Appendix 10
Admissions, Applications, Enrolment and Module Registration Processes











The collaborative institution will supply the UEL School Administrator with an Excel spreadsheet setting out the details of each applicant accepting an offer of a place: this spreadsheet is a standard format – see template spreadsheet titled “Collab Spreadsheet template May 11” – for data required by Admissions)








Upon receipt of the spreadsheets, the School Administrator will check these for completeness and will email to Admissions





Once Registry receives the spreadsheet from Admissions, they email the applicants with login instructions for enrolling via UEL Direct.  Where module diets have been set up by Schools, IT will email students with instructions to register their modules.





Once Admissions have transferred the data to the enrolment part of the database, they will email the spreadsheet with the student numbers back to the School Administrator and copy the Senior Registry Officer and Head of Registry in the email.  Where module diets have been set up by Schools, IT will email students with instructions to register their modules.





Students enrol online via UEL Direct.





UEL School Administrator and staff at the partner institution check the students’ enrolment and module registration status via DELTA (UEL staff) or the staff vista (collaborative partners).  Those who have not enrolled and registered on their modules should be contacted by the School and/or the collaborative partner and assisted where necessary.  





ID cards produced by Registry for fully enrolled students based on jpg files sent by the collaborative partner to the School Administrator.
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