§ The Graduate School

Forms &
DegreeWorks

Masters
Presen ted by: Administrative Support Te m ¢




: 3

Meet the Team

* Introductions

Introduction

3

3

Petitions & Other
Forms

e Overview

* Petitions & Forms

* Course Program of Study
(CPOS Petition)

o Petition for Reinstatement

* Deadlines

Graduate Faculty

Overview

Graduate Faculty

Special Members
Adjoint Members
Deadlines

3

Forms Approval
Process

Overview

Approval Process

Updated Forms
Deadlines

Avoid Delays

3

DegreeWorks

* Overview

* Access to DegreeWorks (DW)

* DegreeWorks view

* Petitions forms used to update
DW

* DegreeWorks Workflow

| * Student Academic Progress

I

Resources

 Point of Contacts

(POC)




Ginger Hernandez

Assistant Vice Provost
for Graduate Fiscal
and Business
Operations

Susie Saucedo

Management Analyst

Meet the Team

Angela De La Cruz

Administrative
Associate

Clarissa
Benavides

Administrative
Associate



Petitions and Other Forms

=




Overview

 Where to access Petitions and Other Forms

o Petition: Assistantship Policy (ASST)

o Transfer of Graduate Credit Towards a Master's Degree
(TRANS)

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

o Graduate Student Course Add Form (ADD)

o Petition For Waiver of University Wide Requirements (PET)
o Voluntary Withdrawal from University (WITH)




Overview Continued

* Permission For Enrolling In Undergraduate Courses While A

Graduate Form (PEUC)
« Change of Grade Form (COG)




Where to access Petitions & Other Forms
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Petition: Assistantship Policy (ASST)

Quick Points

Policy on Assistantships

e 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
ASST is needed when Graduate Student(s) hold an assistantship and are
requesting to be under enrolled in 6 SCH for Fall and Spring semesters. The
student must be enrolled in 1SCH to hold an appoitment.

ASST form will need to be completed 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 Global Affairs that they are

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

m The Graduate School
The University of Texas at San Antonio

PETITION: ASSISTANTSHIP POLICY

STUDENT INFORMATION

Student Name Banner ID

Degree Program

Academic Standing: IMasters ] Doctoral

JUSTIFICATION

GRADUATE ADVISOR OF RECORD OR DOCTORAL COMMITTEE CHAIR

[
] Approve ] Disapprove

Graduate Advisor of Record or Doctoral Committee Chair, Signature
DEPARTMENT CHAIR
(o

] Approve ] Disapprove

Department Chair, Signature Date

ASSOCIATE DEAN
[—
] Approve ] Disapprove

Associate Dean, Signature Date

DEAN OF THE GRADUATE SCHOOL

[
 Approve ] Disapprove

Vice Provost & Dean of The Graduafe School, Signature

Comments:

Revised: July 2024




Transier of Graduate Credit Towards Master’s Degree (TRANS)
Quick Points - 1

e Department will need to complete form and route the college for Graduate TRANSFER OF GRADUATE CREDIT TOWARDS MASTER'S DEGREE

School approval BN UTSA Tt Graduate school
* Deadlines:
o Fall:November st e
o Spring: April Ist o o e 3 S e e TSR e i e ey o s
o Summer: July 1St iTUDENTINFORMATION ! ]
 TRANS forms are utilized when the department would like to transfer in e =
graduate level courses to apply to the student’s catalog. et St s 0o
» Transcripts and Syllabi/Course Descriptions must be attached to the form | ##rowas | ieses o ne ransresen
Time Limit for Comple T ——
before moving forward. T | ot | ST | e | UG e | SSAS
The miajority | — — -. — . - — — he'“‘.
* Course name, number, and grade should appear exactly as it does on the | e | we | EES I S el
[ Secton
transcript. Dot o, 51 -
Catalog
* Courses that were used towards another degree cannot be transferred and 0 i =
. ’ THE GRADUATH s::: ——
applied to the student’s current POS. S e o s
* Only graduate level courses earned at a “B” or higher qualify for transfer. o Pt o o
evized July 2024 gara.log
Policy on Transfer of Credit: Graduate Catalog Policy o
%:::;
*The courses Nsted above must have a grade of B or beffer, be from an acoredlied wiversity, and naf have been used in anoiher degres program.




