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Overall Process Diagram

. |
Screening :

Process

Student: Register for USCO account

Student: Submit Application

*Login is necessary
*After application, changes to personal
information is not permitted

Home Institution: Determine Nominations

Approve

IS: Approve Nominations

Confirm

Host Institutions: Reject or Accept Nominations

Student: Submit "Study Plan"

Host Institution: Manage study abroad status

*Unless study abroad status becomes
“Completed”, the student will not be able to
apply for the programs of the same kind.

Post Study Abroad

Student: Submit "Study Report"

Decline

Decline



2. User Registration

Link to USCO System:

https://Jusco.umap.orq/std/

A.) Email Address Registration
1.) Click “Sign up” on the upper right side of the screen

e
How to start your application? -

L. L PO SEmchy” B0 Tnd 5 program Sl you would e io sppsy tor
2 Sefect Ehe groguam Hhal you would ke 1o apply o
L Then prewi the “Add 1o applcation reques!” [This bulion will only sppest during 1he application pencd] t 834 1he program

“sipy mary apply for 3 wadma of five programs & one seasion

¥ Daadline 1o ha approved & nominatad !‘_.' vour University Coordinaton

m et eychensytayoone EEEEEEIEE

Tee more delai S “Timglins”

2.) Enter your email address and make sure to read “Privacy policy” and
“Terms and Conditions” before you proceed to the next steps
*Itis recommended that you should use the email address provided by your home institution

Please enter your e-mail address to
create a new account

Ermadl

Agpes b Pivacy poficy and Tetm and Conditiors

Agree and Register

Back to login page

3.) Click “Agree and Register”

4.) The following message will appear. Please go to your email inbox and confirm your email
registration

Please check your mailbox

Ar p-ensl Burg bt peet 10 T Sciciernt o prowided. Plaaer scoets the LR
hemn im the gl and proceed 10 crele your sccouni

o 1o feigin e



B.) Account Registration

To register your personal information, please follow the instructions in the confirmation email that was
sent to your email earlier.

mall Oy CuuLTY

Pattwand
Fassword [Canfirmation)

Mathve Emglish =

Langusge Proficiency  Engliah Reguiremants
Requiiramanis

Used to check whether your
application fulfills programs’ language
requisites or not

fher Language Requuemsnts

3. Applying for a Program

A.) Check Program Details
Before applying, please make sure to read the following points on “Program Details” page,
then choose the institutions (Maximum of 5 institutions can be selected)
» Language Requirement
« GPA (Displayed only Program A/B)
« Exchange duration (1** semester or 2" semester) and start/end date
« Program description
« With or without dormitory

B.) Prepare Required Documents

e Transcripts
(Required when submitting)

« Certificate of Official Language Exams
(Required when submitting)

« Motivation Letter(s)
(depending on each institution)

« Copy of Passport
(depending on each institution)

« Medical Certificate
(After acceptance has been confirmed; depending on each institution)

2X¢Please note that only Word/PDF format files, smaller than 15MB, will be accepted on USCO
System.

-~ usco I



C.) Select Programs

1.) Pay attention to the application period. You can only apply to the program cycle which is in
orange

How to start your application?

2.) Click on the “Programs” button on the main menu or choose “Select the program” in
Application input page to apply for the programs.

Programs
Program Search —— N———
E Universiti Brunel Darussalam [UBD]
| — | p—  p——— m
[ 14 ]
— g b
@ Universiti Brunel Darussalam [UBD]
| coeee [
[ e :

Cove o [ srmpemsn | | svrnnemy | [ smanns

(Selection through Institution List)

1.) Click the “Institution’ in the main menu to display the list of all available institutions

Institutions
institution Search “.. Maple University [MU]
A— SRR S——
[7]
Adehl Prefectural University [APLU)
pr—
Cn il :
) S—— S S——
R— s

2.) Click “Institution Information” in the Institutions List to display details of the institution

-~ usco 1



‘ TU / Toyo University
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3.) Click on the “Program List” button to see the list of all available exchange programs by this
institution

Program List Eack to Instriution List

D.) Create New Application
1.) Click “Add to Application Request™ at the bottom of the ‘Program Details’ screen to add the
program to your application

*This button will only appear during the application period
*You may apply for a maximum of five programs

Please Lagin to apply

Tou sed to teglitee AR g N 12 Y2UE £220008 10 abply hor HogrETA.

You can add to the application when the below message is
displayed.

Let's begin your application.

Please add oo preferred program
*If you can’t apply, please check section “4B) Errors
During Application” of this manual

2.) Check your personal information and submit the required documents



Applicant { Temporarily saved )

| Student basic information s
FURLTELE A AT T2 Haties Eagian e
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Hama Imsanes il miiony -
B o] ot Tal pea

I Documents to be submitted

htra g Ll FOH st et

haienl urtificatn PO man regananss

For Program A/B, the button for PDF upload of "Study plan" will not be displayed
until you're accepted by the Host institution.

Please download the template PDF from “Application List” and prepare it during
your wait for approval.

