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How to Create an IRCC account  

To apply for a Study Permit Extension online, you will need to create an account with Immigration, 
Refugees and Citizenship Canada (IRCC). This is free and does not take a long time. To proceed, 
please follow the steps below.  
 
1. Google “IRCC account” or follow the link below: 
https://www.canada.ca/en/immigration-refugees-citizenship/services/application/account.html 
 

 
 
2. Register for the IRCC account. You will need have two options: register with GCKey or register with 
a Sign-In Partner. You have to decide which option you would like to take. Both options will lead you to 
the same account.  
 
• To register with GCKey: 

1) Click ‘Register with a GCKey’. 
2) Click ‘Sign Up’. 
3) Read the Terms and Conditions of Use and click ‘I Accept’. 
4) Create a username. Click ‘Continue’. 
5) Create a password. Click ‘Continue’. 
6) Create your security questions and responses. Click ‘Continue’. 
7) Click Continue to get to the ‘Sign Up Complete’ page. 
8) Read the Terms and Conditions. Click ‘I Accept’. 
9) Enter your information and follow the steps to create your account. 

 
• To register with a Sign-in Partner: 

1) Click ‘Register with a Partner Sign-In’. 
2) Choose your financial institution. 
3) If you don’t see your financial institution listed, you need to register with GCKey. 
4) Enter your banking sign-in information and click ‘Continue’. 
5) Read the Terms and Conditions of Use and click ‘I Accept’. 
6) 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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How to Fill-out an Online Questionnaire  

1. Log into your IRCC account and click on ‘Apply to come to Canada’: 
 

 
 
 
2. Then, click on ‘Visitor visa, study and/or work permit.’ 
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3. Next, you will see an online questionnaire. Answer the questions on this questionnaire, follow the 
tips below.  
 

 
 

 
You can click on underlined terms to see their 
definitions. For example, according to IRCC, a 
family member is “a spouse or common-law 
partner, dependent children, and their 
dependent children.” 
 

 You can click on the blue  symbol to 
receive more explanation. For 
example, clicking on the symbol next to 
the question above will let you see 
more explanation from IRCC.  
 

 
 

 
Please be sure to select the correct country of residence. Answer this question truthfully, based on 
where you are currently living. If you are currently living in Canada, select “Canada.” If you are 
currently living in a different country, you must select that country.  
 

 
 
4. Once you answer all questions on the questionnaire, IRCC will inform you what documents you may 
apply for. Please click ‘Continue’ next to the option ‘Study Permit.’ 
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5. Answer the remaining questions. Read all the questions carefully. Not all students will have the 
same questions, but we have shared some tips below. 
 

 
If you are not sure if your NAIT program has a mandatory co-op, please contact your program 
administration to confirm.  
 

 
 

Not all doctors are IRCC authorized panel physicians, you can click on blue  symbol to see the list 
of IRCC authorized panel physicians.  
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Canada is not a designated country. If you have been living in Canada consecutively for the last 12 
months or more, you can answer ‘no.’ 
 

 
 
This question is asking about biometrics for the purpose of coming to Canada. Any biometrics you may 
have given to visit the United States, for employment purposes, etc. are not relevant.  
 
6. Once you complete all answers, you will be given an option to double-check your information.  
 

 
 

 
If you notice a mistake, you can click on the ‘pencil’ symbol to change your answer.  
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7. Once you finish checking your answers, IRCC will give you some tips for making a successful 
application online. Please read them carefully as many problems can be avoided by following these 
tips. 
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8. Finally, you will be directed to your document checklist. Not all students will have the same items on 
their checklists; however, all documents listed under “Application form(s)” and “Supporting Documents” 
are required. Please click on the blue  symbol next to each document name to see more explanation 
from IRCC. We also have shared some tips below: 
 

 
 
Box 1: If you cannot see the form on IRCC webpage, try downloading it to your computer. Then, open 
the form from your computer, where you saved it, not through the webpage. For more technology 
trouble-shooting tips, see https://www.cic.gc.ca/english/helpcentre/answer.asp?qnum=660&top=18  
 
Box 2: This is NOT your original Letter of Acceptance from NAIT. This should be a Study Permit 
Extension Letter, which you can request this letter by emailing internationalcentre@nait.ca, please 
double-check your contact information is correct (MyNAIT Portal > Self-Service > Profile) and include 
your student ID number to avoid delays.  
 

Box 3: You can click on the blue  symbol to see what financial documents you can provide. It says 
“provide as many documents as you can”, which means you may provide more than one document. 
However, you must merge them into one PDF file in order to successfully upload it. 
 

Box 4: You can click on the blue  symbol to see specific dimensions. You are welcome to print 
these dimensions and take them with you to your photographer.  
 
