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Please note: This guide is applicable for graduation applications that have been submitted. If a 

graduation application has NOT yet been submitted, please refer to the “Apply for Graduation” guide.  

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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To Edit the Graduation Application: 

 

3. Click on the Select to Edit toggle, then click the Edit button on the right side of the page. 

 
 

4. Step 1: Graduation Term. The expected graduation term cannot be edited and is displayed 

for reference only. Click Next. 

 
 

Step 2: Diploma/Degree Name. Click on the Diploma Name to open the edit window. 
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Edit First and/or Middle Name, then click Accept. 

 
 

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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To add an accented letter to the diploma name, click the Special Accents button to open the 

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

character. Otherwise, click Next to move to Step 3 of the Graduation Application. 

 
 

 
 

5. Step 3: Address. Review the address that the diploma will be sent to. If adjustments need to be 

made, select the Diploma mailing address to be updated/removed to open the editor.
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Edit or delete the diploma address, then click Accept.

 
 

After any edits have been made, click Next to move to the next step. 
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6. 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. 

 
 

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

correct, then click the Update button to save the changes and submit the updated 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.

 
 

To Cancel the Graduation Application: 

1. In the left side navigation menu, click Application for Graduation

 
 

2. Click the Cancel button for the application to be canceled. 
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A pop-up message will appear asking students to confirm the request to cancel the application. 

Select Yes. 

 
 

3. The application status will change from In Review to Cancelled. 

 

 

 

If there are any errors when editing or cancelling a graduation application, please contact the 

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

 

mailto:Registrar@cuanschutz.edu
http://www.cuanschutz.edu/registrar
mailto:Registrar@cuanschutz.edu

