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The following is how to review a student’s degree record for accuracy through the Graduation Summary page. 
You can search for an individual student or a specific group of students, including undergraduate and graduate. 
This job aid will outline both methods. 
Note: For FOIP reasons some information has been removed. 

 
1. Click the Records and Enrollment link. 

 

2. Click the Graduation link. 

 

3. Click the Graduation Summary link. 

 

4. Enter the Student ID in the Empl ID field and press Search or Enter. This will take you directly to the 
individual students' Graduate Summary. 
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5. The Graduation Summary page displays the Degree Checkout Status (e.g. Applied for Graduation), 
details of the Ceremony, the Confer Date (the date the degree will be conferred), the Plan/Sub-Plan 
Details, Degree Honours categories, and Milestones (i.e. specializations, thesis, and oral examination 
information for GRAD students).  
 
The Confer Date and Compl Term will be completed once the application for graduation has been 
approved. The Degree Checkout Status will then read ‘Approved’. 
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6. Graduate Student Information: 
The Confer Date and Compl Term will be completed once the application for graduation has been 
approved. The Degree Checkout Status will then read Degree Awarded and Status: Completed.   
For graduate students, their specialization (if they have one) will display as the third plan sequence. 

 
This is an example of a thesis based graduation summary: 

 
7. In addition to single student search you can view a grid of students. Click the Academic Career list 

and select the applicable Academic Career (e.g. Undergraduate Programs). Click the Undergraduate 
Programs list item. 
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8. Click the Look up Academic Institution button. You can enter the Academic Institution directly 
(UCALG) or use the lookup tool. Click the UCALG link. 

 
9. Select the specific Maxi Term. Click the Look up Maxi Term button. The search results display. For 

example, select Fall 2017/Winter 2018. Click the Fall 2017/Winter 2018 link. 

 

10. Click the Look up Expected Graduation Term button. A list of Expected Graduation Terms display. 
For example select Winter 2018. Click the Winter 2018 link. 
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11. Select the specific Academic Program by either entering it directly or use the lookup tool. Click the 
Look up Academic Program button. 

 

12. A list of Academic Programs display, you can either scroll down, or begin typing in the Academic 
Program field and press Lookup. For example, select ARBCH (Arts Bachelor). Click the ARBCH link. 
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13. Specific Academic Group can also be selected if desired. Click on the drop down arrow by Degree 
Checkout Status to view additional search options. Degree Checkout Status options that are 
available include: 

• Applied for Graduation 
• Denied 

 

14. For this example select Applied for Graduation Click the Applied for Graduation list item. 
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15. When completed with Search Criteria press Enter or Search. Remember you can enter the Student 
ID rather than complete the Search Criteria. Click the Search button. 

 

16. Based on the search criteria entered a grid of information displays. Click the Desired Student link. 
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17. The Graduation Summary page displays. If searching for a grid of students, note the Previous in List 
Next in List buttons display allowing you to navigate to the next student. 

 
 For the corresponding online learning, consult the Student and Enrolment Services, Student 

Administration (PeopleSoft Campus Solutions) training website. 

End of Procedure. 

 


