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Graduation Application

Procedure

Use the Graduation Application process to apply for graduation through the Student Center.
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Step

Action

Click the other academic... dropdown list.

I other academic...

~ ]|
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Step Action

Click the Apply for Graduation list item.

|Apply for Graduation |

Click the Go button.

Page 2 Last changed on: 9/4/2008 4:17 PM




Business Process Document

CASE WESTERN RESERVE _ ! _ ATHE
' - Graduation Processing: Graduation Application

CASEWESTERN RESERVE
MR UNIVERSTTY w2 Home dd to Favorites Sign out

Search:

® Mary Shelley
[ My Favorites [ Search V Plan ]( Enroll 1[ My Academics 1
[> Self Service
- Homepage Apply for Graduation
- C Agreement

— Announcements Select Program and Degree

Select the acadamic program in which you vish to spply for graduation by clicking on its

dascription.

Select an Academic Program
ciences Undergraduated

sreer  Undergraduste

Degree  Bachalor of Arts

Major Biology (BA)

Major  Chemistry (BA)

Major Psychology (BA)

Preparation  Pre-Health

Search Plan Enroll My Academics

goto ... <

Done [ @+ Trusted sites H100%

Step Action

4. The Select Program and Degree screen appears. All programs in which you are
active appear on the screen. Click on the program for which you wish to apply for
graduation.

I&rts B Sciences Undergraduatel
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% CASEWESTERN RESERVE
L JUNIVERSITY it Home Add to Favorites Sign out
Search: Lo
: ® Mary Shelley ~|® T
[ My Favorites [ Search V Plan ]( Enroll 1[ My Academics 1
[> Self Service
- Homepage Apply for Graduation
- C Agreement
| Announcements Select Graduation Term
The academic program listed below vas selected to apply for graduation. If this is not
correct, retu d select a different academi
Select = valid term to apply for graduation by selecting a value from the dropdovn. Only
terms in which you are able to spply for graduation vill be displayed.
Program  Arts & Sciences Undergradusts Career Undergraduate
Degree Bachelor of Arts
Major Biology (BA)
Major Chemistry (BA)
Major Psychology (BA)
Preparation  Pre-Haalth
Select the zppropriate term from the list below. If no values are found, you are not
eligible to apply for graduation at this time.
Expected Graduation Term
SELECT DIFFERENT PROGRAM | CONTINUE |
Search Plan Enroll My Academics
Fr . )
Done [ @« Trusted sites H100% -

Step Action

5. The program group box appears.

Click the Expected Graduation Term list.
I ~|

6. Select the term from which you wish to graduate from the dropdown list.

If terms appear, but the term in which you wish to graduate does not appear, then
the current date is not in the range of time when that term is open for graduation
applications.

[Fzll zoog |
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WA Cse WESTERN RESERVE
R UNIVERSITY Az
Search: Lo
: ® Mary shelley [ ¥® il
[> My Favorites f Search ]( Plan ]( Enroll Wf My Academics 1
[> Self Service
- Homepage Apply for Graduation
- Confidentiality Agreement
- Announcements Select Graduation Term
The academic program listed below vas selactad to spply for graduation. If this is not
corract, retul previous page and select a different & mi
Selact 5 valid term to apply for graduation by selecting a valus from the dropdovn. Only
terms in which you are able to apply for graduation will be displayed.
Program  Arts & Sciences Undergraduate Career Undergraduate
Degree Bachelor of Arts
Major  Bielegy (BA)
Major Chemistry (BA)
Major Psychology (BA)
Preparation  Pre-Health
Select the sppropriate term from the list below. If no values are found, you are not
cligible to spply for gr
Expected Graduation Term
Diplomas will be mailed the week of January 19, 2009, your tuition balance
must be paid in full.
If you plan to attend commencement activities on May 17, 2009, you must 4
register on-line at the following website
http:/ /www.case.edu/commencement/
Online registration is open from March 1, 2009 until April 1, 2009 5:00pm
EDT
SELECT DIFFERENT PROGRAN CONTINUE
v
Done [@ « Trusted sites H100%

Step

Action

School-specific Graduation Instructions appear. Please read them carefully.

