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How to Apply for Graduation 
 
You are getting ready to complete the final steps before becoming a 
graduate from The University of Texas at Tyler!  
 
If you have questions about if you qualify for graduation or which term 
you need to apply for, schedule a meeting with your academic advisor 
to verify your degree plan progress. 
 
If you currently do not have access to your myUTTyler Student Center, 
email IT support itsupport@uttyler.edu to resolve this issue. It is critical 
to have access to your myUTTyler Student Center account to apply for 
graduation and your Patriots email account to monitor communication 
regarding Graduation and Commencement.  
 
If you encounter problems with this guide, please email 
graduation@uttyler.edu. 
 

 
 
 

mailto:itsupport@uttyler.edu
mailto:graduation@uttyler.edu
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Steps to Apply 
 

**This application is not compatible with a mobile device. We recommend completing 
this application on a computer. ** 

 
Accessing the Graduation Application 

a. On your myUTTyler Student Homepage, click on the “Academic Advising” tile. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

b. Next, click “Graduation” on the left navigation bar. Then click “Apply for Graduation”. 
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c. Please confirm that your degree information (degree & major, if applicable) is correct.  
 

i. If your degree information is INCORRECT, please contact your advisor 
IMMEDIATELY to complete the necessary paperwork to get it corrected.  
 

ii. If you have multiple degree programs of study from UT Tyler, please verify both 
programs are correct, and you will complete the application process TWICE. One 
for each degree.  

 

 

 

 

 

 

 

 

 

 

 

d. Then select the term you would like to apply for and click “Apply Now”. 
 

i. If your graduation term is not listed, visit UT Tyler Graduation website to review the 
dates to apply for graduation.  

 

 

 

 

 

 

https://www.uttyler.edu/registrar/graduation/
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Step 1 of 8: Introduction 
Once you have reviewed the message, click the “Next” button. 

 

Step 2 of 8: Diploma Name 

To update your name that will be printed on your diploma, you will have to click on the diploma name field 
and edit the details. 

i. A pop-up window will appear for you to verify your name is correct  
ii. If your diploma name on file is correct, click “Confirm” 
iii. If incorrect, input the name you like to be displayed on your diploma in the 

corresponding fields.  
1. click “Confirm” 

iv. Then click “Next”. 
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If you do not have a diploma name on file, you will click the “Add Diploma Name” button to add a new 
diploma name. 

i. A pop-up window will appear for you to make the changes you need, then click 
“Save”.  

ii. Then click “Confirm” 
i. Then click “Next” 

 

 

 

Step 3 of 8: Diploma Address Verification 

To update your address that your diploma will be sent to, you will have to click on the diploma address field 
and edit the details. 

i. A pop-up window will appear for you to verify your address is correct  
ii. If your diploma address on file is correct, click “Confirm” 
iii. If incorrect, input the address you like your diploma to be sent to in the 

corresponding fields.  
1. click “Confirm” 

iv. Then click “Next”. 
 
If you would like to have your diploma held for pick up at the University, you can make any changes you 
would like by clicking on the diploma address field. 

i. A pop-up window will appear. You will click the toggle “Pick Up from University” 
to “Yes”. Then click “Save”. 
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If you do not have a diploma address on file, you will click the “Add Diploma Address” button to add a new 
address. 

i. A pop-up window will appear for you to update your address as needed. Then click 
“Save”. 

ii. Then click “Confirm”. 
iii. Then click “Next”. 
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Step 4 of 8: Graduation Survey 

You will answer a series of questions regarding your experiences here at The University of Texas at Tyler, 
once you have completed the survey you will then click “Confirm”. Then click “Next”. 

 

Step 5 of 8: Alumni Membership 

Provide the most updated information for the Alumni Association. Then click “Confirm”. Then click “Next”. 
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Step 6 of 8: Graduation Acknowledgements 

Students must read and acknowledge each of the Graduation Acknowledgements. Then click “Confirm”. 
Then click “Next”. 
 

 

 

Step 7 of 8: Make Payment 

STOP! If you have paid the Graduation Application fee prior to this point, you will need to email 

graduation@uttyler.edu, or you may be charged twice.  

a. All, including late, graduation application fees are non-refundable, and a new graduation 
application fee must be paid each semester when a student applies for graduation. 

b. Online Payment 
v. Ensure that your pop-up blocker is turned off 
vi. Click the “Make Payment” button. 

 

mailto:graduation@uttyler.edu
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A pop-up window will open directing you to pay online from your Student Account Center.  
a. Click “Make a Payment”. 
b. Select “Pay By Line Item”. 
c. Click “Add”. 
d. Click “Continue”. 
e. In the “Select Method” drop-down menu, select your preferred payment method 

and then click “Continue”. 
a. For Credit/Debit Card payments, input your card information, click 

“Continue”. 
b. For Electronic Check payment, input your account information, then click 

“Continue”. 
f. Review the transaction details and click “Submit”.  

 
Your graduation application access fee is NOT paid for until you see the below message. 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Close the payment window down and refresh your browser screen to proceed. Then click “Confirm”. Then 
click “Next”. 
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If you are having trouble paying online you can make a payment In-Person or over the phone. 
 
Contact Student Business Services 

1. Phone: 903-566-7180 
2. In-Person: Student Business Services desk at The One-Stop (STE 230) Monday – Friday 

8:00am – 5:00pm. 
 

Step 8 of 8: Submit Graduation Application 
You will complete your graduation application by clicking the “Submit” button.  

a. Once you submit no edits can be made to your graduation application 
 

 

 

 

For any questions or concerns regarding your graduation application please contact 

graduation@uttyler.edu.  

mailto:graduation@uttyler.edu

