How to fill in the online form
Incoming Non-EU Exchange Students outside of Business and Law

Only students who are nominated by their home university to apply for exchange should fill in the online form
1. Log onto www.ucd.ie/apply and select the green ‘Apply Now! New Applicants’ button.

2. You will be asked to create a log in ID and Pin.  

**Please make sure to remember the login and PIN that you create as you will need them again at a later date**

3. You will then be asked a security question such as ‘What is your mother’s maiden name?’ and you will be required to type in the answer

4. On the next screen select ‘Visiting Student’ as your application type

5. For the Admission term select ‘2009/10 September’, then fill in your name and click on ‘Fill Out Application’

6. Then click on ‘Programme Choice’.  If you are applying to study in the College of Arts and Celtic Studies, from the drop down menu choose ‘Occasional Arts & Celtic Studies CF03’, for our College of Human Sciences choose ‘Occasional Human Sciences CD03’, for the College of Engineering, Mathematical and Physical Sciences choose ‘Occasional EMPS CC03’ and for the College of Life Sciences choose ‘Occasional Life Sciences CE03’.
7. On the next form ‘Name’ your name will already be there.  Fill in the two required fields that is if you have previously applied to or attended UCD.

8. On the next form ‘Personal Information’, please fill out all required fields.

9. On the next form ‘Permanent Address’, please fill out all required fields.  For the question ‘Correspondence/Term Address same as permanent select ‘Y’.  You will be able to change your term address to your Dublin address after arrival in Ireland.  You can indicate that you are interested in applying for on-campus accommodation but please note that this is not an application for on-campus accommodation.  You will need to do this separately after acceptance to UCD.
10. On the next form ‘Correspondence Address’ your permanent address will be shown click on ‘Continue’

11. On the next form ‘Academic Background’ click on ‘Institution Code’ beside ‘College School Code’.  Select the country your home university is in from the drop down menu and click on ‘Select’.  Then select the city your home university is in from the drop down menu and click on ‘Select’ and then select your home university from the drop down menu and click on ‘Select’.

Once this is done you will be brought back to the ‘Academic Background’ form.  Please fill in the remaining fields which apply to you regarding your course of study in your home university.

12. On the next form ‘Additional Information’ select your intended period of study in UCD.  If your intended period of study is calendar year please click on ‘Semester 2 only’ as you will start in UCD in Semester 2 and will have a chance later in the form to state that you are studying for the calendar year.
In the first box, please list the courses you are taking this semester in your home university that are not on your transcripts.

In the second box, please list the courses you would like to take during your time in UCD.  Please note that your course choice is not guaranteed, registering you to your chosen courses depends on prerequisites, capacity and timetabling.  A list of UCD courses can be found at:

http://www.ucd.ie/students/course_search.htm
In the next box please indicate if you are required to take any of your chosen courses by your home university for your degree requirements.

In the next box please outline your reasons for coming to UCD on exchange (max 800 words).

For date of arrival, please put in approximate date such as ‘September 2009’

For current year of study in your home university, please put in what year your are currently studying in, e.g. 1, 2 or 3.  If you have already submitted this information in the ‘Academic Background’ form, it will already be input on the form.

**Please note that as the online form times out after 40 minutes, you may want to write your personal statement and course choices on a separate word document in advance and copy and paste it into the online form**
Then click on ‘Continue’.
13. On the next form ‘Non-EU Exchange’ please select your duration of study in UCD again from the drop down menu.  If you are coming to UCD for the calendar year you have the option to select it here.  Leave the remaining two boxes blank as you have already filled it out on the previous form.
14. On the next form ‘Declaration’ please click on ‘Yes’ and then submit application.

15. You will then be brought to a signature page which shows that your application is complete.  You will be e-mailed an application number normally within 24 hours of submitting your application form.

16. Once you receive your application number via e-mail, please e-mail it to ruth.redahan@ucd.ie.

As well as filling in the online form, applicants need to send a university transcript of examination results to date and two academic references to:Exchanges, International Office, Tierney Building, UCD, Belfield, Dublin 4, Ireland.
A student’s application cannot be considered until this supporting documentation is received.
