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Accessing Online Enrolment (MyTSD)

This document will guide you through the Online Enrolment process. If you have any queries about
the process, please contact the Student Hwb team via: hwb@uwtsd.ac.uk or 0300 131 3030. They
will be able to assist you with your query or direct you to the relevant department.

Open your preferred web browser and navigate to the following website https://mytsd.uwtsd.ac.uk/

'.q ¥ Dindod Do St
\‘ Universityof Wales.
ety S D

Croeso i MyTSD / Welcome to MyTSD

Sylwer: Nid yw eich enw defnyddivr MyTSD yr un peth 3ch cyfeiiad e-bost

Please Note: Your MyTSD usemame is not the same as your emai address.

& Mewngofnodi/ Log In (D) Wedi Anghofio Cyrinair? | Forgotien password?

Enw Defnyddiwr
Username

Cliciwch yma fw ailosod

Click here to resel

Cyfrinair
Password

Mewngofnodi
(Login

Login to MyTSD by entering your Username and Password in the spaces provided. When you have
entered your username and password click on ‘Mewngofnodi / log in’.

& Mewngofnodi/ Log In

Enw Defnyddiwr
Username

Cyfrinair
Password

Mewngofnodi
/Login
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Home Page

When you log in to MyTSD, you will be presented with the Online Enrolment Home Page, as can be
seen in the image below. International Students will see a slightly different Home Page to Home and
E.U students. If you are a continuing student who has an outstanding Financial Clearance Log record
(Debt), you will need to contact the Finance Department before you can enrol online.

To start the enrolment process, please click on the ‘Start’ button next to Personal Details.

Home and E.U Students

Personal Details b 4 Start
Home Address b 4 Sta

Contact Address b 4 Start

Qualifications b4 Start
Programme Details b 4 Sta
Emergency Contact Details b 4 Sta
Additional Information X Sta

Terms and Conditions of Enrolment b 4 Start
Module Enroiment b 4 Sta

International Students

Personal Details X Start
Home Address b 4 Start
Contact Address b4 Start
Programme Details b 4 Start
Emergency Contact Details X Start
Passport and Visa Information X Start
Additional Information ¥ Start
Terms and Conditions of Enrolment b4 Sta
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Financial Clearance Log record (Debtors)

If you are a continuing student who has an outstanding Financial Clearance Log record (Debt), you
will need to contact the Finance Department before you can enrol online.

Our records show there is an outstanding balance on your account from a previous academic year. Please contact the Finance Department using the below details to discuss:

Email: credifcontrol@uwtsd ac.uk

Call: 01792 481182 or 01267 676837

If you wish to exit the online enrolment process, and return to it at a later date, you may do so by
selecting the ‘Save’ and then ‘Exit’ buttons at the bottom of the page. If you fail to select the ‘Save’

button before you ‘Exit’, then your details will not be saved and you will have to start again.

Please note that some pages will not allow you to save and exit until you have completed a certain
task e.g. when editing your address, you will need to store the address before you can ‘Save’ and
‘Exit’.

To continue with your online enrolment, log in to MyTSD and select the ‘Start’ button. The ‘Start’
button should appear next to the page you saved and exited on. You will not be able to go back and
amend details on previous pages, so please make sure the information is correct before proceeding
onto the next page.

Personal Details

Home Address

Contact Address

Programme Details Start

Emergency Contact Details
Additional Information

Terms and Conditions of Enroiment

X X X X X {4 { <«

Module Enrolment
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When you have completed a page, a tick will appear next to it, as shown in the above image. There is
Key towards the bottom of the Home Page which describes what each icon means.

Icon Guide

 Completed

X incomplete

Step 1: Personal Details

This page will display some of the information that is currently stored on your student record. Please
check that the information shown on this page is correct. If the information is incorrect, then you
will have the opportunity to request an amendment during Step 1.2 Incorrect Details.

Personal Details

Student ID:

Surname:

Forename(s):

Title:

Date of Birth:

Gender:

Previous Surname:

Are these details correct?*

McFly

Jane

Mrs

Female

No information on record

Yes
No

Exit

1.1 Correct Details

You will need to respond to this question before you can proceed onto the next step. If the
information is correct, select ‘Yes’ and then ‘Save and Continue’. Proceed onto Step 2: Home

Address.

Are these details correct?” ® Yes

Exit

Save and Continue
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1.2 Incorrect Details

You will need to respond to this question before you can proceed onto the next step. If the
information is incorrect, select ‘No’ and then ‘Save and Continue’.

Are these details correct?” Yes

Edit Personal Details

This page will display some of the personal information that is currently stored on your student
record. To request an amendment to your personal details, please select the ‘Amend’ button next to
the relevant field.

To cancel the request and return to the Home Page, select ‘Exit’.

Please find below the data that is currently held on your student record. To request an amendment to your data, please select the ‘Amend’ button next to the
relevant field.

Title RS

Full Name: UAE LAl
Date of Birth
Gender: RenE®

Exit

After selecting ‘Amend’ you will be presented with a screen similar to the one below. Enter your
details into the relevant field(s). In order for us to process your request, supporting documentation
must be provided.

Please select a new value from the ‘Title’ dropdown list. In order for us to process your request, supporting documentation must be provided. Please upload the relevant
documentation via the ‘Upload’ button. If you do not have the documentation to hand, you may upload it at a later date using the ‘Amend Personal Details’ task on the ‘Enrolment
Details’ page.

Additional information relating to your request can be added via the text box below. To submit your request click ‘Send Request’ or click ‘Make Another Amendment’.

Upload Supporting Documentation. Upload

(DOC/DOCX/PDF/JPGIPNG)

<

Title:
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Upload Supporting Documents

If you wish to upload documentaiton to support your request, select the ‘Upload’ button. Use the
‘Browse My Computer’ button to open a file explorer window. Navigate to the file you wish to
upload and select ‘Open’.

Upload documentation

Please upload your documentation validating your update request

Browse My Computer Upload

Close

Your file will be assigned the File Status of Awaiting Upload. To upload the file to your student
record, click the ‘Upload’ button.

Upload documentation

Please upload your documentation validating your update request

Browse My Computer | Upload

Hello World.docx (14 kb) -

File Status Awaiting Upload

Close

When the file has been uploaded, the File Status will be set to Successfully Uploaded. To continue
with enrolment, click the ‘Close’ button.

Upload documentation

Please upload your documentation validating your update request

Browse My Computer Upload

Hello World.docx (14 kb) -

File Status Successfully Uploaded 100%

Close
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Please select a new value from the ‘Title’ dropdown list. In order for us to process your request, supporting documentation must be provided. Please upload the relevant
documentation via the ‘Upload’ button. If you do not have the documentation to hand, you may upload it at a later date using the ‘Amend Personal Details’ task on the ‘Enrolment

Details’ page.

Additional information relating to your request can be added via the text box below. To submit your request click ‘Send Request’ or click ‘Make Another Amendment’.

Title: s El
Upload Supporting Documentation.
(DOC/IDOCX/PDFIJPGIPNG)

Document attached

Send Request Make Another Amendment Exit

Once you have entered your information, and uploaded the supporting documentation, you can
either send the request to Registry by clicking on ‘Send Request’ or continue making amendments
by clicking on ‘Make Another Amendment’. If you wish to cancel the request and return to the
Home Page select ‘Exit’.

If you chose to send the request, you will see a screen similar to the one below. To submit the
request click on ‘Send Changes’.

Dear Regisiry Team
| would be grateful if you could make the following amendments to my details.
Please change my fitle from MISS to MRS.

In addition to the amendments to my title requested above, | would like fo add Document aftached

Please find my documents atiached below
Many thanks,

Sample

Documents Uploaded by Student in Support of Request

Document Name File type (extension) Date Uploaded

Continue onto Step 2: Home Address.
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Step 2: Home Address

This page will display the current home address that is stored on your student record. Please check
that the address shown on this page is correct, and that you have entered your current contact
details in the appropriate fields.

If the address is correct, select the ‘Save and Continue’ button and proceed onto Step 3: Contact
Address.

If the address is incorrect, then you will be able to make an amendment during Step 2.1 Edit My
Addresses.

