
How to: Apply to
 Collegiate Academy



Navigate to Collegiate Academy 
Website 

Type into search engine “Collegiate 
Academy UNR” 

Click the “apply” tab at the top white 
banner or the green “apply” button at 
the top right corner. 



Collegiate Academy Apply Page

Either pathway from the previous page 
will take you here, to the Collegiate 
Academy application page. This has an 
overview of the application process.

Click on “Create your application 
account” and “create application 
registration” 



Specific Collegiate Academy 
Application

The application for the Collegiate 
Academy is different than the typical 
degree-seeking application, so please 
check that you are now at this page. 

The only reason to click “Log In” is if you 
started an application and did not get to 
finish it.

Everyone who has not taken a 
Collegiate Academy class needs to click 
“Create an account”. 



Create Application Account

Fill out a personal email address (not 
your school email) 

Your legal first and last name;

and birthdate.



Verify it’s You

A temporary pin will be sent to the 
email address you entered at the 
previous step- enter that PIN and 
your birthdate.

Click “Login” 



Set Application Portal Password

Set a password that has: 
• at least one letter
• at least one capital letter
• at least one number 
• at least 12 characters 

And that you will remember!

Click “Set Password” 



Start New Application 
If for any reason you had already started an application, it would pop up here. 

You should see a screen like this: 

Click “Start New Application” , click “Create Application” and click “Open 
Application” 



Begin Applying!

You should be at a 
screen that looks like 
this- select your starting 
term (everyone choose: 
Fall 2026), application 
type (everyone choose 
Collegiate Academy) 
and current class 
standing.

Then click “continue”



Personal Background Section

Complete questions within the 
“Personal Background” section. 

Click “continue” when complete.

This will bring you to another 
page of personal background, 
click “continue” when complete.



Complete Academic History 

Click “Add School” and complete your 
high school information. 

Please ensure your high school ID & 
grad year are correct as that is critical 
information. 

When complete click “Save” 

Hint: 
If you are currently a sophomore going 
to be a junior, your graduation year is 
2028
If you are currently a junior going to be a 
senior, your graduation year is 2027



Add Emergency Contact

Add an Emergency 
Contact’s information 
and click “Continue” 



Electronically Sign

Please carefully read and review the 
Applicant Certification and sign 
electronically on the line once you have 
reviewed and  if you agree to the 
information stated on the page. 

Click “Confirm” 



Review Application

If any information is missing, it will indicate in this 
section. If you are satisfied with your application, click 
“Submit Application” and acknowledge that you can 
no longer make changes 



Congrats! You’ve Applied!

You will receive an email 
confirming your acceptance, 
and letting you know next steps. 
Be sure to be on the lookout for 
your NSHE ID email (in the next 
few days) 



Await NSHE ID 

In 24-48 hours, you will get an email 
confirming your acceptance that will 
contain:
•  Your application number 
• Your NSHE ID

SAVE THIS, SCREENSHOT IT, WRITE THOSE 
NUMBERS DOWN!



Activate Net ID

In your browser, go to “UNR identity portal”

• Click on “Activate My NetID”
• Enter your NSHE ID from the email 

previously 
• Create a password according to the 

guidelines
• Enter a contact (email/phone) you know 

you will have access to (no school emails)
• Create your self-help questions (these will 

be needed if you ever forget your 
password)

• Accept the user agreement 



Multifactor Authentication (MFA)

• At least 30 minutes after 
activating your net ID, 
navigate to 
https://portal.office.com 

• Enter your NetID (last step) 
followed by @unr.edu 

https://portal.office.com/


MFA continued

• The background should 
change to a picture of UNR

• Enter password you made on 
the previous step 

• Click “next”



MFA Cont

Choose “set up a different way to sign in” and select “phone”

Enter your phone number and then the code it sends. 



MFA complete

MFA is complete when this message 
appears 

YOU ARE DONE! 
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