Student registration step-by-step guide for new students

Before you start

This page explains how to complete each stage of the Student Registration Exercise. Find how
to create a new Student Registration Account if you have not already done this.

Starting the Student Registration Exercise

When you first log in to the Student Registration Exercise, you will see a selection of tiles. You will see
a note on the ‘Tasks’ tile telling you there is ‘1 To Do’.
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What is Cam$18?
It's our central system for handling efficial student data. From this homepage you
can carry out tasks such as managing your personal and academic record, view /

results, request transcripts and apply for graduation
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Select the Tasks tile. The next screen is the ‘To Do List’.

To Do List

Task Duwe Date Overdus Status

Student Registration ZH0X2024 B Overdue Irstiated

Select 'Student Registration' from the Task list.

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.


https://www.cambridgestudents.cam.ac.uk/node/3262

Step 1 of 13: Introduction

D Use the buttons in the header or the numbared sections to the left {you may need 1o expand the panel) to navigate through each page.
Do not use your browser navigation buttons. You need to save each page before moving on 1o the next.

It you have any questions abaut completing Student Registration please read our Frequently Asked Guestions and refer 10 the Studert Handt

ge 103
0 UK electoral register
Folowing verification of your detalls you will be provided with the information about the UK electoral register and directed 1o the government website where you can apply to the electoral
register for Cambeidge

details

Data protection

All data coBected and/or verified cwm) he registration process will De used in accordance with the Universty of Cambridge s data prolection stalemants on how we use your personal data
and Cambrdge's ¢

The data coliected aumq the new(ul;on process forms te requirements of data submission %o the Higher Education Statissics Agency (HESA) - the des-;\altd data boﬂ; for N»ghet
Educaion. HESA uses this information in its own right, for example 10 publish aggregated statistics about students in Higher Education Please see the HESA Siuc ection N

Previous qualifications
Not Started Maintaining personal and contact details outside of registration window

You can check and update your personal information and contact details troughout your studies using Sel-Service faclity within CamSIS - the University's central student records system
You wil be able to update these details at any time during the academic year once the term has started

o accommodation

ency contacts

orsonal details

Step 2: Personal identification

This page asks you about your name, date of birth and country of citizenship.

Step 2 of 13: Personal identification

Please confirm the details below are as they appear on your official identification documents
Personal Details

Full name and title
Request change to name

Date of birth 14 March 1988
Request change to date of birth

Country of birth India

Request change to country of birth

Country of citizenship @

Country
India

Request change to citizenship

Confirm details

Are your personal identification details correct?

Yes ® No

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

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
9 includes the Channel Islands and the
< Isle of Man (British Nationality Act
1981).

Step 2 of 13: Personal identification

Plaase confiem the detaily below are as thay appear on your ofcial identification documents

Personal Detalls

ot narme ana e [N
et

Couniry of birth  Unied Kingdom

Country of citicenship

Country

Urdtad Kingdem

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?

2 Yes @ No

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.



Request change to country of birth

Please indicate your correct country of birth as it appears on your official identification documents

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

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’

1 | Introduction
Compiete

2 | Personal identification
Compiete

3 | Cambridge IDs
Compiete

4 | Academic details
Compiete

5 Source of tuition fees
Compiete

¢ Previous qualifications
Compiete

7 | Permanent residence
Compiete

8 Term-time accommodation
Compiete

g | Contact details
Compiete

p Emergency contacts
In Progress

You will not be able to move to the next screen until you confirm the information is correct or submit a
change request. Select ‘Save' once you have reviewed all the information. At this point the ‘Next’
button will appear.

Step 3: Cambridge IDs
This page asks you about Cambridge IDs.



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 listed 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

USN _ & Requestchange to USN
CRSid _ @ Request change to CRSid

Confirm details

Have you previously studied at Cambridge?
® Yes No

Please confirm your 1Ds match

Yes ® No

() You have indicated that your IDs are incorrect.
Please click on the link next to the relevant data item(s) to enter the correct 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 information at the start
of this page that explains this is more detail.

Step 4 of 13: Academic details

Please review your acodensic details below and confirm that they are comrect of request & correction if the information is inaccurate

If you have only recantly Enished another course at the University of Cambeidge and are complating the Student Registration befors the start date of the teem in which your new course
begins, your mew course details will not yet be available and your old course detal will be displayed instead In such circumstances, please do not request 8 change 10 your academic
detalls ¥ after the starnt of the teem your record in Self-Service stll has net been updated please get in touch with the Student Registry

If you are an undergraduate stodent studying a science subject, please note that all University of Cambridge first degrees are BAs. we do not award BSc as a degree

If you are an undecgraduate student studying Natural Sciences or Mathamatics. you are intially registersd for three-year degres. even ¥ you intand to 9o on 10 a fourth year
Course @

Programme of study

PHD (Probationary)
Physks St Edmund's College
Full-Time

Confirm detalls
Are your academic detalls correct?

