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EU-METALIC Application Process

A walkthrough guide to completing an online application

Erasmus
Mundus

This illustrated step-by-step guide has been designed to take applicants through the application
process whilst demonstrating various functions of the application database. This guide is designed
to accompany the information and instructions on the website, not to replace it. Candidates should
carefully read all instructions on www.eu-metalic.eu to ensure successful and problem free

completion.

1. Go to> www.eu-metalic.eu
2. Select > Click here from the text as indicated below.
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When you select this you will be redirected to the application platform homepage which will
look exactly as below:

EU-METALIC
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3. Select > Register bn the bottom right hand corner of the homepage.

Login

Username /Email Address

Password

\ | Remember me?

» FoNget vour password ?




4. When you select this you will be prompted to complete as series of information fields
including a Username. Complete the information ensuring that you enter a valid email
address. Once completed, select Register

User Registration

Select Title* [ar. (=)

Full Name* hn Smith

Family Name* Sinith

User Name* jsmith v/ User name is available.

Email Address”

Confirm Email Address*

Where did you hear about us?* [~PIdase Select—- (=]

GYYU1B

Please note: CAPTCHA is case sensitive.

Enter Captcha®

Cancel

‘ Register ’

5. Upon successful registration, you will see the following message and screen.
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M. John Smith

Dear Mr. Smith

Thank you for

maif adgrass you have provided while registering 1 within 24 hours.
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6. Please follow the instructions in the message and search for the confirmation email in your
inbox. The email will look like this:
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To,
Mr. John Smith

Dear Mr, Smith
Thank you for registenng your details with the EU-METALIC | database,
Your login details are &5 follows:

Username : jsmith
Temporary Password : Id7Ai6

In order to activate your account, you mant verify the emall address you provided (europeanprojectss cardifimet. ac,uk) via one of the following methods:

Option 1:

Click : here to activale your account,

Option 2;
Copy and paste this link http//planeteserv_com/Amundus/account/ConfemUserAccount ?code =Sbassas) 194446409501 - B152d63d0e 13 into the address bar and press Enter Key,

Please note that the above links will expire aftes 7 days therefore please ensure you complete your régistration by following the above stéps at the earliest.
Thank you for your interast in the EU-METALIC | Scholarship Project with EU, Morocco, Egypt, Tunisia, Algeria and Libya. Please feel free to get in touch with us should you have an
further queries or clarifications by emailling eun_stal !@carddffmet.ac uk or submitting a ticket via our dedicated Help Desk

With kind regards,
EU-METALIC | Project Team

7. Before you start your application you will need to log in by entering your username and
password and selecting the Log In button.

8. Please use Option 1 or 2 as provided in the email confirmation to verify your email address
and complete your registration. The link will take you to the following page where you will
be required to enter your username and temporary password aryin:

/

@ Your account has been sucessfully activaped and your login
details has been sent on your email addpéss.

Login

Username /Email Address

jsmith

Password /

Remember/me?

* Forget your password ?
* Register




9. You will be redirected to a screen where you will have the option to change your password
to one that is more memorable to you. Make sure you select a strong password in order to
proceed and select Reset.

Change Password

Old Password

New Password

Confirm password

10. Before you start your application you will

need to log in by entering your username Your Password has been reset
and new password and selecting the Log successfully. Please enter your new
In button. login details below to login and begin
your application.
Login

Username /Email Address

Password

[C] Remember me?