Current Home Address

Post Code: SA16ED

Address Line 1: UNIVERSITY OF WALES TRINITY ST. DAVID, MOUNT PLEAS
Address Line 2: MOUNT PLEASANT
Address Line 3: SWANSEA

Address Line 4:
Address Country:
Home Telephone No: 01792 481000

Mobile Telephone No:

Personal Email Address:

Do you wish to edit this information?:

2.1 Edit My Addresses

On the Current Home Address page, select the ‘Edit’ button. There are two ways you can update
your address. You can enter the details directly into the text boxes provided and select ‘Store’, or
you can search for your address using the post code which is covered in step 2.2 Get Address.

Edit My addresses

Please amend your address details as required

Current Home Address

Edit your 'Current Home Address’

Postcode SA16ED Get Address
Address Line 1* University of Wales Trinity St. David, Mount Pleas
Address Line 2 Mount Pleasant
Address Line 3 SWANSEA
Address Line 4
Telephone number 1* 01792 481000

Mobile Phone Number

Personal E-mail address®
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2.2 Get Address

To search for your address using the post code, enter the post code into the Postcode field on the
Edit My addresses page and select ‘Get Address’.

You will be shown a pop up window with a list of the addresses matching that post code. Locate and
select your address from the list and then click on ‘Select’. This will take you back to the Home
Address page where you will be able to review the details you have entered and continue with
enrolment.

Get Address

The search criteria you entered (SA1 6ED) has 1 possible matches.

} University of Wales Trinity St. David, Mount Pleasant Campus, Mount Pleasant, SWANSEA SA1 6ED “|

i Address Search Criteria SA16ED Search

8 Show me on a map Cancel Manual Address Entry

2.3 Manual Address Entry

If you cannot find your address in the list, you can manually enter your address by selecting the
‘Manual Address Entry’ button on the Get Address page.

Enter your address in the text fields provided and when ready click on the ‘Select’ button. This will
then take you back to the Home Address page where you will be able to review the details you have
entered and continue with enrolment.

Manual Address Entry

Please populate the fields with your address, then click Select

Address Line 1 | ‘

Address Line 2

Address Line 3

Address Line 4

Address Line §

Postcode

Cancel
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Step 3: Contact Address

This page will display the current contact address that is stored on your student record. Please check
that the address shown on this page is correct, and that you have entered your current contact
details in the appropriate fields.

If the address is correct, select the ‘Save and Continue’ button and proceed onto Step 4: Emergency
Contact Details.

If the address is incorrect, or you have not yet provided us with a contact address, then you will be
able to update your details during Step 3.1 Edit My Addresses.

Current Term Time Address

Post Code: SA2 0UT

Address Line 1: UNIVERSITY OF WALES TRINITY ST. DAVID, TOWNHILL CA
Address Line 2: TOWNHILL ROAD, COCKETT
Address Line 3: SWANSEA

Address Line 4:
Address Country:

This is your TSD email address to which all
correspondence will be sent:

Home Telephone No:
Mobile Telephone No:

Personal Email Address:

Do you wish to edit this information

3.1 Edit My Addresses

You will need to provide us with a contact address in order to proceed with your enrolment. Select
an option from the dropdown list that best describes the type of accommodation you will be staying
in during term time.

Current Term Time Address

Post Code:
Address Line 1:
Address Line 2:
Address Line 3:
Address Line 4:

Address Country:

This is your TSD email address to which all
correspondence will be sent:

Home Telephone No:
Mobile Telephone No:
Personal Email Address:

Do you wish to edit this information

Please indicate the type of accommodation in which you ﬂ
will be living during term time by selecting from the drop-
down list:™*

Exit
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On the Current Term Time Address page, select the ‘Edit’ button. There are two ways you can
update your address. You can enter the details directly into the text boxes provided and select
‘Store’, or you can search for your address using the post code which is covered in step 3.2 Get
Address.

Edit My addresses

Please amend your address details as required

Current Term Address

Edit your ‘Current Term Address’

Postcode SA2 0UT Get Address
Address Line 1* University of Wales Trinity St. David, Townhill Ca
Address Line 2 Townhill Road, Cockett
Address Line 3 SWANSEA

Address Line 4

Telephone number 1*

Mobile Phone Number

Personal E-mail address

3.2 Get Address

To search for your address using the post code, enter the post code into the Postcode field on the
Edit My addresses page and select ‘Get Address’.

You will be shown a pop up window with a list of the addresses matching that post code. Locate and
select your address from the list and then click on ‘Select’. This will take you back to the Current
Term Time Address page where you will be able to review the details you have entered and
continue with enrolment.

Get Address

The search criteria you entered (SA2 0UT) has 1 possible matches.

University of Wales Trinity St. David, Townhill Campus, Townhill Road, Cockett, SWANSEA SA2 OUT

Address Search Criteria SA2 0UT Search

n
Show me on a map Cancel Manual Address Entry

sanma Nimbhar
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3.3 Manual Address Entry

If you cannot find your address in the list, you can manually enter your address by selecting the
‘Manual Address Entry’ button on the Get Address page.

Enter your address in the text fields provided and when ready click on the ‘Select’ button. This will
then take you back to the Current Term Time Address page where you will be able to review the
details you have entered and continue with enrolment.

Manual Address Entry

Please populate the fields with your address, then click Select

Address Line 1 |
Address Line 2
Address Line 3
Address Line 4
Address Line 5

Postcode

Cancel
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Step 4: Emergency Contact Details

This page will display the current emergency contact details that are stored on your student record.
Please check that the information shown on this page is correct, and that you have entered the
current contact details for each emergency contact in the appropriate fields.

To view the details of each emergency contact, click on the plus sign to the right of the page. This
will expand the section to reveal the contact details. To minimize the section, click on the minus sign
to the right of the page.

If the information is correct, select the ‘Save’ button and proceed onto Step 6: Qualifications (Home
and E.U students) or Step 5: Passport and Visa (International students).

If the information is incorrect, then you will be able to make amendments to each of the contacts
details during the following steps.

Emergency Contact Details

Emergency Contacts

Emergency Contact 1 B

Forename 1
Surname McFly
Relationship Husband
Home Telephone 01792 123456

Mobile Telephone 07123456789

Emergency Contact 2
GP Details

4.1 Emergency Contact 1

To edit the information, you will need to expand the section for the emergency contact you wish to
edit and click the ‘Edit’ button.

Emergency Contacts

Emergency Contact {

Forename 1

Sumame McFY
Relationship Husband
Home Telephone 01792 123456

Mobile Telephone 07123436760

Edit
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This page will allow you to amend the details for this emergency contact by entering the details into
the text boxes provided. When you are ready click the ‘Save’ button. This will take you back to the

Emergency Contacts Details page where you will be able to review the details you have entered and
continue with enrolment.

Emergency Contacts

Emergency Contact 1

Forename 1 MARTY
Surname MCFLY
Next of Kin Relationship HUSBAND

v HUSBAND

Home Telephone Number 01792 123456

Mobile Telephone 07123456789

Save

4.2 Emergency Contact 2

To edit the information, you will need to expand the section for the emergency contact you wish to
edit and click the ‘Edit’ button.

Emergency Contacts
Emergency Contact 1

+

Emergency Contact 2

Forename 1

Surname

Relationship

Home Telephone 01792 431000

Mobile Telephone

Edit

This page will allow you to amend the details for this emergency contact by entering the details into
the text boxes provided. When you are ready click the ‘Save’ button. This will take you back to the

Emergency Contacts Details page where you will be able to review the details you have entered and
continue with enrolment.
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Emergency Contacts

Emergency Contact 2

Forename 1

Surname

Next of Kin Relationship

Home Telephone Number

Mobile Telephone

Lucy

McFly

DAUGHTER

01792 123456

v DAUGHTER

07123456789

Save

4.3 GP Details

To edit the information, you will need to expand the section for the emergency contact you wish to

edit and click the ‘Edit’ button.

Emergency Contacts

Emergency Contact |

Emergency Contact 2

GP Details

GP/Surgery Name

GPISurgery Telephone

Edﬂ

This page will allow you to amend the details for this emergency contact by entering the details into
the text boxes provided. When you are ready click the ‘Save’ button. This will take you back to the
Emergency Contacts Details page where you will be able to review the details you have entered and

continue with enrolment.

Emergency Contacts

Emergency Contact >

GP/Surgery Name

GP/Surgery Telephone

STEPHEN STRANGE

01792 987654
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Step 5: Passport and Visa

This step is only available to International Students.

This page will display some of the information that is currently stored on your student record. Please
check that the information shown on this page is correct. If the information is incorrect, then you
will have the opportunity to request an amendment during Step 5.2 Incorrect Details.

