
How to complete an online application 
for the Sport and Recreation 

Management Graduate Certificate 



First, you will need to 
create an account. 
Complete this page 
and click ‘proceed’ 

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. 



Now you will need to 
search for your 

program.  Click on 
Kinesiology, Sport & 
Recreation, and Part 

Time. Then click ‘Search 
Now’ 



A screen will appear 
with a list of search 

results. Click on 
Graduate Certificate 
in Kinesiology, Sport, 
& Recreation, Sport 

and Recreation 
Management – Part 

Time. 



The next screen will ask 
you to confirm the 
program you have 

chosen & the semester 
you wish to start in. 

Click ‘Apply’ 



You have 21 days to complete 
your application before you will 
have to start again. You can save 
your application to complete at 
a later date within the next 21 

days. 

Click ‘OK’ 
and then 
‘Apply’ 



Now you will 
begin to fill out 
your personal 
information. 

*Are required 
fields. 



At the end of 
each session, 

be sure to click 
‘save’ then 

‘next’. 



Complete your 
primary 

language and 
level of 

understanding. 



At the 
bottom, don’t 
forget to click 

‘save’ and 
‘next’. 



In this section, 
you will declare 
all of your post-

secondary 
records to date 

(even 
incomplete). 



You can search for 
your institution or 

click ‘Add 
Institution’ if it’s 
not listed. Then 
click ‘save’ and 

‘next’ 



This section is for your 
references. You will see 
there are 3 references 
required, however this 

program only requires one. 
In order to advance, feel 
free to enter Jill Cameron 
(as seen on slide), as your 
two remaining references.  

This contact 
information is 

correct and can 
be used as 

well. 



After completing all 
three references 

(with two being the 
same), click ‘save’ 

and ‘next’ 



If you have 
received any 

scholarships or 
awards external to 

the U of A, click 
yes. Otherwise, 

click no 



This program does 
NOT require a 

supervisor so simply 
click ‘save’ and ‘next’  



This is where you 
will upload copies 

of all of your 
transcripts. 



If you attended multiple 
post-secondary 

institutions, you will 
need to upload multiple 

transcripts. Click on 
‘select file’ to upload 

each one. 



You will also be 
required to upload a 
current copy of your 
CV or resume as well 
as a letter of intent.  

Always 
remember to 

click ‘save’ and 
then ‘next’ 

when 
advancing 

screens 



This is NOT 
applicable to 

Graduate 
Certificates so 

simply click ‘save’ 
and ‘next’ 



If you see this page when 
you try to click submit, it’s 

likely because you are 
missing some documents. 

That is OKAY. This is why they 
give you 21 days to complete 

the application. Click 
‘continue’ then ‘save’ and  

‘next’ to advance 



The final step is your 
declaration. This states 
that everything you’ve 
entered is true. Be sure 
to click *agree* before 

clicking ‘save’ and finally 
‘submit’ 

And that’s it! 
Good luck, we 

look forward to 
reviewing your 
applications. 
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