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The Graduation Tracking Batch process allows staff to update the Graduation Tracking information of multiple students at 
the same time.     
 
Through the batch process, the Graduation Tracking screen of multiple students can be updated with:  

• Graduation Review Status (required)  

• Status Date (required) – if left blank this field defaults to the current date 

• One or more additional Graduation Notes (optional)  
o if the student already has existing notes, the new notes will be added with the next sequence number (10, 

20, 30, …)  
o the note can be added with a pre-set note and / or manual text  

 

It can select a group of students using two different methods:  
• Population Selection – using PS queries to select students.  
• External File – using a .csv file to provide the list of students to be updated  

 

This job aid will only cover how to use the External File method. The Population Selection method is currently limited in 
how it can support graduation review processes and is not recommended at this time.   

 
 

Using the External File Method for the Graduation Tracking Batch Process 

External Files can be used to update the Graduation Tracking information of multiple students.  
 
The following fields must be included in any external file to support the batch process:  

• INSTITUTION 

• EMPLID 

• ACAD_CAREER 

• STDNT_CAR_NBR 
• ACAD_PROG 

• EXP_GRAD_TERM  
 
To perform the batch process, you can manually create an external file, or you can use any of the following graduation 
tracking queries to pull your initial list of students, as these queries already contain all the above fields: 
 

• UCGD_GRAD_TRACKING_ENRLNOTES  

• UCGD_GRAD_TRACKING_LIST_BY_CAR  
• UCGD_GRAD_TRACKING_LIST_BY_FAC  

• UCGD_GRAD_TRACKING_LIST_MAXI  

• UCGD_GRAD_TRACKING_W_NOTES  
 

See job aid “Graduation Tracking - Queries*” for further instructions  
 
If using a Graduation Tracking Query to obtain your list of students, you must perform the following before proceeding to Step 1 

• Download the results to Excel  
• Edit to remove any students which should not be updated through the batch process 

• The 2 heading rows must be left as is, otherwise a student could be missed  
• Save the file as a CSV  

 

 

https://live-ucalgary.ucalgary.ca/sites/default/files/Registrar%20Training%20PDFs/gd_grad_tracking_queries_sept22j.pdf
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1. Go to Main Menu > Records and Enrolment > Graduation > Graduation Tracking Batch 

 
If you have created a Run Control configuration already, select it and skip to step 3. 

2. Click ‘Add a New Value’ and enter a name (e.g., “john_grad_trk”) and hit Add. 
 

 

3. Choose “University of Calgary” for the Institution and the select the appropriate Career. 
 

 

4. Choose “External File” as the Selection Tool. 
 

 

5. In the File Mapping selection, click the find tool icon. Specify an appropriate File Mapping in the box.  
 
File Mapping  Use / Criteria  

UCGD_GRAD_LIST_COLUMNS  If you used one of the already existing grad tracking queries to 
create your CSV file, you would use this file mapping.  

UCGD_MANUAL_LIST  If you created a manual spreadsheet (with columns required as 
listed above) you use this file mapping.    
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6. Click ‘Upload File’ and select the CSV file located on your computer. Click ‘Upload’.  

  
The attached file is shown.  

 

7. Choose an appropriate Graduation Review Status that you want this list of students to be updated with.  

 

 
 

8. Select a Status Date to be applied to this list of students.  
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9. Enter an appropriate Graduation Review Note (optional), to be applied to each of the students’ file in the list.  

 

 

10. Click the ‘Save’ button. Click the ‘Run’ button. Click the ‘Process Monitor’ link.  

 

 

11. Once inside the Process Monitor, see Graduation Tracking Batch Process Log.  
 
Also, see section ‘Process Monitor & Log Files for Batch Jobs’ for more information.  
 
End.  

 

External File Guidelines  
Some additional guidelines when using an external file:   

• When using an external file to batch update a list of students there is NO validation of the student’s current 
application / status (so it is important you are using an up to date list) 

• The ‘Preview Selection Results’ can be used to verify that the file has been mapped correctly  
• Ensure that the correct CSV option is chosen when doing the save as so that you are not impacted by special 

characters.   
  

bookmark://_Graduation_Tracking_Batch/
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Graduation Tracking Batch Process Log  
The process log file can be used to view the results of the process for each student.  

  
Successful updates will be noted as follows  

  
Updates that were not completed due to an error will be noted as follows   

  

Process Monitor & Log Files for Batch Jobs  
The process monitor will allow you to see when the batch process has completed. If there are many rows to update, the 
process you are executing can take a few minutes. Hit ‘Refresh’ once every 30 secs to see if it is completed. Once done, 
you will see ‘Success’ as the Run Status and ‘Posted’ as the Distribution Status.   

  
Click the ‘Details’ link.  

  
One or more files are now displayed in the File List. As an example, the Graduation Tracking batch process 
(SSR_GRAD_TRK), as shown in the screenshots, produced a file called ‘AE_SSR_GRAD_TRK_14174474.stdout’.   
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Clicking on a file of this type will show you additional information as to whether the job completed successfully, specific 
rows processed, miscellaneous debug files, etc.  

  

 


