Guidance Notes on the online application 

You can use the online application to apply with your own proposal or select one of the advertised projects.
1. If you do not have your own proposal firstly browse the projects found at : http://www.beds.ac.uk/research/rgs/apply
2. Once you have identified a suitable project click on ‘Apply Now’ at http://www.beds.ac.uk/research/rgs/apply
3. You will see this screen:

[image: ]

4. Click on ‘New User’, you will then see:
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Start typing in your details.  Click ‘Proceed’ when you are ready. You will then be taken to this screen:
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5. Click ‘Proceed with Application’.
6. The next screen will look like this:
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7. Complete all the boxes and click on ‘Proceed to Personal Details’.  You will see this screen:
[image: ]
8. You will be able to view the available projects for each Research Institute by selecting them and clicking on the link.
9. Complete the rest of the screen and click on ‘Proceed to Personal Details’
10. Complete your Personal Details, ensuring no fields are left blank
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11. When you are ready click ‘Proceed to Qualifications’

[image: ]

12. Complete the ‘Qualifications’ screen, we only require your highest or most relevant qualifications and your English language qualifications.
[image: ]
13. Click on ‘Proceed to Referee Details’

[image: ]

14. Click on ‘Proceed to upload documents’. 

 In this screen you must upload: Your CV, your English language qualification, a copy of your highest degree certificate, a copy of the photograph page of your passport, evidence of who will be paying your fees (if applicable).  Please note each documents must not be more than 2MB in size.
If you are applying with your own proposal please also attach this at this stage. 

15. Click on ‘Proceed to submission’.
16. The final screen will show you your details:
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17. Click ‘Submit the Application’
18. The screen will confirm your application has been submitted:

[image: ]
19. Once your application has been received safely, one of the Research Graduate School Office administrators will send you an acknowledgement via email, giving you a student reference number to quote for future correspondence. If any required documents such as your CV or proposal have not been uploaded the Research Graduate School will advise you what is missing and put your incomplete application on hold until all the required documents have been received. 
20. Please note incomplete applications will be kept on hold for 1 month only. If after 1 month the application has not been completed the files will be deleted. 

If you experience any difficulties with the application process please contact research@beds.ac.uk
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