
 

       

 

 

 
 

 
                                     

                                   
         

  
         

 
                               

  
 

                           
 
                           

  

 

 
                                         
                                   
     

  
                                     

                                 
                                      

  
                                 

                                       
                                     

    

How to Apply to the MBA Program via the  
Cal State Apply System 

Introduction: 

This document is a step‐by‐step guide designed to assist you with the Cal State Apply application for the MBA 
program at Sacramento State. Please follow the steps within this guide to submit all of the required materials 
by the application deadline. 

Domestic applicants should apply at https://www.calstate.edu/apply/graduate. 

International students requiring an F‐1 visa to study at Sacramento State must use a separate site: 
https://www.calstate.edu/apply/international. 

We have provided screenshots for each step in the application process to assist you. 

If you have technical problems, please contact the Cal State Apply technical support at 
https://help.liaisonedu.com/Cal_State_Apply_Applicant_Help_Center/Starting_Your_Cal_State_Apply_Applica 
tion/1_Getting_Started_with_Your_Cal_State_Application/6_Cal_State_Apply_Customer_Service 

Things to Remember: 

Once you have created a Cal State Apply account, you may login again to edit your application at any time up 
until you submit your application and pay the required fee. Once your application has been submitted, it may 
not be altered. 

An email will be sent to you approximately one week after you submit your Cal State Apply application. The 
email will come from the Office of Graduate Studies (OGS) on behalf of the university and contains 
instructions on how to create a SacLink account and Sac State email address. Follow the instructions to do so. 

Email is the primary means of communication with applicants. OGS and the MBA Admissions Team will send 
important messages to you using the mail address that you list on the Cal State Apply application. It is your 
responsibility to check that email account regularly and read your messages. Be sure to notify us if your email 
address changes. 
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If your email server filters addresses, please add the following email accounts to your safe sender list: 
mba@csus.edu 
gradctr@csus.edu 
grad_admissions@csus.edu 
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The Cal State Apply Application 

Step One: Creating an Account 

1. Open your browser and go to https://www.calstate.edu/apply/graduate or to 
https://www.calstate.edu/apply/international if you are an international student. You will be taken to 
the webpage below. 

2. Scroll down until you see the following options, select a term you are applying for, and click on the one 
that says “Graduate.” 
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3. You will be taken to the following webpage 

Click on a term 
you are 
applying for 

       
 

                

 
 

                     

 

                                       

           

 

       
   

   

Click on the red “Apply for ‘X Term’” button to begin! 

4. You should now be at the login page for Cal State Apply. Please click the “Create Account” button to 
create your Cal State Apply account. 
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5. Please fill in the appropriate fields with your personal and login information 
Throughout the application, the “Save Changes” button will become clickable when you have filled out all of 
the required fields. 

VETERANS PLEASE NOTE: You may not be able to pay for and submit your application without 
uploading your DD 214 discharge documents into the Cal State Apply application. Please have these 
documents ready to upload into the Cal State Apply system. 
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6. After clicking “Continue” button, you should be taken to the following webpage: 

7. Please fill in the appropriate fields with your personal information and save changes 

8. After saving your changes, you should be taken to the following webpage: 

Click this button to get started! 

NOTE: Now that you’ve completed your profile, you may exit and enter Cal State Apply whenever you 
choose. You do NOT have to complete the entire application in one sitting. But be sure to save your 
work as you go by clicking the “Save and Continue” button whenever you see it. 
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Step Two: Completing the Cal State Apply Application 

9. You should now be at the following page. 

In the “Search for a Program or Organization” search for “Sacramento”. Scroll down and choose one of 
the four options below under the Sacramento Graduate section, which correspond to the three 
concentrations available to our students: 

Business Administration (MBA General – no concentration) 
Business Administration ‐ Analytics in Healthcare 
Business Administration ‐ Entrepreneurship and Global Business 
Business Administration ‐ Finance 

NOTE: You can change your concentration at any time during the program. If you are unsure as to 
which program to choose, select “Business Administration,” or the one you are most interested in at 
this time. 

Your selection will look similar to the example below: 

10. Click “My Application” to return to your dashboard. 
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11. You should now be at the following page. This is called your Dashboard. Clicking “My Application” in 
the upper‐left corner of the screen will always bring you back to your dashboard. 

Here, you can check the status of your application, see your progress on a current application, or 
submit a completed application. You can click on any of the four sections above to begin completing 
your application. 

12. Click on “Personal Information.” You should be at the following page 

Sections 
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Click on any of the 7 sections to start submitting information. In this example, we will go from top‐to‐
bottom, starting with “Release Statement”. Click that selection now. 

