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Introduction

What is the CAS Configuration Manager?

¢KS /1 { [/ 2yFATdz2NI GA2Yy alylF3ISNI Aa 6KSNB &2dzQff O2y
brandingfor the CAS application.

Theapplication is divided into four sections:

1. Personal Information
2. Academic History

3. Supporting Information
4. Program Materials

Thefirst three sectionscontain the data elements and questions that are common across all
participating programs, such as biographic information, standardized test scoredseig.the CAS
Configuration Manager, you can configure the fourth section to provide informationtgtoau
program and school, as well as collect additional information from applicants.

LYF2N)NIGA2Y &2dz O2tfSOG Ay GKS tNBIANIY al dSNRIFTa
WebAdMIT and can be included in Lists, Reports, and Expodsniidrimation is only available to your
program.

Please review this guide carefully before configuring your progr&msa detailed stepy step
walkthrough of the process, refer to the WebAdMIT Configuration Portal Training eLearning course
available hee:

http://elearning.easygenerator.com/8fe3d146-4570-43dc-b5e7-8be8ba00e97f

Application dashboard showing the primary 4 sections

My

Personal Academic
Information History

Supporting Program
Information Materials



http://elearning.easygenerator.com/8fe3d146-4570-43dc-b5e7-8be8ba00e97f

Before you Get Started

Review theApplication
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common across all programs. This will help you determine which questions are already included in the
application by default and what prograepecific questions you may need to add.

To review the aplication sections, navigate tatps://mynursingcas.org/users/applicargxperience/

Review Transcript and Coursework Verificafiptions

Before configuring your transcript and coursework entry requiremeger Transcript and Coursework
Verificationso you can make informed decisions

BeAware of Cycle Rollovers

All program pages from the current cyatean approved or closed statusll be automatically rolled
over to the new cycle and available for editing. You can jtoripe Edit Program Datsedion for
information on editing the rollesbver pages; however, we recommend reviewing the entire guide to
help you determine what edits to make

Save Often

Save your informatioat leastevery fifteen minutes to prevent the system from timing out on you.


https://mynursingcas.org/users/applicant-experience/
http://www.mynursingcas.org/users/program-configuration/#verification
http://www.mynursingcas.org/users/program-configuration/#verification

To access your programs and their configuration settings:

1. Log into WebAdMIthttp://nursingcas.webadmit.org/with your username and password.
2. ClickCAS Configuration Portainder Management in the left menu.

» Applicants

» Applicant Lists

» Reports & Exports
Management

Admissions Users

CAS Configuration Portal

Work Groups

Custom Fields

Local Status

3. The Configuration Manager launches in a new window. SBIERSINGCA® the left.

Welcome to the
Configuration Manager

Where would you like to Start?

Configure settings for your CAS, Application,
Organization, or Program.

4. Select the current application cycle.
5. Select your organization or school.

From here, you can add new programs, copy exiginograms, or edit program data.


http://nursingcas.webadmit.org/

Add a New Program

Before adding a new program, review your existing programs to

see if any are similar enough that you can copy their entire Note:

configuration (program data, branding, customestions,

documents, etc.) or just their program data (name, deadline All program pages from the
date, degree type, graduate track, etc.). This will save you time ir  current cycle will be

setting up the program automaticallyrolled over to the

new cycleand availabl¢o edit.
There is no need to create new

If you need to create a new program, follow the steps below.

1. Click+ Programat the bottom of the page. program pagesyou may simply
2. Then, click- Add edit the page thahas been
3. Enter the program data and cli@ave rolled over.See the Edit Program

HelpfulTip: Use theWebAdMIT Namdield to create a nickname Data section below for more

for your program that is only visible within WebAdMIT. This is information.
usefulif you have many programs with dlar names.

Copy an Existing Program

Copying existing programs can save you time, particularly if an existing program has the same or similar
data to the program you want to create.

1. Click+ Programat the bottom of the page.

2. ClickCopy.

3. Select the progam you want to copy.

4. To copy all the program configurations into your new program (branding, custom questions,
documents, etc.), click theopy All Program Settingsheckbox. If you only want to copy the
program data (name, deadline date, graduate tradk,)eleave this unselected.

5. ClickCopy.
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edit the new program to update theame, data, etc.

Edit Program Data
LGQA AYLERNIFyYyG 2 foN&ddes Bo edit a bidgkam Mibws® douse ovierit and

clickDetailsto view theProgram Detailppage Then, clicleditat the bottom of thepage.

