Getting started with an IRCC online account:
A GUIDE FOR INITIAL STUDY PERMIT APPLICANTS

Creating an online account with IRCC (Immigration, Refugees and Citizenship Canada) allows
you to apply for immigration documents like study permits, work permits, and visitor visas.
IRCC recommends that study permit applicants apply online as applications are processed more
quickly, there are no courier fees or mail delivery times, and you can get updates on the status
of your application directly in your online account.

This guide walks you through the creation of an IRCC account, including answering the IRCC
guestionnaire (also known as the “Come to Canada” wizard).

The tips are intended to help first-time users who are applying for their initial study permit online.
This guide has 4 parts:

e Part 1: Register using the GCKey option

e Part 2: Create your IRCC account

e Part 3: Complete the IRCC questionnaire

e Part 4: Understand the “Your document checklist” page

The information in this guide may change.

The immigration information in this guide has been reviewed and endorsed by Mount Allison University’s Regulated International Student
Immigration Advisor (RISIA No. S708818) in compliance with the Immigration and Refugee Protection Act and Regulations. However, this is
not a legal document and information may change without notice. Always refer to Immigration, Refugees and Citizenship Canada (IRCC) at
www.cic.gc.ca for the most up-to-date information.
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Part 1: Register using the GCKey option

1. Gotothe IRCC “Create an account or sign in” page at www.cic.gc.ca/english/e-

services/account.asp.

2. You'll see two options for registering:
a. “Continue to Sign-in Partner”
b. “Continue to GCKey”

3. We recommend the GCKey option. Click “Continue to GCKey”.

Continue to Sign-In Partner

« Use the same sign in information you use for other online services {for example,
online banking)

« None of your information will be shared with us. Your Sign-in Partner will not know
which government service you are using

« You will temporarily leave Canada.ca to use your Sign-in Partner

» View the full list of Sign-in Pariners

¢ Continue to GCkey [y

o —
« Sign in with a GCKey user ID and password if you don't use a Sign-In Partner

« Register for n GCKey user ID and password if you don't have one
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4. You'll be directed to the “Welcome to GCKey” page. Click “Sign Up” on the right.

5. You'll be guided through 4 steps to create your GCKey:

a. Review the “Terms and Conditions of Use” and click “l accept” if you agree.

b. Create your username.
c. Create and confirm your password.
d. Create your recovery questions, answers, and hints.

6. When you’ve successfully created your GCKey, you'll see a page that says “GCKey Sign Up

Complete”. Click “Continue”.
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Part 2: Create your IRCC online account

1. After you have created your GCKey, you'll be prompted to accept “Terms and

Conditions” again. Review the info and click “I Accept” to continue.

2. On the “Create an account” page, enter your name, email address, and preferred
language of notification.

3. Create your security questions and answers.
a. You'll need to answer one of your security questions every time you sign in to your
IRCC account.

Once you complete the above steps, you will be brought to the home page of your account.
This is the page that you see every time you sign in.

I * Government  Gouvernement
of Canada du Canada
Jobs v Immigration + Travel » Business v EBenefits v Health v Taxes v More services v

Home - Your account

Signed in as John Smith Account home | Account profile | Help | Logout
H '
John Smith's account
View the applications you submitted
Review, check the status or read messages about your submitted application
Search: ‘> Showing 0 to 0 of 0 enfries | Show |5 ¥ | entries
Application type 11 Application number 11 Applicant name 11 Date submitted Current status 11 Messages ! Action

No data available in table

Did you apply on paper or don't see your online application in your account? Add {link) your applicafion to your account to access it and check your status onfine

Continue an application you haven't submitted
Continue working on an application or profile you havent submitted or delete it from your account

Search: [ Showing 0 to 0 of 0 entries | Show (5 ¥ | entries

Application type {1 Date Created 4 Days left to submit 11 Date last saved |1 Action

No data available in table

Start an application

Apply to come to Canada Students: Transfer schools

Inciudes applications for visitor visas, work and
study permits, Express Entry and International
Experience Canada. You will need your personal
reference code if you have one.

