Updated March 2020

Self Service: Guide for Applications
From course pages, applicants are directed to the Advice for Applicants page below:
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From course pages, applicants are directed to the Advice for Applicants page below.

Part Time, Part Time, Postgraduate and Professional Courses
Postgraduate and . A ISR S 3
; ardiff Metropolitan University is proud to be known for running a wide range of popular This is the Self Service screen applicants are directed to through Advice for

Professional COUrses  career focused postgraduate, Part time and Professional courses which are fiexible and bite- LG eI Applicants on the Cardiff Met website for Home/EU. (Applicants returning to

size: ideal for those with hectic lives. They are delivered by experts, giving everyone the Sz complete their saved applications can click the Log-in button on the left)
Research Programmes assurance of excellence for which we are rightly proud. 2. Checkif the programme

has a specific deadline for Welcome te eur i Sarice Systom

Criminal Conviction Wihether you want o study on a fulor parttime basis our taffwillendeavour toprovide the - LZE T e e e ot ot i s tes g B sl 8 esgadin v i prograesod 0 onkn relen
Information appropriate motivation, support and encouragement you need. Our part-time students apply.

for a number of reasons: some are studying to gain professional qualifications and career 3.Itis essential that you o
Occupational Health development, others are returning to study after many years away, and some simply want to check the Compulsory “ “
Assessment keep active i retirement. Whatever the reason for you choosing to study, we will offer every EL S

Some programmes require

assistance to support your application.
specificinformation e.g.a

Proof ualifications.
For more information on our high quality Part Time, Postgraduate and Professional Courses, Personal Statement template
Fee Assessment and tofind a programme to suit your needs, please visit our postgraduate and part-time and/or additional
courseists. I Once Applicants click Apply they can search for a relevant programme. Applicants
Fees & Finance ) A ifapplying for RPL please will need to check the correct Year of Study is selected as this defauls to the current
Make an Online Application academic year.
see information under Make ¥e
NHS Bursaries an Online Application. -
Previous/Current Cardiff Met Students &

5. Make online application,
ensuring all required
Compulsory Supporting Documents, Personal Statements and documents are uploaded.

References
Term Dates 6. Applications can take 2.4

weeks for consideration.
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Aside from providing additional information, such as the Compulsory Supporting Documents, applicants are directed to the Self Service system to begin their application.

Self Service: Guide for Applications
Contents List

· Select a course
· Login / Create a new Login
· Personal Details
· Address Details
· Previous Education Institutions
· Secondary Education Qualifications
· Higher Education Qualifications
· Other Qualifications
· Employment Details
· Other Important Information
· References and Supporting Documents
· Terms and Conditions / Confirmation of Applications Submitted
· Application Processed
· Confirmation of completion
This is the Self Service screen applicants are directed to through Advice for Applicants on the Cardiff Met website.  
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Aside from additional information, such as the Compuisory Supporting Documents,
applicants are directed to the Self Service system.

Click to search available courses and/or make an application Click above once you have received your
email confirmation from Admissions

This is the Self Service screen applicants are directed to through Advice for
Applicants on the Cardiff Met website for Home/EU. (Applicants returning to
complete their saved applications can click the Log-in button on the left)
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There are 3 options available.  For applications, you can either select to make a new application or complete one started but not yet submitted.

