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Steps to apply for an opportunity 
offered/supported by the Faculty



Student clicks on “Training” to check his/her training

Student Account



In this window, students can see two options:
Available Training: 
• To check offered training opportunities to “apply”.
• To add his/her private training ”+Request Training”
My training: show student’s training list and their status.
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In “Available Training”:
• Opportunities which are open for student’s program will appear in his/her list.
• He/she can open the opportunity by clicking the “eye” icon.
• A new window for application will open as shown in the next page.
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After clicking the “eye” behind the opportunity, this page will appear where student can “Apply”.

After clicking “Apply”, the status of this training opportunity will appear as “In Review”.



The opportunity will appear in his/her list as “In Review” waiting for the academic advisor “Accepted” or “Semi 
Accepted”, the latter for SCHEP students as they need to pay first to turn their status into “Accepted”
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Then, student can check his/her ”My Trainings”.
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A case for ICHEP student, his/her request is “Accepted” by the academic advisor 
(as he/she already paid the training with his/her overall fees).

A case for SCHEP student, his/her request is “Semi Accepted” by the academic 
advisor. The status will turn automatically into “Accepted” once the student pays.

For SCHEP student to pay, he/she should open the opportunity that is already 
“Semi Accepted” by clicking the “eye” icon.
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SCHEP student: as appeared, it is the opportunity window where a student should 
click on “Pay Now”.



Payment window for SCHEP student.
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Steps to apply for private 
opportunities provided by students 

via private contacts

subject to be accepted by academic advisors and 
corresponding program coordinators
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By clicking “Available Trainings”, this window will appear. Then, student can click “+Request Training”, in order to 
add his/her private training. However, it is subject to be accepted  by academic advisors and corresponding 
program coordinators with refernce to PFT SPECS.
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Student must fill in all required information.
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Completing 
a single training cycle

Students should (after completing their training):

1. Upload training technical report
2. Upload training certificate
3. Fill in a quessionnaire 
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Student can download the template of the technical report by clicking on “My Archive”.
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By clicking “Student Training Documents”, the window below will appear where students can download the Technical Report template.
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To complete the training cycle for specific opportunity, student should go: “Trainings _ My Trainings”, then click on the “eye” icon 
beside the training opportunity he/she completed. Then, this window will open for filling in a feedback questionnaire by clicking 
“Apply” as shown in the red boundary.
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After filling in the questionnaire, student clicks on “Submit” to continue the process.



After submitting the questionnaire, this window will open for uploading both “Students Technical Report” and training certificate,
then student can click ”Finished”. Then, the program coordinator will check the case then click “Approved”, and hence, the cycle
closed.
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