
 

Important Reminders: 
 If you are an undergraduate student pursuing a double major, you will only need 

to submit one application. 
 If you are pursuing double degrees, you will need to submit applications for both 

degrees separately. 
 

1. Go to utdallas.edu and select the Galaxy link under the Resources drop down box in the 
top right hand corner of the UT Dallas home. 

 

              
2. Select the Orion link in the next Galaxy page to login using your netid and password. 

 

https://www.utdallas.edu/
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3. Login to galaxy with your NetId and password. 
o If you don’t know your NetID and password or aren’t able to login, please 

contact the Help Desk using the link on the sign in page. 
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5. If you would like to review your degree audit before you apply for graduation, select the 
‘My Academic Requirements’ tab in the left navigation. 
 

 
 

6. Once you are ready to apply, select the ‘Apply for Graduation’ link in your left 
navigation.  

o If you have been made eligible to apply for graduation, you will see the ‘Apply 
for Graduation’ link as in the screenshot below. Before selecting it, double check 
that the degree and major(s) listed is correct. 
 If this degree information is incorrect, contact your advisor ASAP 

o If you do not see the ‘Apply for Graduation’ link as seen in the screenshot above, 
you will need to contact your academic advisor to run your degree audit and 
make you eligible to apply. 
 Please wait at least an hour after your advisor made you eligible before 

attempting to apply for graduation again. 
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7. After you have verified your degree and major(s) select the “Apply for Graduation link” 
as seen in the above screenshot.  

8. Select the term you will be applying to receive your degree in on the ‘Expected 
Graduation Term’ drop down box 

o Once the term is selected, read the Graduation Instructions before selecting 
‘Continue’. 

o Terms to apply go live the same day as registration for the term. Please check 
the academic calendar for these dates. 

 



 
 

4 | P a g e  
 

9. On the next page, carefully read the In Absentia and Late Graduation Application Fee 
agreements and select the “Select to acknowledge that you have read and understand 
these policies” check box. 

o This is a mandatory step, and you will not be able to proceed with your 
application if you do not select this box. 

o Please note that these fees will only apply if you are in the situations listed in the 
acknowledgement. 

 
10. On the next page, select your intent to participate in the University Commencement 

Ceremony and your School-Based Commencement Ceremony and select ‘Continue to 
complete your application’. 

o Please note:  
 Students can only participate in one set of commencement ceremonies 

per degree program. If you already participated in Commencement for 
the degree you are applying graduate with, you will not be prompted to 
RSVP to participate again. 
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11. On the next page, verify your graduation term, degree, and major(s). 

o Make sure to read the Graduation Instructions before you select ‘Submit 
Application’.  

 
12. Once you’ve verified all information is correct, select ‘Submit Application’. 
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13. You will then be taken to the following confirmation screen. If you do not see the 

confirmation screen, your application has not been properly submitted. 
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14. Select the Apply for Graduation option on the left side page again. If your application 
was properly submitted, you should now see a “View Graduation Status” link instead of 
the Apply for Graduation link that was available before. 

 
15. Select the new “View Graduation Status” link. From this page, you can see your 

degree/major, your application status, the term you’ve applied to graduate in, personal 
information, and your commencement status. 

o Select the “Update Commencement RSVP” link to make changes to your RSVP 
before the deadline listed for the semester on the Graduation website. 

o If your personal information is incorrect, please see below for further instruction 
on how to correct it.  
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16. Select the Home button in the top right corner of the page to go back to your UTD 
Student Center and then select the Profile tile. 

 
17. You should be directed to the Personal Details page. Once there, Review your Primary 

Name 
o The Primary name, exactly as it is listed, is used for all Commencement 

Publications and the name listed on your diploma. 
o If there are any punctuation errors, capitalization errors, or misspellings, and you 

need to make any changes to your primary name, please follow the official Name 
Change Request procedures listed on the Registrar’s website. 

o If you would like to use the preferred name we have on your record, email 
graduation@utdallas.edu by the deadline under Graduation/Commencement on 
the Academic Calendar. 

o If you need to add a preferred name, email records@utdallas.edu. 
o If you need a special character added to your name, please email 

graduation@utdallas.edu for assistance by the name change deadline. 

https://registrar.utdallas.edu/forms/
mailto:graduation@utdallas.edu
mailto:records@utdallas.edu
mailto:graduation@utdallas.edu
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18. Select the Addresses option from the left side menu to review and/or update your 
Address in Orion by the deadline listed on the graduation page. Diplomas will be mailed 
to the “Diploma” address on file. If no diploma address exists, diplomas will be mailed to 
the “Home” address on file at the time of the diploma order. 

o If you need to update an existing address, select the address in that field, not the 
+ button. 

 
19. For your name to be printed in any graduation or commencement publications, you will 

need to double check your FERPA/Confidentiality status. 
o Open the “FERPA – Request for Confidentiality” instructions on the Registrar’s 

website. 
o Select the Home button to go back to your UTD Student Center and select the 

“My Academics” tile 
o Under Academics, select “FERPA Confidentiality”. 
o To have your name included in any graduation or commencement publications, 

you will need to ensure your FERPA restrictions are set to either “Partial 
Restriction” or “No Restriction” by the deadline listed on the Graduation Website 
under the applicable semester. 

https://registrar.utdallas.edu/forms/
https://www.utdallas.edu/registrar/graduation/
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20. You have successfully applied for graduation. Please make sure to review the checklists 
for a successful graduation semester! 

o Bachelor’s Candidates Information 
o Master’s and PhD Candidate Information 
o Commencement Checklist 

https://www.utdallas.edu/registrar/graduation/undergraduate-checklist/
https://www.utdallas.edu/registrar/graduation/graduate-checklist/
https://www.utdallas.edu/registrar/graduation/commencement-checklist/
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