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How to Use Online Registration — Reference Guide

Introduction

4 This quick reference guide contains step by step instructions on how to: )
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 a link to login to your MyBan Student at StudentSSB-Cork

Y

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

L

A You have active action item(s) available for yo
review.

View Action liem(s)

Press View
Action ltems

-

~

/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 (not 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 proof of name e.g. driving licence or passport.

+ Ifall the details are correct just go to the end of the page and follow the instructions to Confirm.

FiRsT NAmE:
-

MIDDLE NAME:

LAST NAME:

[ |
PREFERRED FIRST NAME:

| e— |
DATE OF BIRTH:
GENDER IDENTIFICATION:

E ]

GENDER:

PREFERRED PRONOUN:

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 havethe olowingtems thatrequieyour atenton.

* Online Registration Steps
Online Registration Steps
W + Complete all action items marked a5 ‘Pending’
+ When you have entered the required information on ezch step press the 'radio button' then the
“Confirm’ button t the end of each step
+ The status will change to ‘Completed when each step is complete

PNy The last step (Confirm Enrolment) can only be confirmed when allothe steps ae complete
Pending a

* All items begin as

Inslructons

Personal Information You will not be registered unless all steps are 'Completed'

Further information and user guides are available here

Confirs Personal. Inforeation

_* They must become [SOBICISS

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

AN

@ Save Successful

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

Programme Details

« Below are details of your Programme of study. If any details are incorrect, please contact the Admissions Office.

Course title:
Course year:
AY 202312024
Lovel of study:
—
Stage / Year:

Year1

Student type:
-

Full/Part time indicator:



mailto:admissionsCork@mtu.ie
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Step by Step Instructions — How to Use Online Registration (Continued)

=
6. Contact Permissions for non-essential
services/information

Contact Permission for Non-essential Services/Information

MTU will send you emails and/or SMS (text) messages regarding essential University information e.g. regarding registration, examinations,

changes to timetables or other important University information of which you need to be aware.

Occasionally MTU may send you extra information/contact you re items that may be of interest to you e.g. University Course
Developments/other non-essential business. Please indicate if you wish to be contacted by SMS/email on these occasions by either choosing

“Consent’ or Dedline Consent".

CCONSENT TO BE CONTACTED (non-essential services):

* | consent v

| Tick the radio button then press 'Confirm’

) I have chosen an option above

—

7. Learning Support Services Referral Form

Learning Support Services Referral Form
1f you are

- astudent with a disability including dyslexia or any other learning difference;
+  aHEAR or DARE applicant;
« amember of the Traveller and/or Roma Community
Please complete the following confidential online Access/Disability/Learning Support Referral Form

Support Services Referral Form
By submitting this form you will be notifying Student Support Services that you with to be contacted by a Service Provider to

discuss possible supports and/or services you wish to avail of while completing your course here in MTU.  After submitting this form
you can expect to recieve an email to your student email account within the next week. This email will be from Student Support

Services. You may also receive an SMS (text).
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’

[T have read and understand the information above.

-

\

( 8. Home Address (not updateable)

My Home Address

The followingistae perminert hor aderess that we have rezorded for yeu.

Your home address i not pdteable 1.

1F your homs addrzss has changed you mus: provide proof of your new address to the Acmissions Oice.

1Fthe defais below are carrect go o the znc of this stzp and Corfirm.

Home Address
ADCRESSLNE 1.

‘ Test ‘
AOCRESSLNEZ

‘ Test ‘
ADCRESSLNE 2

‘ Test ‘
LASTLINE CF ADDRESS

|ty |
ERCODEROSTCCLE:

= |
COUNTY

|ty |

COUNTRY:
e |

| Tickthe radio auton then press ‘Confirm'

" My home addess s corect

Corfim

-

J

-

[9. Term Address (updateable)

Term Address
+ Enter your Term address here (where you wil reside during the academic year).
+ Use the 'Add New Term Address' buton to add  term address.

+ OR Tick 'Same as Home Address' f your term address is the same as your home address.
SAME AS HOME ADDRESS

ADDRESSLINE 1

d |

ADDRESSLNEZ

ADDRESS LINE 3:

LAST LINE OF ADDRESS:
‘| |

EIRCODE/POSTCODE:

COUNTRY.

| Tick the radio button then prass ‘Confirm"

10 My term address is correct

p=
10. Contact details (email and phone)

My Contact Details

Email Address(es)
Uzt e "Add Email Address’ Buiion iz s i s sre persenal i 360 a8 1 sen seriss 2w e
Tising Dot il instarsy saie sn wesing s

Detete [p—" [rpvw—
E [——=— [ —
® [ personat e mai Adaress | —

A Emsi Adar

Phone Number(s)

Tiing "Delete vt rstartsy saite sn westng e

Pl drop e mading 0" ot the mabie rumbarsfsr ety s (a5 sbeve).

