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IMPORTANT MESSAGE – ONLY USE YOUR STUDY PERMIT EXTENSION LETTER FOR THIS APPLICATION.  

DO NOT submit your original letter of acceptance or confirmation of enrolment as a supporting 

document.  
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I. HOW TO CREATE A MYCIC ACCOUNT 
 

1. Google “MyCIC Account” or go to the link below: 

https://www.canada.ca/en/immigration-refugees-citizenship/services/application/account.html 

 
 

2. Register for the account. Decide which option you would like to take. Both options will lead 

you to the same account. 
 

OPTION 1: REGISTER WITH GCKEY 

i. Click Register with a GCKey. 

ii. Click Sign Up. 

iii. Read the Terms and Conditions of Use and click I Accept. 

iv. Create a username. Click Continue. 

v. Create a password. Click Continue. 

vi. Create your security questions and responses. Click Continue. 

vii. Click Continue to get to the Sign Up Complete page. 

viii. Read the Terms and Conditions. Click I Accept. 

ix. Enter your information and follow the steps to create your account. 

OPTION 2: REGISTER WITH A SIGN-IN PARTNER 

i. Click Register with a Partner Sign-In. 

ii. Choose your financial institution. 

iii. If you don’t see your financial institution listed, you need to register with GCKey. 

iv. Enter your banking sign-in information and click Continue. 

v. Read the Terms and Conditions of Use and click I Accept. 

vi. Enter your information and follow the steps to create your account. 

https://www.canada.ca/en/immigration-refugees-citizenship/services/application/account.html
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I. HOW TO FILL-UP THE ONLINE QUESTIONNAIRE 
 

1. Once you have logged into your MyCIC Account, scroll down on the dashboard and click on 

“Apply to come to Canada”. 

 

 
 

 

 

2. If you do not have a Personal Reference Code, click on “Visitor visa, study and/or work 

permit”. 
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3. Start filling up the online questionnaire by following the tips below: 

 

 

 

 
 

Temporary – More 

than 6 months 

“Family member” is defined as 

a spouse or common-law 

partner, dependent children, 

and their dependent children. 
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4. Click “Next”. You will have to answer more questions to finish the questionnaire. Some of 

the tricky questions are answered below.  NOTE: Read all the questions carefully. Not all 

students will have the same questions. 

 

 

 

 

 

 

 

 

 

 

 

 

 

As a continuing student applying for an extension in 

the same college you do not need a PAL 
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Accompanying you means that this person intends 

to come to Canada at the same time as you. 

Select your marital status. If you are married, you will have to answer further 

questions in this questionnaire about your spouse and should be able to 

submit their application with yours 
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Since Columbia College does not have a Co-Op 

Program, click “No”. 

If you have been in Canada for more than a year, then the answer is most 

likely to be “No”.  

NOTE: Not all family doctors are IRCC authorized panel physicians. 

TIP: Click the blue question mark beside it to see the list of physicians. 

Put details of your current study permit 
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You must have given biometrics before coming to Canada. If yes, please select 

“yes” 

TIP: If you select “yes” here, you will need to perform a 

medical test and submit the medical e-sheet with your 

application 

Select an option here based on whether on not you will be 

applying for a family member (family members are spouses and 

children 
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5. Once you have completed the questionnaire, you will be directed to the “Review your 

answers” page. NOTE: You can modify any of your answers by selecting the pencil icon on 

the right. 

 

If there is an exemption policy in place for your situation or citizenship, you can 

select “no” 
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6. Scroll down and click “Continue”. Do the same thing for the next page. 

 

 
 

7. You will be redirected to your Document Checklist page.  

TIP: Click the blue question mark under Instructions column to know more information on 

what is being asked. 
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8. Once you have uploaded all the files, submit and pay for the fees. 

II. HOW TO FILL-UP THE GOVERNMENT APPLICATION FORM 
 

1. Click on the “Application to Change Conditions, Extend my Stay or Remain in Canada as a 

Student (IMM5709)”. 

 

 

1. If you cannot see the form through the webpage, download 

the Application Form and save it to your computer. Open it from 

the file location where you saved it, not through the webpage. 

 

1 

 2 

2. This is not your original admission offer letter. This is the 

Study Permit Extension Letter issued by a Student Services 

Counsellor/Academic Adviser. 

 

 3 

3. Click on the blue question mark to know what documents you 

can provide. It says “provide as many documents as you can”, 

meaning, you may provide more than one document. However, 

you must merge them into one PDF file in order to successfully 

upload it. 

 

 4 

4. Click the blue question mark to know the specific 

dimensions. 

 

5. It is an “optional document”, meaning it is not 

mandatory for you to submit anything here. 

However, if you would like to provide more 

information about your application that you have 

not already provided, you can attach a letter of 

explanation to your application. 

You can also attach any medical documentation or 

Authorized Leave approval letters here. 

ONLY UPLOAD your SPEL in this section – 

DO NOT UPLOAD LOA or confirmation of 

enrolment. 
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2. If you cannot see the form through the webpage, download the Application Form and save it to 

your computer. Open it from the file location where you saved it, not through the webpage. 

 

For more information, please click “Are you having difficulty downloading a form?”. 

 
 

3. Fill-up the application form by following the tips provided in the next pages. 

 

For more information, please read the instruction guide available here: 

https://www.canada.ca/en/immigration-refugees-citizenship/services/application/application-

forms-guides/guide-5552-applying-change-conditions-extend-your-stay-canada-

student.html#step1 

https://www.canada.ca/en/immigration-refugees-citizenship/services/application/application-forms-guides/guide-5552-applying-change-conditions-extend-your-stay-canada-student.html#step1
https://www.canada.ca/en/immigration-refugees-citizenship/services/application/application-forms-guides/guide-5552-applying-change-conditions-extend-your-stay-canada-student.html#step1
https://www.canada.ca/en/immigration-refugees-citizenship/services/application/application-forms-guides/guide-5552-applying-change-conditions-extend-your-stay-canada-student.html#step1
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Unique Client Identifier (UCI) is written on 

your Study Permit. It is typically a 10-digit 

number. Do not include hyphens. 

