OFFICE OF THE REGISTRAR
Admissions and Records Department

Form B (Progressing) ... Applying online - a quick guide

Screenshots in this guide, may not necessarily be identical in content
to what you will be viewing on your screen at the respective stage of the process

Application window — Monday 19%" till Saturday 31%t July

This form B is ONLY to be used if the end-of-programme result you received from your Institute, clearly
shows that you have successfully completed all units in the course just completed, and are eligible to
progress to the next level of study — as per MCAST prospectus 2021/22 (progressing form level 1 to level 2
... level 2to level 3 ... level 3 to level 4 ... level 4 to level 5/ 6... as your particular case may be)

Start off by entering the following URL — https://mcast.classter.com

It is from where you will be able to carry out this simple online application process. The best mode of submitting
an online application is through using Chrome, Firefox, Safari, or similar on a Desktop PC or Laptop. Avoid
taking the process through a mobile phone.

Using the credentials you have been using all through the year in making use of the CMIS, enter your credentials
as per usual.

J: MCAST

Welcome to the MCAST Student
Management Information System -
Merhba!

MCAST

Enter password

The example being used for the purpose of this guide, is a Level 6 Degree programme in the area of IT....
at the Institute of Information and Communications Technology.

However, you are to choose the Institute and the course which apply to your case.


https://mcast.classter.com/

Once you are in your CMIS account profile, it is very important that you make sure that you would have
chosen Admissions & Records Department from the dropdown menu “Select Institute” ... DO NOT
select your Institute here

For Form A (New Application) or Form B
(Progressing from successful completion of an
MCAST Programme in July 2019): Please click on
the “MCAST Admissions & Registration Office”
button

For Form C (Continuing to next year of study) or
Form D (Repeating units from your programme of
study): Please click on the button showing the

nformation And Communication

Admissions & Records Department

In the Admissions & Records Department (at top of your screen), start off by selecting Year 2021 — 2022 from
the Year dropdown at top of screen.

&) Admissions & Records Department
g Classter = MEAST, B Admissions & Records

|_D.Dashboard < 1 day week month

= Myd

Mon12/07 Tue13/07 Wed14/07 Thu15/07  Fri16/07  Sat17/07  Sun18/07
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Following the above, you will now be moving on to the Personal Details screen in your account profile on CMIS.

O _ -Year 2021 - 2022 = T . B
: Classter T Admissions & Records @ Year2021-2022 [ ~ LR

0 personal Data ® Please enter your personal data in the below fields.
Application Management
B Requests gy Coments Personal Details
Surname * First Name * Middle Name

Gender * Date of Birth *

16/05/1973

Identification data

Maltese ID Card / Document Number D Card Expiry Date Passport Number (to be filled in by Non

Maltese applicants)
1234556M

Passport Expiry Date
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In the “Personal Data” tab, if there is data which you would like us to formally change such as Address, Post
Code, Mobile Number etc (and which we can change without any related issues), please send an email to
mcast7888@mcast.edu.mt. It is extremely important that you send such an email from your MCAST email
address. Be clear in the data you want to be changed, and always sign off your email using your name, surname,
ID Number and your course of studies.

When you would have checked the information, please click on the green button at top of screen “Save and Next”.
Now you will be moving to the “Consents” screen. Here again you are kindly asked to check data and if the

system allows you to, update it accordingly — you can do this yourself in this screen.... If not, send an email as per
above (especially in regards to updating Next of Kin and information related to “In Case of Emergency”.

- Year 2021 - 2022

o
= Admissions rds 2021-2022 - I 4
c Classter = Ppersonal Data / - Year 2021 -2022 a0 a
= M
=3 personal Data 1 Personal Data Please confirm the below consents.

Bxpand All  Collepse Al

Guardian (if applicable as per clause 6)

sem u Kunjom/ Name and Surname

Nru, tal-Karta tal-Identita’/ID Card Number
The information provided is true and can be used by MCAST

IVAIYES

Next of Kin (to be contacted in case of emergency) v
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Let us move on to the selection of the course you would like to progress to with your Form B.

At the side of the screen (to your right), select “Application Management”

Click on “Create a new application”

c Classter = ApRlication Management Admissions &Records @ Year2021-2022 [J ~ |

Application Management

O pa a
My Applications
= vy Classmates Y APP
o= N <+ Create a new application
=2 Personal Data
See applications from previous Intakes
Application Management
B Requests
—
<+ Create a new application
Institut m d rtm od : 4 - Year 2021 - 2022 ] Team £
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In this screen, please start by choosing the Intake.
From the drop down menu, click on “Progressing (Form B) 21 -22~

B
z Classter

n

n Application

L]

Admission Application / New Application

Intake

@ Fomered vy The e 8

On this same screen, please check that at the bottom of the screen, the course showing in the field
labelled “Completed Course”™, is the course which you have just successfully completed - according to
the results published by the Institute. Once everything is in place, click on the “Next” green button.

