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Intercollegiate Forms

To register on a UCL module you must 

submit an intercollegiate registration 

form to your home institution; your 

administrator will be able to provide 

you with one if you need it.  Once we 

have received your form this is sent to 

Student Registry who will create a 

student number for you in Portico 

(our student data system) and assign 

your modules to you. 

UCL User ID card and IT 
Passwords 

During the first two weeks of the 

academic year, special collection 

desks are set up for you to obtain 

your UCL user ID and an initial pass-

word. This is part of the enrolment 

process. Make sure you take your 

UCL ID card or statement of student 

status along with you. When you     

receive your account details, you 

should:  

 Change your password to

something only you know.

Your password automatically

expires between 100 and 350

days after you set it

(depending on the strength

of the password you choose).

 Register your phone

number so you can reset your

password if you forget it.

 Your UCL ID card gives you

access to our libraries. Don’t

leave home without it!
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Portico 
With your UCL ID and password you 

can now access Portico. You should 

check that you  have been enrolled 

in the  correct module(s) for the du-

ration of your study with us.  
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Moodle 
Moodle is accessed using exactly 
the same credentials as Portico. 

Enrollment in a module in Portico 
will automatically enroll you in 

the course materials here.   
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Timetable 
Portico enrolment also populates 

your personal timetable.  
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This guide outlines the steps which 

you need to undertake when en-

rolling in modules at UCL while 

studying a programme at another 

institution. All modules being     

undertaken at UCL require you to 

enrol as a student at UCL in order 

to gain ID cards, email addresses 

and, most importantly of all,      

access to the information for the 

modules you are studying with us 

and access to the module course-

work submission areas.  



Late? 

If you miss the enrolment process, you should notify the ISD Service Desk as soon as possible after you 

have enrolled. 

Any notifications received after 4pm will take 2 working days to process.  If you let ISD know before 4pm 

they will normally be able to get you registered and have your details ready for collection by 10am the 

next   working day.  

Problems? 

For any problems relating to  access to UCL systems contact either Alex Balciunas 

(a.balciunas@ucl.ac.uk) , our MA, Events and Finance Administrator, or Robbie Macaulay 

(robbie.macaulay@ucl.ac.uk), the Departmental Manager, if Alex is unavailable. 
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5 https://timetable.ucl.ac.uk/tt/homePage.do 

https://www.ucl.ac.uk/classics/sites/classics/files/

UCLIntercollegiateRegistrationForm2018.doc 

https://myaccount.ucl.ac.uk/ 

https://evision.ucl.ac.uk/urd/sits.urd/run/siw_lgn 

https://moodle.ucl.ac.uk/ 

https://timetable.ucl.ac.uk/tt/homePage.do
https://www.ucl.ac.uk/classics/sites/classics/files/UCLIntercollegiateRegistrationForm2018.doc
https://www.ucl.ac.uk/classics/sites/classics/files/UCLIntercollegiateRegistrationForm2018.doc
https://myaccount.ucl.ac.uk/
https://evision.ucl.ac.uk/urd/sits.urd/run/siw_lgn
https://moodle.ucl.ac.uk/


Welcome guide to King’s College London for 
Intercollegiate Students 

First steps 
 Decide which King’s module/s you wish to do.

 Submit an Intercollegiate Request Form (IFR) and return it to your home department.

 Once we approve your place, you will get an email from our Registry Services (sent to the

email address you give on your IRF – please take care to write this out clearly if completing

your form by hand). This can take a few weeks to process, do keep an eye on your SPAM

folder.

Setting up IT accounts at King’s 
Once your IRF has been processed by Registry, they will send you a Welcome to King’s email inviting 

you to set up your IT accounts. The email will contain: 

 your King's username which begins with the letter k and has 7 numbers e.g. k0123456

 your temporary password

*Please note: if you have previously studied at King's, are still using the King's username

quoted in the email and your original password still works, then you can skip this step and go 

to Complete Online Enrolment.  

To set up your IT account please do the following:   

1. Click on the link in the email

2. Follow the instructions to set up your security questions and answers

3. Create a password that you can remember

4. You can now access your King’s email using the Outlook web app. Your email username is

your King's username plus @kcl.ac.uk (for example k1234567@kcl.ac.uk) 

Top Tips 

 Your username should be in the format k0123456@kcl.ac.uk

 Please ensure you input your date of birth in the format DDMMYY e.g. 06/11/1992 would be

061192. 

 If you encounter any problems, please contact the IT Service Desk at 8888@kcl.ac.uk

Complete Online Enrolment 
1. After you have set up your King's IT account, click on the following link to student records and log-

in with your King's username (your K-number) and password. 

2. Once you've logged in, you will be taken to a page titled 'My Enrolment'. If you do not see this

page, then please email the Welcome Team on welcome@kcl.ac.uk and they will be able to look into 

this for you.  

3. When you've finished, you will be presented with a confirmation screen and you should also

receive a confirmation email to your KCL email address. 

