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This is a general walkthrough of how to use the PTCAS application platform. It is not 
exhaustive so make sure you do your own research. If you get stuck there are lots of 
great resources to help you get through the application. Start with the Help Center 
website which offers step by step guides. You can also email or call PTCAS customer 
service to receive help. 
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PTCAS will open for the 2020-2021 cycle on June 17th and begin submitting 
information to programs as early as July 1. Open checklist link and briefly provide 
overview of PTCAS checklist. 
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The first program fee is $155 and then you will be charged $60 for each additional 
program that you select. There is a Fee Assistance Program for those that qualify. 
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The PTCAS FAP is a fee assistance program designed to assist students who  
demonstrate extreme financial need while applying to PTCAS.
A limited number of PTCAS application fee waivers are available to financially 
disadvantaged applicants and are granted on a first-come, first-served basis. 
PTCAS will decide if you qualify for a fee waiver based on your income, or your 
parent's income if you are claimed as a dependent, as reported on the most recent 
federal income tax return. No other documentation is accepted. 
If you receive a fee waiver, you may apply to 1 program in PTCAS for free ($155 
value)

If you choose to apply to more than 1 program, you will pay a fee of $60 for 
each additional designation. 

The PTCAS waiver applies to the PTCAS application fee only. You could still be 
responsible for supplemental application fees, regardless of your PTCAS waiver status.
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https://help.liaisonedu.com/PTCAS_Applicant_Help_Center/Starting_Your_PTCAS_Application/Getting_Started_with_Your_PTCAS_Application/03_Application_Fees


On the application dashboard, click your name and select "Fee Assistance Program" 
from the list.
Complete the required fields in the "Financial Income Fee Waiver Request" section.
Upload an electronic copy of your most recent federal income tax return (1040, 
1040A, 1040EZ) to PTCAS. If you are claimed as a dependent on someone else's tax 
return, such as a parent or parents, submit that tax return instead.
Click the Submit button.
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To begin, click the “Create an Account” button on the PTCAS application homepage. 
Enter a username, password, security question, and valid contact information. 
Click on the “Create My Account” button to activate a new account and 
unique PTCAS identification number. 

You are not permitted to create more than 1 PTCAS account per application cycle! 
Duplicate accounts will result in significant processing delays and problems 
with application materials! PTCAS will delete duplicate accounts, including 
associated documents!
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https://ptcas.liaisoncas.com/applicant-ux/


You have two options for reapplying. You can choose to start a fresh application, or 
you can choose to copy data from an existing account. Make sure you update all of 
your information including courses and experiences. Use the link provided for a guide 
on reapplying. 
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Once you log into your dashboard, this will be what you see. The first thing you need 
to do is add your programs that you wish to apply to. To do this, select “add program” 
at the top next to “my application.” 
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Once you have created an account, you must select at least one PT school or college 
to which you will be applying. It is best to add all programs you are applying to at 
this point. You can always add more  programs later on or remove a program prior to 
submission of the application if you opt not to apply to this program. 

After you submit, you can only add new programs---you can NOT delete or substitute 
program selections. Once you have added one or more programs to which you are 
applying, you will need to review the list of designations schools and colleges, and 
then  advance to the application.The average applicant applies to 6 programs. 
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Click on your name at any time to access the FAQ and instructions! We will start with 
personal information, but you can speed up your application by entering your 
colleges that you have attended first. 
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When you select personal information you will see these options to complete. Make 
sure you are continuously proofreading your application for accuracy. Most of this is 
pretty straight forward. I will go over the Release Statement section in the next slide, 
but the biographic information is your name and birth information. Please enter any 
alternate names that you have in this section. Contact information is your address, 
email, and phone information. Make sure you use an email that you check frequently. 
Students have even created emails specifically for their applications. Next, under 
Citizenship Information you will disclose your citizenship and residency information as 
well as include any necessary visas information. Indicate your race and ethnicity 
under this tab and then you can choose to enter parent/guardian information or not 
under the Parent/Guardian tab. The Economic/Educational/Environmental Factors 
section is going to ask you a series of questions regarding your family’s 
socioeconomic information, your childhood residency, and collect your high school 
information. I will go over the “other information” in a following slide. 
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There are 3 main parts to the Release Statement 
section. You must review and respond to the 
following release statements in order to submit 
your application:

Presubmission Release of Information 
By answering “yes,” you authorize PTCAS to release 
your name and contact information to your selected 
programs before you submit your final application. 
You are encouraged to select “yes” so that your 
selected programs can send you important 
information about their specific admissions 
processes before you complete your application. 

