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Guide to the database  

Congratulations on your Exchange! The following instruction will guide you through your account on 
the Database to ensure a smooth process to get to your amazing exchange! 
 
https://exchange.ifmsa.org/login 

-​ exchange conditions 
-​ explore page 
-​ your personal access. 

Important disclaimers 

Before filling out your AF: carefully read the Exchange Conditions of your hosting NMO and its 
explore pages! The exchange conditions of your hosting country are mandatory to read, understand 
and respect. Non-Adherence to the Exchange conditions can result in a cancellation at any time! 

Please keep the deadlines in mind! You are responsible for your own deadlines according to our 
emails or the Exchange Conditions - respecting them is crucial for the organization of your exchange 
and to heighten your chances on your first department or city of choice. 

Communication goes solely through the NEO-Out (neo.out@swimsa.ch) unless you have received 
your CA and CP yet - then you are also allowed to be in contact with the hosting country directly. The 
communication runs strictly via email. Try to write new emails (instead of answering to mass emails) 
and don’t forget to choose your subjects accordingly (name|concern). 

There is no general entitlement to any LC or department. Also, there is no general entitlement to 
a refund of the exchange fee in the event of non-appearance, cancellation, missed AF deadline or 
cancellation because of non-adherence to the EC of the respective hosting country. 
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Your personal access to the database 

By now, you should have received an email with your login data for your account on ifmsa.org. If this is 
not the case, please make sure that it did not end up in your spam folder. If you cannot find it there, 
proceed as follows:  

1. As username, fill in the email address which you provided when registering, and with 
which you have been in contact with us; then press Forgot Password. 

2. If this does not work, please contact us by email.  

After that, you have to fill out two eForms. You can find them via the panel on the left side: 

- In the Application Form (AF), enter your personal data, desired cities, departments, and 
the period of time you wish to go. 

- In the Card of Documents (CoD), upload your documents required by the host country.  

When filling out the forms, it is essential that you comply with the Exchange Conditions (ECs) of 
your host country. Please read them carefully! 

After having completed both forms, save and send you AF and CoD on the database and let us 
know via email that you have done so, so we can forward your application to your host NMO! 

The Deadline for sending your AF & CoD is as stated in your signed confirmation or latest 16 
weeks before the start of your exchange or as stated in the EC 

The Application Form (AF) 

Important instructions for filling out the AF: 

●​ The AF can only be edited completely, i.e. in order to save it, all fields must be filled out!  
●​ The AF must absolutely correspond to the exchange conditions of the host country! 
●​ All fields must be filled out. If there is only one city to choose from, enter it multiple times. 

o​ Use the calendar for choosing the date. 
●​ Three different cities and four different departments should be selected (if possible)! If you 

give less information or mention the same ones more than once, you run the risk of not being 
able to find your desired city/department! Please note that this selection is not guaranteed. 
You will receive your final assignment with your Card of Acceptance (CA). In general, the 
more popular the city, the greater the competition for a place. 

●​ Please check in the EC if your desired cities are available in your desired months! 
●​ For Duration in weeks always enter 4 weeks! The exchange generally does not last longer. 
●​ Usually, you have to give the first and last day of the full calendar month as an Exchange 

period. 
●​ With Student Remarks, you can provide the NEO of the host country with more important 

information. 
●​ Once the AF is saved and submitted, you can no longer edit it. 
●​ When you are finished filling out the AF, click on save changes and go to the Card of 

Documents. 
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The Card of Documents (CoD)  

Here, you must upload all the documents needed by the host country. Pay attention to the format 
and maximum size. If a document has several pages, you must merge them into one file. The 
documents should be general (pay attention to phrases like "To whom it may concern") and in 
English, if not otherwise requested in the Exchange Conditions. Everything must be filled out in 
order to be able to send your CoD. If there are Upon Arrival Documents, just put in a placeholder 
document.  

Some common documents that raised questions are briefly explained below: 

SCOPE Terms and Conditions  
You can download them from the swimsa website.  
Some countries require additional local documents, which are mentioned in the Exchange Conditions. 

Proof of Enrollment  
Upload your current certificate of study. If you do not have one, scan your Legi. 

Student records 
Upload your transcript of records. Some countries require you to have passed certain subjects at your 
university in order for you to do your exchange there. If you have not passed those classes now, but 
will have passed them at the time of your exchange, ask your university if they can issue you the 
transcript of records that you anticipate to have at the time of your exchange! 

Letter of Recommendation   
Usually available from your dean's office, otherwise contact your favorite professor.   

