Development Processas 3
5Tl Sofrware Testng and Debuzging 3
CSel 724 Armificial Intellipence 3
CSel 846 Development of Dismiuted Systems 3
EESEARCH SEMINAR (2 br:. minimum)

C5 7123 Fesearch Seminar 3
DOCTORAL RESEARCH (18 brs. minimmum)

C5 7216 Diactoral Fasearch ;]
C5 7216 Diactoral Rasearch ]
C5 7216 Diactoral Fesearch ]
DOCTORAL DISSERTATION (9 brs. minimum)

C5 7316 Diactoral Disseration ]
C5 7313 Duoctoral Dissertation 3
FLEXIBLE ELECTIVES {18 br:. minimmum})

C5 7116 Dioctoral Fesearch §
C57213 Dioctoral Fesearch 3
C5 7213 Dioctoral Fesearch 3
C57213 Dioctoral Fesearch 3
C5. 7213 Duactoral Fesearch 3
C5 7311 Dactoral Dissertation 1
* Minisum of T2 hows of courses with & B or sbove

e e g et e N et e N

i i

g e e e e e

Spring 2020 UTSA
Fall 2020 UTSA
Fall 2018 UTSA
Fall 2010 UTSA

Fall 2018 NDW (Petidon Approved)

Spring 2019 WDOU (Petition Approved)
Spring 2019 WD (Pedtion Approved)
Spring 2019 WD (Pedtion Approved)

Spring 2020 UTSA

Spring 2022 UTSA
Fall 2021 UTSA
Spring 2023 UTSA

Fall 2023 UTSA
Fall 2023 UTSA

Fall 2021 UTSA
Spring 2022 UTSA
Summer 322 UTSA
Fall 2022 UTSA
Spring 2023 UTSA
Spring 2024

Total* 73
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Forms Approval Process

=




Overview

* Process for Submitting Forms
* Updated Forms
* Where to access Deadlines

o Additional Graduate School Website Information

* Delays to Avoid
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Forms Approval Process

* Meets with GAR
* Requests petition/form

Student

* Prepares petition/form
e Department level review/approval

Department

e Associate Dean review/approval

College e Submits petition/forms in GS Documents
Teams folder

* Graduate School reviews

Graduate

e Approved petitions/forms are
School returned to the college (GS
Documents)
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Additional Website Information: Deadlines

UTSA The Graduate  cyrrent Students - Student Success -  Postdoctoral Affairs ~ News & Events ~  About ~  Faculty & Staff -

Schoo

Requestinfo Visit Apply

Graduate School Forms

Home [/ Faculty & Staff / Forms

» Doctoral Committee Forms
Doctoral forms are required for all doctoral students. These forms must be routed to Faculty & Staff
The Graduate School for approval.

» Graduate Faculty Special and Adjoint Membership Forms Forms +
ist of Approved Special and Adjoint Members. -
Paperwork Deadlines Policies
i aperwork to the Graduate School. .
Mentoring +

« Petitions and Other Forms
Master's and Doctoral forms and DegreeWorks Presentation Guides

Institutional Training Grants
= Petition For Reinstatement Resources

Developing a Certificate Program

EMPACT

Request Info

Visit

Apply



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. Mathur for her review or approval.

o If formis time-sensitive, you can message your respective POC on Teams when form is uploaded.
* Ensure forms are submitted in the current version.
 Forms in the older version will be returned.

o Forms are dated with the last update.
* Submit forms by deadline.

o All deadlines bolded and in red are firm deadlines.

o |If revisions/additional information is requested, form must be resubmitted in a timely manner.

Otherwise, requests could be delayed to the following semester.
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Delays to Avoid
Quick Points
* Ensure all forms needed for updating Degree Works are submitted.

o This includes transfer petitions, substitutions, and exceeding time for courses on final program of study.
o |If final POS is approved but did not note petitions, you will be required to correct and resubmit along with
the appropriate paperwork.
* Delays can slow updates to student’s academic record in Degree Works.
o Approved forms are used to update Degree Works.
o Copy of approved forms are indexed in Xtender.
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What is DegreeWorks (DW)?

