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APPLICATION PROCESS GUIDE  
 
This guide is intended to help you understand the Berkeley Summer Sessions online application 
form so you can better support your students.  Below we walk you through the online form and 
provide information as to what a student can expect when applying online for Berkeley Summer 
Sessions.  Each student’s situation is unique and the application will respond to each student 
based on the information they provide.  The screenshots and explanations included below 
represent a typical scenario, but a student may experience some slight variations.  Please take 
some time to familiarize yourself with the information below so you can be prepared to respond 
to any questions from your students.   
 

 
 
√ Using the Passport Name 
The name used on the application must match the name appearing on the passport. This 
information is used to create the student’s record and I-20. In addition, the name in UC 
Berkeley’s record must match the name on the passport in order for students to pick up 
their UC Berkeley photo ID (Cal 1 Card). 
 
√ Reviewing Visa Information 
International students must have an appropriate visa to enter the United States to 
participate in Berkeley Summer Sessions. Students should be familiar with the eligibility 
requirements prior to starting the application process. 
http://internationaloffice.berkeley.edu/students/summer/need_docs 
 
√ Selecting Courses and Enrolling in Full-Time Units 
All available courses are searchable on the Online Schedule of Classes 
(http://schedule.berkeley.edu/srchsmr.html). Please note the Course Control Number 
(CCN), a 5-digit number unique for each section of the course. Note the unit value for 
each course, as the total number of units must meet the full-time enrollment requirement 
(http://internationaloffice.berkeley.edu/students/summer/full-time) in order to enter the 
United States on a F-1 student visa status. Often, there are “secondary” or “discussion” 
section associated with “primary” or “lecture” section. Please also note the secondary 
section requirement and selection, as there may be more than one option to choose 
from. 
 
√ English Proficiency Requirement 
If a student is from a country where English is not the primary language, and the institution 
has not been approved for exemption, all students wishing to enroll in courses other than 
to learn English must meet the English Proficiency Requirement  
(http://summer.berkeley.edu/international/english-proficiency-requirement). Students will be 
asked to provide a score above the required minimum in order to enroll in courses other 
than “English as a Second Language (ESL)” courses, which do not require the English 
proficiency. 

Before Beginning the Application 

 

 

http://internationaloffice.berkeley.edu/students/summer/need_docs
http://schedule.berkeley.edu/srchsmr.html
http://internationaloffice.berkeley.edu/students/summer/full-time
http://internationaloffice.berkeley.edu/students/summer/full-time
http://summer.berkeley.edu/international/english-proficiency-requirement
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√ Understanding Summer Sessions Deadlines and Policies 
Students are required to agree to the deadlines and policies published on Berkeley 
Summer Sessions website (http://summer.berkeley.edu/). The most notable policies 
are for fees (http://summer.berkeley.edu/international/registration-fees), deadlines 
(http://summer.berkeley.edu/registration/schedule#deadlines), and refunds 
(http://summer.berkeley.edu/registration/refund).  
 
√ Using the Save Application Function 
Students will notice on most pages of the application a green button providing an option to save 
their application before it is submitted.  This is very useful if a student has to gather further 
information before proceeding with the application, but doesn’t want to start from the beginning 
at a later time.  The “Save Application” function allows students to “save” the progress of the 
application and return to it at a later time to finish it. 
To use the “Save Application” function, students click the green button on the upper right hand 
corner of the page.  They will then be taken to a second screen to enter an email address.  An 
email will be sent to that address where students can retrieve the application within the next two 
weeks.  It will require a two-step process to retrieve the application and once retrieved, will find 
it pretty much as it was left.  
There are a couple things students should be aware of when using the “Save Application” 
function.  First and foremost, any courses selected will not be reserved for the student.  A space 
in a class is only reserved once the student completes the application and submits payment.  
This means it is possible for classes to fill up while a student has an application in the “Saved” 
mode.   
Please also be aware that the application can only be saved for a limited time.  Once the 
application is saved, it must be retrieved and completed before the stated time limit and before 
the application deadline passes.  Even if students have several days left in the “save your 
application” timeframe, they will not be able to submit the application if the application deadline 
passes.  
 
 

 
 
Beginning the Registration Form 
Students will access the online application form starting February 1 at 07:00 am PST.  
Here is the link to the International Student Application:  
https://mysummer.berkeley.edu/regForms/valApplicationType.php?appTypeID=3 

 
When students follow the link to the online form, they will first be asked to provide some basic 
identifying information.  The information entered on this page determines the questions they are 
prompted with on the application, so it is important they answer carefully and correctly. 
On the very first page, students will identify that they are affiliated with your institution.  Please 
make sure they select your organization from the pull down menu circled in red here. They must 
also check the box circled in red below authorizing us to communicate with you regarding their 
registration.  

Completing the Online Application 

http://summer.berkeley.edu/
http://summer.berkeley.edu/international/registration-fees
http://summer.berkeley.edu/registration/schedule#deadlines
http://summer.berkeley.edu/registration/refund
https://mysummer.berkeley.edu/regForms/valApplicationType.php?appTypeID=3
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Students click “Next” and are taken to a page where they will enter important contact 
information.  This includes their permanent address, phone number, and email address as well 
as two emergency contacts and information for our UC Berkeley directory.   
It is critical that students provide a current and correct email address on this page since this is 
where all official UC Berkeley communication will be sent.  Also, at the very bottom of the page, 
students need to check the box allowing us to share information in the very rare case of an 
emergency.    
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Next, students need to provide information about their academic background and specifically 
their background with UC Berkeley.  The information on this page is used to help us assign a 
proper student ID number and to make sure that each student has one unique UC Berkeley 
record. 

