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UCD Graduate Schools Administrative Online Guide



Introduction to the Online Guide

For all staff, academic and administrative in the provision of Graduate Programmes in UCD

Welcome to the UCD Graduate Schools Administrative Online Guide. The online guide is designed to act as a quick referencing tool enabling the user to access the most up to date information available on any given topic. This guide was created by the Graduate School Managers in collaboration with UCD Registry. The sections were developed by the Graduate School Managers as a result of frequently asked questions about the delivery and administration of graduate programmes in UCD. 
Using the Guide

To use the guide, simply click on the general area of enquiry listed on the homepage. This will bring up a list of frequently asked questions received by both the Graduate Schools and Registry. 

Scroll down the list of FAQs to see which one is most applicable to your specific query. Click on the FAQ and this will bring you directly to the most up to date information and the most appropriate contacts for each query.
For example, if you are looking to find out the approvals procedure for changes to existing programmes then click on programme development queries and click on “what is the approvals procedure for changes to existing programmes?”. This will bring up information on the process involved in changing your programme as well as definitions of common terminology in this area.
Can’t find it?

Then let us know; this guide is designed to be your tool to managing graduate provision. If you cannot find something we will direct you to the person who can help. Additionally if you have any suggestions on how to make this guide more user-friendly then please email margaret.brindley@ucd.ie
It is important to note that the instructions in this guide are subject to review and change. The Graduate Schools Administrative Online Guide will be updated accordingly to reflect any changes. As a result you are encouraged to consult this document as an online resource and not rely on a printed version. 
· Should you have any questions about the guide or the information contained within, please contact your Graduate School manager in your college (contact details in appendix one). 

· For queries specific to Registry procedures, please contact the appropriate Registry Unit (contact details in appendix two). 

· For queries on the format of this document please contact your relevant Graduate School Manager. Details are available on Appendix 1.
Admissions Queries
What are the basic qualifications necessary to apply for a graduate taught programme?

Every graduate taught programme will have different entry requirements. You can find information on the specific courses by visiting the following link:

http://www.ucd.ie/pgstudy/prospectivestudents/programmes/taught/index.html
What are the basic qualifications necessary to apply for a graduate research programme?

Every graduate research programme will have different entry requirements and you can find more specific information on requirements from the relevant School.  More information about entry requirements can be found at the following link:

http://www.ucd.ie/pgstudy/prospectivestudents/programmes/research/index.htm
What are the application deadlines for the PhD programmes?

There are normally three application review dates for the PhD programme for each year. Please contact the relevant College Graduate School for more information.

Who is eligible to supply letters of recommendation?

Recommendation letters should be from either an academic or professional source e.g. lecturers or past employer.  The School will be best able to advise regarding their preference.

What if English is not the student’s first language?

Where English is not a candidate’s mother tongue, evidence of English language proficiency may also be required as part of the application process. For example:

· IELTS: An overall score of 6.5 with a minimum of a 6 in all areas

· TOEFL: A minimum of 250 on the computer based test or 600 on the paper-based test

These are the University’s agreed minimum English Language requirements. Schools may however set requirements which are higher than the University’s minimum, please contact the school for exact requirements. 
What documents does a non-UCD graduate need to submit in order to qualify for a place on any programme?

Non-UCD graduates will be required to submit original copies of transcripts (breakdown of results) for each year of study.  For more information contact the relevant College Graduate School.

What is the application procedure for graduate research applicants?

The application procedure for graduate research programmes is on-line. If a paper application (for completion by the student) is essential, then the application must be entered by proxy. Each programme will have specific procedures.  

For information on graduate research programmes please use the following link:

http://www.ucd.ie/pgstudy/prospectivestudents/programmes/research/index.htm
For information on online applications please use the following link:

http://www.ucd.ie/apply/
What is the application procedure for graduate taught applicants?

Application for graduate taught programmes is online. If your programme has not yet been set up please se the procedure in the next section. Information on these programmes and the online procedure itself can be found at the following link: http://www.ucd.ie/apply//
 How can I set up a programme for online applications? 

1. A representative of the Online Applications Office will work with the administrator to set up an application for the programme(s). 

2. The information required at this stage is as follows:

· Questions not already in the process

· Relevant majors 

· Items to be incorporated into the checklist

· Opening and closing dates for online availability

3. Once the online form is ready, the School administrator will be asked to test it (before going live) to ensure that it suits the School’s needs. 

4. When all are in agreement, the School administrator will be asked to put a link on the School website to the online applications page: www.ucd.ie/apply. 

5. Information regarding any requirements or details particular to the programme, e.g. documents required, closing date for applications, will also need to be placed on the website.  

6. The whole process will take about two working weeks.

How does the student use the online application?

A complete instruction guide is available on the online applications website: www.ucd.ie/apply
A PDF of direct instructions is also available: http://www.ucd.ie/apply/documents/INSTRUCTIONS_FOR_ONLINE_APPLICANTS.pdf
How can the School administrator follow the progress of the applicants?

The School administrator will have a number of reports which will allow him/her to follow the progress of his/her applications. The main reports are: 

1. A summary report giving the list of applicants per major, their contact details and their educational background. 

2. A copy of the online application form showing the details the applicant filled in.

For training on these reports please contact applications@ucd.ie 
Where should the School administrator send applicant queries?
1. The Online Applications Office has an email address where applicants can seek help regarding their application. This email address (applications@ucd.ie) is quoted on the online application. 

2. It is the responsibility of this office to respond to these emails and also to give any necessary assistance on the phone. 

3. The Online Applications Office will not give out any information about programmes or entry requirements - such enquiries will be referred to the administrator in the School. Furthermore, it is not within the remit of the Online Applications Office to check the following:

· That applicants meet basic entry requirements;

· That Graduate School Board (GSB)/Graduate Taught Programmes Board (GTPB) procedures are being followed;

· That the references are valid.

Where is the applicant’s documentation sent?


· Applicants send in required documentation to the Online Applications Office. 

· Administrators can run reports to see what documentation has been received. Alternatively the can request that an automated email be sent on an agreed timescale. 

How is this documentation recorded on Banner?

1. On receipt the applicant’s record is immediately updates to show that the document has been received.

2. The document is scanned within one working day of receipt and is attached to the applicant’s record on Banner. 

3. Each School administrator will have access to look at these documents and can print them off if necessary. 

4. In addition, each applicant’s checklist of required documents, as well as the date received (if applicable), can be viewed by the administrator.

What happens when the online application deadline has been reached?

1. When the agreed application closing date is reached, the Online Applications Office removes the programme from the web (N.B. this will not be done without first communicating with the school).  The closing date can be extended but Online Applications Office must be informed in advance to keep the programme open.
2. The School administrator runs the relevant reports for the School graduate admissions committee. This includes a list on which decisions can be recorded for presentation to the Graduate School Board / Graduate Taught Programmes Board.
3. These reports can be printed or emailed to the Programme Coordinator or graduate administrator. The supporting documentation can be attached to the printed version of the report by applicant number, printed from Banner, or the graduate administrator can access Banner and view the documentation per applicant. 

