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“SCHOLARSHIPS” MODULE IN USOS
     


                              




GUIDELINES FOR STUDENTS - USOSweb











After logging in to USOSweb click on DLA WSZYSTKICH -> WNIOSKI ->
 A list of application forms available to be filled out will be displayed


· Before starting to fill out the application form familiarize yourself with the By-laws for obtaining benefits
· To start filling out the form click “zacznij wypełniać ” by the selected application form (if you discontinue filling out the application form , after returning to it use the „kontynuuj wypełnianie” button).
· Once you have clicked on „zacznij wypełniać” fill out the screens in line with the system instructions. The system will guide you through the fields that need to be filled out. On certain screens after hovering over the text a  drop-down list is shown or a link appears, i.e. To resolutions, rules and regulations of studies etc. Please read the information on the screens carefully.
· Relief, application for scholarship for the disabled, application for the Rector's scholarship are one-off applications (they are submitted directly - as opposed to applications for social scholarships).
· Application for social scholarship is directly combined with Statement on Income - both these documents, when filled out and registered, constitute a necessary set. Statement on Income is a generator of average income in the family  -> information appearing on the screens must be carefully read and data must be filled out. First, submit the Statement on Income and then - application form for social scholarship.
· Having submitted applications electronically (registering them) after filling them out, the hardcopy version along with the required documents must be submitted in the dean’s office (social scholarship, scholarship for the disabled, relief) or in the Student Affairs Centre (room no. 3 and 4, Rector’s scholarship).
· Statement of Income may be submitted in one version only. If you have collected the social scholarship in the winter semester and the composition of your family changes or the level of income as per the date of application for scholarship submission for the summer semester changes (i.e. someone has lost their job, adult siblings graduate etc.) you must update the Statement on Income, print it and submit it with the application form for the scholarship in the summer semester, appendix no. 5 to the Rules and Regulations of benefits and documents confirming the change (dean’s office enables updating the statement - intention of changing this document must be thus reported to the dean’s office). 
· The system requires supplementing the bank account number if it is not recorded in the system. Fill it out. If you wish to change the bank account number which is already there - change it in the system and then, after updating the account, submit an application form
· If certain appendices are required to be uploaded to the system, remember to submit them in PDF format.
· Each application form will contain information concerning rounds in which you may conduct different actions on specific application forms. A round concerning the Rector’s scholarship application form is set for 20 October or 20 March, that is, the date specified in the Bylaws on Benefits which continues to be binding. Rounds of application forms are subsequently prolonged, whilst their submission is treated as submission after the deadline. 





Statement of Income
· Screen 1 - indicate the key source of income for each family member/education in case of minors
· Screen 1 - carefully indicate data on income of family members as based on this particular screen the system will display further screens concerning income of individual persons
· Fill out the data in line with the documents you possess/upload appendices if they are required and describe them
· Carefully fill out the data on income (i.e. if you wish to lose income you need to select a specific cause of its loss)
· After registering the Statement remember to fill out and register the Application Form for Social Scholarship

Application for social scholarship
· Fill it out and register after registering the Statement of Income
· Select the major under which you are applying for the scholarship
· Select whether you are applying for the social scholarship or in an increased level
· Register the application form

Relief
· Fill out the relevant data requested by the system, select the  cause on the basis of which you are applying for a relief and properly describe the situation
· Select the date on which the event has occurred. If the calendar does not allow you to enter the date of event, it means that this event occurred before the date which the Bylaws of Benefits permit and thus, it does not entitle a relief.

Application for social scholarship for the disabled
· Fill out the relevant data which the system requires - information on the date of occurrence of the disability, its type etc.

Application for Rector's scholarship
· Fill out the relevant data which the system requires, select on the basis of the achievements with respect to which you are applying for the scholarship, check your average of grades, upload appendices if they are required
· If in the previous academic year you studied at a different university or faculty of our University, prior to registering the application form in USOS, submit in the dean’s office of your current major a certificate on arithmetic average of grades for the previous academic year and the list of grades as well as the scale of grades in place at the other university
· If there is no average of grades available in the system, report this fact to the dean's office of your major 
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