Letterkenny Institute '
_-q

of Technology %

Pre-Registration User Guide

To complete the pre-registration process, please follow steps 1 -21 in sequence as outlined in this
user guide.

The address for pre-registration is:

http://Iwww.lyit.ie

Note: To complete the pre-registration process, you must have JavaScript enabled on your web browser.
It is usually enabled by default. If you encounter problems with the registration process, see Page 12 for
instructions on how to enable JavaScript.

1. After you type in the address “http:\\www.lyit.ie” the Homepage will appear. Click on Registration.
The Admissions page will now appear. Scroll down to the section HEA Data Collection at
Registration. Click on the highlighted link to connect directly to the data collection page.

2. The User Login screen will be displayed. Enter your User ID and PIN Number.

—_ ";r SUNGARD 5CT HIGHER EDUCATION

HELP  EMIT
User Login

on Murmker (PN, When frshed, dick Legn

JF Please enver your user identification Number [I] and your Personal ider

Whan you sra firished, plaase Bt and close your Browsar to profect your pracy

User 10: |
PIN:

togin] [ Forgor e |

RELEASE: 7.2
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3. The Main Menu page will appear. Click on Personal Information.

R EIRGIG sk Alumni Services Development Officers  Student and Financial Aid  Employee Services
Search | = SITE MAP

Welcome, Brendan Barr, to the LYIT WWW Information System! Last web access on Aug 13, 2008 at 11:54 AM

Student Services & Financial Aid

View yg

Personal Information

— Step 1. Click on Perzonal Information.

Viiew or update your address(es), phone numbes{s), e-mail address(es), emergency contact information, & marital status; View name change & sociz

her change information; Change~otr PIN; Customize your directory profile .

- ebCTcorn,, The e-Learning Hub

Find online help, research tools, discussions, and more!

Return to Homepage

4. The Personal Information menu will appear. Click on Update Emergency Contacts.

[ FR GGk Alumni Services  Development Officers  Student and Financial Aid Employee Services

Search | 6ol RETURN TO MENU

Change Security Question

View Emergency Contacts
date Emergen[u]a Contac Click on "Undate Emergency
ontacts

RELEASE: 7.2
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5. The Personal Information menu will appear. Click on New Contact.

AT RNk Alumni Services  Development Officers  Student and Financial Aid Employee Services

Search Gol RETURN TO MENU  SITE MAP  HEL

Update Emergency Contacts - Select Contact

1 Your current emergency contact information is listed below. To update a contact, click the name of the contact you wish to update,
add a new contact, click New Contact.

Emergency Contacts

Order Address and Phone Relationship
1 New Contact

Click on Mew Cortact

[ View Emergency Contacts ]
RELEASE: 7.2

6. The Update Emergency Contact Details Page will appear. Enter emergency contact information

as requested and then click on Submit Changes.

Update Emergency Contacts

(,E) Enter a new emergency contact below. When finished, click Submit Changes.

Remove Contact: [~

order: Il_

Relationship: No list available.
First Name: I

Middle Initial: I

Last Name:

Erter all relevant details

Address Line 1:

Address Line 2:

City:
State or Province: |pot Applicablej

Zip or Postal Code: I

Country: |Ire|and |

\Area Code: I Phone Number:l Extension: I_
df Submit Changes ;b—ResebI—When completed click on Submit Changes

|
|
|
\Address Line 3: |
!
|
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7. To add a secondary emergency contact detail click on New Contact and repeat step 6 or proceed
to step 8.

Update Emergency Contacts - Select Contact

J/ Your current emergency contact information is listed below. To update a contact, c
add a new contact, click New Contact.

Emergency Contacts

Order Name Address and Phone Relationship

1 Joe Soap  Main Street
Letterkenny
Donegal
na

Ireland i ih t add dary contact click on New Contact
0?4 999999 YOU WIEh 10 add & Seconcary Contact CICK an Mewy L.onta

and repeat the process.
2 MWew Contact

[ View Emergency Contacts ]

8. Click on Student and Financial Aid tab.

IR Bk Alumni Services  Development Officers” Student and Financial Aid “Employee Services
Search I El RETURN TO MENLU
Click on Studlent and Financial Aid

Update Emergency Contacts - Select Contact

\EJ Your current emergency contact information is listed below. To update a contact, click the name of the contact yo
add a new contact, click New Contact.

