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Maynooth University Sport Scholarships 

Guide for Applicants
1. Important information for applicants
Purpose of the Guide is to provide applicants practical information in preparing and submitting an application for Maynooth University Sport Scholarship.
Applicants are required to read carefully the terms and conditions of the scheme and this guide before completing their application.

Eligibility criteria for the scholarship are outlined in the terms and conditions.

Applications that are incomplete or not submitted (i.e. remain as drafts) in the online system after the application deadline will be deemed ineligible.

Where text in the application form exceeds the specified limit, only the text within the limit will be considered. For example, should an applicant submit three pages for a section which is limited to two pages maximum, only first two pages of the text submitted by the applicant will be considered by the evaluators and the rest of the text will be ignored.

2. Important dates
	Deadline for applicants:
	00:00 (GMT), 15th April

	Deadline for referees:
	00:00 (GMT), 15th April

	Outcome of the competition:
	late June 2015


Applicants and referees are strongly encouraged to submit applications/references well in advance of the deadline. Late applications/references cannot be accepted.

3. How to apply
Applications are online via an online application system accessible from the following link: 

https://app.hobsons.co.uk/AYApplicantLogin/fl_ApplicantConnectLogin.asp?id=nuim 

Applicants do not have to complete and submit their application in one sitting; they can save the information in the online system and return to their application repeatedly. Please note that once an application is submitted, it is not possible to make any changes.

The application form consists of a number of fields. Many fields are mandatory and if left empty, the system will provide an error message as applicants save their work and progress to another section/check the application before submitting. Some fields are not specified as mandatory in the online system; however applicants still have to ensure that they provide information in fields relevant to their scholarship.
Some fields require text to be entered into a box and some fields require documents to be uploaded into the system.

Where text is to be entered directly into a box, applicants can prepare their text outside of the online application system and simply cut and paste it into the online system once they are happy with it. Please note that the online system does not support any formatting such as bold, underlined or italics.

Where applicants are required to upload a document, they can upload a file in one of the formats supported by the online system: .pdf (preferred file format), .docx, .doc, .rtf, .wpd, .txt, .xlsx, .xls, .jpg, .pict, .gif, .bmp, .tif or .png. The file name must include the appropriate three- or four-letter extension. Important: do not attempt to upload a document that is password protected or contains macros or some other active content; such files cannot be uploaded and the upload process will fail. It is recommended that applicants save their documents as .pdf, selecting “smallest file size” option when they create the .pdf file.
4. Content of the application

Table below provides applicants with information about the type of information required. Note that the table does not represent an exhaustive list of fields that will be available to applicants in the online system.

	Information type
	Comments

	Applicant’s personal details
	Mandatory information. Please note that date of birth is required to ensure that duplicate records can be identified in the online system. 

	Applicant’s contact details
	Self-explanatory. A number of fields are mandatory.

	Application Information
	Mandatory information. Please note that date of birth is required to ensure that duplicate records can be identified in the online system.

	Applicant’s declaration
	Applicants must declare their acceptance of the scheme’s terms and conditions.

	Information about referees
	Terminology used in the online system is “recommendation” for “reference”, and “recommendation provider” for “referee”. Where the online system is open for customization, the terms “referee” and “reference” are used. Applicants enter contact details of 2 referees and indicate for each referee whether they are online or offline referees. This information is mandatory for both referees. A valid email address must be provided for online referees.


5. Applying “step by step”
Creating account
The first step is to register in the online system and create an account, including user name and password – see a screen snapshot below. To create your account, select the “Create Account” tab. Note instructions regarding password characteristics provided on the bottom of the screen.
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We are pleased that you are considering applying to Maynooth
University.

This page allows you to set up an account and password
Please review the system requirements and complete the form below.

f you already have an application account, please return to the login
screen o login to your application

‘Already have a User Name but cannot remember it? Please use the
automated search to locate it

‘Shouid you wish to make a second application, please create a new
account and password here.

Already have a User Name but cannot remember it? Please use the.
automated search >> to locate it.

Account Profile

*indicates a required question
First or Given Name * (eg. David)

Last or Family Name * (eg. Smitn)
Email Address *
Confirm Email Address *
Birth Date *

ZIP/Postal Code *
enter 00000 f you do ot have a ZIP/Postal Code

Please enter a user name and password. Passwords must be between 8-30
haracters, contain at least 1 uppercase letter (A-Z), 1 lowercase letter (&
number (0-9), and 1 of the following special characters: I@#$%&*()_+~-
[}:%'<>?,./ Spaces are not allowed.





The online system will also send you an email confirming your account details.
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Welcome.

We are pleased that you are considering applying to Maynooth
Universiy.

