How to complete a Recommendation Request in the MSU Study Abroad Horizons Online System:
1. Open e-mail with subject line: Study Abroad Recommendation Requested (1)
2. Make note of the email address and provided password. (2) You will use these to log into the system for the first time.  You may wish to copy the password from your email.  
3. Follow the link provided in the email to the application system. (3)
[image: ]
4. Type in your email address and password as provided in the email. (1)
5. Hit “Login” button. (2)
[image: ]

6. To change your password to one of your choice, hit the “My Account” button. (1)

[image: ]
7. This will take you to a page that shows your personal information. Ensure that your email address is correct here.[image: ]
8. Click the tab below your name that says “Account” and type a new password in the first box. (1) Repeat the same password in the second box. (2) Make sure that the two passwords match.
9. When you have matched the two passwords, click save. (3)
10. [image: ]
11. After saving your new password, select the option from the top of the page labeled “My Recommendations” (1)
12. You will see a list of the students who have requested a recommendation from you.  To imput your student recommendation, click on the paper and pen icon next to the student name. (2)[image: ]






13. This will pull up the students Recommendation Form. Type in the length of time that you have known the student (1) and in what capacity. (2)
14. There are a series of questions to follow regarding various aspects of the student personality/abilities. Please rank the student from 1-5 stars. (3)
[image: ]
15. If you have a letter typed up about the student already, you can choose to upload it by clicking the “Browse” button. (1) Select the file that you would like to upload.
16. You can also choose to type the letter directly into the text box provided or copy and paste from a word document. (2)
17. [image: ]
When you have completed the letter, you can choose to click Submit. (1)
18. If you have not completed the letter, and would like to save and make changes later, click “Save” (2)
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