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Introduction 
 
In this guide, we will show you how to complete your online enrolment. If you are a new 
student at the University of Roehampton, you will receive emails with a link to complete your 
online enrolment, and your Roehampton email address and password for logging in. If you 
are a continuing student, you will receive an invitation to enrol that will allow you to log in 
using your existing Roehampton email and password. 
 

Online Enrolment 
 
Once you have logged in, you will be presented with a series of tasks on the left hand side. 
You are required to finish every one of these tasks in order to complete Online Enrolment.  
 

 
 
Click into each task and complete them one by one in the order they are presented to you – 
the status at the side of each task will change from ‘Pending’ to ‘Completed’ when you have 
successfully finished it. 
 

 
 
Every time you complete a task, the status bar at the top of the page will also update with 
the number of tasks remaining. 
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Student Contract & Declaration 
 
The first task you will be presented with is to review and accept the student contract. 

 

Clicking the link will open a new tab, where you will need to read the contract and other 

related University regulations, policies and procedures.  

 

When you are happy to proceed, return to Online Enrolment, tick the checkbox, and press 

‘Continue’. 
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If you are a new overseas student, you will also need to review and accept the Student 

Route contract. 

 

Once you are happy you have read through and understood the terms and conditions, tick 

the checkbox to indicate you agree to the Student Route contract. Then press ‘Continue’.
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Your Personal Details 
 
The next task is to confirm your personal details. Some of these details will be greyed out to 

indicate that you cannot amend them yourself, including your name, gender and date of 

birth.  

 

You will need to enter or amend other details, which have an asterisk next to them to 

indicate they are a required field.  
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Enter your mobile phone number, making sure that the number starts with ‘07’ if it is a UK 

number, or ‘+’ if it is an international number. 

  

Then enter your personal email address. 

 

For the next four questions, click the arrow to display a dropdown list of values and choose 

the relevant value for your gender identity, sexual orientation, religion, and ethnicity. 
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Once all this information has been provided, tick the checkbox and click ‘Continue’. 



 

9 
 

 

Additional Information 
 
In the ‘Additional Information’ task, click the arrow next to the first three questions to display 

a dropdown list of values and choose the relevant value for your parents’ higher education 

qualifications, your highest qualification, and your last place of study. 
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You are provided with the opportunity to disclose any disabilities. If you would like to do so, 

click the arrow to display a dropdown list of values and choose the relevant value.  
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You can also add any additional disabilities you may have by clicking ‘Add Another 

Disability’, which will create another box for you to select a value. You can add up to 9 

disabilities. 

 

Once you have provided the relevant information, tick the checkbox and click ‘Continue’. 
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Your Address Details 
 
The next task is to confirm your home and term-time address details. Your home address is 

your permanent place of residence and where you will return to during vacations and upon 

completion of your course. If your home address is in the UK, tick the ‘Yes’ value and you will 

be able to use the postcode lookup functionality.  

 

Enter your postcode in the search box and press ‘Search’ 

 

After a few seconds, a dropdown list will appear – select the value that corresponds to your 

address 
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Please note you may need to click the dropdown list again to get to your specific house, 

which is the case with this example 

 

This will then populate the address fields for you. 

 

If your home address is a UK address, you will also need to provide a country value by 

clicking the arrow next to the ‘Country Region’ question and choosing the relevant value 
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Finally, you have the option to provide a landline phone number for this address. 

 

Next, you must provide your term-time address. Click the arrow next to the ‘Type of 

Accommodation’ question and choose the relevant value. 

 

If you are living in University accommodation, select your Halls of Residence from the 

dropdown list. 

 

The majority of the address fields will then be populated with the University address 

information – you just need to provide your room number in ‘Address Line 1’. 
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If your home and term-time addresses are the same address, tick the checkbox next to ‘Use 

Home Address’, and details will be populated below. 
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Once all the information has been entered, tick the checkbox and click ‘Continue’. 

