
2022-2023 EXCHANGE APPLICATION 
INSTRUCTIONS FOR STUDENTS

Deadlines for applicants to submit their completed applications:
Graduate Studies (all faculties): March 4, 2022

Undergraduate Studies: April 1, 2022

Exchange Semester: Fall (Sept-Dec), Full year (Sept-April), 
Winter (Jan-April)

* We DO NOT have a separate deadline for winter term *



01 Create your login

Before you can start your 
exchange application, you 
should have received the below 
email with the registration link. 

Click on the registration link to 
create your login for Mobility 
Online before you can start your 
application.

If you didn’t get this email, please 
contact our office at 
inbound.exchange@utoronto.ca.  

https://studentmobility.utoronto.ca/
mailto:inbound.exchange@utoronto.ca


Once you click on the registration link you will be able to complete the remainder of 
the registration process:

 Enter your Date of Birth 
 your Date of Birth will also appear in your “Confirmation of Application” email in the 

previous slide
 click “Continue”

 Create your login name 
 If your login name is already used by someone, you will see an error message "Login 

already exists.“ You will need to create another one. 

 Remember to save your login and password 
 You can also find your login name in the “Confirmation of Registration” email after you 

create it 

 Click “Continue”



Click to start 
application

If you have completed your registration correctly, you will see this 
screen:



02 Complete your Application
Start your application at the “Review and complete personal details.” 

You only need to complete the “IN Student Application” section of the application portal 
(green box.)  



Click “Click Here to Update” to update your personal details. 

**Please use English letters only and DO NOT use any special characters (e.g. 
é, ï, ü, and ß) because University of Toronto’s internal systems does not 
recognize special characters.**

Once you have finished completing the form, click “Confirm Personal Details.”

If you have completed this step correctly, you will see the following message: 
“Action successful! Record updated.”

Click “Back to general overview.”



You can now begin your application. You will notice that the “Student personal 
details” box has been checked off and it is now green, which indicates complete.

Click “Begin your application here.”

Click “Click Here to Update” in order to complete the application form. 

Before completing the “List of courses that you are planning to take at UofT during 
your exchange” section: 

1) Go to your institution page on our website and check your Faculty/Division’s 
course information and restriction.

2) Read this short instruction guide on how to pick your proposed courses at UofT. 

Once you have completed the application, click “Update”

https://inboundvisiting.utoronto.ca/inbound-exchange/planning-to-study-am-i-eligible/
https://inboundvisiting.utoronto.ca/wp-content/uploads/Course-Enrolment-Guide.pdf


Additional information for School of 
Graduate Studies applicants
 You must pick a host department. 

 Go to your institutional page on our website for full details on how to pick your host 
department 

 You will need to upload your “Proposed Course List” document and list the same 
courses on the application form under “Provide a list of your courses that you are 
thinking of taking during your exchange. Include course name and course code” 

 Remember to upload your CV and two reference letters
 Check your institutional page on our website for your faculty-specific requirements 

https://inboundvisiting.utoronto.ca/inbound-exchange/planning-to-study-am-i-eligible/
https://inboundvisiting.utoronto.ca/inbound-exchange/planning-to-study-am-i-eligible/


A window will pop up in the top right hand corner to indicate 
that the record has been updated:

Click on “Back to Application workflow” located at the bottom of 
the application to return to the home page of your application. 



Document checklist before you start uploading documents to avoid errors: 

1. All of the documents are labeled in the following format: “Last Name, First 
Name – Name of Document” (e.g., Smith, John – Statement of Intent).

2. The file format is either .pdf or .docx. 

3. None of the required documents are “secure” PDF files that requires 
password because as we are unable to open them.

4. Maximum PDF file size is 2MBs. 

03 Upload your Required 
Documents



**Please refer to your institution page on our website for the details of the 
required documents.**

All of the required documents will appear on the left side of your home page.

Click on “Upload statement of Intent.” A new window will pop out.

The Statement of Intent should answer following two questions (500 words max):

1) Why are you interested in completing an exchange at the University of Toronto? 
2) What impact do you think this experience will have on your future?

Upload the required document.

Click “Save.”

https://inboundvisiting.utoronto.ca/applications/


**Please refer to your institution page on our website for the details of the 
required documents.**

All of the required documents will appear on the left side of your home page.

Click on “Description of the courses previously taken.” A new window will pop out.

Make sure you include the following for this document:
1) Title of the course
2) Description of the course (1-2 sentences max)
3) Description of major topics covered in each course (2-3 sentence max) 

Upload the required document.

Click “Save.”

https://inboundvisiting.utoronto.ca/applications/


If you are successful in uploading the document, you will return back to 
the home page of your application and the “Action Successful” window 
will appear in the top right hand corner of your screen. 

Follow the same process until you have uploaded all of the required 
documents for your application. 



Before proceeding to the last part of your 
application, review your application to ensure 
everything is correct and submitted.



04 Complete the terms and 
conditions

Once you have uploaded all of the required documents, complete the “Terms and 
Conditions.” 

Make sure that you take the time to review the Terms and Conditions before
clicking “Save.”

When you click ”save,” you will see this message.

**Once you click “Save,” your application is complete and you cannot make 
any changes to it.**

Click “Back to Application Workflow” to confirm your submission 



If you have completed your application correctly and fully, your home page should 
look at this. You will notice that all of the boxes are checked off and they are 
green. 

You will also receive the “Confirmation of Submission” email.

Make sure that you logged out of the program and close your browser when you are 
done! 

Forgot your login or password? 

- Use “forgot your password?” button on the Mobility Online homepage 

- The “forgot your login/password email will be sent from this email address:         
no-reply-sep@studentlife.utoronto.ca

https://studentmobility.utoronto.ca/mobility/LoginServlet
mailto:no-reply-sep@studentlife.utoronto.ca


 Deadline reminders:

 March 4th, 2022 for graduate applications 

 April 1st, 2022 undergraduate applications 

 Completed applications will be reviewed and admission decisions will be 
electronically sent out via email beginning at the end of May. 

 If you are admitted, you will need to log back onto Mobility Online to accept your 
offer of admission

 If you accept the offer, you will receive an email in June-July with full details and 
information about course selection.

 Incomplete applications will not be reviewed.

What Happens Next?



Email: inbound.exchange@utoronto.ca
with screenshots

Questions?

mailto:inbound.exchange@utoronto.ca
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