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Academic Identity Card Online Service

Starting from the academic year 2012-2013, all students of A.E.I. of the country will
be able to receive the Academic ID, by submitting an electronic application. The
Academic ID is valid as long as the student status is maintained and incorporates the
Special Ticket Card (PASO), only for students who are entitled to a student ticket.

The Electronic Service for Acquiring Academic Identity is provided by the Ministry of
Education and Religious Affairs and operates under the technical support of the
National Technology and Research Infrastructure Network (GRNET).

This manual guides, step by step, the students in submitting the electronic application
for obtaining the Academic Identity.
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Academic Identity Card Online Service

1. Registration/Login

From the homepage of Academic Identity Card online service, the student can click on

the language icon, switching the language input to English (see image 1.1) and then
image 1.2 will appear.

< EXMNA =[]
zu:f::(:}ﬁﬂrm =m 2014-2020 .

byt Tayeia avéuén - yooia - ekledeyyin

([
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MporttuxLakog Metamntuytakog ALSAKTOPLKOG Mpoowrtiko
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Image 1.1: Language change
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Academic Identity Card Online Service

academic([») = EIlNA

o

ACADEMIC IDENTITY Evpwnaixi Evwon =m 2014-2020 @
Copunaiat SopOpurnt -

CARD ONLINE SERVICE wan Enevutid Tapeia avantuts - tgyoma. ey

Welcome to the online service AcademicID

To login to the application, please select the user category you pertain to

Undergraduate Postgraduate
Doctoral Student Q
Student Student ctoraStucen ﬁ eIDAS

If you have trouble logging into your account, you may contact the Users Help Desk

Image 1.2: Main menu

Then the student should choose the category to which he/she belongs (see image 1.2)
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Academic Identity Card Online Service

2. Undergraduate Students

In order to register/login to the Academic Identity Card online service, undergraduate
students are required to have received academic credentials (login information:
username — password) from the associated Institution.

The student should then pick the appropriate category. Undergraduate students should
select "Undergraduate Student” (see image 2.1).

academic([») = EINA
ACADEMIC IDENTITY E(:Apmrm‘imﬁ ‘Evwon =m 2014-2020 ks
CARD ONLINE SERVICE o e oo

Welcome to the online service AcademiclD

To login to the application, please select the user category you pertain to

Undergraduate Postgraduate
Doctoral Student Q)
Student Student oetoralsteden m EIDAS

If you have trouble logging into your account, you may contact the Users Help Desk

Image 2.1: Category selection

After selecting “Undergraduate Student”, the user should select the associated
Academic Institution from the display list and then click on the "Login" button (see

image 2.2).
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Academic Identity Card Online Service

Login via Organization

In order to proceed, you will need to select your Home Institution
from the list below.

Then you will be redirected to a suitable page of the Institution you
have chosen in which you will be certified with your Institutional
details (username / password).

Image 2.2: Institution selection

After confirmation, the student is redirected to the associated Institution’s page. It is
thereby necessary to fill in the username and password provided by the Institution,

aka the academic login credentials (see image 2.3)
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Academic Identity Card Online Service
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Image 2.3: Student Academic login information

Upon successful login, the student is redirected to the Academic Identity Card online
service to create the application. Initially, the student is required to read and accept
the terms and conditions of participation to the program (see image 2.4)

If the student is already a graduate of another University or Technological Institution
the appropriate checkbox must be selected. In this case, the card to be printed will

not be valid as a Special Fare Card (see image 2.4)
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Academic Identity Card Online Service

GRADUATE FROM ANOTHER DEPARTMENT OF THE UNIVERSITY OR TECHNOLOGICAL INSTITUTE

| am already a graduate from another department of the University or Technological Institute

D By selecting the above checkbox, the Academic Identity Card to be printed out, shall not be valid as a Special

Fare Card.

