
How to Enrol Guide 
New Students
(HOME Students)
Updated August 2026





Log in to the Self-Service Enrolment 
System

You should receive an email asking you to enrol.

If you are off campus, complete your enrolment online at 
Click here to complete your enrolment online.

If you are on campus, you can use Student Self Service SSO (cardiffmet.ac.uk) 

When you follow the link you will reach this page.

Select New Students Enrol

You may need to reset your password.
Password Management.

Log in here

NB Even though it says to enter email please your student 
number stXXXXXXXX only  

https://cis2.cardiffmet.ac.uk/SelfServiceEnrolmentSSO
https://cis2.cardiffmet.ac.uk/SelfServiceEnrolmentSSO


Select ‘New Students (Enrolment)’.

My Programmes
My Details



Check that this is the correct course information and then 
click ‘Enrol’ to progress to the next screen.

My Programmes
Course Details

Check that this is the correct course information and then 
click ‘Enrol’ to progress to the next screen.



You can show/ hide any pre-selected modules.

Please note, where there are no optional modules, only 
the course title would be displayed.

Click ‘Enrol’ to progress to the next screen, where you will 
see all the modules you will be studying this year.

My Programmes
Course Details Continued



Modules

A list of your modules for the year will be displayed.
If you need to add additional credits it will tell you 
here.
If you need to add credits, you will then need to click 
‘Add Module’ to select more credits/modules. 

The ‘Enrol’ button will remain greyed out until you 
have selected enough credits.

Please note, you may be asked to remove modules if 
you have added too many credits.

Click ‘Enrol’ to progress to the next screen.



Please check the personal details on this page.
If required, edit the information on the page by using the 
dropdown menus. 

Your Preferred Name / Known As is the first name that you would 
like to be known as on class registers, in email greetings etc. You 
do not need to add your surname here otherwise it will appear 
twice on your Metcard.

The fields with a red star * are mandatory and must be 
completed before progressing. You do have the option to refuse 
to give information.

If you are unsure what the question is asking, hover over the 
question mark at the end of the line for more information.

Additional Personal Details



Please check your address details and update if necessary.

Address Details 
Permanent Address



‘Postcode Look up’ is available if you need to update your 
address. 

Address Details 
Postcode Look Up



If you are staying in Cardiff Met or other Student Halls, 
please ensure you include the Room and Flat number 
in your address details.

***IMPORTANT: If you don’t yet have a Term Time 
address sorted, please add Accomodation Type 
‘Other Rented’ and type ‘NOT KNOWN’ in the 
Address***
Then update as soon as you know the address.

Address Details 
Term Time Address



Please check your address details and update if necessary.

If your correspondence address is the same as your other 
address, you have the option to select that and it will 
populate the address for you.

Address Details 
Correspondence Address



Please check the name and address of your 
Emergency Contact and update if necessary.

Once all 4 addresses have been updated you can then 
select ‘Next & Save’ to progress to the next screen.

Address Details 
Emergency Contact Details



Check to see if your previous Institution is showing at the 
bottom of the page. 

If it is missing, please enter this by following the 
instructions at the top of the page. When this is complete 
click ‘Next & Save’ to proceed.

Previous Education

Document name/team name if relevant



As previously, the fields with a red star * are mandatory and must be 
completed before progressing. You do have the option to refuse to give 
information.

If you are unsure what the question is asking, hover over the question 
mark at the end of the line for more information.

Other Important Information



Most students will not need to upload a document here.

You do NOT need to add a copy of your letter from 
Student Finance. 

If you are being funded for your tuition fees by an employer 
or sponsor e.g. NHS funded, please upload a copy of your 
sponsor letter here. 

Supporting Documents



A copy of the Terms and Conditions are available to be 
read here.

Tick all the boxes to confirm that you agree to the 
Terms and Conditions.

Press ‘Next & Save’ to proceed.

Terms and Conditions



Press ‘Submit Enrolments’ to complete your Enrolment.

Confirmation of Enrolments 
Submitted



Next Steps

You will receive an email shortly confirming your Enrolment. 

You can print out your Proof of Enrolment Certificate from the ‘Studying here’ drop down on MetCentral - Studying at Cardiff Met 
or on the MyMet App under the Essentials Icon.

Please note it can take Moodle upto 24 hours to update

https://outlookuwicac.sharepoint.com/sites/students/SitePages/studying-here/home.aspx
https://outlookuwicac.sharepoint.com/sites/students/SitePages/studying-here/home.aspx
https://outlookuwicac.sharepoint.com/sites/students/SitePages/studying-here/home.aspx


Document name/team name if relevant

MetCentral – Cartref

https://outlookuwicac.sharepoint.com/sites/students/SiteP
ages/studying-here/cy/home.aspx

Further information post enrolment can be found here:

MetCentral - Studying at Cardiff Met

https://outlookuwicac.sharepoint.com/sites/students/SiteP
ages/studying-here/home.aspx

https://outlookuwicac.sharepoint.com/sites/students/SitePages/studying-here/cy/home.aspx
https://outlookuwicac.sharepoint.com/sites/students/SitePages/studying-here/cy/home.aspx
https://outlookuwicac.sharepoint.com/sites/students/SitePages/studying-here/cy/home.aspx
https://outlookuwicac.sharepoint.com/sites/students/SitePages/studying-here/home.aspx
https://outlookuwicac.sharepoint.com/sites/students/SitePages/studying-here/home.aspx
https://outlookuwicac.sharepoint.com/sites/students/SitePages/studying-here/home.aspx
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