LUCAS COLLEGE OF BUSINESS
JACK HOLLAND STUDENT SUCCESS CENTER

powering Silicon Valley

SJSU

www.sjsu.edu/lcobssc - jackholland-center@sjsu.edu - 408-924-3435

Dear Declared Business Students,

Thank you for completing steps 1 — 3 of our online graduation application process.
Your final step is to Apply for Graduation for one of the following terms: Fall 2024,
Spring 2024 or Summer 2024. Please follow the instructions below so that you may
complete this final step successfully.

Jack Holland Student Success Center

1. Login to MySJSU.

Sammy's Student Center
= View Messages & MNoHelds = No To Dos i= 1 other Indicators

Academics

a. On the Student Center page,

click the My Academics link.

2. Click the View my graduation
status link to review the name that
will be printed on your diploma
and your diploma mailing address.

This Week's Schedule Search >
Flan >
CLASS < | SCHEDULE -
NUFS 144-82 TBA Enroil >
LEC (48783) On Line
NURS 100WE-80 Tu S-00AM - 11-50AM {t.!,' Academics )I
LEC (47151) On Line
MyProgress >
NURS 11282 T 4-30PM - T:20PM
S ond) Onthe Cirder Official Transenpt 3
NURS 171-81 Tu 12-30PM - 3:00FM
LEC (50318) On Line MySianner 3
MyScheduler >

[ B3 Enrcliment Shopping Cart

- Sammy Spartan
View MyProgress report
Create a what-if scenario
View my advisors
View my transfer credit report
View my course history
View my unofficial transcript
View my Advisor Notes
CSU FacGrad Campus Page

Apply for graduation

3 My Program

> Current Academic Objective

Requirement (Catalog) Term

> Career: Undergraduate Fall 2020
Program: UGD - Undergraduate Degree Fall 2020
4 Plan: Mursing with RN Fall 2023
Expected Grad
3 o Spring 2025
Graduation
> | .
Status: Eligible for Graduation

Current Academic Summary

Lﬂt_ Termn Fall 2023

[\c‘:[-!'.\.' my graduation stalus

] | | | 2

Owverall GPA: 3131
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3. Review/Update your diploma

name. [t

a. Students may use a name & sammy spartan
other than their Primary (legal) Program: UGD - Undergraduate Degree
Name on their diploma. If a
student adds a Diploma Name
before established deadlines, Degree: Bachelor of Science
that name will be used on their i
diploma. Otherwise, the ol e
diploma will show the Primary Spring 2025
Name from MySJSU.

For more information, go to

Name Printed on Your Diploma

Webpage Students may use a name other than their Primary (legal) Name on their diploma. If a student adds a Diploma Name
before astablished deadlines, that name will be used on thair dipioma. Otherwise, the diploma will show the Primary
MName from MySJSL

San Jose State University | Undergraduate

Student Information

To update the diploma name,

Update Diploma Name */
click on the Update Diploma Spartan, Sammy SJ
. Update Diploma Address
Name link.

b. Update Diploma Name
. You wil be taken o Add a

. &
new name if you have not o Tl

. . Enter your name information below. Each name must have a type associated with it 1o indicate how you use that name
previously added a diploma

name. If you are taken to S0d 2 e
Change name, proceed to Name Typs Diploma
Step . Format Using / English m
e Enter the appropriate (" prefix Select v E
information for your e M
diploma name.
Middle Name
. Save ‘L N
e Click the button. Wty
Suffix Select -
kL‘M:e: new name will take effect 1002772023 (EXAMPLE 1273172000
A

=

e Your entry was saved

a Sammy Spartan

OK
o Click the button to
return to the Graduation

Status page. l o

e Proceed to Step 4.

« The Save was successful
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ii. You will be taken to Change
name if you already have a
diploma name.

e Update the appropriate
information for your
diploma name.

e Click the button.

e Your entry was saved
successfully.

e Click the button to
return to the Graduation
Status page.

4. Review/Update your diploma
address. Students may send their
diploma to a different address. If a
student adds a Diploma Address
before established deadlines, that
address will be used to send their
diploma. Otherwise, the diploma
will be mailed to the mailing
address.

For more information, go to the
Mailing Address webpage.

