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University of Huddersfield Student Registration for Partner Institutes

Enrolment

Overview

The process for enrolling new students under Collaborative Provision agreements has changed
from September 2008 from a paper based enrolment card system to a 2 stage electronic system.

The new system has been introduced as a result of recommendations made by the QAA auditors
following the audit of Collaborative Provision in the 2007/08 academic year to allow for speedier
access to university resources for new students.

The process will be in 2 stages:

Stage 1 will involve the Partner Institution supplying some basic student data in a pre-defined
spreadsheet and uploading this to a secure area set up on the university’s network. This will
trigger the enrolment of the students by staff in the university’s Admissions and Records Office and
will give the students limited access to various resources.

Stage 2 will involve the Partner Institution supplying additional student data via a new on-line form
following which students will gain full access to the various resources. Stage 2 also involves the
Partner Institution printing off a confirmation of enrolment form for the students to sign and which
will then need to be sent through the normal mail channels to the university.

Prior to this, Partner Institutions will need to invoke a one-off process to enable their access to the
secure area — full information on this is provided in a separate file attachment.

Stage 1 Process

Details of new students

Complete the details of the new students in a copy of the spreadsheet provided and save to your
local file area.

Using the instructions provided in the ‘Mobile Desktop Guide’ upload the spreadsheet to the
secure area provided for your institution.

Please ensure that you complete the spreadsheet fully as failure to do so will mean that we will be
unable to create enrolment records for the students and will have to contact you for the missing
information, delaying the enrolment process for the students concerned.

If you have students who are late starting a course, you do not have to wait until they start before
sending the information through — it is acceptable to send through an initial spreadsheet and
follow this up with additional uploads with additional students. However, if you do this, you MUST
ensure that only new students are contained in the spreadsheet — please DO NOT add extra
students to the end of the previous spreadsheet.

You can repeat this process for further intakes during the course of the academic year.
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University of Huddersfield Student Registration for Partner Institutes

What happens next?

On receipt of the spreadsheet, staff in the Admissions and Records Office will create enrolment
records for the students listed in the spreadsheet.

They will then notify you by e-mail of any problems, such as missing data, or, if the data is
complete, that the enrolment records have been created.

This will enable you to log onto the new web form and provide the additional data required by the
university (Stage 2).

Stage 2 Process

Log on to ‘My Students’ portal

Enter the following URL in to the address bar of a web browser:
https://halo.hud.ac.uk/silive/login.aspx

On the login page enter the username and password supplied to you. This will take you to the web
form to complete enrolment for each student.

The lagin far by Students is now integrated with the
University's central system known as the Active Directony
ALY Senice. Your AD pasaword isthe one wou use to
aocess the University's email system or for lagging inta
a campus PC.

my students :ﬁ:

* al login

Username: A0 {University network) Usermame

| - example u0201234

Password: .
Same as the password for logging
into a campus PC

University of Huddersfield
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University of Huddersfield Student Registration for Partner Institutes

Online Enrolment Guide

Once you have logged in you will be presented with the following page. Further details and screen
shots of the process are shown below:

Select student to enrol

Click the option shown below to bring up a list of students for the current cohort:

Zomplete enrolmen_tfor students starting courses in Details of Huddersfield partnership courses:
the current academic year. Code |Course Mode

r 2w and enrol studants a0 Bx210 | BA Business Studies FT (Blackburn College) | Full time
Update Student Addresses B333 | MmBA PT (Blackburn Colleze) Part time

BX950 | BA Business Studies PT (Blackburn College) | Part time

e
= 7]

Click below to view continuing students that need to
re-register for the current academic year,

Re-register Continuing $Students

View students to re-register in 20022010

Click an student name to enrol that student

Harse Date of Birth Student Code Emralment Completed
Mr Mark Anderson 11 1988 o &

Mr Alan Atherton 24 1982 000040

Mizs Joanne Ball 1 1986 a i3 26 Jun 2005
Mr Mark Ball o 1984 [=FEE | 26 Jun 2005
#r Hicholas Eall 1 1585 Q iF

Mr Dankel Barker s 1951 a i 20 May 2005
s Catherine Barnes [l 1582 a ]

