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Applying On-line for an Exchange Place 
 

The University has introduced some new software to enable students to apply on-line for exchange places.  When you want to apply it takes information 

from the student management system and pre-populates a lot of your details to make things easier, faster and more accurate for students and staff.   

 

Note by completing this application, this does not mean you will be going to your first preference, it is only the first step in the process. Once 

approved by your faculty, in the following weeks and months you will be contacted by Melbourne Global Mobility about nominating you to an 

institution.  You will be required to complete that institution’s application which may include providing academic references, proof of funding, 

etc. Melbourne Global Mobility will provide guidance in this process.  This is the second step in the process.  
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Screen 1 – from the partner institution brochure page 
The easiest way to apply is from the brochure page of the institution which you are interested in spending time at for a semester or year.  Click on the 

“Apply Now” button. 
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Screen 2 
The system tells you that you are about to lodge an application and asks you if you do intend to that.  If you confirm that, it will take you to the log-in page. 

 

Log in using your normal university log in details. 
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Screen 3 
It will then ask you to confirm for how long you want to go on exchange, in this case for one semester beginning in semester 1, or two semesters. 
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Screen 4 
This is the actual application form for your first preference, in this case, the University of Latvia.  The details are listed on the screen for you to check. 

 

 
 

Each of the questions you must complete are listed on the screen. When you have completed them and submitted that section, they will have a tick in the 

box next to them. Your application will not be considered complete until ticks appear in each box. Once you have submitted a section, you can’t go back 

and make changes to to that section. 

Name of the institution, semester you want to 

go there and when the application is due. 
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Questions 

Your signature document agreeing 

to the terms and conditions. 
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Screen 5 – Attended a myWorld First Step Session 
List here the date on which you attended a myWorld First Step Session.  When you are certain of the detail, press the “Submit section” button at the 

bottom of the screen to mark that question as complete on your application. 

 

 
Once you have submitted a section, you can’t go back in and make changes. A tick will now appear next to this section on your application home page. 
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Screen 6 – My exchange destination preferences 
This question asks about your exchange destination preferences.  Question one asks you to confirm your first preference, in this case the University of 

Latvia.  Please ensure you are listing the same university in this question for which you have submitted the application.  The other two can be any 

destination for which you meet the requirements of that destination.  Questions two, four and six are seeking further information about your preferences 

where you list partners with multiple campuses so we know which campus you prefer.  
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Screen 7 – Other languages I speak 
This is for us to get an idea if you speak the local language well enough to study in it or whether you must have subjects in English. 

 

 
 

Screen 8 – My disability or chronic illness 
This is to find out if you might need assistance in preparing for your exchange because of a disability or chronic illness you have experienced in the past.  It 

is intended only so we can help you be better prepared.   

 

If you respond ‘no’, it will move you back to the list of questions in the application. 

 

 
 

If you respond ‘yes’ then a screen of further questions arises. 
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Screen 9 - My disability or chronic illness cont’d 
 

 
 

Screen 10 – My exchange essay 
Here you need to explain why you want to go on exchange, what you hope to get out of it and why you have chosen the destinations you have.  Some 

partner institutions ask for this also so this can be a good first draft. You can create your essay as a word document and copy and paste the text into the box 

below.  
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Screen 11 – Financial Plan 
This screen has a series of questions designed to make you think about where you will be getting your funds and how you think you will spend them while 

on exchange.   

 

The first half of the questions ask you to indicate from where you will get your funds. 
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The second half asks what you think will be the cost of your exchange, what the difference is and how you will make up that difference if the expenses are 

greater than the income you have. 

 

 
 

Note that while we do not require you to prove the figures you list some partner institutions and host country governments do ask you to provide evidence 

of having sufficient funds to support yourself financially while on exchange. You will be notified about any specific host institution requirements when you 

are nominated. 
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Screen 12 – My Study Plan and credit I hope to receive from my studies 
This series of question is to enable your student centre to get an idea of what you credit you hope to receive from your studies on exchange.  It is an 

indication only.  You must also tell us when you submitted your study plan to your student centre or if you haven’t, why you haven’t done so.   
 

Please note that your application is not considered complete without a study plan submitted to your student centre. For more information on how to put 

together a study plan and to download a blank study plan, please visit the following link:  

 

http://www.mobility.unimelb.edu.au/outbound/exchange/application-process.html#plan  
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Screen 13 – The details page of my passport 
Scan the details page of your passport and upload it into this screen. 
 

 

 

Screen 14 – Contacting me 
The last question asks for permission to pass on your details to other students going on exchange at the same time as you or in the future wanting to hear 

from you about your experience.  Just as you can contact students now who have given their permission in the past to ask them for details, ideas, 

impressions, etc, this will enable future students to benefit from your experience. 
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Screen 15 – Exchange Student Declaration 
This is the last section of the application.  It requires you to read the privacy statement and confirm to the student declaration.   

 

 
 

 

When you click to sign digitally, a further screen pops up asking you to confirm that you understand what you are doing is the same as signing by hand. 
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Screen 16 –Application Completed 
With ticks in all the boxes down the right hand side of the page, this application is now complete.  In the following couple of hours the student will receive 

an email acknowledging that it is finished.  

 

If after this stage you discover you have missed something or made an error, you can contact MGM and ask to change that section of the application. 
 

 