CONTINUE REGISTRATION

Image 2.4: Agreement to terms and conditions and Checkbox for Graduates

Once the student has selected “"Continue Registration” (see image 2.4), the student
data sent to the Academic Identity Card online service by the Information System of
the Institution’s User Catalog is displayed onscreen. The user should check the
accuracy of these data. If they are accurate, choosing the “Continue” button leads to
the preparation of the application. Otherwise, the student should press the “Cancel”
button and contact the Institution’s Network Center or the Helpdesk of the program,

in order for the necessary corrections to be performed (see image 2.5)

@ If the data ARE NOT correct, press CANCEL and contact the Help Desk or the Network Center of your Institution

asking for the data to be corrected on the User Catalog of your Institution.

If the data are correct, press CONTINUE to proceed with registering to the application.

CONTINUE { CANCEL

Image 2.5: Checking and confirmation of the returned data
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Academic Identity Card Online Service

The student should then fill in the contact information (cell phone number and e-mail
address). The contact information must be accurate, so that the student will be able
to receive notifications via mail or SMS. The student should then provide his/her Social
Security Number. Only greek Social Security Numbers ("AMKA”) are accepted (see
image 2.6). In absence of a greek "AMKA”, the student should check the checkbox “I
declare under my own responsibly that I don't have a Social Security
Number (AMKA).” (see image 2.7) The student may continue to the next step of the
application process by pressing the “Save” button. The registration is complete and
the student can proceed with the application (see image 2.7).
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Academic Identity Card Online Service

CONTACT DETAILS

It is important to enter your contact info, so that you receive notifications regarding your application for the Academic
Identity Card

E-mail Confirm E-mail
test_email1@gmail.com test_email1@gmail.com

Mobile Phone Confirm Mobile Phone
6900000000 6900000000

Social Security Number (AMKA)

AMKA i)

@ You can search for your Social Security Number (AMKA) through https://www.amka.gr/AMKAGR/

If you do not have a Social Security Number (AMKA) please select the following checkbox.

D | declare under my responsibility that | don"t have a Social Security Number (AMKA)

Comments
A verification e-mail will be sent to the e-mail address you entered. Please select the hyperlink inside the e-mail to verify your e-mail address.

Important Note
There is a chance your e-mail provider has marked the verification e-mail as SPAM. Please check the Spam and Junk folders in your e-mail client.

There is also a chance, that your e-mail provider has deleted the verification e-mail automatically.

Image 2.6: Social Security Number “AMKA”
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Academic Identity Card Online Service

If you do not have a Social Security Number (AMKA) please select the following checkbox.

| declare under my responsibility that | don"t have a Social Security Number (AMKA)

Image 2.7: Students without Social Security Number “AMKA”

The student is then prompted to verify the e-mail address provided. Additional

instructions can be obtained by selecting “here” hyperlink at the top of the screen

(see image 2.8)

L]
= EXINA
academic([») = =
ACADEMIC IDENTITY Evpwnaixr Evwon =m 2014-2020 -
Evpwnaixd AapBpwtid . & .
CARD ONLINE SERVICE wa Enevbuixd Tapsia
Main Page o The email address that you have entered has not been verified yet test_email1@gmail.com. For
instructions cIic
Student Details It is important to certify your e-mail address, so you can create a new application.

My Applications
@ You have not created an Application for the acquisition of the Academic Identity Card yet.

Contact

@ The digital copy of your academic identity will be available as soon as your application is approved from

your department's secretary office.

Image 2.8: Hyperlink for the e-mail verification instructions

Instructions for the e-mail verification are shown on screen. An e-mail from the
Academic Identity Card online service is sent to the e-mail address provided by the
student, containing a hyperlink necessary to complete the verification process (see
image 2.9 and 2.10).
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Academic Identity Card Online Service

E-mail Verification Info X

O After your registration, you received a verification e-mail with the title:
[MINEDU - ACADEMIC ID] Email Verification
If you received it yet, please click on the link inside the e-mail, so that you verify the e-mail of your account.
If you have not received it, two things might have happened:
* You have not entered your e-mail correctly. Please navigate to the page "Student Details" to see the e-mail you entered
and, if you made a mistake, fix it. As soon as you fix it, you will receive a new verification e-mail.
* The verification e-mail has been marked as SPAM and ended up in the Junk Folder of your e-mail client. In this case,
please keep in mind that every e-mail that is sent from the application will end up in the Junk Folder. To avoid that,

please enter a different e-mail account (if you have one) that does not mark the application e-mails as SPAM.

