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User Guide for Scholars
1 LAUNCH THE WEBSITE
To launch the website type in the URL https://sms-scholar-app.a-star.edu.sg/
This will load the login page as shown below:
o /]
| "

1 Science, Technalogy
and Ressarch
—_———

Welcome to A"STAR Graduate Academy Scholars’ Porta

Thiz porial i3 dessgned for you 1o manage your scholarship posiiobo. The

functions awadable in this portal includes

Wy Dashboard
Parsonal Detads
Sehodulad Taiks
Academic Resuls
- PubAcations
- Myrards & Achesvaments
- General Reguast
- g-hocSpecal Request
- Pnnd Schodarship Recoms

Schotars GuidebooksAnnacas

Far any techrical problems, you can contict us fane

Account Login

Singapone Cilizen / Pefmanent

Rasident
LG TN WITH SINGPASS

Login withoal SingPass

Nogd heip?

chiotar User Guide

Powered by
IT Shared Services

0 Please read the “Terms of Use” and “Privacy Statement” before you proceed any further.
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For non- Singapore Citizen (hon-SC) or non-Singapore Permanent Residence

(non-SPR):

LOGIN
e To login to the portal click on button, you will be redirect to login page as shown
below
A Agency for J/ii
1 Science, Technology 1 o
and Research — WS
SINGAPORE v

- |

Welcome to A*STAR Graduate Academy Scholars' Portal ]
Account Login

This portal iz designed for you to manage your scholarship porifolio. The

functions available in this portal includes iElmaiI: ]
- My Dashboard Password:
- Personal Details
- Scheduled Tasks
- Academic Resulis
LOGIN

- Publications

- Awards & Achievements

- General Request gieqmedieks
- Ad-hoc/Special Request

- Print Scholarship Records

- Scholars’ Guidebooks/Annexes
Did you forget your password?

Recover it here
For any technical problems, you can contact us here

Meed help?

Scholar User Guide

Admin User Guide

Admin User Guide (Claim)
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For Singapore Citizen (SC) or Singapore Permanent Residence (SPR):

o ] LOG IN WITH SINGPASS ) )
e Please login using SingPass, click on button, you will be redirect to

login page as shown below

e  You will be redirected to the SingPass page as shown below.

singpass F| T | F

Advisory Note ~

singpass app

Scan with Singpass app
to log in

— Welcome to Singpass
| Your trusted digital identity

e You can log to SingPass using QR code scanning using SingPass App or Password login

e *Note: if you login using Password Login, you are required to enter SMS OTP for additional
verification. Click on SMS OTP

P A singopore Govermiment Agency Wabsite

singpass

Singpass app

Singpass app push notification is no longer available

Try out the more convenient GR code login! Please log out and scan the QR code on the login poge (or
tap on the QR code if you are using o mobile browser) with your singpass app.
Click here to learn how 1o log in using OR code

Alternatively, you may choose to recaive an SMS One-time password at your mobile number. Click hera
to find out how to set up SMS 2FA,
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P A singopos Government Agency Wetaits

singpass

SM3OTP

Entar the B-l;llgl: One=time Passsong I:DTP:I sent 1o your mobile number [‘ - - Mot vour moblle number?

i you do not recaive an OTP on your mabile device within 30 seconds, please click on the "Resend OTF” button herec

e Upon successful SingPass Login, you will be redirected back to Scholar Portal and System will
display the below popup if system could not find any account tied to your SingPass account

There is no account registered under this SingPass
account, do you have an existing account registered
using email?

YES m

e If you have an existing Scholar Portal account, Click on Yes to link your account to your
SingPass account (One time setup)

e You will be redirect to email login page as shown below
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g 1945
A Science, Technology . i —
and Research . — WS
SINGAPORE »
- |
Welcome to A*STAR Graduate Academy Scholars' Portal ]
Account Login
This portal iz designed for you to manage your scholarship porifolio. The )
functions available in this portal includes: (S
L |
- My Dashboard Password:
- Personal Details
- Scheduled Tasks
- Academic Results
LOGIN

- Publications

- Awards & Achievements

- General Request

- Ad-hoc/Special Request

- Print Scholarship Records

- Scholars’ Guidebooks/Annexes

For any technical problems, you can contact us here

* Required Fields

Did you forget your password?
Recover it here

Meed help?
Scholar User Guide

Admin User Guide

Admin User Guide (Claim)

e Upon success email login, you will be redirected to My Dashboard page of Scholar Portal

e If you do not have an existing Scholar Portal Account, please contact A*GA officer.

