Student Self Service for Students

This guide is designed to give you a step by step guide to:

e Verifying your details

e  Completing the annual Registration process

e  Printing your enrolment certificate (returning students)
e Viewing and downloading your Student Support Plan

e Maintaining your personal and academic information that is required during
the academic year

e Complete a graduate on-course application

e Complete a self-assessment report (Graduate Supervision Reporting)
e  Selecting your examination structure options through exam entry

e Mitigating Circumstances Notice to Examiners

e Viewing your assessment and academic results

e Request a degree ceremony date

Please ensure that you read this guide when completing your annual Registration but do
remember to refer to it if you are having any problems with accessing your Student Self
Service. We have directed you to the specific help points throughout the document.

Version 7.8
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Introduction

1 Introduction

The purpose of this manual is to provide information for University Students to assist them with how to verify their
details, register and enrol (continuing students only), view their Student Support Plan, On Course Applications
(graduates), submit a self-assessment report for Graduate Supervision Reports (GSR), complete examination entry and
book on to degree ceremonies.

1.1 Intended Audience

University of Oxford Students.

1.2 Objectives
On completion of this manual you will understand how to:

o Verify their details

e Complete the registration process and print their enrolment certificate (returning students)

e Maintain their personal and academic information as required during the academic year

e View and download their Student Support Plan

e Complete a self-assessment report on their academic progress using graduate supervision reporting (GSR)
e Manage their On Course Applications (Graduates)

e Select their examination structure options through exam entry

e View their assessment and academic results

e Request a degree ceremony date
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Verification, Registration and Enrolment

2 \Verification, Registration and Enrolment
During the Registration window you will be asked to log in to Student Self Service and verify the following:

Identity and fee information
Contact information

Disability and personal information
Additional information

Academic information

Career Plans

Electoral Register

Noubkwne

Once you have completed verification and registration, the process for freshers or continuing students are as follows:

e  Freshers will complete their enrolment at their college, department or faculty.

e  Continuing students will complete their enrolment in Student Self Service and will be able to access and print their
enrolment certificate.

e Recognised Students? (without a College) will complete their enrolment with the Student Information team (you
must email or phone in advance to make an appointment. You will not be seen without an appointment).

Colleges and departments are able to see via eVision, which freshers (and continuing students) have or have not,
verified their details. Although verification is not a pre-requisite for enrolment, it is your obligation to complete the
task.

Using your single sign-on credentials, log in to Student Self Service and select My Student Record from the menu at the
top to view the programme(s) on which you are required to register.

Home Support My Student Record My Exams My Caremonies Applications

My Student Record

AN esSantial part of being 3 student 3t the University of Oxtord & the compiation of your anngal cegistiation

In oeder 10 register for the coming year you ate required to verify your personal, contact and academic details, You can update some of theses items directly on screan; for
others you will need to contact Student Information us ng the link provided if a change is reguired. Mandatory fields are marked with an asterisk(*) and a yeliow badkground
and cannot be left biank

Following vesHication of your details you will be provided with information oo UK Blectoral registration, and will have the opportunity Lo apply to the Electoral Ragister Tor

Oxford

All data an this site will be used In accordance with the University of Oxford's gtudant data pretection statament

Your data is submitted e Mighes Ed istics Agency (HESA) which uses the data 1o publish statistics about students In higher aducation. The HESA Studem

Collection Notice is avadable at www

Acadermec Yesr Award Programme Cods Award Programme Title Registration Status

2016/17 UD_ARIP1 Undergraduate Diploma in Bnitish Archaeciogy Mot Yet Registered

Clicking on the Register button, to the right of the relevant programme, will open the first of nine steps you are
required to complete. At each step, you will be asked to enter any missing data and/or update any incorrect data.

1 You will receive an email from Student Information inviting you to complete Registration in early September either the
first or second week of the month.
2 Recognised Students
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Verification, Registration and Enrolment

2.1

Step 1: Identity and fee Information

Identity and fee information main screen

Please note that your preferred first/given name(s) will not appear on your University Card or on official documents. Changes to this field will not
update your University email address

To request an amendment to the detads you cannot

update, please use the 'Contact us” button below

All data on this site will be used in accordance with the University of Oxford’s Data Protection Policy,

Title
First name(s)

Middie name(s)

Surname/last /family name

Preferred ficst/given name y

How do you fund your

University Tuition Fees? *

Fee status

The tuition fees drop-down values list changes depending on the type of award programme. Select the option that

W Mrs Student Number W 552972

W Lty Student Support Number W SFDU11650432Y
' Ma

W Lemon Sex W Female

Date of birth ' 23 February 1993
@ [self/Family. Paying

W Home

most closely fits your situation. If there is a problem please contact fee.schedule@admin.ox.ac.uk for further

advice.

The Sex field displays a student’s legal sex as shown on a passport. You can contact your College to request either
a preferred gender, or gender of ‘other’ to be recorded. If a preferred gender is recorded it will be displayed as an

additional field below the ‘Sex’ field.

Name Changes: If you want to change how your name is displayed, you will need to contact your college
administrator in the first instance with proof i.e. passport, official documentation.

w

Note: Field information:

Mandatory fields are marked with an * and the entry box is shaded yellow.

Some fields cannot be changed by the student e.g. name, date or birth etc. The student can
request amendments using the Contact us buttons provided (refer to section 2.8).

Help text is provided at field level to provide the student with the information they need to
complete the data input.

Get Address functionality is included to aid completion of home, term time and
correspondence and emergency contact address information. (Currently only for UK
addresses).

At the end of each of the first five steps, you will have the following options:

Option

Description

Student Self Service for Students Manual v7.8.docx
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Verification, Registration and Enrolment

Save and Exit This will save the changes and exit the verification and enrolment functionality, taking you
back to the Student Self Service home screen.

The next time you access your record you will be taken to the point where you chose to exit,
which will enable you to complete the task.

Next Selecting this option will take you on to the next step.

Back Selecting this option will take you back to the previous step.

2.2 Step 2: Contact details

Sep 2wt 9
VIRT STHITIIME S NamME 1v 08 B¢ v eiall a3 wEE mil be used Dy the (M0 eIty Tor 51 emad CHTESPONOenCE 38 Bjreed = yo
oSt tonktad
Uriverinty of Ondord emad sdzem @ ema '
AteTnatwe emal adiress B
mone o “
Votle pAone ~
Term-timee ruamibes “
Comact us
Whare you Ner (normaty in Ouford) Sy Term. 1T you Bve 1 Cotiege » 1] 40 whethes (0 1 e, phease grew your
PO adDees B3 3dwrwed By yorar 0PT] (RheTwINE QW Y vy ot astress
R 2. Comtseriands
haa
#marooe v A
oty winge
A BrTITOatatEen type Press ‘'Change’ to select Accommadation type - Change
VOUT PETTIANETT NEME 200 ESE Sutsete of Torm D (4 0. O PRrenty’ addvess
Address 2, Canteriands
ace
oz ooe G2 A

Conmtry retet HIngaoT Changn

Adartianal rorrEspondencr address
I eponeece mi noemaly be sem 15 pot ~je departmest f you Nave » epe) Dot st Merrs #.0. Uansirgts witl be sent 1o this
Jeianel carreaponden:e a .

I you hawe booked & place on 4 egree cotemony, please aiso ensure (Mt pou smend your Certificate pastal address on the
Degroe Coremondes tab i relevant

e Ve Adiiress

e SO en

‘Onange |

e |
The Usevaridly fegueres Ehal you grovide IDe Contact Setans of ST Inast ohe S gency COMact who mil De comaciad n The averdt of @ seruna

Lmverency Comact sbdeess
emerpency For mare iGrmatisn and fe aler (Mg lomatien [lasse Cach the Plow. Pretse enswre you heep s v 0 date
Ut narte ine nure Emas atdiees Asdreas v |

Preferied Change
artan *
ASerratiee Change

et |
Alprmative Change
trtact 2
Residemcy in Michortmas 2071

Tadurs are mepectind 19 restie v Oxford during ture thae (extioding purt-Ume snd sene DPSI Mudents) Wi recogaies thet srivsg for
the start of this scadumic ymar may . » for some rex - partioularty reATnatianes t aterE Bt uter th heatth
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e of resty ras ore If you lva | ) he ' a1
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. ® un
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"o dert?
I you selected ‘Other fatation
please confirm whare you expect
o resda thie term
| Back | Nemy
Save and Luit
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Verification, Registration and Enrolment

e You can click on the Change button to amend the address sections and enter emergency contact details.

2.2.1 Change address screen:

Contact details - Term-time

Please update your term-time ad

dress; this s where you are resident during University terms, If you live in coliege or in college-owned
property, please give your postal address as advised by your coliege; otherwise glve your living-out address. The University supplies
information to the City Cauncil to faciinate Council Tax exemgtion processing.

Postcode W NG2 5AC " Get UK Address |
Address hine 1 * |2, Cumberiands

Address line 2
Address line 3

City * e I

County/State/Province Biacks

Country * | United Kingdom -
. -+ . -

What is your term-time = [ )

accommodation type? *
[ cancel || Save

e You can click on the Get UK Address button to use the UK postcode address finder functionality.

2.2.2 Preferred emergency contact information screen:

Preferred emergency contact information

Pleasa update your emergency contact information in the flelds below.

The University requeres that you provide the contact detalls of & preferred emergency contact, a person (such as a family member, friendg or guardian) who
can be contacted easily on your behalf in the event of a serious emergency, You can also provide detais of up to two alternative emergency contacts who
will be contacted if your primary contact cannot be reached. The university ar your college will contact your emergency contacts only when t is }n:ldie:ﬂ to
be int your best interests e.g. If you are at risk of seif-harm or suffering from & senous physical liness and you have been assassed as lacking capacity to
make the decsion. The detsian Lo contadt emergency contacts will be made by senior officers (e.0. Senior Tutor, Head of House, Head af Departrent), and

you will normally be informed. Further gusdance can be found in the Universe configentall o [

A UK-residgent English speaker is preferred but not required, Pease intude details in the fiedd below If your contact Is not an English speaker

Flease ensure you keep this contact information up to date

Personal details

Personal details of your emergency contact

Tihe - Forename * |
Sumame * ‘

Retationshep to you * . Language ¥ not English “
speaker

Contact information

Emall and phone number of your emergency contact

Phone number * v Email address * w|

Alternative phone s Altornative small w

Address information
Flease provade & contact sddrass for your emergency contact
Postcoge e
| Get UK Address |
Address line 1 * N City *
Address line 2 County/State/Province
Address line 3

Country * I v

e A maximum of three emergency contacts can be recorded: preferred, alternative one and alternative two.
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Verification, Registration and Enrolment

2.2.3 Residency in Michaelmas Term 2021

Residency in Michaelmas 2021

Students are expected to reside in Oxford during term time (excluding part-time and some DPhil students). We recognise that arriving for
the start of this academic year may not be possible for some students - particularly some international students or students with health
conditions or disabilities. The UK Government is currently operating a “traffic light’ system for those arriving from overseas, with differing
levels of restrictions for countries on the “green’, "amber’ and ‘red’ lists. If you live in a country which was on the red list on 1 July 2021
and are unable to return to Oxford for the start of the academic year, you will be automatically exempt from residency requirements. For
all other students, it will be possible to apply for residency exemptions on a case-by-case basis (see our Coronavirus website for more
information]).

Do you expect to be residentin | () yes
Oxford this term (Michaelmas -
® Neo
2021)? *
) Don't know
If ‘Mo, where will you be [Gther location V]
resident?

