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Log On/Register

1. Go to https://csc.do-it-online.org.uk/csc/ElectronicApplicationSystem.htm

2. Click on Applicant’s Portal. This takes you to the Log On page.

Log On

Accessibility Help

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

Password

Log On

| Register New User || Forgotten Password || Change Registration Details
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https://csc.do-it-online.org.uk/csc/ElectronicApplicationSystem.htm

If you have not used the Electronic Application System (EAS) before, click on Register New User. This takes you
to the Basic Details page. Fill in the form.

Fields with asterisks (*) are mandatory and must be completed. Passwords must be a minimum of 8 characters,
and must include upper and lower case letters as well as at least 1 number.
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4. Click on Next. This takes you to the Extra Details page. Fill in the form.

To complete the Nationality/Citizenship and Country of residence fields, click on the arrow at the right hand end of
each field, scroll down the list that appears, and select the appropriate country. Enter the first letter of the country to
scroll down the list quickly.

CSC Self Registration Form iR

COMMONWEALTH
w SCHOLARSHIPS

GContact Us
i CTYTTTRETTY T ST

Extra DETaILS

B Detail . . . _
asic Detalls Nationality / Citizenship E| 7

Extra Details Do you hold a second Nationality / Tiyes O No

Citizenship?

Place of birth

Country of residence E|
How many years have you lived in this
country?

Sex O Male © Female © Other
* Date of birth Day [=] |Month [=] vear
Religion E|
Ethnicity E|
Are there any health/disability issues relating to your ability to complete the proposed course that you would like to include in
your application?

|3E7‘

L ABC

Marital Status @ single © Married O Partner

How many children would accompany you, if
any?
Please state their ages

Emergency contact
Relationship

Telephone

E-mail

Father's nationality E|
Is your father: © Pre-retirement ) Retired ) Deceased

Father's occupation E|
Mother's nationality B

Is your mather: © Pre-retirement © Retired © Deceased
Mother's occupation E|

Submit Registration | | Cancel | [ << Back ||

5. Click on Submit Registration. This takes you to the Registration Complete page. Click OK.

OfficeForms: Registration Complete

Registration Complete

Your registration with the Commonwealth Scheolarship Commission
electronic application system has been successful.
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Apply for a Scholarship

1. After you have logged in or registered, click on the Start New Application tab to begin your application for a
Scholarship.

Click on the arrow at the right hand end of Select Programme Type to select ‘Shared Scholarship’. Click on Start
Application to move to the next section.

If you click on Mcrlzlon any page, the Notes for Candidates will open.

Your application is automatically saved at intervals. However, if your internet access is slow or unreliable, you are
recommended to Save and Exit and then Open your application regularly.
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A. APPLICATION DETAILS

1. On the Application Details page, select the name of the Nominating Agency (university) through which you are
applying.

2. Select the UK university you are applying to and the course for which you are applying. You have to submit an
application for every course you want to apply for. The deadline for submitting your application will be highlighted.

You must also apply directly to the university for each course you want to apply for.

3. At this stage you can:

a. click on Print Form to download and save the whole application form (both completed and uncompleted
sections) in PDF format — this can then be printed

b. click Save and Exit followed by Log off to end the current session. When you log on again, you can continue
from the point at which you exited

c. click Exit to go to the In Tray page, which lists current applications in progress and past applications. You can
also log off from the EAS from this page

d. click Next to go to the Personal Information page and check and amend the information, if necessary. You can
use the Next button to navigate through the sections of the application in order

e. click on any item in the left hand menu to go directly to that section
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B. PERSONAL INFORMATION

1. Click on Next on the Application Details page or on Personal Information in the left hand menu. This takes you to
the Personal Information page. Check and amend the information, if necessary.

Application for a Commonwealth Scholarship @A\ COMMONWEALTH
WSCHGLARSHIPS

e T TP T T RSETY R
Accessibility Hel

Section One: Personal INFORMATION

Application Details rPersonal Information

Personal Information
Important: All of the following details have been imported from your User Profile. Please make sure they are up to date before you submit the form.

