Instructions for completing Common Application for IIE
Please have these instructions available during registration and submission of the Common
Application for the Institute of International Education (IIE). If you have any questions
regarding these instructions, please e-mail BSWBapp_Fall@iie.org.
STEP 1:
A. If you have not previously registered with Common Application, you need to register and
create your account by visiting: https://www.commonapp.org/ and clicking on the link “Create
an Account” on the Applicants starting page.

Please make sure you are not using Internet Explorer since this browser does not support the
Common App site.
If you have previously registered, please log in and proceed to Step 2.
B. In creating your account, please remember the following:
•

•

The most important section of your registration is creating your login information.
You will register using your e-mail address as your username.
Your password should be: Brazil2014! Please note that the B in Brazil must be in
uppercase.
After completing your login credentials, please click “continue” to complete the
registration information section.
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Brazil2014!
Brazil2014!

•

•

Under first name, please type your complete given name exactly as it appears on your
passport. If your passport says that your given name is “Elizabeth Anne” or “Bruno
Luiz”, you should not put just “Elizabeth” or “Bruno”.
Under last name, please type your complete surname as it appears on your passport.

Elizabeth Anne
Carrington Keane

•

Enter an address by clicking on the Enter Address button. Please write in IIE’s address as
your permanent address, then continue:
o Country – United States of America
o Address Line 1 – 809 United Nations Plaza
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o
o
o
o
o
o

•
•
•
•
•

•

Address Line 2 – Institute of International Education
Address Line 3 – C/O Shahreen Rahman
City – New York
State – New York
Zip Code – 10017
Then click Continue (if a box asks you to verify your address you should click on
“use as entered” to continue)

Select your gender
Enter your phone number and date of birth (DOB)
For the “I am applying as a:” question, select “Transfer Student”.
In the “I am a(n):” section, please select “Applicant planning to enroll within the next 12
months”.
Check the box that says you wish the colleges you are considering to communicate with
you by e-mail prior to submission. Then check the box saying that you are age 13 or
older and agree to the license agreement.
Click on Create

You are now registered on Common Application. Once you are in the Common Application,
please note the CAID number listed at the top right hand corner of the page. This is your
common app ID number, which you will need later. Please save this for your records.
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CAID

STEP 2:
Now that you have completed registration, click on the tab labeled “College Search”. Enter
“Institute of International Education” into the school or city name section and search.

When IIE appears, click on the far left check box and select “add”. This will add IIE to your
“My Colleges” tab so that you can now complete the IIE Common Application.
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You will see a pop-up box that says “College Successfully added”. Click the Results List button.

STEP 3:
Next, click on the My Colleges tab. You should now proceed to complete the IIE Application
under your “My Colleges” tab.

A. Click on “Questions”.
a. Under preferred start term, select “Fall 2014”.
b. Under preferred admission plan, select “Regular Decision”.
c. Select “No” for need-based financial aid, then click “Continue”.
d. Under Academics, select “Brazil Scientific Mobility Program – Intensive
English” as your program.
e. Select the major you intend to study in the U.S. for your field of study. If your
field of study does not appear on the list, check to see if it’s listed under a slightly
different name or if there is a very similar field available (for example, if your
field of study in Brazil is Production Engineering, you should choose “Industrial,
Manufacturing, and Production Engineering”). If you cannot find anything
related to your field of study, please select one of the “Other” options at the end
of the list.
f. Enter your CPF without any non-numerical characters (01234567899, not
012.345.678-99) and click “Continue”
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g. Under the activities section, you can prioritize any extracurricular activities you
wish to participate in while in the U.S.; however, you do not need to select any.
Click “continue” when you are finished.
B. Click on “Assign Recommenders”
a. Under the FERPA Release Authorization, click the underlined text that says
“release authorization”

6

Please read through the statement explaining what FERPA is and confirm that you have
read and understood the authorization by checking the “I have fully read and understood
the FERPA release authorization” box. Click “continue”.

b. Next, please authorize the release of records, by checking the “I authorize every
school that I have attended to release all requested records and recommendations
to colleges to which I am applying for admission … etc” box.
c. Please select, “I waive my right to review all recommendation and support
documents submitted by me or on my behalf” box.
d. Then check the box that states “I understand that my waiver or no waiver
selection above pertains to all colleges … etc.)
e. Provide a digital signature by typing your name and click Save
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C. After completing the FERPA Release Authorization, you need to select a college official
to complete your Registrar Report.
o