PROGRAM = WEBADMIT NAME & START DATE = DEADLINE STATUS ¢ LAST UPDATE =
Anesthesiologis... N/A 03/15/2016 12/31/2021 Active 11/16/2015 )

testAnesthesiol. .. N/A 03/15/2016 » REVIEW W DELETE & DETAILS )




Brandingyour Program Page

The home page is the first page applicants see when they view your program in the Program Materials
section. From here, applicants can jump to the other parts of the Program Materials section you
enabled like QuestionsPrerequisitesetc.

Select 8randing ImagfRequired)

Your branding image appears tire top of your home page. We recommend using an image that is
O2yaraidtSyid oAldK &2 dzNJ. TANB taldnly setidilwhetkEpRcan &will s@NJ Yy RA y 3
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Branding Image Guidelines

V Images must bé .jpeg, .tiff, or .png format and no larger than 250kb.
V File names cannot contain spaces or special characters.
V  Your overall image size should be $00by 270 px, but consider the following:
0 A banner with your program information will cover a bottom portion of your image.
0 Youcanchoosetodispla @ 2 dzNJ 8 O0K22f Qa yIYS Ay (KS KSI Rt
of your image

Once you have at leashe program, youwanconfigureyour branding

Background Image

Safe Zone if Using School Name

Program Name Deadline: Program Information

Uploadyour Branding Image (Required)

1. From theProgram Detailgpage, clickhe Paletteicon.

Palette Icon Program
Home (Branding) Settings

s

—




2. Clickedit Header

3. ClickBrowseand select your image. To review the branding guidelines, click the link at the
bottom of the page.

4. Selectwhethe@ 2dz ¢ yi (2 &aK2¢g @2dzNJ LINPANI YQa yIYS Ay
part of your image, seled{o.

5. If you choose to show headline text, select a contrasting text color below.

6. ClickSave

Createlntroductory and Instructional Tefequired)

¢tKS GSEG &2dz AyOf dzRS 2y (i HoBk akydur Sograih ah&schipgpécific 0 S | LILI
information in the application. You should include an introduction, instructions on how to be a
successful applicanand impotant details about youprogram andschool.

Youcanalso include information on your specific requiremerg®@me examples include

1 Previouslyearned degrees

GPA

Test scoressuch as GRE

Needed experience

State restrictions

Deadline requirements

Supplemental applications éees, if applicable

Any optional information from the Supporting Information section that applicants should
complete to apply to your program

=A =4 =4 =4 -4 -8 =9

You caninclude a lirdn@ 2 dzNJ LINE Jtdld rdaN) 1D EB2t Qa ¢6So0aAidSs odzi Y
information included on your website is also included in the home page text. This makes it easier for
applicants to find the information they need in one place.

Thehomepage is a required sectian boththe Configuration Manageand the CAS application.
Applicants will view your program homeage before submiing their application, even if yodisable
the optional sections.

Content Formattingips

V There is no limit to the length of text, but 1,500 characters or less is recommended for the best
visual display.

V Use the bold, italic, and underline options to format your text, as needed.

V Use the bulleted list, numbered list, and indent options to structure your text.

V Use the link icon to add links to websites or email addresses. Links open in a new browser
window.



V If copying and pasting content from a wellesifirst copy the content to Microsoft Word (or
another text editing program, likedtepad) and format it to you liking. Then, copy it from the
notepad and paste it into the editor.

Set Up your Program Home Page Introduction (Required)

Click thePalette icon to open the Branding section.
Clickedit Instructions

Use the HTML editor to create your content.
ClickSa\e.

PwnNE

Example of branded homepage:

Rush University College of Nursing

In the PhD in Nursing Science program, students prepare to become academic professionals and clinical researchers who are
able to influence health care outcomes and policies through rigorous scientific investigation. These research skills are based on
the integration of knowledze from biological, behavioral and clinical sciences. Graduztes are able to contribute to the scientific
basis of care provided te individuals across the lifespan and in any setting where care is provided. PhD-prepared graduates will
also have the |leadership skills necessary to serve as senior academicians and influence health care systems and police
Mon-nurses who hold 2 graduate degree in 2 health-relzted field will be considered for admission.

Click here to visit the Rush PhD in Mursing Sclence program page.

