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How to login to 
my Student Centre1

O p e n  yo u r  i nte r n e t  b rows e r  a n d  n av i g ate  to  t h e  fo l l ow i n g  l i n k :   mySC.ballarat.edu.au

Logging in

Username
Your username is your University of Ballarat student ID number,  for example: 30012345

Password
The first time you log in you will need to use your default password. Your default password is the first 
letter of your first name, followed by a full stop and then your full date of birth. 

 

Changing your password
If you want to change/reset your password at any time, go to:  www.ballarat.edu.au/changepassword

Your password must:
•  Be at least 9 characters in length
•  Contain at least one number (for example: 0-9)
•  Contain at least one special character or symbol (for example: @ # % !)

IT Support:
Students can get IT related support from the myIT@UB Service Desk during the hours of 
Monday to Friday 8:30am to 5:00pm. 

You can contact the myIT@UB Service Desk in one of the following ways:

•  Web:  www.ballarat.edu.au/studentqweb
•  E-mail:  servicedesk@ballarat.edu.au
•  Library Desk: (Mt Helen and SMB)
•  Phone:  (03) 5327 9999

Fo r  e x a m p l e :   J o h n  C i t i ze n  wa s  b o r n  o n  t h e  2 0 t h  A p r i l  1 9 8 5 ,  s o  h i s  d e f a u l t  		
p a s s wo rd  i s  j . 2 0 0 4 1 9 8 5
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Accepting or declining
your offer 2

B e fo re  yo u  c a n  e n ro l  i nto  yo u r  c l a s s e s  yo u  m u s t  f i r s t  a cce p t  yo u r  o f fe r. 

Step 1.  Scroll down on the home page to the ‘Admissions’ section

    
T I P :   I f  yo u  h ave  a l re a d y  a cce p te d  yo u r  o f fe r  o n l i n e  i n  my  S t u d e nt  Ce nt re ,  yo u 
m ay  p ro ce e d  to  s e c t i o n  3  E n ro l m e nt  C h e c k l i s t  ( p a g e  1 0 ) .
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Step 2. To accept or decline your offer, click on the  ACCEPT/DECLINE link. 
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To Accept your offer: 

Step 1.	 Click 

 

Step 2.	 Click 
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Congratulations, you have now successfully accepted your offer at the University of Ballarat!

Deferring your offer: 

If you wish to defer your offer you must first accept your offer by completing steps 1 and 2 (page 6).
Following that, you must also go to this link: w w w. b a l l a rat . e d u. a u / d e fe r  and follow the steps. 
Failure to notify the University of Ballarat of your deferral will result in your offer being cancelled.  

I M P O R TA N T:  Yo u  n ow  n e e d  to  wa i t  2 4  h o u r s  b e fo re  yo u  c a n  co m p l e te  yo u r 
‘ E n ro l m e nt  C h e c k l i s t ’ a n d  e n ro l  i nto  yo u r  c l a s s e s .   Th e re fo re,  yo u  c a n  n ow 
l o g  o u t  o f  my  S t u d e nt  Ce nt re  by  c l i c k i n g 
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To decline your offer: 

Step 1.	 Click 

 

Step 2.	 Click 
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Step 3.	 Select a reason for declining

Step 4.	 Click 

Step 5.	 You can now log out of my Student Centre by clicking  
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Enrolment 
Checklist3

In order to be eligible to enrol you must first complete your Enrolment Checklist. You may complete 
your checklist at any time, even prior to your official enrolment date. Ensure that you always save your 
changes to each item before returning to the main checklist.

Step 1.  On your Student Centre home page select the ‘Enrolment Checklist’ link on the right hand side 
of the page, in the ‘To Do List’ section. 

