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Introduction

If you are made a conditional offer of admission, you will receive access to your Self Service account.
You User ID and password for logging in will be emailed to you.

The Self Service account is the way that we will communicate with you and let you know about the
progress of your offer(s). It is important that you check it frequently to find out if you need to do
anything or if we have sent you any messages. If you do rot, you might miss a deadline and risk
having your application withdrawn.

You will be able to upload documents to support your application and maintain your personal details
inyourSel-Service account, and you will find Iinks to
website. You will also be able to withdraw your application or request a deferral from here.

This document explains how to use your Self Service account at each of the stages of your application.
You will also find useful information on the O0What

website. For more detailed information on what you should do after being made an offer, visit
https://www.postgraduate.study.cam.ac.uk/youroffer.
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Section 1: Logging In

The link for Postgraduate Self Service (PGSS) is on the Postgraduate Admissions website and is:
https://camsis.cam.ac.uk/psp/publicprod/EMPLOYEE/SA/c/UC_GRAD_APP_SELF_SERVICE.UC_GS LOGI
N.GBI?

When | ogging in your user | D wildl be your 9 digit

&% UNIVERSITY OF
9" CAMBRIDGE

/ Postgraduate Applicant Self-Service

Postgraduate Applicant Self-Service

Postgraduate Applicant Self-Service Log In

Welcome to the Postgraduate Applicant Self-Service page.

Please log in.

Applicant ID:

Password:
Log In
| have forgotten my password

The University of Cambridge needs to temporarily place cookies on your computer to make this website work. To find out more about these
cookies, see our cookies policy

Please enter the Applicant ID (beginning 30..) and the password that was sent to you via email
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Section 2: Overview

The Postgraduate Applicant Self Service (PGSS) allows you to:
1 Maintain your personal data (your contact details)
9 Track the progress of your offer(s)
1 Review information or instructions that we send you
9 Accept your offer
i Upload documents to meet your offer conditions, such as financial information, language test
results and immigration documents
Submit a photo for your Student ID
Withdraw from your offer or request permission for a deferral
Print a certificate of your offer

E

2(a): The Home Page

Please switch off your popup blockersoet ficamsi s. cam. ac. uKkd
browser when you access the Postgraduate ApplicanS8elice.

:Admissions Webs

Help

[Name] [Applicant ID]
Postgraduate Applicant Self-Service Home

Welcome to Postgraduate Applicant Self-Service

We aim to process your documents within seven working days from when you uploaded them to your self-service

We are currently processing offer confirmations within six working days from when your final condition was marked as compieted
CAS (for visa applications) will be issued to offer holders who have met all their offer conditions, from June onwards

Please note that your offer has two deadlines, one to accept or reject your offer, and one for meeting all the conditions of your offer.
You can find the deadline to accept your offer on your Certificate of Offer.

The deadline to meet all your conditions by is:

31 July 23 for Michaelmas start 2023
5 December 23 for Lent start 2024

10 March 24 for Easter start 2024

Please download the Guide to using the Postgraduate Applicant Self-Service where you will find information about how to use your account

Please see the How {o use the Self-Service Portal video for a demonstration of the Seif-Service Portal

Here you will be able to track the progress of your application(s), upload supporting documents, and update some contact details, Anything we need to
tell you about your application (such as a change of status, materials you need to send us or important messages) will be shown here. Different pages
and links will appear or become live as your application progresses

Please check here regularly and take action promptly when we ask you to.
First, please upload a digital photograph of yourself. This is a requirement of your application, but will not be used as part of the selection process

You still need to upload a photograph to meet your condition, even if we already have one of you (e.g. because you have previously been a student
here)
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For more information about the deadiine by which you need to submit all your documents to meet your offer conditions, piease refer to the Offer
Conditions Booklet in the Documents and Forms section

if you have applied for University funding you should expect 1o receive a decision in March and April, although some funding may be awarded as late
as July. If you have not heard by the end of July, you should assume you have not been successful in securing University funding

Please switch off your popup blocker, or set “camsis.cam.ac.uk”™ as an exception in your browser,

Your Details

You can view and update your personal details by using these links

Names Addresses Phone Numbers  Emall Addresses  Photograph

ADpication Course Description Start Term Status College Membership ViewiAmend
MPhil in Mult-Disciplinary Gender College Membership Accepted at Jesus
Studies Michaeimas Term 2023 Allocated College v;ew/Amenq
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Inthetoprightcornert here i s a oOHelp6 l|ink. There is some in
Applicant Self-Service. All the other Self Service account pages have a similar link, which is context
sensitive.