Upon receipt of your MursingCAS zpplication, you will be asked to complete 2 brief Rush supplemental application. {Rush
supplemental application fee is $35))

Applicants will be evalusted on the following:

1. All calculated GPAs of 3.0 or higher {on & 4.0 scale).

2. GRE scores are required.*

1. Acceptable personal interview (s) with faculty.

4. Substantive personal essay statement

5. Three professional letters of recommendation from faculty and for work managers [(at least one letter must come from
current or recent employer) are required. Relationship of recommenders to you must be in 2 supervisory capacity.
Recommendations from friends, relatives, or co-workers will not be accepted and will cawse your application to be delayed or
denied.

Information for applicants with foreign education:

1. All foreign institutions attended reguire course-by-course ECE, WES, or CCGFNS transcript evaluation.

2. The TOEFL (Test of English as a Foreign Languzage) is required for applicants who are non-native spezkers of English. This
requirement may be waived ifthe applicant has completed & minimum of three years of higher education AND received their
baccalaurezte degree in the United States.*

* |f required. GRE and TOEFL scores should be sant directly to Rush University. The school code for Rush is 3262,

Program Details
App Trpe: Mot Applicable Cancentration: Mot Applicabls Creadline: 2015-03-02
Drelivery: Online Crepartment: Mot Applicable Cregre= Type: FhD
Start Terrm: Fall Start Year: 2015 Track Mot Applicable




ConfiguringYour Progransettings

You can customize your program withanscripts, EvaluationQuestions, Prerequisites, and Documents pages.
From theProgram Detailgpage click theProgram Settingéconto corfigure these pages

Palette Icon Program
Home (Branding) Settings

—

f @ @

Next, ;n the Program Editopage, click the checkboxes next to each page you want to use. Then, click each link
to customize the pages.

DNP (POST MASTER'S)
Settings
College Transcripts Welcome tO the prog ram EditOF
Pages To the left are sections within the program
- that you can customize
Questions To edit a section of page, click on it's title.
To activate and deactivate a page, use the check icons
Prerequisites
Documents

1C



ConfigureTranscript and Coursework EnfRequired

In this section, you can indicate batte types of transcripts required for your program and the required
coursework entry.

College Transcripts

1. Clickthe ProgramSettingsicon
2. Click theCollegeTranscriptdink on the left.
3. Chooseghe type of transcripts you woullike NursingCA® collect for your program.

Program Transcripts

Choose the type of transcripts you would like to collect for your program.

Transcripts Accepted

4. Select the type of coursework you would like applicants to enter. The options available to you
vary based on your program transcripts selection. If you are accepfiigjal transcripts, you
can subsequently accepil Cousework (all coursework is required to be entered),
PrerequisitesOnly (only prerequisite courses are required to be enterem)None. If you are
acceptingUnofficial transcripts, you can subsequently acc&perequisitesOnlyor None.

Program Coursework

Choose whether you would like applicants to enter coursework for your program.

Coursework Accepted

Please Select

Please Select

5. ClickSave

Verification Requirements

The transcript and coursework entry selections you make determine the level of verification performed
by NursingCAS staff. Verification options include:

9 Official Transcripts and Full Coursework Entry With.L Verification

11



Officid Transcripts and Prerequisite Coursework Entry Only WHBHT Verification
Official Transcripts and No Coursework Entry WiBHT Verification

Unofficial Transcripts and Prerequisite Coursework Entry OnlyN@tiyerification
Unofficial Transcripts ando Coursework Entry witNO Verification

No Transcripts and No Coursework Entry Wtb Verification

= =4 =4 -4 =9

The following information provides additional context:

9 Official TranscriptsApplicants are required to have their official transcripts mailed directly to
bdzNBAY 3/ ! { o6& 0(KS Aaadzdy h yxysa NBOBKMSRTE bNBNEM &/ (E
team validates each transcript fauthenticity. Transcripts ar@rovided to designated school
users in WebAdMIT as a higisolution PDF. Notthat these transcripts are considered official
by AACRA(pleasereadthis statementfor additionaldetails.Additionally,NursingCAS now
accepts dranscripts from Parchment and Credential Solutions.

1 Unofficial TranscriptsApplicantscanupload a copy of their unofficial transcript(s) etitly in
the Academic History sectidhe application.Thesetranscripts areprovided to designated
school users in WeldMIT as a highesolution PDF. Note thatofficial transcript(s) ar@ot
verified.