Step 2. Click on the I T E M  1 :  Complete the University of Ballarat Disclaimer link

I mpor tant :   Al l  check l ist  i tems must  be completed in  order  ( for  example i tem 1, 
fo l lowed i tem 2,  etc. )

    
T I P :  Th e  E n ro l m e nt  C h e c k l i s t  c a n  b e  p a r t i a l l y  co m p l e te d  a n d  s ave d  i f  yo u  n e e d 
to  fo l l ow  u p  o n  a ny  o f  t h e  i te m s. 
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Step 3.   Read the UB disclaimer: 

Step 4.   Accept the disclaimer by clicking 

Step 5.   Return to the Enrolment Checklist by clicking 

Step 6.   Click on the  I T E M  2 :  Complete your eCAF if Required link
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eCAF - Electronic Commonwealth Assistance Form

 

Step 1.   Click   

Step 2.   Question 8B
>To be eligible for your FAST program, you must agree to the statement in question 8B even 
though there are no fees associated with this program. 

Step 3.   Question 10 
>To be eligible for your FAST program, you must agree to the statement in question 10.  

I M P O R TA N T:  I t  i s  v i t a l  t h at  yo u  re a d  t h ro u g h  t h e  i n fo r m at i o n  c a re f u l l y  to 
e n s u re  i t  i s  co r re c t .   I f  yo u  n e e d  to  a m e n d  a ny  o f  t h e  d at a  p re s e nte d,  p l e a s e 
co nt a c t  S t u d e nt  Ad m i n i s t rat i o n ,  M t  H e l e n  Ca m p u s.

I M P O R TA N T:  I f  yo u  a re  e n ro l l i n g  i n  a  FA S T  p ro gra m ,  yo u  m u s t  co m p l e te  a n 
e C A F  e ve n  t h o u g h  t h i s  p ro gra m  d o e s  n o t  i n c u r  a ny  fe e s .

    
T I P :   FA S T  s t u d e nt s  d o  n o t  n e e d  to  s u b m i t  a  Ta x  Fi l e  N u m b e r.  B u t  i f  yo u  h ave 
yo u r  Ta x  Fi l e  N u m b e r  w i t h  yo u,  p l e a s e  e nte r  i t  i n  q u e s t i o n  8 A . 
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Step 4.   Question 11
> You do not incur any fees for your FAST program. Therefore, you do not need to select a  
payment option in question 11

Step 5.   Once you have completed your eCAF, click   

If your eCAF has been successfully submitted, you will receive the message. Please click 

Also, at the very bottom of the eCAF, there will also be a date and time when your eCAF was submitted 
successfully.

Step 6.   Click   

Step 7.   Return to Enrolment Checklist by clicking  

    
T I P :   I f  yo u  h ave  n o t  s u b m i t te d  yo u r  Ta x  Fi l e  N u m b e r,  p l e a s e  i gn o re  t h e 
wa r n i n g  a n d  c l i c k 

    
TIP:   You will  now be able to view your submitted eCAF by clicking on the View link
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How to check your submitted eCAF:

If you would like to check your eCAF at any time, follow the steps below:

Step 1.    C l i c k  o n  t h e  S e l f  S e r v i ce  l i n k

Step 2.    C l i c k  o n  t h e  Co m m o nwe a l t h  R e q u i r e m e n t s  l i n k

Step 3.    C l i c k  o n  t h e  e C A F  S u m m a r y  l i n k

Step 4.    C l i c k  o n  t h e  Vi e w  l i n k

Step 7.  Click on the  I T E M  3 :   Check your address details  link

Step 8. 		  Confirm any existing address details:

Home address:	 the address at which you usually live

Mail address: 	 the Australian address to which all communications from UB will be mailed

Campus address: 	 the Australian address at which you are living while you are studying

IMPORTANT:  Please ensure you have entered three address types: Home, Mail and Campus.
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I M P O R TA N T:  Students are required to maintain and update their  contact detai ls 
( for  example:  addresses,  telephone numbers and email  addresses)  at  al l  t imes. 

Modify existing address details

Step 1.	 Click

Step 2.	 Modify the address details

Step 3.	 Click

Step 4.	 Modify the date that this change takes effect if necessary

Step 5.	 Click

Step 6. 	 Click

To add a new address

Step 1.	 Click

I M P O R TA N T:   Th e  C I T Y  a n d  S TAT E  m u s t  b e  i n  c a p i t a l  l e t te r s  a n d  yo u  m u s t  a d d 
t h e  p o s tco d e. 

