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Overview 

Office of the University Registrar 



URSupport 

• URSupport@depaul.edu is  primarily 
designed to serve as the email resource 
through which faculty and staff can 
submit items for processing or issues that 
need resolution. 



Email Update for Password Reset 

• Current and former students are expected to maintain 
their demographic information in Campus Connect. 
 

• From time to time, a student find that they do not recall 
their Campus Connect password, but cannot have it reset 
because their preferred email address on file is no longer 
current.  Under these circumstances, Student Records will 
assist by updating the email address after validating their 
identity through use of the appropriate form. 
 

• Former students who no longer have Campus Connect 
access should not be sent the form. 
 



Email Update Instructions to Student 

• To update your email address in our records, please 
complete the form on this webpage (please note this form 
must be filled out as completely and accurately as possible):  
https://offices.depaul.edu/student-
records/about/Pages/Email-Update-Request-Form.aspx

•  
• Once the change has been made in our system, you may 

use the “Forgot your Password?” link on the Campus 
Connection log-in page to reset your password.  In some 
cases, you may need to call the Technology Contact Center 
at 312/362-8765 for assistance in having it reset for you. 

 

https://offices.depaul.edu/student-records/about/Pages/Email-Update-Request-Form.aspx
https://offices.depaul.edu/student-records/about/Pages/Email-Update-Request-Form.aspx
https://campusconnect.depaul.edu/psp/CSPRD90/?cmd=login&languageCd=ENG&
https://campusconnect.depaul.edu/psp/CSPRD90/?cmd=login&languageCd=ENG&
https://campusconnect.depaul.edu/psp/CSPRD90/?cmd=login&languageCd=ENG&
https://campusconnect.depaul.edu/psp/CSPRD90/?cmd=login&languageCd=ENG&


Placement Testing 

• Purpose 
• Who takes them? 
• How/where do students complete tests? 
• What tests are offered? 
• Communicating with students 
• Academic Advising 
• SR Role 







Exempt from Placement 
Testing 



Under For Admitted -> 
Next Steps 



 
•       To help you select between WRD 102 and WRD 103, read carefully 

through the following paired statements.    For each pair of statements select 
the box that best applies to you.  
 

• 1a.  I read newspapers, magazines, and books regularly. 
• 1b. I usually don’t read much unless I have to. 

 
• 2a. In high school or through my professional experience, I have received helpful 

feedback on my written work (not just corrections). 
• 2b. In high school or through my professional experience, any feedback about my 

writing focused mostly on spelling, grammar, and punctuation errors. 
•   
• 3a. I am used to writing several drafts before submitting a final draft.  I see revision 

as an important part of my process. 
• 3b. I usually write just one draft of a paper.  The only revision I do is check for and 

correct grammar and spelling errors. 
•   
• 4a. I am aware of a variety of techniques for generating ideas and organizing my 

writing.   
• 4b. When I begin a new writing assignment, I usually start writing immediately about 

the first idea that comes to mind and continue until I am finished. 



• 5a. I am familiar with some patterns in my own writing—stylistic strengths or 
weaknesses, tendencies I have to produce certain kinds of errors, my personal 
writing habits. 

• 5b. I don’t really know what my strengths and weaknesses as a writer are. 
•   
• 6a. I am fairly confident about style and usage rules. 
• 6b. I am unsure of many style and usage rules. 
•   
• 7a. My high school valued writing in classes other than English or Language Arts. 
• 7b. In my previous school, I did not do much writing or the assignments I wrote 

were short and fairly simple. 
 

• 8a. My high school GPA placed me in the top third of my class. 
• 8b. My high school GPA was about average. 
•   
• 9a. I consider myself to be a good reader and writer. 
• 9b. I do not consider myself to be a strong reader or writer. 
•   
• 10a. My ACT score (English/Reading average) is above 20, and my SAT Verbal 

score is above 540. 
• 10b. My ACT score is below 20 and my SAT score is below 540. 

 



Immunization Records 

• Purpose  
• Requirements 
• Submitting records 
• Titers 
• Forms:  Certificate of Immunity  
• SR Role 

– Checklist/To Do Item 
– Communication pieces 
– Holds 
– Reporting to State of Illinois 



Updated Immunization Requirements 
All students who attend an on campus location are required 
to provide proof of immunization unless otherwise exempt or 
born on or before January 1, 1957. 

 
Requirements: 
• Tetanus/Diphtheria/Pertussis – (within the past ten 

years)* 
• Measles (Rubeola) - 2 doses 
• Mumps – 2 doses 
• Rubella (German Measles) – 2 doses 
• Meningococcal  
 
*International students are required by law to have three 
inoculations.  