 
 
Selecting Courses 
At this point, students will start to select their courses.  They will need to know the Course 
Control Number (CCN) for each class in order to enroll.  If they don’t know the CCN for a class, 
they can link to the online schedule of classes to look it up.  There is a link from the application 
to the online schedule of classes here:  http://schedule.berkeley.edu/srchsmr.html  
This is also the page where students can elect to take a class Pass/No Pass if they so choose.  
Any time a class is offered for a letter grade, the application form automatically selects that 
option.  However, if students want Pass/No Pass, they can select here.  If they change their 
mind about this choice later, they will need to formally request a grade option change. Please 
know there are strict time limits for registration changes so we encourage students to be ready 
to make the proper choice when they apply.   We also advise students to discuss their options 
with an academic advisor.  Many universities require that students take a class for a letter grade 
if they are to receive credit upon return.  

http://schedule.berkeley.edu/srchsmr.html
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The application form then gives the students a chance to confirm that their selected courses on 
the prior page.  We advise students to carefully review the course information here, including 
the units, grading option, and the session. If a student mistakenly enters the wrong number of 
units, it may be auto-corrected here.  This is the student’s chance to go back and make any 
necessary adjustments.  
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For courses that have a secondary section such as a discussion or a laboratory that 
accompanies the lecture, students will select the secondary section next.  A separate screen will 
appear showing the various secondary section options.  Students will select the one they want 
here.  Be aware if a student selects a secondary section that is full and is added instead to the 
waitlist, the student is waitlisted for the lecture as well.  If it is important to be enrolled in the 
lecture, students must also select an available secondary section.   
 

 
 
Once the student selects the secondary section, the application will display a page showing 
both the primary and secondary section selected.  The student then confirms both sections and 
can move forward.  If there is a problem, students have a chance to go back and choose 
something different.  
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Once the course selections are confirmed, students will see a confirmation of all courses, 
primary and secondary sections, selected.  On this page, it will indicate whether or not they 
meet the eligibility requirements for an I-20 to obtain a visa.  If your students will take an F-1 
visa, it’s important that this page show “Yes.”  In the example below, the student does not have 
enough units, so the student will need to add another course to reach the minimum required full-
time units.   
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The student will then be taken through the same process to add another class.  Once the 
student has reached the necessary units, the application will note “Yes” and the student can 
move forward.    
 

 
 
Visa Information 
After selecting courses, the application will ask questions to determine their visa status and to 
guide them through the first part of the visa request process.  It is critical that students answer 
the questions correctly in this section so that they can get the proper visa.  
Each question is asked sequentially so that the application proceeds to ask all the proper 
questions and the student receives the proper information. 
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In the example below, the student has answered questions in such a way as to indicate he will 
need an F-1 or J-1 visa.  The message at the bottom of the page explains the basics of the visa 
for the student.  
 

 
 
For students who will need an F-1 visa, the application will proceed to ask some follow up 
questions to help us prepare the I-20.  One specific item to note is that the minimum funding 
requirement for Summer 2016 has increased to $4500.   
 
Most students will be able to skip the last few sections of this visa application if they are living 
abroad and will be travelling without family members.  
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Submitting the Application Form 
Once students have completed the Visa Request Form page, they will be taken to a page that 
displays all the information entered.  It is important that students take time to review this 
information carefully.  If there are errors or necessary adjustments, students can go back and 
make the changes.  IMPORTANT: Once the application is submitted, changing this information 
becomes more difficult.   
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Once students confirm the information provided in the application is correct, the application will 
show a page detailing the registration fees and the terms and conditions.  Once students have 
reviewed this information, at the bottom of this page, they must mark the box to acknowledge 
and agree to these fees and terms.  Once a student clicks the “Submit Application” button, all 
these terms and conditions are in effect.  This includes the cancellation and refund policies.  It’s 
important that students read the information on this page carefully before agreeing.  As 
an example, if a student decides not to come to Berkeley later that same day, the application 
will be processed, fees will be assessed, and the student will need to proceed through the 
cancellation procedure and will be subject to the cancellation policy. 
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Making Payment 
Upon submitting the application, students go to a page that explains the payment process.  
They will need to click the button to continue to the payment page.  
 

 
Students will make payment by credit card once the application is submitted.  We accept six 
different major credit cards, which are indicated in the red box below.   

 



18 
 

 
Registration Confirmation Information 
Upon completing payment, students will arrive at a webpage that provides their application ID 
number and some information about next steps.  If a student does not get to this page, then the 
application was most likely not submitted and completed.  Please contact us right away to get 
this resolved.   
It’s important that students take note of the information on this page, specifically the application 
ID number.  The Application ID number is the only identifying number assigned to 
students at this stage and will be required when it comes time to access their student ID 
numbers and establish their online identities at UC Berkeley.   
 

 
 
The same information on this webpage will also be sent by email to each student at the email 
address provided in the application.  If a student does not receive that email, it is important to let 
us know.  If there is an error with the student’s email address, we will need to get that fixed as 
soon as possible.   
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Once the application is submitted, students will receive a welcome email within 3 to 5 
business days to the email address they provided on the application. The email will have 
an encrypted document attached containing their UC Berkeley student ID number (SID) 
and personal identification number (PIN). Students can then follow the instructions to 
create their UC Berkeley online identity CalNet ID, log in to Bear Facts 
(http://bearfacts.berkeley.edu) to confirm their enrollment, and log in to MySummer 
student portal (http://summer.berkeley.edu/mysummer) to upload required document(s), 
check their I-20 status, make enrollment changes, etc. 
 

After the  Application Is Submitted 

http://summer.berkeley.edu/mysummer)
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