Image 2.9: Instructions for e-mail verification

[MINEDU - ACADEMIC ID] Email Verification Ewepxbpeva x

Y.NAL®. - AKAAHMAIKH TAYTOTHTA <noreply@test.academicid.grnet.gr>
TIPOG EYW w

YA AyyAka v > ENnvikG v Metadpaon unvipatog

To user Student Test of the Academic Identity Card online service,
Thank you for registering to the Academic Identity Card online service.

To verify your email account, select the following link:

http://test academicid.grnet.griverifyemail/?type=1&id=5c01f6fe-72ff-4fa7-adc2-66a41823a452

Please note:

This email was sent from a send-only address that can't accept incoming email. Please do not reply to this message.
If you have any questions, you can contact Helpdesk.

powered by GRNET www.grnet.gr
Twitter: @grnet_gr || Facebook: @grnet.gr || LinkedIn: grnet || YouTube: GRNET EDYTE

Image 2.10: E-mail with verification hyperlink

The student is notified that the e-mail verification has been completed successfully.
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Academic Identity Card Online Service

3. Postgraduate/Doctoral Students

In order to register/login to the Academic Identity Card online service,
postgraduate/doctoral students should press the "Postgraduate Student" label on

the homepage (see image 3.1). The process followed by a Doctoral Student is

identical.
Welcome to the online service AcademicID
To login to the application, please select the user category you pertain to
Undergraduate Postgraduate
[}
Stadant e, Doctoral Student m eIDAS

If you have trouble logging into your account, you may contact the Users Help Desk

Image 3.1: Category selection
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Academic Identity Card Online Service

Then they should press “register” on the screen that will appear (see image 3.2), and
to read the terms and conditions of his participation in the program and to state
whether he already holds a second or third cycle degree (see image 3.3 and 3.4).
Pressing the "Continue Registration" button will take you to the Image 3.5 screen
where you will have to fill in all the required fields in order to create a user account.
The student should definitely provide a valid mobile phone number, because in this
number he will receive the 8-digit code that he will have to fill in before submitting his
application. After filling in his student information, the student presses the "Save"

button (see image 3.5).

&— Back to user category selection

Login Postgraduate Student

Fill in the below form

Username

Password Remind Password

Are you not registered?]Register

If you have trouble logging into your account, you may contact the Users Help Desk

Image 3.2: Postgraduate student registration
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Academic Identity Card Online Service

I hereby declare under my own responsibility that:

1.1 have read and | hereby expressly accept all the Terms and Conditions for the participation in the "Academic Identity Card online

service"

2. The data stated in this request is true and accurate

NEWSLETTER FEED

[[]1 agree to receive notifications about any other actions concerning students

HOLDER OF ANOTHER POSTGRADUATE DEGREE OF SPECIALIZATION

D | am already a holder of another Postgraduate Degree

@ By selecting the above checkbox, the Academic Identity Card to be printed out, shall not be valid as a Special Fare Card.

CONTINUE REGISTRATION

Image 3.3: Acceptance of terms and conditions

HOLDER OF ANOTHER POSTGRADUATE DEGREE OF SPECIALIZATION

| am already a holder of another Postgraduate Degree

@ By selecting the above checkbox, the Academic Identity Card to be printed out, shall not be valid as a Special Fare Card.

Image 3.4: Option for a second or third cycle degree
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Academic Identity Card Online Service

Postgraduate Student Registration

It is important to enter your contact info, so that you receive notifications regarding your application for the Academic
Identity Card

USER ACCOUNT DETAILS

Username
test_user1

E-mail Confirm E-mail
test_user1@gmail.com test_user1@gmail.com

@ In the e-mail address that you enter, you shall receive notifications regarding the progress of your application. Make sure you have typed

correctly.
Password Confirm Password
Mobile Phone Confirm Mobile Phone.
6900000000 6900000000

@ Onyour registered mobile phone number, you shall receive an SMS with an 8-digit certification code for your account. Make sure that you have

typed it correctly.

