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North Carolina Community College System High School Equivalency (HSE) Graduation
Process

1 Purpose

This document provides instruction on how to use the graduation process in the College
Information System (CIS) Ellucian Colleague application to ensure data is reported to the
National Reporting System (NRS) for Adult Education programming.
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North Carolina Community College System

2 Academic Programs (PROG)

Before beginning any HSE graduation process, use the PROG form to set up the academic

High School Equivalency (HSE) Graduation

Process

programs. Refer to the applicable screen captures below that pertain to the HSE program(s)

offered by the college.

| PROG - Academic Programs
Program : HSEGED

ﬂtl:[‘lSE GED

2 R

Desc i | |3’I
Status Date Appr Sgency Appr Person
P Panding =1 050415 TeeE0z
Department Diwvision Schosl

1 CEAZD Sasle Skills Programe

Catalogs 1 TEDI? 2017-2018 Catalog
Skarl/End Dt | | |
De=gre=
D= i \D Dipioma

Majors i

Academic Level  BSP Baclc Skills

Grades Scheme= ESP Basic Sklis Grade Schem
National ID
Locations 1

LEA

Tran Group | AHS Adult High School Transe

) . -
Shu Select | Ves

Captive Mo B}

Accred Exp

Types

MEths to Cmpl

L !

—
Allow Grad | Yes

3 -
Cr=ate Appl (MO

Addnl Info

Army Carser Deg

S0C Program

B

S0C Nebwork

Figure 2.1 — PROG — Academic Programs — HSEGED

Appr DE
0s0anE

Academic Programs (PROG)
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North Carolina Community College System

High School Equivalency (HSE) Graduation

Process
| PROG - Academic Programs
Program : HSEHISET
ﬂtl:I-ISE HISET
Desc i Ei
Status Dat= Appr Agency Appr Person Appr DE
F Pending [l D5/D4113 | Te2602 05041
De=partment Division School
1 ||CEAZO Basic Skils Programe
Catalegs | 4 ]201? 2017-21E Catalog Shu SelzctIYea
Start/End Ot || Captive Mo £}
Dmgre= | Accred Exp
CDs | 4 O Dipima Typ== 1 -
Majors 1 Mths ko Cmpl
Academic Level | BSE Baslc Skils | Allow Grad [Yes
Grade Scheme BSP Bazic Tulls Grade Schem | Craate fppl Imo
Mational 1D | Addnl Infa | B8
Lacati Brmy Career D
cations i | rmy Career Deg El
L= - SOC Program SOC Network
Tran Group | AHS ASult High Schoal Transe | i E -
2 i -
. .
Figure 2.2 - PROG — Academic Programs — HSEHISET
| PROG - Academic Programs
Program : HSETASC
ﬂtlz[-iSE TASC
Dim=e 1 ji
Status Dat= Appr Agency Appr Person Appr DE
F Panding [E=1 D5/04/13 | Tezs02 D5/D413
De=partment Division Schaoal
1 ||cEAZ Basic SKils Programe
Catalogs | 3 ]201? 2017-2018 Catalog Shu SelzctI\'&a
Start/End Dt || Captive |No £}
De=gre= Accred Exp
CCDs| 31 |0 Dipoma Types 1 -
Majors | 1 Mths to Cmpl

Academic Level

ESP Basic Skliis

Grade Schem=

Mational ID

Locations

LEA

B8P Basic Skllis Grade Scham

Allow Grad | yes
Cr=ate Appl INO
Adanl Infa | 5

Army Career Deg

SOC Program [1 < [T)Bs]| Poge [1]art|» w|

Tran Group | AHS Adult High Schodl Transe

I - |

v - |

Figure 2.3 — PROG — Academic Programs — HSETASC

Academic Programs (PROG)
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High School Equivalency (HSE) Graduation

