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Overview of the Online Enrolment Process 
 

 

 

Key 
Passport and Visa Applies to International students only. 
All Students End of online enrolment process. 
Criminal Convictions 
Process 

Applies to applicants and students who have declared a criminal conviction. 

Programme Details 
(Postgrad Research) 

Applies to Postgraduate Research students only. 

Qualifications Only available to new entrants. 

Module Enrolment 
Please see the diagram on the following page for the Module Enrolment 
Process. This step is not applicable to all students. 
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Overview of the Module Online Enrolment Process 
 

 

 

 

Please note: Not all programmes will have a module diet associated with it. If a module diet is not 

available, then the student will be presented with either a module grid or a message instructing 

them to contact the relevant Institute Admin Office for assistance. 

The Institute, Academic Discipline and Route messages can be updated via MyTSD. Go to Institute 

Admin tab  Module Enrolment Messages. If you require access to this feature, please raise a ticket 

via IT WebHelp. 

Important: If a student has indicated during online enrolment, that the programme details are 

incorrect, then they will not be asked to complete module enrolment. 

Students who are based in the London and Birmingham campuses will not be going through Module 

Enrolment. 
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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 refer to the Department Contact Details section and direct your query to the 

relevant department. 

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

 

 

 

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’. 

 

 

 

https://mytsd.uwtsd.ac.uk/
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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. Continuing students who have an outstanding Financial Clearance Log record 

(Debtors), will need to contact to the Finance Department before they can enrol online.  

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

Home and E.U Students  

 

International Students 
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Financial Clearance Log record (Debtors) 
 

Continuing students who have an outstanding Financial Clearance Log record (Debtors), will need to 

contact to the Finance Department before they can enrol online.

 

 

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. 
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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. 

  

 

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. 

 

 

 

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.  
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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’. 

 

 

 

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’. 

 

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. 
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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’. 

 

Your file will be assigned the File Status of Awaiting Upload. To upload the file to your student 

record, click the ‘Upload’ button. 

 

When the file has been uploaded, the File Status will be set to Successfully Uploaded. To continue 

with enrolment, click the ‘Close’ button. 
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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 the send the request, you will see a screen similar to the one below. To submit the 

request click on ‘Send Changes’. 

 

 

 

 

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.  

 

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. 
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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.  

 

 

 

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.  
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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. 

 

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. 
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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. 

 

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. 
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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. 
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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. 

 

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.  

 



Information Technology & Systems 
Technoleg a Systemau Gwybodaeth 

Page | 16  
 

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. 

 

 

 

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. 

 

 

 

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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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. 

 

 

 

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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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. 

 

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. 

 

 

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’. 
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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. 
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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). 

 

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). 

 

 

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’.  
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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’. 

 

 

 

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.  
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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.  

 

 

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’. 

 

 

 

To return to the Additional Qualifications page, select ‘Confirm’. 
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You should now see   next to the category. To continue with online enrolment click ‘Save and 

Continue’. 

 

 

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

enrolment click ‘Confirm’. 
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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.  
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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. 

 

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. 

 

 

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 a student has indicated that the programme details are incorrect, then they will not be 

asked to complete module enrolment. 
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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’. 

 

 

 

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

 

 

 

When ready, click ‘Agree and Continue’. 
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No Module Diet  

If the Institute hasn’t provided a Module Diet for the programme, the student will be shown a 

message similar to the one displayed in the screenshot below. 

 

 

 

Module Diet 
 

If a Module Diet is available for the programme, then the student will be presented with the module 

details. If the Module Diet consists of all compulsory modules, then the student doesn’t need to do 

anything, as the system will automatically enrol the student on the modules. 

If the programme has a mixture of compulsory and optional modules, then the student will need to 

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

‘Remove module’. 

 

 

When the student has reached the desired number of credits, the optional modules section will 

update and will prevent the student from selecting any additional modules. When ready click on 

‘Continue’. 

 

 

The student has to confirm and agree to the Programme change request, by digitally signing the 

form and adding the reason they wish to change their programme. When ready, click on ‘Complete 

and Send’.  
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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 an applicant or student has declared a criminal conviction, then on competition of 

enrolment, they will automatically be sent an email from Registry asking them to complete a 

Criminal Conviction Form. To view this process, please go to Criminal Convictions.  
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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 

questions from the dropdown list and select ‘Complete Enrolment’. 
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Step 10: Module Enrolment 
 

Important: If a student has indicated during online enrolment, that the programme details are 

incorrect, then they 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.  

