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Online Registration Guide  
 

What do I need to register?  

New Students:  

• You must have received your registration email inviting you to register. 

• You must have your SETU login details. Please refer to your registration email for 

further information. 

• New students will be asked to upload a photograph during registration. The photo 

must meet standard passport photo requirements (i.e. it should be a clear image of 

yourself looking directly at the camera. There must be no obstructions or other 

people in the photo.) The image file must be less than 150KB and saved as a 

JPG/JPEG file type. Please have a suitable photo available before completing online 

registration. 

 

Continuing Students:  

• You must have your SETU login details. If you need to reset these details, please e-

mail Computer Services at computerservices.wd@setu.ie. Please include your 

student ID in all correspondence. 

• You can register once online registration has opened. Please refer to the SETU 

website for more information. 

Note: if you are waiting on exam results from the Autumn exam sitting you will not 

be able to register until after the results have been released in mid-September. 

Note: if you owe fees from a previous academic year you will not be able to register 

until any outstanding fees have been paid. 

 

All Students:  

• You must have set up Multi-Factor Authentication (for first time users) for your SETU 

account. More details on how to install MFA are available here: How to Install MFA. 

If you have already installed MFA you do not need to complete this again. 

• You will need a computer or laptop to complete registration. Registration cannot be 

completed on a mobile phone. 

• During registration, you will be required to confirm personal information, including 

the items listed below. Please have this information ready before completing online 

registration:  

o your PPS number (if you have one)  

o SUSI ID (if applicable) 

o your emergency contact details  

o details of your previous third level qualifications (if applicable).  

• If you are making a payment, you will need a debit or credit card. 

 

mailto:computerservices.wd@setu.ie
https://www.setu.ie/current-students/study-supports/how-to-set-up-multifactor-authentication-mfa-on-your-laptop-and-phone
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How do I register? 
To register online:  

• Log in to the Student Portal with your SETU email address and password contained in 

your registration email. The student portal is available here: Student Portal 

• Complete any outstanding action items on your account. Action items are a 

sequence of information questions required by the University in order for you to 

register.   

 

Where do I get information on registration? 
You can access information on registration here: Waterford Registration Information 

 

How do I access the student portal? 
The student portal is available here: Student Portal  

Alternatively, you can copy this link and paste it into your browser: 

https://www.setu.ie/current-students/registration/waterford-registration 

 

How do I access my action items? 
Once logged into the student portal, click on the View Action Item(s) button in the top right-

hand corner of the screen. Alternatively, click on the link on the landing page: 

 

 
 

The action items will appear. Complete each action item as outlined below. 

 

https://www.setu.ie/current-students/registration/waterford-registration
https://www.setu.ie/current-students/registration/waterford-registration
https://www.setu.ie/current-students/registration/waterford-registration
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Action Items 
Each action item will have a Pending button in the top-right corner. Click on this button, and 

the details of the action item will appear on the right side of the screen. To complete an 

action item, follow the steps in the action item, then tick the radio button and click 

‘Confirm’.  

 

Note: Only action items relevant to you will be posted to your account, for example, the 

HEA Survey is only relevant to new students who have not attended 3rd level previously. 

 

Personal Details 

Please read and ensure that the information is correct. Tick the radio button and then click 

‘Confirm’ to complete the action item. 

 

If you want to change any details, please contact the ARE Helpdesk at 

arehelpdesk.wd@setu.ie. You will be asked to complete a ‘Change of Personal Details 

Application Form’ along with supporting documentation, such as a driving licence/passport 

for any change requested. Please include your student ID in all correspondence. 

 

 

 
 

  

mailto:arehelpdesk.wd@setu.ie
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Address 

The address shown is the postal mailing address currently held on the University's records. 

Please read and ensure that the information is correct. Tick the radio button and then click 

‘Confirm’ to complete the action item. 

 

You can update your address appropriately within this action item, please note this is the 

postal mailing address the University shall use for any postal correspondence. 

 

 
 

Contact Details  
The Contact Details action item contains the personal e-mail address and phone number 

that the University has on file for you. You can make changes to this detail by using the Add 

Email Address and Add Phone Number buttons to add any additional records needed. Use 

the Delete tick box to delete any records that are no longer required. 

 

Email 

• Make sure that the preferred box is ticked for your personal email address. 

• Receipts for any payments made will be sent to this personal email address.  

Phone Number 

• Ensure the Primary box is ticked for your phone number. 

• Your phone number will be shown in international format. 

 

Once you are happy with the details, tick the radio button and then click ‘Confirm’ to 

complete the action item. 

 

Note: All registered students will also have a University email address. This is your student 

number followed by @setu.ie. Official University communications will be sent to your 

student email address.  
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Emergency contact  

This is the emergency contact(s) that the University has on file for you. Please ensure that 

the information is correct. You can make changes to this detail or add an additional 

emergency contact by using the Add Emergency Contact button to add in any additional 

records needed. Tick the radio button and then click 'Confirm' to complete the action item. 
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Nationality  

Please confirm that the following details are correct: 

 

• Citizenship 

• Country of Birth 

• Nationality 

• Country of Domicile 

• Residency 

 

Tick the radio button and then click ‘Confirm’ to complete the action item. 
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PPS Number  

This is the Personal Public Service Number (PPSN) that the University has on file for you.  