Process
PROG - Academic Programs 17 New Record
Program: HSEMP
Title [HsEMP ]
Desc 1 I
Status Date Appr Agency Appr Person Appr Dt
P Pending (B [ osmengl | | [Tc2600 | [ osmsng|
Department Division School
K Icmo Basic Skills Programs . I |
Catalogs 1 Izmg 2019-2020 Catalog | Stu Select
Start/End Dt | J l T
Degree | o] AccredBp | |
cos ID Diploma | Types
Majors 1 I g mihstocmpl | | (@]
Academic Level [P Basic Skills | Allow Grad cradeig | |[0)
Grade Scheme  |BSP Basic Skills Grade Schem ] Create Appl
National ID [ ] Addnlinfo | | ([}
LEA | v SOC Program SOC Network
Tran Group  |BSP Basic Skills Transcript | 1 v v
2 v v

Figure 2.4 — PROG

— Academic Programs — HSEMP

Academic Programs (PROG)
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3 Registration Person Entry (RGPE)

After the academic programs have been set up on the PROG form, access the Registration
Person Entry (RGPE) form for the student to add the HSE program to the student record.

RGPE - Registration Person Entry

High School Equivalency (HSE) Graduation
Process

10 : 0075552 CESTAFF
Prefa/ Name (LFM) - Tengm & Ut )
Address| 1 | SLnvmeCt 2]
Cy/St/Zp/Cnty | Dumam xc| [z 032 Dumam
Res Crty/State | 032 Dutam M Micrigan
Country
Phone/Ext/Type| 1 | 3369578768 H
Origin/Date | ADV Advertisament 120106 £
SSN 333216889 BithDste 10231855, Sex £
High Schasl St Yesr End Yesr co MMYR  Grad Type
Northam #gh School 9 v
e 1 - Race 4 -
Aechived Etheic | 2 530k, Noo-rggan:
Directory/Privacy b
StuTypes/Date 4 o Student Iafo X ]
fes Status/Date ;| M Ste r 082009 | Agp Info X [
Acad Progeams atalog Stat Admie Stat Load Intert H ¢ Fage [SjorE{0 M
s |MsEGED B szo_“_j A = -
Educ Gosis/Date TR Traneer 1o ot o [ el

Homne Location . o

Figure 3.1 — RGPE — Registration Person Entry

Acad Programs: Detail beside the academic program.

Registration Person Entry (RGPE)

September 2019
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North Carolina Community College System High School Equivalency (HSE) Graduation
Process

The Student Academic Program (SACP) form displays.

RGPE - Registration Person Entry | SACP - Student Academic Program
Knight, Unita D. ID: 0075552 55N 333-21-B369
Durham NC 27703 Home: 336-057-B768

Acad Program : HSEGED HSE GED

Academic Lvl BSP Class Lvl Acad Lvl Standing

Status/Dt/0pr A Actve '||_q | 0304118 | TC2602

Location,/Catalog IZINT 2017-201& Catalog

Admit Status

Dept/Div/School | CEAZ0 Bask Skilis Prag | | ||

Aced Standing/DE, 4 |

Stert/Era 0t |G |y | Ant Cmpl Ot

Degree

€CO=| 1 | DDiploma || 2

I"IujnrsI 1 || 2
Minors | 4 | ] 2

Specislizationz | 4 || 2

Primary Academic Program | Yeg

Pregram J'-‘additiun:. E:l Advizors )(_rﬂ Printed Cummenl}l a

DA Eval/Cust R{ Couns=lors E_"‘ Comments E{

Figure 3.2 — SACP — Student Academic Program

Start/End Dt: Enter the suggested start date of 07/01/2017.
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North Carolina Community College System High School Equivalency (HSE) Graduation

Process

RGPE - Registration Person Entry | SACP - Student Academic Program
Knight, Unita D. 1D: 0075552 S5N: 333-21-85989
Durhiam NC 27703 Home: 336-057-B768

Acad Program : HSEGED HSE GED

Acedemic Lvl | BEP Claz= Lyl Bced Lvl Standing

Sfdtum"m."':lpl'_.ﬁh:ﬂ'-'i 4118 | TC2B02
Location,/Catalog

Admit Status Do you want to keep date history (YN}

—
Dept/Div/School CEA2D Baske Skiiis Praj ¥ \ . """"" N """"" .

