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Guide for candidates applying for a 
Commonwealth Scholarship for PhD study 

 
  
Go to website: http://csc.do-it-online.org.uk/csc/ElectronicApplicationSystem.htm 
 
Start by clicking on Applicant’s Portal 
 

 
 
 
 
The following screen appears 
 

 

http://csc.do-it-online.org.uk/csc/ElectronicApplicationSystem.htm
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If you are a new user, click on Register New User and the following screen appears 
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Fields with asterisks (*) must be completed. The screenshot below shows the 
minimum number of fields completed 
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When you click Next >> you will be directed to the Extra Details screen. The top 
half partially completed looks like 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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 
highlight the appropriate country. You can enter the first letter of the country to get 
close to the required country quickly. 
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The bottom half looks like 
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Clicking on Submit Registration at the top or at the bottom of the screen leads to the 
next screen 
 

 
 
 
On clicking OK you are taken to the next screen where you start completing an 
application for an award 
 
 
By clicking on the arrow at the right hand end of <Select Programme Type> you 
choose the award you wish to apply for 
 

 Academic Staff Fellowship 
 Distance Learning Scholarship 
 Professional Fellowship 
 Scholarship 
 Shared Scholarship 
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In this example Scholarship has been chosen 
 

 
 
 
 
 
 
 
 
 
Clicking on the Start Application button below Scholarship opens the next screen 
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After entering the Name of the country you are applying from you are asked to choose 
the Nominating Agency you are applying through 
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Many Commonwealth countries have more than one Nominating Agency. In this 
example the Nominating Agency is the Kenya Ministry of Education, Science and 
Technology. If the deadline is approaching you receive a warning message. Click on 
OK to continue 
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On this screen the candidate has selected Doctoral studies 
 

 
 
 
 
At this stage you can 
1. click Print Form which displays, and lets you print the whole application form – 

the completed and the uncompleted parts - in Acrobat format 
2. click Save and Exit followed by Log off EAS to end the current session. When 

you log on again you can continue where you left off 
3. click Exit which takes you to a screen which lists the applications you have in 

progress and ones you have made in the past. This screen also enables you to Log 
Off 

4. click Next which takes you to the Personal Information screen so that you can 
check it and amend it, if necessary 

5. click on an item from the menu on the left hand side of the screen 
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The screen you see if you click on Save and Exit (it‟s also the screen you see when 
you log on again) is 
 

 
 
This screen is your In Tray 
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If you click on My Details in the top right corner, the screen that appears allows you 
to change your password as well as any other Personal Information. 
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To continue with the application either click on Submit New Details then on OK or 
on Cancel. This returns you to the In Tray 
 

 
 
 
To continue working on your application, click Open 
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When you click on Open you see the Application Details screen again. Note that you 
are reminded of the date by which the form must be completed and submitted 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



06-Aug-11 Page 15 of 41 

 
 
In the next screen Career to Date has been chosen from the menu on the left hand 
side 
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Click on the Add button to enter a university-level qualification you have gained. The 
following pop-up appears with the page you were on darkened in the background 
 

 
 
 
 
 
 
When you've entered the qualification, click OK to return to the previous page 
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The 3 buttons to the left of each university-level qualification allow you 
   to insert a row, to edit the row and to delete the row 
 

 
 
Add as many university-level qualifications as you have. 
 
You must answer the question Are you currently registered for any higher education 

qualification? If you answer Yes, you will be asked to fill in the details. 
 
 
If you click on 

or on    in any screen the Notes for Candidates will open 
 
Reminder: fields with asterisks (*) beside them are mandatory 
 
Your application is automatically saved from time-to-time. However, if your Internet 
access is slow or unreliable, you are recommended to Save and Exit and then to 
Open your application regularly 
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The bottom of this screen shows 
 

 
While Academic distinctions or prizes is a free-text field, Publication details is a 
tabular field asking you to enter the details of up to 10 publications together with the 
link of each to a website, if available. Click Add Row to add a publication 
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The second and third parts of Career To Date look like 
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The References screen starts with 
 

Depending on your answer, you are either asked to name 4 or 3 referees 
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When you click on Add the following pop-up appears 
 

 
 
 
After adding 3 referees this looks like 
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When you submit your application: 
1. each of these referees will automatically receive an email. The email will contain 

a link to your application and each will be invited to complete the reference on-
line 

2. you will not be able to see the references, but any time you log on you will see on 
your In Tray which referees have and which have not written a reference on your 
behalf 

