
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

How to Apply 
MBA, Online iMBA, MSF, MSBA, MSA 

 
 
 

CSU Sacramento College of Business 
mba@csus.edu (MBA & Online iMBA) 
cobgraduateadmissions@csus.edu (MSF, MSBA, MSA) 

 
 

mailto:mba@csus.edu
mailto:cobgraduateadmissions@csus.edu


1 
 

Table of Contents 
Introduction ................................................................................................................................. 2 

Things to Remember .................................................................................................................... 2 

Transcripts ................................................................................................................................... 2 

Creating Your Cal State Apply Account .......................................................................................... 4 

Selecting Your Program ................................................................................................................ 7 

Understanding Your Dashboard .................................................................................................... 9 

Completing Each Quadrant ......................................................................................................... 10 

How To Get Started ...................................................................................................................... 10 

Academic History ........................................................................................................................ 12 

Standardized Tests ....................................................................................................................... 13 

GPA Entries ................................................................................................................................. 13 

Supporting Information .............................................................................................................. 15 

Program Materials ...................................................................................................................... 16 

Documents ................................................................................................................................. 16 

Recommendations ...................................................................................................................... 18 

Submitting the Cal State Apply Application ................................................................................. 22 

Things to Remember After You Applied ........................................................................................ 24 

 

  



2 
 

Introduction 
This document is a step-by-step guide designed to assist you with the Cal State Apply application for the 
MBA, Online iMBA, MSF, MSBA, and MSA programs 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://www2.calstate.edu/apply.  
• International students requiring an F-1 visa to study at Sacramento State must use a separate site: 

https://www2.calstate.edu/apply/international 

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_A
pplication/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 log in 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 College of Business (COB) 
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.  

 

Transcripts 
Unofficial transcript(s) from ALL institutions need to be uploaded to your application. If you are 
admitted, then official transcripts from ALL institutions are to be sent to the Office of Graduate 
Studies (OGS). This is a separate process from your Cal State Apply application. 

Domestic applicants with foreign transcripts must submit official copies of their transcripts, marks 
sheets, and diploma to OGS at least ONE MONTH PRIOR to the deadline if they wish OGS to evaluate 
their transcripts. Otherwise, they must have them evaluated by one of the companies listed here under 
“Outside Agency Evaluation.” 

https://www2.calstate.edu/apply
https://www2.calstate.edu/apply/international
https://www2.calstate.edu/apply/international
https://help.liaisonedu.com/Cal_State_Apply_Applicant_Help_Center/Starting_Your_Cal_State_Apply_Application/1_Getting_Started_with_Your_Cal_State_Application/6_Cal_State_Apply_Customer_Service
https://help.liaisonedu.com/Cal_State_Apply_Applicant_Help_Center/Starting_Your_Cal_State_Apply_Application/1_Getting_Started_with_Your_Cal_State_Application/6_Cal_State_Apply_Customer_Service
https://www.csus.edu/graduate-studies/future-students/applicants-with-foreign-documents.html
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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 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.  

 

  

mailto:intlinfo@csus.edu
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Creating Your Cal State Apply Account 
1. Open your browser and go to https://www.calstate.edu/apply/graduate or to 

https://www.calstate.edu/apply/international. 

 

2. Scroll down until you see the option to select your term. Once you have selected your term click on 
“Apply.” 

 

3. You should now be on the login page for Cal State Apply.  Please click the “Create Account” button to 
create your Cal State Apply account 

https://www.calstate.edu/apply/graduate
https://www.calstate.edu/apply/international
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4. 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 the required fields. 
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5. After clicking “Continue” button, you should be taken to the “Complete Your Profile” page. Fill in the 
appropriate fields with your personal information and save changes 

a. VETERANS PLEASE NOTE: You may not be able to pay for and submit your application without 
uploading your DD 214 discharged documents into the Cal State Apply application.  Please 
have these documents ready to be uploaded into the Cal State Apply system. 

 

 
6. After saving your changes, you will be taken to the following page to start your application. 

a. 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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Selecting Your Program 
1. In the top navigation bar select Add Program. 

a. Click the blue “Filter” button 
b. Select the campus drop down and check “Sacramento State.” This will filter your selections 

to only Sacramento State degree offerings. 

 

2. You should now be able to scroll down and choose your degree option. (Another way to search for 
degree programs is type into the search bar: “Sacramento” for the MBA program or “Sacramento 
Extension” for the Online iMBA, MSF, MSBA) 

a. MBA (only) 
i. Under the Sacramento Graduate section, one of the MBA concentrations available. 

Once you find your program, select the blue “+” and it will then turn into a green 
check mark: 

1. Business Administration (MBA General) 
2. Business Administration - Entrepreneurship and Global Business 
3. Business Administration – Finance 
4. NOTE: You can change your selection 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.  

b. Online iMBA, MSF, MSBA, or MSA (only) 
i. Under Sacramento Extension select the below for the Online iMBA, MSF, MSBA, 

or MSA program: 
1. Business Administration (International) – Online (iMBA) 
2. Business Analytics (MSBA) 
3. Finance (MSF) 
4. Business Accounting (MSA) 
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3. Click on “My Application to return to your dashboard. 
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Understanding Your Dashboard 
This is called your Dashboard where you will be able to access all aspects of your application. To get back 
to this location click the “My Application” tab in the upper left corner of the screen. 

