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European Judicial Training Network 

 
 

CALL FOR APPLICATIONS – STUDY VISITS 2017 
 

EXCHANGE PROGRAMME ONLINE APPLICATION FORM MANUAL 
 

 
A. Logging to the online application form  

 
To access the Exchange Programme online application form, complete the following steps: 
 

1. Go to the following URL: http://ejtn-exchange.azurewebsites.net/ . You will then be 
prompted to the opening page of the application form (see below screen) 
 

2. Click then on “Study Visits” in the grey area at the bottom of the page in order to start your 
application. 
 

 
 

3. You will then see the below screen. You may find a detailed presentation and the requirements 
for the study visit under this call by clicking on the link “here” (1). If you wish to know more 
about this call for applications, please contact your national institution (2). If you have been 
given a special reference code to enter by your national institution, you may type this code in 
the relevant field (3). Please note that it is not compulsory to provide a reference code. If you 
have not been provided such code by your national institution, you may access the application 
form anyway. To access the application form, click on “Apply/Postuler” (4). 
 

 

http://ejtn-exchange.azurewebsites.net/applicant/
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4. You will then be prompted to the online application form 
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B. Using the online application form 

 
The online application form contains the following sections: 
 
I. Administrative information 
II. Training preferences 
III. Linguistic skills 
IV. Motivation 
V. Previous participation 
VI. Document submission 
 
Please fill in all fields in the application form. All fields marked with a star are compulsory.  
 

I. Administrative information section 
 

In this section, please fill in all the details relating to your profile, ie. identity, functions, length of 
service, contact details, court/prosecutor’s office of origin, cases handled, etc. 
 
Please note that the e-mail address you will type in the field “Office E-mail” (see below) will be the 
one used for all your correspondence with EJTN. If you prefer your private e-mail to be used for your 
correspondence with EJTN, please type your private e-mail address under the field “Office e-mail”.  
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II. Training preferences section 
 
In this section, you will be able to select the institution which you would like to visit as well as the 
period and working language of the visit. 
 

 
 
III. Linguistic skills section 

 
Under this section, please indicate your level of knowledge of the working language(s) you have 
selected in the previous section for your study visit. 
 

IV. Motivation section 
 
Under this section, please indicate your wishes and expectations concerning the study visit you wish 
to participate in.  
 

V. Document submission section 
 

This section is to be used to send supporting documents to your national contact point (such as a CV, 
a language certificate, etc.) if requested.  
 
To send a document to your national contact point, please click on the “add documents” button (see 
below).  
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A pre-filled e-mail, directly addressed to your national contact point, will open through your e-mail 
service provider (generally outlook) allowing you to send the requested documents (see below). 
 

 
Do not forget to attach the document and click on the “send” button in order for the document(s) 
to reach your national contact point. 
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VI. Submitting your application form 

 
In order to submit your application, please click on the button “submit application”. 
 

 
 
You will then be prompted to the below screen on which you will be given an application code. 
 



P a g e  7 | 7 

 
 
Please note that, if you do not see this screen, or you are not given an application code, it means 
that your form has not been submitted.  
 
In case you have been given an application code but you have not received a confirmation e-mail 
within 48 hours, please contact us (exchangeprogramme@ejtn.eu). 

mailto:exchangeprogramme@ejtn.eu