 

Emergency Contact 
 
You can then move on to confirming your emergency contact. Enter their first name and last 

name, and choose how you know them from the ‘Relationship’ dropdown list. 
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Provide their address and telephone number in the fields provided. 

 

 

Once the details of your primary emergency contact have been filled in, you have the option 

to add an additional emergency contact by clicking ‘Add a Contact Address’. 
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After all the information has been entered, tick the checkbox and click ‘Continue’. 

 

Photo Upload 
 
You are required to upload a photo for your student ID card. Make sure you submit a photo 

that meets the requirements listed on the screen. 

 

To upload a photo, tick the checkbox next to ‘Student Photo’ and then click the paperclip 

icon. 

 

Click ‘Choose File’ and select the relevant photo from your documents. 
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After selecting the file, click ‘Upload’. 

 

You can preview your file by clicking the eye icon, or if you want to remove the file and select 

another one, click the bin icon. 
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When you are happy to upload your photo, click the X icon to exit the attachment window. 

 

Press ‘Continue’. 

 

Identity Document Upload 
 
You are also required to upload an identity document. Make sure your document is one of 

the forms of identification listed here.  
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Tick the checkbox next to the form of identification you want to upload and then click the 

paperclip icon. 

 

Click ‘Choose File’ and select the relevant file from your documents – please note you can 

upload a maximum of 5 attachments. 

 

After selecting the file, click ‘Upload’. 
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When you are happy to upload your photo, click the X icon to exit the attachment window. 

 

Press ‘Continue’. 

 

Confirm Programme(s) of Study 
 
To proceed with registering onto your modules and paying your fees, you must first confirm 

your programme of study. When you click into this task, your chosen programme at the time 

of your application will be presented to you.  

 

If the information shown on the screen is incorrect, do not proceed – instead, tick the 

checkbox next to ‘Programme Incorrect’ and raise a service desk ticket. You will not be able 
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to complete your module selection or fee payment until the programme is corrected, but you 

can complete the Future Ambitions and Study Needs section in the meantime. 

 

If it is correct, tick the checkbox next to ‘Programme Correct’ and press ‘Continue’. 

 

Module Selection 
 
Once you have confirmed all your programme details are correct, module registration is the 

next Online Enrolment task to complete. Click ‘Module selection’ and a new tab will open. 

 

This will take you to the Module Registration screen. Only return to the original tab to 

complete your other Online Enrolment tasks after completing module registration on this tab. 

Make sure to add your module selections for each of the terms you are studying in the 

academic year – this could be two or three terms depending on your programme. 

 

Select the first term you will be studying in – for April starters, this will be Summer 2025; for 

September starters, this will be Autumn 2025. 
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Your programme should then appear in the ‘Study Path’ section. Press ‘Continue’. 

 

This will take you to a list of modules for your programme, including information about which 

ones are compulsory and further details about any options where applicable. This example 

has all compulsory modules, which means you need to register onto each one listed unless 

detailed otherwise in the text on the right-hand side. 

 

This other example has a mixture of compulsory and optional modules. The text on the right-

hand side will detail the requirements of the programme, including which compulsory 

modules need to be taken and how many optional modules should be selected. As you are 

adding modules, you can always return to this by clicking ‘Requirements Summary’ at the 
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top.

  

To add a module, click the module from the list on the left and then select ‘Add’ on the right. 

 

The added module will then appear under the summary section, which gives a view of all 

selected modules for the term.  

 

The number of credits a module is worth can be found in the ‘Credits’ field – for example, a 

module with a value of ‘20’ in this field is worth 20 credits. This information is useful when 

selecting optional modules, as the requirements summary will tell you how many credits 

worth of options you should take. 
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Please note that the ‘Meeting Times’ and ‘Schedule’ sections are not used to indicate exactly 

when a module is running. Check your timetable information when it is made available to get 

specific details about your modules. 

