% The Graduate School

Forms &
DegreeWorks

Masters
Presen ted by: Administrative Support Te m ¢




3

Meet the Team

* |Introductions

Introduction

s 3

Petitions & Other
Forms

* Overview

* Petitions & Forms

* Petition for Reinstatement
 Deadlines

: 3

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

: 3

Resources

 Point of Contacts

(POC)




Meet the Team

Ginger Hernandez Susie Saucedo Gabby Zepeda Clarissa
Benavides
Senior Manager of Management Analyst Administrative Administrative
Administrative Associate 11 Associate |

Support Operations



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
UTSA e e

Faculty/Staff

The Graduate School

AL
A w[:_’

faculty/staff resources

resources
» Automated Student Access Prozram (ASAP) UTSA is an emerging rezzarch university and one of the fastest-growing public universities in Texas. Our top%&r university currently offers over 100 graduate programs across our
colleges including: Carlos Alvarsz College of Business, College of Education and Human Devalopment _Jargie and Bill Klesse College of Enginzering and Integrated Design, Collegs of
B Graduats Catzlog Liberal & Fine Arts, College cf Healfth Community and Policy, College of Sciences and the School ats Science.
Excellence, innovation, and creativity are abundant at our University. A prime examp+ of this is UTSA's recent ranking as one of the best young universities in the nation by Times Higher
Education. UTSA has also been recognized as 2 Global Leader and highly ranksdthe best University for Veterans by Military Times and “Best of the Bast™ U.S. universities for Hispanics
J 2 X : African-Americans and Females by the Hizpanic Network Magazine.
The Graduate Schoo! is committed to advancing academic
excellence in graduate and postdoctoral education and
training. We have several departments that can assist you with
guestions regarding professiona! development activities, Graduate Council » Propose and Evaluate »
administrative processes, and graduate student success
initiatives,

Forms > Mentoring >

Petitions and Other Forms

Office Hours: 8 AM. to 5 P.M., Monday through Friday 2 o

Campus Location: GSR 2,116 orms Institutional Training Grant Resources >

Graduate Reinstatement Forms

Phone:210-458-4331
Graduate Faculty Special and Adjoint Membership Forms

Questions regarding admissions, transcripts and recruiting,

Petitions and Other Forms Deadlines




Where to Access

Orientation G.RAD.Space Current Students Tuition & Funding Postdoctoral Affairs AboutUs News

resources
h Automated Student Access Program (ASAP
B Graduate Catalog

The Graduate School is committed to advancing academic
excellence in graduate and postdoctoral education and
training. We have several departments that can assist you with
questions regarding professional development activities,
administrative processes, and graduate student success
mitiatives.

Office Hours: 8 AM. to S P.M., Monday through Friday
Campus Location: GSR 2.116
Phone:210-458-4331

Questions regarding admissions, transcr

pts and recruiting.

Petitions and Other Forms

Doctoral and Master's Forms
Master's Forms

Doctoral Forms

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 reqguiring
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.

Master's Forms

Certification of Completion of Thesis Requirements for Master's Degree: The department will complete this form and route to The

Graduate School for approval once the student has met all requirements to graduate. This form must be received by The Graduate

School no later than the final deadline to submit a thesis.

Transfer of Credit towards Master's 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

School approval.
* Deadlines:
o Fall: November 1st
o Spring: April 1st
o Summer: July Ist
 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 1 SCH to hold an appoitment.

 ASST form will need to be completed if the student is on Academic Probation.

e Under enrollmentin 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.
Policy on Assistantships HOP Policy on Assistantships

m The Graduate School
The University of Texas at San Antonio NS

PETITION: ASSISTANTSHIP POLICY

STUDENT INFORMATION

Student Name Banner ID

Degree Program

AcademicStanding: IMaster's ] Doctoral

JUSTIFICATION

GRADUATE ADVISOR OF RECORD OR DOCTORAL COMMITTEE CHAIR

[
] Approve ] Disapprove

Graduafe Advisor of Record or Doctoral Committee Chair, Signature
DEPARTMENT CHAIR
-

] 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



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

Transier of Graduate Credit Towards Master’s Degree (TRANS)

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
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.
Course name, number, and grade should appear exactly as it does on the
transcript.
Courses that were used towards another 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.

Policy on Transfer of Credit: Graduate Catalog Policy

TRANSFER OF GRADUATE CREDIT TOWARDS MASTER’S DEGREE

If fransfer eourses

JUSTIFICATION

APPROVALS

Time Limit for Compld

The coursd
This degre|
The majority |
[

Graduaie Program Con
[—

Department Chair, Sign|
[—

Associate Dean, Signat
THE GRADUATH

Based on the College’s
[

Vice Provost snd Dean

Revised July 2024

m The Graduate School
The University of Texas at San Antonio

TRANSFER OF GRADUATE CREDIT TOWARDS MASTER’S DEGREE

Generally, all work for the master's degree mast be completed at UTSA. Transfer credit of wsually no more than six semester credit hours

may be allowed for graduate coursework completed at another accredited institution wpon the approval of the appropriate Graduate
Program Committee in which the degree program is located. This petition may allow a maximum of ocne-third of the semester credit
howrs. of coursework (exclusive of thesis) required for a degree at UTSA to be accepted as transfer credit for the degree. This form must

be completed by the department.
STUDENT INFORMATION

Name Banner IDY

Degrese Frogram Dafe

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

15 reguured fo aftach ranscmplfs), the SyiEDUS oF CoUrse Jescription, and evidence iNal ife universty Where the COUrSe Was taken

COURSES TO BE TRANSFERRED

5 acoredimed.