Account messages

benefits

Use this application if you are a protected person
or refugee claimant who wants to apply for the
Interim Federal Health Program.

For approved study permit holders only.Tell us if
you are changing designated learning institutions
You will need your application number.

Read messages related to your account. Messages about a submitied application are on your appiication status page.

You have no messages.

Report a problem or mistake on this page




Part 3: Complete the IRCC questionnaire

1. From your account homepage, click on “Apply to come to Canada”.

Start an application

Apply to come to Canada Refugees: Apply for temporary health care Students: Transfer schools

ncludes applications for visiforfisas, work and benefits For approved study permit holders only Tell us if
study permiis, Express Entry and Intemational Use this application if you are a protected person you are changing designated learning instifutions
Experience Canada. You will need your personal or refugee claimant who wants to apply for the You will need your application number.

reference code if you have one. Interim Federal Health Program.

2. You'll see the “Personal checklist” page:
a. You will NOT have a Personal Reference Code, so ignore this section.
b. Scroll down to the “I do not have a Personal Reference Code” section.
c. Click on “Visitor visa, study and/or work permit”.

Personal checklist

Personal Reference Code

If you have alreany complatad e Come 10 Canada or he Exprass Enry wizard, you woukd have received a dooument chacklist andior a perscna refevence

COUE, Dassd on M ENFeErE YOu provied

Plonse onter your personal reference code 1o begin your application. {required)
[2]

e
| do not have a Personal Reference Code

If you do rot have & parsangl reféranss cods, you may Enswer 8 sedien of quastions 10 fing out I you are sligibie 10 apoly It & visa sncior peemt, apply lor
Exprasy Entry, ang begin an onfing application
If you bagn your appicaton Mter you have logoed Into your aceount, you will not feceive § persony relerance coce, 45 INe Bysiem wil save your cocumant

chacklist right into your account

Determine your eligibility and apply online:

o e ———e "

krtemational Expecience Canada (IEC)
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3. Your screen now says “Find out if you're eligible to apply”.
a. You'll be guided through a series of questions to determine your eligibility to apply
for your initial study permit.
i. Click on the blue question mark if you need help understanding a question.

Find out if you're eligible to apply

wnumldywlmwcomCa

Plaase make g sefection :

* All fieids are mandatory

How long are you planning to stay in Canada?

Plegds make a selection s
Which country issued your passpont? ©

Please make a selaction :
What |s your ourrent countryterritory of residence? if you are presently In Canada, you should select Canada. ©

Pleass make a selection

Do you have a family member who is a Canadian gitizen or permanent resident and is 18 years or older?

-

Ploase make a selection

What is your date of birth? ©

Select year ] Sewct month $ Select day

T -

-

4. When you’ve answered all the eligibility questions, you’ll see a screen that indicates your
eligibility to come to Canada as a student. Click “Continue”.

Your results

Based on the informaticn you provided, the resullis) beiow indicate(s) whether you may be eligitie 10 come to Canadia

Students (Study permit)

You may be eigble to come 10 Canada as a student
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5. Next, you'll be guided through another series of questions that will generate your personal
document checklist.

a. Click “Continue” on the “Create your personal checklist” screen to begin.
b. Important: There are two questions that commonly confuse students:

i. “Is work an essential component of your studies?”
e Select “No”.

ii. “Have you visited or lived in any one of the designated countries for 6
consecutive months in the last year?”

e See the list of designated countries:
http://www.cic.gc.ca/english/information/medical/dcl.asp

o Select “Yes” if the statement applies to you. Select “No” if it does not.

e For more information on how to arrange a medical exam for a study
permit application, please see the IRCC website:
https://www.canada.ca/en/immigration-refugees-
citizenship/services/application/medical-police/medical-
exams/requirements-temporary-residents.html

6. After completing the IRCC questionnaire, you will see a screen that says “Review your

answers”.
a. Double-check your responses because they determine your document
checklist.

b. Make any corrections if necessary. Then click “Continue”.