What are the steps involved in making offers?

1. Students CANNOT be offered places without the approval of the Graduate School Board / Graduate Taught Programmes Board, or a sub-committee of these boards which has been delegated the responsibility for approving graduate admissions. Once this approval has been given, the administrator enters the decisions on Banner. 
2. The following decision types can be entered: (i) offer, (ii) provisional offer, (iii) conditional offer, (iv) reserve list, (v) interview, (vi) no offer. 

3. The date of the decision and any comments, e.g. conditions attached to conditional offer, should also be entered if appropriate. 

4. The administrator needs to ensure that no offers go out to incomplete applications, e.g. application fee not paid (there may be some exceptions, please contact the Fees Office for further information). 

5. Provisional offers are dependent ONLY on satisfactory original documentation being received- if the documentation is received the Online Applications Unit will change the status to “offer”. If there is any query about the document it will be referred back to the School. 

6. In the case of conditional offers: if the terms of the conditional offer have clearly been met, the Online Applications Unit will enter (i) above “Offer” in Banner. If there is any query about the terms it will be referred back to the school. 
7. In either of the above cases the student will be told to accept the firm offer, or the administrator can “Accept” on the student’s behalf.

8. Reports are available (i) to check the data entry of decisions; (ii) to generate offer letters (offer letters can be amended if desired) to be sent by post or email; (iii) to generate letters to unsuccessful applicants.  Some Schools might have a waiting list for potential students.

9. At various points throughout the application cycle, the Online Applications Office will run checks to ensure that all applicants for a particular programme have been assigned a decision.
What is included in the offer letter?

1. The standard offer letter gives instructions on how applicants should accept their offers online. 

2. They are also expected to pay a deposit of €500 or €1000 (as specified by the school), which is non-refundable except in exceptional circumstances, but which is part of the fee for the programme. (there may be some exceptions for funded students, please contact the Fees Office for further information)
3. This deposit may be paid online, or by cheque or giro, within 15 working days from the date of the offer letter. 

4. When the applicant accepts online, s/he will receive an automatic email acknowledging the acceptance. 

5. This email again reminds the applicant about payment of the deposit and tells him/her that s/he will receive further information about the registration process. 

What is the process after the student has accepted an offer?

1. On acceptance, the applicant is given a student number and the record will be used by the SySDEM Unit of UCD Registry as the basis for registration.

2. In liaison with the Fees and Grants Office, checks will be carried out to ensure that fees and deposits are received. Administrators can run reports to see how many acceptances have been received. Alternatively they can request that an automated email be sent on an agreed timescale. 
3. Once one application and offer cycle is complete, the School administrator should contact the Online Applications Office letting them know when they should display on the web the relevant major for the next cycle.  

4. The School administrator should also notify the Online Applications Office of any amendments to the application forms.

5. Unless otherwise agreed with an administrator, the normal timeline for purging the records of unsuccessful applicants will be 13 months after the closing date (under review).       

6. The Online Applications Office can produce offer/accept statistics and reports for senior management.

Registration and Student Record Managment Queries

How are students informed about registration dates?

· Students will be informed by Registry when online registration will commence with details of their programme.  Details will also be on the web page (http://www.ucd.ie/registry/sysdem/graduate_dates.html)

· Students are encouraged to contact either their relevant School or Graduate School with queries and problemshttp://www.ucd.ie/pgstudy/graduateschools.htm
Are there late registration fees?

· Information on penalties are posted on the Fees Office web site http://www.ucd.ie/fees/fees_registration.htm
How do international students acquire a PPS number or a tax certificate?

· International students will require a PPS number if they are in receipt of funding that will be paid through UCD or a UCD research account. Information on how to acquire a PPS number or tax certificate is available at http://www.ucd.ie/hr/html/info_for_staff/research_fun_emp/research_fun_emp.htm#tax  

· A PPS number is required by Human Resources for payment to be made to funded students.  Non-citizens must apply for a PPS number as soon as possible after arrival in Ireland, as this is required for set up with Compensation & Benefits. 

· In order to acquire a PPS number, students should go to the Social Welfare Office: 

· Information on the Social Welfare Office can be found at the following link:

http://www.welfare.ie/topics/ppsn/ppsncontact.html
· Information on the application process including what documents need to be presented are available at the following link:

http://www.welfare.ie/topics/ppsn/apply.html
· Once the valid information is presented, a PPS number will be allocated.  The new number will be automatically posted to the address given on the application, and this usually takes 5-7 working days.

· Please see http://www.welfare.ie/topics/ppsn/index.html for further information. 
Where do students get IT accounts?

· Incoming graduate students who have recently completed their undergraduate degrees in UCD may already have UCD Connect accounts. Contact IT services for more details http://www.ucd.ie/itservices/
· All new incoming graduate students will have Connect Accounts created when they have been pre-registered.

· Students with personnel numbers will also receive a name.name@ucd.ie email address – this is NOT a student email account.

· Please note that UCD policy is that any official UCD e-mail sent to students will be addressed to their UCD Connect address. Further information on the UCD email policy is available at: http://www.ucd.ie/registry/academicpolicy/email_pol.htm 
· Students with existing email accounts (gmail, hotmail, eircom, etc.) can redirect their UCD Connect email. This option is available in the connect email window; click on “options” at the top of the screen, this will bring up a list on the left of the window, click on “settings” this will bring up an option for “mail forwarding”, here you can enter one or more email addresses. 

What is the process for module registration for graduate taught students?
Information on graduate taught student module registration can be retrieved from: http://www.ucd.ie/registry/sysdem/graduate_dates.html. 
 What is the process for module registration for graduate research students?

1. Graduate research students must be manually registered for modules following consultation with their principal supervisor and doctoral studies panel. 

2. Graduate research students will normally have four to six weeks to complete their module registration, after this registration to modules for graduate research students is closed. Students should check with their Graduate School for further details.

3. A late registration fine will be applied. Please check http://www.ucd.ie/fees for information on fines.

4. Students MUST inform their Graduate School within six weeks of the start of the modules if they decide to drop a module or change to audit. Failure to do so may result in a failing grade if the assessment components are not completed.

5. To register to modules, graduate research students must complete a module registration form, available on the relevant Graduate School website, have this form signed by the principal supervisor, and submit the completed and signed form to the Graduate School.

Where can graduate students obtain student cards?

Information about student cards can be found at http://www.ucd.ie/registry/studentdesk/index.html 

· Please Note:  For students in the UCD Michael Smurfit Graduate Business School, each programme has arranged a specific time for student card collection as part of orientation. Details of the student card collection schedule will be confirmed by the Programme Office.

What is the process for changing the status of a student’s registration?

e.g Transfer from MSc to PhD, changing from full time to part time, change in start date, change in supervisor, leave of absence

1. The relevant templates are available from the Graduate School and must be fully completed and returned to the Graduate School. 