 



Exemptions 
• Medical/Pregnancy Exemptions – physician statement 

required 
• Religious Exemptions – supporting statement from 

student required 
• Born before January 1, 1957 - Requires a signed and 

dated statement  
• Distance learning students 
• Students in certificate programs if   

– here for one term, off campus, less than half time 

 

http://www.ilga.gov/commission/jcar/admincode/077/077006940C02000R.html
http://www.ilga.gov/commission/jcar/admincode/077/077006940C02100R.html


Exceptions/Extensions 
 

•Students may sometimes require an extension on 
submitting their documentation, either because 
the required time between immunizations has not 
yet passed or for other acceptable reasons.  
Generally the student may submit an appointment 
card as proof of their intention to comply.  Upon 
receipt, a registration hold will be lifted and a 
temporary IMX positive service indicator will be 
applied. 

 



Submitting Immunization 
Documents 

• Students may submit Immunization 
documents via fax or secure upload. 
 

• The DPCL Express Lane link to “Submit 
Immunization Forms” will guide the student 
through the document submittal process, 
and provides other relevant information 
about requirements and exemptions. 

 



Immunization Panels and 
Status Grid 

• Once the necessary information is entered into 
Campus Connect, it is reflected on the student’s 
Immunization Grid. 
 

• Students may view their Immunization Status 
Grid in Campus Connect under Self Service > 
Personal Information > Immunization Status. 
 

• Staff  may also view student Immunization Status 
Grids. 

 



PS Immunization Panel 



Student Immunization Grid 



Students who do not Comply 

• Students who are not in compliance 
with Illinois Immunization requirements 
will be notified via email, and a hold will 
be placed on their record to prevent 
further registration for classes. 
 





How do I search for an 
Immunization form 

•To view a student’s immunization 
documents, simply search ImageNow 
Documents using the student’s id # 

 



Registration  
and  

Academic Planning Tools 



Student Center > Academics 

Registration &  
Academic Planning Tools  



Registration &  
Academic Planning Tools  

 
University Catalog 
 
Degree Progress Report (DPR) 
 
My Planner 
 
Class Search 
 
Course Cart 
 
Course Cart Validation 
 
Add, Drop, Swap 
 
Waitlist 



Registration &  
Academic Planning Tools  

 
University Catalog  - degree offerings, requirements and course descriptions 
 
Degree Progress Report (DPR) 
 