* An unofficial advising and planning tool

 Canuse it to easily identify which courses have been completed, and which ones are still needed to fulfill
degree requirements

 DegreeWorks is now updated, so graduate students can now use it

 DegreeWorks is scribed to match catalog degree requirements

 For DW scribing: Retention and Graduation Program Coordinators (RGs) will reach out for additional degree
requirement information not available in the catalog, such as “approved electives by GAR", free electives,

ist of course options, so DegreeWorks can be updated.

* Foradditional general information on DegreeWorks

* https://onestop.utsa.edu/registration/degree-planning/degreeworks/



https://onestop.utsa.edu/registration/degree-planning/degreeworks/
https://onestop.utsa.edu/registration/degree-planning/degreeworks/
https://onestop.utsa.edu/registration/degree-planning/degreeworks/
https://onestop.utsa.edu/registration/degree-planning/degreeworks/

Access DegreeWorks

All students

Some staff

To request access to DegreeWorks, submit SIS - Security Access Request
https://www.utsa.edu/enrollment/sissecurity/access/

DegreeWorks worksheet view is the same for all
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Worksheet

Data refreshed 05/03/2024 11.44 AM

]
(¥

DW Worksheet View — Doctoral

Level Doctoral-Graduate

Student Cataleg Fall 2023

Academic

Student View

waap)

required o

advisor
() Msjor Requirements

Classification Doctoral Major Environmental Sci&Engin

note that DegreeWorks
enrolled in doct

Holds Grad

Studies,

Athletic Eligibility

Degree progress

Requirements  Credits

&0 hours are required. You currently h

sgress. P
emester until the time of graduat

contact your adv
ng 5

Your GPA is below 3.0 - please see an

Still neaded:

ng Program FHO-ESE-E College E

uate Studies, Graduate Studies, HS - Tuben

Doctor of Philosophy

gineering & Integr Design

culo: ning, Int

onal Programs

06/03/2024 &t 11:02 AM G3[P.. ¥

In-progre Freragis: PROCESS

0, you still nesd 80 more hours.

you have any guestions about your degree progress.*** You are

Hours required for major

CORE CURRICULUM

CTIVES

DOCTORAL RESEARCH AND DISSERTATION

Environmental Science Engine

Reszarch

(0 Environmental Science Engine

N Gansrienra Frninasring Nicsartatinn

Major in Environmental Science and Engineering

5till needed:

5till needed:

5till needed:

5till needed:

5till needed:

5till needed:

5till needed:

5till neaded:

5till needed:

(EEIEEE

&0 hours quired.You currently have 0, you still need 60 more hours.

1 Class in CE 5007

1 Clasz in CE 5

1 Clasz in ES

& hours must be selected from 5000-7000 ses offered in Civil and Envirenme
Eng ng or other department: th the approval of the ESE Doctora

You currently have 0, you still need & more hours.

tudies Comm

Choose from 1 of the following:

You must complete all of the fallowing

(O OPFTION IIL

Geoscience Engineering Research

Geoscience Engineering Dissertation

DOCTORAL MILESTOMES

() Complete Qualifying Exam

() Form your Dissertation Committee

() Defend your Dissertation Proposal

() Advance to Candidacy

() Defend your Dissertation

() Complete Final Submission of
Documentation to the Graduate School

You must complete all of the following:

15 Credits in GEQ 7211 or 7212 or

15 Credits in GEQ 7313 or 7312 or 7311

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 submitted the appropriate Doctoral Committee forms 1o the Gradugte School. If
you have any questions email us at Graduate.5chool@utsa.edu

Still needed:

Still needed:

Still needed:

Still needed:

Still needed:

still needed:
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DegreeWorks — other sections Doctoral

In-progress ﬂ
e e & s s ~  Currently enrolled courses

Course Title Grade Credits Term Repeated

MBA 5313 Marketing Management P (3] Fall 2024
MEA 5333 Financial Management 1P E) Fall 2024

Not Counted

Course Title Reason Grade Credits Term Repeated CDurSES nDt Elppl"y’lng tﬂwa rds dEgrEE rEqUIrementS
HIS 5113 Historical Approach& Interpret Max of zero classes/credits exceeded W 0 Spring 2004 or degree hDu rs