Passport and Visa Information

Passport Noe  No information on record

Visa No: No information on record

Visa Expiry Date No information on record

Are these details correct?” (O Yes

O No

5.1 Correct Details

You will need to respond to this question before you can proceed onto the next step. If the
information is correct, select ‘Yes’ and then ‘Save and Continue’. Proceed onto Step 7: Programme
Details.

Are these details correct?” ® Yes

5.2 Incorrect Details

You will need to respond to this question before you can proceed onto the next step. If the
information is incorrect, select ‘No’ and then ‘Save and Continue’.

Are these details correct?” Yes
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Update Passport and Visa Details Request

This page will allow you to request an amendment to your details. Please enter into the text box
provided, all of the details you would like to be updated. When you are ready, select the ‘Send
Request’ button. This will send your request to Registry who will update your details accordingly.

Continue onto Step 7: Programme Details.

Please find below the data we currently hold for you. You are able to request for any/all of these to be updated

Passport No: No information on record
Visa No: No information on record
Visa Expiry Date: No information on record

Please enter into the text box below all of the details your would like to be updated. When complete please select the 'Send Request' button.

Send Request Exit
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Step 6: Qualifications

This page will display the qualifications that are currently stored on your student record. Please
check that the information shown on this page is correct.

If the information is incorrect, then you will have the opportunity to request an amendment during
Step 6.2 Incorrect Details.

If you have not provided any previous qualifications, then proceed to Step 6.3 Additional
Qualifications (Add/Amend).

Please confirm that the following qualifications we hold for you are correct.

Qualification Name: Subject Name Year obtained Grade Confirmed Yes / No

Alewl ENGINEERING, SCIENCE AND MATHS 817 A

|

<1

6.1 Correct Details

If the qualification is correct, select ‘Yes’ from the ‘Confirmed Yes / No’ dropdown list next to the
qualification. When ready click ‘Next’. You will then be taken the Additional Qualifications screen.
Proceed onto 6.3 Additional Qualifications (Add/Amend).

Qualifications

Please confirm that the following qualifications we hold for you are correct.

Qualification Name Subject Name: Year obtained Grade Confirmed Yes | No

Alewel ENGINEERING, SCIENCE AND MATHS 1617 A Yes v

6.2 Incorrect Details

If the qualification is incorrect, select ‘No’ from the ‘Confirmed Yes / No’ dropdown list next to the
qualification. When ready click ‘Next’.

Qualfications

Please confim that the following qualifications we hold for you are comect.

Qualfication Name Subject Name Year obtained Grade Confirmed Yes | No

Alewel ENGINEERING, SCIENCE AND MATHS 1617 A No o
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In the ‘Qualification Issue Details’ text box, enter the reason why the qualification recorded on your
student record is incorrect. When ready select ‘Next’.

Plese enter informeation to help us correct the issue on your qualificationls.

Qualification Name Subject Name Year obfained Grade Qualification lssue Defails

AlLewel ENGINEERING, SCIENCE AND MATHS 1617 A

>

6.3 Additional Qualifications (Add/Amend)

If you have not provided the University with details of your previous qualification, select the
‘Add/Amend’ button next to the category that best describes your qualification.

Additional Qualifications

We do not currently hold any of your qualifications

Please enter all additional qualifications not shown above. Do you have:

Academic qualifications (e.g. A or AS level, Scottish / Advanced Highers, Irish Leavers, Baccalaureates,
Cambridge Pre-U Diplomas)

Add / Amend

Applied/Technical Leaming Qualifications (e.g. BTEC, CACHE / NCFE qualifications, OCR Cambridge,
City & Guilds, GNVQ | NVQ)

Add / Amend

Maths, Finance or Language qualifications Add/ Amend

Artand Design, Creative Media or Photography focused qualifications Add/ Amend

Dance, Music, Speech or Drama qualifications Add/ Amend

Sport or Equine qualifications Add / Amend

Access to Higher Education, Reaching wider, principal learning, progession diploma or extended

Add/ Amend
project awards

Hospitality, Catering, Health or Beauty Qualifications Add J Amend

Other qualifications (Any qualifications not included in the above lists you can enter here) Add / Amend

Save and Confinue Exit
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You will need to enter the details of your qualification in the relevant text boxes provided.

IMPORTANT: You will need to save the qualification before you can confirm it.

Add Your Academic Qualification

Year obtained* Choose an option =
Qualification Name* Choose an option
Subject Name

Sitting Choose an option

Back Save Qualification Confirm Academic Qualification

When saved, the details you entered will be displayed at the top of the page.

You can add another qualification to this category by entering the details in the text boxes provided
and selecting ‘Save Qualification’. To remove a qualification click on the ‘Delete’ button.

When ready, select ‘Confirm Qualification’.

Add Your Academic Qualiication

Your Added Qualifications
Qualification Name Subject Name Year obtained Grade Sitting
Alewel Core Maths 1617 A Summer Delete
Year oblained”  Choose an opfion
Qualification Name*  Choose an opfion
Subject Name
Sitting

Back ‘Save Qualificabion Confirm Academic Qualificabon

To return to the Additional Qualifications page, select ‘Confirm’.

Confirm Qualification Confirmation

Please ensure any specified qualifications are saved and added to the list at the top of the screen before confirming any qualifications. Are you sure you want to confirm this qualification category?

Cancel Confirm
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You should now see ¥

Continue’.

Additional Qualifications

Qualifications Held

next to the category. To continue with online enrolment click ‘Save and

Qualification Name Subject Name: Year obtained Grade Confirmed Yes | No

Alevel Engineering, Science and Maths 1617 A Yes

Please enter all additional qualifications not shown above. Do you have

Academic qualifications (e.0. A or AS level, Scottish / Advanced Highers, Irish Leavers, Baccalaureates, R v
Cambridge Pre-U Diplomas)

AppliedTechnical Learning Qualifications {e.g. BTEC, CACHE { NCFE qualifications, OCR Cambridge, City &
Guilds, GNVQ / NV@)

Add { Amend

Maths, Finance or Language qualifications e —

Art and Design, Creative Media or Photography focused qualifications Add { Amend

Dance, Music, Speech or Drama qualifications Add / Amend

Sport or Equine qualifications Add / Amend

Access to Higher Education, Reaching wider, principal leamning, progession diploma or extended project
awards

Add / Amend

Hospitality, Catering, Health or Beauty Qualifications Add { Amend

Other qualifications (Any qualifications not included in the above lists you can enter here) Add / Amend

[ ——— |

If you want to go back and add or amend a qualification, click ‘Cancel’. To continue with online
enrolment click ‘Confirm’.

Confirm Qualifications Submission

You will not get ancther opportunity to make any further amendments after submission. Are you sure you are ready to submit this gualifications section of online enrolment?
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Step 7: Programme Details

Postgraduate Research Students

This page will display the details of the course you are enrolling on. Please check that the
information shown on this page is correct. If the course details are correct, then select ‘Save and
Continue’.

If the information is incorrect, you need to contact Postgraduate Research via the contact details
provided at the bottom of the page.

Your Programme details are: PHD PhD Social Justice and Inclusion

Year of Study: 1

Mode of Attendance: Full time
Department: School of Social Justice and Inclusion
Location: Carmarthen Campus

Start Date: 01/10/2018
Expected End Date: 30/9/2022
Thesis Title: RDS Thesis Title is Empty
Lead Supervisor:
Second Supervisor:

Director of Studies:

If any details are incorrect contact Postgraduate Research using this link pgresearch@uwtsd.ac.uk
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Undergraduate Students

This page will display the details of the course you are enrolling on. Please check that the
information shown on this page is correct. If the information is incorrect, then you will have the
opportunity to request a programme or campus change during Step 7.2 Incorrect Details.

Programme Details

Intake:  AUGP1Z 15/16

Programme:  Master of Social Studies
Course:  Social Studies: Health and Social Care
Mode of Study: Full time
Level of Study: London Campus

Faculty: Across All Faculties

Are these details correct?” O Yes

O No

7.1 Correct Details

You will need to respond to this question before you can proceed onto the next step. If the
information is correct, select ‘Yes’ and then ‘Save and Continue’. Proceed onto Step 8: Additional
Information.

Are these details correct?” ® Yes

7.2 Incorrect Details

You will need to respond to this question before you can proceed onto the next step. If the
information is incorrect, select ‘No’ and then ‘Save and Continue’.