If you selected 'Other location’,
please confirm where you expect
to reside this term

Students are expected to reside in Oxford during term time (excluding part-time and some DPhil students). We
recognise that arriving for the start of this academic year may not be possible for some students — particularly some
international students or students with health conditions or disabilities. The UK Government is currently operating a
‘traffic light’ system for those arriving from overseas, with differing levels of restrictions for countries on the ‘green’,
‘amber’ and ‘red’ lists. If you live in a country which was on the red list on 1 July 2021 and are unable to return to
Oxford for the start of the academic year, you will be automatically exempt from residency requirements. For all other
students, it will be possible to apply for residency exemptions on a case-by-case basis (see our Coronavirus website for
more information).

e Do you expect to be resident in Oxford this term (Michaelmas 2021)?
o Yes
o No
o Don’tknow
e If ‘No’, where will you be resident?
o My Home address
o My correspondence address
o My term-time address
o Other location

e If you selected ‘Other location’, please confirm where you expect to reside this term.

2.3 Step 3: Disability and other personal information
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Step 3 2f 9

Otrabibty snd personal miuwn
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If you select a disability option, you will be prompted to state whether you receive Disabled Student Allowance.

If you select “Two or more disabilities” you will be asked to state what they are.

3 Higher Education Statistics Agency
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Verification, Registration and Enrolment

e  For certain disabilities you will be asked about additional support needs. For a disability of “Not Listed” you can
enter free text (max 50 characters)

2.4  Step 4: Additional information

Name un publicly displayed fsts

Name on pablicly displayed bsts ¥ v v

Oxford St memberwhip:

dent momt Ve 2o this 0 ™ owr ste democrat y slected Sabbaticst DMce

Currest Oxford 54 membershap status Lo . v e
Caring responsibifities
£gu
Tor another adwit? wve
For a depeadent child or dililven uoder the age of 1687 W -~

e The Caring responsibilities question is included to enable the University to understand its students’ needs. If you
select ‘Yes’, you will be prompted to indicate the ages of the dependent children in one of three categories:

o Under2
o 25
o 6-18

25 Step 5: Academic details

Undergraduate, Postgraduate Taught and Visiting Students — if any of these details are incorrect please contact your
College in the first instance.

For a research student the academic details will include (as appropriate):
o Thesis title
o Expected submission date
o Expected transfer date
o Transfer waived
o Expected confirmation date
o Research council
o Research council Student ID

o  Supervisor details

e Ifany of these research-related details are incorrect, please contact your GSA for assistance but proceed with
registration regardless —incorrect or missing details will be fixed later.

e |f any other details are listed incorrectly or are missing (including your college supervisor) please let your college
know.

Student Self Service for Students Manual v7.8.docx Page 12
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Step Sof 9

Academic detalls

Detalls of your current programme of study are listed below.

If any of these details are Incorrect, please contact Student Information by clicking the button below.

Award programme Bachelor of Arts in History
College Worcester College
Department Faculty of History (CD)
Mode of attendance Full-time

Year of programme 3

Contact us |
[ Back | [ Next |

Recognised Students — please contact Student Information (student.information@admin.ox.ac.uk)

Student Self Service for Students Manual v7.8.docx Page 13
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2.6 Step 6: Career Plans

The Careers Planning information page asks you to voluntarily provide information about your career planning stage.
The information they provide is intended to be used by the Careers Service only. They may use it to alert you about
events, training programmes, internships or other opportunities that may be of interest, based on the answers they

give to defined questions.

Your data privacy is extremely important and your data will never be passed on to a third party. You can read the

Careers Service Privacy Policy on their website.

Carver plans andd employ abéity skills

How will this information be used?

| Thes nformation That you provide here 18 miended to be used |

|programemes fairs, internships or other tunities that may be rsievant o ysed on the answers you have g

shisted 10 a0 anderprvsed and apgragated foom with departmerds, coleges, dviscns &

Your data privacy i extremaly importa and your data will never be sassed o0 1o a thad porty. Reod the Careens Sendos Privacy Policy

* Thinking about your carcer planning, which ane of the following describes you best?
% Career planning i not on my agenda yet; 1 am focusing on academic / extracumadar activibes.

1 am expiorng my optiors, gettng involved with many actvities on offer (o9, Intermstiups, studert scoeties, colege groups)

|
| L RNow WAl | Wk 10 G0, [Perhads | Mraady Dave it aranged). | may need some hep on seeallc ssues

Prater mot 10 Siy

* Which employment sectors are you Interested In? Tick as msany as apply (you must choose at least one ).
Ahdeteg wWith or withiunt further study (for exaenple ‘PostDoc’, Clinice Studies, Livw, PGCE, PO, Masters)
Arcountancy, Insurance and Franos! Services
! Advertising, Markating and Communications

primirtly by the Cateers Servioe. Thay may use 1 1o olertl you Abot events, raning
. The data wil be

SOMENES Ve SecDOns OF I UWversity for StatisDes purpises

| 1 thinic 1 know my career plan, many of my foends are ang someting sidlac: oy cholce 1S guate 3 common option for Oxford students and graduates.

m/ e PP A g e et 6

Beneath the Career plans and employability skills section are two questions regarding receiving communication from

the Careers Service; so you can Opt in and/or Opt out of Career Service and employer emails.

Additional questions regarding Language Skills appear at the bottom of the screen during Registration (but not on the

Check My Details screens).

Student Self Service for Students Manual v7.8.docx
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I WU ano. WP, /\f"“\.,_\ ,,/“\~"“~\,\’ A f—-—/-r-——""‘\l'”-ru‘m_»/\‘l\f i, as A WA o U e NP o Vo Wy |

Receiving communication from the Careers Service

(= Opt out of Careers Service emalls. From tme to time the Careers Service will send you information about careers-related information sessions and
| events, such as our careers fairs.

|
|
\
|
|
|
}

Optin V| Opt in (receive emalls) or opt out (do not recelve emails)

{' Opt out for employer emails, From time to time the Carsers Service will send you Information on behall of selected employers about refevant events
{and employment or internship opportunities. Please note - the Careers Service will not pass on your contact detalls to employers.

‘Opt i | Opt In (receive emails) or opt out (do not receive empils)

;Opﬂng out of either will not affect you receiving the weekly Careers Newsletter,

Language Skills

lm»ease indicate below any foreign languages that you speak, and your proficiency in each language. Sometimes recruiters are looking for multibngual
| candidates with specdic language proficiency and we may use thes information 1o send you refevant opportunities, from time to time,

E Language Level

\ French ' Intermediate / Limited working urrsllr_wncv

E Japanese (Modern) | | Basic / Elementary

}!‘IZallan | Basic / Elementary | | Add anather langsage

You may contact the Careers Senvice to GiSCuss your career planning changes:
Careers Service! 56 Banbury Raad, Oxford, OX2 6PA

General enquiries: [ECEPUONBCAESrS.ox.acuk / +44 (0)1B65 274646
Monday to Friday, 09:00 to 17:00

hitp: //www. careers. ox.ac. uk

Any queries about these questions can be directed to the Careers Service: reception@careers.ox.ac.uk

Student Self Service for Students Manual v7.8.docx Page 15


mailto:reception@careers.ox.ac.uk

Verification, Registration and Enrolment

2.7 Step 7: Individual Electoral Registration

Online registration now includes an invitation to apply to join Oxford County Council (OCC) Electoral Register. The
Individual Electoral Registration option was introduced in September 2016 following discussion and agreement
between OCC and the University of Oxford in July 2015. Specific information is needed by OCC to communicate with
residents on registration, for verification of eligibility to vote and for inclusion of records on the electoral register
(replaced the Electoral roll). Applications to register to vote would therefore involve you to agree to the supply of this

data and provide your National insurance number.

2.7.1 Step 7a: Apply to register to vote

Stap 73 of 9

Apply to register to vote

If you are cligibhe 1o vote, you st be on an siectoral register

If you lve in Oxford City you may ubs this section 1o agply ¢

be put on the slectoral regites for Oxford

Alternativety, If you wish to apply directly to Oxford City Coundl or to apply to the electoral register hoid by another councll you can do this via

- oulkd not complete this saction if you are not entitied to vote or if you
Oxtfordshire

Why should I join an electoral register?

o If you sre not regintered you wi

g not De able to vote. I you do not register 1o wote you

¢ Electoral registers ace used for oredit reference checks

I am not British, can 1 vote?

* Commonweaith and Repubic of Treland citizens are entitied to vote In all elections

o Cltizeny of the Furopasn Unian states are sntitied to vote in locs slections

I am registered already at my home addrass

You are enttied to be reglsterad at both your bome and universtty addresses. AT local slections you can

once

wiveLabeutimyvete.co uk/registerto- vote/ siudans

To idantify tho district you liva in vict
wyve onfordahire. gov wk/cma/contant/ghetrict - concile

3

OXFORD
crry

e In ancther district &.g.

vale of White Horse, West Oxfordshire, Cherwell or South

s can be fined £80

vote at both, In national sfections you can vote only

For further information on eldgibiity visit the Electoral Commissions’ Students page

To find out more about the Ouford City Coundl Electoral register visit
wyvw onford . gov. oi/Info/ 20046/ glections and voting/190/register to yote

couscn

[ Next steps to join Oxford Electoral Register || Decline |

8y ciciong 'Cancel and Exit’ you are Indicating that you do

not wish to compiete this at the current time

| Cancet and Exit || Back |

e Following reading the information you can either choose

Next steps to join Oxford Electoral Register ] or choose

Student Self Service for Students Manual v7.8.docx
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2.7.2  Step 7b: Joining Oxford Electoral Register

If you choose _Next steps to join Oxford Electoral Register | then you will see the below screen:

Dup 2ol

Ayt stinm |5 fyan Omdard Oty Coneved Dlen trwel Regtsber

o compn B swcton Press Cancel, tham Tecbne # gou 60 ot wish 1o register in Ordued or if you are wot snttied te wate or Tve b snather distrct,
pection, the deta i Delon voll b
¥ 2a rchaded oo the O

on the Ectioral regrater st dor contacting
VU nickad

pou ¥ gurkem e ¥
Tha Shctors! 1gater & soad S0 SCTIon SUPoses 3L TN 36 s

By corepheting this you ave aptieg sut of the 'Open Register’,
ki fr Whmctann. £ Can e Boaght by avy peiace

wod thg Syt Magprie i e b

oo T prafurence st Wy itage by

camtacimy Ou
. vl By babhanins 20 Chantad 4 sl
203198 ke S

wacs of

siectrel regater, Bur @ oot

' e Al e Sutmas Ie Sraciein
Lrsade

L T L Ty w——m—

Karntian | casnad presale o Nabora bnasrars o Riordom:

1 umduratand et

1. The avbureation sherve is coremit)

1. The wviarreation sbove wil b passad 1o the Hertorsd Saguiratom O er ol Owtard Tty Coamed when may roslert mse il ey Sove grenries ining The sutaly vapplen, and wll sne Ses data bn
oz the slectarsd cegiviern

3. That abglitty fer nchusien oo the Ouford Tty Cosncil Elecieny Sugater wil be Setermiined by The Llactarsl Ragiuiration Ofices

0)

| Cavhast v |
(W) oot

By kg Cancnl 0nd Bl g 00 ndcaling Tual il Su fol ook S Corvgute Tha Bege ol e Cutest teve.

e You needto :-

o Complete your NI number (or give a reason why you are unable to provide an NI number)

o Tick the declaration.

