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How to Use Online Registration — Reference Guide

Introduction

(This quick reference guide contains step by step instructions on how to: R
1. Complete and submit your personal/programme registration details online.
2. Make payment for registration.
If you require further information, please contact the Admissions Office, email admissionsCork@mtu.ie or phone
\_(021) 433 5040. Y,

Step by Step Instructions — How to Use Online Registration

1. You will receive an email from NO_REPLY_MTU_Cork giving you details when your online registration is
available. You will then be given alink to login to your MyBan Student at StudentSSB-Cork

Y

2. You will see that ‘action items’ are available:

® 2

s : Press View
B Action Items

-

[4. Press each of the action items and provide the

information required.

+ Examples of the action items assigned to you are
shown here.

+ Other pages (nhot shown here) may display to you
depending on the type of student that you are.

* Not all fields are updateable. Mandatory fields are
shown with *

* Personal Details:

My Personal Details

« Please Confirm your Personal Details below.
« If your name is incorrect please contact the Admissions Office providing proaf of name e.g. driving licence or passport.
+  Ifall the details are correct just go to the end of the page and follow the instructians to Confirm.

FIRST NAME:

MIDDLE NAME:

LAST NAME:
-

PREFERRED FIRST NAME:
—

DATE OF BIRTH:

GENDER IDENTIFICATION:
None

GEWDER:

Save each action item by
pressing the radio button and
pressing the ‘Confirm’ button

\

4 N\
3. You will now see a list of action items and
some instructions:

Action Item Processing

Welcome =
You have the folowng tems that requite your atention Retm

* Online Registration Steps
Onéine Registration Steps 2
+ Complete al action items marked as Pending’
+ When you have entered the required information on each step press the 'radio button' then the
*Confirm’ button at the end of each step
+ The status wil change to ‘Completed when each step is complete

« The last step (Confirm Enrolment) can only be confirmed when all other steps are complete
pérsonal foomation |+ You will nat be registered unless all steps are 'Completed'
« Further information and user guides are available here

« Allitems begin asL

nstnctions

_* They must become [SERBICISH

5. Each time you save an action item the
‘Save Successful’ message will show at the
top of the list:

L

& Save Successful

Continue on through your action items by
providing the required information
* Programme Details:

Programme Details

ar af study. 1F any please contact the
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Step by Step Instructions — How to Use Online Registration (Continued)

—

' N ™
SerVICeS/Info““atlon _ Learning Support Services Referral Form
I
1f you are
Contact Permission for Non-essential Services/Information
+  astudent with a disability including dyslexia or any other learning difference;
+ a HEAR or DARF applicant;
MTU will send you emails and/or SMS {text) messages regarding essential University infarmation e.g. regarding registration, examinations,
+ amember of the Traveller and/or Roma Community
changes to timetables or other important University information of which you need to be aware.
Please complete the following confidential online Access/Disability/Learning Support Referral Form.
Support Services Referral Form
Oceasionally MTU may send you extra information/contact you re items that may be of interest to you e.g. University Course By submitting this form you will be notifying Student Support Services that you with to be contacted by a Service Provider to
Developments/ather non-essential business. Please indicate if you wish to be contacted by SMS/email on these occasions by either choosing discuss possible supperts and/or services you wish to avail of while completing your course here in MTU. After submitting this form
‘Consent” or ‘Decine Consent' You can expect to recieve an email to your student email account within the next week. This email will be from Student Support
CONSENT TO BE CONTACTED (non-essential services): Services. You may also receive an SMS (text).
= [e If you use the above link to fill out the form - close the Support Services Referral Form window when you are finished to return to
this online registration page In order to finish your registration.
) . | Tick the radio button then press ‘Confirm*
| Tick the radio button then press 'Confirm’
/ (1 have read and understand the mformation above
I have chosen an option above <
- _/

4 8. Home Address (not updateable)

My Home Address

+ The follwing isthe pemanent home address that we have recorded for you.
v Your home address is not updateable here.
+ I your home address has changed you mustprovide roaf of your new address to the Admissions Ofice.

v Tthe detals below are correc g0 o the end oftis tep and Confirm.