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

Quick Points

e 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 st

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

Course name, number, title, semester taken, and grade earned should match the
Banner SHACRSE screen.
The department will need to provided the anticipated semester

and year of when the student will graduate.

Policy on Master’s Time Limitation: Graduate Catalog Policy

PETITION: COURSE(S) EXCEEDING TIME LIMITATION

GRADUATE ADVIS

= ]
Graduate Advisor of Recond

Comments

DEPARTMENT CHA|
[

m The Graduate School
The University of Texas at San Antonio

PETITION: COURSE(S) EXCEEDING TIME LIMITATION

Depariment Ghair, Signaturd

Comments:

ASSOCIATE DEAN

== |
Associste Dean, Signature

Commients

DEAN OF THE GRA
[

Vice Provest and Dean of TH

Revised July 2024

Name

Degres Program

COURSE(S) EXCEEDING TIME LIMIT

Justification:

Banner IV

Antizipafed Graduation Date
__Master's | Doctoral

Course/Number

Name of Course

Semester Taken

Grade

Example: EDU 5003

Research Methods

Fall 2004

DEPARTMENT COMMITTEE MEMBERS

Name

Signature

Approve

Disapprowve

Example: Henry Ford

Henry Ford

EDU 5003
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Graduate Student Course Add Form (ADD)

Quick Points
« Student 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 do so due to level restrictions.

Policy on Late Registration: Student Policy

m The Graduate School
The University of Texas at 5an Antonio

GRADUATE STUDENT COURSE ADD FORM

DocloralMasier's sudent o add 1. ASAP registration has closed, requiring Depariment Chair and Instruclor signalure.

a course for any of the following: 2. Afler Semester Cersus date has passed requires Deparimental, Academic College, and Graduale
Schoal Agprowval.
3. Student is unable to add Undergraduate cowse Tor Undergraduate credit due fo Graduabe lewel
restriction.
4. Class does nat hawe an active Waitlisl.
5. Prepayment hias nol been recaived priar 1o Census dabe.

Aavne mylTSA ID
Fhons Email

Tesm: |Fall 7] Speing (] Sumimer Year __|

CRA. Subject Course da Sechion #

HOTICE TO STUDENT: Orce all signaturet ane ablained, submit form (o the One Siop Enmaliment
Canter for Processing. Locations: Main Campus JPL 1.01.04  Dawnbown Campus FS 1.500

MOTE: Even il all sigraluwes are oblained, you cannal be added if dass capacity if reachad

APPROVALS

REQLNRED UNTIL CLOESE OF BUSINESS ON CENSUSE DATE:

Dl
Instruciar, Signadurs Prind Nama =

Departrment Chair, Sigrature Prinf Name Dt

HOTICE TD INSTRUCTOR AND CHAIR: By signing you ane aulharnizing the enroliment of the student inlo fie section induding
ovemiding all restncions (pre-requisile, major, dosed classes) EXCEPT fire code and fiscal holds that prewent registration.

Studeant, Signafune Prird Name Oala

REQUIRED ONLY AFTER CENSUS DATE: Approval signatures and justificaion memo. NOTE: After Cersus day, you are required b
1. obtain approvals fram the college and uriversity and 2. wriite and aflach a mema explairing why you wanl to 3dd a dass so [ale in the
semester. The class will only be addad if thare s a credit on your accoun for this course and classroom capacty has nol been reached.

Dafe
Dean of College, Signafure Print Name

Dean The Gradusds Scheal, Signatune Prirt Narms Dale

* Fiscal Services Stamg for prepayment {only necessany afler census date)
OFFICE USE OMLY

One Stfap initiais Dale: Capacity.
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https://catalog.utsa.edu/policies/generalacademicregulations/registration/

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

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

The form will need to indicate if the student is thesis or non-thesis 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 -

PETITION FOR WAIVER OF UNIVERSITY WIDE REQUIREMENTS

Check all that apply:
Substitution of Cowrses: Core_ | Electve | Other

College of Crepartment:
STUDENT INFORMATION
Name Date
Bamner I Degree Program Catziog Year | Messler [ Doctord
Ex: 23-23 Select I Mash__x Selert H Docr_x
Concentrafion (if applicable)
JUSTIFICATION
APPROVALS
L 1 Approve [ Disapprove
Graduate Advisor of Record , Signafure Frinf Name Diate
- __|Approve | Disapprove
Department Chair, Signature Prinf Name Date
(— | Approve | | Disapprove
Associate Dean, Signature Frint Name Diate
THE GRADUATE SCHOOL
- __ Approve || Disapprove

