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Getting Started���
✤  Log on to www.samford.edu/international!

✤  Works best with Firefox and Safari (Google Chrome will not allow for 
initial set-up within the website)!

✤  To search for a program, click the Program tab at the top of the page!



Program Search���

✤  You can search by program name, 
city, country, region, term, or partner 
institution!

✤  Click Search at the bottom of the 
page.!

✤  You will then see the 
available programs based on 
your search parameters.!

✤  Click on the link.  !



Program Brochure Page���
���
✤  This page lists information about the program, including a brief 

description, date, and price.!

✤  At the top, click the “Apply Now” button.!

✤  Are you sure you want to create this application?!

!



Creating An Account���

✤  You will be asked two questions!

✤  Are you a currently enrolled Samford student?!

✤  Have you received your login credentials already via email?!

✤  If yes, please login!

✤  If no, you will be prompted to create an account.!



Creating An Account���

✤  IMPORTANT!

✤  Use proper 
capitalization!!

✤  Use your Samford 
email address!

✤  Double check all info 
before creating account, 
you will not be able to 
edit it.!



Logging In���
✤  You will receive an email with your temporary login password and 

and link to login.  (Note: password is case sensitive.)!

✤  Upon login, you will be prompted to change your password to a 
permanent one.!



Program Terms���
✤  If your program has multiple terms available, please select the one for 

which you wish to apply.!

✤  NOTE! For World Language programs with multiple terms (such as 
Spain and Germany summer programs), Summer 1 is the shorter 
duration of the trip (5 weeks, 8 credits) and Summer 2 is the extended 
trip (9 weeks in Spain or 10 weeks in Germany, 16 credits).!



Applicant Information Page���
✤  ALL fields must be completed before moving on!

✤  If you are applying for your first passport or have to renew because of 
an expiring passport, please put “applied” in the passport fields.!



Address information���
✤  ALL fields must be completed before moving on!

✤  Campus Address!

✤  Home Address!

✤  Father’s Address!

✤  Mother’s Address!

✤  Father’s Email!

✤  Mother’s Email!

✤  Two emergency contacts other than your parents!

✤  Can be siblings, grandparents, aunts, uncles, neighbors, etc.!



You’ve Applied!  (Almost.)���

✤  You will be brought to your own page within our website.!

✤  If you apply for future trips, you will be brought directly here after 
clicking the “Apply Now” button on the program brochure page.!

✤  You will see your current application under “Applications Filed” 
along with any previous applications.!

✤  Click the the application you are currently working on.!



Program Application Page���
✤  Click on the “Signature Verification Form”!

✤  If you have previously applied for a program, this will be on file in our 
office.!



Signature Verification Form���

✤  What is it?!

✤  All paperwork is kept within 
our website.  By signing the 
Signature Verification Form, 
you are consenting to using 
electronic signatures, which 
function the same as signing 
physical documents.  You will 
electronically sign documents 
after turning this in.!

✤  Print this off and sign it.!

✤  Then...!



On Official Application Dates���

✤  Bring the following items to Brooks 130!

✤  Signature verification form!

✤  A copy of your passport (or receipt for a passport application and a 
copy of your driver’s license)!

✤  A $500 deposit (checks only please)!

✤  If paying deposit in cash, please take to the Bursar’s office on the 
bottom floor of Samford Hall.  Inform the teller what the deposit 
is for.  Then bring the receipt with the signature verification 
form and passport copy to Brooks 130.!



Still Not Quite Finished���
✤  After turning in your signature verification form, your application will be 

updated to note we have your signature on file.!

✤  Sign back into our website BEFORE the application deadline.!

✤  Under your applications, return to the program you’re applying for.!



Signature Documents���
✤  Click on each of the 

listed documents 
located on the right 
side of the page.  
(Will vary by 
program.)!

✤  Read the document.  At the bottom you will see the digital signature 
agreement.  Click to sign.  Repeat for all documents.!



Questionnaires���
✤  VERY important!!

✤  You must fill out the Application Questionnaire(s)!

✤  Located under Signature Documents!

✤  Will vary by program!



Example of Medical Questionnaire���

If you answer “yes” to a question, a box will appear asking for 
elaboration.!



You’ve Officially Applied!���
✤  Do your Signature Form and Application Questionnaire boxes look 

like this?!

✤  If so, your application is complete!!