2. Completed forms will then be put forward for approval at the Graduate School Board / Graduate Taught Programmes Board. 

3. If approved, the change will be submitted to Registry by the Graduate School Manager for amendment. 

What are the procedures for checking graduate taught student registration status?

· Within Business Objects XI, run SIS144.
· Business Objects training/information can be found at: http://www.ucd.ie/registry/sysdem/support_training.html and from http://www.ucd.ie/itservices/managementservices/informationman/bus_obj.html.
· Enter all relevant term codes (ie for Sept 07 enter 200700; and 200601, 200604) – this will list all students who should be registered for the academic year.
· Enter College code.
· Enter relevant school codes.
· For programmes in the UCD Michael Smurfit Graduate School of Business run reports SIS103 (by programme) or SIS102 (by major).
· Enter all registration statuses to see full registration picture.
· For registration status codes please refer to: http://www.ucd.ie/registry/sysdem/support_training.html
· Reports can be saved as Excel spreadsheet. 
· It is important to check Graduate School Board recommendations for any students who may have withdrawn or have been approved for leave of absence to ensure that their records have been amended by SySDEM.
· SySDEM can forward reports of students with incomplete registration or no registration activity to Schools who will then contact the student and inform the Graduate School of any updates or issues.
· It is important to inform the relevant people in Registry with any issues.
What are the procedures for checking student registration for graduate research students?

· Within Business Objects, run SIS145.
· Business Objects training/information can be found at: http://www.ucd.ie/registry/sysdem/support_training.html and from http://www.ucd.ie/itservices/managementservices/informationman/bus_obj.html.
· Enter College code.
· Enter relevant School codes.
· Enter all registration status to see full registration picture.

· For registration status codes please refer to: http://www.ucd.ie/registry/sysdem/support_training.html
· Students who have submitted their thesis should have a registration status of FA (for assessment only), however, often the status is not changed by ALU to reflect submission so these students’ records remain PE/AS. If a student has submitted, a date should be entered by ALU in SHAQPNO, this date should appear under the ‘acceptance date’ (please note that a paper number has to be entered). A Business Objects Report SIS142 can also be run to determine submission status.
· Reports can be saved as Excel spreadsheet. 
· It is important to check Graduate School Board recommendations for any students who may have withdrawn or have been approved for leave of absence.
· SySDEM can forward reports to Schools to enable them to contact the student or inform the Graduate School of any updates or issues.
· It is important to inform the relevant people in Registry with any issues.
Assessment for Graduate Taught Modules Queries

How do I get access to Gradebook?

Gradebook can be accessed through UCD Connect

Instructions on accessing Gradebook are available at:

http://www.ucd.ie/registry/alu/staff_info/gradebook.html
Where can I find out more information about Gradebook / grading in a modular environment?

Information for staff on grading in the modular environment and Gradebook is available at:

http://www.ucd.ie/registry/alu/staff_info/modular_guidelines.html

Why is my module not appearing in Gradebook?

Module coordinators should automatically have access to their modules in Gradebook. If not, they should contact Business Support (business.support@ucd.ie / ext 1222) and access will be arranged.

Why is my student not appearing in Gradebook?

For graduate taught students:

Check class list (BOXI report SIS102) and student module registration in SFAREGS on Banner or BOXI report SIS102.  If the student is registered to the module but is still not appearing in Gradebook, please contact the Business Support Team in UCD Registry business.support@ucd.ie; if they are not registered to the module please contact the relevant School administrator.

For graduate research students:

Check class list (BOXI report SIS102) and student module registration in SFAREGS on banner or BOXI report SIS102.  If the student is registered to the module but is still not appearing in Gradebook, check the alternative term/semester codes (Jan start – 200701; April start – 200704), if the student is still not appearing in Gradebook, please contact the Business Support Team in UCD Registry business.support@ucd.ie; if they are not registered to the module please contact the Graduate School.

Where can I find assessment regulations? 

UCD academic regulations are available at: http://www.ucd.ie/registry/academicpolicy/pol_regs.htm
A User’s Guide to the Regulations is also available at: 

http://www.ucd.ie/registry/academicpolicy/user_guide_home.htm
What if a student misses an exam/assessment?

Information on repeats and resits options is available in the academic regulations http://www.ucd.ie/registry/academicpolicy/pol_regs.htm and the User’s Guide to the Regulations http://www.ucd.ie/registry/academicpolicy/user_guide_home.htm
What if a student has extenuating circumstances? 

The policy on extenuating circumstances is available at the following link: http://www.ucd.ie/registry/academicpolicy/pol_ext.htm
If a student returns a completed extenuating circumstances form to the Graduate School (e.g. had to defer due to illness and has medical certificate) a grade of either 

· IX (incomplete extenuating circumstances – indicating the student will complete at a date set by the programme co-ordinator); or 

· a grade of WX (withdrawn extenuating circumstances)

will be awarded.

This will be considered at the Pre-Board/School Board and their grade may be revised at a future date. 

· An IX grade is then finalised at the Programme Examination Board and the grade may be awarded as a “first attempt” and is not capped. 

The Assessment and Logistics Unit should be notified of the change of grade when the outstanding assessment has been completed.

What happens after examination / assessment session?

1. Grades for modules and module components are entered into Gradebook by the module coordinator.  

2. The Assessment and Logistics Unit confirm dates for the following in accordance with the academic calendar:

· date by which grades should be entered

· date by which School and Pre-Programme Examination Boards should be held

· date all grades are rolled to academic history

· date by which Programme Examination Board should be held

· date grades will be released to students

What does “rolled to academic history” mean?

This means that the grades are rolled to the student’s academic history and can no longer be changed through Gradebook.

Can grades be changed after they are rolled to academic history?

A change to grade can be minuted at the Graduate School Examination Board and the change will be processed by the Assessment & Logistics Unit.

How can grades be changed after the Graduate School Examination Board?

Once grades go to the Graduate School Examination Board they are final.  If a change needs to be made, a change of grade form needs to be completed and returned to ALU.  Contact assessment@ucd.ie for this form or the relevant Graduate School.

How do students access their grades?

Students access their grades through UCD Connect. .

What if a student wishes to appeal a grade?

Grades are finalised at the Graduate School Examination Board.  Some students may simply require feedback from their module or programme coordinator, however where the student wishes to appeal a grade, they should contact the UCD Appeals Office if they have a query on their grade – see www.ucd.ie/appeals for information.

Can a student pass by compensation?

Students with an “E” grade in a taught module may be able to pass by compensation and not take further assessment in the module. Issues relating to compensation will be decided at School/Programme Boards prior to the Graduate School Examination Board.

If module co-ordinators do not wish for a module to be passable by compensation they must ensure that a derogation has been approved at the University Graduate Programmes Board. In this case an ‘EP’ (E permanent) grade should be entered instead of an E grade.

Assessment for Graduate Research Programmes Queries
What is the process for approving a PhD (special) extern examiner?

