
 

 

  
 
 
 

Using the IRCC Portal 
to submit a study 
permit application 
 
Creating an online account with Immigration, Refugees and 
Citizenship Canada (IRCC) allows you to apply online for your 
Canadian study permit.    
 
This portal should only be used for initial (new) study permit 
applications submitted outside of Canada.  
 
This guide walks you through how to create an IRCC Portal account.  
 
If you cannot access your previous account, you can create a new 
account.  
 
To get started, go to the IRCC “Apply online for a study permit: IRCC 
Portal” page at https://www.canada.ca/en/immigration-refugees-
citizenship/services/study-canada/portal-application-process-
study.html. 

https://www.canada.ca/en/immigration-refugees-citizenship/services/study-canada/portal-application-process-study.html
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Select “Get an invite code to 
create an account” to continue.  

PART ONE: CREATING AN ACCOUNT 

Mount Allison International Centre |  www.mta.ca/international | Tel: 506.364.2124 

http://www.mta.ca/international


 

 

 

 
 
 
 
 

 
 
 
 

 
 

 
 

 
 
 
 
 
 
 
 
 

You will be redirected to this page. 
Enter and confirm your email address 
to receive your invitation code. Select 
“Get invitation code” to continue. 

Mount Allison International Centre |  www.mta.ca/international | Tel: 506.364.2124 

http://www.mta.ca/international


 

 

 
 

 
 
 
 
 

You will be shown a unique IRCC 
Portal invitation code. Select “Copy to 
clipboard” to copy the code. Next, 
select “Continue to the IRCC Portal 
sign-up page” to continue.  
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On the “Sign up” page, enter your 
invitation code and the required 
contact information. Select “Sign up” 
to continue. 
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You will be redirected to a “Confirm 
sign up” message. Enter the 
verification code that has been sent 
to your email account. Select 
“Confirm” to continue. 
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Sign into the IRCC Portal using your 
newly created email address and 
password.  
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 You will be prompted to accept the 
“Terms and Conditions” of your 
account. Review the information and 
click “I Accept” to continue.  
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You will be redirected to the “My IRCC 
portal account” page. If you want to start 
an application, click “Apply to visit, study 
or work to Canada as a temporary 
resident” to start the questionnaire and 
create your document checklist. 
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PART TWO: STARTING AN APPLICATION 

Select “Get an invite code to 
create an account” to continue.  
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You will be directed to a pre-application 
checklist. Read and follow the directions. 
Select the “I acknowledge” checkbox and 
the “Start application” button to continue.   
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TIP: Once you begin your application, you will 
have 60 days to complete it.  
 
 
 
 

 
 
 
 

You will be asked if you want to apply for 
more than 1 person at the same time. 
Select “no” if you plan to move to Canada 
without accompanying family members. 
Select “Save and continue” to be directed 
to the main application portal page. 
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The first page of the application portal is 
titled “Apply to visit, study or work in 
Canada as a temporary resident.” See the 
next page of this guide for directions on 
how to complete this page.  
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• “I want to apply for a:”  
o Select “study permit.” An additional question will appear, asking “What exactly 

do you want to apply for?” Select “a study permit to study for more than 6 
months.” 
 

• “Do you have a provincial attestation letter (PAL)” 
o Undergraduate students require a PAL and should contact Mount Allison’s 

Admissions office if they have not already received one 
(international@mta.ca).  Enter “New Brunswick” for the question that asks 
which province issued the PAL. 
 

• “Tell us more about what you’ll do in Canada. Include dates.”  
o Write a summary of your plans in Canada. Include that you will be attending 

Mount Allison University in Sackville, New Brunswick. Provide the estimated 
timeline for completion of your program (e.g. September 2024-May 2028). 
 

• “When will you enter Canada?”  
o Provide the exact date of your arrival in Canada. MTA International Orientation 

takes place at the end of August; the arrival date for International Orientation 
is noted on your Letter of Acceptance.   
 

• “When will you leave Canada?”  
o We recommend providing the date as May 31st of your intended graduation 

year (e.g. May 31, 2028).  
 

• “UCI (unique client identifier), if known” 
o If you have a UCI number from a previous immigration application, you may 

include it in this field.  
 