Vice Provost and Dean of The Graduafe School, Signafure Date

Revised July 2024

12



Petition for Waiver of University Wide Requirements (PET)

General Policies (Other)

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

* |f petitioning for any policy found in Certificate
Program Regulations or Master’'s Degree
Regulations, the justification must be able to

Master's Degree Regulations
Introduction Degree Requirements

answer the following questions: Transfer of Credit

o What does the policy state?
o What did the student do instead? Certificate Program Regulations Master’s Program Regulations

o Why did the student pursue this course of

Certificate Program Regulations

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

13



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 courses 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 Courses in Catalog

27




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

15



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
"...substitution as approved by program director, GAR, 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 Courses in Catalog. PET would be needed if the student
has taken any courses outside of Computer Science Department.

16



Petition for Waiver of University Wide Requirements (PET)

ek Pointe Cohort Petition

* 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 catalog/policy. The justification must be able to answer the
questions below:

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

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.

* |fthere are less than 10 students who are effected 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.

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

PETITION FOR WAIVER OF UNIVERSITY WIDE REQUIREMENTS

Check all that apply:
Substitution of Cowrses: Core_ | Electwe | Other

Ciollege of Depariment:

STUDENT INFORMATION

COHORT PET

Banmer IO Degree Program ) Cataiog Year Master =

Ex: 23-25 SsectfMast_x | SelectifDoct__> |

Concentrafion (if applicable)
JUSTIFICATION

APPROVALS

_— _ | Approve | Disapprove
Graduate Advisor of Record | Signafure Frinf Name Date

_—
Department Chair, Signature Prinf Name Date

_ | Approve | Disapprove

= __ Approve || Disapprowe
Associate Dean, Signature Print Name Diate

THE GRADUATE SCHOOL

= | Approve | |Disapprove
Vice Prowvost and Desn of The Gradusfe School, Signafure Date

Revised July 2024




Petition for Waiver of University Wide Requirements (PET)
Blanket Petition

Quick Points

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

Graduate School approval.
» Blanket petition(s) can only be used when it effects an one entire

catalog. The justification must be able to answer the questions
below:
o What coursels) 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 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

student.

Um The Graduate School
The University of Texas at San Antonio

Check all that apply:
Substitution of Courses: Core | Elective | Other

College of Drepartment:

PETITION FOR WAIVER OF UNIVERSITY WIDE REQUIREMENTS

STUDENT INFORMATION
ELANKET PET

Banner ID Degree Program ) Cataiog Year

Ex: 23-23

Concentrafion (if applicabie)
JUSTIFICATION

APPROVALS
=

Eelectif Mash__x__| Select i Docr_x

| Master | Doctoral

__| Approve | Disapprove

Graduaie Advisor of Record , Signafure Print Name
(—

__|Approve | Disapprove

Depariment Chair, Signature Frin Name
-

Date

| Approve | | Disapprove

Associate Dean, Signature Frint Name

THE GRADUATE SCHOOL
-—

Vice Provost and Dean of The Graduafe Schood, Signafure

Revised July 2024

Date

Date

| Approve || Disapprove

18



Voluntary Withdrawal From a Graduate Degree Program (WITH)
- ]

Quick Points

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

o Fall: November 1st

o Spring: April Ist

o Summer: July 1st
WITH form are submitted by the department for students who would
like to voluntarily withdraw from their program and UTSA.
The student must either not be enrolled or withdrawn from all
coursels) before moving forward for processing.
Once the request has been approved it is a permanent request. The

student would have to reapply to their graduate program if they are

interested in pursuing it at a later time.

Policy on Withdrawal from the University: Student Policy

Graduate Advisor of Rec

Department Chair, Signal

Aszociate Dean, Signatul

VOLUNTARY WITHDRAWAL FROM A GRADUATE DEGREE

PROGRAM

APPROVALS
[

Prinf Name

[

Prinf Name
[

Print Name

THE GRADUATE
Based on the College's
[C

Vice Provost and Dean

Revised July 2024

VOLUNTARY WITHDRAWAL FROM A GRADUATE DEGREE
PROGRAM

This form should be completed only i you wish to withdraw permanently from a graduate degree program. Onee this request is approved,
you must reapply and be readmitted to the University of Texas at San Antonio if you wish to resume your graduate enroliment.

