
 1 

 

 

 
How to Apply for Designated Subject 
Credentials:  
Career and Technical Education Program 
 
 
 
 
 
 
 
 
 
 
Fall 2024 
  



 2 

Table of Contents 
 

CSUAPPLY LOGIN ................................................................................................................... 3 
 

SELECTING A DEGREE GOAL ....................................................................................................... 4 
 

COMPLETING THE APPLICATION QUADRANTS (PERSONAL INFORMATION & DOCUMENTS) .......................... 8 
I. PERSONAL INFORMATION (1ST QUADRANT) ....................................................................................... 9 
II. ACADEMIC HISTORY (2ND QUADRANT) .......................................................................................... 10 
III. SUPPORTING INFORMATION (3RD QUADRANT) ................................................................................. 15 
IV. PROGRAM MATERIALS (4TH QUADRANT) ....................................................................................... 16 
ALL QUADRANTS COMPLETED ......................................................................................................... 24 
 

EXTENDED PROFILE ...................................................................................................................... 28 
 

  



 3 

Step-by-Step Guidelines  

CSUApply Login  

Welcome to the Designated Subject (DS) Credentials in the Career and Technical 
Education (CTE) Program. This document outlines the step-by-step process for 
submitting your application through CSUApply. * If you're pursuing a Bachelor's or 
Master's degree in CTE, you can skip the DS Credential application and complete the 
required credential courses alongside your degree coursework.   

1. Visit CSUApply: In your web browser, go to https://www.calstate.edu/apply. 
Choose the appropriate term (Fall or Spring) from the dropdown menu to apply. 
Select a Term to Apply for (We accept students for Fall and Spring semesters) 

 

 

2. Log In or Create an Account: If 
you already have an account, log in 
using your credentials. If you've 
forgotten your username or 
password, click the respective link to 
recover it. If you are a new user, 
click "Create an Account" and follow 
the on-screen instructions. 

 

https://www.calstate.edu/apply
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Selecting a Degree Goal 
 

1. Select Your Degree Goal: Choose the second option from the Degree Goal 
choices. After that, you will see options for Teaching and Service Credentials. 
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2.  Make 
Appropriate 
Selections: 
Choose the 
options that 
best fit your 
situation..  
 
 
 
 
 
 
 
 

 

3. Selecting the Credential Program: On the “Add Program” page, type 
“Designated San Bernardino” into the search box. This will return results related 
to Designated Credentials. 

 
 

  

Designated San Bernardino 
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4. Choose the Appropriate Program: Select the program relevant to your 
qualifications.  

If you only have a high school diploma, 
choose "Designated Subject Credentials in 
CTE Program – Undergraduate Applicants 
Only." 

If you hold a bachelor’s or graduate 
degree, choose "Designated Subject 
Credentials in CTE Program – Applicants 
with a Bachelor’s degree." 

   
 

5. Follow On-Screen Instructions: After selecting your credential, follow the 
remaining steps to complete your application. You will be shown a confirmation 
screen displaying your chosen program. 
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Completing the Application Quadrants (Personal Information & 
Documents) 
Once you have chosen your program, you will need to complete all sections (quadrants) 
of your application. When each section is fully completed, it will turn green, indicating 
that part of the application is finished. 

 

This green icon indicates that “Academic History” is completed.  
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I. Personal Information (1st Quadrant)  

1. Enter all required personal information. This section is straightforward. 
2. Under "Other Information," you can select "None" or choose from the listed 

credentials. However, note that these credentials are not the same as the 
“Designated Credentials” you are applying for. 
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II. Academic History (2nd Quadrant)  

For those with an undergraduate, master's, or doctorate degree, follow the 
instructions to complete sections like "Colleges Attended," "Standardized Tests," and 
"GPA Entries."  

For students whose highest qualification is a high school diploma, the steps below 
(from pages 9-13) will guide you through completing the sections, even though 
there is no specific section for high school diplomas. It is a workaround to proceed 
with the steps below: 

 

1. Colleges Attended: Even if you only have a high school diploma, you still need 
to click "Add a College or University."  
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2. Selecting the Institution: Choose “California State University – San 
Bernardino” from the dropdown list. 

