This guide shows UK Higher Education Institutions h ow to bid for Shared Scholarships

To be able to complete the bidding form you must be registered on the EAS as an Agency Contact for your
HEI. To be registered on the EAS please contact Irene Costello irene.costello@cscuk.org.uk

Once registered, access the EAS via http://www.cscuk.org.uk/apply/eas.asp and click on Click here to
Access the System or via http://csc.do-it-online.org.uk/csc/ElectronicApplicationSystem.htm

Electronic Application System

Options:

Applicant’'s Portal

MNomination, Advice and Admin Portal

Apply to be Nominating Agency

Log Off EAS

click on Nomination, Advice and Admin Portal

Log on with your email address and password. If you have just been registered, you will have received an
email which enables you to retrieve a password

Log 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 ssssssse

Log On

[ Forgotien Password || Change Registration Details |

click on Log On



this screen opens

COMMONWEALTH
Commonwealth Scholarship Electronic Application System Qcmon ARSHIPS

Close | Log Off | My Detais

PLEASE SELECT WHICH TASK YOU WOULD LIKE TO CARRY OUT

Portals
Nomination and Tracking Portal

rSystem Administration
User Administration
Agency Administration

55/ | |8

If you have used the password retrieved from the email link, click on My Details to change the password to
something easier to remember

Commonwealth Scholarship Electronic Application System

TOHQ
Ciose | Log Off | My Detais

PLEASE SELECT WHICH TASK YOU WOULD LIKE TO CARRY OUT
Portals

Nomination and Tracking Portal

Y Administration
User Administration
Agency Administration

ele] |




this screen opens

CSC Self Registration Form -
SCHOLARSHIPS
C;:mict Us
e T T  —_|

Basic DETAILS

Basic Details

* E-mail Address jb@bourdillon.plus.com
Tick here if you wish to change your password [7lchange 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? i 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 ssssnsee

# Please re-enter your password

Title -
* First Name John

Middle Names
* Family Name Brown

enter the new password twice and click on Submit New Details

COMMONWEALTH
SCHOLARSHIFS
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

Blel | B

click on Nomination and Tracking Portal to reveal

= = » COMMONWEALTH
Nomination and Tracking Portal . CHOLARSHIPS
In Tray ‘ Reserve List | New Forms ‘ Track All Forms |

Show 20 ~ records per page

Show Results For:

Programme Type

@ all ©) Scholarship ) Academic Staff Fellowship () Professional Fellowship ) Distance Learning () Shared Schaolarships.

al ision

Il O Mot Yet Assessed () Undecided ©) Probable Nomination ©) Probable Reserve List () Possible Nomination ) Probable Rejection

No records!
1D |Sent |Candidate |Progmmme |Im'tia| Decision Received So Far | |
% \ [ [ \ [
Page 1 <= Previous Next >
click on the New Forms tab
Nomination and Tracking Portal Q:?Sﬁi’i‘;’::‘,‘sé

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= -

Start Application

Show Results For:

No records!
|£) Sent |Programme |]n5t|'tulion |Deparlment |C0ntact | |

Page 1 << Previous

Saved Forms Not Yet Submitted:

Ciick "Open..." to continus filling in the form

No records!

Started - [Last viewed [Type |
[ \ \ :

Page 1 <= Previous

Submitted Forms In Process:

No records! (Live Forms Oniy)

|£) |0r|'gir|ated |Type |Statu5 Now With Since |History |Form |
I \ \ \ \ |




in the New Project section click on Select Programme Type

Nomination and Tracking Portal

In Tray ‘ Reserve List | New 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!

D Sent Programme Institution Depat

Page 1 <« Previous Next ==

Saved Forms Not Yet Submitted:

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



select Bid to provide Shared Scholarships and click on Start Application

Nomination and Tracking Portal

Reserve List ‘

Mew Forms | Track All Farms |

MNew Project
Select Programme Type

Bid to provide Shared Scholarships

I
Show Results For:

Start Applicatien |
Mo records!

