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Using CSU Apply Online – CSU Ontario programs 
 
 
CSU Apply Online allows you to submit your application for admission via the web and includes the 
facility to attach supporting documentation to your application.  It is faster than completing a paper-based 
application and mailing it to us as once you complete your online application and submit it, processing 
can commence immediately. 
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Overview 
Step 1 i) Visit the courses online brochure to ensure you’re aware of all admission requirements  
 ii) Click on Apply Now and locate and note the 4 character admission code for use in the 

online application 
 iii) Click on Apply Online link 
 
Step 2 Create a login and password.  Write them down because they can’t be re-issued 
 
Step 3 Some pieces of information before you start the application itself 

i) Nominate an application type 
ii) Nominate an intake 

 
Step 4 Start working your way through the checklist. 
 
Step 5 Submit application 
 

 

 

Step 1 Online Course Brochure 
From the CSU Ontario home page http://charlessturt.ca identify the program of interest.  Each program 
will have more detailed information on their individual web pages. 
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http://charlessturt.ca/
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Step 1 i) Find the Online 
Course Brochure

 
 



Division of Student Administration 

 
 

5  Using Apply Online – CSU Ontario programs Training & Innovation 
 Version 1.0 March 2011

 

 
 
 

 
 

Step 1 ii) Click Apply Now and locate 
the 4 character admission code.
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Step 1 ii) Find the admission code
Step1  iii) Click on Apply Online to start your 

Step 2 Begin your online application by creating a login and password 
 
The Online application is used by all prospective students and so some sections or fields may not be 
relevant to your particular application, so it is important that you read the top section of each page as it 
contains instructions for completing that page. 
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Step 3 Select application type and nominate an intake 
 
Select Application Type 11 for an Undergraduate program or 13- for a Postgraduate program. 
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Nominate an intake – Programs with classes on-campus in Burlington tend to be scheduled in Terms 
while programs offered by distance education from Australia are likely to be scheduled in the Australian 
campus sessions 
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You also add your name to this section to start the application process.  Your full name including your 
middle name will be most useful to ensure accuracy of your student record. 
 
Then click on Fill Out Application to move into the full application process. 
 
  



Division of Student Administration 

 
 
Step 4 The Checklist 
 
The checklist shows you the sections of the application you need to complete and as you complete each 
section it will be ticked off on the checklist.  You can return to the checklist at any time to see your 
progress through the application. 
 
The Online application is used by all prospective students and so some sections or fields may not be 
relevant to your particular application.  It is important that you read the top section of each page as it 
contains instructions for completing that page.  You can also click on the Help link in the top right-hand 
corner to see more information about the page or who to contact for assistance. 
 
The content of each application type will vary slightly and this will be reflected in both the checklist 
sections and the questions within those sections.  Mandatory questions are always marked with an 
asterisk (*), however you should add as much information as you can to your application as this will help 
ensure that all aspects are considered in determining your eligibility for admission.  By adding all 
information to your application at submission you will also help us to process your application promptly 
and minimise the number of times we need to seek additional information or clarification from you. 
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Informed Consent Declaration 
This section is mandatory.  It describes the conditions surrounding the data you provide and what CSU 
will use the information for and that you agree with that use. 
 

Planned Course of Study 
 
Here you nominate the Planned Course of Study.  You can do this in 1 of 2 ways: 

i) By using the 4 character admission code as listed in the online course brochure 
ii) By using the search facility in “Find your Course” 
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1) The admission codes for current Ontario courses are: 

a. UG - Primary  IEPT 
b. UG - Early Childhood  IECS and IECT(part-time study) 
c. UG – Business Admin  IBJC 
d. UG – Forensic Biotech  ISBF (on-campus study) or JSBF (distance) 
e. PG – International Ed (School Leadership)  JEMS 
f. PG – MBA  JBMB 

 
Simply type the appropriate admission code into the field and click on continue to move to the next 
section of the application. 
 

 
Note: the 2 buttons at the bottom of the page: Checklist and Finish Later. 
 
Checklist - return to the main Checklist page 
Finish Later - save the data already entered and return later to complete your application 
 

 
2) Using “Find your Course” 
You will need to use a key word from the course of interest in the first field.  For example Primary, 
Education, Business, Forensic.  Then fill in the other fields selecting options from the drop down box. 
 
The asterisk indicates required fields.  When you have entered all fields, click on “Find”. 
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A confirmation page will display the results for the admission code entered or the course search.   
 
Check the details are correct, click on the radio button and submit. 
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Note:  
In all sections where you are required to enter text please use sentence case including for 
your name eg Tom, Smith Street, Certificate III 
 

 
Name 
Your name will be pre-loaded (from the login pages).  Check it and complete any other fields required. 
 