Mg Anne Bevan 10 1973 i 3

#s Catherine Birch om 1900 i B

Mz Nicola Birch 13 1550 73530 03 Dec 3008
Mz Tammy Blom 29 1981 o L 07 Mo 2008
Mz Suzanne Bond Juri 15966 o n 07 Hew 2008
Miss Danielle Bowyer m 1983 a 2

Clicking on a student name will open the student in a new window:

Applicant dent Infarmatian

University of

HUDDER SF]ELD Logged In: Matthews Frayn Oy

_ Confirm This Student's Enrolment

Back to Container Click here to confirm enrolment
Edit Layourt

Page 4 of 15



University of Huddersfield Student Registration for Partner Institutes

Accept regulations and confirm course details

Enrolment Details [

Student Humber a8 4
Enroiment Code BX909 - BA Business Administration & Mgmt {5t Helens)

Course Code B926 - BA (Hons) Business Administration and Management (5t Heten's)
Course Year 1

Mode of study Part time

Enrolment Status Current Student

If the details above are not correct, please notify vour contact at the University of Huddersfield

1 Accept University Regulations

2 Personal and contact information
3 Educational background

4 Qualifications

3 Enrolment declaration

e student has agreed to abide by the University Regulations - Click here to read the full statement

Personal Details

Full Hame & Title Mr Man Hil Ml Atherton

Previous Surname

Official Mame: Alan Hill Mill Atherton
The name you wish to be Edit
used on any official Personal Details

certificate or transcript

Date of Birth 24/ g/ 1982
Gender Male
Home Address 20 Edward 5Street

Middiesbrough

Landiine Telephone: 01642 642642
Mobile: 07980 55622

Term-time Address 18 Howards End
Lepton
Huddersfield

HD1 30H [ Edit term-tim=

Landline Telephone:
Mobile: 07930 556225

Proceed >
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University of Huddersfield Student Registration for Partner Institutes

Update Personal Details

Personal Details Update

Unviersity of Huddersfield.
How showing 1 of 1

Title

Date of birth
Surnamefamily name
Forename 1

Forename 2

Forename 3

Previous Surname

Mr

[24/Aua/1982

Please check that your personal details are correct. If any details in the grey shaded boxes require amending please contact the

[ATHERTON

|Alan

[Hill

(il

Official Hame:

certificate or transcript

The name vou wish to be used on any official

|Ather‘tu:un Zlar|

Gender

¥ pale

" Female

(" Mot declared

| Save and Continue

Edit "Home Address’

Postcode

House HamefMumber & Street
Line 2

Line 3

Line 4

Line 5

Country

Telephone number 1
Telephone number 2
Mabile Phane

Fax number

Email address

Alternate Email

T3 SEN

|20 Edward Street

| | Get Address/
|

|Mi|:||:|IE5bru:uugh

For UK addresses only: click
on this button without
entering any other details

Please select the

[il country — this is

[01642 642642

|[07380 556225

Save and Continue I

mandatory
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Further Mandatory Information

Educational Background

Student's previous experience of a higher education course | Mo previous course OR it lasted less than 6 months Ii-l
{ie above A Level or equivalent) in the UK

Select the highest level of gualification currently held by the | Baccalaureate M
student

Further Information

* Nationality | England |1]
eg. for English select England

Save and Continue
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Add qualifications

Type of qualification Subject Grade

GCE AS-Level History C
If the list above iz not complete use the secton below to add qualifications

Please list the gqualifications yvou needed to gain entry onto vour course or your highest qualifications

Select option: IV
Select option: Select option to add or remove
Add another qualification. € lificati

Remove qualification qualification
List above i=s complete

Exam Year

07708

Type of qualification Subject Grade

GCE AS-Level History C
If the list above is not complete use the section below to add qualifications

Select gualification type vou wish to add (for non UK qualifications select Other):

GCSE [a]

A Lewvel: GCE =
A Level: AVCE Select the qualification type and
& Level: GCE Double &ward .
A Level: AVCE Double Award click Add

AS Level: GCE AS
AS Level: VCE AS
AS Level: GCE/NVCE Double Award AS
MNA Mational Award (1 Grade) )
NMNC MNational Certificate (2 Grades) iil Adi:||

Exam Year

Add a qualification

Type of gualification Subject Grade

GCE AS-Level History C

Exam Year

07/08

Enter qualification detail: enter the qualification type if this field is blank.

