SoleMOVE: INSTRUCTIONS FOR INCOMING STUDENTS
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INSTRUCTIONS FOR FILLING IN THE INCOMING STUDENT MOBILITY
FORM

1. General guidelines for using SoleMOVE

SoleMOVE works best with the following internet browsers

Mozilla Firefox 3.6.12 or newer

Internet Explorer 7 or newer

How to check your Explorer browser: Click the blue question mark on the top right corner of
the browser > Choose “About Internet Explorer”. The version number is mentioned in the
Internet Explorer name.

How to check Firefox browser: At the top of the Firefox window, click the Firefox button, go
over to the Help menu and select About Firefox. The About Firefox window will appear. The
version number is listed underneath the Firefox name.

Avoid using the back function on the browser. The data on the previous page may not be
accessible due to expiring.

NOTICE! The SoleMOVE does not show all the items and all the functions are not
working correctly when using iPad or mobile phones. We recommend that you
use computer when using SoleMOVE.



2. Instructions on how to fill in application form

After you have been officially nominated to student exchange/placement by your home
institution and the nomination information has been sent to Seindjoki University of Applied
Sciences (please see the red text above) you will receive an email containing your username
and instructions on how to fill in application form for incoming student mobility

e The email will come from the address international.office@seamk.fi and the title will be
“Application information for exchange students of SeAMK”

e Follow the instructions and links on the email

e Memorize your username and password carefully, you will need them during the
application process until your arrival.

1. Go to SoleMOVE to activate your account. The link is also in the email.

2. Choose ”Seindjoki University of Applied Sciences [SeAMK]” from the list
Log in procedure:

SoleMOVE

Hame Universty of Applied Sciences [HAMK]
Kajazni University of Applied Sciences [KAMK]

rsty of Apphied Sciences [SeAMK]
Solenovo [SOLE]

South-Esstern Finland Universty of Applisd Sciences [XAMK]
Tampere Universtty of Applied Sciences [TAMK]

Umed University [UMU]
B Universty of Ezstern Finiand [UEF]

Universty of Lapland [LAY]
Universty of Oulu [UO]

VAMK, University of Applied Sciences [VAMK]
Abo Akademi University [ABO]
Alznd University of Applied Sciences [HA]

Universty of Turku [UTU]

3. Use the password and user account which you received by email, and click Log in. Choose
”Log in using” Local
Login

Seinajoki University of Applied Sci | v

SeAMK4

Login using: ()
Local v

Username

Password  Forgot password?


https://saas.solenovo.fi/solemove/disp/_/en/useractivation/nop/nop/nop?hash=f078ad202fcc752b32040d9625cd1123

i

Choose Application form for incoming student

Seindjoki University of Applied
Sclences

Application form for incoming Save Instructions. & PDF
student mobility a @ L

Application number -
Application form for short *
student mobdlity e appli_can_l ~

Country of home institution S

Choose your mobility type:

Mobility type” 5 - Study

exchange” i
ne - Traineeship |
C - Combined study and traineeship

Choose S - Study if you are applying to student exchange

Choose P - Traineeship if you are applying for a placement/internship

Choose Study if your mobility will include both study and placement (do not use the Combined study and
placement option)

Click
The application form with different tabs will open. You can click open any tab, but it is essential that you fill
them in order starting from Personal data.

A Personaldata A Study information A Currentstudies ~ J Enclosures  Check and send application

e There is a sign on each tab which is missing information

e The red Missing data box on the right hand side will show which questions you still have to answer
on each tab, the list updates every time you save

e Please read the instructions for individual questions by clicking the info ball ™"

e Remember to click save in the end of each tab.

e Notice that you can make a pdf file of your application at any point by clicking the pdf sign at
the top or bottom of the page (it is recommended that you do this once you have completed
the application)

e You can complete the application bit by bit. All the information you have filled in and saved
will be stored in the system and you can continue where you left off the next time you sign in.
However, you will not be able to send the application until you have completed it.



INSTRUCTIONS FOR FILLING THE TABS ON SOLEMOVE

1. Personal data —tab:

Fill in all the required info (marked with *) on the page and at the end of the page click
save
e some of the information will be prefilled for you based on your nomination but
notice that if there are any mistakes you can still correct the information.
e —>0nce you have filled in the information, save by clicking save on the bottom of
the page.

Telcph @
Frel e
Contact person in case of emergency
Nam @
Addr
Select bnguage of communication’ g
-
Teleph @



2. Study information —tab

(will only appear IF your mobility type is Study. If you chose traineeship, proceed to
page 6)
BSJW:

Fill in all the required info (marked with *) on the page and at the end click . Please

notice that you need to fill in only Department and EU subject area.

EU-subject area

e Click Z-button in the EU subject area and choose from the list the subject area
which you are going to study. Choose the right one and press BSveanddose  gn the

bottom.
Department
o Click L] seinsokitimersyof nppies Sconce -button in the Department area, and choose
from the list the department where you are applying to. Click Essveanddes= {5 ggye
your choice.

In the picture below you can see, how it looks when the mandatory choices have been
saved on Study information -tab.

