Applying to Graduate in Workday

STEP 1: Initiate Your Application for Program Completion

STEP 2: Enter Your Diploma Mailing Address

STEP 3: Complete Questionnaire (Submit your name as you would
have it appear on your diploma. Diploma Name)

STEP 4. Complete the Graduation Application Fee

STEP 5: Upload Your Graduation Application Receipt

STEP 6: Submit your Application for Program Completion.

Please note: Undergraduate students must have completed 90 hours before they can apply to
graduate in Workday.
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STEP 1: Initiate Your Application for Program Completion

NOTE: Applying for program completion in Workday means applying for graduation.

1. Go to your Academics app.
2. Inthe Academic Advising area, click on the Apply for Program Completion task.

I Planning & Registration

Find Course Sections
View My Courses
Find Courses

More (2)

Academic Records
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View My Grades

View My Holds

View My Academic Record

O

Academic Advising

View My Academic Progress

View My Academic Plan

View Evaluated Academic Requirements
Evaluate Academic Requirements
Ap%for Program Completion
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0

General Help

Change My Privacy Settings
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. In the Academic Record field, select your major/program (if not automatically

populated).
Verify your name.
Click the RSVP for Commencement check box if you plan to participate in the
commencement ceremony.
Click the check box in the Apply field by your major/program.
Enter the Expected Graduation Date.
a. December 2023:12/16/2023
Click Confirm.
Click Submit.

NOTE: YOU ARE NOT DONE WHEN YOU CLICK
SUBMIT in Step 1 (above).

Your graduation application cannot be evaluated
until you complete all the steps in this document.
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STEP 2: Enter Your Diploma Mailing Address

1. Click on your Workday Inbox:

P e

2. Enter your Diploma Mailing Address.

Complete To Do  Enter Your Diploma Mailing Address (==
1 minute(s) ago

For
Overall Process
Overall Status In Progress

Instructions Please click on the Change My Home Contact Information task button below to enter the miling address where your diploma should be sent

« Inthe Address box, click on the Add button

« Scroll down to the Usage field and select Diploma
« Enter the mailing address for your diploma

= Click on the Submit button

) | enter your comment

a. Click on the orange button: “Change My Home Contact Information”.
b. Inthe Address box, click the Add button.
Change Home Contact Information

Address

Primary X &
Address

Usage
Mailing

Visibility
Private

Add

c. Scroll to the usage field and select diploma.
d. Enter your address information.

Page | 4



e. Click Submit to submit the diploma address.
f. Click Submit on the new page to complete the to do.

STEP 3: Complete Questionnaire (Submit your name as you would
have it appear on your diploma. Diploma Name)

1. Inyour Workday inbox, click on the “Complete Questionnaire” blue button.

= ' Q Ssearch

Inbox
You have marked as Complete
Up Next:

; Review Documents  Review [ i
Actions Aschive View Detalls
—_—
1 monén(s) ago
Viewing: A% $or1 By, Newest v
Documents
You have new Inbox items. c Retrosh

by

2. Enter your name as you would have it appear on your diploma. (NOTE: This is also how
your name will appear in the commencement program.)

Complete Questionnaire Diploma Name - Finaf for Apply for Program Completion Event: o

Enter your Dipioma Name

Please enter your name as you would like it to appear on your Anderson University diploma.
Make sure to double check your entries before clicking the OK button

Frst Name

Migale Name

Last Name

L 4

I~
3. Click Submit.
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STEP 4: Complete the Graduation Application Fee

Please note: Do not click submit until you follow the link and pay your graduation
application fee. You will receive the correct link based upon your academic level.

Gumplete Ta Do  Submit Undergraduate Graduation Application Fee - ey "._] = | r T

1 pecand(y) s

Far College of Business/Undergracduabe (B5E) - D509/ 2022 - Active
Overall Process  Apply for Program Completion Event College of Business/Undergraduate (BSE) - 05/09/2022 - Active

Chverall Status In Progress
Instructions I cerder to submit your payment, you must click the link below 1o pay the graduation application fee

Undergraduate Graduation Application Fee

Yiou will recahod &n email cogy of the recaipt
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([elnet

ANDERSON - (&) customer senvice

UNIVERSITY

Undergraduate Graduation Application Fee

Undergraduate Graduation Application Fee Price:

Graduation Application Fee - $50.00 ~ $50.00

Student First Name
Student Last Name
Student Email Address
Student ID

Re-enter Student 1D

Please remember to save a copy of your receipt to upload into Workday.

