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Introduction 
 
This guide is intended to assist applicants to certificate programs and graduate degree programs at the School of 
Professional Studies submit their applications online using the ApplyYourself online application system.  
 
Questions about admissions requirements for the program you are applying to can be found on our website or by 
contacting the SPS Admissions and Academic Advisement Center at 212.652.2869.  
 

1 Step One: Create a User Account 
 

1.1 Go to https://app.applyyourself.com/?id=cunysps  
  

1.2 Click the ócreate accountô button on the right side of the page: 
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1.3 Complete the óCreate and Application Accountô then click óSubmit Information on the bottom left the page. 

 

 
 

NOTE: While your username and password will be emailed to you, you should also write down 
your username and password. You will need this each time you log into your account.  
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1.4 When you click the submit button you will be taken to a confirmation page. To proceed to your application, 
click óLog in to the applicationô. This will take you back to the initial log in page.  

 

 
You are now ready to begin your application! 
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2 Step Two: Complete Application Form 
 
There are several steps to completing your application.  
 
2.1 Log in to your account using your username and password created in Step One.  

 
2.2 Click on Application for Admission in center of the page. 
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You should now be on the welcome page. Several items of note about the welcome page: 

¶ This is the óhomeô page for the application. At any point you can click on óhomeô on the top of the 
screen to be taken back to this page. 

¶ Additional application instructions can be found by clicking on the óApplication Instructionsô at the 
top of the left navigation pane. 

¶ The items in the left navigation pane will remain accessible as you navigate through the 
application sections. 
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2.3 Click on óPersonal Informationô in the left navigation pane. Complete all of the items on this page then 
click ósave & continueô.  
 

 

Items to note as you move through the application sections: 

¶ Be sure to save your work often by clicking ósaveô either on the top right or bottom right of the 
page.  

¶ As you move through the application you will be alerted if you have not completed sections that 
are required for the program you are applying to.  

 



 

ApplyYourself Applicant User Guide 
Page 8 

 

2.4 Go to the óProgram Informationô page. Complete all of the items on this page then click óSave & Continueô. 
 

 
 
 

 
 
 
 
 

 
 

 

Note: If a personal statement is required for the program you are applying to you must upload a 
document to the application by clicking on óupload documentô within the Personal Statement section 
of this page. To find out if your program requires a personal statement please visit the Admissions 
section of our website. 
 

http://sps.cuny.edu/admissions/index.html
http://sps.cuny.edu/admissions/index.html
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2.5 Go to óAcademic Informationô page. Complete all of the items on this page then click óSave & Continueô. 
 
 
 
 
 

 
 

Note: Applicants to undergraduate level programs must complete the óHigh Schoolô section of this 
page. Those applying to a graduate level program must complete the óCollege/Universityô section(s) 
for all previously attended institutions.    
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2.6 Go to óAdditional Informationô page. Complete all of the items on this page then click óSave & Continueô. 
 
 
 
 
 
 
 
 

 

 

Notes:  

¶ If your resume is required for the program you are applying to you must upload your resume as a 
document by clicking on óupload documentô in the óResume or CVô section. To find out if your 
program requires a resume please visit the Admissions section of our website. 

¶ If you are applying to the Union Semester program you must complete an additional supplemental 
form. To do so, follow the instructions in the Union Semester section.  

http://sps.cuny.edu/admissions/index.html
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3 Step Three: Identify Recommendation Providers 
 
 
 
 
 
 
 

 
3.1 Click on óRecommendationsô. Carefully read the instructions on this page. 

 
3.2 Click óRecommendation Provider Listô in center of the page. 

 

 

Note: If the program you are applying to requires recommendations you must complete the 
óRecommendationsô section of the application. To find out if your program requires a 
recommendations please visit the Admissions section of our website. 
 

IF THE PROGRAM YOU ARE APPLYING TO DOES NOT REQUIRE RECOMMENDATIONS  
SKIP TO STEP 4. 

 

http://sps.cuny.edu/admissions/index.html
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3.3 Click óaddô to enter the information for each of your recommendation providers.  
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3.4 Complete the recommendation provider form then click ósaveô on the bottom right corner of the page.  
 
 
 
 
 

 

Note: If you select ónoô to the question ñWill this provider be submitting the letter of recommendation 
onlineò you must mail him/her the paper recommendation form, which is available in the 
Downloadable Formsô link available in the left navigation pane.  
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3.5 When you click ósaveô you will be taken to the Recommendation Provider summary screen. To add the 
next recommendation provider click óaddô. Follow the same procedures as in step 3.4. 

 

 
 

3.6 Once you have added the required number of recommendation providers, you are ready to review then 
submit your application.   
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4 Step Four: Check Your Application 
 
 

4.1 Review Your Application: To review your application click on óCheck Your Applicationô in the left 
navigation pane. When you click on óCheck Your Applicationô you will be brought to one of two 
screens 
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4.1..1 If there are questions required for the program you are applying to that have not been answered, 
you will be taken to the óApplication Status: Incompleteô screen which will summarize the 
outstanding information. 

 
By clicking on an item underlined in blue you will be taken to the unanswered question in the 
application. Complete the question, click save on the bottom right or top right of the screen. 
 
You will need to repeat steps 4.1 and 4.1..1 until you have satisfied all of the application 
questions.   

 

 
 

4.1..2 If all of the questions have been answered you will be taken the screen titled ôCheck Application 
Status: Completeõ.  

 
The next step, Step Five, will be to pay the application fee.  
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5 Step Five: Pay Application Fee 
 
Before your application can be officially submitted you must pay the application fee.  

5.1 To pay the application fee, from the Check Application Status: Complete screen click óproceed to 
submissionô. 
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5.2 You will be taken to the Application Status: Ready for Submission page. Read all of the information on 
this page then click the box at the bottom indicating that you have read and understand all of the 
information then click ócontinueô. 
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5.3 This will take you to the Application Fee Payment page.  Read all of the instructions on this page.  

5.4 Select the payment method then click ópay & continueô. 
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5.5 When you click ópay & continueô you will be taken to a website where you will complete the payment 
transaction. 
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5.6 Once you have completed the required fields click submit on the bottom right of the screen. 
 

 
 
 

NOTE: WHEN YOU CLICK SUBMIT ON THE PAYMENT SCREEN IT IS NOT THE LAST STEP IN THE 
PROCESS. PROCEED TO THE NEXT STEP FOR INSTRUCTIONS ON COMPLETING THE APPLICATION 
SUBMISSION PROCESS.  
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5.7 When you click submit you will be taken back to the ApplyYourself óSignature Pageô. You must type in 
your name then click submit. 
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CONGRATULATIONS! 
YOU HAVE NOW SUCCESSFULLY SUBMITTED YOUR APPLICATION. 

 
You will receive an email confirming that your application has been received. 

 


