How to Apply for a Certificate from SRJC
Step 1: Log into your Cubby
Step 2: On the left side, click on Check my Certificate Progress.

Step 3: Click on Certificate Audit.

Step 4: Click on I have read and understand this warning.

Step 5: Read through this page carefully. If you do have questions, please see a Counselor for assistance. Scroll to the
bottom of the page and click Continue.

Step 6: Click on the catalog year that makes the most sense for you to use. You can start with the most current, but if
you feel this is showing you incorrect info, choose the oldest catalog year. See a Counselor for more information if
necessary.

Step 7: Select the certificate you are applying for from the list, and then click Select Certificate on the left.

Step 8: Confirm you are not missing any requirements from the audit list. Note: If you have transfer credits from
another school, they will NOT show up as being completed here. Then, scroll to the very bottom of the page and click on
the hyperlink: Application for Certificate.

This box indicates
whether or not a student
has met their certificate
requirements. Transfer
coursework is not
included in this audit. To
verify how your transfer
coursework has been
applied, please see a
Counselor.

Step 9: If you have transfer coursework from another school on file at SRJC, click Yes. If you have done all of your
coursework at SRJC, click No.

Step 10: The next question will ask if you are missing any requirements. If you are ready to graduate, click No.

Step 11: Choose your intended semester of completion. Note: You must be currently enrolled at SRJC to petition to
graduate.

Step 12: Verify your name and address are correct. This is where your certificate will be sent. Then, click Submit!

If you have any changes to your mailing
address, update it using this online form.

To check on the status of your certificate submission:

Click on Degrees & Certificates in your cubby

Verify that the degree or certificate you petitioned
for is listed, and check the Status column. See the
Petition Status Key for details on what this means.

Note: You will receive an email notification that you can check your student portal when your degree application status
has changed.

