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Self Service Graduate Student Requests

The following FGSR requests are available through UR Self Service
(https://banner.uregina.ca/prod/sct/twbkwbis.P_ WWWLogin):

e  Transfer

e  Program Extension

e  Progress Reporting

e Voluntary Withdrawal

e Leave of Absence

e Reinstatement

e Changes to Program

All other requests are to be filled out using the paper forms available on our website at:
https://www.uregina.ca/gradstudies/forms.html

Instructions
1) Login to UR Self Service
2) Click on “Student Services”

WRegina UR Self-Service

LESI B Gg B CAlumni and Friends | Student

Realize. It starts with you.

Search

SITE MAP HELP EXIT
Hello Banner Workflow, welcome to UR Self-Service! Last web access on Jun 30, 2017 at 09:17 am

*¥¥ New: Please note, there are a number of pages within UR Self-Service that open in a new window. In order to view these pages you must allow pop-ups within these
pages. ***

Studentse es Student

View the Course Catalog: Course Schedule; your Academic record, and: charges & payments on your account.
2017 Spring/Summer and Fall: THE CLASS SCHEDULE AND TIME TICKETS ARE NOW AVAILABLE FOR VIEWING.

B URSU General Election Winter 2017
Voting will occur March 13 - 16.

{1z’ Alumni Services

. On-Line Community

The Web for Alumni On-Line Community provides alumni vith the opportunity to stay in touch vith the University and with each other.

ﬁ Personal Information ___ .. =

View or update your address{es), phane number(s), e-mail address(es), emergency contact infarmation, & marital status; View name change & sodal insurance number change infarmation, and; Change yaur
PIN.

m UR Courses

Find online help, research tools, discussions, and more!
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3) Click on Graduate Student Requests

Personal Information Alumni and Friends JdGiGTs

Search
RETURM TO MENU SITE MAP HELP EXIT

E@ Student Services

Student Records

** View your student record; holds; final grades and academic history; and charges and payments. **

Registration

Graduate Student Requests

**Transfer, Program Extension, Progrsa

** Taxtbooks are usually listed/available for purchase one month prior to the start of classes. **

Canadian Tax Form(s)

RELEASE: 8.8

4) Select the type of request that you would like to submit from the drop down selection.

Universily
“Regina Graduate Student Requests
New Request || My Requests Self-Service | Log Out

Grad Student Requests

‘Welcome

~This page is to be used for Graduate students to submit various requests to the Faculty of Graduate Students and Research (FGSR).

- Atthis time only some graduate requests are available through this service, all requests notlisted in the drop down are to be filed out using the paper applications available online at hito:/fwww uregina.calgradstudies
forms_html

~Please select an option from the drop down list and complete the details.

- After completing the form, click on “Submit” to complete your request, or "cancel” if you do not wish to submit the request atthis time.

~Once the requestis completed you will receive an email noification. At any time you may also check your "My Requests™ tab to see the status of your request

Request Type Flease select a type ||
Please select a type
Transfer
Program Extension
Progress Reporting
Voluntary Withdrawal

Leave of Absence

Change to Program

Note: PhD students will not see the “Transfer” request option. Any changes to a PhD need to be requested
manually through the student’s academic unit and FGSR.
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Transfer:

Grad Student Requests

Welcome

- This page is to be used for Graduate students to submitvarious requests to the Faculty of Graduate Students and Research (FGSR).

- Atthis time only some graduate requests are available through this service, all requests not listed in the drop down are to be filled out using the paper applications available online at: hitp:/fwww.uregina.cafgradstudies
Jfforms_html

- Please select an option from the drop down list and complete the details

- After completing the form, click on "Submit” to complete your request, or “cancel” if you do not wish te submit the request at this time:

- Once the request is completed you will receive an email notification. At any time you may also check your "My Requests™ tab to see the status of your request

Request Type Transfer -

Student Info Form

Student's First Name IBanner

Student's Last Name [Workflow

Request Date |30-JUN-17

Student's ID ﬁ

Current Program, Major and Route IMED C&I Thesis

*Effective Term Semester that the modificationfaddition is to be effective for ~
*TransferType Program Route h

*Transfer From MED C&I Thesis *Transfer To MED C&I Course -

Hote

If a student wishes to change program routes (thesis, project, practicum, course, internship, co-op), a request is to be made atleast one month prior to the start of the semester from which the change is to be effective.
This form is NOT for students seeking to change from one degree to another, or to a different academic unit. In this case, a student must submit a new application and pay the associated fee.