‘This page allows you to setup an account and password.
Please review the system requirements and complete the form below.

Ifyou already have an application account, please retumn to the login
screen to login to your application.

‘Already have a User Name but cannot remember it? Please use the
‘automated search to locate it

‘Should you wish to make a second application, please create anew
‘accountand password here.

Create Acsount

Your online application personal account has been created and an email containing
your account information (excluding your Password) has been sent to
nuimapplicant@gmail com

Andrea,

Please record this User Name and the password you entered in a safe place. You
will need both of these items to access your application in the future.




Before you can log into the system for the first time after creating your account, you need to confirm your acceptance of terms and conditions for use of the online system.

[image: image3.png]' Maynooth

University
National University
of Ireland Maynooth

By clicking " agree” you acknowledge that you have read and understand the terms and condiions. Your acknowledgement is
required for you to proceed.

) 1agree

Privacy Policy

Upon creating your account, all information that you provide and save will be immediately available to the insfitution.

[ Ihave read the above notice

Continue and Create





When you need to return to the online system to continue working on your application, you will select the “User Login” tab as highlighted on the screen snapshot below. 
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Welcome to Maynooth University!

‘This is our new online application system. You will recsive a Usemame
‘and Password when you sign up 5o that you can retum to work on your
application over several sessions. Your information is secure and s
kept confidential until you submit your application. Only after you
‘submit your application will tbe available for review by the University.

Please read carefully the insiructions that appear throughout the
application pages. To get started on your application, create an
‘account o the right If you already have a Usemarme you can use that
‘same Usemame to access our application.

We look forward to reviewing your application.

Create Account [JVESRETS

Please input your login information below to open your application.

User Name

Forgot your User Name or Password?




Note: If you forget/misplace your user name or password, click on “Forgot your User Name or Password?” at the bottom of the login screen and follow instructions provided by the system.

Starting application

The University uses the online application system to accept and process not only scholarship applications but also applications for certain type of courses. Applicant’s home screen therefore includes two main areas. “Application for Admission” and “Scholarship Application”. To start your scholarship application, click on the “Start Application” button in the “Scholarship Application” area. See screen snapshot below.
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. o create or review your application, please
My Application(s) click on the appropriate ink on the Iet hand

side.

Application For Admission * START APPLICATION

APPLICATION STATUS: NOT STARTED @

Scholarship Application * START APPLICATION

APPLICATION STATUS: NOT STARTED @




After you click on the relevant “Start application” button, the following screen will be displayed:
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Scholarship Application
Application Details
About You

Contact Details

Important Links

Recommendations

Check Your Application

Application Instructions

PRINT FORM!

Welcome, Andrea! Your application is in progress.

“Thank you fo your interest in the Universty. The applkation can be complted online and submited electronically once you have
‘answered allequired quesiions. You do not have to complete the online applicaton i one Sing-~you may access your appication and
change your answers as man) times as you lke with your PIN and Password from any computer wih Internet access. To navigate
through the system, please use the navgationalnks ocated on the left of your sreen.

‘Once you have completed the application forms o your satisfaction, you should subit your appiation by clking the “Submit” button at
the top of the page. This il ake you through the sieps o electronically submit your applation to our offce. Please note that you can

‘submit your applcation only once and that once submitted, you il not be able to make changes o your applcation nformation usng

the onine appication system.

* START APPLICATIO!

© APPLICATION INSTRUCTIONS
ibmit Application





After you click on the “Start Application” button again, you will progress into the first section of the application as such.

“Application details” section
In this section, you will select “Research Scholarship” to indicate which scholarship you wish to apply for. The online system can be used to accept applications for different scholarships depending on schemes currently available at the University. Applicants for John and Pat Hume Scholarship therefore need to ensure that they select “Research Scholarship”. If you select a different scholarship type, your application will NOT be considered as application for John and Pat Hume Scholarship, even if you submit details relevant for Hume scholarship competition.
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Scholarship Appiication

Application Details

About You
Contact Details
Your Academic History.

John and Pat Hume.
Research Scholarship

Personal Statement

Important Links

Recommendations
Check Your Application

Application Instructions

PRINT FORMS

Please selectthe scholarship you
‘would like to apply for from the drop.
down list below.

Submit Application
SO

Application Details

Please select scholarship

‘Sport Scholarshipis.

Please select
Research Scholarship
port Scholarshipis.

Submit Application





To save your scholarship selection and continue to the next section of your application, click on the “Save & Continue” button.

You can alternatively click on the “Save” button and select a section that you wish to populate from the list of sections available on the left hand side of the screen. Note that the list of sections changes dynamically depending on information saved in the system – you will notice that more sections will become available to you once you save your choice of scholarship.