You will then see the below confirmation page:-

StepBaof 9

Eectoral registration preference recorded.

Thank you for indicating your Electoral Registration preference in regard to the supply of data to Oxford City Council. Your Electoral Registration preference
Is now recordad in ‘Check My Datails'.

mln.n‘

Save and Exit

Student Self Service for Students Manual v7.8.docx
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2.7.4  Step 8a: Declining to join the Oxford Electoral Register
e If you choose to then you will see the screen below:

Step 8a of 9

Electoral registration preference recorded.

Thank you for indicating your Electoral Registration preference Iin regard to the supply of data to Oxford City Coundil, Your Electoral Registration preference
Is now recorded In 'Check My Detalls'

2.7.5 Electoral Registration closed

e You will see the below screen if the electoral registration window is closed:-

Baih et

i
L
i
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2.8

Requesting an Amendment to Details Students Cannot Update

Students cannot change some of the information shown (though you should continue with Registration in the

meantime).
If you have queries about please contact:

EMAIL ADDRESS CHANGE
If you would like your e-mail address to be
altered please contact IT Services to request this
NAME CHANGES
Please contact your College.
RESEARCH COUNCIL STUDENTS:
Research Council students: if your
ESRC/AHRC/MRC information isn’t appearing on
Student Self Service please continue to enrol as
normal — we have been advised that this
information will be updated later.

SUPERVISOR CHANGE
If there are any errors with your research
supervisor on Student Self Service please contact
your GSA to have these corrected. If your
college advisor is listed incorrectly please contact
your college.

THESIS TITLE CHANGE
If there are any errors with your thesis title
listings on Student Self Service please contact
your GSA to have these corrected.

For other queries please contact Student Information by using this form and we will investigate who can assist you.
Please note that during Registration the helpline is very busy so please so ensure your query is not listed above. Click
on the Contact us button to open an email addressed to the Student Information team. You can then enter a message
and click Send. A copy of the email will also be sent to you for your records.

Steplof 9

Identity and fee information query

To Student Information
From emall@email.com
Subject Change to my personal detalls

[My surname is Lemonne not Lemon

Message *

Student number

Student name

552972

Litly Mia Lemon

Signature
> Programme code UA_HY2
Programme name BA History
Back || Send

| Save and Exit |

2.9 Step 9: Declaration

When you reach step 9 you will be asked to confirm that the data you have checked and/or amended is correct.

Student Self Service for Students Manual v7.8.docx

Page 19


https://help.it.ox.ac.uk/service-desk
http://www.ox.ac.uk/students/academic/guidance/graduate/contacts
http://www.ox.ac.uk/students/academic/guidance/graduate/contacts

Verification, Registration and Enrolment

% Cootirm betw 1o condim that the informason you hay wed or vadernd, or $oc wivch veu hawe recuesiod a change ot and that you wish to be enmfied at the Usiversity of Oxford

Nack Canfirm

Following your confirmation:

1) You must click on the Finish button in order to complete the process. If you are a Fresher you will also see a
message above the Finish button prompting you to collect your University card from your college at which point
you will also complete your enrolment:

Confirmation

Thank you, you have successfully verified your personal details. In addition, when you arrive in Oxford you
will need to collect your University Card from your college (or department if you do not have a cecllege).
Your College/Department Administrator will then complete your registraticn, and you will be able to return
to eVision to print an enrclment certificate which can be used for Council Tax exemption (for full-time
students) and as proof of student status.

Student Information (student.information@admin.ox.ac.uk) is a central point of contact for advice for
students at Oxford throughout the year on all aspects of your student career.

Remember, once your registration is complete you can use eVision to update your details and print an
enrolment certificate at any time during the year.

o Note: If you are a fresher and you click on the Finish button, the My Student Record link will
disappear until you are fully enrolled by your college / department.

2) If you are a returning student, you will see the following message providing you with a link to generate your
enrolment certificate. You must click on the Finish button

Thank you, you have completed your annual registration,

No further action is required and you have been enrolled for your next year of study. You can now print
your enrolment certificate which can be usad for Counall Tax exemption (for full-time students) and as proof
of student status.

Student Information {student. information@admin.
students at Oxford throughout the year on all aspec

UK} 15 a central point of contact for advice for
of your student career.

Remember, you can use eVision to update your detalls and print an enrolment certificate at any time during
the year

| Finish

An example of an enrolment certificate is shown below.

Please note: If you do not complete Registration completely you will not be able to access your Enrolment Certificate
or enrol for exams. It is worth double checking that you have clicked through each screen and pressed FINISH at the
very end.
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4

ACADEMIC RECORDS OFFICE, STUDENT ADMINISTRATION,
UNIVERSITY OF OXFORD

Examination Schoois, Hgh Street, Oxiceg, OX1 4DG
ROER RN On_aC A

To whom it may concem

OXFORD

CONFIRMATION OF REGISTRATION AND STUDENT STATUS

This document cartifies the following information about the students curment status at the
University of Oxdord, as at 18 February 2015:

The student below s registered for the academic year 201415
College: Wollson College

Student detalls
Student number: 448444 Tise: Dr
Sumame: Lemon Firstnames(s):  Lilly Mia
Date of Birth: 16 March 1982
Address detalls
Term tme address: Home address:
2 Cumberlands glgg"‘b"l'm”
Blac | kpoo
ch?s: NG2 55A
Programme ol study detalls
Programme ttle: Bacheilor of Ants in Modem Languages (French)
Programmae type: Undergraduaie
Type of attlendance: FtWu
Date of first registrabon on course: 15 January 2010
Expecied date of completion of course: 9 Apnil 2016

Ths contiicate i provided s ovidence 1hat the sbove student is mgsioned at the Universty of Oxlond lor the perod
shown. For Al bme studerss this provides evidencs for Courcd tax enemgtion. For inteenational stucdents who must
gsier with the pokice, this provices evidence of sestiment. Stucdents moatensd on a Ll dime mode of atisodance
e eapecing 10 spend o leas! 40 houes D waek Studying. Any sadress detals guoted withen s statermect have
Doty suppiad by the student And Fave not Deso cheched by the Ursivessty. IF Suthr prool of st & cogumed ths
should Do ottsned deectly from the student
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3 Check my Details

Following verification, registration and enrolment it is your responsibility as a student to keep your data up to date at
all times. The data that you can update includes:

e |dentity and fee information

e My contact information

e Disability and personal information
e Additional information

e Academic information

e Career Planning

e  Electoral Registration Preference

e  Study Activity Outside the UK

e Generate enrolment certificate

During the academic year you can access your personal and academic details at any time to view, update or request
amendment(s) to.

After logging into Student Self Service (as described in section 2) you can select My Student Record to access your
details.

Horme My Student Record My Exams

%5 OXFORD

My Student Record

All data on ths &

ordance with the L

Yo Sta = suby SoCation Statise Matistics abe

Ngher edacation. The HESA Student Collaction Notice is

availatie hece

Select detalls to edit {current students)

Undergraduate Advanced Diploma in British and Europesn Studies

Idenitity aexd fes information 2—;.
My contact information

Dsadifty and parcanal information .__._.___I
Additonal information i"‘; '
Acsdemic information M
Career Plars and Employatility Skills View
Prectoral Registration Priferanis m
Study Activity Outside the UK E
Gerwegte enrolment certificate E

The options replicate the screens previously checked during the verification process but they are independent of each
other, enabling you to update specific area(s) without having to work through all the screens.
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A button labelled Change or View will be available for each section and you can select to review and/or update the
data. The button label may change depending on your level study and the type of data it refers to. For example:

e If you are an undergraduate student, you cannot amend the overseas study activities information and will be
presented with a View option; whereas if you were a postgraduate student you will be presented with a Change
option.

e Academic information cannot be updated by you, therefore only a View option displays.

From the main Check my Details screen, you can click View next to Generate Enrollment Certificate to print your
enrollment certificate.

The Careers Planning information page asks you to voluntarily provide information about your career planning stage.
The information you provide is intended only to be used by the Careers Service. They may use it to alert you about
events, training programmes, internships or other opportunities that may be of interest, based on the answers you give
to defined questions (see Section 2.6)

Online registration now includes an invitation to apply to join Oxford County Council (OCC) Electoral Register. The
Individual Electoral Registration option was introduced in September 2016 following discussion and agreement
between Oxford City Council (OCC) and the University of Oxford in July 2015. Specific information is needed by OCC to
communicate with residents on registration, for verification of eligibility to vote and for inclusion of records on the
electoral register (replaced the Electoral roll).

Applications to register to vote would therefore involve you to agree to the supply of this data and provide your
National insurance number (see Section 2.7).

If you cannot amend but wish to update data, you can request a change using the Contact us options, as described in
2.8.
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4 Student Support Plan

If you have a Student Support Plan uploaded, then you will be able to access this from My Student Record .

My Student Record

If a plan is uploaded for you, then you will see the following:

- Alink to your Plan, showing when it was uploaded
- Details of who (staff) can see the Plan through eVision
- Guidance text on how to find support related to the Plan

STudent Suppart Plan (SS9)

The Tulireiny Wit wew abde to eiew Ui plan

To access your Plan, click on the View Plan link

LTt

@iew PIaID

Uploaded on 1 Apr 2020

You can choose to Open or Save it.
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B e pef - Adobe Acrobat Reader DC
Fle Eft View Sign Wedow Help

Home Yools 1149688 (11pdf %

2% 88 Q ®0 1 B L&

DISABILITY ADVISORY SERVICE

3 Worcester Street, Oxford OX1 28X
Tel: 01865 289243 | Fax: 01865 289830
Emall: dizablity@admin.ox.ac.uk | Web: www.oxacuk/students/welfare/dissbitty

Student Support Plan (SSP)
For information about the use and role of the SSP plesse see:
www.admin.ox.ac.uk/sad/swss/disability/aboutdisability/studentsupportplan/

Name: XXX Student ID: XXX College: XXX

Course: BA Ancient and Modern History Level: UGRAD

Dapt/Faculty: Faculty of History (CD) Start / Finish: 2014 / 2017 |

Disabllity Advisor at DAS: =~ =«

Confidentiality: The student has given their consent for information about their disability to be shared on
& need-to-know basis with appropriate staff in line with Data Protection Act requirements.

Disability: Mental health Disability Information: Depression

condition - depression

Impact on study:

s Sy ey B it B W e cnnnm AR IS ey b el s AN i -
——— i we o RN bapi s B by ot B g b A o e e e v s
P Bl A e W R E. e e e O -y . gy T et -

L B T ) o — — o y— 4 WQQ g vt g T IV e ww——re Sode - @
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5 On Course Applications

There are nine graduate application forms which can be completed online via your On Course Application dashboard in
Student Self Service. These applications are reviewed and actioned online too, by your supervisor, college, department
and Graduate Studies Assistant or departmental graduate administrator. Where necessary your application may also be
referred to the Education Committee/Proctors for approval and if it is a Medical Sciences programme will be reviewed
and approved by the Medical Sciences Board.

The applications which can be submitted via Student Self Service are as follows:

e Deferral of Transfer of Status (GSO.2b)

e Appointment of Examiners (GSO.3 and GSO.27)

e Dispensation from Consultation of Thesis (GSO.3c)

e Change of Mode of Study (GS0.4)

e Change of Thesis Title (GSO.6)

e Dispensation from Statutory Residence (GSO.8)

e Deferral of Confirmation of Status (GSO.14b)

e Extension of Time (GS0O.15)

e Notification of Withdrawal of programme of Study (GSO.29)

The remaining paper-based application forms can be downloaded from the Graduate forms webpage.