Emergency Contacts
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9. The Student Services and Financial Aid menu will appear. Click on Pre-Registration.

* Student & Financial Services - Windows Internet Explorer

Go

Eile Edit Wew Favorites Tools Help

'i':;’ oty |’_,é5tudent&Financial Services I | f}i + B @ - |iskrPags - {:; Tools =

- !é, htkps: f{ssb. ancheim. ig/lyit/app/owblawbis, P_GenMenu?name=bmenu.P_3tuMaintng V| ﬂ 1| % |

I

s Institivid Letterkenny
l l t T'_’Tc_nen-Laio?hta Institute
ﬁ Leitir Ceanainn of Technolaogy

Personal Information Alumni and Friends Advancement Officers E3(0LETId Financial Aid Employee Finance

Search | | (o) RETURN TO MENU SITE MAP HELP EXIT

Student Services & Financial Aid

Student Records

Display vour final grades.

Pre Registration
HEA Pre Registration Survey

RELEASE: 8.1 ;‘;Jmmausksnumm
foane [ € mnternet H 00 -
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10. On the Welcome page select the appropriate term from the drop down menu. Click Submit.

15‘ e

e
Ssearch 2] SITE MAR HELE  ENIT
Welcome

dug 14, 2007 11733 Ak

AR vislcoma to the arvine
infarmanen gatnares

Sfitioral infarmation colacted for registration processng
=king £n tha “Submit Detalls” Burtan

Flease begin by selectng the acadess sestan you wah o

regrster for

Select a Term: | Full Academe vear 200765 -

| Submit

RELEASED 7,2.AC

11. Review your contact details and ensure they are correct. Click Next.

'51:I:L|_'-._-'a'iut- fdev.ancheim.ie: 9014/ ssbitrainfapp/bzskrcon.P_ContactDetilisp - Microsoft Internet Explorer provided by Hewlett-Packar

Fle Edt Mew Favorlles Took Heb

[T L i) Alumni and Friends ST s a0l Employee Services

Search

SITEMAP HELP EXIT

Contact Details

REGSTU Regstu Sample
Full Academic Year 2007/08

Apr 17, 2008 03:24 PM
q Please review your contact details shown below. If you need to amend any of this information please contact Student Services.

Addresses and Phones

Home Phones

Current: Jul 19, 2007 - (No end date) Primary: None Provided
Address ine 1 Mobile: 1111111111
Address line 2
County,
Other
Ireland

Mailing/ Cor "

Current: Apr 14, 2008 - (No end date) Primary: None Provided
Address line 1
Address line 2
County,
Other
Ireland

| Next l

RELEASE: 7.2.1.AC v
£]

® Interner

12. If you wish to add an email address select the type of email address to insert from the drop
down menu and click Submit. This will lead to a page where you can enter your email
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address and a comment. When you have completed this section click Submit. If you wish to
add a different email address click on Select a different e-mail address to insert. When you
return to the main E-mail address page and have reviewed the data click Next.

¢ — '-gr SUNGARD SCT HIGHER EDUCATION

Personal Information § Student and Financial Ald YET VS-S0V e

Search |E__u| SITEMAP HELP EXIT

E-mail Addresses Full Academic Year 2007/08
24,AUG, 2007 03133 PM

i Insert 3 new e-mail address by selecing address type from the drop-down list and clicking Submit.

E-mail Addresses

College email address
Bcollege.ie

Home email address
@home.ie
Comment: My home address

Type of E-mail to Insert: | gqjeq v! Eubmn_l

Nedt
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Version 3.0

13. On the Personal Information page review any existing information and answer the questions.
Click Next.

“"‘gr SUNGARD SCT HIGHER EDUCATION

Personal Inform FUGHSTETRRCTER  Employee Services
Search @ SITE MAP HEL® EXIT
Personal Information Full Academic vear 2007/08

24,AUG, 2007 04:05 PM

@ Flease revisw and undate, where appropriate, the information below:

Birth Date: Day |Mone Available ™ Monith | None Available ™| Year (Yyvy)
Gender: O Male © Female & No Response
PPS Number 0000000): [
|
Country of Birth: | - al |

Nationality: [ |

1 Learners with a disability

If you have a disability please indicate this by selecting Yes or No as appropriate below. The purpose of asking this question is to assess the extent to
which learners with a disability are participating in higher education. The information is also necessary to plan and resource services and supparts so
that leamers can successfully participate in and complete their higher education course. As with all other information in the registrabon form, the data
provided will be treated confidentially.