1. Applications for special extern examiners should be sent by the School on the appropriate template for approval at the Graduate School Board (this template can be obtained from the Graduate School and must be completed in full before being returned to the Graduate School)*
2. This will be communicated to the secretary of the ACEC (in the Academic Policy and Programme Development Unit) by the Graduate School Manager following the board meeting.

3. All Special Extern Examiners will then be sent to ACEC for final approval. 

*Please note: It is advised that this procedure is begun at least 4 – 6 weeks before the intended viva to ensure that the extern examiner is fully approved and the thesis has been sent to that extern examiner.  Please also note that there is no ACEC meeting during July and August so approval for special externs need to be submitted for the June ACEC. 
What is the procedure for the approval of adjunct and visiting academic staff as principal supervisors?

1. The request for approval of adjunct and visiting academic staff as principal supervisors must be approved by the Head of School prior to recommendation to the Graduate School Board.

2. Any person requested must already be an approved adjunct and affiliated staff member. This information can be obtained by Human Resources http://www.ucd.ie/hr/index.html 

3. A document on the Procedures for the Approval of Adjunct and Visiting Academic Staff as Principal Supervisors is available on the Academic Policy and Programme Development unit website at the following link: http://www.ucd.ie/registry/academicpolicy/proc_guid.htm 

How are PhD students assessed?

1. PhD student progress will be assessed at the Stage 1 assessment which will normally take place between 12 and 18 months into their studies (full-time students).

2. The School will establish an assessment panel to assess the progress of the student and their capacity to undertake research for their PhD at the end of Stage 1. 

3. The Policy on PhD Stage 1 Transfer Assessment contains more detailed information and can be accessed on the Academic Policy and Programme Development Unit website or at the following link: http://www.ucd.ie/registry/academicpolicy/pol_phd_stage1_transferassessment.pdf
4. The type of assessment can vary from School to School.

What is required of a student to proceed to Stage 2 of his/her doctoral studies?
1. To proceed to Stage 2, students must show that they have a good understanding of appropriate analytical techniques and research methods and other relevant expertise (i.e., derived from the taught courses); and have a scholarly research question and a viable research project for their dissertation. 

2. Ordinarily, this will require students to have completed a comprehensive literature review or sample chapter for their research area and to have a clearly defined research question. 

3. The detailed requirements are set in each School/subject area. 

4. The Policy on PhD Stage 1 Transfer Assessment contains more detailed information and can be accessed on the Academic Policy and Programme Development Unit website or at the following link: http://www.ucd.ie/registry/academicpolicy/pol_phd_stage1_transferassessment.pdf
What happens in the event that progress is not sufficient?

This is detailed in section five of the Policy on PhD Stage 1 Transfer Assessment which can be accessed on the Academic Policy and Programme Development Unit website or at the following link: http://www.ucd.ie/registry/academicpolicy/pol_phd_stage1_transferassessment.pdf
What is the next step following progression to stage 2?

1. On satisfactory completion of stage 1, students will advance to the second stage of their programme of study where they will concentrate on the progression of their research project. 

2. They will work closely with their principal supervisor and doctoral studies panel who will provide guidance on the research, from the choice of research question to research proposal development, methods of data collection and analysis, as well as generally monitoring the student’s progress. 

3. A doctoral studies panel with appropriate expertise will also be appointed to offer further guidance and support. These doctoral studies panels are appointed during stage 1 of the PhD programme. 

What is a structured PhD assessment panel?

1. The assessment panel is established by a School, Research Institute or thematic doctoral programme to assess students’ progress at any formal progression point within the structured PhD. 

2. More information about the assessment panel is available in the Policy on PhD Stage 1 Transfer Assessment which can be accessed on the Academic Policy and Programme Development Unit website or at the following link: http://www.ucd.ie/registry/academicpolicy/pol_phd_stage1_transferassessment.pdf
What are the criteria for assessment panel membership?

Information on the membership of the assessment panel is available in section 3 of the Policy on PhD Stage one Transfer Assessment  which can be accessed on the Academic Policy and Programme Development Unit website or at the following link: http://www.ucd.ie/registry/academicpolicy/pol_phd_stage1_transferassessment.pdf
What are the structured PhD assessment panel procedures?

Information on the roles and responsibilities and procedures of the assessment panel is available in the Policy on PhD Stage 1 Transfer Assessment which can be accessed on the Academic Policy and Programme Development Unit website or at the following link: http://www.ucd.ie/registry/academicpolicy/pol_phd_stage1_transferassessment.pdf
How are credits awarded?

1. Credit for taught modules is awarded after satisfactory completion of the modules and successful completion of any and all associated assessment. 

2. In most cases, modules are ‘5-credit modules’, so a student will obtain 5 credits where they meet the requirements of the course or module and have successfully passed the assessment(s). 

3. A student, in consultation with their principal supervisor, decides which modules they would like to take and completes the module registration form which is returned to the Graduate School.
4. If students fail to meet the prescribed requirements, they will not receive any credit.

5. If a student decides, after submitting the module registration form, to withdraw from the module or to audit the module, s/he must inform the Graduate School within six weeks of the commencement of the module.  If a student fails to notify the Graduate School of withdrawal, a ‘Fail’ grade will appear on the final transcript.

What is a PhD examination committee?

1. Upon completion of the PhD thesis; the examination for the degree of Doctor of Philosophy is awarded by the PhD examination committee (viva). The examination committee is established by the University and examines both the student and the submitted thesis at the end of the doctoral programme in order to make a recommendation regarding the award of the degree. 

2. This is a different body than the assessment panel. 

3. Further details of the examination process are available from the ALU and from the following website http://www.ucd.ie/exams/ or in the General Regulations for the Degree of Doctor of Philosophy http://www.ucd.ie/registry/academicpolicy/phd_regs.pdf
What is the membership of the PhD examination committee?

1. The examination committee will be comprised of internal and external examiners, who are international experts in the field of research undertaken by the student. 

2. Further details of the examination process are available from the ALU and from the following website http://www.ucd.ie/exams/.

Where is a thesis submitted?

Theses should be submitted to the Assessment and Logistics Unit in UCD Registry. Further information is available at the following link http://www.ucd.ie/registry/alu/student_info/theses.html
Fees and Grants Queries 


What is the process for paying fees?

· It is the responsibility of all students to have their tuition fee paid prior to programme commencement. Details of fees and grants are published on the Fees Office website at http://www.ucd.ie/fees   

What is the process for paying fees for those students with grants/scholarships?

· Students who are being awarded a grant/scholarship must provide a form to the Fees and Grants Office signed by their supervisor in advance of registration. 

· These students must pay the student centre levy as normally their scholarship does not cover this.  

· Students should be advised to deal directly with the Fees Office if they have any problems with regard to fees, grants or scholarships. Email – Fees@ucd.ie 

What is covered by Local Authority Funding?

· If the student has Local Authority funding they pay 50% of the difference between the full fee and the maximum grant, less any deposits.  

· The amount available varies from year to year.  