Transfers from PhD to Masters or Master's to PhD can be requested manually through your Academic Unit

a) Select the effective term;

b) Select the transfer type (either Program Route or Master’s to Certificate). “Transfer from” will auto
populate with your current program, and the “Transfer to” will populate with the choices available to you;

c) Click “Submit Page”;

d) A notification that your request has been submitted will pop up. If there are any errors with your request
a pop up will also appear.

For more information on Transfers please visit our website at: https://www.uregina.ca/gradstudies/current-
students/grad-calendar/program-transfers.html
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Program Extension:

3rad Student Requests

Welcome

- This page is to be used for Graduate students to submitvarious requests to the Faculty of Graduate Students and Research (FGSR).

- Atthis fime only some graduate requests are available through this service, all requests not listed in the drop down are to be filled out using the paper applications available online at hitp:iiwww.uret
forms.html

-Please select an option from the drop down list and complete the details.

- After completing the form, click on "Submit” to complete your request, or "cancel” if you do not wish to submit the request at this time

- Once the request is completed you will receive an email notification. At any time you may also check your "My Requests™tab to see the status of your request

Request Type Program Extension -

Student Info Form

Student's First Name IEanner

Student’s Last Name |Workﬂ0w

Request Date [30-1UN-17

student's 1D | [T

Current Program, Major and Route IMED C&I Thesis

*Effective Term 2017 Fall h

Number of Extensions Previously 0 ~

*Please provide a time plan for the remaining work to complete the program requi include and dates.

This is my plan for completing my thesis.

a) Select the effective term;

b) Indicate if you have been granted previous extensions, and how many;

c) Provide a plan for completion; reason for delay; when remaining work will be done; expected completion
dates, etc.;

d) Click “Submit Page”;

e) A notification that your request has been submitted will pop up. If there are any errors with your request
a pop up will also appear.

For more information on Extensions please visit our website at: https://www.uregina.ca/gradstudies/grad-
calendar/program-reqts.html#extensions
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Progress Reporting:

Grad Student Requests

Welcome

-This page is to be used for Graduate students to submitvarious requests to the Faculty of Graduate Students and Research (FGSR).

- Atthis time only some graduate requests are available through this service, all requests not listed in the drop down are to be filled out using the paper applications available online at: hitp:/fwww.uregina.ca/gradstudies
forms.html

- Please select an option from the drop down list and complete the details

- After completing the form, click on "Submit” to complete your request, or "cancel” if you do not wish to submit the request at this time.

- Once the request is completed you will receive an email notification. At any time you may also check your "My Requests™ tab to see the status of your request

RequestType Progress Reporting -

Student Info Form

Student's First Name IBanner

Student's Last Name [Workflow

Request Date [30-1UN-17

Student's ID_

Current Program, Major and Route IMED C&I Thesis

*Effective Term 2017 Fall M

File upload

*File Name Ho file selected.

Hote

Doctoral students are to submit a research progress report to the Supenisory Committee atleast once every six to twelve months, which is reviewed by the Committee and submitted to the FGSR office for approval. The
FGSR Annual Progress reportis a short summary and is not expectad to replace the minutes of the annual meeting between the doctoral student and the Supervisory Committee. As well, doctoral students receiving a
Tri-Council Scholarship (NSERC, SSHRC, CIHR) must submit an FGSR Annual Progress Report each year to the FGSR office. The summary forms part of the students official file in the FGSR and will be made available
for potential audits by granting agencies

Instructions for Progress Report upload
1.Selectfile to be attached ... Click here to Browse for file
2. Click 'Submit’

Submit Page Cancel

a) Complete the FGSR Annual Progress Report form available online at:
https://www.uregina.ca/gradstudies/forms.html

b) Ensure the form is reviewed by your supervisor and all necessary signatures are obtained;

c) Select the semester the progress report is being submitted for;

d) Upload progress report document (pdf) in the “File Upload” section;

e) Click “Submit Page”;

f) A notification that your request has been submitted will pop up. If there are any errors with your request
a pop up will also appear.
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Voluntary Withdraw:

Grad Student Requests

Welcome

- This page is to be used for Graduate students to submit various requests to the Faculty of Graduate Students and Research (FGSR).

- Atthis time only some graduate requests are available through this service, all requests not listed in the drop down are to be filled out using the paper applications available online at: hitp:/fwww.uregina.cafgradstudies
forms.html

-Please select an option from the drop down list and complete the details

- After completing the form, click on "Submit” to complete your request, or “cancel” if you do not wish to submit the request at this time.

- Once the request is completed you will receive an email notification. At any time you may also check your "My Requests” tab to see the status of your request

Request Type Voluntary Withdrawal ~

Student Info Form

Student's First Name IBanner

Student's Last Name IWurkﬂow

Request Date [30-JUN-17

Student's ID I-

Current Program, Major and Route IMED C&J Thesis

*Effective Term 2017 Fall -
*Reason Compassionate -

This is my explanation for requesting a WH.

