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Introduction 

This guide provides information on how to use the International Agreement Management System. Prior to 

reading this tutorial, please visit the following link and familiarize yourself with the new layout of the system: 

http://global.ucf.edu/agreements

The topics covered in this tutorial are: 

»  Creating a new user account 

»   Updating your personal “account information” 

»   Initiating an agreement 

»  Navigating the “public records” section 

»  Signing an agreement 

»  The to-do list 

Creating a New User Account 

You will already have an account in this system if you were registered in the last version. If you have not been a 

user in the past, you will need to create an account to use the International Agreement Management System. 

1. To create a new account, visit the following webpage

http://global.ucf.edu/agreements

2. You can get to the same Webpage by clicking on the hyperlink at the

bottom of the “Create an Account” link. 

3. Please provide the required personal and account information.

Once you have completed the form, click the “submit” button at the bottom 

of the form. 

4. Clicking the “submit” button will direct you to the next page which will

request your UCF “identity”, which is your position with the university. 

http://global.ucf.edu/agreements
http://global.ucf.edu/agreements
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An example of an identity is the following: 

Unit: College of Arts and Humanities 

Position: Faculty 

Campus: main-Orlando 

The above identity is a member of the Faculty for the College of Arts and Humanities at UCF’s Main 

campus (Orlando). 

UCF GLOBAL will not approve an account without the identity information. Note: If you have more than 

one identity, choose your main one. You will able to add additional ones later in your account settings. 

5. Once you submit the form, you will see a screen confirming that your information has been received. You

will not be able to login to your account immediately. Your information has been sent to an administrator.

The administrator will verify the information and ensure that you do not already have an account. Once the

administrator has approved your request to create an account, you will receive an email informing you that

your account was approved.  You should be able to login at that time.

6. If you already have an account, but forgot your password, clink the “Retrieve Password” link.  If you still have

problems logging in, contact UCF GLOBAL at intagreements@ucf.edu or call 407-882-2300.

7. If your account was rejected, you will receive an email stating that your account was rejected. If you feel

that a rejection was made in error, please contact the System Administrator at 407-823-4376.

Updating Account Information 

To update your account information, login at : 

http://global.ucf.edu/agreements

If you do not have an account, follow instruction in A above. 

1. Once you have logged in, you are taken to a welcome screen. Locate the navigational links (menu) at the top

of the page and click on the link that reads “Account.”

2. The “Account” page displays the information currently in the system. Please maintain this information

updates to ensure that you receive notices associated with the agreements you have initiated. Everything

that has  the link entitled “Edit” next to it can be updated. Click the link to open a form where you may

update information. Click the “update” button to save the information to the account.

3. You may also add or remove identities with the university under the account section entitled “UCF Positions.”

mailto:intagreements@ucf.edu
http://global.ucf.edu/agreements/
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Initiating an Agreement 

Step  1 
Log into the system at http://global.ucf.edu/agreements 

http://global.ucf.edu/agreements
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Step 2 
Click on the “My Agreements” option 

Step 3 
Click the “Initiate an Agreement” link. 
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Step 4 

1. Make sure that you have gathered the information that you will need to provide to initiate an agreement.

2. Click the “Accept and Continue” link.

Step 5 
Select the country where the institution is located. Then press “Select.” 
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Step 6A 
Review the current list of institutions. If the institution is listed, select it and press “Submit.” If the 

institution was not listed, go to Step 6B; otherwise go to step 7 

Step 6B 
To suggest an institution fill out the requested information. Once you have suggested an institution, 

you must wait for an approval from the administrator before you can move forward with the rest of 

the agreement process. 
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Step 7 
Create a description for the record. This is for your own organizational purposes. Others will not be able to 

view your description. Scroll to the second drop box and select your position at UCF. If you wear multiple 

hats at UCF, select the position that you want to link to this particular agreement. The position you select 

will be one of the bases for the review process. After you have selected the appropriate position click the 

“Submit” button. 



9 | P a g e
UCF GLOBAL 

Step 8 
Complete the required information. 
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Step 9 
Select the appropriate Agreement Type, if you have any questions about the type of your agreement please 

contact the administrator at intagreements@ucf.edu. Also please note that only one type may be selected per 

agreement, if your agreement is intending to perform multiple functions with the university abroad you must 

submit multiple agreements. 

mailto:intagreements@ucf.edu


11 | P a g e
UCF GLOBAL 

Step 10 
Click on “Accept and Continue” to verify that you have understood the requirements of this agreement 

and that you completed the requested steps. 
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Step 11 
Review and verify that all the information provided is correct and click on “Submit Agreement.” 

Approval 
You will receive notifications regarding the process of development and approval of the agreements as it moves 

forward. 
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