My Planner 
 
Class Search 
 
Course Cart 
 
Course Cart Validation 
 
Add, Drop, Swap 
 
Waitlist 



Registration &  
Academic Planning Tools  

 
University Catalog  - degree offerings ,requirements, course descriptions 
 
Degree Progress Report (DPR) – advising report of progress toward your 
degree 
 
My Planner 
 
Class Search 
 
Course Cart 
 
Course Cart Validation 
 
Add, Drop, Swap 
 
Waitlist 



Registration &  
Academic Planning Tools  

 
University Catalog  - degree offerings ,requirements and course descriptions 
 
Degree Progress Report (DPR) – advising report of progress toward your 
degree 
 
My Planner – plan courses you intend to take term by term 
 
Class Search 
 
Course Cart 
 
Course Cart Validation 
 
Add, Drop, Swap 
 
Waitlist 



My Planner 



Registration &  
Academic Planning Tools  

 
University Catalog  - degree offerings ,requirements and course descriptions 
 
Degree Progress Report (DPR) – advising report of progress toward your 
degree 
 
My Planner - plan for courses you intend to take term by term 
 
Class Search - find classes that are offered for a particular term 
 
Course Cart 
 
Course Cart Validation 
 
Add, Drop, Swap 
 
Waitlist 



Class Search 



Registration &  
Academic Planning Tools  

 
University Catalog  - degree offerings ,requirements and course descriptions 
 
Degree Progress Report (DPR) – advising report of progress toward your 
degree 
 
My Planner - plan for courses you intend to take term by term 
 
Class Search - find classes that are offered for a particular term 
 
Course Cart - load classes before the start of registration 
 
Course Cart Validation 
 
Add, Drop, Swap 
 
Waitlist 



Course Cart 



Registration &  
Academic Planning Tools  

 
University Catalog  - degree offerings ,requirements and course descriptions 
 
Degree Progress Report (DPR) – advising report of progress toward your 
degree 
 
My Planner - plan for courses you intend to take term by term 
 
Class Search - find classes that are offered for a particular term 
 
Course Cart - load classes before the start of registration 
 
Course Cart Validation - check your eligibility to enroll in the courses  
 
Add, Drop, Swap 
 
Waitlist 



Course Cart Validation 



Registration &  
Academic Planning Tools  

 
University Catalog  - degree offerings ,requirements and course descriptions 
 
Degree Progress Report (DPR) – advising report of progress toward your 
degree 
 
My Planner - plan for courses you intend to take term by term 
 
Class Search - find classes that are being offered for a particular term 
 
Course Cart - allows you to load classes before the start of registration 
 
Course Cart Validation - check your eligibility to enroll in the courses  
 
Add, Drop, Swap – add and drop that occurs at the same time 
 
Waitlist 



Add, Drop, Swap 



Adds 

• Week 1: Students can add classes 
through Campus Connection. 

• Week 2-8:  Adds can be processed 
administratively through the college office 

• Week 9+: Adds should be submitted as 
an Enrollment Change Form (ECF),  

• **except Summer 



Drops 

• Week 1-2: Students may request drops 
through Campus Connection. 

• Week 3-8: Drops may be processed 
administratively through the college office. 

• Week 9+: Drops should be submitted as 
an ECF 

• **Except Summer 



Registration &  
Academic Planning Tools  

 
University Catalog  - degree offerings ,requirements and course descriptions 
 
Degree Progress Report (DPR) – advising report of progress toward your 
degree 
 
My Planner - plan for courses you intend to take term by term 
 
Class Search - find classes that are offered for a particular term 
 
Course Cart - load classes before the start of registration 
 
Course Cart Validation - check your eligibility to enroll in the courses  
 
Add, Drop, Swap – add and drop that occurs at the same time 
 
Waitlist - If  a class is closed, you can select this option (if available).  



SR Role: Registration 

•Here are some of the key functions SR 
supports during each registration period: 

• Generate enrollment appointments 
• Ensure class schedule is working  
• Set-up course prerequisites 
• Prerequisite checking 
• Coordinate waitlist function with colleges 
• Trouble shoot registration issues 

 

Click Insert > Header & Footer to add Area/Division/Department name. 



Registration 

• Academic Calendar  
– Quarter and Semester 
– December Intercession 
– Summer Sessions 

• Registration Week 
– 6th week of quarter 
– Law Registration 

• The Registration Process for Students 
– Enrollment Appointments 

 

http://oaa.depaul.edu/what/calendar.jsp
http://depaulcentral.depaul.edu/MyAcademics/Registration/index.asp


Registration Periods 
• For students on the Quarter System (Grad & Undergrad), 

registration begins the sixth week of preceding term.   
• In general: 
• Winter Registration : mid-October 
• Spring and Summer:   mid-February 
• Fall Registration:  early May 
 

•College of Law typically registers in mid-November and mid-
April. 
 

•See Registration and Grading Dates Document under any tab 
on the SR website for the year’s schedule. 

 



Validation Appointments 
 

• Students are assigned a validation 
appointment, which allows them to 
“test” their chosen classes to determine 
whether constraints exist that would 
block their registration.  The validation 
period begins approximately 2 weeks 
prior to registration. 
 



Enrollment Dates 

• Students are assigned an enrollment date 
(sometimes called an enrollment 
appointment), which is the day and time 
they may first begin to enroll.  From that 
point on, they have access to registration 
through the last day to add for the term. 

• Enrollment dates are available in Campus 
Connect 2 weeks before registration 
begins. 

 



Notifications 

• Enrollment Dates and Validation are 
available in the Campus Connection 
Student Center two weeks before 
registration begins. 
 

• Students are sent a registration 
reminder alerting them that their 
enrollment times are available and that 
the validation period is open. 

 





How Enrollment Times are 
Determined 

• Degree-seeking students register in 
order of proximity to graduation 
(descending credit hours earned). 
 

• Exceptions: student groups approved 
by the Associate Deans are scheduled 
first, followed by Music and Theatre. 
Non-degree seeking students are last. 

 



The student groups scheduled for the 
first registration time each term are: 

• ATHL     Student Athletes 
• SSS       Trio / Student Support Services 
• STRB     Strobel Accounting Honors 
• SUIN      Supplemental Instruction Program / Student   

     Leaders 
• PLuS      Productive Learning Strategies 
• FINH      Finance Honors 
• OSDR    Students with Disabilities 
• HON      University Honors Program  (new for 2010-11) 
 

• The SGA President also receives the first registration time, 
updated manually. 