If you click on No, system prompt the below message

A

As there is no account created under this
SingPass account, Please contact A*GA officer
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2 LOGIN PAGE

1. Key in your email and password to log in to the Scholars’ Portal.

2. Upon first login, the scholar will be prompted to give consent on the use of their Personal Data.

3. The login page also contains the following sections to:

a. Recover your password (Only applicable to Non-Singapore Citizens and Non- Singapore

Permanent Resident)
b. Submit technical problems
c. Download this user guide
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3 DESIGN OVERVIEW

This part will explain the user interface design and navigation tools used in the system.

Icon

Description

/ Edit

To Update Information

In “Schedule Tasks” listing or “My Dashboard” listing, there is a “Edit” button,
which when clicked, will link you to the page to update the necessary
Information.

# My Dashboard

Task Name Item_Ix_pﬂ - Due On - Status Action

| Update FhD CV CV Update 02-Jun-2016 - yi’ Edit |

To Delete a Section or Row

The “Trash Can” icon is used for deletions.
This is used in places where a “section” or “row” can be deleted.
Sample screen shots are provided below:

Deleting an optional section:

Full Name — T
Organization SIMTech

Designation

Roles Co-supervisor ¥

Email Address

Scholar Study Stage PhD L

Full Name | [
Organization NTU

Designation

Roles Main Supervisor b

Email Address

Scholar Study Stage PhD v

I

User Guide for Scholars
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ADD ENTRY

To Add New Entry
“Add Entry” button, which when clicked, creates a new section of the fields for
you.

An asterisk denotes mandatory fields. Data entry for fields marked with *is a
must.

SAVE AS DRAFT

Clicking the “Save as Draft” button will save the scholar’s Information, but lets
you stay on the same page.

UPDATE

To Update/Save

“Update” or “Save” button, which when clicked, saves and updates the
information into the system.

To Submit to A*GA officer for approval

“Submit” button, which when clicked, submits the information to the A*GA
officer to approve or verify.

CANCEL

To Cancel

“Cancel” button, which when clicked, cancels or resets all information changed
within this session.

UPLOAD

To Upload attachment document

“Upload” button, which when clicked, leads user to attach document into the
system. Uploaded documents are limited to DOC, DOCX, PDF, JPG, PNG format
and file size not exceeding 3 Mbytes.

The “Info” icon denotes that there is additional information available for the
user. You can have the mouse cursor over the blue icon to read the tool tips
text.
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3

This is the calendar icon. Clicking this will launch the date picker calendar as

shown in the screen shot below:

Example of Calendar Icon:

Expiry Date of
Passport

Example of Date Picker Calendar:

09-Jan-2013 [k

Expiry Date of m

Passport
©Q 1an
Su Mo Tu
1
=] 7 g
13 14| 15
200 21| 22
27 28 29

Change Month & Year:

| Click the Calendar lcon to open the
Calendar.

ﬁ@

Ezma B 0

We Th Fr Sa

2

23

30

3 4 5]
10 11| 12
17| 18| 19
24| 25 26
21

Date Picker Calendar

L Jan | IEI 2013

Su Mo Tu We Th h\

Change Month

Change Year
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4 CHANGE PASSWORD (ONLY APPLICABLE TO NON-SINGAPORE CITIZENS
AND NON- SINGAPORE PERMANENT RESIDENT)

1. Click the “Personal Details - Change Password” on the left menu, to go the change password page
shown below:

# Home > Personal Details > Change Password

Old Password * Required Field
New Password * Required Field
Confirm Password * Required Field
Password must consist of 8 or more characters, including one capital letter, one lowe

case letter and a numbe

sugur | canceL |

* Required Fields
Notes
* Mandatory Field
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5 RECOVER PASSWORD (ONLY APPLICABLE TO NON-SINGAPORE CITIZENS
AND NON- SINGAPORE PERMANENT RESIDENT)

