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Step 1: Set up an account 
1. Create an account at https://applytulsa.utulsa.edu/apply/ 

 
 

2. Register with the student’s email address, their name and date of birth. 

 
3. An automated email is sent to the specified email address with a pin number to activate account.  

4. Follow the steps to activate account and create a password. 

 
  

https://applytulsa.utulsa.edu/apply/
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Step 2: Complete the application form 
1. Once the account has been created, click “Start New Application”. 

 
2. Then click “Create Application” 

 
 
 

3. Once application has been created, click “Open Application” to access the form. 
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4. Student Type section: The University of Tulsa only accepts Kaplan applications from students who have not 
taken any university-level credits previously, therefore choose “I am applying to college for the first time”. 

 
5. Personal Information section: fill in all fields if possible and click Continue. 

 
6. Educational Plans section: choose the intake under Entry Term, then select choice of major and minor if 

known. If the student hasn’t made a final decision, you could tick “I am undecided about a major”. 
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7. Academic History section: click “Add Institution” to input details of school(s) attended by your applicant.  

 
a) Find the school in the drop-down list or type the name of the school in the provided field “Institution”. 
b) Choose “High School” in the Level of Study drop-down list.  
c) If the GPA and/or Class Rank are stated on the Academic Transcript, please input them into the relevant 
fields; otherwise, leave the fields blank. 
d) If the language of education at the student’s school was English, tick the Language box.  
e) Click “Save” to add the institution to the student’s account.  
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8. Test Scores section: tick appropriate box if your applicant has taken the SAT or ACT standardized tests.  

 

9. Extracurricular Activities section: list applicant’s extracurricular activities, including community 
organizations, volunteer service, work, church, and hobbies by clicking “Add Activity”. 

 
10. Family Information section: fill in the fields to the best of your knowledge. 
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a) At the end of the section, tick Yes in answer to “Did a friend, relative, educator or acquaintance 
recommend The University of Tulsa to you?” 

b) Write the name of your agency in the “Full name” box 
c) Put “agent” in the “Relationship to Student” field.  
d) For “Which of the following best describes this person?” choose “None of the above”  

 
11. Additional Information section: Fill in the fields accordingly.  

a) Choose email for the preferred method of communication, in order to receive all the information to the 
student’s email.  

b) For text messages, please choose “No” because sometimes messages may not be delivered to 
international numbers and students could miss some important information.  

c) The University provides all new students with t-shirts. Please select the student’s size if they wish to have 
a t-shirt (not compulsory).  
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12. International Student Information section: you must complete this section with the exact information.  
a) at the end of the section, answer “How did you find the University of Tulsa?” by choosing “Educational 
Consultant/Agent” 
b) Then tick “Kaplan” in order to be able to claim your commission later.  
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13. Essay section with 3 writing tasks: Essay, Inspirational quote and Why the student has chosen the University 
of Tulsa question. Ask your applicant to do the 3 tasks, then input their work into the section accordingly.  

 
 

14. Required Disclosure section: contains important legal questions which must be answered by all students. 
The University will not be able to process the application if this section is incomplete. 

 
 

15. Signature section: to finish the form, enter student’s full name in the signature field and click “Confirm”. 
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Step 3: Upload supporting documents 
1. Upload Materials section: once the form is submitted, you will be redirected to the Application Checklist 

page. Look toward the end for the Upload Materials section, and please upload all your student’s documents 
choosing the correct tag for each of them from the drop-down list. Most are self-explanatory, but there are few 
specific ones to note:  

• “Unofficial High School Transcript” for high school academic transcripts and certificates  
• “Unofficial College Transcript” for university academic transcripts and certificates 
• “Confirmation of Financial Recourses” for Confirmation of Financial Recourses form and bank statement  
• “Signature form” for Application and Authorization Form 
• “Gap Statement” for any explanation of a study gap  

 
 

2. Application checklist section 
a) You will see “Application Fee” on the list. Please ignore it: this fee is waived for all Kaplan students. 
Application Fee status will change to “Waived” after a few days.  

b) After you upload documents, the status of some of them will remain as “Awaiting” -    
Please don’t be alarmed: the status will change to “Received” as soon as the University Admissions see the 
documents. Normally it takes a couple of days.  

 

3. Once the application is complete, you will see the message shown below. It takes 5 to 10 days for a decision.  
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Step 4: Review decision  
1. When the decision is made, your student will receive an email about a status change of their application. 

 
2. Log into the student’s University of Tulsa account and “Click here to view your admission decision”. Note that 

the student has been issued an ID Number that will be used in further correspondence. 

 
3. If student is accepted, you will be redirected to the offer letter. You can download it by clicking Download PDF 

in the top right corner. Carefully read the letter and follow the further instructions. 
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4. If the student is entitled to receive a scholarship, you will see a letter similar to this: 

 
5. On the right side of the student’s University of Tulsa account homepage you will see the student’s addresses. 

The mailing address is where immigration documents will be sent, so please check it is correct. If 
amendments are required, click “Edit Addresses” and make the necessary changes. 
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Step 5: Accept place 
1. To accept their place at the University of Tulsa, the student must complete the “Intent to Enroll” form (access 

through the link in their offer letter) and pay $200 deposit. 

 
2. For students under the age of 18, please also complete the Authorisation for Treatment medical form. 
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What happens next 
1. Receive I-20 and pre-arrival information 

The University will shortly send the admission packet to the mailing address specified in the application. 
The admission packet contains valuable information, so read each item carefully and follow the 
instructions for further steps. Included is the I-20 along with instructions for paying the required SEVIS fee. 
All students must bring their forms I-20 and I-94 to the check-in session when they arrive on campus. 
 

2. Apply for a visa 
Allow enough time to receive the visa from the US embassy or consulate. Visa appointment and 
processing times vary greatly. Students can apply up to 120 days before the start date on their I-20. 
 

3. Pay program tuition  
For an estimate of expenses for the academic year (2 semesters) including tuition, fees, required health 
insurance, books, housing, meals, and personal expenses, visit: 
https://international.utulsa.edu/admission/tuition-fees-and-expenses 
Payment of tuition is due at the beginning of each semester, and the University cannot provide financial 
assistance, so it is important to plan ahead. 
 

4. Reserve campus housing 
The student will receive an email from the University of Tulsa once the Housing and Dining application is 
open. All information about residence halls and dining options can be found at http://utulsa.edu/campus-
life/housing-dining/  
 

5. Arrive in the USA and begin classes 
The student enrolls at the University of Tulsa and joins their new classmates in the orientation program for 
an introduction to university life. 

https://international.utulsa.edu/admission/tuition-fees-and-expenses
http://utulsa.edu/campus-life/housing-dining/
http://utulsa.edu/campus-life/housing-dining/
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