13. You should be viewing the following page 

Please read the statements and check the boxes to acknowledge them. Then, click “Save and 
Continue” at the bottom of the page. 
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14. A dialogue box will pop up indicating that your submission was saved 

This dialogue will come up every time you complete a section. 
“Go to Dashboard” – Takes you back to your dashboard. 
“Continue to next section”‐ Takes you to the next section. 

15. Please complete the fields appropriately (some fields may already be filled) 

Page 11 of 37 



       
 

                                       

             

 
 

                    

 
                              

                     

   

Once you fill out all of the fields appropriately, you should be able to click “Save and Continue” at the 
bottom of the page (in red below) 

16. Continue on to the next section titled, “Contact Information” 

Please complete the fields appropriately. When finished, click “Save and Continue” at the bottom of 
the page and continue onto the next section titled, “Citizenship/Residency Information” 
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17. Please fill out the fields appropriately 

PLEASE NOTE: 
 U.S. Citizen Status section: Please select the option that Is suitable for you 

o U.S. Citizen – You are currently a citizen of the United States 
o Permanent U.S. Citizen – You are currently living in the U.S. with a “green card”/permanent 

resident status 
o Temporary U.S. Resident – You are currently living in the U.S. on a visa other than an F1 student 

visa (for example, an H‐1B visa) 
o Non‐Resident – You are currently living in the U.S. on an F1 student visa 
o None – You are undocumented 

Please answer the visa information questions appropriately. 

Please complete the fields appropriately. When finished, click “Save and Continue” at the bottom of 
the page and continue onto the next section titled, “Race & Ethnicity” 

18. Please fill out the fields appropriately and be sure to answer the questions in this section as honestly as 
possible. This information will NOT be used in any way during the admissions process, but may be used 
for data‐processing purposes. 
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When finished, click “Save and Continue” at the bottom of the page and continue onto the next section 
titled “Other Information” 

19. Please be sure to read this section. It is required to submit a social security number if you have one. 

20. Select “Not Interested in a credential program” for your interest in obtaining a teaching or educational 
credential (our MBA program does not provide a teaching credential), 
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21. When finished, click “Save and Continue” at the bottom of the page and continue onto the next section 
titled, “Financial and Parental Information” 

22. Please fill out the fields appropriately. Please be sure to answer the questions in this section as honestly as 
possible. When finished, click “Save and Continue” at the bottom of the page 

If you don’t want to declare your income, type “$999,999” in the adjusted gross income field. 
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23. Now you can move to the next session 

24. You should now have competed the “Personal Information” section and viewing the first part of the 
“Academic History” section titled, “Colleges Attended” 

Click the “Add a College” button, which will take you to the following page: 
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Start typing the name of your university/community college in the “What college did you attend?” 
field. Names should auto‐populate. After selecting your college, add the appropriate details regarding 
your degree and the dates attended. The page should look now similar to the one below: 

Click “Save This College” after adding all required information. 
Click “Add a College” to add another college to this section. Please include all institutions you have 
attended, including any community or junior colleges, where appropriate. 
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Once finished, click on “GPA Entries” button to continue. 

25. On this page, use your transcripts to submit your GPA information for each university attended. 
You have the option to submit your overall GPA. However, since you will submit your official 
transcripts (which will contain GPA information), you are not required to submit a GPA here. 
If you still wish to submit GPA information, click “Add a GPA” 
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When you are finished, click “Save.” 
Your page should look similar to this after clicking “Save.” 

Click “Standardized Tests” to continue 
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26. The GMAT & GRE have been waived for the Spring 2022 term. Please do not submit a test score in Cal 
State Apply. Click, “I Am Not Adding Any Standardized Tests” 

You should now be viewing the following page, indicating that you did not add any standardized tests 

You have now completed the Academic History Section (indicated by the green graduation hat in the 
upper‐left corner). 
Click “My Application” to go back to your dashboard 

27. Your dashboard should now indicate that you have two sections left to complete. Please click 
“Supporting Information” to continue. 
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28. You should be viewing the following page 

Click “Experiences” to continue 

29. You should now be at the following page 

Please click “I Am Not Adding Any Experiences.” You will attach your professional resume later, where 
you can include this information. 
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30. Please do the same for the Achievements section: 
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31. Now it is time to add your supplemental documents into your application. After going back to your 
dashboard, click on the “Program Materials” section. 

Then click “Business Administration – [Concentration you selected].” 
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Now click on the “Documents” tab. 

Note that the Program Description will display differently depending on which concentration you selected. 

You should now see the instructions below, which list the required documents and the prompts for the 
statement of purpose. 

32. Scroll down to the Required Documents section and click “Add Document” under “CV/Resume” and 
upload your resume as a single PDF document using the “Choose File” button to find the document on 
your computer. 
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Repeat this process for your statement of purpose, which should also be uploaded as a single PDF. You 
may format your answers to the questions in either two separate pages, or two separate paragraphs 
numbered 1 and 2 or with the prompt written above your answer. 

