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Online re-enrolment 
Instructions and explanations for returning postgraduate 

research students 

The University asks every student to complete an enrolment process, during which you 

can confirm or correct your personal details, your academic details and your fee payment 

details. We hold this information on our central student database, called RISIS and you 

complete the re-enrolment process online, using the RISIS Portal.  

You can complete the online re-enrolment process from any computer, anywhere in the 

world; and you can work through the process in stages, stopping and re-starting as you 

please. 

We ask you to complete online re-enrolment and pay your fees (or make suitable 

arrangements with a sponsor to do so). 
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What to do next 
Once you have successfully logged into the RISIS Portal you will find a box called 

Enrolment Overview. This shows the steps that you will need to take to complete your 

enrolment with the University. An orange box shows that you need to take action; a green 

box shows that the action is complete and a grey box means that the particular option is 

not yet available. If you hover the cursor over each box further explanatory text will appear.  

Click on the Online Enrolment box to access the online enrolment homepage. 
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Stage 1 

 

Your home page will look similar to the one above. As you will see, there are different 

stages to the online re-enrolment process: you may not be expected to complete all four 

stages. You will return to this screen at the end of each stage. 

On this screen, there will also be a link to your Support Centre if you need further help with 

online re-enrolment. 

Click on the orange óRules and Regulationsô box to start the online re-enrolment process. 

Problems 
If you canôt see the container above, this will be for one of three reasons:  

¶ you have already completed online re-enrolment  

¶ you are not looking at the correct programme records 

¶ or you are not expected to complete online re-enrolment.  

Staff in the Doctoral and Researcher College may override the settings on your records to 

stop you from completing online re-enrolment. This may be because you have yet to 

finalise your funding arrangements, or may be because you have not yet proved that you 

have met all conditions relating to your programme. If you have had a letter from the 

Doctoral and Researcher College asking you to re-enrol online, it is unlikely that they will 

have overridden your records. 

If you have studied on a previous programme at Reading, and you think you have logged 

into the wrong programme records, then please let us know: we will need to reset your 

records so that you have to select the appropriate programme of study next time you log 

in. If this is the problem, or if you have another difficulty, please contact the Student 

Information Systems (SIS) Team on risis@reading.ac.uk 

mailto:risis@reading.ac.uk
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Fair Processing 

 

This link shows our policy on what we may do with the data we collect on you, and how 

you can object to having your data used in any of the ways specified. 

Please click the bold link to read the notices and then click on óConfirmô to indicate that you 

understand how your personal information will be processed by the University. 

At this point, your screens are being updated to show us that you have completed this 

section of online re-enrolment. You may find there is now a short delay before you return 

to the starting screen. 

 

 

You have now completed Stage 1 of online re-enrolment. Please click on the Finish button 

to begin the next stage.  
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Stage 2 

 

The Rules and Regulations box is now green to show that you have completed Stage 1, 

and you should click on the orange Personal Details link to continue with your re-

enrolment. 

This next section is concerned with your personal details and the data that we check or 

ask you to supply is all used by the University in different processes. 

Personal details 
These are the details that we hold about you. Please enter your preferred name. This is 

your opportunity to let us know what youôd like to be called e.g. Chris instead of 

Christopher. Your preferred name is the one that will appear on your University campus 

card. In the white boxes, you will see your title and a box to put in any previous family 

name.  

We have also shown your full name, date of birth and gender. You canôt change these 

details yourself: if they are wrong, you will need to contact the Student Help team in the 

Carrington building (studenthelp@reading.ac.uk) 

Red boxes are mandatory: you must put something in these boxes. 

If you are a member of staff here at the University, the IT systems need to know this. 

Please enter your staff number here (from the front of your payslip) if known. 

We need your nationality and the country in which you were a permanent resident before 
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If you have worked for the University in the past or are currently working for the 

University we would like to know this.  This does not include work carried out voluntarily: 

you must have signed a staff contract and been issued with a staff number. 

If this applies to you, we would like to be able to link your staff and student records on 

the IT database for your optimum benefit. 

If you do not complete the mandatory fields then you will not be able to continue 

to the next screen. 

 

Click on óStore & Continueô. 
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Emergency contacts 

Next of Kin 

We need a contact (preferably in the UK) if there is a life-threatening emergency: please 
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should use the sex recorded on one of your legal documents such as birth certificate, 

Gender Recognition Certificate, or passport. The 'Other' code should only be used for a 

third sex that is legally recognised by another country. 

Some information may be released by the University to HESA (Higher Education Statistics 

Agency), which will use it only in the form of statistical tables. Once you have made your 

selections, click óStore & Continueô. 

 

Student Parents 

 

Please indicate whether you have children or other dependants. This can include children 

of any age, adoptive children, and children for whom you are the legal guardian. If you 

spend a considerable proportion of your time providing foster care to children, you may 

also wish to answer óyesô to this question. Once you have made your selections, click óStore 

& Continueô. 
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Address details (several screens) 

On this screen, please select the country of your home address (i.e. your permanent place 

of residence.) 

