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Once per term or registration period, students will be prompted to complete the Pre-Registration Task. 

This task must be completed in order to maintain access to the student portal and proceed with self-

registration. Students will be required to verify the following information: personal contact details, 

home and local addresses, emergency contact(s), and review of the university’s Tuition Fee 

Agreement.  

Pre-Registration Task Steps: 

a) Verify the accuracy of the phone number listed. A cell phone number is required to proceed.   

b) Verify the addresses. A home and local address type must be entered. These addresses may 

be identical and can be edited if necessary. 

c) Verify the Emergency Contact. At least one Emergency Contact must be listed to proceed.   

d) Review of the Tuition Fee Agreement. Once all steps have been completed, students may 

proceed with registration. 

 

1) After logging into the UCDAccess student portal, the Pre-Registration Task will load and 

prompt students to complete the task. Click OK to proceed.  

 

2) Click or select the term listed.  

 

3) Complete steps 1 through 5 to finish the Pre-Registration Task as shown on the left-hand side 

of the screen.  
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a) As progression is made, the status for each step will update to reflect if the step is 

visited, complete, in progress, or not started. 

  
 

4) Step 1: Begin the Pre-Registration process. Click Begin Pre-Registration to continue to Step 2. 
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5) Step 2: Review and verify the Contact Details are accurate. 

a) Please note: Only one of each type of phone number type can be added. 

6) If a phone number needs to be added, click the + button between the words Phone.

 

a) A new window will appear. Enter the information for the new phone number and click 

Save. 

  

The phone number will now be shown in the Phone Numbers box. 
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b) To edit/update a phone number, click the > in the row of the phone number to be edited.

 
 

A window will open to edit the phone number. Make the necessary updates and click 

Save. 

 

 

7) Review the statements for the Local phone number and Verification statement.  To verify the 

statement(s), click the box. 

 

 After the box has been selected, a checkmark will appear. 

  
 

After each verification statement is acknowledged for contact information, the system will 

automatically move to Step 3. 
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8) Step 3: If an address needs to be added, click the + button under the address category 

needed. 

 
 

A new window will open to enter Address information. Enter the information and click Save. 
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To edit address, information, click the > button for the address that needs to be edited.  

 

A new window will open. Update the information as needed and click Save. 

 
 

Once all addresses have been reviewed, added, or edited, click the toggle at the end of the 

verification statement.  

 
 

After the toggle has been selected, a checkmark will appear and the system will automatically 

move to Step 4.  
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9)  Step 4: verify Emergency Contacts. Verify the contact information. If a contact does not exist 

and needs to be added, click the Add Contact button.  

 

This will open a new window. 
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Enter the contact information and click save. 

 
 

To Add an additional contact, click the + button. 
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Enter the contact information and click Save.  

 

To edit an existing contact, click the > button. 
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Edit the Contact Information as needed, including adding additional information. 

 

Once all Emergency Contacts have been reviewed, added, or edited, click the toggle at the end of 

the verification statement. 
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After the toggle has been selected, a checkmark will appear, and the system will automatically 

move to Step 5.  

 
 

10)  Step 5: Review the Tuition and Fee agreement.  

a) If a printed copy is desired, use the Print button to generate a printer friendly version of 

the agreement. 

 

After reviewing the Tuition and Fee Agreement, click I Agree at the bottom of the page. 

 
 

11)  At this point, the Pre-Registration Task is complete. Click Close to exit the Pre-Registration 

Task and return the student portal homepage. 
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