5.1 Accessing your On Course Application Dashboard in Student Self Service

Login to Student Self Service and click on My Student Record. Your On-Course Applications dashboard will be displayed.

There are five sections to the dashboard:

e Additional action required — shows your applications that are in the approval process, but have been referred
back to you for further information.

e Submitted (Track your application here) — shows applications which you have submitted and are in the
approval process.
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e Unsubmitted/Draft — shows applications that you have started, saved but not yet submitted.
e Completed- shows applications that have been approved or withdrawn.

e New On-Course Applications- lists any types of applications that you can submit online and is where you can
begin an application.

If you are unclear on the submission/approval process for a particular form or if you have questions about the sharing
of your personal data, please contact your Graduate Studies Assistant or departmental graduate administrator.

5.2 Submitting a new On Course Application

A list of applications available to you (depending on the stage of your studies) is displayed under the ‘New On-Course
Applications’ heading.

Ontorvet of Tramster o 4 et

[T

(Mg satoee Frome ( boca ot ot Pres

D of thasts 100e

g of wmwi of iy

e R L S T

Wt re wtan o S bt (v vt — ] Sny

Q Mt Vb v vt - (Q St (11 b e g At bt |

hamge o Bosis v o

P YT S—p—
N i -

IoAITal o bt of Wbl o

Lreetee Dte Aibee

To begin the application click on the relevant application (e.g. Change of Thesis Title) which will display a summary of
the purpose of the application in some cases and an ‘Apply’ button.

Clicking the ‘Apply’ button will start the application.

R P A S ——— A\ SNy ‘/,,M N Ny NS T NA SN e —'r\\,..

C Dispensation from Consultation of Thesis 'K

:‘ ‘
.)/) Change of thesis title (
= ¢
N

)

¢

hange of mode of stu +
> Change of de of study

o Note: If you have already started the application then the ‘Apply’ button will not be visible. The
application will be appearing under one of the other headings on your dashboard i.e. ‘Submitted’,
‘Unsubmitted/Draft’ or ‘Additional action required’.
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Noew On-Course Applications -

Listed befow are the appications for which youw are =ligibie to apply, Addtional appiicancns which cannct be submittes online are avalinble from

Grad

1e forms

Deferral of Canfirmation of Status '

fxtonsion af thme

MO TR | aof terms

I six terms Tor full-timse DPNII students, and up Lo three terms for MLRL

nsions of bme can be given for up to three terms

ur part-time students. exte
‘ Apphication Subnsitted « leass await confimabion of the guttoma ’

Y e |y e WP e S N N N P S W

and MSc by Re students. For p

o Submitted (Track your application here) v
Change of thesis title ©
Location Date Action
Supervisor 24/0ct/2019 %X Withdraw

Application
Extension of time e
Location Date Action
Department 17/0ct/2019 X _Withdraw
Reviewer Application

A series of questions relating to your application will then follow, including a Declaration of Consent which you need to
read and choose ‘I Accept’ to proceed with your application.

R

Dedlarwtion of Cansant

B b B SRk bt T The shave Redte

There will also be an opportunity to upload up to four files (4MB maximum) to support your application before
submitting.
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Dashboard / Notes [/ Declaration / Change of thesis title details / Funding / Upload Documents

Document Upload

© You can upload up to four files with & maximum size of AMB each, The supparted file formats are Word, Excel, PowerPoint, Outiook Message, POF

and image Niles (jpeqg, png and gif). Use the controls below to locate and upl

the ugdoaded Mle click an the Mlename. If you need to replace the uploaded file chick Delete

Use either Browse My Computer to select a file to upload, or drag and drop the file onto the Browse My Computer button

Browse My Computer

Save & Exit ] ( Next

On each screen there is a ‘Save’ and ‘Save and Continue’ button.

Choosing ‘Save’ or navigating away from the screen without clicking a button will then move the application to the
‘Unsubmitted/Draft’ heading on your On Course Application dashboard.

On-Course Applications

Medical Sciences Division DPhil Medical Sciences O Graduate Studies AdmInistELors
o Additional action required - o Submitted (Track your application here) -
© unsubmitted / Draft v Extension of time 0
Location Date Action
Department 17/0ct/2019 X withdraw
Change of thesis title Reviewes Application
saved # Continge/Edit @ Cancel
on:24/0ct/2019 Application Application
© completed -
New On-Course Applications -

Choosing ‘Save and Continue’ button will progress the application to the next screen until you come to a screen to
select your supervisor (apart from the ‘Notification of withdrawal from programme of study’ which will be submitted to
your college).

If you have a primary supervisor, then your application will be automatically assigned to them, otherwise select your
supervisor from the dropdown and click the ‘Save and Submit’ button.

If you do not have a supervisor assigned then your GSA will be able to resolve this in eVision for you.
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Application for Change of mode of study

0 Course Details

Dashboard / Notes Declaraton Change of thess title detalls Funding Uploac Documents / Select Supervisor

Select Supervisor

Supervisor responsible for application review

If you have 3 Prmany Supsrvsor the appication will auromanically De assigned 1o them, I you Rave muliphe supervisors DUL N POmary SUpenasor, plase e

wivo shoulld review the appication

pervisar Prof Catriona Anna Little {Prima

()

If you need to move back to a previous screen, then you can click on the appropriate link within the breadcrumb.

‘()n'.r'r-‘nm / Notes [/ Declaration / Change of thesis title details Funding / Upload Documents / Select ‘illprrvisclr ’

Select Supervisor

Once your application has been submitted it will appear under the ‘Submitted (Track your application here)’ section of
your dashboard.

On-Course Applications —
Medical Sciences Division DPhil Medical Sciences O_Graduate Studies Administrators
°I\(I(Iiliml.ll action required - o Submitted (Track your application here) b
© unsubmitted / Draft a Change of thesls title (Q ]

Location Date Action

Supervisor 24/0ct/2019 X _withdraw

Application

Extension of time Q)

Location Date Action

Department 17/0ct/2019 X _Withdraw

Reviewer Apglication

o Completed -

New On-Course Applications -

You will be able to see where your application currently is in the approval process (e.g supervisor) and review your

application again using the magnifying glass ( ) icon.

5.3  Viewing completed applications

You can view any applications which have been approved, rejected or withdrawn under the ‘Completed’ heading.
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On-Course Applications -—
Medical Sciences Division  D#hil Biochemistry O Grashuste Stodies Administrators
o Additional action reguired - °Subﬂutled (Track your application bere) -
o Unsubimitted / Diaft - O Complated -
Extansion uf time Q o
Outcomae Date
Azpication Approved 17/0et/2019

New On-Course Applications -

Click the magnifying glass icon @to review the application.

Application Details - Extension of time

Extension of time

Notes and Consent T s

In exceptional clrcumstances, the Examination Regulations permit students who have been on

time (18 terms part-time) either as an MLitt Student or an MSc by Research Student) to apply
to the relevant board for an extension of tima,

For full-time students the maximum extension a board may grant Is six terms for DPhIl
students and three terms for MLItt or MSc by Research students, For part-time research
students, the maximum extension a board may grant is three terms for any degree. However,
normally only one term of extension of time will be approved per application, uniess
exceptional circumstances apply

Ali information that you provide on this form and any supporting materiais submitted in
support of your application are treated confidentially and stored securely. In order to process
your application this information will be shared with a number of necessary Individuals on a
strictly need to know basis In order that a decislon can be made on your application. This
group is likely to include your supervisor, Course Director (or equivalent), Graduate Studies
Committes/Director of Graduate Studies (or equivalent), the relevant departmental and
divisional administrators, college senlor tutor and administrator {or equivalent). In some
circumstances the Disability Advisory Service, Education Policy Support, Proctors' Office and

Cdiinnblon Pauailbos il alon he sovelbod Tambd o socdad luce anih of thisce sonne ol bhe

®

Click the envelope icon to view the email sent to you following the approval, rejection, or withdrawal of your

application.
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Message - Extension of time

Dear Miss Moroni,

Extension of time

| am pleased to inform you that an extension of 1 term{s) has been granted

You may continue to hold the status of

OPil Biochemistry « RD_BC1

Dopartment of Biochemistry (AL)

untid your maximum submission date, Friday 23/Ape/2021, this is the final date by when your
thesis should be submitted to the Examination Schools. Please note that you have now been
granted 1 lerms’ axtensions

Please note that the expected completion date found on your University Card and Enrcément
Certificate is your maximum submission date plus a further six months. This is to aflow
adequale time for your viva voce examinaton, and Il requested by the examiners, 1o submit
any minor corrections required. Duning this period you will be classed as being ‘under

examination' until you are granted leave 1o supphicate. Note: The extra six months is not
additional time for you to complete your research as your maximum submission date remains

=

5.4  Withdrawing an application

You can withdraw an application you submitted by clicking on the Withdraw Application link. This can also be carried
out under the ‘Additional actioned required’ heading if the application has been referred back to you.

On-Course Applications —

Medical Sciences Division DPhil Medical Sciences O Graduate Studies Administrators
ol\(ldilimml action required - ° Submitted (Track your application here) -
© unsubmitted / Draft a Change of thesis title (Q)

Location Date Action
Supervisor 24/0ct/2019 X_withdraw
Application
Extension of time e
Location Date Action
Department 17/0ct/2019 X _Withdraw
Reviewer Application
o Completed -
New On-Course Applications -
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5.5 Cancelling an application

You can cancel an application which has not been submitted by clicking on the ‘Cancel Application’ link under the
‘Unsubmitted/Draft’ section.

On-Course Applications

Medical Sciences Division  DPhil Medical Sciences O _Graduate Studies Administrators
© Additional action required - © submitted (Track your application here) -
© Unsubmitted / Draft - © completed -

Change of mode of study

saved # Continue/Edit @ _Cancet
,
2

an:24/0ct/ 2019 Application Application

New On-Course Applications
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6 Graduate Supervision Reporting

For graduate students only

Graduate Supervision Reporting (GSR) is used by graduate students, supervisors, Course Directors, Directors of
Graduate Studies (DGSs) and college advisors to review students’ academic progress.

6.1  Accessing GSR

To access GSR, go to the Student Self Service web page.

Click on the Access Student Self Service button. Use your Single Sign On (SSO) details to log into self-service. GSR is
accessible via the My Supervision Reporting tab. Click on the tab to access your self-assessment reports.

i

a2 OXFORD

Studert notices Quick guide

6.2  Training Needs Analysis (graduate research students only)

Research students will be able to complete their Divisional Training Needs Analysis (TNA) form in Student Self Service
and add this to their self-assessment report. The TNA will be stored in your student details screen after you have
submitted it.

To complete the Training Needs Analysis (TNA) form, go to the Graduate Supervision Reporting section on the home
screen and click on the link: Training needs analysis.

Graduate Supervision Reporting

Self-Assossmant SUPervision reports

Iraining n nalysis
Preparing for Transfec / Confirmation

The TNA form will be displayed.
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Training Needs Analysis (TNA) for Graduate Students

it mwne Fretorve neve Vet maree

Ivperees R et

1eaang Meside Adalpui fiamme
Seare s TN LAt SN o St ind Uhvena | - | At

BEL41 18 s e pertay

To start your TNA form click on Create new Report.

o MPLS Students only

o8 UNIVERSITY OF Home Access and Support My Student Record My Exams
s
-~

My Supervision Reporting

OXFORD

Training Needs Analysis (TNA) for Graduate Students

Please select

The majority of departments have opted to use the online form for graduate students’
TNA. If a department has provided you with a Word template to use for your TNA then
select ‘Use document upload’ from the drop-down menu. Valid file types for upload are
.pdf or xdoc. Otherwise select ‘Use Web Form’. Click Next to progress to the next step.

