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Student Database Manual 
 

Summary:  
1. Login 
2. Your Profile 
3. Presentation of the Student Panel 
4. Application Form 
5. Card of Dpocuments 
6. Card of Acceptance 
7. Invitation Letter 
8. Card of Confirmation 
9. Evaluation Form 
10. Certificate 
11. Exchange Conditions 
12. Explore Pages 
13. SCOPE Documents 
 
Introduction message: 
 
Dear Exchange student, 
 
First of all congratulations on being selected to be a part of our SCOPE Exchange program. We have 
created this manual for you to help you understand our Exchanges database and make it easier for 
you to deal with it. 
 
If you have any inquires, please contact your Local Exchange officer. 
 
Yours, 
SCOPE International team 2015/2016 
 
SCOPE Database Language:  
AF: Application form LEO:  Local Exchange Officer 
CA:  Card of acceptance NEO:  National Exchange officer 
CC:  Card of confirmation NMO:  National Member organisation (e.g.: IFMSA-Egypt) 
IL:  Invitation letter LC:  Local committee (e.g.: ASSA-Alexandria) 
EF:  Evaluation form ECs:  Exchange conditions 

 
Please note that the highlighted features are still not implemented yet, We are working with 
the company to get them implemented as soon as possible. 
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1. Login 
 

• After opening IFMSA website, Click on Exchange platform to be directed to the Exchange 
database. You can also go directly there using the link: www.ifmsa.org/exchange  
 

• Username: When a new Application form is assigned to you, you will receive an email with your 
new account details (unless you already have an account on the database). The username is your 
email address. (the email address that you have sent to your Local Exchange Officer).  
 

• Password: If you do not remember your password, please click on “Forgot my password” and use 
your email address as reference, you will receive an email with a link to reset your password. 
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• If your email address does not work, please try all email addresses your Local Exchange Officer 
may have gotten from you previously. If it still does not work, please contact your Local 
Exchange Officer. 
 

2. Your Profile 
 
 

• You can update your profile and information as following: 
 

   
 
 
Please note that some information from your profile will be automatically be filled in your 
Application Form, therefore this might save you some time. 
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3. Presentation of the Student Panel: 

 

 
1.    Application Form 

2.    Exchange Conditions 

3.    ExPlore pages 

4.    Card of Documents 

5.    Card of Acceptance 

6.    Invitation Letter 

7.    Card of Confirmation 

8.    Evaluation Form 

9.    Certificate 

10. SCOPE NMO Student Documents 
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4. Application Form: 
 
 
 

• Application form  (AF): It’s the form that you should fill in 
with your personal information, Exchange preferences and 
other items, then send it to your Local Exchange officer to 
be sent later to the hosting country. 
 

• When you click on “Application Form” button, the 
application form(s) assigned to your student account will 
appear.  
 
 
 
 
 
 
 
 

View or fill in your application form: 
• You can view or fill in your application form as shown in the above screenshot, when you click 

Fi l l  in, you should fill in all mandatory fields to be able to submit your Application form to 
your Local Exchange Officer. 
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• The Application form is divided into the following sections: 
1. Exchange contract information 
2. Personal student information 
3.Student’s medicine related info 
4. Student’s mailing and electronic information 
5. Exchange preferences 
6. Exchange details. 
 
 

• This is an example of Application form:  
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• Save Application form:  
If you want to save your Application form, you should click confirm, you will get a message that the 
Application form is already saved: 
 

 
 

• Send application form to your Local Exchange officer:  
After the Application form is completed, you can send it to your Local Exchange Officer as shown in the 
following screenshot. Keep in mind that once you send the application form to your local exchange 
officer, you cannot edit it anymore.  
 

 
 

• N.B 1: When you submit your Application Form, if the deadline of the Application Form (stated in 
the Exchange Conditions of the hosting NMO) is not respected, you will get an alert message “Are 
you sure? The desired period does not correspond to the Application Form deadline of the 
hosting organization”. You can ignore this message, though we do not recommend it as your 
application may be refused. Please contact your LEO if you have any questions. 
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• N.B 2: If the contract is signed for a specific month, the Application Form can only be used in that 
month. While filling the AF, you can only choose the period of that month +/- 2 weeks (e.g. if 
Application Form signed for May, the student will only be able to choose a period going from 17th 
April to 14th June)  
 

• N.B 3: When you click on send, you will get redirected to the Exchange Conditions of the hosting 
NMO. At the end of the page, you get two options: 
 

ü “By sending my Application Form, I agree I have read the Exchange Conditions of my 
hosting organization”. By clicking here, the Application Form will be submitted. 
 

ü “I did not read the Exchange Conditions and I want to edit my Application Form”. By 
clicking here, you will be redirected back to your Application Form to edit it again. 

     

 
 
 

• LEO send you back the application form: 
If any of the information in your Application form needs to be revised and corrected, your sending 
Local exchange officer/National Exchange officer can send you back the Application form to re-
edit and send it again. You will get a notification if your Application form was returned. 
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• When the AF is sent, there should be in this panel a line with “You should expect you 

Card of Acceptance by X days” ,knowing that you are supposed to receive your CA at 
least 8 weeks before the  start of the exchange.(This function will be available soon) 

 

5. Card of documents: 
Card of documents (CoDs): This is the panel where you can upload all of your documents (including 
but not limited to: Passport copy, certificate of enrolment, picture, CV ..etc). The mandatory 
documents differ according to the Exchange conditions of the hosting country. 

