
Credential Application  
Walk Through 

Everything you need to know to successfully submit your credential 
application!

Scroll down to begin



Step 1: Before you apply… 
�  Before you begin your credential application, be sure that you are 

eligible for a credential program; we recommend reviewing the 
Admission Guide to ensure that the required exams and 
prerequisite courses have been completed.

�  Be sure that you have already applied to the Office of Graduate 
Studies (unless you qualify to start a credential program as an 
undergraduate; contact the School of Education for advising if 
necessary).  All applicants who will hold a bachelor’s degree prior 
to starting the credential program must earn admission to 
Graduate Studies in order to complete the credential program.

https://www.csuchico.edu/soe/_assets/documents/admission-guide-getting-started.pdf
http://www.csuchico.edu/graduatestudies/prospective-students/apply/graduate-admissions.shtml
http://www.csuchico.edu/graduatestudies/prospective-students/apply/graduate-admissions.shtml
mailto:soefeedback@csuchico.edu


Click to “Start or Continue an Online Application,” and enter your login information on the 
following page. If you do not yet have a CSUC login, please follow the link to obtain a 
username and password. 

Notice the 
“Help” button, 
available on 
each page of 
the application.



Select the credential you wish to obtain, and then select the appropriate individual program 
pathway you wish to apply to. Be sure you choose the correct option—once you select a 
pathway you cannot change your selection without assistance from the School of Education. 



➀ Select a 
credential

➁ Select a 
pathway

➃ Click “Next” to 
confirm the pathway 
you wish to apply to.

➂
 M

ake sure this is the option you w
ant.



Note: If a pathway is grayed 
out, that indicates that the 
option is not available for the 
selected term. Not all 
pathways start every 
semester; please refer to the 
application overview page for 
a list of start dates for 
individual pathways.

https://www.csuchico.edu/soe/credential/apps.shtml


Depending on the pathway you selected, you may be asked to provide more 
information before continuing to the next page. If prompted, please be sure to enter 
this information accurately—once you start the application this information cannot 
be changed without assistance from the School of Education.



Please read through and 
agree to both pages of 
the Memorandum of 
Understanding.  You 
cannot proceed until you 
check the box indicating 
that you agree to the 
terms, at which time the 
“Submit” button changes 
color.  Verify one more 
time that you are 
applying to the correct 
credential pathway.

Button changes color after 
the checkbox is marked.



This page shows your application status, which should currently read “In Progress.”  You 
should have received an email confirming that you have started this application. Once you 
submit your application the lock will close and change to red, indicating that changes can 
no longer be made.

Click on your application to begin.



Now that you have (finally) made it to the first page 
of the application you will see a list of requirements 
on the sidebar.  This list may vary slightly depending 
on the pathway you are applying to. Green check 
marks will appear beside each item as you complete 
sections of the application.  You can complete the 
items in any order you wish.

As you proceed through the application pay attention 
to popups at the bottom of the page—green popups 
are good (e.g. something was successfully added to 
your application), red popups are not so good (e.g. 
your application may have timed out due to inactivity, 
in which case you need to refresh your browser).



Please review your personal information 
on this page, and make any necessary 
changes via your Student Center.  

You cannot proceed without responding 
to the “Native English Speaker” question 
near the bottom of the page. 

Click “Continue” when you are finished 
with this page.



Credential Application Fee:
•  If you paid with cash, check, debit, credit, or 

money order directly through the Student 
Financial Services Office, attach your receipt 
here. 

•  You can pay with credit or debit online 
through CASHNet, the university online 
payment platform. If you select this method 
your payment will automatically be added to 
your application, and this section will be 
completed. However, it usually takes10-15 
minutes for a payment to process; you might 
want to proceed with the rest of the 
application (select another section using the 
sidebar), and return later to see if your 
payment has been processed.  Another 
option is to attach your CASHNet receipt 
and complete this section without waiting for 
the system to update.



Subject Matter Competency (SMC) for the subject you wish to teach is one of the primary admission 
requirements.  Your SMC verification must align with the credential you are pursuing. 

If you completed an approved undergraduate subject-matter preparation program that satisfies the state 
requirement for credentialing through coursework (e.g. a major in English Education, History Pre-
Credential, etc.), you can attach a letter from your advisor here (you can find a list of Chico State SMC 
advisors on our website). 

Some applications will ask an additional question regarding whether you already hold a previous credential.

If you did not complete an undergraduate subject-matter preparation program, select “No.”

https://www.csuchico.edu/soe/undergraduate/subject-matter-programs.shtml


If you did not complete an undergraduate subject-matter preparation program, your only 
remaining option is to take the CSET. Please enter information here regarding each of the 
relevant CSETs for your subject area (1 - 4 subtests are required, depending on the subject 
area). Since these exams should already be passed before you apply to the credential program, 
we will ask you to submit your exam results on the next page, after you click the “Add” button.

http://www.ctcexams.nesinc.com


As you answer questions 
regarding each subtest, 
additional questions will appear. 
Please provide the necessary 
information for each subtest 
before clicking “Add.” If you are 
applying without the necessary 
exams passed we will need to 
know more.  This is a crucial 
section of the application, so 
please feel free to comment on 
your exam status if you are 
applying without passing results 
for all of the exam subtests. 



Please note that, depending on 
the answers you provide, you 
may be asked to attach your 
exam results. However, the 
results you have are considered 
unofficial. If you did not request 
that Pearson Education send us 
official results, we will contact 
you later on to obtain the 
necessary official verification.