Advisor Release
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Selecting YES allows PTCAS to release certain 
information to Pre-Health advisors J
We encourage you to authorize release, as it is useful 
to our office in assisting you and future applicants!

Certification and Authorization statement
Serves as your legal signature, and is binding
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Enter in this section, your:
Language proficiency
Military status
Any felony and misdemeanor convictions

Applicants who have felony or  misdemeanor convictions or  academic 
or license infractions will  be asked to provide an explanation  
including a brief description of the  incident, specific charges made,  
related dates and a reflection on  the incident.
Applicants should carefully review their responses to these questions.
This section cannot be edited post submission; however, if you are 
convicted of a felony after your submit your application, you must 
inform your designated programs that an action has occurred

Any academic and license infractions
Background information 
Academic record: does your academic record accurately reflect your 
capabilities? This is an opportunity to explain any inconsistencies or red flags 
on your transcript. 

If no, describe why it does not. Present any information that may assist 
the admissions committee in interpreting and evaluating your 
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academic history or credentials. (1000 words)
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Are there any questions regarding the Personal Information section of the application 
at this time? Now we will move on to the Academic History section of the application. 
This will be the most tedious section so make sure you have adequate time to sit 
down and complete this section in its entirety. 
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There are 3 sections to your Academic History, Colleges Attended, Transcripts Entry, 
and Standardized Tests. You should start with Colleges Attended.

Choose Add A College and enter your 
information for UGA.
If you attended other institutions, even 
if through dual enrollment or transient 
summer coursework, click Add a 
College again and follow the 
instructions

You must enter ALL colleges and 
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universities attended, regardless of 
whether the courses are required for 
admission or transferred to another 
institution  
Only enter each institution once, 
regardless of gaps in attendance or 
number of degrees!
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Once you have added a college, a transcript request form will be generated for that 
institution
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Once you have entered a college attended, click the Download Transcript Request 
Form button. Each PDF form is unique to you and that particular college or university 
and is utilized for matching purposes

You will need Adobe Acrobat Reader to view/print the file.

Do this for each college and provide  it to the college registrar who will, in  turn, 
attach to the official transcript.

UGA uses Parchment. You will be able to order your  transcript online through 
ATHENA and upload this PDF request form as an attachment

Other institutions may or may not participate in an online system accepted by 
PTCAS such as Parchment or Credentials Solutions. If so, a physical letter from 
the Registrar’s Office of that institution will be needed.
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https://protect-us.mimecast.com/s/ANnbB2SzGWzFl%3Fdomain=parchment.com
http://www.credentialssolutions.net/solutions/transcriptplus


You must arrange for PTCAS to receive an official transcript from every college and 
university you attended in the United States and Canada (if in English). 
Your file will not be verified until all official transcripts are received. 
Arrange for only 1 transcript to be sent for each institution attended, regardless of 
the number of programs you select in PTCAS.

Official transcripts are required for every United States and Canadian college 
attended, even if the courses later transferred to another institution.
Student-issued transcripts are not accepted, even if they are sealed.
Faxed and photocopied transcripts are not accepted.
Do not send transcripts to APTA (American Physical Therapy Association)

Arrange for your official transcripts to be sent to:
PTCAS Transcript Department

PO Box 9112
Watertown, MA 02471
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In order to submit your UGA transcript:
1. Log into the My UGA Portal 
2. Choose the Parchment Icon (“Order Transcripts”)
3. Once here, select Transcript
4. When asked where you would like your 

document(s) sent, type in PTCAS under 
institution and select search. 
If you type in PTCAS and it does not show up in 
the search bar, click on the blue  link below that 
says “click to enter your own” Here you will 
enter the  PTCAS mailing address. 

