
FINAL SEMESTER INSTRUCTIONS for GRADUATE STUDENTS 
Countdown to Graduation 

 
Take these two actions at the beginning of your graduation semester and before submitting any exam 
information: 
1. Enroll for your research (700, 701, 702, or 800) credits (2 cr. minimum, you may need to register for 

more).  If in doubt, contact the Academic Coordinator for your graduate program.  Students in 
graduate programs containing a capstone requirement, please consult your Academic Coordinator. 
 

2. Apply for Degree – Choose the semester in which you will take your final exam and graduate. 
Payment will be required at the end of the application process. 

 
 

APPLY for your GRADUATE DEGREE 
 

TERM 
App for Degree 

Opens: 
Deadline to Apply 

(without a late fees) is 11:59 p.m. on: 
Fall 2019        6/10/2019 Friday, October 4, 2019 
Spring 2020 10/7/2019       Friday, March 6, 2020 
Summer 2020 1/1/2020 Friday, May 29, 2020 
Fall 2020 6/8/2020 Friday, October 9, 2020  
Spring 2021 10/12/2020 Friday, March 5, 2021 
Summer 2021 1/1/2021 Friday, May 28, 2021 
Fall 2021 6/14/2021 October 1, 2021 

 
The earlier you Apply for Degree, the sooner we will be able to perform your degree audit, which is 
referred to as a ‘To-Do checklist’.    Watch for an email [to your WSU email address] sent to you after we 
perform the degree audit (To-Do). 

 
NOTE: Applying for Degree is not the same as signing up to walk in Commencement.   
To Register for Commencement, please go to the Commencement website.  
 
Scheduling your exam:  Your completed Exam Scheduling Form is due at the Graduate School a 
minimum of 10 business days before your exam date.  If you are a master’s thesis or a doctoral student, 
your final draft thesis (or dissertation) is due at this same time. 
 
Exam scheduling forms may be submitted to the Graduate School before your deadline; however, if you 
submit it early, ALL information on the form must be the true/correct information for the exam.  Please 
do not submit the scheduling form thinking you can change or complete the date/time/locations later --- 
doing so causes problems, including delayed scheduling/double or triple handling of an exam (inefficient 
use of staff time) or your exam not being scheduled at all (worst-case).  
 
One month before your exam date (or earlier):  
Go to the Graduate School FORMS website and download the Scheduling form.  Notice this is a  
fillable PDF form.  

Using a Windows compatible computer, download the form by clicking on the download  
button (generally located at the TOP right-hand area of your screen).  Once you have downloaded it 
using Adobe Acrobat, READ Page ONE.  On Page TWO, provide the information asked for and *SELECT 
the EXAM TYPE you are scheduling.   COMPLETE all details as indicated, SAVE your scheduling form, and 
then PRINT it out and obtain all signatures (students: remember to also sign it yourself) .  
 
*Once you select the Exam TYPE, information will appear on screen, which is applicable to this specific 
type of exam.  Read this information carefully. 



FINAL SEMESTER INSTRUCTIONS for GRADUATE STUDENTS 
RESOURCES to USE 

 
THREE WEEKS BEFORE YOUR EXAM DATE:  
After you have ALL signatures on your scheduling form, keep a copy for yourself and SUBMIT the 
completed, ORIGINAL SCHEDULING FORM to your ACADEMIC COORDINATOR.  This will allow your 
coordinator time to review the form, ensure it is complete, and to SUBMIT the exam in myWSU. 
 
TEN BUSINESS-DAYS before your EXAM DATE (or earlier), the Graduate School needs two items: 
1. Your completed exam scheduling form. 

Your scheduling form must be arrive at the Graduate School (submitted by your Academic 
Coordinator/program).  If it is not complete, it will be returned for completion (which will 
necessitate your form be corrected and re- submitted). 
 

And if you are writing a thesis (master’s) or a dissertation (doctoral), please submit item #2. 
 
2. Doctoral students FINAL DRAFT dissertation must be uploaded to ProQuest.   
 FINAL DRAFT master’s thesis must be sent to gradschool@wsu.edu.  BOTH must be in pdf format.  

Please see the Submission Guidelines/Formatting Requirements pdf.  Your thesis (or dissertation) will 
be reviewed for proper formatting by the Graduate School before we can schedule your exam.  

 
Instructions and formatting requirements are available at the FORMS section of the Graduate School 
website.  Go to https://www.gradschool.edu, choose FORMS in the left-hand menu, and once you are 
on the FORMS webpage type into the search line the word ‘Formatting’.  The document will rise to the 
top of all forms.  We will review your thesis/dissertation right before we schedule your exam so be sure 
to watch for that email and keep it for your use/reference.   If your written document looks to be in 
good order, the changes we identify should be minimal.   
 