-

Acad Standing/Dt

*
Start/End Dt aroy =} Ant Cmpl Ot

Degres
CCOs i  DDiploma
Majors
Minors
Specializations

Primary Academic Program | Yag

Pregram Additions o) Advisors ¥ |50 Printed Comments

D& EwalfCust ) Coun=z=lors

Figure 3.3 — SACP — Student Academic Program

Do you want to keep date history (Y/N)?: Select N.
Save and Update from both the SACP and RGPE forms.

Registration Person Entry (RGPE) September 2019
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North Carolina Community College System High School Equivalency (HSE) Graduation
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4 Student Graduation Data (SGRD)

Use the Student Graduation Data (SGRD) form to create a graduate record.

| SGRD - Student Graduation Data |

Student Program :

Eligible for Commencement Reguirements Complate
.
End Program on Commencement DaheT | Completion Date

Student Program Diegres Eval

Graduation Té
will Pick Up Diploma n Class
Diploma Mailing Address 1 0075552 has no GRADUATES records. Create one (Y/N)?
Cty/St/zp e :

Country

Graduation Honors 1
Degres Date CCDs Date
Diploma Name
Phonetic Spelling of Name
Hometown
Attend Commencement Include Name in Program
Commencement Site
Commencement Date/Time
Military Status Additional Infa

Primary Location

Figure 4.1 — SGRD - Student Graduation Data

Student LookUp: Enter the student ID number, then select OK.

Student Graduation Data (SGRD) September 2019 Page 9



North Carolina Community College System High School Equivalency (HSE) Graduation

Process
SEARCH RESULTS FOR:
STUDENT.PGMS.NOADD E z=2) |STUDENT.PROGRAMS [v] input Dm ® X
0075546
1 Acad Program: CONED Start Dt: 06/10/09 Ant Cmpl Dt:
Title: Continuing Education End Dt:
) Acad Program: AHS Start Dt: 01/01/08 Ant Cmpl Dt:
Title: Adult High School Program End Dt:
= Acad Program: C45830 Start Dt 08/16/10 Ant Cmpl Dt: 02/01/14
Title: Mammography End Dt:
4 Acad Program: A10100 Start Dt: 08/18/14 Ant Cmpl Dt: 12/31/16
Title: Associate in Arts End Dt:
5 Acad Program: HSEMP Start Dt: 08/28/19 Ant Cmpl Dt:
Title: HSEMP End Dt:
Adc 1-50f5 X B oselected [ Jselectall

Figure 4.2 — SGRD - Search Results

On the Search Results screen, select the academic program from which you are graduating the
student.

Student Graduation Data (SGRD) September 2019 Page 10



North Carolina Community College System

SGRD - Student Graduation Data
Student Program : HSEGED

Eligitl= for Commencz=ment | Y&&

¥
End Program on Commencement Date | Yeg

Student Program | HSEGED

Gra

Will Pick Up Diploma
Diploma Mailing Address
Cy/stiZp

Country

Graduation Honors
Degres Date

Diploma Mame=

Phonetic Sp=lling of Nam=
Homelown

Attend Commencement
Commencement Sit=
Comme=ncem=nt Date/ Tim=
Military Status

Primary Location

High School Equivalency (HSE) Graduation

Requirements Compl=te ¥

¥
Completion Dat=

Degree Eval o}

The Degree Evaluator has not marked this student program as "Completed"

Unita 0. Knight

CCO= Date

Includ= Nam= in Pregram

Additional Info

Figure 4.3 — SGRD - Student Graduation Data

Eligible for Commencement: Enter Y.

Requirements Complete: Enter Y.

The Degree Evaluator has not marked this student program as “Completed”: Select OK.

Student Graduation Data (SGRD)

September 2019
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North Carolina Community College System

SGRD - Student Graduation Data
Student Program : HSEGED

Eligitle for Commencement | Y2

End Program on Commencement Dat= | Mg |

Student Program @ |m

Graduation Term

‘Will Pick Up Diploma

Diploma Mailing Address

Cty/St/Zp | Durham

Country
Graduation Honors

Degree Date

5 Uinville Ct

Diploma Mame | Unita D. Knight

Phonetic Spelling of Name
Hometown

Attend Commencement
Commencement Site
Commencement Date/Tim=
Military Status

Primary Location

High School Equivalency (HSE) Graduation

Process

Requirements Complet= | Yag

Completion Dats 1215017 |

Degree Eval 31

Reunion Class

27703

CCDs Date 121517 &

Include Name in Program

Additional Info

i

Figure 4.4 — SGRD - Student Graduation Data

Eligible for Commencement: This field should already display Yes.

