
Self Service ‘Apply for Graduation’ Instructions 
 
Step 1:  Log into your Self Service account.  Links to the self service system can be found on the 
Academy’s main website (www.academyart.edu) as well as the MyAcademy website 
(my.academyart.edu) 
 

 

Enter your 
UserID and 
password.  
Both fields 
are case 
sensitive.

 
Step 2: Select the ‘Apply for Graduation’ option from your Academics section of Self Service 

 

1. Select the 
‘Apply for 
Graduation’ 
option in the 
drop down 
menu found 
under the 
Academics 
section 

2. Click on the 
arrows to 
make your 
selection 

 
 
 
 
 
 

http://www.academyart.edu/


Step 3: Select the program your program.  
You may see multiple programs, or a program more than once.  This is not a problem.  Simply select 
the program in which you expect to graduate during the upcoming graduation cycle. 

 

Select the 
appropriate 
Academic 
Program.   

Note:  If you are planning to graduate with your Associate of Arts degree and continue your studies towards a 
Bachelor of Fine Arts  (or graduating with a Bachelor of Fine Arts and continuing for a Master of Fine Arts) be 
certain to select the program you will be graduating in during this graduation cycle…not your final degree outcome 
with the Academy. 



Step 4:  Select the correct term from the available options.   

 

Select the 
term in which 
you expect to 
graduate.  
Multiple 
options may 
be available, 
depending on 
the time of 
year.



 
Step 5: Continue… 
 

 

Verify that the 
correct program 
has been 
selected 

Verify that 
the correct 
term has 
been 
selected 

Carefully read the 
instructions for 
completing the 
application 
process.  Pay 
close attention to 
the deadline date 
listed. 

If all information is 
correct, select 
‘Continue’, other 
wise select ‘Select 
Different Program’ 



Step 6: Final Review and Submission 

  

Make a final 
verification that all 
information is 
correct and that 
you understand 
the steps you 
must complete 
after submitting 
this application 

‘Submit 
Application’ if all 
information is 
correct 

 
 
 
 
 

If the incorrect Program 
or Term has been 
selected, use the 
appropriate button to 
make a new selection 



Step 7:  You have successfully applied for graduation.     

 
After submitting the ‘Apply for Graduation’ process, you must do the following: 
 
* Schedule an appointment with your academic advisor for a program review. To schedule your 
appointment: 
 

Undergraduate students call Student Services at 415-618-6508.  
Graduate students call 415-274-8617. 

 
* If you are an undergraduate student you must schedule an appointment with your Department 
Director for a portfolio review and to determine any classes you need to take during your final 
semester(s).  Specific departmental requirements can be found at 
http://my.academyart.edu/academicresources/petition_to_graduate.html
 
 
* If you are a graduate student, you will need to contact the Final Review Coordinator in the Graduate 
School to schedule a Final Review date.  You may contact them at 415-618-6297 or 
finalreview@academyart.edu
 
Students receiving Federal Student Loans must have an exit interview with the Financial Aid 
Department.  This must be scheduled no earlier than 30 days prior to graduation. 
 
Appointments fill up quickly and this process takes a few days.  It is advised that you start this process 
as early as possible.   
 
You must complete all of the above requirements prior to the deadline date.  Failure to do so 
will cause a delay in your graduation. 

http://my.academyart.edu/academicresources/petition_to_graduate.html
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