Fill this up only if: 

• You lived in other countries other than your 

country of citizenship and current country of 

residence, and 

• You lived there more for more than 6 months 

during the past 5 years. 

 

FROM: Issue date written on your current 

Study permit 

 

TO: Expiry date written on your current  

Study permit 
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If the boxes are colour grey, this means that 

Questions 5 & 6 are not applicable to you since 

they are not clickable. 

Only certain countries have compulsory 

National Identity Documents. If your country 

does not have one, click ‘NO’. 

This is the address where your new Study 

Permit will be mailed. Ensure that it is correct. 

NOTE: PO boxes are locked compartments 

within a Post Office. If you do not have one, do 

not answer this box. 

If your mailing address is also the address 

where you currently live, click ‘YES’. 

1. DATE: The date when you first landed in Canada. 

PLACE: The name of the Port of Entry where you first landed 

in Canada. (i.e airport, land border crossing, etc) 

3. DATE: If you left Canada since you first entered, indicate 

your most recent entry date. 

PLACE: The name of the Port of Entry where you entered in 

Canada. (i.e airport, land border crossing, etc) 

4. This is written on the top right corner of your Study 

Permit. It starts with an “F”. 
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NOTE: Post secondary education means any level of education beyond high school/secondary. An 

example is College education. 

 

 

 

 

 

 

  

The DLI number is written on your Study Permit 

Extension Letter. It starts with letter “O”. 

FROM: Today’s date 

TO: This is written in your Study Permit Extension 

Letter as “Estimated Completion Date”. 

TUITION: The amount that is written on your Study Permit. 

ROOM & BOARD: How much you are paying for rent 

FUNDS AVAILABLE: If you are paying for your 

expenses in Canada, write your current bank 

account balance. If your parents or other financial 

supporters are paying for it, write their current 

bank account balance. 

FROM: Month and date when you first attended classes in Columbia College. 

TO: This is written in your Study Permit Extension Letter as “Estimated Completion Date”. 
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NOTES: 

1. It is asking for your employment for the past TEN (10) years. 

2. Start from your current employment. 

3. There are only 3 fields written on the form. If you have more than 3 employers, create an 

additional document on Word and upload it in “Client Information Section” under Optional 

Documents.  

 

You may follow the template provided in the next page. 
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SAMPLE TEMPLATE FOR ADDITIONAL EMPLOYMENT (IMM 5709) 

 

Applicant: [Your full name] 

Date of Birth: 

 

Addendum on Employment  

IMM 5709, Page 3 

 

4 

FROM 

 

PREVIOUS ACTIVITY/OCCUPATION 

 

COMPANY/EMPLOYER/FACILITY NAME 

 

TO 

 

CITY/TOWN 

 

COUNTRY/TERRITORY 

 

PROV/STATE 

 

5 

FROM 

 

PREVIOUS ACTIVITY/OCCUPATION 

 

COMPANY/EMPLOYER/FACILITY NAME 

 

TO 

 

CITY/TOWN 

 

COUNTRY/TERRITORY 

 

PROV/STATE 

 

6 

FROM 

 

PREVIOUS ACTIVITY/OCCUPATION 

 

COMPANY/EMPLOYER/FACILITY NAME 

 

TO 

 

CITY/TOWN 

 

COUNTRY/TERRITORY 

 

PROV/STATE 

 

7 

FROM 

 

PREVIOUS ACTIVITY/OCCUPATION 

 

COMPANY/EMPLOYER/FACILITY NAME 

 

TO 

 

CITY/TOWN 

 

COUNTRY/TERRITORY 

 

PROV/STATE 

 

8 

FROM 

 

PREVIOUS ACTIVITY/OCCUPATION 

 

COMPANY/EMPLOYER/FACILITY NAME 

 

TO 

 

CITY/TOWN 

 

COUNTRY/TERRITORY 

 

PROV/STATE 

 

9 

FROM 

 

PREVIOUS ACTIVITY/OCCUPATION 

 

COMPANY/EMPLOYER/FACILITY NAME 

 

TO 

 

CITY/TOWN 

 

COUNTRY/TERRITORY 

 

PROV/STATE 

 

10 

FROM 

 

PREVIOUS ACTIVITY/OCCUPATION 

 

COMPANY/EMPLOYER/FACILITY NAME 

 

TO 

 

CITY/TOWN 

 

COUNTRY/TERRITORY 

 

PROV/STATE 
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Complete the Background Information Section. 

 

If you had any previous visa refusals, click “YES” on 2(b) and explain in the box below. 

 

Click “YES” on 2(c) and follow the template written on the box below. 
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TO COMPLETE YOUR FORM 

1. Once the application is completed, click on the “Validate” button located at the top or bottom 

of the form. This will generate a barcode page (page 5 of 5) - see image below. 

 
NOTE: This barcode page will not appear if you fill out your application by hand. 

 

2. If you are 18 years of age or older, you must sign and date in the boxes provided at the bottom 

of the page. 

 

3. If you are less than 18 years of age, your form must be signed by one of your parents or a legal 

guardian. 

 

NOTE: By signing, you certify that you fully understand the questions asked, and that the 

information you have provided is complete, accurate, and factual. 

 

NOTE: If you are applying online, do not print out your application form to sign it.  

 

4. Upload it in your MyCIC Account. 

 


