
 

Scholarship Application Process 

A Guide for Students 

The Process: 

 

Important Points to Note: 

 The submission of correctly completed forms is the 7th of each month for payments in that month, 

except for December when the deadline is 1st December due to the earlier scheduled Scholarship 

pay run. 

 Incomplete / incorrect forms will not be processed and will result in a delay or non-payment. 

 Contact Your College Office / Supervisor with any queries regarding your scholarship process. 

 Payment Dates are available here 

 System generated emails may be tagged as spam, check your junk mail folder. 

Instructions for Students:  

1. Complete and Submit Online Scholarship Form: 

 
 

Complete 
Online Form

Supervisor 
approves 

application

You are 
emailed 

Revenue Form

(digitally) Sign 
Revenue Form 

forward 
signed form to 

supervisor

Take particular care in filling in your 

correct bank details 

Click Submit to complete and click ok on 

the next popup box to confirm. When 

approved, you will be emailed the 

Revenue Declaration Form to sign 

Valid NUIG email address is required  

https://www.universityofgalway.ie/payroll/paymentdates/
https://researchaccounts.azurewebsites.net/


 

 
 
 
 

2. When your Supervisor approves the form, you will receive a Revenue Declaration 
Form. This must be digitally signed and emailed to your supervisor. 

 

How to Digitally Sign the Revenue Form 

 

Open the document with Adobe Reader X (available free to download here).  

Click on the ‘Sign’ button on the top right of the screen, or click the ‘Open Sign Page’ button. 
 

 

 

 

 

 

 

 

Click ‘Place Signature’ 
 

 

 

 

If you have already created a signature, the signature will be attached to the cursor and you just click to 

place it on the signature line. 

 

 

 

 

 

 

 



 

 

 

 

 

You have various options to create 

your signature. 
 

The RAO office will accept signatures 

created with these options: 
 

 Use the mouse to draw your signature 

with the ‘Draw my signature’ option; 
 

 Use a webcam to take a picture of an 

existing handwritten signature; (You 

will need a working webcam to use 

this facility) 
 

 You can upload a jpeg of a signature 

with the ‘Use an Image’ option 
 

 

 

Click on ‘Draw my signature’ 

Then use the cursor to create the 

signature 
 

Click ‘Accept’ to save the 
signature. 

 

This signature will then be available to 

the user every time they log in and 

want to sign a document. 
 

 

 



 

(It is possible to have different signatures depending on who has logged in i.e. if different staff use the 

same PC.) 

 

 

 

 

Click  ‘Signed. Proceed to Send’ 



 

 

 

 
Click  ‘Send via Email’ 

 

Document will be uploaded to your Echosign account, and you will then 

fill in the following online form to get the form delivered to the budget 

holder. 
 

 

 

 

 

 

 

Student enters their 

won email address 
 

Enter the budget holder 

email address in the 

recipient email address 

box; 
 

Optional: 

Document 

Name; Message 
 

Click ‘Deliver’ 
 

Email and declaration 

doc will be sent to 

budget holder 

 

 

 

 

 

 

 

 

 


