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[bookmark: _Toc347241402][bookmark: _Toc360619785]1. Introduction
This Guide is designed to step users through how to use the Online Australia Awards Scholarships Information System (OASIS) to submit an Australia Awards Scholarship application.
Online applications for the 2014 Intake will be open in OASIS on 01 February 2013 and will close at midnight Australian Eastern Standard time on 30 April 2013.  Not all eligible countries permit online applications.  You must check the Participating Country page for details on how to apply and read the Australia Awards Scholarships Policy Handbook before submitting an application.

[bookmark: _Toc347241403][bookmark: _Toc360619786]2. OASIS Registration
Applicants must first register in OASIS as a new applicant before being able to create and submit an application. 
To receive an OASIS password and logon for the first time, follow these steps:
1. Open your internet browser and navigate to OASIS Website on the home page menu select Logon/Register and Register New Account Complete the new user registration page and select save.
2. You will be redirected to the Registration Confirmation page.  An email will be sent to you containing a temporary password.  
3. Return to OASIS Website and select Logon/Register again.
4. Enter the exact email address that you used to register.  In the password field enter the temporary password you were sent and then select logon.
5. You will now be required to change your password.
6. Enter your temporary password in the old password field.  Create a new password and enter it in the new password and confirm password fields and then select save.
	Note. Your new password must be a strong password. It must be between 6 and 16 characters in length, and must combine three of the four different types of character: uppercase (A-Z), lowercase (a-z), numerals (0-9), and symbols.



[bookmark: _Toc347224967][bookmark: _Toc347225166][bookmark: _Toc347241404][bookmark: _Toc360619787]
3. OASIS Page Elements
[bookmark: _Toc360619788]3.1 Remember Text
Each page of the application will begin with Remember text.  These fields will contain additional information on how to complete the fields including links to various websites.
[image: ]
[bookmark: _Toc360619789]3.2 Error Messages
In addition to the Remember text OASIS will display a message in Red if any of the fields have not been completed.
Some common errors are as follows:
[image: ]
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[bookmark: _Toc360619790]3.3 Character Limits

Free text fields in OASIS have a limit of 2000 characters.  Characters are defined as letters, spaces and punctuation marks.   OASIS will allow you to enter more than the limit, however additional characters over the limit will not appear on your submitted application.
	Please ensure that the information entered in the free text fields is clear, concise and relevant.



[bookmark: _Toc360619791]4. Creating a New Application

Once registered, applicants can fill in the Australia Awards Scholarships application form online.  In addition to the application form, users are able to upload copies of all their supporting documents.
	 NOTE:  an application may be edited up until it has been submitted.  Applicants may recall their application by selecting un-submit on the ‘Application Menu’ at any time for editing up until the application round closes. 



To create a new online Application, follow these steps:
1. Logon to OASIS, select Applications on the Home Menu and Create New Applications.

2.  On the Add Application screen the Intake Round will default to Australia Awards Scholarship 2014.

[image: ]
Select next to continue.
3. The Personal Details screen will open.  All fields marked with an * are mandatory fields and must be completed before OASIS will allow you to move to the next screen.
[image: ]
Select save to create a record of your application and to continue. 


[bookmark: _Toc360619792][bookmark: _Toc347241405]5. Application Checklist

The Application Checklist will allow you to navigate within the draft application.  Each section of the application must be completed before your application can be submitted.
	[image: ]
	The check list will indicate by a [image: ]that this section of the application has been completed.  A [image: ] will indicate that this section of the application is incomplete and the [image: ] will indicate the section you are in the process of completing.





	Note: If you have not completed all sections you will not be able to submit your application.





[bookmark: _Toc347241406][bookmark: _Toc360619793][bookmark: _Toc347224969][bookmark: _Toc347225168]6. Completing an Application
	Note: All mandatory fields are marked with an asterisk * and must be completed. Select Next at the bottom of each page to save your information and move to the next screen. 




	Checklist Item
	

	1. Personal Details
	You must be a citizen of one of the eligible participating countries.  You must be residing in your country of residence, are not or have not applied for permanent residency or citizenship in Australia or New Zealand.

Entering a Passport number is not mandatory. 