Yos No




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.

’i g

1 | Introduction

Campiete Step 5 of 13: Source of tuition fees

3] Personal dentification ViMat s your main s0urce of funding for payment of tition feas?

Comgiens
Source of Tuition Fees
3 | Cambridge 1Ds

Compten Source of tution fees @
4 | Acsdemic details (X )
Camsieta
Source of tultion fees
InProgress

s qualifications

Once you have selected the right option for you, click 'Save' and move on to the next question.

Step 6: Previous qualifications

Next, will be asked about your previous qualifications.

- N |

1 | Introduction .
Cormgiety Step 6 of 13: Previous qualifications
3 | Personal identification Please confirm the detalls of your highast previous qualiications prior 1o the st of your current course

Cambridge IDs
Compiete

4| Academic details
Compiete

5 | Source of tuition fees
Complete

6: Compiste

v

Answer this question, save, and move on to the next question.

Step 7: Permanent residence

This question relates to your Permanent Residence. Please read the information at the start of the
page. All new students will need to add a permanent residence address.



Step 7 of 13: Permanent residence

Please anter the address you were p ly living at for non-educational purposes before the start of your current course.

Your permanent address before the start of the course is normally the address that was used to assess your fee status. Note that this must NOT be the address you lived at if you
attended boarding school for a substantial period of time

Any changes to your address for cormespondence purposes can be made in student Self-Service after the start of term

(i} You are required to provide a permanent residence address

Permanent residence address

Mo address defined

Add permanent residence address

Click the ‘Add permanent residence address button.

Add the address, ensuring you select the correct country at the beginning.

Add Address ED
Copy From

“Country| | United Kingdom Q
*Address Line1 | |
Address Line2 | |
Address Line3 | |
Address Lined | |

c | |
County \ o.\
Post Code | |

When the address is entered you can click ‘Save’ and move on to the next question.
Step 8: Term-time accommodation
This is about your term-time accommodation. Please read the instructions carefully.

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.



Step 7 of 13: Permanent residence

Flease enter the add you were p Iy living at for non-educational purposes before the start of your cument course,

Your permanent address before the start of the course is normally the address that was used to assess your fee status. Note that this must NOT be the address you lived at if you
attended boarding school for a substantial period of time.

Any changes to your address for correspondence purposes can be made in student Self-Service after the start of term.

Permanent residence address

Address From

43 Anywhere Street

Elsewhere

Cambridge Current b
Cambridgeshire

CB39 6HT

First, you need to select the type of term time accommodation you will be living in. Then you will need
to add your term time address.

1 | Introduction

Complete Step 8 of 13: Term-time accommodation
2 Personal identification Please specify what type of accommodation you will be living in during term-time
Complete

If you do not yet know what type of accommodation you will be living in during term in the upcoming academic year, select To be confirmed

3] Cambridge IDs If you are currently on intermission, please do not change the value that is currently displaying in the drop-down menu

Compiete
Term-time accommodation
4 | Academic details *My type of accommodation is
Complete v

5 | Source of tuition fees
Camniata

- < N >

1 | Introduction

Compiets Step 8 of 13: Term-time accommodation
3] Personal identification Piease specily what type of accommodation you will be iving in during term-time
Corpiete

1 you do not yet know what type of sccommodation you will ba Bving in during term in the upcoming academic year. select To be confimwed

3] Combridge 10s 1 you are curreny on intermission please do not change the value that is curently displaying in the drop-down menu
Complete
Term-time accommodation

4 | Academic details My typ
Compiete Other |

& | Source of wition fees

Compiste Term Time Address
Address P
Previ icat
) i T o 23 Somentare Avenue
Timberiand
7| Permanent residence Combrdge Cumrent
Conglete Cambridgeshire
ce2r 382

3 Term.time accommodation
Comgprate

Click save and move on to the next question.

Step 9: Contact details

This page asks you to review the email address and phone number that we hold for you. If any changes
need to be made you can click the arrow next to the item.

To add a new item, click the + button. To make an email address your ‘preferred’ email address simply
tick the preferred box.



Step 9 of 13: Contact details

Please check your email and phone number(s) are correct and update if necessary
Ensure a country code is entered for non-UK phone numbers

Email

+

Email Type Preferred

testings@admin.cam.ac.uk External v >

cs_ops@admin.cam.ac.uk CRSid >
Phone

+

Phone Type Preferred

l Cancel ‘ Add Email

*Type | Other v

*Email [testings@admin.cam.ac.uk

.Preferred

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.

