
The 
Application 
to 
Candidacy 
Process



Application 
to Candidacy

This is the department’s 
confirmation that the student has 
completed all courses towards the 

master’s degree, or is currently 
enrolled in the final course(s)

towards the master’s degree

What is left to complete?
Defense/Thesis (aka Plan I)

or

Comp Exam (aka Plan II)



Time: Advancement/Graduation

The vast majority of academic master’s students 
advance & graduate in the same quarter. Degree 
completion paperwork is a two-step process:

1. Advance: Application to Candidacy/APPC due 3rd Friday 
of the quarter

2. Graduate: Final Report Form/FRF due last day of the 
quarter

Plan I (defense/thesis students) tend to take more 
time in between advancement and graduation

No time limits for master’s degree completion

Advanced more than 5 years ago & haven’t been 
enrolled since?  Please consult with a Graduate 
Division Advisor as a review may be needed.



The APPC deadline

Mark your calendar! The 3rd Friday of each quarter.

But please submit your APPC’s earlier, if you can!



Missing the deadline:
Late APPC:

The APPC was received AFTER the 3rd Friday deadline but 
before the last day of the quarter. 

Retroactive APPC:

APPC received AFTER the last day of the quarter in which the 
student will advance.

EITHER WAY: 

Department must write reason why form is being submitted 
late, in the Dept Notes section of the APPC cover sheet. If 

that opportunity is missed, send an email to the Grad 
Division advisor, stating the reason the form was received 

late, cc’d to your dept chair.

NOTE: 

Students must be enrolled in the quarter in which they 
advance. When you are submitting a retro APPC, you will 
have to “backdate” the advancement quarter to that final 

quarter of enrollment.



Why do we do this?
We want to identify problems that may impact the student’s eligibility to graduate 

early on, so that they can be resolved in a timely manner



How do I identify which 
students in my 
department need to 
advance &/or graduate 
this quarter ?

The process to identify these students varies by 
department and may include:  

▪ Current enrollment into a final/capstone course
▪ A report to find students who will have completed X

number of units at the conclusion of the quarter
▪ Department email/survey to determine students’ 

advancement/graduation plans
▪ Department email notification of advancement/ 

graduation deadline (ie. student self-identification)

Consider consulting with other graduate 
coordinators to find out what works for them!



STEP 1: Run uAchieve Degree Audits

Run in PDF format only – not HTML

PDF

HTML



STEP 2: Carefully review each  
degree audit before attaching to 
the APPC cover sheet/ submitting:

▪ Only submit a uAchieve audit with OK &/or IP on 
the left-hand side of the page.

▪ OK indicates that courses used towards that 
area/section of the degree audit have been 
successfully completed.  

▪ IP indicates that one or more courses in that area 
will satisfy requirements once the course is 
successfully completed (ie there is a course that is 
currently a Work In Progress / WIP).

▪ This red text circled at the top of the uAchieve audit on 
the right, simply means that there is an ungraded (ie WIP) 
course on the audit:  
*FINAL DEGREE AUDIT ON HOLD** It is ok to submit.

▪ The text mentioned above will change to the green text 
below, once all grades are submitted: 
**FINAL DEGREE AUDIT** 

NOTE: Refer to the bottom of this audit to see what a properly 
processed course substitution (ADD ECE271A) looks like, as well as a 

properly processed undergraduate waiver (for ECE 225A)



Potential reasons 
for a NO on a 
degree audit:

▪ GPA below 3.0

▪ Failed a Course

▪ Not enough units completed/courses taken

▪ Completed a course with an “S” grade, but program requires 
letter graded courses

▪ Enrolled in a course that was NOT included in the approved 
curriculum for that program (ie took the wrong course)

▪ Received approval for a course sub or an undergraduate waiver, 
but the department has not yet processed the uAchieve 
exception

▪ The degree audit is not correctly coded or updated, and it isn’t 
allowing a course that is part of the degree program, to satisfy 
a requirement

Do not submit a uAchieve audit/APPC when there is red 
text at the top: “At Least one requirement has not been satisfied”. 
Note: Exception for low GPA – consult with Grad Division Advisor



:

uAchieve encoding fix or update needed?