*You must respond to BOTH prompts and stay within the word limits for each. Failure to do so will hurt 
your application. 
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33. After you add each document press the “Upload This Document” button in blue to attach the file. 

34. It should then look like the image below, with green check marks identifying that each document 
uploaded successfully. 
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35. A green check mark will now appear next to “Documents” representing that section is complete. 

36. Next comes the letters of recommendation. Click on the Recommendations tab. 

37. Then click the blue plus (+) next to “Request General Program with letter Upload Recommendation” to 
add your recommender’s contact information. 

38. You will then input your recommender’s personal information as well as a message to your 

recommender. Be sure to complete each field marked with a red asterisk (*). 
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39. When complete, your section should look similar to below. 
Note: You may choose to NOT waive your right to access your letter of recommendation. However, this 
is not recommended. If you wish to read your letter of rec, we suggest you waive your right to access 
within this application, but then ask your recommender for a copy of the letter. 

Make sure you click both boxes providing permission for Cal State Apply to contact your recommenders. 
If you do not, you will not be able to proceed. 
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40. You will input contact information for two recommenders. Afterwards, be sure to click “Save This 
Recommendation Request.” 

41. Your page should now look similar to below. Note that the “Status” shows as “Requested.” 
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42. Your recommender will receive an email from Cal State Apply similar to the one below. They should 
create an account and follow the instructions to upload their letter. 

43. Once your recommender has uploaded their letter, you should receive an email to the address listed on 
your account entitled “A Cal State Apply recommendation was received.” It should look similar to the 
one below: 



       
 

                                  

          
 

                               

                

 

                                       

                                

 
                                   

  
 

                                  
 

                                 

            

 

                                 

                                     

                 
 

                         

         

 

   

c

44. Once an LOR is received, the “Status” of that request should change to “Completed [Date], 2022,” as 
seen in the example below. 

Note that we will NOT receive your application or have access to your documents/materials until BOTH 
LORs have been uploaded and show as “Completed.” 

It is up to YOU to manage your LORs, so log‐in to your application regularly to check the status of 
your LORs and check your email for the confirmation email saying an LOR has been received. 

Contact your recommenders if it is getting close to the deadline and they have not yet uploaded their 
letters. 

They will continue to show as “Requested” if this is the case, as seen in yellow below. 

Click the “Edit” button and scroll down to find the button to “Resend This Recommendation Request” to 
send your recommender another email reminder. 

Click the “Delete” button to delete that recommender and add a new person as your recommender. We 
recommend you do this if it is a week before the deadline and you have not heard from your 
recommender and they have not yet uploaded their letter. 

Failure to submit both LORs by the application deadline will result in your 
application being denied as incomplete! 

c 
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45. The Program Materials section should now be complete, with green check marks next to the Documents 
and Recommendations tabs. 

46. Click “My Application” to return to your dashboard. 

c 
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Submitting the Cal State Apply Application 

47. All your sections should now be complete and show as green circles. In the menu bar near the top of 
the page, you should also now see a red “1” next to “Submit Application,” as seen below. Click “Submit 
Application” to continue. 
Please do not wait to submit your application until both LORs are received. You can still access your 
application and the LOR portion therein AFTER you click submit and pay the fee in order to check the 
progress of your LORs. 

48. When you are ready to submit your application and pay the application fee, click “Submit All” to 
continue to the payment portion of the application. 

NOTE: Students should download a copy of their application for their records. Click the blue button 
with the downward arrow to do this. 
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49. Enter your payment information on this page (valid credit or debit card only). When finished, click 
“Continue.” 

50. Review your order and payment method. If you are satisfied and ready to submit your application, click 
“Submit.” 

Congratulations! 
You have finished the Cal State Apply application! 
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Things to Remember After You’ve Applied 

If you have questions regarding your application or the decision timeline, please first refer to our website and 
the “How to Apply” section. We will also email you once your application is complete and under review. Please 
add mba@csus.edu to your safe‐senders list so that these emails are not filtered to junk/spam. 

Transcripts 

Once you have submitted your application, it is now time to request your official transcripts be sent to the 
Office of Graduate Studies or the Office of International Admissions. Please do not send transcripts before 
submitting your application, as this will cause delays in processing. 

You must submit official transcripts from ALL institutions you have attended to the Office of Graduate 
Studies (OGS) or Office of International Admissions by the deadline. This is a separate process from your Cal 
State Apply application. 

Late transcripts will not be accepted and failure to send transcripts will result in your application being denied 
as incomplete. For this reason, please do not wait until the deadline to request your transcripts! 

