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Inbound Exchange Application Guide Overview

Step 1.
Application

Step 2.
Learning
Agreement
(start early!)

Step 3. Pre-
Arrival

4. Arrival
Check-In

Complete this step by:

e April 15th (first intake)
eSeptember 1st (second intake)

Complete this step by:

e July 1st (first intake)
¢ October 1st (second intake)

Complete this step by:

e August 1st (first intake)
¢ November 1st (second intake)

Complete this step within 2
weeks of the beginning of the
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semester.
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Step 1: Application

Course Selection
Click here to search for courses, and follow the below screenshots for assistance.

Class Schedule Term

7 The preliminary Fall 2018 and Winter 2019 schedule is now available for viewing. Please check back for additional courses, updates to existing courses, instructors and classroom
assignments.

During the first intake, the upcoming academic year will not be posted. Select the

Search by Term: previous academic year’s Fall/Winter semester instead as course offerings are
|Fall 2018 Y similar. Example: to search Fall 2019, select Fall 2018.

| Submit || Reset

RELEASE: 8.5.1

Fall 2018
Class Schedule Term 1006, 2018

¥ Choose at least one Subject. Use any combination of selection options to narrow your sear@ Ctrl key to select more than one @en your selection is complete, choose Class
Search to perform the search.

View Subjects by Faculty, School and Department.
Subject: Al -

Accounting Campus: Main (Fort Garry & Bannatyne) -
Actuarial Studies, Warren Cnir Qff Campus Select subject areas that you would like
AgBusiness and AgEconomics ACSESS =ALL .
Agriculture Partof Term:  [All X to study. The subject areas you select
Agriculture Diploma Non-date based Ag Dip Fall ) ) ) )
Agroecology coursesonly | Ag Diploma Fall/\Winter Part A ~ will help the University of Manitoba to
zgzg,%zgce Instructor: Al v confirm what Faculty you should be
lied H Attribute Type: Al .
Applied Health Sciences
_x:b[c Agriculture: Option in Aging admitted to.
Architecture Art History:List A v
Architecture Interdisciplinary Start Time: Hour| 00 ¥ Minute [00 ¥ am/pm|am v
Arts Interdisciplinary e 2
Asjan Studresp / . End Time: Hour|00 ¥ Minute |00 Y|  am/pm|[am ¥
Any Course Number: Days: Tue & Er Sat
Mon Wed  Thur Sun

Tip: Enter the four digit course number, if known.

Class Search || Reset |

Class Schedule Listing

CLICK THE TITLE OF THE COURSE TO VIEW DETAILED CLASS INFORMATION, INCLUDING REGISTRATION RESTRICTIONS AND SEAT AVAILABILITY.

Sections Found In your online application, include the Course Title
I Human Origins and Antiquity - 1)557 5 ANTO1 and Course Code. Example: Human Origins and

Antiquity, ANTH 1210.
Associated Term: Fall 2018
Registration Dates: Jun 18, 2018 to Sep 19, 2018 Introductory Courses: 1000 level only.
I;_\evgls: Uf‘ieférl]f aduate ; e , Undergraduate Courses: 1000-4000
ttributes: Anthropology:Introductory, Social Science, Recommended Intro Courses Graduate Courses: 5000 and higher.
Main (Fort Garry & Bannatyne) Campus Undergraduate Students cannot take Graduate
Arts Course Schedule Type courses.
3.000 Credits
View Catalog Entry Click View Catalog Entry for more information Courses with “Part A”or “Part B”in the title are full-
on the course and prerequisites. year courses (2 semesters). You must take both.

Scheduled Meeting Times

Type i Where Date Range Schedule Type Instructors
Lecturd 8:30 am - 9:20 am MWFJUNIVERSITY COLLEGE 240 Sep 05, 2018 - Dec 07, 2018 Arts Course TBA

Important! Take a screen shot of the application portal page where you indicate your course interests.

This will help you create your learning agreement later on.



https://aurora.umanitoba.ca/banprod/bwckschd.p_disp_dyn_sched
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What Faculty do I apply to?

Apply to the faculty that your Home University Exchange Coordinator nominated you for. This Faculty will reflect the
courses you want to take while you are on exchange. This might be different from the Faculty that you are admitted to in
your Home Institution.

9 Click here for examples of course codes in the Arts and Sciences, which are the most common Faculties students
are admitted to.

9 Exchange students may be able to take a maximum of 2 Business and Engineering courses (subject to
availability), though these are not guaranteed.

Application Uploads

Transcript of Courses and Grades/Results (PDF)
This document must be in English or an official translated copy. A screenshot of grades online will not be accepted.