STUDENT DETAILS

Academic Status

POSTGRADUATE

First Name

IOANNIS

Last Name

PAPADOPOULOS

Type of Certification Document

Greek ID Card

ID Number

AK123456

Institution

NATIONAL AND KAPODISTRIAN UNIVERSITY OF ATHENS
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Academic Identity Card Online Service

Department

MATHEMATICS Y

Registration Number

1235694

If you do not have a Social Security Number (AMKA) please select the following checkbox.

| declare under my responsibility that | don"t have a Social Security Number (AMKA)

SAVE CANCEL

Image 3.5: User account information

Then, the student is informed from the main page of the application that he/she has
not yet verified the mobile phone number and e-mail address he/she has registered.
The user's e-mail should be authenticated by the process described in images 2.9 to
2.11. To verify the mobile phone number, the student should click on the hyperlink
"here" (see images 3.6).
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Academic Identity Card Online Service

Main Page @ You mobile phone number 6900000000 has not been verified yet.
To create a new application you must verify your mobile phone number by clickin
Student Details You will be asked to enter the 8-digit number that was delivered to your mobile phone after the
registration.
My Applications
Important Note
In case you have not received the 8-digit verification code on your mobile (for example, because you
Contact filled in the wrong number or deleted the relevant message) you may proceed to the Student Details /

Contact Details tab and request an SMS verification code to be resent.

© The email address that you have entered has not been verified yet testuser1@gmail.com. For

instructions clic

Itis important to certify your e-mail address, so you can create a new application.

@ You have not created an Application for the acquisition of the Academic Identity Card yet.

@ The digital copy of your academic identity will be available as soon as your application is approved from

your department's secretary office.

Image 3.6: Mobile phone certification update

Then the student enters the 8-digit code received by sms on his/her mobile phone at

the time of creating the user account and presses the "Authenticate" button.
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In the event that the postgraduate student does not receive the SMS with the 8-digit

code for the certification of his mobile phone, because for example he declared the

wrong number, he can go to the Account / Contact Details of the Student Card (see

image 3.9) and to change his mobile phone, erasing his old number and entering the

new number in the corresponding field (see image 3.7). To complete the change of

mobile, the student should press "Save". (see image 3.8). It goes without saying that

if the mobile phone number is not incorrect, but still the student does not receive the

sms, he can first press the "Mobile Verification" button (see image 3.9) and then

press the "Resend Verification SMS" button.

testuser1@gmail.com

Mobile Phone

6900000000

@ Your E-mail verification is pending

RESEND EMAIL VERIFICATION

@ Your mobile number verification is pending

MOBILE VERIFICATION

Image 3.7: Account / Contact Details
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ACCOUNT DETAILS
Email Mobile Phone
testuser1@gmail.com 6900000000
© Your E-mail verification is pending © Your mobile number verification is pending
RESEND EMAIL VERIFICATION MOBILE VERIFICATION

Image 3.8: Save new mobile number

ACCOUNT DETAILS
Email Mobile Phone
testuser1@gmail.com 6900000000
@ Your E-mail verification is pending © Your mobile number verification is pending
RESEND EMAIL VERIFICATION MOBILE VERIFICATION

Image 3.9: New mobile number verification
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5. Application Submission

The student should then perform the following steps in order to successfully submit
his/her application, regardless of signing up with eID credentials or academic
credentials.

First, the student, after successfully logging in, should go to the "My Applications” tab

to create a new application by clicking on the "Create / Edit Application" button. (see

image 5.1).

My Applications

Main Page

Student Details
o Color/Tag lllustrations v

My Applications
CREATE / EDIT APPLICATION

Contact

Show Application Subimis.. Stident Address Instituti Depart
AREW ARRIcate Code Details Details > 2

Image 5.1: Application Preparation

Thereby, the student must fill in the relevant data. As far as the student’s name is
concerned, foreign students must click on the *“Name only in Latin” (To be selected
ONLY by foreign students) checkbox (see image 5.2).

FULL STUDENT NAME IN GREEK

|| Full Name only in latin (To be selected ONLY by foreign students)

© Exactly as it is written in your identification card. If your name contains only latin characters, please click on the box "Name only in

latin".

FULL STUDENT NAME IN LATIN

First Name Last Name

© Towrite your name correctly in Latin characters, please read information on character transcription as per ELOT 743.