 



PERC 
Post-Enrollment Requisite Checking 



Requisite Checking 

• Why Does it Matter? 
– Ensures students in seats have met 

requirements 
– Seats otherwise taken now free for 

students who meet requirements 
– Reminds students to repeat requirement 

while material still fresh 
– Aids in student retention and degree 

progress 
 
 
 
 
 



Previous Process 

• Service provided for select high demand 
Math classes 

• Limitations 
– Highly Manual 
– Limited Scalability 
– Relies on Queries 
– Subject to Human Error 



New PERC Process 

• Advantages 
– Able to Use Across Subjects and Colleges 
– Automated 
– Accuracy and Integrity of Data 
– Allows Transparency of Process 

• Disadvantages 
– Only as Accurate as the Prerequisites Entered 

into PeopleSoft 



PERC Process 



PERC Process 





PERC Process 





PERC Process 



How Does it Work? 

• SR runs PERC process to update 
prerequisite status 

• Students will receive a Warning email 
• Students that do not drop themselves will 

be dropped automatically 
• Students that were dropped will receive an 

email letting them know about the drop 
• Newly opened seats can be filled by 

students on waitlists 



What it Looks Like to You 
Records and Enrollment  Enroll Students  Enrollment 



Records and Enrollment  Enroll Students  Enrollment Request Search 



Additional Information 

• PERC process is run the day after grades 
are due for the previous term 

• Students are given 3 – 5 days to drop their 
class depending on the term 
– Winter Spring has shortest turn around 

• Not currently running PERC for Spring  
Summer 
 



Waitlist 

• Students may waitlist for multiple sections 
of the same class but can only be enrolled 
in one section via the waitlist.  

• Students can waitlist for classes that 
conflict with other classes, but will not be 
enrolled from the waitlist with a time 
conflict  

• Students cannot waitlist for classes if they 
do not meet the prerequisites/corequisites 

• Waitlist honors the Reserve Caps 
 



Student Self-Service 

• Students can Add and Drop themselves 
from the Waitlist 



Students receive an email and  
warning in Campus Connection 

 



What Happens When Seats 
Open? 

• If seats become available while there are students on the 
waitlist, those students will be added first.  If there are no 
eligible students on the waitlist, or the waitlist is empty, the 
class will then open for standard self-service enrollment. 

 



Viewing a student’s position on the waitlist:  
Curriculum Management  Class Roster 



Grading and Grading Policies 
• Grading Policies (see Handbooks) 

– Undergraduate 
– Graduate 
– College of Law 

• Special Grades 
• Grade Point Averages (see Handbooks) 

– Term GPA 
– Cumulative GPA 

• Grading Processes 
– When, Where, How 

• Student Grade Report 

 

http://sr.depaul.edu/CourseCatalog/CurrentCourseCatalog/index.asp
http://sr.depaul.edu/CourseCatalog/CurrentCourseCatalog/index.asp


Grading and Grading Policies 

• DePaul uses a plus/minus grading scheme for letter 
grades A through F.  These grades carry quality points 
that are used to calculate grade point averages. 

• There are also special grades.  Many do not carry quality 
points and are not calculated in grade point averages. 

• Grade Point Averages (see Handbooks) 
– Term GPA 
– Cumulative GPA 

• Grading Processes 
– When, Where, How 

• Student Grade Report 

 

http://sr.depaul.edu/CourseCatalog/CurrentCourseCatalog/index.asp


Special Grades 
• IN   Temporary grade indicating satisfactory record for 

work completed when unique or unforeseeable 
circumstances prevent the student from completing the 
course requirements within the term.  Incomplete grades 
lapse to “F” if not completed in the time specified by 
university policy, or sooner if specified by the instructor. 
 
 

• ING  Permanent grade assigned when a degree recipient 
chooses not to resolve a grade of "IN" awarded during the 
last two terms prior to graduation. The grade of "ING" 
(Incomplete, Graduated) is final, and cannot be changed 
nor lapsed to "F" once the degree is posted. 
 



Special Grades (cont’d) 

• PA   Passing achievement.  (Grades "A" through "D" represent 
passing performance). 
 

• W  Withdrawal from course. 
 

• WA   Administrative withdrawal.  
• FX  Failure due to non-attendance.  Student stopped academic 

activity before the end of the sixth week (or the equivalent of 
the first 60%) of the term. FX does calculate into the GPA as an 
F. 

 
• M  Final grade not submitted by instructor. 
 

• AU  Auditor status, does not earn credit. 
 



