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How do I request a transcript?

We use Parchment to securely send transcripts electronically and by mail. Students will need to create
a learner account to order a transcript. More information can be found on the Registrar’s Office web

page.

How do I get an enrollment verification?

Enrollment Verifications are contracted through the National Student Clearinghouse. Any outside
vendors should contact the Clearinghouse for enrollment or degree verifications. Current students can
access your own enrollment certificate through the link on MyUTF.

How many credit hours are needed for full-time status?

An Undergraduate student taking a total of 12 credit hours in a regular (Fall or Spring) semester is full
time. Winterim and Summer are non-compulsary terms and do not allow for full time enrollment for
undergraduate students. Graduate studies students are considered full time at 9 hours in one semester
or term.

How can I request an excuse from jury duty?

The registrar’s office can provide a letter requesting that you are excused from jury duty if you are an
enrolled student. Please make requests in writing to registrar@utf.edu.

How do I register for classes?

New students will have their first schedule created by the Registrar’s Office. Continuing students will
work with their academic advisor to create a schedule and register in the UTF Student Portal.
Additional registration help can be found on MyUTF.

When do I need to apply to graduate?

Students should work with their academic advisor to formally declare their major program after
completing at least one semester at UTF. The application for graduation is due one year prior to a
student’s intended graduation date.

How can I see my child’s grades or bill?

Students should work with their parents to answer any questions about their grades. If the student’s

parent would like to speak to a school official about grades or billing questions, the student will need
to complete a parent release form. See FERPA form on the Registrar’s Office web page.
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