1. Click the “Recover it here” hyperlink in the email login page (https://sms-scholar-app.a-
star.edu.sg/LoginPage.aspx)

- C @ sms-scholar-app.a-star.edu.sg/LoginPage.aspx o S A

T Apps @@ YES933 () A'STAR Sewvice Desk [ DeploymentCR  [Q A"STAR VPN Gatew.. [ SMSRequests o ATPAS » Other bo:
I
A '} i
f Agency for Y&
1 Science, Technology \ - | —a
and Research J - S
SINGAPORE »

Welcome to A*STAR Graduate Academy Scholars’ Portal
Account Login

This portal is designed for you to manage your scholarship porifolio. The

functions available in this portal includes: Email

- My Dashboard Password:

- Personal Details

- Scheduled Tasks

- Academic Resulis

- Publications

- Awards & Achievements

- General Request * Required Fields
- Ad-hoc/Special Request

- Print Scholarship Records

- Scholars’ Guidebooks/Annexes
Did you forget your password?

Recover it here

Meed help?
Scholar User Guide

For any technical problems, you can contact us here

Powered by
IT Shared Services

to go to the Recover Password page as shown below:-
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Welcome to A*STAR Scholarship Portal
Recover Password

This portal is designed for you to manage your scholarship portfolio.
Email:

Please key in the following details required.
Required Field

1. Email
2. Date of Birth BT ET
3. Identity Card No. or Passport No. o
- Required
Field

Identity Card No.:

Required Field
(NRIC for Singapo

Permanent R
Number for others)

[suawr | cance |

* Required Fields

For any technical problems, you can contact us here

Powered by
IT Shared Services

Temns of Use | Privacy Statement | Best viewed in IE 8.0+, Chrome 26+ and FireFox 20+ | Copyright @ 2017 Agency for Science, Technology and Research

2. To recover password, provide the Email, Date of Birth, and Identity Card No. or Passport No., and
click on the “SUBMIT” button.

3. This information should match the information provided during the registration process. The
password will be emailed to the email address provided.
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6 My DASHBOARD

1. Upon successful login, scholars will be directed to the My Dashboard page as shown below:

= My Dashboard # My Dashboard

[l -
& Personal Details

S
)

Scholarship Pathway

Update PhD CV CV Update 02-Jun-2016 ] ;" Edit

| Publications

Awards & Achievements
Claims (228

B Requests

& Scholars' Guidebook

B video Sharing

Legend
@ Cverdue Task
¥ Task Due 'Within The Month
Task Pending A*GA Officers’ Action
@ Compieted Task
Future Task

TermsofUse | Privacy Statement | Bestviewed in IE 8.0+, Chrome 26+ and FireFox 20+ right & 2016 Agency for Science, Technology and Research

2. “My Dashboard” will display the outstanding tasks, as well as when it is due. Scholars can click on
the respective “Edit” buttons in order to directly access and perform the specific task.

3. Scholars can also view and access the following tabs on the left hand navigation menu:

a. Personal Details

b. Scheduled Tasks

c. Publications

d. Awards & Achievements
e. Claims

f. Requests

g. Scholars’ Guidebook

h. Video Sharing
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7 UPDATE AND VERIFY PERSONAL DETAILS

1. Click on the “Personal Details” tab on the left hand navigation menu to update your personal details.

%} My Dashboard %} My Dashboard

2. Personal Details =+ Personal Details

[ Scholarship Pathway Personal Particulars
Citizenship Details

T Publications

- Emergency Contacts

& Awards & Achievements NS / Family Details
Deed & Sureties

i Claims [New]
Course / Training

B Requests Mentor/Supervisor

. Scholarship Details

& Scholars' Guidebook

B video Sharing Sank Detalls
Verify / Print Scholarship
Record

Change Password

2. Scholars should review the information listed in each tab and update if there are any changes
required.

3. The tabs under “Personal Details” are listed below:-

a) Personal Particulars

b) Citizenship Details (limited fields are enable for change, but some fields will need A*GA Officer
to help for the changes)

c) Emergency Contacts

d) NS/Family Details

e) Deed & Sureties

f) Course/Training (limited fields are enable for change, but some fields will need A*GA Officer to
help for the changes)

g) Mentor/Supervisor

h) Scholarship Details (view only)

i) Bank Details (view only, If any change, please submit request)

j)  Verify /Print Scholarship Records

k) Change Password (see section 4)

Please refer the Annex for detailed screenshots of these tabs, as well as additional instructions if
required.
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8 UPDATE /VERIFY/PRINT SCHOLARSHIP RECORD

Verify / Print Scholarship
Record

1. After reviewing the “Personal Details” section, the scholar should click on “Verify/Print
Scholarship Record”.

2. Scholars should check the “Verified Status’ checkbox and click the “Update” button below to
confirm all personal details have been reviewed and verified.

