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Graduation/Eligibility Procedural Checklist 
 

 
 

 

Change Log 
Date Section Number/Name Change Description 

   

   

   

4/21/22 Task #17 Update screenshots and add 
information about updating these 
values using the Student 
Exemptions / Requirements 
screen 

10/12/21 Task #14 Update screenshot 

3/3/21 Task #6 and 10 Update regarding numeric 
miscellaneous values 

4/14/20 Entire document Review and update 

1/22/20 Entire document Review and update 

3/1/19 Entire document General updates - screenshots 
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Task #1: Verify Departments  
 If you plan to use Department requirements, verify that you have Department 
codes defined correctly in the current year and in any previous years being 
evaluated for graduation/eligibility.  To have consistent eligibility requirements, 
your Department codes must match between all years being evaluated, and on 
all student course history.  
 
NOTE: The Department field is not available on manual course history records.  
 
Navigation:  StudentInformation – Management – School Administration – 
Scheduling Administration – Course Maintenance – Course Department 
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Task #2: Verify Subject Areas  
If you plan to use Subject Area requirements, verify that you have Subject Area 
codes defined correctly in the current year and in any previous years being 
evaluated for graduation/eligibility.  To have consistent eligibility requirements, 
your Subject Area codes must match between all years being evaluated, and on 
all student course history. 
 
Navigation:  StudentInformation – Management – School Administration – 
Scheduling Administration – Course Maintenance – Course Subject Area 
 

 
 

 

 

 

Task #3: Verify Areas of Study   
If you plan to use Area of Study requirements, verify that you have Area of Study 
codes defined correctly in the current year and in any previous years being 
evaluated for graduation/eligibility.  To have consistent eligibility requirements, 
your Area of Study codes must match between all years being evaluated, and on 
all student course history. 
 
Navigation:  StudentInformation – Management – School Administration – 
Scheduling Administration – Course Maintenance – Course Area of Study 
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Task #4: Verify EMIS CORE Subject Area  
Any course that is Report to EMIS and marked as Is High School Credit is 
required to have a CORE Subject Area filled in. 
 
Navigation:  StudentInformation – Management – School Administration – 
Scheduling Administration – Course Maintenance – Courses  
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Task #5: Verify Courses  
Verify that the Department, Area of Study, Subject Area, CORE Subject Area and 
Include in Graduation/Eligibility is correct on all courses. 
 
Navigation:  StudentInformation – Management – School Administration – 
Scheduling Administration – Course Maintenance – Courses  
 
 

 
 

 
 

 

 
- The Course Curriculum (CRSE) report allows you to select up to ten 
customized fields which will help you verify which courses are marked as In 
Graduation / Eligibilty.  
 
Navigation:  StudentInformation – SIS – Scheduling – Scheduling Reports – 
Course Curriculum (CRSE) 
 
 
 
- There is also the Course Detail report in the Analytics Hub under the 
Scheduling folder.  This report lists all course information. 
 
 
Navigation:  StudentInformation – Local – Analytics Hub – Scheduling 
folder 
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Task #6: Define Miscellaneous Items  
You can define Miscellaneous Items as either Numeric (graduation requirements 
will ask for an exact value) or True/False (you can define the graduation 
requirement for either true or false).  You can define Miscellaneous Items at 
either the building level or at the district level for all buildings in the district to use 
(but not edit or delete). 
 
Navigation:  StudentInformation – Management – School Administration – 
Graduation / Eligibility – Miscellaneous Items  
 

 
 

 
 
 
Task #7: Create Rule(s) 
You can create Graduation/Eligibility Rules at the district level or at the building 
level.  If created at the district level, rules must be fully set up at the district level, 
and all buildings in the district using that Rule must have identical Area of Study 
and Subject Area codes, if those codes are used. 
 
Navigation:  StudentInformation – Management – School Administration – 
Graduation / Eligibility – Rule Maintenance 
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The General tab contains the Rule's code, name, description, and the text that 
will appear on grade cards if the Rule is met or not met. 

 

 
 
 
 
 

The Maximum Credit Groups tab is currently not functional.  
 
 
 
 

The Total CORE Credits Line Item Options tab only works with line items that are 
Total CORE Credits. 
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Task #8: Define CORE Overflow if using Total CORE Credit Line Items  
 
Navigation:  StudentInformation – Management – School Administration – 
Graduation / Eligibility – Core Overflow 
 

CORE Overflow rules only work with Total CORE Credit line items. 
 

 



SI copyright                                      Grad/Elig 10 of 27          Rev.4/21/2022      v21.3 

Task #9: Set Up Rule   
For each Rule, either click the Setup Rule wrench icon, or click the Go to setup 
button while adding or editing the Rule.   
 