HIS 5653 Modern Chinsse History Max of zero classes/credits exceeded W 0 Spring 2004

Course Title Grade Credits Term Repeated .
Courses that the student has completed or has in progress, but

ANT €603 Ecological Anthrapology 3 Sering 2023 they are not applying to their degree requirements.
ANT £953 Independent Study = 3 Spring 2023
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Petition forms used to update DW

Transfer of Graduate Credit Towards a Doctoral Degree (TRANS)

Petition For Waiver of University Wide Requirements (PET)
Core Course Substitution

Prescribed Elective Substitution

Elective Substitution
Blanket Petition

Cohort Petition
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Transier of Graduate Credit Towards a Doctoral Degree (TRANS)
(Transier credit from other institutions)

» Student’s degree requirements on DegreeWorks are updated according to the approved transfer credit
petition.

o Forexample, a student has 15 hours from UT Arlington approved to count towards their core and
elective requirements. We did a "Remove Course and/or Change the Limit" exception to adjust the
hours required for the electives section to account for the 3 hours of approved transfer credit.

o Courses are not actually transferred, so you won't actually see a course applied to the area

o You will notice there are up to 3 exceptions on a student’s DegreeWorks

 Adjusted degree required hours
* Adjusted program hours
 and sometimes adjusted for a specific degree requirement
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Example:
Transfier Credit Exception on DegreeWorks
(Credit earned at Other Institutions)

Degree in Doctor of Philosophy [oo: ]

Credits required: &7 ad ed Catalog year: 2022-2023
Unmet conditions for this set of requirements: 82 hours are required. You currently have 24, you still need 43 more hours
“%+Please note that DegreeWorks has not been validated for graduate degrees. Please contact your advisor ou have any questions about your degree progress
equired to be enrolled in doctoral level classes each Fall and Spring semester until the time of graduation
~ -~ - - T T D - -
v ouU eel e m OFa requireme
- - = - - 2 . S an - - - - - -~ P ™ ramr .
Major Requirements Still needed: See Ma B e Engineering, PH D sectio
Major in Bi dical Engi ' PH D
ajor in Biomedical Engineering, [
Credits required: &7 ed pplied catalog year: 2022-2023 oPA: &
Unmet conditions for this set of requirements: Research seminar (BME 6011 or BIME 6090 at UTHSCSA) is to be registered for during each F S
hile in the BME Doctoral program
raireac miter h e latad ol a Aradda A "% no hae b 2 A DA Af 2 o Ihase
All COUrses Ust De CcompietedC d grade OFf ( Or Detle an overail CFA OF 5.0 Or Detle




Example:
Transfer Credit Exception on DegreeWorks
(Credit earned at Other Institutions)

Still needed: 5 ts in BME 6033 or 6303 or 6703 or 6303 or 6903 or BIME €004 or 6006 or CSBL 5095
o

Exception by Saucedo, Susie On: 04/23/2024 Remove Course 12hrs transfer petition approved

and/or Change the

APPROVED ELECTIVES Still needed:

CSBL 5022 or EE 5243 or 5263 or 5353 or 6343 or 6363 or IBMS 5000 or INTD 5007 or 5040
or 6033 or 7074 or ME 5013 or 5243F) or 5413 or 5483 or 5473 or 5433 or 5613F) or 2653 or
5713 or 5743 or MICR 5051 or PHAR 5013 or 5014 or RADI 6016 or 6051 or STA 5103

rees from Research Seminar, Prescribed Electives

or other courses as approved by your advisor.

