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YOUR ORGANIZATION
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Sir George Williams Campus - Downtown

2018 Enrolment Count : 50 315
• Undergraduate : 37 053
• Graduate : 9 040
• Continuing Education : 4 222

2018 UFTE Count : 29 430
Faculty & Staff : 6450

Two Campuses



ORGANIZATION & ORACLE
Current Production Environment
• CS 9.2 PUM Image 5
• PeopleTools 8.55.15
• Oracle RDBMS 12c

Upgraded to 9.2 April 1st 2018
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Loyola Campus - NDG



OVERVIEW
1. SECTION 1 – Convocation setup

2. SECTION 2 – Applicant processing

3. SECTION 3 – Diploma printing

4. SECTION 4 – Reporting/Communications

5. SECTION 5 – Marshalling Cards and Gown Distribution

6. SECTION 6 – The Ceremony 
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THE PROBLEM(S)
Why did we need to replace our old graduation process?

1. It was based on an access database not joined to any other 
database

2. We were losing staff, who had knowledge of the prior system, 
through retirement.

3. Data was kept across multiple systems 

4. Multiple sets of data entry was needed during the cycle
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WHY USE PEOPLESOFT FOR CONVOCATION?
To address these issues, we decided to use PeopleSoft because:

1. All student information was already on the system

2. Students can apply to graduate through their student center

3. We can do all of the processing through one system 

4. There are already some useful delivered tools
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VISIO OF THE CONVOCATION PROCESS
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To give an idea of the complexity of our graduation processes, below is a 
picture of our Visio workflow of it.



This section will describes 
how we set up Convocation 
on PeopleSoft
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SECTION 1. CONVOCATION 
SETUP



BUILDING CONVOCATION
The first step we needed to take was to configure the convocation information in the
system to allow all the other processes to call that information.

The information and organisation of the convocation pages are all modded into the
system as there was no delivered way of doing this.

Here is the order of how we code the convocation information into PeopleSoft:
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CONVOCATION SET UP
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The first step is to set up the convocation information for each of the bi-yearly ceremonies.
This page is where we set up the base information of each of our ceremonies.

Staff will 
finalise the 
ceremony 
here in 
order to 
lock all 
data on 
other pages

It also shows 
which faculties 
will be in each 
ceremony (in 
the fall we 
have multiple 
faculties in a 
single 
ceremony)

It contains 
the date, 
time and 
place of 
each 
ceremony
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Next we have a page where we list all the different plans that students
are graduating from so that they can be arranged in order by career
and then by department.

This ordering is then used at the convocation when students are crossing 
the stage.

We roll 
information 
from the 
previous 
convocation

They then 
use this to 
bring in any 
plans that 
no student 
has 
graduated 
in before

Staff can 
then sort the 
plans by 
adding a 
sequence 
number

DEPARTMENT SET UP
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The next page shows all the students in the ceremony arranged alphabetically
dependant on the department ordering page previously shown.

After finalisation of the ceremony, staff can manually re-order students to take into
account any issues that have arisen on this page. They are also allowed to swap
students between ceremonies.

They then 
generate 
the 
marshalling 
number for 
each student

Staff come 
in daily and 
refresh this 
page to 
access all 
students who 
have 
applied

MARSHALLING LIST



At Concordia we allow students who graduated in previous cycles, but
did not attend their convocation, to come to the current convocation. To
do this we have a page that allows students to be added into the
current year’s information.
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Staff can 
add any ID 
that has a 
degree in 
complete 
status here 
and it will 
then appear 
on the 
previously 
shown 
pages

MANUAL ADDING STUDENTS



This section will describe 
how we process graduates 
on our system
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SECTION 2. APPLICANT 
PROCESSING



STUDENT APPLICATION
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All our students have to apply to graduate and we have created a self service page
which allows them to do so.

At Concordia, the student can apply for any program they have been in, even one
that is in a withdrawn status

The student 
just clicks on 
the degree 
they wish to 
graduate 
from
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The students are then guided to this page to answer questions and sign
off on important information needed for the process of graduation.

The student 
then signs 
off on the 
provided 
graduation 
information



ADD FLAG TO STUDENTS
We use the delivered “Service Indicator” process to add a service
indicator to students who have applied to graduate. This is a positive
service indicator that can be seen by all staff across the university.

