
 
 

Summary of the Steps in Preparing a Professional Fellowship Programme 
 

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 

2. Click on Apply to be a Nominating Agency 
3. Click on  Department within UK HEI or UK Independent Organisation 
4. Click on Next >> 
5. If you are  

�× 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 

�× 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 

6. Click on Next >> 
7. Enter your contact details 
8. Click on Apply for Registration 
9. Click on OK 
10. Click on OK 
-------------------------------------------------------------------------- 
11. You will shortly receive an email entitled 'Paper Application Required' with a PDF attachment 
12. Print the PDF in the email on headed paper, have it signed by the 'Appointed Person' and post it to 

the CSC 
-------------------------------------------------------------------------- 
13. You will receive an email entitled 'Your Application to become a CSC Agency' 
14. 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. click on the link in the email to retrieve your password 
16. 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  

17. Log on with your email address and the password you obtained from the email link 
18. Click on Nomination, Advice & Admin Portal (and click on My Details to change the password to 

something easier to remember) 
19. when you have changed your password, click on Submit New Details and then on OK 
20. Click on Nomination and Tracking Portal  
21. Click on the New Forms tab 
22. Click on Select Programme Type  
23. Select Prepare Professional Fellowship Programme  
24. Click on Start Application 
25. Follow the instructions for completing the form 
26. When complete click on Release 
27. 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  

28. 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  
 

 
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 

 
click on Next >> 
 
select your institution from the drop-down list 
 

 
 
 

 
click on Next >> 
 
 



on the next screen enter your contact details 
 

 
 
 
Click on Apply for Registration 
 
you will see the following message 
 
 

 
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 
 
 
The email looks like this 
 

 
 
 
The attached PDF looks like this 
 

 
 



 
The next thing that will happen is that you 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) 
 

 
 
 
click on the link to the password 
 

 
 
click on Retrieve Password 
 

 
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 
 

 
 
 
click on Log On 
 

 
 
 
 
 
 
 
 
 
 
click on My Details to change the password to something easier to remember 
 

 



 
 
 
 
this screen opens 
 

 
 
 
click on Change Password 
 

 
 
enter the new password twice and click on Submit New Details 



 
 
 
click on OK. This takes you back to this screen 

click on Nomination and Tracking Portal to reveal 
 

 
 
click on the New Forms tab 
 
 

 



 
in the New Project section click on Select Programme Type  
 

 
 
select Prepare Professional Fellowship Programme and click on Start Application 
 

 
 



 
the screen requesting Organisation Details  opens 
 

 
 
 
the lower part of this screen looks like 
 
 

 
 
 
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  

2. Click on Nomination, Advice & Admin Portal 
3. Log on 
4. Click on Nomination and Tracking Portal  
5. Click on the New Forms tab 
6. Click on Select Programme Type  
7. Select Professional Fellowship Programme  
8. Click on Start Application 

 
 
 
you will then see the following screen 
 

 
 

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


