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A Step-by-Step Guide to Applying for a Micro-credential at Trinity College Dublin

Finding your micro-credential and the Apply link

So you've decided that a micro-credential at Trinity College Dublin is the right choice for
your upskilling journey — great! How do you apply? An application can be created in Trinity's
my.tcd.ie portal in a few simple steps.

Go to www.tcd.ie/courses/microcredentials/ and find the micro-credential that is right for
you. You can browse the A-Z listings or search by school.

Micro-credentials

A-Z OF COURSES

Browse By School

A-Z OF SCHOOLS

Apply by selecting the 'Apply' link which is under the ‘Apply’ heading on each individual
micro-credential course page. Some micro-credentials may have more than one apply link if
they are being offered multiple times a year. Be sure to click the link that relates to the
month and year you wish to study.


http://www.tcd.ie/courses/microcredentials/

Apply

To apply, click on the relevant Apply Link below

Finance for Non-Finance Executives - MC Module - Module 11/APR/2022 >

Finance for Non-Finance Executives - Micro-credential - Module 30/SEP/2022 >

Setting up an account on my my.tcd.ie and filling in the application form

Once you click on the correct apply link you will be re-directed to the my.tcd.ie application
portal. You will then be asked to fill out a short application form. Once this is completed you
will be sent your Trinity College Dublin portal login details and all communication about the
status of your application will be communicated through the portal.

From the portal home screen, you will be asked to choose from two options. Unless you
have previously created an account, you should select the ‘New User’ button:

Gonar &8sz User Detalls | Agpheation Form

‘Cowrse Cove

Services - MG Mochle DPESILDTHS. 11

Portal Logon

Create a user account by filling in basic details plus an email address and password, and click
‘Proceed with Application’:

Jies in Human Services - MG Module

Title * v * Date of Birth (DD/MMYYYY) =

Forename(s) i | ‘ ‘

* Sumame

* Email Address (Username) |

* Confirm e-mail Address |

blin Password Policy - Please nole that your new password must comply with fhe password policy as follows
characters in length.

ast one lowercase character (a-2)

ast one uppercase characer (A-2)

imeric character (0-9) or a special character such as | # or % (DO NOT USE or or spaces).

be the same as any of your previous 24 passwords

Iy be changed once in any 24 hour period

This will take you to the first page of the application form, where you will need to provide
your ‘Personal Details’



U@Declamﬁun ]

MNotes

i Personal Details

Flease read the application guidance notes before completing t
Short Application Guidance Motes

Fields marked with an asterisk (*) are mandatory and must be o
ou can navigate through the application form using the above t
A red dot on the above tabs indicates incomplete information on
Pressing the proceed button will highlight if there are any mandz

Permission to contact

Next, click ‘Save and Proceed’, which will take you to the declaration page. Agree to the
declaration (1) and click ‘Submit Application’ (2):

Pecsonst Detss) (§occarsion |

For further iformation please see hiios. oo

Declaration

1 certity that the information given in tis ¢

ant Bscipine does not hive e resources necessary to delivet the program

for which | hava appled 1t dos iy College Dubin

ot be released fo another party exceptin the case of jointly taught programs deiivered by the Urwersiy of Dubin, Trinty Coflege Dublin and (anjother education instiutionis)

- o

Application button to submit your appicaion

conficertial pi

Please chick gace on the

Previous | [ Save and Close |[ Submit Appiication '

Exit (3) on the next page, which is ordinarily where a deposit is paid. Note: The application
fee of €55 and the deposit fee is waived for micro-credential applications

Deposit Information
Below is he teposit amounl yeu may be required 8o pay il you accept an ffer of a place o s course
Deposit Due € .00

Please click on the Exit button to complete the application process. If you pay an application fee by EFT, the application will not be fully submitted until payment is received by TCD. This may take up to a week Exit E

Trinky College Dublin © 2012 AN Righls Reserved.

This will return you to the log in page:

Logged In | Ginar & Baza:| User Detals | Appleation Form
Vour spplications:
Course Title Course Code

1. Digial Technalogies in Human Ssrvices - MC Module CPESI.DTHS- 1M1

Portal Logon ‘Create a new user
] S—

sta-
Password” :’ OR your Tty Cobepe Dubin staft email asdress 38 5 Usemame.