Image 5.2: Student’s Name
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The student’s address in Greece and the registration date must be filled in as well. In

case of undergraduate students, some academic data are automatically retrieved from
the Institution (see image 5.3 and 5.4).

RESIDENCE ADDRESS DETAILS

Address Zip Code

Address Zip Code

Prefecture

Select S

Municipality

Image 5.3: Filling in the address

First registration month (induction) First registration year (induction)

Select v Select v

Image 5.4: Filling in the registration date

Undergraduate students also have to fill in their current semester.

Erasmus students should check the Erasmus Student checkbox. To proceed with the

application, the student must choose “Save and Continue” (see image 5.5).
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@ Enter your current semester based on the

Current Semester semester of your induction (i.e. 1 for the 1st

— semester, 2 for the 2nd semester,..., 13 for the

v 13th semester e.t.c.)

Erasmus Student (To be selected ONLY by foreign students)

SAVE & CONTINUE

Image 5.5: Semester

In the next step of the process, the student should upload the photo he/she wants to
be printed on his ID. This photo must be recent, in color and clearly show only the
face of the eligible student. In order for a photo to be accepted by the system, it must
have dimensions of at least 240 X 240 pixels, be of type .jpg, .jpeg, .png and its size
must not exceed 1 Mbyte.

The student should press the "Choose Photo" button (see image 5.6) and search his
computer for a photo with the above specifications. Then he/she should select the
photo (see image 5.7) and then the option to crop the photo will appear. At this stage
the student can move to the left or to the right to reduce or increase the size
respectively of the photo. When the photo takes the desired size, the student by
moving the dotted rectangle (see image 5.8) can center on his face and crop the rest
of the photo by pressing the "Crop" button and to proceed to the next step press the
"Save and Continue" button (see image 5.9).
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Add Photo

CHOOSE PHOTO

Allowed files: .jpg, .jpeg, .png. Maximum file size: 1 MB.

Image 5.6: Searching for a photo

@ Photos in which the depicted person, wears sunglasses will not be accepted. If there are veils, scarves or hats, these

removed. In case these cannjes

¢« > v 4 B> TisPC > Desktop > Public > Public Pictures > Sample Pictures
Organize v New folder
# Quick access

) NEW PHOTO L

CHOOSE PHOTO

Allowed files: .jpg, .jpeg, .

test testjpg

| =
File name: | test test,jpg v | |Mpocappoopéva opxzia (*jpg; |

Image 5.7: Choosing a photo
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Image 5.8: Photo modification

“ SAVE & CONTINUE

Image 5.9: Saving a photo
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Then, the student is transferred to the screen of image 5.10, from which he is given
the possibility to choose the applications (applets) he wishes to carry with his Academic
Identity. It is worth mentioning that the student is free to choose from the list any

applications he wishes, respecting the respective restrictions.

Application Preparation

@ You have not yet completed all the needed data for the acquisition of the Academic Identity Card.
You still need to

select Applets, Select a Distribution Point,  Application Final Submission

. . © ‘s

Select Applets

@ The applications "YPAITH1", "YPAITH2" make up the main functionality of the card, in order to be used in contactless services, They cannot be deselected.

YMAIS 1 0.4 Kb

YMAIS 2 0.1 Kb

SAVE & CONTINUE

SAVE & CONTINUE

Image 5.10: Applications selection

Then, the student is transferred to the screen of image 5.11, from which he/she is
given the possibility to choose the distribution point from which he/she will receive the
Academic ID. It is worth mentioning that the student is free to choose from the list,

any distribution point throughout the Territory that serves him.

After selecting the Regional Unit and the Municipality of interest (see image 5.11), the
available distribution points are displayed (see image 5.11).
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Before choosing a distribution point, the student can also see the service speed of the
points, which have a yellow color indicator for fast service and green for very fast
service. Also, he/she can see the opening hours of the store he/she has chosen as well
as the point on the map, by clicking on the three (3) dots that appear on the right side
of the selected distribution point (see image 5.12).

After locating the desired distribution point, he/she can "click" anywhere in the
distribution point field to make it appear as "selected" with an associated blue tint.
(see image 5.13). To proceed to the next step he should press "Save & Continue”

(see image 5.13).