Do you have any of the following long-lasting conditions? Tick Yes or No as appropnate.

(a) Blindness, deafness or a severe vision or hearing impairment: O vas O No
(b} A condition that substantially limits one or more basic physical activities such as walking, climbing stairs, O Yes O No
reaching, lifting or carrying:

(<) A specific learning dificulty (e.q. dyslexia): O ves O No
(d) A psychological or emotional condition (includes a mental health difficulty): O ves O No
(e} Other, including any chronic illness: Q Yes O No

If you answered "Yes' o any of the conditions specified above, do you reguire additional educational support{s)?: © ves O No

e ]

RELEASE: 7.2.1.AC
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14. Complete the Further Information page and review. Click Next.

=] SUNGARD 5CT
T

W s DAY

Saarch

Further Infarmation N S e

e

W Fiesie weeass v fteaing guesann

2 Learnérs facing soclal andior econamic bassiers ro highesr aducstion

The quastians bekow are aked in srder ta assess tve axtent b from 24 e
adhizaton, It i . gecfer £0 Kanie TERDUITS 10 SDPOrT ey T s Ehls DarTCDIte 1 a0 Complete T
begher wOucation course. A Wi 0B nther sfurmation gathered ot regists ston. U1 séermston preveed = e frested Confdertats

1) Blnase insicate the status of your sarentialposdanis) au & aopes o oo

MOTHER] GUARDIAN FATHER GUARDLAN
(g

Emploved /AL Work: =) Empbyed (A .
nemploved: o Uneangicered: &
iome Duties: o Home Duties: ¢
i o [, p
Dncoased: Decnused: ¢
ther: o otmer:

e e Bt SXTUALGN OF s Serer k) st ey S SR 0 S (e ety

M) your awventin) i omplywd pledse star
Facte Bk, £F PG % A iy TNt AR ecorsd s LAST Coniaation s,

Mither/ Gasrdian
Wathnr/Gasriian:

*Eaplanatory male on occupation”

B30 AP (AR G440 The CCCLEIOBIN B3 NUlly 3ol DRCIbaly 30 DOUIbbe, LANYD BSOS Pl By whac Dow 388 i M, SLAEwg e 1ySw of

ork Sor B, wikers RIDRODTIRLE, thve Wvel of arscriy BUCT AR SUDOIViSO! OF Manage T e—— T of

tiona which s be sed

Mator Machanc Buddar’s Lsbourar ol Engineer Gas Fittr Garage

Laboeatary Tachecian  Doch Labourer Electrcal Engreer AP T — e Forwman

Hha trores Tachrcuan Food Procass Worka Ewcratary/Receptinmat B Rtk 2o, T Marager

Garearal b mich a8 Mariager’, 'Chvil Sarvant” Tedhnicin’, Tabeurer, Engneer. Timer', Tormsan Mechan, Comuter b o be sted s

(Y 151 rotpecs oF prasant (e 4ot} coeunatess pasnn rovata

[prre— .
Self- Employed (el larmer) withoug pasd ensshoyiss: - -
Sell-Employed (incl. Enrmer) with pasd employess: - -

v} ¥ your aarentinlpuardienin) ave farmers:

Flasss indicate the s of the famis)

200 mres or aver: )
100-195 aeres: c
5009 acres: ¢
2049 acren: C
Under 30 acres: o

3 Data on cultural and ethnic background of learmers
WL Y0ur sthesc er STl MeCHDUNG

Chaose OHE saction fom & to D, then select tha appropriate box,

Canr Satucion

A, White

1. ek
2. Irish Travelier:
3. Amy other White background:

. Black ar Black Irish

. African: o
. Ay athor Black backgrosnd: -

. Aslan or Asian Irish

o, Aslan:
7. Ay other Asian backgrousd;

0, Othr, Inclading mixed
ackgraund

. ther: o
Write in descrutian

Are you @ lnarmer from & country outaide the U7 0 wea C
D

i

() A student visa: s O -
(b} An emgloyment permit D v O e
() Retugee status In Trelasd: e 0
{4} Loarvn 1o remmain b Eratand oe humanitsrian sr sther grousdi i

Mt of the shave - plaass spocty:

Chan ]

RELEASE: 7.2 1AL
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15. Please review your Second Level School details and click Next.

