University of Twente - Scholarship Office | 1
Academic year 2017/2018 — Spring 2018

Information about the application process for exchange on UT-wide agreements
Tecnolégico de Monterrey — Campi Querétaro and Monterrey

1. The UT Scholarship Office will nominate the UT student to Tec. de Monterrey via their online
nomination tool. SO will inform the faculty contact person as soon as the student has been
nominated at TEC.

2. The student will receive the link to the application as soon as the nomination has been
processed. For the application procedure, please read the information sheet on the next
page. After the student has finished the online application at Tec. de Monterrey, the
Scholarship Office will once again confirm that the UT student is nominated as exchange
student.

3. The contact person at Tec. de Monterrey Campus Querétaro for all your questions is
Elizabeth Amador (eamadorga@itesm.mx).

4. If a transcript of records is requested by Tec. de Monterrey Campus QRO, please provide a
signed version, which can be obtained at Student Services (Vrijhof building, 2™ floor).

5. For student experiences from previous years, you can visit the following website:
http://www.utwente.nl/studyabroad/experiences/ .

6. Please be informed about safety issues in Mexico. You might want to check the information
provided by our Ministry of Foreign Affairs
(http://www.rijksoverheid.nl/onderwerpen/reisadviezen).
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INTRODUCTION

The following document is a guide that will show you the services included
in the portal for Partner Institutions.

We are going to review all the portal sections (including course catalog,
students’ tfranscripts, nomination process).

We are going to detail the nomination process and the different ways you
can nominate, accept or reject your students’ nominations.

Also we are going to explain every button’s function and the information
you need to capture in each field.
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How to enter to the
Service Portal

1. Enter to Study in Mexico's
website

2. Go to the section called
"International Alliances
(bottom right-hand corner).

You can also enter through the
sectfion called “About us” and
then click on ‘“Infernational
Alliances” or clicking the button
of the same name located af
the bottom left-hand corner of
the main picture.

Once you have entered, click
the button called “International
Alliances”.
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Request and active 1 O e

you account Acces$

Insiifu

1. Ifit's the first fime you enter to the
Service Portal, it's necessary to
request for an account.

You have fto provide some

Plaase fill the required fisids and sslect ‘Send”

I cone the narmme of your imfilulion doss not oppesr on tha [a! select the option *other’ and wrie ils narme
information such as: name, last Yauiltacon L ocsiving an wenciwilh the instrection to olsta your accpunt
name, email, country and the Nome= | 1
Institution’s name, if you can’t find PRI
it listed, choose “Other” and write
the name in the right-hand field, -
agree with the privacy notice and Comanr Y
write the verification code. it ution - v
Note: the fields marked with (*) are e s e Famett Ntion o] S e ol & oy oA Aok o s g et W

required. Once you have
completed the information, click
“Send”.

2. You are going to receive a
confirmation email with @ 2
hyperlink that will let you create
your password.

To complete your recovery process, you need to create o new occess posaword for our porta

I you don't want to chonge your password, you can go back o our login screen and =ign in using your previous posaword
Then new password must be of minimum lenght of 8 characiers and must contain numbers and letters.

Plaase bo cware that this possword must bo kopt securely.

Possword *

Confirrmation =
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Services Course Catalog Transcripts Nominations

In the main page, you will find
three different services:

- Course Catalog: you can search
the courses that are offered at
Tecnoldgico de Monterrey, you
can select different search filters
and save as favorites.

Course Catalog Students Transcripts

You can search ond select os fovorites the courses offer by the Tecnolagico It shows o list of your students and you con ook ot their transcript for term.
de Monterrey.

- Students’ Transcripts: it shows the
list of students that were at
Tecnoldgico de Monterrey in the
last two academic terms.

Nomination

Here you can manoge your nominated students ond review students who
cloim to be nomincted by your institution.

- Nomination: here you can
manage your nominated
students and review students
who ask to be nominated by
your institution.




COURSE CATALOG
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Course Catalog

Here you can search through all
the courses that are offered at
Tecnoldgico de Monterrey. You
can search by academic level,
term, language, course code,
academic area, campus and
also you can mark courses as
favorites. You may answer the first
three questions to search a
course.