1 No TranscriptsApplicants aranot required to haveranscripts sent directly to NursingCAS
(instead you can process transcripts directly at your institutiand will not be available in
WebAdMIT.

1 Full Coursework Entry with FULL Verificatigkpplicants will enter athe coursework they have
completed & any college or university attended in order to subihigir application NursingCAS
will verify this data for accuracy and calculate several GPAs which will be available in
WebAdMIT, including GPA by year, GPA by subject, GPA by school, nursfitggphéable,
and cumulative GPA.

1 Prerequisite Coursework Entry with LIGHT Verificatiokpplicants wilbnly enter specific
courses they have completed to match your fegjuisite course requirement3hesecourses
arel @ At oft-8yA¥ &l T& NBF Bndarg not verified. RAdditignallpnly Per
Transcript and Overall GPA® provided to you in WebAdMIT. Notkat if any data point is
missing from the transcripthen GPAs may not be available.

1 No Coursewdk Entry with LIGHT Verificatiopplicants wilhot enter any coursework da
and only Per Transcript GP&sd an Overall GP#e provided to you in WebAdMIT. Notbkat if
any data point is missing from the transcrifiten GPAs may not be available.

1 NoCoursework Entry with No VerificatiamApplicants wilhot enter any coursework data and
no GPAsre provided to you in WebAdMIT.

The following applications statuses correspond to thefioation options listed above (see below for full
descriptions of NisingCAS Application Statuses).

12


http://www4.aacrao.org/t/pdfexchange
http://www.mynursingcas.org/wp-content/uploads/2016/01/official_aacn-aacrao_statement_about_pdf_transcripts_from_nursingcas_updated_may_2015.pdf

Transcripts and Coursework

Settings

Official Transcripts + Full
Coursework

Type of GPA Provided

All GPAs (Course subject, By
Schooal, etc.)

Applicants Final WebAdMIT

Status

Verified {ull verification)

Official Transcripts +
Prerequisites Only

Light Verification (Per Transcript
and Overall GPA only)

Verified (ight verification)

Official Transcripts + No
Coursework

Light Verification (Per Transcript
and Overall GPA only)

Verified (ight verification)

UnofficialTranscripts +
Prerequisites Only

No GPAs provided

Complete(no verification)

Unofficial Transcripts + No
Coursework

No GPAs provided

Complete(no verification)

No Transcripts + No

Coursework

No GPAs provided

Complete(no verification)

* Light verification means only limited GPA calculations will show and if any data point from the

transcript is missing, GPAs may not be available.

Note: When selectingdfficial Transcripts and Full Coursework Entry with FULL Verificatisars can generate
programspecific local and prerequisite GPA calculatioreddition to the provided GPAGIick herdor more

information.

13


http://www.mynursingcas.org/users/webadmit/#calc

Exampleof GPA calculations provided with FULL verification:

*  GPA Overview

By Year By Subject By School By Local GPA By Prerequisite GPA Official WES GPAs By Transcript

Year Total Hours Total GPA Total QP
Freshman 39.00 392 . 153.0
Sophomore 44.00 3.80 v 167.0
Junior 26.00 319 ‘ 83.0
Senior 44.00 348 153.0
Graduate 0.00 0.00 ‘ 0.0
Post-Baccalaureate 0.00 0.00 0.0
Cumulative Undergraduate 153.00 363 . 556.0
Overall 153.00 363 » 556.0

* | GPA Overview

By Year By Subject By School By Local GPA By Prerequisite GPA Official WES GPAs By Transcript

Subject Total Credits Total GPA Total Quality Points
» English A 12.00 V 4.00 A 48.00
Mathematics ‘ 6.00 . 4.00 . 24.00
Natural Science 21.00 352 74.00
Other Courses 105.00 359 377.00

Social Science 9.00 367 33.00
¥  GPA Overview

By Year By Subject By School By Local GPA By Prerequisite GPA Official WES GPAs By Transcript

School GPA Credits QP
FAKE COLLEGE 337 70.00 236.00

FAKE STATE UNIVERSITY 386 83.00 320.00

Exampleof GPA calculations provided with LIGHT verification:

