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Summary of the Steps in Preparing a Professional Fellowship Programme

Access the EAS via http://www.cscuk.org.uk/apply/professional fellowships.asp and click on
electronic application system

or via http://csc.do-it-online.org.uk/csc/ElectronicApplicationSystem.htm

Click on Apply to be a Nominating Agency

Click on Department within UK HEI or UK Independent Organisation

Click on Next >>

If you are

x a Department within UK HEI
> select your HEI from the drop-down list
> Click on Next >>
> select your Department from the drop-down list, or

> if your Department is not in the drop-down list, click on Department Not In List and add the
details of the Department

x a UK Independent Organisation
> select your Organisation from the drop-down list, or

> if your Organisation is not in the drop-down list, click on Other and enter the name of the
Organisation
Click on Next >>
Enter your contact details
Click on Apply for Registration
Click on OK

. Click on OK

. You will shortly receive an email entitled 'Paper Application Required' with a PDF attachment
. Print the PDF in the email on headed paper, have it signed by the 'Appointed Person' and post it to

the CSC

13.
14.

You will receive an email entitled "Your Application to become a CSC Agency'

This will shortly be followed by an email to you entitled ‘Commonwealth Scholarship Commission
Registration' that includes a link to obtain a password so you can log onto the Electronic Application
System (EAS)

15.
16.

17.
18.

19.
20.
21.
22.
23.
24,
25.
26.
27.

28.

click on the link in the email to retrieve your password
Access the EAS via http://www.cscuk.org.uk/apply/professional fellowships.asp and click on
electronic application system
or via http://csc.do-it-online.org.uk/csc/ElectronicApplicationSystem.htm
Log on with your email address and the password you obtained from the email link
Click on Nomination, Advice & Admin Portal (and click on My Details to change the password to
something easier to remember)
when you have changed your password, click on Submit New Details and then on OK
Click on Nomination and Tracking Portal
Click on the New Forms tab
Click on Select Programme Type
Select Prepare Professional Fellowship Programme
Click on Start Application
Follow the instructions for completing the form
When complete click on Release
You are now established as a Nominating Agency and candidates can apply for your Fellowship
programme via http://www.cscuk.org.uk/apply/professional_fellowships.asp and click on electronic
application system
If you wish to amend the form at any stage before nominating your candidates
- Access the EAS via http://csc.do-it-online.org.uk/csc/ElectronicApplicationSystem.htm
Click on Nomination, Advice & Admin Portal
Log on
Repeat numbers 20 to 26




Be aware that your course will be visible to anyone who accesses the EAS. If you only wish to recruit from
particular countries, it is up to you to make this clear, for instance on your website,



Access the EAS via http://www.cscuk.org.uk/apply/professional fellowships.asp and click on electronic
application system or via http://csc.do-it-online.org.uk/csc/ElectronicApplicationSystem.htm

Electronic Application System

Options:

Applicant’s Portal

Momination, Advice and Admin Portal

Apply to be Nominating Agency

Log Off EAS

click on Apply to be a Nominating Agency



on the next screen if you are
a) a Department within UK HEI
- select your HEI from the drop-down list

Click on Next >>
select your Department from the drop-down list, or
if your Department is not in the drop-down list, click on Department Not In List and add the
details of the Department

b) a UK Independent Organisation
select your Organisation from the drop-down list, or
if your Organisation is not in the drop-down list, click on Other and enter the name of the
Organisation

years of
COMMONWEALTI
SCHOLARSHIPS

Application to become a CSC Agency

o
N =creorm Moo 1 e

STep 1, ORGANISATION TYPE

Your Organisation y ;
Items marked ¥ must be completed

Institution

Department Any UK organisation can register with the Commonwealth Scholarship Commission. Generally, organisations fall inte twe groups;
Contact Details independent organisations, and those that are departments within UK Higher Education Institutes.

