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Presenter
Presentation Notes
This tutorial is designed to give guidance counsellors, students and parents/guardians a brief overview of the OUAC 101 online application process. The 101 Companion Booklet is designed to be used in conjunction with the application. Copies of the booklet are available from the guidance office and online at the application URL: www.ouac.on.ca/ouac-101/. Ensure that you also print the addenda for the most up-to-date program information.

The Ontario Universities’ Application Centre (OUAC) is a centralized bureau that processes applications for admission to Ontario’s universities. It is a non-profit agency operating under the auspices of the Council of Ontario Universities.  

Admission decisions are made independently by each Ontario university, not by the OUAC.





Before using the OUAC 101 Online 
Application, you will need:

 a PIN (Personal Identification Number)
 a school number
a student number
a list of your researched options
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Checklist



 PIN (Personal ID#)

 School Number

 Student Number

Step 1: Your OUAC Access Codes
Your guidance counsellor will give you a
confidential letter containing your access codes:
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Your PIN is confidential! 

Don’t share it with anyone else!

These numbers will allow you to access your 
OUAC 101 Online Application.
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Presentation Notes
The Personal Identification Number (PIN), in conjunction with the school number (MIDENT) and the student number (SSSN), allows each student to log in and access his or her personal OUAC 101 account. PINs should not be shared with anyone!

Upon receipt of the electronic school records, the OUAC will generate a PIN for each student. These personal access codes will be sent in sealed OUAC envelopes to the school for distribution to the students by the guidance office. A checklist of names and PINs will also be sent, in case any students lose their access codes. The OUAC 101 URL will be provided at the same time.



 Visit eINFO (www.electronicinfo.ca), to see what each 
university has to offer. Read the eINFO bulletin.

 Read the OUAC 101 Instruction Booklet as well as the 
101 Addenda (both available at www.ouac.on.ca/ouac-101/) 
to get the most up-to-date program information.

 Check out university publications, websites and tours.

 Talk to counsellors, family, teachers and friends.

 Write down your program choices and codes, and keep 
them handy.

Step 2: Research Your University Options

You can use the Fast Track option 
when you know the OUAC program code.
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Students are encouraged to research their university options prior to logging in to OUAC 101. This will greatly reduce the time required to complete the application. It is also recommended that students make a list of their program codes and keep it handy when they log in.




October/November 2011: Schools distribute Access Code Letters for 
the OUAC 101 Online Application.

January 11, 2012: Latest date to submit completed online applications 
to the OUAC.

February 7, 2012: Recommended last day to make changes to your 
application.

May 29, 2012: Date by which the universities must respond to your 
application for admission.

June 1, 2012: Earliest date by which the universities may require a 
response to offers of admission and a financial commitment.

Step 3: Mark Your Calendar
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These dates have been established by guidance counsellors, the Ontario universities and the OUAC. Individual secondary schools may have additional internal deadline dates to which they wish students to adhere.

Students should not wait until the last minute to submit their online applications—internet connections may be interrupted as the deadline date approaches. January 11 is the last date for equal consideration for programs; applications will still be accepted after this date, but certain limited-enrolment programs may no longer be available.



1.  VISA / MasterCard / American Express:
You will need the card number, expiry date and the 
cardholder’s name.

2. Online / Telephone Banking:
You will receive an account number from the OUAC as 
soon as you submit your application.

3. Cheque / Money Order:
You must send the cheque or money order by mail 
within two weeks of submitting your online application.

Paying for Your Application
You have the following three options:
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Credit card and online/telephone banking are the most efficient ways to pay application fees. The student must already be registered for online or telephone banking through his or her bank. The OUAC only accepts payment from selected Canadian banks. Students should contact their bank for further details. 

It is also acceptable to send a cheque or money order by mail. Such payments must arrive within two weeks of submitting the application electronically. If payment arrives after the two-week period, the date on which the payment is received will be considered the date the application was submitted. 

The cost is $125 for the first three university/program choices, and $42 for each additional choice.



You will access the online 
application at: 
www.ouac.on.ca/ouac-101/

Let’s Get Started!
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Ontario secondary school students have their own page on the OUAC website that includes all the links related to the online application process: www.ouac.on.ca/ouac-101/.



