Mayville
otate
University

Online Application Tutorial
for Certificate Programs

Hello! We are excited that you are taking this step towards obtaining one of the
undergraduate certificates available through Mayville State University. Please use this
tutorial to complete your application. If you have filled out an application to Mayville State
in the past and have any trouble now, please don’t hesitate to contact the Office of
Admissions by phone at 800.437.4104 ext. 34635, or send an email to Mindy O’Connor at
mindy.oconnor@mayvillestate.edu. We will be happy to assist you!

1. Go to http://www.mayvillestate.edu/msu-online. Select MSU Online from the drop-down menu.

2. Scroll down and click on this link right above the MSU Online Office Information:

Apply for Summer or Fall 2021 today!

e
. () For Internet Explorer users, please be sure to tum off compaibility - Create Account iRl
mode for optimal viewing
‘ s ‘ Please input your lagin information below to open your application

Welcome! We appreciate your interest in applying to Mayville State L=zl
University.
Mayville State University accepts students based on roling admissions
To see specific admission requirements, please visit the MSU website: Password
Freshman, transfer, retuming students, non-degree seeking , dual credit
early eniry) or Graduaie admissions page. Students outside of North
Dakota interested in online programs from Mayville State Universil
should review the State Authorization webpage to determing programs
available in your stafe
You will be creating an account end receiving a passWord 5o that you

3. If you have already set up your account profile in the past: Log in with your user credentials. You may be
prompted to agree to our application data use policy.
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4.

If you have never filled out an online MSU application before: Create account.

/ #4 Mayville State University - ")/ Qnline Application Login % \ = 2

pic ~e =M

C A A8 httpsy//app.applyyourself.com/AYApplicantLogin/fl_

icantConnectLogin.
i Apps [ AVON Representativ., [ CampusConnection.. [ NewTab @ VA-ONCE StudentL.. @ Search i

P

~ Create Account JIRVETY

compatibility mode for optimal viewing.

Welcome! We appreciate your interest in applying to Mayville State Biessslilvos gt patonl SO Mo cren folsrntesig

University. User Name:

You will be creating an account and receiving a password sa that you
can return to work an your application over several sessions, ifyou
choose. Your information is ransmitied through a secure server and is
kept confidential until you submit your application. Only after you submit

your application willt be available for review by our admissions siafl. [FEREL BT

It you have already created a Comet VIP account, you will be required to

use that usemame and password to log in m

Getting Started:
* Reaginstructions carefully
« To get started on your admissions application, click “Create
Account” an the right, Forgot your User Name or Password?
« Ifreturningto the site, please use your password already
established
« You are required to have an email address to create an account If
you da not have an email account, please contactthe Admissions
Office to complete a paper application.
You may only submit an application one time
Students applying for graduate admission to Mawille State
CANNOT apply here. Please visit-Admissions” at
wiw mayillstate &du for graduate admission information

Susmit mailed application materials to
Admissions Office, 330 Third Street NE, Mayville, ND 58257

Please call 1-800-437-4104 ext: 34667 with any questions or to make
updates on a submitied application. We look forward to processing

Ble O™ [EEFETR el e &7

a. Fill out your account profile and create a username and password.

i. REMEMBER your username and password. You will need it if you choose to SAVE your
application to complete at a different time.

ii. Once you SUBMIT your application you will not need to access your account again until you
want to submit a different kind of MSU application in the future.

iii. Click Create Account, then log in. You may be prompted to agree to the application data use

policy before you are able to continue.

/s Niayiie state Universitys. X Online Application Login % \(____ SlElsm
C & & hitpsy//app.applyyourself.com/AYApplicantLogin/fl_ApplicantConnectLogin. =mayville B = l

i Apps [ AVON Representativ.. [ CampusConnection.. [ NewTab @ VA-ONCE Student L., . Search

Mayville I

State
University

© ForIntermat Explorer usors, pease be sure fo urn off ‘ Create Account [y

compatibiity mode for optimal viewing.

Welcome! We appreciate your interest in applying to Mayville State Glee: lpus 1ON oL KioS ey S c o Opeg voueppiceiol

University. User Name:
You il be creating an account and receiving a password so that you
can etum to work on your application over several sessions, ifyou
choose. Your information s ransmitted through a secure seiver and is
ept confidentialunti you suomityour application. Only after you suorit
itbe stat.

Passwc
i assword

Ifyou have

use thatusemame and password o log in m

Getting Started:
« Readinstructions carefully
« To gatstarted on your admissions application, click Create

Account” on the fight Forgot your User Name or Password?
« Ifretuming to he sie, please use your password already
estalished
nave I ade "

an email t, s
Offce 1o complete 3 paper application
« You may only submitan application on time
« Students applying for graduate admission to Mayville State
(CANNOT apply here. Please visit ‘Admissions’” at
edufor gracuate

Submit malled application mateials to
‘Admissions Offce, 330 Third Strast NE, Mayvile, ND 56257

Please call 1-800-437-4104 ext 34867 with any questions orto make
updates on 3 submitied application. We Iook forwarato processing

Gl GO OIEG

@

BlelE =
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5. Start application or Edit Application. You may be prompted to agree to the application data use policy before
you are able to continue.

