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1. Introduction 

This manual covers all the processes which College staff will need to carry out using eVision 
to manage degree ceremony arrangements for their students. 

Pre-requisites 

This manual assumes a basic knowledge of using a computer, keyboard and mouse and 
basic web browser knowledge. 

Data Protection and Accessibility 

Full details of the University data protection policy can be accessed at 
http://www.admin.ox.ac.uk/councilsec/dp/policy.shtml. 

 

Full details of the Student Systems Accessibility policy can be accessed at 
http://www.admin.ox.ac.uk/studentsystems/accessibility/ 

Objectives 

This manual will help you to: 

 Understand the Degree Ceremony Process 

 Run the Allocation Report and ensure that your College's final year students are listed 

 View University Holds 

 Apply and Remove College Holds 

 View ceremony bookings 

 View student requirements 

 View changes to student requirements 

 Add MAs and historic graduands to a waiting list 

 

Conventions used in this Manual 

 
Indicates additional useful information. 

 

Indicates an important piece of information, take particular 
care to read the information in these boxes. 

Bold Text Indicates menu names and window titles. 

[F4] 
Keys on your keyboard are indicated in bold text enclosed 
in square brackets [ ]. 

File > Open 
Moves through a navigation path are indicated with a >.  In 
this case you would click on the File menu, then select 
Open 

 

 

http://www.admin.ox.ac.uk/councilsec/dp/policy.shtml
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2. The Degree Ceremony Process 

 

From October 2012 the process for booking students onto a degree ceremony will be 
changing.  It will no longer be the responsibility of the College to book their students onto a 
ceremony, instead students will be able to book onto a ceremony on-line using eVision.  In 
future the number of ceremonies will be increased so that those who were unable to attend a 
ceremony previously (historic graduands) should now be able to book onto the event of their 
choice.   

Current Undergraduate (UG) and Post Graduate Taught (PGT) students who are in their 
final year will be invited to book onto a ceremony.  They will be given priority up until mid-
January after which the Degree Conferrals Office staff will start booking historic graduands 
and MAs onto ceremonies.  Places will be filled on a "first come, first served" basis.   It will 
be possible to book onto a ceremony up to 15 days before the event provided there are 
places available. 

Research students will be invited to book onto a ceremony once they have been awarded 
Given Leave to Supplicate.   

College Staff will be able to view the students' bookings and arrangements, view University 
Holds, such as Proctors Holds, and apply or remove College holds. 

Historic graduands and MAs will continue to contact their College with their preferences. The 
College will then add their names to a waiting list and the Degrees Conferals Office will 
allocate them to a ceremony, taking their preferences into account whenever possible. 

Any queries regarding the Degree Ceremony process should be directed to 
degree.conferrals@admin.ox.ac.uk. 
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3. Accessing eVision 

Introduction 

eVision is a web application which interfaces with SITS (Student System) and enables staff 
and students to manage their records.   

In order to access eVision you will need to have been issued with a WebAuth account (this is 
the Oxford University Single Sign-On system, for further information see:  
http://www.oucs.ox.ac.uk/webauth/).  Your WebAuth username will usually take the form of 
four characters followed by four numbers e.g. ‘abcd1234’.  If you have not been issued a 
WebAuth username you will need to contact IT Services.  For further information about this 
visit http://www.ict.ox.ac.uk/oxford/username/.   

Logging into eVision  

Open your preferred web browser. Any modern browser may be used.  

Enter the web address: www.admin.ox.ac.uk/studentsystems. 

This will take you to the Student Systems home page. 

 

 

 

Click on  

The Single Sign-on login box will be displayed 

 

 

http://www.admin.ox.ac.uk/studentsystems
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Enter your  Single Sign-on user name and password 

Click on  

 

A confirmation message will be displayed 

 

 

Click on  

 

You will then be directed to the eVision Home Page.  The options displayed down the left 
hand side of this page will depend upon your access to the system.   

 

 

 

Logging out of eVision 

Click on  

 

A confirmation screen will be displayed 
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To log out of Single Sign-on 

Click on  

 

A final confirmation screen will be displayed 
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4. Accessing the Degree Ceremonies Functions 

 

Click on the link to Degree Ceremonies on the left hand side of the screen.    

 

 

The Degree Ceremonies menu items will be displayed 

 

 

Context sensitive help can be accessed by clicking on the question mark displayed to the left 
of each item. 

