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Must Have





Eligibility
• Student MUST be Active in SMS  for at least 5 days 
• Student must be in 12th Grade
• Student must be completed all the requirements towards graduation.
• Test Scores MUST be in the system.
• Use TAMS PDF to upload documents in the system
• Choose an option for each test 
• Upload documentation depending on the option chosen for each test. 
• Click Update
• Click Verify Eligibility
• Eligibility result will be displayed in GREEN as long the student qualifies
• The next tab will open once all the requirement in this tab are fulfilled







Setting Up
• This task MUST be done for each IGC Project.
• All fields MUST be completed.
• Notes can be added.
• Keep Updating Constantly 
• Accuracy of email address is important, the system will notify everyone by email, once you click invite. 
• The date of meeting confirmation expected must be before the date of the actual meeting.
• Once you complete all the fields, click update.
• Always Update - Invite - Generate  
• Invite everyone and Generate Documents
• These documents will be generated in Spanish or English depending your selection on “Send request 

language” question.
• Upload the signed Documents for the set up with all signatures on the field requesting them. 
• If the student has more than one project you repeat the steps above for each project
• Once you finish with all projects you can go to next tab.   





Initial Meeting
• This task MUST be done for each IGC Project
• All fields MUST be completed
• Notes can be added
• Failing dates for the Test must be in the past
• Some of the committee recommendations required documents as well some 

information in the consideration column
• AP MUST type their name on the confirmation boxes
• Always Click UPDATE first
• Click Generate Documents
• Upload the signed Documents from the meeting with all signatures on the field 

requesting them. All signatures should be dated the same date of the meeting. 
• If the student has more than 1 project you repeat the steps above for each project
• Once you finish with all projects you can go to next tab.   



Part 1 





Final Meeting
• This task MUST be done for each of the IGC Projects
• All fields MUST be completed
• BE SURE THAT STUDENT SECTION 3: “TRANSCRIPTS 

VERIFICATION” UNDER GRADUATION TAB IS COMPLETED 
BEFORE YOU COMPLETE THIS TAB

• Choose the date of the Final Meeting
• Generate the Documents
• UPLOAD THE SIGNED FINAL MEETING FORM & PROJECT
• AP must type the name in the box for recommending or not 

recommending the IGC for Graduation
• Click Update
• If the student has more than 1 project you repeat the steps 

above for each project
• Once you finish the IGC will go to Corporate Approval





Corporate Approval

• Corporate will approve the project based on:
• All Documents have the required signatures from 

Doccentral. During COVID19 some files could 
have actual signatures and this will be accepted. 

• Student Eligibility is an important step and will be 
verified by Corporate

• Committee Recommendations are logical, fulfill 
students graduation path and unbiased

• Projects MUST be completed 
• Approved projects from the district were used 

during the process
• All Students’ Scores MUST match with Student 

Information System and TAMS
• Signatures “On behalf of” won’t be accepted