“About you” section
Ensure that all fields marked with * are completed. 
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Application Details

About You

Contact Details
Your Academic History

John and Pat Hume
Research Scholarship

Personal Statement

Important Links

Recommendations
Check Your Application

Application Instructions

INT FOR!

Tite

First Names *

Last Name (Family Name) *

Date of Birth *

Have you previously studied in NUI
MaynoothiMaynooth University? *

17 yes please enter your NUI
MaynoothiMaynooth University
‘Student Number

Submit Application
CECG

About You

Personal Details

Submit Application





Important: if you do not save details entered before selecting another section from the list of sections on the left hand side of the screen, the data will be lost. Therefore you should always click on either “save” or “save & continue” if you wish to save the information entered.
“Contact details” section
Fields on the screen below are used to capture applicant’s contact details. 

Note: “Home phone number” field is mandatory and cannot be left empty. If you are not in the position to provide a home phone number, enter an alternative phone number (work, mobile) instead.
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Scholarship Application

Application Details

About You

Contact Details

Your Academic History

John and Pat Hume
Research Scholarship

Personal Statement

Important Links

Recommendations
Check Your Application

Application Instructions

Submit Application
CECG

Contact Details

Contact Address

Please fil in your contact details below, ensuring the mandatory fields are completed

Address line 1

Address line 2

Address line 3

Address line 4

Country *

Personal email *

Home phone *

Mobile Phone

Submit Application





“Sport Scholarships” section
This section allows you to provide a summary of your sporting history to date.

Sport history is very important information for the assessors; therefore applicants are encouraged to complete this section with as much detail as possible.

[image: image10.png]# Scholarship Application

Scholarship Appiication

Application Details
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About You

Contact Details.

Sport Scholarships
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Submit Application
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6. Adding referees

As mentioned previously, terminology used by the online system is “recommendation” for “reference”, and “recommendation provider” for “referee”. 
Referees can provide reference either electronically using the online system, or they can submit a reference on paper directly to the Sports Office. Applicants need to agree with each referee in advance whether the referee will submit his/her reference online or on paper. 

Both “online” and “paper” references need to be provided on a specified Referee form available for downloading https://www.maynoothuniversity.ie/study-maynooth/undergraduate-studies/scholarships/sport-scholarships. 
You will enter details of your two referees into the online system in the section called “Recommendations”, see the following screen snapshot.
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Scholarship Appiication

Application Details.
About You

Contact Details

Your Academic History

John and Pat Hume.
Research Scholarship

Personal Statement
Important Links
Recommendations

Check Your Application

Application Instructions.

RINT FORMS

Itis the applicant's responsibilty o ensure that references (called “recommendations” in the online system) are submitted on tme
by the applicable deadiine. The preferred option for submiting references is electronically through our application system. ff 2
referee Is unable 1o use the oniine system, they can submita reference on paper directly 1o the relevant ofice. In these cases the
applicant needs to provide the referee with the correct form. Please follow the instructions provided in the “Application Instructions™
section (see lef).

‘You mustinput the names and contact information for each referee, whether they will be submitting electronically or on paper. tis
very importantthat you make arangements with your referees before adding their contact defails into the system. For those
referees that will be submitting their reference electronically Using the online system, be sure to mark “Yes" for the online
submission question on the relevant screen.

RECOMMENDATION PROVIDER LIST

‘Once information abouta referee is saved, an email with login details and instructions on how to proceed will be sent o referees.
providing their reference online using the application system.

Additional Information

Your references will automatically be matched to your application upon submission.
‘The access code sentto your referees is valid for 180 days from the date you input and save their information.

To complete a reference online, a referee must have a valid email address

Ifyou would ke to send a reminderto a referee providing an online reference, check the box nextto hisher name and click on
the "resend” button. This will automatially generate a reminder email




After you click on the “Recommendation Provider List” button, the following screen appears.
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Scholarship Appiication Please lst the identiies of at least 2 peaple who will be submitting letiers of recommendation on your behalf. Recommendations.
Should be provided ffom employers, SUpEIVISOrs, professors, or others who are able fo comment on your professional and

[ —— ‘educational goals and potential (no fiiends of relatives please)

About You Recommendation Provider

Resend Notification Email: Use the Resend option f you wish to have an email message sentto a recommendation provider to
Contact Details remind himiher to complete the leter of recommendation

Your Academic History T ADD R PROVOER

John and Pat Hume
Research Scholarship © Please note that notification emails wil indicate "National University of Ireland Maynooth as the sender but wil come

from support@hobsons.com. Ifyour recommenders use  spam-biocking tool, pease ask them to add this email
address to ther st of knownisafe addresses.