* Forget your password ?
* Register




11. Once you have logged in, you will have to select your Target Group and click on the _Select
button

Seloct Turgel Group

Flonie setect which Tangat Grove you are apphing undar i 00 1o pEOCeed L0 1he nevt L)

Floane snbact your Turget Group caretily as you wik nat b abiw ta changs your Groap onee you have pasiad the ‘N gryour apphication und started spplying 10 programmin

Target Group 1

arrently rugistarud/eenphoyed student ur 1aff at ome of the U or It Country (Mecoccun. Egantun, Tumiyah, Algenan or Ubyan) Partner Universities plesse iolott Targnt Grovp 1

Target Group 2

11 y0u dre Ouransy Tugicted ttudwnt of it ot another Curopean Moroccen, EprBlian, Tunalan, Algetian o Lbiyas Mighet Eutathon mititution 1Nt i 1ot 4 partnes s the EUMETALC 11 progct OR
0 AN & UNRTATY DRI Of SQpavalent Fiom 3 Furopedn, 0 ERVPTIn. Tunisan, Aarian or Liywn Higher Education neution (utents onlyl, please sebect Target Geoup 2

Target Group 3

1f you are # navanal of a thed-coumry czCemad by the geographcs lot (Kuropean, Moroccan, Egypuan, Tunman, Algeran or Lyan) in & particuledy wineratse stuation, for social and polinos

resons plrate selnct Target Groug X Tor saample

o haong o refuges stat A andum beneficienes
o 2 can be proved 1540 they have been the cbijec of .r(unfml srpulsen from wsvecity on raoal ethnic, relgious, polinesl, gender or sexusl iInchnation;

o they belong 15780 INdigencus POERAATIon targeted by o wpecfic national policy o 1DV {Intermally Diglaced Periang)

1o/t you will eed 10 upload documeet(s) cartifyng your aate

For further information about the Target Groups, plosse refer to Who Ca poly Page on the project wabsite

For a full st of our Partner Unlversities, please vislt the Partiners section of our website

If you select Target Group 3, you will be asked to upload a document certifying your state
and then click Submit

Target Group 3

If you are a national of a third-country concernedy the geographical lot (Europegn, Moroccan, Egyptian, Tunisian, Algerian or Libyan) in a particularly vulnerable situation, for social and political

reasons please select Target Group 3. For exa

= having a refugee status or asylum beneficiaries;
= it can be proved that they have been fhe object of unjustified expulsion from piniversity on racial, ethnic, religious, political, gender or sexual inclination;
= they belong to an indigenous populgfion targeted by a specific national policy or IDPs (Internally Displaced Persons)

Please note that you will need to uplogd document(s) certifying your state.

Please uplogd document(s) certifying your statef | Chodse File | Yo file chosen

(Files mugf be jpg, jped, .pdf .gif .png, .bmp)




Step 2: Basic Information
Allows you to input general data

12. Once you have selected your target group, you will automatically proceed to the main
application where you must complete Steps 2 - 6. You may use the below pane to navigate
between stages as well.

d n Basic Information Available Programmes Apply for Programmes Review Application Submit Application

Step 4: Apply for Programmes
Allows you to upload documents that are

Step 2: Basic Information
Also allows you to check the status

common to all your programme choices
such as passport, CV etc. as well as any

of your applications and submit or
delete any courses.

Step 3: Search for Available Programmes

documents that are specific to the course

Allows you to search and select for up to a
maximum of 2 courses. You may also use

you have selected such as learning
agreement for undergraduate and master
level, research proposal etc.

Step 5: Review Applications
Gives you an overview of vyour

this tab to bookmark programmes. applications with options to edit/delete

information or documents.

13. The below screen is how the Basic Information section will look like. You will then be
presented with a series of fields that you will need to complete regarding personal
information (General Data), contact details and education background.

Porsonal Information

Tenacul mivamaion
Salaw you must complate all coll marked with a rod {*) asterak. Please provide complate and accurate data. Once you have completed this section, please read the terms and conditons and tick the approval
box to devonstrate that you agree to 1he terms and conditions, Please Save this data by selecting the Save bution at the bottom of the page, before proceeding to the next stage: Available Programmes.
Tive' (Mr =
Full Name* John Smith
Famity Name* Smith
Genger (L T
Date of Binth' 1410019087
Home Country* (United Kingdom =
Marital Status* (Single T3]
Nationality” [United Kingdom | =)
Do you have some special needs ? :Yes V :No
Photograph

Please upload a recent passport size photograph of yourself hore”

(image Hes must e in (eq Joeg. Qf. ong. or amp Symal For PRoto Guidance: please cIky here

Pasnpedt detalls

ID Document Type* | Pazapod =l

Be sure to tick the Terms and Conditions and click Save and Coninue. If you have forgotten to fill in
any of the required fields, you will not be able to proceed.



