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Step 1:
To begin, click the ‘Sign Up’ button under ‘Need an Account?’. Enter your email and desired password,
click the box confirming that you have read the Data Collection Notice, then click ‘Sign Up’ at the
bottom of the page.

Tick the box to certify that you understand and agree with the Data Collection Notice and click on
“Continue”.

If you are an existing user, Sign into the portal using the email address and the password you created
when you originally signed up for the portal. If you have forgotten your password, click "Forgot your
password?" and follow the prompts to reset your password.

Step 2:
Once you have logged in, you will be asked to create a profile. This is simply your email and name (first
and last). This profile section can still be edited after your application has been submitted.

Step 3:
When you have entered your profile information, click the ‘Save’ button to progress.

You will see that there are two buttons on the right-hand side of your ‘Profile’ section. The button that
looks like an eye can be used to view the details you have entered. The button that looks like a pencil
can be used to edit your profile.
When you are ready, you can begin work on your application. Click the box on ‘Get Started’.

Step 4:
You will see a similar screen with the ‘Nominee Details’ section for completion.
Similar to your ‘Profile’, you can use the ‘eye’ and ‘pencil’ buttons (which will appear on the right-hand
side of the section) to either preview or make edits to that specific part of the application.

The ‘Nominee Details’ form is composed of three sections:
1. Nominee Details – fields include personal details, information on Academic Referee,
Statement of Motivation (pdf. format only), CV (pdf. format only, First and Second Preference
for the Training Opportunity – for full information on Opportunities click here

2. Education – information on your bachelor’s degree and Master’s Degree are mandatory*.
Please note the upload of Transcripts (pdf. Format only) is also mandatory* for the assessment
of your nomination.

3. Nominee Declaration – Nominees must agree to the Declaration as per text below:
“I declare that all of the information in this form is correct. I confirm that should it become
apparent that any of the information herein is inaccurate or unverifiable with appropriate
documentation, it will result in the application automatically being deemed ineligible.”

As you progress through your application, you will see two buttons at the bottom-right of each
individual section: one labelled ‘Save Draft’ and the other labelled ‘Save’. The ‘Save Draft’ button is
used to save that section of your application while allowing you to remain on that page. The ‘Save’
button is used to save that section of your application and return you to the ‘Nominee Details’ section.
The form can be saved as draft and edited as many times as necessary within the submission deadline.
Once the form is complete, ‘Save’ the information and the form is ready for submission.

Step 5:
Once Nominee Details form is filled in full, the status will change to ‘Complete’ and the button ‘Submit
Nominee Details’ will become green indicating the application is ready for submission.
Click on ‘Submit Nominee Details’ to submit your application. Please note that once the ‘Nominee
Details’ form is submitted, you will no longer be able to edit any of the content, although you can
still use the ‘eye’ button to view them.

Step 6:
Once you have submitted your application you will see the submission confirmation ‘ This has been
submitted’ where the button ‘Submit Nominee Details’ was. This means your application has been
submitted successfully. At this stage, both Academic Referee and Research Officer will be notified of
the submission of your IRC-ESA Traineeship Application.
Please note that applications received after the deadline will not be considered and will not progress
for further reference, endorsement or assessment.

Click the ‘Logout’ button at the top-right of the screen to safely log out and leave the website.

