
2019 Application Overview 



To begin your graduate 
program application 
click on “Create an 
Account” and follow the 
steps, or sign in with an 
existing account.



Begin by providing the 
requested information in 
all areas marked with a 
red asterisk ( *).



. Continue by creating a 
username that is 6 or more 
characters long. You’ll then be 
prompted to create a password 
with at least 8 characters that 
contains at least one of each of 
the following: uppercase and 
lowercase letter, number, and a 
special character( #,*, etc.). 
Finalize your account by reading 
and accepting the terms and 
conditions and then select “Create 
My Account”.



Once you are logged 
into the application 
portal, to begin your 
graduate application 
click on “Start Your 
Application!”.



Select your school of study 
in the drop down menu. 



Continue by searching for 
your desired program in the 
list provided. You can 
narrow your search with the 
program name filter bar.



Once you have selected 
your program, select the 
term  and year you wish to 
start your degree program. 



 To ensure that your 
application is ready for 
submission, be sure to 
complete each of the four 
quadrants: “Personal 
Information”, “Academic 
History”, “Supporting 
Information”, and “Program 
Materials”.



After clicking “Personal 
Information”, complete the 
“Biographic Information” 
section of the application by 
providing the requested 
information in all of the areas 
marked with a red asterisk 
(*). Sections that are not 
marked with a red asterisk 
are not required however 
information provided will be 
reviewed.  



Complete the “Contact 
Information” section by providing 
the requested information in all 
areas marked with a red asterisk 
(*). Sections that are not marked 
with a red asterisk are not 
required however information 
provided will be reviewed. When 
entering your current address, 
phone number, and email 
address, be sure to enter your 
most up-to-date information as 
this will be used as your primary 
form of contact. 



 Complete your “Citizenship 
Information” section by 
providing the requested 
information in all areas 
marked with a red asterisk 
(*). Sections that are not 
marked with a red asterisk 
are not required however 
information provided will be 
reviewed. 



Complete your “Race & 
Ethnicity” section by providing 
the requested information in 
all areas marked with a red 
asterisk (*). Sections that are 
not marked with a red asterisk 
are not required however 
information provided will be 
reviewed.  



Complete your “Other 
Information” section by 
providing the requested 
information in all areas 
marked with a red asterisk(*). 
Sections that are not marked 
with a red asterisk are not 
required however information 
provided will be reviewed 
(military, legal/academic 
infractions, SSN, religious 
preference, etc.).



 To complete the “Colleges 
Attended” section, locate and 
add the institutions you have 
attended via the drop down 
menu.  Provide the requested 
information in all areas that 
are marked with a red asterisk 
(*). Information in the “degree 
awarded” and “timeframe” 
section are required. Be sure 
to add all institutions that your 
have attended in the past. 



To complete your GPA 
Entries section, provide 
the level of study, total 
credits earned, and GPA 
earned for each school 
you have attended. 



Completing the “Standardized 
Tests” section is optional. If 
you have any scores or future 
tests to report, you can add 
them in this section. If you list 
a future test date you may 
enter the score after your 
application has been 
submitted. Test scores that 
you enter cannot be edited at 
a later point. 



To complete the “Documents” 
section be sure to upload 
documents for each area that is 
marked with a red asterisk (*).  
Before uploading anything, 
review all of your documents 
and protect any sensitive 
information they may contain. 
Be sure files uploaded are 
accepted file types. Files larger 
than 15MB in size are not 
accepted. DO NOT password 
protect any documents. 



To complete the 
“Program Materials” 
category, be sure to 
provided individual 
information for each of 
the programs you are 
applying to.



To complete the “Documents” 
section within the “Program 
Materials” category, answer the 2 
questions provided for your 
program within separate 
documents. A maximum of 500 
words is allowed for each of the 
questions. In addition, no more 
than 1000 words will be accepted 
for the total word count between 
the two documents. Be sure to 
upload your personal statement 
file in an acceptable file type. File 
sizes are limited to 15 MB.



To complete the “Recommendations” 
section, be sure to list your recommenders. 
Most programs require 2 recommendations, 
however some only require 1. Be sure to 
check the exact requirements for your 
respective program. 

When entering your recommenders contract 
information, ensure that it is their their best 
way to be reached. As a best practice, you 
may want to notify your recommender that 
they will be contacted via 
sandiegoinfo@liaisoncas.com and that they 
will be required to create an login account. 
Once logged in, they will be asked a series of questions about you and will then be able to upload their letter of 
recommendation. If you’d like to add a personalized message within your request, you can add something via the 
“Personal Message/ Notes” section of the recommendation request. 

mailto:sandiegoinfo@liaisoncas.com


You will know your application is 
complete once all of your 
application quadrants contain a 
green ring around them along with 
a check mark sign. Once your 
application is complete your 
application page should appear 
like the picture to the right. Before 
submitting, be sure that all your 
information is accurate. 
Congratulations, you are now 
ready to submit your application! 



● Be sure all information is correct and accurate to the best of your 
ability. After submitting your application, you will no longer be 
able to edit.

● Accepted file types: .doc, .docx, .pdf, .rtf, .txt, . jpg, .jpeg, .png
● If any error with the applications are encountered, logout and log 

back into the application