 

The ‘Meeting Times’ can be useful when you have two different module sessions displaying 

in the same term – hover over the Meeting Times and it will give you approximate dates for 

when the module starts. 

 

If you want to drop a module, click on the arrow under ‘Action’ to open the dropdown menu 

and select ‘Remove’. 
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If you click into a module and get a message that ‘The module you are selecting is not 

available in this term’, you will need to select it from another term. 

 

Once you have added all modules required and available for the selected term, click submit 

on the bottom right of your screen.  

 

If there are any errors, you will get this message in the top-right of the screen.  
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Check the ‘Summary’ box to identify exactly where the issue is. If any of the modules have a 

status of ‘Errors Preventing Registration’, there is a system restriction preventing you from 

registering onto this module e.g., you need to take the module in a different term, or you are 

not allowed to take this module without taking another module first. 

 

Press ‘OK’ to the error message, and hover over the ‘Errors Preventing Registration’ status 

to see why you are prevented from selecting this module: in this example, there is a ‘Student 

Attribute Restriction’, which means you need to take the module in a different term. 

 

In another example, the ‘Prerequisite and Test Score error’ means that this module cannot 

be taken as you have not selected the module that needs to be taken with it (which will be 

detailed in the ‘Requirements summary’ section). 

 

Press ‘Submit’ again and your module selections will go through, but any modules with 

errors will be not be submitted. 

You may still get a notification that suggests requirements are unmet, but there are no error 

messages in the ‘Summary’ box. This just means you still need to complete your module 

selection for the other relevant terms. 



 

29 
 

 

Press ‘OK’ and then ‘Select a Term’ to return to the first page. 

 

Return to the first page and repeat the module selection steps for the remaining terms, until 

you have ticks across all of your module rules. Please note that this will likely not apply to 

you if you are a part-time student, as you will be taking fewer than a full year’s worth of 

credits. 

 

You can now return to the module selection step in the Online Enrolment process, which will 

have remained open in your original tab. Refresh the screen and all modules you have 

selected will be displayed here.  
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Once you are happy to proceed, tick the checkbox and click ‘Confirm Module Selection’. 

 

You will now be able to proceed with paying your tuition fees. You will only be able to fully 

complete Online Enrolment if you have selected the right number of credits for your 

programme – if you have not, the system will prompt you at the final ‘Complete Enrolment’ 

step to return to the ‘Module Selection’ step and make corrections. 

 

Go back to the ‘Module Selection’ task and click the link to open ‘Register for classes’ in a 

new tab. 



 

31 
 

 

If you need to add more credits, choose a term and select the relevant module(s) from the 

left-hand side without a tick next to it. Then press ‘Add’ and ‘Submit’ as you did with the other 

modules. 

 

If you need to remove credits, choose a term and select the relevant module(s) from the 

‘Summary’ section. Click on the arrow under ‘Action’ to open the dropdown menu and select 

‘Web Drop/Delete’. 

 

Finally, press ‘Submit’ and the module’s status will change to ‘Deleted’. 
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If you would like to make any changes to your modules after completing Online Enrolment, 

or if you have any further questions regarding module registration, please raise a service 

desk ticket via this link: https://servicedesk.roehampton.ac.uk/support/catalog/items/214.  

Tuition Fee Payment 
 
The Tuition Fee Payment task in Online Enrolment gives you a summary of the tuition fees 

you owe for this academic year, which is calculated based on your total year’s fee minus any 

deposits paid or fee discounts applied.  

 

If your fee does not look right or there are details such as a deposit or scholarship missing, 

please tick the checkbox next to ‘Yes’ and raise a service desk ticket before proceeding.  

 

If you are happy that your outstanding balance is correct, review the payment options 

available and tick the checkbox next to the option that applies to you. 

Self Payment (In Full) 

If you are paying your own fees in full, you will be entitled to a 2% discount. Tick the 

checkbox next to ‘Self Payment’. 

https://servicedesk.roehampton.ac.uk/support/catalog/items/214
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Then scroll down and press ‘Save & Review’. 

