Non-Thesis Requirement Report
COGS and the Registrar’s office are excited to inform you of a change in how we process Non Thesis Report (NTR) Forms.

In the past, we have required an NTR paper form for each graduating non-thesis student, to indicate the date they have
passed their non-thesis project/exam. But beginning Summer 2019, we are discontinuing the use of paper forms, and have
opted to use the Banner Workflow system for major professors to confirm the completion of the non-thesis requirement.

If you have graduated students before, you should be familiar with the Banner Workflow system. You receive automated
emails from Workflow when you have an item in your worklist (such as a study plan or graduation application to approve).
Now, when a student applies to graduate, you will get an email link to the Workflow, where you can confirm the completion
of the student’s non-thesis project, and you will not need to worry about submitting a paper copy.

The email that you will receive will come from , and the text will say:
Text: Dear @MP_Name,

Your advisee, @Stu_Name, has applied to graduate and has a Non-Thesis Requirement that will require your
approval. This requirement must be approved by the last day of the student's graduation semester (shown below as
Graduation Date). Please login to Workflow to review and approve or deny their Non-Thesis Requirement. You may
leave this item in you Workflow queue until ready to approve. Please contact the College of Graduate Studies at

if you have any questions.

Thank you,
College of Graduate Studies

Once you login to Banner Workflow, you will see a link similar to this:
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Once you open the link, you will see this screen:
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Please select date and decision of the Non-Thesis
Requirement for Charles Swift (V00645977) shown
User Profile below. Then press 'Complete’ below to submit the

selection, To graduate, the student must pass their Non-
Thesis Requirement by the last day of the semester in
Ueer Information which they have applied to graduate (see Graduation
Date shown below).
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In-process Monstonng Graduation Application
Name: chartes Swit

Application Number: 5

Request Date: Apr 03, 2019
Application Status: Under Major Professor Review
Application Status Date: Apr 03, 2019

Graduation Date
Date: May 10, 2019
Term: Spring 2019

Attending Ceremony? N

Curriculum

Degree: DLAT.

Catalog Term: Spring 2019

Level; Graduate

College: Education, Health & Human Sci
Major: Athletic Training

Click "Complete’ below to submit selection.

Click "Save & Close' below to save your work and come
back later.

Click "Cancel' below to exit without submitting or saving.
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Here you can select whether or not the student has passed their Non-Thesis Requirement, or, if there is an error, such as that
you are not the correct advisor for this student, or that the student is actually a thesis student rather than non-thesis, you can
select these options, and then hit “complete” to send the item out of your worklist.

If your student is still working on their non-thesis requirement when you receive this worklist item, you can keep it in your
work list by hitting “Save & Close” until the student is complete. It is helpful to bookmark the Banner Workflow link in your
browser, so you can quickly find it later if the email prompt gets lost in your inbox.

When your student has passed their non-thesis requirement, open the
Workflow and enter the date that they passed. Then make sure to hit “Complete” at the bottom of the screen, to send it off to
the Registrar for processing. These Non-Thesis Reports will need to be complete by the last day of the semester, at the latest.

We hope that the transition to the new online NTR system will be a smooth one, but as always, we are happy to answer any
guestions you may have regarding this change.
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