Personal Statement (.doc)
1 page personal statement of intent. Include the following:
T Why do you want to come to the U of M on exchange?
 What personal, academic, and professional goals do you hope to achieve on exchange at the U of M?

Proof of English Language Proficiency (PDF)
For many students, proof of English proficiency is required. See links below for details & exceptions:

9 Undergraduate
1 Graduate

Uploads for Graduate Students Only:

Undergraduate Degree Transcript (PDF)
In order to apply for a graduate program at the University of Manitoba, you must submit proof of your undergraduate
transcript/record of grades. This document must be in English or an official translated copy.

Home Institution Approval (PDF)
You must also provide proof of acceptance to your graduate program. This letter should be on official letterhead
confirming your status as a graduate-level student.

9 Include information on the structure and focus of your particular program.

9 This can be written by your exchange coordinator or your supervisor at your home university.

Receiving your letter of Offer from the U of M

1. Accept the offer. The letter of offer contains a button that you need to click in order to accept admission to the
U of M.

a. Make note of your student ID and the Faculty you have been admitted to on your acceptance letter: this
information must be included on your Learning Agreement.

2. Claim your UMNet ID so that you have a @myumanitoba.ca email address.

3. Review the Exchange Student Handbook, and ensure that you arrange accommodation, insurance, and the
appropriate documents for entry into Canada. If you plan to stay in residences, it is important to apply as early
as possible!

4. If the courses for the semester you plan to study at the U of M are posted here, create your Learning
Agreement!


http://umanitoba.ca/faculties/arts/student_resources/requirements.html
http://umanitoba.ca/student/admissions/international/english/
http://umanitoba.ca/faculties/graduate_studies/admissions/139.html
http://umanitoba.ca/computing/ist/accounts/claimid.html
https://aurora.umanitoba.ca/banprod/bwckschd.p_disp_dyn_sched
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Step 2: Learning Agreement

A Learning Agreement is where you indicate the courses you wish to take at the U of M, as well as some ‘back up’
courses. Your Home University needs to sign this form, so that the U of M can verify that you’re approved to take
these classes. A Learning Agreement is not registration, but it is the document that will be sent to your Faculty once

it is time to register for classes.

International Centre
inbound_exchange@umanitoba.ca

In a Learning Agreement, students can list up to 10 classes. This allows flexibility in case courses are cancelled,

permission denied, or if the course is full and there is a waitlist. Students must include a minimum of 8 classes per

semester, and list them in the order of preference.

How do I fill out this form?

9 First, please review the tutorial 2.3 : Understanding search results. This will explain what course

codes and lab sections are.

T Plan your schedule while you look up courses, and use a timetable planning form .
I Course Sections and Lab Sections are not required to have the same number (for example, you

can choose A01 and B02).

Course Title CRN Course Code

Class Section | Lab Section

Canadian Literature | 10113 | ENGL 2270

AO1 BO3

Submission of the Learning Agreement

1 Please only upload the 2" page of the Learning
Agreement to the portal (the U of M Exchange
Coordinator will send you the portal link)

Note: If a course says “Part A” or “Part B”, it is
a full year course. If you are only staying one
term, you cannot be registered in this course.

9 You will return to the same portal link for steps 3 and 4.

 Ifyourexchangeis 2 terms, complete a study plan for each term and submit both Learning

Agreements together in one PDF.

9 Use the most recent version of Firefox or Chrome. Other browsers are not supported. Mobile (smartphone)

browsers are not supported.


http://umanitoba.ca/student/records/tutorial/html5.html#tutorial-2-3
http://umanitoba.ca/student/records/registration/steps/654.html
https://umanitoba.ca/u1/media/pdf/timetable_planning_form.pdf
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Sample Learning Agreement

In order to register for courses {units/modules), your home university and your U of M faculty must approve your courses
to enable you to register. Check the pre-requisite information in course descriptions in Aurora to be sure that you are
qualified to take each course, Consult with your U of M Exchange Coordinator if you are unsure.

List your preferred courses below, in order of preference. Choose at least 3 back-up courses. You must take a minimum
of 3 courses per term (or 9 credit hours), maximum of 5 (or 15 credit hours), unless otherwise instructed.

Not all courses have Lab Sections. If a particular course does not have a Lab, leave the Lab Section blank below. Courses
with Lab Sections will reference the lab information in the Aurora course description. Course Sections and Lab Sections
do not have to have the same number (for example, you can choose AD1 and B02).