· Students should be advised to deal directly with the Fees Office if they have any problems with regard to fees, grants or scholarships. Email – Fees@ucd.ie
Can students register to modules prior to fee payment?

Yes, students can register for modules in advance of paying fees however their registration is not fully complete until all fees have been paid.  

Is there information available on the cost of graduate programmes?

The Fees and Grants website contains information on the graduate programme fees at the following link http://www.ucd.ie/fees/postgraduate.htm
Is there a contingency in relation to library cards?

If a student has proof that they have been accepted as a graduate student i.e. a letter from the School, they can gain temporary access to the library without the facility to borrow books. 

What sources of funding exist for PhD Students? 

Information on grants can be accessed at the following link: http://www.ucd.ie/fees/info_grants.htm
Information on funded projects can be found on School websites or by contacting the relevant academic member of staff associated with the project.

Alternatively the relevant Graduate School should be contacted for further information

Where can I find information on scholarships?

Information on research scholarships is available from the Fees, Scholarships and Funding website http://www.ucd.ie/pgstudy/fees_scholarships_funding.htm
Information on funded projects can be found on School websites or by contacting the relevant academic member of staff associated with the project.

Alternatively the Graduate School may have up to date information pertaining to individual colleges. 

Programme Development Queries

What is the procedure for approving of a new graduate programme?

· All new graduate programmes require University approval. 

· Programme Coordinators should put forward completed programme specification forms to the Graduate School for submission to the relevant board for approval. A list of the Board ‘s responsibility is available at the following link: http://www.ucd.ie/registry/academicpolicy/gradgov_appendix.xls 

· More information on the approvals process and the programme approval form is available from the Academic Policy and Programme Development Unit’s website at the following address: http://www.ucd.ie/registry/academicpolicy/progsnew.htm
· For further information on the programme approval process for graduate programmes, please contact Elizabeth Condon in the Academic Policy and Programme Development Unit at elizabeth.condon@ucd.ie

What is the approvals procedure for changes to existing programmes?

· All proposed changes to new graduate programmes proposed require University approval. 

· Programme Coordinators should put forward a completed programme change form to the Graduate School for submission to the relevant board for approval. A list of the Board’s responsibilities is available at the following link: http://www.ucd.ie/registry/academicpolicy/gradgov_appendix.xls 

· More information on the approvals process and the programme change form is available from the Academic Policy and Programme Development Unit’s website at the following address: http://www.ucd.ie/registry/academicpolicy/progsnew.htm
What is the process for requesting derogations to the general regulations?

· Derogations to the regulations apply to existing programmes that wish to be exempt from the academic regulations. There MUST be strong academic rational for this request. 

· More information on the approvals process and the derogations request form are available from the Academic Policy and Programme Development Unit’s website at the following address: http://www.ucd.ie/registry/academicpolicy/progsnew.htm
Is there a procedure for the approval of thematic doctoral programmes?

· Thematic PhD proposals must be completed on the specific thematic doctoral programme proposal form at the following link: http://www.ucd.ie/registry/academicpolicy/progsnew.htm. 

· If approved by the Graduate School Board, the proposal is submitted by the programme coordinator to the University Graduate Programmes Board for recommendation to Academic Council Executive Committee (ACEC) and then Academic Council (AC) for University approval.

· For more information on thematic doctoral programmes please contact the Graduate School.

What role do the Graduate School Board / Graduate Taught Programmes Board play in the development of new graduate programmes?

· The Graduate School Board / Graduate Taught Programmes Board are responsible for monitoring, approving and reviewing the graduate research and graduate taught programmes offered by their College.

· The terms of reference for the Graduate School Board / Graduate Taught Programmes Board are available on the Academic Policy and Programme Development Unit website at the following link: http://www.ucd.ie/registry/academicpolicy/tor.htm
What role do the Graduate School Board / Graduate Taught Programmes Board play in the changing of existing graduate programmes?

· The Graduate School Board / Graduate Taught Programmes Board are responsible for monitoring, approving and reviewing the graduate research and graduate taught programmes offered by their College.

· The terms of reference for the Graduate School Board / Graduate Taught Programmes Board are available on the Academic Policy and Programme Development Unit website at the following link: http://www.ucd.ie/registry/academicpolicy/tor.htm
What is programme verification/information capture?

· This is the process carried out every year by SySDEM to verify programme structure and content for new and existing programmes (ie, credits, modules, semesters, derogations, etc.)

· This should be completed by April for programmes that commence in September

· The earlier this process is completed the earlier students are able to commence programme registration and the smoother the whole registration process.

· The process for delivery of programmes for 2008-09 is known as Information Capture and Curriculum Management (ICCM 2008); further details may be found at the following website:
http://www.ucd.ie/registry/sysdem/ICCM2008.html

Module Queries

How do I use the online module descriptor form?
 Please see the following link under the Information Capture and Curriculum Management section http://www.ucd.ie/registry/sysdem/index.html

How can I create new modules?

Please see the following link under the Information Capture and Curriculum Management section http://www.ucd.ie/registry/sysdem/index.html
How can I get approval for my module? 

Please see the following link under the Information Capture and Curriculum Management section http://www.ucd.ie/registry/sysdem/index.html
How can I edit existing modules?

Please see the following link under the Information Capture and Curriculum Management section http://www.ucd.ie/registry/sysdem/index.html

How can I delete modules?

Please see the following link under the Information Capture and Curriculum Management section http://www.ucd.ie/registry/sysdem/index.html
What is the process for requesting derogations to the general regulations for a module?

· Derogations to the regulations apply to modules that wish to be exempt from the academic regulations. There MUST be strong academic rational for this request. 

· More information on the approvals process and the derogations request form are available from the Academic Policy and Programme Development Unit’s website at the following address http://www.ucd.ie/registry/academicpolicy/progsnew.htm
Can structured PhD students (post September 2006 students) take modules?

· In accordance with the new regulations for the structured PhD programme, students may take academic or transferable skills modules http://www.ucd.ie/registry/academicpolicy/phd_regs.pdf 

· The aim of taught modules is to facilitate research as well as to provide the student with important transferable skills enhancing career development. 

· The School may recommend or require specific modules, beyond this it is for the student and their principal supervisor to decide which modules are most appropriate to the PhD research.

· Module restrictions are stipulated in the PhD regulations at the above link.

How do structured PhD students register to a module?

· All modules available in the University can be looked up by School, Keyword or Subject at the link: http://www.ucd.ie/students/course_search.htm 

· Information on transferable skills modules for graduate students can be found at http://www.ucd.ie/graduatestudies/transferableskills.htm
· The student decides in consultation with the principal supervisor which modules are most appropriate; the principal supervisor must sign the completed module registration form (available from the Graduate School) before submission to the Graduate School Manager. 

· Where the module is from outside the student’s School or is a level 3 or below (undergraduate), the registration form must also be signed by the module coordinator and contain the module codes for registration purposes.  

· If a student decides, after submitting the module registration form, to withdraw from the module or to audit the module, s/he must inform the Graduate School Manager within six weeks of the commencement of the module.