6. Application Type: Select that you are applying as an Undergraduate then select the Admit Type that is
appropriate for you. (Choose First Year if you have never attended ANY college before; choose Transfer Student
if you have previously attended college.). If you are unsure which to choose, please call the Office of Extended
Learning at 701.788.4667. Answer the prior application information questions accordingly. - SAVE & CONTINUE.

Application for Admission

SAVE & CONTINUE

Application Type
“indicates a required field

Applicant Information ype of Admission

Contact Information | am applying as: Undergraduate

Major/Program . .

Information Admit Type

High School History [Transfer Student-l have previously enrolled at one or more colleges or universities after high school. V]

Residency for Tuition Prior Application Information

Furposes

Hawe you previously applied for undergraduate admission to Mayville State University?
College/University () Yes @ No
History

Have you previously attended Mayville State University?*
Supplemental Forms -
‘ O Yes @ No

Supplemental Question

Applicant Information: Complete this section. - SAVE & CONTINUE.

Contact Information: Use Address Lookup to complete your mailing and permanent addresses. If they are the

same, you may click the checkbox under Permanent Address indicating it is the same as your mailing address.
Please be aware that your permanent address is the legal address you would use for voter eligibility or pay state
taxes. - SAVE & CONTINUE.

%) Mayvile State University | x

antMain/fl_AYApplicantSections.asp?s=1352

+//app.applyyourself.com/. AYID=DCF8BB6-B18C-494C-9492-66E70AD0700&f=7817&sn=Contact%:

tiv.. [ CampusConnection... [ NewTab @@ VA-ONCE StudentL.. Q Search

-
SUEplemenizitiestion To enter your address, click the Address Lookup button below.
s s
Sttt
Che ck Your Application st i Suo:
At i
-
¥ PRINT FORMS
a
s
o
e
Untedtes .
QEITIE as Mailing Address
‘WAMP.NJQ P
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Major/Program Information:

Important Links Misc Application Data

10.

11.

12.

Application Type SAVE SAVE & CONTINUE

Major/Program Information

Applicant Information
Indicate Academic Major

Major/Program® Special Education Certificate v -
Major/Program
Information o iPlan®

egree/Plan | CERT-Special Education v

High School History

Contact Information

Sub Plan w
Residency for Tuition
SRR Based on the Major/Program you Online v _
_ : selected above, the following
(Hliosliggyemnwermty delivery method options are
available. Please indicate your

If you indicated above that you wish w
to complete your Major/Program at

an off-campus location, please

specify your off-campus location

below.

Supplemental Question

Mon-Degree Course
Interest

Downloadable Forms Academic Term* 3021 Fall v -
Check Your Application o 7
Do you have an application code Enter your case-sensitive code herel

Application Instructions

a.For Major/Program: choose Biotechnology, Business Studies, Online Digital Teaching
Certificate, or Special Education Certificate—whichever you are pursuing. Please note: Not all
the program titles for certificates include the word “Certificate”.

b.For Degree/Plan: choose the corresponding certificate option.

c. For Delivery Method: select as appropriate.

d.For Academic Term: choose the term in which you will begin taking courses.

e.If you have a special code to waive the application fee, you may enter itin
the box at the end of this section. Where you are asked if you have an
application code, enter the code in response. Be aware that the code may
be case-sensitive!

f. SAVE & CONTINUE

High School History: Please use the lookup function, being sure to type out the state name rather than entering
the state abbreviation. Be sure to include your month and year of high school graduation or your anticipated
graduation month and year. —SAVE & CONTINUE.

Residency for Tuition Purposes: Complete this section carefully. If you have any questions, please call the Office
of Extended Learning at 701.788.4667 for assistance. —SAVE & CONTINUE.

Depending on information provided so far, you may be prompted to preview your application (skip ahead to

step 15) or to fill out additional sections, such as College/University History or Athletic Interest. Click on the blue
links to go to the section needing completion.
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13. If you are prompted to provide College/University History: Click on the Look up button to get started. Scroll
down on the Look Up page until you see the area where you can search by name, city, state, or country. Enter
information and click search. Search results will appear at the top of the Look Up page, and you will select as
appropriate for each search. Enter attendance and degree information. If no degree was earned, skip this

question. — SAVE & CONTINUE.

College/University Histol

school first, list all colleges, universities and schools from whi(
college credit while also enrolled in high school. Exclusion of]
of your applicatig)
2 information. If
ollege name come!
nools name and comp

LookUp

field.

e or university is found, select it an
hogl Not Listed, please remové
inder of the section.

ool Code Hame:
City:

ime of institution State:
Country:

4. Search by Country
For example, if your school is located in North Dakota, in the United Siates, search with "United States”
in the Country field. Do not use abbreviations, please spell out the full name of the country.