3. you can send a referee a reminder email 
4. you can also change a referee's email address and send another email to the 

referee's new email address 
5. you cannot change the name of any of your referees 
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If you are employed by or have an academic position in a university, your application 
needs to have the support of the Vice-Chancellor/Rector/Executive Head of the 
university. To obtain this support, you are asked to include the name and email 
address of the Vice-Chancellor/Rector/Executive Head in your application as well as 
the names and email addresses of 3 referees. The Vice-Chancellor/Rector/Executive 
Head must not be one of your 3 referees. When you submit the application the Vice-
Chancellor/Rector/Executive Head will receive an email. The email includes a link to 
your application that enables the Vice-Chancellor/Rector/Executive Head to look at 
your application as well as to enter the supporting information.   
 
The Endorsement page looks like 
 

 
 
 
You cannot see the supporting information the Vice-Chancellor/Rector/Executive 
Head has entered. However, by looking at your In Tray you can tell when the Vice-
Chancellor/Rector/Executive Head has entered the supporting information. It is your 
responsibility to ensure that the Vice-Chancellor/Rector/Executive Head does 
complete the supporting information. If you make a mistake entering the email 
address of the Vice-Chancellor/Rector/Executive Head, you can go back into your 
application after you have submitted it, edit the email address and send the Vice-
Chancellor/Rector/Executive Head another email. However, you cannot change the 
name of the Vice-Chancellor/Rector/Executive Head at this stage, so it is imperative 
that you know who will write the supporting information before you submit your 
application. 
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The following item in the menu on the left hand side is Proposed Study. The top part 
of the Proposed Study screen looks like 
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When you click on Add to enter Preferred Institution(s) of Study the following pop-
up opens 

 
 
 
 
You can add up to 3 Preferred Institutions of Study 
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The bottom of the Proposed Study screen shows 
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The Home Country Benefit screen looks like 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Note: Section 6 is reserved for Supporting Statements from your Potential Supervisors 
in the UK 
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The Future Career Plans screen looks like 
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The Attachments screen looks like 
 

 
 
 
 
Note: this is the only page within your application where you can find your EAS 
identification number 
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Clicking on Attach for the Passport Photograph field opens the pop-up 
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Browse on your computer to find the photo to attach and then click OK 
 

 
 
 
 
 
 
 
 
 
 
 
The Passport Photograph will be printed within your PDF. Your University/College 
Transcripts and Certificates, your Birth Certificate and your English Language 
Certificate will not be printed within your PDF and are only stored electronically. It is 
therefore important that you check they have been attached correctly by clicking on 
the Retrieve button for each one in turn 
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The Checklist page looks like 
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The Submission page looks like 
 

 
 
 
If you have failed to enter essential information, you will see a pop-up like this 
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When you have made the corrections, click on Print Form to print the final version 
of your application form and click on Submit 
 
A successful submission will result in the following screen 
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If you click on Exit to Portal you will see 
 

 
 
 
Your In Tray – the tab View Existing Applications - shows you: 
1. the identification number of your application („ID‟) 
2. the date you initiated the application („Originated‟) 
3. the type of application („Type‟) 
4. where the application is terms of the process („Stage‟ and „Now With‟) 
5. when the application last moved („Since‟) 
6. which of the Referees have completed their references on-line („Received So Far‟) 
 
You can: 
1. view your application („View Form‟) 
2. amend your Personal Information („My Details‟) 
3. start a new application („Start New Application‟) 
4. log off („Log Off‟) 
 
Every time you log on you will see your In Tray 
 
At the same time as your application is forwarded to the Nominating Agency, emails 
are automatically generated and sent to your Referees asking each of them for a 
reference. Emails are also automatically generated and sent to your Potential 
Supervisors in the UK. 
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From the Received So Far field on your In Tray, you can see which of your Referees 
have completed an on-line reference about you. 
 
In the first example, “References: 3 &_ of 3” means that Referee 3 has completed the 
reference on-line 

 
 
In the second example, “References: 1 & 3 of 3” means that Referees 1 and 3 have 
completed their references on-line 

In the third example “References: all 3” means that all 3 referees have completed their 
references on-line 
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You go back into your application by clicking View Form 
 
 

 
 
This is what the References page looks like when you go back into your application 
after you have submitted it. It is the only page on which you can make changes. You 
do this by clicking on Change 
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If you click on Change the following pop-up will open 
 

 
In the screen below the email address of Referee2 has been changed 
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If you now click on Resend you will see this pop-up 
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If you click OK this pop-up appears 
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Finally click on Exit to return to your In Tray 
 

 


