
Self-certificate user guide



What’s in this guide?

The guide is intended to help you through the following tasks:

• Submitting a self-certificate

• Viewing and amending your self-certificates

• How to see any changes you have made

• Best practice and troubleshooting



Submitting a self-certificate
• The start date of absence will automatically show the current date, but you can change this if you are submitting a 

self-cert for a past or future date.



Submitting a self-certificate

• The start and end dates for an absence must be within the current academic year, and if you use the date picker you 
will only be able to select dates within that range. If you manually enter a date which is not within the current 
academic year, you will see an error message when you try to submit the absence e.g. 



Submitting a self-certificate

• During teaching periods, all modules from the current academic year will be displayed, unless they have been 
completed.

• During exam periods, you will see modules from any year that you still have open assessments for.

• You can choose one or more activities per module e.g.



Submitting a self-certificate
• When you ‘review’ your self-certificate you will see all your modules listed, with the activities you have included 

alongside e.g.



Viewing and amending a self-certificate

• Once a self-cert has been submitted, it will show below the ‘create new’ button in a date ordered list e.g.

Clicking on the 

arrow will 

expand the 

absence to 

show the detail



Viewing and amending a self-certificate
• You can delete the entire self-cert if you have submitted it in error. You will also need to use this option if you have 

submitted a self-cert with the incorrect start date as this cannot be amended.

You will see a prompt 

on the screen when you 

choose to delete. 

Clicking OK will remove 

the entire absence 

record.



Viewing and amending a self-certificate

• You can edit the reason for absence if you made a mistake when you submitted the self-cert, and you can edit the 
end date if you need to shorten or extend the absence.



Viewing and amending a self-certificate

• You can delete modules from a self-cert. You may need to delete a module because you selected the wrong one 
when you submitted or because you will no longer be absent from a module activity. 

You will see a prompt 

on the screen when you 

choose to delete a 

module. Clicking OK 

will remove the module 

from the self-cert.



Viewing and amending a self-certificate
• You can add modules to a self-cert. You may need to add module(s) to replace deleted ones or because you are 

going to be absent for longer than you initially thought. When you click on ‘Add Module/Activity’ you will see the 
absence details, the modules/activities you have already selected, and your full list of modules. In this example we 
are adding an activity for PN2001:



Viewing and amending a self-certificate

• Once you have submitted additional modules/activities they will show in the absence record:



Viewing changes to your self-certs
• An audit screen helps you keep a track of any changes you make to your self-certs. Clicking on the 'View changes to 

my self-certificates’ link will take you to this screen:

1. Select a 

self-cert to 

view

2. The current 

details appear 

in the top box

3. The 

modules 

currently linked 

to the absence 

appear here

4. Any changes 

made to the 

original self-cert 

are listed here



Best practice and troubleshooting

• You cannot have two self-certs with the same start date. The task will not allow you to create more than one. If the 
start date on your self-cert is wrong, delete it and start again.

• Do not create overlapping self-certs. If you already have one, and the reason for your absence has not changed, 
amend the end date of the existing one rather than creating several self-certs that may overlap. 

• A self-cert cannot be edited or deleted once one or more of the modules attached to it have been completed.

•  Completed modules cannot be deleted from self-certs.

• A self-cert from a previous academic year cannot be edited or deleted.

• Any questions or issues please email registry-ug@st-andrews.co.uk 

mailto:registry-ug@st-andrews.co.uk
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