Letter of Motivation 1 - 4  
Write a short letter of motivation for each of the four departments you have chosen in the AF. It is 
irrelevant if the letters are general and only differ slightly. If you can write in the local language, do 
so, otherwise write in English.  

Vaccination card 
Check the vaccination requirements of your hosting country in the EC. If you need to get additional 
vaccinations, plan to do them ahead of time. Usually uploading your vaccination card is enough, to 
be sure everything runs smoothly though, add another page to the document translating the 
different vaccinations to English. 

Picture  
Here, a digitized passport photo is desired. Selfies and other informal pictures are not appropriate, 
because the photo might be used for badges etc.  

Language Certificate  
Usually, it does not matter which language diploma you present, unless the Exchange Conditions 
explicitly require a specific certificate.  
Before you start to work on an official diploma 

●​ a Swiss highschool diploma accounts for a B2 level in English. For French - please check 
with your highschool what level is covered. In this cases uploading your highschool diploma 
is sufficient 

●​ in some cases we can issue one (e.g. native speakers, or if you study in said language) - in 
this cases, contact us first via email! 

 
Important note: some countries require special documents,individually for them. Usually templates for 
those documents are provided in the respective upload-slots on the database. Currently there is a bug 
on the database, which does not allow you to download those templates. Please send an email with 
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the list of ALL the country specific document templates you need (neo.out@swimsa.ch, subject: 
name|country, special documents) and we will send them to you!  
 

 
Card of Acceptance (CA) and Card of Confirmation (CC)  

Once you have completed the AF and CoD, you will need to wait until your host country contacts 
you. The deadline for receiving the CA is also written in the EC. Please do not send us an email 
before this deadline to ask for information, as we do not know more than you do! If the 
deadline has passed, please contact us.  

The Card of Acceptance (CA)  

The CA is the final confirmation you need before you can start your exchange as planned!  It 
contains information about your assigned city/LC, hospital, department, accommodation, your local 
CP etc.  Since this is the final confirmation from your hosting country, you should only book your 
flights/travels after you have received your CA! 

After receiving it, please get in touch with your contact person immediately (by email, Whatsapp, 
Facebook...) Now you only must fill out and submit the CC. 

You should receive your CA around 8 weeks before the start of your exchange. Before this 
deadline you do not need to ask for information regarding your placement, since we do not have any 
more information than the one we get from the hosting country and usually forward you immediately. 
After the 8 weeks have passed, write us an email, if you have not received your CA yet! 

The Card of Confirmation (CC)  

With the CC, you confirm to the host country that you are coming! You provide your host country 
with information about arrival details, emergency, and insurance contacts.  

The CC must be sent by you latest 4 weeks before the start of the exchange or as stated in the 
EC!  

If you don’t send your CC in time, worst case the exchange can be cancelled! 

Evaluation Forms (EFs) 

There will be a pre- and a post EF - designed to assess the impact and evaluate the whole 
exchange. Filling out both of them is required, to access your online exchange certificate as well as 
qualify for any report- and/or green fee reimbursements! 
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Glossary and FAQ 

The most important abbreviations:  

AF: Application Form​ ​ ​ ​ ​ ECs: Exchange Conditions 

CoD: Card of Documents​ ​ ​ ​ NMO: National Member Organization 

CA: Card of Acceptance​​ ​ ​ ​ LC: Local Committee 

CC: Card of Confirmation​ ​ ​ ​ NEO: National Exchange Officer 

EF: Evaluation Form​ ​ ​ ​ ​ LEO: Local Exchange Officer 

​ ​ ​ ​ ​ ​ ​ CP: Contact Person 

FAQ 

Q: "I can't log in, what should I do?" 
       A: 1. Try a new password via Forgot password. 
            2. Try it from another PC or with another internet browser!​
            3. Contact us if necessary 
 
Q: "After logging in, the database wants a user profile of me?” 
       A: Create one and fill in the required data, this is the regular process. 

Q: „When saving the AF, an error message appears (e.g. "The passport field does not validate")"  
A: The error is usually due to the fact that you have not entered dates using the calendar, 

but "manually". Try it again with the calendar! 

Q: "Can I still edit my AF once I have submitted it?" ​
       A: In principle yes, but make sure that your data is correct the first time.  
​
Q: "I have problems uploading the documents to the Card of Documents?"​
       A: 1. Try to upload the documents one by one and save each time in between.​
           2. Is the format correct? ​
           3. Is the file too large?​
           4. Try it from another PC or with another internet browser!  
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