 

 

 

Printing Reports 

After you have run a report and retrieved the required data you can print out the information 
using your browser print icon.  You can also download Student Ceremony requirements to a 
spreadsheet. 
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5. The Allocation Report 

The Allocation Report enables college staff to verify that all their eligible students, ie: final 
year Undergraduate (UG) and Post Graduate Taught (PGT) students have been invited to 
book onto a ceremony.  At this stage the Ceremony Status for each student will be Invited.  
If a college finds a discrepancy in the Allocation Report they should contact the Degree 
Conferrals Office for advice. 

Once students have been invited to book onto a ceremony, staff may also use this report to 
retrieve a list of students who have made a booking.  In this case the student's Ceremony 
Status will change to Attending.   The list may also be filtered by ceremony. 

 

Click on the link Allocation Report  

 

 

The Allocation Report screen will be displayed 

 

 

Enter the required data: 

Student Code: may be left blank 

Academic Year: mandatory field 

Surname and Forename: may be left blank 

Ceremony: leave blank for all ceremonies, or enter a code (see steps below on 
searching for a code) 

Ceremony Status: mandatory field: select from the List of Values 

Award Programme: may be left blank  

If the ceremony code is not known click on to display the complete list of available 
ceremonies 
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You can scroll through the list or use the navigation buttons  

When the required ceremony is displayed, click on  adjacent to the required 
ceremony to return to the Allocation Report screen.  The Ceremony field will be 
populated with the selected ceremony code.   

or 

Click on  to return to the Allocation Report screen without selecting a 
Degree Ceremony. 

In the Allocation Report screen click on  to retrieve the required 
information 

 

To return to the Degree Ceremonies menu, click on   on the 
left hand side of the screen. 

 

 

Do not click on the browser back button, as you may not 
see the refreshed data. 
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6. College and University Holds 

Colleges will be able to apply or remove College Holds and view all University Holds.   

Students will be able to book onto a ceremony even if they have a hold on their record, but 
they will not be able to attend the ceremony.  

Click on the link College and University Holds 

 

 

The Degree Ceremonies Holds screen will be displayed 

 

The Academic Year field is mandatory so must be populated with the year 

Enter the required values or leave all other fields blank to retrieve all students 

Click on  to return to the default values or to retrieve 
the required data 

 

A student or list of students will be displayed 

 

 

If a student has a University Hold a link Click here will be displayed.  If there is no University 
Hold, N/A will be displayed. 
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Viewing University Holds  

 

Click on Click here in the View University Holds column 

 

 

The Student Person Details data screen will be displayed showing any holds on the 
student's record.  This is for information only.  Colleges cannot amend the data. 

 

 

To return to the list of students 

Click on  

 

Adding a Hold 

Click on the Add College Hold in the View/Add College Hold column. 

 

 

The College Holds Maintenance screen will be displayed 

 

Enter the details in the Hold Notes field 

Select in the Hold Flag field 

Click on  to save the changes. 
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The following confirmation will appear 

 

 

Click on  to return to the list 

 

The student record will be flagged with Held and the link in the View/Add College Hold 
column will have changed to View College Hold 

 

 

Removing a College Hold 

Click on View College Hold 

 

Select  from the Hold Flag field 

Click on  to save the changes 

 

 

The College Hold status will change to Passed 

 

To return to the Degree Ceremonies menu, click on   on the left 
hand side of the screen. 
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7. Student Ceremony Requirements Summary Report 

When students log into eVision, they will have the option to either book onto a ceremony and 
specify their requirements, select In Absentia or Decline to book onto a ceremony.  If they 
select In Absentia they will be allocated to the next available ceremony regardless of 
whether their college is presenting at that ceremony. If they select Decline, their record will 
be managed as an historic graduand.  They will not have the option to book themselves onto 
a ceremony at a later date.   

 

The Student Ceremony Requirements Summary Report option enables Colleges to view a 
summary of a student's requirements. (To view all the student's requirements and details 
see section 7. Downloading the Student Ceremony Requirements Report) 

 

To view the requirements: 

Click on the link Student Ceremony Requirements Summary Report 

 

 

 

The Student Ceremony Requirements View screen will be displayed. 

 

Enter the required values or leave blank for all students 

Click on  to return to the default values or to retrieve 
the required data 
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The student or a list of students and their current status will be displayed. 

 

 

In the example above Nayaug Hayden's status is Invited, which means he has been sent an 
email inviting him to book onto a ceremony, but has yet to do so.  