Please note: This form does not withdraw you from your course(s) for this or any semester. i you wish to withdraw from your cowrses for
this semester only, please contact the Registrar's Office.

This is not the Leave of Absence form.

STUDENT INFORMATION

Name Banner ID

Intemational Student?
Yes

=
=]

HOTE: infemationa! studenis must contact the Office of Internafional Frograms. Withdrawal may afect visa sisfus.

VOLUNTARY WITHDRAWAL FROM GRADUATE DEGREE PROGRAM

College; Degree:
Program:, Reason for
Withdrawal: Effective {Date)

Semester and Year:

__ I have dropped all courses for this and future t=rms.
1 am voluntarily withdrawing from the graduate degree program Ested above.

Student Signature Daie

The University of Texas at San Antonlo W

19



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 graduate 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 I
= 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 e g e oy e o g s S bt et St i i
Policy on Change of Grades: Student Policy AN APPROVED, FORN ARD 70 THE OPFICE 0F THE REGISTAAR

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 during course registration.

Deadlines:
o Fall: Aug. 1st
o Spring: Jan. 2nd
o Summer: May Ist
CPOS Petition form(s) is submitted by the department for exceptions to the program
of study. This is a hard deadline to esnure all requests are processed.
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 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 CPOS Petition Guide

UM'I'M Graduate School

The University of Texas at San Antonio

o

PETITION FOR COURSE PROGRAM OF STUDY (CPOS):

Colege of

STUDENT INFORMATION

JUSTIFICATION

APPROVALS

THE GRADUATE SCHOOL

" -~ ) y Dat
Vice Provost and Dean of The Graduate School, Signature Jate

Current Catalog Previous Catalogs

23



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

25



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

® Deadhnes 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
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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 thesis for
masters students

* Teachi duat

eaching gracla gcourses With a Special Membership appointment you
* Canserve on thesis and
may teach graduate courses or serve on

dissertation committees, and chair ,
graduate committees.

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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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 titles: m—
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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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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Certification of Completion of Thesis Requirements for Master's

Degree (CERTMST)
Quick Points

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

* 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
m  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

The Graduate School

The University of Texas at San Antanic

CERTIFICATION OF COMPLETION OF THESIS
REQUIREMENTS FOR MASTER'S DEGREE

This is o certify that the student named below has complated allrequirements for thesis associated with the
degree indicated and that thesis has bean filked with the Graduate School.

STUDENT INFORMATION

Name myplTSA 1D

Thesis Tille [as i is fo be lsled an the sfudenls aficial records]

Semaster hours of credit to be awarded lor thesis:

Grade o be awarded for hesis credit:

Diate thesis approved by commilles:
Degree to which thesis applies (MA., M5, elc.. area and concentration):

THESIS COMMITTEE MEMBERS

Chair, Sighalure Print Name Dale
Mernber, Sigrature Prirdt Namea Date
Merrber, Sigrature Frrit Name Date
Mernber, Sigrature Prarit Name Date
Owtside Member, Signative Privit Newme Date
DEPARTMENT

Graduale Advisor of Record, Signalure Prirt Name Date
Dapartment Chair, Signature Pririt Nama Date
COLLEGE

Assoctate Daan of the College, Signature Frivit Narre Date

THE GRADUATE SCHOOL
Based on the College's recommendation, | herelry [JApprove [ Deny the request.

Vice Provost and Dean of The Graduate School, Sigialurs Dalg
OFFICE OF THE REGISTRAR

A) Cradit and grade entered on student’s record? [B] Thesis title entered on student’s record?
] Graduation check updated? 0] Student notified? E| Notes
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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
o All petitions/forms need to be submitted in the GS Documents Teams folder.

o Do not emails forms.
o Especially not directly to Dr. Mathur for her review or approval.
o |f 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 Formsin the older version will be returned.
o Forms are dated with the last update.
e Submit forms by deadline.
o All deadlines bolded and in red are firm deadlines.
o |f revisions/additional information is requested, must be resubmitted in a timely manner. Otherwise

request 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.
* Delays can slow updates to student's academic record.

o Approved forms are used to update student’s progress in Degree Works and Banner.

