
Directions for UGS Qualtrics Request for Exceptions form 

1. The form can be accessed from the Undergraduate Studies website under “For Advisors:  Academic 

Processes”  “Exceptions to University Requirements”. The webpage provides brief overview for the 

process. Selecting the link for the Qualtrics form will direct you to single sign-on using your USF Net ID 

and password. 

 

2. Submitters are directed to enter their contact information in order to receive updates on the progress 

of the decision via email, as well as if any clarifying information is needed by UGS personnel. **Requests 

should NOT be submitted directly from the student but by USF personnel.** 

 

If a student attempts to initiate a request form, they will see the prompt below that prevents them from 

completing and submitting any requests: 

 



3. Submitters enter the full name and UID of the student in need of the exception. Select one of three 

options for the exception request; only ONE can be selected for each submission. 

 

For General Education course substitutions: 

4. Disclose whether the student is following the FKL or Enhanced General Education curriculum. 

 



5. Submitters must then identify which FKL or Enhanced Gen Ed requirement the exception is for. 

**Note: submitters can select more than one category if requesting more than one substitution.** 

 

 



6. Submitters must identify if requested substitution is associated with an accommodation from the 

Students with disabilities office (SDS). 

 

7. Requests must include a narrative rationale and supporting documents (e.g., syllabi) explaining: 

a) What course or requirement is being substituted or waived; 

b) Why the student is unable to meet the requirement as posted;  

c) Any associated issues such as the impact on-time graduation and/or excess credit hour; and 

d) What course or plan of action is recommended to meet the requirement. 

If submitters select “Yes” to indicate the request is associated with an SDS accommodation, upload 

supporting documentation; this field will not display if the answer to the previous question is “No”. 

 

 

 



8. After submitting, the following confirmation will display. The request is routed to the Dean of 

Undergraduate Studies; submitters will receive both an email to confirm the request has been 

submitted (see below) and an email with the decision, which will include the full text of all information 

provided as part of the request (e.g., initial request, notes from the dean, etc.). **Note: Do NOT reply to 

these emails as they are sent from QualitricsMailer@usf.edu address that is not monitored. Please 

contact the individuals as listed in the confirmation message if assistance is required.** 

 

Text of Email Confirmation of Submission 

 

Text of Email Confirmation of Decision 

 

 

 

 

mailto:QualitricsMailer@usf.edu


For Waivers or Substitutions of State-Mandated Requirements:  

9. Submitters must identify which state-mandated requirement the request is for. **Note: submitters 

can select more than one category if requesting more than one substitution.** 

After this selection, the process continues to steps 5 through 7 as listed above. 

 

For Waivers or Substitutions of USF University Requirements:  

10. Submitters must identify which USF institutional requirement the request is for. **Note: submitters 

can select more than one category if requesting more than one substitution.** 

After this selection, the process continues to steps 5 through 7 as listed above. 



 

If you experience issues submitting a request, please contact Assistant Dean Kyna Betancourt 

via email a kbetancourt@usf.edu.  

Pro Tips 

 Include all supporting documentation with the initial request submission. 

 If needed, reference catalog page numbers and/or policy numbers to identify the policy being 

waived to aid UGS staff with the necessary verification process. 
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