Help Document for Nominee Portal

@

IRISH RESEARCH COUNCIL

An Chombhairle um Thaighde in Eirinn

Irish Research Council - European Space Agency Traineeship Scheme 2019

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.
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For Existing Users:

Sign into the portal using the email address and the password
you crested when you originally signed up for the portal. If you
have fergotten your passwerd, click "Forgot your password 7"
and follow the prampis to reset your password.

For Technical Help with your application:

Fleass email esa@research.is for szsistance or clickon XXX
Apglication Help Doc

Sign In

Email

Password

Need an Account?

esa

European Space Agency
Agence spatiale européenne

®

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

“Continue”.
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4= Return to Login

Sign IniSign Up InstructionsFor New Users: Pigaza click to certity that you underetand and agrea with the Data Collection Motice datalled

By clicking Sign Up, you will be prompted to enter your ema below.

sddress and create 3 password. Your password must be &t
n length. Once you have chosen your
your account will be creasted and you will gain

Data Collection Notice

passwon
accass to the portal.

For Existing Users:

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 "Forget your password?”
and follow the prompts to resst your password.
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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.
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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.
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Welcome, postgradi@reseanch.ie Legout

Momination Form

Profile

Irish Research Council-European Space Agency Traineeship Scheme 2019

Step 1. Use + Create a Profile to Get Started to create profile
Step 2. Use + Get Started to enter details of your first offer.
Then Use + Add Another to enter additional offers that you have received. Each offer is evaluated seperately . therefore each offer must have a complets set of information.
+ Create a Profile to Get Started
Step 3:

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

Successl

‘Your profile is now complete.
Your next step is to start your entry.

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’.
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Welcome, Logout

Nomination Form

Profile
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Step 1. Use + Create 3 Profile to Get Started to create profile

Step 2. Use + Get Started to enter details of your first offer.

Then Use + Add Another to enter additional offers that you have received. Each offer is evaluated seperately , therefore each offer must have a complete set of information.

Profile & Complets iz & Edit

+

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.
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European Space Agency
Agence spatiale européenne

Welcome, = Logout

Nomination Form » (untitied)

Step 1. Enter details into each section and click on Save Draft those details and remain in the form. Click Save to save details and return to Bst of sections.

Step 2. When all sections are complets iz when you are & tatus of Complete.

Step 2. When all sections have 3 status of Complete , click ere to Submit Application to finalkise your submission. Ono you can ne longer edit your submission.

Mominee Details Stage

Nominee Details 1Q Action Required ®\iew || & Edit

Mominee Details Submission Submit Nominee Details

Once you click submit , you can ne longer edit your submission
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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

Nominee Details

Inistiution *

First Hamas =

Middis Hame

Lact Mams *

Gamdar ®

Addracs

Country

Anadamis Aafarss Heams ~
Anademis Aefemms Emall Addrecc *

Etmtamant of motivation *

& e a lis =]
Cuwrrioulum Viae (fao-page limik) #

e Sadwad i fils [-]

First Prederancs
Bocond Preforsnos *

wnat Is your nationality 7 =

Wil you have besn recident In ireland tor & continlous period of thres of the flve year: precesding 1 Cofober 20187 #

Havs you complsied a8 mackar'c avel dagres st an irich HEL, or will heve avidancs of 8 complatsd & mecisr's dagres by Bxplemier 20, 20498 7+

—
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I oonfinm | 'wlll be sbis o Dagin the trainsechip during Oobober 2016 *
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http://research.ie/funding/esa/?f=postgraduate
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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.

Education

Bachelor's Degree *
¥ Yes

Gualification type and name *
Institution *

Owverall Grade *

Graduation Date *

Transcript file Upload *

= Sebect a file (=]
Second Bachelor's Degree (if applicable)
YES
Master's Degree *
¥ YES

Qualification type and name *
Institution *

Owverall Grade *

Graduation Date *

Transcript file Upload *
= Skt a file Q9
Second Master's Degree (if applicable)
YES
Other Degres (if applicable)

YES
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. | 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.”
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Nominee Declaration

| declare that all of the information in this form is correct. | 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. *

fes

Signature *

Saved sf 12:27:42 P ‘ Save Draft E

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.
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Welcome, 1 Logout

Nomination Form >

Nominee Details Stage

Nominee Details

Nominee Details Submission

Once you click submit , you can no longer edit your submission
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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.
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Welcome, 1 Leogout

Momination Form »

Step 1. Enter details into each section and click on Save Draft to save those details and remain in the form. Click Save to sawe details and returmn to kst of sections.

Step 2. When all s= s are complets | rewi ction = ick Save when you are satisifed. This section will now show a status of Complete.

Step 3. When all sections have a status of Complete , click on Click here to Submit Application to finalise your submission. Once clicked , you can no longer edit your submission

Nominee Details Stage

Nominee Details & \izw 7 Edit

MNominee Details Submission o TR e e L
Thank you. Your application was submitted