This navigation bar runs down the left-hand 
side of each screen of the online application. 
Just click on a heading to see your options.

Problems navigating?

See the Help links at the top right of 
almost every application screen.

Navigating OUAC 101
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The main navigation bar appears throughout the online application to guide students through the process. There are four basic steps to be completed: 

 1) open the personal application account;
 2) select programs;
 3) prepare the actual application; and
 4) submit and pay for the application.



To begin: 

Log in to your online 
application account 
using your confidential 
access codes provided 
by your guidance 
counsellor.

Logging in to OUAC 101
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While students can browse anonymously within OUAC 101, they must log in using their confidential access codes in order to access personalized applicant data and prepare their application.

It is important to key the access codes exactly as they are shown in the letter and to keep them confidential. 

The application account is the student's own personal storage space on the OUAC site. The applicant may return to the account at any time to review and/or change saved information prior to submitting their application.



Not sure where to apply?
Use the various “Search Options” provided.

Selecting Your Program

Your search 
options!
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Using the Fast Track option, students can enter all their desired program codes on one screen (shown on next slide).

Or, students can explore using the Search Options. Please note that some links lead to PDF files or to individual university websites. PDF files can only be viewed/printed with Adobe Reader®. This is free software available at http://get.adobe.com/reader/.

Students can return to the application by clicking the "Back" button on their browser.



To use the Fast Track option, 
enter your OUAC program codes: one per box.

The Fast Track Option

Enter OUAC 
program codes 
here.
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Students may apply to as many Ontario universities/programs as they wish; however, they are limited to a maximum of three program choices at any one university (including the university’s affiliates). Some universities may further limit the number of programs to which candidates may apply.



Complete the program details requested 
for each program selected.

Once You’ve Selected a Program:

Click on the Help link 
at any time for more 
information.
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Near the top of this screen, students can confirm the admission requirements for the program selected.

Then, for each program code chosen, they must complete the details screen. This includes indicating the "Subject of Major Interest" (if applicable), co-op options (if available), as well as details about anticipated start term, interest in residence information (if applicable) and some university-specific details. The program choices and their details are then added to the online application.

Note: Some universities use this information to determine whether to send an application for residence accommodation with the offer of admission and others may require a “Yes” in this field in order to assess an applicant’s eligibility for residence.

This screen is also a good example of how the main navigation bar is linked to a header bar which indicates the route students have taken to arrive at this point in the application. If they wish to return to screens viewed previously, they can click on the arrows next to the header names.



Once you’ve selected your programs, you’re 
ready to prepare and submit your application 

following these six steps below:

The Final Steps

1. Review the programs 
that you have selected. 

3. & 4. Your school may have already 
provided much of this data. Check it for 
accuracy and make changes where 
necessary.

5. The universities require you to 
answer nine questions. 
(Don’t worry — they’re easy!) 

6. Review and report 
errors to your guidance 
office.

2. Number your choices in order of 
preference. This doesn’t affect admission 
or scholarships unless the university 
specifies this in their literature.
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Once a student has finished selecting programs, it is time to prepare the application. There are six steps to be completed, preferably in sequence.  

First, the total cost of the application will be calculated automatically and displayed on the screen, based on the list of programs that the applicant has selected.

Second, the finalized program choices must be numbered in order of preference. Numbering does not affect scholarship or admission consideration unless a university states this specifically in its literature. By default, program choices initially appear in the order that the student selected them.

Third, it is the student's responsibility to check each of these screens carefully and ensure that both demographic and address data is complete and accurate. Additions and corrections must be made as necessary. For example, it is important that all legal given names be provided. Nicknames, abbreviations and initials should not be used. Students should enter email addresses accurately. The OUAC and the universities will correspond with students via email during the application process.

The fifth step involves nine additional questions to which the universities require responses. This step must be completed in order to continue with the application.

Finally,  it is the student’s responsibility to check the Academic Information screen carefully and to report any errors to the guidance office.



This screen is 
“read-only”.