Important: If you select ‘No’ as a response to the ‘Are these details correct?’ question, then you will
not be asked to complete module enrolment.

Are these details correct?” Yes
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Change Programme

If the course details are incorrect, you can request a programme or campus change. You will be
asked to review the details of your current programme, when ready, click ‘Agree and Continue’.

Change programme

Change programme

Please check your current details below and proceed onto Section B by clicking ‘Agree and Continue’. Changing Programme of Study is not normally permitted after the fourth week of a semester.

Section A - current programme details

This page outlines the details of the programme of study you are currently enrolled on

Programme of study you will be withdrawn from

Course Code BA
Programme Code Bachelor of Arts.
Course Name Bachelor of Arts.

Programme Title

Location Lampeter Campus

Exit Agree and Continue

Using the dropdown lists provided, enter the details of the programme you wish to enrol on.

Change programme

Section B(a) - Select a new programme of study

Please enter the details of the new programme of study below.

Course Please select :I

Please select your course from the list shown. Please note that part time courses will
have "-PT" at the end of the course code

Year of Study Choose an option ¥

Please choose the year of study you will be moving to.

From which date would you wish the change to become effective? =

Please select the date using the calendar icon.

Exit Back Agree and Continue
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When you have entered the Course and Year of Study, additional dropdown lists will appear. Select

the Programme Code/Title, Location and the date from which you want to change to become
effective.

Section B(a) - Select a new programme of study

Please enter the details of the new programme of study below.

Course Bachelor of Science (BSC) v

Please select your course from the list shown. Please note that part time courses will
have "-PT" at the end of the course code.

Year of Study 1 X v

Please choose the year of study you will be moving to

Programme Code/Title Agriculture (AGRSH-SG) ¥
Please type the name of your programme - e.g. Art History then select from the list
shown.

Location Choose an option A

Please select the campus you would like to be based at from the dropdown list.

From which date would you wish the change to become effective? =

Please select the date using the calendar icon.

Exit Back Agree and Continue

When ready, click ‘Agree and Continue’.

Section B(a) - Select a new programme of study

Please enter the details of the new programme of study below.

Course Bachelor of Science (BSC) EJ

Please select your course from the list shown. Please note that part time courses will
have "-PT" at the end of the course code.

Year of Study 1 X v

Please choose the year of study you will be moving to.

Programme Code/Title Applied Computing (ACOSH-GO) v
Please type the name of your programme - e.g. Art History then select from the list
shown.

Location SA1 Campus % ¥

Please select the campus you would like to be based at from the dropdown list

From which date would you wish the change to become effective? 29/Juli2019 =

Please select the date using the calendar icon.

Exit Back Agree and Continue
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No Module Diet

If the Institute hasn’t provided a Module Diet for the programme, you will be shown a message
similar to the one displayed in the screenshot below.

Change programme

We are unable to find module information for the new programme of study at this point in time. You will need to get in contact with the administrative team for the new programme’s faculty and confirm which
modules you would like to choose.
Click Continue to move on to the next section.

Module Diet

If a Module Diet is available for the programme, then you will be presented with the module details.
If the Module Diet consists of all compulsory modules, then you don’t need to do anything, as the
system will automatically enrol you on the modules.

If the programme has a mixture of compulsory and optional modules, then you will need to select
your optional modules before proceeded onto the next stage.

The required number of credits will be displayed under the Compulsory Modules section. This will
change when the optional modules are added or removed.

Section B(b) - Select modules for the new programme of study

Use this page to select the modules for the new programme of study

Compulsory Modules

These modules are compulsory for the proposed course and are pre-selected for you

Semester Module Code Module Name Level Credits
SEM1&2 ACDAS004 Project Management and Research Methods 5 20
SEM182 ACDAS003 Enterprise & Innovation Group Project 5 20

Credits selected
40 of 120 credits

Optional modules

™ lists the optional modules th dable for of study

Group 1
Ploase select a minimom of 80 credits and a maximum of 80 credits in ths group

Semester Module Code Module Name: Level Credits By 1S

SEM182 ACCBE00D Computer Forensics 5 2
SEM182 ACCBE002 Routing and Switching Concepts 2
semre2 Accasoos Vireless Networks and Simulation 5 P
semie2 Accasot Advanced Sofware Development B 2
SEM182 ACCAS012 Appiication Development 5 20
Sem1s2 ACCASD13 Business & Web Management s 2
SEM182 ACCAS014 Database Management Systems. 5 20
SEM182 ACCASDI7 Games Achitecture and Mechanics 5 2
sEm1s2 ACCASO1E Graphics & Games Programming 5 2
Semia2 ACDASDOS Smart and Connacted Devices | 5 2
semna2 ACCAS021 Statistcal Programming 5 2
SEM182 AccAs22 Web Technologres 5 2

Page | 26



Information Technology & Systems
Technoleg Gwybodaeth a Systemau

To select an optional module, click on the ‘Add module’ button. To remove the module, click on

‘Remove module’.

Optional modules

This section lsts the optional modules that are available for the new programme of study.

Group 1
Please select a minimum of 80 eredits and a maximum of 80 eredits in this group

Semester Module Code Module Name

SEM1&2 ACCBE000 Computer Forensics

SEM1&2 ACCBE002 Routing and Switching Concepts
SEMI&2 ACCBE004 Wireless Networks and Simulation
SEM182 ACCASD11 Advanced Software Development

Credits selected
60 of 120 crodits

Credits

When you have reached the desired number of credits, the optional modules section will update and
will prevent you from selecting any additional modules. When ready click on ‘Continue’.

Credits selected
120 of 120 crodits
Optional modules.
This section lists the optional modules that are avaitable for the new programme of study
Group 1
Please select a minmum of 80 credits and a maximum of 80 credits in this group.
Semester Module Code Module Name Lovel Credits Buttons
- pr— = : x
SEM1&2 ACCBS002 Routing and Switching Concepts 5 20 Maoomum credits reached
SEM182 ACCBS5004 Wireless Networks and Simulation 5 20 Maximum credits reached
- P Pe—— : N
SEM182 ACCASD13 Business & Web Management 5 20 Mavimum credits reached
— o PO . »
SEM182 ACCAS0T7 Games Architecture and Mechanics 5 20 Maiamum credits reached
SEM182 ACCAS018 Graphics & Games Programming 5 20 Maomum credits reached
— - ST——r— : SR |[——
— sccscar - s =
SEM182 ACCA5022 Web Technologies 5 20 Maomum credits reached
Exit Back

You will need to confirm and agree to the Programme change request, by digitally signing the form
and adding the reason(s) why you wish to change your programme of study. When ready, click on

‘Complete and Send’.

Change programme

Section C - Final confirmation of programme change

This page is for final confirnation of the programme change.

Signature

Date of signature

Please state your reason for change

By typing your name i the box below you are signing this form electronically.

29/07/2019

Please note that the programme change is subject to approval from the Programme Director of the new programme.
The programme change will be actioned by the Faculty Office if the request is approved.

Back I Complete and Send I
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Step 8: Additional Information

The University is required to collect additional information about its students in order to comply
with certain government and HESA reports. Although most of the questions on this page are
mandatory, you may refuse to answer the question by selecting the appropriate response from the
dropdown list.

When you are ready, you may continue with your enrolment by clicking on the ‘Save and Continue’
button.

IMPORTANT: If you declare that you have a criminal conviction, then on competition of enrolment,
you will automatically be sent an email from Registry asking you to complete a Criminal Conviction
Form. To view this process, please go to Criminal Convictions.

Addtonal irformaton,

Weat 3 your Nabonaity . v

What i3 your Country of Bem? v

whs 8 your Domcsie v

What 3 your Ethec Orgin? e v

A%® you 3 €29 103ver? Lo 218 you Ieaving Joc authonty care? " v

Arw you 3 Carer? (A Carer 1 Getied 23 “anyone who Cares unpaid, for 3 fend of tamily member,
Who Gue 12 iness. 3Dty 3 MeNt3! heIT problem or 3n J03CTON CINNGE COPE WINCLE Ther
o0

What 3 your redgice

15 YOuT gender IGenity the 13me 23 The GENGE yOu were OrgInaly Jssigned 2t br

W3t 3 your sessal orentaton? . v

Do you Rave any LPIPENt Of 38NE CTIMINY CORVITONS >

7 e 082311 Beiom MeGIrSG SIBAMES P35 CRINGRE OF WSS LPEIBRG In 3%y Wy See
CORLICt SWORNT SENVICHS 3t yOur ArISI CPPOMLAEY 3 TR WhETE NCESSINy. ITINQETNTS
Ca7 D MI0e 1T Meet yOur NEeCT

Pia3se 310 Compiete the SUPPOrt EAQuIry FOMm  yo WA 1o make T UNIversy Jware of 3oy
BUPPOM NERCT TNIE M Ive "I DeVISULY Deen Jeclared.