Tratesiong Newds Analysis (1MA) Tor Graduate Stadents ( (st TNA)

ANNTRUCTIUMNS AMED GULDAMLE — Molal St Fadaun.

ALBESEARCH PRACTICN AND SKILLS - Sarmmmmrrnd fos vt voe

o Note — TNAs are unique to each division. This is a copy of one from Medical Sciences.
o Note — You are advised to save your work regularly.

Whilst working on your TNA, you can save your changes periodically by clicking Save. When you have finished working
on the TNA, click Save and Continue. The TNA submission form will be displayed.

If a TNA has not been submitted it can be edited.
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Note - You should discuss your TNA review with your supervisor before completing the
o submission form

The yellow fields are mandatory so must be completed. The supervisor responsible for TNA review is selected using the
drop-down menu. The menu will present a list of your supervisors. You select the one who has agreed to review your
TNA.

The submit drop-down menu contains three options:
For review with supervisor - which will send your supervisor an email asking them to review your completed TNA. No
one else can see your TNA until you select final submit.

Final Submit - takes a snapshot of your submitted TNA and allows all your supervisor(s) and Course Director/DGSs to
view the form as part of supervision reporting.

Save, don’t submit — select this if you aren’t ready to submit the TNA yet.

Lraitnion Newtds Ansbysis [1MA] Tor Graduate Students

Sk your Tradniag Weeds Aatpas

S5t B wanvhind efin the s of g 1oz team. ud bofore was anpy Tor rarafer of daten. Camgdotut THA dheell Be Duivaind wff) pas sumvvine tole RITuting. F 8 Ty peaniie 1o Tiuisee ol yoel Sapmviest than pesie

Click Submit to save any changes that you have made on this page

Note - If you upload the wrong document then it is possible to replace it. Select Delete from this
0 screen. If the TNA has been submitted, it cannot be deleted.

To open the uploaded file, click on the file name. Click Next to advance to the submission screen
as detailed below.

Training Needs Analysis {TNA) for Graduate Students

Reaults Embarge Advice pdf - 27/Sep/2018 | Delote

You can view a historical TNA in the associated documents section of a submitted or historical report
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6.3 Preparing for Transfer / Confirmation (MPLS research students only)

MPLS research students will be able to complete their Preparing for Transfer of status and Preparing for Confirmation
of DPhil status forms in Student Self Service and attach this to their report in GSR.

To complete the form go to the Graduate Supervision Reporting section and click on the link: Preparing for Transfer /
Confirmation.

Graduate Supervision Reporting

Self-Assessmant supervision reports

raini nalyst

@aring for Transfec / anﬁrm)asd on

You will see a table with this header

|
| Form Type Status l Date Last Updated Action o

[ Create New Report ]

To start a new form click

Note - if you have previously submitted a preparing for transfer report, prior to the
introduction of GSR, you will still see the option to create a preparing for transfer report
as well as a preparing for confirmation report. There is no need to resubmit the
preparing for transfer report.

o

Use the drop-down menu to select the preparing for transfer report or the preparing for confirmation report. Fill out
the report once it has loaded.

Whilst filling out the report, you can save your changes periodically by clicking Save.

Click Save and Continue to close the report when you have finished making your changes. The report will be submitted
when you submit your next self-assessment report.

To edit a saved form, click on Preparing for Transfer / Confirmation on the home page and click the Edit button.

Preparing for Transfer / Confirmation

Form Type

Form Status

Date Last Edited or
Submitted

Award Programme /
Specialism

Action

GSR Preparing for
Transfer

Saved (not submitted)

11 Oct 2018

DPhil Zoology

|

o

Note — whilst a preparing for transfer report is awaiting submission, a transfer of confirmation

form cannot be created. Thelwl button will not populate until this is submitted.
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A preparing for transfer / preparing for confirmation report is submitted when you submit your self-assessment report.

Form Type Status Date Last Updated Action

—

GSR Praparing for Transfer Savad {not subenitted) 11 Oct 2018 l

View |

Transfer/Confirmation form when this Supervision Report |5 submitted

Tick to exciude this Preparing for

The form will appear in your self-assessment report. If you do not wish to submit the form along with your report you
will need to tick the box to exclude it.

Historical Preparing for Transfer / Preparing for Confirmation forms can be found in the associated documents section
of a previously submitted / historical report

6.4 Associated documents

Documents that you have previously uploaded in historical reporting windows can be found in the associated
documents table when viewing your reports.

To view a historical report, you scroll to the bottom of your self-assessment report to find a list of historical reports. To
read a historical report click View.

To find the associated documents section, scroll down until the section is found (just below Training Needs Analysis).

TR Riabis THA Typs Last faved date Aition
Mz TRL feund

Dorument Artian

Py THA for 3047, pdf ien Daument

Documents such as CVs, previous preparing for transfer/preparing for confirmation forms and previous TNA’s will be
stored. To view the document click View Document.

Note — When viewing a document, some web browsers will open the document directly, and
some web browsers will prompt you to save the document first.

6.5 Self-assessment reporting windows
You can find out the standard reporting schedule on the GSR home page.

Standard student reporting windows will open in week 7 of each of the three terms. Once a reporting window is open,
you can submit your self-assessment report. Once a report is submitted for that term, your supervisor(s) responsible for
monitoring academic progress will then be required to submit their own report on your progress in that term. Course
Directors/DGSs can view the report and submit their own reports. College advisors can view the report and record how
many times they have met with you.

A fourth reporting window, in the Long Vacation (summer) is being introduced for all research courses and will be used
by some graduate taught courses (your department will let you know if this affects you).
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Graduate Supervision Reporting

Michaelmas Hilg
6 | 7]8]ofto]jua]2]-1]o]1]2]3[4]5]6
Nov Dec Jan Feb
MT reporting
Student 3 weeks
DGS b weeks
College advisor 13 weeks

6.6  Viewing your student details

During each reporting window, you will use GSR to complete a self-assessment report on your academic progress. As
part of that report, you can raise any concerns or issues regarding your academic progress for the awareness of your
supervisors, Course Director/DGS and college advisors. You can also view your student details as well.

To view your details, click on the My Supervision Reporting section on the home screen, then scroll to the bottom of
the page and click on the link for Self-assessment supervision reports.

Graduate Supervision Reporting

The Student details page will be displayed.

Self Assessment Supervision Reporting

B e el (g etewe et ek Momwww ‘bt rm b Veer ol Avgronew
- - > >
T— 1
e A Ve At Ligaed (cebonoie tws At et drte [Er— o | [ (e e Sempley

6.7 Accessing reports

Scroll to the bottom of the page and find a list of reports (depending on the number of terms you have been at the
University). The current term’s report will be at the top of the list. Click on Edit to complete the current terms report.
Alternatively click on View to read a historical record. You will have 12 months, following the completion of your
course, to access Student Self Service.

Tow B T T . Wbt Bete St | Wt | W—— DEh Cumm -
: 4 4

M SO A0l Al
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o Note: A self-assessment report can only be edited if the report window is open

Click Edit to progress to the Edit Report screen

Use the drop-down menus to record the number of meetings against the supervisor and the college advisor. There is a
prescribed list to choose from, they are not free text fields.

6.8 Flagging concerns

Below the meetings drop-down field is the opportunity to record whether you have any concerns about your academic
progress. Supervisors should discuss any concerns about academic progress with the student before flagging a concern
in GSR. There are four levels of concern that can be raised by a student, a supervisor and/or a Course Director/DGS.
They are:

No concerns — The student is performing as they should do and their academic progress is sufficient.

Minor concerns — Satisfactory progress is being made, but minor issues have been identified where further action may
be required to keep progress on track.

Major concerns — One or more factors are significantly affecting progress, and further action is required now to keep
progress on track.

Severe concerns — Progress is being seriously affected by one or more factors, and a meeting with the Course
Director/DGS should be held as soon as possible to discuss further action to get progress back on track.

Guidance on flagging concerns

Student concerns should relate directly to academic progress. If students are dissatisfied with any other aspects of
provision e.g. their supervisory relationship or their working environment, they should raise these with the Course
Director/DGS (or equivalent) in the first instance, and pursue them through the department’s complaints procedure if
necessary.

Course Director/DGSs should review all flagged concerns and take action as appropriate. A severe concern should result
in a meeting with the Course Director/DGS without delay. Course Director/DGS should briefly note any action being
taken to resolve the matter.

6.9 Completing your current self-assessment report

Below the concern level is a free text box, with a 4,000 character limit, where you will write your self-assessment
progress report for the current term.

You are encouraged to use this as an opportunity to:

Student Self Service for Students Manual v7.8.docx Page 40



Graduate Supervision Reporting

o Review and comment on your academic progress during the reporting period

o Measure your progress against the requirements and agreed timetable for your programme of study

o Identify skills developed and training undertaken or required (graduate taught students only, this is covered by
the Training Needs Analysis form for research students)

o List your engagement with the academic community

o Raise any concerns or issues regarding your academic progress to your supervisor

o Outline your plans for the next term (where applicable)

Whilst working on your self-assessment reports, you can save periodically by clicking Save. When the self-assessment
report is ready for submission, click Save and Submit.

6.10 Update concerns

If a concern has been raised against your academic progress, either by you or your supervisor(s) or Course Director/DGS
then that concern can be updated, should the need arise. You can update a concern once you have submitted a report.

To update a concern, click on self-assessment supervision reports in the Graduate Supervision Reporting section on the
home page.

Graduate Supervision Reporting

@Mmﬁsmm! supervision m@
Iraining needs analysis
Preparing for Transfer / Confirmation

Scroll to the bottom of the page and find a list of reports (depending on the number of terms you have been at the
University). The current term’s report will be at the top of the list. Click View on this term’s report.

Scroll to the bottom of the report and click Update Concern.

Scroll to the bottom of that page until you reach the Update Concern Section.

Uigdate Conmasrn

Cofcams Updats

| Return bo Supervision Reporting Canoel B

Use the drop-down menu to select one of the two options:

Cancelled (Flagged in error) — use this option where a concern has been raised in error. This will remove the concern
flag from the report list for that term

Resolved — use this option when you, or another contributor, have raised a concern legitimately, and you have taken
steps to resolve the concern(s). This will turn the concern flag grey on your report list for that term. The word resolved
will appear in brackets. Abi

Once you have chosen the correct option, click Save.
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i

Note — you can only update a concern once.

6.11 Student Contacts

Your contacts are shown in the Student Contacts section of your self-assessment report, which you can view at any

time.

Role

MName

Supervisor

Professor Sarah Bashan

Director of Graduate Studies

Miss Lesley Reading

Subject Administrator

Mr Phillip Swansea

Subject Administrator

Mr Michael Broaders

College Advisor

Professor Migel Emptage

Departmental and college staff may update these in the lead up to your reporting period. If, during your reporting
window, any of your supervisor contacts need updating, please inform your graduate studies contact. If any of your

college advisor contacts need updating, please inform your college’s administrative office.