Once you have completed this section, select “Save and continue” to move to the next 
section of the application. 

 
 

Apply to visit, study or work in Canada as a temporary resident 
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You will be redirected to a page notifying 
you of the documents and information 
required to complete the application. 
Read through the page and then select 
“Continue to application.”   
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TIP: At any point in the application, you can 
return to a previous section of the application by 
selecting the gray rectangle labeled “Back” at the 
bottom of the current page.  

 
 
 
 
 
 
 
 
 
 
 
 

This page is titled “Representative.” Select 
“No” if you are applying for yourself.  
Select “Save and continue” to proceed to 
the next page of the application.    
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This page of the application portal is 
titled “Travel document information of the 
applicant.” Please ensure that the 
information entered in this section 
matches that which is noted on your 
passport or other identity document. Once 
you have completed the required fields, 
select “Save and continue.”  
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This page of the application portal is 
titled “Travel document of applicant.” 
Complete all of the required fields and 
select “Save and continue.” 
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This page of the application portal is titled 
“Citizenship and places where the applicant 
has lived.” Complete all of the required fields 
and select “Save and continue.” 

This page of the application portal is titled 
“National identity document of the applicant.”  
Answer the question and select “Save and 
continue.” 
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This page of the application portal is 
titled “Names used in the past.” Complete 
all of the required questions and select 
“Save and continue.” 
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This page of the application portal is titled “Contact 
information of the applicant.” Entering the address where 
you currently live. In the table, click the “+ Add” button and 
enter the country where you currently live. If you have lived 
anywhere else in the past five years, click the “+ Add” button 
again and enter the relevant country or countries. Complete 
all of the required fields and select “Save and continue.”  
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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.  
 
 
 
 
 

 
 

This page of the application portal is 
titled “Biometrics of the applicant.” Select 
“Yes” or “No” and then select “Save and 
continue.” 
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This page of the application portal is titled 
“Application for a study permit.”  Select “I have 
a letter of acceptance from a designated 
learning institution.” See the next page of this 
guide for guidance on completing this page.   
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1. “Which of the following applies to you?”  

a. Select the relevant choice or, if none apply to you, select “None of the 

above apply to me.” 

2. “Level of study”  

a. Scroll through the drop-down menu and select your current level of study.  

For undergraduates, select “University – Bachelor’s Deg.” 

3. “Designated Learning Institution (DLI) number”  

a. Enter Mount Allison’s DLI number. This number can be found on your letter 

of acceptance (LOA). Mount Allison’s DLI number is an uppercase letter “O” 

followed by a set of numbers: O19273922302.  

4. “Name of school” & “Address of school”  

a. Enter “Mount Allison University” in the first field. The school address is 62 

York Street, Sackville, NB, E4l 1E2. 

5. “Field of study” 

a. Your field of study should match the degree and/or program to which you 

were accepted. If you applied as an undecided student, select “other” as 

your field of study. 

6. “Do you have a student identification number and would you like to provide it?” 

a. Please submit your 7-digit MtA student number, found on your LOA. 

 

Once you have completed this section, select “Save and continue” to move to the next 

section of the application.  

 
 

Application for a study permit 
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This page of the application portal is titled 
“Education cost (Study Permit).”  Please see 
the next page of this guide for instructions on 
how to complete this page.  
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1. “Tuition fee (in Canadian dollars)”  

• Visit the Mount Allison Tuition & Fees webpage to determine your tuition and multiply 

this number by 4. Enter it into this field. If you are an aviation student, please see the 

aviation section on this webpage to review your tuition fees for years 2, 3 and 4.  

2. “Room and board (in Canadian dollars)”  

• If you are living on campus, you can find information on room and meal plan costs on 

Mount Allison’s Tuition & Fees webpage. 

• If you are not living on campus, the IRCC establishes a cost-of-living requirement of 

roughly $20,000 for study permit applicants. For the exact figure, please see this 

website. https://www.canada.ca/en/immigration-refugees-citizenship/services/study-

canada/study-permit/get-documents/financial-support.html  

3. “Funds available for stay in Canada (in Canadian dollars)”  

• Enter the value (in CAD) of funds available to you to finance your studies in Canada. 