16. Please review your Emergency Contact Details and click Next.

17. Please review your Bank Account Details and click Next.

18. Complete the Fee Liability Assessment Page and review. Click Next.

- — -;T SUNGARD SCT HIGHER EDUCATION

Personal Inform

Search [32) SITEMAP HELP EBWIT
Fee Liability Assessment Full Acadenmic Year 2007/08

24,AUG, 2007 04:21 PM
&} In oroer to determine if tultion fees are due please answer tha following questions:

Eligibility for FREE FEES Scheme

@ Lcarners ar= required to pay tuition fees unless they are desmed exempt. Please complete this section of the form in arder to allow us to assess ehaibility for
axemption from the tuition fees.
0Q1: Have you previously attended any Third Level Institution? : & vae < o
If vou have answered YES then please complete the section below
Previous Third Level Institutions
Institution Name Altended Attended Full Title of Course Overall Exam Stage/ Type of Funding
From Date To Date Resull Year received

Coliegs
Add Institution

Q2: My guardian and I (where I am under 23 on January 1st of this year), have spent 3 of last 5 years in an EU 0 vas O No
country, and can produce documentation to verify this:

Exemption from payment of Non-tuition Student Services Fee

q Al learners ars required to pay @ nen-tuition fes of £825, unless exempted. Ploase bick ene of the opbions below, i apphcabls.

Grant Applicant - T can preduce a letter from the VEC / Local Authority confirming my grant award. El
Back to Education Allowance - I can produce a letter from my local Social Welfare Office ¢ my to this alk 0
[ mexr

RELEASE: 7.2.1.AC

19. Please read and ensure you understand the declaration on the Final Page. Click Submit
Details.
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20. Review the Signature Page. Click Print to keep a copy for your records or alternatively click
on File-> Save As to save a soft copy to your hard drive.

cess_final_page - Microsoft Internet Explorer provided by Hewlett-Pac

Bl Edit  Yew

SUNGARD SCT HIGHER EDUCATION

[EErOH B AT Alumni and Friends ETTETETTRSTETSAEL  Employee Services

Search | SITEMAP HELP  EXIT

. 00000425 Sample, Studentl
Slgnatu re page Full Academic Year 2007/08

Apr 17, 2008 03:56 PM

INSTITUTE TO INSERT TEXT HERE

Name Sample, Studentl

1D 100000425

Programme Code CC_ONLINEREG

Programme Description Honours Degree in Online Reg
Term Selection Full Academic Year 2007/08
Date 17-04-2008 15:56:45

RELEASE: 7.2.AC

&) Core § Internet

21. Click Next to return to the main menu. You have now successfully completed the pre-
registration process.
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How to enable JavaScript in your browser

Windows Internet Explorer
1. Onthe Tools menu, click Internet Options, and then click the Security tab.

2. Click the Internet zone.

3. If you do not have to customize your Internet security settings, click Default Level. Then do
step 4

If you have to customize your Internet security settings, follow these steps:
a. Click Custom Level.
b. In the Security Settings — Internet Zone dialog box, click Enable for Active Scripting in the
Scripting section.

4. Click the Back button to return to the previous page, and then click the Refresh button to run
scripts.

Mozilla Corporation’s Firefox version 2

1. On the Tools menu, click Options.

2. On the Content tab, click to select the Enable JavaScript check box.

3. Click the Go back one page button to return to the previous page, and then click the Reload
current page button to run scripts.

Safari Web Browser
1. Open Safari.

2. Select Preferences from the Safari menu.

3. Click Security.

4. Check both Enable Java and Enable JavaScript.

5. Close the window.

6. Click Reload
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