Once you have completed the information accurately and clicked continue, you will be
automatically transferred to the next stage of the application — Available Programmes.

14. On this page, you will be able to search through the courses available to you using the filters

provided.

Sanrch and apply 1or courses

Collapsn | -]
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Fow CON revew the progaamne Jetall By selecting e Magromne Title Oaee o Mave deoded wpon your pegfermed
progemmes phease selet “Apay Now” and proceed wh Gploadng the regu i Jpeonting documen by

A000Apet ff pOw PAOO3E 1D OO B OGOV 20 pOur JOrDunTes IRy wal 201 COMDTIAE 0N GODNODNN, Merefore piease st

Mot o St “Apaly Mew” grue you huve mads sour desuan

Keywnrg

RCT
Moty Loves Balct =) caw
Moty Type Silect [} oo
Languege of () =) G
Instruchon -
Host Univerniy Select =] oua
Casafcation Balwct [=) coue

_

ToAnal mmber of programme ; 774

Maobility
Frogram (inle * woe
Adtmoistratien nubliouse of ddvsfoonumalt Exchange
LIRS XL Mobisty
i {
Allalas Scansiiaus du Sty slnopsenit e

Duration
Mobility Start
fervet) . Course clpssification date (nuuulh-_)
Mastar Public Aammstration 0B/15/14 0
Master Others Dusness Stodas- 00/18/14 &

Managumnment Soernce

Ho Dookmamn saved

Shawlng 110 50 of 774 prograsme

Language
ot anlvenity of

Instruction  Ae0ly Baokmwerk
Utwyeisity
AbouBehr Belkad  Arabe Applvnow  Heckmark
of Namism
Uniyarsey
AbouBekr Belkald  Arabik Al oow  Hackmacy
of Tiemcem

15. You can filter your search based on Mobility Level, Mobility Type, Language of Instruction,
Host University, and Classification or simply by searching for a keyword. Please note that
the Host University list will automatically be limited by the User Profile information. In the
example below you will see that because the applicant is British, only Moroccan, Egyptian,

Tunisian, Algerian and Li

Keyword

Mobility Level

Mobility Type

Language of
Instruction

Host University

Classification

byan Universities are available.

Keyword

Clear

[——Select—— B Clear

[—— Select - - B%ar
[—— Select - - B%ar
- - Select - -

Ain Shams University
Alexandria University

Arab Academy for Science & Technology
University Hassan Il - Casablanca
Superior Institutions for Science & Technology (SIST)

Clear




If you cannot access courses at a particular university, it is because you are not an eligible
candidate based on your User Profile information.
For example:

1) If you are applying as a national of an EU country, you will only be able to see
courses at Moroccan, Egyptian, Tunisian, Algerian and Libyan partner universities.

2) If you are applying as a Moroccan, Egyptian, Tunisian, Algerian or Libyan national,
you will only be able to view courses at EU partner universities.

16. Once you have carried out a search you will be presented with results similar to those shown
below:

Language of
instruction - Apply

Mobifity type  Mobility . Start date i Host aniversity Sookmars

Business Studies with - ) Alexandria

f - Apply now ookmark
technology University ynow | Bookmark

If you click on the name of the course (circted above) you will be presented with the Course

Profile.
Programme title Business Studies with Technology
Mobility type Degree Seeking
Mobility level Master
Classification Business Studies with technology
Description
Start date 9/21/2014
Duration 24
Prerequisites None

Programme contact person Khaled El Sadaany

Programme website hitp-/f'www alexu edu eg/portaliindex php/en/programs-a-courses
Contact person email elsaadany12@yahoo.com

Department Faculty of Commerce

Language English




17. You can also use the Bookmark function. This function allows you to gather several courses
of interest and compare and conftra em to suit your academic strengths prior to applying.
You can review the courses from the Bookma ection on the top right hand corner of the
available programmes page.

