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The following job aid outlines how to manually approve a student's application for graduation. Once a student

has appl
graduati

ied for graduation, and their record has been reviewed, you may manually approve the student for
on.

1.

Click the Records and Enrollment link.

[+ Records and Enrollmeni

Click the Career and Program Information link.
[Career and Program Informatior

Click the Student Program/Plan link.

[Student Program/Plar]

Favorites ¥ Main Menu ~ > Records and Enrollment ¥ > Career and Program Informafion ¥ >  Student Program/Plan

March 2018

You can enter the student's ID directly or complete Search Criteria fields (e.g. Academic Career
(Undergraduate, Graduate or Medicine). The Student Career Number can also be selected if a
student changes programs multiple times within a career, each subsequent program will be
numbered sequentially. The specific Student Career Number will be provided on the Listing of
Graduating Students report. Press Search or Enter. Click the Search button.

Student Program/Plan

Enter amy information you have and click Search. Leave fields blank for a list of al

Find an Existing Value Add a Mew Value

Search Criteria /

ID[ begins with v |-
Academic Career| = v | wi
Student Career hbr@
Campus ID —
National ID[ begins with v |
Last Han‘e
First Han*e

U Include History |:|Cc|rre|:tHistc:r'_l..r [l case Sensitive

o m
Searc% Clear Basic Search [&" save Search Criteria
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5. Based on the Search Criteria a grid of information displays. Typically if there are multiple Student
Career Numbers for the student in question, (which represent changes to a student’s Academic
Program) select the most current number (highest number). For this example select the first line
for the Student Career Nbr = 8. Click the 8 link.

Search Results

View All First ‘4 of7 k) Last
Academic  Student Career Program Short Institution Short Date of Campus National  National ID NID Short First
D 4 Name ‘Gender 2 e Last Name
Descr Descr Bidh, 10, D Louning De. plion, Mame

Carser Nbr
@ Undergrad 8 ARBCH UCALG Female (blank) (blank) CAN SIN
107 UTTaETdiau o ARDOLIT ULLALD Ferrldl AT (Ll Ly N 1L\
m Undergrad 4 ARBCH UCALG Female (blank) (blank) CAN SIN
1m Undergrad 3 ARBCH UCALG Female (blank) (blank) CAN SIN
101 Undergrad 2 ARBCH UCALG Female (blank) (blank) CAN SIN
o Undergrad 1 ARBCH UCALG Female (blank) (blank) CAN SIN
101 Undergrad 1] ARBCH UCALG Female (blank) (blank) CAN SIN
6. Student Program displays the Academic Career of the student. If desired, click on View All to see

the complete career or you can use the advance arrow to navigate through the careers manually.
In order to manually approve the student's application for graduation, you will need to add a new
effective dated row. Click the Add a new row button.

[+]

Student Program Student Plan Student Sub-Flan Student Attributes Student Degrees Cdn Student Program Change History

101 [~ [
Academic Career: Undergraduate Programs Career Requirement Term Student Career Nbr 2
Crind [View Al First 4+ 10f5 * Last
Status: Active in Program +|[=]
*Effective Date |2018/02/23 |5 Effective Sequence 0 kj
*Program Action |DATA Q' pata Change Action Date 2018/02/23
Action Reason Q Joint Prog Appr: u

*Academic Institution UCALG Q University of Calgary

*Academic Program ARBCH Q, Arts Bachslor Admissions
. . From Application
Admit Term 2167 Q F15 Application Nbr 42315091
Requirement Term 2167 Q F15 Application Program Nbr 3
*
Expected Grad Term: 2181 QA wis CampusMAIN_ Q. ycae
Last Updated On 2013/02/23 11:00:27AM Academic Load| Full Time v
By 101

| Save a2t Return to Search Previous in List 4 | Mextin List =] Notify =4 Refresh ¥ Include History '.II’ Correct History

Student Program | Student Plan | Student Sub-Flan | Student Aftributes | Student Degrees | Cdn Student Program | Change History

2|Page
March 2018



UNIVERSITY OF

CALGARY

Approving Students
Manually for Graduation

SA — Graduation

7. The new row will automatically populate the Effective Date with the current date. The Effective
Date must then be changed to the first day of the term in which the student’s conferral occurs (for
example, if the student will have their degree conferred to them in the Spring Convocation then
the Effective Date should be May 1, for Fall Convocation it should be either June 20 or Aug 20,
and for the Feb conferral it should be Jan 1). Faculties must be careful not to future date the
Effective Date field (to say the conferral date for Spring Convocation for example) as this will
result in the student being awarded Completion of Program in the system but it will not actually
generate a parchment for the student.