4. “Who will pay for all your expenses in Canada?”  

• Select either “Myself or Parents” or “Other.” If you select “Other,” you will be prompted to 

enter information of the individual(s) paying for your expenses.  

5. “Are you receiving financial support for your studies? ” 

• If you are receiving financial support for your studies (such as scholarships or financial 

aid), select “Yes.” You will be prompted to enter information on your method(s) of 

financial support.  

 

Once you have completed this section and all of your entries are correct, select “Save and continue” to 

move to the next section of the application.  

 

Education cost (Study Permit) 
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Please note: Most international students are eligible to work while 
studying, without requiring a separate work permit.  Your study permit will 
note your work authorization.   

 
 
 
 
 
 
 
 
 
 
 
 
 

This page of the application portal is 
titled “Co-op programs for foreign 
students”. Mount Allison does not have 
co-op programs so select “No” and then 
“Save and continue.”  
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If you are a resident of an SDS-eligible 
country, you will be directed to this page.  
If you answer “YES” to the GIC question 
above, you will see the questions below.  
 
For more information on the SDS stream, 
please see the last page of this guide. 



 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

This page of the application portal is 
titled “Information about education, work 
and other activities”. You may not see the 
“Work/activities history section”. Complete 
the required fields and select “Save and 
continue.”  
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This page of the application portal is titled 
“Travel history”. Answer the question and 
select “Save and continue.”  

This page of the application portal is titled 
“Travel history (continued)”. Answer the 
required questions and select “Save and 
continue.”  
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You may be directed to a section titled 
“Criminality and security”. Complete the 
required questions and select “Save and 
continue.”  
 
If you are not prompted to answer 
security questions, you will skip to 
“Medical history” 
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You may be directed to a second 
“Criminality and security questions” page. 
If so, complete the required questions 
and select “Save and continue.”  
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This page of the application portal is 
titled “Medical background questions”. 
Select “Yes” or “No” and then select “Save 
and continue.”  
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The next page of the application portal is 
titled “Medical background questions - 
Tuberculosis”. Complete the required 
questions and select “Save and continue.”  
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This page of the application portal is 
titled “Medical background questions”. 
Complete the required questions and 
select “Save and continue.”  
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This page of the application portal is 
titled “Marital Status”. Complete the 
required questions and select “Save and 
continue.”  
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This page of the application portal is 
titled “Children”. Complete the required 
questions and select “Save and continue.”  
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This page of the application portal is 
titled “Tell us about your parents”. 
Complete the required questions and 
select “Save and continue.”  
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This page of the application portal is 
titled “Language of the applicant”. 
Complete the required fields and select 
“Save and continue.”  
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This page of the application portal is titled “Email 
address of applicant”. Complete the required fields 
and select “Save and continue.”  

This page of the application portal is titled 
“Telephone number of the applicant”. Complete the 
required fields and select “Save and continue.”  
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This page of the application portal is titled 
“Summary of your information”. Once you have 
confirmed that all of the information is accurate,  
and made any necessary corrections, select “Save and 
continue.”  
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This page lists your required documents and links to any forms you need to 
complete.  
 

• Review your list of required documents  

i. Important: you also need to check for any additional documents 

required by your country’s visa office (see next page of this guide 

for more information). 

• If you need further information or instructions for an item in the 

document checklist, click on the hyperlinked document name.   

 

 
 
 

PART THREE: DOCUMENTS CHECKLIST 
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Select the 
blue “Add 
file” button 
to upload a 
document. 

Click on the 
document 
name to view 
instructions 
for that 
document.  
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All students will see the following items listed in their “document checklist”. 

Please note that depending on your situation, you may see additional documents 

listed (e.g. custodianship declaration, immigration status, etc.) 

 

• Letter of Acceptance 

o you will receive your Letter of Acceptance by email from 

admissionsteam@mta.ca. It is a two-page scanned document. 

• Provincial Attestation Letter  

o Most study permit applicants need to provide a Provincial 

attestation letter (PAL) from the province where they plan to study.  

If you have not yet received a PAL from Mount Allison and have 

questions about this process, please contact our admissions office 

at international@mta.ca. 