Requirements Complete: This field should already display Yes.

Completion Date: Enter the date the student passed the test or completed the credit.

End Program on Commencement Date: Enter No.

Save and Update.

Student Graduation Data (SGRD)

September 2019
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North Carolina Community College System High School Equivalency (HSE) Graduation
Process

5 Update Acad Credentials File (UACF)

Use the Update Acad Credentials File (UACF) form to update the academic credentials file for
the student.

Note: Use the UACF form to update credentials for one student at a time.

UACF - Update Acad Credentials File

Mon-Program Advisor Types to End (ls -

Delets GRADUATES Records | Yes |

Update: MC‘SETE

Sawed List Name

Ee=gin End
Degree Date
CCD Date

Completion Date

Acad Levels I Page 1af 1

Acad Pgms Incl

(TR N ¥

Aced Pgms Excl

Commence Sites Excl

Students Unita 0. Knight 2

i
1
1
Commeno= Sites Incl 1 - 2
i
1
3

Eligible: for Commencement | Y2

Requirem=nts Compl=t=d | Yas

Additiznal Selaction Criteris

Figure 5.1 — UACF — Update Acad Credentials File

Delete GRADUATES Records: Enter Yes.
Update Mode: Enter Yes.

Students: Enter the student’s name.
Eligible for Commencement: Enter Yes.
Requirements Completed: Enter Yes.

Save and Update.

Update Acad Credentials File (UACF) September 2019 Page 13



North Carolina Community College System High School Equivalency (HSE) Graduation
Process

. P B -, . - . '

— NAVIGATION == # 3 FAVORITES (2]

T RN T TR, © - o )

+ FACFINMAL ..
e: 081908
3-21-8080

- .
SEARCH RESULTS

-} UACF: Update Acad Credentials F

Ellucian
Collea

Graduate Processing Update

Started: 00:28:43 05/04/2018
Current:  08:28:42
UACF - Update Total Elapsed:  00-00:00
Est. Complefion: 0D:26:43 05/04/2018

Ended: 08:28:47 05/04/2018

Processed 1 of 1

0%

__ Close automatically when complete [ Finish

1 record selected to list O.

*#%% Processing Complete. *9%

Additiznal Selection Criterin | No |

Figure 5.2 — Graduate Processing Update

Update Acad Credentials File (UACF) September 2019 Page 14



North Carolina Community College System High School Equivalency (HSE) Graduation
Process

6 Institutions Attended Summary (ST-IASU)

Use the Institutions Attended Summary (ST-IASU) form to ensure graduation has taken place.

= - —~— = e ————
[fj STAASU O "SEARCH RESULTS ™4 NAVIGATION =z # I FAVORITES (7] /
- s Kot w7 e
Ellucian gal [l ' ®®00
5 Linville Ct Phone: 338-857-5768 Birth Date: 10/23/1955 ‘Where Ussd: FAZFIN.MAL..
COI Ieag ue UI Phonie: Birth Name: Entry Date: 08/19/08
Dwrham NG 27703 Email: knightu@ncocommunity... ReunionClass: Socizl: 333-21-2822
File Options Help [.l:aep Context Open ¥ 'L / Save | | ¥ SaveAll _) l'\ X Cancel | | XX Cancel All ) (—' . : |i:‘l

| IASU - Institutions Attended Summary |

Institutions Attended
Start D44 |E |@| Page [L]of1| b b

055 o 15 e =g I [ vwomg
2 | 0076142 Immaculsia High Schoal B | I | |
3 || 0078143 Mumfard High Schoal | =) |' 1972 | | | 07/08108 |

4 | 0012842 Nerth Carolina Community College B | oTI01AT | | 121517 | |
5| B J L I J
5 B | J | l J
7z )l & | J [ J

a8 =8 J J I

N |=8) J L | J
10 | B | J | I J
11 | B | J | | J

12 ][ =8 J | L I

| =0 J L | J

Figure 6.1 — IASU — Institutions Attended Summary

Verify that the entries in the Start Dt and End Dt fields are correct for the student.