Academic Information
Please report errors to your guidance counsellor.
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The Academic Information screen is “read-only”, which means that students cannot alter this data. The information should, however, be checked carefully for any errors or omissions. If errors are noticed, the student should continue to prepare and submit the application, but should notify the guidance office as soon as possible.

If no academic data is recorded, the student must first complete and submit their application. One business day later, school officials who have access to “Academic Updates” on Counsellors’ Online Services may log in and update the student’s academic data. 

Counsellors may encounter this situation for students for whom they manually created a PIN using Counsellors’ Online Services.



Click here to proceed 
to the payment screen.

Once you click “Submit”, you will verify 
all the information on your application. 
Print it for your records. To make 
changes, return to the specific 
application steps.

Submitting Your Application
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Once the five preparation steps have been completed, the student should click the “Submit” button on the header bar. All the information entered earlier in the application process will be presented on one page for verification. Students should take this opportunity to print the page for their records.

In order to proceed to the payment screen, the student must read the “Applicant Declaration” and select the “I Verify and Agree” button at the bottom of the screen to proceed. Review and verify their application information and print it for their records.



Payment

The OUAC cannot 
process your 
application without 
the application fee. 

Once you have chosen your 
method of payment and 
clicked on the “Finish ” button, 
you will immediately receive  
an OUAC Reference Number.
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In order to fully submit the application, the student must click on the “Finish” button at the bottom of the payment screen.

Applications will not be processed or distributed until the application processing fee and any applicable additional fees are received. All cheques and money orders must arrive within two weeks of submitting the application electronically. If payment arrives after the two-week grace period, the date on which the payment is received will be considered the date that the application was submitted. 

The OUAC accepts VISA, MasterCard and American Express for the payment of application fees. To pay by credit card, the student must choose the credit card option. The student should review his or her credit card number and expiry date carefully before submitting payment. Credit card receipts will be emailed immediately.

If the student chooses to pay using online or telephone banking, the OUAC will provide the bill payment account number upon submission of the completed application. The student will require this bill payment account number in order to submit payment. The OUAC’s bill payment name is “Ontario Universities’ Application Centre” (or an abbreviated version of this name).

Payments by cheque or money order should be made payable to the “Ontario Universities’ Application Centre”, and include the student’s OUAC Reference Number on the face of the payment. Payment must be submitted with a print-out of the Application Remittance Payment Form, which is displayed on-screen when the cheque or money order option is selected.



 Print the screen displaying your OUAC Reference
Number (2012-XXXXXX) and further instructions; 
it’s the screen right after the final “Submit” step.

 Store your OUAC Reference Number and PIN in a safe 
place. You will need them to log back into your 
application to review your information, make changes 
to it, and respond to offers of admission.

Finishing Up
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Immediately after submitting the completed application, the student's OUAC Reference Number and further instructions will be displayed on the screen. Students should print this screen and cite their Reference Number whenever they communicate with the OUAC or the universities.

For security reasons, it is important for students to change their PIN to a personal. If a password is forgotten, the student should see their guidance counsellor, who will have a checklist of original PINs issued. With the OUAC Reference Number and original PIN, the student can access the log in screen for their application, click on the “Forgot your password?” link and reset his or her password. During the summer, the OUAC can provide the original PIN by regular mail with proper written authorization by the applicant.

Students can view and/or make changes to their submitted OUAC 101 application by logging into their application account at www.ouac.on.ca/ouac-101/. This will be available beginning one business day after the application has been submitted and the application fee payment has been received and processed.



Need Assistance?
Read the Common Questions and other helpful information 
on our website at www.ouac.on.ca/ouac-101/ .

OUAC
170 Research Lane
Guelph ON  N1G 5E2

Telephone: 519-823-1063
Fax: 519-823-5232 
Website: www.ouac.on.ca/ouac-101/

Contact us:
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Help with the online application is available in a number of places, including the “Common Questions OUAC 101” link on our website, the Help screens within the application itself and the Applicant Services Support Desk (technical inquiries). Students should also refer to the 101 Instruction Booklet, available online, for university program code information and other details, making sure to view the addenda for the most up-to-date program information. They should also visit eINFO, available at www.electronicinfo.ca.
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