
File for Doctoral/Master’s (Thesis) Degree Form 
*Student View* 

 
Click here to access Kuali form. 
 

1. The first page is “Step 1: Submit File for Degree”.  Fill out Step 1 with your information & the 
degree aim that you are filing for that quarter. Once you’ve entered all information, click 
“Submit” at the top. 

 
 

When you click submit, that page will close and then you will see your submission under 
“My Documents -> Submitted” (https://ucsd.kualibuild.com/build/my/submissions). You 
can click on it to view the form. 

 

Sometimes the form 
may pull your 
employee ID instead 
of PID. If it pulls 
employee ID, please 
type your PID in the 
section below. 

 

https://ucsd.kualibuild.com/app/66c8c9df49bd650146b0ea1e/run
https://ucsd.kualibuild.com/build/my/submissions


To see the workflow status of the form, click on it, then click on the dots in the top right, 
then click “Workflow status”. 

  
 

2. GEPA will review your Academic History. When we finish reviewing it, you will receive an 
email to complete a task for Step 2. Click the “View Task” button in the email or go to your 
“Action List” https://ucsd.kualibuild.com/build/actions. 
 
You will then need to navigate to the “Academic History” page. If there are any “Action” 
items, then that means you need to resolve that item. Failure to resolve the issue may delay 
your degree. If your form has no Action items, then there are no actions for you to take. 

 
 
 

The “Action” will 
always 
correspond to the 
item on the left. In 
this case, action 
needs to be taken 
for the doctoral or 
master’s 
committee. 

There is no 
“Action”. That 
means that the 
application/ 
advancement to 
candidacy is 
good to go. 

https://ucsd.kualibuild.com/build/actions


2a. (Optional) You may request for a Formatting Pre-Check of your dissertation/thesis. GEPA 
will review your dissertation/thesis formatting before your defense. The content of your 
paper can still be a work-in-progress, but you must submit a fully formatted paper to GEPA. 

 
 
Once you finish reviewing your Academic History, click the “I have reviewed all items”. Then 
make your decision on a formatting pre-check. Then click “Mark Complete” at the top.  

 
To view your Academic History at any time, log into Kuali https://ucsd.kualibuild.com/, go to 
“My Documents” https://ucsd.kualibuild.com/build/my/submissions and click on your 
submission. 

 
 

3. When you complete Step 2, you will get two emails.  
a. Email confirming that Step 2 is completed and gives a list of “Next Steps” with all of 

the required items to complete your degree.  
b. Email to complete a task for Step 3. This is to fill out a checklist of all of the “Next 

Step” items. 
If you requested a formatting pre-check: GEPA will review your paper within 1 week. You’ll 
be notified via Kuali when it’s been reviewed. The feedback can be found on the “Formatting 
Pre-Check” page. We recommend waiting for the feedback before completing Step 3. 

 

View 
formatting 
pre-check 
feedback 

View final 
degree 
checklist 

https://ucsd.kualibuild.com/
https://ucsd.kualibuild.com/build/my/submissions


To see the list of items that need to be completed for your degree, navigate to the “Step 3: 
Final Degree Checklist” page and fill out all sections. This is where you indicate that you’ve 
completed all paperwork for your degree and are ready to graduate. 

 
 
You can save the form and return to it as needed. Click the “Save” button at the top to save 
your progress. To return to the form, log into Kuali https://ucsd.kualibuild.com/,  go to 
“Action List” https://ucsd.kualibuild.com/build/actions, and click on your submission.  

 
 

After you completed all sections on the Checklist, click “Mark Complete” at the top. The 
form will then route to GEPA for the Final Review.  
 

4. The Final Review is where GEPA reviews the Final Degree Checklist. If there are any issues, 
then we will contact you via email so that you can correct the issues. Once everything is 
corrected or if there are no issues, then you will receive an email confirming that all 
paperwork is completed for your degree! 

  

Click to save 
your progress. 

https://ucsd.kualibuild.com/
https://ucsd.kualibuild.com/build/actions


GEPA Final Review: 

 
 
Email confirming all paperwork is completed for the PHD degree: 

 

The contents of this email will vary 
slightly by degree type, but diploma, 
ProQuest, and fee information are all 
the same. 