Semester Course Number Equivalent

Hours Equivalent
Taken and Name Grade | o e

Name of Institution

Credits to be used
to fulfill the
requirements
below

catakog

Secson

of
Cataiog _

ection

* The cowrses Nsted above must have a grade of B or beffer, be from an accredied wniversity, and nof have been wsed in ano!

10


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

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

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 Ist
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

-_—
Groduste Adisar of R m The Graduate School
The University of Texas at San Antonio -
Comments
PETITION: COURSE(S) EXCEEDING TIME LIMITATION

DEPARTMENT CHA
[
Deparfment Ghair, Signafurs Name Banner ID
Comments: Anticipated Graduafion Date

Degree Program " =

_Master's | Dochoral

COURSE(S) EXCEEDING TIME LIMIT

Justifieation:
ASSOCIATE DEAN
= |
Associste Dean, Signaturs
Comments
1
DEAN OF THE GRA|

Course/Numiber Name of Course Semester Taken Grade
E— Example: EDU 5003 Research Methods Fall 2004 A
Vice Provest and Diean of TH
DEPARTMENT COMMITTEE MEMBERS
Name Signature Approve Disapprove
Revised July 2024 Exampie- Henvy Ford Henry Ford EDU 5003

11


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
e 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 San Antonio

GRADUATE STUDENT COURSE ADD FORM

DocloralMasier's student o add 1. ASAP registration has closed, requiring Depariment Chair and Instrucior signaiure.

a course for any of the following: 2. Afler Semester Cersus date has passed requires Deparimental, Academic College, and Graduale

Schoal Agproval.

3. Student is unable o add Undergraduate course Tor Undergraduabe credit due io Graduate lewval
restriction.

4, Class does nal have an active Waillist.

5. Prepayment has nol been recaived prior lo Cernsus date.

Nawme mylTSA ID
Phons Emai

Tesmmn: |Fall [ Speing (] Sumimer i __|

CRN. Subject: Course L3 Sacfion #
NOTICE TO STUDENT: Once all signatures ane ablained, submit form (o the Ore Siop Enraliment

Center for Processing. Losations: Main Campus JPL 1.01.04  Dawnbawn Campus FS 1.500

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

APPROVALS

REQUIRED UNTIL CLOSE OF BUSINESS ON CENSUS DATE:

Dt
Instruckar, Signadure Prird Narne =

Dapaviment Chak, Sigratre Prinf Name Dt

HOTICE TO INSTRUCTOR AND CHAIR: By signing you are aulharizing the errcliment of the student inlo fie section induding
overiding all restichions (pre-requisile, major, dosed classes) EXCEPT fire code and fiscal holds that prevent registration.

Student, Sipnafurs Prird Nams Oala

REQUIRED ONLY AFTER CENSUS DATE: Appraval signatures and justificalion memo. NOTE: After Cersus day, you are required Lo

1. oblain approvals from the college and uriversity and 2. wite and aflach a mema explairing why you wanl to &dd a dags so lale in the

semester. The class will only be addad if there is a credil on your accounl for this course and c&ssroom capadty has nol been reached.

Date
Dean of Collegs, Sigrafure Frint Name

Dman The Gradusis School, Signatuns Prrirat Mame Date

* Fiscal Services Stamp for prepayment {only necessary afler census date)
OFFICE USE OMLY

One Stag iniliais Dale: Capacity.

12


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

Petition for Waiver of University Wide Requirements (PET)

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

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 is listed on the form and should be listed
in the following format:

o C(atalog Year
= Example!: 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 Cowses: Core | Electwe | Other

College of DCrepartment:
STUDENT INFORMATION
Name Date
Banner ID Degree Program Catalog Year | Mersler [ Doctoral
Ex: 23-25 SeiectifMast_x_| SelectHDodr__x |
Concentrafion (i applicable)

JUSTIFICATION
APPROVALS
L | Approve [ Disapprove
Graduate Advisor of Record , Signafure Frinf Name Date
== _ | Approve | Disapprove
Depariment Chair, Signature Print Name Date

[ 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

13


https://catalog.utsa.edu/graduate/
https://catalog.utsa.edu/previouscatalogs/

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

Master's Degree Regulations

Regulations, the justification must be able to e etion Degree Requirements

answer the following questions: Transfer of Credit

Certificate Program Regulations

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

14


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

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?
* Thejustification will be completed by the department and
not the student.