Transcripts sent as an electronic PDF are preferred. Please have your transcripts sent to 
gradtranscripts@csus.edu (Domestic/CA Resident Applicants) or intlinfo@csus.edu (International 
Applicants). Do not have them sent to your personal email; they must come directly from the 
school/transcript provider in order for them to be considered official. 

If sending multiple paper transcripts via mail together in one packet, please include a cover sheet with your 
full name, student ID number (if available), and the program and semester to which you are applying (e.g. 
Mary Smith, 123456789, Spring 2023). 

Mailing Address: 

Office of Graduate Studies (OGS) 
River Front Center, Room 206 
CSU, Sacramento 
6000 J Street 
Sacramento, CA 95819‐6112 
gradtranscripts@csus.edu 

Domestic applicants with foreign transcripts (i.e. you’re a CA/US resident but you completed your 
undergraduate degree in another country) must submit official copies of their transcripts, marks sheets, and 
diploma to OGS at least ONE MONTH PRIOR to the deadline (Spring: August 15; Fall: January 15) if they wish 
OGS to evaluate their transcripts. Otherwise, your transcripts must be evaluated by one of the companies 
listed here under “Outside Agency Evaluation.” Unevaluated transcripts received past the appropriate 
deadline will not be reviewed and your application will be denied as incomplete. 

International applicants may choose to have their transcripts evaluated by an outside company OR have 
International Admissions evaluate their transcripts. If you choose the latter, please work with the International 

mailto:gradtranscripts@csus.edu
mailto:intlinfo@csus.edu
mailto:gradtranscripts@csus.edu
mailto:mba@csus.edu
https://www.ctc.ca.gov/credentials/leaflets/foreign-transcript-evaluation-(cl-635)


       
 

                               
              

 

 

                         

                              
 

                               

                                   

                                 

               

 

                               

                                         

     

 

                         

 

 

                               

                                       

                       

                         

                               

     

 

 
                                   

                                 

                                     

                               

   

 

 

                           

      

                         

                         

                               

                                

 

Admissions staff to submit your transcripts and other required information in a timely manner before the 
deadline. They can be contacted at intlinfo@csus.edu. 

Applications Missing LORs and/or Transcripts 

REMEMBER, APPLICATIONS MISSING LETTERS OF RECOMMENDATION WILL NOT BE REVIEWED AND WILL BE 
DENIED AS INCOMPLETE. IT IS UP TO THE APPLICANT TO MONITOR THEIR LOR REQUESTS ACCORDINGLY. 

We will not review your application until BOTH letters of recommendation are received. So even though 
you’ve clicked submit on your Cal State Apply application, it does NOT mean you have submitted a complete 
application to the program. That will only happen once both LORs show as “Completed [Date], 2022” under 
the Recommendations tab in the Program Materials section. 

Continue to check your application until both LORs are received and contact your recommenders and/or edit 
your request if you need to add a new recommender before the deadline. We will not check the status of your 
LORs for you! 

SIMILARLY, APPLICATIONS MISSING TRANSCRIPTS WILL NOT BE REVIEWED AND WILL BE DENIED AS 
INCOMPETE. 

Failure to submit official transcripts from all universities attended and that include confirmation of conferral of 
a degree will not be reviewed and will be denied as incomplete. Be sure to submit your official transcripts or 
degree evaluation to the Office of Graduate Studies (OGS) (gradtranscripts@csus.edu) or International 
Admissions (intlinfo@csus.edu) BEFORE the September 15 deadline. Include your full name, program name, 
application cycle, and 9 digit Student ID number on all correspondence (e.g. Anne Shirley, MBA Program, 
Spring 2023, 246123890). 

MBA Interview 

If after initial review of your completed application you are determined to be a competitive applicant, you will 
be requested to complete an interview. Interviews will be conducted via Zoom with a College of Business 
faculty member and will be used to further assess the strength of your application and to make a final 
admission decision. Not all applicants will be selected for interview and selection for interview does not 
guarantee admission. 

Admission Decision Timeline 

The application period ends and then the MBA Admissions Office begins reviewing applications and 
interviewing competitive applicants. 

• Spring term – interviews usually begin in October and run through early December. 
• Fall term – interviews usually begin in March and run through early May. 

If selected for an interview, you should receive your admission decision within 2 weeks. All admission 
decisions are usually rendered by December for the spring term and May for the fall term. 
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Do not email the MBA Admissions Team to request an update on your application! We will notify you as soon 
as your application is considered complete, you have been selected for an interview, and/or a decision has 
been made. 

We hope you found these instructions helpful and we look forward to reviewing your 
application! 

The MBA Admissions Team 
mba@csus.edu 
Tahoe Hall – 1020 
(916) 278‐3354 
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