This is based on a simple population select query that looks at the
degree status of the student’s program.
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Note – We can also reverse this 
task and remove the indicator if 
the student is 
canceled/graduated
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Once the student has applied, they are assigned to a staff member in the
registrar’s office. This page below was created to link all graduating plans
assigned to a specific staff member. This is controlled by the registrar’s office
and can be updated when there are changes in staff.

STAFF ASSIGNMENT



Along with the assignment page we have then created a clone of the
delivered graduating tracking page that only shows students assigned to
you when you search. This is to assist people in knowing which students
are theirs and to prevent multiple people from working on the same file.
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STAFF PAGE



PROCESSING STUDENTS
We get all of our staff to run the advisement report for graduating
students to confirm the student has or is in progress to complete their
requirements.

They use the advisement report, along with their knowledge of the
student’s plans, to change the student’s status to Cancel, Passed or In
review. (If a student is canceled, a 3C email is sent to the student to
inform them of this).

If a student is in review, the staff will add why in the notes section on the
tracking page. They will then monitor the student until either their
requirements are met (or not) and then update their status accordingly.

There are several queries to assist staff on when a student’s requirements
are passed e.g. when a graduating student receives a new grade.
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We have created queries to allow staff to search the students assigned to them
and those that need to be processed. They initially go into a student’s file and
change the status to applied.

Note – we had issues auto assigning the applied status, which is why it needed 
to be manually assigned by staff.

We have 
added in a 
small MOD 
linked to the 
previous slide 
that shows 
who the 
student is 
assigned to 

We use notes 
to track if 
students are 
missing any 
graduation 
requirements
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Staff can check information on the student’s application to see if there
are any special requirements. This information is then added as a link
from the previous page.

One of the most important things to do here is to validate the student’s
name and if they have any special requirements



GRADING 
We have created a separate MOD that builds a Potential-grade
roster separate from the final grade roster.

This allows professors to grade the potential graduating students as
early as possible.
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We had to create a special page to deal with the fact that in 2012, we
changed how graduating Cumultive GPA was being calculated. So those
who were admitted prior to 2012 still get to follow the old rules. This
page is now mainly used to calculate the last annual Assessment GPA.

STUDENT CPGA

Staff go to the 
page and flag that 
the student was a 
PRE 2012 admit 
and then run the 
calculation for 
them.



PROGRAM UPDATE

Every time a staff 
member updates a 
status on graduation 
tracking, the student’s 
program/plan page 
is then updated by 
the graduation 
processing page.   
This a delivered 
process that we use 
and is based on 
population selection 
query. 

We have a different 
process for each 
type of change.
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This batch process adds a new row on the students Program/Plan 
page every time their status is changed on the graduation tracking 
page. This new row contains their new degree status which is 
reflected on their student center. This job runs every hour. 
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ADDING HONOURS
We add Distinction and Great Distinction to students who have a GPA
over 3.4 and 4 respectively and have been approved to graduate.
This is added on the graduation tracking page in the honours section.

This is again used because of our Pre 2012 issue mentioned earlier.

This is run hourly throughout the graduation cycle.
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ADDING PRIZES
We have created a query for each prize depending on its 
requirements. Staff run these queries to find out who is eligible to get 
a prize before the departments then sign off on the selected winning 
students.

The prize winners are then manually added on both the graduation 
tracking page and on the student’s degree page
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SECTION 3.DIPLOMA PRINTING
The next section will 
describe how we process 
and print Diplomas through 
our system
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At Concordia we need to preprint all the diplomas as we give students their
diploma as they cross the stage. We have created a modded process to do
this based on BI publisher.

The staff 
then select 
each 
program 
one by one 

The staff visits the page that is based on the expected graduating term and then selects 
Education level and ceremony to receive a list of programs that students are graduating 
from.

DIPLOMA PRINTING
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This then redirects to a page which shows all the students in the program
selected and information concerning them.

A staff member can batch print the degrees or print them individually.

They can also batch print the labels that are placed on the envelopes
which contain the degrees.

The staff can click 
select all and then 
all students’ 
diplomas are 
printed to a RTF 
document

They can then print the student 
labels, which includes their 
information, and then add them onto 
the envelopes

They then update the print date so 
we know the date each student’s 
diploma was printed on

Staff can also return to this page 
and print a single degree
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We use BI publisher to create the diploma.