Exception by Saucedo, Susie On: 04/23/2024 Remove Course 3hrs transfer petition approved
and/or Change the

Limit

Exceptions A

Type Description Created on  Created by Block Enforced

Remove Course and/or Change the Limit 12hrs transfer petition approved 04/23/2024 Saucedo, Susie Major in Biomedical Engineering, PH D Yes
Remove Course and/or Change the Limit 3hrs transfer petition approved 04/23/2024  Saucedo. Susie  Major in Biomedical Engineering. PH D Yes
Remove Course and/or Change the Limit shrs transfer cradit p on approved 0a/23/202a Saucedo, Susie Major in Biomedical Engineering, PH D Yes
Remove Course and/or Change the Limit shrs transfer credit petition approved 04/23/2024 Susie Degree in Doctor of Philosophy Yes
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Transier of Graduate Credit Towards a Doctoral Degree (TRANS)
(Credit earned at UTSA)

‘We send the approved form to Registrar/Graduation Coordination, and they change the course level from 02 to 03
(Master’s --> Doctoral)
-Once they make the course level change, then it will apply as expected in DegreeWorks
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Transier of Graduate Credit Towards a Doctoral Degree (TRANS)

(Credit earned at UTSA)

Things to keep in mind:

e Student completed a different course than what is
stated in the catalog degree requirements for the new
degree. Make sure you indicate the substitution.
 Example: Student will be using ANT 6353 to
substitute for ANT 5023.

 Master’s degree has elective options and it states,
“chosen in consultation with your advisor” (or similar
verbiage). Indicate on form where you want the
course applied, otherwise if not indicated then you
will need to email RG with additional information or,
RG will be reaching out for clarification on petition
applicability.

.......
...........

5till needed:

Srill needed:

eeeeeeeeeee

Still needed:

5till needed:

Still needed:

Grade Credits
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Petition For Waiver of University Wide Requirements (PET)

* Information on form is detrimental in ensuring a student's DegreeWorks is updated accurately
o Program (include: thesis/non-thesis, concentration)
o The coursel(s) abbreviation(s), number(s), and course title(s)
o Which part of the catalog the substitution or approval will apply to. The more specific the better.
= |fthere are several elective sections, indicate which elective section
= (lder petitions: Retention and Graduate Program Coordinator may reach out for additional
information if it is unclear from the petition where a course should be applied on DegreeWorks, or
if that section has been satisfied so the course is not applicable, etc...
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Examples: DegreeWorks updated with petitions

Substitutions of core courses

Major in Interdisciplinary Learning and Teaching

All courses must be completed with a grade of ‘B’ or better,

(O Hours Required for Major Still needed: 60 hours are required.You currently have 51, you still need 9 more hours.

ESEARCH METHODS COURSES

-’
=

(O Advanced Research on Instruction Still needed: 1 Class in ILR

@ Overview of Research Design for ILT 7013 Overview: Res DesfInstret Ing - 3 Fall 2021
Instructional Inquiry
(O Research Methods Electives ILT 7743 Mixed Method Analysis and A+ 3 Fall 202
App
Still needed: 6 hours of approved research methods courses must be selected from within the College
Pl i)
You currently have 3, you still need 3 more hours.
(O CORE COURSES
@ Exploration of Interdisciplinary Learning ILT 7003 Exploratior iLT o 3 Fall 2021
and Teaching
Socio-constructivist and Cognitivist ILY 7133 Sr:-r,::)g'(iu."]m: Persp ILY A 3 Spring 2023
Perspectives on LT
(;';;: Internship ILY 7143 Internship A+ Spring 2023
(& Critical Cultural Perspectives on ILT EGR 6183 Engineering Education A+ Fall 2022
Methods
Exception by ISit On: 12/14 Substitute f

(O Behavioral and Contextual Perspectives Still needed: 1 Class in ILT
on ILT

@ Evaluation of Research EGR 6653 Found Engr Ed Research A+ 3 Fall 2023
Methods
Exception by: ) I5ie On: 12/14/20: Substitute: f
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Examples: DegreeWorks updated with petitions

Major in Cybersecurity Science [mcowrier: |

Major in Biology, MS  [wcowrier |

Credits required: 36  Credits applied: 24  Cat

Unmet conditions for this set of requirements:

All courses must be completed with a grade of 'C' or better.

