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Please note: If the Pre-Registration Task has not yet been completed for the term, a prompt will 

appear, and the task must be completed before proceeding to the student portal homepage.   

 

1. Log into the UCDAccess student portal and click the Academics icon in the Student Center. 

 
 

2. In the left side navigation menu, click Application for Graduation. 
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3. Verify that the program information is correct and click the Select to Apply toggle on the left 

side of the page. Then, click the Apply button on the right side of the page to initiate the 

graduation application.

 
 

4. The graduation application consists of 5 steps. Each step is outlined on the left side of the 

page, and the status of each step will update as progression is made. The statuses include not 

started, visited, in progress, or complete. 
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5. Step 1: Graduation Term. Select the Expected Graduation Term from the dropdown menu 

and then click Next.

 
 

6. Step 2: Diploma/Degree Name. Review the name that will display on the diploma. If the 

defaulted/Primary name is correct, click the Next button on the top right side of the page to 

proceed to step 3. 

 
 

If a different name is desired, click the plus sign on the left side of the page to add a new 

diploma name. 
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A pop-up window will appear; enter the desired First Name and/or Middle Name, then click the 

Accept button. 

 
Please note: Students may only edit First and Middle Name. If the Last name needs to be 

updated, please contact the CU Anschutz Office of the Registrar (Registrar@cuanschutz.edu) 

to submit a Name Change & Record Update Request form. 
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If edits are required for an existing diploma name, click on the name or the > to open the edit 

window. 

 
 

Enter the correct First and/or Middle Name, then click the Accept button.  
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To add an accented letter to the diploma name, click the Special Accents button to open the 

accent library.  
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Follow the in-window instructions for adding an accented letter or special character.  

 

After all diploma name updates have been made, click the Next button at the top right side of the 

page to proceed to step 3. 

 

7. Step 3: Address. Review the address the diploma will be sent to. If the information is correct, 

click Next on the top right side of the page. 
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If a different address is needed, click the plus sign to add a new Diploma mailing address.  

 

A message will appear confirming the action to add a new address. Select Yes. 
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Another pop-up window will appear; add the new diploma address, and click the Accept button. 

 
 

Once the new diploma address is added, click the Next button to proceed to step 4.   
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8. Step 4: Additional Information. Review all additional information for accuracy. If correct, 

under the Graduation Intention drop down menu, select Complete. Then click the Confirm 

button in the top right corner. 

 
 

9. Step 5: Submit. Conduct a final review of the graduation application and verify that all data is 

correct, then click the Submit button to complete the application.
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A pop-up message will appear asking students to confirm the application submission. Select Yes.   

 
 

A green banner will appear at the top of the page indicating the status of the submission. 

 

 

 

If there is an error submitting a graduation application, please contact the CU Anschutz Office 

of the Registrar (Registrar@cuanschutz.edu) for additional assistance.  
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