Navigation:  StudentInformation – Management – School Administration – 
Graduation / Eligibility – Rule Maintenance 
 

 
 
 
The left pane lists the Line Items included in this Rule.  Add Line Items with the 
Add Line Item button, which will open the Add Line Item pane to the right. 
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Task #10: Set Up Line Items  
For each Line Item, click the Setup Line Item wrench icon. Line Item Elements 
are listed in the order they are created.  You can arrange Line Item Elements in 
groups using the And and Or operators, the Indent/Outdent arrows or the )( Split 
Group operator.  Line Item Elements connected with And require all Elements to 
pass for the student to pass the Line Item.  Line Item Elements connected with 
Or will pass the Line Item for the student if either Element is passed.  Indented 
Line Item Elements are considered part of the Element above the indentation for 
purposes of operators, and can have their own operators and indentation.  By 
using the Split Group operator, you cause the group to be split into two groups. 
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Assessment Element: Select Assessment Type and Part if applicable, and 
enter a Minimum Score, if desired.  If no Minimum Score is entered, the 
assessment part's default minimum score will be used to determine if the 
Element passes or not. 
 

 
 
 
 
Community Service Element requirements refer to the SIS – Student – 
Community Service page, totaling all hours marked as Include In Graduation / 
Eligibility. 
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Course Element may be checked to include currently-assigned courses, and to 
include currently-requested courses. 
      
Note:  The Eligibility will include requests from future years as well as the      
current year, as long as Include Current Requests is specified and the year 
(current or future) has no finalized schedule result.  
  

 
 

 
 

Exemption Element reflects the 3 FN Exemptions on the FN-Graduate tab of 
the profile. Exemption line items can be used in conjunction with Total CORE 
Credits line items. 
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GPA Element must have a minimum GPA, and can be restricted to a specific 
GPA Set. 
 

 
 
 
 

Miscellaneous (true/false) Element must have True or False selected.  If True, 
the Line Item passes if the student has that Miscellaneous Item marked True.  If 
False, the Line Item passes if the student has that Miscellaneous Item marked 
False. Handle missing values option is also set for students that have no value 
for the miscellaneous item. 
 
Miscellaneous (numeric) Element must have a value entered.  The Line Item 
passes if the student has a value equal to the value marked for that 
Miscellaneous Item. Handle missing values option is also entered for students 
that have no value for the miscellaneous item.  
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Total Credits Element must have a minimum credit total entered, and may be 
checked to include currently-assigned courses, to include currently-requested 
courses, and/or to include High School credit only courses.  If Areas of Study, 
Subject Areas, and Departments are left blank, the Element will count all 
courses.  If Areas of Study, Subject Areas, or Departments are entered, the 
Element will only count courses in the entered Areas of Study, Subject Areas, or 
Departments.  If specific Areas of Study, Subject Area, and Department 
requirements are intended, it is recommended that Areas of Study be included in 
one Line Item, and Subject Areas in a different Line Item, and Departments in a 
third Line Item. 
 
Note:  The Eligibility will include requests from future years as well as the      
current year, as long as Include Current Requests is specified and the year 
(current or future) has no finalized schedule result.  
   

 
  
 
Total CORE Credit Element must have a minimum credit total entered and at 
least one CORE Subject Area selected. The Total CORE Credit line items only 
work in conjunction with the CORE Overflow tab. 
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Task #11: Eligibility Rule Assignments 
The Eligibility Rule Assignments page can be used to search for students 
missing primary and/or secondary rules, or with a specified rule or grade level.  
Selected students can then be bulk assigned primary or secondary rules with a 
choice of overriding existing rules. 
 
Navigation:  StudentInformation – SIS – Graduation / Eligibility – Eligibility 
Rule Assignments 
 

 
 
Fill out the search criteria and click Search to display students meeting that 
criteria. 
 

 
 
 
Enter the Mass Update Options.  Clicking the Override checkbox will override the 
specified rule with the new Mass Update Option rule that was selected.   
 
Select the students to be updated by checking the checkbox beside their Student 
Number in the Search Results grid.  All students can be selected/de-selected by 
checking the check box beside the Number column header.  
 
Click Update Selected to update the selected (checked) students with the 
selected Mass Update Options.  The screen will refresh and display the new 
Primary and Secondary Rule. 
 
 
 
 



SI copyright                                      Grad/Elig 17 of 27          Rev.4/21/2022      v21.3 

Task #12: Student Profile Bulk Update   
Update the Primary Graduation Rule or Alternate Graduate Rule of selected 
students via the Student Profile Bulk Update. 
 
Navigation:  StudentInformation – Management – Ad-Hoc Updates – 
Student Profile Bulk Update 
 

 
 

 

 

Task #13: Student Profile Update – Additional tab  
Update the Primary Graduation Rule or Alternate Graduate Rule of a selected 
student via the Student Profile – Additional tab. 
 