7. The next screen, “Submitting your application”, provides technical information to help you
during your application process.
a. Review this information.
b. Click “Continue” on the bottom right.

8. You will now see the “Your document checklist” page.
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Part 4: Understand the “Your document checklist” page

1. This page lists your required documents and links to any forms you need to fill out.

a. Review your list of required documents.
i. Important: you still need to check for any additional documents required by
your country’s visa office (see page 9 of this guide).

b. If you need further information or instructions for an item, click on the blue question
mark icon in the "Instructions" column to the right of the document name.

c. Download applicable forms by putting your cursor over the document name. You'll see a
note that says “(Opens a new window)”, which indicates a form can be downloaded.

Your document checklist

Your documents

fres io the list of documents you Need 10 subme n order %0 apply. You cannot proceed untll aach Mle has boen uploaded. Selact the quastion mark bunan o
learn more abou! sach gocurment

Arg. you haning dificuity dawnioading 4. foam?

Versions of application forma lor Sudy pormits and work parmits dated Novemnber 2013 (11.2013), or laler, and appicatons for iemporny resdent visas deted
March 2094 (0G-2014). o later, can orty bo Upaced 1 the RCO Fortal

Note: You ara responsitie for ensuring that the documents you submit are correct. Carnhdly seview the documents you have attachad % this apolcation. A
GOciSOn CONSamng your Spplicanion wil be made Dased UPoN e NICIMENon you Submt. You will 0oL D8 abk 10 M&ea Changes 10 your RERICSIon once & his
beon submitted. Ploase ersam that you scan and attach af relevant documants (o your oning summisson. Any documants moaived By mail retated to $is
appication will not be consitered

Apclication Formin)

Detalis

Instructions Options

’

Not Provded

Application for Study Peemit Mags Outede of Cansda
(MMI294) [roguernd)

{Cpons a now window)

Supporting Documents
Supporting Documonts
Detalls Dacument Name Instructions  Options
Not Prowded Birth Regatrabon/Cartlicate (required) e U File
|m "
Not Provided Passpont (required) o $
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c. Ifyousee a “Please wait...” message when you're downloading a form:
i. Click on the download arrow at the top right to save the file onto your
computer and then open it with Adobe Reader.
ii. If youdon't see the arrow, move your cursor to the top of the screen and it will
appear.

Please wait...

If this message is not eventually replaced by the proper contents of the document, your PDF
viewer may not be able to display this type of document,

You can upgrade to the latest version of Adobe Reader for Windows®, Mac, or Linux® by
visiting http://www.adobe.com/go/reader_download.

For more assistance with Adobe Reader visit http://www.adobe.com/go/acrreader.

Windows is either a registered trademark or & rademark of Microsoft Corporation in the United States and‘or other cosmtries. Mag i a trademark
of Apple Inc., registered in the United States and other countrics. Limux 15 the registered trademark of Linus Torvalds in the U.S, and other
Countrics.

All students will see the following documents in their “document checklist”:

e Letter of Acceptance
o You will receive your Letter of Acceptance by email. It is a two-page document
which includes a letter addressed to Canadian Immigration Officers. Upload
this two-page document for your study permit application.

e Proof of Means of Financial Support
o Check the IRCC website to find out how much financial support you're expected
to have, and how to provide proof.

e Passport
o Provide a copy of the bio-data page (the page with your name, date of birth,
passport number, expiration date, etc.). Also include a copy of every page of
your passport that has stamps, visas, or markings.

e Digital photo
o Find digital photo specifications on the "Your document checklist" page by
clicking on the question mark, in the "Instructions" column, for "Digital photo".

Additional documents applicants may require include: Birth Registration/Certificate, Family
Information Form, Custodianship Declaration, or General Education and Employment Form.

