
How to complete an online application for the 
Faculty of Kinesiology, Sport, and Recreation’s 

(KSR) Graduate Certificate Program.



First you will need to create an 
account, if you have not done 
so previously.



Be sure to record the email 
address used and your 
password, you will need this to 
login later if you don’t complete 
the application now.



Once your account has been 
created, you may begin an 
application to your program of 
choice.



Select Open Application to 
begin the application process.



Ensure to complete all required 
information (Denoted with an 
asterisks (*).)



Click “Add School” to add your 
post-secondary academic 
record.

Ensure ALL post-secondary 
education is included. 
(this includes: Single courses, 
degrees that were not completed, 
and courses transferred from 
other institutions.)

Unofficial and official Transcripts 
are accepted. Transcripts’ print 
dates must be within one year of 
the start of the program you are 
applying for. 



Once your Personal Information 
and Academic History sections 
are completed, you may now 
select your program you want to 
apply to.



When selecting your program, 
please ensure to double check 
you have selected the correct 
area of study and starting term.
Click “submit” continue.



From here you can double check 
you have selected the correct 
program/area of study. You can 
also change your program before 
continuing.



KSR Graduate Certificate 
programs require a total of one 
reference (preferably professional).
Select “Add Reference” to register 
a reference.



Ensure that all necessary 
reference contact information 
is correct. (Denoted by an 
asterisk (*).)



To change your reference’s 
information or status, simply click 
on the reference’s name.

Click on Continue to move to the 
next section.



If you have received any 
scholarships or awards external to 
the U of A, click yes. Otherwise, 
click no.



The declaration step states that 
everything you have entered is true. 
Be sure to click “Yes, I agree”.



For your signature, ensure that your 
type your full legal name.



In this review section, any section missing 
required information will be noted along with the 
needed information.
Click on the section (ex. Personal information) 
to be taken to the missing field.

You may also save your progress here manually 
as well. Progress is automatically saved when 
moving to a new section.



When all required fields are correctly filled, the 
review section will appear like this.

From here you may either “Save for later”, or 
“Submit application + Payment”. 

If “Submit Application + Pay” is selected, you 
will be taken directly to the payment section.

Once you have submitted your application, you 
cannot go back and change any information.



When you have selected “Submit Application + 
pay” you will receive this email in your 
registered email account (the email you used to 
create an account) verifying that you have 
submitted your application. 

Payment will still be required.



In this section, you will submit 
payment.

Please note that this payment is 
non-refundable. 



After your application has been submitted and 
payment has been received, you may log onto 
your account as a “Returning User” to check your 
application status, and upload additional 
documents like your resume/CV and letter of 
intent. 



And that’s it! Good luck, we look forward 
to reviewing your applications.

If you experience any issues or have 
questions, please do not hesitate to contact us 
at KSRCertificates@ualberta.ca,
We are here to help!