I m p o r t a nt :  B e l ow  i s  t h e  a d d re s s  fo r m at  w h i c h  yo u  m u s t  u s e : 

O R
E XAM P L E  1 : 

1 2 3  S t u r t  S t re e t 
B A L L A R AT  V I C  3 3 5 0

E XAM P L E  2 :  

U n i t / A p a r t m e nt / Fl at  2
1 2 3  S t u r t  S t re e t 
B A L L A R AT  V I C  3 3 5 0
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Step 2.	 Enter the address details

Step 3. 	 Click

Step 4. 	 Click on the  ‘Address Type’

T I P :   I f  t h e  a d d re s s  yo u  a re  c u r re nt l y  e nte r i n g  i s  t h e  s a m e  fo r  o n e  o r  b o t h  o f 
yo u r  o t h e r  a d d re s s e s ,  i f  yo u  c l i c k  i n  t h e  re l e va nt  ‘Ad d re s s  Ty p e s’ b ox ,  my S C  w i l l 
a u to m at i c a l l y  c h a n g e  t h i s  a d d re s s  at  t h e  s a m e  t i m e.

Step 5.	 Modify the date that this change takes effect if necessary  

Step 6.	 Click

Step 7.	 Click 

Step 8.   Return to the Enrolment Checklist by clicking  
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Step 10.  	 Confirm any existing phone numbers:

Mobile:	 Australian Mobile Number

Home: 	 Australian Home Telephone Number

Other: 	 Other Telephone Number, if applicable 

Step 9.  Click on the  I T E M  4 :   Check your telephone numbers  link
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Modify existing phone numbers 

Step 1. 	 To modify an existing phone number, simply alter the phone number that is shown.

Step 2.	 Click 

Step 3.	 Click 

Add a new phone number 

Step 1.	 Click 

Step 2.	 Select the ‘Phone Type’ of telephone number from the drop down list

Step 3. 	 Enter the telephone number

Step 4.	 Select ‘Preferred’ only if this is your preferred telephone contact number

Step 5.	 Click  

Step 6.	 Click 

Step 7.   	 Return to the Enrolment Checklist by clicking  

I M P O R TA N T:   Th e  U n i ve r s i t y  w i l l  u s e  yo u r  m o b i l e  n u m b e r  a s  yo u r 
p re fe r re d  m e t h o d  o f  co nt a c t ,  u n l e s s  o t h e r w i s e  s t ate d. 
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Step 11.  Click on the  I T E M  5 :   Check your email addresses link 

I M P O R TA N T:   U B  w i l l  u s e  yo u r  U B  s t u d e nt  ( c a m p u s )  e m a i l  a d d re s s  fo r  a l l 
Univers i t y  related material (for example: Commonwealth Assistance Notice). You 
must  check your UB email regularly.

I M P O R TA N T:   Yo u  m u s t  l e ave  yo u r  U B  s t u d e nt  ( c a m p u s )  e m a i l  a d d re s s  s e l e c te d 
a s  yo u r  ‘p re fe r re d ’ e m a i l  a d d re s s .

rnadal

rnadal

Campus
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Modify existing email addresses

Step 1.	 To modify an existing ‘other’ email address, simply alter the  ‘other’ email address that is shown

Step 2.	 Click 

Step 3.	 Click 

Add a new email address

Step 1.	 Click 

Step 2.	 Select the type of email address   

Step 3.	 Enter the email address

Step 4.	 Click

Step 5.	 Click 

Step 6.   	 Return to the Enrolment Checklist by clicking  

rnadal

rnadal

Campus
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How to Forward your UB Emails

All official communications from the University of Ballarat will be sent to your UB student (campus) 
email address. Please ensure that you monitor your UB email regularly as it will contain important 
information regarding various aspects of your student life cycle. 