Mobii Start dyt Duration 'Ne'sﬂy g A L

Program title . ity tvpe: mm . Coursedassification < e: (months) = ienia s ctracs °‘ . Apply Bookmark
Deores i Business Studies wih - Lzxandna e RS
Sesking Maste technology = University Engish Apply a0 |

Walcome: lohn Smith &

Helpdesk

Vser 10 210 Logout

e 1 -~ o o s T

soarch and apply for courses Collapse [ ] ‘ Bookmarks Collapse |-

felow you can search for the avaloble appicatians far holoshio Mease note that sach appdicont has 0 maswewm of 2
chowees You con opply o flver om the bypes of programme you wish 6 review by wpng the flder optons of the top of thy poge
YOu Con revew the progromme detinly by selecting Ihe Programme Title. Onie you hove decided upon your prefermed
programmes plecse sefert “Adpoly Now" and proceed mith wplaading the required TUPDONING Hocuments.

Programme Title Suat date Apply Kemove

BRI 0NR Sluclnn i L echootoas V1204 ARl nuw Bamaeoe

muectand § you choase 1o add 0 progromse 10 your favowuntes, thiy mil nof conitéute an appdvoton therefore pivase enaine
IO pau 0k TApply NOW” geor vou have made pour decipon

Keyworg ¥ =
totiity Level Master (=) coar
Moviity Type Degree Seeking ;:'_' Ciey

Language of =
Oubpe Saluct [

IBAF* T

Instructan |

Host University Select (=) Cinae
Classifcanon Business Studies with ln‘?mulug, P’] Lisar

18. When you wish to proceed in applying for a programme, you can do so by clicking Apply
Now under Bookmarks if you have bookmarked your course. When you click on Apply Now
you will automatically proceed to Stage 4: Apply for Programme section and the following
information will appear. You can also click on Apply in the course profile.



Apply for programme

Programme title Business Studies with Technology

Mandatory Documents

-

FPassport
cv

Transcript

o N

Last Qualification Certificalte
5. Proof of Registration
Click here fo upload documents

Documents Specific to Pregramme 1. Evidence of Language Proficiency
2. Motivation Lefter
3. Other
Click here o upload documents

Host university Alexandria University
Mobility type Degree Seeking
Mobility level Master
Priority q:b
Back Save application
N\
|~

Select whether the course is your 1% opZ™ Priority. (Please note that 2 courses is the
maximum that you can apply for buga1ot the minimum.)

Please click the Save Application button after you have made your selection.

19. Upon clicking the save application button (as indicated above), the following message will
appear on the top.

(©) Application saved successtully

Pregramme title Business Studies with Technology

Mandatory Documents

=

Passport
cV
Transcript

Ao N

Last Qualification Certificale

5. Proof of Registration
Click here to upload documents

Documents Specific to Programme 1. Evidence of Language Proficiency
2. Motivation Letter
3. Other
Click here to upload documents




20. You must now click on the two links provided to upload both mandatory documents

(common and mandatory for all prQgrammes that you apply for) and documents specific to

the programme.