When a student is enrolling on a programme, which consists of compulsory modules, then the 

system will automatically enrol the student on those modules. The student will be taken to the -

following information page, showing details of the programme and the modules they have been 

enrolled on. To complete module enrolment, click on ‘Exit’.  

Note: The system then generates a Student Schedule Number (SSN) record, with the following in the 

notes field: SSN marked as CON by Module Enrolment process. 
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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. 

When a student is 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 the student has to pick the modules within that block 

that total up to the number of credits required. 

 

 

 

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

 

The modules chosen by the student will appear on the Selected Modules list. When the student has 

chosen their modules, they will need check and confirm their selections by clicking on ‘Submit 

Selections’. 

 

The student will be able to review the modules on the following page and make amendments if 

necessary. After submitting and confirming their module choices they will be taken to the following 

screen, which gives an overview of their programme and modules. To complete Module Enrolment, 

click on ‘Exit’.  
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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. 

When a student is enrolling on a programme that does not have a valid diet, they will need to use 

the module grid provided by the Faculty when selecting their 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 the student to choose from. 

Validation does exist for the modules that are displayed, but without a diet the modules that are 

available for the student to select can only be partially validated. The student cannot copy and paste 

the module details from the grid. 

To search for a module, the student needs to click on the Module Selection box, and enter either 

the module code or title into the text box provided. 

 

 



Information Technology & Systems 
Technoleg a Systemau Gwybodaeth 

Page | 36  
 

 

  

 

 

When the student has located and selected the module they require, the details of that module will 

be displayed. The student must click on the ‘Add Module’ button to save the module. 
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The student can continue to search for and select additional modules. 

                    

 

 

 

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

button. 
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To complete their module enrolment, the student has to review and confirm the modules. If the 

modules displayed are incorrect, the student can change the modules by selecting ‘Edit Module 

Choices’. If the modules displayed are correct, click on ‘Confirm Module Choices’. 

When the student has confirmed their module choices, they are taken back to the MyTSD Home 

Page. 

Note: The system then generates a Student Schedule Number (SSN) record, with the following in the 

notes field: Created by Module Registration Form Process. 

 

The student will receive a confirmation in-tray Message. 

 

 

The student also receives an email to their Home Email address. 
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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 faculty has 

provided a message for the student containing further instructions. 

When a student is enrolling on a programme that does not have a valid diet, and no module grid is 

available, then the student will be presented with a message from the faculty. An example of the 

message can be seen in the screenshot below. 

When the student clicks ‘Exist’, a copy of the message is sent directly to the student’s in-tray in 

MyTSD.  

 

 

Each Faculty will have their own set of messages. Admin can edit the message that is displayed to 

the student via the Faculty Admin page on MyTSD. The  

The message is editable by Faculty Admin.  A Welsh message is also available which will be displayed 

if a student has selected to enter MyTSD in Welsh. 

The software creates a SSN record and the student no longer has access to module enrolment.  The 

notes added to the SSN record is: 

Note: The system then generates a Student Schedule Number (SSN) record, with the following in the 

notes field: CON by Module Enrolment process (MHD: 0000004449663761296). 

 

Online Enrolment Completed 

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

IMPORTANT: On completion, the student will receive a message from the University to say that they 

have successfully enrolled or have partially enrolled. The student can access the message via their in 

tray on MyTSD, or via the email which was sent to their personal email address. If the student has 

declared a criminal conviction, then they will receive an email from Registry asking them to 

complete a Criminal Conviction Form. 

The student will now be asked to complete their module enrolment. If a student has indicated 

during online enrolment, that the programme details are incorrect, then they will not be asked to 

complete module enrolment. 
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Criminal Convictions 
 

If an applicant or student has declared a criminal conviction, then on competition of enrolment they 

will automatically be sent an email from Registry asking them to complete a Criminal Conviction 

Form.  

 

Criminal Convictions Email 
 

The email will be sent to the student’s personal email address, and will look like the example shown 

below. The student will need to click on the appropriate link to access the Criminal Convictions form. 

 

 

 

 

Select Language 

 

Before the student can provide details of their criminal conviction, they will need to select either 

English or Cymraeg from the dropdown list. This will allow them to view the criminal convictions 

form in their preferred language. When ready select ‘Next’. 
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Criminal Convictions Form 
 

A sample of the Criminal Convictions form in English. 

 

 

A sample of the Criminal Convictions form in Welsh. 

 

 

 

 

 



Information Technology & Systems 
Technoleg a Systemau Gwybodaeth 

Page | 42  
 

Submit Form 
 

Towards the bottom of the form the student will be asked if they have declared a conviction in error. 