 

You will be taken to a second screen that shows your payment method and the amount that 

is payable now, which should have a 2% discount applied. 

 

Tick the checkbox next to your method of payment and click ‘Confirm Payment Options’ 
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Pay by credit/debit card 

If you choose to pay by card, the payment portal will open in a second tab. Press ‘Continue’. 

 

Enter the payer’s details and press ‘Continue’. 
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Enter the card details and press ‘Continue’. 

 

Review the payment details and click ‘Confirm’. 
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A ‘Payment Successful’ screen will appear. Press ‘Continue’.  

 

Return to Online Enrolment and refresh the page. Go to the ‘Tuition Fee Payment’ task and 

click ‘Complete Fee Task’. 

 

International Bank Transfer 

If you pay via bank transfer, a new tab will open for you to enter your details. 
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In the meantime, the Tuition Fee Payment task will stay at ‘Submitted’ with a ‘Current 

Review Status’ of ‘Review needed’ until your funds are cleared and the Finance Team 

approve your payment. 

 

Once the Finance Team have received your payment, the ‘Current Review Status’ will 

change to ‘Review approved; can update’. 

 

Click the Tuition Fee Payment task and press ‘Complete Payment’. You will now be able to 

complete Online Enrolment. 

 

Self Payment (Instalments) 

If you are paying your fees in instalments, tick ‘Self Payment’ and ‘Paying In Instalments’ and 

then choose your preferred plan from the dropdown list. 
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Scroll down and press ‘Save & Review’. 

 

You will be taken to a second screen that shows your payment method and the amount that 

is payable now, which should be a single instalment of your overall fee. 
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Tick the checkbox next to ‘Pay by credit/debit card’ and click ‘Confirm Payment Options’. 

 

You will be notified that an instalment plan has been added to your account. Click ‘Pay First 

Instalment’. 
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The payment portal will open in a second tab. Press ‘Continue’. 

 

Enter the payer’s details and press ‘Continue’. 
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Enter the card details and press ‘Continue’. 

 

Review the payer details and tick the checkbox authorising Flywire to store and charge your 

card for each instalment. Then click ‘Continue’. 
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Review the instalment plan details and press ‘Continue’. 

 

A ‘Payment Successful’ screen will appear, which will include your instalment plan reference. 

Press ‘Continue’.  

 

Return to Online Enrolment and refresh the page. Go to the ‘Tuition Fee Payment’ task and 

click ‘Complete Fee Task’. You can now complete Online Enrolment, and your next 

instalments will be automatically debited from your account. 

 

Private Sponsor 

If a private sponsor is covering all or part of your tuition fee, tick the checkbox next to 

‘Private Sponsor’ and provide their contact details in the fields provided. 
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Enter the tuition fee amount covered by the sponsor in the ‘Enter the Amount’ field. 

 

Scroll down and tick the checkbox next to ‘Private Sponsor Confirmation Letter(s)’, then click 

the paperclip icon. 

 

Click ‘Choose File’ and select the relevant file from your documents. 
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After selecting the file, click ‘Upload’. 

 

When you are happy to upload your photo, click the X icon to exit the attachment window. 

 

Press ‘Save & Review’. 

 

You will be taken to a second screen that shows your payment method and the amount that 

is payable now – if you are fully funded by a private sponsor, this amount should be £0. 
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Click ‘Confirm Payment Options’. 

 

The Tuition Fee Payment task will now stay at ‘Submitted’ with a ‘Current Review Status’ of 

‘Review needed’ until the Finance Team review the letter and approve your private sponsor. 
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Once the Finance Team have approved, the ‘Current Review Status’ will change to ‘Review 

approved; can update’. 

 

Click the Tuition Fee Payment task and press ‘Complete Payment’. You will now be able to 

complete Online Enrolment. 

