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Introduction 

Maintaining accurate and complete student records is critical for educational 
institutions.  

Conducting regular audits helps identify and address discrepancies, 
ensuring the integrity of student data and supporting informed decision-
making.



Importance of Accurate Student Records

1 Compliance

Adhering to regulatory and 

administrative requirements for 

student records management.

2 Data Integrity

Ensuring the accuracy, 

completeness, and reliability of 

student information.

3 Informed Decisions

Enabling data-driven decisions that 

support student success and 

institutional goals.

4 Accountability and 
Accreditation

Accurate student records are 

essential for demonstrating 

accountability and meeting 

accreditation requirements. 



Identifying Discrepancies and Errors

Missing Information
Identifying incomplete or missing data, such as missing/incorrect 

credits or outstanding grades, incorrect years of study, finalist indicator, 

or requirement term

Inconsistent Data
Detecting discrepancies between records, such as academic plan 

totals, career number or academic history.

Compliance Issues
Ensuring records adhere to institutional policies and regulatory requirements.

Data Entry Errors
Identifying inaccuracies introduced during the data entry or record-

keeping process.



Challenges at UP

• Processing errors

• Eligible students are overlooked for graduation

• Identification of students with incorrect credit registration

• Discrepancies in practices among faculty administrators



Our Objective:

To establish structured processes to aid Faculty Administrators in 
identifying and auditing potential graduates. 

1. uphold uniformity, 

2. Streamline operations, and

3. Enhance the efficiency of student record audits – spanning from 1st to final year students



Data Collection

Run PeopleSoft queries to identify June/November Finalists

Record Verification

Carefully reviewing each record to ensure accuracy, completeness, and 

compliance and ensuring that students have enough credits to complete their 

degree (Credit List)

Documentation

Maintaining detailed records of the audit process and any discrepancies found.

Gathering and Reviewing Student 

Records

1

2

3



Data Collection: PeopleSoft Query

• Run a query to list all registered students for all academic years– identify all possible graduates

• Change finalist indication to June/November respectively

• Run the June/November finalist query and identify and rectify any discrepancies

Discrepancies:

• Incorrect Academic Level

• Incorrect Finalist Indicator

• Incorrect Number of years

•  Missing credits

• Too many credits

Calculates total accumulated

 credits vs overall total



UP Finalist Query



Record Verification: Credit List



Best Practice Recommendations

Comprehensive Audits

• Comprehensive audit policies 

and procedures 

• Regular schedule of audits 

for student records 

• Key areas

Cross-Functional 
Collaboration

• Collaboration and 

communication 

• Share information, best 

practices, and lessons 

learned 

• Feedback

Continuous Improvement

• Culture of continuous 

improvement to refine 

record-keeping processes.

 

• Training opportunities

• Knowledgeable staff



By implementing these best practice recommendations, higher education institutions can:

•  strengthen student record auditing processes,

•  mitigate risks, and 

• ensure compliance with regulatory requirements, 

                         

Conclusion

Ultimately supporting student success and 

institutional excellence.



"Thank you"
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