They will need to complete this question before they can continue or exit the Criminal Convictions 

process. 

 

 

 

 

If they have declared a criminal conviction in error, then they will need to select ‘Yes’ and then 

‘Submit Form’. 

 

 

 

They will then exit the criminal convictions process. 
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To enter details of their criminal conviction, the student will need to select ‘No’.  

 

 

 

Enter the details of the criminal conviction into the text boxes provided. In order to submit the 

details, the student will need to consent to the University of Wales Trinity Saint David criminal 

convictions policy and click the ‘Submit Form’ button. 

 

 

 

They will then exit the criminal convictions process. 
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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. 

 

 

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. 

 

 

 

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. 
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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’.  

 

 

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. 

 

You will be given the following options Rotate 90֯ 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’.  
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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’. 

 

 

 

When the file has finished uploading, the File Status will be set to Successfully Uploaded. When 

ready, click on ‘Next’.  

 

 

 

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. 
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Troubleshooting 

 

Debtors 
 

Continuing students who have an outstanding Financial Clearance Log record (Debtors), will need to 

contact to the Finance Department before they can enrol online. The contact details for the Finance 

Department will be displayed with the error message. 

 

Documents required prior to Enrolment 
 

Applicants are required to upload various documents, such as previous qualifications, DBS and their 

ID photo prior to enrolment. An applicant can enrol online without having to upload all of the 

required documents, when this happens the enrolment status on the student’s record is set to 

Partially Enrolled. The student will be able to upload any outstanding documentation via MyTSD. 

 

International Students  
 

International students require some additional checks during the application process. The 

International Admissions and Registry office is responsible for checking and signing off various 

documents related to international applicants and students. If a document, such as a passport, has 

not been checked and or signed off, then the applicant will not be able to enrol online. The applicant 

will need to speak to a member of staff from the International Admissions and Registry office. 

 

Username and Password  
 

 What is my username? 

Applicants and Students: Their username will be their student number / Pnumber which can be 

found on their applicant/enrolment letter. 

 What is my password? 

Applicants: A temporary password was emailed to you when you first submitted your application. On 

first login you will be forced to change your password. 

Students: This will be the same password that you use to login to your email, moodle and the 

campus computers. 

 Forgotten password 

On the MyTSD login page, enter your username and select the ‘Cliciwch yma I’w ailosod / Click here 

to reset’ button to reset your password. You will be sent a password reset email containing further 

instructions on how to reset your password. 
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Error Messages  
 

Depending on the page the student is viewing at the time, an error message may be displayed at the 

top of the page, as a pop up window or next to the field that contains the error. Below are some of 

the errors the student is likely to come across. 

If the error the student is seeing is not included in the table below, please refer to the Department 

Contact Details section for further assistance. 

Page Error Message 
Error Code 

(If applicable) 
Solution 

Personal 
Details 

Error submitting answers 
 
Gwall / Error 
Mae’n ofynnol i gwblhau’r adrannau sy’n 
binc 
 
It is a requirement to complete the fields in 
pink 

SIW_TTQ_RELOAD 

The applicant/student has not 
entered a response to the ‘Are 
these details correct?’ question 
at the bottom of the page. 
 
Select either ‘Yes’ or ‘No’ and 
then click ‘Save and Continue’. 

This question is mandatory and cannot be 
left blank 

Edit My 
addresses 

Fields must be completed 
 
Some additional fields from the records 
below must be completed in order to 
continue. 

SITS_COMPLETE_FI
ELDS 

The applicant/student has not 
entered a telephone number 
and/or personal e-mail address. 
 
Enter the details into the 
relevant fields and then click 
‘Save and Continue’. 

This field is mandatory 

Emergency 
Contact 
Details 

Please use Edit button below to enter this 
information 
 
Please select “Edit” button below, this will 
take you to an editable screen where you 
can update these data. 

 In order to edit the emergency 
contact details, the 
applicant/student must first 
select the ‘Edit’ button. 

Get Address 

Address Search Criteria 
 
You must choose your address before you 
click select. 

 The applicant/student has not 
entered a post code into the 
‘Address Search Criteria’. Enter 
a valid post code and click the 
‘Ok’ or ‘Search’ button. Get Address 

 
Please enter Address search criteria, then 
click the search button. 

Term Time 
Address 

Term Time Address type is a Mandatory 
Question 
 
Please select a value from the dropdown. 