Education Committee Policy and Guidance documents for taught and research programmes
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7 Examination Entry

The examination entry functionality provides you with the ability to view your compulsory assessments and select any
elective assessments required for your year of programme according to the examination regulation for your subject.
You will be advised by email when the examination entry window is opening and closing. Administrators from your
college will also be notified. If you do not log in to Student Self Service to complete the task, a further two reminder
emails will be sent: the first reminder three days prior to the window closing and the second on the date of the
window closure.

When the selection has been completed, the examination and assessments entered will be summarised in Student Self
Service for you to view.

When advised that the examination entry window is open, you can log in to Student Self Service (as described in section
2) and select My Exams to access the Examination Entry option.

My Studem Amcont My Exame

" Sen nformatio
Student Number 1aMser
Name Prlur Pipe
Collugen Alage
Specialism MO erputer Soience
Current Public Examination Honowr Schoot of Compatar Sdenca (Part B)
Yoar of Study
Mode of Attendance FT
Candidate Number pratil)

Examination Entry wndow(s) for Honoor Schood of Computer Soence (Part B

Opening Closng State Entry Window

1/ Jani2017 27 2017 pan

The examination antry windoew for your course Is open, Submit your choicss via the Examinstan Eetry’ button befow
LN varndows chose a8 23:59 on the stated dates

[ Examination Entry |

PMease note that you are required to enter for all assessmonts that you are offering this academic yoear and not jJust written examinations,

FOU samu programmes Ihere e multiple entry dates, for examele BTh, and S0 you 3 ot neckisanly reguiced 1o enter, The same s ue of students who e
Migtiu (o offer 4 Sepplemestary Sublect. IF this Is the case hen when you tick the Examination Exry button, when it becomes svallable w you will
dnother sordan where you can Gtate whathar you wish to take the oppartunity to enter & nol. i you 370 N0t prasented with this option then you are expectad to

Zor further sformation, visit Examinaion om the Untyersity websits or contact your Callege Office

te entries, you must appdy through your colfage to the Academic Records Dffice, and pay the refevant fees

For any changes of ogtiom, withdrawas or

Related Linvks

Examination Entry
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0 Note: This screen displays your randomly generated candidate number for your information.

Providing that your examination window is open, you will be able to click on Examination Entry to access your
compulsory and/or elective assessment options.

Note: If you have performed Exam Entry in a previous academic year then the below screen will
be displayed.

Salect Yoar / Torm

[ Year [ Taten 01/ Y | Canfaermad [CO0M)) v J

| sdea |

Examination Entry

Rt e I Samltams Vv e wmaran B bwm Ww e b iy g o e ten e pemm— s = o e vw e g (hah Tt S g
L e e L T R TN

FLEASE BITE. 11 1t Adtnbtmanl Tyue |6 R fnnt Sofl og pans Stmpdl Tia Seunsment Satads babum Tute plasts 08 | 1a v Sl

H R AAl o _x | [T U —
L Sc of Comp Sc (Part B) et
0 e T A T 5. i
L R L R e R i e I R e e R e e e e R ]
R =i
[— PR— Crvem v
e e : ‘
( Snmat bt
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o
o &
{ W L |
i

Student Self Service for Students Manual v7.8.docx Page 44



Examination Entry

7.1 Making Assessment Selections

Compulsory and previously confirmed assessments will display in the top section of the screen:

Assessment 1L Name Term Occ Level No. Status

Al2081 Project on & topic in Computar Scerce ™ 4 UGF ) Compalanry

If you have no elective assessments, or your selection is complete, a Confirm Selections button will display directly
beneath the Compulsory and previously confirmed assessments list.

If you have an elective assessments to select, the elective list(s) can be viewed by clicking the View List button. The
assessments are grouped according to the rules governing the selection i.e. how many assessments should be selected
overall and how many from each list, as per the Examination Regulation.

Within the next screen, each section has a ‘Search’ option that allows you to search within each of the schedules.

Choose 6 Assessments from the electives contained within this block.

Schedule B1

Enter assessment code or name Show advanced

Assessment | Name Term Occ val Add

+) A10401 Compilers T z 1
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Examination Entry
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Clicking on the Add button adjacent to an assessment adds the selection to the Selected Assessments panel on the right
of the screen. It also adds a description of the assessment to the panel immediately below the Selected Assessments
panel. You can remove a selected assessment by clicking the dustbin icon.

If you select an assessment that does not fall within the governing rules you will see the following message:

Selections Not Valid

You have not selected a valid combination of assessments.
Hover over any icons for additional information (after closing the dialog):

X is displayed for any errors
f s displayed for any warnings (which do not prevent your re-submission)

Once you are satisfied with any changes, submit your selections again.

When the rules for an assessment list have been met a green tick is placed on the right above the Hide List button. If
you try to select too many assessments you will see the following message:

Too many assessments

You have selected the maximum number of assessments from this group.

OK

When the correct amount of assessments have been selected from each group a green tick will display. When all
selections have been made, then click the Submit Selections button, located beneath the right panel. If all rules have
been met the following screen displays detailing the assessments selected:

Student Self Service for Students Manual v7.8.docx Page 47



Examination Entry

Examination Entry - Confirm

Student Caurse Inslance
Name
Award Programms

Mode of Attendance

Year Term Status Rank
016/17 m E
2016/17 L2 4
™ 4
a1y mn E
W ™ 4
2018/17 A c
20617 m E
016/17 il 4

22345670/1

PETER PRER

Mastar = Computer Scerce

Full-teme

Assessment Coda e Level
ALpad z WGF
A12071 4 WGF
AL2072 Z LUGF
A2074 2 LCF
412000 I [y
AL2081 z LCF
AL215% L] UCF
Aj2174 4 (e g

Lo

Undo Last Change | | Comfiem Selections

Name

Computer Graphics

Computatony Complexty

Computer Aided Formal Venficatioe
Ceometric Nodeling

Practicy! Work (year 3

Project o0 & topic in Computer Soence
Set Theary

Commuanicaton Theary

o Note: It is important that you confirm your choices as it triggers the creation of necessary

records.

7.2 Confirming Assessment Selections

From the Examination Entry-Confirmed screen you can either:

e Undo Selections — which will return you to the Examination Entry screen enabling changes to the selection to be

made, or

e  Click Next — which will take you to the Examination Entry screen.
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Examination Entry - Confirmed

Your selettinns are now confinmed. To complete your antry select ‘Nest' and then ‘Finsh’ an the folamng page. I you wish to maks changes then select “Undo Sefectons

Student Course Instance 12334711

Name FETIR 21FER
Programme Master of Computer Sciente

Mode of Attendance Full-teme

Conflrmed Salections

Year Term Status Rank Assessment Occ Level No. Name
" t Alo403 2 uar 1.00 Computer Graphics
™ E A1207L z UGF 1.00 Computatioeal Complexity
™ r Al2GT3 4 uGr L Camputer Aded Tormal Yenficwtion
b t ALI074 < wer 1.00 Geometrc Mogdeling
018/17 ” £ Al11353 s ucE 1.00 Sel Thosey
016/17 v E AL2574 4 usF 100 Communcaton Theory
018/17 ” e Al2000 b uar 1.00 Practcsl Work (year 3|
030/17 m (= Ai7001 2 uGr 100 Project o0 » tegic m Compoter Scence

From the Examination Entry screen, you can click either:
e Back— which will return you to the Examination Entry screen enabling changes to the selection to be made, or

e  Finish — which will return you to the My Exams screen.

Examination Entry
et _________________|

Cleok Finsh' to complete your examination estry or ‘Badd if you wish to make Further changes

(Back] [Finioh')

As long as the examination entry window is open you can return to Student Self Service and amend your choices by
clicking on the Examination Entry link.
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7.3 Viewing Confirmed Assessment Selections

After the assessment selections have been confirmed, you will be able to view them using the Examinations and
Assessments Entered link from the My Exams screen.

RSITY OF My Student Record My Exams

%5 OXFORD

ogged In; Peter Poer  (Logout)

My Exams

Examination and Assessments Information

Student Number 1234567

Name Pater Piper

College St Anna's Colloge

Specialism MCompSd Computer Soence

Current Public Examination Honour Schoot of Computer Science (Part B)
Yaar of Study 3

Mode of Attendance FT

Candidate Number 123456

Examination Entry window(s) for Honowr School of Computer Science (Part 8):

Opaning Closing State Entry Window

Qllan/2017 27/3anj2017 Opan

The examination entry wind for your course is open, Submit your chaicss via the "Examination Entry’ button below
All windows close at 23:59 on the stated dates.

[ Examination entry |

Please note that you are required to enter for oll assessments that you are offering this academic year and nol just written examinations,

FOr soms programmes there ars multiple entry dates, for example BTh, and $0 you are not necassarlly requirad 1o entér. The same I8 true of students who dre
elgible to offer a Supplemontary Subject. If this is the case then when you click the Examination Entry button, when it bocomes avaliable, then you will be taken to
another screen whare you can state whether yoa wish to take the opportunity to enter or not. If you are not peesanted with this option then you are expected to

ntar

For further information, visit Examination Entey on the Unlvarsity wabsits o contact your Collage Office
For any changes of option, withdrawals or late entries, you must apply through your college to the Academic Records Office, and pay the relevant fees

@ examination and Assessments Entecad

W Acagemic and Assessment Results

Xamination Thnet

Related Links

Examinatic N3

Examination Entry

The screen presented also displays any alternative exam arrangements made.
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Examination and Assessments Entered

Student Number 1234367111

Name PETER PIPER

College St Aone's College

Spocialmm NCompSe Camentar Scence

Current Public Examination Monoar School of Computer Soence {Part B)
Year of Study 3

Mode of Attendance T

Candidate Number S76307

!Sha-n Balow are the sssassmants you are currestly entered for,

Yoar Torm Status Assessmant Code Assessmant Name Assessment Type
W16/17 Trmty Term Electne &10402 Computer &rchitecture Wnitten

2016/17 Trnkty Ters Electve Al1G3803 Computer Graphics Written

2016/17 Trinty Term Electre A12071 Computatanal Complexty wntien

2016/27 Trinty Term Elective A12072 Computer Aded Formal Verdication wnttan

w1y Trimty Term Elnctron A12074 Geomatric Modeling | Wttan

MW16/17 Trimty Toarm Elnctn A12076 Knowirdge Rupresentaton snd Hansening Ew"u-n

2016/17 Trnty Term Tompulsory 412081 Project on 8 tope n Computer .;:m:e :Submnmcﬂ

Allemative Exam Arrangoments

| To request an amendment to the detais below, plesse contact your coliege
Arrangement | start Date End Date

Ne records found.

o Note: If you wish to change an assessment option after confirming the selections, or enter late
for exams, you are advised to contact your college.
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7.4 Online Exams Timetable
To view your exam timetable, go to the My Exams tab and select the Examination Timetable link on the screen

The Exam Timetable screen is displayed which shows a table with your exams. The exams listed will include recent
exams (up to one month in the past) and all future scheduled exams. The timetable is available no later than 2 weeks
before the first examination. When new exams are published, you will receive an email notification.

Examination Timetable

Comtve: W ‘8
Cabagar it Ingh

e Tese (nsrwnion {bouns) aper Covle Poper Fake Lacation

SRR RN T T (CR

o n sl Al e ooty t ey

Condbhonn o Traudred 1o cnmd e Irhowant Sogelatinns sn® Gualars @ JRTTAAAN] 18 Cuntn b iwsaes

[ B b My e |

Exam Timetable heading descriptions:

Column Heading Description

Date Date of exam.

Time Time of exam.