What is the difference between auditing a module and registering to a module?

· Being registered to a module means that the student needs to attend any and all lectures and tutorials associated with the module and undertake any and all assessment components in order to be awarded the credit. 

· Auditing a module means that the student is required to attend the lectures but there will be no assessment component or credits awarded on completion.

How does a student register to audit a module?

If the student wishes to audit a module, he/she must follow the same process as registering to a module, however it is very important that the student specifies that s/he wishes to audit the module on the module registration form.  There is a specific form for auditing modules (available from the relevant Graduate School).

What can the student do if s/he changes his/her mind about taking a module?

If a student decides, after submitting the module registration form, to withdraw from the module or to audit the module, s/he must inform the Graduate School. This must be done within six weeks of the commencement of the module.
What is an ECTS?

ECTS refers to the European Credit Transfer System and provides a common currency for representing academic activity throughout Europe. It is used to facilitate student mobility and transferability of degrees and awards. ECTS are linked to the Bologna Process and EU Tuning Project. Further details are available at http://www.bologna.ie. Credits are awarded on the basis of attendance, student effort and satisfactory completion of associated coursework and satisfaction of the relevant learning outcomes.

What modules are available to PhD students?

In structured PhD programmes, students are expected to engage in a number of taught modules and training offered by UCD. Modules selected are determined by the student, supervisor and doctoral studies panel. These modules are essential for research students’ training and are available to ensure that the students have sufficient grounding in quantitative/qualitative techniques, understanding of the variety of approaches to research and in domain-specific courses. Please contact the Graduate School for more information.

Where can a student find a list of modules that are available to them?

Information on modules can be looked up by School, Keyword or Subject at: http://www.ucd.ie/students/course_search.htm 
Information on transferable skills modules can be found at:http://www.ucd.ie/graduatestudies/transferableskills.htm
Where are existing lists of modules for any School?

There are a number of ways to review existing modules:

Full individual module descriptions may be reviewed. Information regarding the Modular Descriptor review process is available at: http://www.ucd.ie/registry/sysdem and then clicking on Information Capture and Curriculum Management 

By means of a Business Objects XI report:

(a) SIS 121 lists the modules associated with each School

(b) MOU001 shows the entire list of modules by School and level, including all the detail entered in the module descriptor form.

Further information on reviewing existing modules and on the information capture process is available on the SySDEM website at the following location: http://www.ucd.ie/registry/sysdem and then clicking on Information Capture and Curriculum Management.

How can a graduate taught student register for a module?

All students on graduate taught programmes can register for their modules by logging onto their personal UCD Connect on the UCD homepage. Information on how to do this can be found at:  http://www.ucd.ie/students/enrolment.htm 

Can a graduate taught student take a level 4 module outside their approved programme?

Under University regulations graduate students on a taught programme may register for additional modules beyond the normal requirements of their programme, provided they do not exceed the acceptable course load of 40 ECTS credits in a single semester and 90 ECTS credits in a calendar year. 

http://www.ucd.ie/registry/academicpolicy/academic_regs.pdf
Can a graduate taught student take a level 3 module outside their approved programme?

Students may take a limited number of modules below level 4 under the University’s academic regulations, depending on the total overall credit value of the programme.  Modules below level 4 cannot be used for the purpose of specialisation in a Masters programme.  For further information, see section 3.2 of the academic regulations:

http://www.ucd.ie/registry/academicpolicy/academic_regs.pdf
Research Programme Queries

What is required of a doctoral research proposal?

The doctoral research proposal should ideally be of approximately 1000 words and should give details of: 

(i) The topic of the doctoral research;

(ii) The nature, scope and methodology of the study; 

(iii) The relevance or importance of the research topic;

(iv) A preliminary literature review.

Where can I find information about the structured PhD regulations?

Information on the regulations for the structured PhD programme are available on the Academic Policy and Programme Development Unit website at the following link: http://www.ucd.ie/registry/academicpolicy/pol_regs.htm

Where can I find information about the research Masters regulations?

Information on the regulations for the research Masters degree are available on the Academic Policy and Programme Development Unit website at the following link: http://www.ucd.ie/registry/academicpolicy/pol_regs.htm
What is the structure of the PhD programme?

· The PhD degree is awarded on successful completion of a structured programme of research, study and personal and professional development, prescribed by the supervisor(s), with the advice of the doctoral studies panel. 

· Information on the regulations for the structured PhD programme are available on the Academic Policy and Programme Development Unit website at the following link: http://www.ucd.ie/registry/academicpolicy/pol_regs.htm

What is the duration of the structured PhD programme?

The new structured PhD programme is ordinarily a three to four year programme for full-time students, and six years for part-time students. Students are encouraged to take a number of taught courses during their study but should contact Schools for specific requirements.

What are the IT requirements of the PhD programme?

The IT requirements vary from School to School. Please contact the relevant Graduate School for more information.

What Library facilities are available to PhD students?
Information about UCD Library including online catalogues can be found at: http://www.ucd.ie/library/index.html
There is also some information specific to graduate students available on the UCD Library website http://www.ucd.ie/library/services_&_facilities/pgpage.htm
How does a graduate research student apply for leave of absence or extension? 

With the approval of the principal supervisor, students may request leave of absence or an extension to his/her research. Such requests must be authorized by the School and then forwarded to the Graduate School. Please note that students seeking an extension remain liable for continuation fees. More information is available from the relevant Graduate School.

How does a graduate research student withdraw from a programme?

· A student may withdraw from a programme at any time however a withdrawal is considered a permanent decision and any re-admission would only be considered in very exceptional circumstances.

· A student should consider a withdrawal very seriously and discuss with the relevant staff alternative options to accommodate their particular requirements.

· For more information please contact the relevant Graduate School.

Can you explain the credit based structure at UCD?

· Information on credits are available in the academic regulations section 1 http://www.ucd.ie/registry/academicpolicy/pol_regs.htm

· More specific information on the credit structure of the PhD programme is available in the PhD Regulations, section 4 http://www.ucd.ie/registry/academicpolicy/pol_regs.htm 

· For information about the research Masters degree, please consult the regulations for the research Masters degree, with particular reference to section 4 http://www.ucd.ie/registry/academicpolicy/pol_regs.htm

Are there guidelines for carrying out research?

 A research student’s closest contact is his/her supervisor(s) with whom they should meet regularly to discuss work and agree a programme of reading, research and writing.

· A student’s work however should be bound by the guidelines outlined in the UCD Ethics in Research Documents available on-line at: http://www.ucd.ie/research/ethics/ 

· Students are encouraged to familiarize themselves with this document as well as the PhD regulations for their particular programme at an early stage of their studies and comply accordingly throughout. 

· It may also be useful to read the Policy on Plagiarism and Academic Integrity, available at: http://www.ucd.ie/registry/academicpolicy/pol_plag.htm
What is the Research & Professional Development Plan (RPDP)?

· The RPDP plays a major part in directing the course of a student’s doctoral research and in the development of the student as a researcher, and is an integral part of the PhD programme. 