You can see a tutorial in which we
explain how to use the course
catalog, it's available aft:

TECNOLOGICO DE MONTERREY | STUDY IN MEXICO

@l Undergraduate

In which menths would you be taking this courses?

Inwhich language of instruction would you be interested?

ES Spanish

Have you think about a specific campus?

VISIT THE CAMPUS

All Campus v

Favorites

CLICK HERE TO SEE COURSES MARKED AS FAVORITES

Search by courses

Course name or code

SEARCH »

Student moet bij het aanmelden goed letten op de juiste campus!
M.a.w. let op dat je je voor de juiste campus aanmeldt (Campus Querétaro).


spaand
Typewritten Text
Student moet bij het aanmelden goed letten op de juiste campus!
M.a.w. let op dat je je voor de juiste campus aanmeldt (Campus Querétaro).


STUDENTS' TRANSCRIPTS
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Services Course Catalog Transcripts Morminations

Students’ Transcripts

Students from XXXXXXXX that have studied at Tec de Monterrey

In this section you can consult the

. Campus * Mame Last name Ema Nomination Term Transcript
franscripts of all your students that x x x 5 = 5
hove STUdled ln The |OST TWO Ciudad de México Devin LaFleche Intercambio Semestral Ago - Dic de 2013 IE;
OCOdemlC Terms OT TecnOIég|Co de Ciudad de México Micholas Kolobotos Intercambio Semestral Ago - Dic de 2013 I—_r?;
Monferrey' Ciudad de México Jida Al-Husami Intercambic  Semestral Ene - May de 2014
The information that is available is:
COmpUS, name Ond |OST nome' File View Document Page Help

email, type of nomination x|

(according fo the program ‘ - ' Z 5
Pagel1 V¥ ubPage1 Vv ‘ oom 100% VY otate 0° ¥, E '

chosen), academic term and you Sl E | en [EIIT [B{zeen 10 = El

can see the online transcript or

have the option to download if.

TECNOLOGICO
DE MONTERREY.

OFFICIAL TRANSCRIPT

May 16th, 2014

Please be advised thal XXXX XXXXXXXXXX student I.D. No. AXXXXXXXX was enrolled in an International
Program at Campus Querétaro, from August 12th, 2013 to December 10th, 2013

The courses taken and grades earned by this student were as follows:

H1026 Philosophy and Contemporary Thought English

HI2016 Intermediate Spanish 11 Spanish 16 90
P2007 Society, Development and Citizenship in Mexico Spanish 8 95
RI2017 Middle East Regional Scenario Spanish 8 92
RI2019 Cultural and Social History of Latin America Spanish 8 90

10
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In this sectfion you can manage your
nominated students and accept or
reject those students who ask fo be
nominated by your institution.

We are going to review the 4 different
opftions.

Nominated Students

Here you can find those students that
had been nominated by you. The
student’s information is: nomination date,
name, last name, email, academic level,
program, comments, admission status
(new nomination and if the application
has been: sent, cancelled, in process,
being reviewed, admitted or rejected),
the student's arrival status, and the
option to eliminate the record. Also you
are able to sort the columns’ information.

Note: as long as the application is not
admitted, you are able to delete the
nomination.

TECNOLOGICO DE MONTERREY | STUDY IN MEXICO

¥,

Tecnolégico » STUDYIN
de Monterrey B XIC

Services Course Catalog Transcripts Morminations

Students from XXXXXXXX that have studied at Tec de Monterrey

Nominoted Students

Nomination by Student
Multiple neminations (Upload file)
Accept Btudents' Nominations

Herrin atinn [ ]

Date = [ Asadamic Bzadamie Agerasdiars arfwE 65

bl < T < ey Hams nams E-rrail Lewsl Term Pragram Comment Shatus compus?
aAX204 gabricla sancher mér Undergraduate  Jan-May Exchange Besrg

olymad ¥mailinoior.com 015 Clerkship renvicraicd
a7 24 ondres paolooos prusbaspimaabngior com Undergroduabe Jan-May Exchange Hew
x5 Clerkship nomanason

AAFIMNA gabnelo soncher prusbaypinibobrmad n o Undergroduabe  Sepl-Lec Exchange Dermed

4, Jan Clerkship
s __ooar
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Nomination by Student

Name*

If you only have to nominate 1 or 2
sfudents, you can do it in this section. Last nams®
Entering the following information:
name, last name, emails, level and

academic term, type of program (in E-mail®

this case you can choose between

exchange and exchange clerkship) Academic Level”

and there is a comments’ section. v
It's important that if the insfitution has Academic Temm®

more than one agreement, you specify .
in the comment’s sectfion, to which

program  the  student  belongs. Program’

Example: you can write bilateral '
agreement, consortium, double major, Comment

etc.

