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EU-METALIC Il Application Process

A walkthrough guide to completing an online application

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-metalic2.eu to ensure successful and problem free

completion.

1. Go to>www.eu-metalic2.eu

EU-METALIC Il

2. Select > Click her

The Project

Partners

Who can apply?

Scholarships

Fields of Study

How to Apply

Alumni

Contact Us

FAQ

from the text as indicated below.

EU-METALIC i

EU | Morocco | Egypt | Tunisia | Algeria | Libya
International Cooperation

Erasmus
Mundus

EUAMETALIC II

The Call\for Applications for the EU-METALIC Il Scholarship Project is now open.

The cill is open from Tuesday 21st October 2013 and the deadline
is Friday 17th January 2014 23:59 GMT.

click here Yy apply. Please refer to the links on the left hand side of the page for more information
aligibilitya#@ guidance on how to apply.

The EU-METALIC Il Programme offers scholarships for undergraduate, master, doctoral and post-doctoral
students and staff. These scholarships are financed with the support of the Erasmus Mundus programme of
the European Union and will cover travel, insurance, participation costs and subsistence allowance.

Download the leaflet, EU poster and Third countries poster to promote EU-METALIC |1

Forthcoming Events 4

Co-ordinated by Cardiff Metropolitan University.

This project has been funded with support from the European Commission. This publication [communication]
reflects the views only of the author, and the Commission cannot be held responsible for any use which may
be made of the information contained therein.

Erasmus
Mundus



http://www.eu-metalic2.eu/
http://www.eu-metalic2.eu/

When you select this you will be redirected to the application platform homepage which will

look exactly as below:

EU-METALIC 1l

EU | Morocco | Egypt | Tunisia | Algeria | Li

International Cooperation Erasmus

Mundus
Tuesday, 22 October 2013, 9:43:25 AM

Helpdesk Register | Login

Announcements The EU-METALIC Il Project offers scholarships at Undergraduate, Master, Doctorate, Post Doctorate and Staff Levels. This
scholarship is funded by the European Commission under the Erasmus Mundus Programme and covers travel, insurance
(health, travel and accident), participation costs and a@ monthly subsistence allowance for the entire duration of the Logl n

No announcement. i
project.

Username /Email Address

Before you register with us to apply for an EU-METALIC Il Scholarship, please check the Eligibility Criteria, types of
scholarships available, the Fields of Study offered by Partner Universities and the Selection Documents required for the
programme you are applying for by partner universities as listed on the project website,

Password
We would like to take this opportunity to wish you all the very best with your applications. Should you have any questions of
queries, please do not hesitate to submit a ticket on our dedicated Help Desk or email eumetalic2@cardiffmet.ac. uk.
Good luck! [T] Remember me?
The EU-METALIC Il Project Team
Login
Find us on Contact
Facebook Helpdesk

* Forget your password ?
* Register

3. Select > Register on the bottom right hand corner of the homepage.

Login

Username /Email Address

Password

N\ Remember me?

» Register




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.

Il AAFT AL I/ 1)
LUTIYIL TALIC 1

EU | Morocco | Eqyph | Tunisia | Algeria | Libya

Date: 22/10/2013

Inbernational Cooperation
To,
Mr. John Smith
Dear Mr. Smith
Thank you for registering your details with the EU-METALIC Il database.
Fullinstructions on how to proceed will be emailed to you at the email address you have provided while registering | within 24 hours.

If you cannot find the email in your inbox, we suggest you check your junk/SPAM folder. If you have not received an email confirmation within the 24 hour time frame, please email
eumetalic2@cardiffmet.ac.uk or submit a ticket via our dedicated Help Desk along with your full name and email address and we will look into the matter for you. Providing us with these
details when writing to us will make it easier for us to trace you in our database.

Thank you foryour interest in the EU-METALIC Il Scholarship Project with EU, Morocco, Egypt, Tunisia, Algeria and Libya.