5. You will need to include your Transcript  
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Matching Form which you will download under 
“Colleges Attended.”  You will attach that form in 
Parchment before you  complete your transcript 
order through UGA.
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We are now going to watch a brief video on transcript entry. 
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If you do not wish to enter all of your coursework yourself, PTCAS offers all applicants 
the option to have coursework professionally entered on their behalf by their 
specialists, for an additional fee.

This is an optional service and costs $69 for up to 3 transcripts, $95 for 4-6  
transcripts and $145 for 7 more  transcripts.

This service is only available for completed coursework from accredited schools. 
Coursework from Not-Listed Schools, foreign coursework, and planned/in-progress 
courses are not eligible for PTE and must be entered by you. Coursework entry will 
not begin until the application is in “complete” status, in which your submitted 
application, payment, and all required transcripts are received. 
PTCAS processing of all received transcripts can take up to 72 hours, which can delay 
the start of PTE.  Once an application is complete, PTE can take up to 15 business 
days. Then, the applicant must approve this entry as soon as possible once complete 
so that the app file can move to verification que (which can take up to 4  more 
weeks!)
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You must enter all United States and Canadian coursework attempted exactly as it 
appears on your official transcripts, including those that were attempted, failed, 
repeated, and withdrawn. For any undergraduate-level terms completed after you 
received a bachelor’s degree, select “Post-Baccalaureate.” For any courses that fall 
outside of the typical academic statuses, choose “Freshman.”

To enter your courses:
Do not enter courses from memory. Refer to a personal copy of your transcripts.
Enter each course once from the transcript provided by the school where you 
originally took the course, even if the credits transferred to another institution.
Enter all courses, even if they do not fulfill a prerequisite or you later repeated them.

Enter courses in order of oldest to most recent.
Enter college credit granted in high school, such as Advanced Placement (AP) 
or International Baccalaureate (IB).
Enter community college courses completed during summer terms.
Enter placement exams (eg, CLEP or a departmental exam) where college 
credit was earned.
Do not enter foreign coursework completed outside of the United States or 
Canada, unless it is a study-abroad program.
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Enter the grade exactly as it appears on your transcript. The official PTCAS 
reported grade will automatically populate. For non-graded courses, enter the 
appropriate letter abbreviation:

CR – Credit
Utilize this for AP credits and departmental exams

I – Incomplete
S – Satisfactory
U – Unsatisfactory
W – Withdrawn
WF – Withdrawn Failing
WP – Withdrawn Passing
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Once all courses have been entered, a blue button will appear on the Transcript Entry 
page which says Review and Finalize My Transcripts.

In Transcript Review, you will be asked to  identify additional attributes about your  
coursework including Primary College and courses that are Labs, Repeated, 
Advanced  Placement, Other Tests, Honors, and Study  Abroad.

PTCAS allows each PT school to request applicants to identify prerequisite  
coursework. Once the Colleges Attended and Transcript Entry sections are complete, 
go to Program Materials to identify prerequisite coursework for each PT program.
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You must enter all attempts of every course taken, even if you later repeated a course 
or if your college removed the initial attempt from your GPA calculation. 
Mark the first, subsequent, and final course attempts as "Repeated." 
Enter the number of credit hours attempted, regardless of how many credits you 
earned. 
List all grades as stated on the transcript.
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This is an example of what a prompt will look like. 
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You may have fulfilled other credits by taking departmental exams, IB credit, etc. 
If you have course credits fulfilled by tests other than AP exams (such as CLEP, 
Department Exam, Institutional Exam, IB, and the Regents Exam--(i.e. courses you 
"tested out of" at college) and clearly marked as a test credit on your transcript, then 
select yes.
Then, click the plus sign next to the courses. Be sure to only select courses that are 
clearly identified as test credits on your transcript. 
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You will be asked to indicate honors courses you have taken. Indicate if you took any 
honors courses, which are generally college courses taken at an honors level. These 
are usually designated with an "H" in the course number on your transcript. Note that 
earning Latin honors upon graduation does not mean your courses are retroactively 
considered "Honors."