E ion (If "OtheriC. i 'is selected)

a) Select the effective term;

b) Select reason for the request to voluntarily withdraw;

c) Provide an explanation if “Other/Compassionate” are selected;

d) Click “Submit Page”;

e) A notification that your request has been submitted will pop up. If there are any errors with your request
a pop up will also appear.

For more information on Voluntary Withdrawing please visit our website at:
https://www.uregina.ca/gradstudies/current-students/grad-calendar/program-regts.html#discontinuation
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Leave of Absence:

Grad Student Requests

Welcome

-This page is to be used for Graduate students to submit various requests to the Faculty of Graduate Students and Research (FGSR).

- Atthis time only some graduate requests are available through this semvice, all requests not listed in the drop down are to be filled out using the paper applications available online at hitp:/’www.uregina ca/gradstudies
fforms html

- Please select an option from the drop down list and complete the details.

- After completing the form, click on "Submit” to complete your request, or "cancel” if you do not wish to submitthe request at this time

-0Once the requestis completed you will receive an email notification. At any time you may also check your "My Requests” tab to see the status of your request

Request Type Leave of Absence -

Student Info Form

Student's First Name IBa nner

Student's Last Name [Workflow

Request Date [30-)UN-17

Student's ID _

Current Program, Major and Route IMED C&I Thesis

*Effective Term 2017 Fall -

*Reason Medical -

E (If 'OtheriC: 'is )

File upload

*File Hame Banner workflow medical cert.docx

Note

File upload field is required if Reason is Medical or Maternity/Paternity

Submit Page Cancel

a) Select effective term;
b) Select reason for requesting a leave of absence;
c) Upload supporting documentation for “Medical” or Maternity/Paternity” through the “File Upload”
section:
a. Medical — Student Medical Certificate found on our website at
https://www.uregina.ca/gradstudies/forms.html (must be completed if medical is selected);
b. Maternity/Paternity — A note from your doctor is required, alternatively you can also use the
medical form listed above;
c. Compassionate/Other — An explanation is required outlining the reason for selecting this
option;
d) Click “Submit Page”;
e) A notification that your request has been submitted will pop up. If there are any errors with your
request a pop up will also appear.

For more information on Leave of Absences, please visit our website at:
https://www.uregina.ca/gradstudies/current-students/grad-calendar/program-regts.html#loa
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Reinstatement:

Grad Student Requests

Welcome

- Please select an option from the drop down list and complete the details.

- This page is to be used for Graduate students to submitvarious requests to the Faculty of Graduate Studies and Research (FGSR).
- Atthis time only some graduate requests are available through this service, all requests not listed in the drop down are to be filled out using the paper applications available anline at: MWW

- After completing the form, click on “Submit” to complete your request, or “cancel” if you do not wish to susmit the request at this tim
- Once the request is completed you will receive an email notification. At any time you may also check your "My Requests™ tab to see the status of your request

ntmi

Request Type | Reinstatement v

Student Info Form

Student's First Name [
student's Last Name [

Request Date 21 MAR- 23
students 0 NI
Current Program, Major and Route [

*Effective Term | 2023 Fall

v

#Dao you require a program extension with this request: Oves

‘Students are eligible for two, one-term extensions to their Graduate program. If you have

*Please outline your plan for and any program changes:

both

If more than 1824 characters, please attach below

to Defend may be permitted with a ready to defend thesis (may be attached below).

Please indicate th (S) you request to be in upon {if knowm}:

CRN Subject Course Number  Section Credit Hours

| /| /| [ |
| /| /| [ |
| /| /| [ |
| /| /| I \

File upload (Please use Adobe PDF format only)

*File Name | Browse... | No file selected.

a) Select effective term;
b)
c)

expected completion dates, etc.;
d)

register in upon successful reinstatement;

e) Upload support documents if applicable;

f)  Click “Submit Page”;

Select Yes or No in response to “Do you require a program extension with this request?”;
Provide a plan for completion; what remaining work is needed; when remaining work will be done;

Fill in the CRN, subject code, course number, section, and credit hours for the courses you wish to

g) A notification that your request has been submitted will pop up. If there are any errors with your

request a pop up will also appear.
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Change to Program:

Grad Student Requests

Welcoma

- o Pl il M Bl ok P! el BB BBl 80 duSerel vilfidad Msguadi 03 Bl W Sdully SF Gl S3uiile TRUENRY 553 R andh (NGER)
< TS Bl 0T S04THE P DRN PECEESES 0 BWRlADN TouSh TS Saacs, B MeSUEELE Aol RIS I B SrOD 0w 306 10 b D oul NG T DI0H EEERCABANS. Bailabie ShinG OF NETPEWW LN L COR IS S S
Aorma il
- a4 e g SpBon Hos T drsp Ao il S0 cospleli T Seladdy
AR Oy T RTTL RO O EL LTRE B0 COMEhEE FOLF TRl oF "Cancel ol ¥0u 90 ol wish 19 SUDTETe 10831 3 Tes Bme
- Qo B osgu 8 i ol oas will recien 30 amall nolBcafion. ARy Bme you may a0 chack your "Wy Regquests” tab e see T 120%us of your reques!

Regussl Type  Changs 1o Pragram =

Studsnt il Foim

Shudet s Fusi Bame [Earne
Shudest's Las Rarme [erifiow
Rt Date [06-JUL-17

Samdenr's nﬁ
Current Progeam, Majr asd Rowe [MED O] Coure

i mactn Term 3017 Fall

*Explangtion of request [Esample . Requited cowtse 2ol olfersd, exin o Be program, befer aligns wid speciabyation of siwdeal, oiber)
I would like to Sake EPSY 020 in place of ED 893 in =y progra= a3 ED 203 ip net bwing offezed thip pEmmaces.

a) Select effective term;

a) Include explanation/justification for the request;

b) Fill in “Course Info” section:
i. If the request is to take a course extra to your program include the extra course Subject and
Number in the “Course in Program” field and select “Add extra” in the Action column;

Course Info

Course in Program Action

Replacement Course
ED 803 Add extra -

ii. If the request is to take a replacement course include the information in the “Course in
Program”, “Action” and “Replacement Course” columns as below.
Course Info

Course in Program Action

Replacement Course
ED 803

Replace with = EPSY 820

-

c) Click “Submit Page”;
d) A notification that your request has been submitted will pop up. If there are any errors with your
request a pop up will also appear.

For more information on Changes to a Program please visit our website at:
https://www.uregina.ca/gradstudies/current-students/grad-calendar/reg-rules.html
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Reviewing your Requests:

a) You will be able to track the progress of each request through the “My Requests” tab in UR Self Service.
The “Status” and “Activity Date” will change as your request moves through the approval stages;

p TR MR T S L L W WS S W WS W — --‘--l-“-"'-"'
New Request | My Requests

Description of process

All requests submitted will appear below once submitted. You can track the status of your requests by watching the "Status™ column. A request will work its way throug
the unit, the Associate Dean in the unit, the FGSR Dean and the FGSR Staff. Once a decision has been made you will receive an e-mail notification as well your status
has been completed by FGSR a letter icon will appear, exceptin the case of a Progress Report.

You may see the following decisions:

1. Return for rework, which means your request was returned and something further is required. A new request will be required.

2 Request Denied. In both ofthese instances the e-mail sentto you should indicates some information from the individual who made this decision.

3. Request Complete and Approved. If applicable the letter icon will appear with the necessary information. There may be limited instances where a manual letteris r
of the letter.

List of Requests

Reguestld Request Date Request Type Status Activity Date  Letter
2098 30-JUN-17 Progress Reporting FGSR Dean review 30-JUN-17 -
2096 30-JUN-17 Program Change Program co-ordinator review 30-JUN-1F -
2095 30-JUN-17 Program Change Program co-ordinater review 30-JUN-17 -
2084 30-JUN-17 Leave of Absence Program co-ordinator review 30-JUN-17 -
2093 30-JUN-17 Voluntary Withdrawal Program co-ordinator review 30-JUN-17 -
2092 30-JUN-17 Program Extension Request Complete and Denied 30-JUN-17 -
2091 30-JUN-17 Transfer to another Graduate Program  Reguest Complete and Approved  30-JUN-17

=7

b) Upon completion of a request the Status will be updated and an e-mail will be sent to you for notification:

i. If a request is approved and completed the status will indicate such and a letter icon will appear.
You may click on the icon to view/print the letter;

ii. If a request is being sent back to you for more information (re-work) the status will indicate such
and you will need to check the e-mail notification for more information on what is required and
re-submit a new request once you have the additional information ready for submission;

iii. If a request has been declined you will be notified through email as well as the status update;

iv. In some cases we cannot automatically produce a letter and you may receive notification that
your request is complete but a manual letter is being done up for you. In these instances a letter
icon will not appear in self-service even though the status column is updated;

NOTE: When submitting a request it is important to ensure that your student information is correct. If at any time

you encounter issues with this process please e-mail graduate.studies@uregina.ca for assistance.
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