Do not change the default text in this field. You only need to

Qualification typs:

[BTEC Award | [Business Studies|

Exam/Award Year eg. 2005 Exam sitting Grade:

[ ]

| Add to gualifications list | | Cancel |
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Delete qualifications

Select qualification to delete:

Type of qualification Subject Grade Exam Year
GCE A5-Level History C o07/08
BTEC Award Business Studies MM JB/09
If the list above is not complete use the section below to add qualifications
Please list the qualifications yvou needed to gain entry anto your course ar your highest qualifications
Select option: [ 2
Select option: To delete a qualification
~dd anether qualification C e
Remove gualification / select here and click ‘Go
List above is complete |
Delete a qualification
Type of gualification Subject Grade Exam Year
GCE AS-Level History C 07 /08
BTEC &ward Business Studies MM 0809
Select the qualification vou wish to delete:
Select the

Select one...

[
] R gualification you

Select one...
GCE AS-Level Higtorv C, 07/08

wish to delete

Award

siness Studies 0

Qualifications

Tvpe of qualification

GCE A5-Level

BTEC Award

Subject Grade Exam Year
History C 07/o8
Business Studies LT 08/09

If the list above iz not complete use the zecton below to add gqualifications

Please list the qualifications you needed to gain entry onto your course or yvour highest gualifications

Select option:

v [

Select option:

2Add another qualification
Remove qualification

List above iz complete

When the list is complete select this option
and click ‘Go’
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University of Huddersfield Student Registration for Partner Institutes

Declaration
This page should be printed.

Enrolment Declaration

University Regulations

other organisations,

Services Regulations.

Student Humber
Enrolment Code
Course Code
Course Year
Mode of study
Enralment Status
Student Hame

Date

Signature

What next?
1 = PRINT THIS PAGE

2 - STUDENT MUST SIGH ARD DATE THE FORM
3 - RETURN THIS PAGE TO THE UNIVERSITY OF HUDDERSFIELD

I am aware that the unrversity will create and maintain computer and paper records on me, both dunng my course and after
I leave the University: these records will be processed in compliance with the Data Protection Act 1958,

| consent to the processing of such data for any purposes connected with my studies or my health and safety and
understand that information in the records may be used for reports both internally within the University and to external
bodies including information required for grant, loan and other bursary administration, and references to employers and

Please read the full Data Protecton statement in the Students’ Handbook of Regulations.

| understand that the oficial name ghven in personal details will be used on any official certificate or transcript issued in
respect of a programme of study at this University. | agree to abide by the Unbversity, Computing Services and Library

=]

g 40

o

X309 - BA Business Administration & Mgmt (5t Helens)

B926 - BA (Hons) Business Administration and Management (5t Helen's)

1

Print this page and ensure that the

Part time
ks student enters their signature and date

Current Student - 03/ /2009

Mr Alan Hill Mill Atherton

Click here to finish and dose
the enrolment task

[ Flaish.and. Close Window ]

Log out of the system: Click on the link on the menu on the left.
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Re-registration of continuing students

Enter the following URL in to the address bar of a web browser:

https://halo.hud.ac.uk/silive/login.aspx

Username:

Please Enter Your Login Details

AD (University network) Username
- example u0201234

Password:

Same as the password for logging
into a campus PC

Online Re-registration Guide

Select students
Further details and screen shots follow:

mmt Evrol Students

Complete enrolment for students starting courses In
the current academic year.

Wiew and enrol students (200272010 cohort)

Update Student Addresses

Institution Course List

D etails of Huddersficld partnership courses:

Code |Course

tode

BX210 | BA Business Studies FT (Blackburn College) Fall time

Bx933 | MEA PT (Blackburn Collese)

Part time

-

Re-register Continuing $tudents

Zlick below to wiew continuing students that need to
re-reqgister for the current academic year.

