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Completing an Application for Undergraduate Practicum
To complete an Application within Tk20, you must first log into the Tk20 system at fitchburgstate.tk20.com
I. Completing, or “Creating” the Application
· Go to your Applications tab. 
· Click on create in the side menu. 
· Select the appropriate application name from the drop-down menu. 
If you do NOT see the name of the application you were told to complete, this could mean that 
you are attempting to complete it AFTER its due date has passed and will need to contact your 
Department Chair person.  
· Complete the application as directed. Fields with an asterisk (*) must be completed before you save or submit. 
II. Submitting, Saving or Cancelling the Application
· Click submit to send your application to the Office of Licensure and Placement. You will not be able to make any edits or changes once you have submitted the application.
· Click Save (at the bottom of the application) at any time to save the application. If you need to come back to it in order to add more information, you may do so as long as it's before the due date. After the due date, the application you have saved will be locked. 
· After submitting your application, you must send an email to sherndon@fitchburgstate.edu with the following message: I have completed and submitted my Tk20 Application for Practicum. 

III.  Adding Additional Information to an Already-Saved Application
· You may only do this if it is not past the application's due date or if the application is not submitted. 
· Click on the Applications tab.  
· You will then see a list of all application forms you have created in the middle of your screen. If an application has a picture of a lock by it, it is past the due date and it cannot be edited. 
· Select the name of the application you wish to edit. When finished, click Save or Submit.
