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Application Instructions for Global UGRAD 2016-2017 Portal

Step-by-Step

I. REGISTERING FOR THE PROGRAM

Google Chrome and Mozilla Firefox work best when completing the UGRAD application. We
do NOT recommend using a mobile phone or Internet Explorer.

Register for the program using this link: http://exchangeprograms.worldlearning.org/2go=UGRAD16%2D17

Select the Global UGRAD 2016 Application and click ‘register’.

Apply Now 2016 Global UGRAD
Global UGRAD

Please create only one application. If you forget your password or have difficulty logging in, email exchangeprograms(@waorldle
status:

Global UGRAD 2016 Application

oo D

The site will then ask if you already have login information for the portal.

e If you applied for UGRAD 2015-2016, select the first option: “I have login credentials to this site
that | received by email”.
e If you did not apply last year, select the 2" option: “I do not have log-in credentials to this site”.

Security : User Identification Wizard: Step 1

e In order to continue, you will need to be logged-in. This wizard will guide you through the steps of authentication.

Please indicate how you will be logging in:
2 | have login credentials to this site that | received by email.
‘2 | do not have log-in credentials to this site (all World Learning applicants click here)

If you have a login from last year, please sign in using your existing credentials. Once you do this, select
“Academic Year 2016-2017” to begin your new application, and skip to pages 6-8 in this guide for more
application tips. DO NOT create a new account if you cannot remember your password. (Note: your
username is your email address.) If you cannot remember your password, request a new password by
clicking “Forgot password?”.


http://exchangeprograms.worldlearning.org/?go=UGRAD16%2D17
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If you are a new applicant, after selecting the 2" option, you will fill out the “New User Form” to
register. The email address you use to sign up will be your registration email and user name. Filling in
the “New User Form” will generate temporary login credentials for the application site.

First Name: Hannah

Middle Name:

Last Name: Brown

Email: testi@gmail.com

Date of Birth: Sep Y9 ¥ 1980 v
Gender: Male ® Female Other

Create Account

@ NOTE: An email will be sent to you with your login and password information.

After completing the form and clicking “create account,” check your email for your temporary password,
and follow the link to sign in.
You MUST follow the link in your email to correctly access the application site for the first time!

\

Welcome to World Learning E

's World Leaming!

Following 1s vour temporary login miformation that will enable vou to apply to programs:

User ID: Your Fmail Here
Temp Password: macRosg45c0de

Please keep this information n a safe place.

To login, use the followmg link:

hitps://exchangeprograms worldlearning org/index.cfm?

FuseAction=Secunty Login&urc=234389&s10=79B4A3C481E490CT7DD74199C13A89FD171AB2?BBCO4B901E2CA36
Temporary login nformation 1s only valid for 3 dav(s). If vou do not login within 3 dav(s) of recerving this message, vou
will be asked to request a new temporary password.

Thank vou,

World Learning User Support

After following the link, you will see the following message. Click “I have login credentials to this site
that | received by email” and press “Submit”.
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Security : User Identification Wizard: Step 1

e In order to continue, you will need to be logged-in. This wizard will guide you through the steps of authentication

Please indicate how you will be logging in:
® | have login credentials to this site that | received by email.
2} 1 do not have login credentials to this site.

L Submt |

Type your user ID (email) into the Username field and use your temporary password to sign in.

Please log in to the World Learning Student Portal:

Username: |test@wor1dleaming.org |

Password:

Login
Forgot your password?

Security Questions

Next you will choose security questions and change your password. Once you have done so, be sure to
write down both the answers to your security questions and your new password and keep them
somewhere safe for future reference.

Select Password Reset Security Questions

Question #1: | Select One: v

Correct Response: | |

Question #2: | Select One: v

Correct Response: |

Question #3: | Select One: v

Correct Response: |




Global UGRAD Program World Leaiing

Beicgieg cubures. Thademing Hei.

Change Password
Create a new password you will remember and press “Change”.

Security : Change Temporary Password Il Hide Tips

e Before you can continue, you must change your temporary password to a permanent password.

You have logged in with a temporary password that is intended for use one time. You will now need to create a permanent password that you
will use in the future when you login to this site.

The permanent password must:

- Be at least 8 characters
- Contain both upper and lower case letters

Change Temporary Password

New Password: | ---------
(this is the password you would like to use for all future login attempts )
Password meets strength criteria and is acceptable

Re-enter New Password:

e Change |_2
Next, choose Academic Year 2016-2017 and press “Apply”.

Available Terms

@ | Academic Year, 2016-2017

<Cancel- ||  -Reset- <[ - Apply> >

Fill in your Applicant Information and press “Save”.

Applicant Parameters:

Hvgquent Prammes
Country of Ctiasaship * MQMN“M o
Albarsa [
Algena
Andorra
Angola
Antigua -
Country of et * Choose One v
Coantry of Revdance * Choose One v

Emml Adetvess |Optinned)

* Reawed

Required Addresses:
| |
e D

© Alrequired addresses have been provided
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After answering and saving this information, you will be taken directly to your Participant Homepage
and may begin to complete your application.