If you took honors courses, select Yes and click Continue. Then, click the plus sign 
next to the courses. Be sure to only select courses that are clearly identified as 
honors on your transcript. 
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If you studied abroad, indicate the courses you took as part of your institution's study 
abroad program. Refer to the transcripts section of the PTCAS instructions page for 
more information.

If you studied abroad, select Yes and click Continue. Then, click the plus sign next to 
the courses. 
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https://portal.ptcas.org/ptcasHelpPages/instructions/academic-history/colleges-and-universities/index.html
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Note: As mentioned below, PTCAS will only calculate grades once so any “in progress” 
courses listed will not be factored into GPA calculations viewed by programs
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If any of the institutions you are requesting transcripts from are unable to send theirs 
due to COVID-19, you should select the COVID-19 Transcript Hardships option.

38



Any questions regarding transcripts before we move on to standardized tests? We 
have almost completed the Academic History section of the application and then we 
will take a quick break. 
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Standardized Tests is the last section in the Academic History part of the application. 
Here, you will add exams that you have taken.  All of you should be entering GRE 
information, so we will move forward with that test as an example. 
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Provide the date(s) of all taken or planned GRE administrations

PTCAS requires applicants to provide GRE scores in two ways:
1. Manually Self-Report Scores: Use the official score report from the 

Educational Testing Service.
2. Sending Official U.S. GRE Scores: When registering for the GRE, 

applicants can select any number of  schools to receive the GRE score 
at no additional cost. It is strongly encouraged that an applicant  
selects ALL PT programs they plan on applying to. There is an 
additional fee if schools are added  at a later time. The official score 
will be sent electronically to PTCAS 3-4 weeks after the  test date and 
the score will be shared with all the schools the applicants applies to.
Official GRE Scores are submitted electronically to PTCAS directly from 
ETS using a special PTCAS GRE code that is different for each program 
and different from the school's regular GRE code. Schools can only see 
scores that are sent with their code, so it is vital that program codes 
are entered correctly. 

NOTE: Official GRE scores from ETS can be received by PTCAS at any point during the 
application cycle, even after your application is submitted or verified; however, some 
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programs may have a deadline by which they want your scores posted. Once your 
official GRE scores are attached to your application, they cannot be removed. 
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Let’s take a quick break and then we will wrap up when we return. 
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Under supporting information you will submit requests for references and enter your 
observation hours and experiences. This is also where you can find more information 
on COVID Hardships. 
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Make sure your references know you well enough to be able to answer these 
questions about you and give your high rating in the provided traits. 
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Evaluators must upload a letter of 
recommendation on institutional or 
organizational letterhead via the PTCAS 
Reference Portal. 

Accepted formats for uploads are .pdf, .doc 
(Microsoft Word), .rtf (Rich Text Format) or .txt 
(ASCII Text File) files only. Uploaded letters 
must be less than 5MB in size.
It is recommended that the letter include a 
signature 
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Enter all of your paid or volunteer physical 
therapist observation hours on the application.

Not all programs require PT observation hours or a 
signed form as part of the admissions process.
Review the Directory for program-specific 
requirements. PTCAS will not determine if you met 
the requirements for your selected programs.

If you have observed a PT in more than 1 setting, 
select “Add New Entry” for each additional 
experience. 