In the interest of time (ie to submit the APPC by the deadline) you 
may need to process a uAchieve exception for an individual student 

as a temporary fix, while waiting for encoding to be updated.  

But don’t forget to resolve the problem permanently, for ALL your 
students, by reporting any coding updates needed to uAchieve
encoders. Please remember to copy a Grad Div Advisor on any 

requests to change uAchieve encoding. 

uachieve@ucsd.edu

The degree audit looks great!
Wait……

Let’s say the degree audit displays only OK & IP. There are no NO’s 
printed on it. Do you still have to check all of the courses and grades 
on the uAchieve audit before submitting?

YES.

There are several reasons why the degree audit might show that the 
student has successfully completed all their requirements….when 
that isn’t the case.

A coding error behind the scenes that will erroneously allow a 
course to satisfy a requirement

A recent change in the program’s curriculum that hasn’t been 
updated yet

A uAchieve exception that was processed incorrectly, or in error

Student is currently enrolled in a course under an S/U grade 
option, when the department requires letter grades.    

Note: In this case, once the “S” grade comes in (and the audit is run again), the course 
will not be allowed to satisfy the requirement (ie it will be “kicked out” of the degree 
audit). Until then… the audit will think this WIP course is OK to satisfy the letter-
graded requirement.



STEP 3: Submit 
the APPC
▪ Access via Collab

▪ Fill out routing info

▪ Fill out cover sheet

▪ Adjust subject line
which must include:

✓ Student’s name

✓ PID

✓ Major Code

✓ The Words, “APPC” or 
“Application to Candidacy”

▪ Attach PDF

▪ Submit the Form

▪ Track/Sign the Form
NOTE: the form will not route to the Grad 
Division until the final dept signature is on 
the form.



STEP 4: Signatures
All signatures on the APPC are obtained via DocuSign

Traditionally, the Department Chair has been the last person in 
the department to sign the APPC. But departments can now opt 
to have a designated staff person (usually the graduate 
coordinator) sign the APPC, in lieu of the Department Chair.  

Departments can opt to require/not require the student’s faculty 
advisor to sign the form, in addition to the Dept Chair/Designee.

The department is responsible for monitoring the faculty/staff 
authorized to sign the APPC’s. The Graduate Division does not 
track who is authorized to sign in every department.

Once the final department signature is obtained, the APPC will be 
routed to the Grad Division.

The APPC is considered “received” by the Grad Division, on the 
date that the final departmental signature is obtained. 

NOTE: Departments may also opt to have a staff designee sign the FINAL 
REPORT FORMS (FRF), but only for Plan II/Comp Exam students. FRF’s for 

Plan I/Defense & Thesis students MUST be signed by the entire committee 
& Department Chair.



Has the 
APPC/Advancement 
been processed for 
your student yet? 

Check the Academic 
Events section of the 

Graduate Student 
Database



Graduation Timeline

Plan II / Exam:   
1. Enroll in final quarter/courses
2. Submit APPC in first 3 weeks of final 

quarter
3. Complete comprehensive exam
4. Submit Final Report Form by last day of 

final quarter.

Plan I / Defense & Thesis:   
1. Enroll in final quarter/courses
2. Submit APPC in first 3 weeks of final 

quarter
3. Submit the committee for approval
4. Refer to timeline on right

NOTE: This is a typical timeline. It may vary by 
department. For example, some departments have their 
students take the comp exam prior to their last quarter 

of enrollment (aka prior to advancing to candidacy)



Questions? 
Please contact a Grad 

Division Advisor: 
Kim McCusker 

or Eliese Maxwell