@ For the Municipalities of Keratsini-Drapetsona, Korydallos, Nikaia-Renti, Piraeus and Perama, please select the PIRAEUS PREFECTURE

Faster service stores v

Prefecture Municipality

ATTIKIS ATHINAION

Image 5.11: Choosing Prefecture and Municipality

c MEGA CU STORE OMONIA ?gg‘;g'snm'o“ 6 AT ATHINAION
Person Details Opening Hours
NOUTSOS PETROS MONDAY, WEDNESDAY, SATURDAY: 10:00-16:00 /

TUESDAY, THURSDAY, FRIDAY: 10:00-18:00

Map

Image 5.12: Time and point on the map of the distribution point
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Speed

: Title Address Details Prefecture Municipality
Service

Panepistimiou 56

MEGA CU STORE OMONIA ATTIKIS ATHINAION

10678

Image 5.13: Choosing a distribution point

The student has now completed all the required information. The application takes
him/her to the step of final submission of the application and shows him a preview of
his/her application with all its elements aggregated (see image 5.13), as well as the
preview of his Academic ID (see image 5.14). In order for a student to submit his
application definitively, he/her must make sure that all his information is accurate and
correct and then press the checkbox "I certify, aware of the legal consequences
of false declaration, that all the information in my application is accurate
and correct" and then "Final Application Submission" button located at the
bottom of the screen (see image 5.15) and then press "Submission" in the window
that will appear (see image 5.16). It is noted that applications that are not submitted
definitively are not sent for review to the Departments' Secretariats and therefore the
issuance of the corresponding Academic IDs does not proceed.
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v v \/—\/70

Insert General Add Photo Select Applets Select a Distribution Application Final
Information Point Submission

Below you can see a preview of your application. For final submission, click on the "Final Submission of Application" button

Preivew Application Academic Identity Card Preview

Being fully aware of the legal consequences of a false statement, | hereby declare that all the data in my application is true and
accurate.

(® Final Application Submission (£ EDIT APPLICATION

Image 5.14: Application Preview

Below you can see a preview of your application. For final submission, click on the "Final Submission of Application” button

Preivew Application Academic Identity Card Preview

EONIKO & KAMOAIZTPIAKO
MANENIZTHMIO AGHNQN
NATIONAL AND KAPODISTRIAN
UNIVERSITY OF ATHENS

AKAAHMAIKH TAYTOTHTA / ACADEMIC ID

TEST TEST

MPONTYXIAKOZ ®OITHTHE / UNDERGRADUATE STUDENT

MA©HMATIKQN

CHANGE SIDE

[ Being fully aware of the legal consequences of a false statement, | hereby declare that all the data in my application is true and accurate.

@ i

Image 5.15: Academic Identity Preview

Eupwnaikn Evwon E.M. "MetappiBpion Anpéotou Topéa 2014-2020" "/. > EZ"A

E . éT . 2 " L A~

zﬁgﬁ’p"%:mﬁ?m EYA Npoypappatog “Wnelak6g Metaoxnuatiopog =m 20"4_2020
vantugng

Me tn ouyxpnpatodoétnon tng EANadag kat tng Eupwnaikig Evwong
31




Academic Identity Card Online Service

Final Application Submission X

After final submission you will not be able to edit the application. Please
ensure that all information provided is accurate and correct.
In case you find a mistake before Submission, you can correct it by

pressing the "Edit Application” button.

SUBMISSION CANCEL

Image 5.16: Final submission of application

By choosing “Logout”, the student can now disconnect from the application (see
image 5.17 and 5.18).

e
o
J
academic([?) =< EXNA =
ACADEMIC IDENTITY Eupw:?‘ixhiv:on =m 2014-2020 P
CARD ONLINE SERVICE o et
Main Page @ The digital copy of your academic identity will be available as soon as your application is approved from

your department's secretary office.

Student Details

My Applications @ Your application has been successfully submitted and is ready for review by your department's
Secretary Office.

Contact If the review takes longer than expected, please contact the Secretary Office to find out the reason of
such delay.

