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“Institution Management”

&h All information has to be entered in English transcription

When Administration give access to the next step, start to register Institute and Participants.

» Open the home page of the Forum website
» Go Main “Institution Management”, Choose - Institutions
» This menu serves to create Institutions

’/ | . To add new Project Participants first you have to add a Participating Institution. You
% can add a new Participant only to an existing Institution.

. Proposal Portal
\)

Discussion Forum | Institution Management Project Proposal - | News | Home | Dana Yessenzhanova -

A

Institution Manageme:

Institutions

Parficipants
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CREAT INSTITUTION.
Create Leading Institution.
> If your Institute already on the system you can search by clicking Button Search.

> Press “Create”, if your Institute is not on the system

STC

ISTC Forum

Discussion Forum | |Institution Management - | Project Proposal ~ | News | Help~ | Home |

MHTL

sebiv62617 sebiv62617 - Institution Management

Create Institution

RS o |
Code
T l:l Code Institute Full Name Institution Group Created On 4

Institution Group clLooze Test Colaborator8 Collaborator 6/12/2023 3:29 AM
[ Leading Institution
CLo021 eecee Collaborator 6/12/2023 1:05 AM -
[ Participant Institution
[ Collaborator L0020 Test Colaborator8 Collaborator 6/12/2023 12:23 AM -
[ Co Funding
OJ Partner cLoo1g 7777 Collaborator 6/11/2023 10:56 PM
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New window will appear which prompt you to select:

> “Taxpayer Identification Number” is an identification number of the institute. This

number must be selected to avoid duplicates

General Information

Taxpayer ldentification Mumber *

Imstitution Group *

Imstitute Full Mame *

Shart Mame

Legal Status

Governmental Agency
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Code will be generated automatically
On the “Institution Group” choose “Leading Institution” from the list and start to fill
information about Institute

V VY

Create
Institution

o

General Information

Institution Group *

‘ v‘

| Leading Institution
Participant Institution

Collaboratar
Co Funding ‘
Partner

Institute Full Name *

Short Name

Enter required the information on the table

To fill the Country and City, please click on Search Icon

Choose you country from the List or you can Search typing your country on the “Search”
After “SELECT” the Country and City where your institution is located in.

YVVVY

Lookup records

Search

Choose one record and click Select to continue

v Country Name 4 Country Code
Afghanistan AF
Aland Islands AX
Albania AL
Algeria DZ
American Samoa AS

Andorra AD

L]
L
Ul
L
Ul
[]
Ul

Angola AD

A
©

¥}
w
~
o
@
-~
=3

@ If the necessary Country or City is not contained in the selection table, you
need to email portal @istc.int.
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» When you finish to fill all information, Click on “Next”

Country *

| [ o]
City

| [ 2]
Zip Code *

Web Page

Information
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New window will appear which prompt you to fill Signature Authority information.

» Click on Button “Previous” if you want to change information about Institute.

> “Individual identification number” is an identification number of the participants. This
number must be selected to avoid duplicates.

» Enter Personnel data of the participant and his duties within the project.

Create Institution

Signature Authority Gender *

Date of birth

M/DAYYYY

Individual identification
number *
Category

Last Mame =
Sensitive Knowledge

® Ne e

First Name

Title

Department *

Position *

Email

Phone

Provide a telephone number

Sy |

» When you finish to fill all information, Click on “Submit”
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Create Participant Institution.
> If your Institute already on the system you can search by clicking Button Search.

> Press “Create”, if your Institute is not on the system

General Information

Taxpayer Identification Number *

‘ 111112 ‘

Institution Group *

‘ Participant Institution V‘

Lode

Institute Full Name *

‘ Nuclear center ‘

Short Name

> Enter required the information on the table

» To fill the Country and City, please click on Search Icon

» Choose you country from the List or you can Search typing your country on the “Search”
> After “SELECT?” the Country and City where your institution is located in.

Lookup records

Search

Choose one record and click Select to continue

« Country Name 1+ Couniry Code
Afghanistan AF
Aland Islands AX
Albania AL
Algeria Dz
American Samoa AS

Andorra AD

Ul
[]
]
L
L]
L
Ul

Angola AD

A
©

(X}
w
i
o
@
~
@
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& If the necessary Country or City is not contained in the selection table, you
£25 need to email portal @istc.int.

» When you finish to fill all information, Click on “Next”

Man-Government

Governmental Agency

Street Address *

‘ city

Country *

‘ Kazakhstan

City

‘ Astana

Zip Code *

‘ 01010

Web Page

‘ istc.int

Information

Bank details

Bank Name 4 Bank account

There are no records to display.

SWIFT Code

Branch Name

Branch Code

Created On
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New window will appear which prompt you to fill Signature Authority information.