School ' School Type v Term Type ‘ Transcript Type ; Credit Hours | GPA ‘ Quality Points
THE FAKE STATE UNIVERSITY \ Undergraduate . Semester Official » 47.00 | 293 ‘ 138.00
COLLEGE OF WATERTOWN . Undergraduate . Semester : Official ‘ 3.00 | 4.00 . 12.00
UNIVERSITY OF BONAVENTURE ‘ Undergraduate . Semester Official . 4.00 | 1.66 ‘ 6.66

v Total Credit Hours | Cumulative GPA Total Quality Points
Cumulative Undergraduate GPA ‘ 54.00 | 290 ‘ 156.66
Cumulative Graduate GPA A 0.00 | 0.00 A 0.00

Cumulative Overall GPA \ 54.00 | 290 \ 156.66




Application Statuses

Application

Status

Definition

The applicant has selected one of

WebAdMIT Usersansee contact information

In Progress | your programs but has not yet and anyother dataentered byapplicants
submitted their application
The applicant hasubmitted their | WebAdMIT Usersanseeall applicant data

Received application to one of your however, transcripts may be missing
programs
The applicant hasubmitted their | T WebAdMIT usersansee all applicant

Complete application and all transcripfer data, including transcripts (if required)

P Colleges Attendetiave been 1 This is the final status for programs that
received and scanned require unofficial or no transcripts
. . .| 1 This is the final status f@rograms tha

The .app.llcant has Sme'tt_ed their require official transcripts anfill
application and all transcripfer coursework
Colleges Attendetiave been 1 All coursework has been verified and
received and scanned GPAdave beercalculated

Verified Additionally, @ coursework and 1 This is the final status f@rograms that
degreeshave beerverified by the require official transcripts and
operations teamand all schoel prerequsites or official transcripts and n
specific and cumulative GPAs (_:o‘L\Jrse\_/,.vorikS(oncze Ifggli\lA\]S ?,_‘“; e;t;afr%d
have beerentered by the oe u N u a

. y GSNRAFROF GA2YE

operations team
The applicant hasubmittedtheir WebAdMIT serscanonly see partial

On Hold application,but it has beerplaced | information; the gerations team uses this
on hold by operations team statusfor administrative holds
The applicant hasubmittedtheir 1 WebAdMITuserscansee ful information
application,but it has been about applicants.

Undelivered | undelivered by the operations f Undelivered applicants have an

team

opportunity to update their application tg
correct errors found duringerification.

15



Configure Evaluations (Optional)

In this section, you can ask applicants to add evaluations to their application (also known as Letters of
Reference). When applicants add an evaluation, they identify an evaluator and send them a request to complet
an electronic evaluation.

1. Clickthe Program Settingsicon
2. Click theEvaluationscheckbox on the leftthen click theEvaluationdink.
3. Add any relevant instructions in thpplicant Instructionsfield.
4. Specify the minimum number of evaluations requif@el0), as well as the maximum numbef
evaluations acceptedl{10).If you do not require evaluations, set the minimum required to 0.
5. Indicate if the minimum required must be completed for the application to be submitted for
review.If you select gs,applicationswill not become completerad will not be verified by our
staff until the minimum number of evaluatiorase received bwpplica/ 1 8 Q S @I f dzZ G 2 NAE © |
select o, applications wilbecomecompleteonceall transcripts and payments are received,
regardless of whethethe evaluations ee complete

Program Evaluations

Minimum required must be
completed for application to be
submitted for review

Minimum Required -

Maximum Accepted

16



Configure Question®ptional)

Inthis section you caradd custom questionthat are not included in the common sections of the
application or that are specific to your school or program. These questions can be either required or
optional forapplicants

Common questionxamples include

1 Have you previously applied to our progridna
1 & zhyareyouinterested in this pragssion?
1 A&Why areyouinterested inthis program?

You can also use these questions as reminders to ensure applicantgdulfilequirements. For
example:

1 a2 S NFEhhtgou piBvide your SSN. Have you entetteat in the Supporting Information
section of the applicatio €

Before adding your custom questions, review yapplicationto determine what questions you need to
add We also recommend reviewing any supplemental applications your school or progransmag
these custom questions may eliminate the need for supplerakayplicationsClick herdo view
examplesof custom questions.

Add Question Sets

Question Sets can be ustlgroup questionsogetherAy | A LISOAFAO O 41S3I2NB 6S o=
GDNJ RdzF S ' aaAadlryliakKAL vdzSaidA2yazsétouSdtt@eustdm | 2 dz Y dz
guestion functionality.

