
 
 
 

 
 

              
       
1.1 This is the Self Service Registration home page.  To register, click on the ‘Register Here’ link. 

In the ‘Student Announcements’ section will display information about Registration. 

 
 

 
 
 
 
 
 
 

1.2  
 
 

New Applicants should click on the ‘New Students’ link or the ‘Register (Applicants)’ tab.   
Continuing students should click on the ‘Continuing Students’ link or the ‘Re-register’ tab. 
 
The ‘My Details’ tab shows a summary of their biographical information.  The ‘Applications’ tab 
show the progress of any applications they have with the university and the ‘Registrations’ tab 
shows any completed registrations for the student. 
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PURPOSE:  To show an overview of the Registration process within ISIS Self Service 
 



 
 
 

 
1.3 The screen displays the programme the applicant is eligible to register for.  Select the ‘Register’ 

link. 
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1.4 If applicable you can return and register for another course on this session.  Click on the ‘Proceed’ 
button. 
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1.5 Once the required programme(s) have been selected, continue with Registration by selecting the 
‘Next’ button. 

 

 

1.6 The applicant must update all the screens to complete Registration. To navigate back and forward 
via the screens, click on the ‘Next & Save’ button at either the top or bottom of the screens. 
A continuing student will not need to complete all the screens, as information will have been 
collected when they registered as a new student. 
This screen details where the applicant enters their biographical information. 

 

 
 



 
 
 

1.7 Navigation to the previous screen can be accessed by clicking on ‘Back & Save’ button at the 
bottom of the screen.  Work will be saved before you are returned to the previous screen. 

 

 
 

1.8 Address lookup functionality is available via Quick Address.  Click on the ‘Address Lookup’ 
button, and a pop-up box will appear. 
Type in the post code and click the ‘Search’ button, then click on the ‘Select’ button once the 
correct address has been retrieved. 
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1.9 If the applicant has a term time address, click on the ‘Tick if your permanent address is different 
from your term time address’ and enter the term time address. 
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2.0 This screen details where the applicant would enter their Emergency Contact details. 
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2.1 Previous institutions the applicant has attended can be entered.  Information can be added, deleted 
and amended here. 
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2.2 HESA details can be entered on the screen shown above, for example; 
• Parents occupation 
• Dependents 
• Highest qualification 
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2.3 This screen shows where the applicant enters their fee payment details.  Applicants must 
select 1 of the 3 options for Part 1.  
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2.3 If you are paying all the fees yourself select ‘I will pay all fees myself for all course’.  Part 2 
– ‘Paying All Fees’ details how an applicant pays following receipt of an invoice from the 
University. 
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2.4 If a sponsor is paying your fees select the second option in Part 1.  Then Click on ‘[+] Add a 
Payer’.   

 

 
 

 
2.5 The next section ‘Who will pay your fees for this course?’ will now be displayed.  Select a 

payer from the drop down box. 
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2.5 You will then be allowed to enter your sponsor information.

 

 

 

 
 



 
 
 

2.5 If ‘My Sponsor, SAAS (Students Awards Agency for Scotland) or SLC (LEA) will pay all 
or part of my fees’ has been chosen as per 2.3, applicants will be presented with the screen 
below and must insert the appropriate details in the ‘SAAS details’ field. 
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2.6 If applicants are exempt from Fee payment and have selected that option, the screen below 
will appear. 
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2.7 The applicant will then be presented with the ‘Declaration’ page and must tick both boxes to 
confirm they have read, understood and agreed to the rules, regulations and policies. 
Applicants cannot complete Registration unless they have ticked both boxes. 
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2.8 Once an applicant has reviewed the information on the screen and confirmed their 
acceptance of the information, select ‘Submit Registrations’.  This signifies that the student 
has completed their registered intent to return.  Any errors can be amended by selecting 
‘Change Details’. 
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2.9 The applicant will also receive a confirmation e-mail.  Select the ‘Print Page’ to print as 
required and must select the ‘Continue’ button to complete the process. 

 

 
 

3.0 Once the applicant has completed the Registration process they will automatically be 
directed to the Student information page.  To fully exit Registration select the ‘Close’ button 
on the browser. 
 

 