Once applicants click to make a new application they can search for a relevant programme.  Applicants will need to check the correct Year of Study is selected as this defaults to the current academic year. 
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You can use our Self Service application system to apply for a postgraduate, part-time or research programme.
T There are 3 options available. For applications, you can either select to make a new
example, "art”, "spo application or complete one started but not yet submitted
Research applications - Please note we are not always able to accommodate the desired proposal and start date which may result in applicants being
offered an alternate area and/or start date. To search available pathways type “Research” in the keyword search Once applicants click to make a new application they can search for a relevant
Once your search results show, you wil be able to see further information for each option such as mode of attendance (full or part time), e.g. 1FT09, programme. Applicants will need to check the correct Year of Study is selected as this
will be visible. This refers to programme year (1), full time (FT), and start month September (0). The code 1PT04, for example, refers to year 1, part defaults to the current academic year.
Year Of Study 2017 - 2018 v
Keywords Psychology
Results (6 in total =
1
Code Title Yy e N e
<= [Click on a course code to view = = =
10409 MSc Sport Psychology more details and/or enquire, apply e
10437 MSc Health Psychology or enrol. Alternatively, hover over e
to see a summary of the course's R
10466 Msc Forensic Psychology details.
11148 Doctorate In Forensic Psychology (Top-Up)
11278 Doctorate In Forensic Psychology
11354 Master of Research (Psychology)
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All of the part-time, postgraduate and research programmes made available in the Student System will be accessible in the search, along with their intake options e.g. full-time, part-time, start month. Applicants are able to search by course code or full/part course title.
Programmes with more than one intake date in an academic year will have staggered start periods open in Self Service to avoid applicant confusion. Intake dates can be amended after an application has been submitted if necessary.
When applying for a specific programme the modes of study (e.g. full time or part time) will become available for selection.

[image: image5.png]¢ O 5-¢|@an 8 Dashbourd | Appice. | I Email Templates Naw| @ Student SefSes X | J Microsot Dynamic = o om
Fle ot View Fovoutes Toos Help
5 P Bllaunch pad % OneDrive &]V4 £ Admissions Guide PG PT... (@ Applications [] Clearing [] CMSR Home i CRM & Dashboard [ DBS checks GOV []] Hobsons /\ Dashboard - UCAS ” v B v @ v Pagev Sefetyv Tookv @+ ﬁ |Avial b L

~ ¥ Format Painter
Cardiff Prifysgol Gipbourd fo
Metropolitan | Metropolitan

University | Caerdydd

Home Contact Us (Admissions) View Basket

Course Details N

This page shows all the details of your selected course.

<< Please select a course to view its details.

10466 - 1PT09

MSc Forensic Psychology
Farttime

Page 3 of 12
View Basket  Return to Course Results

Contact Us | Accessibility

1601
10/0472017

4

I U-aex x| A-W-A-

words [[%  English (United Kingdom)

Applications (Home-EU) updated April

Mailngs  Review  View  EndNoteX? Q Tell mewhat you want &

O+ || TNomal | TNoSpac. Heading Heading2  Tile

5 Paragraph 5 Styles

Al of the part-time, postgraduate and research programmes available in the Student
System will be accessible in this search, along with their intake options e.g. full-time,
part-time, start month. (You are able to search by course code or fulljpart course title.)
Programmes with more than one intake date in an academic year. will have staggered
start periods open in Self Service to avoid applicant confusion

When you click on a specific programme the modes of study (e.g. full fime or part time)
will become available for you to select
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Once the programme is selected you will be taken to a Course Details page. Here
you wil find links to the Cardiff Met course webpages, and a link for supporting
documents if applicable.
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Once the programme is selected applicants will be taken to a Course Details page.  Here they will find a list of modules, links to the Cardiff Met course webpages, and a link for supporting documents if applicable.
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@ Once the programme is selected you will be taken to a Course Details page. Here
you wil find links to the Cardiff Met course webpages, and a link for supporting
This page shows all the details of your selected course. documents if applicable.
10466 - 1FT09 Course Details for 10466 - 1FT09: MSc Forensic Psycholoay Q‘v“—uszma
MSc Forensic Psychology

1. tme sccording tofunding counci defintions . y N . -
" 2 ? Masters degree obtained typically by a combination of coursework and thesis/dissertation,

lose- o109 [iard that does not meet the criteria for a research-based higher degree Modules: s
s P E ey . - = =
EEER OO D~ D Course Title Credits P
e i ce: Full-tine according to funding coundil definitions ddicion and Pychologica Core 0 [ S
Department:  School Of Health Sciences =
Departme Sehool ¢ Dissertation core 50 [+
: ) Dissertation Proposal Core 10 0+
Course Links:  MSc Forensic Psychology - Supporting Documents Forensic Mental Health Core 20 [
MSc Forensic Psychology - Programme Information
Legal Psychology core 10 [+
Base Fee(s) Professional Practice And Offender
core 20 [+ -
Application Fee £ Management _