	2. Contact Details
	Enter your current residential address, if your ‘Mailing Address’ is the same as your residential Address, tick the box.
Enter your Phone and Email address


	3. Spouse Details
	Enter details of your spouse and indicate if they will be joining you in Australia.
If you do not have a spouse, select the ‘Not Applicable’ checkbox if this entire section is not applicable to your application.

	4. Children Details
	Enter details of any dependent children and indicate if they will join you in Australia.
Select the ‘Not Applicable’ checkbox if this entire section is not applicable to your application or Select [image: ] to add a child to the list.
[bookmark: _GoBack][image: ]

Complete all fields on the Add – Children Details screen and select save to save the information.  Repeat if you would like to add more than one child.

	5. Emergency Contact Details
	Provide details of a person that can be contacted in case of an emergency.  This may be a relative or a friend.  


	6. Previous Scholarships
	Select the ‘Not Applicable’ checkbox if this entire section is not applicable to your application or select [image: ] to list and previous or current scholarships or fellowship you have been awarded.  Only include details of post-secondary school scholarships or fellowships. 

	7.Scholarship Applications
	Enter details of other scholarships you are currently applying for and if you have previously applied an AusAID Scholarship.

Applying for more than one scholarship does not make you ineligible to apply for an AusAID Scholarship.


	8. Proposed Study Program
	You must enter two preferences; you are encouraged to choose courses at two different institutions.  It is important to choose a course that is a priority field of study for your country
Select [image: ] to add a preference to the Proposed Study Program list.
[image: ]
The Add – Proposed Study Program screen will open.
To enter course details enter the CRICOS code and select[image: ].  This will populate information regarding the selected course into OASIS.  Select the Institution from the dropdown list.
	Please select your courses carefully; the CRICOS code can be obtained at Course Search when entering the CRICOS code ensure that you select the course code.
[image: ]
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If you have selected a research program you must complete the questions relating to your research.
Select save to save the information, repeat the steps above to add another preference.


	9. Qualifications
	List qualification whether complete or not by level of study starting with the highest.  If you have not completed your studies please list the completion date
Select [image: ] to add your qualifications.
[image: ]


	10. English Language Details
	You must read the Scholarships Policy Handbook and the Country Profile to see which English proficiency test scores are accepted.  


	11. Computer Literacy Details
	Answering these questions will assist Australian institutions to decide whether you will require additional tuition.  

	12. Computer Training Details
	Select the ‘Not Applicable’ checkbox if this entire section is not applicable to your application or select [image: ] to include formal Computer Training Courses.
[image: ]


	13. Current Employment
	Select the ‘Not Applicable’ checkbox if this entire section is not applicable to your application or enter details of your current employment; this may include work experience, community work and unpaid voluntary work.  Include a description of your current duties and/or responsibilities.

	14. Previous Employment
	Select the ‘Not Applicable’ checkbox if this entire section is not applicable to your application or provide details of any previous employment that is relevant to your application. Employment history may include work experience, community work and unpaid voluntary work.

	15. Supporting Statements
	Complete supporting statement section by answering each individual question.  It is important to note that each answer has a character limit of 2000 character including spaces

	16. Professional Memberships
	Select the ‘Not Applicable’ checkbox if this entire section is not applicable to your application or list details of current or past memberships to professional organisations by selecting [image: ].  
[image: ]
Only include memberships of relevant professional associations or voluntary organisations.  This could include community, cultural, political, scientific, professional or educational organisations

	17. Communication
	Select an option from the dropdown list indicating where you first learnt of the Australia Awards

	18. Documentary Evidence
	Please check your country profile on the AusAID website to determine the documentation required to complete your application.
As a minimum you must upload:
· Proof of citizenship/identity i.e. birth certificate/passport if available and photographic identification i.e. student card drivers licence if passport is not available. 
· Certified copies of previous academic transcripts. Where they are not in English please provide an English translation. 
You may also upload:
· Certified copies of post- secondary and tertiary certificates/degrees. Where they are not in English please provide an English translation 
· IELTS or TOEFL results 
· Statement from university or school that English is the language of instruction 
· Referee Reports 
· List of relevant publications (research applicants only) 
· Any other relevant documents in support of your application 
To add documentary evidence to your application select [image: ]  and complete the document upload screen, the maximum upload file size is 2 MB.  Files of the following types may be uploaded: .doc, .docx, rtf, .pdf, .gif, .jpeg, .jpg, .tiff, .png, .bmp, .txt. 