Duration Total duration of exam.

Paper Code Reference given to exam paper.

Paper Title Title of exam paper.

Location Location of exam code e.g. EXSCH. (use the postcode hyperlink in Location Key above the
exams timetable to take you to the map of the exam location)

Alt Location Alternative location and/or additional time

Alternative Alternative exam arrangements e.g. additional rest time.

Arrangements

You can use the Print button at the bottom of the page to print out your timetable for later use.

When you are finished you can use the Return to My Exams button at the bottom of the page should you wish to
continue to use Self Service.

o Note: Column headings that are not relevant will not be displayed i.e. Alternate Location and
Alternative Arrangements.
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7.5 Academic and Assessment Results

When the academic and assessment results have been processed and confirmed, you will be advised, by email, that
they are available for viewing on Student Self Service.

You can log in to Student Self Service (as described in section 2 above) and select My Exams to access your academic
and assessment results information.

¥ OXFORD

Home My Student Record My Exams

ogged In; Peter Poer  (Logout)

My Exams

Student Number 1234567

Name Pater Miger

College St Anna's Colloge

Speclalism MCompSd Computer Soence

Current Public Examination Honour School of Computer Science (Part B)
Yoar of Study 3

Mode of Attendance FT

Candidate Number 122456

Examination Entry window(s) for Honour School of Computer Science (Part 8)

Qpaning Closing State Entry Window
Qi lan/2017 27/3anj2017 Opan
The e ination entry wind for your course is open, Submit your chaicss via the "Examination Entry’ button below

All mindows close at 23:59 on the stated dates.

| Examination Entry |

Please note that you are required to enter for oll assessments that you are offering this academic year and nol just written examinations,

FOr Some programmes there are multiple entry dates, for example BTh, and s you are not necassarlly requirad 1o enter. The same 18 true of students who are
efigible to offer a Supplemantary Subject. If this is the case then when you click the Examination Entry button, when #t becomes avaliable, then you will be taken to

another screen whare you can state whether you wish to take the opportunity to enter or not. If you are not presanted with this option then you are expected to

ntar

For further information, visit Examination Entey on the Unlvarsity wabsits o contact your Collage Office
For any changes of option, withdrawals or late entries, you must apply through your college to the Academic Records Office, and pay the relevant fees

W e amination and Assessments Enterad

@ Acagemic and Assessment Results

Examination Tinetabls

Related Links

Examinatio NS

Examination Entry
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Academic and Assessments Results

imanlmo Titke test Completion Date ‘Pmnmm Award Fimal Award
! < $ :

| MSe Mathematical Financs

Yeew Factprs Afecting Ferfonmance

| Yoar of Programme: | Yaar Outcome:

Yoar 3 | Aastamatic !:ll':n-v
’Vén; i I 'xun-ses:ed 'm Frogression Outcome Expected
Yoar 2 :.'-J'.nmab( roliover
‘v:;t 2 | Non Assessed - Ko Fr b)"ﬂi;:;' Outcomae E-;nu;
Your 3 201771 | NA
i"” | : Assessmnl | Mark | Grade
{ e ! [Tyee !
2015/18 | 14704 | Mathematical Fmance Examination - Paper 1 (Modules 1-4) | Wrktten |59
éiDH.‘IG |A14T05 T“xhcmalvul Fmance Examination - Faper 2 (Modules 1-4) | Written |79 ' i
{ 2016/17 ?us::a [ Advanced Numarical Metheds [ Submission :ﬁj [
[3015/18 |a14708 [ advances Modelling Tooes 1 [submission |62 I
- " 4 - 4 1 ! -
i.‘n:a:xv | A14700 | Advanced Modeliing Topics 2 l‘.’auhrlll‘ﬁol! | &8

[ T

The academic and assessments results information are expanded to include all results during your award programme.
For example, if you were a final year student you would be able to view the results achieved from each year of your
award programme. Details of other award programmes studied will also be displayed on this page.
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¢) Mitigating Circumstances Notice to Examiners

You will be able to view the outcome of your Mitigating Circumstances Notice to Examiners if you have made
one, via the results screen on Student Self Service at the point of your results being released.

FAREIC And ASSESSTENES WesulEs ™V e

finsl Awand

o

ch.wl-bkaa!maCu;u.'nmnauﬂuw:.mE.-.muan

After clicking View Mitigating Circumstances Notice to Examiners the below Outcomes screen will be

displayed:
I T e U o e g Nl TN N AT
Outcomes

Year on Course Year Lxam Board Date Outcomes

nn Tithe Assrscenent | Yo Attempt | Exam Board  Owtcome(s)
Code Numbes Type Nombes Date

24varced Mod o diae o2 ¥ DIDESS AN a0 e taw
dvarced Modefiog Sabmission w17 L VNN 2OLE To disreQard 3 paper of DIDEss and feallse renidts 00 T base
Tooloa 3 of the remaning war

- Advanced Namerica o 2 -
A1322¢ 413228K] Sankids Labemivwan w1y : ONILNIOLE | application has besn canuidersd and su sdistment made

W oV o S

7.6 Mitigating circumstances notices to examiners (MCE)

You may start a mitigating circumstances notice to examiners (MCE), if your academic performance has been seriously
affected by a medical or personal issue. You can also request a mitigating circumstances notice to examiners (MCE) via
your college, or department for non-matriculated students, if you need the MCE to be raised on your behalf. Notices
need to be submitted within three days of your last exam or submitted work deadline. Notices received after this
deadline may be forwarded to examiners. For notices received after noon on the day before the exam board this
requires agreement from the Proctors.

7.6.1  Start a mitigating circumstances notice to examiners (MCE)

To start a MCE, click on the Start mitigating circumstances notice to examiners link.
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Mitigating Circumstances Notices to Examiners

Start mitigating_circumstances notice to examiners

* Pending mitigating circumstances notice to examiners €}

The first screen displays some text explaining the MCE process. Please read this guidance before choosing the Continue
button.

# e be s B et gt - b oy S A by § b v g —— g T (@7 a8 b ey (3. st te @ Fa s 0 S ade s o (be m——

T WSO W 15 T AT The (Tt i (s b e b8 PRNTIED (S eI s S [har L Bege | PMATYRET V1 fee TETILOENS SLTwRr e 190 84 VEEI Y ) e the bat ot o & T
Btrn s b e e AL ot g St il (he padie e bkt o e s somtes smg dummara ekeam ey (e rew ket et damadt e madd be 5T and

1 yoe babory ¢ FEZHTG TISTATIA TR D) et W ITE bt v f B hedis S Te o TTRas RAITT hatew 11 Se P srshee

After you click the Continue button, you need to complete three questions (confirm your Course, Academic Year and
type of sitting).

Tins @ bl L5 LT B T o8 AL . (i B e L PR (T [k Do Cnbeir Caid o ot

Pl SRS @ Hellorp -

Cowe &
st e o dewE
.-
= =
P v o i ke T raic e p—
| aak Smn Mol ]

Then click on the Start MCE button

On the next screen:
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e Enter your Candidate Statement and Consent to Share Information and tick Section Complete.

e Upload any Supporting Documentation by using the ‘Attach Supporting Documentation’ button. To do this
select the Document Type, add a Document Description and use the Choose File button to select your file.
Then click the Upload button.

R oty Chrrumstences Butices tu Ezamirery - Afech Supporting Oocumenietion

D st L PLAAT B PP i g Sl DU A0S BAAAmd pramiind - USe adh prg st YOS SaLlm e badsy e ansel

At 19 ypes u DOC. DUCS, I0, JPI, S8 Wi

vtiom Yo

- S e | W [0 chemen

o IMPORTANT: Do not upload supporting documents that are password protected — this will prevent your notice
from being processed.

o Tick the Affected Assessments and tick Section Complete.

Click the Save button, to save without submitting your MCE. (You can come back and edit it later via the Pending
Mitigating Circumstances Notices to Examiners link).

Once you have ticked the Section Complete checkboxes for each section, then you will have the option to:

e  Submit to College for review (or department if on a non-matriculated programme, see screenshot below. The
college/department can then review or add to the MCE before it is sent to the Exam Board)

or

e  Submit complete MCE (to send it directly to the Exam Board).

[mm—————————————————
T R R I E E E EE————s
e
o

==

—

s

PRI

[ e e e —————————————————— |

— ——.tom

— - — 0

. W

il

— b oS

D

s G &

s S | (| w———————— v |

Click the Submit to College/Department for review button to send an email to your College Office (or department for
non-matriculated students) informing them that you have raised an MCE.

Or click the Submit complete MCE button to submit your MCE.
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7.6.2 Pending mitigating circumstances notice to examiners (MCE)

The Pending mitigating circumstances notice to examiners link allows you to view and complete an MCE that has been
created for you by your college (or department if you are on a non-matriculated programme).

Mitigating Circumstances Notices to Examiners

Start mitigating circumstances notice to examiners .
Pending_mitigating_circumstances notice to examiners e J

When you click on the Pending mitigating circumstances notice to examiners link any MCEs created by or for you are
displayed.

Mmersl Prvapasiers Yoor o Stody R T Cantriate Stobavrant Soppertnn laes Alacred Assersments At

ey t Iy vtele WS —is STl
88 ey ' 2w marate anghice Coryantn wdatzend

[pam— ) 21n1s S— vezmpare e oy T

MCEs already completed and submitted are not editable.
Any MCEs not yet submitted can be actioned by clicking on the Open MCE link in the Action column.

On the next screen you can enter the details of their MCE. The first section, showing your information, is not editable.

Mitigating Circumstances Notices to Examiners

Student Numbesr 1146150

Surmnama nrel

Forename el

College Bafiol Collage

Department Departmess of Politics and International Helations (CT)
Award Programme Masror of Phicsophy I Internatocal Relations

Academic Year 2018/19

Fisal Exam Board Date
*w\ I et TP e e ol . et

Then completes the Candidate Statement and Consent to Share Information section by:

e Entering your Candidate Statement (mandatory field)

e Tick the | am completing on behalf of the student and have obtained their consent to share information with
the exam board check box if necessary

e Entering the Reasons for the late submissions of MCE (is mandatory if deadline has passed).

e Ticking Section Complete tick box if nothing further is to be added to the section.
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Candbtate Stetervent

Bactarston of Commst

Pa L uarntana adTAL S AL sh stadent St amy REACH
1 arn comroretieg on bohell of Hhe stamers erd hove
whtadend thakr conmmrt 5o share Mbarmeetion with the wen

Mhssarn T (016 ssmarscne of MCY

Feation Cavents

Then upload any Supporting Documentation. Documents can be uploaded (e.g. additional candidate statement,
[ Attach Supporting Documentation

medical evidence etc) by clicking on the J button.

Supporting Documentation complete

File Description fype Action

No docurments attached

Section Complete

Then finally complete the Affected Assessments section using the check boxes.

Affected Assessments complete

Affected Assessments Full academic year 2017/18

OR
[] A12694 - Ethics - 25 May 2018
[] A12697 - Philosophy of Religion - 05

June 2018
[] A12704 - Theory of Politics - 22 May
2018

[] A14010 - German X: Modern
Prescribed Authors (i): Grass

Section Complete

Then continue to complete the fields (yellow are mandatory) and tick the Section Complete check box as each section
is completed.
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O e W
% Section Complete

If at any point you want to Save the MCE but without submitting then click on the button at the bottom of
the screen. e.g. if the you have only completed the Candidate Statement, but not the Supporting Docs or Affected
Assessments.

