
How	
  to	
  apply	
  to	
  the	
  Ins/tute	
  of	
  Tourism	
  Studies	
  online

The	
  Ins(tute	
  of	
  Tourism	
  Studies	
  is	
  Malta’s	
  premium	
  training	
  facility	
  for	
  all	
  manner	
  of	
  cer(fica(on	
  in	
  
the	
  hospitality,	
  catering	
  and	
  tourism	
  industries.	
  You	
  can	
  easily	
  apply	
  to	
  any	
  of	
  the	
  ITS’	
  courses	
  
online.

The	
  applica(on	
  form	
  is	
  available	
  wholly	
  online	
  on	
  the	
  ITS	
  website	
  at	
  this	
  loca(on:	
  hBp://
www.its.edu.mt/EN.ITS_Online_Applica(on_Form.aspx

The	
  applica(on	
  is	
  spread	
  onto	
  5	
  pages,	
  as	
  clearly	
  said	
  in	
  the	
  site	
  heading.

On	
  the	
  first	
  page,	
  you	
  will	
  be	
  asked	
  to	
  fill	
  out	
  various	
  personal	
  details	
  including	
  your	
  name,	
  
surname	
  and	
  address,	
  contact	
  details,	
  if	
  you	
  are	
  employed	
  and	
  last	
  school	
  aBended.	
  You	
  will	
  also	
  
be	
  asked	
  to	
  choose	
  which	
  course	
  you	
  want	
  to	
  aBend	
  from	
  a	
  drop	
  down	
  menu.

When	
  you	
  have	
  filled	
  out	
  the	
  sec(ons,	
  click	
  on	
  the	
  buBon	
  “Proceed	
  to	
  Step	
  2-­‐Examina(ons”.

Page	
  2,	
  the	
  Examina(on	
  page,	
  lets	
  you	
  add	
  exams	
  according	
  to	
  their	
  subject,	
  level,	
  examining	
  
board,	
  session	
  date	
  and	
  the	
  grade.	
  This	
  is	
  easily	
  done	
  using	
  drop	
  down	
  menus,	
  as	
  seen	
  in	
  the	
  
image	
  below.	
  To	
  include	
  an	
  exam,	
  choose	
  the	
  relevant	
  choices	
  from	
  the	
  drop	
  down	
  menus	
  and	
  
click	
  Add	
  Examina(on.	
  Repeat	
  for	
  any	
  exams	
  you	
  have	
  sat	
  for.	
  When	
  you	
  are	
  finished,	
  click	
  
“Proceed	
  to	
  Step	
  3-­‐Addi(onal	
  Qualifica(ons”.
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Addi(onal	
  Qualifica(ons	
  are	
  used	
  in	
  case	
  your	
  par(cular	
  qualifica(ons	
  are	
  not	
  in	
  the	
  drop	
  down	
  
menu	
  of	
  page	
  2.	
  Simply	
  enter	
  the	
  details	
  of	
  your	
  qualifica(on	
  in	
  the	
  form	
  shown	
  below	
  and	
  click	
  
“Add	
  Qualifica(on”	
  to	
  save	
  it.	
  When	
  you	
  are	
  finished	
  or	
  if	
  you	
  have	
  no	
  Addi(onal	
  Qualifica(ons,	
  
simply	
  click	
  “Proceed	
  to	
  Step	
  4-­‐Work	
  Experience”.

Page	
  4	
  of	
  the	
  form	
  allows	
  you	
  to	
  add	
  your	
  work	
  experience,	
  as	
  you	
  have	
  done	
  with	
  Addi(onal	
  
Qualifica(ons.	
  The	
  form	
  used	
  is	
  shown	
  below.	
  To	
  save	
  a	
  job,	
  simply	
  click	
  Add	
  Work	
  Experience.	
  
When	
  you	
  have	
  added	
  all	
  the	
  Work	
  Experiences	
  you	
  have,	
  click	
  “Proceed	
  to	
  Step	
  5-­‐Cer(ficates/
Files	
  Upload”.

The	
  form	
  allows	
  you	
  to	
  upload	
  up	
  to	
  4	
  scanned	
  images	
  or	
  files	
  of	
  your	
  cer(ficates.	
  Simply	
  click	
  
Choose	
  File	
  or	
  Browse	
  (as	
  shown	
  in	
  the	
  image	
  below)	
  and	
  upload	
  your	
  School	
  Leaving,	
  ECDL	
  and	
  
Food	
  Handlers	
  Cer(ficates.	
  When	
  they	
  are	
  uploaded,	
  the	
  name	
  of	
  the	
  file	
  will	
  appear	
  under	
  My	
  
Current	
  Files.	
  

When	
  you	
  are	
  done	
  uploading,	
  click	
  the	
  “Finalize	
  Applica(on”	
  buBon	
  to	
  file	
  your	
  form.	
  You	
  will 
then be taken to a page which will confirm your submission.
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