If for some reason you have not 
yet passed one of these exam 
options, please attach your non-
passing results and/or exam 
registration confirmation.



Before you click “Next” 
to continue to the 
following section, be sure 
you have entered all of 
the necessary subtests, 
not just some of them.



Basic Skills is the other significant 
testing requirement necessary for 
program admission. Please select the 
option you completed, and attach any 
verification you have showing your 
passing status.  Again, we will contact 
you later on for official verification if 
you did not request that the testing 
company send your official results to 
CSU, Chico.

If for some reason you have not yet 
passed one of these exam options, 
please attach your non-passing results 
and/or exam registration 
confirmation.



The Academic Work section allows you to enter information regarding any previous 
universities or colleges you have attended.  As soon as you enter this section the 
following popup appears, which describes the GPA necessary for admission, as well as 
the process of calculating your GPA. Read through the message and click “Continue.”



Once you dismiss the popup you will see the following page. Click “Add” to enter the 
information for your first institution.  You will make a separate entry for each institution 
of higher education you have attended. 

If you need to revisit the GPA popup, it will reappear if you click on the “i” symbol next 
to “Academic Work.”



Most of this page is pretty self-
explanatory. Dates can be entered 
manually or using the popup 
calendar. 

If you have trouble with the exact 
dates or GPAs, just provide your 
best guess. Be sure to attach your 
unofficial transcript. If you attended 
an institution that did not provide a 
GPA just enter “N/A.” 

Most institutions are accredited, but 
you can double check here if 
necessary.

https://ope.ed.gov/dapip/#/home


Before you click “Next” to continue to 
the following section, be sure you have 
entered all of the institutions you have 
attended.



When you get to the Coursework page you will be presented with another popup. Please read 
through all of this information and then click “Continue” to proceed.

Note: if you completed standard equivalent coursework at Chico State per your undergraduate 
subject-matter advisor, you do not need to seek additional approval from the School of Education.



The list of prerequisite courses that appears will differ depending on the program you 
are applying to. Click on a course to enter your information.



Most of the information needed for each prerequisite course is quite straightforward. If the 
course is older than seven years, or if you completed a different course that has not yet 
been approved as equivalent to the course listed, please be sure to contact the School of 
Education.

Note: Pre-approved 
equivalencies for specific 
subject-matter preparation 
programs, such as the 
linked Kinesiology courses 
for PETE majors, can be 
entered here without 
seeking additional approval.

mailto:soefeedback@csuchico.edu
mailto:soefeedback@csuchico.edu


This section is quite simple. Two pieces of advice: make sure your resume 
is not excessively long, and make sure the presentation is formal (e.g. no 
stickers, clipart, etc.).



Even if you included references on your resume please include them 
again here. You can include more than three if you want to. 



This is the information you will enter for each reference you provide. 
Again, pretty straightforward.

Be sure to add all three references before continuing to the next section!



Letters of recommendation: two are required, although you may certainly 
submit additional recommendations. Click the “Add” button to get started. 
Once your recommender has submitted their recommendation the status will 
change to “received.”



Enter the appropriate information for 
your recommender. Be sure you 
notify your recommender(s) before 
completing this step—they will be 
emailed immediately after you add 
them.

You must select to waive or not 
waive your right to read the 
recommendation.  Your recommender 
will be notified of your decision so 
that they can respond accordingly. 
Recommenders may choose not to 
complete the recommendation if you 
do not waive your rights to read the 
letter.



The Candidate Disposition Form should look familiar from your early field experience 
course(s). If you have more than one form you will need to submit them as a single 
document. If you lost your form you can contact the School of Education to see if we have 
a copy, or you can have another form filled out by any educator who has observed you 
working in a classroom setting.

https://www.csuchico.edu/soe/_assets/documents/core-competency-dispostion-evaluation-form.pdf


On this step please notice that there are two separate statements to 
be written. You will submit both statements on the same file (e.g. a 
single Word file).



This section only appears on 
applications for intern-eligible 
programs (Education Specialist, 
Multiple Subject, & Single 
Subject). Please review the 
requirements for internships, and 
ask any questions as necessary. If 
you think you will pursue an 
internship in lieu of student 
teaching, please indicate as such.



There is not a specific form to submit for this page. Simply upload any 
verification you have from a health care provider indicating that you are clear 
of tuberculosis—test results cannot be older than three years. 



This process consists of several parts. 
We are asking:

1. Did you have your fingerprints
scanned?

2. Did you apply for a Certificate of
Clearance on the CTC website?

3. Has your Certificate of Clearance
been issued by the CTC?

4. Or did you not complete this
process because you have already
been cleared by the CTC, and you
have another document verifying
your clearance?

Please note that we always verify this 
requirement directly with the CTC.

https://www.ctc.ca.gov/credentials/submit-online


The requirements listed here are 
determined by the application 
you are completing and the 
information you entered, so this 
will look different for everyone. 

If applicable:

•  Please be sure to complete 
the placement survey within 
3 days.

•  RiSE applicants must 
complete the application 
process for an M.A. as soon 
as possible.



This page will remind you of any 
incomplete sections; anything 
without a green checkmark you 
will need to go back and 
complete. 

Once all sections are complete 
you will be able to click on the 
“Submit” button, and you’re done! 

You will receive a follow-up email 
indicating that you have submitted 
your application, and providing 
details regarding your next steps.



Return to Application   

Thank you for choosing the School of Education at California State University, Chico.

https://www.csuchico.edu/soe/credential/apps.shtml