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,
list 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/

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

43



https://www.utsa.edu/enrollment/sissecurity/access/

DW Worksheet View — Master’s

Worksheet

Dlaria e bl

Major in Business Administration, MBA

Livil B -G p St Claasiuation Gradudnh LEEmey Maper By
R T ST T T §la AT SEh e [P e 2Pl

Degres progress

Akl e

Degree in Master of Business Administration

=4+ PlgapE NEtk SO0 CHSrERITOCE T80 nar Saen walcuckd dar gradeard Searedr F

gk e - TRa 5"' Feggidad
Bidas Epud vl oL Suil Fepmided

4]

A il B T B s o 'O o pate
tasiar of | cepr e [ b a4 S0l Aspiial R v e e
Cotlmge £ P Srwibee) Conalisy Fpo 1003 Bunaset Fosndatons e T -4 5
ancial Aoy ] MER pnCiel Aroou - |
BrageTans B e B 32 : Z4m Qrpanizat i
TER
Tyt 4M45EP A
: a W B on i T ]
L
i BTEEE BT (5] 2] ! a7 WETaRETE
ot TTSTE I - | LE R L T
i sz VEmagETe EX amzal Me=agere
Secran dnayea end Producion Sl reepded B Camin @
ETRGHTE
PLPT- O £ R L Snilt A
g Mprgaamens o Falig Tnl ke dd !
ERERAL THERIS DA WOM-THESIE CFTION Suill mapdad o ia v
#raryl ThE ek ol of the & B
Sgproved Dacien = s 't wd By Gradute
ki aa ]
amE ' T & Cre
AU EE BT QUEITSNT BT YOLT SR Srogrer e
#-ats “rumiz Op hgury of slaciear a3 ] Gracdeabes T
L. a-u LES " s 4
L] b + 4 LI - ik |- % ) L ] L o
b [ s rebieRl @ 3D L C = 1 M requit it
—grEte +# ana=inption & ¥ S L]
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DegreeWorks — other sections Master's

In-progress
i o - - | - Currently enrolled courses

Not Counted . .
ettt 0 o e Courses not applying towards degree requirements

Course Title Reason Grade Credits Term Repeated

or degree hours

Spring 2004

Extra Courses - Credits Not Applied to Graduation Requirements

Courses that the student has completed or has in

Course Title Grade Credits Term Repeated

T e : ; g 225 progress, but they are not applying to their degree

: : Sping 202 requirements.




Petition forms used to update DW

 Transfer of Gradvate Credit Towards a Master's Degree (TRANS)
* Petition For Waiver of University Wide Requirements (PET)

o Core Course Substitution
o Prescribed Elective Substitution

o Elective Substitution
o Blanket Petition

o (Cohort Petition
o (CPOS Petition
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Transfier of Graduate Credit Towards a Master’s Degree (TRANS)
(Transier credit from other institutions)

« Student’s degree requirements on DegreeWorks are updated according to the approved transfer credit
petition.
 Forexample, a student had PS735101 from Oblate School of Theology approved to count towards
electives requirement. 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.
 Courses are not actually transferred, so you won't see a course applied to the area.
 Butyou will see that the hours were adjusted to account for the transfer hours approved. In this
student’s case, instead of needing 12 hours of electives they now need 9 hours of electives.
* 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 (ex. prescribed electives)
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Example:
Transfer Credit Exception on DegreeWorks
(Credit earned at Other Institutions)

Degree in Master of Science ccuriern

equired 37 edits ar ed ) Qq year

***Please note that DegreeWorks has not been validated for graduate degrees. Please contact your advisor If you have any questions about your degree progress,***

(O  Hours required for program Still needed: 60 hours are required. You currently have 9, you still need 48 more hours
v e e e
©® You meet the minimum GPA requirement

() Major Requirements Still needed: See Major in Clinical Mental Health Counseling, MS section

(O APPROVED ELECTIVES

Major in Clinical Mental Health Counseling, MS

Credits required: 57 Credits applied: 9 Catalog year: 2023-2024 SPA: 4.00

A

All courses must be completed with a grade of 'C' or better, with a maximum of two grades below 'B’

