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How To Apply for Graduation – IMT Students 

**These instructions can be used for any degree graduation application; just tailor it to your needs.** 

 

1. Click on the link below. This will take you to the BCTC Graduation Page. 

https://bluegrass.kctcs.edu/current-students/academic-resources/graduation.aspx 

You should come to a screen that looks like this: 

 

 

 

 

 

 

 

 

2. Scroll down until you se the menu ‘Applications for Graduation’. Press the + (plus) symbol 

to expand the selection area.  

 

 

 

 

 

 

 

 

 

 

3. Click on the ‘BCTC Online Graduation Link’. You should come to the main page of the 

application. PLEASE READ THIS (AND ALL PAGES) CAREFULLY!!! Then click continue. 

 

YOU CANNOT USE YOUR PHONE OR TABLET TO SUBMIT THE APPLICATION. 

 

4. On the next page you have to enter your USERNAME and PASSWORD. This will be your 

school information.  

https://bluegrass.kctcs.edu/current-students/academic-resources/graduation.aspx


Page 2 of 4 

 

 

5. Before applying for graduation, you should have met with your advisor to ensure you have all 

the required classes/credits needed to graduate. This page asks if you have. 

 

6. Click YES and enter your advisor’s name. Then, click continue. 

 

7. Enter your personal information. YOU NEED TO READ THIS PAGE VERY CAREFULLY and 

ensure ALL fields are filled in with your proper information. Be sure to make sure your name 

is correct as this is the name that will show up on your degree. 

 

o The page will ask if your name is correct and this is what you want to show up on your 

degree. Choose YES if you are certain. 

o Scroll a little further down and another question will ask if our address is correct. It is 

doing so as this is the address where you degree is sent. 

o Following is a statement stating that you should pass all your classes and your 

application will be reviewed by the registrars office. 

o Click on the Month you are to graduate and select the year. 

 

 

 

 

 

 

 

 

 

 

 

 

 

8. After answering the questions above, your will choose your degree program from another drop 

down menu. 
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9. After choosing your degree, a new selection window will appear. This is important as you will 

choose your degree (and/or diploma) and any associated Certificates. Your advisor should tell 

you or give you a list of which certificates to apply for. 

 

 

 

 

 

 

 

 

 

 

10.  Whether you click done, or you need to add other credentials (see below) the screen will 

change to show you what you just applied for. Be sure that these are correct. (You can always 

delete the wrong ones, then add the correct ones.) 
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11. If all your certificates are the correct ones you are to receive, click done. Otherwise click the 

‘Add Another Credential’ button. Another drop down menu will appear and you can choose 

another major (which contains other credentials/certificates). DO NOT CLICK DEGREE OR 

DIPLOMA unless you are receiving another degree. JUST click the certificates you are to 

receive followed by the ‘Add Credential’ button.  

 

 

 

 

 

 

 

 

 

 

 

12. You can do this several times if you need to. When completed, verify your credentials and click 

‘Done’. 

 

 

13.  After pressing ‘Done’, 3 questions will pop up – read these carefully, then check them off. 

Then click ‘Continue’. 

 

 

 

 

 

 

 

14. Type in your name to “Sign” the application.  

 

15. Click to submit. When you do this, a window will pop up asking if you’re sure you want to 

submit the application. Choose your answer. 
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