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Central Texas College and its Operating Units, Divisions, and Sponsored Activities prohibit discrimination in employment practices 

because of race, color, religion, gender, national origin, age, disability, or veterans’ status.
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The Family Educational Rights and Privacy Act of 1974 grants to students certain rights, privileges, and protections relative to 

individually identifiable student educational records which are maintained by the College.  Central Texas College’s institutional 

policy is consistent with the intent, guarantees, and safeguards embodied in the legislation.
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STUDENT PETITIONS 
 

A. In the ST module, enter STPE (Student Petitions) in the Quick Access box 
and click Go (see Figure 1). 

 

 
Figure 1 

  

B. In the STPE screen, the Student LookUp prompt will appear, insert the 
student’s information (i.e. name or student id).  (see Figure 2).   

 

 
Figure 2 

 Enter STPE, 

and click GO. 
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Note: If there are multiple students with the same name the Person LookUp Screen will 

appear (see Figure 3).  Select the correct student and proceed to Step C.   

 

 
Figure 3 

 

C. Enter ‘A’ at the bottom to the Controller LookUp Resolution screen.  
Save and Update (see Figure 4). 

 

 
Figure 4 
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D. Enter the appropriate term (i.e. FAL07, SPR08) the Start/End dates will 
automatically populate. Enter the Course and Course Number (i.e. 

ITNW 2405), and enter an ‘A’ in the petition status.  Save and Update. 

(see Figure 5).    
 

 
Figure 5 

 

E. Colleague will take you back to the Student LookUp prompt on the 
STPE screen where you can enter another student petition.  If you are 

not entering another petition select Finish or Cancel.  
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Creating Petitions in the Class Section 
 

A. From the SECT screen drill into the Restrictions (see Figure 6). 
                                                                                                          

 
Figure 6 

 

B. On the Section Restrictions (SRES) change the Petition Required to Yes. 
(see Figure 8). Save and Update. 

 

 
Figure 7 

 

Drill into 

Restrictions
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Figure 8 

 

C. Drill into the Additional Section Info (ASCI) Screen. Click OK.  
 

 
Figure 9 
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D. Enter Comments in the Printed Comments.  Save and Update  
(see Figure 10). 

  

 
Figure 10 

   

 