Home Address

ADORESS LINE 1
Test

ADORESSLINEZ.
Test

ADORESS LINE 3.
Test

LAST LINE OF ADORESS:
Herry

BRCODEPOSTCODE:
COUNTY.

Nerry

COUNTRY:

| Tick the radio button then press 'Confirm’®

My bhome address is coect

J \

[9. Term Address (updateable)

Term Address

Enter your Term address here (wher you will reside during the acadermic year).

Use the 'Add New Term Address’ button to add 2 term address.

OR Tick 'Same as Home Address' if your term address is the sam as your home address.

SAME AS HOME ADDRESS

ADDRESS LINE 1:

=

ADORESSLINEZ:

ADDRESSLINE :

LAST LINE OF ADDRESS:

| Tick the radio button then press "Confirm’

10 My term address is comet

-

p=
10. Contact details (email and phone)

My Contact Details

Email Addressies)

Teting ‘Debebe it tanBy seete e exsting et

Delese Ema ipe Emait hadress
[Sene———— —
parsonal o mall address 1 - —

Phone Numbaris)
Teking ‘Duteta il atacty denta m st meoet
- FORMAT OF PHENE KUMBERS.
I matisnal Courtry Coge + et Aumber s 4. ah mata 087 1204167 weul Be etz 2 ISISTATINET
P o o b W f e e b o B oy o (s o).
e

o o i b, W o oty 25083 coh B4 ok Mt

Dese Fhone rpe Fhone Humber
o i prone Humber | —
e ] —

| Tk the m bt e g Comfom'

g 2 2 P it e et

VAN

=
11. Emergency contact details

My Emergency Contact(s)

Main Emergency Contact

Please give details below of atleast ane person that can be contacted in the case of an emergency.
The ‘Phone Number’ fieid will hold up fo 12 digt, if vou ar recording a ielehone rumber outside of Irelané you may nesd to put the intsmational arca code in o the ‘Phone:
Area Code’ fieli.

Use the ‘Add Emergency Contact” button to input the details of your Main emergency cantact.

When you have recordzd your emergency contact(s) go to the end of the step and Gonfirm.

Other Emergency Contact (i applicable)

Use the 'Add Emergency Contact” button to add detaiks of anather emergency contad (¥ appicable).

| Tick the radic button then press "Confirm"

My emergency contac: detalls zre comest

AN
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Step by Step Instructions — How to Use Online Registration (Continued)

\

3 I (
12. Nationality and Residency 13 Additional Infarmation
. ) . Additional Information
Nationality Details
My Nationality [Ra=zid=ncy, Previsus 3rd Level Efucation and 2oty through Govermment Inftistives)
When you have reviewed/updated your information go to the end of the step and Confirm.
I have =pent 3 of the last 5 ye=ars in an EU country
=rd [ zan produce documentation te verify this
CITIZENSHIP™
‘_ v| . _ u|
COUNTRY OF BIRTH: *
g What iz your high=st qualification
{B=far= this Programme)?
NATIONALITY: =
— - [ —
RESIDENCY: *
| What was your highest previeus sducational institution
aftended (B=fors this Programme):
| Tick the radic button then press "Confirm" - _ W |
All my details above are correct
I you have previously stbended Third Level Education:
¥/ Name of Previous 3nd Level Institution att=nd=g?
\— _J | —
'z \ From Diate:
14a. If you have a SUSI Application/ID | |
To Date:
SuUsSI ID | |
Have you applied for a SUSI grant/do you have a SUSI ID? ‘faar of Gragdustizn (il applizabla):
O YES |_ V|
N
Please enter your SUSI Grant Application Number if you have applied for a SUSI grant.
If you have entered through a Government Initiative:
STS' 2k A= you entering through a Government initiative listed here {if not Choose Ma)
- | |
| Tick the radio button then press ‘Confirm’ A= you =ntering through ore of the follswing listed schemes (if not Choos= Noj
I confirm that the above information is correct - |_ u|
\ | Tick the radic buttan then press "Confir
— — (7 The Infarmation sbove i cam=ct
14b. If you do NOT have a SUSI Application/ID
f . .
- 15. Payment Options (can choose to pay in
Have you applied for a SUSI grant/do you have a SUSI ID? y P ( pay
full now or to make a part payment now)
| YES Payment Options
nNO ‘Stucdents have the opticn to ‘Pay Now’ (some or sl of the balance) or Pay Later®
+ Al studerts are bl for the €55 Studert Capiaton Fee
= Inrder to pay the ull Balance now you mus use a credidebit card with a cred it @ coves he ull balance
i Tick the radio button then press 'Confirm' = NOTE: There may be = 'Daily Transaction Limit and/er a Single Transaction Limit on your Credit/Debit Card - please check with vaur bank if vou are unsure of thess
- Vou may alco choae to pay par o e balance nom
I confirm that the above information is correc ) ""U‘M“m 5’“4‘"‘ . . .
A ¥ T the ol eyt oWt
1 inccate i you are aking the full paymant now then prees “Cantinue’
o
— _J

