
Applying for Graduation

Entering a Diploma Name



Entering a Diploma Name through LOCUSEntering a Diploma Name through LOCUS

1.) Click “Add/Update Diploma Name.”



Entering a Diploma Name through LOCUSEntering a Diploma Name through LOCUS

If “Di l ” t i

If a Diploma name differs 
significantly from the Primary 

h f tIf a “Diploma” name type is 
not entered, diplomas will 
read the “Primary” name type.  
Also if you need to enter

name, a change of name request 
must be filled out in the Office of 
Registration and Records.

Also, if you need to enter 
diacritical marks, you can cut 
and paste into LOCUS from a 
word processing program

2.)  Click “Add a New Name.”

word processing program.



Entering a Diploma Name through LOCUSEntering a Diploma Name through LOCUS

3.) Select “Diploma” Name Type.

4.) Enter 
diploma 
name.

Suffixes for Diploma Name are limited to those that 
are included as part of a legal name (I, II, III, IV, Jr., 
Sr.)  Prefixes are not used as part of the Diploma 

5.) Click 
“Save” ) p p

Name.
Save .



Entering a Diploma Name through LOCUSEntering a Diploma Name through LOCUS

6.) Click “OK.”