· The RPDP is an important document in the Stage 1 assessment review and in determining when the student is ready to submit the thesis.

· More information on the RPDP can be found at www.ucd.ie/graduatestudies/rpdp. You can download the PDF version of the RPDP from here and find a list of FAQs. If you require any additional information, please email rpdp@ucd.ie. 

· The Graduate School provides students with the relevant folders and more information to both students and supervisors.

What is a doctoral studies panel (DSP)?

· The doctoral studies panel is made up of the principal supervisor, any additional supervisor(s), and a number of advisers (at least two but normally no more than four) which will be appointed by the Graduate School Board.

· The purpose of the doctoral studies panel is to support and enhance the supervisor-student relationship, to monitor the progress of the student through their doctoral studies, and to provide advice and support to the student and supervisor(s);

· More information on the doctoral studies panel and the structured PhD programme are available on the Academic Policy and Programme Development Unit website at the following link: http://www.ucd.ie/registry/academicpolicy/phd_regs.pdf
What are the criteria for doctoral studies panel membership?

· Advisers appointed to the doctoral studies panel will normally have sufficient experience of supervising doctoral students and/or the relevant academic expertise required to effectively support and enhance the supervisor-student relationship.  

· More detailed information on the doctoral studies panel and the structured PhD are available on the Academic Policy and Programme Development Unit website at the following link http://www.ucd.ie/registry/academicpolicy/phd_regs.pdf
Is there a student code of conduct for research students?
Students are advised to become familiar with the UCD Student Code and Policy available at http://www.ucd.ie/stu_codeandpolicy.htm which covers areas such as the student code, dignity & respect, and plagiarism policy & procedures. 

Is there a code of practice for students and supervisors?

Yes, information on the code of practice for supervisors and students is available on the Academic Policy and Programme Development Unit website at the following link: http://www.ucd.ie/registry/academicpolicy/code_prac.htm
What should I do in the event of conflict between the student and the supervisor?

· Should conflict arise between the student and supervisor, the Code of Practice for Conflict Resolution for Supervisors and Research Students may be a useful resource. 

· It may also be prudent to consult the Code of Practice for Students and Supervisors as well as the Student Complaint Policy and the Staff Grievances Policy.

· Information on the code of practice for conflict resolution is available on the Academic Policy and Programme Development Unit website at the following link: http://www.ucd.ie/registry/academicpolicy/code_prac.htm
What is a thematic doctoral programme?

· A thematic doctoral programme is created when a group of doctoral supervisors work together to create a coherent shared experience for their doctoral students, establishing a programme of advanced education, training and research focused on an identified theme. 

· A theme may be defined as a coherent area of academic and/or professional discourse and is usually but not exclusively interdisciplinary in nature.

· For more information contact the relevant Graduate School.
What is the organisational structure of a thematic doctoral programme? 

· There are normally two or more distinct research groups and/or disciplines and/or Schools and/or Research Institutes involved in a given thematic doctoral programme. 

· Ideally each entity will have representation on the student’s doctoral studies panel. 
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What is distinct about a thematic doctoral programme? 

· The thematic doctoral programme structure lends itself to interdisciplinary research which may allow students to be exposed to distinct elements of particular research areas prior to deciding where the main body of their research will be. 

· Students in a thematic doctoral programme may benefit from an enhanced sense of community through seminar series, journal clubs and courses. 

· Thematic programmes are often a vehicle to build a cohort of experts in new and emerging fields of research. 

· In the case of inter-institutional thematic doctoral programmes, a student may also gain experience of working with another third level institution or external agency such as a Government Department while collaborating on a particular research area.

Would there be funding for a thematic doctoral programme? 

· Some thematic programmes will have scholarships associated with them, in others the student would have to apply to the relevant research council for funding i.e. The Irish Research Council for Science Engineering and Technology (www.ircset.ie) or The Irish Research Council for Humanities and Social Sciences (www.irhss.ie).  

· The director of a thematic doctoral programme is the best point of contact for this kind of information.

Where can I find out about existing thematic doctoral programmes within UCD?

For information contact the relevant Graduate School.
Where can I find guidance on avoiding plagiarism?

Information on plagiarism is available on the Academic Policy and Programme Development Unit website http://www.ucd.ie/registry/academicpolicy/app_pol.htm
Graduate Taught Programmes Queries

Where can I find graduate taught programme codes?

The relevant SySDEM liaison or Graduate School can provide these codes.

Are there regulations governing the graduate taught programmes in UCD?

The regulations governing graduate taught programmes at UCD are the Academic Regulations, these are available at the following link: http://www.ucd.ie/registry/academicpolicy/pol_regs.htm

How are students admitted to graduate taught programmes?

Student admissions must be approved at School level before being forwarded to the Graduate School Board / Graduate Taught Programmes Board for final approval. Online applicants must also be approved through this process. For more information please contact the relevant Graduate School.

Where can I find out about existing graduate taught programmes at UCD?

These are available through the college websites which are all accessible through the following link http://www.ucd.ie/pgstudy/
How many credits are taken in a graduate taught programme?

· The full-time graduate workload is 30 credits per semester up to a maximum of 90 credits in a calendar year.  Some graduate taught programmes are of a credit value greater than 90 credits, up to a maximum of 120 credits.  

· A part-time graduate student is required to take a minimum of 30 ECTS credits per academic session. 

· More information about workload is available in the Academic Regulations Section 2 at the following link: http://www.ucd.ie/registry/academicpolicy/pol_regs.htm

How many core and option modules can graduate taught students take?

Core modules are modules which are a compulsory part of the programme, so students must register to these modules.  Students may then select option modules from the list of option modules made available to them and contained within the programme structure.  In addition to the number of credits obtained from successful completion of core modules, students must take a sufficient number of option modules to allow them to accumulate the total number of credits required for the programme.  The list of core and option modules is contained on the list available to students on graduate taught programmes when they register online.  The relevant School or Programme Coordinator can also provide students with further information on the list of core and option modules for their programme.

Can graduate taught students take modules as electives?

No.  There are no elective modules in graduate taught programmes.  The curriculum of graduate taught programmes is more rigidly defined, given that a graduate programme, by its nature, involves a more narrow focus in a particular area and at an advanced level of learning.  If there are modules that a graduate taught programme co-ordinator would like to make available to students, then these modules should be included as options within the programme/major structure.

Which Board manages graduate taught programmes?

· Usually the Graduate Taught Programmes Board manages graduate taught programmes within a particular College, however, in some cases graduate taught programmes are managed by the undergraduate programmes board.  Please refer to the relevant Graduate School for further information.

· Programme Board responsibility can be found at the following links: http://www.ucd.ie/registry/academicpolicy/gradgov_appendix.xls http://www.ucd.ie/registry/academicpolicy/tor.htm 

Who are the members of Graduate Taught Programmes Board?