* Which type of organisation do you represent?
) Department within UK HEI
(7 UK Independent Organisation or UK HET

Print Form || Exit || | [ Next>>
click on Next >>
select your institution from the drop-down list
STEP 2A. NAME OF INSTITUTION
Your Orgagmhaton Items marked ¥ must be completed
Institution
Contact Details
* Please select the institute that your organisation belongs to
[Tl other
<Salect Institution=> -
|| Aberdeen City Council [=
Aberdeen Maternity Hospital
Ab it h U
-Ahreawhsar:\vsw Estazglf\rgs‘etxts PrintForm | | Exit || <<Back || Next>»
ACEVO

Action on Disability and Development
Addenbrooke's Hospital, Cambridge

| Africa Advocacy Foundation

| Africa Foundation Stone

| African Child Trust

African Foundation for Development
African HIV Policy Network

African Medical and Research Foundation
Alder Hay Children's Hospital, Liverpool
Amersham Hospital

| Amnesty International

| Anglia Ruskin University

| Anthony Nolan Research Institute
Architectural Association -

STEP 2A. NAME OF INSTITUTION

Items marked * must be completed

* Please select the institute that your organisation belongs to
The Law Society ~ [[other

Print Form | | Exit || <<Back || Mext==

click on Next >>



on the next screen enter your contact details

STEP 3. YOUuR DETAILS

‘Your Organisation
g Items marked * must be completed

Institution

Contact Details
* Name

* Your position within the organisation
* E-mail Address
# Please re-enter your E-mail Address

This will be used as your log-on 1D.

Apply for Registration

John Brown

Registrar
jb@bourdillon.plus.com

jb@bourdillon.plus.com

Your password (which you will subsequently be able to change) will be e-mailed to this address.

Click on Apply for Registration

you will see the following message

Prii

oo ][t ][ ]|

Important

Before your Application can be processed, it must be sent to the
Commonwealth Scholarship Commission on official headed paper.

COMMONWEALTH
SCHOLARSHIPS

You will receive a separate e-mail from us, containing instructions for this
process, after you submit the form.

click on OK

rApplication Submitted

Thank you for your interest in the C5C.

Your Application To become a CSC Agency has been submitted. ¥You will be notified of the outcome by e-mail.

Click on OK




You will shortly receive an email entitled '‘Paper Application Required' with a PDF attachment
Print the PDF in the email on headed paper, have it signed by the 'Appointed Person' and po

st it to the CSC

The email looks like this

Dear John Brown
This is an e-mail from the Commonwealth Scholarship Commission (CSC) electronic application system.

You recently completed an application to become a registered Nominating Agency / Nominator with the CSC.

Before your Application can be processed, a copy must be sent to the Commonwealth Scholarship Commission on official headed paper.

Please could you carry out the following steps:
{1) Open the attached PDF file, which contains a letter to the C5C detailing your application.

{2) Use the PDF software's print button to print out the letter, using headed notepaper if appropriate (space has been left at the top
{3) Mail the letter to the CSC at the following address:

C5C secretariat

Commonwealth Scholarship Commission

c/o The Association of Commonwealth Universities

Woburn House

20-24 Tavistock Square

London WC1H SHF

TK

Regards,

The Commonwealth Scholarship team.

The attached PDF looks like this

CEC secretariat

Commonwealth Scholarship Commission

cl/o The Association of Commonwealth Universities
Woburn House

20-24 Tavistock Square

London WC1TH SHF
LK
21/09/2009

Dear Secretariat

Ref. Application 1D: 1229

This is a hard

oy of the application to register a new Agency / Mominator with the Commonwealth
Scholarship Commission Elect

anic Application System (EAS), which | completaed on-line.

Institution: The Law Society

Nominator Details

Mame: Ralph Bailey

Fosition within the organisation: C

E-mail Address: rbi@bourdillon.plus.com

Yours sincerely

Ralph Bailey

of the letter for this).



The next thing that will happen is that you receive an email entitled "Your Application to become a CSC
Agency'

Dear John Brown

This is an e-mail from the the Commonwealth Scholarship Commission (CSC), regarding your recent application for your Institution (Aberystwyth University ) to become an Agency
within the CSC.