Special Grades (cont’d) 

• R  Satisfactory progress in a course that is 
designed to extend beyond the traditional 
length of the term.  Grades of “R” earned 
by students will lapse to “F”  in 1 year.   

• RG  Permanent grade assigned when a 
degree recipient chooses not to resolve a 
"R" awarded during the last year prior to 
graduation. The grade of "RG" is final, and 
cannot be changed or lapsed to "F” 
 



Grading Process - Faculty 

• Faculty submit grades online through Campus 
Connect.  Grading opens on the first day of final 
exams.  Grades are due before midnight on the 
evening of the fifth business day after the term 
ends. 
 

• Expiring IN and R Grades lapse to F at this time 
 

• For dates, see Grading and Registration Dates 
document on the SR website. 

 



Student Grade Reports 

• Grades are posted to students’ records as 
grades for their class are submitted. 

• Students may view their grades under My 
Academics in the Campus Connect Student 
Center. 

• Temporary grades of M are recorded when 
grades not submitted by the instructor 
before the grading deadline.  

 



Diplomas 

• Diploma Process 
• Honors and Distinctions 
• Duplicate Diplomas 
• Replacement Diplomas 
• Apostille  (An apostille is the legalization 

of a document for international use)  
• Ordering Process and Fees 
• SR Role 

 

http://sr.depaul.edu/DegreesAndDiplomas/Diplomas/index.asp
http://sr.depaul.edu/DegreesAndDiplomas/Diplomas/index.asp


Diplomas 
• Diplomas for Graduating Students throughout the conferral 

period as degrees are posted to the students’ records. 
 

• Since it is an ongoing process, graduates may expect to 
receive their diploma no later than 45 days after the end of 
the term. 
 

• A Positive Service Indicator in Campus Connect will indicate 
when the diploma was mailed. 
 

• A diploma will not be mailed if a financial hold exists on 
the account, or if the graduate did not provide a specific 
“DIPLOMA ADDRESS.” 
 

• Students who do not receive their diploma may order a 
free REPLACEMENT DIPLOMA. 

 



Diploma Content 
• Diplomas display information such as the 

awarding college, the degree, honors and 
awards, the conferral date, and the 
signatures of the dean and university 
officers. 
 

• Diplomas do not display majors, minors, 
or concentrations.  This information is 
available on the official transcript. 

 



Diploma Text  



Ordering Diplomas 
• Replacement Diploma – order this document if the original 

diploma arrived damaged, or was not received (whether 
due to a hold, lack of a diploma address, or mailing issues).  
There is no charge for a replacement.  Requestor should 
add or verify DIPLOMA ADDRESS in Campus Connect. Only 
one replacement may be ordered. 
 

• Duplicate Diploma – order this document if an additional 
diploma is needed, or if the original has been lost or 
destroyed.  $75.00 fee. 
 

• Apostille – order this specially certified transcript and 
diploma set when the two must be notarized.  $100.00 fee. 
 

• Orders are actually placed through Credentials.  Students 
may access Credentials via Campus Connect, or via their 
own Credentials accounts as applicable. 

 



Transcripts 

• Official Transcripts 
• Electronic Records 

– PS 
– ImageNow 

• Unofficial Transcripts 
• Custodial Transcripts 

 



Transcripts (cont). 

• How do students order? 
• What types of transcripts can students order? 

– Paper 
– Electronic 
– Special Handling 

• Grade Legend  
• SR Role 

 

http://sr.depaul.edu/Transcripts/index.asp


Custodial Record Information 
• DePaul University holds many custodial records.  There are records, however, 

that DePaul University does not hold though it is assumed that we do.  
Following is the most up to date list available. 
 

• DePaul University is the formal custodian for: 
– DePaul Academy High School 
– Hospital Schools of Nursing 
– St. Anthony’s 
– St. Joseph’s 
– St. Francis 
– St. John’s 
– Barat College 
– Barat College was the custodian for: 

• Duchense 
• Sacred Heart 

•  
• Records that belong to DePaul but are held separately: 

– DePaul Secretarial School 
– DePaul Home Study Extension 

 



Custodial Record Info (cont) 
• We are NOT custodians for the following: 

– Goodman School of Drama………………..can be found at School of the Art Institute 
– Chicago College of Commerce………….can be found at the Chicago Career College 

312-895-6305 
– Cabrini DePaul Alternative High School 
– St. Vincent Infant Hospital Child Care Program……..can be found at Daughters of 

Charity in Evansville, IN, but may contact St. Vincent DePaul Center on Halstead in 
Chicago. 

