
Screenshots of Online CAP Application (2014-2015) (version 2) 

1.  Enrollment steps are outlined on the “How Do I Apply” CAP Web page (www.usi.edu/cap/apply). On the 
left are informational links that students might need to reference. 

2.  If the student qualifies, click the link in step #1 or the ‘Apply Online’ button on the right (figure 1.1) to begin 
the online application process through the USI Office of Admission. There is no application fee for CAP. 

  

                                  Figure 1.1 

3.  The student will see an Admissions Login – New User screen when starting their application (1.2). Even 
students who have enrolled in CAP previously are considered new users. 

 

   Figure 1.2 
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http://www.usi.edu/cap/apply


4.  The student will create a Login ID and PIN as directed.  This login information is only used in the admission 
process, but the student should write it down. The application may time out, and the student will need the 
Login ID and PIN to complete the process. 

5.  The next screen (Select an Application Type) defaults to College Achievement Program (1.3). Students will 
click “continue” on this screen as no changes should be made. 

 

       Figure 1.3 

 

6.  The student will now enter application information (application term and name) on the Apply for 
Admissions screen (1.4). The current term should be the only choice, and then first and last name are required 
(as indicated here and throughout by a red star). Middle name is optional but helpful. When finished, click “Fill 
Out Application.” 

 

       Figure 1.4 
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7.  The next screen is the Application Checklist (1.5). While a student could return to this screen after 
completion of each section, the default will move the student seamlessly among the five sections of the 
application. The student will begin by clicking “Name.” 

 

       Figure 1.5 

 

8.  The student’s name will already be populated on this screen (Name); the only other required question 
pertains to previous CAP participation (1.6). Once finished the student will click “Continue.”  If the student 
accidentally clicks “Checklist,” move to the next step by clicking “Mailing Address and Phone” on the 
Application Checklist (1.5). 

 

       Figure 1.6 
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9.  The student now will see the “Mailing Address and Phone” screen (1.7). Addresses are automatically 
checked against USPS mailing standards; if an error message appears, the student can proceed if the address 
really is correct. If a student receives mail at a post office box, the PO Box number should be provided. When 
providing a cell or home phone number, the student should enter the area code in the first box and the 
remaining seven digits in the next box. The third box is for extensions and rarely will be used. Once complete, 
click “Continue.” 

 

 
                            Figure 1.7 
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10. The next screen (Personal Information) contains several important pieces of information (1.8). While 
everything on this screen is required, there are a few key items a student should take care to complete 
correctly. If a student is NOT a citizen, the two additional questions regarding nation of birth and citizenship 
are required.  The student should enter an active email address that is checked often, as much of our 
communication with students will be handled via email. The correct social security number is required. 

      If a student applying for CAP currently qualifies for the free/reduced lunch program, that information must 
be provided on this screen. Our office will verify a student’s lunch status with the school or corporation office, 
but a student who says “no” to this question will be billed for the courses requested. Once complete, click 
“Continue.” 

 

 

         Figure 1.8 
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11. The next screen (Financially Responsible Parent) is to gather contact information for the individual 
responsible for the tuition (1.9). Students who qualify for the free/reduced lunch program and won’t be billed 
are still required to complete the information. The student should designate the relationship, name, and 
address (but only if it differs from the home address previously provided). A parent phone should be entered 
as area code in the first box, next seven digits in the second box, and extension in the third box if applicable. A 
valid parent email should be entered as well. Click “continue” when finished. 

        *Note: Emancipated students should select “guardian” in the relationship field, then complete the name 
fields with their own information. In the required Relationship field, “None” is not a valid option. 

 

 

 Figure 1.9 
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12. On the next screen (High School), the student should click on “Lookup High School Code” next to the 
empty field to find the code for the home high school (1.10). The student will select the state in the drop down 
box, then click “List Cities….,” then select the city, and then the home high school from the final box. Click 
“Copy Selected High School Information to Data Entry Form,” and it will then populate the information in the 
original screen. 

      The student will then enter the anticipated high school graduation date, including day.  
Even if attending another high school or career/technical center during part of the school day, the student 
should not enter that information at this time.  

 

 

            Figure 1.10 
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13.  After clicking “continue,” the student will return to the Application Checklist (1.11). If all five screens were 
completed, a red checkmark appears next to each one. If a category does not show a checkmark, the student 
should click to enter the missing information. Once all categories are checked, the student will click 
“Application is Complete.” The student should not exit out of the browser yet, as there are more steps to 
complete after this screen. 

 

    Figure 1.11 

 

14.  The Admissions Agreement screen will appear asking the student to agree to the terms listed (1.12). The 
student should agree to the terms; if the student does not agree, the CAP application will not be processed. 

 

    Figure 1.12 
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15.  Students will then see a message notifying them that the application has been submitted (1.13).  
Transcripts are no longer required from CAP students; GPAs will be verified with counselors. 

 

   
              Figure 1.13 
 
 

16.  IMPORTANT: Please remind the student the application is NOT complete until the Student Permission 
Form (SPF) is completed, signed and returned to a CAP teacher or counselor. Applying online only covers the 
admission portion of their application.  Without a signed form we cannot register the student for classes. 
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