O  Thesis Option:Emphasis in Microbiology
and Immunology

© Core Lecture Courses

©@ Research Support Courses

A
Credits required: 30  Credits applied: 30 Catalog year: 2023-2024  GPA: 3.72
A
Course Title Grade Credits Term Repeated
alog year: 2021-2022  GPA: 3.66
@©  Hours required for major
36 hours are required.You currently have 24, you still need 12 more hours.
Principles of Cyber Securit CS 5323 Principles of Cybersecurit A- 3 Fall 2023
P Y! Yy P! y y
Course Title Grade Credits Term Repeated
Practical Attack and Defense Techniques CS 5713 PractAttack&DefenseTechniques A 3 Fall 2023
©  Computer Science Courses CS 5233 Artificial Intelligence B+ 3 Spring 2024
BIO 5133 Principles of Cell Biology A 3 Fall 2021 €S 5523 Operating Systems B+ 3 Spring 2024
BIO 5213 Principles of Chemical Biology A 3 Spring 2022 © Required Electives CS 5343 Secure Systems & Software P (3) Fall 2024
BIO 7041 Drug Dev from Natural CR 1 Fall 2022 CS 6353 Network and System Security P (3) Fall 2024
Sources
@©  Other Electives CS 6343 Cyber Risk Management A 3 Spring 2024
BIO 7041 Drug Dev from Natural CR 1 Spring 2023
SBUEES S 5173 Steganography P (3) Summer 2024
BIO 7041 Drug Dev from Natural CR 1 Fall 2023 " ; g i
SHiifeas Exception by: Saucedo, Susie On: 04/23/2024 Apply Here: approved petition CS 5173 apply
BIO 6953 Independent Study B+ 3 Spring 2024 @© Master's thesis or Additional Electives €5:5723 Crypto Currencies & Bitcoins P (3) Fall 2024
Exception by: Saucedo, Susie On: 02/19/2024 Apply Here: BIO6953 sub for BIO7051 approved Eals BrivacysEnhancing Techniques A & Spring. 2024
O  Comprehensive Oral Examination Still needed: Student must pass a final comprehensive oral examination for completion of the degree
program.

Why it is important to be specific on course applicability.
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Blanket & Cohort Petition

* Blanket petition

o Applies to ALL students in that catalog(s) and program (include thesis/non-thesis, concentration, track
etc...).

o We use this approval to scribe DegreeWorks. This means that this course will automatically pull into the
approved degree requirement area on DegreeWorks once a student is enrolled and/or has completed
the course.

* Cohort petition
o We will do a manual exception for each student on the list of approved students




Doctoral Committee Forms used to update DegreeWorks

Application for Candidacy For the Doctoral Degree (CAND)

Application of Doctoral Dissertation Committee (DISS)

Completion of Qualifying Exam (QUAL)

Dissertation Proposal Approval (PROP)

Certification of Completion of Dissertation Requirements for Doctoral Degree (CERT)
= Used as final check for ProQuest submissions
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Doctoral Committee Forms on DegreeWorks

Force complete exception applied once the approved form is received by the GS DW Team

P
SN

DOCTORAL MILESTONES 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 submitted the appropriate Doctoral Committee forms to the Graduate School. If
you have any questions email us at Graduate.School@utsa.edu.

©@ Complete Qualifying Exam Exception by: Saucedo, Susi On: 05/01/2024 Force Complete: Milestone Completed/Xtender
() Form your Dissertation Committee Still needed:
(O Defend your Dissertation Proposal Still needed:
@ Advance to Candidacy Exception by: daucedo, susie On: 04/22/2024 Force Complete: Milestone Completed/Xtender
(O Defend your Dissertation still needed:
(O Complete Final Submission of Still needed:

Documentation to the Graduate School




Forms updated by Registrar

* Doctoral Degree to Interim Master’s Degree Request (INTRM)

o Sent to Registrar and they change 03 applicable courses to 02 for the term in which they will award
the Master’s and then they change the courses back to 03 the semester after the degree has been
conferred.

o Currently, we have noticed that sometimes the changing back to 03 for these courses does not occur.
We will be meeting with their office to reassess the process. If you notice this for a student, let your RG
know or email graduate.school@utsa.edu.

 Change from Doctoral to Master’s Degree (CHANGE

o (Once we receive this form we update the student's record in Banner.