Box 5: While it is not mandatory to include a document here, you can use this space to upload your 
Letter of Explanation. You might also want to include medical documentation or an approved 

1 
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Authorized Leave form here, if you have them.  
 
 
9. Once all the files are uploaded, you can submit and pay the fees.   
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How to Fill out IMM5709 Application Form 

 
1. Go to your document checklist and click on “Application to Change Conditions, Extend my Stay or 
Remain in Canada as a Student (IMM5709)”. 
 

 
 
If you cannot see the form on IRCC webpage, try downloading it to your computer. Then, open the 
form from your computer, where you saved it, not through the webpage. For more technology trouble-
shooting tips, see https://www.cic.gc.ca/english/helpcentre/answer.asp?qnum=660&top=18  
 
2. Visit this IRCC webpage to access IMM5709 question-by-question completion guide under 
“Completing the form” subheading:  
https://www.canada.ca/en/immigration-refugees-citizenship/services/application/application-forms-
guides/guide-5552-applying-change-conditions-extend-your-stay-canada-student.html 
 
Read all the questions carefully. Not all students will have the same answers, but we have shared 
some tips below: 
 
 
 

https://www.cic.gc.ca/english/helpcentre/answer.asp?qnum=660&top=18
https://www.canada.ca/en/immigration-refugees-citizenship/services/application/application-forms-guides/guide-5552-applying-change-conditions-extend-your-stay-canada-student.html
https://www.canada.ca/en/immigration-refugees-citizenship/services/application/application-forms-guides/guide-5552-applying-change-conditions-extend-your-stay-canada-student.html
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If the box is grey, this means that it is not 
applicable to you and you don’t need to write 
anything in that box.  
 

  
Under ‘From’, enter the issue date exactly 
as printed on your Study Permit.  
 
Under ‘To’, enter the expiry date exactly 
as printed in your Study Permit.  
 

 
 

 
 

 
Not all countries have compulsory National Identity Documents. If your country does not have one, 
click ‘NO’.  
 

 
 

 
 

 
This is the date you first came to Canada. If you 
originally arrived as a student, this will likely be 
the date you were issued a Study Permit. If you 
originally arrived as worker/tourist/family visit, 
etc., this will likely be the date you were issued 
your work permit/visitor record, etc.  
 
 

  
You can find this number in the top right 
corner of your Study Permit, e.g. 
F123456789.  
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Box 1: ‘From’ date should be the date you submit your application. ‘To’ date should be the date 
indicated in your Study Permit Extension letter (see Box 2 on page 9).    
 
Box 2: You can copy the tuition amount from your original Letter of Acceptance from NAIT. ‘Room and 
board’ represent how much you need for rent. ‘Other’ means how much you need for books, 
transportation, personal items, etc. Answer this question truthfully, your expenses will depend on your 
specific circumstance.  
 
Box 3: In a), write the amount of money in Canadian dollars that is available. In b), write who that 
money belongs to: you or your parents. If the money comes from another sponsor, explain more in c), 
e.g. your spouse, bank loan, scholarship, etc. 
 
 

 
 

 
You are asked to provide your employment 
history for the past 10 years. Begin with your 
current/most recent employment first. If you 
need more space (IMM5709 only provides 
space for 3 positions), you can make an 
additional document using Microsoft Word and 
upload it under “Client Information” section on 
your Document Checklist. 
 

  
If you are not working at the moment, you 
may use “student” as your occupation and 
“NAIT” under your Company name. Under 
‘From’ you can enter the date you started 
studying. Under ‘To’, enter the date you 
expect to finish studying.  
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Under “Background Information,” question 2, click ‘Yes’ if you have ever applied or been approved 
for a Canadian visa, study permit, work permit or any other immigration document. Provide details 
(permit/visa type, dates, outcome (approved/refused) and application numbers) about your previous 
application history in the comment box. 
 

 
 
3. Once you complete all the fields, click ‘Validate’ at bottom of the form. If you are applying online, 
you do NOT need to print the form, you will be asked to provide a digital signature once you are ready 
to submit all the documents on your document checklist.  
 

 
 
4. If you have provided all the information, when you click on “Validate” a new page with bar codes will 
appear at the end of the document. It will look like this: 
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If you are missing information in the form, the fields you need to fill out will be outlined in red with a 
description of what it’s missing. It could look like this: 
 

 
 
 
Once you fix the fields outlined in red, try to “Validate” the form again, so the bar codes appear at the 
end of the document. 
 
5. Upload your validated IMM5709 form to your document checklist.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
We want to hear from you! Did you find this application guide to be helpful? How can we make it better 
or easier to use? Please email your comments about this guide to internationalcentre@nait.ca using 
‘Feedback on SP Extension guide’ in the subject line.  

mailto:internationalcentre@nait.ca

