
How to apply for Candidacy and/or get an Interim Master’s 
The process I experienced. (if just candidacy, skip to step 4) 

 
To get interim Masters, you must be in candidacy. It’s easiest to just do them at the same time.  
 
1. At the beginning of the semester, Laney will send out an email with the deadlines; 

Step 2 needs to be done in that first month (sept 13), and step 5 needs to be done by 
that last month (Nov 8): 
 
Example: 
 
To: FALL 2019 Degree Candidates 
Cc:  Graduate Program Administrators 
  
If you are planning on completing a degree in FALL 2019, including a master’s degree “on the 
way to” a PhD or a certificate, then carefully read the information below and in the attached 
document. You should also carefully review all information found on the Degree Completion 
page. 
  
Important dates:              
•         August 13 - the application for degree is available online through OPUS for doctoral 
students who plan to complete their PhDs and for those students graduating from a master’s 
degree program. [Note: If you submitted this a previous semester but did not complete, you 
need to submit it again.] 
•         September 13 - degree applications are due. Students that submit late applications will 
incur a $25 fee; the last day that LGS will accept late degree applications is October 31.   
•         November 8 – Degree completion forms are due. You MUST upload your thesis or 
dissertation to the ETD repository BEFORE submitting required forms to LGS. HARDCOPIES of 
forms are no longer required and must be uploaded through the LGS STUDENT ACTION ONLINE 
FORM. 
  
When to submit a hard copy of the Application for Degree to LGS: 
PhD-seeking students who plan to apply for an interim or terminal master’s degree must print 
and submit required documentation to Renee Webb in the Laney Graduate School.  If you are 
applying for a certificate, complete an online certificate declaration form prior to applying for 
the degree online.  If you do not apply to receive the certificate, it will not be noted on your 
transcript. [Note: LGS will NOT retroactively award certificates.] 
 
…………………. 

 
 
 
 
 
 
 
 



 
 
 
 
 
 

2. If you want a masters (an interim masters, meaning on-the-way to PhD) at the end of that 
semester, fill out the Certificate Declaration Signature Form (see Appendix), write Interim at 
the top, and take to Renee Webb. If you are unsure if you can finish everything that 
semester, do this step anyway….if you don’t finish, you’ll just do this step again when you try 
next semester. 

 
Found here: http://gs.emory.edu/_includes/documents/sections/academics/policies-
progress/lgs-certificade-declaration-signature-form.pdf 

 
3. The middle few months: Do all the things you need to do that semester. 

 
4. Candidacy: (this step can be done without the others) 

Fill out Candidacy Signature Form (see Appendix) 
http://gs.emory.edu/_includes/documents/sections/academics/policies-progress/candidacy-
signature-form.pdf 

 
go to online portal: https://www.applyweb.com/emorypst/index.ftl 
a. Click on Online Application 



b. Choose  Milestone: Apply for candidacy

 
 
c. Fill out and submit. (you’ll need the sheet and an unofficial transcript) 

5. Interim Master’s completion: 
 
Fill out Master’s Degree Completion Report (see Appendix) 
http://gs.emory.edu/_includes/documents/sections/academics/completion/masters-completion-
report-rev1.pdf 
 
go back to the online portal (see step 4) 
a. Online Application 
b. Choose  Completion: Submit Completion Items for Master’s Degree 
c. Fill out and submit (you’ll need the master’s sheet and an unofficial transcript) 

 
 

 
 
 
 
 
 
 
 



APPENDIX 
 
2019 Forms, general idea what they should look like (try to find the up-to-date version on the 
Laney Graduate School website) 

 
 



 
 
 



 


