
GradTrac Request for Final Defense Form Student Tutorial 

The Mentor Selection & Research Proposal forms must be completed before this form can be initiated. 
This form must be submitted no less than two weeks prior to your scheduled defense, or you may risk 

being rescheduled by the GSBS.  

1. Login to GradTrac (See GradTrac Quick Guide) 

 

2. Navigate to the Student Forms Pane – Select Request for Final Defense Form button. 
 

 
 



3. Begin Entering Student information in the form, following the required form field prompts. 
Students must upload a PDF copy of the student’s updated CV, Research Abstract, and optional 
headshot(for defense announcement).  
 

 
 



4. Click Submit – the form will be routed to the following approvers in order:  

- Selected Student Research Supervisory Chair (Mentor) 
- Academic Program Coordinator or if IBMS, Assistant Director 
- In program research supervisory committee members including the co-mentor (if applicable) 
- Non program research supervisory committee members (if applicable) 
- External committee member 
- Program or If IBMS Discipline Director 
- Program COGS Chair 
- GSBS Associate Dean  

 

A unique link will be sent to each approver’s email inbox for approval and will be emailed every 
three business days until their approval step has been completed. Approvers can also log in 
directly to GradTrac to find open tasks and complete approvals.  

 

Students can check the status of submitted forms by navigating to the student dashboard  “My 

Requests” selection menu, click on the eyeglass icon   

 
 

Click on the “Task History” drop down, “Initialized” will be listed by the next approver in line. 

 
5. Once the form is fully approved, a PDF of the completed form will be sent to the student and GSBS 

Academic Program Manager. A copy of the form will be saved to the student permanent file. The 
student’s official defense announcement will be sent to the graduate student body and 
graduate faculty once the Request for Defense form is fully approved.  

 

Addendum to GradTrac Research Proposal Form  

1. Login to GradTrac (See GradTrac Quick Guide) 

2. If the form is still routing through approvals, please email GradTracSupport@uthscsa.edu to 
deactivate the current form. If the form has completed the approval workflow you may begin an 
addendum by clicking on the Request for Defense form button on the student form panel and 
editing the existing form.  
 

mailto:GradTracSupport@uthscsa.edu


 
 

3. Navigate to the Student Forms Pane – Select Request for Final Defense Form button. Complete a 
new form using the instructions above – the form will route through the approvals process again. 
To replace or remove an external committee member navigate to the External Committee Member 
Selection form prior to creating an addendum of the Research Proposal Form. Once these steps 
are completed and approved, you may begin the Request for Final Defense form.  

 