 
Address and phone details 
Add your address and phone number.   Ensure your full phone number is entered with no digits missing.  
The phone number you add here should be the number where we can contact you during business 
hours – landline or cell phone.  
 
 
Personal Information 
The section seeks your date of birth, email address and citizenship details.  Use the drop down lists to 
help you select the correct response for you. 
 

 Note:  
Section 6 and 7 capture data required by the Australian Commonwealth Government. 
 

 

General Information  
Use the drop down lists to add details of where you were born and what language you speak at home.  
Some programs are particularly interested to know if you speak a language other than English and you 
should add that information in this section if relevant.   
If you were not born in Canada you must indicate your country of birth and also supply a verified copy of 
your citizenship or residency status with your application.  
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Educational Background 
Question 1 – what level of education have you achieved to date eg final year of High School, College or 
University.  As an “Overseas Student”, you can select that option from the drop down list and continue. 
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Qn 1 

 
Question 2 is about your Parent or Guardian’s level of education.  Use the drop down lists to fill in the 
fields. 
 

 
 

Qn 2 

Once you have entered the data a new page will display to confirm those details. 
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Qn 1 

Qn 2

 
 
The Year of Arrival in Australia question does not apply to applicants for CSU‐Ontario courses. 
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Post-Secondary School Study 
Enter any study you have undertaken since High/Secondary School in this section eg college studies, 
University studies.  Once you’ve identified the institution, don’t forget to add the course details and the 
star and end date of your study.  Most relevant Canadian Institutions have been added to the database, 
however if you cannot locate your particular educational institution please complete the details below the 
line. 
 
Also use this section to: 

-  Request recognition of prior learning (credit) and to add details of the course for which you 
are seeking credit. 

- Add your OCT number (where appropriate for education courses) 
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Tests & English Proficiency  
If you have not undertaken at least one year’s full-time study in Canada with English as the medium of 
instruction, you may need to provide evidence of your English Language Proficiency. 
 
Business courses may require a GMAT score and you enter that score in this section of the application.  
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Additional Information 
This section may seek course specific information or provide space for you to add other information you 
believe to be pertinent to your application. 
 
 

 
Note:  
Both academic achievement (formal or informal) and employment (formal, casual or 
volunteer) are considered when determining your eligibility for admission. 
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Upload Documents 
You can attach documents to your online application using this Upload Documents section.  These 
documents might include your detailed resume, verified copies of other study attainments or 
qualifications, personal statement supporting your application. 
 

 
Note:  Applicants for the Masters International Education (School Leadership) do not need to 
provide a copy of their University transcripts, if their Ontario College of Teachers (OCT) 
registration number is provided.  The Admissions Office will use your OCT number to check 
your qualifications. 
Include your OCT number in the Post-Secondary School section. 

 
 
There are 3 steps: 

1. Browse your computer to find the document you want to attach 
2. Select a document type from the drop down list 
3. Submit the document.  NB: this is attaching the document to the application, NOT submitting 

your full application. 
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3. 
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Completing & submitting your Application 
By returning to the checklist you will see that all sections completed have now been ticked.  You now 
need to click on “Application is Complete” to submit your application.  Once you click on Application is 
Complete you cannot change the information you have entered or documents you have uploaded.  (If 
you need to make a change just contact the Admissions Office.) 
 

 
 

Online Admission - Acknowledgement 
When you click on Application is complete an Acknowledgment page is automatically displayed.  If you 
have elected not to use the document upload facility to attach supporting documentation to your online 
application, please use the Online Admission Acknowledgement page when you post them to the 
Admissions Office.  This will ensure your documents are clearly identifiable and correctly attached to 
your application. 
 
You will also receive an automatically generated email from CSU Admissions Office confirming your 
submission. 
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Application Menu and monitoring progress 
Once you submit your application the Application Menu will display the application in the Submitted 
Applications section as shown below. When the Admissions Office has loaded your application into the 
database you will see the application record displayed in a 3rd section called Processed Applications.  
You can click on the application at any time in either of these sections to check the details you entered in 
your application and to monitor the progress of the assessment of your eligibility for admission. 
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Questions? 
If you have any questions about the requirements of the application or the academic eligibility 
requirements, contact: 
 
 CSU Admissions Office 
 Tel: 02 6933 4334 
 Email: admissions@csu.edu.au 
 
Or: Charles Sturt University Ontario Campus 

Tel: 905 333 4955 
Email: canada@csu.edu.au 

 
OR: Visit the Charles Sturt University Ontario website at www.charlessturt.ca 
 

 

mailto:admissions@csu.edu.au
mailto:canada@csu.edu.au
http://www.charlessturt.ca/
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