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Online Application Guideline For Exchange Students in KHU

Before we start

• Prepare all the necessary documents in advance 

• Please use Chrome browser only(others are unstable for our portal)

• If you are ready to submit your documents, follow the link below to apply

https://portal.khu.ac.kr/out/univLv/exch/frgnr/index.do

• Make sure to upload your files in correct order

• If you are not unable to submit your documents during the application dates, 
use the alternative file for submission

• Remember your email and password, you will need it when you edit your 
application

• All of your required documents are preferred to be submitted in English and 
in a PDF version
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Choose the correct Campus
Write down your email address and password
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If you do not have a family name just type in a dot(.)

Your passport should have a expiry date of more 
than 3 months after the end of your term at KHU

Office of International Affairs, Kyung Hee University
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When you input your name, mark the checklist below 
1) Leave the Middle Name part blank
2) Your name should be written in ENGLISH -

CAPITAL LETTERS ONLY
(Other letters may cause errors on the system) 

3) Your name should be in the order as it is in your   
passport ->refer to the example on the next page
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Leave here blank
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Example 1
- In case you have one given name

Look at MS LEE’s passport on the left for example.
If you look down under her picture, you can see her 
name stated in the passport. Refer to this very 
carefully, because your name should be written in 
this order too

① ②

③

① Family/Sur/Last Name 
② Given/First Name 
③ Passport Number

Her Family name is LEE and her Given name is 
SUYEON. You can easily recognize that << sign is 
separating your Family and Given name

Refer to the information note on the left side to 
complete your application

Source : https://www.passport.go.kr/new/

Office of International Affairs, Kyung Hee University
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Example 2
- In case you have more than one given names

Look at MS RAMADUGULA’s passport on the left 
for example. If you look down under her picture, 
you can see her name stated in the passport

① ②
③

① Family/Sur/Last Name 
②, ②-1, ②-2 Given/First Name 
③ Passport Number

If you have a long given name like her, write down 
all your name in the            part

Refer to the information note on the left side to 
complete your application

②-1

Source : https://www.immihelp.com/sample-indian-passport/

②-2
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Write down alternative email address
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x

(Family member in case of emergency)

Only for the Global Campus students
Check None if this category shows up

Tips for Major at KHU :
Choose a major that is similar 
to your home University

√

Office of International Affairs, Kyung Hee University
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Read all the list of information and check the box to move on
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Submit all the information correctly, 
especially your Email Address!

Office of International Affairs, Kyung Hee University
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You need to submit all of the 
documents in PDF version
Otherwise, you may not able to 
complete the application submission

A.

B.

C.

D.

E.

F.

G.

H.

I.

J.

K.

If you cannot upload documents in 
square at the time of your application, 
upload the alternative file we sent you 
to complete the application in time

Office of International Affairs, Kyung Hee University
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A clear copy of your passport for others to check 
all the important information needed
Your passport should have a expiry date of more 
than 3 months after the end of your term at KHU

A. Samples – Copy of Your Passport

Source : https://www.passport.go.kr/new/

Your copy of the passport is necessary when we 
prepare documents for your VISA application
The copy of your passport must be in a full-size, 
colour-scanned including your signature

Office of International Affairs, Kyung Hee University
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The photo required should be the same 
size as your passport photo

It should be in colour, 3.5*4.5 size with 
a white-background

Your photo will be used for your school 
ID, Alien’s Registration Card, and VISA

B. Samples – Passport photo

4.5cm

3.5cm

Source : http://www.passport.go.kr/new/issue/photo.php
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Bank statement under your name is necessary 
when we issue your Certificate of Admission for 
the VISA application

C. Samples – Official Bank Statement

The bank statement need to show that you have 
at least USD5,000 for the last 6 months(one term) 
For those who plan to study for an entire year, 
you need to prove holding at least USD8,000

If you are unable to upload your bank statement 
for any reason, upload your guardian’s 
Remember when you upload your guardian’s 
document, you also need to upload the 
Certification of Family Relation to show the 
relationship between you and the guardian

Source : http://blog.daum.net/myblogyunjung/17383755
Office of International Affairs, Kyung Hee University
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D. Samples – Insurance Certification

You may upload the alternative file that we sent 
instead when you are unable to purchase the 
insurance at the time of the application

The insurance must cover your arrival to Korea 
and gap time before you register for the 
mandatory National Health Insurance(NHIS) in 
Korea : approximately 2 months or even longer

Ex) Your arrival : February 23rd

Your NHIS registration : March 27th

→ Your insurance from home must cover     
dates from February 23rd ~ March 27th

• The NHIS will be automatically registered when applying to the 
Alien Registration Card 

Source : 
https://m.blog.naver.com/PostView.nhn?blogId=aoal36&logNo=221
355016145&proxyReferer=https:%2F%2Fwww.google.com%2F