 
 
 

 
 
 
 

• The Card of documents is divided into 3 main sections: 
ü Standard documents 
ü Special documents 
ü Upon arrival documents 
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• Mandatory Documents: 
The hosting Country can choose some of the documents to be mandatory (highlighted in red). it is 
not possible to send your Application Form without uploading those “mandatory” documents in 
your Card of Documents as shown in the following screenshot: 
 

 
 
 
 
• If you have more than one application form, you will be able to have more than one card of 

documents, each one related to each application form. 
 

• You can upload documents to your Card of documents at any time (even after submitting your 
Application form to Local Exchange officer) 
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6. Card of Acceptance: 

 
• Card of acceptance (CA): the document you receive at least 8 weeks before the 

start of your Exchange program with all of your acceptance details (including city, 
hospital, department, ..etc) as shown below. 
 

• You will get a notification when the Card of acceptance is received and approved 
by your National Exchange officer. 
 

• You can view your card of acceptance, or many card of acceptances if you have 
more than one as following: 
 
             
 
 
 

 
• The Card of acceptance is divided into the following sections: 

1. Exchange contract information 
2. Personal student information 
3. Acceptance details 
4. Contact person 1 & 2 
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7. Invitation Letter: 

 
• Invitation letter (IL): Official invitation document signed and stamped by the 

national Exchange officer of your hosting country. It can help you with issuing 
the visa. 
 

• When the Invitation Letter is received, you will get a notification. You can 
view and download your invitation letter as following: 
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8. Card of Confirmation: 
 
 
 

• Card of confirmation (CC):  The form you send directly to your 
hosting Local committee to inform them with your arrival details as 
shown in the screenshot below. 
 
 

• You can edit your card of confirmation only after you receive the card of 
acceptance. 
 
 

• You should fill in the card of confirmation at least 4 weeks before the 
start date of your Exchange program. 
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• Card of confirmation is divided into the following sections: 
1. Exchange contract information 
2. Personal student information (already in AF) 
3. Acceptance details (already in CA) 
4. Arrival details 
5. Other (Diet/allergies) 
6. Emergency contact 
7. Insurance information 
8. Other comments 
 
 

        

 
 
 

• After you are done with editing your Card of confirmation, you should send it by clicking on send. 
(It will be sent directly to your hosting Local committee) 
 

 
• If the Card of confirmation has any wrong information, your hosting Local Exchange 

officer/National Exchange officer can send you back the card of confirmation, so you have to 
fill it again. 
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9. Evaluation Form: 
 

 
Evaluation form (EF):  The form you should fill after you complete your 
Exchange program in order to evaluate the experience offered by your hosting 
local committee, so they can improve their program.  

• You can only fill in Evaluation form after you complete at least 3 weeks of your 
Exchange program, you will get a notification when the Evaluation form is 
available to fill in as shown in the following in the screenshot.  
 
 
 
 
 
 
 
 
 
 
 

 
• Important note: Filling the Evaluation form is essential to get your Certificate, your certificate 

will not be available on the database unless you have already filled your Evaluation form. 
 

• Evaluation form is composed of fol lowing sections:  
1. General information 
2. Outgoing selection 
3. Contact to the hosting country 
4. Medical internship 
5. Lodging & Boarding 
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6. Social program 
7. Overall evaluation 
8. Feedback to the local committee 
9. After the Exchange 
10. Cultural understanding 
11. Co-operation amongst medical students and other health professionals 
12. Knowledge 
13. Accreditation and Recognition of Exchanges 
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10. Certificate: 
 

In this panel, You can view and download your certificate as shown in the screenshot. You can only 
access the certificate after the Evaluation form is filled out as mentioned above. 
 

              
 

11. Exchange Conditions 

 
• This is a direct link of the Exchange Conditions (ECs) of the National member organisation 

you are going on exchange to. If you are using more than one application form, a new tab 
opens, offering you the chance to choose between different links of Exchange Conditions. 
 

• The Exchange conditions if composed of the following sections: 
 

ü Working conditions 
ü Towns 
ü Disciplines 
ü General 
ü Application form 
ü Card of documents 
ü Card of acceptance 
ü Card of confirmation 
ü Cancellations 
ü Substitutions 
ü Additional information 
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• When you click on send Application form, you will get redirected to the Exchange Conditions 
of the hosting NMO. At the end of the page, you get two options: (As shown before) 
ü “By sending my Application Form, I agree I have read the Exchange 

Conditions of my hosting organization”. By clicking here, the Application Form will 
be submitted. 

ü “I did not read the Exchange Conditions and I want to edit my Application 
Form”. By clicking here, you will be redirected back to your Application Form to edit it 
again 

 

• You can view all the Exchange conditions of the SCOPE active National member organisations as 
following: 
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12. Explore Pages 
Explore pages: A link to the Explore pages of all SCOPE active National member organisation is 
available. It has detailed information about Exchange program and facilities offered by each 
National member organisation and its Local committee (This function is not available yet). 
 
 

13. SCOPE NMO Student Documents: 
You can access through this folder the documents shared by your LEO/NEO with you (This function 

is not available yet). 

 

 