The members of the Graduate Taught Programmes Board will differ across Colleges.  More information on the academic secretariat and the terms of reference of the Graduate Taught Programmes Board can be found on the Academic Policy and Programme Development website or contact the relevant Graduate School http://www.ucd.ie/registry/academicpolicy/com_map1.htm
Where can I find guidance on avoiding plagiarism?

Information on plagiarism is available on the Academic Policy and Programme Development Unit website http://www.ucd.ie/registry/academicpolicy/app_pol.htm
Appendix 1: Graduate School Contacts 

College of Arts and Celtic Studies Graduate School Manager:

Ms Barbara Gannon

Email: gs.artsceltic@ucd.ie
Ext: 716 8241

College of Human Sciences Graduate School Manager:

Ms Margaret Brindley

Email: chs@ucd.ie
Ext: 716 8268
Ms Stacy Altman, Graduate Administrator, Ext 716 8643
College of Life Sciences Graduate School Manager:

Ms Deirbhle Carroll

Email: gs.lifesciences@ucd.ie
Ext: 716 2633
Ms Verona Patchell, Graduate Administrator, Ext 716 2541
College of Engineering, Mathematical and Physical Sciences Graduate School Manager:

Ms Angela Evans

Email: gs.engsciences@ucd.ie
Ext: 716 1861
Ms Fionnuala McGowan, Administrator, Ext 1814
College of Business and Law Graduate School Managers:

Business Research: Ms Jane O’Mara

Email: smurfittschool@ucd.ie
Ext: 716 8601

Business Taught: Ms Felicity McGovern

Email: felicity.mcgovern@ucd.ie
Ext: 716 4314

Law: Ms Niamh McCabe

Email: lawpostgraduate@ucd.ie
Ext: 716 8769
Appendix 2: Registry Contacts

Academic Policy and Programme Development Unit

Website: 
http://www.ucd.ie/registry/academicpolicy/staff.htm
Contacts:
 http://www.ucd.ie/registry/academicpolicy/index.html
Assessment and Logistics Unit

Website:
http://www.ucd.ie/registry/alu/

Contacts:
http://www.ucd.ie/registry/alu/

Systems, Support, Development and Enrolment Management (SySDEM) Unit

Website: 
http://www.ucd.ie/registry/sysdem/psl.html
Contacts:
http://www.ucd.ie/registry/sysdem/contacts.html

Admissions

Website:
http://www.ucd.ie/registry/admissions/

Contacts:
http://www.ucd.ie/registry/admissions/contact.html

Student Recruitment

Website:
 https://myucd.ucd.ie/prospectivestudents/prospects.ezc

Student Desk

Website:
http://www.ucd.ie/registry/studentdesk/

Contacts: 
http://www.ucd.ie/registry/studentdesk/contact.html

Fees and Grants

Website: 
http://www.ucd.ie/fees/

Contacts:
http://www.ucd.ie/fees/contact.htm

Graduate Studies Unit:
Website:
http://www.ucd.ie/pgstudy/index.html
Appendix 3: Banner Screens & Business Objects Reports

	Admissions Process
	Banner
	Business Objects XI reports
	SIS

(Academic Services Menu unless otherwise specified)

	View scanned documents
	View scanned documents for an applicant e.g. transcripts in SAAADMS (Extender view)
	
	

	Make an offer
	Make a decision about an application using SAADCBT
	
	

	Send offer letter
	
	Produce a standard offer letter (per major) using OAPOST010
	


	Registration and Student Record Processes
	Banner
	Business Objects XI reports
	SIS

(Academic Services Menu unless otherwise specified)

	Find student contact details
	Look up student contact details (addresses/phone numbers) in SWGENQY
	Get a list of students with UCD email addresses for a particular module in the current academic term using SIS100

Run a student list with contact details by programme code using SIS103
	Find student information and contact details using the View Student Information page

	Run a class list
	Run a class list with photos in 

SWSCLST (can be run by module code or CRN) 
	Run class lists by module code using SIS100 (current term only) or SIS101(specified term)
Run a student list by programme code using SIS103
	Run a class list by CRN and term using the View Class List page

	Registration and Student Record Processes
	Banner
	Business Objects XI reports
	SIS

(Academic Services Menu unless otherwise specified)

	Update student details
	Change address/ phone/ email/emergency contact/date of birth in SPAIDEN

Enter Prior College and degree information using SOAPCOL
	
	

	Email students
	
	
	Send individual or group emails to students using the            Student Group Emails Page

	Monitor/amend student registration
	Look up/amend student module registration information in SFAREGS
	Run class lists by module code using SIS100 or SIS101
Run a student list by programme code using SIS103

Report on numbers of Students in all programmes/stages for the selected Colleges and Terms using SIS114

Report on numbers of Students in all programmes/majors SIS143
	Look at students online registration information using the                     Student Web Registration Page

Assign stages to modules for a student using the                   Online Student Stage Changes Page (not Academic Services Menu)



	Find timetable/CRN information
	Search for CRN information using SSASECQ and SSASECT
	Find a list of gradeable CRNs attached to a module using SIS137
	Look up timetable and CRN information using the Module Timetable Details Page

	Registration and Student Record Processes
	Banner
	Business Objects XI reports
	SIS

(Academic Services Menu unless otherwise specified)

	Monitor email communications
	
	
	View audit trail of e – mails sent to students by UCD Units and Staff using the Online Enrolment Mailing Page



	Order a Fee Form
	Order a Fee Form for a student using SWUMAIL
	
	

	Programme Planning and Degree Tracking


	
	Run reports to show where a student is at in their programme

(Show Academic History and Current Registration (with Comments)

SYS002, SYS003, SYS004
	


	Grading and Assessment Process
	Banner
	Business Objects XI reports
	SIS

(Academic Services Menu unless otherwise specified)

	Prepare for School Review Boards
	Look up/amend student module registration information in SFAREGS
	Get a list of module results in GradeBook for all students in a selected school (by term, semester, module code and stage) using SR001

Get a statistical report of all modules in a selected school using SR002
	Enter/amend component results via Banner GradeBook
Update module stages using the                   Online Student Stage Changes Page 

(not Academic Services Menu)

	Prepare for Pre Examination Board
	
	Run Pre-Board reports if required

 PEP001, PEP002, PEP003, PEP004, PEP005
	

	Prepare for Programme Examination Reports
	
	Run Programme Exam Board reports if required
PEB001, PEB002, PEB003, PEB004, PEB005, PEB006, PEB007, PEB009, PEB010 
	

	View Student Academic History
	View module results and credits attained via SWGENQY
	View specified grades for students in a particular school using SR003

View academic history for an individual student or all students in the specified programme using PEB009
	


	Information Capture and Curriculum Management Process
	Banner
	Business Objects XI reports
	SIS

(Academic Services Menu unless otherwise specified)

	Review structures information
	
	Run a list of majors attached to a programme

SIS119

Run a list of programmes attached to a college

SIS125

Run a list of structures by Programme

SIS154

or

by Major, Minor and Programme

SIS 153
	Programme/Major/Minor review using the Programme Browser tool
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