• Passport/Travel Document 

o provide a copy of the bio-data page (the page with your name, date 

of birth, passport number, expiration date, etc.). Also include copies 

of every page of your travel document that has stamps, visas, or 

markings.  

• Funds (proof) 

o check the IRCC website for more information on what IRCC accepts 

as proof of funds.  Visa office instructions (explained on page XX) 

will also provide information on the preferred proof of funds for 

your country’s visa office.   
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Documents specific to your visa office: 

 
Under “Supporting documents”, you will see an “Optional documents” section. It is very 
important that you review the visa office instructions for your country’s visa office to 
check for any additional documents required by your country’s visa office.  You will 
combine and upload these documents into the “Additional documents” field. 
 
 
 
 
 
 
 

 
 

 To get the full list of documents required by your visa office”  

• Go to the IRCC website and select your country/territory from the drop-

down menu (located under "How to apply on paper for a study permit") 

 

 

 

 

• Click "Get documents", and then select the "Visa office instructions" link 

(normally the second link in the list). This will launch a PDF specifying 

requirements for your visa office. 

• You can merge all visa office-specific documents into one file and upload 

it in the “Additional Documents” section.  
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Letter of Explanation 

A letter of explanation (or Study Plan) is required by some visa offices and will 

be noted in the Visa office instructions. Even if it is not required, students are 

recommended to include this with their study permit application. See 

www.mta.ca/studypermit for guidance on what to include in your Letter of 

Explanation. You can include your letter of explanation in your “Additional 

documents” upload.  

 

Application submission 

Once you have gathered and scanned all your documents, you may upload them 

to the appropriate field using the “Add File” button.  Then, you will select Save 

and Continue at the bottom of the page.  

 

Next Steps: 

1. Biometrics   

o Most study permit applicants will need to appear in person to have 

fingerprints and photograph (biometric information). Exceptions 

include US citizens or nationals. For more information visit the IRCC 

website: Facts about biometrics.  

 

o After you have submitted your application, and paid the biometric 

fee, you will receive a letter confirming that you need to give your 

biometrics and telling you where you can go.  For a list of 

biometrics collection points, please visit the IRCC website: Where to 

give biometrics.  
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2. Medical exam 

You can either get your medical exam before or after you submit your study 

permit application: 

• Before you submit your application (called an upfront medical exam) 

o Contact an IRCC panel physician directly to book an appointment.   

o You will receive paperwork from the physician to upload with your 

study permit application. 

o Please note: for the Student Direct Steam, an upfront medical exam 

is required 

• After you submit your application  

o IRCC will send you instructions on how to get your medical done 

once your study permit application is submitted.  

 
Processing times 

IRCC cannot tell you exactly how long it will take to process your application. Each 
application is different and takes a different amount of time to process. 

 
You can check IRCC processing times to find out how long it takes us to process most 
applications. 
 
Learn how to check your application status.  
 
Get your study permit 

If your application is approved, IRCC will email you a Letter of Introduction. 

 
Print and present this letter to the border services officer when you enter Canada. The 
border services officer will then issue your study permit.   
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The Student Direct Stream (SDS) is an expedited study permit process for international 
students meeting certain eligibility requirements. 
 
The Student Direct Stream (SDS) is only available to you if you are a legal resident of    
one of the following countries at the time you apply for SDS: 
 
➢ Antigua and Barbuda 
➢ Brazil 
➢ China 
➢ Colombia 
➢ Costa Rica 
➢ India 
➢ Morocco 
➢ Pakistan 
➢ Peru 
➢ Philippines 
➢ Senegal 
➢ Saint Vincent and the Grenadines 
➢ Trinidad and Tobago 
➢ Vietnam 

 
Read the specific requirements provided by IRCC. Be prepared to show proof of 
prepayment of tuition for your first year of studies, among other documents. 
 
Nigeria Student Express (NSE) 
 
NSE is similar to SDS, except that the applicant must show that they have funds in a     
bank account instead of purchasing a GIC. NSE applicants are required to have a  
MyBank certificate showing sufficient funds for their studies.  For more information,  
review the Visa office instructions for Nigeria. 
 
 
 

Appendix A: Student Direct Stream 
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