 
 

3. Degree Information: Although you're only applying for a Designated 
Credential, select "Yes" for the question, "Are you planning to obtain a degree?" 
In the Degree Info section, choose "Degree in Progress" and select any degree, 
setting a future date for "When will you earn that degree?" If you're applying for 
your Designated Credential in 2025, set the date for well beyond 2025, like 2028. 
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4. Term and Tuition: Choose the appropriate term and select your tuition status. 
If you are a California resident, select "In-State Tuition." 
 

5. First and Last Semester: Choose a previous date for your first semester, and 
for the last semester, leave it blank, marking "Check if you are still attending this 
college or university."
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Standardized Test: Select "I Am Not Adding Any Standardized Tests." 
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GPA Entries: Students who attended colleges should enter their GPA. If you only hold 
a high school diploma, click "Add GPA" and select "I don’t have a GPA to add."
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III. Supporting Information (3rd Quadrant)  

You can choose to add your professional experiences. If you prefer not to, select “I Am 
Not Adding Any Experience.” The system will display the message: “You opted not to 
add any experience.” 
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IV. Program Materials (4th Quadrant)  

Complete all the necessary sections in this quadrant. There are four sections to fill out: 
Home, Questions, Documents, and Recommendations. 

 

Home of the Program Materials  
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Questions: Answer all the questions provided on this page. 
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• Toward the bottom, there is a question allowing you to specify which 
credential(s) you are interested in. You can select as many credentials as you 
wish to obtain. 

 

• After completing the questions, click “Save and Continue” to move to the next 
section. 
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Documents  

On this page, you can email the Program Coordinator to get templates for the required 
documents or directly download them from the CTE program website.

 

�  Program Coordinator Email and Program Plan: Each candidate must send an 
introductory email to the program coordinator requesting a Program Plan or download it 
from the CTE website. You don’t need to fill out the Program Plan yet. Save this email 
as a PDF and attach it to your application. Upload the email from the Program 
Coordinator and the Program Plan in the “Other” slot.  

�  Designated Subjects Admission Application: Upload DESIGNATED 
SUBJECTS ADMISSION APPLICATION you received or downloaded from the 
CTE website to the “Program Application Form” slot.  

�  Preliminary Credential: If you wish to obtain the preliminary credential, please 
contact the Credential Processing office directly. While obtaining the preliminary 
credential is not an immediate requirement for the Designated Subjects Admission 
Application, it must be secured before you can clear your credential.  

https://www.csusb.edu/career-technical-education/designated-subjects-teaching-credentials
https://www.csusb.edu/career-technical-education/designated-subjects-teaching-credentials
https://www.csusb.edu/career-technical-education/designated-subjects-teaching-credentials
https://www.csusb.edu/teacher-education/credential-processing
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�  Combining Experience: Any combination of the following can be used to meet the 
1,000 clock hours requirement: A) Work experience B) College-level coursework C) 
Non-college coursework D) Occupational internships E) Vocational teaching experience. 
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Recommendation Letters:  

This requirement is optional. If you have recommendation letters, you can upload them 
here. Otherwise, select "I Am Not Adding Any Recommendations." 
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All Quadrants Completed 

Now you have completed all four quadrants, each section should turn green, indicating 
that the application is ready for submission. 
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Now it’s time to pay the application fee and submit your application. After completing 
the payment, click the "Submit All" button to finalize your application. 

You can also download your application materials for your records. 
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You may download your application materials for your record.  
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Congratulations! 

 
Your application has been submitted to the Graduate Studies Office. You will receive a 
decision on your acceptance within a few days. 
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Extended Profile  

If you’d like to confirm that you selected the correct program, click on your name in the 
top-right corner, then click the dropdown arrow and select “Extended Profile.” 

 

The “Extended Profile” will display the Degree Goal you selected. 

 


