[bookmark: _GoBack]How to Apply to Graduate Online
1. Log into Self Service using your U-number and password
2. Select Student records
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3. Select Apply to Graduate[image: ]

4. Your program term is pre-selected so just click the submit button
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5. Review your program information and make sure it is correct. If it is, then select current program and click continue. If it is not correct, contact the Registrar’s Office at regohsu@ohsu.edu or call 503-494-7800.
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6.  Choose the term in which you plan to graduate from the drop-down menu, then click continue
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7. Graduation ceremony selection. If you plan to attend the Convocation/Hooding & Pinning Ceremony in June, select ‘Yes’.  If you do not plan on attending, select ‘No’.  If you are not sure, select ‘Undecided’[image: ]
8. Review your name and if it looks correct then select current name. If your name has changed, but you have not updated your student record, go to www.ohsu.edu/registrar and follow the directions on the change of address/name form. WE CAN ONLY PRINT YOUR NAME AS IT APPEARS IN YOUR STUDENT RECORD
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9. Confirm name again and click continue
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10.   Select the address where you would like your diploma to be mailed. If you do not  see the correct address listed, select new and enter your correct address
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11.    Confirm your address again and click continue
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12.    Review all of the information listed on your graduation application. If everything is correct then select Submit Request. If your program information is not correct then contact the Registrar’s office at 503-494-7800.[image: ]
13.    You will see a confirmation page confirming that your graduation application has been submitted and that is when you know that you have applied to graduate!
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14.    You can also view your submitted application by selecting the student    records and then selecting view application to graduate
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Diploma Name Selection

Select the name to be printed on your diploma from the drop-down menu below. This is also how your name will be printed in the commencement program. If you choose "New" and
click Continue, you will be taken to a new screen to enter the diploma name you desire.

If the "Current Name" in the drop-down is correct, select it and click Continue.

1F you have recently changed your name and haven't updated your student record yet, please go to wwuw.ohsu.edu/registrar and follow the directions on the change of address/name
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« indicates required field

Name
Name: Jane Doe

Current

f your name is correct, select

current name

Select a Name for your Diploma
Diploma Name:y None

ew
Coment ame ane 0oc) | ~ec
Continue | ~oosi s ...





image8.png
Personal Information

Diploma Name Selection

Enter or confirm the name to be printed on your diploma and in the commencement program.

« indicates required field

Name For Diploma

First Name: [2ane

Middle Name: [

Last Name:y [Doe

i





image9.png
Personal Information (SR

Diploma Mailing Address Selection

ploma.

Use Active Addresses to select or change the mailing address for your

Select the correct address. If the correct address is
not listed, select new and enter correct address

« indicates required field

current Diploma Mailing Address

Select an Address for your Diploma
Active Addresses:

[continue | oMM ncss, cick the continus button





image10.png
Personal Inform:  Student Services

Diploma Mailing Address Selection

« indicates required field

Mailing Address For Diploma

[3181 SW Sam Jackson Rd. |

[Portland
ZIP or Postal Code:
Nation:

e « Confirm your address, then click continue





image11.png
Personal Information ENTIZIETIE)

RETURNTO MENU  HELP EXIT

ane Doe

Graduation Application Summary Jan 04, 2017 11:03 am

Please review all of the information below. If changes are needed, return to previous pages to update the information. If there is an issue with your curriculum information, please
ontact the Registrar's Office at (503) 464-7800. Once you have confirmed all information is correct, dlick Submit Request to submit your graduation application.

Graduation Date

Term: Spring 2017
Ceremony
Attend Ceremony: Undecided

Diploma Name

First Name: Jane
Middle Name:
Last Name: Doe

Diploma Mailing Address

Street Line 1: 3181 SW Sam Jackson Rd.
city: Portland

state: Oregon

ZIP or Postal Cod 97239

Nation: United States of America

Curriculum

Current Program

Certificate Program

Medical Graduate
School of Medicine
Ccampus: Portland Campus
Major: Healthcare Management

Graduation Charges
Fee: $50.00

Payment Metho Applied to Student Account

Review information and if everything is correct, click
Submit Request Submit Request
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Graduation Application Submitted

Dear _

Congratulations! You have successfully submitted your application to graduate from OHSU. Your student account will be charged $50.00 in the term you

plan to graduate.

If you have any questions you can contact the Registrar's Office at:
regohsu@ohsu.edu OR 503-494-7800
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