– Vincentian Seminaries (Vincentian Academic Archives)……contact Fr. Ed Udovic  
•  
• Fr. Ed Udovic is the archivist for the Vincentian Academic Archives and holds the 

records to the following institutions.  He can be contacted at 312-362-8042. 
– St. Thomas Theological Seminary – Denver, Colorado 
– St. Thomas College Seminary – Denver, Colorado 
– St. Vincent’s College – Cape Girardeau, Missouri 
– St. Mary’s Seminary – Perryville, Missouri 
– St. Vincent de Paul Seminary – Beaumont, Texas 
– DeAndreis Seminary – Lemont, Illinois 
– DeAndreis Institute of Theology – Lemont, Illinois 
– St. Vincent de Paul Seminary – Lemont, Illinois 

 



Personal Information Changes 

• Student Changes  
•  Administrative Changes 
• Forms 
• Required Documents  
• SR Role 

 

http://sr.depaul.edu/WebMedia/Forms/Personal_Information_Change_Form.pdf




Preferred Name 



Preferred Name 
• Students can elect a Preferred Name in 

Campus Connect 
• Shows on many of the Campus Connect 

pages that would be used by Faculty, Staff 
and Advisors. 

• D2L, Directory, Class Rosters, Grade 
Rosters 

• Soon BlueStar, DPR, etc. 



Preferred Name  
• Will not show up on pages where the legal 

name is required 
 

• Will not be on the Diploma or Transcript 
 



Preferred Name 



Preferred Name 



Preferred Name 



Preferred Name 
Path for staff to view Student Names in 
Campus Connect: 
 
• Campus Community > Personal Information > 

Biographical > Addresses/Phones > View 
Names 



Verifications 

• Purpose 
• Enrollment Verification 
• Degree Verifications 
• NSC 
• Calculation of Anticipated Grad Date 
• Special Verifications   
• SR Role 

 





Enrollment Verification 
Certificate 



Special Verifications 



Special Verification 



Special Verification 



Special Verification 



Special Verification 



Delivery Options 



Order Preview Page 



Special Verification 



Payment 
Authorization 



Order Preview Page 



Order Submission 
Page 



Authorization Form 
• Fill out authorization form, send with form 

to fill out, and copy of ID.   
 

• https://offices.depaul.edu/student-
records/about/Documents/Special%20Veri
f%20Auth_DePaul.pdf 

https://offices.depaul.edu/student-records/about/Documents/Special Verif Auth_DePaul.pdf
https://offices.depaul.edu/student-records/about/Documents/Special Verif Auth_DePaul.pdf
https://offices.depaul.edu/student-records/about/Documents/Special Verif Auth_DePaul.pdf
https://offices.depaul.edu/student-records/about/Documents/Special Verif Auth_DePaul.pdf
https://offices.depaul.edu/student-records/about/Documents/Special Verif Auth_DePaul.pdf


Consent 
Authorization Form 



Anticipated Graduation 
Date Calculation   

1. Is the student to be reported as Fulltime, Three-quartertime, Halftime or Less-than-halftime AND does the student have a valid Degree Checkout Status on their active Program 
AND is the Expected Graduation Term set to the current or a future term?  
• YES – Set the Anticipated Graduation Date (AGD) to the end date of the Expected Grad Term then Skip to Step 7  
• NO – Continue to next step  
 
2. Is the student Degree-seeking AND in an Undergraduate, Graduate or Professional career?  

 
• YES – Skip to Step 4  
• NO – Continue to next step  
 
3. Is the current reporting cycle for the Summer term?  

 
• YES - Set the Anticipated Graduation Date (AGD) to the end date of the Summer term  
• NO – Set the AGD to the end date of the Spring term of the current Academic Year Skip to Step 7  

 
4. Is the student an Undergraduate Senior OR a JD-DAY Law student in year 3 OR JD-EVE student in year 4?  

 
• YES – Skip to Step 6  
• NO – Continue to next step  

 
5. Set the Anticipated Graduation Date (AGD) to  
• The end date of the Spring term of the current academic year, plus:  
• Junior – 1 year  
• Sophomore – 2 years  
• Freshman – 3 years  
• Graduate OR Professional LLM student – 1 year  
• Professional JD-DAY student – 3 years, minus year in program (1 or 2) years  
• Professional JD-EVE student – 4 years, minus year in program (1, 2 or 3) years  
• Skip to Step 7  

 
6. Is the reporting term Autumn or Winter/Spring prior to February 2nd?  

 
• YES – Set the AGD to the end date of the Spring term of the current academic year  
• NO – Set the AGD to the end date of the Autumn term of the NEXT academic year  
• Continue to next step  

 
7. Write the calculated AGD to the NSC enrollment record and the DU_EXP_GRAD_TERM table.  

 



New Fax Numbers 

• There will be 3 new fax lines: 
– Immunizations      312.476.3200 
– Personal Information Change 312.476.3210 
– Other         312.476.3212 

 
362-5143 and 362-5504 will continue to be 
operational in case students have old forms.   