Office of International Affairs, Kyung Hee University
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E. Samples – Certificate of Enrolment 

Ask your coordinator for the document
The document should include your academic 
years at your home institution, including 
your current academic status

Refer to the Certificate of Enrolment sample
The document should confirm that you are 
currently registered at your home institution

Office of International Affairs, Kyung Hee University
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F. Samples – Official Academic Transcript

You must upload your official academic 
transcript from your home institution 
The document must include your 
academic records for every term at your 
home university

Office of International Affairs, Kyung Hee University
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G. Samples – Recommendation Letter

Korean Track students must submit 2 
recommendation letter if TOPIK submission 
is impossible

The Recommendation letter should be 
written by your academic dean, dean of the 
OIA or officials from your institution
The signature or the official stamp from 
your home university is necessary
The recommendation letter must state that
you are officially nominated from your 
home university

Office of International Affairs, Kyung Hee University
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Also, please inform your food 
restriction to us and any other health 
related problems if you can share

H. Samples – Study Plan 

Write down your plans during your 
stay in KHU 
It can be your study plan, bucket list, 
or your achievements
You can use more pages if you have 
more to tell us about you

Office of International Affairs, Kyung Hee University
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For both campuses
Refer to the dormitory guideline attached for further information
Make sure to check dormitory regulation and facilities before 
applying to the dormitory 
It is difficult to apply for dormitory during the middle of the term
There will be a penalty when abandoning the dormitory during 
the middle of the term
If you do not want to apply for the university Dormitory, check
*I will find a place on my own then upload the data

I. Samples – Dormitory Application

Office of International Affairs, Kyung Hee University

Seoul Campus
You need to apply via Office of International Affairs
Payment details will be announced around a month before term

Global Campus
You need to apply by yourself
Refer to the attached guidelines for further information
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Source: https://www.cui.edu/

TB Test is only valid for 3 months 
prior to your entry
Make sure to check the dates so 
you do not have to retake the test
For those who plan to enter the 
Dormitory, re-check the dates for 
validity

J. Samples - Medical Assessment & TB test Result

If you can not upload the Test at 
the time of the application, upload 
the alternative file instead 

Office of International Affairs, Kyung Hee University
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Your consents need to be 
uploaded in these two KHU 
forms
Be sure to read all of the 
information before consenting 
the terms of the agreement

K. Samples – Consents

Office of International Affairs, Kyung Hee University
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When you click the search button, you 
will see this pop-up message
1. Click ① to add your file
2. If you want to delete your files then 

click ②
3. Click ③ to upload your file

① ②

Online Application Guideline For Exchange Students in KHU
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x

③

Add Cancel

Upload

Office of International Affairs, Kyung Hee University
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If you have uploaded all the documents, 
click submission button to complete 

your document submission
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x
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After you have finished uploading 
the files, Click Confirm to end your 
application submission
Be sure to upload appropriate files

Online Application Guideline For Exchange Students in KHU
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Confirm
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If you see this pop-up notice, 
your application has been 
submitted successfully

Office of International Affairs, Kyung Hee University
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If you wish to edit some of your information, 
log in with the same email address you used 
and click submission button to edit
This message will pop-up afterwards
Click Confirm button to save your edition

Online Application Guideline For Exchange Students in KHU

12 (Editing)
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If you see this pop-up notice, 
your application has been edited 
successfully

Office of International Affairs, Kyung Hee University
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CheckCheck
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Alternative Files

Let us say you can not upload TB test and 
Medical Assessment documents
Fill out information in the alternative file and 
upload it on the [KHU form 3], Medical 
Assessment & TB Test Result
Inform us when you will submit the document 
and make sure to submit it on time
Last day of submission : February 4th at the latest
Late submission can result cancellation of the 
programme participation

Those who can not upload certain files, you need 
to fill out the information in the alternative file
Upload them on the needed category before 
uploading the right file

Office of International Affairs, Kyung Hee University
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For those who applied to the Korean Track

Language Proficiency Certificate
(TOPIK Level 3 or Above)

Recommendation letter 
from your University’s Korean-relevant 

department professor

OR

Your need to submit Language Certificate 
to our email
Seoul: inbound.mobility@khu.ac.kr
Global: exchange_gc@khu.ac.kr

Office of International Affairs, Kyung Hee University
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Proof of Your Vaccination

Kyung Hee University mandates exchange students to be fully 
vaccinated with the WHO approved vaccinations as below
- AstraZeneca
- Pfizer
- Moderna
- Janssen
- AZ Covishield
- Sinopharm
- Sinovec

All students must present proof of vaccination translated in 
either Korean or English, notarized and either be authenticated 
by Korean embassy or apostilled
Submit the file by January 21st, 2022 for your participation

Only after receiving the proof, the university will be able to 
issue the letter of acceptance and the certificate of admission 
required for the visa issuance

Office of International Affairs, Kyung Hee University
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