For the Registrar Report, you should select a college official who has access to
your grade information and will be able to attest to whether or not you are in good
academic standing. You should not provide an e-mail address.
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o Blank forms for the instructor evaluation and registrar’s report can be found on
our website. Do not invite your recommenders through the online interface, as it
is very difficult to use and currently does not function.
**For the registrar report, it is very important that your cumulative GPA and GPA scale
be filled in accurately. For those who are not familiar with the term, a GPA is your grade
point average, which shows your average performance in all of your courses based on
your grades. In the U.S., GPAs are calculated on a 4.0 scale, but most universities in
Brazil use a 10.0 grading scale. It is fine to use your Brazilian institution’s grading scale,
but it must be clearly noted what the scale is (5.0, 10.0, etc.). Your grades should be
marked as “weighted” if your school uses a curve when grading (where the student with
the highest grade is given a 100, and all other students’ grades are increased by the same
amount). Your grades should be marked as “unweighted” if your school does not change
grades from what is scored by each student.
**While we understand that not every institution tracks class rank or highest GPA in
class, it is important for your advisor to be able to provide a brief statement about your
academic performance if these numbers are not tracked by your institution in Brazil.
Since Brazil and the U.S. have different approaches to grading, showing where your GPA
fits with the overall GPA for other students studying the same subject at the same school
can be extremely helpful for U.S. institutions when reviewing your application. Most
Brazilian students will have lower GPAs than U.S. students because of the difference in
how grading is handled. The more information you can provide about your academic
performance, the more U.S. institutions will be able to understand your abilities.
STEP 4:
Please select “Writing Supplement” next. Most of these questions are essay prompts, though
we also ask for a few documents to be uploaded. You should read through the essay prompts
carefully before beginning to write. The prompts are included below with some additional
clarification. The Signature Page that should be uploaded on this page is included with these
instructions.
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A. Please upload a copy of the biographical page of your passport in this section. If you
currently do not have a valid passport, you must apply for one immediately. Your IIE
application will be pending until we receive a copy of your passport with expiration
date as listed on the Instructions. You can submit the Common Application without
this document, but you need to submit this document as soon as possible.
B. Study Objectives: In an essay of no less than 250 words and no more than 500 words,
write a clear and detailed description of your study objectives. Be specific about your
field of study and your specialized interests within this field. – This question focuses
on what you want to learn during your program. Please try to outline what you want
to get from the program academically.
C. Perspectives in the U.S.: In an essay of no less than 250 words and no more than 500
words, explain the unique perspectives you hope to gain in the U.S. and how you
intend to use these skills, knowledge and experience upon your return to your home
country. – This question focuses on what you hope to get out of being in the U.S.
This should be a more general essay about why you want to participate in the
program and why you wanted to come to the U.S.
D. Research Topics: In a short essay of no more than 100 words, please discuss research
topics you would like to pursue if given the opportunity while studying in the U.S. –
Please provide a brief explanation of topics that interest you and research projects that
you would be interested in participating in while in the U.S. Try to be as specific as
possible. For example, if you are interested in working on biopolymers, please
specify this rather than stating biological materials or polymers.
E. Resume/CV: Please upload your most recent resume/CV in this section. – This should
be a 1 page document showing your work experience and any academic awards you
have received or particularly significant projects you have worked on.
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F. Institutional preferences:
• Please indicate if you would be interested in placement at an HBCU,
religious-affiliated institution, single-gender institution, or institution in the
non-contiguous U.S.
• Rank up to 3 institutions that you would prefer to attend. In no more than 75
words, explain the academic opportunities that these institutions are able to
offer you. Try to be as specific as possible.
Please note that while we do try to take student preferences into account, we
cannot guarantee that we will be able to do so. – This essay is your chance to
request specific host institutions. If you feel strongly that a certain school is
the best one for you, please explain briefly why you feel this way. If a
professor you work with has an association with an institution or if the
institution is doing research in an area you are very interested in, these are
both good reasons that help inform IIE’s reviewers of why that school is a
good fit for you. These reasons should be specific to you and unique
arguments about why you should go to a given institution. Ranking or
regional preferences are not substantial reasons and should not be listed.
You should be sure to look into the admission requirements for any requested
institutions, as it is unlikely you can be placed at an institution you are not
qualified for. For example, if you have only scored an 82 on the TOEFL, and
the institution you wish to attend requires a 100, you are unlikely to be
admitted there. You should also keep in mind that many commonly requested
institutions cannot be considered for most students. For example, one
institution was requested by over 500 students this past year, but only accepts
10 students each cohort.
These 2 reasons are the most common ones that we cannot place students at
requested institutions. Be sure to do your research on a wide variety of
institutions and make a good case for why you should go to the institution you
desire. There are over 200 U.S. institutions currently hosting students through
the program, so try to be clear about why you think a given institution is the
right one for you.
If you wish to be placed at the same institution as another student, you should
both research your preferred institutions thoroughly and make strong cases for
why you should be placed at those schools. IIE does not accept requests to be
placed at the same institution as another student. If you are requesting to be
placed in a specific area because you have family who reside in the U.S.,
please research multiple institutions in this area and request only institutions
in this area.
Any requests made after you have submitted your common application
cannot be taken into account for your placement.
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G. Courses: Please list up to 8 courses with brief descriptions that you wish to take in the
U.S. - This list will be reviewed by potential host institutions and used to determine
whether or not they have appropriate coursework for you. If a specific course is
absolutely necessary for you during the time you are in the U.S., be sure to state this
clearly.
H. Signature: Please upload a signed copy of the IIE Signature Page in this section. Your
application will be considered incomplete without this signature page (which can be
found on the IIE website (http://www.iie.org/en/Programs/Brazil-ScientificMobility/Apply-Now/Application-Instructions )
I. Once you have finished answering all the questions in the Writing Supplement
section, click Continue.
After completing all required questions, please move on to the Common App itself. Please
remember that you should not submit your application or writing supplement.
STEP 5:
To begin the Common App, click on the Common App tab. Certain parts of your application
will be filled in already based on the information you provided while registering.

