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DEGREE CERTIFICATION — PRELIMINARY PREPARATION (PRELIM PREP)
NAVIGATION
1. Loginto myUFL, then navigate to:

Nav Bar > Main Menu > Student Information System > Records and Enrollment > Graduation > Degree Certification
> Degree Certification Main Search

PRELIM PREP

e There are four parameters you select to get a list of your credentials. Always fill them in from top to bottom.

1. Your certifier level should default for you. Select the credential type you want to review.
In this example, the Degree credential type is selected.

Certifier Level Department ?Ei,ColIege Administrator
Credential Type Degree Minor Certificate
Term Q Term Dates not Configured
Prelim Prep to Prelim Cert to
Calendar ¥
‘ Final Prep to Final Cert to

Search/Refresh

2. Enter the term you wish to review.

Certifier Level Department ® College Administrator
Sredential Type ®iDegree Minor Certificate
Term Q Term Dates not Configured
Prelim Prep to Prelim Cert to
Calendar
Final Prep to Final Cert to
Academic Program Q

Search/Refresh

3. Press tab. The Preliminary Preparation information loads.

4. Select your calendar.
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Certifier Leve! Department ® College Administrator

PRELIMINARY PREP per ' per
Credential Type * Degree Minor Certificate
Term 2188 Q Fall 2018
Prelim Prep 08/01/2018 8:00AM to 10/012018 5:00PM Prelim Cert 10/022018 8:00AM to 10/04/2018 12:00PM
Calendar | 4 | Xpoia eges to Exce

Final Prep | e
Dental - DMD
Academic Program | Gr:

Veterinary Medicine - DVM

5. Click Search/Refresh.
6. If you need to add an application for a student, click Add Degree/Minor Application.

Certifier Level Department ® College Administrator PREI IMINARY PREP pe
Credential Type ® Degree Minor Certificate
Term 2188 |Q Fall 2018
Prelim Prep 08/012018 800AM to 10/01/2018 5:00PM Prelim Cert 10/02/2018 8:00AM to 10/04/2018 12:00PM
Calendar | Certificates and Undergraduate Degrees v Export all colleges to Excel
Final Prep 10/07/2018 8:00AM to 12/17/2018 12:00PM Final Cert 12/18/2018 8:00AM to 12/18/2018 12:00PM
Export selected college to Exce
Academic Program Q E g
f Search/Refresh | |_Add DegreemMinor Appiication | | Add Associates Degree
Associate of Arts Dept Decision Dept Finalized Col Decision Col Decision F
UGLAS 0 0= 000% 0/ 0= 0.00% 0/ 0= 0.00% 0/ 0= 01

Liberal Arts and Sciences

Bachelor of Arts
4= 000% 0/ = 0.00% ! = % 0/ =
UGLAS 0.00 0 4= 0.00 0 4= 0.00 0 4= 01

Liberal Arts and Sciences

7. Enter the Student ID number.
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8. Select the student’s program/plan.

\dd A Degree or Minor Application

ferm Fall 2018

Select Student and Program

Car Effecive Soram

Personalize | Find | &

Action = Academic Plan Academic
Wisct Career  ybr Date 59 Status Reason Program Instiuion "o Description Sub-Plan
0 0
oK Cancel

First 4

Sub Plan
Description

10f1

Then, click Ok.

< Degree CertLists

‘ «dd A Degree or Minor Application
‘erm 2188 Fall 2018
Select Student and Program
Students eligible for graduate this term will be avaiiable.
Empl ID 02062630 Q  Alberta Alligator

Current and Future Program/Plans

et Comer G S gq Py Acton
GRAD 1 07/02/2018 3 Active ELIG
GRAD 1 07/02/2018 3 Active ELIG
/ UGRD 0 08/13/2018 1 Active ELIG
v UGRD 0 08/13/2018 1 Active ELIG

Personaize | Find | 2| & First ‘4 1-40f4 2
Program lesttuion AT Descripion St an Descriptin
GRLAS UFLOR ATY_MS  Astronomy
GRLAS UFLOR APY_GMN Anthropology
UGLAS UFLOR IDS_BS Interdisciplinary Studies IDS_BS36  Genetics
UGLAS UFLOR APY_UMN Anthropology

Multiple rows can be selected if the student has a double major or minor(s).

