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1. STEP Online System (SOS)

1.1. How to log into the SOS?

1) Go to traineeships.elsa.org/login

d&. 2) Enter your ELSA Traineeships email and password

In case you do not have your login information or you need to

update them, email professionaldevelopment@elsa.org.

Login

Last logout: in 2 minutes

& [ o )4 Ece (ELSA Traineeships Team) v

Il My profile page

Dashboard .
Password change Account settings

Persons

Current password Ullanguage English UK
New password Ul timezone Europe/Brussels
Repeat new password OTP enabled YES ° NO

OTP 2FA enabled

ves @ no

Account history
Time interval: 28/06/2024 - 28/06/2024 ~

& Access sessions

StartERP3.12 - 20180214 CMS1.0 MKT1.4 SVY1.6.3 STEP2.5 - Licensed to ELSA

1.2. How to flush the cache?

Click the “magic” button in the upper right corner of the SOS whenever you do updates. Sometimes

your edits do not show at first unless you flush the cache.

[ (&) @ 24 Ece (ELSA Traineeships Team) ~


http://traineeships.elsa.org/login
mailto:professionaldevelopment@elsa.org
mailto:step@elsa.org
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2. Local/National ELSA Traineeships accounts

2.1. How to add a Local account?

National ELSA Traineeships Officer can add a new Local Group account easily by following these steps:
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Surveys

Users

1) From the menu bar on the left, go to Persons Add person

Persons, add

Sl .

2) Add the details of the new
“person’:

Reg. = Individual
e Name = ELSA [Local

o Group name]
® Belongs to = ELSA
[National Group name]
— Remember to save the changes!
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3) From the menu bar on the left, go to Users Add user
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Dashboard

Persons

4) Add the details of the new “user’:

N Accounts » create

® FEmail = ELSA PD email

ELSA Hlyrmoad

i Password
T . e Country = the country of
Pt ek st the Local/National Group
" e C(ity = the city of the Local
;e Group
Aooess Liv Loes ovaug ® Access level = Group
o Om g ® Group admin = No
. xu:. ﬂl . e Ul language = English UK
UNLagubge® g e UI time zone = CET/CEST
IM ;, ® Active account = Yes
® Person = the ELSA Local

Group you just created
under “Persons”

Remember to save the changes!
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2.2. How to update a Local/National account?

1) From the menu bar on the left, go to Users Users list
2) Search for the account by its email or name.
3) Press the “edit” button next to the account.

Remember to save the changes!

Il Users == > o O K it WY CERA) =
Prrmt Exzel
q =
+ A a8 = B, O, G 0 =1
Tl g
sary 1l w3 (filere = al e=t
|

2.3. How to reset the password of a Local account?

Cf. “How to update a Local/National account” above.
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3. Traineeship Specification Form (TSF)

3.1. How to fill in the TSF?

The updated TSF is on the Officer’s Portal under “Forms and Template”.

Read the ELSA Traineeships Handbook’s chapter “TSF” for more detailed information.

3.2. Where to find the submitted TSFs?

l 1) From the menu bar on the left, go to Surveys Surveys list

The European Law Students’ Association

Dashboard

Persons

Surveys

e —

o o N
Surveys list ) g——

Users

S/ x| TSFC2/2023:2024 2) Press the “menu” button next to the TSFs of the ELSA

Traineeships Cycle you are looking for.

[ Preview

& View, edit
View sessions . .
y View sessions
Ll View reports
€2 Replicate

© enable/disable

% Delete


https://officers.elsa.org/pd/#1486904771803-36847d45-5434

3.3. How to edit a TSF?
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Press the “edit” button next to the TSF you want to edit.

There is no “save” button — your changes will be automatically updated.

= [£ x

L5 TN-EI/36 - Bird & Bird, Belgium
3.4.

How to add a logo to a TSF?

o]

Press the “upload” button next to the logo field and browse for the picture from your computer.

If you want to change an existing logo:

1) Delete the old one by pressing the red cross button.
2) Refresh the page the upload button should reappear.
3) Upload the logo.

3.5. How to add additional documents to a TSF?
Media (ublic 1) Press the plus (+) sign at the
+ Document Obs Size Created Upload date bOttom Of the TSF page'
No data available in table
(=4
&

2) Press the “browse” button and

choose the file you want to upload
(PDF).