For Nor-Lih mabi uibars, B i f courty cdes can be found Hirt

Detete Phone Type Phons Humber
= ‘Mabile Phone Number | —
E T —— | —

1 Tk the rm bttt pres Contirn

AN

Preferreat

Primary.

11. Emergency contact details
My Emergency Contact(s)

Main Emergency Contact

Plzase give detals below of at Izast ane person that can be contactzd in the case o an emzrgency.

‘The Phane Number field will hld p to 12 digts, if you are recerding a teleshane number outside of Ireland you may need to pu: the intenational area code in to the 'Phone.
Area Code’ field,

Use the "Add Emergency Contact’ autton to input the details of your Main emergency cortact.

« When you 1ave recorded your emergency contact(s] go tc the end of the step and Canfir.

Other Emergency Contact if applicable)

Use the *Add Emergency Contact’ button to add defails of anotfer emergency contact (f applicable).

| Tick the rado button then press ‘Confirm"

My emergency contact decals are correct

J




8 MTU

q ? Ollscoil Teicneolaiochta na Mumhan

Munster Technological University

How to Use Online Registration — Reference Guide

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

g I (
12. Nationality and Residency 13. Additional Information
Nationality Details Additional Information
My Nationality (Rezitzncy, Previsus 3rd Level Sfusation and =rly threugh Govermment Inftistves)
«  When you have reviewed/updated your information go to the end of the step and Confirm.
I five =pant 3 of the last 5 years in an EU cuntry
CITIZENSHIP® =nd [ can produce Sccumentation bo werily this
— ‘|
COUNTRY OF BIRTH: * N _ - |
g What i yzur highest guaiifization
NATIONALITY: * {b=for= this Programme=)?
| — v
oo - | —
RESIDENCY: * — . —aE—
| What waz yzur highest pravicus sducational inelitution
att=rd=d [befars this Programme):
| Tick the radie button then press "Confirm" |
. _ -
() All my details above are correct
If you have previously sttended Third Level Education:
Nams = Pravizus 3n Lavel Instilulion sttangas?
[
e N\

14a. If you have a SUSI Application/ID
SUSI ID

Have you applied for a SUSI grant/do you have a SUSI ID?

© vEs

NO

Please enter your SUSI Grant Application Number if you have applied for a SUSI grant.

SUSIID:

i Tick the radio button then press 'Confirm’'

1 confirm that the above information is correct

\

— \/

—~

14b. If you do NOT have a SUSI Application/ID
SUSIID

Have you applied for a SUSI grant/do you have a SUSI ID?

i Tick the radio button then press 'Confirm’

1 confirm that the above information is correc

‘ear ot Gradustion (if applicable):

If you hawve entered through & Government Initistive:

&= you =ntering through = Government initistive fisted Bers (it pot Chozss Na)

- | - |

A= you =ntering threugh ons of the Tollewing list=d schemes {if net Choss= Na)

4 Tick the radic button then press "Canfirm®

() The Information above is comect

)\

An email will be sent to you at a later date from
the Fees Office regarding payment. Please
continue to the next page to confirm your Online
Registration.
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Step by Step Instructions — How to Use Online Registration (Continued)

q7. 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

The Uni

with its obligations ur

Urther detais regarding

in our full Data Protection g

re. Students must ag

er to register with MTU.

read and agree to abide by the Uni Rights and Responsibilities (link below).

+ Lunderstand that it is an offence to act contrary to the Rights and Responsibilities.

<k for a paper copy

and understand the HEA Student Data Collection Notice (link below). T understand that MTU must provide the Higher Education Authority with student

rrrrr Notice.

ead and understand the Student Privacy Statement (link below) and I agree to the processing of my data by the University in accordance.

| Tickthe radio button then press ‘Confirm’

1 confirm my enrolment and agree the terms and conditions above

q8. When all Action Items are complete you will
receive this message

@ | Qe x| @ X+ v

€200

Acton e Processing @ Your Evoimentis complte

Actlon Item Processing
e
Vot b o e st g o in =
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