» Click on Button “Previous” if you want to change information about Institute.
> “Individual identification number” is an identification number of the participants. This
number must be selected to avoid duplicates.
» Category-Sensitive Knowledge
» Select the Category.
Category 1: Leading Scientific and Technical staff.
Project managers and Sub managers;
Leading experts in the technical area of project — no more
than 2-3 participants from each participating institution.
(recommended daily rate 60 — 70 USD)

Category 2:  Other Scientific and technical staff with higher education
(recommended daily rate 40 — 50 USD)
Category 3:  Supporting staff (recommended daily rate 30 — 40 USD

Create Institution

Signature Authority Gender *

Date of birth

Individual identification M/DIYYYY

number *
Category

Last Mame =
Sensitive Knowledge

® No e

Title

=L |

» When you finish to fill all information, Click on “Submit”
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Create Collaborator

> If your Institute already on the system you can search by clicking Button Search.

> Press “Create”, if your Institute is not on the system

General Information
Code

10097

Institute Full Name *

1

Short Name

Institution Group *

Collaborator

Legal Status

Governmental Agency

Street Address *

K |
Country *

‘ Armenia ‘ x® ‘ Q ‘
City

| Yeravan | x ‘ Q ‘

Zip Code *

[
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New window will appear which prompt you to fill Contact Person information.

» Click on Button “Previous” if you want to change information about Institute.
> “Individual identification number” is an identification number of the participants. This
number must be selected to avoid duplicates.

» Enter Personnel data of the participant and his duties within the project.

Contact Person

Individual identification
number *

| 1111114 |

Last Name *

| lemry |

First Name

Title

Department *

| Geochemistry |

Position *

| Professor |

Email ~

| jerry@mail.nd |

Phone

| 123131546 |

o ]

Gender *

Male

Date of birth

1/2/1963

Category

Sensitive Knowledge

@ po O ves

» When you finish to fill all information, Click on “Submit”
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Create Co-Funder

> If your Institute already on the system you can search by clicking Button Search.

> Press “Create”, if your Institute is not on the system

General Information
Code

10097

Institute Full Name *

E

Short Name

Institution Group *

Co Funding

Legal Status

Governmental Agency

Street Address *

E |
Country *

Armenia ‘ x ‘ Q ‘
City

|Yere\.ran | x ‘ Q ‘
Zip Code *

[

New window will appear which prompt you to fill Signature Authority information.

» Click on Button “Previous” if you want to change information about Institute.
> “Individual identification number” is an identification number of the participants. This

number must be selected to avoid duplicates.
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Signature Authority

Individual identification
number *

Last Name *

First Mame

Title

Department *

Position *

Email *

Phone

‘Pro'.ficeateleproremrr'ber ‘

=~ Previons ﬁ

» When you finish to fill all information, Click on “Submit”

Gender *
~
Date of birth
M/DSYYYY =]
Category
~

Sensitive Knowledge

® Ng O Yes




ISTC Forum web site -USER MANUAL Page 16 of 17

Create Participants

» Click on the button “Create” to create a new Participant.

ISTC Forum

Discussion Forum | Institution Management - | Project Proposal - | News | Help- | Home |

Sebiv62617 sebiv62617 - Institution Management

Institutions
Participants

Participants

—

Type Last Name First Name Created On

Project Participant Paplavekiy Yaroslav 11/11/2022 7:33 PM
Project Participant javojaf798 @lieboe.com javojaf798@liehoe.com 4/20/2023 135 PM
User Izotov Aleksandr 12/15/2022 1:27 AM
Sub Manager Beisenova Zhansaya 4£21/2023 11:30 AM
Project Participant. User Bingolast BingoFirst 2/3/2023 1:27 AM

To add new Project Participants first you have to add a Participating Institution.
You can add a new Participant only to an existing Institution.

If you face following error (see picture), so it means that participant with the same
Individual Identification number exist. You need to go to the main list and choose it. If you

would like to change anything please contact: portal@istc.int

G Create

A Contact 'Diana’ already exist as ‘Alexey Petrov' with the same IIN

Gender

Femazle

[ Project Manager Date of birth

[] Sub Manager Jp—
Individual
identification
number Category
1
FooTo07o0sdh
Sensitive Knowledge

® No O Yes

Last Name *
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» New window will appear which prompt you to fill Participant Personnel data.

Select the Role of this Participant within the Project
Signature Authority

User

Contact person

Project participant

Project manager

Sub manager

» When you finish to fill all information, Click on “Submit”
@ Create

_l Signature Authority Gender *
[ User

[T} Contact Person

) Project Participant

U Project Manager Date of birth *
[ Sub Manager M/DAYYYY =
Last Name *
Category

First Name

Sensitive Knowledge

Title
Department * Institution
Position *

Email *

Phone *

Provide a telep