Institutions Attended Summary (ST- September 2019 Page 15
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North Carolina Community College System High School Equivalency (HSE) Graduation
Process

7 Student Academic Program (SACP)

Use the Student Academic Program (SACP) form to ensure graduation has taken place.

SACP: Student Academic Progran SEARCH RESULTS

Fiter. STUDENTPROGRAMS + | = [ Setectan | (+Ada )| < < 1-5af5 > 5| [ees Where Used: FAC,FINMAI..
. - Entry Date: 08/19/08
Social: 333-21-3880
| e
B + —
i
Academic Program: C25260 Status: & Start Data: 08M18/10 Ant Cmpl: D501/14
2
Title: Information Systems/Me... Term: 2010FA End Dr:
R
Academic Program: T90980 Status: A Start Date: 08/20/00 Ant Cmpl:
3 L
Title: Special Credit Prograrmn Term: 2010FA End Dr:
J
Y
Academic Program: COMED  Status: A Start Date: 09/04/08 Ant Cmpl:
4
Title: Continuing Education Term: 2010FA End Dt:
')
-
Academic Program: AHS Status: A Start Date: 0516/07 Ant Cmipl: ol Dt Tl
5 L A
Title: Adult High School Progra. Term: 2010FA End Dt:
A
——
I
J
J
Printed Comments | 4]
Comments |Rﬂ.

A | 1 selected ] input: | | Copen | | & < 1-50f5 5> 5 i
m— f—a 7]
Figure 7.1 — SACP - Search Results

Verify that the Status is G for the student.
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High School Equivalency (HSE) Graduation

Process
| SACP - Student Academic Program
Acad Program : HSEGED HSE GED
Academic Lvl | BSF Class Lvl [ Acad Lvl Standing |
Status/Dt/0pr |8 - &1 05/04112 | | TC2602
Location/Catalog | [201? 2017-2018 Catslog

Admit Status

Diept/Div/School [CEAzEI Basic Skills Prog

Arad Standing/Dt = § |

Start/End Dt uwmm‘: B 12115017 ]

Ant Cmpl Dt

Degres
CCD=| 1 | DDiplama [ 12 | |
Mol 1 i 2l |
e | | 2 |
Specializations||_ i || L2 | | Page1eft
Primary Academic Program |Yes |
Program Additiunsl |[‘|:L{ Advisors )LJ‘Q Printed Comments | |'d.

DA EvalfCust| |53

Counselors |-é‘ Comments |-d

Figure 7.2 — SACP — Student Academic Program

Verify that the Status is G for the student.

Verify that the entries in the Start/End Dt fields are correct.

Student Academic Program (SACP)

September 2019
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8 Period of Participation Information (XLEPI)

High School Equivalency (HSE) Graduation

Use the Period of Participation Information (XLEPI) form to verify that the entries in the

Program, Status, Dip Earned Dt, and Grad fields are correct.

¥LSP - Student Maintenance/Inquiry | XLESI - NRS Student Data
Pop®: 1 Stu Typ=: M

Rpk Vear : 201B Age : 61

Inkake Dt
0616201 7| Il

Student Dats/Other

S=p Dat= R=ason

4
Section Hours
1 | AHS-ENG201 | | 7000
Tatal -?EI.HU
AHS/HSE Info

Req. Grad Credits

Cred. Transferred In

1st Class Att Dt

1st Clas= Cmipl Dt

Program
HEEGED

Pgm Ar=a :

Release Dt

Print POP Summary

Test/Placement

XLEPI - Period of Participation Information

Educ L | 10 - Tenth Grade

Crtry Last Sch At | US - US Basad

¥
Emplay Status |FT - Full Time

Cradit= Dt/ Esrned 1
Total Creds Earmed at CC

HESE ID

Status Dip Earme=d DC
G 121517

L.|

B

HS Data| =

Dizability | 5]

Errors | X [
Grad

Figure 8.1 — XLEPI — Period of Participation Information

Period of Participation Information

(XLEPI)

September 2019
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