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Form A (New Applicant - Applying for the first time at MCAST)  
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  
 

First Call    -   Monday 18th till Friday 29th July 2022  
Second Call    -   Monday 29th August till Monday 05th September 2022  

Last Call    -   Monday 03rd till Friday 07th October 2022  
 

In addition to this Guide, you may wish to view a short visual walk-through, which can also be found on the MCAST Website 
– How to Apply Online section. There are two parts to this video walk-through.   

i. The first part focuses on creating and validating your account profile on the MCAST CMIS Admissions Portal.   
ii. The second part explains the remaining stages in the process leading to submitting your online application. 

 

This form A guide is ONLY to be used if you are applying for the first time to be considered as an MCAST student – depending 
on eligibility. 
 

 

Start by entering the following URL –  https://mcast.classter.com/actions/registrations 
 

 
You need to use the above link to submit your online application during the specified time window. 
 
The best mode of submitting an online application is using Chrome, Firefox, Safari,  or similar on a Desktop PC or Laptop. Avoid taking the 
process through a mobile phone.  
 
 
 

Signing up using your e-ID (Malta) 
 

 
A quick point of information re: e-ID Malta 
 

 

Should you require any assistance in attaining your e-ID credentials,  
Identity Malta has a very efficient service through  

helpline 2590 4300 - during office hours. The servizz.gov 153 may also be referred to.  
You can also visit the Identity Malta Website for further guidance and assistance you may require  

https://identitymalta.com/ Email:  infoeid@gov.mt 
If you request a new password, through an email which you will be sending to the EID section, you are kindly asked to 

provide your ID Number and the ID-Document Number found at the back of every ID Card. 
 
The first screen you will see once you click on the URL (link) presented above will include the following: 
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Once you click the Blue button [e-ID (Malta)], you are led to the screen shown on the following page… You must use your e-
ID credentials (user and password) to proceed with your application. Applications which will not be done through the 
respective applicant’s e-ID will not be processed. The e-ID credentials you use are your credentials as the applicant, not 
someone else’s (such as parent/guardian/friend etc.) 
 

 
 

 
Fill in your ID Number and your e-ID Password. After clicking on Sign in, you will find yourself on the following screen. 
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Once you continue, you will be led to the Personal Details section of your application. This information is captured and 
replicated from the details found in your e-ID account.   
 
Double-check the information showing, and if necessary, change the Mobile Number and Home Phone Number to make 
sure that your contact details are showing. 
 
 
 
 
 

 
 
Proceed by clicking on the tick box next to “I’m not a Robot.” 
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Go on to click on the ‘Sign Up’ blue button. 
 

 

Go to your Email Inbox – the same email address you are using for EID credentials… an email will be 
sent to you automatically from “No-reply MCAST”  ---  it is important to always check in your 

 spam/junk/promotion folders if you do not find the email in your Main inbox folder. 
 

 
 
Take note of the Username and password in your email, and (as follows) click on the red button ‘Verify 
Account’ 

 
 

 
 

Validate your Account profile on MCAST CMIS Admissions Portal 
 

 
You now need to go to your email address inbox. You will receive an email from  ‘No-reply MCAST’ with the subject being 
Welcome to Classter. The following is a screenshot of a typical email which you will find. 
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You will be verifying and validating your account by clicking on the Verify Account red button. 
 
It is important that you keep note of Your Login Credentials (Username and password). These are to be placed 
somewhere safe where you can easily find them to use as may be required.  
 

 
 
From the email, you would have received, copy the USERNAME and paste it in the Username field in the following screen 
grab. Click on Next…  
 
This also applies to PASSWORD (copied from the email you received – screenshot at the top of this page). 

 

 
 

 
 



6 | P a g e                                                                            

 
 

important:  If the academic year will not show as 2022 – 2023 (as default),  
please choose this year from the drop-down menu 

 
 

 
 

 

Starting an Application for an MCAST Programme of Studies 
 

 
 

PERSONAL DATA 
 
This will involve two main stages, as shown in the Instructions Screen…. Start by clicking on the Personal Data 
Blue Button. 