A. Required courses (27 semester credit hours):

CHE 5263

Advanced Analytical Chemistry
Advanced Biochemistry
Advanced Inorganic Chemistry
Advanced Organic Chemistry
Advanced Physical Chemistry

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

Example of Core Courses in Catalog

27

15



Petition for Waiver of University Wide Requirements (PET)

Prescribed Elective Substitution

Quick Points

* 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 PQOS 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 |f the PQOS 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)
c. 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

16



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 coursels) 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 Coursesin Catalog. PET would be needed if the student
has taken any courses outside of Computer Science Department.

17



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.
* |f there 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.

Um The Graduate School
The University of Texas at San Antonio r~
PETITION FOR WAIVER OF UNIVERSITY WIDE REQUIREMENTS
Check all that apply:
Substitution of Cowrses: Core | Electwe | Other|
College of Diepartment:
STUDENT INFORMATION
COHORT PET
Name Dt
Banmer IO Degree Program ) Calalog Year I Marster EDoctoral
Ex: 23-23 Seiect If Mash_x Select i Dodr__x
Concentrafion (i applicable)
JUSTIFICATION
APPROVALS
-_— _ | Approve | Disapprove
Graduaie Advisor of Record , Signafure Print Name Date
-_— _|Approve | Disapprove
Depariment Chair, Signature Frinf Name Date
(— __ Approve || Disapprove
Associate Dean, Signature Print Name Date
THE GRADUATE SCHOOL
— | Approve || Disapprove
Vice Frovost and Dean of The Graduafe School, Signafure Date
Rievised July 2024

18



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 coursel(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 the catalog?

* |f there 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.

* Thejustification 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
E}mAeN KET PET

Banner ID Degree Program ) Catziog Year

Ex: 23-25

Concentrafion (if applicable)
JUSTIFICATION

APPROVALS
-

Belect i

| Master | Doctoral
Mazt_w Select H Dock_x

_ | Approve | Disapprove

Graduate Advisor of Record | Signafure Frinf Name

[

_Approve | Disapprove

Department Chair, Signature Prinf Name
|

Date

__ Approve || Disapprove

Associate Dean, Signatune Print Name

THE GRADUATE SCHOOL
[

Vice Provost and Dean of The Graduafe School, Signafure

Revised July 2024

Date

Date

__ Approve || Disapprove

19



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 1st

o Summer: July Ist
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
coursel(s) 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

VOLUNTARY WITHDRAWAL FROM A GRADUATE DEGREE

PROGRAM

APPROVALS
-

Graduste Advisor of Reg

m The Graduate School
The University of Texas at $an Antonio woTw

Prnf Name
[

Department Ghair, Signal

Prin Name
| —

Associate Dean, Signatul

Print Name

THE GRADUATE|
Based on the College’s
[—

Vice Provost and Dean

Revised July 2024

VOLUNTARY WITHDRAWAL FROM A GRADUATE DEGREE
PROGRAM

This form should be completed only if you wish to withdraw permanently from a graduate degree program. Once 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. if you wish to withdraw from your courses for
this semester only, please contact the Registrar's Office.

This is not the Leave of Absence form.

STUDENT INFORMATION

Name Bannear ID

Intemational Student? = A
Yes No

NOTE: Infemational students must contact the Office of Infernational Frograms. Withdrawal may affect visa siafus.

VOLUNTARY WITHDRAWAL FROM GRADUATE DEGREE PROGRAM

College: Degree:

Program: Reason for

Withdrawal: Effective (Date )
Semester and Year:

| l'have dropped all courses for this and future terms.
__ lam voluntarily withdrawing from the graduate degree program listed above.

Student Signature Daie

20



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

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

mylITSA ID:

Student’s First Name:

myUTSA 1D: Student’s Fiest Name:

Permission for Enrolling in Undergraduate Courses While

a Graduate

How to Submit Form: Submat completed form thmugh the Do P
* Figlds 1o select on the Docament Uploader: Department: Registrar; Term: Select Anplicadle Term; Category: Registration Forms: Docament: Permission
v

for processing.

for Envolliag ln Undergraduate courses while o Graduote

Directions:
1.A graduate student may

2. Students taking an undergrad
e lev

3. Syflabus indicating graduat

of work in undergraduate Course must be aRached %0 this form

enoll in an undergraduate course and apply the credit eamed %o his/her

ale course for graduate credit me<t obtain all Signatures on foem.

at the time of submitting

UTSA

Registrar

praduate degree.

O UTSA 1D:
A=
Nu ed Emal
Undergraduate Course to be Taken
Subjea
Explain the reasons for this request AND attach copy of the Syllabus that indicates graduate kved work 10 be completed
uden
wed By Processed By For vised 08 13

21



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

Change of Grade Form (COG)

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

School approval.
* COG form must be requested through Office of the Registrar.
* COG(s) forms only need Graduate School approval once they have exceeded

an academic year.
o The justification will need to indicate why it took over a year to complete

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

Policy on Change of Grades: Student Policy

Please

smding be charged fromm
Irvemury Forrs snd ‘Weh/Thanss of Gioade FormaFiRey. 123020

m The University of Texas at San Antonio

Change of Grade Form

WHEN APFROVED, FORWARD T THE OFFICE OF THE REGISTRAR
For Keglsirar's (ffiee Use Cenly