With kind regards,

EU-METALIC Il Project Team




6. Please follow the instructions in the message and search for the confirmation email in your
inbox. The email will look like this:

Date: 10/2013
e 22/10/2 1" RAF"TADNY /™ N

LUTIYIC 1 ALIC )

EU | Morocco | Egypt | Tunisia | Algeria | Libya
International Cooperation

To,
Mr. John Smith

Dear Mr. Smith
Thank you for registering your details with the EU-METALIC Il database.
Your login details are as follows:

Username : jsmith
Temporary Password : ld7Ai6

In order to activate your account, you must verify the email address you provided | via one of the following methods:

Option 1:
Click : here to activate your account.

Option 2:
Copy and paste this link http://planeteserv.com/Amundus/account/ConfirmUserAccount?code=5b488453-f94d-4640-9501-8152d63d8e13 into the address bar and press Enter Key.

Please note that the above links will expire after 7 days therefore please ensure you complete your registration by following the above steps at the earliest.
Thank you for your interest in the EU-METALIC Il Scholarship Project with EU, Morocco, Egypt, Tunisia, Algeria and Libya. Please feel free to get in touch with us should you have any
further queries or clarifications by emailing eumetalic2@cardiffmet.ac.uk or submitting a ticket via our dedicated Help Desk

With kind regards,
EU-METALIC Il 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 and login:

@ 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
button

Select Target Group
Please select which Target Group you are applying under in order to proceed to the next stage application.
Please select your Target Group carefully as you will not be able to change your T roup once you have passed the ‘Ba formation” section gifour application and started applying to programmes.

Target Group 1

gearTeEntly registered/employed student or staff at one of the EU or Thwd=Country (Moroccan, Egyptian, Tunisjaf, Algerian or Libyan) Partner Universities please select Target Group 1.

Target Group 2

If you are curre egistered student or staff at another European, Moroccan, Egydtian, Tunisian, Algerian or Libyan Higher Education Institution that is not a partner in the EU-METALIC Il project OR

e @kfained a university degree or equivalent from a European, Morocgafi, Egyptian, Tunisian, Algerian or Libyan Higher Education Institution (students enly}, please select Target Group 2.

Target Group 3

If you are a national of a third-country cp#Cerned by the geographical lot (European, Moroccan, Egyptian, Tunisian, Algerian or Libyan) in a particularly vulnerable situation, for social and political
reasons please select Target Group 2/ For example:

= having a refugee statusAr asylum beneficiaries;
= it can be proved thafthey have been the object of unjustified expulsion from university on racial, ethnic, religious, political, gender or sexual inclination;
= they belong tgh indigenous population targeted by a specific national policy or IDPs (Internally Displaced Persons)

QoteAat you will need to upload document(s) certifying your state.

Select

For further infarmation about the Target Groups, please refer to Who Can Apply Page on the project website.
For a full list of our Partner Universities, please visit the Partners secfion of our website.

and then click Submit

Target Group 3

If you are a national of a third-country concernedfy 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 example:

» having a refugee status or asylum beneflciaries;
= it can be proved that they have been fhe ohject of unjustified expulsion from iniversity on racial, ethnic, religious, political, gender or sexual inclination;
= they belong to an indigenous populafion 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 mugl be jpg, jpeg, .pdf gif png, bmp)

Sub

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.



Target Group n Basic Information Available Programmes Apply for Programmes Review Application Submit Application

v v

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

Step 2: Basic Information
Allows you to input general data

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.

documents that are specific to the course

Step 3: Search for Available Programmes you have selected such as learning ) - —
Allows you to search and select for up to a agreement for undergraduate and master St'ep 2: Review Appllcatlo.ns

maximum of 2 courses. You may also use level, research proposal etc. lee:c) )/OU (.am OYEFVIEW C?f your
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.