Student Program || Student Plan || Student Sub-Plan || Student Attributes Student Degrees || Cdn Student Program || Change History

Q@ 5
Academic Career: Undergraduate Programs Career Requirement Term Student Career Nbr 0
Find | View Al First (4) 10f5 (») Last
Status: Active in Program [+][=]
*Effective Date | 2021/05/01  |[5 Effective Sequence 1
*Program Action Q, Action Date 2017/12/05
Action Reason Q Joint Prog Appr: O
*Academic Institution | UCALG Q University of Calgary
*Academic Program ARBCH Q. Arts Bachelor Admissions
. _ — From Application
Admit Term | 2187 QA F2 Application Nbr 42392698
Requirement Term [2187 Q g Application Program Mbr 0
%, W A N
prected Grad Term: 2211 Q '.-‘\-'21) Campus |[MAIN Q UCALG

*Academic Load | Full-Time v

Last Updated On 2017/12/05 10:31:24AM
By 04274505

[F]save ||[@h Returnto Search [=] Notify || Refresh E: Aad || 5 Update/Display A Include History L_“/ Caorrect History

Student Program | Student Flan | Student Sub-Plan | Student Atiributes | Student Degrees | Cdn Student Program | Change History
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8. Use the lookup tool to select the correct Expected Grad Term in which the student will complete
their graduation requirements. Click the Look Up Expected Grad Term button. A list of terms will

display. Select the correct Term.

Look Up
ENKEEKH{; Hello 00871579 (MuirAndrew) on CSCPY
from CSPRD on 2021-05-30 @ 21:32 Academic Institution UCALG
Academic Career UGRD
Term | begins with w ||
Student Program || Student Plan || Student Sub-Plan | StudentAttributes || Student Degrees || Cdn st b ————
. . . Description | begins with w [1
g [ros— Short Description| begins with v ||
Academic Career: Undergraduate Programs ~ Career Requirement Term Student Caree Term Begin Date[= v
Find ||
Look U Clear Cancel Basic Lookuy,
Status: Active in Program | P | | | | | e
*Effective Date | 2021/05/01 |5 Effective 54 Search Results
*Program A'ﬂi'ml:l@. e, View 100 First (&) 1-2420f242 (k) Last
i Term Description Short Description Term Begin Date
ActionReason|  |Q Joint Prog Appr: | 9999 End of Time End Time 3000/01/01
P e 2235 Summer 2023 523 2023/06/25
*Ag Institution | UCALG i -
Qu yoECagay _ 2233 Spring 2023 P23 2023/05/01
*Academic Program [ARBCH @ e pachelor Admissions 2231 Winter 2023 W23 2023/01/03
Bl From Appheatia] 2227 Fall 2022 F22 2022/08i28
“Admit Term 2187 8 pa ppAm,"c 2225 Summer 2022 522 2022/06i27
e 2223 Spring 2022 P22 2022/05/02
Requirement Term | 2187 Q Application Prog 5 \yinter 2022 w22 2022/01/03
| 2217 Fan 2021 F21 2021/08/30
(Elpected Grad Term: [ e 2215 Summer 2021 521 2021/06/28
Last Updated On 2017/12/05 10:3124AM *Acaden] 2213 Spring 2021 P21 2021/05/03
2211 Winter 2021 w21 2021/01/04
By 04274505 2207 Fall 2020 F20 2020/08/31
: _ _ - _ = 2205 Summer 2020 520 2020/06/28
|Esave ||E Retunto Search |[[=] Notiy |[3 Refresh | | Add ||| UpdateDisplay || Ind 2203 Spring 2020 P20 2020/05/06
2201 Winter 2020 w20 2020/01/08
Student Program | Student Plan | Student Sub-Plan | Student Atriutes | Student Degrees | Cdn Student Program | § 5° - Fa‘ﬂ ;; e == e
Student Program || Student Plan Student Sub-Plan || Student Attributes Student Degrees || Cdn Student Program || Change History
- M
Academic Career: Undergraduate Programs Career Requirement Term Student Career Nbr 0
Find | View All First (4) 10f5 (b Last
Status: Active in Program =