Processead by

SUBIECT CHIRSE Mk SECTHIN RD0) Instrucior
Iph Nmmric Numeric Frint L
- | Cirade 1o be changed ic
letizr geade, 1M, MR, e leteal
e
Drae
I Prind Mas
Dsie
e D F
Dime
[ Prind Narr
ul b ld approved by Undergradusse Ssedies (for usdergradegies) or the Graduae Sob g L
Drae
Vax: F F Prisd N
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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.
https://catalog.utsa.edu/policies/generalacademicregulations/grades/#:~:text=toward%20the%20degree.-,Change%20of%20Grades,Under%20no%20circumstances%20will%20grades%20be%20changed%20after%20one%20calendar%20year.,-Contact%20Us

Petition for Reinstatement
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Where to access Petition for Reinstatement

The University of Texas
at San Antonio

Orientation G.R.A.I Space CurrentStudents [uition & Funding Postdoctoral Affairs About Us News

The Graduate School

arrent students

The Graduate School at The University
The Graduate School is dedicated to
graduate students through professior

f Texas at San Antonio is here to ensure you have the necessary resources and support to ensure a successful graduate education experience,
viding innovative and quality education for students through professional develiopment and life-iong leaming. Our mission is to empower UTSA
| and interpersonal deveicpment cpportunities.

Graduate and Postdoctosal Success > Graduate Advisors >

Thesis & Dissertation > Student Services > Orientation G.RA.D.Space CurrentStudents Tuition & Funding Postdoctoral Affairs About Us News

The Graduate School

Academic Resources > Graduate School Newsletter >
resources Academic Hol

Unofficial Transcripts Annual Review and IDP >

Petition for Reinstatement

A student who has been dismissed academically may petition for reinstatement after one semester (Fall, Spring, or Summer) has elapsed from the date of dismissal. Under excepticna
circumstances, an Early Consideration Waiver may be considered for possibie reinstatement the following semester. For exampie: 3 student who is academically dismissed in Spring 2023
may submit their petition for reinstatement during the Summer semester for possible reinstatement for Fall 2023, pending the approval of the Reinstatement Committee.

k Automarted Student Access Program (ASAP)

B8 Graduate Cawlog

Studens Forms

contact us e

X Student Policies
The Graduate School is committed to advancing

academic excellence in graduate and postdoctoral

education and training. We have several departments

that can assist you with questions regarding G.R.A.D. Space >
professional development activities, administrative

processes, and graduate student success initiatives,

Students are required to complete a reinstatement packet along with 3 letter containing a!l explanations, recommendations, or other supporting documentation for the reinstatement
request and submit them to the Senicr Vice Provost & Dean of The Graduate Schoo! on or before the following deadlines:

e June 15 for Fall Semesters

Ju— pr— * October 15 for Spring Semesters
apply online request info o March 15 for Summer Semesters

Office Hours: 8 A.M. to 5 PM, Monday through

Friday resources
» Automated Student Access Program (ASAP) Before you ﬁ" out the form +

B Graduste Catzlog
Completing the form -+

contact us

Decision and Next Steps +
The Graduate School is committed to advancing

academic excellence in graduate and postdoctoral
education and training. We have several departments
that can assist you with questions regarding
professional development activities, administrative
processes, and graduate student success initiatives,

Click here to view the Graduate Reinstatement Step.by-Step Guide.

Questions?

If you have questions on the reinstatement process, please contact:
Office Hours: 8 AM. to 5 M., Monday through I 5 : Y
Friday y
gradschooladmin@utsa edu or (210) 4584331

Campus Location: GSR 2.116
As a graduate student, you are responsit'e for reading and completing the Petition for Reinstatement Packet

Phone:210-458-4331 2 4



Quick Points

e Student must completed the packet and route to The Graduate School.

e Workflow Process

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

Petition for Reinstatement

Reinstatement Process
UTSA Graduate Schoo| | May 21, 2024
2 S Recieves Complete Incomplete
g & | Reinstatement packets are _ | packets sent
TG | Packetfrom sent to back to
@ @ Student college student
%", Send to
Q Complete? Graduate
8 School
Y
. ( Reviews reinstatement decision |
-t E i
g E Not Reinstated but
o ; allowed permission Denied Denial sent to
g 0 R to apply to new reinstatement student
program
— a .
p E Academic Academic Standing
© ﬁ Standing updated by
E E updated by Admissions upon
& E Records application approval
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E\ The Graduate Council

Graduate Faculty




Whois it?