Please note that if you have selected the wrong program from which to apply for
graduation, you can change your program selection by clicking the Select
Different Program button.

| SELECT DIFFERENT PROGRAM ||
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u CASE WESTERN RESERVE

/ESTERN RESERVE
RSITY

Mary shelley T — O

[> My Favorites

[> Self Service
- Homepage
- Confidentiality Agreement

— Announcements

[ Search I Plan I Enroll U my Academics 1

Apply for Graduation

Select Graduation Term

The academic program listed below vas selactad to spply for graduation. If this is not
carrect, return to the previous page and select = different academic program.

Selact 5 valid term to apply for graduation by selecting a valus from the dropdovn. Only
terms in which you are able to apply for graduation will be displayed.

Program  Arts & Scisnces Undergraduste Career  Undergraduate
Degree Bachelor of Arts.
Major  Bielegy (BA)
Major  Chemistry (BA)
Major  Psychology (BA)

Preparation  Pre-Health

Select the sppropriate term from the list below. If no values are found, you are not

cligible to apply for graduation at this ime.
Expected Graduation Term

Graduation Instructions

Diplomas will be mailed the week of January 19, 2009, your tuition balance
must be paid in full.

If you plan to attend commencement activities on May 17, 2009, you must
register on-line at the following website
http:/ /www.case.edu/commencement/

Online registration is open from March 1, 2009 until April 1, 2009 5:00pm
EDT

SELECT DIFFERENT PROGRAM CONTINUE

826 E@@

(E3

~

Done:

[@ « Trusted sites

H100%

Step Action

Click the Continue button.

CONTINUE I
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W CASEWESTERN RESERVE
1,';\.[\\\“”»\ Az

—_—

Home Add to Favorites Sign out

Search:

3

@ Additional required information

[> My Favorites

[> Self Service B ) )
- Homepage Do you want your name and degree information to appear in the
- Confidentiality Agreement commencement program and to be announced at the commencement

— Announcements ceremony?

@ ves (o™

Do you plan to participate in the May commencement ceremonies?

@ ves Ono
If you indicate that you vill attend, additional information vill later be sent to you about the
official registration process for the May commencement it ceremanies.

The name on your diploma will appear as shown below. Review and update as
necessary.

DIPLOMA NAME:  FirstName  |Mary

Middle Name |

LastName  [Shelley

Suffix I u

Pleass include any special ct
asted in from

(i.2. uppar/lover case, accents, tildes,
program.) Addi | on to

support diploma nams may ba

PHONETIC NAME: First Name |

Middle Name |

Last Name [

Plazse indicate either a phonetic spalling or 3 vord that rhymes with your name.
For example: Nguyen sounds like vin.

|3

Done [ @+ Trusted sites H100% -

Step Action

10. The Additional Required Information fields appear below the Continue button.

Answer the first question by clicking the Yes (default) or No radio button.

11. Answer the second question by clicking the Yes (default) or No radio button.
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I CAsEWESTERN RESERVE
1\.\(\\\:\\:1‘»\ 2

—_—

Home Add to Favorites Sign out

3

Search:

@ Additional required information

Do you want your name and degree information to appear in the

[> My Favorites
[> Self Service
- Homepage

— Confidentiality Aqreement commencement program and to be announced at the commencement
— Announcements ceremony?
@ ves Ono

Do you plan to participate in the May commencement ceremonies?

@ ves (o1

If you indicate that you vall attend, additional in il later be sent to you about the

official registration process for the May commen

The name on your diploma will appear as shown below. Review and update as
necessary.

DIPLOMA NAME:  FirstName  |Mary

Middle Name |

LastName  [Shelley

Suffix I u

Pleass include any special characters as (i.e. upper/lower case, accents, tildes,
asted in from your word srogram.) Additional an to

support diploma name may ba raquirad.

PHONETIC NAME: First Name |

Middle Name |

Last Name [

Plazse indicate either a phonetic spalling or 3 vord that rhymes with your name.
For example: Nguyen sounds like vin.

~

Done [ @+ Trusted sites H100%

Step Action

12. Confirm or update the name that will appear on your diploma.

Include special characters as appropriate. Additional documentation may be
required to support the diploma name entered.

13. Enter the phonetic spelling of your name, or enter a word that rhymes with your
name. Include First, Middle, and Last Names as appropriate.