ﬁ Classter

Admission Application

© vear2021-2022 (] ~

M em

Admission Application / New Application

Intake

@ Pomere ¢ Classcer Tean B8 | Vs

You will now be able to select the course you want to progress to... as per MCAST prospectus.

From the drop down menu, select the course you want to choose as your next step in your voyage at
MCAST. The Course code and Title which you select, must be exact to how they are showing in the
MCAST Prospectus 21/22 — this can be visited online through www.mcast.edu.mt

=3 Admission Application
£ Classter = jmiciniopsann o Ve (-
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http://www.mcast.edu.mt/

Click on the “Next>" button so that you will move on to the Admission Application screen
which presents you with what you have chosen as being the course
you want to take up in your next level of study.

Admission Application P
= i Year 2021 - 2022 - L &
ﬁ Classter = pamission Applcation Admissions & Records @ Year g-RPo &

L3 Dashboard
Application ID: [Not Available] Intake: Progressing (Form B) 21~ Status: Draft Category: Normal
= My Classmates 2

2 Personal Data

Application Management

B Requests

Institute of Information And IT6-01-20 IT6-01-20 | Bachelor of Year 1
Communication Technology Science (Honours) in Business
Analytics
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Double check the content and then click on “Save and Submit”.

You will get the following notification, which you are to click on “Yes” if all info in above screen is correct.

Information

¥
MCAST will be processing over the coming weeks.

By clicking
course you have chosen. No more changes can be affected.
1fyou want to make any changes cick No'

Your application will now be submitted. The following is a screenshot which gives you other services, such as a

way from where you can print a .pdf version of your application. There is NO NEED for you to create another
new application.

O e | PR Wit T [ O - T

My Applications

Application Management

= Normal
Progr

gressing (Form 8) 2122
Information And Communication 60120 T6-01-20 | Bachelor of Science (Honours)in Business  Year

Technology Analytics 1

My Briority: 1 Applieston ID: 14416 w  @Pint  [AMessages
Instiuat + Pariod. ] Team 8
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@ Application View

Institute of Information And
Communication Technology

116-01-20 1T6-01-20 | Bachelor of Science
(Honours) in Business Analytics

The following screen shot is taken form a sample email which you will receive in your inbox as a Receipt for the
application you would have submitted. Alternatively, this may show in your Messages box on your CMIS account

profile.
g Classter

0 pashboard

® My Classmates

BT Personal Data
Application Management

E Requests

Institute : 1 - Admissions

& Records Department Period : 4 - Year 2021 - 2022

Acknowledging Receipt of New Online Application

o) SeinternalMessage General Notification

MCAST

Acknowledging Receipt of New Online Application
For the gentle attention of

ghall-attenzjon gentil ta’

On the MCAST CMIS Admissions Portal, an Online Application has been received under your
name, as follows:

Fil-Portal CMIS Amissions tal_MCAST, qed tidher applikazzjoni Ii dahlet online, taht ismek hekk
ki jidher hawn taht

Course: IT6-01-20 | Bachelor of Science (Honours) in Business Analytics Year 1

Date : 2021-07-15

Al applications received online, are processed accordingly across different phases, until a final
Acceptance Offer will be issued over the coming weeks. If during the processing stages there
will be issues with this online the and Records D will be in
touch with you according to the need —and only if applicable. Should a reply not reach this
Department within 72 hours from the time it would have been issued, it will be understood that
you are no longer interested in the application you would have submitted online.

We take this opportunity to thank you for choosing MCAST as you frst choice.

L-applikazzjonijiet kollha i jidhlu online - fil-perjodu mhabbar — jghaddu mill-process li huwa

Once ready from the process, please sign out.

@ Powered by: The Classter Teay

Your online application (Form B ... Progressing) will be checked against the most recent result published by your
Institute. All applications received online, are processed accordingly across different phases, until end of August, -

by when a communication will reach you.

If during the processing stages there will be issues with this application, the MCAST Admissions and Records

Department will be in touch with you according to the need — and only if applicable.
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We thank you for again choosing MCAST to further your studies. We will all be doing our best to
provide you with a positive learning and formative experience.

Should you require any further assistance
in regards to online applications, you may wish to send an email to mcast7888@mcast.edu.mt

Please provide your full details (including your full name and surname, your ID Number and the course you are
applying for). Explain the issue you are encountering and wherever possible please provide screenshots to support
your explanation / requests. We will reply to your email communication, in due course.

: MCAST

OFFICE OF THE REGISTRAR
Admissions and Records Department

7|Page @MCAST


mailto:mcast7888@mcast.edu.mt