If you wish to forward your UB email to a preferred external email address, please follow the 
auto forward instructions and general email help which can be found at: 
www.ballarat.edu.au/myit@ub/email.shtml

Step 12.  Click on the  I T E M  6 :   Check your emergency contact information link		

I M P O R TA N T:  If you have forwarded your UB emails to a personal email address and 
your personal email address changes, you  must  remember to change the auto forward. 
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Modify an existing emergency contact 

Step 1.	 Click 

Step 2.	 Modify the contact details

 

Step 3.	 Click

Step 4.	 Click

Add a new emergency contact 

Step 1.	 Click  

Step 2.	 Add the contact details

Step 3.	 Click  

Step 4.	 Click  

Step 5.   	 Return to the Enrolment Checklist by clicking  
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Step 13.  Click on the  I T E M  7 :   Complete your statistical details link		

Q u e s t i o n  1 . 

Is your current Citizenship Status correct?  If correct, go to question 2.  If incorrect, you m u s t  contact your 
School or Student Administration Mt Helen campus.

Q u e s t i o n  2 . 

Are you of Aboriginal and/or Torres Strait origin? If yes, please use the lookup glass          to 
select the correct origin.
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Q u e s t i o n  3  -  Pa r t  A

Were you born in Australia? If yes, go directly to question 6.  If incorrect, use the lookup glass to 
select the country where you were born. 

Q u e s t i o n  3  -  Pa r t  B .
 
If you were born overseas, is your country of birth correct? If yes, go directly to question 4.  
If incorrect, use the lookup glass to select the country where you were born. 

    
T I P :  To  q u i c k l y  f i n d  yo u r  co u nt r y  o f  b i r t h  l i n k ,  t y p e  t h e  f i r s t  l e t te r  o f  t h e 
co u nt r y  i nto  t h e  ‘ b e gi n s  w i t h’ b ox   ( fo r  e x a m p l e,  ‘C ’ fo r  C h i n a ) ,  t h e n  c l i c k 

  a n d  t h e n  c l i c k  o n  t h e  re l e va nt  co u nt r y  l i n k .
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Q u e s t i o n  4  -  This question only needs to be completed if your country of birth was not Australia. 

Enter the ye a r  you f i r s t  arrived in Australia.

Q u e s t i o n  5  -   This question only needs to be completed if your country of birth was not Australia. 

Enter the language you speak at your permanent home address by using the lookup glass  

    
T I P :  To  q u i c k l y  f i n d  yo u r  l a n g u a g e  s p o k e n  at  h o m e,  t y p e  t h e  f i r s t  l e t te r  o f  t h e 
l a n g u a g e  i nto  t h e  ‘ b e gi n s  w i t h  ‘  b ox  ( fo r  e x a m p l e,  ‘ M’ fo r  M a n d a r i n ) ,  t h e n  c l i c k 

  a n d  t h e n  c l i c k  o n  t h e  re l e va nt  l a n g u a g e  l i n k .
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Q u e s t i o n  6 . 

Do you have a disability or impairment that may affect your studies?  

> If YES ... Click                  and continue to Question 7 and Question 8.

> If NO ... Click             and then click   to go to the next screen.

Q u e s t i o n  7 . 

If you selected for question 6, please indicate the nature of the impairment.
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Q u e s t i o n  9

a .  If you have never commenced a Higher Doctorate, Master’s Degree or Other Postgraduate Program, 
you must select ‘never commenced’.

b.  Have you previously completed a Higher Doctorate, Master's Degree or Other Postgraduate course?  
If yes, you must select ‘completed all requirements’ and enter the ‘year’ you were last enrolled.

c .  Have you previously commenced but not completed a Higher Doctorate, Master's Degree or Other 
Postgraduate Program?  If yes, select ‘commenced, not completed’ and enter the ‘year’ you were last 
enrolled. 

Q u e s t i o n  8 . 

If you selected     for question 6, please indicate whether you would like to receive information on 
support services that are available to you.

Once you have completed questions 1 to 8, click   to go to the next screen.
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Q u e s t i o n  1 0 

a .  If you have never commenced Bachelor’s Degree, you must select ‘never commenced’. 

b.  Have you previously completed a Bachelor's Degree?  If yes, you must select ‘completed all requirements’ 
and enter the ‘year’ you were last enrolled.

c .  Have you commenced but not completed a Bachelor's Degree?  If yes, select ‘commenced, not
completed’ and enter the ‘year’ you were last enrolled. 