3. If the scholars wish to view and print their scholarship record, they may indicate the required
sections on the left, before clicking “View and Print Scholarship Record” as shown below.

fi Retum to Scholar Main Page > Update Scholarship Record

Scholarship Record Declaration iew and Print Scholarship Record
Scholarship
Record
MerBLAt Click to view / print
Hek: Scholarship Records
Verfied 7
Status

* Please select the required sections for Print Schalarship Record.

Scholarship Details
¥ Personal Details
NS Details
Contacts Details
Family Background Details
Combine Income Details
Education Qualification Details (Exam Result)
Education Qualification (Pre-University)
Education Other Qualification (Pre-University)
Course Details
PhD Qualifying Exam Details
PhD Thesis Details
Extra Curricular Activities
Attachment Details
Publication Details

Actual Deployment Details
Select All Details

Cfficer Remarks (Viewable by Admin Only)

.
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9 VIEW SCHEDULE TASKS

1. “Schedule Tasks” displays a list of tasks to be completed by the scholar throughout the tenure of the
scholarship. To directly access or update a specific task, scholars may click on the respective “Edit”
buttons displayed in the right-hand column on the list.

2. Only tasks indicated as “Overdue” (red) and “Task Due WithinThe Month” (amber) are editable. “Task
Pending A*GA Officers Action” and “Future Task” are NOT editable.

@& My Dashboard i Home ) Scholarship Pathway

8 Personal Details

= Scholarship Pathway Update Scholarship Records 02-lun-2016 R @ / Edit

& Publications Update QE Status 31-0ec-2110 [ / Edit
& Awards & Achievements Submit Thesis Submissien (Final Year) 31-Dec-2110 | [ # Edit

Claims 20 Update Workplan 31-Dec-2110 | H & Edit
@ Reguests Submit Final Inbound Flight 31-Dec-2120 [ & Edt

i@ Scholars' Guidebook

B Video Sharing

Legend
@ Overdue Task
@  Task Due Within The Month
Task Pending A*GA Officers’ Action
@ cCompleted Task

Future Task
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10 UPDATE PUBLICATIONS

1. In order to add a new publication, click the + icon from the right side of the screen, you will be lead
to a publication form.

& My Dashboard # Home ) Publication Overview

£ Personal Details [e +

S/N  Citation

M Scholarship Pathway

i i I I ards disolay
= Publications No records to display

= Awards & Achievements
Claims [

B Requests

& Scholars' Guidebook

B video Sharing

Legend
@ overcue Tash
& Task Due Within The Manth
Task Pending A*GA Officers’ Action
® Completad Task

Future Task
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Scholars should complete this publication form (shown below) and click the “Update” button. The
relevant A*GA officer will receive a notification for approval.

& My Dashboard A Home} Publication

2 Personal Details

Fublication{s}

[ Scholarship Pathway

o s T f Publicati s
~ Publications ype of Publication -Select v

& Awards & Achievements Author(s)
ADD AUTHOR
i Claims [New| (e.g.Chan, A B.C_}
ote © Pls nsen First Author first. Order of all authors will be published & order
i REQUES%S as entered. If you are using manual key in, please ensure only 1 author per line.

& Scholars' Guidebook

B \ideo Sharing

Legend

@ Overdue Task

® T Mon
Tagk Due Within The Manth Eirst/ Main AUthor D
Task Pending A*GA Officers’ Action

@ cCompleted Task Title of Paper/Book

Future Task

Impact Factor
No. of Citations

Permits A*STAR to
publicize D

Upload Publication Dotument

Please Upload
, : UPLOAD
Institution/Organization
{attach a file in .DOC / DOCX ! POF | .JPG/ .PNG format and file
size not exceeding 3 MBytes)

UPDATE ETE CANCEL

* Required Fields

Acceptance
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11 UPDATE AWARDS AND ACHIEVEMENTS

1. In order to add a new “Award or Achievement”, scholars should complete this Awards and
Achievements form, and click the “Submit” button. The relevant A*GA officer will receive notification
for acknowledgement.