= NOTE: Typically, a Transfer of Graduate Credit Towards a Masters Degree form is submitted
indicating courses that should be changed from 03 to 02. If the Registrar hasn't updated the
Banner record yet, then we provide this information to them and they will update the students
course record as requested. Once they complete their process, then you will see the 03 courses
on the students new Master's DegreeWorks worksheet.
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* Petition: Course(s) Exceeding Time Limitation (TIME

Forms updated by Registrar

o Formis sent to the Registrar and they confirm that the courses can be used in the degree.
o (ourses that have exceeded the time limit are list at the bottom of Degree Works.

Extra Courses - Credits Not Applied to Graduation Requirements

ren

Course

3SSesS applied

Title Grade
DrRes: Comprehensive Exam Prep A-
Policy Development A

sin Dis
Jroan rFiannin

Methods II

(81)

Credits

Term Repeated

Summer 2015
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Alert: Extra Courses

* |f you see a course in the Extra Courses section on their
DW, and it should apply to a specific degree requirement,
then consider either:

Extra Courses - Credits Not Applied to Graduation Requirements

o the petition process for prescribed catalog

Course Tithe — fGrade

requirements (course listed, course options listed)
o orif the catalog states “as approved by GAR" or

similar verbiage, then email assigned Retention and
Graduation Program Coordinators (RG) with official
approval, they will share with Graduate School DW
Team and we will update DW as requested.
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DegreeWorks Workilow

Need DW update RG will communicate with We will update the student’s

Graduate School DW team your DW as requested, if
concern/issue/question/request approved/applicable and notify
for update etc... RG of completion

RG will provide you with
Email RG of

concern/issue/question

information, update, etc...

Example: this can be missing previously
approved petitions, courses in extra
courses that should apply, etc...




Clarification requests

* RG's may reach out for additional clarification on the applicability of petitions.
o Example: Petition states elective but there are three elective sections (prescribed, free, and additional
electives). More typical of older petitions since new petition form requests more detailed information.
o Example: SOC 5113 approved to sub for a core course, but the student ended up completing the
required core course, so technically the petition is no longer applicable.
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Catalog degree requirement
states “approved by GAR” or similar verbiage

* Follow DegreeWorks Workflow
o Provide email to RG from GAR stating they have approved the course to count towards that specific
area of the catalog degree requirements.

* |f there is a blanket approval, then you can indicate this on the email to RG and we will scribe it in DW, so
that the course pulls in automatically for ALL students in the specified catalog year and program (include
thesis/non-thesis, concentration etc...).

* |f there is a chorot approval for a specific group of students, then indicate that on the email and we will
manually update each student provided on that list.

o Example: 10 PhD students were told to take a specific course to satisfy electives area, which in the
catalog states “as approved by GAR,” or similar verbiage, then you can include in an email to RG all
students who are approved to use this course for that area indicated.
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Student Academic Progress

Quick Points
 Forms were updated to make it easier to apply approved petitions to Degree Works.
o This will help alleviate confusion and the need to reach out for clarification.

o Delays can slow updates to student’s academic record.
o When forms are not submitted in a timely manner, students may become concerned about the

progress they see in Degree Works.
* The Graduate School received over 2200 forms this academic year.
o |t's essential that we all work together to ensure that every necessary form is submitted and approved
in a timely manner.
o Your attention to detail and commitment to this process are vital. By collaborating effectively and

supporting one another, we can ensure Degree Works is accurately tracking student progress.
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Resources

A




Point of Contact (POC) within the Graduate School
Forms and Policy Questions

Angela De La Cruz Clarissa Benavides Ginger Hernandez .

« POC - Form * Doctoral Committee forms, ] eff Rangale Susie
Intake/processing SO UG RIS, [, * Academic Policy Assistant Vice Provost Saucedo

* Academic Forms and memos. uestions i Management Analyst
Registrar Forms * Graduate Faculty Committee & q of Graduate Studies 8 y

 Petition for Reinstatement Memberships Grad vate.s Ch ool@utsa.edu

Gradschooladmin@utsa.edu

Jo Ann Jones Elder McCants German Medina Linda Dietzmann Molly Miller

COEHD COS KCEID ACOB COLFA, HCAP, UC 78

Joann.Jones@utsa.edu Elder.McCants@utsa.edu German.Medina@utsa.edu Linda.Diezmann@utsa.edu Molly Miller@utsa.edu
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