 

Q u e s t i o n  1 1 

a .  Previously at a university, if you have never commenced an Associate degree, Advanced Diploma or 
Diploma at a College of Advanced Education, you must select ‘never commenced’.

b.  Previously at a university, have you previously completed an Associate degree, Advanced Diploma or 
Diploma at a College of Advanced Education?  If yes, you must select ‘completed all requirements’ and 
enter the ‘year’ you were last enrolled.

c .  Previously at a university, have you commenced but not completed an Associate degree, Advanced 
Diploma or Diploma at a College of Advanced Education? If yes, select ‘commenced, not completed’ and 
enter the ‘year’ you were last enrolled. 
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Q u e s t i o n  1 2  -  p a r t  1

a .  Previously in Australia at a TAFE college or other Vocational Education and Training (VET) provider, 
have you completed an Associate degree, Advanced Diploma or Diploma?  If yes, you must select 
‘completed all requirements’ and enter the ‘year’ you were last enrolled.

b.  Previously in Australia at a TAFE college or other Vocational Education and Training (VET) provider, 
have you commenced but not completed an Associate degree, Advanced Diploma or Diploma?
If yes, select ‘commenced, not completed’ and enter the ‘year’ you were last enrolled. 

c .  Previously in Australia at a TAFE college or other Vocational Education and Training (VET) provider, 
if you have never commenced an Associate degree, Advanced Diploma or Diploma, you must select 
‘never commenced’.

 

Q u e s t i o n  1 2  -  p a r t  2

Previously in Australia at a TAFE college or other Vocational Education and Training (VET) provider, 
if you have ‘completed’ or ‘commenced but not completed’ an Associate degree, Advanced Diploma or 
Diploma, you must also enter the following:
 
•	 Name of the Program (course) undertaken

•	 Will you be seeking a Credit Transfer, yes or no?
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Q u e s t i o n  1 3  -  p a r t  1

a .  Previously in Australia at a TAFE college or other Vocational Education and Training (VET) provider, 
have you completed an Award course (other than an Associate degree, Advanced Diploma or Diploma 
program)?   If yes, you must select ‘completed all requirements’ and enter the ‘year’ you were last 
enrolled.

b.  Previously in Australia at a TAFE college or other Vocational Education and Training (VET) provider, 
have you commenced but not completed an Award course (other than an Associate degree, Advanced 
Diploma or Diploma program)?  If yes, select ‘commenced, not completed’ and enter the ‘year’ you were 
last enrolled. 

c .  Previously in Australia at a TAFE college or other Vocational Education and Training (VET) provider, 
if you have never commenced an Award course (other than an Associate degree, Advanced Diploma or 
Diploma program), you must select ‘never commenced’.

 

Q u e s t i o n  1 3  -  p a r t  2

Previously in Australia at a TAFE college or other Vocational Education and Training (VET) provider, 
if you have ‘completed’ or ‘commenced but not completed’ an Award course (other than an Associate 
degree, Advanced Diploma or Diploma program) you must also enter the following: 

•	 Name of the Program (course) undertaken

•	 Will you be seeking a Credit Transfer, yes or no?
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Q u e s t i o n  1 4

a .  Previously in Australia at a TAFE college, technical college, evening school, evening college, CAE, 
institute of advanced education or institute of tertiary education, have you completed the final year 
of secondary education?  If yes, you must select ‘completed such a course’ and enter the ‘year’ you were 
last enrolled.

b.  Previously in Australia at a TAFE college, technical college, evening school, evening college, CAE, 
institute of advanced education or institute of tertiary education, have you commenced but not 
completed the final year of secondary education?  If yes, select ‘didn’t begin/complete’ and enter the 
‘year’ you were last enrolled. 

c .  Previously in Australia at a TAFE college, technical college, evening school, evening college, CAE, 
institute of advanced education or institute of tertiary education, if you have never commenced the 
final year of secondary education you must select ‘no information’.

