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WALK THROUGH

Minor in Public Policy and Leadership



VIDEO RESOURCES



VIDEO RESOURCES

If you’d like to see the application walk through 
in video format, use the link on the left to 
watch a quick five-minute overview of the 
application portal.

Additionally, the Admissions Office has a ten-
minute video highlighting what we look for in 
applicants that you should watch before 
beginning an application.

Application Walk Through 

What We Look for in Applicants

https://youtu.be/NJq1uUdjCvc
https://youtu.be/F4wRu6NTIeI


PART ONE: 
CREATING YOUR ACCOUNT

You will need to create an account if you have not previously applied to 
Batten or made an appointment with a member of the Admissions team! 



STEP ONE: VISIT OUR WEBSITE

To start your application, visit batten.virginia.edu and hit APPLY in the top right corner. 



STEP TWO: CREATE AN ACCOUNT

Create an account if you have not previously applied to Batten or made an appointment with a member of the 
admissions team.  All usernames will be your UVA email with .fbs at the end (ex. crl4sn@virginia.edu.fbs).



Fill in your personal information and hit “Create Account.” 



Your account is now created, and you will set a password using the link in your email.



Use this email to create a password and return to the application portal. If you do not receive 
this e-mail, reach out to BattenITSupport@virginia.edu after checking your spam folder! 

mailto:BattenITSupport@virginia.edu


Create a new password.  You will use it to log back into the portal to continue working on your application.  

email@virginia.edu



STEP THREE: START A NEW APPLICATION 

You have now entered the admissions portal. From here, you can access helpful resources, start a new application, 
and check the status of your in-progress or submitted application. 



If you have any questions about our programs, you can also make an appointment with 
the Admissions team directly from this portal.



To begin applying for the Minor in Public Policy & Leadership, click on “Start an Application.”



Select “Minor in Public Policy & Leadership program only” and Fall 2023 entry and hit “Next.”  

NOTE: If you would like to be considered for both the Minor and BA in Public Policy & Leadership, select 
“BA/Minor combined application”



After the system loads, you may begin your application.



RETURNING TO THE APPLICATION 

Once you begin an application you can return to it any time by selecting “My Applications.”



To return to an application, select the Application Number on the left side of the screen.



PART TWO: THE APPLICATION 

*Note:  You do not need to complete the application in one sitting. You 
can use your account information to log back into the portal as many 

times as you need to complete the application! 



NAVIGATING THE APPLICATION 

This is the opening screen of the application.  You can use the sidebar navigation to jump back and forth between 
sections without scrolling. 



NAVIGATING THE APPLICATION 

The information on the right side of the screen reflect privacy and policy statements from the Admissions Office.



THESE ARE THE MAIN SECTIONS OF THE APPLICATION, AND 
THE DOTS HELP YOU TO TRACK YOUR PROGRESS. THE MAIN 
SECTION OF THE APPLICATION IS CALLED CORE 
APPLICATION, AND YOU CAN SEE THE SUBSECTIONS BY 
USING THE ARROW ON THE LEFT.

v AN OPEN CIRCLE IS A SECTION THAT HAS NOT YET BEEN 
STARTED. 

v A BLUE CIRCLE WITH DOTS INDICATES A SECTION IS 
MISSING SOME INFORMATION AND IS CURRENTLY 
GETTING SAVED IN THE SYSTEM.

v A GREEN CIRCLE MEANS YOU HAVE INCLUDED ALL 
REQUIRED INFORMATION FOR THE SECTION.  



SECTION ONE: CORE APPLICATION

Fill in information for each box that has a red dot next to it. Not all questions are required.



When you come to a section that has extended instructions, highlight the text and scroll to the right to see the 
entire section.You can also get additional information for selected questions by hovering over the “i.”



Use the calendar 
icon to select 
dates.





Questions that appear “grayed out” are dependent on the answer to the previous question. Depending on how you 
answer that question, that question will be available for you to answer.