Enter the student’s name. If special characters are needed for the name, click the keyboard icon. Copy and paste
the special character from the keyboard into the name field.

< Degree Cert Lists

‘ Empl ID 02062630 Q  Awerta Alligator

Current and Future Program/Plans

Car Effective Program
etk Career  Nbr Date Seq status
v UGRD 008132018 1 Active
v UGRD 008132018 1 Active

Additional Data Required

Name to appear on Credential
Instructions

into name fields as needed

362-1374.

unti the survey has been completed.

First Name Alberta

Middle Name &f

Last Name Aligator

Suffix v

Personaiize | Find | &3] R

First & 1-20f2
Action Academic Plan Academic Sub Plan
Reason Program Instiuion "o, Description Sub-Plan Description
ELIG UGLAS UFLOR IDS_BS Interdiscipinary Studies IDS_BS36  Genet

ELIG UGLAS UFLOR APY_UMN Anthropology

Enter the student name exactly as you want it to appear on the dipioma

Please indicate capital and lower-case letters. Do NOT use all upper or all lower-case lefters

Use only hyphen or period punctuation. No other punctuation will be accepted.

Ciick ‘avallable characters’ below for 2 list of avaliable characters. Copy diacrifical marks from the popup and paste

1f you are unable to represent the special characters in your name, please contact the Registrar's Office at (352

The student must complete the mandatory graduation survey and will be unable to get 2 transcript or proof of graduation

AAlAIAAA EC
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10. From the Commencement Program Consent drop down menu, select whether the student consents to have their
name printed in the commencement program. Then, click ok.

| < Degree CertLists

Additional Data Required

Name to appear on Credential
Instructions

Enter the student name exactly as you want it to appear on the diploma

Please indicate capital and lower-case letters. Do NOT use all upper or all lower-case letters

Use only hyphen or period punctuation. No other punctuation will be accepted

Click 'available characters' below for a list of available characters. Copy diacritical marks from the popup and paste
into name fields as needed.

If you are unable to represent the special characters in your name, please contact the Registrar's Office at (352)
392-1374

The student must complete the mandatory graduation survey and will be unable to get a transcript or proof of graduation
until the survey has been completed.

First Name Alberta

Middle Name B

z
O
o
O
o
O

Last Name Alligator

Suffix v |
éléfefi|i|T [T |
C Program Consent y ililolololdle |e
No N . . =
\ ajajajaly|y|y

‘ OK Cancel

11. The communication agreement message loads. After reading it, click Ok.
12. Click Search/Refresh.

< Degree CertLists

Department ® College Administrator

® Degree Minor Certificate

Term
Prelim Prep 0! 5:00PM Prelim Cert 10/022018 8:00AM to 100472018 1200PM
Calendar | Cert v Export all colleges to Excel
Final Prep 10/072018 800AM to 12/172018 1200PM Final Cert 12/18/2018 8:00AM to 121182018 12:00PM
Academic Program Q -
| [ Add D Appication |  Add Associates Degree
[Search
Adccais o hete Dept Decision Dept Finalized Col Decision Col Decision F Grad Decision
0 0= 0.00% 0 0= 0.00% 0 0= 0.00% 0 0= 000% 0
Liberal Arts and Sciences
Bachelor of Arts
0 4= 000% 0 4= 000% 0 4= 000% 0 4= 000% 0 4= 00
0 = 0.00° ) 1= 00 1= 0.0 1=0 0 = 0

Liberal Arts and Sciences
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13. To review a list of students who have applied for a credential, click the credential you want to review. In this

example, click the degree “Bachelor of Science.”