4. You will need to upload your photo for your student card (see instructions below).

https://passwordregistration.kcl.ac.uk/default.aspx
https://outlook.com/kcl.ac.uk
mailto:8888@kcl.ac.uk
https://mykcl.kcl.ac.uk/
mailto:welcome@kcl.ac.uk


Photo Upload 

1. After you have set up your King's IT account, and completed your enrolment go to student

records and log-in with your King's username (K-number) and password. 

2. Click on “Student Home Page” at the top of the screen.  If your online enrolment is complete, you

will automatically be taken to the “Student Home Page”. 

3. Next, go to 'My Online Tasks' in the left corner of the screen, highlighted in red.

4. Select the message with the subject '2019/20 Photo Upload'

5. Select the photo you want to upload

*Please note that you will only be able to upload your photo on a desktop or laptop computer.

Collect Your King's ID Card 
To complete enrolment at King's College London, all students must come in to campus and collect 

their student ID card.  Dates will be posted on the Welcome pages: 

https://www.kcl.ac.uk/campuslife/services/welcome/welcome.aspx  

Before you arrive at King's please ensure that you have completed the online enrolment task and 

uploaded a photograph for your ID card.  

As an intercollegiate student from another University of London institution you should book to 

attend one of our main enrolment sessions in September/October or January.   

If you are unable to attend one of these sessions, you will need to provide the following documents 

to enable us to complete your enrolment and produce your King's ID card: 

 Scanned copy of your ID card from your home institution

 Scanned copy of your passport

 Scanned copy of your visa (for non-EEA students)

 .jpeg photo for your King's ID card

 Confirmation of your address for us to post the card to.

All of these documents must be emailed to registry_services@kcl.ac.uk and you should receive your 

card within 5 working days. 

Locate your module timetable 
Click here to view your timetable through timetabling services. You will need to use your King's ID 

and password to gain access to personalised timetables or use the "Guest" button for general 

information. 

Please note that timetables will be available once you’re place on a King’s module has been 

confirmed and you have completed enrolment. It may take up to 48 hours for your timetable to 

become available once you have completed your enrolment. 

https://mykcl.kcl.ac.uk/
https://mykcl.kcl.ac.uk/
https://www.kcl.ac.uk/campuslife/services/welcome/welcome.aspx
https://www.kcl.ac.uk/campuslife/services/welcome/before-you-arrive/complete-online-enrolment.aspx
mailto:registry_services@kcl.ac.uk
https://internal.kcl.ac.uk/timetabling/t-table/academic.aspx


Intercollegiate Students in Classics at Royal Holloway 

Registering at Royal Holloway 
Practical Matters 

To register on a Royal Holloway module, including Research Training in Classics, you must 
have submitted an intercollegiate registration form to your home institution; your 
administrator will be able to provide you with one if you need it.  
Once we have received your form, we will register you and pass your details on to our IT 
team. They will send a message to your nominated e-mail with your username and a 
temporary password. This can take a week or two to be processed; we’ll be as quick as we 
can. In the meantime, keep an eye on your spam folder as e-mails often end up there. 

Your Username 

Your username and password will let you log into the Royal Holloway systems, including 
your dedicated Royal Holloway e-mail account and our Moodle pages. It will also let you 
log into our library resources remotely and take advantage of our electronic learning 
resources.   

Your College Card 

As a Royal Holloway student, you will need a college card to borrow books from the RHUL 
library or to access the Bedford Square building in London. You can pick up your college 
card from the student support team, who are based in the Emily Wilding Davison building 
on the main Egham campus.  

Library Rights 

Intercollegiate students have the same borrowing and usage rights that Royal Holloway 
ones do. If you borrow a book from our Egham campus, it has to be returned there. The 
first port of call for finding out more is our subject librarian, Emma Burnett, who can be 
reached at Emma.Burnett@rhul.ac.uk. 

Problems? 

If you are having problems with Moodle or with getting a username, please e-mail our PGT 
Administrator, Sue Turnbull, at sue.turnbull@rhul.ac.uk. 
If you need to notify us of an absence, please e-mail your tutor and Sue in advance. 
If you need to request an extension, you should speak to the PGT director of your home 
institution.  



 
 

 
 
 
 
 
Registering for an ICS module 
 

1. You need to complete the application form which is available on the ICS website at 
https://ics.sas.ac.uk/students/ma-modules-intercollegiate-degree 
 

2. Obtain authorisation from your home institution – see section A of the form. The 
administrator at your home institution will be able to assist you with this. 
 

3. Send the authorised form to the Institute Manager at the ICS, valerie.james@sas.ac.uk, who 
will confirm when you have been registered for the module. 

 
4. Your contact details will be given to the ICS academic staff member who is running the 

course. He/she will be in touch before the course begins to confirm details and provide 
information about preliminary resources. 

 
5. Information about using the ICS Library will be given at the MA induction event at Senate 

House on 24 September 2019. 
 

https://ics.sas.ac.uk/students/ma-modules-intercollegiate-degree
mailto:valerie.james@sas.ac.uk