“Vou vl D600 select a1 SMeinale contsct el s00ress instead

i beow b create  new appicant aczourt

Eorgonen Pasmmony e Usee



Managing Your Application and Adding documents

Once you have submitted an online application, you will be sent an acknowledgement email
to the email address you provided when setting up your user account on the my.tcd.ie
applicant portal. The applicant portal will allow you to send and receive communications
regarding your application to Trinity and to upload your required documents such as a
transcript or CV.

Navigate to the applicant portal and log in using your username and password (4,5,6 & 7):

Trinity College Dublin

Coliiste na Triondide, Baile Atha Cliath m y. tcd . i e o

The University of Dublin

D Staif Login Welcome to my.tcd.ie

Staff members, click on the 'Staff Login’ button below and use your Trinity username

and network password te log in using Microsoft Office 365. Latest News
You will be required to log in with Two-Step Sign-In (TSSI) if you are off Need further help logging into my tcd ie? v
campus.
Eurther information can be found on the Two Step Sign-In webpage Staff & Students

Answers {0 the most frequent questions about Trinity accounts can be found on
the Accounts and Passwords FAQ webpage.

Applicants and New Entrants
Please click on the ‘Forgotten your password?” link and follow the on-screen
instructions

New Entrants, Students and Past Students login

New Entrants - If you are a new student to Trinity College and have not yet
received your College username and network login password, please log in
below using the username and password recently communicated to you.

Students - Current students, please log in below with your Trinity username:
and network password

Past Students and Students who are off books (no assessment) - Please
click on the ‘Forgotten your password?’ link below and follow the on-screen
instructions.

Username

Password

Forgotten your password? Log in

Once you are logged in, click on the ‘My Applications’ link (8), and then the ‘Add documents
to support your application’ link (9):



(@ Trinity College Dublin

Coliiste na Trionéide, Baile Atha Cliath m t d i
The University of Dublin y . C - I e

Home My Applications 8 My Accommodation Links

My Applications

My Applications

“*¥Your application status may not correspond with your status on the CAQ portal. This will be synchronised regularly, as we receive informati«

Course Entry Year Decision Status

Digital Technologies in Human Services - MC Module - Direct Application 2022723 Academic is reviewing application
‘Offer notes/conditions

A

Add documents to support your application o

Need Some Assistance? Get help from the Academic Registry (AR)

If you need some assistance | Ask button temporarily disabled | click here for more information. about your Undergraduate course

If you need some assistance | Ask button temporarily disabled | click here for more information. about your Postgraduate course

Select the micro-credential that you wish to add documents for (10) and click ‘Confirm and
Proceed’ (11):

Trinity College Dublin

Coliiste na Trionéide, Baile Atha Cliath m y. tcd R |e

The University of Dublin

Home My Applications My Accommodation Links

Please select the course that you would like to submit documents against

Select Course Title Entry Year Course Start Date
Qo Digital Technologies in Human Services - MC Module 202223

confirm and Proceed (§H]



Select the type of document you are providing from the drop-down list (12) and click
‘proceed to upload document’ (13):

The University of Dublin

Home My Applications

7 Trinity College Dublin

Colaiste na Trionside, Baile Atha Cliath mY' th . Ie

My Accommeodation Links

Please select the type of document you want fo upload in support of your check

Document Type

Letter from TUSLA (fhe Child and Family Asency)
Latter of support from Dl

Medical Card / GP Visit care form

Medical Consultancy Report

‘Motice of Assessment (self employed)

Oficial Transcript

Proceed to upload document @

You will then see the File Upload screen where you can supply relevant information

describing your document before uploading it:



[§J Trinity College Dublin

Coliste na Triondide, Baile Atha Cliath m y. th . I e

The University of Dublin

Home My Applications My Accommodation Links

File Upload Screen

Use this page to upload documents

File Upload

File Choose file | No file chosen

Name

Description
Keywords

Notes

Pl

Upload File

Accessing help and support

If you have any difficulties submitting your application or uploading your supporting
documents, you can contact micro-credentials@tcd.ie or the relevant school administrator.
The correct school contact will be listed on the micro-credential course page under ‘Get in
Touch’ (below is just an example):

Get in Touch
Telephone Number

Email

General Enquiries: micro-credentials@tcd.ie


mailto:micro-credentials@tcd.ie