Graduate Faculty

Professor, Assistant Professor,
Associate Professor

The Graduate Faculty

(as defined by the Gradudate Council)

Graduate Faculty Scholars

Professor, Assistant Professor,
Associate Professor

Special Member of the
Graduate Faculty

FTT (Fixed-term track) and Faculty Members
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

« Teaching graduate courses

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

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

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

Committee Role

No membership needed to

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.
Will remain in effect until the next Graduate Faculty Scholars may
Term request a vote for Graduate Faculty 3-year term S-year term

academic program review

status annually

27



https://graduateschool.utsa.edu/faculty-staff/graduate-council-bylaws-3.3.22.pdf

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

 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

28



Special Membership (SM) Application

Quick Points AR ron s ey s
* Must be completed and submitted by the department. iR
* Deadlines are every 15th of the following months: ] AamacaTion FOR CRADUATE FACULTY SPECIAL
o Fall: August-November = P e oodumte semot
= October 15th: Deadline for Fall Graduates = UTSA 5.2ttt
o Spring: January-April | T Smadhan roR cRACUATE FacuLTY speciaL
= February 15th: Deadline for Spring Graduates =
= April 15th: Deadline for Summer Graduates o] e i
* You need a Special Membership if you do not hold one of the following Graduate = -
Faculty titles: [ R R
o Professor . —
o Assistant Professor :
o Associate Professor s T
Information on Committee Composition: Graduate Catalog Policy L —
Information on Adjoint/ Special Memberships: Graduate Council Bylaws e

Information on Graduate Faculty Titles: Handbook of Operating Procedures (HOP)
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https://catalog.utsa.edu/graduate/doctoraldegreeregulations/admissiontocandidacy/
https://graduateschool.utsa.edu/faculty-staff/
https://www.utsa.edu/hop/chapter2/2.02.html#:~:text=Tenure/Tenure%2DTrack,of%20Assistant%20Professor.

Adjoint Membership (AM) Application

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

o Fall: August-November
= (October 15th: Deadline for Fall Graduates
o Spring: January-April
= February 15th: Deadline for Spring Graduates
= April 15th: Deadline for Summer Graduates
* You need an Adjoint Membership if you are from a program with a Memorandum
of Understanding (MOU) with another institution.

Information on Committee Composition: Graduate Catalog Policy

Information on Adjoint/ Special Memberships: Graduate Council Bylaws

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

The Graduate School

The University of Texas at San Antonio

APPLICATION FOR ADJOINT FACULTY FOR GRADUATE
FACULTY MEMBERSHIP

APPLICANT

Full Name Requasiing Deparmant

Requesting Cofiege

Saaus: [ Inital Appointment as a Special Member to the Graduate Faculty
] Reappoimment a8 a Special Membér to the Graduate Facully

Drate of instinl sppointment:

CURRICULUM VITA
* Ploase attach a copy of & current Curricufum Vita,

Cumant Non-U'TSA PosfioryTing  (if appilcabie) Curren Non-UT SA AMatonEmEIoyer [If apphcabie)

a} HighestCegrew Eoenet
By Whan and VWhens Obtaned:

&) Areaof Special@aben:

d) Does the apphicant held a terminal degree in the Seld of this applcation? Yes ] Mo Explanason of the

spplicant's qualﬁcrdmn For this special membership if the applicant does nof cuerently possess @ terminal degree in the feld of this.
BppaCEDOn

SIGNATURES & RECOMMENDATIONS

Kumber of Depariment Graduate Program Commifiee members
Vote (for/against)

Cate of Vote
[ Approwe | Disapprove
Graduwale Program Char, Signalure Prinf Nare Dale
e — [Approve [] Disapprove
Depariment Char, Signarure Prirt Name Dale
D Appecve [ | Drsapprove
Associate Dean, Signature Prnt Mame Date
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https://catalog.utsa.edu/graduate/doctoraldegreeregulations/admissiontocandidacy/
https://graduateschool.utsa.edu/faculty-staff/
https://www.utsa.edu/hop/chapter2/2.02.html#:~:text=Tenure/Tenure%2DTrack,of%20Assistant%20Professor.

Where to access Membership Applications

The Graduate School

Located here
is the

, 19 B TR membership

resources Special and Adjoint Members of the Graduate Process,
R Automated Student Access Program (ASAP) FaCUIty d e ad li n e s,

8 Graduste Catalog How do department's request special or adjoint membership for a faculty member?

° °
1. An application for Special Membership or an application for Adjoint Membership must be filled out and current Vita must be attached. a p p ll Catl o n S,

2. The completed application must be submitted by department in which the applicant would like to be a Special or Adjoint member.

The Graduate School is committed to advancing academic

excellence in graduate and postdoctoral education and APProval PrOCESS: a n d Co m m 0 n

training. We have several departments that can assist you with

§ ; \ S 1. The application must be approved by the Graduate Program Chair, the Department Chair, and the Associate Dean of the college.
guestions regarding professional development activities, . !
S0 3 2. After all the signatures have been gathered at the department and college level, the form must be routed to the Graduate School.
administrative processes, and graduate student success =
initiatives, 3. The Graduate Council's Membership committee will vote on the application, and if it is approved by the majority of the committee, it will go before the

council at the next Graduate Council meeting for final approval.
4, If the council approves the application at their monthly meeting, a monthly membership list will be updated here: List of Approved Special and Adjoint
Office Hours: 8 AM. to 5 P.M., Monday through Friday Members

Campus Location: GSR 2.116 o Application Deadlines

e Dates of Graduate Council Meetings

Phone:210-458-4331
e Applications for Adjoint and Special Membership

Questions regarding admissions, transcripts and recruiting.

e FAQs on Special Membership of the Graduate Faculty

e FAQs on Adjoint Members of the Graduste Faculty

https://graduateschool.utsa.edu/faculty-staff/council/special- 31
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Masters Committee Form