Mitigating Circumstances Notice to Examiners

Award Programme Year of Academic Candidate Supporting Affected Action
Study Year Statement Docs Assessments
BA Philosophy and Mod 2017/18 Complete Complete Complete Submitted

Langs (GER)

BA Philosophy and Mod 2017/18 Complete Incomplete Incomplete Qpen MCE
Langs (GER)

Once all sections are complete then you can click the Submit button and this will mark the record as complete and you
will no longer be able to edit it.

Mitigating Circumstances Notices to Examiners

Student Information

Student Number 1236542

Surname Piper

Forenames Peter

College Brasenose College

Department Medieval & Modern Languages (CA)

Award Programme Bachelor of Arts in Philosophy and Modern Languages (German)
Academic Year 2017/18

Candidate Statement and Consent to Share Information complete

Supporting Documentation complete

Affected Assessments complete

| Return to Examinations | | Save | (| Submit

An email notification is then triggered to the college to inform them the MCE has been completed by you.
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7.6.3 Reviewing the outcome of a mitigating circumstances notice to examiners (MCE)

You will be able to view the outcome of your Mitigating Circumstances Notice to Examiners (MCE) via the results screen
on Student Self Service at the point of your results being released.

After clicking View Mitigating Circumstances Notice to Examiners the below Outcomes screen will be displayed:

PPN
Outcomes™

Methsds

Year on Course Yeoor Exam Board Date
nit Tithe | ‘ Yoar Attempt [ Exam Board
Code Wumbes Type Numbes Date
Al4709 AV4TE9RY fdvenced Meduling Satireixgsar w7 ' UV 20LE
Tooéos 3
4 4
A13228 43322881 e Sabemivesan we1r 0%/ 1un/ 3018

,\,/mm"‘\-‘/\"““\'/h-\"ﬁh“\/ '%MHJ\/\-W*'\’/-M‘ el —’A‘%»x\/‘\."\

| Owlcome Type: Yoot

Outcomes

Outcome(s)

To diaregard 2 paper of DIDess and feallse resiits o0 tha base
of the remaining wark

Appltication has besn canuidersd and e adiustment made
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8 Degree Ceremonies

Following completion of your award programme, and when you take leave to supplicate you can request a degree
ceremony date through Student Self Service. You will then access Student Self Service (outlined in step 2) and click the
My Ceremonies link at the top of the screen to display the Graduand Degree Ceremony Booking screen.

Graduand Degree Ceremony Booking

Need Help? @

Degree Ceremonies Online Booking

Depending on the arrangements provided by your college, we will ask you to:

+ Choose a Ceremony to Graduate in Person or Graduate In Absence

+ Confirm Degree Certificate Address Details

« Confirm Guest Details for both Ceremony and College Catering (if applicable)

+ Confirm Accessibility/Disability Information and Disclosure Permission (if applicable).

By clicking on the Book Degree Ceremony button below, you confirm that you accept the Terms and Conditions relating

to Degree Ceremonies. In particular, please note that you may not be able to graduate if you have any debts
outstanding to the University.

Your Degree Ceremony

Student Name Kai Leo Greenwich

Award Programme DPhil Physical and Theoretical Chemistry

College Christ Church

Date of Ceremony To be confirmed

Time To be confirmed

Number of Guaranteed Ceremony Tickets To be confirmed

Hold Status None

Ceremony Status You have been invited to book a degree ceremaony.
University Terms and Conditions regarding Dedgree Ceremonies.

(Book Degree Ceremon\D

You can then click on the Book Degree Ceremony button, which will then display the Terms and Conditions screen.
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Terms and Conditions

I understand that:

+ The conferral of my degree is conditional on my passing the required examinations.

+ [ must ensure that I have no outstanding debt(s) to the University of Oxford. I may be unable to graduate
on the date I have booked if I have any outstanding debts.

* The bocking system works in real-time, and if I choose to attend a ceremony, and then wish to change my
date of attendance, my booking will be reset and I will lose my original place with no guarantee that
alternative dates will be available.

e If [ choose to decline from this booking within 30 days of the degree ceremony date, or if I fail to attend on
the day I have booked, my degree will be conferred in absence, and I will be unable to have my degree
awarded in person at any future ceremonies.

« If [ have been awarded any degrees of lower standing by the University of Oxford that have not been
conferred at a previous degree ceremony, these degrees will be conferred at the ceremony I have just
booked. These degrees will be conferred in absence, and I understand that I will not be able to have them
conferred in person at a later date.

s [ must attend the degree ceremony wearing the appropriate academic dress in accordance with the
University Regulations.

For Postgraduate Research students admitted on to their course before 1 October 2007:

¢ [ understand that I must have submitted a hardbound copy of my thesis 5 days prior tc my degree
ceremony date.

For Postgraduate Research students admitted on to their course on or after 1 October 2007:

+ [ understand that I must have submitted a hardbound copy of my thesis 5 days prior tc my degree
ceremony date,

+ [ understand that I must have submitted an electronic copy of my thesis 5 days prior to my degree
ceremony date.

Please confirm that you accept the terms and conditions.* ( Yes E

_——
(cancel ([ Next) )
e —

Fields marked with * are mandatory.

In order to advance to the next section, you will have to agree to the terms and conditions listed and click Next to
display the Choosing Your Degree Ceremony screen.
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Choosing Your Degree Ceremony

If you wish to attend a ceremony, please select an available date below, and click "Attend'.

The booking process runs in real time. If you click 'Attend' and there are no longer places available, you will be brought
back to this screen where you can choose an alternative ceremony if available.

If you wish to graduate in absence, please select 'In Absentia’ and we will graduate you at the next available University
ceremony on Saturday 24 January 2015 AM.

You may decline to graduate by clicking 'Decline’. If you wish to graduate in a later year, you must contact your college,

who will add you to a waitlist - please note that there is no guarantee that a future ceremony space will become available,
and that you accept this risk.

Unavailable Ceremonies:

Saturday 12 July 2014 AM

Wednesday 23 July 2014 AM

Friday 25 July 2014 AM

Friday 01 August 2014 AM

Saturday 02 August 2014 AM

Saturday 15 November 2014 AM

Available Ceremonies:

*This question is mandatory if you wish to attend.
‘ @ ‘Saturday 06 June 2015 AM ‘

| p—

‘[ Cancel ][ Decline ][ In Ahsentia(j[ Attend ] ) ‘

You will then be presented with a list of ceremonies at which your college is presenting, including any which are full,
unavailable, and therefore full. You have the option to Cancel, Decline, In Absentia or Attend.

If you click Attend the Confirm Attendance screen will appear.

Confirm Attendance

You have chosen to attend the degree ceremony on Saturday 6 June 2015 at 11:00 am in person. Please confirm your
choice or click on the 'Back’ button to return to the previous screen.

(Back(([ confirm ))

When you click on the Confirm button to confirm your attendance, this will then display the Summary of Degree
Ceremony Booking screen.
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Summary of Degree Ceremony Booking

Thank you for choosing your degree ceremony.

We have just sent you a booking summary to your Oxford email address. You can alsc find this information on the Degree
Ceremonies page in eVision.

Please complete your bocking by clicking on the 'Details' button below to confirm your contact details and enter cocllege
information (if requested).

(Eetaiis))

S —

You should then click Details to display the Confirm Contact Details screen which will show the address that your
degree certificate will be sent to following the ceremony; if this address is incorrect then you must change it.

Confirm Contact Details

This is the address we currently hold for you, and to which we will send your degree certificate after the ceremony.
Please edit the address if necessary, and coenfirm that this is the address you would like us to use.

Address Line 1* |18 Longmead Avenue

Address Line 2* ISouth Sea

Address Line 3

Address Line 4

Address Line 5 Oxford

Postcode* [sos0 7pPs

Home Phone |
Number#*

Mobile Phone |
Number*

Work Phone
Number

Please provide an e-mail address that can be used for all communications regarding your graduation
ceremony. This should be a NON OXFORD email address.

Email* |

Please confirm that IPIease select... j

this address is now
correct#®,

e

Fields marked with * are mandatory.

You must also ensure your phone number(s) and email address and correct and if that data is missing you must enter it
and then click Next to display the College Requirements screen.
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College Requirements

Worcester College require the details below to better cater for your graduation experience.

Please note that there may be a charge for college lunch or for academic dress; your college will be in touch about that when it
emails further information to you around & weeks before.

Please note that there may be a charge for college dining or for academic dress; your college will be in touch about that.

Ceremony Tickets

You can have 3 guest tickets for the ceremony. Please let us know how many you would like to use.* “PIease select E|

Visa and Other Requirements

Will you be contacting your IPIease select j

college to request a visa letter
for you or one of your guests?#

Additional comments or -
requirements: -

Additional Nominated Contact

Forename¥*; | Surname*; |
Home email | Phone |
address*: number#*:

Fields marked with ¥ are mandatory.

Here you must select how many guests will be attending your ceremony and whether any of your guests require a visa
letter. You must also enter the details of your additional nominated contact and then click Next to display the
Summary of Degree Ceremony Booking screen.

Summary of Degree Ceremony Booking

Thank you for amending your Degree Ceremony booking.

We have just sent you a booking summary to the email address you provided during the booking process. You can alsc find
this informaton on the Degree Ceremanies page in eVision.

You can then click Finish to complete the Degree Ceremony booking process through Student Self Service.
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9 Further Help & Information

9.1 Student Systems Support Centre (SSSC)

The Student Systems Support Centre (SSSC) provides guidance and assistance with the use of the University's student
systems and associated business processes.

9.2 Student Information

The Student Information team is responsible for supporting the annual student registration (enrolment) process and
administers the admission of Recognised students. The team coordinates the Orientation Programme for new European
and international students and student surveys, including the Student Barometer and National Student Survey. An
enquiry desk is maintained at the Examination Schools for students to drop-in and ask questions about student matters
from 8:30-17:00 Monday to Friday.

If you have further queries regarding the above, please contact them via student.information@admin.ox.ac.uk

9.3 Document Information

This document is subject to change; please ensure you have the latest version.

Revision Date  Version Summary of Changes Author

01 Aug 2017 0.1 Adjustment of the Student Self Service Manual v2.5 remade specifically for | Max
students. Whitmore

09 July 2018 1.0 Amendment to FAP screens Abi Taylor

31 August 1.1 Changes to the Career section Abi Taylor

2018

15 October 1.2 GSR added Abi Taylor

2018

2 November 1.3 Updates to headings based on feedback from students Sarah Argles

2018

17 May 2019 14 Updated to disability page Clare Kilham

09 September @ 2.0 Updates to Careers section Abi Taylor

2019

18 November | 3.0 Updates to include MCE changes Abi Taylor

2019

27 November | 5.0 Updates to include on-course application functionality Abi Taylor

2019

10 December | 5.1 Tweaks from Andy Garlick and Helen Beauchamp Abi Taylor

2019

07 January 6.0 Edits to MCE Abi Taylor

2020

23 January 7.0 MCE finalised Abi Taylor

2020

28 February 7.1 Primary Supervisor terminology Abi Taylor

2020

14/08/20 7.2 Declaration text change Abi Taylor
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25/08/20 7.3 Student Support Plans Abi Taylor
29/03/21 7.5 Accessibility checks and updates to MCE Abi Taylor
08/06/21 7.6 Updated Additional Information screen: SU membership Abi Taylor
20/07/21 7.7 Updated Declaration screen Abi Taylor
20/08/21 7.8 Updated residency screen Abi Taylor
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