	19. Declaration
	Complete the declaration and acknowledgement and select Submit to submit your application.



[bookmark: _Toc347241407][bookmark: _Toc360619794]
7. Making changes to your application
Changes can only be made to an application when it is in the status of draft.  Once it has been submitted, it has to be un-submitted in order to make changes.
	Note: An application can only be un-submitted or re-submitted prior to the 30 April 2013 deadline.



To un-submit your application; open your application in OASIS select Unsubmit Application on the Application Menu.  The Unsubmit Application screen will open with a verification confirming that the application is to be recalled and will open at the Contact Details screen, the status of the application will change to Draft.
	Note: Remember to submit your application when you have completed your changes.



[bookmark: _Toc360619795]8. Submitting your Application
All online application must be submitted in OASIS, will all relevant documents attached, by midnight Australian Eastern Standard Time on 30 April 2013.  OASIS will close to all applicants at that time, applicants will no longer be able to view, edit or submit applications.
	We strongly advise applicants applying online to submit their applications well before the closing date. (OASIS) experiences peak usage in the days leading up to the closing date and applicants may experience delays.
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Spouse Details - Application
@ Remember

If you have dependants (spouse and/or children under 18 years of age), provide their details even if they will not accompany you to Australia. Note that the
scholarship does not provide financial support for accompanying dependants.

A spouse is the person you are married to or is a de facto partner (including same-sex partners).

You can get information on your responsibilities for your dependants, should they live with you in Australia during your scholarship, from the Department of
Immigration and Citizenship website or by contacting the institution where you want to study.
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The following error(s) have occurred:
Enter Family Name, use up to 50 characters.

Enter Given Names, use up to 100 characters.
Select Gender. -—
Enter the date of birth.

elect Country of Citizenship.
Indicate if your spouse will accompany you to Australia.

This error message indicated that several fields have
not been completed. You will not be able to submit
your application unless you have completed all




image9.png
The following error(s) have occurret
Answer how did you identify your chosen course of st
This error message indicates that

you have exceded the characters
limit for a particular question





image10.png
Add Application
@ Remember

You must read the Handbook and your country profile before proceeding.

Your should be aware that giving false or misleading information is a serious offence under the Criminal Code Act 1995 of the Commonwealth of Australia.
Select the Intake Round that you wish to create and submit a new application for.

Required fields are marked with an .

Intake Round:
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Title*:

If you do not have a separate family name and given name, enter your one name in both fields.
Family Name*:

Given Names™:

Date of Birth (d mmm yyyy)*: Place of Birth (State/Province)*: Gender*:

Country of Citizenship*: Ethnic Group:

Do you have dual Citizenship*?

Which country are you living in now*?

Have you applied or are you intending to apply for permanent residency or citizenship in Australia or New Zealand*?

National Identity Number (Provide if applicable to your country):

Passport Number:

Save Cancel
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Children Details

You may indicate below f this entire section is not applicable to your application.

] Not Applicable
Family Name Given Name Date of Birth Gender Passport Number Accompanying Citizenship Country Action

add




image18.png
Proposed Study Program

Preference  CRICOS Institution  Course  Level OfStudy  TypeOfStudy  Duration  Action
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Course Details | Institution Details | Contact Details

Course Name: Master of Education
[ CRICOS Course Code:™ 0602988 |
Dual Qualification: No

Field Of Education - 1st
Qualification

Broad Field: 07 - Education

Narrow Field: 0703 - Curriculum and Education Studies
Detailed Field: 070303 - Education Studies

Course Level: Masters Degree (Coursework)





image21.png
'CRICOS Course Details

CRICOS Code:
e

Course Name: Institution:

I .

Type of Study: Level of Study.

[ -

Duration in Weeks: Field of Study:

Minimum English language proficiency required for the course (IELTS)

Preference:





image22.png
Qualifications
Enter academic qualifications (Highest Level First)
Level of Study  QualificationName  StartDate  End Date Institution Country Language  Action
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Computer Training Details

You may indicate below f this entire section is not applicable to your application.

] Not Applicable
Enter any completed formal Computer Training Courses (Highest Level First)
Course Name Start Date End Date Action

wadd
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Professional Membership:

You may indicate below if this entire section is not applicable to your application.

] Not Applicable

List details of current or past memberships to professional organisations.

Organisation Highest Position Held Start Date End Date

Action

add