Image 5.17: Logout
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H -~
academic(|?) = ELNA L X
ACADEMIC IDENTITY [Evam:‘ikr\'ﬁvron =m 2014-2020
CARD ONLINE SERVICE o ety oo
A T
Main Page @ The digital copy of your academic identity will be available
your department's secretary office. \
Student Details 2
My Applications @ Your application has been successfully submitted and is re LOGOUT
Secretary Office.
Contact If the review takes longer than expected, please contact tt
such delay.

Image 5.18: Logout

The student is now awaiting the approval of the application by the Secretary of the
associated Department. Upon approval, the student will receive e-mail and SMS
notification that the Academic Identity Card is ready to be delivered at the chosen
distribution point. This e-mail and SMS also contains the delivery PIN. In order to pick
up the Academic Identity, the student is required to be present at the distribution point
in person, showing proper identification (identity/passport) and the delivery PIN
number. In case the student cannot be present in person at the distribution point, a
third party may pick up the Academic Identity card showing legal authorization.

In case the Secretariat, during the evaluation of the application, detects an error, it
has the capability of sending the application back to the student for corrections. The
student is informed with a relevant message to the e-mail he/she has registered during
registration in the system. Then, he/she should enter his account, in order to be
informed about the fields of the application in which errors were detected and to

correct them (see image 5.19 and 5.20) from the tab "My Applications".
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In the application example of the previous section, the Secretariat during the check
found a problem with the photo and requested its replacement with another one (see
image 5.20). To start correcting his application, the student selects the "My
Applications" tab and presses the "Create / Edit Application" button (see image
5.21) and then chooses to return to the step of adding a photo (see image 5.22).
When he/she selects the new photo (see image 5.23) the application will open the
crop field and show him the already existing photo, in order to proceed he/she will
have to crop the new photo (see image 5.24) to press "Save & Continue" right below
his new photo (see image 5.25).

My Applications

o Color/Tag lllustrations v

| CREATE / EDIT APPLICATION

Submission Student Address

Show Application Code Details Details Institution Department
EY®PONIOY ;‘CQONAL
NOT Student Test 15636
|
SUBMITTED TEST TEST ATTIKIS - E/:‘PI\C/)E?:{ISS;F\:AN MATHEMATIES
ATHINAION OF ATHENS

Image 5.19: Instructions for viewing the Secretariat's observations

Show Application

PREVIOUS EVALUATION

Invalid Photo

Comments

Photo is not clear

Image 5.20: Corrections required by the Secretary
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Main Page

My Applications

Student Details

@ Color/Taglllustrations v

My Applications

Contact | CREATE / EDIT APPLICATION |

Applicat ission Cod t t Det Address Det.

EYOPONIOY NATIONAL AND
Student Test 15636 KAPODISTRIAN
NOT SUBMITTED MATHEMATICS
14 e TEST TEST ATTIKIS - UNIVERSITY OF ! i
ATHINAION ATHENS

Image 5.21: Start processing the application

CHOOSE PHOTO

Allowed files: .jpg, .jpeg, .png. Maximum file size: 1 MB.

Image 5.22: Choose a new photo

@ Photos in which the depicted person, wears sunglasses will not be accepted. If there are veils, scarves or hats, these
removed. In case these cannjges e a
¢« > v 4 B> TisPC > Desktop > Public > PublicPictures > Sample Pictures
Organize ~ New folder
* Quick
| Desktop
CHOOSE PHOTO
Allowed files: .jpg, .jpeg, -A p—
File name: [test testjpg. v| 'npommlmuv éva opxzia (*pg;
Image 5.23: Select a new photo
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Image 5.24: Crop a new photo

|| SAVE & CONTINUE

Image 5.25: Save a new photo

At this point, the student should check again the distribution point and if nothing else
needs to be modified, the student may proceed to final submission of the application
(see images 5.11 to 5.16).
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6. Contact

For further assistance, students may contact the Users Helpdesk, by creating a new
new issue at the "Contact” tab or by calling at 215 215 7855 (Monday through Friday,
from 09:00 to 17:00 GMT+2) (see image 6.1).

Main Page Contact

Student Details

My Applications

Qs
Contact
Issue Key Subject Date Status Actions
Image 6.1: Contact
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