Personal Statement

Important Links

Recommendations.

Check Your Application

Application Instructions.

PRINT FORMS





After you click at the “+ Add a Provider” button, the system will present the following screen for entering referee’s details. Each referee’s details will need to be entered separately.
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Wil this provider be submitting the letter of recommendation online?*

Yes No

© I Yes, you must provide the email address for online providers and piease notiy the individual that heshe willbe:
receiving an emal from the online appiication system with the necessary access information.

Ifyou would ke to include a personal note in the notification email hatis delivered, please use the space below:

Add Provider





If a referee is designated as providing reference online, you have to enter his/her email address into the relevant screen. You must ensure that the email address is valid and entered into the system correctly. The online system will use the email address you enter to send login details and instructions to the referee.

Once you add your referees’ details into the online system, the system will present you with a summary of your referees as illustrated on the screen snapshot below.
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Scholarship Appiication Recommendation Provider “Offine test Referee2 has been added to your Application profe

Please lst the identiies of at least 2 peaple who will be submitting letiers of recommendation on your behalf. Recommendations.
Application Details. Should be provided ffom employers, SUpEIVISOrs, professors, or others who are able fo comment on your professional and
educational goals and potential (no friends or relatives please).

About You
Recommendation Provider

Contact Details
Provider 1 a

Your Academic History

i i P e Refereet, Test Notified of Request: 170312015 22:39:17

Personal Statement

Important Links

Recommendations Provider 2

Check Your Application

Referee2, Offline test “This individual was entered as an offine provider.
Application Instructions.

Resend Notification Email: Use the Resend option f you wish to have an email message sentto a recommendation provider to
remind himiher to complete the leter of recommendation

+ADD A PROVIDER





Note that in the screen snapshot above, “Test Referee1” was registered in the online system as providing reference online, and “Offline Test Referee2” was registered as providing a reference on paper/offline.

The applicant is responsible for providing offline referees with the Referee form and for ensuring that the referee has access to the Guide for referees. Important: Referees providing reference on paper (offline referees) will not receive any instructions from the online system.
Applicants can delete a referee and register a new one. This process should also be followed in case a referee registered as providing reference on paper (offline) should be changed as providing reference online and vice versa.
Check application
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Scholarship Appiication

Application Details.

About You
Contact Details
Your Academic History

John and Pat Hume.
Research Scholarship

Personal Statement

Important Links

Recommendations.

Application Instructions.

PRINT FORMS

Check Application Status: Complete

‘Congratulations, Matt All required questions have been completed. Please nofe that this refers only to the minimum number of
questions required by the system before submission is allowed. There may be many other questions on the form that should also.
be answered; thus, please be sure you have fully responded to both required and relevant non-required items before you submit
your Application.

Ifyou would ike to begin the Application submission process, please click on the “proceed to submission” button below. Otherwise,
you may use the navigation links to access another section of the online Application

Proceed to Submission





Review application

You can review information entered into the online system by clicking at the “Print Form” button at the bottom of the screen (see the above screen snapshot).
Submit application

Once you are happy with your application, you can proceed to submission. Remember, once you submit your application, it will not be possible to make any amendments in it.

7. Recommended system requirements for using the online system
Maynooth University uses a third party service, therefore some email addresses and urls used are those of the service provider. All information provided by applicants and referees will only be used by Maynooth University in the process of collecting and processing scholarship applications. No third party will have access to the data.

Supported browsers include Internet Explorer 9 and 11, Firefox, Chrome and Safari.

While the majority of features will work with other browsers, full compatibility is guaranteed and support offered is for the browsers mentioned above.

If you are using one of the supported browsers and are experiencing problems, we encourage you to upgrade to the latest version. If you still experience problems after upgrading, please make sure that your browser is set to accept cookies. Also, make sure the following browser settings are enabled:

JavaScript must be enabled.

Popup blockers must be disabled.

If your browser has a section for trusted sites, please enter these two URLs:

http://rec.hobsons.co.uk

https://rec.hobsons.co.uk

You will need Adobe Reader 6.0 or higher to download, view and print PDF files. While PDF files should work with most other PDF viewers, we can only guarantee full compatibility and support for Adobe Reader 6.0 or higher.

If your email offers a whitelist, please add the following addresses:

support@hobsons.com
8. Enquiries

If you have any questions regarding the application process please consult documentation for applicants, such as this guide, and Terms and conditions of the scheme.

Should the documents available not answer your question, please email sportscholarship@nuim.ie  with “Query & sport name” in subject.
For reasons of transparency and fairness, only email enquiries will be accepted.
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