Wiew students to re-register in 200972010 |

Bx950 | BEA Business Studies PT (Blackburnm College]) FPart time

Chele an studant nams to re-register that student

Date of Barth Sudent Code

Mizs Michelle Cavanagh
Ml VicRorks Eslly

Ar Kurzon Maorris

ML Karen Miesr

Click here to re-register thiz student

Re-registration for continuing students
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Enrolment Details
Click to accept regulations.

Enrolment Details

Student Number 0774468

Enrolment Code HXSZ1 - Foundation Degrees (5t Helens Colege) PT

Course Code HX3L1 - Foundation Degree in Criminal Justice (5t Helen's Colege) PT route
Course Year 2

Mode of study Part time

Enrolment Status Current Provisional (cont student

If the details above are not correct, please notify your contact at the University of Huddersfield
1 Accept University Regulations

2 Personal and contact information
3 Confirmation

student has agreed to abide by the University Regulations - Chick here to read the full statement

Update Personal Details

Personal Details

Full Mame & Title Miss Janice Parr
Previous Surname

Official Hame: Janice Parr

The name you wish to be Edit
used on any official Personzal Details

certificate or transcript

Date of Birth 28/ Jans 1947

Gender Female

Home Address 20 Reginald Road
5t. Helens
Merseyside

Term-time Address

Landline Telephone:

Maobile:

20 Reginald Road
5t. Helens
Merseyside

WA 4JB

Landline Telephone:

Mobils:

Edit term-time

Proceed >
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Enrolment Declaration
Print this page for your reference.

Enrolment Declaration

Student Hame Miss Parr

Student Number 07 69

Enrolment Code HX921 - Foundation Degrees (5t Helens College) FT

Course Code HX921 - Foundation Degree in Criminal Justice (5t Helen's College) PT route
Course Year 2

Mode of study Part time

Enrciment Status Current Student - 03/ 72009

Thank vou for completing re-registration

[ Finish and Close Window ]

Click ‘Finish and Close Window’ to exit.

Now you can select another student from the list to enrol. When you have finished log out of the
system: Click on the link on the menu on the left.
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Student Addresses

This is a new feature that allows the update of student addresses in-year.

Update student addresses at any time

Previously this could only be done at the time of enrolling the student or during re-registration of
continuing students. You can now access the edit address and personal details at any time to make
amendments directly to the student record.

Selecting Students

Address details for students can be updated at anytime by clicking on the option shown below.
This will display a list of currently enrolled students — not just new enrolments, but any continuing
students also.

Complete enrolmen_t for students starting courses in Details of Huddersfield partnership courses:
the current academic year, Code Course sode
View and enrol students [2009/2010 cohort) BX310 | BA Business Studies FT (Blackburn College) Full time
o
Update Student Addreszes ﬁ Bx533 MB& PT (Blackburn College) Part time
—
B350 B# Busineszz Studies PT (Blackburn College) Part time

—

5

Re-register Continuing Students

Click below to wiew continuing students that need to
re-register for the current academic vear,

Wiew students to re-register in 200972010

Select year and course and click on ‘RETRIEVE’. Status codes available are: C=Current;
S=Suspended; W=Withdrawn.

my students: View/edit student details

Click edit to view/edit student details 10/11

How showing 1 of O

Student code Status code Course Block |Student name

I:l |EIA (Hons) Marketing Management (Top up) H.Kong |+ I:l I:l
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Click on ‘EDIT’ to view and modify student details.
Click edit to view/edit student details 10/11

MWow showing records 1 x 30 of 58

Student code Status code Course Block |Student name
C BA (Hons) Marketing Management {Top up) H.Kong D Edit
C BA (Hons) Marketing Management (Top up) H.Kong D CHAN LT Edit
C BA (Hons) Marketing Management (Top up) H.Kong D Edit

C BA (Hons) Marketing Management {Top up) H.Kong D m Edit

Update Personal Details

Click on the relevant buttons to make the desired changes.

Personal Details Home Address Term Address

Hame Ms Lai Ting Chan

Previous Surname

Date of Birth 02/ Aug/1982

Gender Female

Click on ‘CLOSE’ to exit.

Log out of the system: Click on the link on the menu on the left.
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