
Graduate Degree 
Conferral Process



Overview

1. Run CAPP Report
2. Update Degree Worksheet
3. Check for Courses in Progress
4. Determine Completion Date
5. Check SFAREGS/SGASTDN
6. Check SHADEGR
7. Check Overall Master’s Level GPA
8. Check Degree-Specific GPA
9. Check Degree Application
10. Submit Conferral Paperwork



Step 1: Run CAPP Report

Click “Enter 
Secure Area”



Step 1: Run CAPP Report (cont’d)

Enter your ID and PIN 
and click “Logon”



Step 1: Run CAPP Report (cont’d)

Click “Faculty 
Services”



Step 1: Run CAPP Report (cont’d)

Click “Advisor 
Menu”



Step 1: Run CAPP Report (cont’d)

Click “ID Selection”



Step 1: Run CAPP Report (cont’d)

Leave Term at its default 
and click “Submit”



Step 1: Run CAPP Report (cont’d)

Enter Student ID  #

Click “Submit”



Step 1: Run CAPP Report (cont’d)

Confirm you have the right 
student, and click “Submit”



Step 1: Run CAPP Report (cont’d)

Click “Degree 
Evaluation”



Step 1: Run CAPP Report (cont’d)

Click “Generate New 
Evaluation”



Step 1: Run CAPP Report (cont’d)

Select program, leave 
Term at its default, and 

click “Generate Request”



Step 1: Run CAPP Report (cont’d)

Select “Detail 
Requirements” and 

click “Submit”



Step 1: Run CAPP Report (cont’d)

Review CAPP report and confirm all 
degree requirements have been met.  

Report any errors to Laurie Albury.  



Step 2: Update Degree Worksheet

Locate student’s degree 
worksheet on the SBEEvals

share drive



Step 2: Update Degree Worksheet (cont’d)

Go to “SHATERM”, enter student ID, “B1” for the 
level, and clear out the Start Term.  Next Block 

through each term, updating the student’s 
degree worksheet (including the pre-reqs).  Keep 
an eye out for any unprocessed include/excludes.  

Submit Repeated Course Form if necessary.



Step 3: Check for Courses in Progress

Check to see if the student has any courses 
in progress or scheduled for a future 

semester.  If he/she does not, then skip to 
step 4.  Otherwise, if he/she does and if they 
are courses for the degree conferral is being 

sought for, then conferral must wait.  If 
he/she does and they are not required, then 
you must determine if those courses are tied 
to the program you are attempting to confer 
or a different program (see following slides).

Go to “SFARHST”.  Enter student 
ID and Next Block down.



Step 3: Check for Courses in Progress (cont’d)

Go to SGASTDN.  Enter student ID and 
clear out Term code.  Next Block down.

Scroll through SGASTDN 
segments until you locate the 

one that encompasses the term 
for the registration in question.

Check the Curricula and Field of Study 
information.  If they are for the degree conferral 
is being sought for, then (1) the student must be 
dropped from the course(s), (2) the student must 
be accepted into a new program for the semester 
in question and the registration must be tied to 

that new major, or (3) conferral must be delayed 
until the course(s) complete.



Step 4: Determine Completion Date

The date of completion for the degree 
program is the last day of the required class 

that ends latest in the student’s program.  For 
each required course in the final semester, 
highlight it and under the “Options” menu 

choose “Section Information *SSASECT+”.  On 
SSASECT, Next Block down three times to find 

the end dates for the course.

Go to “SFARHST”.  Enter student 
ID and Next Block down.



Step 4: Determine Completion Date (cont’d)

WARNING:  Pay special attention to any 
courses the student has an “I” grade in 
during the final semester.  For courses 
with an “I”, the end date is not what is 
listed on SSASECT.  Instead you must 

check SHACRSE to see when the course 
was completed and the final grade 

updated.



Step 4: Determine Completion Date (cont’d)

To determine the date an “I” 
course was finished, click on the 

detail icon in the Select column for 
the appropriate course.

Go to “SHACRSE”. Enter student ID and 
clear out Term code.  Next Block down.



Step 4: Determine Completion Date (cont’d)

The “Make-up Work Complete” 
date listed here is the completion 

date for this course.



Step 4: Determine Completion Date (cont’d)

Once you’ve identified the end 
date of the course that ends 

latest, note on the Conferral Final 
Review  Sheet (CFRS)



Step 5: Check SFAREGS/SGASTDN

Go to SGASTDN.  Enter student ID and 
clear out Term code.  Next Block down.

Review the Curricula and Field of Study information 
to check for any errors.  Be careful to check for 
priority 2 (and possibly more) curricula records 
(i.e., keep an eye out for scroll bar on the right).

