http://www.umsl.edu/admissions/applications.html
Read First
This handbook is designed to assist new students in successfully completing the
UMSL Graduate application. It is important for student to read these instructions
before beginning the application, because it has been modified for TFA students.
General Instructions
It will take about 10 minutes to complete the application. For the most part
the application is intuitive. The application is divided into the below components:
Personal Background
Residency
Additional Information
Academic History
Statement of Purpose
Area of Interest
Test Scores
Signature
Review
Submit
After going to the above URL scroll
down the webpage and find the
application link.
Click on:
Application For Graduate Students
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Go
To

Students are
required to create
a new account.
Click on
Create an account
Under
First-time users.

After clicking on the above
link applicants will be
asked to provide a name
and email address. The
purpose of this step is to
avoid Internet robots from
abusing and spamming the
web application website.
Insert the required
information in the text
boxes.
Then click on Continue.
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After completing the previous
applicants will receive an email that
contains an activation code. The
email will be sent to the previously
provided address.
Applicants will then click on the
Activate Account link in the email,
and use the PIN also provided in the
same email.

Sample temporary PIN
After clicking on Activate Account
A Login screen will appear.
Applicants will be required to enter
the temporary PIN. Then click on
Login

TedStewart@stewart.com

Sample name
and related
information.

After clicking on Login link the
applicant will be required to create
a new password.
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After completing the previous steps to acquire login information applicants will prompted to
Start New Application (above).

Make sure you indicate 2018-19 for the
beginning term.

Applicants must indicate Graduate Application.
Note: A master’s degree is not required for
teacher certification, but the courses
that are required for certification are
only offered at the graduate level.
The Missouri Department of Education
requires universities to offer alternative
certification programs at the
graduate level.

The Following Application Pages Not Illustrated
The following application pages are not illustrated, because the information is intuitive.
• Personal background information
Including: name, address, phone number, and email address
• Citizenship information, and SSN
• Race/Ethnicity
• State residency (Note: TFA students DO NOT pay out-of-state tuition rates.
• Non-citizens are asked to upload a Residency Card.
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List previously attended universities and colleges.

After the applicant
completes the
previous pages
related to personal
information,
citizenship, SSN,
Race/Ethnicity, and
state residency the
applicant is asked to
provide information
about all previously
attended colleges/
universities.
Note: If the applicant
transferred courses
from a college and
these courses were
accepted and
indicated on the
subsequent
university transcripts
then it will not be
necessary to list that
originating college/
university.
Example completed
Institution page.

Indicate degree

Upload a copy of your
transcripts. This is helpful,
but not required.
See and read the next page
About Transcripts

Don’t forget to click Save

Page 5

About Transcripts
Transcripts are a vital component of the UMSL admission
process. The University requires all applicants to provide an
official copy of their transcripts from all previously attended
colleges/universities. In order to be fully admitted official
transcripts must be on file for each student, and from each
college/university previously attended.

transcript. Unofficial transcripts can be uploaded during the
application process (see page 5). Provisionally accepted means
students may attend the fall term. In order to continue in the
program students must provide official transcripts from each
previously attended institutions. In almost every case TFA
students are able to provide official transcripts in August.

What are Official Transcripts?
In order for UMSL to consider a transcript to be official it must
meet two criteria:
• The transcript must originate from the institution via
US Mail. Not from the student, TFA, or Dr. Stephens.
• The transcript must indicate a degree conferral.
Any transcript that does not meet the two above criteria is
considered an unofficial transcript.

Provisional Certification
If you are placed in a K -12 school your principal will require
you to have a 2-year provisional teaching certificate as soon as
possible. In order for a school to receive state aid, and to
maintain accreditation all teachers must have a teaching
certificate. Therefore, acquiring a provisional certificate is an
important procedure that must be completed as soon as
practical. One component of the provisional application
process involves an official transcript. Official transcripts for
the Missouri Department of Education must also meet the
same two criteria as previously indicated. Amelia will provide
guidance for the provisional application process which
includes university approval.

Provisional Admission
Each university is different, but it is not uncommon for
universities to take past August to confer degrees on
transcripts.
TFA Applicants
TFA candidates provide copies of their transcripts to Amelia
sometimes before May. Typically, these transcripts do not
have a degree posted. The university has agreed to allow TFA
candidates to be provisionally accepted through an unofficial

Getting two copies of official transcripts as early as
possible are important initial step for all TFA
students.

Teach For America

Click

TFA applicants are not required to provide a written
Statement of Purpose or upload a related file.
TFA applicants must write TFA in the above area.
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Click

This is a very important part of the application.
Indicate No.

Make sure to indicate Fall 2018.

The assumption is No.
Indicate Blended even though the courses are online.
Indicate Yes even though you do not wish to pursue a master’s degree.
There is no obligation.
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Very Important: Carefully follow these instructions
The screen will indicate your program of study. TFA should only indicate on of the below.

TFA applicants must pick one of the
below three programs. Notice the
MED.

Secondary is for high
school (9 - 12), or middle
school (5 - 9) applicants.
Select if high school
Select if middle school
Note: Secondary can be
high school or middle
school.

Elementary is for
Elementary (1 -6), or
Early Childhood (B - 3).
Select if Elementary

List of all possible
UMSL programs.

Special Education MED
The emphasis is Cross Categorical

Select if Early Childhood

Note: It is not uncommon for students to change their application because of a change
in their placement. If you do not know your placement use your best judgment.
If necessary it will be possible to change your application at a later date.
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This section has been Modified for TFA applicants. Disregard and just click on Continue.

Type your name and click Confirm.

IMPORTANT: Don’t forget to submit
your application. Click on
Submit Application.

This section has been Modified for TFA applicants. Disregard uploading a statement of
purpose and just click on Submit Application.
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There is a $50.00 application fee. TFA applicants are exempt. Do not provide your credit
card number, and do not pay for the application. TFA students will not be billed.

You have now completed the UMSL application
process. The last step is to send an email to
Dr. Stephens and let him know that you have completed the process.
This is a vital step because Dr. Stephens must monitor the process,
and help resolve any problems of questions. After the application
has been submitted the application will be processed within 3-days.
Dr. Stephens will contact you after your application is posted on the
University application server.
Dr. Stephens contacts: stephenstom@umsl.edu
or 314-713-6922
Page 10