We have reviewsd your application, and are pleased to announce that you are successful.
You will be notified in a separate e-mail of your log-in details, password and how to access the Electronic Application System (EAS).
Regards,

Zdministrator
Commonwealth Scholarship Commission

This will shortly be followed by an email to you entitled 'Commonwealth Scholarship Commission
Registration' that includes a link to obtain a password so you can log onto the Electronic Application System
(EAS)

Dear John Brown

This is a notification To inform you Chat you have been registered with the Commonwealth Scholarsnhip Commission slectronic application system. You should use the link below To
retrieve your password.

User Name = jb@bourdillon.plus.com
Link to Password = htcp://81.171.130.211/csc/C5C RecoverPassword.ofml?IssueID=KGE2B074

Once you have retrieved your password, you can use your e-mail address and the password to access the electronic application system. Should you wish to change the details vou
have been registered with vou can do so by following the My Details link from the portal.

Tne portal itself can be accessed on:

nttp://forms.cscuk.org.uk/officeforms/CSC Portal.ofml

Thank you for using the Commonwealth Scholarship electronic application system

click on the link to the password

COMMONWEALTH
SCHOLARSHIPS
Retrieve Password

Accessible Version

|

Cancel

click on Retrieve Password

Password Issued

Your new password is B4WB0KWT

Note the password or copy it (with a view to pasting it when logging on)



Access the EAS via http://www.cscuk.org.uk/apply/professional fellowships.asp and click on electronic
application system or via http://csc.do-it-online.org.uk/csc/ElectronicApplicationSystem.htm

click on Nomination, Advice & Admin Portal

Log on with your email address and the password you obtained from the email link

rLog On

Please supply an Email Address and Password to log on to the system, or if you want to register as a new user, please click the
appropriate button below.

Email Address jb@bourdillon.plus.com
Password ssssssss
Log On

[_Forgotten Password | [ Change Registration Details |

Cancel
click on Log On
Q(.(JMM()NWFAI.TH
Commonwealth Scholarship Electronic Application System SCHOLARSHIFS
PLEASE SELECT WHICH TASK YOU WOULD LIKE TO CARRY OUT
Portals
Nomination and Tracking Portal [ee ]
System Administration
User Administration [eo]
Agency Administration @
Log Off
click on My Details to change the password to something easier to remember
OL OMMONWEALTH
Commonwealth Scholarship Electronic Application System ECHOLARSHIFS

PLEASE SELECT WHICH TASK YOU WOULD LIKE TO CARRY OUT

Portals
Nomination and Tracking Portal

¥ Administration

User Administration
Agency Administration

e/ |




this screen opens

CSC Self Registration Form Ve —
SCHOLARSHIPS
TN o e et T concer 1 | |

Basic DETAILS

Basic Details

* E-mail Address jb@bourdillon.plus.com
Tick here if you wish to change your password [l change Password
Title -

* First Name John
Middle Names

* Family Name Brown

Your address for correspondence

Telephone

Permanent address (if different)

Permanent E-mail (if different from above)

Permanent Telephone

Mobile number

Should we contact you via SM5? 1 Yes © No

click on Change Password

Submit New Details

Basic DETAILS

* E-mail Address \jb@bourdillon.plus.com
Tick here if you wish to change your password Change Password

* Please enter a password sssssses

* Please re-enter your password sssssses

Title -
* First Name John

Middle Names
#* Family Name Brown

enter the new password twice and click on Submit New Details

COMMONWEALTH
SCHOLARSHIPS
Update Complete

Your details have been updated successfully.