1. Clickthe ProgramSettingsicon.

2. Click theQuestibnscheckbox on the leftthen click theQuestionslink.

3. Addinstructions about the questions in thpplicant Instructiondfield. This text will appear at
the top of the page.

4. Click+ Add Question Set

5. Add header text. This appears as a title above yodzS & (1 A 2 y 0 &
GDNI R&ZEAS (I yiaKALl vdzSadAz2yasze Si
asking or provide other relevant details.

6. Add an optional description.

7. Click+ Add

17


https://mynursingcas.org/users/applicant-experience/#cust

AddQuestions

Once you create a Question Set, you can add questionsThéte are several question types you can
choose from, depending on the format in which you expect applicants to answer each question:

T

No gaMdwDdhPE

Multiple Choice Questions can be single or multiple answer.

0 Single answer questions can appear with radio buttons or-gimpn menusfor

applicants to selectApplicants can choose only one response.
o Multiple answer questions appear with checkboxes for applicants to select. Applicants
can choose one or more responses.

EssayQuestions appear with a text box where applicants can type their response. You can set
the maximum number of characters that dimants can enter. If you want the question to
appear as a short, oAine answer, set the character limit to 50 characters. If you want
applicants to enter a longer answer, set the character limit to 250 characters or more.
Either/Or: Questions appear \h radio buttons where applicants can choose from two
responsesThese are typically questions that require a Yes or No answer.
Section Text BaxA block of instructional text that you can insert to provide applicants with
additional information.This isnot an actual questioso applicants will not be able to enter any
responses. We recommend only using this opffgrou have a very specific use case.
Date: Questions appear with a text box where applicants must enter their response in date
format via acalendar picker.
Numeric Questions appear with a text box where applicants must enter a number. You can set
whether decimal points are allowed, the maximum number of characters (not including any
decimal points, if applicable), and to automatically fatmumbers over 999 with proper
commas.

Click+ Add Question

Select whether the question is required or not.

Enter aQuestion Description

Select Question Typdrom the dropdown.

Configure additional options, depending on the Question Type selected.
ClickAdd.

Add more questions and question sets as needed and Stuk

18



Configure Prerequisit€®ptional)

Inthis section, you can list the prerequisite courses, credits, and grades required for entry to your
program. Applicants will then salientify which courses they feel meet your prerequisite coursework
requirements.Additionally, a GPA will be calculated (biuti OF y QG 06S SRAGSRO ®

You can add instructions that help guide applicants through selecting their prerequisites. You can also

add descriptions for each prerequisite, explaining how you expect applicants to match the prerequisite.

This field can contain a manum of 250 characterso you may need to shorten descriptions if cutting

and pasting from another resource.

,2dz AaK2dAZ R ARSYGATe LINBNBljdzAiaAadSa oeé adzoaSOd GeLis
A2t 238¢ AyaihSIl R ntffomdiffetemt [nstitmtions tnay ndt Be failiad=RtiSyour

course numbering system.

Prerequisite course collection is optional for each program. You can add up to 50 prerequisite courses
for each program.

Clickthe ProgramSettingsicon

Clickthe Prerequisitescheckboxon the left, then click thePrerequisitedink.

Enterany custominstructionsyou want to providein the ApplicantInstructions HTMLeditor.

Click+ Prerequisite

Enterthe following detailsfor eachcourse

9 Title: Entera descriptivetitle (e.g. Ch@mistryLaldi not CHEMLOLL).

91 Description Entera descriptionthat is 250 charactersor less(e.g. Ch@mistryLabcourses
muchbe for sciencemajorsand takenwithin the last5 yearsto fulfill our requirements 0 ) .

1 Minimum Grade Entera numberfrom 0-4, including2 digits after the decimalpoint (e.g.
2.50.

1 Minimum Credits Entera numberfrom 0-4 without decimalqe.g. 3).

6. Click+ Prerequisitesto continue addingcoursesasneeded

7. ClickSave

arwbd R
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Configure Documen{©ptional)

Inthis section, you can ask applicants to upl@gbplemental documentatiorincluding

T

=A =4 =4 -4 -8 =9

Certification Personal Statement
Course Catalog Description Research/Publication
CV/Resume Shadowing/Healthcare Experience

Health Records

High School Transcript
License

Military Papers

Test Score Report
Writing Sample
Other

= =4 =4 -4 -8 -9

If you choose to requirany documentsbe sure b provide specific instruction§or exampleif you
require a form to be completedou canuse the instructions section to link to the document on your
a OK 2 2 f Qand iasButzapplicénts to download, complete, and upload the form aSther
document type.