To review/update the diploma
address click on the Update
Diploma Address link

a. Update Diploma Address

Mames » Change name m

& sammy Spartan

Enter your name information below. Each name must have a type associated with it to indicate how you use that name
Change name

Name Type Diploma

Format Using { English Change Format

(- A
Prefix Select ~
“First Name Sammy
Middle Name SJ
“Last Name Spartan
Suffix Select w
107262023 B ExavPLE 123172000)

Date new name will take effect
-

vy

~(i|

Return

Change name * Save Confirmation
) Sammy Spartan

« The Save was successhul

,—rlml

& Sammy Spartan

I
H

Program: UGD - Undergraduate Degree

San Jose State University | Undergraduate

Degree: Bachelor of Science
Major: Nursing with RN

Status: Eligible for Graduation
Expected Graduation Term
Spring 2025

Student Information

Students may use a name other than their Primary (legal) Name on their diploma. If a student adds a Diploma Name before established
deadines, that name will be used on their diploma, Otherwise, the diploma will shaw the Primary Name from MySJSU

Update Diploma Name

Spartan Sammy SJ

Update Diploma Address | g=——"

& Sammy Spartan

’ZSUX




i. You will be taken to the
Addresses page.

If you don’t have an existing

address type of Diploma, click
Add a new address

the button to

enter one. If you have an

existing diploma address,

proceed to Step ii.

* Enter the appropriate |

information for your s s

di pIoma name. Fiease follow e standard address rules below when updating/entening your ageress

» Do not ube tommas of periods

« Lige the F Sign to indicate an Spartment numEsr,
° C|ICk the button = Use mixed case. as opposed ko all uppercase of lower case lefters

Sampis USA Address (international ¥ Pequire cther

Address - 28N T4 51853

Adgress 2. blank if no information needed
City: San Jose

Sate: CA

Fostal 85182

-
Colniry United States
Change Country

“Address 1
Address 2

Address 3

iy

State Q

L{‘l‘nlﬂl

—=
=0

Addresses > Add a new address

a Sammy Spartan

e Check the Diploma address
type.

Verfy your address information below and select the address type(s) associated with it on the right
An astensk (") to the nght of a type indicates that another address is already associated with this type. If you choose this

type, you will automatically overnde the previous address. Any type that is grayed out is for display only or is otherwise
unavailable for association with an address

e Click the button. Adaress Types

B Home " B man- Diploma B sevisp

Add a new address

1000 Sammy Ct
San Jose, CA 95192

# Edit Address

Date new address will take

effect 10/26/2023 ﬁ (EXAMPLE: 1231/2000)
~i
e The diploma address was
Saved SUCCGSSfU”y Add a new address > Save Confirmation
- Sammy Spartan
i OK
e Click the button. + The Save was successful
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If you have an existing
diploma address, you can

click the button to

update it if needed. If you do
not need to update it
proceed to Step 5.

e Update the appropriate
information.

o Click the button.

Save
o Click the button.

a Sammy Spartan

ADDRESS TYPE & | ADDRESS - | EDaT

1000 Spartan Lane

Home San Jose, CA 85192 m
1000 Spartan Lane

il San Jose, CA 85192

1000 Sanmimy C
San Jose, CA 35192 o # Edi

T

Diploma

;

‘ Lamemy Spaatan
Plaase follow the standard sddass rules below when updating/anlaring your address

« Do nol uSe COMMES OF periods
« Lise the '# s6n bo indicale 6 apatment numier.
= Use mioed cace, a5 opposed 10 3l Lppedcase of lower case lellars

Sampie LA Address [rdefnabonsl s ey may requare other slgrmation):

Address 1. 2ENT4SI 883
Address 2. blank f no information needed

City. San Jose
Siabe CA
Fosiat 95192
rcaumry Linfed Stabes h
Change Couniry
/..‘ *Address 1 1000 Samemy Ct
5 Address 2
Address 3
City San Jose
State CA 0 caFoRMA
Posral Q5192

Addreszes » Change Address

& Sammy $partan
Verify your address information below and select the address type(s) associated with it on the nght
An asterisk (*) to the right of a type indicates that another address is already assoctated with this type. If you choose this

type, you will automatcally ovemnde the previous address. Any type that is grayed out is for display only or 15 otherwise
unavailable for association with an address

Address Types



e Click button.

e Verify Diploma Address
updated appropriately.

5. You are now ready to apply for
graduation. Click the Student
Center link on the left navigation
pane.

6. On the Student Center page, click
the My Academics link.

Change Address > Save Confirmation

a Sammy Spartan

" The Save was successful.

& sameny Spartan
4 1000 Spartan Lane
San Jose, CARSNI
1000 Sparian Lane
e San Josa, G4 §5152
1000 Sameny C1
[ooms =EtE
[T
SJ'SU AN A STATY

W Sludent Canbes

= View My Massages

& sammy Spartan

i i eoenreealoeen e

= To Do List 1000 Sparian Lane
| [ S Ch TR
£S5 Make a Payment » 1000 Sganan Lans
M San Joss, CA 96152
T Academics
Ereolvec " Ovoms et
=" Academics
Records Add a raw addrens

Sammy's Student Center
= View Messages | & Mo Holos = No ToDos = 10therindicators

Acagemics
This Week's Schedule Search >
Plan ¥
| scHEDULE

NUFS 144-92 T8A Enrol 3

LEC (£8783) O Line

NURS 100WE-80 Ty SO0AM - T1-50AM {I’.I)‘ Academics 3 .

