


3. Select the appropriate application for the program you want to apply to from the drop down menu and click 
on the green Next button. You will see instructions and a checklist of tasks to complete.  Select Next. 

4. Complete the application as directed. Any fields with an asterisk (*) must be filled in before you submit. 
5. If you are required to attach a file, click on the Select Files button to search for file(s) on your computer. To 

add a file, select the green plus sign.  You can remove a file by clicking on the “X” next to that file.  You can 
view a file you have uploaded by clicking the file name. Please upload files as Word or PDF. 

6. Once you have started an application, you have 3 options: 

a. Submit: This option submits your application for final review. 
b. Save: Click this at any time to save your progress and return at a later time to finish the 

application. 
c. Close: Exit the application without saving or submitting any changes. 

Note: If you do NOT see the name of the application you need to complete, you may be attempting to 
complete an application AFTER its due date has passed or the application may not be activated yet.  

Return to a Saved Admissions Application  
1. Click on the Admissions Applications tab to display a list of all application forms you have created. 
2. Click the blue name of the application you wish to edit. 
3. When finished editing, click on Save, Close, or Submit. 

Note: If an application has a picture of a lock by it, the application has already been submitted and must 
be recalled or re-opened for editing by an administrator.  

Recall a Submitted Admissions Application  
If you need to make a change to a submitted application, you can recall it until it enters the review stage 
and is “locked” by an administrator.  

To recall an unlocked application, follow these steps:  

1. Click on the Admission Applications tab to display a list of all of the application forms you have created. 
2. Click the blue name of the application you wish to recall. 

3. Click the Recall button in the top right-hand corner of the page.   
4. Make the needed changes and click on 



2. Enter your Applicant Account username and password. 

 
 
3. The application Status and Final Result are displayed next to the name of the application. 
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