Career To Date If any of the details are incorrect, please click the Edit My Details... button below.

Career To Date - cont.

Career To Date - cont. R

References

Proposed Study (DrProfiAssistant Prof etc.)

Home Country Benefit Given Namafs) — |
Future Career Surname (as on passport) |
Attachments

Nationality / Citizenshi ?
Checklist g P | | El

Second Nationality / Citizenship | | E|
Submission (if applicabie}

Flace Of Birth ‘

Date ofBih Year 1580

Are you? Male © Female = Other

Single © Married  Partner

Will your spouse accompany you to the UK? Yes Mo

Do you have children? Yes @ Mo

Your address for correspondence

Country for corespondence aboutthis application [ 4ia

Email Address for correspondence aboutthis i |
application b
Telephone ‘ |

Permanent Address (if diferent to Correspondence
Address above)

Country of permanent residence (if different to |
Country above)
Email (if different to Email Address above) ‘ |

Telephone (if diferent to Telephone Mumber ‘ |
above)

If your permanent address is notin the country of your birth, state the year in which you left that country and mention any subsequent change of permanent
residence

Emergency contact

Email

Telephone

Relationship

Print Form || Save and Exit || Spell Gheok || Exit |

[[== Back |[ Hext=>

2. Click on Next to go the next section.
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C. CAREERTO DATE

1. Click on Career To Date in the left hand menu. This takes you to the Educational Background page.

2. Question a.
Click on Add to enter details of a university-level qualification. The Add Table Row pop-up will open. Fill in the form.
Click OK to return to the Educational Background page. Add as many university-level qualifications as you have.

The 3 buttons in the left hand column of each row allow you to:

insert a new row edit the row delete the row

3. Question b.:
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If you answer Yes, a row will appear. Click on Add to enter the details. The Add Table Row pop-up will open. Fill in
the form. Click OK to return to the Educational Background page.

4. Question c.
This is a free-text field.

5. Question d.
Click on Add Row to enter details of a publication. The Add Table Row pop-up will open. Fill in the form. Click OK

to return to the Educational Background page. You can add details of up to 10 publications, including links to a
webpage, if available.
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6. Click on Next. This takes you to the Professional Record page. Fill in the form.

7. Click on Next. This takes you to the Other Information page. Fill in the form.

8. Click on Next to go the next section.
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D. REFERENCES

1. Click on References in the left hand menu. This takes you to the References page.

2. Click on Add to enter the details of a Referee. The Add Table Row pop-up will open. Fill in the form. Click OK to
return to the References page. You must add 3 referees.

3. When you submit your application:
a. each Referee will automatically be sent an email, containing a link to your application and inviting them to
complete their reference online
b. you will not be able to see the references, but you will be able to see in your In Tray which Referees have
completed their references
you can send a Referee a reminder email
you can change a Referee's email address and send another email to the new email address
e. you will not be able to change the name of any of your Referees

oo

4. Click on Next to go to the next section.
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E. HOME COUNTRY BENEFIT

1. Click on Home Country Benefit in the left hand menu. This takes you to the Benefit To Your Country page. Fill in
the form.

2. Click on Next to go to the next section.
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F. FUTURE CAREER

1. Click on Future Career in the left hand menu. This takes you to the Future Career Plans page. Fill in the form.

2. Click on Next to go to the next section.
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G. ATTACHMENTS

1. Click on Attachments in the left hand menu. This takes you to the Supporting Documentation page.
This is the only page in your application where you can find your EAS identification number.