‘ < Degree Cert Lists

Certifier Leve! Department ® College Administrator P |»
Credential Type ® Degree Minor Certificate
Term 2188 Q Fall 2018
Prelim Prep 08/01/2018 800AM to 10/01/2018 5:00PM Prelim Cert 10/022018 8:00AM to 10/0472018 12:00PM
Calendar Certificates and Undergraduate Degrees v Export all colleges to Excel
Final Prep 10/07/2018 800AM to 12/17/2018 12:00PM Final Cert 12/182018 800AM to 12/1872018 1200PM
Academic Program Q =Xpon so00e =
Search/Refresh Add Degree/Minor Application Add Associates Degree

Associate of Arts Dept Decision Dept Finalized Col Decision Col Decision F Grad Decision
GOLAS 0= 000% 0 0= 000% 0 0= 0.00% 0 0= 0.00% 0 0=10
Liberal Arts and Sciences
Bachelor of Arts
UGLAS 4= 000 4= 000% 0 4= 0.0 0 4= 000% 0 4=0
GLA

Liberal Arts and Sciences

2= 000% 2= 0. 0 2= 0.00 0 2= 0.00% 0 2=10

14. A list of students with active applications will appear. To inactivate a student’s application, click Inactivate.

‘ < Degree CertLists

|
Active

Degree: (BS) Bachelor of Science - (UGRD:UGLAS) Undergraduate - Liberal Arts and Sciences

Search by Last Name or UFID: View v]at
Save
Active Graduation Applicants
Student UFID Name Major/Track
02062630 Alberta Alligator Interdisciplinary Studies Genetics

Return to Search

h 4 for major Q

Personaize | Find | 22| R
Action

15. Add an optional note for why the student was inactivated. Then, click ok.
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< Degree CertLists

Inactivate Notes

Please add any important notes for this action for

Alberta Alligator

Notes |Student dropped required class will graduate next term |

oK Cancel

16. Click Save.

< Degree CertLists

[ it
Active nactve List Retum to Search
Degree: (BS) Bachelor of Science - (UGRD:UGLAS) Undergraduate - Liberal Arts and Sciences
| ~
Search by Last Name or UFID: View Yat for major Q. s
&save =
Activerabiuation Applicants Personaize | Find | 2|
Student UFID Name MajoriTrack Action
‘ 02062630 Alberta Aligator FENDING  Interdiscipinary Studies, Genetics Tnacivatd

17. To view a list of applications that are inactive, click the Inactive List button. Click Inactive List.

< Degree Cert Lists
|
Active Retumto Sean
Degree: (BS) Bachelor of Science - (UGRD:UGLASS) Undergraduate - Liberal Arts and Sciences
Search by Last Name or UFID: View vat Y for major Q

[TSave |}

Active Graduation Applicants Personalize | Find | £ |
Student UFID Name Major/Track Action
02062630 Alberta Alligator Biology,Pre-P Inactivate

18. Alist of your inactive student applications appears. During advance registration, if a student is removed from the

active list, they will be assigned a registration appointment within two days for future terms. To re-activate a
student’s application, click Activate.
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nactive

Degree: (BS) Bachelor of Science - (UGRD:UGLAS) Undergraduate - Liberal Arts and Sciences

Search by Last Name or UFID

Save

Active Graduation Applicants

< Degree Cert Lists
[ Adive st Retum to Search
View v at ¥ | for major Q
Personaize | Find | 2
Major Track Action
nterdiscipinary Studies, Genetics

Alberta Alligator

19. Add an optional note. Then, click ok.

20. Click Save.

21. To go back to your list of active student applications, click Active List.

22. To see a history of changes made on an individual student’s application, click View Log.

Active Graduation Applicants Personalze | Find = First
Student UFID Name MajorTrack Action View Log
02062630 Alberta Alligator nterdiscipinary Studies, Genetics Inacivate

23. The log will show you all updates made for a student’s application within the degree certification page(s). To go
back to your list, click Return.

24. To go back to your list of credentials, click Return to Search.
e When returning to the list of credentials, always click Search/Refresh to see updates to your lists.

25. If you want an Excel spreadsheet of all your applications, click Excel.

Department @ College Administrator
® Degree Minor Centificate
Term 2188 Q@
Prelim Prep 0 Prefim Cert 100022018 S00AM to 10042018 1200PM

Calendar | C: Export all colleges to Excel

Final Prep 1 12.00PM Final Cert 1211872018 800AM to 12182018 1200PM

Academic Program

SearchvRefresh Add Degree/Minor Appication Add Associates Degree

0 0 0 0= 0.00¢ 0 0= 0
0.0¢ B 0.0 4 0.
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ADDITIONAL HELP

UF Computing Help Desk
352-392-HELP

Office of the University Registrar
352-392-1374
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