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Establish your login 

Ready to Create Your Account? 

Click Register 

How do you setup your account? 

Enter a valid email address 

Enter and verify a password 

Click Create Account 

Where my account submi ed? 

You will see a confirma on message 

at the top of the screen 
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Establish your login 

Check Email 

You will receive and email confirming 

your email address click  

“Confirm and Ac vate your account” 

How do I know if my registra on worked? 

You will receive a confirma on message in the 

upper le  corner of the screen confirma on 

that you registra on was completed  

successfully. 

Confirm Your Registra on 

Click “Confirm Registra on” 
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Login 

How do I create an Applica on? 

A er reviewing the applica on     

Informa on from the home screen 

click “Begin a New Applica on” to 

create a new applica on 

How do I login to create my applica on? 

Enter your Email Address and Password that 

you  created when establishing your account 

and click Login 
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Star ng Your Applica on 

Mailing Address Same as Permanent Address? 

Click the box to automa cally populate 

Star ng Your Applica on: 

If this is your first applica on you will 

need to enter Name, Biographical,  

Mailing Address, Permanent Address 

and Contact Informa on.  

* Note: If you apply a second me this 

informa on will be automa cally     

populated  
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Residency and Ci zenship 

Are you a Ci zen of the US? 

Select “Yes” and let us know what is your 

state of legal residence.  Also enter how long 

you have been a resident of the state. 

Educa onal Background 

Are you a  Ci zen of Another Country? 

Select Your Country of Ci zenship, Country 

of Birth and if you hold a US Permanent 

Resident Card. 

If you do not hold a Permanent Resident 

Card please select your current Visa Status 

and your expected Visa Status. 

Have you completed courses at another College of 

University? 

Enter all previously a ended Colleges and/or     

Universi es in the Educa on Background sec on. 
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Educa onal Background (con nued) 

Search of your Ins tu on: 

You may search for your previously 

a ended school by entering a 

Name, City, State or Country and 

then clicking the search bu on. 

The result of the will show on the 

screen and you can click add next 

to your ins tu on to add to your 

applica on. 

When did you a end? 

Let us know when you a ended your 

previous ins tu ons and when you 

graduated. 
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Other Ques ons? 

Are you a Veteran? 

We would like to know and honor 

you at EMU.  Let us know when you 

served and we will connect you with 

campus resources. 

Have you been an EMU Eagle be‐

fore? 

Let us know if you already have a 

student Id.  If you are not sure don’t 

worry we will find you prior student 

id for you and you can just leave 

this blank. 

Do you have a criminal or academic              

disciplinary issue in your past? 

Give a brief summary of the situa on and our 

disciplinary team will review and make a     

recommenda on on your admission to the       

University. 
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Program of Interest 

What type of Applicant are you? 

Select the applica on type that    

describe the you. 

What Academic Area do you want to study? 

Programs of Study are grouped by College.  

First select your College and then select your 

program. 

Not sure what college your program resides? 

Click link to Search  
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Program of Interest 

What are the requirements of my      

program?  

Once you select your program of study 

the required items for your program will 

automa cally populate.  Many            

departments have specific requirements 

and make sure to consult the University 

catalog for your specific area of study.  

When reviewing the catalog make sure 

to look for Admissions Requirements 

within you program of interest. 

Click to Link to Catalog   
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Required Items 

Do I have to upload all required items prior 

to submi ng my applica on? 

Required items can be submi ed at the 

me of applica on or maybe upload a er 

you submit your applica on.  Note: Your         

applica on will remain in a pending status 

un l you have submi ed all required items. 

Official Transcrip on and test score         

requirements must be delivered from your 

home ins tu on and can not be submi ed 

directly. 
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Applica on Submission 

How do I submit my Applica on? 

Click Submit Applica on from the 

lower le  menu bar 

Signing and Applica on Payment: 

All applica ons are signed electronically. 

Please review the cer fica on statement 

and type your full name. Once complete 

you can click Submit 
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Checking Applica on Status 

How can I check the status of my applica on? 

Once your applica on is submi ed you may return to 

the applica on portal to review status of admission.  

To access your applica on status click on the 

“Graduate Applica on” link from the Home screen.  

All required items will be displayed  with op on to 

upload and/or list the date received. 

Reques ng a Recommenda on 

How do I request a recommender? 

Click “Send Email Request” 
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Reques ng a Recommenda on 

Selec ng your Recommender:   

Type the email address of the              

recommender  

Check your preferred waiver op on 

Click “Send Email Request” 

Need to Cancel a Request for      

Recommenda on? 

Click “Cancel Email Request” 

Confirm your cancella on by  click-

ing “Cancel Email Request” 

A er confirming you cancela on 

request you can elect a new      

recommender. 
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Reques ng a Recommenda on 

What does the Recommenda on 

form look like? 

The recommenda on form asks for 

informa on that iden fies how the 

recommender has interacted with 

you previously.  Addi onally, the 

recommender will supply a ra ng 

on specific key areas that will help 

the University assess your        

readiness for Graduate work and 

probability for success. 

What does the email look like that is 

sent to my recommender? 

Your recommender will receive a   

message with an a ached                 

recommenda on form.  Once the   

recommenda on form is complete, the 

recommender will upload.   

How will I know if you recommender has  submi ed 

their recommenda on? 

You can review the status of your recommenda on from 

the Document Checklist Status screen.  If a                    

recommenda on has been received a received date will 

be noted. 
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Uploading a Le er of Recommenda on 

Have you been approved by your department 

to upload a Recommenda on Le er? 

If you program of study allows or has approved 

the use of a previously    submi ed le er of   

recommenda on, you may upload by using the 

“Upload File” link.  Please note that prior       

approval is required from the department and 

if approval is not given it may delay your           

admission. Click Browse to locate file and then 

Click “Upload File”.  A er upload you have the 

ability to remove file and upload a different file 

if needed. 

Submit Your Changes? 

Uploaded files must be submi ed by clicking 

on the “Submit Changes” bu on in the    

upper right corner of the screen.  Documents 

will not be processed and will not be 

a ached to your applica on un l you have 

confirmed by submi ng your changes. 

How will I know if  you document has been received? 

 You can review the status from the Document Checklist 

Status screen.  If a received date is displayed, your    

document has been received and is in the process of 

being reviewed. 