*Effective Date |2021/05/01 |[5]
*Program Action Q.
Action Reason

*Academic Institution UCALG

*Admit Term | 2187

Q
Q

*Academic Program ARBCH  |Q ane pachelor
QA Fg
Q

Requirement Term 2187

F13
precled Grad Term: 2211 Q W21)

Last Updated On 2017/12/05 10:31:24AM
By 04274505

University of Calgary

o

Effective Sequence 1

Joint Prog Appr:

Action Date 2017/12/05
([

Admissions

From Application

Application Nbr 423926088

Application Program Nbr 0

*Campus |MAIN Q ycaLe

*Academic Load | Full-Time

|[F]save ||[Gh Returnto Search ||[=7] Motify || Refresh

| |E: Add || F UpdateiDisplay

|| 2 Include History | |EZ Correct History

Student Program | Student Plan | Student Sub-Plan | Student Atiributes | Student Degrees | Cdn Student Program | Change History
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9. Use the look up tool to select the applicable Program Action. Click the Look up Program Action
button. A list of Program Actions will display. Select COMP - Completion of Program to manually
indicate the completion of the program. Click on Completion of Program.

Look Up Program Action
Help

Program Acfion | begins with

Description | begins with s

Look Up Clear Cancel | Basic Lookup
Search Results
View 100 First ‘4 1150715 B Last
Program Action Description
ACTV Activate /
ADRV Admission Revocation
K ComP Completion of Progra_\nj )
DATA Data Change k_&
DEFR Defer Enrollment
DIsC Discontinuation
DISM Dismissal
MATR Matriculation
PLNC Plan Change
PRGC Program Change
RADM Readmit
REVEK Revoke Degres
SPND Suspension
TRAN Transfer to Other Career
WADM Administrative Withdrawal
10. NOTE: If you try to save this record by simply clicking the Save button, you will see the following

error message. When approving a student for Completion of Program (i.e. manually approving
their application for graduation), you must use the Update Degrees button instead of the Save
button. To clear this message, click the OK button.

Message

Use the UPDATE DEGREES button to save. (14600,187)

In addition to saving the changes made to the Program/Flan, the UPDATE DEGREES button
will also update the Degree information to keep the records consistent.

11. After updating the Program Action, navigate to the Student Degrees tab. The Completion Term will
default from the Expected Graduation Term. If appropriate, you may specify the Degree Honors for
the student (i.e. With Distinction / First Class Honors). Click the Look up Degree Honors 1 button.

&
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12. A list of Degree Honors displays. For example, select FCH First Class. Click the FCH link.

Look Up Degree Honors 1

Help
Honors Code | begins with ||

Formal Description | begins with s

Look Up Clear Cancel Basic Lookup

Search Results

View 100 First ‘&' 1303 ' Last
Honors Code Formal Description

- i

FCH First Class A
PSH Degree Granted Posthumously
WDH With Distinction

13. When completed with the manual change, press the Update Degrees button to complete the

process. Click the Update Degrees button.
[ Update Degrees |

Student Program Student Plan Student Sub-Plan Student Attributes Student Degrees Cdn Student Program Change History

Academic Career Undergraduate Programs Student Career Nbr &

Find | View All First ‘&' 1076 ‘* Last

Status Completed Program

Admit Term F15
Effective Date 2018/03/23

Effective Sequence 1
Program Action Completion of Program

Action Reason
Academic Program Arts Bachelor

Requirement Term  Fall 2016 \‘

Degree Checkout Stat | Approved (No for Staff)

Action Date 2018/03/23

Update Degrees
Completion Term 2181 |Q W18 Degree GPA k;
Degree Honors 1 FCH |Q First Class
Degree Honors 2 Q
[FlSave ||[ah Return to Search Previous in List 4] Nextin List [=] Notify % Refresh A Include History M

Student Program | Student Plan | Student Sub-Plan | Student Attributes | Student Degrees | Cdn Student Program | Change History
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14. A confirmation message displays the Degree record update. Click the OK button.

