
From your GUS home page, select the Graduate System: 

 

 



This is the Graduate System opening screen, where you can enter the student’s ID #, Social Security # or Name to access their records. You 

can also select Lists from the left column to utilize the lists: 

 

 
 



Admittance Screen: 

 

Shows the student’s application status and other general information including start term, reg term and undergraduate GPA. 

 

 



Conditions Screen: 

 

Shows all conditions the student has met by listing a date and those conditions remaining to be met by listing them as Not Satisfied. 

Advisors will need to be sure that all conditions have been satisfied by the time candidacy is required (when student has taken 12 hours in 

program). 

 

 



Advisement Screen: 

 

Shows information regarding the student’s application status (and other general information), graduate assistantships, candidacy and 

graduation.   

 

 
 

 



Candidacy Screen:   
 

This is how it appears when you have not yet done anything with the Candidacy.   

 

To work with the Candidacy, you must first enter the Option and Tentative Gradation Term (using the drop-down boxes). 

 

 



 



As you look at each section, courses on the Candidacy that the student has already taken (since their start term) will automatically be filled 

in.  Courses that have not been taken (or were taken prior to the start term) will appear like what you see in Area 6. 

 

 



For courses that were taken prior to the start term or for approving transfer courses, click on the red Past/Transfer Courses button. 

 

Past/Transfer Courses Screen:  The first section is for inputting information for any transfer courses you want to use on the student’s 

candidacy.  Once you input that information, we can verify that it can be used and then have it posted to the student’s PSU transcript by the 

Registrar’s office.  Once it has been posted, you can add it to the student’s candidacy.   

The second section is a listing of any PSU courses the student has taken prior to their start term for their current program.  Click on the box 

to the left of any courses you want to use on the candidacy then click on Submit. 

 

Once you have selected the past PSU course(s), the course(s) that were already on the Candidacy form will automatically fill in (as with 

CURIN 878 in Area 6).  If it is a course that is not on the candidacy, you will find this course as a substitute, by clicking on the yellow box 

in the Substitute column for the course you wish to replace. 

 

 
 



 
 



This is what the list of possible substitutions looks like.  You can click on the circle next to the course you wish to use on the candidacy, 

then scroll down and click on Assign (most students will not have this many courses on this list).  You have to select and assign any 

substitutions or electives one at a time. 

 

 



When you have substituted a course or chosen an elective, there will be a red X in the Substitute column on that row.  If you change your 

mind and no longer wish to use that course, just click on the red X to remove it. 

 

 
 



When the candidacy appears as you want it, you will need to finalize/approve it.  Scroll to the bottom of the screen and click on Finalize 

Candidacy.   

 

 



When you have finalized it, your name and the date will appear.  The candidacy is then ready for the student’s approval. 

 

 



The advisor, student, chair and Graduate office must all sign off on a candidacy before it is approved. 

 

 
 

 



Graduation Screen:  

 

Students that have a tentative graduation term of the current semester on their candidacy and have had their candidacy completely approved 

will be able to petition for graduation.  This is done by clicking on the Graduation tab on the left side of the screen (the Graduation tab does 

not appear until it is the semester that is set as the tentative graduation term. However, please be aware that anyone with a tentative 

graduation term of Summer, will have access to their graduation screen during the Spring semester so they can petition and be included in 

the commencement program). 

 

This is what the Graduation screen looks like before the student has petitioned. 

 

 



Once the student petitions, this is the screen where the advisor must input information regarding any additional requirements for the degree 

or the student’s option and then approve the student’s petition to graduate that semester.  When a student has petitioned but their candidacy 

does not show as Completed for each section, the advisor will be prompted to return to the candidacy and make the necessary 

updates/corrections.  Nothing can be approved until this has been done. 

 

 
 



Substitutions for any courses that have not yet been filled in on the candidacy will be allowed once again after the student petitions to 

graduate for that semester.  Just like before, use the yellow box in the Substitute column to make any updates/corrections. 

 

 
 



If you have filled in only remaining elective hours, no further approval of the candidacy will be required.  However, please be aware that if 

you replace a course that was not taken with another course, approval from your Chair and the Graduate office will be required again. 

 

 
 



 
 



 



When every area of the candidacy shows as Completed (and further approvals obtained, if needed), you may return to the Graduation screen 

and input the required information regarding the student’s graduation.   

 

 
 



 



 



The chair of the department must also approve the student’s petition to graduate on this screen.  This is what it looks like when all approvals 

have been given and the student has been approved by the department to graduate. 

 

 
 



Thesis Screens: 

 

To access the online Thesis Steps, click on the red Thesis Steps button on the Candidacy screen. The first two pages of the Thesis Steps 

must be completed one semester prior to when the student plans to graduate (as based on their Tentative Graduation Term). 

 

 



Thesis Committee Screen: 

 

The student inputs the title of their thesis and selects their thesis committee on this screen. Once they hit “assign”, an email is sent to the 

Dean of the Graduate School and the student’s academic advisor to review and approve the selected committee online. Once both of these 

signatures are received, an email is sent to all committee members, who must electronically agree to serve on the committee. 

 

 



 
 



 
 



Committee members receive an email with a link to this page, which allows them to agree to serve on the committee. 

 

 



 
 



Thesis/Research Proposal Screen: 

 

On this screen, the student indicates whether they will need approval from the Committee for Protection of Human Research Subjects and 

uploads their proposal. The proposal can be anything the committee requires, whether a formal document or a paragraph to address their 

thesis topic. 

 

Once all committee members have agreed to serve on the committee and a proposal has been uploaded, committee members will receive 

another email with a link to a page that will allow them to sign off on the proposal. Once all committee members approve the proposal 

online, the first two thesis steps screens have been completed. 

 

 



 
 



 
 



Thesis Review Screen: 

 

Students are required to submit their thesis draft for technical review to the Graduate Office by the date on the University’s Academic 

Calendar for the semester they intend to graduate. They should print this page and submit it with their thesis draft. 

 

 



Submission of Thesis for Publication Screen: 

 

The student will bring their final copies ready for binding to the Graduate Office. They should complete and print this screen and submit it 

with their copies to be bound. 

 

 


