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FY2023 Phoenix Postdoctoral Fellowships for Research at Hiroshima University  

- Application Guide for Host Researchers – 

Overview of the entire application process 

This guide summaries, explains how to enter and submit application details for Host Researchers. 

An overview of the entire application process is shown in the following figure. 
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1 Preparation for Application 

1.1 If your candidate is not Japanese, you must perform required checks on the Confirmation Sheet about 

Security Export Control and go through required procedures according to the instructions provided there. 

For details, refer to the Call for Proposals, Section 13 (2). 

1.2 Prepare the following documents prior to application. 

✓ Filled-out FORM A-1 for preparation (Excerption from FORM A-1 for Preparation) 

✓ Collaborative Research Plan (FORM A-2; PDF) 

 —This should be converted to PDF at the time of submission and should be prepared by the host 

researcher and the candidate. 

✓ Letter of Consent (FORM A-3; PDF) 

 —This should be converted to PDF at the time of submission and should be prepared by the head of 

the host Graduate School, or other appropriate head. 

 

2 Sign in to the system 

2.1 After your candidate (Prospective Fellow) sign up for the application system and register some information, 

the candidate tell you to check your email and to proceed with the approval process. 

 

  

https://forms.office.com/Pages/ResponsePage.aspx?id=3VQExGOyJkmGjY4SZA03UN_a27vihJ9Fs3hJQcnW_oxUQ1ZRN1NSSFhQNzdTWkFZODIyTEFQTFUySy4u
https://forms.office.com/Pages/ResponsePage.aspx?id=3VQExGOyJkmGjY4SZA03UN_a27vihJ9Fs3hJQcnW_oxUQ1ZRN1NSSFhQNzdTWkFZODIyTEFQTFUySy4u
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2.2 When you receive the e-mail titled “[Phoenix Postdoctoral Fellowships] Request to be a host researcher,” 

click on the link on it.  

  

2.3 Go to 2.5 if the following screen titled “Application System: Sign in” has successfully appeared, otherwise 

go to 2.4.  
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2.4 An e-mail titled “[Phoenix Postdoctoral Fellowships] Prospective host researcher: E-mail verified” will be 

sent to your e-mail address after 2.1. Click on the link in it to open a browser window titled “Application 

System: Sign in.” 

 

2.5 Enter your “E-mail address” and “Password” sent by the e-mail titled “[Phoenix Postdoctoral Fellowships] 

Request to be a host researcher” (see 2.2), and click on “SIGN IN.” 
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2.6 Type in the blanks and click on “SUBMIT.”  

 

3 Approval of the request from the Candidate 

3.1 Click on “APPROVE” if you approve the request from the Candidate (Prospective Fellow), otherwise click 

on “REJECT.” 

Note: If you do not click on “APPROVE,” the Candidate is not eligible to proceed with the application 

process. 

  

The following description assumes that you clicked on "Approve".  
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3.2 After the approval, the following screen is displayed. 

 

 

3.3 Inform the Candidate (Prospective Fellow) that the approval process has been completed, and go to 4. 

  



 7 / 14 

 

4 Registration of the FORM A-1 and Required Documents 

4.1 If you have closed your browser window, please go to the “Application System: Sign in” page and sign in. 

Click on “EDIT PROSPECTIVE HOST RESEARCHER’S INOFORMATION (FORM A-1).” 

 

4.2 If any of your personal information displayed is incorrect, click on the 3-point reader in the upper right corner 

of the screen; If any of your personal information is incorrect, click on the 3-point reader in the upper right 

corner of the screen; if all your basic information is correct, go to 4.5. 

 

4.3 Click on “EDIT PROFILE” to collect your basic information. 

 

  

 

Basic information 

 

https://phoenix-fellow.hiroshima-u.ac.jp/signin
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4.4 Edit only the information that needs correction and click "SAVE." 
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4.5 Type in the form, referring to your filled-out FORM A-1 for preparation, and click on “PREVIEW.” 
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4.6 If the information on the screen is correct, click on “SAVE”; if the information is incorrect, click on 

“RETRUN” to correct mistakes, and click on “SAVE.” 

 

 

4.7 After the information typed in FORM A-1 is successfully saved, the following screen is displayed. 
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5 Final Submission 

5.1 If “CONFIRM BEFORE THE FINAL SUBMISSION” is clickable and all the checkboxes in the red circle 

are checked, click on it and go to 5.3; if the link is not clickable, close your browser window and go to 5.2.  

NOTE: This link becomes clickable after the Candidate has checked all the checkboxes in the red circle and 

has submitted the FORM B-1. 

 

 

5.2 After your Candidate has notified you that his/her FORM B-1 submission is complete, sign in at the 

“Application System: Sign in” page and click on “CONFIRM BEFORE THE FINAL SUBMISSION”. 

 

  

 

https://phoenix-fellow.hiroshima-u.ac.jp/signin
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5.3 Review all the saved information by clicking each “v” on the right side of the screen, check all the 

checkboxes at the bottom of the screen if you approve these application requirements, enter your name in 

the signature field, and click on “SUBMIT”. 

 

 

 

 

Click to review the saved information 
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5.4 When the submission is successfully completed, the following screen is displayed.  

 