LEC (47151) On Line
MyProgress »

NURS 112-82 Tu 4:30PM - T:20PM

LEC (49888) On Line

Cirrer C1™erad Transenss N



7. Click the Apply for graduation link.

8. Verify the degree and major. If
this is not the correct major,
please contact your success
center to submit a Change of
Major Advisor Request before
applying for graduation.

To proceed to apply, click the

Apply for Graduation button

9. Select Expected Graduation
ontinue
Term and click the
button.

If the term you desire is not
available then you are applying
too early. See your major advisor.

& Sammy Spartan
View MyProgress report 3 My Program
Create a what-if scenario ¥ Current Academic Objective
View my advisors ? Requirement (Catalog) Term
View my transfer credit report ¥ Career: Undergraduate Fall 2020
Program: UGD - Undergraduate Degree Fall 2020
View my course history > Plan: Mursing with RN Fall 2023
Expected Grad
View my unofficial transcript 3 Term: Spring 2025
" " Graduation
View my Advisor Notes > Eligible for Graduation
Status:
CSU FacGrad Campus Page b3
Current Academic Summary
[ Apply for graduation >}
Last Te
R"’_ ®M  eal 2023
View my graduation status 3 eglatered:
Overall GPA; 3131

Apply for Graduation * Submit an Application for Graduation

- Sammy Spartan

Select the Apply for Graduation link to procead with your application. If the link iz not vizible you may not be eligible for graduation
at this time. Please see your Academic Advisor for more information.

Program: UGD -

g Degree

San Jose State University | Undergraduate

Degrees: Bachelor of Science
Major: Nursing with RN

Apply Tor Gradustion * Sclect Gaadsstion Term

& Sacrery Spansn

The acacemic program sied hete was salacted 10 apply for graduation. I this i mol comect, relurm 10 the phevisus page and
select a diferent academic program

Sedact a walid herm bo apply Tor gracduation by selscling & value from the dropdoan. Only berms in which you are Sble bo apply for
gracuation will be dieplayed

Program: UGD - Undergraduate Degree
San Jose Siate Universdy | Undergracuate

P

Dagree Bachelor of Soence
Magor: Nursing with RN

Expected Graduation Tem




Remember: If this is not the
correct major, please contact your
success center to submit a
Change of Major Advisor Request
before applying for graduation.

10. Verify graduation data and click

Submit Application
the button.

11. You have successfully applied for

graduation.

Click the My Academics link.

12. Your expected grad term and

graduation status have now been
updated.

Click the View MyProgress report
link.

Apply for Graduation » Verify Graduation Data

- Sammy Spartan

Frogram: UGD - Undergraduate Degree
San Jose State University | Undergraduate

Graduation Instructions

Degree: Bachelor of Science
Major: Mursing with RN

Expected Graduation Term  Summer 2024

Your application for graduation prompis the university to venfy that all of your degree requirements are
complete If the term you expect to complete your degree requirements does not appear in the drop down
menu, you are not eligible to apply. As terms become available, you will receive an email prompting you to
apply

-
Sl )

Apply fer Graduation > Submit Confirmation

& Sammy Spartan

v
You have successfully applied for graduation

In this section
Plan

Enroll

My Academics

& sammy Spartan
View MyProgress report » My Program
Create a what-if scenario b Current Academic Objective
View my advisors > Requirement (Catalog) Term
Wiew my transfer credit report Career: Undergraduate Fall 2020
Program: UGD - Undergraduate Degree Fall 2020
View my course history » Plan: Nursing with RN Fall 2023
Expected Grad
WView my unafficial transcript » Term: Summer 2024
View my Advisor Notes > Graduation Status: Applied for Graduation
CSU FacGrad Campus Page 5 Current Academic Summary
Apply for graduation ¥ Last Tarm
Registered:
View my graduation status » Academic
Standing:
Overall GPA:

e R IRy




13. On the My Progress page, verify

14.

your graduation term and status.

Please ensure you completed all
steps of the graduation application

process for Business Students -
https://lwww.sjsu.edu/lcobssc/a
dvising/graduation-application-
process/want-to-apply.php

Questions? Please email the
Jack Holland Student Success
Center for help — jackholland-
center@sjsu.edu.

My Progress

a Sammy Spartan
ID

Current Academic Objective

Requirement (Catalog) Term

]
Career. Undergraduate Fall 2020
Program: = UGD - Undergraduate Degree Fall 2020
Plan: Nursing with RN Fall 2023
Expected Grad Term: Summer 2024

Graduation Status:
Applied for Graduation

~ General Information

New Window Print Report

Current Academic Summary

Last Term Registered:
Academic Standing:
Overall GPA:

SJSU GPA:
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