Psychological Assessments And

Level: 1 Interventions Core 20 [+]
Research Methods And Design Core 30 [+]
Theories O Criminal Behaviour Core 10 [+]

For programme descriptions and requirements, you need only click the course link
where all of the up to date information will be stored.
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Description and Requirement fields are blank as the most up to date information can be accessed through the course links provided.
When applicants click Apply, the course will be placed in a basket.
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You have currently selected the courses listed below. Please click Proceed to continue your application or Continue Browsing to select another course

Academic Period _Course Code _Course Title n_Mode
[Apply for [17/18 10466 [MSc Forensic Psychology _[1FT09 _[Full-time according to funding coundi defin

Remove

When applicants click Apply, the course will be placed in the basket

Contact Us | Accessibility

By proceeding with your application you will be taken to the Login page. Students who
have applied/enrolled via the Student System previously will have a login already (if
for example, you are a previous student and have forgotten your details you can
request this from Admissions).
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By proceeding with an application, applicants will be taken to the Login page. All current/previous students will already have a login. Options are available at the bottom of the page if a username or password is forgotten. 
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By proceeding with an application applicants will be taken to the Login page. Students

Login who have applied/enrolled via the Student System previously will already have a login

Have you studied, or are you currently studying, at Cardiff Met? |

Yes  Please login with your original external email address. Do not use your Cardiff Met login f you are a current/prey

Those logging in to continue an application will come straight to this page and enter
No  Create a new login account login details they will already have set up. New users click on a link at the bottom of
the page to create a new account

If you have any queries please contact Admissions - 02920 416010 / askadmissions@cardiffmet.ac.uk

New Students - Enrolment

Once you have received the email from Admissions confirming you are ready to enrol, please log in below using your Username and
Password. Please do not try to enrol unless you have received this confirmation email.

If you have any queries please contact Enrolment - 02920 205669 / enrolment@cardifimet.ac.uk

Current Students

Current students i.e. progression between years, will need to use your Cardiff Met network login details (CardiffMet e-mail and password)
to log into the enrolment screens.

Students who have previously studied at Cardiff Met

You will already have a Self Service account for enrolment, your Username will be your original external email address and not your
Cardiff Met login details. If you do not remember your Username or Password, please use the Forgotten Password or Forgotten Username
links below. Page to set up login details

Email

Forgotten Password? .
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Those logging in to continue an application will come straight to this page and enter login details already set up. 
Options are available to click at the bottom of the login page if a username or password is forgotten.

Forgotten Username
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After logging in/creating an account applicants can proceed.
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By clicking continue applicants can start entering application information.
Personal Details
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‘The University is committed to improving student representation from all sections of the community. We are keen to encourage applicants from a wide
range of academic and social backgrounds, and we aim to provide a working and learning environment that is free from discrimination on the basis of
race, religion, gender, sexual orientation or disability. Equal opportunities information held on this page will be used for statistical purposes only.

When you are finished please click "Next & Save". Please note that at this point your progress will be saved so you can resume it at a later time.
Likewise, if you need to leave your computer, clicking “Save™ will also save your progress. This is true for all pages in the process.