Exchange program Gateway to Intermational Business
Double degree D

You are applying to

Department 3 # Seingjoki University of Applied Sciences

EL subject area” % # 041 - Business and administration

W DU TN R |

{_ﬁ Instructions  |iJ PDF
On the bottom of the page click to save everything.



3. Current studies-tab

Fill in the mandatory parts, the degree/diploma you are applying to and language
proficiency. Then click save on the bottom of the page.

_& Personal data Study information ‘ Current studies _& Enclosures

Check and send application

Degreafdiploma
you are O 1 - Bachelar D2 - Master OS - Doctarate
studying far”
Field of
study/majgor
subject”
Mumiber of
higher
education years
completed =o
far®

Language of
instruction at
hame

institution [if
nat mather
tongue]

Lanpuape

krevebed pe®

See European bnguage kevels here [check the PDFE: hitpefeuropas s cedefopoewraopa.eu
fendresourceseuropean-bnguage-levels-cefr

Language Language proficiency

ot e

f_"-': Instructions |_=PDF
(7) Instructions | PDF
Fill in all the required info and click on the bottom of the

page.

4. Traineeship information -tab (Internship)

(will only appear IF your mobility type is P - Traineeship) Fill in all the required info
(marked with *) on the page and at the end click B*** on the bottom of the page

Notice that IF you already know the employer of your placement you can fill it in at the
bottom of that page! (but you can also leave that part empty if you wish)



A Persanal data A Trinceship information A Cumrent studies Enclosures

Chedk and

Receiving
unit®
Type and @
contents of
traineeship®

@ X # scinsioki University of Applied Sciences

0,s2000
Work
history

(G ra mincesnip wniticmpioner)

Please describe in these boxes your aims, contents and proposed tasks of the placement
and what kind of support you wish to get from host school/department. Write down also if
you have special requests or wishes concerning your placement. Please fill in this section
carefully because it gives necessary information for us to plan and organize your
placement as well as possible!

School or department which is organizing your

placement in Seindjoki. Please notice that you can see the whole name of the degree
programme when moving the vertical line on the right side of the degree programme
name.

Add traineeship unit/employer

—+—."l.d-d trainezship unit/employer

By clicking , you will open a page like this. Open the parts with £ sign

and fill in the information

A\ Trameeship information A cument studies Enclosures

Check and s=nd application

- O0pen part New (in red circle), then fill in and save the information.



Trainereship unit femployer B

v (0} Search all
Hame: o Country

Q] »
L e a— F1 - Finkand

D = School of Business and Culture F1 - Finkand

[ = schoct ct Faca ana agricuture: Fi- Fintard

D = School of Health Carne and Soclal Wik F1 - Finkand

[[]» schact er mectmciesy F1- Fintand

Micwl-505

3¢ Cancel [ Save and clu

Legal Status
Organisation Type
Econamic Sector

Address

0/1000

Cancel

- After you have filled in the information, the new unit/employer will appear on the list of
Traineeship unit/employer

Trainceship onit/employer
w3 Search all
Mame Addrss Cinaaniry
Q a
- Anguilla
[w] companry comeany F1 - Finkand
L |

5. Enclosures -tab

Here you can see the list of documents that should be uploaded. This tab can also be seen
by the ones who chose P — Traineeship, but for them there is not fields to attach files, only
additional data.



A\ Personal data Study information A Current studies A\ Enclosmes Check

Additional data

Ensclosune: name Enclosure nfo Mandatory Envclosed hile
Fa Incaming stedent Learming agreement Yes
Fa Incoming student photo Form jpg Yes
Fa Incoming student Transcript of records  In English Yes

,:_-"3 Instructions |_= PDF

i
1. Start uploading needed document by clicking the pen at the beginning of the row.

Fie i walittia Hedostoa.
Then click Choose file or ‘Selaa’ if itis in Finnish.
2. Then search the document from your computer and upload it to the application

Do the same procedure with all of the enclosures. Please remember to have all the
needed documents filled in properly and with the needed signatures. After you have
uploaded all the enclosures, remember to save.

6. Check and send application —tab

After you have filled in all the required info on all the tabs, the list on the Check and send
application tab will show OK on each section. However, you can still go through the
application and add/change information.

Twpe Infa Last edited by Timesta

-
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-
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After you have very carefully checked that everything is OK click =~ &= apeicatien

e After you have sent your application you cannot make changes to it! If something
is missing you will receive a request for information to your email, however, you can
always view your application by logging into the SoleMOVE system.

e NOTE: The International Office won’t see your application before you have sent it!



When you have been accepted to student exchange you will receive an email from the
system, and you will have to log in again to confirm or cancel your exchange. (You can do
that by logging in and going to the first tab and clicking Confirm/Cancel —button).

You should send the information of your arrival through WEBROPOL link, that will be sent
to you by email. It is included in the Acceptance email, in the information letter attached.
Don’t fill up the arrival information in SoleMove! Tutors are not able to see that
information in SoleMove.

If you have any questions about the application form or the SoleMOVE system, please
contact:

Seindjoki University of Applied Sciences, Seindjoki: incoming@seamk.fi
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