Registration guide for a Commission internal competition 
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We would advise you to print this page before starting the online registration procedure. Make sure that you have all the relevant information. This will help you to avoid any difficulties. 
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Preliminary stages:
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The list of internal competitions in the Commission which are open for registration can be consulted on the "Competitions/Selections" page of the HR & Administration website http://myintracomm.ec.europa.eu/hr_admin/en/competitions/Pages/index.aspx. This page also gives you access to the internal competition notices published in the Administrative Notices.
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The eligibility conditions for an internal competition are set out in detail in the internal competition notice, which is the reference source for the internal competition in question. Before starting your on-line registration, it is important to read carefully the internal competition notice. You are advised to take particular care to check before applying that you meet all the conditions of eligibility for the internal competition.
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All applications must be made online via the Administrative Notice for the launch of the internal competition in question by clicking on "Start your on-line registration here". In order to register on-line, you must have a valid e-mail address and choose a password of at least 8 characters. 
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If you have already created an EPSO account (previously called EPSO profile) for another competition, and after having updated your personal data if necessary, you can use the same password and go directly to phase 3. 
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Create an "EPSO account" (if you do not already have one) 
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Phase 1: Click on "Create an EPSO account" and follow the instructions.
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Phase 2: Click on "send" to complete the creation of your EPSO account.
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Phase 3: Follow the instruction "Click here for access to the on-line registration page" and select the competition for which you wish to register.
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If you do not register for a competition, your EPSO account will remain valid. 
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On-line registration 
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Once you have selected the competition for which you would like to register you have to introduce your Commission login and your Commission internet password. This will identify you as an internal candidate of the European Commission. You will be able to start your on-line registration once this action has been completed.
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All fields marked with an asterisk must be completed. 
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If you are sure that all the data are correct, click on "Register". Changes can be made at a later date using the "Edit" function. 
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Before saving your form, you are expected to have read and understood the content of the internal competition notice published in the Administrative Notices and accepted all the related conditions.  
It is the candidate's responsibility to complete the on-line application before the deadline. Once the deadline has passed, candidates will no longer be able to submit an on-line application.
 Please note that the application procedure itself can take some time because of the amount of information to be filled in. 

When applying on-line, the first time candidates save any data, they will be assigned a number. This will be the reference number in case of a technical problem during the application process. Once the application form has been completed, candidates have to submit it by entering their password. A message will be displayed on-screen if the operation is successful. The reference number will become the definitive application number, and will have to be quoted in all subsequent correspondence. If the on-screen confirmation does not appear because of a technical problem, candidates can reconnect to the EPSO account at any time, where they will be informed whether the application has been properly registered.  Please note that you can modify your application as many times as you want during the registration period.  Once your application has been validated by your password, the application can not be changed anymore. 
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My application file (my EPSO account)
Congratulations! Your on-line form has been registered. You can check for information on the internal competition for which you have registered by consulting your application file (your EPSO account), accessible via the administrative notice number indicating the launch of the internal competition in question, or the page of the internal competition via the "Competitions/Selections" page of the HR & Administration website (http://myintracomm.ec.europa.eu/hr_admin/en/competitions/Pages/index.aspx). N.B.: Personal messages announcing the different stages in the competition will be sent only to your EPSO account. You are strongly advised to check your EPSO account regularly. 
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Right to rectify information
Unlike some of your personal data, data on the internal competition cannot be changed after the final validation of your application.  At this stage, your data will rapidly be processed by EPSO and you will receive in due time a link to book a date to sit the admission tests.  Please note that the examination centre will be chosen according to the address of residence mentioned in your EPSO account.  It is therefore important to make sure that your address is updated.
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Do you need help?
All the information you need can be found in the reference documents (the administrative notice indicating the launch of the internal competition in question, including the internal competition notice and this guide, and the "Competitions/Selections" page of the HR & Administration website (http://myintracomm.ec.europa.eu/hr_admin/en/competitions/Pages/index.aspx.). We advise you to read carefully the page on the internal competition in question as well as the "Frequently Asked Questions" section, available on the "Competitions/Selections" page.
Please contact the secretariat of the internal competition via the functional mailbox indicated in the internal competition notice only if you cannot find a solution to your problems in the reference documents. 

	


� It is strongly advised not to wait until the last few days before applying, since heavy Internet traffic or a problem with the Internet connection could lead to on-line sessions being interrupted before completion of application, thereby obliging you to repeat the whole process.