3.) Add more programs to your application in the preferred order

l Application Status (Program A/B)

Host bnstitution / Program Student information Home UMAP 1S
st Penlorerce * MU [ Magse Unnversty Aguwove Pes apphcaton Contrm A Momauate tha stixsent
Duratio dy
Matssges 1o the apph sets
Outhne 1D 15 F, .

Chedk ADPACIten Requirements

20t Peaforance WK 7 Mealym Urwwarsay APDHOVE tren BppCABON Comtiem B Mommara 1h student
Meatiades 10 the applucants
Outhene 10011 1 I«

Chece Appleston Requremenst

Click “Select the program” to move to the ‘Program List’ screen

ot Pratesence +/ When you finish selecting programs in the top preference area, the
B | “Select the program” button will be displayed on next preference area.

<<If programs are placed in skipping order such as lst, 3", then 5th
Preference, the preferences will be automatically adjusted>>
4 Profesence (Ex. Ist, 3rd, and 5th Preference > Ist, 2", and 3rd Preference)

Chect Appraatinn Regurwmeeny

{Buttons on the temporarily saved application screen)

fave and Submit Save D

-~ usco 1EM



e Save and Submit :
(@ Check the requirement item
@ Automatic checking on the application complete screen
e Save: Temporarily save
e Delete: Delete the temporarily data (non-applied)

4.)  Afteryou are done filling in the application, click on the “Save and Submit” button to
publish the application

5.) Wait for the approval from your home institution

#¢ Note: When current applications are simply temporarily saved, the "Update" button will be
displayed
("'Student basic information" can still be changed)

You cannot make changes to your information while you are studying abroad
If you need to make changes, please contact your Home institution

% In the case that the nomination period ended while Temporarily saved
Despite the nomination period is over, it is still possible to submit your application. To do that, please
contact IS within 7 days (including weekends).
Otherwise, after 7 days, the temporarily saved data will be deleted.

The noménatson period has ended.
1 you wish to still apply. please contact IS within one week from the nomination end date.
The prmary stored data will be deleted afier T days.

E.) Viewing Your Application

Click “My Application > Edit Application” on the upper right-hand corner of the screen to display
your application list

My Application

I Application information

PDF download for Study plan
(When Host Institutions have accepted, this button will be displayed)

3ot Lobarm it Hua i

[P - Hambsanias

Tragy Comirys

Bminad Vass Onr st el Wil T gy Cptla Pragran Pealarascs [T UMAR e Cwstad Bluty Ragensd
A Uresrin Bnes e anmis Boorss

| Past application information When a study abroad status is “Completed”, the

“Study Report” registration button will be displayed

bt i it et it

[F— [——

ey Commry’

Boargad Vewe Curnten vl Ty Erirtatiem Tarritury Crin  Fegeam Frafyepny Humm  UNRE ) Heat  Caswed
il g bt i barmprar A R eyt b Lty I i . . =
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| When you are accepted to your preferred
institutions, the ‘Host’ cell will be colored orange
and will display the types of accepted programs.




4. Other Application Details

A.) Application Timeline

To check whether the application period is still ongoing or not, click on the “Timeline” button. You will
see the current timeline list and its details

Timeline

I Latest Timelines

Sudy Abeoad vear: 2018- Spring Semester [Program names 2018t 01]

. ey (TWeb Publishing start date

Firut Sromed 7
Web Publshing 21 Maya008 - 21 Mayra0n8 - Detadsin
P o 31 Mo B

w1

MHominatlon
divadline

QJ (@Application Period
i |

Cartasls0d

[T p———
108 Predevemce)

Flaceirest e i Ay 200 - 102 - T
(Fndd Freferencel TR TONE SNMapT8

P 1 porice Ay 26 M0 -
Lol Pretesrace] AR 10 118 -—

(3Decision period for Host Institution

o |

Placeinest peiied LAy 200 ity 2718
(At Prefereace 1 il

[3%h Freterences 2y 2018 T rALE

1) Web Publishing:
The publishing start date of program’s information on the Web
2) Nomination deadline:
Period of the application
3) Placement Period:
Your preferred host institution decides to either accept or decline during each placement period.

When declined, the target host institution will be notified after the start date of the next placement
period.

*In the case of “Accept”:
Student will be notified after target placement period is finished

*In the case all host institutions choose to “Decline”:
Student will be notified after final placement period is finished.

#¢ Because UTC (Universal Time Coordinated) is used, please be careful about each deadline

{Past Timelines)
In the Timeline List section, click any row to display past timeline details

| Timeline List
Frogiem Sy Abrack Vour

aram AT



B.) Errors During Application
If any of these messages is displayed and you can not apply to the program, please check the index below

Message Cause

The Nomination period had not started. Try again after the period
starts.

The Nomination period has not
started.

This program has been closed for
applications

Please Login to apply

You have already submitted an
application

Students of your institution are not
eligible to apply for program A/B

You can not apply to your home
institution's programs

You do not meet the language
requirements to apply for this
program

You do not meet the GPA
requirements to apply for this
program

You do not meet the language & GPA
requirements to apply for this
program

C.) Post-Application Submission

This program has been closed because the application period has
expired or the quota of applicants has already been reached. Please
apply for another program.