Please mIcat how you will De payIng for your Laton Sees. Please note D3t if you have not yet yoent Low v v
3ppied for mancial 3uPPOn from e Swent Loan Company Men you $houlg 8¢ B3 23 3000
23 potsidie AISC # yOu have 2rTanged for 3 Thrrg Party Sponscr please have them compilete our
SPONIOT fOrm NG rRturn 110 Ut Payment SAOUC Nt De made Dy 3 Third Party Spomsor on 3
Student mvOCe Furter Information with regarSs 12 FInance tuncing ang heip varasie car be
1oung on the My TSO poral

Please supply your Customer Reference Numder
1in the formae: 12345678901

Are you 2 Wetsh speaker” ot e Speale v

Would you ke 13 receve COmmUnCItON In Welsh?

s Baccalirea graduates . v
WAt w33 your Brevious SSTRLON type® M stare sco v
Natony igenty ¢ v

Navcesl oenemy 3

WOUIG YOU Do RIS I FIBCHILNG I 3 SWONME 1RCBACH pane”

— SRR
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Step 9: Terms and Conditions of Registration

Please read the information on this page carefully. When ready select your response to the
guestions from the dropdown list and select ‘Complete Enrolment’.

Terms and Conditions of R

- PURPOSE OF THIS AGREEMENT.
When you enrcd on a U ity , 3 leg; p between you and the U ity. The terms that govem p you and the University. in the Student Guide, which s available here: hitps:/'www. uwtsd.ac.uk/academic-office/university-

regqulations-student-guide!
IMPORTANT: YOU SHOULD NOT AGREE BELOW UNTIL YOU HAVE READ THE DOCUMENTS TO WHICH THE FOLLOWING STATEMENT§ REFER.

= FEES.
| confirm that | accept responsibility for the payment of tuition and other fees for my course and any accommodation, or other charges that | may incur while studying at the University. | understand that if | fail to pay the tuition fees when they become due. and fail to make satisfactory amangements for discharging any
outstanding dbt, the Uriversity resrves the right to commence legal proceedings against me to recover the debt.
Programme fees are nonmally charged on an annual basis. | understand that | must inform the University Registry in writing | wish to withdraw from my course, or interupt my studies and that fees wil be charged pro-fata up fo the date at which | informed Registry of my withdrawalinterruption of stugies.

= PLAGIARISM AGREEMENT

By sigring below | am indicating my agreement for my personal data to b used by the Plagiarism Detection Service for the purposes outined in the Plagiarizm - Stodent Collection Notie' avalable at hitps: . uwisd i Jcantert.2s: dentpers giarism-Detaction-
‘Senice. An electronic copy of my work will be held on 3 database and used for the purposes outined in this document.

= STUDENTS' UNION.
lunderstand that in registering a5 a studant of this University, | will automatically become a member of the Students’ Union. If | decide that | do not want to be a membar. | will contact the Students” Unien to cancel my membership.

- ETUDENT SUPPORT
| consent to the University conducting research into the appropriateness of the support | am offered.

» DISCLOSURE AND BARRING SERVICE
|understand itis mandatory for students to subscribe to the Update Senvice should my programme:of study require 2 DBS Enhanced Disclosure. The University will check my DBS Enhancd Discl the DBS Update Servioe and will require me to apply for 2 new DBS certficate if the update senvice
indicates that has become was issued, or if | allow my registration to lapse. By enrolling, | 3m consenting and agreeing to these terms.

= INTELLECTUAL PROPERTY POLICY
1 accept the provisions of the Intellectual Proparty Policy for Students available at htps: v uwisd.ac.ukimedi s i Progety Polcy Stdents Finspdfand agre o disclose anyimenton vork i progress o ather el Pmpm}' (F}relewntta
any research activities | may undenake, including 3 discloswre of any thind party that may have a claim to that IP. | agree o abide by the confidentiality terms imposed by a third party spensor of the research activities in which | will be invoived, and commit not to diszlose the U
sensitive information. | agree to disclose IP which | create in research activifies and to make relevant enquires into the requiraments of the sponsar of the research project or of the Universityin which | will be participating. | agre to enter into 2 writien agreement vith the University regarding the ownership and use: ot
IP that | create in research acivities.

- EVENTS BEYOND OUR CONTROL
Neither the University nor mysz/f il b fsble for any filre o perform s 2 resuit of events that are beyond our cartrol (2 3. acts of nature, war,invasion, terrorits acts, nationalisaton, labour disputes or the prolonged failre of electrity or ther vkl tity sarvice)

1 2m aware that the Uriversity has academic and other regulstons fo the current academmic year and that these requlsions have been made availsbl fo me at: it:/wwmw.umtsd c.uklacademic-offs universty-reguiations-student guids/
In signing this Envolment Agreement | acknowledge | have read and am bound by the Reguiations mate avalabis fo me at the above websie. | may request a hard copy of these reguiations from Universiy Registy f required.

| understand that the University reviews and changes its regulations from time to time to assist in the: proper delivery of education.

The University the right to introduce ch during an academic year but wiil inform students about any proposed changes in good time before they become effective.
“The information on this form is comect o the best of my knowledge. | hereby 3gree to ohsenve applicable to students of the University as fmet ime | acept thtthe Uniersity may us he sbove dtafor il hose urposes which concar with s Noficaton tothe Infomaton
Commissioner and that data can be used for akimni communications after graduation. | accept that tis my responsibilty to inform the University Registry of any changes to my personal data. | understand that | am required to disclose deals of any 3 g , or any

‘canvictions that are spent (as defined by the Rehabilitation of Offenders Act 1974). If | am convicted of a criminal offence during the cours of my studies at the University, | understand that | must inform the University's Registry immediately in writing.

» | have read the ahove statements and the documants to which they refer, 2nd 3gres to all terms and conditions”

| have read the above statements and the documents to which they Please Select
refer, and agree to all terms and conditions:

B

= Itis sometimes necessary to publish ksts of students’ names, e.g. a st of 3 tutor's personal tutees for placing on 3 notice board. Please indicate whether you consent to having your name inciuded on lists produced for such purposes.

I consent to my name being included in published lists as part of the Please Select
process of keeping me informed

:

= The University occasionally takes photographs of students to use in marketing and publicity materials, including in printed literature and online. Please indicate whether you consent to having your photograph taken and used for such purposes.

I cansent o having my photograph tzken and used for marketingand | Flease Select
publicity materials.

:
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Step 10: Module Enrolment

Important: If you have indicated during online enrolment, that the programme details are incorrect,
then you will not be asked to complete module enrolment.

Programmes with all compulsory modules

This section of the guide will cover the programmes that have a valid module diet comprising of all
compulsory modules.

If you are enrolling on a programme, which consists of compulsory modules, then the system will
automatically enrol you on those modules. You will be taken to the following information page,
showing details of the programme and the modules you have been enrolled on. To complete module
enrolment, click on ‘Exit’.

Course Details

Course [Route) Bacheior of Arts Fimmabing

Module Code Take e Credits
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Programmes with compulsory and optional modules

This section of the guide will cover the programmes that have a valid module diet comprising of
compulsory and optional modules.

If you are enrolling on a programme, which consists of compulsory and optional modules, the
system will display the programme information, compulsory modules and the optional modules that
are available for selection. The optional modules will be grouped together in a ‘block’, each block
requires a certain number of credits, and you have to pick the modules within that block that total
up to the number of credits required.

Module Registration

Wstcome to the Online Mot rogistation process

Programme you are studying:

Routo you are following:  Business and Management

Mode of Attendance  Full Time:

Compuisory Modules

Giobl Business Chsenges semt A ' 2

Distnctveness and Regeneration semi A s 2

Contomporary Managsment Approaches sem2 A 4 2

| emseuc0s Financial Management and Accounting SEM2 A s
Al selecions | Seectons from currant lock
e —
Chooss 20 crecis in Semester 1 fom EMSPA007/A, BMSPACOTC/A

Module I: Name Period Oce Level Cradits " v

AND Overall Progress Current

Credits /s 0

Choose 20 credits in Semester 2 from BMSP4008/A. BMSPA00BC/A

e

Each block will display the number of credits required, which semester the modules belong to and a

list of the available modules. Some diets require you to select modules from multiple blocks, if this is
the case, then the operand displayed between the blocks will indicate what combination is required

e.g. all from the first block, the second or a combination of both.