Certification of Completion of Thesis Requirements for Master's
Degree (CERTMST)

OUiCk Points The Graduate School

The University of Texas at San Antonio

¢ Department Wi” need to complete Form and route the college fOI’ Graduate CERTIFICATION OF COMPLETION OF THESIS
REQUIREMENTS FOR MASTER'S DEGREE
S C h 9]0 I a p p rova | . This is o centify that the student named below has eompleted allrequirements far thesis associated with the

degree indicated and that thesis has been filed with the Graduate School.
STUDENT INFORMATION

e Deadlines:

Name mylTSA 1D

. Thesis Tille (3= i s fo be lsled on the sfudens afical records]
o Fall: December 1st

Semester hours of credit to be awarded lor thesis:

Grade to be awarded for thesis credit:

O S p ri n g: M ay 1 S t Data thesis approved Dy commilles:

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

o Summer' AUgUSt 'lSt THESIS COMMITTEE MEMBERS
Chair, Signature Prirt Naime Dalg
* Committee Composition: SE— R -

o Majority (51%) must be graduate fFaculty or adjoint faculty: Vo Speise e =

Merrmbey, Sigrature Prirdk Name Date
= Prof
ro eSSO r Owside Member, Signature Prit Name Date
. DEPARTMENT
m  Assistant Professor
Graduate Adwsor of Record, Signailure Prirt Narne Date
= Associate Prof
SSO C I a te ro eSS 0 r Department Chair, Sigriatuie Privil Mamne Dale

= Adjoint Graduate Faculty ("Adjoint Members”) COLLEGE

Associate Dean of the College, Signaiure Frint Mame Date

o Special Members of the Graduate Faculty ("Special Members”) THE GRADUATE SCHOOL

Based on the College's recommendation, | hereby ] Approve [ Deny the reguest.

Vice Provost and Dean of The Graduate School, Sighalure Darg
OFFICE OF THE REGISTRAR

|nF0rmation On Committee Composition: Graduate Catalog Policy A] Credit and grade entered on student's record? B] Thesis title entered on sludent’s record?

] Graduation check updated? 0] Student notilied? E| Notas

Information on Adjoint/ Special Memberships: Graduate Council Bylaws

Information on Graduate Faculty Titles: Handbook of Operating Procedures (HOP)
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https://catalog.utsa.edu/graduate/mastersdegreeregulations/degreerequirements/#:~:text=Supervising%20Committee,the%20comprehensive%20examination.
https://graduateschool.utsa.edu/faculty-staff/
https://www.utsa.edu/hop/chapter2/2.02.html#:~:text=Tenure/Tenure%2DTrack,of%20Assistant%20Professor.

Forms Approval Process

=




Overview

* Process for Submitting Forms
* Updated Forms
* Where to access Deadlines
o Additional Graduate School Website Information

* Delays to Avoid

35



Forms Approval Process

* Meets with GAR
* Requests petition/form

e Prepares petition/form
e Department level review/approval

Department

e Associate Dean review/approval

Co"ege 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)

36



Additional Website Information: Deadlines

The Graduate School

apply online

resources

Rk Automated Student Access Program (ASAP)

B Graduate Catalog

The Graduate School is committed to advancing academic
excellence in graduate and postdoctoral education and
training. We have several departments that can assist you with
questions regarding professional development activities,
administrative processes, and graduate student success
initiatives.

Office Hours: 8 A.M. to 5 P.M., Monday through Friday

Campus Location: GSR 2.116

Phone:210-458-4331
Questions regarding admissions, transcripts and recruitiz ()

international
students

aculty/staff resources

UTSA is an emerging research university and one of the fastest-growing public universities in Texas. Our top-tier university currepy# offers over 100 graduate programs across our
colleges including: Carlos Alvarez College of Business, College of Education and Human Development, Margie and Bill Klesseg#llege of Engineering and Integrated Design, College of
Liberal & Fine Arts, College of Health Community and Policy, College of Sciences and the School of Data Science.

Excellence, innovation, and creativity are abundant at our University. A prime example of this is UTSA's recent rggfing as one of the best young universities in the nation by Times Higher
Education. UTSA has also been recognized as a Global Leader and highly ranked the best University for Vetggs by Military Times and "Best of the Best” U.S. universities for Hispanics,
African-Americans and Females by the Hispanic Network Magazine.

Graduate Council ) Policy >

Forms > Propose and Evaluate >
Doctoral Forms

Graduate Faculty Special and Adjoint Membership Form Mentoring >

Institutional Training Grant Resources >
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Additional Website Information: Deadlines

resources

k Automated Student Access Program {ASAP)

B Graduate Catalog

he Graduate School is committed to advancing academic
excellence in graduate and postdoctoral education and
raining. We have several departments that can assist you with
questions regarding professional development activities,
administrative processes, and graduate student success
initiatives.

Office Hours: 8 A.M. to 5 P.M., Monday through Friday

Campus Location: GSR 2.116

milita
SEUGEnt.

