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Student Records 

Signing In to Self Service 

 
 

Step Action 

1.   

 
 

When you open your internet browser window and access the self service website, you will first be directed to the Sign In 

page. 
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Step Action 

2.    

Enter your ID  in the User ID field.  Both the User ID and Password fields are case sensitive. 

 

If you donôt know your User ID, contact the UTD Helpdesk at 972-883-2911. 

3.   Click in the Password field. 

4.   Once you have typed in your ID, you can type in the password. For security purposes, the password, will be shown as 

asterisks. Also note that passwords are case sensitive. 

 

Enter your Password into the Password field.  

 

If you donôt know your Password, contact the UTD Helpdesk at 972-883-2911. 

5.    

Click the  button. 

 

6.   If the information you entered is valid, the system will display the Home page for your self service webpage.  

 

For security purposes, the system logs you out after 20 minutes of inactivity. Two minutes prior to your session timeout, the 

system provides a warning that your browser session is about to expire and you can click ñOKò to continue. 

7.   You have successfully signed in to self service. 
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To Do List 

  

Step Action 

1.   

To view your To Do List, navigate to the Self Service page.   

 

Click the  link on the left side of the page. 

 

Step Action 

2.    

Click the To Do List link under Campus Personal Information on the right menu. 
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Step Action 

3.   Your to do list is displayed at the bottom of the page.  Each To Do item is something that you havenôt provided the university 

that is needed to complete your application for admission.  All pending items must be completed or a decision cannot be 

rendered on your application.   

  

 
 

You can view the To Do Item Detail for each individual item by clicking on the link with the name of the item you wish to view.  
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Step Action 

4.   

 
To Do Item Detail will tell you in greater detail what information is needed and what action you need to take to complete this To 

Do List Item. 
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Checking Application Status 

 

Step Action 

1.   

 
To view your Application Status, navigate to the Self Service page.   

 

Click the  link on the left side of the page. 

 

Step Action 

2.    

Click the Application Status link under Student Admission on the right side of the page. 
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Step Action 

3.   Your application status is displayed at the bottom of the page.   

 
 

For example, in the Application Status table on this page, the applicant has not yet been accepted as a Fall 2009 graduate 

student. He has not been admitted yet because he has not submitted his Official College Transcript transcript to the Office of 

Admissions and Enrollment Services.  
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Accepting the Offer of Admission 

If you have been extended an offer of admission, you will need to accept or decline the offer.  To do this, you need to navigate to the Self Service 

page.   

 

Step Action 

1.    

 
 

Click the Accept Admission link under Student Admission on the right side of the page. 
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Step Action 

2.   

 
 

Click the ACCEPT / DECLINE link next to the application you want to work with.  
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3.    If you are accepting admission to UT Dallas, 

Go to step 4 on page 13 

 If you are declining admission to UT Dallas, 

Go to step 7 on page 15 

 
  
 

Step Action 

4.   Accepting Admission to UT Dallas 

 

 
 

Click the   button. 
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Step Action 

5.   

Once you confirm your acceptance, you will not be able to make any changes online to this application and it will no longer be 

visible. 

 

Click the  button. 

 

6.   Congratulations! You have accepted your Offer of Admission.  Proceed past the decline admission section. 

 
   