1.
2.
3.

Clickthe ProgramSettingsicon

dick theDocumentscheckbox on the leftthen click theDocumentslink.

In the Applicant Instructiondfield, add text that prompts applicants to upload the document
type, abng with relevant instructions (note that file format and size restriction information is
automatically included in the application).

Use theRequesttoggle next to the document type in the Program Documents section to define
whether thedocumentis requested. This setting must be enabled (indicated by a green
checkmark) for applicants to sédisted on the Documents page.

Use theRequiretoggle to define whether thelocumentis required. If this setting is enabled
(indicated by a green checkmark), applits cannot submit to your program unless they upload
the document If you want this question to be optialy leave the setting disabled (indicated by

a gray Xx).

Specify the maximum number of documents that applicants can upldsidu set the document

to required, this will be the number of documents applicants mysoad to apply to your
program.If the document is not required, this will be the number of documents applicants have
the option of uploading, but can still apply without doing ¥ou cannbcollect more than 5
documents for an individual document typegardless of whether it is required or optional
ClickSave
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Preview your Programs

hyOS @2dz2aNBE R2yS 02y TA 3 dzNJeddifonad sedihhpysuzan Previelv BE > 06 NI Y
your program page will appear to applicants in the application.

1. From theProgram Detailpage, tick theHomeicon.

2. Scroll down to the Program Settings section and confirm that the sections you want to include
are enabled. Sectiortbat are not enabled will not be visible in the application.

3. Click the eye icon to preview each section.

v Program Settings

QPTION ENABLED LAST UPDATED PREVIEW
Home Page/Branding Yes 2016-01-25 ©
Questions Mo 2016-01-23

Documents Yes 2016-01-25 @

Prerequisites No 2016-01-25

& EDIT X RESET TO DRAFT » ACTIVATE

4. Carefully review each page to confirm that the formatting and requirements are correct and
make any necessary edits before submitting your progi@napproval lf you need to make any
changes, clickditat the bottom of the pagelNote thatwhen previewing, you canrdy view
how the page lookfor applicants; yowwannotinteract with any of the elements (i.e. drajpwn
menus, text fields, etc.).
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Examples of the Questions, Prerequisite®pcuments, and Referenocéaswsfor applicants:

Questions

How did you hear about our Baylor University Website
BSN program?
Print/Radio Ads
US News & World Report
Friend or Coworker

School Fair/Conference

Other

If you selected other for the question above, please specify how you heard about us. ~ Geenal

Residency Validation Questions
Residency Validation Questions

If you currently live in Texas, how long have you been living here? Provide response in the following format: 00
Months/00 Years

During the 12 months prior to the term for which you are applying, did you attend a public college or university in Texas
for a fall or spring termy

Prerequisites

You must complete your Transcript Entry in the Academic History section before you can identify prerequisites.

You must have completed a college-level Statistics course and a college-level Chemistry course, both with grade of C or better,
to be eligible for admission.

College-level Chemistry

+) Assign Course

College-level Statistics

+) Assign Course
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Documents

Please upload the following documents:

Resume or Curriculum Vitac
Include work experi j 1, leadership and professional organization activities, and scholarly activities including
publications, presentations, research, honars and awards.

Test Score Report (if required)

GRE and TOEFL scores less than five years old should be sent directly from ETS to Rush University. If your GRE or TOEFL
scores are more than five years old, you may submit a copy of the original score report by uploading the document under Test
Score Report below.

Other
Upload Nursing License and any additional documents you would like considered in your application.

The accepted file formats are MSWord (doc, .docx), Rich Text Format ( rtf), Portable Document Format (pdf), and ASCII Text
fle (&) Do nat passward pratect your Ales. The sizs limit for the file upload is SMB.

Macintosh Users: Please be sure that the approprizte extension (e.g., .doc, .docx, .pdf) is at the end of the file name you select.
IMPORTANT: Having problems uploading a PDF? With a wide variety of PDF creation software in use, it is passible that the

PDF you are trying to upload is in a format that we cannot read. Upload works best with PDF files conforming to the ‘Acrobat
5.0 (PDF 1.4)" standard

CV/Resume

+) Add Document

Other o

+) Add Document
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