 

 
Always ensure that you are in the year 2022 – 2023. Please also check that you have the correct personal data on the screen.   

If you hold a Maltese ID, there is no concern about the Passport Number and the expiry date. 
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At the bottom of this screen, you will need to fill in the following mandatory fields 

• Confirm EU citizenship 
• Nationality 
• Last School Attended (this is applicable for those who have been in Form 5 or a post-secondary institution as of June 

2022) 

 
 

Important Note:  Always ensure that you click on the ‘Save and Next’ or ‘Save and Submit’ button,  
whenever you are moving from one screen to the next 

 
 
 

UPLOADS 
 
This screen in your application will allow you to present as Uploads clear scans of all documents (such as 
Certificates, result slips, etc.) which you possess and which will be necessary for your application to the selected 
Course to be successfully processed. Missing Uploads will stop the processing of the application submitted online. 
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Please read the text on your screen (reproduced hereunder) carefully to have a clear idea of what you need to 
do in this part of your online application. In a Frequently Asked Questions Document [found on MCAST website – 
How to Apply Online], you may find replies to other queries you may have. 

 
 

 
 

 
 
 
The following screenshots show the next steps you can take in this “UPLOADS” screen (of your online 
application).   
 
It is important that you upload your scans according to the sections which are clearly showing on this screen. 
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If you do not have a hardcopy of your SSC&P (which you can scan), please place the Block Certs link in the field 
(as per above) – if you have a Block Certs version of your SSC&P 
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Always remember to click on the “Save and Next” green button 
 

 
 
 
CONSENTS 
 
The screenshots hereunder might differ slightly from what you will see on your Online Applications Screen. 
 
This screen is to be filled in by all applicants… please read the text, fill in the information as required, and answer 
Yes or No accordingly.   
 

• If you are under 18 years of age when submitting the online application, the Parent / Legal Guardian 1 
and Parent / Legal Guardian  2 Sections MUST be filled in correctly.   

 
• If you are over 18 years of age, you may wish to leave empty 

 
 
The Contacts in case of Emergency are to be filled in by ALL applicants ensuring that correct information is 
provided 
 
Please read the text provided on the Application Screen so that you will be closely guided as to what 
you are expected to do 
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APPLICATION MANAGEMENT 
 

 
You are now ready to choose the Full Time Course you would like to be considered for through your online 
application. 
 
Here it is very important that you have a clear idea of what the MCAST Full Time Prospectus 21/22 is offering… 
please visit https://www.mcast.edu.mt/mcast-prospectus-2022-2023/  to attain this information. 
 
You will need to be sure that you have the entry requirements required by the Course you are applying for. You 
will also need to have the exact course code and course title to be selected – according to your choice. 
 
 

• Start off by ensuring that you are always in the year 2022 – 2023 
 

• From the drop-down list, choose the Intake  22/23 FT Prospectus Summer Admissions (First Call – Jul 
2022) 

 
Click on Next 
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Choose the Institute, the Course and click on Save and Submit   

 

 
 

IMPortant Note: The example is used for the purpose of this guide,  
is a Level 2 TEST course ….  

 at the Institute of Business Management and Commerce. 
 
 

However, you are to choose the Institute and the Course which applies to your case. 
 
 
Once you would have successfully submitted your application, you will receive an email receipt - similar to the 
screenshot on the next page. 
 
You may also wish to download a .pdf version of your application (found at the bottom of the email) to keep it 
separately for future needs. 
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We thank you for choosing MCAST to further your studies.   
We will all do 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, ID Number and the Course you are applying for). Explain the issue you are encountering and provide 
screenshots to support your explanation/requests wherever possible. We will reply to your email communication in due course.  
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