Message

s

k#‘ Cancel

The Degree records were updated successfully. (14600,192)

15. The student’s record should now show Completion of Program on both the Student Program
tab and the Student Degrees tab.

Student Program Student Plan Student Sub-Plan Student Attributes Student Degrees Cdn Student Program Change History

Academic Career:

Undergraduate Programs

Career Requirement Term

Status: Completed Program
*Effective Date | 2021/05/01  |[5]

Program Action | COMP @ Complstion of Program

Action Reason

Q

* 3 15
Student Career Nbr 1
Find | View Al First (4) 10f6 (b Last

H=H

Effective Sequence [1

Action Date 2021/05/25

O

Joint Prog Appr:

*Academic Institution UCALG

*Academic Program |[SCECH
*Admit Term | 2177

Requirement Term 2177

Expected Grad Term: 2211

a
Y
Y

Y

University of Calgary

Science Bachelor
F17

F17
W21

Last Updated On 2021/05/26 10:31:48AM

By

Student Program Student Plan

Student Sub-Plan

Academic Career Undergraduate Programs

Status Completed Program
Effective Date 2021/05/01
ogram Action Completion of Program

A SO

Academic Program  Science Bachelor
Requirement Term  Fall 2017

Admissions

From Application
Application Nbr 42350784

Application Program Nbr 0

*Campus | MAIN QU ycaLc

*Academic Load | Full-Time

Siudent Attributes Student Degrees Cdn Student Program Change History

Q

Student Career Nbr 1

Find | View All First (4' 10of6 (¢’ Last

Admit Term F17
Effective Sequence 1
Action Date 2021/05/25

Degree Awarded (Not for Staff]

Completion Term [2211 W21

(Degree Checkout Stat

w ) Update Degrees
Degree GPA

Degree Honors 1

Degree Honors 2

End of Procedure
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16. NOTE: If it is determined a student is to graduate with honours, this should be indicated in the
Degree Honors field(s). You may specify two Degree Honors if necessary. This may be completed
prior to updating the degree but it can also be added after. Click the Degree Honors 1 object and
select the applicable honors.

Siudent Program Student Plan Student Sub-Plan Student Attributes Student Degrees Cdn Student Program Change History

*

Academic Career Undergraduate Programs Student Career Nbr 1
Find | View All First (4 10f6 (b Last
Status Completed Program Admit Term F17
Effective Date 2021/05/01 Effective Sequence 1
Program Action Completion of Program Action Date 2021/05/25

Action Reason
Academic Program Science Bachelor
Requirement Term Fall 2017

Degree Checkout Stat Degree A v Update Degrees
Completion Term 2211 W21 Degree GPA
[(egree Honors 1 WDH |Q VWith Distinction )
Degree Honors 2 [&}
[5] Save ||/[@h Return to Search Previous in List 45| Nextin List [=] Nofify || Refresh E: Add || & Update/Display 2
17. To avoid an error message do not click Save. Use the Update Degree button if the student is in a

Completed Program status. Click the Update Degrees button.

[ Update Degrees |

| Student Program || Student Plan H Student Sub-Plan H Student Aitributes H Student Degrees || Cdn Student Program || Change History
* @

Academic Career Undergraduate Programs Student Career Nbr 1
Find | View Al First (4’ 10f6 b Last

Status Completed Program Admit Term F17
Effective Date 2021/05/01 Effective Sequence 1
Program Action Completion of Program Action Date 2021/05/25

Action Reason
Academic Program Science Bachelor
Requirement Term  Fall 2017

Message
Degree Checkout Stat Degree Awarded (Not for Staff) N | Update Degr]
Completion Term 2211 w21 DegregsPA ' The Degree records were updated successfully. (14600,192)
Degree Honors 1 WDH (@ With Distinction
Degree Honors 2 __Q SEi
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18.
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Click the OK button.

For the corresponding online learning, consult www.ucalgary.ca/ittraining
End
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