| Tick the radio bution then precs Confirm’

1 hae chasen & fes payment cption

J
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Step by Step Instructions — How to Use Online Registration (Continued)

—
16a. Paying in full now — Choose Yes —in this
example the student owes €3000

1 Indicate if you are making the full payment now then press 'Continue’

Oves

Oino

Press the 'Pay Now' button below to continue with the full payment of €3000

More Information about Fee Payment and Deadlines

Information on How to Make a Payment

| Tick the radio button then press "Confirm'

-

(16b. Paying part now — Choose No —then press N

‘Make a part payment now’

| Indicate i you are making the full payment naw then press "Continue’

TES

Ono

Your fees must be paid in full by the deadlines shown at this link:

Make a part payment now

Ti you think that you will be SUST funded you are still required to pay the mandatory €95 Student Capitation Fee (this fee is not covered by SUST funding). You
should choose to make a part payment now to pay this fee.

| Tick the raio button then press "Confirm®

—
16e. If you choose to make Part Payment Now
* You will be taken to this page where you can enter
the amount you are paying

Payment

(@ Select a term batow. The balance may be edited (if you are not
paying the fal balance o this tme)

L
© Avibzanoas
AY 0222023

()1 have chosen a fee payment option e e ee e i
Confirm
\_ J
s ] - )
16c. Card holders Details page 16d. Card Credit Card Details
) .
« Enter the card holder’s details
QO B nhitpsy//hpp.realexpayments.com/hosted-payments/green/card htmi?quid=ce747611-4d 1b-4172-26bb-9a4381caza79
et i
CREOIT CARD HOLDES A, Phons ot Erall et I
:ﬂeh name on the card y re paying with is not your own . -
hen enter the details nhgm-_dn ard holder, not yourself) ‘ Card Number |
Expiry Security Code
followed by the rest of the number in the second box provided ‘ -~ | ‘ Serur\[y Code @ |
Cardholder Name
‘ Cardholder Name |
& PAY NOW
(@ =2
\_ _/
—

irst Press ‘Pay Now’

» Ensure that you have enabled
pop-ups on the device that you
are using in order to activate this
button

Then press the radio button for the

current term

* _You can then edit the amount that
you are paying now. By defaultit
will show your full account balance |

16f. Return to Online Registration (Action Items)

* Once you have made a payment return to your Action Items, Press the radio button then press Confirm
at the end of the Payment Options page. The tab should still be open on your device.
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Step by Step Instructions — How to Use Online Registration (Continued)

~

17. Student Declaration

* You must read and agree the terms and conditions,
then Confirm Enrolment

« This step is only possible if all previous steps are
complete

Student Declaration

Terms and Conditions

ata Cantroller and wil camply with ifs sbiigations

Purthe
how your data i stored and processed & available in our full Data Protection guidelines avadable here. Students must agres 1o the terms and conditions in order t register wah MTU.

ind Responsibilities (link below).

T have read and understand the HEA Student Data Collection Notice (link below). I understand that MTU
data.

student

I confirm that I have read and understand the Student Privacy Statement (link below) and 1 sgree to the processing of my data by the University in accordance
with these guidelines.

| Tick the radiabuttonthen gress “Confirm’

1 confirm my enroiment and agree the terms and conditions above.

68. When all Action Items are complete you will
receive this message

 Qovee ER T x4 v - 8 X
P R ——_——— g o8 =
Ak leam Preessig @ Four Enroiment s complete.

Action ltem Processing