If you have requested a change to your password, this will take effect
immediately.




click on OK. This takes you back to this screen

PLEASE SELECT WHICH TASK YOU WOULD LIKE TO CARRY OUT

rPortals
Momination and Tracking Portal

-System Administration

User Administration
Agency Administration

Bl | B

click on Nomination and Tracking Portal to reveal

a x a COMMONWEALTH
Nomination and Tracking Portal Osmo..mmps

Close | Log Off | My Details

In Tray | Reserve List ‘ New Forms | Track All Forms ‘

Show 20 ~ records per page

Show Results For:
Programme Type
O] ) scholarship () Staff p O pr p () Distance Learning ") Shared Scholarships

cision

©) Not Yet Assessed () Undecided () Probable Nomination ) Probable Reserve List () Possible Nomination ) Probable Rejection

No records!
|£) ’s;;m |Gand|'date |ngramme |1nitia| Decision Received So Far | |
\ \ \ [
Page 1 << Previous MNext >
click on the New Forms tab
Nomination and Tracking Portal Q;?:ﬁ:’ffi:‘;‘:;

Close | Log OFF | My Details
In Tray Reserve List New Forms ‘ Track All Forms

Show 20 + records per page

New Project

Select Programme Type «<Select Programme Type: -

Show Results For:
No records!

PJ Sent |I‘mgramme |In5titution |Department |Contact | |

Page 1 << Previous Next >

Saved Forms Not Yet Submitted:

Click "Open...” to continue filling in the form

No records!

Started - [Last viewed [Type |
\ \ \

Page 1 << Previous Net>>

Submitted Forms In Process:

Mo records! (Live Forms Only)

PJ | Originated |Type Status | Now With Since | History | Form |
\ I \ \ \ |




in the New Project section click on Select Programme Type

Nomination and Tracking Portal

In Tray | Reserve List ‘ MNew Forms ‘ Track All Forms |

Refresh

New Project

Select Programme Type { Select Programme Typex: i;]
<Select Programme Type>
Bid to provide Shared Scholarships
Prepare Professional Fellowship Programme

Show Results For:

Mo records!

1D Sent Programme Institution Depat

Page 1 =< Previous Next ==

Saved Forms Not Yet Submitted:

Click "Open..." to continue filling in the form

select Prepare Professional Fellowship Programme and click on Start Application

Nomination and Tracking Portal

In Tray | Reserve |List | New Forms | Track All Forms |
Refresh
New Project
Select Programme Type Prepare Professional Fellowship Programme -

Show Results For:

No records!

1D Sent Programme Institution

Page 1

Saved Forms Not Yet Submitted:

Click "Open..." to continue filling in the form



the screen requesting Organisation Details opens

the lower part of this screen looks like

Telephone no.

Fax no.

Email address

Website WWW.

Has your organisation previously applied for awards under the Commonwealth Professional Fellowships programme?
@ ¥es @ No

Please give the status of your organisation (e.g.

charity, public limited company etc.)

N

. Details of UK host organisation

Is the UK host organisation different from the nominating organisation above?
7 Yes @ No

7o | =T — |

when you've filled in this page click on Next>>



the screen asking for information about the Fellowships appears

*** fields with asterisks beside them are mandatory ***

the bottom part of this same screen shows



when you've filled in the Fellowships page click on Next>>

and when you've filled in the Proposed Activity page click on Next>>

and when you've filled in the Intended Impact page click on Next>> which opens the Other Details page



the lower part of the Other Details page looks like

and when you've filled in the Other Details page click on Next>>

click on Release to make the form available to your Fellowship applicants

Note that if the program finds empty mandatory fields they will be drawn to your attention



following a successful Release, you will return to this screen

if you click on Start Application at this point you can go back in to make changes to the form

click on OK and this time you will see Re-Release and Revoke

Re-Release ensures that all candidates' forms are updated with your information. Revoke allows you to stop
candidates completing your application form while you consider major revision



click on Log Off. Now candidates can apply for your Fellowship programme via
http://www.cscuk.org.uk/apply/professional_fellowships.asp and click on electronic application system

If you wish to amend the form at any stage before nominating your candidates
1. Access the EAS via http://www.cscuk.org.uk/apply/professional fellowships.asp and click on

electronic application system

or via http://csc.do-it-online.org.uk/csc/ElectronicApplicationSystem.htm

Click on Nomination, Advice & Admin Portal

Log on

Click on Nomination and Tracking Portal

Click on the New Forms tab

Click on Select Programme Type

Select Professional Fellowship Programme

Click on Start Application

ONoOR~WN

you will then see the following screen

click on OK and your form will open for editing and Re-Release (or Revoke)