14. If you need your diploma mailed to you, select the address to which the diploma
should be mailed.

If the Other option is selected, then a new address can be entered. If Home or
Current are selected, then the address on file for the address type will appear in
the Address field.

|@ Home O current Ol}ther|

15. To enter a new address, first click the Look up Country button.

=
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WA (ASE WESTERN RESERVE
1.\.(\\\:”1)\ a4

Home Add to Favorites Sign out
Search: Look Up Country ad
®
I My Favorites Country: | begins with || ‘
[> Self Service
- Homepage Description:| pegins wit [+ [ |
— Confidentiality Agreement
— Announcements
Look Up ‘ Clear | Cancel | BasicLookup
Search Results
View All 1-100 of 239 [p] Last
[Country Description
ABIE  Arba
AFG Afghanistan —
AGO Angola
AlA Anguills
ALB Albania
AND Andorrs
ANT Metherlands Antilles
ARE United Arab Emirates
ARG Argentina
ARM Armenia
ASM American Samoa
ATA Antarctica
ATF French Southern Territories
ATG Antigua and Barbuda
AUS Australia
AUT Austria
AZE Azerbaijan
BOI Burundi
BEL Belgium
BEN Benin
BFA Burkina Faso
BGD Banaladesh
BGR Bulgaria
BHR Bahrain
BHS Bahamas
BIH Bosnia and Herzeqovina
BIR Belarus =
[@ + Trusted sites H100%

Step Action

16.

Enter information to search for the appropriate country into the Description field.

17.
Click the Look Up button.

18.
United Kingdom

Select the appropriate country from the search results.
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CASE WESTERN RESERVE

CASEWESTERN RESERVE
UNIVERSITY Bz Home Add to Favortes
~
Search: Pleass indicates either a phonetic spalling or a word that rhymes with your name. =
() For example: Hguyen sounds liks vin.
[> My Favorites
[> Self Service
- Homepage In the event that your diploma has to be mailed, select the appropriate address:
- Confidentiality Agreement
— Announcements
O Home O Current @ Other
Country: B2/ United Kingdom
Address: Edit Address
Please verify prior degrees displayed below.
Prior School Degree  Date
Provide corrections and/or additions in the text area below. School, Degree, Date Conferrsd
and Country must be provided for each prior degree.
School Name Degree Date Conferred  Country
[ [ [ [ FHE
An official transcript with the degree posted may be required.
If everything is correct, click the Submit Application button to continue the process.
SUBMIT APPLICATION
Search Plan Enroll My Academics
v
Done [ @« Trusted sites H100% -

Step Action

19.
Click the Edit Address link.
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CASE WESTERN RESERVE
MUNIVERSITY 26 Home Add to Favorites Sign out
Searcic Edit Address
® Country: United Kingdom £hange Country

[> My Favorites
- Self Service Address 1: | |
— Homepaage
— Confidentiality Agreement Address 2: ‘ |
— Announcements

Address 3. ‘ |

ity L 7]

cony: R postcoaer ||

QK Cancel
[ @+ Trusted sites H100%

Step Action

20.

Enter the address information as appropriate into the Edit Address screen.

21.

Click the OK button.

Last changed on: 9/4/2008 4:17 PM

Page 11




Business Process Document
Graduation Processing: Graduation Application

al ASE WESTERN RESERVE

I CAsE WESTERN RESERVE
1.\.(\\\:”1)\ B2k

Home Add to Favorites Sign out
Search: 2
@ O Home O current ® other
[> My Favorites
[> Self Service
Country: Ger /O ]
P ountry: United Kingdom
- Confidentiality Agreement . 54 Birkshire Way i}
- Announcements Address: Windsor EdiE Addraz
Bedfordshire 188166

Please verify prior degrees displayed below.

Prior Schoal Degree  Date

Provide corrections andfor additions in the text area below. School, Degree, Date Conferred

and Country must be provided for each prior degree.

School Name Degree Date Conferred Country

[ [ [ [ | FE

An official transcript with the degree posted may be required.

If everything is correct, click the Submit Application button ta continue the process.

SUBMIT APPLICATION
Search Plan Enroll My Academics
goto ... ]
v
[ @« Trusted sites F 0% v

Step Action

22. If you have another degree from a previous institution, enter the School Name,
Degree, Date Conferred, and Country where the institution exists.

23.
Click the Submit Application button.

| SUBMIT APFLICATION I

24, The Submit Confirmation screen appears.

25. This completes the process of applying for graduation.

End of Procedure.
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