BEnts D 8 ding Fostdoctoral Affairs ADbO

internactionail
LUaent:

P_etitions and Other Forms Deadlines

Fall
Semester*®

Oct. 15
Oct. 15

Nov. 1

Nov. 1

Dec. 1

Spring
Semester*

38

Deadlines for Submitting Paperwork to the Graduate School

Special Membership Applications for Fall Graduates due to Graduate School
Interim Master's Request due to the Graduate School
All Petitions (substitutions, transfer of credit, etc.) due to Graduate School

Doctoral Forms (Interim POS, Qualifying Exam, Candidacy, Appeintment of
Committee, Proposal Approval, Leave of Absence) due to Graduate School

Certification of Completion Thesis and Dissertation and Final POS due to the
Graduate School

Deadlines for Submitting Paperwork to the Graduate School



Updated Forms

Petition for Waiver of University Wide Requirements for now asks:
* For concentration
e For master's: thesis or non-thesis
* Changed to Banner ID
Transfer of Graduate Credit Towards Master’s Degree now ask:
» Catalog section
Petition: Course(s) Exceeding Time Limitation:
* Changed to Banner ID
 Removed student email address
* Removed Semester admitted
Voluntary Withdrawal form a Graduate Degree Program:
* Changed to Banner ID
 Removed student contact information
Petition: Assistantship Policy:
« Removed Semester Admitted
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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 If form is time-sensitive you can message your respective POC on Teams when form is uploaded.
* Ensure forms are submitted in the current version.
o Forms 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 |f revisions/additional information is requested, must be resubmitted in a timely manner. Otherwise

request could be delayed to the following semester.

40



Delays to Avoid
Quick Points

* Ensure all forms needed for updating Degree Works are submitted.

o Thisincludes transfer petitions, substitutions, and exceeding time for courses on final program of study.
e 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.

41
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What is DegreeWorks (DW)?

An unofficial advising and planning tool

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

JegreeWorks 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.

For additional general information on DegreeWorks

nttps://onestop.utsa.edu/registration/degree-planning/degreeworks/
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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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https://www.utsa.edu/enrollment/sissecurity/access/

DW Worksheet View — Master’s

Worksheet ; : Major in Business Administration, MBA
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In-progress

Course Ti

Not Counted

Course Title

Extra Courses

Course

tle

DegreeWorks — other sections Master's

Currently enrolled courses

Grade Credits Term Repeated

Courses not applying towards degree requirements

or degree hours

Spring 2004

- Credits Not Applied to Graduation Requirements

Courses that the student has completed or has in

Grade Credits Term Repeated

progress, but they are not applying to their degree
spring 2022 requirements.
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Petition forms used to update DW

* Transfer of Graduate 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

47




Transier of Graduate Credit Towards a Master’s Degree (TRANS)
(Transier credit irom 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 actually see a course applied to the area.
* But you 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:
Transier Credit Exception on DegreeWorks
(Credit earned at Other Institutions)

Degree in Master of Science OMPLETE

***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

® You meet the minimum GPA requirement

wy
"

Major Requirements Still needed:

MS section

(O APPROVED ELECTIVES Still needed: 9 hours of approved electives are required

Exception by: € SUSIE On: 04/17/2024 Remove Course

N e 2.2 s and/ hange
Major in Clinical Mental Health Counseling, MS S T

Limit:

A -

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

Exceptions

Type Description S Created by Block Enforced
on

Remove Course and/or Change the transfer petition approved. PS735101 Oblate 04/17/202 Saucedo Major in Clinical Mental Health Counseling. Yes
Limit Susie MS

Remove Course andfor Change the transfer petition approved. 3hrs Oblate Schoo 04/17/2024 Saucedo. Degree in Master of Science Yes
Limit Susie

Remove Course and/or Change the transfer petition approved. 3hrs Oblate Schoo 04/17/2024

W

Major in Clinical Mental Health Counseling Yes

MS
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Transfier 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 populate as expected in DegreeWorks.
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Transfier 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 T

EQUIRED BASIC CO

* Example: Student will be using ANT 6353 to substitute
for ANT 5023. T R
 Master's degree has elective options and it states, L

“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

ema|| RG Wlth addltlonal |nF0rmat|On or RG W|” be Extra Courses - Credits Not Applied to Graduation Requirements
reaching out for clarification on petition applicability.

g L0
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Certificates

Cert in Real Estate Finance and Development | e |

P I _ 1 SO Y [ = ot e . . " o
LMeqits required 5 MEedits applied F. T30 Ve Pl P e A/l 3.0
———— — P P e ailla =F T a4
S0 Cowrses mMUst De compiatad with a gQrace Of L or Datiar,
£ Hours required for cerificate
S B} = Eeep = rul g - Tl = = %y - Eeep =4 Er o - | = .- =y =
i mEdl Estate Frincipias FliY Saiis Heal Estate Frinciples = k= Fall LU

] Real Esvate Finance and [nvestment FIN &34: [ndeperndent Study A 3 Epring 2024

Exception by Saucedo, Susie On: 02/16,2024 Substitute: FINES53 SP24 sub for FIN 5423 petition

&
|
A
[ ]
m
=
u
L=
8
e
[= ]
i

Congtruction FIN &343 Independant Study - 3 Spring 2023

Exception by Saucedo, Susia Omn- 02/16/2024 Substitute: FIMNG9S53 S5P23 sub for FIN 5443
' - Esrpta s Efll Eams =] Errntd [harsl s mt - = B s
o "'l-'| --lllll-\.'? -'!' '!'-rr .i h g N 'E"l"' --.i‘-\.‘? -I-"!' - T '!' L ] - I.:I LT




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, track etc...)
o The coursels]) 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

Major in Interdisciplinary Learning and Teaching

All courses must be completed with a grade of "B° or better.

