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INSTRUCTIONS FOR FILLING APPICATION FORM 

Scenario 1: Candidate fills the application and ‘Submit’ the application. 

Step No Steps Page No 

Step 1: Go to Applicant portal site 2 

Step 2: Click on ‘New Application’ button in portal landing page 2 

Step 3: Select Programme 2 

Step 4: Enter the required details 3 

Step 5: Click on ‘Submit’ button -> Note Reference Number 3 

Step 6: Click on ‘Continue to Application’  3 

Step 7: Fill in the Application Form sections:  
*Candidate Details 

*Academic 

*Professional Background 

*References 

*Development Impact 

*Career Plans 

*Proposed Study in the UK 

*Personal Statement and Voluntary and Leadership Experience 

*Checklist and Confirmation 

*Attachments 

*Summary 

4 to 9 

Step 8: Click on ‘Submit’ -> Note Reference Number 9 

Step 9: Click on ‘Exit’ button 9 

Step 10: Click on ‘Submitted Applications’ in portal landing page 10 

Step 11: Enter the ‘Reference Number’ and ‘Passcode’ 10 

Step 12: Click on ‘GET ONE-TIME PASSWORD BY SMS TEXT’ button 

 

10 

Step 13:  Enter One-Time Password (six-digit code) 10 

Step 14: Click on ‘Verify and Search’ button -> View Submitted Application Form 10 

Step 15: Click on ‘Exit’ button 11 

 

 

 



 

 

 Go to Applicant portal site 

 Click on ‘New Application’ button in portal landing page 

 

 Select Programme 

 

 

 

 

 

 

 

 



 Enter the required details 

 Click on ‘Submit’ button -> make a note of your Reference Number 

 

 Click on ‘CONTINUE TO APPLICATION’  

 



 

 Complete the Application Form sections: 
• Candidate Details 

• Academic 

• Professional Background 

• References 

• Development Impact 

• Career Plans 

• Proposed Study in the UK 

• Personal Statement and Voluntary and Leadership Experience 

• Checklist and Confirmation 

• Attachments 

• Summary 

 



 

 

 



 

 

 



 

 

 



 

 

 

 

 Click on ‘Submit’ -> Note your Reference Number 



 

 

 

 Click on ‘Submitted Applications’ in portal landing page 



 

 Enter the ‘Reference Number’ and ‘Passcode’ 
 Click on ‘GET ONE-TIME PASSWORD BY SMS TEXT’ button 

 Enter your One-Time Password (six-digit code) 
 Click on ‘Verify and Search’ button -> View Submitted Application Form 

 

 

 Click on ‘Exit’ button 

 

 

 



INSTRUCTIONS FOR COMPLETING APPICATION FORM 

Scenario 2: Candidate fills the application form and submits the application with ‘Save Draft’ functionality. 

Step No Steps Page No 

Step 1: Go to Applicant portal site 13 

Step 2: Click on ‘New Application’ button in portal landing page 13 

Step 3: Select Programme 13 

Step 4: Enter the required details 14 

Step 5: Click on ‘Submit’ button-> Note Reference Number 14 

Step 6: Click on ‘Continue to Application’  14 

Step 7: Click on ‘Save Draft’ button-> Note Reference Number 15 

Step 8: Click on ‘Go to Home Page’ button 16 

Step 9: Click on ‘Continue with Applications’ in portal landing page 16 

Step 10: *Search with Email id and enter Passcode 

*Click on ‘GET ONE-TIME PASSWORD BY SMS TEXT’ button 

*Enter One-Time Password (six-digit code) 

*Click on ‘Verify and Search’ button 

16 

Step 11: *Search with Reference Number and enter Passcode 

*Click on ‘GET ONE-TIME PASSWORD BY SMS TEXT’ button 

*Enter One-Time Password (six-digit code) 

*Click on ‘Verify and Search’ button 

17 

Step 12: Continue filling in the Application form sections: 
*Candidate Details 

*Academic 

*Professional Background 

*References 

*Development Impact 

*Career Plans 

*Proposed Study in the UK 

*Personal Statement and Voluntary and Leadership Experience 

*Checklist and Confirmation 

*Attachments 

*Summary 

18 to 22 

Step 13: Click on ‘Submit’ button -> Note your Reference Number 23 

Step 14: Click on ‘Exit’ button 23 

Step 15: Click on ‘Submitted Applications’ in portal landing page 23 

Step 16: *Enter the ‘Reference Number’ and ‘Passcode’ 
*Click on ‘GET ONE-TIME PASSWORD BY SMS TEXT’ button 

