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Graduate Applicants



Process for requesting Letters of Recommendations

ÅApplicants will be able to make online Letter of Recommendation (LoR) requests 
via the Graduate Supplemental Upload website using their SacLink(SacState) 
login credentialsΦ  LŦ ȅƻǳ ƘŀǾŜƴΩǘ ŎǊŜŀǘŜŘ ȅƻǳǊ SacLinkAccount, please visit 
https://www.saclink.csus.eduin order to do so as applicants are required to have 
an active SacLinkaccount.

ÅApplicants must enter the name and e-mail address of the recipient (person 
whom they are requesting complete the LoR) into the online request website.

ÅApplicants have the ability to upload files that the recipient can view/fill out.
CƻǊ ŜȄŀƳǇƭŜΥ LŦ ŀƴ ŀǇǇƭƛŎŀƴǘΩǎ ǇǊƻƎǊŀƳ Ƙŀǎ ŀ ǎǇŜŎƛŦƛŎ LoRform, or other 
requirements relating to LoRs, applicants shouldattach this information to 
the online request so the recipient can see them.

https://www.saclink.csus.edu/


Process for requesting Letters of Recommendations

ÅFor each request, applicants are required to choose whether or not they waive 
their right to examine the LoRcreated by the recipient. They also have the 
option to include personal messages with their LoRrequests.

Å!ǇǇƭƛŎŀƴǘǎ ŀǊŜ ǊŜǉǳƛǊŜŘ ǘƻ ǎŜƭŜŎǘ ŀ ά5ǳŜ 5ŀǘŜέ ŦƻǊ ŜŀŎƘ LoRrequest.

ÅApplicants can make multiple LoRrequests using this system.

ÅThe online LoRrequest process notifies recipients via e-mail.

ÅApplicants may have to resubmit a LoRrequest if the recipient is unable to 
complete it by the due date they selected.



Graduate Supplemental Upload Website

ÅGraduate Applicants can request Letters of Recommendation requests via the Supplemental 
Upload Submission website. (https://gradsup.webapps.csus.edu/ )

https://gradsup.webapps.csus.edu/


Graduate Supplemental Upload Website

ÅLogin with your SacLinkcredentials



Graduate Supplemental Upload Website

Å The status of any prior LoR
requests will be displayed here.



Graduate Supplemental Upload Website

Å To begin, click on this link.



Online LoR Request Website

Click this link to continue.

Å The status of any prior LoRrequests 
will also be displayed here.



Online LoR Request Website

Identify the name and e-mail address of the 
person you are requesting a LoRfrom.

Å Include a message to the recipient.



Online LoR Request Website

Select a due date for this LoR.

Å Select whether or not applicants 
waive their rights to examine this 
specific LoR.



Online LoR Request Website

Select and upload items/information for the 
recipient.  If your program requires LoRsto 
be completed on a specific form, you would 
attach that here.

Å Select whether or not applicants 
waive their rights to examine this 
specific LoR.

NOTE:  You may have to re-select this 
if the webpage refreshes.

Do not worry if the process indicator does 
not immediately change after an item has 
been uploaded.



Online LoR Request Website

Once every field has been filled, 
ŎƭƛŎƪ ǘƘŜ ά{ŜƴŘ wŜǉǳŜǎǘέ ōǳǘǘƻƴΦ

NOTE:  You may have to re-select this 
option as a page refresh may have 
cleared your selection.



Online LoR Request Website

The page will reload with this 
message.  Once you see it, your 
LoRrequest is complete.

NOTE:  Below will show the current 
status of your LoRrequests.  You have 
the ability to cancel pending/incomplete 
LoRrequests.


