How to Apply for Graduation through Wolverine Access (http://wolverineaccess.umich.edu)

1. Select Student Business from the “menu” items.
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2. Log In using your unigname and password
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3. From the Self Service menu, select “Apply for Graduation”*
a. Note that you may select this directly from the displayed folders or through the menu
on the left of the screen. The screen shot below shows selection from the folder.
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b. If you prefer to use the menu on the left, select “Degree Progress/Graduation”
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c. Select “Apply for Graduation” from the menu.
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4. The system will display your currently active degree programs. Select the program in which you
wish to apply .
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5. Verify you have selected the correct program, then use the dropdown menu to select the term
in which you will graduate.
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6.
a.

Once you have selected the term, scroll down to review the Diploma Name information.
If you have any diploma name instructions, make those entries, then select the

“Continue” button.
If you name appears correctly, you may select the “Continue” button immediately. In

this example, the name is listed as the student wishes it to appear on the diploma.

b.
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7. Enter any alumni information and/or email information, then select the “Continue” button.
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8. Verify the information displayed is correct (program and term), then select the “Submit
Application” button.
a. Ifyou have selected an incorrect degree program, click the “Select Different Program”
button to return to the Program selection screen.
b. If you have selected an incorrect term for graduation, click the “Select Different Term”
button to return to the Term of Graduation selection screen.
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9. You will now see the “Submit Confirmation” screen. Read the displayed information, then scroll
down to view or change the address to which your diploma will be mailed.

7/08 RO



I WO @ oty e Geduntion =i

RE1 XXNKTESTSTUDENT AT

[ —— ]

[ Search || Sechguckd megiabation |

Apply for Graduation

Submil Confirmation

You have successfully applied for gradustion in the Program listed below. You will receive a
canfirmation smail contaiming this ind Al gour wneg -l e e

1F o need 1o apply for graduation in more than ane Academic Progran, you mud conplets sach
application separately. If applicable, return to the Student Business page to apply for the next
Pragram.

Aradamin

et Inlarmatinn Mas Carwer  Rackham

Dagrea M- B. i Inlermabine
Major Asghivad & Rastsds Mgma il

Fupited Sradustion Term  Wintar 3009

= Degree
FrogressiGraduation Diploms Mama 80d Raguerted Instructions:
- M Academic
Rt RE1 XXXETESTSTUDENT

Yaeur diplarma vill ba mailed bo e Peimasent Addoass you have on fe, [ displeped belore 1 vou raiald ke o
diplama maded tn & diferent address, plesss firk updste my sddeess and add 3 Diplamas Asdress.
Mpidale my Addrasy €

Fawr Permament Addrass ns Fis

Ay Citg. ABW

7/08 RO



10. To change the address to which your diploma will be mailed, click the “Update my Address”
link. This will take you to the “Personal Information” area.
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11. To enter an address for your diploma mailing, select the “Add a New Address” button, then type
address. Select the “OK” button when done.
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12. You will be asked to select the type of address. Click in the checkbox next to “Diploma”, then
click the “Save” button.
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13. You will see a confirmation screen to let you know the new address has been saved to the
system. Click the “OK” button.
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14. You will be returned to the “Addresses” area. You have now successfully applied for
graduation, and have entered a diploma mailing address. You may select the “Sign Out” option
from the screen and complete the log out process. You will receive an email (to your
unigname@umich.edu address) confirming your graduation application.

11
7/08 RO



R ey e aradusten

-‘I..-\lul\'_un
* MICHIGAN

l.'l.-

B-0 - @k "

RE1 MMXXTESTSTUDENT [one — =i
[SSTE———
addrenies || [— || phore mambers || us emergency slests | eeergeecy coetscts |
Addresses

meﬂmdﬂmmfwﬂmM Elick hay Tinlp bution shove
decmly.

= Emplcyest may wpdaste the Curment Addower. Dmployess may sleo view UM Work sddrecses, i
!FH-I“

i the address whare mrlﬂdt tha school year,
- nmm. yeur permanens homs address, @ diferent from above.
-- DIFLOMA: Graduating students. diploma(s) wil be sent tn your Permanent Address urless you
add p Duplema Sddress
Addravs Difectivn
=g Addrens Dakm I l ]
Eureant Y eaaaracon | e |
¥auf Barmanast Lddraan & Fila _I J
Parmanasl Asy S BASRTIICEE | et dalais
AI: Ca-:ﬂlrr
typs the sddrans fo which yowsr
diplama

Diplams Tlflg:‘:..':lllld. Thin sddrass o7iae/ 3008 _-m_l g

wasd for your digloms
Ann Arpas, Wl 48108

AZD A Hiw ADDATES F

7/08 RO

12




How to diploma Name Information, Alumni Information or Email address after you have applied for
graduation.

1. Loginto “Student Business” in Wolverine Access.
Select “Apply for Graduation” (see pages 1-3 for directions)
3. Select the Program for which you have applied to graduate.
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4. You will receive a “warning” screen to let you know you have already applied to graduation with
this degree. To update your alumni or name information, click the “OK” button.
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a. Note: If in reviewing your application, you find that you have applied for the incorrect
term, contact your advising center for assistance.
You will see the “Select Graduation Term” page. Scroll down to update the name instructions.
a. Click the “Include changes below” button to make the change areas active. The system
will, based on your name as it appears, grant access to the different preferences. In this
instance, as there is no middle name/initial and no suffix on the name, the only
preference option is for special characters or capitalization. Your options may vary.
Enter your name instructions, then click the “Continue” button to move on to Alumni
Information/Email information.
a. Ifyou name is correct as displayed, immediately click the “Continue” button to update
Alumni Information/Email information.
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7. You will move to the “Alumni Information” screen. Make any updates, then select the

“Continue” button. (in this case, we have corrected Brother’s last name)
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COMTINUE <

8. You will move to the “Verify Graduation Data” page. If satisfied with your updates, select the
“Update Diploma Name/Alumni Records” button.
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9. You will see a pop up message confirming your changes have been saved.
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10. Click “Sign Out” in the upper right corner and follow the log out directions.
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How to add a diploma mailing address after you have applied to graduate

1. Log in to “Student Business” in Wolverine Access.
2. From the menu or folders, select “Campus Personal Information”
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3. Select “Addresses”
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3. Ifyou did not originally enter a Diploma address, select the “Add A New Address” button.
a. Please see Page
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4. To enter an address for your diploma mailing, type in the mailing address. Select the “OK”
button when done.
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5. You will be asked to select the type of address. Click in the checkbox next to “Diploma”, then
click the “Save” button.
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6. You will see a confirmation screen to let you know the new address has been saved to the
system. Click the “OK” button.
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7.

You will be returned to the “Addresses” area. You have now successfully entered a diploma mailing
address. You may select the “Sign Out” option from the screen and complete the log out process.
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How to update a diploma mailing address after you have applied to graduate
How to add a diploma mailing address after you have applied to graduate

1. Log in to “Student Business” in Wolverine Access.
2. From the menu or folders, select “Campus Personal Information”
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3. Select “Addresses”
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4. Select the “Edit” button in the Diploma Address area of the grid to update your diploma

address.
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a. If you wish to remove your diploma address, select the “Delete” button. In this example,
we will update the diploma address.
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5. Type in the new address, then select the “OK button”
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6. Verify you have entered the address correctly, then select the “Save” button.
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7. You will see a confirmation screen to let you know the new address has been saved to the
system. Click the “OK” button.
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8. You will be returned to the “Addresses” area. You have now successfully updated your diploma

mailing address. You may select the “Sign Out” option from the screen and complete the log
out process.
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