You can maintain your contact details (Addresses, Phone Numbers and Email Addresses) by using the
l'inks under the oO0Your Detailso6 bar. However, while
Self-Service account. If your name does need to be chamed, please follow the instructions on the

Names page.

You can upload a photograph of yourself 8 you will need to do this before you are admitted so that
your University card can be issued. If you need to, you can also change the photograph. Further
guidance on this can be found in section 3(a).

Below the o0Your Detailsé bar is a |list of the appl
a unique application number. Once your account is active, any new applications you submit will appear
here. Online applications will normally appear within one working day of receipt of payment.

To view more detail about the application, or to s
next to the application.

If you are made more than one offer, you will see one row for each application. Your
applications will be treated separately by the University so their statuses will change at different

times.

The 60Statusdé column shows the progress of your app
given when you c¢click on the oView/ Amenddé button.

Once a College has offered you member ship, its nan
column (this will only happen after we have made you an offer of admission).
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2(b): The Application Page

o _y o - J o s v g O {Admissions Website| Help

Application Post-Offer

We have made you an offer of admission for this course The links and information below explain what actions you need to take, and provide
nformation about this part of the application process
Welcome to Postgraduate Appiicant Self.Secvice

Piease download the Guide 1o using Postoraduate Apolicgnt Self-Sanvice whare you will find information about how 1o use your account We have also
Created a useful video hare

Here you will be able to frack the progress of your application(s), upload supporting documents_ and updaie some contact details. Anything we need to
tell you about your application (such as a change of status, materiais you need to send us or important messages) will be shown here Diffecent pages
and links will appear or become live s your application progresses

Please check here regularly and take action promptly when we ask you to

First, please upload a digital photograph of yourself, This is a requirement of your application, but will not be used as part of the selection process

You will stil need to upload a photograph to meet your condition, even if we alréady have one of you (e.g. because you have previously baen a student
here

Application

Number Course Description Start Term Status College Membership

MPhil iIn Computational Blology Michaeimas Term 2023 Applicant Accepted Offer Accapted at Clare Hail

Status: You have accepted your offer

| Messages and Warnings

[Notes left by the Postgraduate Admissions Office will appear here]

| Application Information/Actions

Certificate of Offer UK Immigration

View Offer Conditions/Comments

Tracking Your Finances Withdraw Your Application
Documentation and Forms Defer Your Application

Return To Homepage

You can view more detailed information about each
button next to an application on the Home page.

At the top is a progress bar, which shows at a glance the status of your application. When the status
changes the Application Information/Actions on the page will also change.

Underneath the summary of your application, there is a more detailed explanation of your application
status. This might ask you to do something, so you should always read it.

There are several links under the Application Information/Actions bar, which you can use to find

further information, to tell us something or to upload some documentation. These are described in the
0Things to Doé@uideecti ons of this
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Section 3: Managing Your Personal Data

Your personal data is the same for all of your applications. If you change it, the changes will apply to
all applications you have submitted.

Use the links on the Home Page to update your contact information or to upload a photograph of
yourself. You cannot change your name here. If you need to tell us about a change of name, please
follow the instructions on the Names page.

Al | the |links are under the OYour Detail sé6 bar on

Your Details

You can view and update yvour personal details by using these links:

Mames  Addresses Phone Numbers Email Addresses Photograph

3(a): Adding Your Photograph
Please upload your photograph as soon as you can. The photograph must meet the criteria specified
on the University of Cambridge IT Help and Support website: https://help.uis.cam.ac.uk/university-

card-photo

Click the oOPhotographo 1 ink.

Click OoOAttach your photo herebo6.

If we already have a digital photograph, and you change it, the original photograph will continue to be displayed in your Student Self-Service, and
your new photograph will be displayed in Postgraduate Admissions Self-Service.

If you would like the photo from your Postgraduate Admissions Seli-Service to also display on your new student card when you begin your
postgraduate studies, you will need to supply your College Tutorial Office with this photo and request that they upload this photo to the cards system.

Attach your photo here

Return To Homepage
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Click oUpload phot oo
Photograph upload

Click Upload photo to upload your photo or Cancel to return

Upload Photo | Cancel |

Use the FileAttachment popup to browse your computer for your photograph.

When you have identified the photograph you woul d

File Attachment

] Choose file ] No file chosen

Upload Cancel

The photograph will be saved.
There is an explanation on the photograph page that tells you how we will use your photo.
I f you want to change your photograph, first use t

upload a new one.