When all the requiered fields are
CompleTed/ click on “Nominate”. If your institution has several agreerments with Tecnoldgico de Monterrey, please

indicate the agreement through the student is nominated. For example specify,

A

double degree, bilateral exchange agreement, consortiurm among others.

MOMINATE

Academic Term™
Note: if you want fo nominate the 2 Seleccionados -
student for more than one academic |
term, choose the ones that he/she are Sernestre Agesto 2014 v

Q z _.Q = Juli

going to study at Tecnoldgico de '

| Septiernbre 2014
Monterrey. Erero 2015 -

Agosto 20015

13
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TECNOLOGICO DE MONTERREY | STUDY IN MEXICO

EH S namina-EM (1) - Excel
o . o HOME | INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  ADD-INS
Multiple Nomination - X _ - B, ) [ T B [ 5 s
. F:—‘an',' ) Calibri Ju e A R = = Weap Text General . rﬁ |_‘_,4 -l = oS .
(Uploqd Flle) Faste :.} bty BT U0 H-A- === &% Merge & Center - § - % » %) f§ Conddional Formatas Cell  Insert Delete Format o
- et Painken Formatting - Table- Styles - - - I Clear
Clipboard n Fent ] Alignment Number 5 Styles Cells E
11 - I
If you have to nominate more than two
students, you can do it through an A 8 c 5 £ ; s
8 g @ g Name Last Name Academic Level Academic Term Exchange Type Comments
Excel flle n Thls SeCTIOH YOU can 2 Frank Swelim fs_2@hotmall.com Undergraduate Aug - Dec 2014, Jan-May 2015 Exchange Clerkship Consortium
downlocd a Somple flle in -I-he sechon 1 Frank Swelim fs z@hu.tmall.cum Ufudergraduate Jan-May 2015 Exchange IJ.ouhIeMa]or
. A . " ) 4 July Drub jd@gmail.com High &chool Jan-hay 2015 Exchange Bilateral
“Multiple Nomination” and replace it
with your student’s information. The Open
II’]fOI’mOTIOﬂ reqU|red |S name, |GST T 0 e Stud.. » Material Apoy.. » v & Search Material Apoyo Portal @
name, email, academic level, Orgsnize ~  Newfolder =~ @ e
academic term, exchange type and I A Name Date ot e
CommenTS Downlood an sarmple Excel file greup . Informacién para Campus 15/07/2014 03: File folder
Accept Students' Nominations 15 This PC
i Desktop
| Documents L ¢ >
Wheﬂ The IﬂfOI’mCITIOﬂ IS Cl|reC1dy File name: v‘ Microsoft Excel Worksheet v

captured, save the file in your
computer and return to the portal to
upload it.

Cancel

As result you are going to see a list with
the records you had added fo the

Excel file, once you check that
everything is correct, click on
“Nominate”. You can find these
records in the “Nominated Students’ “
section.

Download an sample Excel file

AN

Dewmload a7 semple Bl Hle

Murz Lus name Emoid Academic el Acodemic ferm Acmpaion 1yps Close

Luz Main  Fenge Soviono Loengebfhe =allzoe Troizsena Bumerruldge - Dic de20i5 wereamkiz paro eloziznes Sedioes "]
CAMCE. s BEITIES
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Multiple Nomination
(Upload File)

In case you need to nominate the student for more than one academic term, go to the column named “Academic term” in
the Excel File and capture the current terms separated by a comma followed by a blank. Example: if the student will stay
Tecnoldégico de Monterrey for two semesters, you should write: Aug-Dec 2014, Jan — May 2015.

HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  ADD-INS

e L. —_ = T = = M = At
|'l. o Cut Calibri (11 <A A — - = Wrap Text General - |_E| |_ ’IJ I__,‘ j_l'-'-' H:.:'""x | ] | 2. fustaSum
Fast F: “opy Cond . I F - E‘I | el | , Il;ll )
aste B I H . D . - e - = = = | & 45 Merge & Canter = $ . % ¥ 1:3 '.E onddiona ormak as = nsert  Ue=lete Formak )
- ¥ Format Painter & ? ! Formatting = Table~  Shyles - e e~
Clipboard [ Font Tl Alignment [ MNumber |F] Skyles Cells E
11 . Ix
A B C (] E F G
Name Last Name Academic Level Academic Term Exchange Type Comments
2 Frank swelim fs_2@hotmail.com Undergraduate Aug - Dec 2014, Jan-May 2015 Exchange Clerkship  [Consortium
i |Frank Swelim fs_2@hotmail.com Undergraduate Jan-May 2015 Exchange Double Major
4 [ July Drub jd@gmail.com High Schaaol Jan-May 2015 Exchange Bilateral
= T
| B0 o Cut Calbri [
Fi Copy =

Paste B Fi 1]
. ' Format Painger -

Clipboard o

Important: the semesters that are going .
to be included shoul be current periods B16 i b

and the text should be the same as the
chart included in the sheet called
“Current Periods” of the sample file.

Jan - May 2014
Jan - May 2015
Surmmer Jun -lul 2015

B LJ B

L
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Accept Students’
Nominations

In the moment that the student fills in
the application and choose you as
his/her Home Institution, the record of
him/her is going to appear in this
section. It's necessary fo review the
student's information to confirm that
belongs to your institution.

La informacién que aparece es:
fecha de la nominacién, el nombre y
apellidos, correo, nivel académico,
periodo académico y la opcién de
aceptar o rechazar la nominacién.

If the nomination is rejected, the
record will be eliminated and the
student will receive a notification.

If the nomination is accepted, you
must confirm and click at "Nominate"
and the student will receive a
notification. Review the section
"Nominated Students" to verify that
the new nominations appear.

TECNOLOGICO DE MONTERREY | STUDY IN MEXICO

Accept Students' Nominations

o v records per page

Nomination Date "

dd-mm-yyyy Name Last name Email Academic level Academic term Close
15/Aug/2014 Dulce Rodriguez di_dulcerodriguez@yahoo.com Graduate/Master's Jan-May 2015 n
18/Aug /2014 Edy Roy rulpresident@gmail.com Undergraduate Sept-Dec 2014 n
18/Aug/2014 Cynthia Castillo maestria@mailtothis.com Graduate/Master's Sept-Dec 2014 n

Add Nomination

Do you wich bo confinue with the nominalion?

e et
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Nominaciones Add Nomination
Duplicadas

_ Some of the following people might be the same person that you are trying to nominate:
If the student has been nominated

before but also appears in this . . .
section.  the Sys,rer:f finds  this Name Last Email Academic Academic term
coincidence and will ask you what do name level

you want to do with the record, it's

necessary to choose one of this (3 Ana  Salinas  mdr- Profesional  Semestral Ene -
options: ed41da1@mailinator.com May de 2015

- “Nominate”: you must choose this
option when there are two different
students even if the system detects Do you wish to continue with the nomination or susbstitute for the existing one?
the duplicate record. In this case,
you need to choose the student
record and click at "Nominate".

- Replace: you can associate a CANCEL
nomination and replace the record.
If you choose this option it's
important  to  know that the '
nomination that was captured first
will be deleted and replaced by the
student's one, so you need to be
sure that the information is correct
otherwise it's better to reject his/her
nomination and keep the one you
have already captured.

When any nomination is confirmed, the student will receive an email to let him
know that he/she is nominated to study at Tecnoldégico de Monterrey and can
start with his/her application process, in the email they will find a hyperlink o
create the user account.

Note: when the student creates the account through this confirmation hyperlink,
is not necessary to choose a program and all the information you captured in the
nomination, will be blocked in his/her application and won't allow to make any
changes.
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