50

http://www.ptcas.org/ptcas/public/pthours.aspx%3FnavID=10737426790


It is generally recommended that you have your experiences verified via the 
observation portal
Your selected programs can view your experiences, regardless of whether the hours 
were verified by a physical therapist.
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For each set of observation hours, you will be asked to include:
Facility name and address
Experience dates (can be planned or to current)
Experience details including:

Whether the experience was paid, volunteer, or both
The setting and hours of experience
Patients observed
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Applicants use the Experiences section to 
provide detailed information about:

Employment: Paid work done outside of 
physical therapy. Include a brief description of 
your responsibilities
Extracurricular Activities: This includes 
research, club memberships, sports, etc.
Volunteer: List all volunteer experiences with 
this experience type. Note 1-time experiences 
in the job description section.
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List all relevant awards, honors, and scholarships that you have received or have 
been awarded

For each entry, provide a brief description, especially if the achievement is not clear 
based on its title. You can also note if any special circumstances surrounded it. 

Although you can enter any achievements that you believe are relevant to your 
application, it is  recommended that you focus on those achievements within the last 
10 years and at the collegiate level and above
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Complete items in this section for all professional licenses and certificates earned, 
including a physical therapist assistant and CPR license. 

If you have more than 1 license or certificate, select the “Add a new entry” button for 
each. Upload an image of the license or certificate.

Be sure to list only valid certifications 
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ü You are limited to 4,500 characters, including spaces

ü Some formatting characters used in programs such as Word (angled quotes, 
accents, special characters, bold, underline, or italics) will not display properly. 

ü PTCAS recommends that text be copied and pasted into the web form from a 
plain text editor such as Notepad, rather than Word.

ü You cannot make edits to your personal statement after you have submitted your 
application to PTCAS. 

ü Your personal statement will be sent to all PTCAS programs to which you apply, 
and so you should not personalize it to any specific program.
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The final section of the application is Program Materials. This is where program 
specific information will be housed. 

58



Documents
The Documents tab will display any 
program-specific requirements for uploaded 
materials. 
This tab may or may not be available, 
depending on the selections of each PTCAS 
program. 
Types of documents that may be requested 
include the following:

Catalog course descriptions
Cover letter
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Writing sample
Other
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This is also where you can upload documents for your COVID-19 Hardship Exception if 
applicable. 
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Prerequisites
The Prerequisites tab will allow you to match your 
coursework to the course prerequisites for each 
selected program. 
The Prerequisites tab may or may not be available, 
depending on the settings for each program. 
If available, the program’s list of prerequisite 
courses will be displayed on the screen. You must 
complete the Transcript Entry section and the 
“Review & Finalize My Transcript” process before 
you can select courses for prerequisites.
There is no guarantee that the courses you selected 
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will fulfill the program’s course prerequisites. PTCAS 
will not verify that you have properly matched your 
courses or that you have fulfilled the program’s 
course prerequisite
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Program-Specific Questions
Some programs require applicants to 
respond to custom questions in addition to 
the standard PTCAS application questions. 
The PTCAS application will automatically 
prompt you to respond to any program-
specific questions when you designate 
programs that require them
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Supplemental Requirements
In addition to the PTCAS application, 
programs might require you to send a 
supplemental application, fee, and other 
materials directly to that institution. 
Examples of supplemental materials include, 
but are not limited to, the following:

Graduate school application
Supplemental fee
Official GRE scores
Results of a physical examination

63



Immunization records
Final transcripts
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Since most physical therapy school 
acceptances are done on a  rolling basis, 
applicants who submit early are  more 
successful in being invited to interviews  
and considered for scholarships first. 
Please  note that there are exceptions.
Once your application becomes complete 
(application submitted and all official 
transcripts  received) it can take an 
additional 4 – 6 business weeks for  your 
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application to be verified.
Who determines deadlines?

Deadlines are determined by the individual programs, NOT BY PTCAS. It is the 
applicant’s  responsibility to research each program’s deadline requirements 
before submitting their application.

Am I able to request a deadline extension?
Contact the program directly to request a deadline extension

Will schools have the same deadline?
No, each school has its own deadlines. View the deadlines for 2019-2020 by 
PT program here
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http://aptaapps.apta.org/ptcas/deadlines.aspx


Here you can find updates regarding the impacts of COVID-19 on PTCAS. 
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Do not wait for PTCAS to receive all materials before submitting your application
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Questions? Good luck on your applications! 
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