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Dear Principal,
As you are aware the Candidate Self Service Portal (CSSP) opened on Wednesday of last week to
allow Leaving Certificate candidates to confirm their subject and level entry details online, and to
indicate whether they wish to sit the examinations, to receive SEC Accredited Grades, or both.
The Portal will close tomorrow, Tuesday 16th March, at 6 pm and as of this morning, there is an
estimated 18,000 candidates who have not yet registered.
The registration process is extremely important because, not only does it allow candidates to
register and opt for the examinations and/or accredited grades, but will also allow candidates to
confirm their subjects and level in late April or early May; access their examination results; view
their estimated percentage mark and component marks; view scripts which were marked on-line;
lodge an appeal; access their appeal results, view their appealed component marks and access the
independent appeals scrutineers process.
Given the range of services to be provided through the Portal, I would ask you to establish if there
are any candidates in your school who have not yet registered or completed the registration process
and actively encourage those candidates to do so before it closes at 6 pm tomorrow. Registration on
the portal is a very simple process and involves 3 stages; registration, account activation,
confirmation of subjects and opt to sit the examinations or accredited grades or both. On
completion of all 3 stages, candidates will receive a confirmation e-mail from the SEC. To date a
number of students have also only completed stage 1 of the registration process so it is equally
important to encourage any such candidate in your school to complete the process. You can ignore
this for students who you have already informed us that they are no longer attending your school.
Please remind candidates to read the ‘Before you Start Guide’ which takes them through the process
before they commence the registration process. I would be grateful if you could remind the
candidates who have yet to register of the following before they hit the Submit button on the portal:
When they have made their choices for each subject and BEFORE they hit the Submit button, they
should carefully review their selections to ensure they are correct. When they see the Warning do
not ignore it; check the page again. They will not be able to go back to alter their choices on the
portal at this time.
I would also ask that, where feasible, you make your IT facilities available to your students so that
they will all have the opportunity and facilities to complete this very important process.
Please note if they have any difficulty registering please ring the helpdesk at 1800 1135 or 1800 1136
during 9am and 6pm or email the details including your candidate number to
candidateportal@examinations.ie and we will be able to assist you.
Thanking you in anticipation of your urgent attention to this matter.