ID Sent Programme Institution
Fage i == Previous e
Saved Forms Not Yet Submitted:
Click "Open..." to continue filling in che form
Mo records!
Started - Last Viewed
Fage 1 Previous =3
Submitted Forms In Process:
Mo records! (Live Forms Qnfy)
D Originated Type Status MNow With

Fage 1

..
i1
o

[}

1]



the screen requesting Institution Details opens

Bidding Form for Commonwealth Shared Scholarship Scheme

i (T ST T I T

INSTITUTION DETAILS

HELE

Institution T
Institution and Courses

Development 1. Name of Institution

Declaration

Submit The Farm % 2. Number of awards requested

* 3. Eligible Courses
Please note that bids must be mapped to specific courses.
Please list courses for which the award(s) will be available.

This information will be published in the Scheme booklet and on the CSC website.

Please note that bids without this information will not be considered.

Print Form | | Save and Exit Hext=>

clicking on the Print Form button at any stage lets you print a PDF of the information you have entered

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



clicking on the Save and Exit button returns you to the New Forms screen

- - . COMMONWEALTH
Nomination and Tracking Portal Q:(‘Hnmnf.[—npf.
InTrav Reserve List Mew Forms Track All Forms /

Show 20 + records per page

New Project
Select Programme Type <Select Programme Types -

Show Results For:
Mo records!

|[D Sent Programme Institution Depagtiment Contact | |

Page 1
Saved Forr
Click "Open.."

Records 1-1of 1

bmitted:

|5tarted Last Viewed Type
|2a/mar/10 08:18 24/Mar/10 08:43 Bid twbrovide Shared Scholarships Open...

Page 1

Submitted Forms In Process:
Records 1 - 1 of 1 (Live Forms Oniy)

|[D Originated Type Status Now With Since |Hisjﬁry Form |

| 1730 |{24/Mar/10 08:18 Bid to provide Shared Scholarships Initizl Irens Costzllo 24/Mar/10 08:18 o Histary View Farm |

Page 1

note 2 rows have now ha¥e content: one under the subheading Saved Forms N6t Yet Submitted and the

other under the subhe&ding Submitted Forms In Process
here you can Log Off with a view to completing the Bidding form later
when you Log On again to complete the Bidding form you need to follow the route:

Nomination and Tracking Portal New Forms and click on Open in the row under the subheading
Submitted Forms In Process



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

the screen asking for information about the Development Statement appears

years of

=== Bidding Form for Commonwealth Shared Scholarship Scheme

T STATEMENT Here
Institution
Development
Development * 4. Development Statement
Declaration

Institutions are asked to provide a statement explaining the direct or indirect relevance of the course(s) to developing countries.
Submit The Form

Please note that bids without this information will not be considered. e &
I E_?[ A‘B(C |

* Regional or Country Preference ® yes
I No

the bottom part of this same screen shows

* Regional or Country Preference ® Yes

7 No

5. Institution contact information for candidates wishing to apply for a Shared Scholarship (Note that the information will be
published in the Scheme booklet).

Email and/or website address for Shared Scholarship Scheme contact at vour institution:

Email
Website
The Closing Date for Applications to reach Daylz‘ Maonth E|Year

your institution

Print Form | [ Save and Exit | [ Exit | [ <= Back | [ Next>>




when you've filled in the Development Statement page click on Next>> to open the Declaration page

when this has been completed you can Submit the Form

=== Bidding Form for Commonwealth Shared Scholarship Scheme @yg‘;’\;\ﬁo\w, i
SCHOLARSHIPS
e ITTTTS ST TR ST

SUBMIT THE FORM HELe

Institut = G
e Submission
Development
Declaration Yopodant! F E 2

If you are ready to submit the form, please use the Print Buttan ta retrieve a PDF Document of the completed farm and make sure that
Submit The Form you have checked it for accuracy.

Qnce you have done that, you will be able to submit your application.

Print Form | [ Save and Exit | [ Exit | [ << Back ||

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



following a successful Submission , you return to this screen

now only the row under the subheading Submitted Forms In Process has content. By clicking on View Form
you can open the form but you can no longer edit it