We used a view for the information but it would have been better to
create a regular query

Signatures are 
kept on the 
content library 
and pulled 
from there



CANADA ALLIANCE   12-14 NOVEMBER 2018

Here is an example of the BI Publisher template, which gives us some idea
of the code behind the diploma. It uses several different BI publisher
methods such as “group by” and “conditional regions”, but it generally is a
simple set up.



We also have a change list process that looks for any changes to the student’s
profile after the diploma print date. These changes could be a late plan change,
an update to the student’s name or a new honour added. Staff can come to this
page to find any students that have had a change since their diploma was printed
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The staff can 
print the new 
diploma and 
label here

When they hit save the 
diploma print date is updated 
and the student disappears 
from the page

CHANGE LIST



ADDING DEGREES

After senate we use the
delivered graduate
processing to add the
degrees to the student.

We run this process every 2
days until after convocation
happens.
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As we also add distinctions here, we have to run this manually as there is no
way currently of automating this (pulled from graduation tracking which was
added by a previous process). This is run until after convocation when any
changes have to be manually coded by staff.

1. This page is run by a 
prompted pop select 
query. 

2. The results are then 
loaded .

3. Then any honours are 
added.

Note - The degree 
conferred date is 
pulled from the term 
table
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After we have added the degree we use a modded page to add the
graduation GPA. This is used as we have the issue with the pre 2012
graduating students to take into account and the delivered page just uses
the delivered GPA.

ADDING DEGREE GPA



SECTION 4 – MARSHALING 
CARDS AND GOWN DISTRIBUTION

This section will go over 
how we run the marshalling 
and gown distribution 
through PeopleSoft
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Every student receives a printed marshalling card which places them in the order
in which they cross the stage.

We then use 3Cs to email the marshalling cards to students using the same BI
publisher template. This is sent to students who attended gown distribution.

A page was created that ties to a BI Pub report to allow staff to print these cards
by ceremony.
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MARSHALLING CARD
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The cards contain all the information for the student and staff to
identify when and where the student should be.

It also contains a bar code of the student’s ID number that can be
scanned by our convocation system.



Students pick up their marshalling card and gown at gown distribution.
We created a page to check in students so we know that they will be
attending and that they have received their gown. Staff members click
the corresponding button as students come to see them.

The page also lets staff know if the student should not be graduating.
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GOWN DISTRIBUTION



SECTION 5 –
REPORTING/COMMUNICATIONS

This section will explain 
how we use the system to 
create reports and send 
communications 
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REPORTS
For Faculty councils and senate, we have to produce many reports
listing all information about graduated students and statistics on the
ceremony.

We use delivered query report viewer to create these reports which
staff can then run when needed.

My previous presentation was on this topic and can be found online.

https://www.heug.org/p/do/sd/topic=2930&sid=24626
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LETTERS
During the convocation cycle we send various communications to students both automatically and manually.

We use the delivered 3C engine for this.

An example of an automated letter is the Graduation receipt that students receive when they apply online.

The automated letters we use are based on Pop select queries and are run hourly through a Schedule
Jobset.
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NOTE – all automated 
batch processes at 
Concordia are run 
though a jobset



We run several one off letters such as a reminder to graduate through
the 3C engine.

These are triggered manually, but are set up in the same way as the
automated letters.
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STUDENT REQUEST LETTERS
During the convocation cycle, students ask for many letters related to
graduation such as an invitation letter for their parents to attend the
ceremony or an attestation that they will be graduating.

We currently use delivered 3Cs to allow staff to build these letters
manually and then print them.

We make a large use of 3C comments in these letters to allow staff to
add information to the letter. They can then open these letters in Word
to allow further editing.

We are currently creating an online page to let students and staff
request and create these letters for themselves on a single page.

CANADA ALLIANCE   12-14 NOVEMBER 2018



SECTION 6 – THE CEREMONY This section will explain 
how we use the system on 
the day of the ceremony
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RUNNING THE CEREMONY

The only way we link to the ceremony is to pull data from SIS.

We have created a query that pulls the information coded on all the
pages shown and outputs it in a way that is needed by the system that
runs convocation on the day
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We do also have access to the system to verify issues and solve any
last minute problems that may happen the day of.



CONCLUDING THOUGHTS
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SUMMARY
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Loyola Campus - NDG

Sir George Williams Campus

ANY QUESTIONS?



PRESENTERS

ALL ALLIANCE PRESENTATIONS WILL BE AVAILABLE FOR 
DOWNLOAD FROM THE CONFERENCE SITE
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THANK YOU!
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