Personal Information

General Information
Below you must complete all cells marked with a red (*) asterisk. Please provide complete and accurate data. Once you have completed this section, please read the terms and conditions and tick the approval
box to demonstrate that you agree to the terms and conditions. Please Save this data by selecting the Save button at the bottom of the page, before proceeding to the next stage: Available Programmes.
Title* [1ar. -
Full Name* John Smith
Family Name* Smith
Gender* [Male -
Date of Birth* 14/10/1987
Home Country* [United Kingdom -
Marital Status® [Single -
Nationality* [United Kingdom -
Do you have some special needs ? O :ves ‘No
Photograph
Please upload a recent passport size photograph of yourself here*
Choose File | Mo file chosen
limage files must be in jog. ipeg. .gif ong. or bmp farmatl For Photo Guidance, please click here

Passport details

ID Document Type* (Passpot x|

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.

Target Group E Basic Infonrlaﬁon E Apply for Programmes E Review Application E Submit Application
search and apply for courses Collapse [-] Bookmarks Collapse [-]

Mo bookmark saved

m

Below you can search for the available applications for scholarship. Please note that each applicant has a maximum of 2
choices. You can apply a filter on the types of programme you wish to review by using the filter options at the top of this page.
You can review the programme details by selecting the Programme Title. Once you have decided upon your preferred
programmes, please select “Apply Now” and proceed with uploading the required supporting documents.
Impartant: If you choose to add a programme to your favourites, this will not an i th please ensure
that you dick “Apply Now” once you have made your decision.

Keyword Keyword Clear

Mobility Level [~ select -- =) Clear

Moility Type [~ Select - - [=) clear

Language of p

|-- Select - - Clear

Instruction h B

Host University [--select - - [=) ciear

Classification (-~ select -- [=) clear

Apply Filter Clear Filter

Total number of programme : 774

Showing 1 to 50 of 774 programme

Mobility

Program title ST s

Administration publigue et développement Exchange

politigue Mobility
Analyse économigue du developpement Exchange
Mobility

ili Duration
Mobility e e Start
Iaoal s Course classification £ date ¢ (monthsﬁ)
&
Master Public Administration 09/15/14 @&
Master Others Business Studies- 09/15/14 &

Management Science

Language
Host university of

% instruction Apply Bookmark
University
AbouBekr Belkaid  Arabic Apply now | Bookmark
of Tlemcem
University
AbouBekr Belkaid ~ Arabic Apply now  Bookmark
of Tlemcem

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 Libyan Universities are available.

Keyword

Mobility Level

Mobility Type

Language of
Instruction

Host University

Classification

14

| - Select - - El Clear
- - Select - - [=] Clear
| - Select - - El Clear

Clear

- - Select - - il

Ain Shams University

Alexandria University

Arab Academy for Science & Technology
University Hassan |l - Casablanca

Open Libyan University

‘otal number of programme :

University of Tunis
University of Sirte

University AbouBekr Belkaid of Tlemcem
University of Algiers

Superior Institutions for Science & Technology (SIST)




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:
Mobility type  Mobility e . Startdate Duration Host university Language of
& level v Course classification v &  (months) ¢ % instruction

Business Studies with
Technology

Degree

Seeking Master

technology

Here you have a Tow

If you click on the name of the course (circ

Profile.

Business Studies with

Alexandria

9/21/2014 24 University

English

information some of which is interactive.

Programme profile

Programme title

Mobility type

Mobility level

Classification

Description

Start date

Duration

Prerequisites

Programme contact person

Programme website

Contact person email

Department

Language

Business Studies with Technology

Degree Seeking

Master

Business Studies with technology

9/21/2014

24

MNone

Khaled El Sadaany

hitp-iwww alexu edu eg/portalfiindex php/en/programs-a-courses

elsaadany12@yahoo com

Faculty of Commerce

English

d above) you will be presented with the Course



17.

Program title -

Business Studies with
Technology

Helpdesk

TargetGroup | 2] Basic Information [T sy, [ ] Aoply for Programmes [ 5] Review Applicatio

Search and apply for courses Collapse [-] ‘ Bookmarks Collapse [-]

Keyword

Mobility Level

Mobility Type

Language of
Instruction

Host University

Classification

18.