Hours Required o Major Still needed: 60 howrs are reguired,You .-ru-:-ll-_,- have B1. vou still nesd & more hours
() RESEARCH METHODS COURSES
Advanced Research on Instruction Still needed: 1 Class n ILR 7643
Ovarview of Ressarch Dasign far ILT 7013 Overdew: Res Des/Instret Ing Al 2031
Instructional Inguiry
) Research Methods Electives ILT 7743 Mixed Methoed Analysis and ™ ) 003

Substitutions of core courses

Still needed: & hours of approved research methods courses must be
You currently have 3, you still need 3 more hours

CORE COURSES

<) Exploration of Interdesciplinary Learmang T 7003 xplora 1 af ILT A 3 Fall 2021
and Teaching
; Socio-cansorucivsts and Cognitivist ILT 7133 SociofCognit Persp ILT At - ] Spring 2023
Perspedtives on ILT
<1 Internship ILT 7143 Internship At 3 Spring 2023
=) Critical Cultural Perspectives on ILT EGR 6183 w) Education At ] Fall 2022
Exception by Oomn: 1214 ] Substitute

Behawioral and Contextual Per SPECTves gtill needed: 1 Class i ILT 763

=) Evaluation of Research EGR 6653 Found Engr Ed Research At 3 Fall 2023

Exception by ICEL On: 12 Substitute:

selected from within the College




Major in Biology, MS

Unmet conditions for this set of reguirements:

must be completed with a grade of "C

)y Thesis Opticn:Emphasis in Microbiology

) Core Leowire Courses

%) Research Support Courses
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BIO 5133

Examples: DegreeWorks updated with p
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Major in Cybersecurity Science
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Hours required for major

Principles of Cyber Security

Practical Attack and Defense Technigues

Computer Science Courses

R.‘ﬂ.‘pm ed Electives

Other Electives

Master's thesis or Additional Electives

Comprehensive Oral Examination

CS 5323

C5 573

C5 5233

C5 5523

C5 5343

CS 6343

5 5173

Exception by

CS 5723

C5 5733

Still needed:

ctitions

Principles of Cybersecurity

Practirtacki&DefenseTechnigues

Artificial Intelligence

Operating Systems

Secure Systems & Software

Network and System Security

Cyber Risk Management

Steganagraphy

i Oon: 04/;

Crypto Currencies & Bitcoins

Privacy Enhancing Technigues

Student must pass a final comprehensive oral examination for comp

|]:<|x'_|r A,

Why it is important to be specific on course applicability.

Apply Here

W
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Fall 2023

Fall 2023

Spring 2024

Spring 2024

Fall 2024

Fall 2024

Spring 2024

Summier 2024

Fall 2024

':—:|_‘:| ing 2024

an of the degree
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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
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Forms updated by Registrar

* Petition: Course(s) Exceeding Time Limitation (TIME
o Formis sent to the Registrar and they confirm that the courses can be used in the degree.
o Courses that have exceeded the time limit are list at the bottom of Degree Works.

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 Develcpment - 3 Spring 201¢

URP 5383 Urban Planning Methods Il

W
L
T
C
3
’
3
"
'
ro
»
o




Extra Courses - Credits Mot Applied to Graduation Requirements

[ Cad T ER

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:

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

o or if 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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De

reeWorks Workilow

Need DW update RG will communicate with
Graduate School DW team your

Email RG of concern/issue/question/request

concern/issue/question for update etc...

Example: this can be missing previously
approved petitions, courses in extra
courses that should apply, 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). More typical of older petitions since new petition form requests more detailed information.
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...).

e |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

At




Point of Contact (POC) within the Graduate School

Forms and Policy Questions

[emEe”

Clarissa Benavides Gabby Zepeda Ginger Hernandez Jefif Ragsdale Susie Saucedo
* Doctoral Committee forms and + Petitions and Other Forms e demi i . }
composition questions - POC - Form processing and Aca ‘Emlc Policy Assistant Vice Provost
* Petition for Reinstatement academic policy questions queStlons of Graduate Studies Management Allalyst
+ Graduate Council & Memberships Gradschooladmin@utsa.edu Graduate.school®@utsa.edu

« POC - Form Intake/processing

Jo Ann Jones Sam Sifuentes German Medina Linda Dietzmann Molly Miller Eric Uriegas

COEHD HCAP KCEID ACOB COS COLFA

Joann.Jones@utsa.edu Samantha.Sifuentes@utsa.edu German.Medina@utsa.edu Linda.Dietzmann@utsa.edu Molly.Miller@utsa.edu Eric.Uriegas@utsa.edu