Purchase Total $50.00

Customer Service | Terms of Use | Privacy Policy

© 2001-2023 Nelnet, Inc. and Affiliates. All Rights Reserved.
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-

ANDERSON (@) customer service

UNIVERSITY

Graduate Graduation Application Fee

Graduate Graduation Application Fee Price:

Graduation Application Fee - $100.00 + $100.00

Student First Name
Student Last Name
Student Email Address
Student ID

Re-enter Student ID

Please remember to save a copy of your receipt to upload inte Workday.

Purchase Total $100.00

Customer Service | Terms of Use | Privacy Palicy

© 2001-2023 Nelnet, Inc. and Affiliates. All Rights Reserved.

Once your payment has been accepted you will receive a receipt. The receipt will be
sent to the email address you typed in the step above.

O Thank You

Your payment for $102.75 has been authorized and submitted.
Atransaction receipt was sent to TestAccount!@factsmgt.com.

Redirecting in 2 seconds...If the site does not redirect in 6 seconds, click here.
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STEP 5: Upload Your Graduation Application Receipt

Please save your emailed receipt as a pdf or take a screenshot to upload as proof of
payment.

Complete Questionnaire

‘Program Completion Payment Receipt’ for Apply for Program Completion Event: Pierce, Ford Joseph - College of Business/Undergraduate (BSB) - 05/09/2022 - Active &1

Program Completion Payment Receipt

Your receipt was sent to the email address you provided when submitting your payment. You are required to upload a screenshat or saved PDF copy of that receipt.

AU Student ID (Required)
’ £

Student Name (Last Name, First Name) (Required)

Please indicate the Graduation Term (ex: Spring 2024)
(Required)

| |

Attach a copy of the payment receipt verifying payment was made.
(Required)

Drop files here

or

D G Com)

STEP 6: Submit your Application for Program Completion.
1. Click the blue “To Do” button.

= ' Q search
Inbox

You have submitted
Actions Aschive lJme_; : | You are ready 10 submit your
graduation application!
View Details
Vigwing. ANl Sarl By Hewest w

You afe neady to submit your graduation applicationt:

Apply for Program Complation Event:

1 second(s) ago
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2. Click “Submit” to complete your application for program completion.

Complata To Do You we ready 00 Submil your grsduntion splication! -

" mecondinl ago
Fer Coaleg of Businesa e
OveislProoeds  Apply 157 Profiem Dompletos Enps Codiee of Busisesd Undeigritoas (B58) - 0STA/D0I2 - Artive
Creeial Sramus i Pasgredd

Inrtruction Four

W
Saree Tor Laier -

b4
i B84 i hap Fifubl et T
‘i e e BT
o EONL el 3 e sl s of 5

You have marked as Complete
4 wiew Details t}

A
| ra

L

E .\..\-.

NOTE: You can also confirm that your application has been received by looking in your

notifications in the top right corner by your profile (
application (screenshot in next).
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Apply for Program Completion Event: College of Business/Undergraduate (BSB) - 05/09/2022 - Active
12 second(s) ago

‘Your application for Graduation (Program Completion) has been received.

Next Steps:

All account balances must be settled before diplomas and transcripts can be released.

The timeline for receiving a degree audit will be, as follows:

Applications for May graduation:

-Pricrity evaluation window (October 1 - Cctober 31).

-Audits of Applications for May graduation received in the priority evaluation window (above) will begin on November 1 and will be evaluated by the last day of the drop/add period of the final semester of study.
-Applications for May graduation received after the priority evaluation window (abeve) will be evaluated as soon as possible

Applications for August graduation:

-Priority evaluation window (March 1 - March 31).

-Audits of Applications for August graduation received in the priority evaluation window (above) will begin on April 1 and will be evaluated by the last day of the drop/add period of the final semester of study.
-Applications for August graduation received after the priority evaluation window (above) will e evaluated as soon as possible.

Applications for December graduation:

-Priority evaluation window (April 15 — May 31).

-Audits of Applications for December graduation received in the pricrity evaluation window (above) will begin on June 1 and will be evaluated by the last day of the drop/add period of the final semester of study.
-Applications for December graduation received after the priority evaluation window (above) will be evaluated as soon as possible.

Please keep an eye on your AU email for further notifications.

Office of the Registrar

Email: registrar@andersonuniversity.edu
Office: (864) 231-2120

Details  Apply for Program Completion Event College of Business/Undergraduate (BSB) - 05/09/2022 - Active
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