Student Name (SURNAME, Given Name): SMITH, Jane

U of M Student Number (9 digits): 005689302

U of M Faculty (box 9 on admission letter): Faculty of Science
Exchange Term (Fall/Winter/Summer) and year 20##: Fall 2018

U of M Course Title UofM Class Lab Signature from Dean, Department, or
Course Code |Section |Section | Professor® from your HOME institution
(example) The Métis of Canada NATV 1234 A01 801 (signature) /
Physiology of the Human Body |BIOL 1412| A04 B02 ) LAl H
Genetics 2 BIOL 3500 A01 | BO1 A~
Introduction to Physical Geography | GEOG 1280 A02
Introductory Ecology BIOL 2390 ( AO1

Back-up U of M Course Titles (alternate courses) - Choose at least three

Food Safety Today and Tomorrow|FOOD1000| AO1

2

Sociology of the Body SOC 2450 | A01 {7 Wy -
Critical Thinking PHIL 1290 | A01 YIS
o

Comments (optional):
My home University requires me to take 4 courses per semester.

Student Signature - | confirm that | have read the instructions thoroughly and carefully considered my course
selections, taking my academic history into account.

Signaturg@nmg 8[]5_‘81 ¥ Name Jane Smith ivvvy/mma/on) 2018/06/05

Home/Sending University Exchange Coordinator Signature - This proposed learning agreement is approved.,

!
Signature 7%/4’/!' ¥ Name David Example (eyvy/mm/oo) 2018/06/27

*By signing this form, | agree that the above named student meets the listed prerequisite requirements to take the courses listed.

A note about special permissions:

When searching your courses, make note of which courses require Department
or Instructor Approval. See Appendix A: Special Permissions for more
information.

International Centre
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**Students applying in
the second intake:

Click on the course title
in Aurora to see if there
is any space in the
course! If there’s no
space, but a waitlist
available, it’s okay to
add to your learning
agreement. Add more
courses (up to 10) to
your learning
agreement to give
yourself as many
options as possible
when you register.
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Step 3: Pre-Arrival

Once you have booked your flights, complete the Pre-arrival Form in the same portal where you submitted your
learning agreement.
Review the Inbound Exchange Student Handbook for information on
Getting to the U of M from the Airport
Study Permits/electronic Travel Authorization
Clubs and groups on campus
Information on Winnipeg and Tourism in Canada

<<<<

Registration for Courses

Registration happens in Aurora: your tool for
i. Registration access times, this is also where you add/drop courses
ii. Tuition fee assessments (i.e. Organization Fees)
iii. Class and exam schedules.

Students who applied in the first intake:

T Check your @myumanitoba.ca email account for any registration updates.

9 Arts and Science students will be registered by their Faculty’s Academic Advisor in the second
week of July.

9 Students from all other Faculties will be registered by their Faculty’s Academic Advisor before
August 1%, If it is approaching your registration date/time and you have not received an update
about registration, contact inbound_exchange@umanitoba.ca.

9 All emailed special permissions must be received by July 1%

9 Check your registration date and time in Aurora. After this date, it is your responsibility to add/drop
courses.

Students who applied in the second intake:
1 Check your @myumanitoba.ca email account for any registration updates.
9 After submitting your learning agreement and receiving special permissions, the Exchange
Coordinator will notify you once overrides have been entered, allowing you to register yourself.
1 Register yourself in Aurora as soon as you receive this notification, as classes fill up quickly.
9 Itis your responsibility to add/drop courses.

Learn to use Aurora

b. The homepage of Aurora indicates the username/password that you will use for the first time.

c. Click here to view tutorials 3.3 to 3.7 and learn how to navigate Aurora. That page also has other
tutorials, though some do not apply to exchange students.

d. You will not see your back up courses in the registration list if you don’t add them to your registration.
They are intended to allow you flexibility: once you get to the U of M, you might attend one of your
top choice classes, and decide that it’s not for you. In a case like that, you can go on Aurora yourself
and switch to one of your back-up classes.

i. Aurora will not permit you to have two classes in the same time slot, or to enroll in more than
5 classes.

ii. If youdrop aclass, you lose your place in that class. If you change your mind and the class is
filled, you will have to add yourself to a waitlist, which does not guarantee that you will be
able to take the class.

e. Check the Course Add Dates and Drop Dates for the 2018/19 academic year in the important dates
and deadlines page.



https://aurora.umanitoba.ca/banprod/twbkwbis.P_WWWLogin
https://aurora.umanitoba.ca/banprod/twbkwbis.P_WWWLogin
http://umanitoba.ca/student/records/tutorial/html5.html#tutorial-3-3
http://umanitoba.ca/student/records/deadlines/index.html
http://umanitoba.ca/student/records/deadlines/index.html
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Step 4: Arrival Check-In

In the first 2 weeks after arriving at the U of M:
V Complete the Arrival Check-In Form to update your emergency contacts and confirm arrival at the
UofM
V  Get your student ID card at the Registrar’s Office, 4™ floor UMSU University Centre
V The Registration Revision Period is the first two weeks of classes in the Fall and Winter Terms
when changes can still be made to your course registrations without an academic or financial
penalty. Check important dates and deadlines page for all of the important dates associated with

the term you will be here.
1 A Voluntary Withdrawal (VW) is when you decide to officially discontinue your studies after
the Revision Period has passed. If at all possible, make all changes prior to the end of the
Revision Period.