 

Private Loan 

If a private loan is covering all or part of your tuition fee, tick the checkbox next to ‘Private 

Loan’ and choose the relevant provider from the dropdown list. 
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Enter the tuition fee amount covered by the loan in the ‘Enter the amount’ field. 

 

Scroll down and tick the checkbox next to ‘Private Loan Confirmation Letter’, then click the 

paperclip icon. 

 

Click ‘Choose File’ and select the relevant file from your documents. 

 

After selecting the file, click ‘Upload’. 
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When you are happy to upload your photo, click the X icon to exit the attachment window. 

 

Press ‘Save & Review’. 

 

You will be taken to a second screen that shows your payment method and the amount that 

is payable now – if you are fully funded by a private loan, this amount should be £0. 
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Click ‘Confirm Payment Options’. 

 

The Tuition Fee Payment task will now stay at ‘Submitted’ with a ‘Current Review Status’ of 

‘Review needed’ until the Finance Team review the letter and approve your private loan. 

 

Once the Finance Team have approved, the ‘Current Review Status’ will change to ‘Review 

approved; can update’. 

 

Click the Tuition Fee Payment task and press ‘Complete Payment’. You will now be able to 

complete Online Enrolment. 
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SLC (Undergraduate) 

If you are an undergraduate student and the SLC is funding your tuition fees, tick the 

checkbox next to ‘Student Finance England’ and enter your Student Support Number and 

Customer Reference Number in the fields provided. The Student Support Number can be 

found on your Entitlement Letter sent in the post by the SLC once your application has been 

approved. If you are still waiting for your application to be approved, do not worry – the key 

thing is to provide your Customer Reference Number, found in your SLC account.  

 

If the SLC is covering your full tuition fees, tick the checkbox indicating they will pay the full 

amount. 
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If they are only covering a partial amount, tick the other checkbox and enter the exact 

amount they will be funding. 

 

Scroll down and press ‘Save & Review’. 

 

You will be taken to a second screen that shows your payment method and the amount that 

is payable now. If you are fully funded by the SLC, your ‘Paying Now’ amount will be ‘£0’. 
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Tick the checkbox indicating the payment options are correct, and click ‘Confirm Payment 

Options’. There are no further Finance actions for you to complete: once you are fully 

enrolled, the University will confirm your registration with the SLC and your tuition fee 

payments will be made in instalments. 

 

Future Ambitions and Study Needs 
 
The Future Ambitions and Study Needs section asks a series of compulsory questions about 

career planning and academic support. For the first question, click the arrow to display a 

dropdown list of values and choose the relevant value for your career planning stage. 
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Select up to 4 options for your work experience by ticking the checkbox next to the relevant 

value. 

 

Select up to 4 options for your ideal job sector by ticking the checkbox next to the relevant 

value. 
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Tick the checkbox next to the relevant value for your work experience. 

 

Tick the checkbox next to the relevant value for self-employment plans. 

 

Tick the checkbox next to the relevant value for your academic confidence. 
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Select up to 4 options for your academic concerns by ticking the checkbox next to the 

relevant value. 

 

 

Tick the checkbox next to the relevant value for your anticipated wellbeing support. 
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Tick the checkbox next to the relevant value for your work plans. 

 

Press ‘Continue’ 

 

Complete Enrolment 
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Before completing your online enrolment, read through the next steps, including details of 
any in-person identification checks. 
 

 
 
If you are a continuing student, no in-person check details are listed, as your ID card will 
remain active from last year. 
 

 
 
Finally, click ‘Submit Online Enrolment’. 
 

 
 

Enrolment Support 
 
If you have issues with completing any of the steps mentioned in this guide, you can get 

additional help by raising a ticket via this link: 

https://servicedesk.roehampton.ac.uk/support/catalog/items/214. 

 

https://servicedesk.roehampton.ac.uk/support/catalog/items/214