Application for a Shared Scholarship &8N\ COMMONWEALTH

Kingdern WSCHOLARSHIPS

Coniact Us

N . oo T eve ama it N spett Cheote | it | <<Backc | iexe>> N
Accessibility Hel GENERAL HELP

ATTACHMENTS

Application Details rSupporting Documentation

Personal Information
Your EAS identification number is 333176
Career To Date
Attachments must be in either JPEG (jpg, .jpeqg), or Microsoft Word (.doc, .docx) or OpenOffice Writer (.odt) or
Career To Date - cont. Acrobat (_pdf) format. Do not attach an Acrobat Partfolio. Ifyou are attaching multiple JPEG documents, first save
them into a Microsoft Word document before attaching the Microsoft Word document

Career To Date - cont.

Home Country Benefit Mo attachment can be larger than 2 megabytes

Future Career Pages of Passport showing Photograph, Date of Birth and Citizenship
References Aftached
Attachments University / College transcript{s) and certificate(s), certified by the awarding body
Checklist Attached
submission Certificate of English Language proficiency, if required

Attached

Print Form || Save and Exit |[ Spell Check |[ Exit |[ << Back |[ Mext>>

2. Click on Attach to include a passport page. The Add Attachment pop-up will open. Click on Browse to look for the
file on your computer, and then click on OK to return to the Supporting Documentation page. The passport page will
be printed in your PDF.

Add Attachment

Choose the file to attach:
Choose File | no file selected

Files must not be larger than 2 MB.
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3. Attach the rest of the required supporting documentation. Your university/college transcripts and certificates, your
offer of a place at a UK university, and your English language certificate will not be printed in your PDF — they are
only stored electronically. It is important that you check that these files have been attached correctly by clicking on
the Retrieve button for each one.

ALLESSIDIILY HEIP | ek
ATTACHMENTS

‘Supporting Documentation

Your EAS identification numberis 333176

Attachments must be in either JPEG (jpa, .jpea), or Microsoft Word (_doc, .docx) or OpenOffice Writer ( odt) or
Acrobat (.pdf) format. Do not attach an Acrobat Portfolio. If you are attaching multiple JPEG documents, first save
them into a Microsoft Word document before attaching the Microsoft Word document

Mo attachment can be larger than 2 megabytes

Pages of Passport showing Photograph, Date of Birth and Citizenship
Attached | Retrieve || Delete

University / College transcript{s) and certificate(s), certified by the awarding body
Attached | Retrieve || Delete

Certificate of English Language proficiency, if required
Attached Attach

4. Click on Next to go to the next section.
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H. CHECKLIST

1. Click on Checklist in the left hand menu. This takes you to the Checklist and Confirmation page. Fill in the form.

2. Click on Next to go to the next section.
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. SUBMISSION

1. Click on Submission in the left hand menu. This takes you to the Submission page.

2. Click on Print Form to download and save a PDF of the final version of your application form.
3. Click on Submit to send your application to your Nominating Agency.
4. If you have failed to enter essential information, the Errors On The Form pop-up will open. When you have made

your corrections, click on Print Form again to download a PDF of the final version of your application form, and
then click on Submit.

25/10/16 17



5. If your application has been submitted successfully, the Application Submitted pop-up will open.

6. Click on Exit to Portal to return to the In Tray.
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In Tra
1. Each time you log into the EAS, you are taken to the In Tray page.

2. Inthe In Tray, you can:
a. click on View Existing Applications to view current and past applications
b. click on My Details to amend your personal information
c. click on Start New Application to start a new application
d. click on Log Off to log off from the EAS

1. Inthe View Existing Applications tab in the In Tray, you can see:

ID: the identification number of your application

Originated: the date you initiated your application

Type: the type of award for which you applied

Stage: the stage to which your application has progressed

Now With: who is currently dealing with your application

Since: the date your application moved to its latest stage

Received So Far: which of your Referees have completed their references online. For example, 'References:
1 &_ of 3' means that Referee 1 has completed his/her reference online, but Referees 2 and 3 have yet to do
so. Similarly, 'References: 2 & 3 of 3' means that Referees 2 and 3 have completed on-line references, but
that Referee 1 has yet to do so

@ poo0oTw

Applicant's Portal

Log Off | My Details

View Existing Applications Start New Application Feedback
Show |20 ¥ |records per page