You cannot apply before logging in. Please log in to USCO System to
apply. If you don’t have an account, you may register first from “Sign
up’.

You have already submitted an application (or during study abroad in
the program of the same kind).

Home institution has not accepted the program. Please contact the
coordinator in charge of UMAP at your Home institution.

The selected host institution is the same as the home institution.
Please apply for programs from a different institution

Your language proficiency test scores do not meet the program’s
requirements. You may apply to any other institution where the
requirements are met. If your “Language Proficiency Requirements"
items are wrong, please input the correct Language requirements
from “Personal information Page”

Your GPA does not meet the program’s requirement. You may apply
for any other institutions where the requirements are met.

Both Language Requirements and GPA Requirements are not met.
You may apply to any other institutions where the requirements are
met.

Click on a program in Application List to display submitted application screen.



Applicant | Submitted ) PO Doy

The appELE P e (e

Downloading the application as PDF is possible after submission
Changes to personal information, however, is not allowed.

| Stdont basicinformation If change is still necessary, please contact your Home institution.
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] Documents to be submitted Changes are not allowed for required items after submission
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D.) Checking Status After Submission

Stage 1: Information check by Home Institution

Application Nomination
CountryS
Tewritnry Cyele Pragram Frefesend e Hume LEMAF 15 .
Symbol Meanings
m “I m ' - G won
Not processed: “--
Philippines. st AR 2 - .
Nominated: “A,B or C” (the type of program)
o " i y “ Not accepted (Return Process): “Decline”
Tavan 151 c 2 c
Tansan 151 c 3 [=
Seatent bnlormatain IHizas imabBuiion Appii sk Homination
Sty Comamitryd
Abraad Yoas Ehitation ol Mudy (vl Hhurbon Tersitory Cyile Program Prelerenee Hoerer
: 2 brmeten T eye Lenanity =4 L] AT I = ]

2010-Epnng Sameibe
- Lbonoe, L T - Crecira

AismasmeEs 1 ®When your home institution declines your application and ‘Returns Process’,
“Temporarily saved” will be displayed and resubmission will be necessary.




Stage 2: Information check by UMAP IS

Application Nomination
Country/
Territory Cycle Pragram Preference Home UMAP IS st Cancel Study Report
Japan sl T 1 Dechine 1
Symbol Meanings
hilippines 1 e 2 paciin - Not processed: “--"
Nominated: “A,B or C” (the type of program)
Tafwan st C 1 € pecine | Not accepted (Return Process): “Decline”
Ty 1t c 2 c Dsclinad
Takwan st c F ] c M

Stage 3: Final decision from the host institution | Will be orange when placement is being considered
(In this case, it means that you are waiting to know whether

you have been accepted to your st preference institution)
Applicatinn Haminatian

Cycde Frogiam Freterene Hume UMAF 15 Hest :.-«Vudnh-mmm
14 AR 1 A Conbim Ma

14 am E A Cofm Q

Preference | ' s S e
Ranking — c Canfinm |c Accepted and preparing for deganture |

151 C i c Confim -N

When accepted, “A,B or C” (the program type) will be displayed.
The cell in “Study abroad status” will be colored in pink

E.) Application Cancellation
*Please note that the contact address for application cancellation will differ depending on the stage of
application

« Before home institution approves
- Contact your home institution to cancel your application

« After home institution approves and before study abroad
> Contact the UMAP IS (umap-is@umap.org) by email to cancel your application

« After study abroad
- Contact your Host institution and UMAP IS by email to cancel your application

Home Institution Contact UMAP IS
approved? 4¢°

Started Studying
Abroad?




5. After Study Abroad

Submission of Study Report

After your study abroad period is over, you can submit your Study Report on the “Application List” page by
clicking on “Registration”.

The USCO system will also send you an email to ask for your submission of the Study Report.

l Past application information

et st agpeastien mwrngnan

Abrasd Toar [T LT Tenehary [T ] Hama  LMAP I Wewt  Caseal Sty Ragart

L e P R | b aa sead . s n I

] Flubg s Evel
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{Study Report Statistics)

Study Reports by you and other students will be used for data-gathering purpose. To view the past data and
statistics extracted from Study Reports, please click on the “Statistics” button from the main menu.

6. Forgotten Email Address or Password

+ Forgotten Email Address

- If you register for USCO System using the email address generated by your home institution,
please contact your home institution to retrieve your email address

(Note: whenever an application has been completed on the system, the student will get a confirmation email
from the host university)

- In the case you forget your personal email address and cannot log in to USCO System, please
create a new USCO account with a new email address

¢ Forgotten Password

1. Click on “Password Reminder” button located on the Login page
Login

E-mail

Passwaord

Back 1o the Program List

Lo not have an aooountt Create your account here

Fasswonrd Reminder

2. Enter the email address you registered and then click the “Send” button
Password Reminder

Email

@mm login page

3. After you receive an email with a “password reset URL”, you may set a new password.

-~ usco |l