 



How do I search for an 
Immunization form? 

• If the form is submitted in 
person or by fax it gets sent to 
the IMM Processing Queue 

• Workflow>SR>Immunization-
IMM Processing 



How do I search for other forms? 

• If the form was submitted in person, fax or 
mail: 

• The form will be in the Records Processing 
Queue.  The specific records processing 
sub-queue will be  based on the type of 
document: 
– Records – Personal Information Change  
– Records – Verifications  
– Records – Misc Documents  

 
 



Grade Changes 

• Come to SR in one of two ways 
– Online 
– Paper 

• Must be initiated by Faculty 
– May need Dean approval depending on 

change requested 
• Grade Changes will be denied if the 

student has graduated 
 



Online Grade Changes 

• Initiated by Faculty 
• Student received email upon initial 

submission 
• May route electronically to Deans if 

necessary 
• Ultimately end in electronic Student 

Records work queue for processing 
• Student receives emails upon 

completion 
 



Graduation 

• Timing 
• College and SR role in process 
• Applying for Graduation 
• RSVP for Graduation Ceremony  

 



Timing 
• Students can apply for graduation up to 

3 terms in advance.  
• Application deadlines: 

 



College and SR Role in Process 

• Office of Student Records oversees the graduation 
process.  

• Students, if eligible, are able to apply to graduate 
each academic term.  

• If the student would like to change their term for 
graduation, the student should be sent to their 
advisor or college office to have this updated. SR 
does not make this administrative change.  

• Degrees are posted within 30 days of the end of the 
term. This is a federal regulation that DePaul 
University must comply with.  

 



College and SR Role in Process 

• Once the student applies for graduation the college 
offices are able to audit their record and then submit it 
to SR.  

• The College Office checks each record for program 
specific requirements.  

• The College Offices have a 30 day window to update 
students and submit them to SR.  

• College submission to SR serves as their sign-off.  
• Unless a clarification or exception is discussed with the 

College Office, SR moves forward with the application. 



Applying for Graduation 

• The application to apply to 
graduate is located in the 
Student Center. 
 

• In the Student Center, under 
the Academic section, 
students may click on My 
Academic or use the drop 
down arrow to find the Apply 
for Graduation link. 

 



• On the Apply for Graduation 
page, students will see how 
their name will appear on their 
diploma. This is how their name 
is displayed in the system. If 
they would like to change it, a 
PIC form will need to be 
submitted.  
 

• Students will also be able to see 
their Diploma  Address on the 
application. The application will 
not allow the student to 
continue until a Diploma 
Address is added to the system. 
If they try to continue by 
clicking on their program, they 
will receive an error asking them 
to provide a valid diploma 
mailing address. 

 



• Once the diploma 
address has been 
updated it will 
appear on the 
application. 
 

• Students may select 
the Academic 
Program for which 
they are applying for. 

 



• Students will select 
the academic term 
they wish to graduate 
and click continue. 
 

• If the student does 
not see any 
values/terms listed 
then they are not yet 
eligible to graduate. If 
the student believes 
they should see a 
term, the student 
should be directed to 
the college office or 
their advisor. 

 



• Students will have a 
chance to verify their 
information before 
submitting their 
application. They can 
always go back and 
select a different term 
or program before 
submitting the 
application. If the data 
in incorrect, the 
student should speak 
to their college office 
or advisor.  

 



• Once the student 
submits their 
application, they will 
receive a confirmation 
that they successfully 
applied for graduation. 

• They will also receive an email 
confirming that their 
application for graduation 
was submitted. This email will 
instruct them to take their 
next step and RSVP for their 
Graduation Ceremony.   



Graduation Ceremony 

• Student will be notified 
by email to RSVP for 
their Graduation 
Ceremony. 

