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Task / Function

Purpose

Navigation Path

Accept an Offer of Admission

Accept or decline initial offer from UB. You must complete this process to become a
student of UB.

Self Service > Student Admission > Accept Admission

Complete my Checklist

Must be completed before you will be eligible to enrol into classes.
If you try to enrol without filling this in you will be returned to the checklist.

Self Service > Student Centre under “To Do” on
Student Centre Homepage

Update Personal details

Navigate to the relevant details and edit as appropriate.

*details have an effective date i.e. you can make a change for the future.
*Your preferred email address will always be your student email i.e.
StudentID@students.ballarat.edu.au .

Please note for international students:

Home — is your address in your country of origin

Mail — the address you would like UB to send mail whilst you are in Australia
Campus — the address you are residing at whilst studying in Australia

Self Service > Campus Personal Information >
(Appropriate menu item)

View my Account Summary

Displays outstanding financial amounts and provides access to making payments
and viewing historical transactions.

Self Service > Campus Finances > Account Inquiry

View my Invoice

Paper copy of fees due.

Self Service > Campus Finances > Online Invoice

Pay my Tuition Online

Pay your tuition fees with a credit card using secure online service.

Self Service > Campus Finances > Make a Payment

Update my Banking Details
(Refunds & Scholarships)

Nominate your bank details for reimbursement purposes. You may update these
details at any time.

Self Service > Campus Finances > Make a Payment
> Electronic Payments / Purchases

View my CAN

Commonwealth Assistance Notice; informs you of your units of study for which you
have received commonwealth assistance and support (i.e. HECS Help, FEE Help).

Self Service > Campus Finances > Online CAN

View and plan your program
structure

Allows you to search the UB Catalogue and add courses to your plan for coming
semesters. This can then be used for quick and easy enrolment

Self Service > Academic Planning > My Planner

Enrol in aclass

Select classes to add to your shopping cart for enrolment.

Self Service > Enrolment > Enrolment: Add Classes

View your Class Schedule

View a list or Calendar of your class schedule showing a selection of enrolled,
dropped and waitlist classes.

Self Service > Enrolment > My Class Schedule or
>My Weekly Schedule

Changing your enrolment

Domestic UB students are able to add or drop courses up until the 2™ week of term.
Following this you will need to see your School or Student Administration staff.

Self Service > Enrolment > Enrolment: Drop / Add
Classes

View my Results

See your results for the current term

Self Service > Enrolment > View my Grades

View my Results History

See all of your results (academic history)

Self Service > Academic Records > My Course
History

View Enrolment Verification

(Enrolment Statement)

Take control and view your enrolment verification statement online

Self Service > Academic Records > Request
Enrolment Verification
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