
2024-2025 EXCHANGE
NOMINATION INSTRUCTIONS FOR PARTNERS



2024-2025 Exchange Nomination/Application
Deadlines for Partners & Students

Graduate Studies: March 1, 2024

Undergraduate Studies: April 1, 2024

* One deadline for fall/winter/full-year applications *



Steps to Nominate Your Students

Nominate Your Students
Step 1 - Login onto Mobility Online (MO)

URL: https://studentmobility.utoronto.ca

You can use the same login and password from last year.

*Note: bookmark this URL and save your login and password.

https://studentmobility.utoronto.ca/
https://studentmobility.utoronto.ca/


Question: I don’t remember my login name or password for 
Mobility Online. How can I retrieve it?

Answer: Click “Forgot your Password?” and enter your email address.

The password reset email will be sent from this email address: no-reply-sep@studentlife.utoronto.ca

*Note: Record your login and password to access the MO in the future.

mailto:no-reply-sep@studentlife.utoronto.ca


Answer: Email inbound.exchange@utoronto.ca using your institutional email and we 

will send you the login registration email. You can create your login and password 

following the instructions in that email.

*TIP: Record your login and password to access the MO in the future.

Question: How can I get access to Mobility Online if I have 
never nominated my students to the University of Toronto?

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


Step 2 – Nominate a Student

Review the following pages before nominating your students:

❑ Your institution’s page on our website

❑ View the list of faculties that students can apply to and each faculty’s required 

documents

❑ FAQs

❑ Student Exchange Program Fact Sheet

https://learningabroad.utoronto.ca/inbound-visiting/inbound-exchange/am-i-eligible/
https://learningabroad.utoronto.ca/faq/?_sft_faq_categories=partner-institutions
https://learningabroad.utoronto.ca/inbound-visiting/student-exchange-fact-sheet/


Enter the candidate’s information on the “Nomination form.”

*Note: Use English letters only. Do NOT use any special characters (e.g. é, ï, ü, and ß)
because U of T’s internal processing systems do not accept special characters.

After logging in, select: My Mobility-Online – Create Nomination



Ensure that you nominate your students to the appropriate Faculty/Division.

Campus Location Faculty/Division Levels of Studies

St. George School of Graduate Studies Graduate (including OISE, Social Work, 

Architecture, Music, Information Studies)

Faculty of Arts & Science Undergraduate

Faculty of Applied Science & Engineering

John H. Daniels Faculty of Architecture, Landscape and Design

Faculty of Music

Faculty of Kinesiology & Physical Education

Faculty of Information

Faculty of Law

Mississauga U of T Mississauga, Arts and Science – UTM Undergraduate

Scarborough U of T Scarborough, Arts and Science – UTSC Undergraduate

University of Toronto Faculties/Divisions



Once you have completed the nomination form, double-check the information that you 
have entered, especially the exchange term.
Click “Create Application.”

*Note: Once you click “Create Application,” you cannot make any changes to your 
student's file.​ But your student can update their information (e.g., name, DOB) after they 
begin their application.

that you have entered, especially the exchange term. 

NOTE: once you click “Create Application” you cannot change any of the 
information 

Click “Create Application.”



Your nominated student will follow 

the URL to register and complete 

their application.

* Your student can begin their 

application as soon as you 

nominate them. You can continue 

uploading the required documents 

later *

If you have nominated the student correctly, you will see the following message, 

“Thank you for your application! You will receive an email in a few minutes containing all 
necessary information regarding further steps.”

This message means that your nominated student will get the email with the login 
information. Below is the email that your nominated students will receive: 



Click “Back to the application overview” and you will see the list of all the nominated students.

Do NOT click on the “workflow” button highlighted in yellow as it will alter your student’s 
information on the backend.

* Note: You cannot upload any documents on this page.



• Click on “Pipeline” located in the top left-hand corner of your screen.
• Each pipeline represents an exchange term (e.g., Exch-Fall, Exch-Full Year or Exch-Winter).
• Click on “+” for the term.
• Click on “+” next to 2024-2025.
• Click “Open all sub groups” to find your nominated student.

