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ORIGINAL PROCESS

 Student would need to fill out an application to graduate.

 Student would pay $30 fee to graduate.

 Once payment posted, the student would end up on a list to be audited.

 Student would be audited and notified of results. (2-3 week process)

 This list was used to identify student who were eligible to walk in Commencement. 



CHALLENGE

▪ Not every student filled out the application at the same interval.

➢ Some in Semester 1, others after they finished.

▪ $30 was a genuine barrier for many students.

▪ Students who didn’t apply in time didn’t appear in the Commencement 

program and were potentially excluded from Commencement.

▪ Students who didn’t apply were not certified as graduates, regardless of 

whether or not they wanted to participate in Commencement. 



Question # 1:

Why do students have to ask (apply) to graduate?

Answer I was given: 

Because they have to tell us they want to graduate.





QUESTION # 2:

WHAT IS THE COST TO ISSUE A DIPLOMA?

Answer: 

If a student participates in 

Commencement, it costs $11.

If a student does not 

participate in 

Commencement, it costs $18.





…students were automatically audited (reviewed)

after completing 30 college level credits?

…audits are done in February, June, and October? 

…we added $2.50 to the general fee to embed the graduation fee? 



HOW IS THIS GOING TO HAPPEN?



SYSTEM LEVERAGE – ELLUCIAN COLLEAGUE

A primary job was built to identify students who meet the criteria of 30 completed college 

level credits, who do not yet have a record on SGRD.  (This was done in collaboration 

with our IT department to verify correct mapping.) 

Once the students are selected, a savelist is created and a second job is run to create the 

record on SGRD.  The job is run using CGRF. 

An informer report was mapped using the graduates file to gather information. We 

routinely access the information with its updates using a live excel. 

These jobs are run nightly, so we always have the most current data of students hitting the 

30 credit benchmark. 



STEP 1 – POPULATING SGRD

When a student has completed

30 college level credits,

their SGRD screen 

(graduation screen)

is populated.



STEP 2 – CREATE LIVE EXCEL

Populates on spreadsheet with criteria 

listed here. 

Graduates Adddate Jun 12, 2024

Graduates Chgdate Jun 12, 2024

Graduates Chgopr RBOYKIN

Id 0998034*BIOG.AS

Grad Student 0998034

Last Name Windsor

First Name Elizabeth

Grad Diploma Name Elizabeth Windsor

Stu Cmpl Cred 35

Stpr Eval Status

Status 0

Grad Term 2025SP

Commencement Elig N

Req Complete N

Grad Attend Commencement

Grad Cmpl Date May 17, 2025

Stu Age 98

GPA 0.000

Grad Honors

Grad Acad Program BIOG.AS

Stpr Catalog 2023



STEP 3 – THE EVAL PROCESS

Using BEVL, students are grouped together to do 
Batch Evaluations/Audits.

Students are notified of the audit results to their 
student email account using CRM Advise. The audit 
results are also documented on STRK in Colleague

If the student is going to be in their last semester 
during the Spring term, will only have two 
requirements outstanding at the end of the spring 
term, AND has a GPA above 2.0, the student is 
flagged as eligible for Commencement. 



STEP 4 – YOU’RE INVITED!

At the end of February, all students 

flagged as eligible for 

Commencement are sent an 

invitation to Commencement. 

This is sent via Colleague to capture 

dates of transmission.



STEP 5 – THE RSVP & INFORMATION CONFIRMATION

The invitation links the 

student to the

graduation overview page 

in Self-Service. 



STEP 6 – COMMENCEMENT LOGISTICS

When the student RSVPs, their name shows up on a list 

for our Commencement Manager to give them any 

information that is necessary depending on if they plan 

on participating in commencement. 



CONGRATULATIONS GRADUATE!!


