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GEAR UP Grads - College Application Entry Instructions 

1. Login to the WSAC Portal.
2. Choose the GEAR UP Program from your program choices. 
3. Note that ‘Students’ is one GEAR UP Portal choices which include ‘Activities’, ‘Activity Reports’, ‘Master Calendar’, ‘Professional Development’, and now ‘Students’. 
4. Click on the ‘Students’ link.
5. [bookmark: _GoBack]From here you can search for your GEAR UP students either by SSID, First Name, or Last Name. (You will need to type the student’s full first or last name out. Unlike adding the student to an activity, it will not self-populate). You can also search without filtering, which will give you all your students enrolled in your school.
6. Click on the student’s, linked SSID number.
7. This will take you to the individual student’s record. 
8. Across the top, you will see three tabs, ‘Activities,’ ‘College Apps’, and ‘Notes’. 
9. Below that are two tabs, ‘Student Activities’ and ‘Parent/Family Activities’.
10. Click on the ‘College Apps’ tab. 
11. Click on the ‘+ Add Application’ button.
12. Much like adding a College Visit Activity, you will add the college the student has applied to by starting to type the name of the college in the ‘College’ drop-down box and then the date. Later, if the student is accepted to that college, you will put a check mark in the ‘Accepted by College’ box.
13. Click on the ‘Save’ button at the bottom right hand corner of the ‘College Application’ box. 
14.  The college the student applied to will now show up on the student’s ‘College Apps’ tab. 
15.  From here, you can add multiple applications.
16.  In addition, when you click back on the ‘Activities’ tab you will have the option of viewing the students individual participation in activities and add follow-up notes in the ‘Note’ tab .
17.  Using the ‘Activity Reports’ link, you a “Students with Completed College Apps’ report.  
18. Entering College Apps for Running Start Students – Running Start students who opt to continue in the same institution may not be required to submit a college application. However, you are still required to enter the data in the College Application section of the portal. At the point this decision is made, enter the college application for that student as if they submitted and were accepted on that day.
Washington State GEAR UP Program		November 9, 2016

image1.jpg
WASHINGTON STATE