Below you con search for the available applications for scholarship. Please note that each applicant has o maximum of 2
choices. You con apply a filter on the types of programme you wish to review by using the filter options ot the top of this page.
You can review the programme details by selecting the Programme Title. Once you hove decided upon your preferred
programmes, please select “Apply Now" and proceed with uploading the required supporting documents.

Important: if you choose to add o programme to your favourites, this will not constitute an application, therefore please ensure
that you click “Apply Now” once you have made your decision.

You can also use the Bookmark function. This function allows you to gather several courses
of interest and compare and confrastthem 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.

Mobility type = Mobility - ~ Startdyte Duration Host university anguage of
=" level 2 Course classification 5 s (months) & & instracon 5 Apply Tl

Alexandria
University

Business Studies with
technology

Degree

Saeking Master

9/21/2014\ 24 English Applv noy | Bookmark

0

Welcome: John Smith ¢
User ID: 210 1ogout

[£] submit Appiication

Programme Title Strat date Apply Remave

Business Studies with Technolo 9/21/2014 Apply now Remove

Clear
(Vaster " [v] clear
\:Degree Seeking DM
\:--Select-- DM
[-- Select - - [=) Cloar
I:Elusiness Studies with technology |Z| Clear

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

-

Passport
cv

Transcript

oW N

Last Qualification Certificate
5. Proof of Registration
Click here to upload documents

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

Host university Alexandria University
Mobility type Degree Seeking
Mobility level Master
Priority q:p
Back Save application
™
|7

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

Programme title Business Studies with Technology

Mandatory Documents

=4

Passport
cVv

Transcript

Ao N

Last Qualification Certificate

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 fo 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:

Upload Documents

IMPORTANT: Please note that ONLY .PDF, .JPEG, .JPG, .PNG, .BMP and .GIF files can be uploaded. The below table display the status of
Required Documents.

ogment Tye* FloasoSios 1> [l Tywe e

N\

Passport
Choose File | No file chosD

cv

Transcript

Course Title Docublkent Type Select File ) .
Last Qualification Certificate

Mo Records.

Proof of Registration

X X X X X

Review Application

Please note, you will be asked to upload Mandatory documents only onte<even if you are applying

for two programmes.

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:



| @ Record added successfully.

Upload Documents

IMPORTANT: Please note that ONLY .PDF, .JPEG, .JPG, .PNG, .BMP and .GIF files can be uploaded. The below table display the status of
Required Documents.

Document Type (Plsse Slec & [Fete | Stans |

Passport v
UploadedFile ® Choose File | Mo file chosen
cv
Cancel
Transcript v
Show | 20 |Z| entries Search: o .
Last Qualification Certificate }'4
Course Title Document Type ¢ Select Fil ]
: ve elect e Proof of Registration %
Commaon Passport View File Edit Delete
Comman cv View File Edit Delete

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:

Target Group Basic Information Available Programmes E Apply for Programmes H Review Application E Submit Application
Review applications

Programme title Host university Mobility type Mobility level Start date Duration Priority = Status Review Delete

C: leted, not
Business Studies with Technology Alexandria University Degree Seeking Master 9/21/2014 24 1 Ump_e eIl
submitted yet

Missing
documents

Accountancy, Financial Management Alexandria University Degree Seeking Master 912112014 24 2 m

Submit Application

26. Please note that if your Application Status still sho issing Documents, this is because of
one of the following:
1) You may not have uploaded all the

2) You may not have uploaded dotﬁ\ents that are specific to this particular course.

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:

Target Group Basic Information Available Programmes E Apply for Programmes E Review Application n Submit Application

My programme

Priority
(Togale )

Business Studies with Completed, not
N - Alexandria University Degree Seeking Master 9/21/2014 24 2 p_ Submit Delete
Technology submitted yet
Accountancy. Financial ) R ) Missing ]
Alexandria University Degree Seeking Master 9/21/2014 24 1 Submit Delete

lManagement documents

Programme title Host university Mobility type Maobility level Start date Duration Status

35. To finally submit your application, click m )

*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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