To view the full details and to select the module(s) click on ‘View list’.

Make any choices from the electives contained within this block

I Choose 20 credits in Semester 1 from BMSP4007/A. BMSP4007C/A I

| Choose 20 credits in Semester 2 from BMSP4008/A, BMSP4008C/A |

View List
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To select a module, click on the ‘Add’ button next to the chosen module.

Make any choices from the eleclives contained wilhin this block All sslections | Selections from current block

Choase 20 credits in Semaster 1 from BMSPA007/A, BMSPA007C/A v

Module 15 Name Period Oce Level Credits. n v

BUSPA00T Learning in the igital Era SEM1 A 4 2 ] v

search

Ovenall Progress Required Current

Credits NA 2 v

Module |5 Name Period Occ Lev Crd Add

Leaming in the Digtal Era

BMSP4007C Dysgu yn yr Oes Ddigidol SEM1 A 4 2000 Add
Shouing 1122 of 2 entres

Next | Last

First | Previous

Choose 20 credits in Semester 2 from BMSPA400&/A, BMSPA008C/A

Your chosen modules will appear on the Selected Modules list. When you have chosen your
modules, you will need check and confirm your selections by clicking on ‘Submit Selections’.

Make any choices from the electives contained within this block All selections
Selected Modules
Choose 20 credits in Semester 1 from BMSP4007/A, BMSP4007C/A 4
Module ¢ Name Period Occ Level Credits | v
View List BMSP4007 Leaming in the Digital Era SEM1 A - 2 | v
BMSP4008C Heriau Cyfoes Ganeud Gwahaniaeth SEM2 A 4 20 | 'a
AND
o - Totals
Choose 20 credits in Semester 2 from BMSP400&/A. BMSP4008C/A v
Overall Progress Required Current 7

Module |t Name Period Occ Lev Crd Add
BMSP4008 Contemporary Chalenges: Making a Difirence SEMR A 4 200 m
BMSP4008C Hesiau Cyfoes: Gwneud Gwahaniaeth Sem2 A 4 2000 Add

Shosing 1102 of 2 entries

First | Previous Next | Last

You will be able to review the modules on the following page and make amendments if necessary.
After submitting and confirming your module choices you will be taken to the following screen,
which gives an overview of your programme and modules. To complete Module Enrolment, click on
‘Exit’.

Course Details

Coursa (Routs) Bachslor of Arts Dusinass and Managamant

Expectod : Actual End 310412023 - Not Complotad

Enrolment Details

Status. EEnrolled in the Current Acadsmic Yaar

Your Fes Status Homa Student

Your progression to the next level of study. This is o help the institute manage its sdmi

Module Code Titla co Crodi

BMSP4001 c 2000

2021 Emspa002 c 2000
2021 EMsPa0s c 2000
2021 EMsPa00s c 2000
2021 M ° 2000
o 2000

2021 BMSPA008C
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Programmes without a valid diet (Module Grid)

This section of the guide will cover the programmes that do not have a valid diet, but a module grid
has been provided for a particular Route.

If you are enrolling on a programme that does not have a valid diet, you will need to use the module
grid provided by the Institute when selecting your modules.

Module grids are uploaded by route, so depending on how the uploaded grid has been formatted,
there may be more than one year or part shown on the grid for you to choose from. You cannot
copy and paste the module details from the grid.

To search for a module, you need to click on the Module Selection box, and enter either the module
code or title into the text box provided.

Studen! Dotais
Programene  Foundation Degree [Fari-fime)
Route  Inclusie Educatior

Modae of Aftendance Fari-Time

Please enter the modules you wish o shudy during the academic year 1815

Moduile grid

*‘ Pritysgol Cymru
. Nl Y Deincdod Dawi San PROGRAMME GRID

2 University of Wales
Trinity Saint David

Academis Year: 2018-2010

Programme: Foundation Degres in Inclusive Education
Lewviel 4 Part 2 & Level 5 Part 1

Programme Director: Cindy Hunt

Campus: Carmarthen, Swanssa, Monkeon Communing

Motes for the student to see when sedecting their modules

Compulsory Modibes

Moduls Code | Maodule Title Crwtity Semeterfy] | Adodule tesd
1 il et
1 Cidly Futt
1 Fiedkn Gerhii
Cindly st

SHEA00S | ool teends i Corten

SNEADDE | Prnipies of Laamng and Taaching
RN | Wumbers Courd. B )
SHS00] | Utiriery = i by 1 armig

HEIEE:
u

Madule salaction

Wodule Code or Tiike * Sabsct 2 Mocuis

Chzai Al Subimishsng

Add Modue
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Module Code or Title *

Programme: Foundation Degree In Inclusive Education

Level 4 Part 2 & Level 5 Part 1

Programme Director: Cindy Hunt
Campus: C rth
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Notes for the student to see when selecting their modules

Compulsory Modubes

Modle Code | Module Titke Crodits, | Semesten(s] | Modhale | ead
SIIE4005 Additional Peads in Context 0| 1| Heike Griffiths
SIE4008 Principles of Leaming ard Teaching 20 1 Cindy Hurt
SIS001 Wumbars Count 0 2 Heike Griffiths
SI13002 Uteracy - a key to learning o | 3 [ Cindy rurt

SJE400q

Select a Maodule

SJIEAN0SC - Anghenion Yohwanegol mawn Cyd-destun

When you have located and selected the module you require, the details of that module will be

displayed. You must click on the ‘Add Module’ button to save the module.

Module selection

Module Code or Title *

Module Level

Module Credits

Semester*

SIIE4006 Principles of Learning and Teaching 20 1 Cindy Hunt

SIESO0L Numbers Count 20 2 Heike Griffiths

SIIES002 Literacy —a key to learning 20 2 Cindy Hunt
SJIE4005 - Additional Needs in Context X v

4

20

SEM1

Clear All Submissions

Add Module

Enter Module Choices
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You can continue to search for and select additional modules.

Madule selection

Module Code or Title 3° alect 3 Module

Clear All Submissions.

Add Module

Period Madule Code Madule Name Level Credits

SEM1 SJIE4005 Additional Nesds in Context 4 20

SEM1 SUIE4006 Principies of Leaming and Teaching 4 20
Total Number of Credits 40

Enter Module Choices

When all of the modules have been chosen, you must click on the ‘Enter Module Choices’ button.

Module selection

Madule Code or Title 5 Select a Module

Clear A8 Submissions

Period Medule Code Madule Name Level Credits
SEM1 SJIE4005 Additionzl Needs in Context 4 20
SEM1 SJIE4006 Principles of Leaming and Teaching 4 20
SEM2 SJIES001 Numbers Count 3 20
SEMZ SJIES00Z Literacy - a key to leaming 3 20
Total Number of Credits 80
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To complete module enrolment, you have to review and confirm the modules. If the modules
displayed are incorrect, you can change the modules by selecting ‘Edit Module Choices’. If the
modules displayed are correct, click on ‘Confirm Module Choices’.

When you have confirmed your module choices, you will be taken back to the MyTSD Home Page.

Confirm Madule Choices

Period Module Code Module Nams Level Credits
SEM1 SJIE4005 Agdilional Needs in Gonlext 4 20
SEM1 SUE4006 Principles of Leaming and Teaching 4 20
SEM2 SJIES001 Numbers Count & 20
SEMZ2 SJIE5002 Literacy - & key to leaming 5 20
Tatal Mumber of Credits 80

| undersiand that the University will endeavour to deliver the madules | have selected and that it ks my respansibility to inform the University Registry of any changes to my madule cptions. | accept that staffing and/ar time tabling
consiraints may result in the Uinbversity having to change: the module portfolio on offer and that the: Unbversity will infamm me: of any changes.

Edit Module Choices

You will receive a confirmation in-tray Message.

= My Invbrany

Receive messages and reminders

Student Messages

Wiew 2 messages in Ml Soresn mode

s s -
Status Derbyniwngd | Received Oddi wirth | From Gweithred | Action
e | B1AMUIR0 S REGISTRY Click to emnter task

You will also receive an email to your Home Email address.

