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,QIHULP SURJUDP PH VFUHHQ

Not everyone will see this screen. However, if you have studied on other programmes at
Reading as well as this one, you may see this selection screen now.

Choose which programme records you'd like to see.

2 programime: - Choose th

Select the programme that you need to enrol for, and then click on either [Temporary
Selection’, which means you will see this selection screen every time you log in; or
IPermanent Selection’, which PHDQV \RX ZRQfll VHH IIKLV VFUHHQ DJDLQ EXIl ZL0 RQI\ VHH KH
UHFRUGV ZKLFK UHIDIH IR WKDI RQH SURJUDP PH IKDH \RX{YH FKRVHQ

The date given is the date on which you started or will start the course, and the numbers in
brackets at the end show the block (joining point) that you started on.

For those who have selected Permanent Selection here, there is a link on the Personal Data
screen on the portal which lets you change your settings and return to being given this
choice again in future. You will only be able to see the Personal Data link once you have
completed online enrolment.
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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
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SXIHV DQG UHIXIDILRQV

In order to enrol you as a student at the University of Reading we need to check you are the
person we have offered a place to. When you arrive at the University we will ask to see your
identification document before issuing your University Campus Card. Please be sure to
bring this document with you.

Acceptable identification documents are:

f  For UK students + passport, driving licence or military ID
I For other international students (including EU) + passport

In preparation for being on campus you must understand the Covid19 health and safety
measures we have put in place and the role you must play in keeping yourself, other
students and staff safe. If you have not already read our Coronavirus (Covid19) Guidance
Page you must do so now before completing your enrolment.

Online Enrolment

Health and Safety Induction information for all students

Health and Safety

Please confirm:* O I have read and understood the Covid 19 health and safetv
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n'l E ENROLMENT AGREEMENT TO RULES AND REGUIATIONS ___
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FINISH

You have now completed Stage 1 of online enrolment. Please click on the Finish button to
begin the next stage.
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3HUWWRQDI GHIDLV

(Note: details obscured in this image)

These are the details that we hold about you. Please enter your preferred name. This is your
RSSRUIXQUN R (HI XV NQRZ ZKDIl \RX{G (INH IR EH FDNHG H J 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 JHQGHU <RX FDQfl FKDQJH IKHVH
details yourself: if they are wrong, you will need to contact the University Admissions Office.
Click on the link below the details to do this.

Red boxes are mandatory: you must put something in these boxes. We need a contact
(preferably in the UK) if there is a life threatening emergency: please give us a full name
GRQMNIXVI SXI iIMum, for example, in the name box), how they are related to you (mother,
father, guardian, spouse) and a number to contact them on, including any international
dialling codes. Please also let us know if your emergency contact will require a translator.

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-4(a)4(a)4(a)4(a)4d(a)d(a)d(a)d(a)d(a)d(a)d(a)d(a)d(a)d( )-4(1)-3(t)-a( )-4(y
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Additional Personal details
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(Note: details obscured in this image)

If you are happy to do so, please select your religion, sexual orientation, gender identity
and legal sex from the dropdown boxes. The information that you provide will be held in
confidence. The question about your legal sex is asked solely for the purpose of returning to
HESA. Legal sex is separate from your gender (displayed on the previous Personal Details
page) which is recognised by the university. When responding to this question you 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 |6IRIH  &RQILQXH|
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Student Parents

ONLINE ENROLMENT PERSONAL DETAILS

balzrnshanegbick diaz et nnlinasacole

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

DIVR ZLVK IR DQVZHU I\NHV IR IKLV TXHVILRQ Once you haYH PDGH \RXU VHHFILRQV FILFN |6IRUH
&RQILQXHI

©University of Reading 2022
Last updated Monday, 15 August 2022 Page 14



$GGUHVV GHIDLV  VHYHUD) VFUHHQV

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

Address Line 2
Address Line 3

B S

(Note: details obscured in this image)

The next screens ask you to check your |+RPH{ DQG |&RQIDFIf address details. Please check
the details we hold for you on the database and update them where necessary. You can
change these at any time once you have enrolled.
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&DUHHUY DQG $IXPQL &RQVHQI
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Continue

Depending on the year of your programme, you will be asked two questions about your
email preferences after you have finished your studies. Please let us know whether or not
you would like to receive career support emails and/or alumni and supporter emails once
your studies end.

ONLINE ENROLMENT PERSONAL DETAILS
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You have now completed Stage 2 of online enrolment. Please click on the Finish button to
begin the next stage.

ONLINE ENROLMENT PERSONAL DETAILS

e . ' e T . PR

Other details Student Parents View Home Address Amend Home Address View Contact Adc

¥our nersonal details online entnlment i now romnlete

for en | are jle anlineg enrnlmentecreans L R Thank voiy
and continue with the next stage of online enrolment. Click on the [Finish] button below to return to the RISIS portal
INISH F
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This question is mandatory.

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.
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https://www.gov.uk/government/publications/lrs-unique-learner-numbers
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(Note: details obscured in this image)

What is this screen for?

We need to check that we have the right details on the database for the highest
gualifications you had when you arrived. We make a return to HESA about this.

It says that | have afirst degree from a UK university but | got a 2:1in my degree —
have you got the wrong details?

No £ DLW GHIUHH] JHQHUDI\ PHDQV DQ XQGHUJUDGXDIH GHJUHH = H ZIi) KDYH DVVHVVHG \RXU
previous qualifications when we considered your application: we just need to check that we
have entered it correctly on the database. If the details shown are wrong, please let us
know, but all we need to declare is that you have a previous degree, and its level.
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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.
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(Note: screen will vary according to programme taken.)