This information helps us track our engagement with prospective students. You can enter information for up to 
three people you’ve met with to discuss Batten, including members of the UVA community, like association deans. 

Answering “no” or leaving contacts blank will not hurt your application.





Answering “yes” to the academic disciplinary history question will not automatically discount your application from 
consideration. You can use the optional application addendum to explain further if needed. As noted by the policy 

statements on the right, students are required to report criminal convictions if admitted and wish to attend Batten. 



SECTION TWO: AWARDS AND 
SCHOLARSHIPS

Please list any honors, awards, need-based financial aid, or merit scholarships you have received since leaving high 
school and explain the basis of selection (e.g. Dean’s List, Questbridge Scholar, Posse Scholar, Blue Ridge Scholar, 

Rainey Scholar, Echols Scholar, Jefferson Scholar, and/or other research, academic, or travel grants).



SECTION THREE: MINOR PREREQUISITES

These questions track an applicant’s progress on prerequisites. Prerequisites can be in progress at the point of 
application, and may be completed by August 1, 2023 without penalty.



Under Anticipated UVA Credit Hours, enter the number of credits you will have earned by Fall 2023.



SECTION FOUR: APPLICATION 
ATTACHMENTS

In this section, you will upload all unofficial transcript(s) and a resume. We recommend uploading a .doc or .pdf.   
If you’ve attended multiple institutions, combine your unofficial transcripts and upload them as one file. Uploaded 

documents can be reviewed, and if needed, removed and re-uploaded.



Be sure to utilize UVA’s Career Center to polish up your resume! 

https://career.virginia.edu/resumes


SECTION FIVE: ESSAYS

In this section, you will upload your essay. We recommend you use a .doc or .pdf. Uploaded documents can be 
reviewed, and if needed, removed and re-uploaded.



SECTION SIX: OPTIONAL APPLICATION 
ADDENDUM

Use this space, if needed, to provide additional information about your application. The addendum should be 
formatted as a letter to the Admissions Committee and not exceed one page.



You have reached the end of the main application. Now use the tabs at the top to fill in additional information 
regarding your academics, extracurriculars, and recommenders. Once all your information is in the core application 

and in the tabs, you will be able to hit submit.



APPLICATION TABS



ACADEMIC HISTORY TAB

Once you navigate to this tab, you will see instructions. Provide information for each college/university you have attended.

Note: If you are currently undeclared, list your major as undeclared and give us your cumulative GPA only.



Once you click “New” to start adding information for each 
institution, you should see the following screen. Most colleges 
and universities are in our system, so start typing the name of 
the institution for it to appear. If your school is not listed, skip 
that question and type the name of the school in the field 
below. Fill in the rest of the information and hit save. You can 
exit out of the screen by using the “X.” If you have additional 
schools to report, repeat the process.



COMMUNITY ENGAGEMENT TAB

Once you navigate to this tab, you will see instructions. Provide information for each activity you wish to highlight from your resume.

Note: Use this space to highlight top activities, but do not include everything from your resume. 



Once you click “New” to start adding information for each 
activity, you should see the following screen. Be sure to 
include the name of each organization, your position or title, 
the hours per week you were involved with that 
organization, and the start and end dates for those 
activities. If you are still engaged with that activity, leave the 
end date blank. You are welcome to include information 
about jobs, internships, volunteering, research, clubs and 
organizations, sports, and other engagement opportunities. 
There is no expectation for you to have any policy 
experience before the program, but if you have you can 
highlight those opportunities here.



DO NOT COMPLETE THE 
RECOMMENDERS TAB

Minor applicants should NOT use this tab. It is designed for our Bachelor of Arts, Accelerated MPP, and 
postgraduate MPP applicants.



DO NOT COMPLETE THE 
INTERNATIONAL STUDENT TAB

Current UVA students do NOT need to fill out this section, even if they are international students or if their 
primary language is not English. This tab is for postgraduate MPP applicants only.