If you want to delete any documents:
Media (public)

+

Document

Obs.

Size

Created Upload date
No data available in table

1) Tick the box left to the file(s) you

want to delete.

2) Press the red “delete” button
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3.6. How to download a TSF?

Press the “pdf export” button on the top or bottom left corner of the TSE.

Note that when exporting the TSF as a PDE, the TSF is merged automatically with the TSE Agreement.


https://files.elsa.org/STEP/Contracts/TSF_Agreement_23_24.pdf
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4. Traineeship Application Form (TAF)

4.1. How to fill in the TAF?
Read the ELSA Traineeships Handbook’s chapter “TAF, ELSA Traineeships by ELSA Traineeships”
for more detailed information.

4.2. Where to find the TAF form?

TAF appears on the ELSA Traineeships Home Page twice a year when the applications are open. In
the SOS, you can view how the TAF and the parts it contains look:

~ 1) From the menu bar on the left, go to Surveys Surveys List
=) (& % TAFC2/2023-2024

(3 Preview 2) Press the “menu” button next to the TAF  Preview
@ View, edit 2024
View sessions

sl View reports

t#] Replicate

© enable/disable

% Delete

4.3. Where to find the submitted TAFs?

Press the “menu” button next to the TAFs of the ELSA

=)@ % TAFC2/2023-2024 Traineeships Cycle.

(3 Preview You look for View sessions
(¢ View, edit 2024

View sessions
liul View reports
£2) Replicate

© enable/disable

% Delete



https://files.elsa.org/STEP/Documents/FINAL%20FINAL%20Updated%20ET%20Handbook.pdf
http://traineeships.elsa.org/

elsa

The European Law Students’ Association

4.4. CanI comment a TAF?

Press the speech bubble icon right to the TAF you want to comment. Remember to sign off your
comment for clarity (e.g. “LG”, “Matching Team” etc.)!

4.5. How to edit a TAF?

Press the “menu” button next to the TAF View, edit

=()z)x I
There is no “save” button — your changes will be

| (& View, edit automatically updated.

@ Approval toggle

If the changes do not show;, flush your cache.

% Delete

4.6. How to approve a TAF?

Read the ELSA Traineeships Handbook’s chapter “Verification” for more detailed information.

1) Press the “menu” button next to the SAF you want to approve

It
(£ x I~- Approval toggle

(& View, edit 2) The colour of the application should now change:

© Approval toggle ° - = rejected by the LG
® Yellow = approved by the LG

° - = approved by the NG

Note that only green TAFs are forwarded to ELSA International
Jor Matching!

¥ Delete

10


https://files.elsa.org/STEP/Documents/FINAL%20FINAL%20Updated%20ET%20Handbook.pdf
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5. Traineeship Providers’ Interface (TPI)

5.1.

After Matching, ELSA International sends NGs a unique username and password for each TNP. The

How to log into the TPI?

National ELSA Traineeships Officer needs to forward these credentials to the Hosting Group or directly
to the TNPs.

Login

Last logout: in 2 minutes

1) Go to traineeships.elsa.org/login.

2) Enter the TNP username and password.

Note that the selection cannot be changed after the selections are submitted in the TPI!

5.2.

How to download all the applications at once?

|

e £ & £ £ £

¢
£

2

¢

Download all applicants data (CVs and Motivation Letters)

T I N

N\, How many trainees do you want?

//'

Press the “Download all applicants’data (CVs and
Motivation Letters)” button on the top left corner of the TPI.

11


http://traineeships.elsa.org/login
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5.3. How to choose the candidate(s)?

Fiow mety iiase doyou waet? 1) Choose the number of trainees in

= g Applicants

the “How many trainees do you
want?” field on the top right corner.

!LII
a

Applecanis
- < I
.
SRR

2) Rank the candidates:

® DPress the “Empty” field next to the applicant you want
to rank.

® Write the number of ranking/priority (1, 2, 3, etc.).

Note that you can (and should) create a waiting list by ranking
more candidates than the total number of trainees
wanted/indicated!

3) Tick the boxes next to the (already ranked) candidates to
which the TNP wants to send an offer.

4) Press the “submit” button (bear in mind that this selection
is final and cannot be amended in the TPI later on).

12



