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The purpose of this how-to guide is to provide step-by-step instructions on how to apply for an externship at UPenn Vet School. 
 

Step-by-Step Instructions Screen Captures 

 

1. After you access the Clinical Planning Extern link click 
“Begin Application” to start the application process. 
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Step-by-Step Instructions Screen Captures 

2. On the “Contact Information” page ALL of the sections 
are required to be filled in with the applicant’s correct 
information. Please use the date format when entering 
the “Birthdate” and “Expected Graduation” dates. After 
each field is completed click the “Next” button. 
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Step-by-Step Instructions Screen Captures 

3. In the Clinical Choices page please enter the date when 
your current core courses will be completed in the 
proper format. Use the dropdown button to select how 
many weeks you will participate in the rotation.  
 

4. For the “Rotation Choices” use the dropdown button to 
select which course you would like to take and use the 
“Weeks” field to select either two or four weeks of the 
rotation. (Please select a second and third 
choice(optional) just in case your first choice is not 
available).  

 

 
5. For the “Rotation Dates” use the dropdown buttons to 

enter the school year of the rotation. Please choose 
three different rotation dates so we are able to fulfill 
your request in the event of over booking. 
 

6. Click the next button to continue or the previous button 
to return to the previous page. 

 
 
 
 
 
 
 
 
 

 
 
 
 



 
 Externship Application  

___ 

Last revised: 12/8/17 – page 4 

7. In the “Documents” section, all four of the stated 
documents are required to complete the application. 
These documents have to be uploaded from the file 
manager of the computer that  you are using. The 
uploaded document has to be formatted as a PDF file or 
a JPG (picture) file type. These are the only two file 
types that will be accepted. Click “Choose File” to 
browse the file manager for your document. Once 
you’ve selected the proper document click the “Upload” 
button to upload the document.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 
 Externship Application  

___ 

Last revised: 12/8/17 – page 5 

8. Once ALL of the documents are successfully uploaded 
this is what the screen should look like. If you enter a 
document in the wrong place simply repeat step #7 for 
the appropriate document. When you are finished 
uploading your documents click the “Submit” button to 
proceed to the next step. 
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Step-by-Step Instructions Screen Captures 

9. After you submit your completed application you will 
see this prompt to pay for the application. Click the “Pay 
Now” button to continue. Note – if you leave this page 
you will not be able to return to pay online. If you 
choose to pay by check and it is returned, you will be 
assessed a $30.00 fee on top of the application fee. 
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Step-by-Step Instructions Screen Captures 

10. In the “Billing Information” section ALL of the fields are 
required to submit your payment. Once you fill in ALL of 
the sections click the “PAY” button to process your 
payment.  
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Step-by-Step Instructions Screen Captures 

11. After you submit your payment you will receive an 
electronic receipt. Click the “Print” button to print a 
copy of this receipt. You can return to the initial 
application screen by clicking “Return to Website”. 
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12. You will also receive a confirmation email showing the 
rotation choices and dates that you selected to the 
email address you entered in the application. 

 

 
 

 


