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Welcome to our new application system! 

The application portal will be a centralized system where you can submit your application or send in one on 
behalf of a student. In this portal, you’ll be able to complete any required forms, upload additional documents, 
submit payments, access documents and more! This guide will help you in getting set up. If you need any 
assistance in setting your account up, please let our team know. We’re here to help!

WELCOME!
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NEED HELP?
If at any point in the application process  you need help, please feel free to contact our team at 
summeracademy@utoronto.ca. We’re here to help! 
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CREATING AN ACCOUNT

IF YOU’RE AN AGENCY

To create an account, you can simply fill in 
the “New user sign-up” section. 
Please note that accounts are user-specific 
so you will only be able to create an 
account with one email once. 

The creator of the account should be 
either: 

• parent/guardian of the student
• agenct/representative of the student
• yourself (adult students only)

Please note that the email used to create 
your user account will be used as the main 
point of contact. Please ensure you check 
this email account often. 

Once you have created an account, you will see this 
page (to the left). Now choose which program you 
would like to start an application for. 

In this portal, you will see some common terminology that may cause some confusion when registering 
your student(s). Here are some terms that you may encounter and how you should interpret them:
• Household - this is the account information. This should be your agency information only. 
• Parent - Whenever there is a “Parent” role in Households, this will refer to the Main Contact of the 

account.  
To summarize, the main contact person for the registration process should be creating the account with 
their email so they can access the students’ files. They should appear listed as “Parent” in their account. 
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SUBMITTING AN APPLICATION
Let’s submit an application. For this example, we’ll 
be using the Youth International English Program, 
but the process is very similar to the International 
English Program and the Pre-University Programs. 

When you click on “Start Application,” you should 
see this page. Click “Continue” when you’re ready. 

The following screen should show 
up. Click on “Add a Student” to get 
started. 

If you are applying for yourself 
(adult students only), you can select 
yourself here. 

Add the student’s details here. 

You can register multiple students 
at once by clicking “add a student” 
below. 
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Select the student’s courses here. Once you have selected the program dates for the student, the course 
and additional options will show up. Be sure to look for mandatory choices - certain program fees will not 
show up until you have selected a course. 

If you are applying for multiple students, they will show up as tabs both on top and bottom. 

Once you are happy with your selections, click “Continue.”
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You should see the following screen. If you are applying for multiple students, you will see the forms split for 
each student. The Household form will apply for all students under this account. 

All forms that show up are mandatory. 
However, you only need to complete the ones 
marked with a red asterisk (*) to submit the 
application. You can log in to your account at a 
later date to complete the remaining forms. 

If you have any questions during this process, 
please contact our team at 
summeracademy@utoronto.ca.



7

HOUSEHOLD FORM/FAMILY INFO FORM
This is your household form. It will be the same for your students on this account. If you are an agent 
representing a student, you can create one account in your name and add the students under this account. If you 
are an adult registering for yourself, you will be listed as “First Parent or Guardian.” 

FIRST PARENT OR 
GUARDIAN  
(MAIN CONTACT)

SECOND PARENT 
OR GUARDIAN

MAILING ADDRESS ADDITIONAL 
INFORMATION

This will be the main point of 
contact. All communication, 
Letters of Acceptance, and 
invoices will be sent to this 
email by default. 

There will be an area later 
where students can add 
their emergency contact 
information. 

If you are an adult registering 
for yourself, you will be listed 
as First Parent or Guardian. 

Note: If you are an adult, 
you do not need to add your 
parents here. This should be 
yourself so you receive all 
communications from us. 

This will be used as a 
secondary during the 
registration process. 

There will be an area later 
where students can add 
their emergency contact 
information. 

If you are an adult registering 
for yourself, you may disregard 
this section unless you would 
like to add a secondary 
contact. 

This will be the address listed on 
the student invoices. If you are an agency representing a 

student, please select your agency 
here. 
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You should see this screen after you have completed the forms marked with a *. 

You do not need to submit a payment at this stage. Once our team has processed your application, you 
will receive an email and will have 5 business days to make the minimum deposit payment.  All details and 
instructions will be listed in this email.

SUBMITTING AN APPLICATION (continued)
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This should be the next screen you see. This 
is where you can review your details before 
submitting the application. 

Once you have submitted the application, you 
will not be able to change the details in the 
submitted forms.

If there are any details you need changed, 
please email our team at summeracademy@
utoronto.ca and we will be happy to change 
that for you. 

When you’re ready, go ahead and submit the 
application. 

You will see this confirmation page when you submit the application. To see your registration details, please 
click on “View Details.”
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YOUR REGISTRATION PROFILE
This is your registration profile. This is specific to the program. 

A - Summary 
This is where you can see the status of all your application(s) and what you have registered for. When you first 
submit your application, you will see that students will be listed as “Applicant” for now. When our team has 
processed the application and there is space in the program, we will change this to “Accepted.” If there is no 
space in the program, the status will change to “Waitlisted.” 

B - Forms 
This is where you can see the required forms for your student. All forms are required. Please check back when 
your application has been accepted as additional forms may appear. 

C - Other features
Here you can update your 
household information 
(account information) and 
download a report of your 
registration(s). 

D - Account Statement
This is your invoice(s). If 
you have multiple students 
registered, invoices will be 
separated by student.  

You can submit a new 
payment by credit card by 
clicking the “New Payment” 
button. 

Please do not submit 
a payment until your 
student’s application status 
has changed to “Accepted.”

E - Upload Documents
This is where you can 
upload documents for your 
registration

If you have multiple 
students, there will be an 
upload section for each 
student. 
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