Reply to
Subject RE: Online Module Enrciment Selections
Altach fle Include ariginal message

Original Message

sorv v o [

Diolch am gylwyno'ch dewis fodydau, | weld eich dewisiadau, logiweh | Thank you for submitling your moduie choices, To view your module selections
mewn | My TSD a dewis y Tab Manylion Cofrestru ar dop y sgiin, yna  please login indo My TSD and sedect the Enralment Details Tab ai the boep of the

dewis y Botwm Manylion Liawn Sydd Mw weld with eich oars, soreen, then select the Full Details Butlon displayed against your course.
TN gywir Yours sincarely

Elin Bishap Elin Bishop

Fannaeth Gwaithredol Cofrestru Executive Head of Registry

Ffan 01267 676716 (Campysau Caerfyrddin / Liambed ) Tel: 01267 676716 (Carmarthen ! Lampeter Campuses)

Fan 01742 481097 (Campws Abertawe) Tel: (1792 481087 (Swansea Gampus)

Ebost registryigiuwtsd ac.uk Email regstry@iuwtsd ac uk
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Programmes without a valid diet (Module Enrolment Message)

This section of the guide will cover the programmes that do not have a valid diet, but the Institute
has provided a message containing further instructions.

If you are enrolling on a programme that does not have a valid diet, and no module grid is available,
then you will be presented with a message from the Institute. An example of the message can be
seen in the screenshot below.

When you click on ‘Exist’, a copy of the message is sent directly to your in-tray in MyTSD.

o e Module Enroiment ~ Graduation ~ Home  Resuits and Progression  Enrolment Details

Module Enrolment

Please contact Faculty Admin in Room 000 on the Dynevor Campus to discuss your module enrolment. Alternatively you can contact us on ext 8989.

This message will be sent to your intray for future reference.

Online Enrolment Completed

The Terms and Conditions of Registration page is the last step in the online enrolment process.

IMPORTANT: On completion, you will receive a message from the University to say that they have
successfully enrolled or have partially enrolled. You can access the message via your in-tray in
MyTSD, or via the email which was sent to your personal email address. If you have declared a
criminal conviction, then you will receive an email from Registry asking you to complete a Criminal
Conviction Form.
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If you have declared a criminal conviction, then on competition of enrolment you will automatically
be sent an email from Registry asking you to complete a Criminal Conviction Form.

Criminal Convictions Email

The email will be sent to your home email address, and will look like the example shown below. You
will need to click on the appropriate link to access the Criminal Convictions form.

Subject: Ffurflen Datgelu Collfarnau Troseddol - Criminal Convictions Disclosure Form

Annwyl Mrs Jane McFly,

Rydym yn cysylltu a chi oherwydd yn ystod y broses gofrestru gyda Phrifysgol
Cymru Y Drindod Dewi Sant bu ichi ddatgan collfarn droseddol.

Bydd y ddolen isod yn mynd a chi i ffurflen y mae’n rhaid ichi ei llenwi (o fewn
10 diwrnod gwaith ar y mwyaf).
Darllenwch y ffurflen yn ofalus a chwhlhau'r holl fanylion gofynnol.

Agory Ffurflen

Mrs Tanya Mclver-Janes
Prif Swyddog Gwasanaethau'r Gofrestrfa | Principal Registry Services Officer
Prifysgol Cymru'Y Drindod Dewi Sant | University of Wales Trinity Saint David

Select Language

Dear Mrs Jane McFly,

We are contacting you because during the registration process with the
University of Wales Trinity Saint David you declared a criminal conviction.

The link below will take you to a form which you must complete (within 10
working days at the latest).
Please read the form carefully and complete all the details required.

Open Form

Before you can provide details of your criminal conviction, you will need to select either English or
Cymraeg from the dropdown list. This will allow you to view the criminal convictions form in your

preferred language. When ready select ‘Next’.

Collfarnau Troseddol - Dewisweh laith | Criminal Convictions - Select Language

Dewiswch ym mha iaith yr hoffech weld y ffurflen | Please Select

Please select the language you wish the form to display

in*

Exit

Next
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Criminal Convictions Form

A sample of the Criminal Convictions form in English.

Criminal Convictions - Disclosure Form

CRIMINAL CONVICTIONS POLICY APPLICANTS AND ENROLLED STUDENTS

1. SUMMARY
To help Universities reduce the risk of harm or injury to their staff and students caused by the criminal behaviour of other students, we must be informed immediately of all criminal convictions relating to applicants :
Rehabilitation of Offenders Act 1374) will still need to be disclosed as they may appear on any subsequent Disclosure and Barring Service (DBS) documentation

2. DECLARATION AND ASSESSMENT

a. On receipt of your disclosure form and depending on its content, the information will be shared with the appropriate senior officers. These might include the University's Pro Vice-Chancellor (Academic) and/o
the University as an applicant and continued enrolment status of a student would be subject to the approval of these senior officers.

b. The University reserves the right to request further information from you and/or from your probation officer.

¢. Ifyou have an application to the University, the University reserves the right to decline to offer you a place if it considers that there may be a risk to the University community, for instance, because of the nat.
will have the right of appeal

d. If you are a continuing student of the University then the University reserves the right to withdraw your place as per the reasons listed above

3. FOR APPLICANTS 3. FOR ENROLLED STUDENTS
a. Applications for admission to the University will be considered by your chosen academic department, on academic grounds, a. Following consideration by the relevant senior officers, you
and subject to approval of senior officers (see 2(a) above), an offer/rejection will be made in the usual manner. b. Ifitis decided that a student may continue but that conditior
b. Ifitis decided than an applicant may be admitted, but that conditions should be set (e.g. that s/he must not live in or visit halls residence) such conditions will be made explicit to you via l¢
of residence) such conditions will be made explicit in the offer letter which must indicate that compliance will be monitored. This letter shall also indicate, if it is a condition of continued acce
letter shall also indicate, if it is a condition of acceptance that the information will be passed to certain members of staff on a staff on a need-to-know-basis

need-to-know-basis
No offer will be made to an applicant who has indicated that s/he has a criminal conviction until this information has been
sought and the procedure completed.

n

A sample of the Criminal Convictions form in Welsh.

Colifarnau Troseddol — Ffurfl gelu

POLISI COLLFARNAU TROSEDDOL YMGEISWYR A MYFYRWYR COFRESTREDIG

1. CRYNODEB
| helpu Prifysgolion leihau risg niwed neu anaf i'w staff a myfyrwyr dan ddwylo ymddygiad troseddol myfyrwyr eraill, rhaid i ni gael gwybod ar unwaith am baob collfarn droseddol sy'n gysylitiedig ag ymgeiswyr a myfyrwy
4l diffiniad Deddf Adsefydiu Troseddwyr 1974) gael eu datgelu hefyd am y gallent ymddangos ar unrhyw ddogfennaeth y Gwasanaeth Datgelu a Gwahardd (DBS)

2. DATGANIAD AC ASESIAD

a. Ar 8l cael eich ffurflen ddatgelu ac yn amodol ar ei chynnwys, caiff yr wybodaeth ei rthannu gyda'r uwch swyddogion priodol. Gall y rhain gynnwys Pro Is-Ganghellor (Academaidd) y Brifysgol a/neu Cadeirydd Ffo
ymgeisydd a chofrestriad parhaus myfyriwr yn amodol ar gymeradwyaeth yr uwch swyddogion hyn

b. Mae'r Brifysgol yn cadw'r hawl i ofyn am ragor o wybodaeth gennych a/neu eich swyddog prawf.