&% My Dashboard # Home ) Awards & Achievements

& Personal Details

[® Schelarship Pathway
Publicatons

- Awards & Achievemenits

Claims [
@ Reguests :
& Schotars’ Guidebook
B video Sharing me
G format and file size notencesding 3 Miytes
Posison Heid
Frodm e ) =
¥ Name
Dhirgc riphion of Ach
Achspvamentis
Suppoding Dacument
attach a file in DOC ! DOCK 1 POF/ JPG/ PNG format and file size not exceeding 3 MByies
i
i

DOCK ! PDFJ JPG/ PNGrmat and file size nol exceeding 3 M

m

s T caice

* Riquired Figlds
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12 VIEw /SuBMIT CLAIMS

1. Click on the “Claims” tab on the left hand navigation menu and either the “Conference Claims” or
“Other Claims” to view or submit claims. This page will display a list of claims submitted by the scholar.

The types of claims under “Other Claims” include:

S®m 0 Qo0 T

—_— =

7L T O35 3

Annual Return

Bank Charges/Wired Transfer,
CARE Trip,
Deposit/Matriculation Fees,
Excess Baggage/Shipping,
Final Inbound,

First Outbound,

Fly-in Visit,

Hostel Fee (AUS),

JCRC Fee,

Medical Report,
Medical/Health Insurance,

. Registration Fee,

Scholars’ ASN Claims,

Scholars’ Gathering/Networking,
Summer School (NSS(BS)),
Thesis Allowance, and

Tuition Fees

User Guide for Scholars
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2. Scholar may submit a new claim by clicking on the “Add Entry” button, and after completing the Claim
form, and click the “Update” button. The relevant A*GA officer will receive a notification of the
scholar’s claim for approval. Please refer to Annex for more details screenshot of the various claims that
can be submitted via the Scholars’ Portal.

&} My Dashboard # Home ) Conference Claims
I
2 Personal Details | Drag a column header and drop it here to group by that column
Clam D Created Submit Currency  Amount Claim SAP Status  SAP
[ Scholarship Pathway Date Date Status Payment
Date
| Publications b | 1 1 L] 1| 1 L1 1 1

= Awards & Achievements

= Claims Maw

Conference Claims

Other Claims
B Requests
& Scholars’ Guidebook

B video Sharing

¥ Due Within The Month
Task Pending A*GA Officers’ Action
® compieted Task

Future Task
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13 VIEW/SUBMIT REQUESTS

1. Click on the “Requests” tab on the left hand navigation menu to expand the detailed list of the types
of requests, before selecting the relevant request type to view or submit requests. The page will display

a list of requests submitted by the scholar.

No records to display.

4 My Dashboard F Home) Requests >hd+ruc ! Special Requests
2 Personal Details Drag a column header and drop it here to group by that column .
Special RequestID  Special Request Type of Special Request Special Request [
[ Scholarship Pathway Date Status
I I I r ]
= T g | X | T T
[J Publications |

& Awards & Achievements

= ADD ENTRY
Claims m _

General Request

Ad-hoc / Special Request
Conference Request/Update
PhD Extension Request
Add/Edit Bank Info

RA Request

& Scholars’ Guidebook

B video Sharing

Legend
@ overoue Task
¥ Task Due Within The Manth
Task Pending A*GA Officers’ Action
@ Completed Task

Fuiure Task

2. Scholar may submit a new request by clicking on the “Add Entry” button, and after completing the
form, click the “Update” button. The relevant A*GA officer will receive a notification of the scholar’s
request for approval. Please refer to the Annex for more detailed screenshots of the various requests

that can be submitted via the Scholars’ Portal.
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14 SCHOLAR’S GUIDEBOOK AND VIDEO SHARING

Scholar’s Guidebook will display a Guidebook (with the relevant Annexes) pertaining to scholar’s

@ Scholars' Guidebook
scholarship type for scholars to refer to.

When there is video to be shared for all scholars, the video sharing will be enabled for scholars from this

B Video Sharing
tab.
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