
How to Use Online Registration –
Student Quick Reference Guide

This quick reference guide contains step by step instructions for 1st year students on how to:

Register online, make a payment , and complete the HEA Equal Access Survey

Further information, can be found at https://www.dkit.ie/academic-administration/registration/

or by contacting the Academic Administration Office at registration@dkit.ie

Introduction

How to Register Online

2. Select ‘Enter Secure Area’ 3. Enter Login Details

1. Open Online Services (for Students): The link for online registration is https://ssb.ancheim.ie/dkit/ You
will need your ID number and PIN to register, you can locate your PIN in recent correspondence from the
Institute or by entering your student ID number in the User ID box and selecting Forgot Pin?

Enter Login ID and Pin
and then click ‘Login’
Your ID and Pin are
provided in your
registration Letter

Login Verification Change Pin

On the Login Verification Change PIN page you may
be advised that your PIN has expired. You will need
to reenter your old PIN and create a new PIN as
instructed below

Please re enter your NEW PIN and Complete the
details on the Login Security Question and Answer
page and click Submit.
.
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Step by Step Instructions – How to Register Online (Continued)

4. Select Student Services & Financial Aid Menu
and Click on the Online Registration menu

6. Online Registration Checklist, please click on
Personal Information to proceed.

5. Select Academic Year 2017-2018 and Programme,
then select Submit



Please confirm the personal details shown
below. Please note the email address shown
is your DKIT email address. It is important to
note that we will use this email address for
all official college business, please do not
change this address. Please update PPS, or
contact phone numbers if necessary.

Our records show your mailing address as
stated below. Please note this is the address we
will use on all official correspondence unless
you advise otherwise. If you wish to update your
address please contact the Academic
Administration Office. Please select Continue.

. The screenshots below show the various registration checklist sections.

• Some details contained in the forms are required fields, these can be identified by red
asterisks beside them.
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Step by Step Instructions – How to Use Online Registration (Continued)
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Step by Step Instructions – How to Register Online (Continued)

I declare that the information I have submitted is true
and accurate. I agree to abide by the Rules, Regulations,
Policies and Procedures of Dundalk Institute of
Technology as set out in the Student Handbook and on
the relevant sections of the Institute website. I
understand that DkIT will treat all information as
confidential and will not disclose such information
except as permitted by law. Please click
http://www.dkit.ie/personal_data for further information.
DkIT may use communication details provided to send
relevant information to students and graduates and may
use Student Identity photographs for the purpose of
Identification.

Please confirm that you agree to these term and
conditions by ticking the checkbox below and pressing
the 'Confirm Registration' button.

7. Registration Checklist Complete
Once you enter data in each section. E.g. Personal
Information , a checkmark will appear beside it in the
Registration Checklist. Once data has been entered in
all sections, click ‘Confirm Registration’ to continue.

8. Registration Confirmation please select the
terms and conditions tick box once you have
read the declaration and Confirm Registration
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Step by Step Instructions – How to Register Online (Continued)

.

Select t

9. Making your payment of fees.

Tick checkbox to
agree terms and
conditions,
Pay Now will take the
full amount owed.

10, Enter Card Payment details, please select
VISA for VISA DEBIT or CREDIT and
MasterCard for MasterCard transactions.

11 3d Secure Verify your
Payment

Once payment is made registration will
be confirmed and a confirmation email
will be forwarded to your email address.
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Step by Step Instructions – How to Register Online (Continued)

3d Secure Verify your
Payment

12 Selecting the PAY LATER will allow you to pay fees in TWO installments. Click
on ‘here’ and select term 2017-2018 and click submit.

13. You will be presented with your Fee Details. Select the PAY NOW button and
enter the amount you wish to pay and Submit, then proceed to enter your Card

detail to process your selected payment amount

Enter payment amount
and submit, Enter card
details as outlined in 10 &
11 above to complete
registration


