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1. How do I enrol in an ACE Short Course? 
 
The following pages provide a detailed overview of how to enrol on a short course. The 
process usually take a couple of minutes. 

 
Step 1: Please click on this link https://open.ucc.ie where you will see the page below. 
Please click on the Adult and Continuing Education window. 
 
 

 
 
 
 
  

Please click here 
to view our 
Short Courses 

https://open.ucc.ie/
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Step 2: You can browse through available courses by moving down on this page. Don’t forget 
to click “Load More” at the bottom of the page if you cannot find the course you are looking 
for. If you know the name of your course, you can use the search bar at the top of the page. 
You can view further information on each course by clicking on the individual course tile.  
 

 
 

 
 
  

You can use the 
search box to 
find your course  

Click the load 
more box to see 
the full range of 
courses available  
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Step 3: Once you click through to a course page, you will see the view below. In order to 
proceed with registration, please click on the enrol button. 
 
 

 
 
 
 
 
  

Click here to 
enrol on a 
course  
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Step 4: In order to enrol, you will need to add the details outlined below. 
 

 
 
 
 
 
  

Enter full 
name here 

Enter email 
address here 

Please tick 
this box 

If you have a 
promotion code, 
please enter the 
code here. If you do 
not have a code, 
please leave this 
section blank. 

When you have 
entered all of the 
required details, 
please click the 
APPLY button 

Please tick this box and 
follow the advice on the 
pop-up screen as per the 
sample CAPTCHA on the 
next page 
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Step 5: A CAPTCHA will pop up on the screen to verify that you are not a robot. Please follow 
the instruction on the screen. In the example below, you need to click on every image with a 
chimney and then click verify. Please note that this is just a sample and a different instruction 
may appear on your screen asking you to identify the images with cars, traffic lights, bicycles, 
etc. 
 

 
 
 
Step 6: Once you have successfully completed the CAPTCHA, a green tick will appear. Then, 
please click on PROCEED TO PAYMENT.  

 
 
 

Click on this 
picture 

Click on this 
picture 

Click on this 
picture 

When you have clicked on 
all the required images, 
please click VERIFY 

Green tick 

Click here 
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Step 7: In order to process your payment, you will be taken to our Paypal page.  
**You do not need to have a Paypal account in order to pay.** 
 
 

 
 

 
 
 

If you already have a 
Paypal account, please log 
in entering your email or 
mobile phone number 
here. 

If you do not have a Paypal 
account, please click on the 
Checkout as Guest box. 

In order to checkout 
without a Paypal account, 
you will need to enter your  
email address and click 
continue to payment. 
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Step 8: Please follow the instruction on the Paypal payment page as per below. 
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Step 9: The following screen will then appear and will ask you to check the email account that 
you added in step 4 for a confirmation email. Please check all folders including Clutter/Spam. 
 

 
The confirmation email will look as follows: 
 

 
 
 
  
 

If you do not receive an 
email, please click SEND 
AGAIN here. 

It is essential 
that you click on 
the Complete 
Registration link 
on this email. 
Your enrolment 
cannot proceed 
without 
completing this 
step. 
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Step 11: You will then be taken to the account setup page where you will be asked to create 
an account password. Please keep this password safe as you will need it every time you have 
to log in to a class. 

 
 
 
You have now completed enrolment and will receive a second email as per below. You can 
access your course page by clicking the link highlighted. 

 

Please click here 

In the login box, 
please insert 
your email 
address. Then, 
add a password 
in the password 
field. Finally, 
click the accept 
terms of use box 
and then click 
register. 
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Your course home page will then appear as per below: 
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2. The short course I want is full. How do I get added to the wait list? 
 
In order to optimise the student experience, some of our courses have limited capacity. If the 
course you want to take has already reached maximum capacity, you may be able to add your 
name to a wait list in order to be contacted if a places becomes available. If a course is full, 
you will be presented with the following screen when you click on the course tile. 
 
 

 
Once you have had yourself to the waitlist, you will see the screen below. 

 
  

To add your 
name to the wait 
list, click the Add 
to Wait list 
button here. If 
this is your first 
time using the 
system, you may 
be asked to 
create an 
account. Please 
follow the 
instructions on 
the screen 
should this 
occur. 
 

The system is 
confirming that 
you are now on 
the wait list. You 
can remove 
yourself from 
the wait list by 
clicking this 
button. 



 

 14 

If a place does become available, you will be notified by email and can proceed to 
enrolment from the link on the email. 

 
 
 
 
  

If you wish to 
take up the offer 
of a place, 
please click here 
and follow the 
steps from page 
5. You will have 
12 hours to 
finalise your 
enrolment 
before the next 
applicant is 
offered the 
available place.  

If you do not 
wish to take up 
the place on 
offer, you can 
click here or 
allow the offer 
to expire.  
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3. How do I enrol on an additional short course? 
 
If you have already created a Catalog account and wish to enrol on a second or third short 
course, please click on this link https://open.ucc.ie where you will see the page below. 
Please click on the login button at the top right hand corner of the page. 
 

 
 
 
You will then be presented with the screen below.  
 
 

 
 
  

If you are a UCC 
staff member or 
current registered 
student with 
student ID number, 
please click here 

If you are not a 
current registered 
UCC student, 
please click here 

Click 
here to 
login 

https://open.ucc.ie/
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You will then be presented with the following page. Please enter your email and password 
and click on the log in button. 
 

 
 
Once you are logged into your account, your course dashboard will  appear displaying the 
course(s) for  which you are enrolled. You can browse the course listing by licking the UCC 
logo  on the top left-hand corner of the page. Then please follow the instruction from page 
3 of this guide to enrol on another course.  

 

Click  the UCC 
logo to return to 
the main page. 
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4. How do I log into my account to start my course? 
 
Please click on this link https://open.ucc.ie where you will see the page below. Please click 
on the login button at the top right hand corner of the page. 
 

 
 
You will then be presented with the screen below.  
 
 

 
 
  

If you are a UCC 
staff member or 
current registered 
student with 
student ID number, 
please click here 

If you are not a 
current 
registered UCC 
student, please 
click here 

Click here 
to login 

https://open.ucc.ie/
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You will then be presented with the following page. Please enter your email and password 
and click on the log in button. 
 

 
 
Once you are logged into your account, your course dashboard will  appear displaying the 
course(s) for  which you are enrolled. Once the date of course commencement has arrived, 
please click Go to Course to proceed to your course homepage. 

 
 
 
 
 
 
 
 
 
 

Click here to go 
to course 
homepage.  
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Your course home page will then appear as per below. Please follow these steps each time 
you wish to log into your course homepage. 
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5. I have forgotten my password. How  do I get a new one? 
 
If you are having difficulty logging into your account or you have forgotten your password, 
you can create a new password as follows. 

 
 
You will then be presented with this screen:  

 

Enter your email 
address here.  

Click the forgot 
password link 
here.  

Enter your email 
address here.  

Click request 
password.  
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The following message will appear at the top of the screen.  
 

 
 
Please check your email account including any clutter/spam folders for the email below:  
 

 
 
The following screen  will appear for you to create a new password. 

 

Click here to set 
a new password.  
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Once you have successfully changed your password, the following screen will appear. You 
can now log in using your email address and new password. 
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