Mandatory Documents Passport

Click here to upload documenis

Documents Specific to Programme 1. Evidence of Language Proficiency
2. Motivation Letter

. Otfier

Click here to upload mm

21. On selecting the link for uploading Mandatory Documents, you will be presented with the
following screen:

BPOSITANT Please nots Mat ONLY POF, JPEG. .JPG, PNG, BMP and .GIF fes can be uploaded The below table display the status of
Required Documents.
AN

Transcapt

Course Thie o
Last Quailication Cerniicate

Proot of Regsiraton

Please note, you will be aske
for two programmes.

d to upload Mandatory documents only onte-even if you are applying

To upload a document, select the type of document from the drop down menu and use the ugtoad

file function to browse and select the document from your computer. Please remember to click save.

Notice that the status is marked with x ; this will change to J once you have successfully
uploaded a file and the following message will appear at the top of the page:



Upload DoCwmments

MPORTANT Pease note that ONLY PDF, JPEG, .JPG, PNG, BNMP and .GIF fies can e uionoed The below tabie display the status of
Required Documents
Dot ument Type * Piease Select EI e Type
Passport
UploagedFie* Choage File Vo Sie chosen o

Transcopt
Shaw 20 «| entries Search:
- Last Qualincstion Cenincate
Course Tithe s Document Type salect § e Proot of Registration
Comman Passport i Eie Ede Qgiste
Common -’ Osw Fis Edt Dsists

22. Repeat this procedure until you have selected and chosen all your required documents. Here
you may upload any additional documents in support of your application under the ‘Other’
section however you may leave this blank if you do not have any extra documents to submit.
‘Other’ is not compulsory.

23. Once you have uploaded all the mandatory documents, please ensure you remember to

Back
upload the course specific documents as well by clicking the - button and following
the same procedure as above.

Please note that ONLY .PDF, .JPEG, .JPG, .PNG, .BMP and .GIF files can be uploaded.

24. Once you have uploaded all documents, you may proceed to Stage 5: Review Applications by

Review Application
clicking on :

25. Upon clicking this option, you will be redirected to the below page:

G [ e wtrmatian [T Avaitetin troprammes [ ansty sor rograemmes 3 |t (] s Apstion

Frogramee nitle HOM university Maobtiity typs Matidity level Start date Duration Prsorty Statins Roview Delete

Cumeietnst. rat
" \ o Yacnnol IR I ve Tuetin Master 12014 ' | Rewew
subenirtnd yot

Hack whne Apghic aton

26. Please note that if your Application Status still sho
one of the following:
1) You may not have uploaded all the
2) You may not have uploaded m\ents that are specific to this particular course.

issing Documents, this is because of

equired basic documents.

Please click the Missing Documents link to upload the required documents and proceed



33. You may select Review to view your complete application.

34. Once you have reviewed you application and made any required changes, click Submit
Application to proceed to the final Stage 6: Submit Application. You will be redirected to the
below screen:

D o e e

Priorivy
(Ioggie |

Quainess Sludies wil Compmted, 1ot
Lechpalogy g subemited o
Accauniancy Fnanos et m G
\ rore o ) Submil
Managemen BoLumnrs

Programene title Mot untvarsity Motlity type Mobility leyel Stary date Duration Statn

35. To finally submit your application, click i

*Once an application has been submitted, the information cannot be amended and no
further documents can be added at any stage*

27. Please note:
e You cannot submit Priority 2 before Priority 1
e You cannot submit an application that is missing documents
e You can use the Toggle function to switch priorities between programmes

28. Shortly after successfully submitting your application you will receive an email on your
specified email address. This is further confirmation of your application submission.

If you have not received a confirmation email after submitting your application in your
inbox, please check your email accounts SPAM/ Junk folders as it may have been redirected
there depending on the security settings of your email server.

Please note that as long as the application status shows 'submitted', this can be taken as
confirmation of submission.

36. If applying for a 2" programme, you will notice that this programme is still visible as an
incomplete application.

37. You will need to follow the aforementioned steps to upload the specific documents for this
course and then submit the application separately.

For any technical problems or queries, please contact the dedicated Help Desk.

We wish you the best of luck with your application!

The EU-METALIC Project Team




eumetalic@cardiffmet.ac.uk
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