Bring your student ID card for the following:

V Purchase a student bus pass, also known as a Peggo Card- Exchange Students can purchase the
“Post Secondary Pass” (Monthly: $80.10; Semester: $272.25)

V  Purchase an Active Living Centre membership — this will cost you 83.51/semester.

V  Pay your Organization Fees and Field Trip Fees (usually $100-5200). See Section 3 to search for
how much you owe in Aurora.

V Purchase your textbooks after you have attended your first class, as your professor may have
different requirements than what is listed in Aurora.

V Get acell phone/cell phone plan or SIM card

Post-Exchange

9 One week before the end of your exchange:

(0]

Exit Form: You may have a document from your Home University that a U of M representative is
required to sign. In the last week before you finish your time at the U of M, send this form by email or
come in person to the International Centre, 541 UMSU University Centre. Since Exit Forms need to
attest to completion of your exchange, this form will not be signed more than 1 week prior to your
departure.

1 6-8 weeks after the last day of classes:

(0]

(0]
(0]

The U of M will order 1 copy of your official U of M transcript. A scanned copy of your transcript is sent
to your @umanitoba.ca e-mail account and your home institution exchange coordinator.

The original is mailed directly to your home institution.

If you want additional copies of your final transcript, please fill out the order form
http://umanitoba.ca/student/records/media/Transcript new.pdf, including your VISA/Master card
payment information.

9 If you have not paid your organization fees, you will not receive a transcript. This will pose major problems for
course recognition once you are back at your home institution. You can double check that your fees are paid by
checking your Aurora account (see section 3 of this guide).


http://umanitoba.ca/student/records/pii/photo_id.html
http://umanitoba.ca/u1/revision_period.html
http://umanitoba.ca/student/records/deadlines/index.html
https://umanitoba.ca/admin/financial_services/revcap/payment.html#Cash_or_Debit
http://umanitoba.ca/research/international_centre/media/Shopping_Getting_Started.pdf
http://umanitoba.ca/student/records/media/Transcript_new.pdf
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Appendix A: Special Permissions

After you have submitted your learning agreement, ensure that you request special permissions if necessary. If so,
you will receive an email prompting you to contact the applicable Instructor or Department Head.
I You must send requests for special permission from your @umanitoba.ca email address.

I Search for Department Heads contact information on the U of M Website

9 Ifit does not say “Department Head/Instructor Approval Required”, do not request approval!

History of Economic Thought 1 - 12956 - ECON 4050 - A01
Department Head approval required.

Associated Term: Fall 2015

Registration Dates: Jun 18, 2016 to Sep 159, 2013
Levels: Graduate, Undergraduate

Attributes: Honours Course - Arts, Social Science

Main (Fort Garry & Bannatyne) Campus
Arts Course Schedule Type

3.000 Credits

View Catalog Entry

Scheduled Meeting Times
Type Time Days Where Date Range Schedule Type Instructors
Seminar 2230 pm- 515 pm W ISBISTER 335 Sep 05, 2018 - Dec 07, 2015 Arts Course Fletcher D. Baragar {E]

E-mail Template

To: [professor or Dept Head e-mail address]
Cc.inbound.exchange@umanitoba.ca

Subject: Request for Permission: [Course Code] [Your Name]
Attachment: Home University Transcript

Dear [instructor’s full name],

My name is ,and I'm an approved exchange student through the International Centre’s Exchange Program. | have copied my U of M
Exchange Coordinator, [NAME] to this e-mail; please “reply all” in your response.

| have been accepted to the Faculty of ____ for the upcoming academic year, and am requesting permission to take the course:
[Course title], [Code], [Section]
Example: History of Economic Thought 1, ECON 4050, A01

The reason | would like to take your course is

I have completed the prerequisite courses from my Home University, and they have approved for me to take [course name(s)]. My transcript
from my home university is attached.

Sincerely,
[Your name]

[U of M Student Number]


http://umanitoba.ca/faculties/info_links.html

