
To add an Agency Nominator or Adviser you must 

1. be an Agency Contact (Agency Contacts are created by CSC)
2. know the email address, First and Family Names of the Nominator/Adviser you wish to add

You can make yourself a Nominator

After logging on you will see this screen

Click on Go in the row entitled User Administration and you will see this next screen 

Notice that your 'Country' and 'Agency' details in Agency are already completed. Tick either the 
'Nominator' field or the 'Adviser' field in Roles (from now on this guide just considers adding a 
Nominator but the process is identical for adding an Adviser) and then click on OK 

Page 1 of 4



The standard CSC User Details Form opens

As a minimum this requires the Nominator's email address, First Name and Family Name
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Clicking on Agencies and Roles in the menu on the left hand side allows to change the role of the 
person you are entering from Nominator to Adviser

When you click on Submit Registration, the User Administration screen opens

The Nominator you have just added appears at the bottom of the table. The table lists Agency 
Contacts, Nominators and Advisers for the Agency. Note that the second person in the list is both an 
Agency Contact and a Nominator, while the third is an Adviser for several Agencies.
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When you clicked on Submit Registration an email was automatically sent to the new Nominator 

If the Nominator clicks on the 'Link to Password' in the email the following screen will open

The password appears when Retrieve Password is clicked

The Nominator can now log on to the Electronic Application System with his/her email address and 
the password. The Nominator's password can be changed in My Details 
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