 

 

In this example Nayaug Hayden has booked onto a ceremony, and his status has changed 
to Attending.  He has also requested 2 additional Guest Tickets.  He may change his 
requirements at any time up to 15 days for the ceremony, but he cannot change the date.  If 
he wishes to change the date he must first contact his college for approval. 

 

To return to the Degree Ceremonies menu, click on   on the 
left hand side of the screen. 
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8. Downloading the Student Ceremony Requirements Report 

This report will download all the student's requirements and details into an Excel 
spreadsheet.   

Click on the link Student Ceremony Requirements - Downloadable 

 

 

The Student Ceremony Requirements Download screen will be displayed. 

 

Enter the required values or leave blank for all students 

Click on  to retrieve the required data. 

 

The data will be exported to an Excel Spreadsheet.  The data can then be manipulated, or 
saved in the usual way.   

 

 

 

If using Firefox the data must first be saved to the desktop or 
other convenient location, and then opened up in Excel. 
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9. MA, Historic and Higher Degree Graduands 

MA candidates and Historic Graduands will not be able to log in and book onto a ceremony. 
Instead they should contact their College, indicated their preferred date.  The College will 
then add their name to a waiting list so that the Degree Conferrals Office can add them to a 
ceremony taking into account the preferred date.  The College will receive a confirmation 
email once they have added them to the waiting list. 

 

 

Before adding an MA candidate or historic graduand to a 
waiting list you should verify that the award is genuine.  If you 
have any concerns about authenticity contact the Degree 
Conferrals Office.   

 

 

Click on the link MA, Historic & Higher Degree Graduands 

 

 

 

The Graduand Detail Retrieve screen will be displayed 

 

 

Enter the required student details  

Click on . 
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A record or list of records will be displayed 

 

 

Click on the link Add Degree Ceremony Record  

  

 

Confirmation of the student's previous awards will appear, and the option to confirm or 
cancel the process. 

 

 

Click on . 
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The Details Entry Screen will be displayed 

 

 

Verify that the correct person has been retrieved.  Ensure that the award is genuine and 
that the student studied at Oxford.  If you have any concerns contact the Degree 
Conferrals Office 

Complete all yellow (mandatory) fields and other information as required 

Click on  or  to return to the previous awards screen 

 

 

The address should be the contact address to which the 
certificate will be sent.    
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The Confirm Details screen will be displayed 

 

 

Verify that the details have been recorded correctly 

Click on  if further changes are required 

Click on  to save the record 

 

A confirmation message will be displayed 

 

 

Click on to complete the process and return to the Degree Ceremonies main 
menu.
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10. Appendix – What the Student sees 

When a student logs in and click on the Degree Ceremonies link they are taken to the 
Degree Ceremonies – Welcome screen. 

 

 

 

If they have been invited to a Degree Ceremony, they will see a link to the booking page. 

When they click on this link a message page appears: 

 

 

 

The Next button takes them to the Terms and Conditions.   
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They must confirm they agree to the terms and conditions before proceeding any further by 
selecting Yes from the drop down menu.  They can then click on Next to continue. 
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The student will be presented with a list of ceremonies at which their college is presenting, 
including any which are full, and therefore unavailable.  

They have the option to select Cancel, Decline, In Absentia, or Attend.   

 

If they click on a ceremony and select Attend  a confirmation screen will be displayed.  They 
will be asked to cancel or confirm their option. 

 

 

 

A screen will be displayed showing the contact details currently held by the college. They will 
be asked to confirm the address to which their Degree Certificate should be sent, if this is 
different from the address shown and enter a current (non-University) email address. And 
finally Next to proceed to the next screen. 
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The student will then be asked to confirm their College Requirements, including any 
accessibility requirements for both themselves and their guests. 

 

 

this screen and the questions displayed are College specific 
and may not be an accurate representation of what your 
students will see at this stage. 

 

 

 

If they answer the question on accessibility as ‘Yes’, another screen will appear where they 
will be able to provide details.  If they answer No they will bypass the Assessibility screen. 
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A message will appear advising them that an email confirmation will be sent to them.  

 

 

 

When students click on Finish to complete the process, they will be returned to the Degree 
Ceremonies home page.   

 



Appendix – What the Student sees 

Degree Ceremony manual v1.0.docx 26 

 

The text will have changed, and there will be an option to amend their requirements. 
Amendments can be made up to 15 days before the ceremony. 

 

 

 

The process of booking onto a ceremony is now complete.   
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11. Document Revision History 
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Summary of Changes  
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