This screen shows you the fees which we believe you are due to pay as tuition fees this
year. The fees are calculated on the basis of your programme of study and on where you
lived when you started here.

You will see that you are either shown as being a Home student, an Overseas student
(including EU), or a student from the Isle of Man or the Channel Islands.

7KHUH LV D IX00 H[SIDQDILRQ RI IKH GHILQUILRQ RI \KRPHf DQG iRYHUVHDV] WXUILRQ IHHV Dil
http://www.ukcisa.org.uk/Information--Advice/Fees-and-Money/Home-or-Overseas-
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| 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 No - sponsor details
missing or incorrect at the bottom of the screen, then on Confirm.

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
(HIHU  30HDVH HQVXUH WKDIi \RX XSIRDG WKLV GRFXPHQI DQG IKHQ FILFN RQ WKH 15HIXUQ IR SRUID(
button.

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 No - | may be due an alumni discount, and then
click the Confirm button to inform the relevant Office.

For any queries relating to sponsorship, you can contact the Student Financial Support
Team by sending an email to studentfunding@reading.ac.uk.
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Fees Due/Sponsorship Details (Modular students only)

e the details above correct? Ar

=i fonraties pofgnolet

2 heen amendad by the relevant office Onga vou have selected gne of the nntions above plegse glick Gonfirm

If you are studying a course on a part-time modular basis, you will see the screen above.
Please check the sponsorship details are showing correctly (if you have a sponsor). If you
think the details are incorrect, please click on No + sponsor details missing or incorrect, and
then Continue.

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
(HIHU  30HDVH HQVXUH WKDIi \RX XSIRDG WKLV GRFXPHQI DQG IKHQ FILFN RQ WKH 15HIXUQ IR SRUID(
button.

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 No - | may be due an alumni discount, and then
click the Confirm button to inform the relevant Office.

For any queries relating to sponsorship, you can contact the Student Financial Support
Team by sending an email to studentfunding@reading.ac.uk.

If you do not have a sponsor, then you must pay these fees yourself.
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6SRQVRU SHIHUIHQFH QXPEHU

If you know your Sponsor Reference number (or Purchase order number), please check the
QXPEHU SURYLGHG DQG PDNH DPHQGPHQIV LI QHFHVVDU\ IKHQ FILFN j&RQILQXHS

If you do not knRZ \RXU 6SRQVRU SHIHUHQFH QXPEHU SIHDVH FILFN &RQILQXH
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If you have not got a sponsor, then you will need to pay at least 50% of your overall fee
liability before you can enrol fully. The system has already worked out what you need to
pay, and this link shows the balance.

If you click Yes, then Continue, you will be taken to a further screen, which then, in turn, links
IR WKH )LQDQFH 2IILFHV ZHEVLUIH

If you click No, then Continue, you will be taken to the last stage of the enrolment process,
and will then have a link which you can return to when you are ready to pay your fees.

IMPORTANT

We will charge your account in the first week of term. Until then, you are paying in advance
against the fees you have to pay. If you log into your Finance account, you will NOT see the
amount that you need to pay until after term begins.
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LQLVK RQUQH HQURIPHQN

ONLINE ENROLMENT FEE AND SPONSORSHIP DETAILS

EFAICUulauon

Thank you for completing the online enrolment screens.

7KDQN \RX \RX{YH ILQLVKHG WKH RQILQH HQURIPHQI SURFHVV
Clicking on Finish will now close off the process of online enrolment.

Please note that if you now log off, before collecting your username, you can still log in using
your registered personal email address and password.
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LH[V VIHSV DIHU RQUIQH HQURIPHQI

Now that you have completed online enrolment, you will see that the Online Enrolment box
in the Enrolment Overview is green, to show that the online enrolment process is complete.
Depending on your course of study, some of the next steps may vary, so it is important to
nEe
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Errors
| have already paid my fees: why am | still seeing this screen?

The Finance database and the student database are not directly linked, though there are
regular transfers of information. If you have only just paid your fees, it may be that there has
been a delay in the transfer from Finance to our database. Please log out and then look
again in another day. If you still have the message asking you to make a payment, then
please contact the University Admissions Office who will be able to adjust your records on
checking the Finance database.

Visa and passport details and Identification check
This will be done in-person when you arrive on campus.

If you are a non-UK national, you will need to have your immigration permission checked
before you can collect your Campus Card. During Welcome Week this will be in the Palmer
Building. Please have your student ID number and passport ready. In addition, you will also
need to show one of the following:

f  Biometric Residence Permit (BRP) and/or vignette (visa sticker in your passport)

I Electronic share code (to share your digital immigration permission) e.g. EUSS, BNO
and Student. If you applied for your Student permission from outside of the UK and
entered the UK via the passport eGate, you will also need to show your travel ticket.

f Evidence of a valid submitted visa application and your most recent immigration
permission
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University username

Once we have received your payment, or have received confirmation from your sponsor, and
have had a copy of your visa and passport or photo identification, you will be able to follow a
link to collect your University username. Your username will be very important to you. You
will use it to access your mailbox for University email; and to log into any computer in the
computer rooms on campus, or to access the internet on those computers, or to log onto the
wireless networks on campus. You will also use that username to log into Blackboard and
other virtual learning environments; into student timetabling; into the Finance Office
database to make a payment; and, after you have collected your username, you will use it to
log into the RISIS Portal, the student database.

Once your username has been generated, the Username box in the Enrolment Overview will
be orange to show that your username is ready for collection.

Clicking on the Username box will take you to another page for you to collect and activate
your University Username. As part of this process, and to validate your identity, you will be
asked to confirm on screen your student number and your date of birth. You will also be
asked to enter the answer to your account recovery question
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