¢. Os ydych wedi gwneud cais i’ Brifysgol, mae'r Brifysgol y cadw'r hawl i wrthod lle ichi os yw'n credu y gallai hyn beri risg i gymuned y Brifysgol, er enghraifft, oherwydd natur a difrifoldeb y drosedd a/neu'r pesibil

d. Os ydych yn fyfyriwr sy'n parhau yn y Brifysgol, mae'r Brifysgol yn cadw'r hawl i dynnu eich lle'n 81 yn unol &'r rhesymau a restrir uched

3. AR GYFER YMGEISWYR 4. AR GYFER MYFYRWYR COFRESTREDIG
a. Bydd ceisiadau am le yn y Brifysgol yn cael eu hystyried gan eich dewis adran academaidd, am resymau academaidd, ac yn a. Wedi i't uwch swyddogion perthnasol ystyried yr wybodaeth, efa
amodol ar gymeradwyaeth uwch swyddogion (gweler 2(a) uchod), bydd cynnig/gwrthodiad yn cael ei wneud yn y ffordd arferol b. Os penderfyniry gall myfyriwr barhau, ond y dylid pennu amoda
b. Os penderfyniry gellir derbyn ymgeisydd, ond bod rhaid pennu amadau (e.e. na chaiff effhi fyw mewn nac ymweld & neuaddau preswyl) bydd y cyfryw amodau'n cael eu hesbonio'n glir mewn |
preswyl) bydd y cyfryw amodau'n eglur yn y Ilythyr cynnig a fydd yn esbonio y caiff cydymffurfiad &'r amodau ei fonitro. Bydd y fonitro. Bydd y llythyr hwn hefyd yn nodi, os yw'n amed o ganiat:
Iythyr hwn hefyd yn nodi, os yw'n amod o dderbyn yr ymgeisydd, y bydd yr wybodaeth yn cael ei throsglwyddo i rai aelodau o aelodau o staff ar sail ‘angen gwybod'

staff ar sail ‘angen gwybod'.
Ni fydd cynnig yn cael ei roi | ymgeisydd sydd wedi nodi bod ganddo effganddi hi golifarn droseddol nes y byddwn wedi cael yr
wybodaeth hon a bydd y broses wedf'i chwblhau.

n

Page | 39



Information Technology & Systems
Technoleg Gwybodaeth a Systemau

Submit Form

Towards the bottom of the form you will be asked if you have declared a conviction in error. You will
need to complete this question before you can continue or exit the Criminal Convictions process.

Have you declared the convictioninerror*| () Yes

0 No

If you have declared a criminal conviction in error, then you will need to select ‘Yes’ and then
‘Submit Form’.

Have you declared the convictionin error’| ] Yes

() No

You will then exit the criminal convictions process.

Wedi cwblhau | Complete

Mae eich ffurflen wedi'i chyflwyno, nawr gallwch gau'r ffenest porwr.
Your form has been submitted, you can now close the browser window.

To enter details of your criminal conviction, you will need to select ‘No’.

Have you declared the conviction in error® ) Yes

@ No
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Enter the details of the criminal conviction into the text boxes provided. In order to submit the
details, you will need to consent to the University of Wales Trinity Saint David criminal convictions
policy and click the ‘Submit Form’ button.

Datefs) of Offence

Offence details (what happened and why)

Name of Court

Dates and details of Sentence | Fine | Probation | Community Service |
Community Payback

Details of Probation Officer | Community Services Officer / Community
Payback Officer (if relevant)

Contact Address of Officer | |

Telephone Number of Officer

| give permission for the Insfituion o contact my Probation | Community Service | Community Payback Offier and receive  report regarding the above comvicion(s).

| understand that the informafion provided will be considered alongsids my application fo study (for appicants) and student status (for enrolled students) at the University of Wales Trinty Saint Dawd and that f accepted will be kept sealed and m
confidence on your record in Registry for six months

|understand that the University may request from me further information regarding the above conviction.

(1 | confim that | have read, consent and agres to the University of Wales Trindy Szint David criminal
comvicfions policy contained within fhes disclosure form.™

You will then exit the criminal convictions process.

Wedi cwblhau | Complete

Mae eich ffurflen wedi'i chyflwyno, nawr gallwch gau'r ffenest porwr.
Your form has been submitted, you can now close the browser window
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Upload Student ID Photo

If you haven’t already done so, then you will need to upload your student ID photo.

Click on the ‘Documents required prior to Enrolment’ tab.

Documents required prior o Enroiment

You should see the following. Click on the ‘Upload Photo’ button.

Please note: If you have already uploaded your student ID photo then you will see a preview of the
photo you uploaded and its current status.

Photo Upload

Qur records show that we do not currently have a photo of you. A photo is needed to produce your Universty ID card.

Please click the bution below fo upioad a pholo. No
Photo
Upload Photo Available

Please read the instructions on this screen carefully, if the photo you upload does not meet the
criteria specified, then it may be rejected and therefore you will be required to upload another
photo.

Photo Upload

Your University ID card is your official student identification. It is also your Library card and is linked to your IT account.

We require a photo for your ID Card that you can upload here.

About your photo:

Your photo should be.

« a passport style photo

« clear and front facing

« have a plain background

« use no filters. no hats or dark glasses

« saved as a jpeg (.jpg). most phones and computers will do this automatically

Your photo will need to be a maximum of 375 pixels wide and 500 pixels high. If it does not meet these conditions then the upload application will prompt you to crop and will resize
the photo for you or you can use a free site such as webresizer.com

Instructions

« click the 'Choose File' button below to find and select your photo

«» if you receive a File Status of 'Image is not cormrect size please edit then click on the ‘Edit Image' button

« if the image needs to be rotated then use the 'Rotate 90°' button to get the correct orientation

« click the 'Crop Image’ button to show the crop area. This may be re-positioned by dragging and resized by dragging at the corner squares.
Try to make your photo look similar to this photo:

« once you are happy with your adjustments then click the 'Crop Selection’ button and you should get confirmation that the ‘Image matches required dimensions'
« click the 'Accept’ button to return to this screen

« if you are not happy with the photo that you have uploaded then you can click the 'Exit’ button and start this task again

« if you are happy then click the ‘Upload’ button to save your photo

Once the photo has been successfully uploaded then click the 'Next' button to submit your photo.
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To upload your photo click on the ‘Choose File’ button and using the file explorer navigate to the
photo you wish to upload and click ‘Open’.

Photo Upload

Your Universty 1D cards your oficial studet denfiicaio. tis aiso your ibary cars and i finked f your IT zccount

We require 2 photo for your ID Card that you can upload here.

About your photo:

Your photo showid be.

+ & passport sty photo
+ clear and frontfacing
+ have 2 plin background
+ use no s, no hafs or dak giasses
+ saved as a jpeg (ipg). most phanes and computers will do this automaticaly
‘Your photo wil need to be 2 maximum of 375 pixels vide and 500 pirels high. If 2 does not meet these conditions then the upioad appiicaion wil prompt you to crop and wil resize
the photofor you oryou can use 2 Fee sie Such as webresgercom

Instructions

+ click e Choose Fik’ buffon below 1o find and select your photo
# yourecee a Fie St e is notconect sze please ed then cick on he EditImage’ buton

needs o be rol e the ‘Rotate 90° bution fo get the corect orentation

op image’ bution o' cr0p arez. This may be re-posiboned by cragaing and resized by dragging a the comer squares.

« once you are happy wih your adjustments then ciick the ‘Crop Selecbon’ bution and you showid gt confimasion that the ‘Image maches reguired dimensions'

+ cick e Accepf bution fo reunfo tis s

«+ ifyouare not happy with the photo that you have uploaded then you can ciick the Exif button and startthis task again
i ou are bappy then cick the Upload buton o save your photo

Once e photo has been sucoessfully upioaded then click the Next bution fo submt your photo.

If there is an issue with the file you are uploading, e.g. it is not the correct file type or the image is
not the correct size etc. then an error message will be displayed, similar to the one below. To edit
the image, click on the ‘Edit Image’ button.

File uploader

)
/A Sample_Photo.JPG (10 kb)

File Status Image is not correct size please edit

Choose File

You will be given the following options Rotate 90 and Crop Image. If you make a mistake then you
will be able to restore the image by clicking on ‘Restore’. Once you have finished editing your image,

click on ‘Accept’.

Edit image:Sample_Photo.JPG

[ Rotate 90° } [ Crop Image |

Image does not match required dimensions. Please crop the image. The image will be automatically resized to required dimensions.

Cancel Restore ' Accept |
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When the file is in the correct format etc. then it will be assigned the status of Awaiting Upload. To
upload your Student ID photo, click on ‘Upload’.

Choose Fiie

Sample_Photo JPG (29 kb) S "

File Status  Awading Upload

When the file has finished uploading, the File Status will be set to Successfully Uploaded. When
ready, click on ‘Next’.

ki “

Sample Photo.JP6 (30 k)

File Status  Successhily Uploaded

s [——

Your photo will then be reviewed by a member of staff, if it meets the specified criteria then it will
be approved. If not, then you will be required to upload a new photo or visit the Service Desk to
have your photo taken. You will be able to check the status of your photo within MyTSD.

Phito Upload

Your photo is cunenty being validated
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