Mount Allison International Centre | www.mta.ca/international
62 York Street, Sackville, NB  Tel: 506.364.2124
Last updated October 2021 ¢ Page 8 of 10



http://www.cic.gc.ca/english/study/study-how-documents.asp#doc3

3. Documents specific to your visa office:

a. Check the visa office instructions for your country or region for local requirements.

a. Go to the IRCC website and select the country/territory from which you will be
applying. Click “Get documents”.

Select 2 countryferritory

b. Select “Visa office instructions” from the list, which will launch a PDF specifying
requirements for your visa office. Review this list for any additional documents required
by your visa office that were not shown in “Your document checklist”.

This application package is for applicants in

1 KD Fobruary 7018
INAA || September 2018

prmit made oulsde of Canada

Family Information Form UMM 5707] (POF, 1.5 MEB] | Mey 2018
Slatutory Daclacation of Comen e Lt IMM 54001 (POF, 036 51 KEB) ! Aentt 2000
Custostian Declaration [IMM 50481 (PDF. 1.02 M) | Jesary 2010

fima Appecation photograph apocificatics

c. You can merge all visa office-specific documents into one file and upload in the "Client

Une of o Reprasontative (MM S470] (POF, 648 31 KB | June 2008

Information" field on the "Your document checklist" page.

Letter of Explanation

Please note: A Letter of explanation (or Study plan) is required by some visa offices and will be
noted in the Visa office instructions on the IRCC website. Even if it is not required, students are
recommended to include a Letter of Explanation with their study permit application. This letter
helps the visa officer understand you and your goals.
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4. Uploading your files

e Once you’ve gathered your required documents, you will upload them to the “Your
document checklist” page using the corresponding “Upload File” button on the right.

Your document checklist

Your documents

Thes is the list of documents you nead % sutrme n arder %0 apply You cannot procena until each file has boen uploaded. Selact the guestion mark bunon to
learn mote aboul aach SoCument

Are you baning dificully doericeding a foer?

caton 10oms 1o £2uty Permils Snd work panmits dated November 2043 (11-2013), or 1ater, and sppicatons far lemponary resident visas dated

2014). or later, can only be upiaatod to the RCC Portal
Note: You are responaitie for ensunng hal e documanta you submit are cocect. Carmiully roview e documents you have attachad 5 this apphestion. A
decizon conoaming your applicaton wil be made based upon the wormation you sutemt You will ot b able o make changes 10 your appicaton pnoe & has

bDoen sunmined. Ploase ensura tNal you 6Can and anach al relovant documants 10 your Onine sudmisson, Any documants recened by mail relaled 1o his
sppication Wi not be congigornd
Apphication Form{s)
Detailn Docurment Name
Not Providod Appilication for Study Permit Made Outsde of Carada
(M 1294 rured)

INrane o rouw wietveul

5. Once you have started your online application, you have 60 days to complete it. You can
continue your application (and return to your “Document checklist”) by selecting “Continue
application” from your account homepage.

John Smith's account

Continue an application you haven't submitted

Continuo workng on an apphoation or profie you havent sumifted or daleta it from your Sccount

Search: Showing 110 1 of 1 endres | Show 5 ontties
Apphcation type |1 Date Created § Days beft to submit 1] Date last saved |1 Action
Onlina Apphication October 3, 2018 0o lclabat 3 2014 Conlinue applicaton

Dulede applicatior

NEXT STEPS: Biometrics (fingerprints and photo) requirement

Most study permit applicants will need to appear in person to have fingerprints and photograph (biometric
information) taken at a biometric collection service point. Exceptions include US citizens or nationals. For
more information visit the IRCC website: Facts about biometrics.

After you have submitted your study permit application online, you will receive a Biometrics instruction
letter (BIL) which will direct you to a list of biometrics collection service points you may choose from. The
letter will go to your IRCC account message box. You will have up to 30 days to go in person to an official
biometrics collection service location. For a full list of biometrics collection points, please visit the IRCC
website: Where to give biometrics.
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