Profile Tab:
A. Personal Information: In this section, you should fill in any blank fields that pertain to
you, and then continue.
B. Address: This section should already be completed with IIE’s address. If you had
previously registered for the Common Application using your own address, please be
sure to update the address according to part B of the registration instructions above.
C. Contact Details: Please change your e-mail address to BSWB_Fall@iie.org, and
selected your preferred phone as 646-308-8861. This should be selected as a “home”
phone. Under alternate phone, please select “No other telephone”, and then continue.
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D. Demographics: All information in this section is voluntary. You can choose to state
your religious preference, but are not required to do so. If you wish to provide Ethnic
identification, you are free to do so, but this is not required.
If you identify as:
Amarela
Branca
Indigena
Preta
Parda

Please mark:
Asian
White
American Indiana or Alaska Native
Black or African American
Please select multiple options based on
what you identify with

E. Geography: In this section, please fill in the information regarding your country and city
of birth, along with the number of years you have lived in and outside of the United
States. You should round up to the nearest year.
F. Language: Please select the number of languages you are proficient in, and then fill out
the information for each language. You should include both Portuguese and English at
minimum, but if you speak any additional languages, you should include those as well.
G. Citizenship: Please note whether or not you hold Dual Citizenship in the U.S. or if you
already have a Green Card (U.S. permanent resident). If you do not have dual U.S.
citizenship or have a Green Card, select “Other (Non-US)”.
a. If you are a U.S. citizen or have U.S. permanent residency, you will be asked to
provide additional information such as your social security number or your
Green Card number
b. If you select Other (Non-US), you should list your country of citizenship and if
you have ever had a U.S. visa
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H. Common App Fee Waiver: IIE does not charge a common application fee. Please select
“No” for this question, then continue.

Family Tab:
I. Family Tab: Please fill in information about your family as appropriate.
Education Tab:
J. College: Use the “Find College” search tool to find your institution in Brazil. If you
find your college, please select it. If not, please select “I don’t see the college I am
looking for”, then fill in your college information. After this, please provide the
information regarding your education. For your advisor’s information, please use the
same person you selected as your registrar if you do not have an academic advisor.
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K. Secondary School: Enter the number of secondary schools (high schools) you attend
then click Continue. Use the “Find School” search tool. If you find the secondary
school or schools you attended, select it/them. If not, please select “I don’t see my high
school on this list”, and fill out your secondary school information accordingly. Then
fill in your start date and graduation date for your secondary school. Continue.
L. CBO: Please skip this section. This question only applies to U.S. students and
programs.
M. Education Interruption: Please mark any situation here that may apply to you. You do
not have to complete this section if it does not apply to you.
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OR