About You

— S Note: The following example is when Home status is selected. Extra information is
requested for Qyerseas applicants (e.g. UKBA visa requirements)

Surname * Burson
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Gender * Female V| @ @ o o o o o o o o o o
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Place Of Birth e o
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There are help buttons (?) to assist with entering details

Date of Entry (dd/mm/yyyy)

Page6of12 629words L% English (United Kingdom)
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Mandatory fields are highlighted with a red *.  Applicants won’t be able to move to the next page unless these are completed. 
If the final box Check here if English is not your first language is ticked some further boxes will appear to be completed.
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At this stage a student status will be entered.  Home/EU/Channel I/IOM applications go to the Admissions unit and Overseas will go to International Admissions.  Not Known applications will go to Admissions and will be checked if a Fee Assessment is required before being amended accordingly.
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There are help buttons (?) to assist with entering details  
Address Details
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Address Lookup available if required

Previous Education - Institutions
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Once entered and Add Institution clicked, the information will populate in the table below it.
Secondary Education Qualifications
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Drop down boxes are provided for Examining Body, Subject, Level etc. Each box will populate once the one above has been entered.  An error may occur if trying to type in the boxes that have drop down menus. 
Once all details entered and Add Institution clicked the information will populate in the table below it.
Research and Postgraduate applicants can bypass this page of the application and enter only their Higher Education qualifications. If this page is blank, applicants can click Next & Save, as long as the form isn’t part completed.
Higher Education Qualifications
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A full title of a programme may not be listed, so applicants can select the closest relevant subject.  Applicants need not worry about a full title being selected as this can be typed in the Full Title of Qualification box. 

The Subject List 2 box allows for a second subject to be entered for a joint honours degree if required.

Other Qualifications
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=l B = Awaiting Result | From Month | From Year | ToMonth | To Year. Date Awarded
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Non-standard qualifications can be entered on this page, for example overseas or professional qualifications.  

Employment Details
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Employment Details

Please enter the details of your previous employers (if applicable) below. Once you are satisfied, dlick "Add” to add that employer to the list. If you wish
to delete an employer, select the corresponding row from the grid and click "Delete”. Fields marked with a * must be filled in to add that employer.

Employment Details

Position Held =

Name of Employer *

Employer's Address Address Lookup
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Other Important Information
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‘The details on this page are used to support statistical reporting. ULN number refers to a Unique Learner Number now pro
not a mandatory field and can be bypassed if not applicable.
If you would like correspondence through the medium of Welsh please let Admissions know (askadmissions@cardiffmet.ac.uk)
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About You [ v
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qualification? = Ifthere is a particular reference requirement at application stage the Supporting
Documents link is provided

What s your unique
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National Tdenity? = elsh Englsh United Kingdom)
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Additional information required at application stage is requested on this page.

References and Supporting Documents
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You may upload additional documents to support your application, such s your cv, qualifications, etc. Please note, any information you are unable to

upload to this page can be emailed
below.

ctly to the Admissions U

Some programmes require additional course-speci

‘You must upload a document for any mandatory items, indicated with a = in the grid

ic application documents (for example, all CSAD postgraduate programmes, MA Education and MSc Sport

Management & Leadership); these will be marked in the orid below if relevant for your programme and can be obtained from the Supporting Documents
webpage.Those not marked as mandatory are optional depending on the additional documents you may choose to supply.

Select the document type in the grid below, then browse to the file you wish to upload and dlick the "Upload" button.The maximun file size for uploaded

documents is 2MB.

File To Upload

Loaded Documents

Browse..

Con Offer Letter.docx

Course. Document Type
MAEducationApplicatior [l res
APPLICATION Birth Certificate

o
Other
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Personal Statement
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added for each programme, including the compulsory Personal Statement (or
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The Supporting Documents page is where applicants can upload additional documents to support their application.  If applicants have difficulty uploading it’s noted that they can email documents to askadmissions@cardiffmet.ac.uk.  They do not have to upload everything listed – this is just provided as a standard list for all applicants (including international).
The red * signifies mandatory uploads.  Mandatory documents have been individually added for each programme, including the compulsory Personal Statement (or Research Proposal if applying for a research programme). The link if provided for the Supporting Documents webpage if applicants need to double check requirements needed for their chosen programme.  You cannot move on unless something is uploaded to a mandatory document field.  
Browse to add documents to the Loaded Documents box. Highlight a loaded document, tick the relevant box for a document selection, then click Add to attach.
Terms and Conditions
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added for each programme, including the compulsory Personal Statement (or
Research Proposal if applying for a research programme). The link if provided for the
Supporting Documents webpage if applicants need to double check requirements
needed for their chosen programme.  You cannot move on unless something is
uploaded to a mandatory document field.
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Please familiarise yourself with the Cardiff Met Admissions Policy and Terms and Con

ons.