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 to begin completing your application.  

 

 

 

  

Green bar shows how much has been 
completed in this section. Solid green 
indicates this section has been 
completed. 
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Completing Each Quadrant 

How To Get Started 
To start you will select one of the four quadrants 

• Personal Information 
• Academic History 
• Supporting Information 
• Program Materials 

Once you click on a quadrant, you will see a list of sections. When each section is complete, a 
checkmark will appear, notifying you that the section has been completed. 
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Once you enter a section, you can navigate through all sections within a quadrant using the left-hand side 
navigation bar. It will also display white checkmarks for completed sections. 

 

After you have filled in each section and completed all requires question indicated by a red “*” click 
“Save and Continue” at the bottom. It will then redirect you to the next section in the quadrant. 

 

A dialogue box will pop up indicating that your submission was saved. 

• “Go to Dashboard” – Takes you back to your dashboard. 
• “Continue to next section”- Takes you to the next section. 
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Academic History 
In this quadrant, you will upload your unofficial transcript, exams, and GPA information. 

1. Colleges Attended: Here you will add all the institution(s) you have attended. To get started click 
on the “Add a College or University” button. 

 

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 you attended. The page should now look similar to the one below: 

 

NOTE: If your degree is still in progress select “Degree in Progress” and enter your expected graduation 
dates. Continue filling out the rest of this section. When finished select the “Safe” button. To add another 
college, select “Add a College.” 
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Standardized Tests 
NOTE: GMAT or GRE are NOT required for our programs. You can simply select the “I Am Not Adding Any 
Standardized Tests” button and continue. However, if you have taken any of these two exams, you are 
more than welcome to add your results. 

 

GPA Entries 
On this page, use your transcripts to submit your GPA information for each university attended. You have 
the option to submit your overall GPA. 

 

If you do not have a GPA to add select “I don’t have a GPA to add.” 
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Select “Undergraduate” for University and Community College 

Select “Graduate” for master level degree or PhD/EdD 

Select “Other” for certificates 

Enter your total credits hours, GPA, and select “Save.” 

 

Once you are done adding all GPA select “Save and Exit” in the top right-hand corner to continue to the 
next quadrant. 
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Supporting Information 
You will be submitting your professional resume in the Program Material section, so you are not required 
to fill in anything in this section. Simply Select “I Am Not Adding Any Experience” and continue to the next 
quadrant. 
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Program Materials 
Now it is time to add your supplemental documents into your application. Then click “Program Name – 
[Concentration you selected if any].” 

 

You will need to complete all materials in the top three tabs (Questions, Documents, and 
Recommendations). You will always default to “Home” when entering program materials. Here you will 
see your program overview, admission requirements, and more. 

Documents 
Here you will upload all required documents such as your resume, statement of purpose, and unofficial 
transcripts. 

Let’s Upload a Document 

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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Once complete you will see a green bar with a checkmark indication that section has been completed. 

 

 

Repeat this process for all required sections, which should also be uploaded as a single PDF.  
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Recommendations 
Next comes the letters of recommendation (LOR). Click on the Recommendations tab.  

Select the blue arrow and click on “Request New Recommendations” 

 

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 (*). 

 

I would recommend a minimum 
two-week due date. 

Strongly recommend that you add a 
personal note to your recommenders. 
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Note: You may choose to NOT waive your right to access your LOR. However, this is not recommended. If 
you wish to read your LOR, 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.  

 

 

 

You will input contact information for two recommenders. Afterwards, be sure to click “Save This 
Recommendation Request.” 
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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. 

 

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: 
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Once an LOR is received, the Status of that request should change to “Completed [Date], 2021.” It will 
continue to say “Requested” if your LOR has not been received.  

You can resent your request as a reminder by clicking 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.  
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Submitting the Cal State Apply Application 
All your sections should now be complete and show as green circles.  In the menu bar near the top of the 
page select “Submit Application” and click to to continue. 

 

When you are ready to submit your application and pay the application fee, click “Submit” to continue to 
the payment portion of the application.  
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Enter your payment information on this page (valid credit or debit card only).  When finished, click 
“Continue.” 

 

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 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 with further instructions once your 
application is under review. 

 
• We will not review your application until BOTH letters of recommendation are received. So even 

though you’ve clicked submit and paid your application fee 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],” 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! 

 
• If admitted 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). Include your full name, program name, and 9-digit Student ID number on all 
correspondence (e.g. Anne Shirley, MBA Program, Spring 2022, 246123890). 

 
• Please reframe from email the Admissions Team requesting an update on your application. We will 

notify you as soon as you have been selected and/or a decision has been made. We process a high 
level of application, and it can take time for us to respond. 

 
 

Please save the admissions contact information below for each program: 

• MBA & Online iMBA 
o mba@csus.edu 
o 916-278-4501 

• MSBA, MSF, and MSA 
o cobgraduateadmissions@csus.edu 
o 916-278-5767 

  

mailto:gradtranscripts@csus.edu
mailto:intlinfo@csus.edu
mailto:mba@csus.edu
mailto:cobgraduateadmissions@csus.edu
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