Participant : (Pre-Decision) I Hen Tes
e This page shows Cutrent and MQuirsd aiaments of your applicanon i Mo oe-3e0ison phase UNIgss Omensiss inCILET, you SHOoN? 3same Tat i sements of 1 rghe-nand column
(oteng] SUDMISSOSE SONASLNE SOtUMents recommendatons, 0Mms ana ¢ SOOI ) are redquied D pour GeoMCaan 10 De considersd compiete
Test Tester Program Applications, Forms and, Questionnaires
Qobal unaurgr.‘mu;(l G B Plvanyg B sww wend oevipiede Tre oovine spoit mione Awrem and s ionneees  Fos may a0 e S aed save § e e
ngnm Exchange Frogram- Tompsor it note thet you et ol b e st batton i orfer Y0 1he appi stooAamyigees toromes © be mark ad 93 ssbembed sl reedy
101817 Tor yvien

Admin System Date: 01012016 bl UGSAD Apolicat
Program Open Dates: THA S0 U '

Clek the fofowmg f2 view, /eed ans mark heee Barreng s omers 16 I B80T
Pog=s o1 by g been read § autrrrtet Do LUGRA Porttoly Unilost

Ogoooooo

Il. LOGGING IN

Now that you have set up your account and changed your password, you may regularly access the Portal
at http://exchangeprograms.worldlearning.org/ using your permanent login credentials (registration
email and newly-changed password).

WHAT WE DO d QUR IMPACT

-

,. - B A o Lmam Porivm
0 e - UL & AR Om M Y s

T
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lll. FORGOTTEN PASSWORD

Please log in to the World Learning Student Portal: If you forget your password' on the

Username: login screen, click “Forgot your
password?” and follow the instructions
on the next page.

Password: Xy

Login
& Forgot your password? = World Learning will send you an email

with temporary login credentials
(similar to what you received when you
initially registered your account) so
that you can regain access to the site
and reset your password.

IV. PARTICIPANT HOMEPAGE

Your Participant Homepage will list all of your required forms and Learning Content. All program forms
and upload spots are shown here:

Participant : (Pre-Decision) B e Tem
0 This DAQE SOOws CUment inag e P SR of your ApDicalx N T DYE-CRCLn PRase Lriees gmemarss iMeasd youl SHOU Sasums Mat 50 siemants of M nghesand colume
matenal submesson. ugnature documania recommencatons ans and guesionnares) amm reguind for your appicabon o de tontidered tompieie

YOUR NAME Program Applications, Forms and, Questionnaires
Qiobal Ungergraduate 2k e Bloerr W view el sorrpiiie e cedne Al stomd, formes vl guesioremees Vel may #IMT & firee and sees 1 fre e
Program: Exchange Pragram- MUt T e R v o Tt CX R P st RO T st or fhe aOEIC IOT SISl T 11 he ek o 89 3UdETies peat rredy
201617 Br review

Term/Year: Acacemic Year, 2016-2017 . ted

Agmin System Date: 120172016 L

Program Open Dates: TGA | ey y L
bl 1R il Tra g
D AAD Pr=ase upiond s copy of yOur Biletha 1 Pa { by L

Cheh the bhoarg o iew resd and mai hese memeg ¢ ortest ) 1Dy e

FRpee. % heaving been 1uos) & wateritied Global UGRAD Portfolio Uplsad N

ol Tins 1 0

Click on the name of a form (in green) to begin answering questions or to upload a document.
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Program Applications, Forms and, Questionnaires

Click the following to view and complete the online applications, forms and, questionnaires. You may start a form and save it for later
completion, but note that you must click the submit butten in crder for the applic aticnformiguesticnnaire to be marked as submitted and ready
for review.

Global UGRAD Application 2016-2017
Global UGRAD: Essay

Global UGRAD: Letter of Recommendation 1
Global UGRAD: Letter of Recommendation 2

AR CARCARC AR

e

o _ After you have submitted a form, the
Global UGRAD: Official Transcripts corresponding box will be marked

Global UGRAD: Please upload a copy of either your inf| with a check.
Identification.

Global UGRAD: Portfolio Upload All forms that have not been
submitted will be blank.

7

Once you have responded to all required questions (marked with *), you must “submit” the form in
order for it to be considered complete and ready for review.

Global UGRAD Application 2016-2017:

Instructions

Phaase provios all answens n Engiist

)

PONGE NG Cultaal Afairs U S Departmant of State 70 Ieam mars aDout Bis pogram. piexse visil he
Departinent of Stale's webpage ot Nty Sexchanges st Serraduale-acchange-program-global-ugrad
IWPORTANT Preass pisas “sutert” af the Leffim of 1hie page Whin you furve compheind e o Yous om sill nof e mane a8 wsceived el pou sutimil it You iy uss “save’ lo save youl

ROrY and rsam 12 edit it iater

() Inctasste s M pan s Ron i3 Tegs

1. Family Name (*)

7-Fust Name )

3. Madle Nama

4 Gender ")

Please select cne ¥

| = Cancel - || - Save - I - Submit = |I

You may press “Save” to save your work and come back later to edit. “Submit” your form when it is
complete. You will not be able to edit it after you submit the form.



Global UGRAD Program World Leaming

Beicgeg cubures. Tnadonming e,

V. PROGRESS METER

The Progress Meter is located toward the top of your home page and will help you gauge the
completeness of your application. Once you have completed, submitted, and marked as read all
required parts of your application, the meter will display a message that your application is complete.

Progress Meter

Note: You must mark all Learning Content as read for your progress meter to show your application is
complete!

Global UGRAD: Letter of Recommendation Guidelines

Global Undergraduate Exchange Program- 2016-17 (Academic Year, 2016-2017)
Global UGRAD Recommendation form.doc

Print Idark as Read

There is no final submission button.

If the progress meter is complete and all forms have a check mark, then your application is finished. You
will receive an automated email within 24 hours after submitting all your forms to confirm that your
application is complete.