*Enter One-Time Password (six-digit code) 

24 

Step 17: Click on ‘Verify and Submit’ button-> View Submitted Application Form. 24 

Step 18: Click on ‘Exit’ button 24 

 

 

 

 

 

 

 

 

 

 Go to Applicant portal site 

 Click on ‘New Application’ button in portal landing page 



 

 Select Programme 

 

 Enter the required details 

 Click on ‘Submit’ button-> Note Reference Number 



 

 Click on ‘Continue to Application’  

 

 



 

 Click on ‘Save Draft’ button-> Note Reference Number 

 

 

 

 

 

 

 

 

 

 Click on ‘Go to Home Page’ button 



 

 Click on ‘Continue with Applications’ in portal landing page 

 

 

• Search with Email id and enter Passcode 

• Click on ‘GET ONE-TIME PASSWORD BY SMS TEXT’ button 

• Enter your One-Time Password (six-digit code) 

 

• Click on ’Verify & Search’ button 

 



 

• After a minute, ‘Click here to resend One Time Code’ link will be enabled 

• Search with Reference Number and enter Passcode 

• Click on ‘GET ONE-TIME PASSWORD BY SMS TEXT’ button 

• Enter your One-Time Password (six-digit code) 

 

• Click on ’Verify & Search’ button 

 

 Continue filling the Application form 

• Candidate Details 

• Academic 

• Professional Background 

• References 

• Development Impact 

• Career Plans 

• Proposed Study in the UK 

• Personal Statement and Voluntary and Leadership Experience 

• Checklist and Confirmation 

• Attachments 



• Summary 

 

 

 



 

 

 



 

 

 



 

 

 

 

 Click on ‘Submit’ button-> Note Reference Number 



 

 

 

 

 

 

 Click on ‘Exit’ button 

 

 



 

 Click on ‘Submitted Applications’ in portal landing page 

 

 

 

 Enter the ‘Reference Number’ and ‘Passcode’ 
 Click on ‘GET ONE-TIME PASSWORD BY SMS TEXT’ button 

 Enter your One-Time Password (six-digit code) 
 Click on 'Verify and Submit’ button-> View Submitted Application Form. 

 

 Click on ‘Exit’ button 



 

 

 

 

 

 

 

 

 

 

 

 

INSTRUCTIONS for SMS Two-Factor Authentication in Application Portal 

Scenario 3: SMS Two-Factor Authentication in application portal 

Step No Steps Page No 

Step 1: Go to Applicant portal site 26 

Step 2: Click on ‘Submitted Applications’/’Continue with Application’/’My Tasks’ 26 

Step 3: Search by Email-ID/Reference Number 
Enter the Passcode 

Click on ‘Submit’ button 

26 

Step 4: Click on ‘GET ONE-TIME PASSWORD BY SMS TEXT’ button 26 

Step 5:  Applicant fails to enter One-Time Password 26 

Step 6:  Click on ‘Click here to resend One-Time code’ link 27 

Step 7:  Click on ‘GET ONE-TIME PASSWORD BY SMS TEXT’ button 27 

Step 8: Enter the One-Time Password (six-digit code) 27 

Step 9: Click on ‘Verify and Search’ button 27 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Go to Applicant portal site 

• Click on ‘Submitted Applications’/’Continue with Application’/’My Tasks’ 



 

• Search by Email-ID/ Reference Number 

• Enter the Passcode 

• Click on ‘Submit’ button 

 
• Click on ‘GET ONE-TIME PASSWORD BY SMS TEXT...’ button 

 

• Applicant fails to enter One-Time Password 

 

 

 

• Click on ‘Click here to resend One-Time code’ link 



 

• Click on ‘GET ONE-TIME PASSWORD By SMS TEXT’ button 

 

• Enter the One-Time Password (six-digit code) 

• Click on ‘Verify and Search’ button 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