Please read the information on Data Protection and Freedom of Information, and understand that you will providing the University your consent to
process your personal data.

I have read and understand the above statement *

I confirm that all the information I have entered is true to the best of my knowledge =

< Back & Save [| Next & Save >
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Links are provided for the different policies applicants need to be aware of before ticking to confirm.

Confirmation of Applications Submitted
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Links are provided for the different policies applicants need to be aware of before
ticking to confirm

Home Contact Us (Admissions) View Basket

Confirmation of Applications Submitted 20126455 Katy Burson

“This page shows you a summary of your information before you subi

it

The course you are applying for is shown below. To confirm your application and progress to the final screen, please click Submit Applications. Confirmation of Applications Submitted

e et i ]
Academic Period _Course Code _Course Title n_Mode c o s Submit
|Apply for [17/18 10466 IMSc Forensic Psychology [Full-time according to funding council definitions
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Click the *Submit Applications’ button to confirm your details.
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Application Processed
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Thank you for your Application, which has now been successfully processed.

Your Student Id is 20126455. Please quote this whenever you
Please dlick the continue button below to complete the process

Please print a copy of this page for your records.

‘The following items were processed:

h to contact us.

p-cl@aw
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Date: 12/04/2017

‘Academic Period __Course Code _Course Ti

Session_Mode

[Apply for_[17/18 10466 [MSc Forensic Psychology

[1FT09

[Full-time according to funding coundil definitions

Please check the My Programmes page for updates.

Click Continue to complete your application
and for more details on what to do next.
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ticking to confirm

Confirmation of Applications Submitted

Cardiff
Metropolitan | A lian
iversity | Caerdydd

Home  Contact Us (Admissions)  View Basket

Confirmation of Applications Submitted

‘Academic peiod —Cours Code Course THie Sexsionvode
oo 1716 oses MSe Franee Prchlogy 1108l i scaring o o counh s

ik theSubmit Applcations’ bt o cofir youe dcl,

Once submitted, applicants can view the status of their application on the My
Programmes page, under Applications.
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Click continue to be taken to the After you Apply information below.

After You Apply landing page
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Research Programmes

Criminal Conviction
Information
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Assessment.

Proof of Qualifications

Fee Assessment

Thank you for your application

Fees & Finance

You have successfully submitted your application online through Cardiff Met Self Service. /7you are an international
applicant, please visit the International Office webpages where you will find further guidance and contact information for
International Admissions.

NHS Bursaries

Cardiff Met Bursaries &

Scholarships Admissions will now begin to process your application and send it to the Programme Director for consideration. Please

allow two - four weeks from the date you submitted your application for a decision to be processed.
Term Dates Track your application
Contact Us You can log in to view the status of your application at any time by using your log in detals in Self Service.
Accepting your Offer

Once you have received an offer, please ensure you familiarise yourself with our Terms and Conditions. Please note that
unless you firm your offer and meet any conditions stated, you will not receive your Joining Information which will hold
essential information with regards to induction sessions and enrolment. This will only be provided when your status is
Unconditional Firm (UF).

Postgraduate Scholarships
Funding & Fees
Additional Costs

Student Services
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After You Apply landing page

https://www cardiffmet ac uk/study/adviceforapplicants/ptpg/Pages/After You Apply.
aspx

Once submitted, applicants can view the status of their application on the My
Programmes page, under Applications.
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https://www.cardiffmet.ac.uk/study/adviceforapplicants/ptpg/Pages/After_You_Apply.aspx 

This page gives further information about how to apply for Scholarships, funding, etc.
Once submitted, applicants can view the status of their application in Self Service on the My Programmes page, under Applications. They will also receive an email notification to confirm submission.