 

I have a PPS number 

If you have a PPS number, select ‘Yes’. A box will appear showing you PPS number that was 

entered at Admissions stage. If the PPSN shown is incorrect or you wish to add a PPSN 

please contact the AREHelpdesk via e-mail at arehelpdesk.wd@setu.ie. Tick the radio button 

and then click ‘Confirm’ to complete the action item. 

 

 
 

I don’t have a PPS number 

If you don’t have a PPS number, select ‘No’. Tick the radio button and then click ‘Confirm’ to 

complete the action item. 

 

 
 

 

mailto:arehelpdesk.wd@setu.ie
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SUSI Number   

This is the SUSI grant application number that the University has on file for you.  

Note: if your SUSI award is not renewed or confirmed, you will be liable for all outstanding 

fees on your account. 

 

I have a SUSI number 

If you have a SUSI application number, select ‘Yes’. A box will appear where you can enter 

your SUSI number. Tick the radio button and then click ‘Confirm’ to complete the action 

item. 

 
 

I don’t have a SUSI number 

If you don’t have a SUSI number, select ‘No’. Tick the radio button and then click ‘Confirm’ 

to complete the action item. 
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Fees 

Note: Ensure pop-ups are enabled on your device before completing this action item. 

 

Receipts for any payments made through this portal will be sent to your personal email 

address. 

 

Students must pay 50% of fees owed to have access to University facilities including Moodle 

and student email. Moodle is where Waterford students access their course notes and 

submit assignments.  

 

Students have two options when completing this action item as outlined below. 

 

• Option One 

The fees shown during registration are for Semester 1 only. Semester 2 fees will be 

added to your account in November and must be paid by 31st January.  

• Option Two 

SUSI: Students who have provided a SUSI number should select option 2: Do not 

make payment at this time. You will have access to University facilities. Note: if your 

SUSI award is not confirmed or renewed you will be liable for any outstanding fees 

on your account. 

Students who are not paying or not receiving a grant (SUSI)/or funding should select 

option 2. Note: you will not be registered as a student until payment or a grant has 

been confirmed and you will not have access to any of the University’s facilities. 

Queries: Queries on fees can be directed to: fees.wd@setu.ie 

 

Option One: Pay fees 

If you wish to pay fees, select ‘Yes’, click ‘Continue’, then click ‘Pay Now’. You will be 

brought to another browser window. Follow the instructions on screen to complete your 

payment. Once payment has been made, you must return to the student portal in order to 

complete your registration. Then tick the radio button and click 'Confirm' to complete the 

action item. 

 

mailto:fees.wd@setu.ie
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Option Two: Do not make payment at this time 

If you are not making a payment at this time, select ‘No’, then click ‘Continue’. Tick the radio 

button and then click ‘Confirm’ to complete the action item. 
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Additional Information 

Enter details of your previous education. Tick the radio button and then click ‘Confirm’ to 

complete the action item. 

 
 

Confirm Programme of Study 
This section contains details of the programme for which you are registering. Please confirm 

that the details of your programme of study are correct. Tick the radio button and then click 

'Confirm' to complete the action item. 

 

If you have any queries, please contact the Registration Office via e-mail: 

registration.wd@setu.ie. Please include your Student ID in all correspondence. 

 

  

 
 

mailto:registration.wd@setu.ie
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Consent to Contact 

This section contains information about optional communication and engagement 

preferences. Please indicate in this section whether you would like to receive the following 

communications from SETU and associated student services. You may withdraw your 

consent or update your preferences at any time, through the ARE Helpdesk via: 

arehelpdesk.wd@setu.ie.  

 

 

Confirm Registration  

Please read the information carefully. Tick the radio button and then click ‘Confirm’ to 

complete your registration.  

 

  
 

  

mailto:arehelpdesk.wd@setu.ie
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A message will appear in the top right corner of the screen advising that your registration is 

complete: 

 

 
 

 

If you have not completed all your action items a message will advise you to complete all 

action items before confirming your Registration: 
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Action Items for New Students Only  

 

HEA Access Survey 
The HEA Access Survey helps the HEA allocate funding and support resources to higher 

education institutions. We strongly encourage all new students to complete this survey. 

Select ‘Yes’ to the first question. A number of additional questions will appear on screen. 

Answer all additional questions. Tick the radio button and then click ‘Confirm’ to complete 

the action item. 
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Photo Upload 

Students who are new to the University are required to upload a photo to have their 

student ID cards printed. If you are new to the University, you will have an additional Photo 

Upload action item on your account. To upload a photo, select the Photo Upload action 

item. Click on the link within the action item.  

 

Note: Ensure pop-ups are enabled on your device. 
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Once your photo has been selected, click the arrow at the bottom of the photo to complete 

the upload. Your photo will appear on the student card in the top-right corner. 
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Close the photo upload tab and go back to the student portal. Tick the radio button and 

then the Save button to complete your photo upload:  

 

 
 

Congratulations! Your Online Registration is now complete. 


