FREQUENTLY ASKED QUESTIONS:
USING THE ONLINE APPLICATION

1. Why can’t I log into my application?
• Check that you are using the correct email address and
password to access your account (you can find these in
the acknowledgment email you received when you started
your application).
• Check the opening page to see if there are any messages
indicating that the online system is temporarily
unavailable.
If you are still unable to log in to your account,
call Embark Technical Assistance at 415.615.1805,
Monday–Friday 9:00 a.m.–5:00 p.m. or
Saturday–Sunday 10:00 a.m.–4:00 p.m. PST.
2. Who do I contact for technical support for my online
application?
If you are logged in to the system and need technical support,
click the “Help” link located at the top right hand corner of
every page. You will be shown a list of common questions. If
you cannot find the answer to your question, click the “Ask
Us a Question” tab to send an email to the Technical Help
Desk. You will receive a response within one business day. A
telephone number is also provided. Please note: the Technical
Help Desk staff can only answer technical questions; they
cannot answer questions related to admissions policies. If you
have questions about the program to which you are applying
(deadlines, requirements, etc.), please contact the Admissions
Office directly.
3. I applied online last year. Can I use my same email and
password this year?
Yes, you can.
4. Do I need to fill in every answer?
Answer all questions that apply to you. If a question does not
apply to you, leave it blank.
5. How do I know if I’ve filled everything in correctly?
Before submitting your application, you will be asked to use
the Application Inspector. This feature will tell you if any
required questions have been left blank or if there are any
answers you need to correct. It will also check to make sure
that proper capitalization is used for name and address fields.
Here are some tips for entering data:
• Do not use all lower case (susan smith) or all upper case
(SUSAN SMITH) in any answer field. Use the traditional
format, i.e., Susan Smith.

•
•

•

Do not use “NA” or answer “None” in any field. If a
question does not apply to you, leave it blank.
Do not use non-English characters in your name and
address information (e.g. è, é, ñ, ö, etc.). Also, try not to
use non-English characters in the body of your document
or in uploadable documents as doing so may cause
conversion errors.
Do not abbreviate names of cities or streets. Enter the
address to meet general postal standards. All notifications
will be sent to the current mailing address, so please
provide an address that will be valid throughout the entire
admissions process.

6. Do I have the option to save my application and then return
to submit it another time?
Yes. We recommend that you save your data as you work
(a save button is on the top and bottom bars of each page).
Data is also automatically saved when you move from page
to page within the application. You may also log out of the
application and complete it later. To log back in, use the same
email and password you used to create your account.
7. Should I print a copy of my online application?
Yes. Print a copy of your completed online application
for your records. However, do not mail the paper copy of
your online application to the Admissions Office. To print
your online application, go to the Application Inspector.
Once there are no required items left to complete on your
application, Application Inspector will display a button
that says “Preview Application.” This will allow you to see
how your entire application looks. You can also print your
application at this time.
8. How do I know if my application is submitted successfully?
After you have passed the Application Inspector, answered the
payment questions, and confirmed your electronic signature,
you will come to a screen with a button that says “Submit
My Application Now.” Click this button. You will see a
confirmation page, which you should print for your records.
You will also receive a confirmation email.
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9. How do I use the Online Recommendations feature?
If your program requires recommendations and you would
like to use the online recommendation feature, follow these
simple steps:
(1) If requested, name your recommenders (See Application
section). This information will print on your application
and provide convenient information during the
application review process.
(2) Register your recommenders by clicking on the
“Register Recommender” button (See Recommendations
section), and complete the contact information for
each recommender. If you have already completed your
application, but are waiting for letters of recommendation,
go ahead and submit your application now. The letters of
recommendation will be added to your application when
they are submitted.
(3) Encourage your recommenders to submit the
recommendation online as this facilitates the processing
of your application. However, if a recommender prefers to
submit his or her letter by mail, you may download a copy
of the form (See Supplemental Forms section).
(4) You will be informed by email when a registered
recommender submits an online recommendation on
your behalf.
10. My recommender did not receive the registration email for
my online recommendation. What should I do?
The most common reason why the registration email is not
received is because the notification email is blocked by a
“spam” filter. Please ask your recommender to look for a
message from “Embark Online Recommendations” with a
subject line that includes your name (example: Susan Smith
Online Recommendation) among email messages and in
spam folders. If the email cannot be found, you can resend
the registration message. Go to the Recommendations
section, check the box next to the recommender’s name, then
click “Resend Registration Email.” You can still do this after
you have submitted the online application.

11. My recommenders are having trouble accessing the online
system. What should they do?
Please ask your recommenders to call Embark, the online
application provider, at 415.615.1805.
12. Do you require a special format for uploaded documents?
No. As long as the document is easy to read or view, no
special formats are required. You may upload .doc, .txt, .pdf,
.jpg, .gif or .tif files, up to a maximum of 2MB.
Additional tips:
• For documents other than a resume, include your name
as well as the name of the assignment (i.e., Statement of
Purpose) on each uploaded item.
• Please adhere to document length specifications, if
provided.
• For text documents, set margins at one inch all around.
13. How can I be sure that my documents uploaded correctly?
Click on the “Preview” button, or click on the button that
says “Manage Documents.” Also, when your application is
complete, go to Application Inspector. Once there are no
required items left to complete on your application, Application
Inspector will display a button that says “Preview Application.”
This will allow you to see how your entire application looks.
You can also print your application at this time.
14. Do I need to use a Materials Cover Sheet when mailing
supplemental materials that are not part of the online
application?
Yes. Please include a Materials Cover Sheet when mailing
supplemental materials. This will make it easier to match
your materials with your application. You can print a copy of
the form from your online application, in the Supplemental
Forms section. Follow the instructions at the top of the page.
15. I already submitted my online application but I need to
update some of my information. Can I do that online?
No. Once your application is submitted, you cannot make
changes or updates online. Instead, please contact the
Admissions Office and provide the updated information
directly.
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