1 | Introduction
Compiate Step 10 of 13: Emergency contacts

Below is a list of your emergency contacts; please check that these details are up 1o date
Py ificati y gency P P
2 c::-‘::x:‘ bl 1f you wish 10 alter this information kater. you will be able 10 do o through your CamSIS Self-Service account

You must provide at least one emergency contact. and identify a preferred first person to contact
3 | Cambridge IDs

paskestdx You shouid seek the permission of your nominated contact(s) in advance

We recommend that you choose a preferred contact who has sufficient English language siill to speak over the telephone
Ak ic details In most cases. we expect that your emergency contact should not be another student at the university
4 dem
Comeiete Wherever possible, we will ask for your consent before contacting your emergency contact(s)
However we may also need to contact them without your consent  you are at risk of serious harm

5 | Source of tuition fees

This could includa the following situations
Comgiete

+ you are unexpectedly admted 1o hospital for non-routine treatment

« you suffer a serious physical injury, including those relating to self-harm
«we have not seen you for an extended period of time, and can't contact you
« you have an ongoing liness which appears to be significantly deteriorating
* you are experiencing a mental health crisis and are at risk of serious harm

6 | Previous qualifications
Compiate

7 | Permanent residence

Complate Emergency Contacts
g | Term.ime accommodation +
Comgiete
Contact Phone Preferred

il
9 g:f:;: details James Arthur +44 122495-8201 v

p Emergency contacts
1 Progress




Edit Contact

*Name |James Arthur
“Relationship | Father w
Preferred
Primary Phone Number
Country Code |044
*‘Phone Number |123/495-8201
Extension
Other Phone Numbers
Mo other phone numbers defined

Contact Address

43 Anywhere Street

Elsewhere

Cambridge »
Cambridgeshire

CB3%9 6HT

Dralate

When all items are correct click 'Save’ and move on to the next question.

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.



"
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Introduction
Compiete

Personal identification
Comglate

Cambridge IDs
Compiete

Academic details
Comgiete

Source of tuition fees
Comgiate

Previous qualifications
Comgiete

Permanent residence
Compiate

Term.time accommodation
Comgiete

Contact detasils
Compiate

Emergency contacts
Comgiete

Personal detalls
In Progress
Further personal details

Step 11 of 13: Personal details

Please verify that the following information about your personal detalls ks correct and make any changes if necessary

Gender @
Female

What is your sex? This is the sex recorded on your most recent legal document

such as birth centificate, Gender Recognition Certificate, or passport (2]
Famale B

Is the gender you identify with the same as your sex registered at birth? (2]
Yes

Disability 0

Physical impairment (a condition that substantially limits one or more basic physical activities such as walking, ciimbing stairs, lifting or Carrying) E] -

E

Disabled Student Allowance 0

Have you been in care? @

Do any of your parents, step.parents or guardians have amy highes um.B, Won qualifications, such as a

degree, diploma or certificate of higher education? 0

E

When you are happy with your answers click 'Save' and move to the next question,

Step 12: Further personal details

This page asks you about ethnicity, sexual orientation and religion or beliefs.

1

IR Qa3 TR
Comiety

Personal deatification
Comgiete

Cambaidge 10s
Compiees

A attemar detads
Lomoiete

Source of iustion fees
Compiste

Previows qualifications
Lormgiety

Permanent mesidancs
Comoiete

Term: teme sccommodaiion
Comgiete

Conusct details
Lamguty

Emsigency contacts
Comguete

Personal decails

Corrgiati

In Progredd

@ Furthes personsl datalls

Step 12 of 13: Further personal details

Fiease verify that the following information about your personal detalls Is corect and make amy changes i necessary

Matercaaxual or sraight

Religlon or belkl 0

N raligice

[
L]

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’.




Step 13 of 13: Submission

:ijmm
Compate Before you submit make <ty and are happy 1 proceed 1t is important that data contained in you registration is accurate 30 that your
student fecord can be kept up-to-date. You wil not be abla %2 ro-subemt this for later
:‘] ¥e check or change aay of by using the the leht or the “Previous” button above to
navigate around the form,

SMdﬂmm
Compiete Ready to submit?

Whaen you are ready 10 sebmit your registration. pisase cick he Submit bution
3 Previous qualifications

) o ettt

ycmﬁhll

[ 10| Emergency contacts
Comglete

@mm

42 | Further personal details
[+~ Complete

o) e

Are you sure you want to submit?

You will be asked if you are sure you wish to submit. If you are happy, click ’Yes’.
Collecting your IT accounts

Finally, you will see a page that lets you know if you University IT account is ready for collection. Find
out more about collecting your IT accounts.



https://www.cambridgestudents.cam.ac.uk/node/3262#Collecting_UIS_Account
https://www.cambridgestudents.cam.ac.uk/node/3262#Collecting_UIS_Account

Further Notes
+ Thank you for completing your student registration

University IT account collection

i Your University Information ServiCes accounts are not ready for you 10 Collect - please Iry again 1Mo ow

Voter Registration

Fease vt for infiormanion on student voter

Raturn to homs

If you return to your self-service page, you will see that you no longer have any tasks to complete.

Student Self Sarvice ~

Need holp?




