Student Registration Exercise step-by-step guide for continuing

students
Starting the Student Registration Exercise

Once you have signed in to your self-service account, you will see a note on the ‘Tasks’ tile

telling you there is ‘1 To Do’.
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Select the Tasks tile. The next screen is the ‘To Do List’.

Select 'Student Registration' from the Task list.
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https://camsis.cam.ac.uk/psp/ravenprod/?cmd=login

You will be taken through a series of questions. You will either need to confirm the details are
correct or submit a change request if the information is incorrect. On some questions you will
be asked to choose an option from a drop-down list. To move through the screens, click ‘Next’.

You will be taken through a series of questions. You will either need to confirm the details are
correct or submit a change request if the information is incorrect. On some questions you will
be asked to choose an option from a drop-down list. To move through the screens, click ‘Next’.

Step 1: Introduction

The first page contains an introduction to Registration.
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Clicking on the question mark icon on any screen will bring up additional information if you
require extra help.

This is the country, or countries, of your
ch 198  legal nationality and should not be
confused with your ethnic origin. If you
have multiple nationalities, all of them
should be listed, if any are missing
please request a change. For the
purposes of this question, the UK
(7] includes the Channel Islands and the
< Isle of Man (British Nationality Act
1981).

To indicate that any information is incorrect, select the ‘No’ button. You will be asked which
information is not correct and be asked to request a change to the information held.



Confirm details

Are your personal identification details correct?

' Yes ® No

Step 2: Personal identification

This page ask you to review your name, date of birth and country of citizenship.
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Click on the ‘Request a change to....” link and it will bring up a box where you can enter the

change you wish to make.

[ close ] Request change to country of birth E

Plaass indicate your comect country of birth as it appears on your oficial identification documents

Enter the change you wish to make and click ‘Save’. This will send a change request to the

Student Registry.



You can then click save on the main page and then next to move on.

Throughout the registration exercise you will see a menu on the left of the screen telling you the
status of each question. It is either 'Not started’, 'In progress' or 'Complete’.
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Step 3: Cambridge IDs



The next question is about your Cambridge IDs.
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If you have not previously studied at Cambridge you can select ‘No, Save and then click the next
button. If you have previously studied at Cambridge, then select ‘Yes’ and you will be asked to
confirm that the IDs on the screen match your previous IDs.

Step 3 of 13: Cambridge IDs

Your Cambridge IDs are Bsted below.

If you have previously studied at Cambridge please confirm that these match your original IDs
The nine-digit USN can be found on your official transcript of previous studies

Cambridge IDs
USH _ g Request change to USN
CRSid _ € Request change to CRSid

Confirm details

Have you previously studied at Cambridge?
® Yos No

Please confirm your IDs match

Yes ® Mo

(i) You have indicated that your IDs are incorrect.
Please click on the link next to the relevant data item(s) to enter the cormect information. This will send a request to the Student Registry who will
review and verify the change.

If they match, then click ‘Yes’ and then 'Save' If they do not, click ‘No’ and request the change
required. Then click 'Save' and move on.

Step 4: Academic details

The next page relates to the Academic details we hold for you. Please read the informaton at the
start of this page.
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As before, if the information is correct click ‘Yes’ and save or if you require a change click ‘No’,
enter the change then save and move on to the next screen.

Step 5: Source of tuition fees

This question ask who is funding your course of study.
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Once you have selected the right option from the dropdown menu, click 'Save' and move on to
the next question.

Step 6: Previous qualifications

This question is about previous qualifications which continuing students do not need to
answer.
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Step 7: Permanent residence

This question is about your permanent residence prior to starting your course which continuing
students do not need to answer.
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¥ o rof naed o complate thin. Lecton, pleanes s end click T 13 Mo B el Fage

7 | Parionsl etiScation
Compaty

3 | Cambridge
Campat

4 | Academic detaity

5 | Souste of uiticn fees
ey

§ | Previcus qualications

7" Parmaneal nididéncs
1 Progresy

Step 8: Term-time accommodation
This is about your term-time accommodation.

Note, you will only be asked this question is you are a full-time student as we do not need a term
time address for part time students.

You can change any information by clicking the drop-down menu or the right pointing arrow.



Student Registration
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Step 9: Contact details

This question is
pointing arrow.

about your contact details. To change any information, click on the right

If you wish to make something your ‘preferred’ email address or phone number, click the

‘Preferred’ box.
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When the details are all correct, click 'Save' and move on to the next question.
Step 10: Emergency contacts

Read the information and add additional emergency contacts if required by clicking the +
button. If any changes need to be made you can click the arrow next to the item.

You can amend the details or delete an emergency contact.
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Step 11: Personal details

The next two questions ask about personal information. Click the ‘?’ for more details. To make a
selection click on the down arrow.

If you have a disability, then you will need to let us know if you are in receipt of Disabled
Students Allowance. This box is greyed out if you do not declare a disability.

You can add more disabilities by clicking the ‘+’ sign. Select the correct option in the dropdown
menu.
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Step 12: Further personal details

This page asks you about ethnicity, sexual orientation and religion or beliefs.
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When you have selected the right details, click 'Save' and move on.
Step 13: Submission

This page is the submission page. We recommend that you go back through and check your
answers before submitting your registration response.

When you are ready, click ‘Submit’.

You will be asked if you are sure you wish to submit. If you are happy, click ’Yes’.
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If you return to your self-service page, you will see that you no longer have any tasks to

complete.
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