
2 Guideline or Students
This chapter guides students in filing an scholarship application using The Apply Tool.

2.1 Register and Login
1. Click Didn’t have an account? to create a user account.

2. Confirm Your Email Address

• You will receive an email to confirm your email address. In the email, click on the Confirm
Your Email Address button to activate your account.

3. Navigate to the index page of The Apply Tool and Login.
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• If you have not completed the previous step, Confirm Your Email Address and activated your
account, the system will not allow you to login and will resend another confirmation email to
you.

4. Select the mission to which you are applying for a scholarship, and select your nationaly before clicking Save.

• The mission and your nationality determine the types of scholarship you are eligible for.
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5. You are now on the dashboard page, which means your account is ready for you to apply for scholarships.

2.2 Beore Starting an Application
Important: Before starting any application, please ensure your selections of the mission and your nationality are
accurate.

• When you change the fields of the mission and your nationality, all existing applications remain associated
with your previous selections. This means after such edit, you will need to start completely new applications.

• To edit the two fields, click on your email in the upper right corner of the page and select Set Nationality.

• After submitting an application, you can no longer edit the two fields.
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2.3 Fill Out the Application Form
1. Select the type of scholarship you would like to apply for.

2. You are now on the application form page. Fill out each field to the best of your knowledge.

3. A red apostrophe(*) indicates that the field is required. Filling in the field contributes to the section’s completion
percentage.

Fig. 1: An apostrophe indicating the field is required
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Fig. 2: The completion percentage

4. When you switch to a different section, a pop-up save remider panel appears, prompting you to save your
progress.

• The application form calculates completion percentages after each save.

• Check Don’t show this again. will disable the reminder panel. This setting is saved in your
browser cookies. To re-enable it, clear your browser cookies.

5. When the percentage in every section reaches 100% completion, the preview button appears. Your application
is then ready to submit.
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6. Preview application.

7. Submit at the bottom of the page.

8. Done

You have submitted an application.
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