• Student can access this 
following the same 
navigation and 
selecting the RSVP for 
Graduation Ceremony 
link. 





iDePaul 



iDePaul Application 



• Available now 
for   
– Android 
– iPhone 
– iPad 
– Blackberry 



Entry into 3 screens requires 
authentication  

• Courses 
• Directory 
• Notifications 



Courses 

• Displays courses 
the student has 
registered for the 
last year.   
– Room 
– Meeting Time 
– Info in D2L 
– Map View of 

Location 



Directory  

• Look up contact 
information for  
– Staff 
– Faculty  
– Students  



Notifications (not DePaul screenshots)  



Athletics, Events and News 

• Data being feed 
from websites 
with  info  

• Don’t need 
authentication to 
get into these 
screens 
 





Maps   

• Campus Maps 
– Click on pin and 

will give you 
detail building 
info 

– Search type of 
buildings 



Important Numbers 

• Click on Name 
will provide more 
detail 

• Click on Phone 
Icon will call the 
office. 

 



BlueStar 



BlueStar Student View 



Delegated Access 



What is Delegated 
Access? 

 
• Allows students the option to let others have 

access to specific information in Campus 
Connect.       

 
• Student (delegator) may delegate specific 

information to parents, guardians or others 
(proxy).   



What can be shared? 
Currently the following information for a student can 
be shared in Campus Connect: 
 
• Class Schedule* - List of courses, times and locations  
• Contact Information - addresses, phone numbers, emails 
• Course History* - View courses taken, transfer credit and grades  
• Emergency Contacts - names and numbers 
• Holds - information regarding academic and financial holds  
• To Do List - information regarding academic and financial to-dos       

 



Advantages of Delegated Access 

• Reduces phone traffic and the number of 
disgruntled parents 
 

• Creates a mechanism that students can share 
information appropriately 
 

• FERPA compliant 
 

• Not intended to allow parents to have 
conversations about a student’s record with staff  
 



Share My 
Information 

Students access the “Share My Information” link in the  
Campus Connect > Student Center. 



Share My 
Information 

Select “Delegate Access To A New Contact” 



Student Terms and 
Conditions 



Contact Details and 
Selecting Access 

Select  
Access  



Email Notification to Proxy 

The “Proxy” would then follow the instructions to set up their account 
and access the student’s information. 



New User Setup 

The “Proxy” sets up their account and is given a new #User ID and 
creates a password. 



Proxy – Terms and Conditions 

The “Proxy” must accept the Terms and Conditions,   
enter  Security Key and Email Address from the notification.  



Proxy – Campus Connect View 



Proxy – Campus Connect View 



Student Records Security 



• PeopleSoft Access Request Form 
• Uptivity/Call Copy Access 
• FERPA 
• ImageNow  
• Student Groups 
• Service Indicators 

SRSecurity 



PeopleSoft Access Request Form 
• Form is found on the Information Services site: 

http://offices.depaul.edu/is/support/Pages/forms-index.aspx  
 
• The PS Access Request form is used by all the functional offices: FA, 

SFA, Admissions, HR, IS, and a few others.  
• You may request access from more than one department on this 

form.  
• Once the form is submitted each department will receive an email 

notification. 
• SRSecurity will review the request and determine if there is a 

legitimate business need to receive the requested access.  
• FERPA permits university employees to have access to student 

education records in which they have a “legitimate educational 
interest”. 





• In addition to interoffice mail, for can 
be scanned and emailed to SRSecurity.  
 

• Signed Form may also be faxed to: 
312-476-3212 



Uptivity/Call Copy 
Access 

• To obtain access to Uptivity, please fill out the Uptivity 
Access Request form: 

http://offices.depaul.edu/student-records/about/Pages/call-
copy-access-request-form.aspx 

• This form does not require a signature but does need to 
be filled out correctly.  

• Once form has been submitted, SRSecurity receives an 
email notification. 

• Uptivity Access is then created and SRSecurity will 
request Cisco Recording Access from Information 
Services.  



ImageNow/Webnow 

• Student Records does not grant 
ImageNow/WebNow access outside of DPCL or 
SR.  

• To obtain access to ImageNow or WebNow 
please email SRSecurity.  

• For any ImageNow or Webnow issues, please 
email SRSecurity.  



Student Groups and Service 
Indicators 

• SRSecurity creates all student groups and 
service indicators. 

• SRSecurity also grants access to Student 
Groups and Indicators.  

• If you need to obtain view/update access 
to a group, please email SRSecurity.  



Websites/ Social Media 



 depaulcentral.depaul.edu 



Registration 

 depaulcentral.depaul.edu 



Records 

 depaulcentral.depaul.edu 



Student Resources 

 depaulcentral.depaul.edu 



Contact Information 

 depaulcentral.depaul.edu 



University Registrar  



UR Staff Info 



SR Contact Info 



Social Media 
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