Navigation:  StudentInformation – SIS – Student – Edit Profile 
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Task #14: Review Building Grade Level defaults 
Primary and Alternate Graduation Rules can be defaulted by grade level. 
 
Navigation:  StudentInformation – Management – School Administration – 
Grade Level Administration – Building Grade Levels 
  

 
 
 
Task #15: Set Student Miscellaneous Values  
If you are using Miscellaneous Items for graduation requirements, you will need 
to set values for those Items for each student.  Select from drop-down menus or 
enter numeric values, and click Save to save those values for that student.  The 
trash can icon clears that Item's value for that student (though you still have to 
click "Save" to save the cleared value). 
 
Navigation:  StudentInformation – SIS – Student – Graduation / Eligibility – 
Miscellaneous Values 
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Task #16: Enter Student Community Service   
If you are using Community Service for graduation requirements, you will need to 
enter community service.  For Community Service hours to count towards 
graduation/eligibility rules, make sure to check the Include in Graduation / 
Eligibility checkbox. 
 
Navigation:  StudentInformation – SIS – Student – Community Service 
 

 
 
 
 
Task #17: Check Exemptions on FN-Graduate tab  
If you are using Exemptions in Graduation Eligibility line items, you will need to 
ensure the FN Exemptions are filled out on the student’s FN-Graduate tab of 
their profile. 
 
Navigation:  StudentInformation – SIS – Student – Edit Profile 
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These fields are read-only on the FN-Graduate tab.  They are maintained on the 
Student Exemptions / Requirements screen under the EMIS Graduation 
Elements section. 
 
Navigation:  StudentInformation – SIS – Student – Graduation Points – 
Student Exemptions / Requirements 
 
 

 
 

 

 

Task #18: Student Eligibility Details  
This screen allows the user to run Eligibility Rules on the fly and to view the 
details behind the eligibility rules for a selected student. This screen displays 
details for Eligibility, Assessment, Course Section Assignments, Community 
Service, Course History, GPA History, Miscellaneous Eligibility, and Course 
Requests by clicking on the appropriate link.  
 
Navigation:  StudentInformation – SIS – Student – Graduation / Eligibility – 
Student Eligibility Details 
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Assessments 

 
 
 
Course Section Assignments 

 
 
 
Community Service 

 
 
 
Course History 
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GPA History 

 
 
 
Miscellaneous Eligibility 

 
 
 
Course Requests 
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Task #19: Eligibility Report (R208)    
The Eligibility Report lists all students meeting various filters and lists the 
student's Graduation/Eligibility status for each selected Rule (Primary and/or 
Secondary), and/or for the Rule selected in the Choose Rule drop-down menu.  
Check Recalculate to recalculate student graduation/eligibility status.  Check 
Show Details to view each Line Item Element's status. 
 
Navigation:  StudentInformation – SIS – Graduation / Eligibility – Eligibility 
Report (R208) 
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Task #20: Eligibility Letters   
Eligibility Letters will be printed for students who match the selected criteria.  
Letters can be printed for eligible, ineligible, or both students for a particular 
graduation/eligibility rule. 
 
Navigation:  StudentInformation – SIS – Graduation / Eligibility – Eligibility 
Letters 
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Task #21: Grade Card Graduation/Eligibility Display 
Eligibility information displays on certain grade card formats.  Check the boxes to 
use student's Primary and/or Secondary Rules, and/or select a Rule from the 
Choose Graduation Eligibility Rule drop-down menu (please note that running 
an R700 with both Rules checked and a third Rule selected is likely to cause text 
to overlap on the R700 output).  Check the Recalculate Graduation Eligibility 
box to recalculate students' status for the selected Rule(s).  On the grade card, 
the Rule's Passing Text will display for each Rule if the student passes the Rule, 
and the Rule's Failing Text will display for each Rule if the student does not pass 
the Rule. 
 
Navigation:  StudentInformation – SIS – Marks – Marks Reports – Report 
Card Formatter (R700) 
 

 
 
R700 Formats that have been formatted to fit Graduation/Eligibility information 
(you may need to adjust further or try a different format, as most R700 formats 
dynamically adjust size depending on the quantity of course/mark information): 
 

• Formats 1, 2, 3, 4, 20, 21, 30, 31, 40, and 41 

• Format AllYear2 
  
If you are using a unique Custom format, you can use the keywords RuleName 
and RuleResult to display a Graduation/Eligibility Rule's Name and its Passing 
or Failing Text, respectively.  See the Report Formatters Design Specification for 
more information on using these Custom Format keywords in your own custom 
formats. 
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Task #22: Print Grad Ver line items on Transcripts  
Transcripts have the ability to print line items for a Grad Ver rule setup in  the 
building and year in context. Transcripts will print the following types of line items: 
 

Assessment 
Community Service 
Course 
Exemption 
GPA 
Miscellaneous 
Total Credit 
Total Core Credits 
 
 

 