Scroll through each SGASTDN segment.



Step 5: Check SFAREGS/SGASTDN (cont’d)

If you locate any errors, determine the first 
semester where the error occurred.  Go to 

SFAREGS to fix the error, backdating the 
transaction to a valid date during the 

semester in question.  Errors can include 
things like a wrong campus, program, or 

major code; a completely invalid curricula 
entry; or a missing certificate code.  For 
assistance on fixing curricula errors on 
SFAREGS, please refer to the Banner 

instructions and/or seek help.



Step 5: Check SFAREGS/SGASTDN (cont’d)

Enter the Major, Concentration (if appropriate), and Certificate 
(if appropriate) on the CFRS.  Note that the certificate should be 

listed if the student started the certificate, regardless of 
whether or not he/she finished it.



Step 6: Check SHADEGR

Go to “SHADEGR”.  Enter student ID.

Click on Degree 
Sequence arrow



Step 6: Check SHADEGR (cont’d)

Examine each SHADEGR sequence.  We are 
only concerned about master’s level business 
degree sequences.  All others can be ignored.  

For each master’s level  business degree 
sequence, if the student never took classes in 

it, email deqc@nova.edu to delete it. If the 
student started in the sequence but changed 
majors, email deqc to withdraw the student 
from it. If the student is still in the sequence 

and there are errors in it, email deqc to fix the 
errors.



Step 6: Check SHADEGR (cont’d)

After selecting the 
appropriate Degree 
Sequence, click on 

“Institutional Courses”



Step 6: Check SHADEGR (cont’d)

Review all Institutional Courses and 
ensure that all courses required for the 

degree have the “Apply to Learner 
Outcome” box checked and all those 

courses not required are not checked.  
Submit SHADEGR Review Form for any 

corrections that need to be made.



Step 6: Check SHADEGR (cont’d)

Click on “Transfer 
Courses”



Step 6: Check SHADEGR (cont’d)

Review all Transfer Courses and ensure 
that all approved transfer courses have 

the “Apply to Learner Outcome” box 
checked and all those courses not 
required are not checked.  Submit 

SHADEGR Review Form for any 
corrections that need to be made.



Step 6: Check SHADEGR (cont’d)

Indicate on the CFRS 
whether a SHADEGR 
Course Review form 

was submitted.



Step 7: Check Overall Master’s Level GPA

Go to “SHATERM”. 

Enter student ID and B1 
as level code. Leave 

Start Term blank.



Step 7: Check Overall Master’s Level GPA (cont’d)

Enter the overall 
master’s-level 

GPA on the CFRS.



Step 8: Check Degree-Specific GPA

If there are no outstanding errors on 
the Institutional Courses or Transfer 
Courses tab, click on “Calculate GPA” 

to check GPA, number of transfer 
credits, and total GPA credits 

completed.  If there are outstanding 
errors, refer to CAPP for GPA (if the 

CAPP has no errors), SHATERM (only if 
the student did not take extra B1 level 
courses outside his/her program), or 

hand calculate.  You must list an 
accurate GPA on the CFRS.



Step 8: Check Degree-Specific GPA (cont’d)

Enter the degree-
specific GPA, total 

credits, and transfer 
credits on the CFRS.



Step 9: Check Degree Application
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Log into UPO and pull up the Degree Application 
(DA).  Check Major, Minor, and Concentration 

fields.  Add a permanent note about any errors 
by clicking on “View/Add Notes”.



Step 9: Check Degree Application (cont’d)
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Move the degree application to the “Final 
Review” folder by clicking on “Route to 
Folder”.  Note: Do not move the degree 
application to “Final Review” until all of 
the previous steps have been completed 
and all errors have been resolved (with 
the exception of outstanding SHADEGR 

Review Forms requests).



Step 10: Submit Conferral Paperwork

Make a note about any pertinent 
details regarding conferral on the 
CFRS (e.g., GPA used from CAPP, 
approval to use old coursework).



Step 10: Submit Conferral Paperwork (cont’d)

• After all of the above steps have been completed and 
all errors have been resolved, place the student’s 
degree worksheet and CFRS in the “SBEEvals->Ready 
For Conferral – Grad” share drive folder.

• The deadline to submit conferral paperwork is the 25th

of each month.  Any paperwork submitted after that 
deadline runs the risk of not being processed until the 
following month unless specific managerial approval is 
received.

• Note: Paperwork is reviewed chronologically by the last 
edit date of CFRS.  If you submit paperwork on time 
and subsequently modify it after the 25th, you must 
notify Jason or risk the student not being processed.