Exceptions

Created
on

Type Description Created by Block

Remove Course and/or Change the transfer petition approved. PS735101 Oblate 04/17/2024 Saucedo Major in Clinical Mental Health Counseling.
Limit Susie MS

Remove Course and/or Change the transfer petition approved. 3 Oblate Schoo 04/17/2024 Saucedo, Degree in Master of Science

Limit Susie

Remove Course and/or Change the transfer petition approved. 3hrs O 04/17 Saucedo, Major in Clinical Mental Health Counseling
Limit Susie Ms

Still needed:

9 hours of approved electives are required

Exception by:

Enforced

Yes

On: 04/17/2024 Remove Course
and/or Change the

Limit:
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Transier of Graduate Credit Towards a Master's Degree (TRANS)
(Credit earned at UTSA)

* We send the approved form to Registrar/Graduation Coordination and they change the course level from
03 to 02 (Doctoral --> Masters).
* Once they make the course level change, then it will appear on the student's DegreeWorks

* Note: If the course is not applying to a specific area of the new Master's DegreeWorks worksheet then

reach out to Retention and Graduation Program Coordinator and inform them of DegreeWorks issue and
they will route to correct Graduate School staff.

49



Transier of Graduate Credit Towards a Master's 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.

Major in Anthropology, MA 7

EQUIRED BASIC CO

 Example: Student will be using ANT 6353 to substitute
for ANT 5023. P
 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 Wlth additional information or RG W|” be Extra Courses - Credits Not Applied to Graduation Requirements

Srill needed:

reaching out for clarification on petition applicability.

2023
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Certificates

Cert in Real Estate Finance and Development | e |

U - _ & F e = _ ol e = - . =
_red 2quiredg 2 ~Fegdits applieg & S[30g Wes UL S-2004 UFA. 383
L ——— = k P o - sl i T a4
AUl COBrEEs MUsSE BE Compieted WIth a GracE a9y = Or Defier.
7 Hours required for certificate
5 0 T ey g CTh] = Ba Eersda Becs - = C=ll B
12dl ESEale Frincigies g L =t t2dl ESEITIE Fhncigies 2! b Faill LR

] Real Esvate Finance snd [nvestment FIN &54: [ndeperndent Study A 3 Spring 2024

Exception by Saucedo, Susie On: 02/76,2024 Substitute: FINESS3 SP24 sub for FIN 5423 petitic

4 Real Eztate Construction FIN €943 Independant Study - 3 Spring 2023

Exception by Saucedo, Susie On:- 021672024 Substitute FINEA53 S5F23 sub for FIN 5443
(o Hegal Errate Develspment FIM E2% Heal Eztate Developmaent - 3 Fall 2023




Petition For Waiver of University Wide Requirements (PET)

* Information included on form is detrimental in ensuring a student's DegreeWorks is updated accurately
o Program (include: thesis/non-thesis, concentration, track etc...
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.
= 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

Advanced Research on Instruction

Crverviews o

<) Exploration of

and Teaching

A Socio-consonactiv

o

. I
TSR TIVESs ar

Behavioral ared (

= Ewvaluation of Research

O RESEARCH METHODS COURSES

Instructional Inguiry

CORE COURSES

Interdisciplinary Learming

<) Critical Cultural Perspectives on ILT

ERTUA] Perspectives

or better.

Still needed:

5till needed:

Still needed:

ILT 7003

ILT 7143

EGR 6183

EKLL‘[.:UR.'“ oy

Still needed:

Exception by

% are Feguired,You

n ILR 764

Aear Ren Das

ration of ILT

) Educa

i Mlethod Analysis and

currently have 3, you st

Cognit Persp

ition

Engr Ed Research

finstrct Ing

ri of approved research

wrently have 51, you still need 9 more

methods courses must be selected fr

need 3 more hours

- ]
At i
-2 2
At

Substitute

Substitute

2023

within the Colleg

pring 2023

spring 2043

2023

53




Examples: DegreeWorks updated with petitions

Major in Cybersecurity Science

P

Major in Biology, MS
@) Hours required for major
Unmet conditions for this set of requirements: 36 hours are reguired. You currenthy have 24, you stilll need 12 more howrs
All courses must be completed with a grade of 'C” or better &  Principles of Cyber Security C5 5323 Principles of Cybersecurity A- 3 Fall 2023
& Practical Awack and Defense Technigues Cs 5713 PractArtack&DefenseTechnigues A 3 Fall 2023
0 Thesis OptionEmphasis in Microblology
and [rmrmunddogy . - . & " . . o -
g (& Computer Science Courses CS 5233 Artificial Intelligence B+ 3 Spring 2024
& Core Lecwre Courses BID 5133 Principles of Cell Biclogy A 3 Fall 2021
C5 5523 Operating Systems B+ 3 Spring 2024
BIO 52 ehples of Chemical Blology A | Spring 2002
@) Reguired Electives C5 5343 Secure Systems & Software P (3) Fall 2024
2 Research Support Courses BIO 7041 drug Dy From Matura CR 1 Fall 2022
LUFCES :
C5 6353 MNetwork and System Security P (3) Fall 2024
BID 7041 Drug Dev from Matural CR 1 Spring 2023
Sources @)  Other Electives 5 6343 Cyber Risk Management A 3 Spring 2024
BIO 7041 ruey [ese fromy Manurs CR 1 Fall 2023 . o . N
! rug L e C5 5173 Steganography IP 13) Summaer 2024
ZOHIFCES o
BID §953 Independent Study G 3 Spring 2024 Exception by ey, i On: 042372024 Apply Here approved pe { 1 pply
C on by e On: 0: F Apply Here [ f ' e . =1 - a " i - 5
Exception by o Pply Here D Master's thesis or Additional Electives CS 5723 Crypto Currencies & Bitcoins IP (3) Fall 2024
CS 5733 Privacy Enhancing Technigues A 3 Spring 2024
() 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.




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




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

Forms updated by Registrar

o (Courses that have exceeded the time limit are list at the bottom of Degree Works.
o (Graduate School DegreeWorks team will add an exception to account for the amount of approved
courses on the approved form.
* Example, there are 6 courses listed on form, then the exception we apply adjusts to allow 6 expired
courses to apply to the student's DegreeWorks. Other adjustments are sometimes made to ensure
the courses approved are the courses DegreeWorks applies.
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Forms updated by Registrar
Degree in Master of Science
~
Credits required: 60  Credits applied: 54  Catalog year: 2020-2021
Unmet conditions for this set of requirements: 60 hours are required. You currently have 54, you still need & more hours.
#**Please note that DegreeWorks has not been validated for graduate degrees. Please contact your advisor if you have any questions about your degree progress, *%#
Exception by: Saucedo, Susie Oon: 10/24/2024 Remove Course andfor time limit petition approved
Change the Limit:
Exception by: Garcia, Amanda on: 10/24/2024 Substitute: Exclude COU 5243 taken prior to 202510
) You meet the minimum GPA reguirement
() Major Reguirements still needed: See Major in Clinical Mental Health Counseling, M5 section
Extra Courses - Credits Not Applied to Graduation Requirements
Course Title Grade Credits Term Repeated
DEM 7803 DrRes: Comprehensive Exam Prep A- 3 Summer 2016
DEM 7903 Policy Development = 3 Spring 2016

-
0
0
n
W
W
w
(L))
w
w
G
2
v
3
"
2
{ ]

Jrban Planning Methods Il




Alert: Extra Courses

Extra Courses - Credits Mot Applied 1o Graduation Regquirements

D Cid TR

* |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:

o the petition process for prescribed catalog
requirements (course listed, course options listed)

o orifthe 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.

o CPOS - extra courses might trigger student financial aid
issues with new CPOS implementation.
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De

reeWorks Workilow

Need DW update

Email RG of
concern/issue/question

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

RG will communicate with
Graduate School DW team your

concern/issue/question/request
for update etc...

We will update the student’s
DW as requested, if

approved/applicable and notify
RG of completion

RG will provide you with

information, update, etc...
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Clarification requests

* RG's may reach out for additional clarification on the applicability of petitions.
» Example: Petition states elective but there are three elective sections (prescribed, free, and additional
electives).
« 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.
 An approved petition for a course that the student never enrolled in




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 cohort 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 Master's 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 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 Approved forms are used to update student'’s progress in Degree Works

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 ORI TS, [DIHETTS, * 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 o

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