Written Instructions
1. Go to your student profile and select “‘View All Apps”
[image: View all apps icon]



2. On the left-hand side navigation bar, select “Requests”
[image: Requests icon]




3. Under Actions, select “Create Request”.
[image: Create request button]
4. In the pop-up window select, “STUDENT GRADUATION: Graduation Application” from the drop-down list.
[image: Request type: Student graduation: Graduation application option]
5. Select, “OK”.
[image: OK button]
6. When the application opens, please read the top section carefully to review all of the important information, along with deadlines and reminders.
[image: Application deadlines/diploma information section]





7. Read each box carefully and select the appropriate response
· Please note:
1. When selecting the term you will be graduating, please select the term all requirements will be completed. All students planning to attend the Commencement Ceremony are required to walk in the term they will be completing their requirements. The only exception is Summer students who participate in the Spring ceremony.
[image: Questions on form for graduation application]




1. 
b. Please enter all majors and/or certificates you will be completing in the box provided.
[bookmark: _GoBack][image: Box for entering the Degree and/or certificate you are declared in.]
8. Select, “Submit”.
9. The graduation team will process these in the order they are received.  Please watch your Aims email for specific information about your graduation application.
10.  Questions? Email gradapp@aims.edu, via your aims.edu email account only, or call 970.339.6404, and select the Graduation option.
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