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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. In the Academic Advising area, click on the Apply for Program Completion task. 
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1. In the Academic Record field, select your major/program (if not automatically 

populated). 

2. Verify your name. 

3. Click the RSVP for Commencement check box if you plan to participate in the 

commencement ceremony. 

4. Click the check box in the Apply field by your major/program. 

5. Enter the Expected Graduation Date.   

a. December 2023: 12/16/2023 

6. Click Confirm.   

7. 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: 

 

2. Enter your Diploma Mailing Address. 

 

a. Click on the orange button: “Change My Home Contact Information”. 

b. In the Address box, click the Add button. 

 

c. Scroll to the usage field and select diploma. 

d. Enter your address information. 
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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. In your Workday inbox, click on the “Complete Questionnaire” blue button. 

 

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.) 

 

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. 
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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. 
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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. 

 

 

 

STEP 6: Submit your Application for Program Completion. 

 

1. Click the blue “To Do” button. 
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2. Click “Submit” to complete your application for program completion. 

 

3. Once you have submitted your application, you will see the confirmation pop-up: 
 

 
 

 

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

notifications in the top right corner by your profile ( ) and viewing the confirmation of your 

application (screenshot in next). 
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