Step 3 - Upload required documents for your nominated student



Click on “Show nominations and upload documents.”

You will see all of the students that you have nominated but have yet to upload partner 
documents (e.g., transcript, English test report) for.

A newly nominated should appear as “+1” in “New Nomination created – partner to upload 
documents” of the purple section titled “IN Partner Nomination.”



Document Checklist

❑ All partner documents must be submitted in PDF (Word or other forms are 

NOT accepted). Do NOT upload secure PDF files that require password.

❑ Label the documents in the following format: “Last Name, First Name – name of 

document” (e.g., Smith, John – transcript).

❑ Ensure the uploaded file size is below 2MBs.

❑ Upload all supporting documents required by the specific Faculty for your nominated 

students.

❑ Refer to your institution webpage on our website for full details.

❑ Transcripts: If your nominated student has more than one post-secondary transcript (e.g., 

undergraduate and graduate transcripts, transcripts from two different institutions), merge 

them into one PDF document and upload that one file only. The system only allows you to 

upload one document for the transcript requirement.

https://learningabroad.utoronto.ca/inbound-visiting/inbound-exchange/am-i-eligible/


English Proficiency Letter

1) You can upload an English Proficiency Letter in lieu of English Test Scores if your student 

or institution meets one or both of the following conditions: 

❑ your student's first language is English and/or

❑ [Undergraduate applicants only] your institution’s language of instruction is in 

English AND your institution is in a country where the official language in English.

2) You can use the same language proficiency letter for all of your nominated students. The 

letter must confirm that the language of instructions at your institution is English. It should 

be provided on your institution’s letterhead and include your name, signature, and title.

3) You will need to upload this document or your student’s application will not move forward 

on the system.



Click on the document icon (highlighted in yellow) beside the student’s name to 
upload the required documents for your students. 



To upload the next required document, click on the document icon (highlighted in yellow). 

A window will appear. Click “Upload/search” to upload the required document:

If you are successful in uploading the document, you will see this message: “Action 
successful! Record created.”



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

nominated student. Once you have uploaded all supporting documents for the nominated 

student, click on “Pipeline” (located in the top left corner) to return to the home page.

Click “Refresh pipeline” (located at the top right corner) to refresh the page. You will see 

that your nominated student has moved forward on the pipeline to the next step.

If your nominated student is still at the “New Nomination created – partner to upload 

documents” step (first step), that means that you have not uploaded all of the required 

documents.



Once your nominated student reaches this part of the pipeline, you have successfully 

nominated your student. No further action is required by you for the nominated student.



Click “Create Nomination” to nominate another student and follow the steps 1, 2, 3 above. 

Step 4 - Nominate Another Student



Additional Tips:

❑ If you land on a page where you have never been before, click on the “Pipeline” and it 

will take you back to the home page.

❑ Hit the “Refresh pipeline” button regularly to ensure that the changes/updates you 

made are saved.



❑ If you made a mistake (e.g., wrong term, faculty etc.,) in your nomination, please 

contact our office at inbound.exchange@utoronto.ca with the following information:

❑ Student’s last name and first name

❑ The mistake

❑ The correct information 

❑ Click “Logout” when you are not using Mobility Online. Once you have logged out, 

close the browser to avoid being locked out of the system.

Additional Tips:

mailto:inbound.exchange@utoronto.ca


A complete exchange application requires the completion of ALL THREE STEPS below 

by the deadline:

❑ Student nomination by the partner

❑ Partner uploading the required documents on behalf of the student

❑ Student’s submission of application and required documents

Complete Application Checklist



❑ Completed applications will be reviewed and admission decisions will be electronically 

sent out to the students via email starting from the end of May.

❑ You will receive an email from our office if there is any issue with your student's 

application. Admission decisions will take longer if any information or required 

documents are missing.

❑ No paper documents will be mailed.

What happens next?



Email: inbound.exchange@utoronto.ca with screenshots.

We look forward to receiving your students’ applications.

Questions?

mailto:inbound.exchange@utoronto.ca
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