FIVE BUSINESS-DAYS before your EXAM DATE (or earlier) thesis/dissertation students must: 

1. Submit a full draft of your dissertation or thesis to your department to serve as the “Public 
Copy” no later than 5 business-days before the examination. 

o As a state-funded institution of higher education, you must make a “Public Copy” of 
your work available in your department’s main office for visual inspection by any 
member of the public. Viewers may not take copies, scans, photographs, or any kind of 
facsimiles of “Public Copy” dissertations or theses. 

o Departments are to destroy the “Public Copy” immediately upon conclusion of the final 
examination. 

Within 5 business-days AFTER your successful exam 
 
ALL students who are submitting a Master’s thesis or Doctoral dissertation must 
• Submit all final documents to the Graduate School.  We provide a Final Checklist to help you make 
certain you are turning in all final documents.   Please print a copy of the Final Checklist and use it. 
 
• Master’s (thesis) students - Make all changes to your thesis as indicated by your Committee and the 
Graduate School formatting review (emailed to you before your defense/exam).  Next, submit your final 
thesis by uploading your PDF to the WSU Library via http://www.dissertations.wsu.edu/. (Be sure to 
select the ‘Theses’ tab at this link!) 
 
• Doctoral students - Make all changes to your dissertation as indicated by your Committee and the 
Graduate School formatting review (emailed to you before your defense/exam) 
Next, update your ProQuest submission with your revised PDF using the link provided to you at the end 
of the Graduate School format review – do not create a new ProQuest submission. 

mailto:gradschool@wsu.edu
https://www.gradschool.edu/
https://gradschool.wsu.edu/documents/2014/12/dissertation-and-thesis-final-checklist.pdf/
http://www.dissertations.wsu.edu/


FINAL SEMESTER INSTRUCTIONS for GRADUATE STUDENTS 
RESOURCES to USE 

 
WSU Graduate School Policies and Procedures: 
Chapter 7 – Master’s Degree (letter ‘D’ is the section that discusses the master’s final exam) – ALL 
Master’s degree students must submit a scheduling form for their final exam. 
https://gradschool.wsu.edu/chapter-seven-d/  
 
Chapter 8 – Doctoral Degree (letter ‘E’ is the section that discusses the doctoral final exam) 
https://gradschool.wsu.edu/chapter-8-e/  
 
DEADLINES and PROCEDURES (Instructions/Steps) for Master’s and Doctoral Degrees are located on 
our FORMS website under ‘D’ (for Deadlines).  
 
MORE HELPFUL LINKS  
On our FORMS website https://gradschool.wsu.edu/facultystaff-resources/18-2/ ) and provided below: 
 
Hold Harmless and Copyright Agreement  
https://gradschool.wsu.edu/documents/2014/12/hold-harmlesscopyright-agreement.pdf/ 
 
Survey of Earned Doctorates – ALL doctoral students must complete this survey after their successful 
defense.  Go to this website to obtain access to the online survey https://sed-ncses.org/login.aspx.  
 
Thesis and Dissertation Formatting and Submission Requirements 
https://gradschool.wsu.edu/documents/2014/12/dissertation-and-thesis-submission-guidelines.pdf/ 
 
*Thesis and Dissertation Word template is recommended* download this from our FORMS website 
 
Thesis/Dissertation Final Acceptance Checklist  
https://gradschool.wsu.edu/documents/2014/12/dissertation-and-thesis-final-checklist.pdf/ 
 

 
• Plan ahead 
• Monitor your WSU email  
• Maintain good communication with your committee and your graduate program  
 
Have a great semester!  
 
WSU Graduate School  
Programs and Graduations 
Email us at gradschool@wsu.edu 
Website - https://gradschool.wsu.edu/ 

https://gradschool.wsu.edu/chapter-seven-d/
https://gradschool.wsu.edu/chapter-seven-d/
https://gradschool.wsu.edu/chapter-8-e/
https://gradschool.wsu.edu/facultystaff-resources/18-2/
https://gradschool.wsu.edu/documents/2014/12/hold-harmlesscopyright-agreement.pdf/
https://sed-ncses.org/login.aspx
https://gradschool.wsu.edu/documents/2014/12/dissertation-and-thesis-submission-guidelines.pdf/
https://gradschool.wsu.edu/documents/2014/12/dissertation-and-thesis-final-checklist.pdf/
mailto:gradschool@wsu.edu
https://gradschool.wsu.edu/