 The applicant/student has not 
entered or selected a valid 
response to the ‘Please indicate 
the type of accommodation in 
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This question in mandatory and cannot be 
left blank 

which you will be living during 
term time by selecting from the 
drop-down list:**’ 
 
Check that the post code is valid 
or select a different value from 
the drop-down list. 

Post code in Term Time Address does not 
match any UWTSD Institution Maintained 
Properties 
 
If your post code is correct please choose a 
different type from the dropdown list. 

Additional 
Information 

Error submitting answers 
 
Gwall / Error 
Mae’n ofynnol i gwblhau’r adrannau sy’n 
binc 
 
It is a requirement to complete the fields in 
pink 

SIW_TTQ_RELOAD 

The applicant/student has not 
completed all of the mandatory 
questions on this page. 
 
Answer all of the questions that 
are highlighted in pink and 
select ‘Save and Continue’. 

Terms and 
Conditions of 
Registration 

Registration Incomplete  

The applicant/student must 
agree to the following question 
on the Terms and Conditions of 
Registration page, ‘I have read 
the above statements and the 
documents to which they refer, 
and agree to all terms and 
conditions:’ 
 
Click the ‘Give Consent’ button 
to be taken back to the Terms 
and Conditions of Registration 
page. 

Module 
Enrolment 

I cannot see the Module Enrolment page  

If the student is studying part 
time or a postgraduate course, 
then they will need to complete 
a Module Enrolment form which 
is available from Registry 
Services. 
 
If the student is studying an 
undergraduate course, and they 
can’t see the Module Enrolment 
screen, then please speak to a 
member of the Admissions 
team. 

Criminal 
Convictions - 
Select 
Language 

Error submitting answers 
 
Error 
This question is mandatory and cannot be 
left blank. 
 
This question is mandatory and cannot be 
left blank. 

SIW_TTQ_RELOAD 

The student needs to select 
either Cymraeg or English from 
the dropdown list before they 
can proceed onto the next page. 
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Criminal 
Convictions - 
Disclosure 
Form 

Error submitting answers 
 
Error 
This question is mandatory and cannot be 
left blank. 
 
This question is mandatory and cannot be 
left blank. 

SIW_TTQ_RELOAD 

The student needs to answer 
the question “Have you 
declared the conviction in 
error*” before they can proceed 
onto the next step. 

Error submitting answers 
 
You have not ticked the consent checkbox 

The student needs to tick the 
consent box at the bottom of 
the page before they can submit 
the form or Save and Exit. 

Dim modd ailagor y Ffurflen Ddatgelu | 
Cannot re-enter Disclosure Form 
 
Mae’r ffurflen ddatgelu wedi’i chyflwyno’n 
barod. 
The disclosure form has already been 
submitted. 

SIW_TCC_005 

The student has already 
submitted a criminal convictions 
form.  

MyTSD Log 
in 

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: 

 

Continuing students who have 
an outstanding Financial 
Clearance Log record (Debtors), 
will need to contact to the 
Finance Department before 
they can enrol online. 
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Department Contact Details 
 

If you have any queries about the online enrolment process, or are unable to assist the 

applicant/student, please contact the relevant department for further assistance. 

If you are unsure who you should contact, please direct your query to the IT Help Desk.  

 

Contact Details 

Department Email 
Ext No. / 

External No. 
Further Info 

Information 
Technology 
& Systems 

ITServiceDesk@uwtsd.ac.uk  

Ext: 5055 
 
External: 
0300 500 
5055 

Website: https://www.uwtsd.ac.uk/ithelp/ 
 
Ticket: https://webhelp.uwtsd.ac.uk/ 

International 
Admissions / 
Registry 

international.registry@uwtsd.ac.uk  

Ext: 4202 
Ext: 4093 
Ext: 3243 
Ext: 3243 

Website: 
https://www.uwtsd.ac.uk/international/appli
cations-and-admissions/  

Admissions admissions@uwtsd.ac.uk  

See further 
Info. 

Admissions 
 
Admissions: 0300 500 5054 
Website: https://www.uwtsd.ac.uk/apply/  
 
Registry Services 
 
Carmarthen: 01267 676 716 
Lampeter: 01570 424 831 
Swansea: 01792 481 097 
Website: https://www.uwtsd.ac.uk/registry/ 
 
Opening hours: 
 
Monday to Thursday: 9.00am - 5.00pm 
Friday: 9.00am - 4.30pm 

Registry 
Services 

registry@uwtsd.ac.uk  

Finance creditcontrol@uwtsd.ac.uk 

Swansea: 
01792 481 
182 
 
Carmarthen: 
01267 676 
837 
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