 

The next screens ask you to check your óHomeô and óContactô address details. Please 

check the details we hold for you and update them where necessary. You can change 

these at any time once you have enrolled. 
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Semester time/contact address 

If you are booked into University 
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If you are not in University accommodation then you will be asked to indicate the type of 

accommodation that you will be living in when you are studying
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Phone and email details 

After the address screens, we show you the phone numbers we hold for you and the email 

addresses we have for you.  

Please enter the international dialling code for any telephone numbers you provide 

(including UK numbers (44)). 

Please enter a current personal email address in the relevant box. We will need to contact 

you on that email address if you have any problems at all with your University username 

and email address. We will also use that email address to contact you before you arrive, 

and at the end of your course when you are invited to your Graduation ceremony. 

You’ve asked about text messages: what do you mean? 

We may want to text you at different times: in an emergency, or for routine messages, 

such as if your timetable changes (if a tutor is ill, or a room is not available); or generally, 

to ask you about your thoughts on the University, or if youôd like to help us as a student 

volunteer, and so on. Please select the option that suits you best. Remember to update 

your mobile number if it changes. 
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Careers and Alumni consent 

Depending on the year of your programme, you will be asked some questions about your 
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This completes stage 2 of online re-enrolment: when you click on óStore & Continueô, there 

will be a small delay whilst your records are updated.  

 
Please click on the Finish button to move on to the next stage. 
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Stage 3 

 

Not all students have to fill in these screens.   

We have to make returns to HESA, the Higher Education Statistics Agency, as part of 

our statutory obligations. HESA makes use of the information to ensure that universities 

are providing the correct level of access to students from all backgrounds. For more 

information on HESA and its function, please go to http://www.hesa.ac.uk.  

HESA Details 

Disability 

This screen shows what you may have declared as a disability.  

 

http://www.hesa.ac.uk/
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Why are you asking this? 

We have to collect this information as part of our HESA returns to Government. 

What we need to know here is whether we have the correct disability code for you.  

What if the information shown is correct? 

We hope that we have the correct information in this screen already. If we do, you just 

need to click on óConfirmô.  

What if the information shown is wrong? 

If the information shown is wrong, please click the button marked óNoô, and then click on 

óConfirmô. This will take you to a screen which asks you to contact the Disability Advisory 

Service to confirm the correct information. You can use the link in that screen to contact 

them by email; or you can contact the team later if you prefer. 

Clicking on óNoô will not affect the re-enrolment process: you can carry on with the online 

enrolment process by clicking on óConfirmô. If, however, you would like to be sure that the 

change has been applied to your records, you can wait until your email has been dealt 

with, then log in again in a few days: you will see the change in place. 

Ethnicity 

 

Why are you asking this? 

We have to collect this information as part of our HESA return to Government: the 

information is held within our statistics and your personal details are not linked to those 

statistics. 

I don’t want to give you this information. 

Then please select ñPrefer not to sayò from the bottom of the list. 
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Unique Learner Number 

 

https://www.gov.uk/government/publications/lrs-unique-learner-numbers
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Stage 4 

 

Not all students will need to work through the following screens. If you are studying part 

time and are paying per module, rather than paying tuition fees for the year, then you will 

not see all of the parts of this section. 

Click on the orange Fees box to start the process off. 

  



http://www.ukcisa.org.uk/Information--Advice/Fees-and-Money/Home-or-Overseas-fees-the-basics
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I have a sponsor but it’s not showing my sponsor on the screen. 

If your sponsor details are not showing on the screen, you must click on óNo - sponsor 

details missing or incorrectô at the bottom of the screen, then on óConfirmô. 

You will then be taken to a screen where you can notify us that your sponsorship details 

are incorrect by uploading a copy of your official sponsorship document/financial 

guarantee letter. Please ensure that you upload this document, and then click on the 

óReturn to portalô button.  

 

Staff in the Doctoral and Researcher College need this paperwork confirming that the 

sponsor has agreed to pay before the sponsor can be added to your records. 

Staff review the database for uploaded sponsorship documents to review and process 

during business hours Monday to Friday. Please wait at least 24 hours (longer if you upload 

a document over the weekend) before you log back in and click on the orange Fees box 

to check if your sponsor details have been updated and your records amended. 

If you are a postgraduate student and already hold a qualification from the University of 

Reading which would entitle you to an alumni discount this year and this is not already 

shown in the details above, please select óNo - I may be due an alumni discountô, and then 

click the óConfirmô button to inform the relevant Office. 

For any queries relating to sponsorship, you can contact the Doctoral and Researcher 

College by sending an email to DoctoralandResearcherCollege@reading.ac.uk. 

  



UoR online re-enrolment – returning postgraduate research students  

 

©University of Reading 2024 Friday 6 September 2024 Page 32 

Sponsor consent form 

 

You will only see this screen if you are an international student (including the EU), or from 

the Channel Islands or Isle of Man, and have a sponsor. 

As the form explains, most sponsors want to know how your studies are progressing. This 

is usually a condition of their sponsorship. We need your permission to release details of 

your academic progress to your sponsor. 

If you are not willing to allow us to pass information on your studies to your sponsor, 

you must understand that you may then incur immediate personal liability for these 

fees. 

S
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