N. Colleges & Universities: If you took any university-level courses during secondary
school, please indicate that in this section. You should not include any universitylevel courses that you completed at your current university.
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Testing Tab:
O. Tests Taken: Please mark “No” for reporting standardized test scores. Instructions for
reporting your test scores are included in Step 6.
Activities Tab:
P. Activities: Please include any extra-curricular activities that you wish to be considered
when potential host institutions are reviewing your application. This section is
regarding activities that you have done previously, not activities you wish to participate
in while in the U.S.
Writing Tab:
Q. Personal Essay: Please copy the essay you wrote for the Perspectives in the U.S. prompt
question and insert it in this section.
R. Disciplinary History: Please answer these questions honestly and accurately.
S. Additional Information: Please leave this section blank, and save.
STEP 6:
Now that you have completed the Common Application, you should submit all sections to IIE.
You should not be submitting your Common Application to any other institution.
To submit your application, go to your Dashboard. Click on “Institute of International Education
(IIE)”. If any section of your application is marked as “Incomplete”, please go back to this
section and check what information is missing. Complete any missing information. Once all
sections are listed as “Ready”, click the Submit button.
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After you click submit, the Common App will generate a preview of your application. Please
review this to make sure there are no sections you wish to change. Once you have submitted
your application, you cannot make any changes. If the preview looks correct, click Continue.

The Common App will now ask you to confirm that you have reviewed your application and
wish to submit. Please check the confirmation box, and click continue.
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The Common App will now tell you that IIE does not charge an application fee. Click Continue.

Read through the signature statements, and then check all 4 boxes to confirm the information.
Write in your name under the Signature field, and click Submit to submit your application.

TYPE YOUR FULL NAME

Once you have submitted the Common Application and Writing Supplement to IIE, please send
an e-mail confirmation to IIE at BSWBapp_Fall@iie.org. Please include the following
information in your e-mail:
19

The subject line of the e-mail should be written: “BSMP English_Your Full Name”
The e-mail should include:
A. Your given name as it appears on your passport (if you do not yet have your passport,
please complete this as you did on your passport application. If you not have started your
passport application yet, please do so immediately.)
B. Your surname as it appears on your passport
C. Common App ID Number
D. Your field of study as you listed it in the Common Application
E. Your current institution in Brazil
F. The e-mail address you used to register in the Common Application. Also, please note if
you used a different password than the requested one.
G. Confirmation that you have submitted your TOEFL* score report to IIE with the date you
took the test. If you took the TOEFL ITP through the Brazilian Fulbright Commission,
please just note the date you took the test.
*TOEFL institution code is 3828, undergraduate
You should also attach to the e-mail the following other documents:
•

•

•

•

•

Translated copy of your transcripts – please make sure that the transcript includes the
name of the course(s), when it was taken, and the grade(s) you received. This transcript
should include all courses you have taken at the university level. If you have changed
universities, you should get a transcript for each school you have attended. The transcript
translation must be an official translation, either done by an official at your university, or
by a certified translator. If your university cannot provide a translated copy of the
transcript, we encourage you to reach out to the nearest EducationUSA office for
translation assistance.
Portuguese version of your transcripts – please submit the copy of your transcripts that
you had translated. If the translation is done by your university and the translated copy is
printed on official letterhead, the original Portuguese version is not required.
Registrar’s Report – please make sure that the registrar’s report information and your
transcripts are issued at the same time and have the same information regarding your
grades.
2 Instructor Evaluations – If your instructor wishes to submit the evaluation directly,
rather than to you, please note this in your e-mail. Your instructor can e-mail this
themselves to BSWBApp_Fall@iie.org. The e-mail they send should include your
complete name, e-mail address, and Common App ID to insure that it is correctly
associated with your file.
Passport – please make sure that your passport is valid through September 2015. If it is
not valid through this date, please submit your current passport now and apply for a new
one as soon as possible.
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•

Copies of your TOEFL or ITP score report.

If any of the required documents are not included, please include an explanation of why the
document was not included and when you expect to be able to submit it.
If you have any climate sensitivities that require special consideration, please note them in this email and provide a doctor’s note explaining your condition and why you need to be in a specific
climate. If you have any medical conditions that require consistent medication or any
disabilities that may require special accommodation, please also note these in your e-mail. This
information will not restrict your ability to participate in the program, but is important once your
placement has been finalized so that the proper accommodations can be made.
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