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• To begin your online application, Click HERE.
For students who have already created an account with SMU, please click on the 
Existing Account in the LOGIN page.

• Create a User ID and key in your email address. It is essential that you take note 
of the User ID, email and password used to avoid creating multiple accounts.

• For students residing in the European Union, please remember to indicate so.

1 Create a New User Account
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SMU Exchange Application Guide

For optimal use of the online application portal, please follow the guidelines below:
• Use a laptop or personal computer to access the online application portal, as the system may not be 

compatible with mobile devices e.g. tablet or mobile phone.
• Use Internet Explorer or Google Chrome (Incognito Window) as the preferred browser.
• If you encounter access issues, clear your browser’s cookies/cache/history, and try again.

https://publiceservices.smu.edu.sg/psc/ps/EMPLOYEE/HRMS/c/SIS_MA.SIS_PGPP_APPLREG.GBL?&Apply=Y&FormID=ISEP&Register=Y&
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2 Key in your Personal Details

• For students residing in the European Union, the ‘Ethnic Group’ and ‘Religious Preference’ fields are 
not applicable to you under the GDPR.

• Full Name: Complete with Full Name as shown in passport in standard English alphabets (Refer to page 
3 for guide on name format to use)

• NRIC/Passport Number: Enter your passport number (you will be required to upload a copy of the 
personal identification page of your passport at a later stage)

• Pass Type: Please do not choose the Student Pass type. You may leave the FIN number field blank and 
proceed with the rest of the fields.

NOTE: Expired passport, or passport with less than the required validity period of six-months beyond 
the end-date of the study term, WILL NOT be accepted. If your passport is being renewed and not 
available at the time of application, you may submit your current passport and email a soft copy of your 
new passport to us as soon as it is available. Please note that this might delay your subsequent 
processes.   3

You may leave these 
fields blank if you do 
not have the details

Lisa-Mary-Presley@gmail.com

Lisa-Mary-Presley@gmail.com

Please indicate 
full name, 
including your 
family 
name/surname
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• Your FULL NAME and DATE OF BIRTH will be used for your Student’s Pass (visa) application. 
Please ensure the details are the same as reflected on your passport without any special 
characters (refer to the following example). 

• Incorrect information will result in delay and additional costs if changes are required.

       

IMPORTANT:
Refer to the MRZ section above for reference on the name format and follow the guidelines 
below:

➢ Key in your FULL NAME as shown in your passport MRZ section. 
➢ If your name has special characters e.g. Ä, Á, É, Ğ, Í, ß, Ł, Ñ, Ø, Ö, Ü, please use the name 

format in the MRZ section.
➢ Please omit commas, hyphens/dashes or symbols in your name.
➢ Do not shorten or leave out any of your middle names.
➢ The date of birth must be in the format of DAY/MONTH/YEAR (DD/MM/YYYY).

Name: VIGILIJA BRUŻAITÉ
Name Format to use: VIGILIJA BRUZAITE

Source: Sample passport image extracted from Wikipedia

Picture source: WikipediaMRZ Section
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3 Confirm your Programme

Click here

4 Receive Registration Confirmation Email

• You will receive an email containing 
your account details (please do check 
your spam / junk folder).

Sample E-mail:

• Log-in to your account via the link in 
the email, using the created User ID 
and password to complete your 
exchange application.

• It is essential that you remember the 
USER ID and password for 
subsequent log-in.
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Lisa-Mary-Pres ley@gmail.com
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5 Complete your Application – Personal Details 

• You would have completed this section when you created your account.

• Ensure and confirm that all submitted information is accurate and correct. 

• Always SAVE your application at the end of each section to avoid loss of 
information.
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Lisa-Mary-Presley@gmail.com

Lisa-Mary-Presley@gmail.com
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6 Complete your Application – Contact Information
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7 Complete your Application – Educational Work/Experience

Click on the magnifying glass for the list of universities. 
• Only applicable for ISEP students
• Kindly ensure you select the same home university name as 

what is stated in the application email sent to you
• For visiting students, please leave this field blank
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8 Complete your Application – Supporting Statements

Please upload the following supporting documents. Only documents in English will be accepted. 

• Official Transcript 
Transcript must be a formal copy bearing the University’s official letterhead or seal.

• Passport 
Photo identification page of a valid passport with a validity period of no less than six-months 
beyond the end-date of the study term. If your passport is being renewed and not available at the 
time of application, you may submit your current passport and email a soft copy of your new 
passport to us as soon as it is available. Please note that this might delay your subsequent processes. 

• TOEFL, IELTS or C1 Advanced (Cambridge) English Proficiency Certification 
ONLY applicable to students from universities whereby English is NOT the language of instruction. 

Certification must be within two years at the point of application. 
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9 Complete your Application – Supplementary Information

10



SMU Classification: Restricted

10 Complete your Application – Declaration

• Ensure and confirm that all information and supporting documents provided 
are correct and accurate before you click ‘SUBMIT’.

IMPORTANT:
Once the application has been submitted, you will not be able to make any 
changes/edits. 

11



SMU Classification: Restricted

11 Receive a Confirmation E-mail

• You will receive a confirmation email upon successful submission of your 
application.

• You may also begin to use SMU’s Self-Service Functions, using your USER ID 
(xxxxx.apply) and password sent to you previously.

• For questions pertaining to your application, please email to 
isep.inbound@smu.edu.sg quoting the following details:

➢Application number beginning with 08xxxxxx
➢ Issue(s) encountered
➢ Screenshot (if applicable)

Sample Confirmation E-mail:
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mailto:isep.inbound@smu.edu.sg
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2. On the Menu, select ‘Self 
Service’.

3. On Student Admission, select 
‘Upload Photo’.

Guidelines for Photo:

• Photo taken MUST be within the last three-months.
• Photo MUST be in colour. Black & white photos will NOT be 

accepted.
• Background MUST be plain white.
• You MUST face the camera directly.
• Facial features MUST be clearly evident. Headgear worn in 

accordance with religious or racial customs MUST NOT 
hide any facial features.

• Spectacles worn MUST NOT be reflective.
• Photo MUST have even exposure (No shadows).
• Photo MUST NOT be cropped off.

1. Log-in to the Integrated 
Student Information System 
(ISIS) website: 
https://eservices.smu.edu.sg 
using your User ID 
(xxxxx.apply) and password.

Upload your Photo12

All students will be issued a 
photo identification card (SMU 
Student Card). Please follow the 
steps to upload your photo:
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https://eservices.smu.edu.sg/
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