If you are unable to upload a photograph, please email pg.admissions@admin.cam.ac.ukPlease do
not email or upload your photograph elsewhere as we will be unable to process this.
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3(b): Viewing the Names page

Click the ONamesdé Iink in the Home Page to display
the bottom of the page. If you want to change it, follow the instructions on the page.
Names

To notify us of a change of name, please upload the details as a supporting
document accompanied by a formal document,eg a marriage certificate, confirming
the details of the name change. Use the "upload supporting documents” link in the
relevant application. :

When we have made the change, you will see it here.

Name Type MName
Primary
Initials
Return
Click OReturn6 to go back to the Home Page at any

3(c): Updating your addresses

Click on the addresses link on the homepage and follow the instructions to update your address
details. The process is similar to the phone numbers and email addresses below.

3(c)(i): Phone numbers and email addresses

The process for maintaining these is very similar, so only phone numbers areshown in the example
below.

*Phone Type *Telephone Ext Country Preferred
Home v| |l

Add a Phone Mumber

Save

* Required Field
Return
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Click oPhone Numbersdé6 on the Home Page.
To add a new number, click o0Add a Phone Number 6. T
the detail s, then click 0Savebo.

If adding a new number, set the phone type from the drop down menu and enter the new number. Set
one of the numbers to Preferred by ticking the box

If you change an email address, we will immediately try to contact your domain to validate the

address. If we are not able to do this, you will see a warning message. Please check your typing to
make sure that you have typed the address correctly.
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Section 4: Managing your offer

Everything that happens after the Postgraduate Admissions Office makes you a formal offer of
admi ssion i s r eCfefrerredd. tYoo uaswiolPMosstee this expressi ol
Postgraduate Applicant SelfService.

4(a): Accept your offer
You will need to accept your offer before we confirm your admission to Cambridge.

Click OAccept / D¥aulhgedteactem ardeclidd ybue affér by the deadline stated
in your offer email and offer certificate. This deadline will be no earlier than 5 weeks from the date
your offer was issued. You do not need to wait until you have satisfied the conditions of your offer
in order to accept.

Appl!c.allon Course Description Start Term Status College Membership
Number
Coliege Membership

MPhil in Physics Michaeimas Term 2023 Accepted at Darwin College

Allocated
Stalus: A coliege has offered you membership
| Accept Offer | Decline Offer
Click o0l Accept Offero.
azg:»seafuon Course Description Start Term Status College Membership

College Membership

MPhil in Physics Michaelmas Term 2023 Allocated Accepted at Darwin College
Status: A college has offered you membership
Click o0Confirm Acceptanced.
The status of your offer wild|l change to OApplicant

The progress bar along the top of your application will also show that you have accepted the offer.
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4(b): Decline your offer
If you have decided that you do not want to take up the offer, you can decline it.

Once you decline the offer, we will be unable reinstate it should you change your mind so
please ensure that declining the offer is your final decision.

Click the OAccept/ Decline your offerdé | ink.
Application
Number Course Description Start Term Status College Membership
. : Coliege Membership . ;
MPhil in Physics Michaeimas Term 2023 Allocated P Accepted at Darwin College

Status: A college has offered you membership

| Accept Offer | Decline Offer
Click ol Decline Offero.
Application
Nomber Course Description Start Term Status College Membership
llege Membershi A .
MPhil In Physics Michaelmas Term 2023 S0 s P Accepted at Darwin College

Allocated

Status: A college has offered you membership

Click o0Confirm Declineo.
Your SelfService account will now show that your application is withdrawn. You will not be able to
provide any further information about it.

You will now be invited to complete a questionnaire about your reason for declining your offer. This is
to help us to improve our admissions service.

If you decide to complete the questionnaire (which is optional) a new window will open. Please
complete the questionnaire in the new window.
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4(c): Print certificate of offer

You can print a certificate with details of your offer. You can print certificates for as long as your offer
is active.

Application

Number Course Description Start Term Status College Membership

College Membership

AL
MPhil in elopment Studies Michaelmas Term 2023 A
V Development Studie chaeimas Te 023 Allocated Colle

Status: A college has offered you membership

| Ceriificate of Offer

Click oOCertificate of Of fer 6.

A new window or tab will open in your browser to show the certificate. You can print this or save it as a
PDF.

4(d): View offer conditions and comments

You can view your offer conditions by c |Applicktiomg o0 Vi
Post-Offer page.

This will list all of your offer conditions and their respective statuses (Outstanding, Completed and
Waived). Click on the triangle next to each one to open up a description of the condition.

The SelfService account is our primary means of communicating with you. We will leave you any
messages there, which can be viewed on this page u
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