Submitted Forms In Process:

Records 1 - 2 of 2 (Live and Completed Forms)

‘lD Originated Type Stage Now With Since Received So Far Form
324219 |12/Apr/16 19:43 Distance Learning Scholarship Noeminating Agency 1 University of York : Social Policy & Social Work 22/Aprf16 17:19 References: all 2 View Form
322769 |07/Apr/16 14:30 Distance Learning Scholarship Nominating Agency 1 SOAS : Financial & Management Studies 07/Apr/16 16:01 References: 0 of 2 View Form

Page 1

This image shows that the candidate has submitted applications for 2 different Distance Learning Scholarships.
Both the referees for application with ID 324219 have submitted online references. However, the referees for
application ID 322769, who could be the same referees as for application ID 324219, have yet to submit online
references
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A. CONTINUE WITH SAVED APPLICATION

1. To continue working on a current application, click Open. The Application Details page will appear, with a reminder
of the application deadline.
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B. VIEW SUBMITTED APPLICATION AND AMEND REFEREE’S EMAIL ADDRESS

1. Click on View Form to go back into your application. You can make changes on the References page only.

Square

Application for a Commonwealth Scholarship
SCHOLARSHIPS

Print Form [§ Sawe and Exit | Spell Check §| Exit | << Back [| Next ==

Accessiollity Help

SecTion THrRee: REFERENCES

Application Details References

Agency Input Please listthe names and positions of three referees who are qualified to comment an your ability to benefit from the propesed course of study and whom you will
be approaching.

Personal Information
Clickthe Add... button to add each referee in turn.
Career To Date Please refer to Mote 16 for guidance in this area.

Career To Date - cont. [ Referees

Hame Job Title 0 isati Email Add Phone Fax Change Email Resend Email
Career To Date - cont. " - -

John Smith Manager Work john@smith.com Change Resend
References David Jones Manager Work Two david@jones.com Change Resend

William Cooper Manager Work Three willlam@cooper.com Change Resend

Proposed Study
Do you consent to your application form being visible @ Yes No

Home Country Benefit tothese referees?
Future Career Do you consent to your referees and potential @ Yes No
Attachments supervisors (if relevant) receiving an email saying
whether or not you have been successful in
Checklist obtaining an award?

[ Print Form | [ 8ave and Exit || Spell Check || Exit | [ << Back |[ Hext=> |

2. Click on Change. The Edit referee email address pop-up will open. Fill in the form. Click on OK to return to the
References page.

Accessibility Hel

Edit referee email address for John Smith

IMPORTANT: Be careful To supply the correct email address, otherwise you will have To ask the referee To send the reference On
headed paper.

* Email Address

* Repeat email address

On selecting OK the Referee will be updated but will not be contacted again until the Resend action is taken.
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3. Click on Resend to send an email to the new email address. A pop-up will appear. Click on OK to confirm.

Accessioility Help

Application for a Commonwealth Scholarship

Are you sure you wish to resend the details to this Referee?

4. Click on OK to close the pop-up.

Info

Your referee has been emailed with the appropriate details

If one of your Referees has difficulty submitting their reference using the online form, you should ask them to send a
signed reference, preferably on headed paper, scanned in PDF format as an attachment to an email to
references.sharedscholarships@cscuk.org.uk

The EAS Helpdesk will upload the reference into your online application if:

1. The reference is sent directly to references.sharedscholarships@cscuk.org.uk from the same email address to
which the invitation to submit a reference was sent via the EAS

2. Thereference is less than 2 MB in size

3. The email to which the reference is attached quotes the EAS Number of the only application into which the reference
is to be uploaded

There is no deadline in the EAS for referees
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C. AMEND PERSONAL INFORMATION

1. Click on My Details in the top right corner to go to the Basic Details page to change your password or any other
personal information.

2. Once you have made your changes, click on Submit New Details. This returns you to the In Tray page.
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