For example, if your school is located in Los Angeles, Califor in the United States, search by “Los
Angeles” in the City field. If your school is located in Beijing, China, search with "Beijing” in the City

3. Search by U.S. State or Territory
For example, if your school is located in North Dakota, in the United States, search with "North Dakota™
in the State field. Do not use abbreviations, please spell out the full name of the state.

Please Note: If you cannot find your school please complete the following sieps in the LOOK UP table
Type in School Not Listed in the Schoel Name field and then click on "search”

-

LookUp

TIPS FOR FINDING YOUR INSTITUTION:

Please use the fields below to perform your search.

Click on the appropriate item to select and refurn to the form.
1.0040347 |_Mayville State University |_Mayville

MNorth Dakota | United States

The results of vour search will disolav above these instructions after vou hit the "Search” button below.

14. If you have now completed all requested information, click on the Submit Application button, regardless of

which section to which you are taken.

15. Itis time to preview your application! Click the blue button to preview the application pdf file.

#A Application

Application for Admission

Congratulations, Shay! All required questions have been completed. Piease note that this refers only to the minimum number of
questfions required by the system before submission is allfowed. There may be many other questions on the form that should aiso be
answered; thus, please be sure you have fully responded to both required and relevant non-required items before you submit your

Application Type
Applicant Information Application,

Contact Information

Reader)
Major/Program
Information

High School History

Residency for Tuition StEp 1: Confirmation

Purposes

Be sure that you have carefully reviewed your responses and that you have answered all of the questions accurately. You cannot
change your answers through this form once they are submitted. Please contact the Admissions Office at 1-800-437-4104 if you need

College/University
History to update your application record.

Supplemental Forms

Supplemental Question

Application Status: Ready for Submission

Please review the print version of your Application before you submit by clicking on the link below. If you experience
difficulty viewing the document, please contact technical support. (Adobe Acrobal Reader is reguired to view this file. Download

@ PREVIEW APPLICATION IN PDF FORMAT _

Please Note: Your application has not been submitted until you reach the page titled “Submission Complete ™

O | have read and understand the above information and wish to submit this Application at this time. Please note: The Application
is not submitted until you see the words "Submission Complete!”

CONTINUE
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16. After you have had a chance to preview your application before submission, “X” out of the preview window
(upper right corner). If corrections need to be made, select from the left-hand menu the tab containing the
information to be corrected. Make your corrections. - SAVE & CONTINUE.

17. Preview again following instructions 13-14.

18. If no further corrections need to be made, and your application appears as it should, click the checkmark box
under the Confirmation step to agree with what is being submitted on your application. - CONTINUE.

Step 1: Confirmation

Ee sure that you have carefully reviewed your responses and that you have answered all of the quesiions accurately. You cannot
change your answers through this form once they are submitted. Please contact the Admissions Office at 1-800-437-4104 if you need
o update your application record.

Please Note: Your application has not been submitted until you reach the page titled “Submission Complete.”

| have read and understand the above information and wish to submit this Application at this time. Please note: The Application
is not submitted uniil you see the words "Submizzion Complete!”

CONTINUE

19. You may be brought to the Application Fee Payment page. There is a one-time, non-refundable application fee
to Mayville State University. If you did not have an application code that waived the application fee, you will be
asked to pay the one-time application fee of $35 prior to submitting your application, which can be paid here by
selecting “Credit Card” as your payment method. — PAY AND CONTINUE

Step 2: Application Fee Payment

Review Application Fee
$35

Select Payment Method

o e o _

Click below to confirm the payment method indicated above and continue with the process of submitting your Application.
Please note that paying your Application fee DOES NOT submit your Application. You must complete and submit the
information on the signature page te fully submit your Application.

PAY AND CONTINUE
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20. When prompted to verify that you wish to pay by credit card, click OK.

app.applyyourself.com says
Please verify that you wish to submit your credit card by clicking on the

“ Cancel

OK button.

21. Payment Information: You may now enter your payment information. — CONTINUE

Payment Information

Select a Payment Method

‘ Total:
* Indicates required information

* Payment method
DisCoVER | SMES | o n :& VISA
Return Policy Agreement

By clicking Continue, | agree to the above Return Policy
Cancel this payment ansaction _

A Little More

fouchnet'

©2019 TouchNet® A Global Payments Company | All rights reserved. | Privacy Statement

22. Last step! Signature page--IMPORTANT
The student applying for admission is the person who must sign the application - not parents or other

a.
individuals on behalf of the student.

b. Sign and SUBMIT APPLICATION!

Thank you!
We look forward to processing your application soon
and will be in contact with you soon about any other
documentation that may be needed for admission:!
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