
Before you can be an Adviser to a Nominating Agency, the Nominating Agency must 
register you on the Electronic Application System. When this has been done you will 
receive an email similar to 

If you click on the 'Link to Password' in the email, the following screen will open

The password appears when Retrieve Password is clicked

In this example the password is EHVYW8VY

After clicking OK, you are now able to log on to the Electronic Application System 
with your email address and this password
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Navigate to the Electronic Application System's Home Page

click on Nomination, Advice and Admin Portal and you will see

After logging on you see
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Click Go and the In Tray appears

This shows 1 Scholarship application for assessment. The table shows 
• the ID number
• the date the application was sent by the Nominating Agency (‘Sent’)
• the name of the Candidate
• the type of award being applied for (‘Programme’)

Click on Open and the following screen appears
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click on OK and the Nominating Agency's Adviser's Report opens

Before completing your Report, click on the View Application button. This screen 
appears 
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When you click on Download, the opening page of the application looks like
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When you click on the Close button (do not click the X at the top right corner of the 
screen otherwise you will have to start all over again)

you return to the form that needs completing

A completed Adviser's report looks like
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When you click on Submit Advice you are returned to the In Tray

Here you can 

1. assess any remaining applications in your In Tray
2. look at previous advice you have given by clicking on Track All Forms
3. change your password by clicking on My Details 
4.  Log Off

If you click on My Details, the CSC Self Registration Form opens
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You can add to the information that the Nominating Agency entered about you. If you 
wish to change your password, the second field needs to be ticked. Two new fields 
appear below the 'Change Password' field and these need to be completed

When you click on Submit New Details you get the following message
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When you click OK you are returned to the In Tray when you Log Off you see this 
message

… and click OK

Note: it is possible for the Nominating Agency to 'take back' an application before 
you have completed giving your advice. No warning is given to you indicating that 
the application is about to be removed from your In Tray. 

Page 9 of 9