 

Q u e s t i o n  1 5

a .  Previously at a high school, technical high school, secondary school or secondary college, have you 
completed final year of secondary education? If yes, you must select ‘completed final year’ and enter the 
‘year’ you were last enrolled.

b.  Previously at a high school, technical high school, secondary school or secondary college, if you 
have never commenced the final year of secondary education, you must select ‘did not do final year’ 
and enter the ‘year’ you were last enrolled.
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Q u e s t i o n  1 6

a .  Have you previously completed some other qualification or certificate of attainment or competence?  
If yes, you must select ‘other qualifications/certs’ and enter the ‘year’ you were last enrolled.

b.  If you have never commenced some other qualification or certificate of attainment or competence, 
you must select ‘no other qualification/certs’.

 

Q u e s t i o n  1 7  -  o n l y  co m p l e te  i f  yo u  h ave  h a d  n o  p r i o r  e d u c at i o n 

If you have had no prior educational attainment, please select the check box as shown below. 

Once you have completed questions 9 to 16, or question 17, please click  to go to the next 
screen.
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Step 14.  What is the highest level of education completed by your parents or guardians? 

Step 1.  Parent / Guardian 1 

a .  Click ... ‘Male’,  ‘Female’ or  ‘No Parent/Guardian’ 

b.  Click on the looking glass and select the highest level of education completed by your parent/guardian 1

Step 2.  Parent / Guardian 2 

a .  Click ... ‘Male’,  ‘Female’ or  ‘No Parent/Guardian’ 

b.  Click on the looking glass and select the highest level of education completed by your parent/guardian 2

Step 3.  Once completed return to the enrolment checklist by clicking    

ENROLMENT CHECKLIST COMPLETED ? 

If all your Enrolment Checklist items 1 - 7 have a ‘completed’ status... 

Congratulations you have now successfully completed your Enrolment Checklist!
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ENROLLING IN YOUR CLASSES

Students who are permitted to continue and enrol in classes: 

If you are permitted to enrol into your classes, click  and for instructions on 

how to enrol into your classes, please go to the next page >  

Students who are not permitted to enrol in classes: 

You may not be permitted to enrol into your classes at this stage, therefore please log out of my Student 
Centre by clicking on the link which is on the top right-hand corner of your screen.  

Now please speak with your school staff member for the next stage of your enrolment process.

Are you unsure if you are permitted to enrol in your classes? 

Please refer to the letter from your School.
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Step 1. 	 Select the ‘Term’ you wish to enrol into. 

Step 2.	 Click   

Step 3.	 Enter the number into the ‘Enter Class Nbr’ field

Step 4.	 Click

Enrolling in a class4

IMPORTANT:   Your class numbers wil l  be given to you by your school
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Step 5.	 You can now see the details of the class. 

Step 6.	 Click 

 
		

I M P O R TA N T:   Yo u  a re  n o t  ye t  e n ro l l e d  i n  t h e  c l a s s . 

Step 7.	 Your class has now been added to your ‘Enrolment Shopping Cart’ 

Step 8.	 Enrol in the rest of your classes for the selected term by repeating steps 3-7

Step 9.	 Once you have selected all your classes, please proceed to section 4.1
		  Finalising your enrolment on the next page > 
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Step 1.	 Confirm your class selection in the ‘Enrolment Shopping Cart’ list and click 
 when you are happy with your selection

 

  

Step 2.	 Confirm your classes and click      

Finalising your
enrolment4.1

TIP:  You can remove any incorrect classes in your Shopping Cart by clicking on the trash can  
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FASTP 1001

If you receive a green tick:  You have successfully enrolled in your classes. 

If you receive a red cross: You are unable to enrol in your class.

For the example below, you don’t have permission to enrol at this time. Please double check that you have  
selected the correct class number. If you have, please speak to your school staff member for further assistance. 

My Class Schedule

To confirm your enrolment into your selected classes, please view your schedule by clicking 

VIEW 1. 	 Click the ‘Weekly Calendar View’ option 

		

		

I M P O R TA N T:   Th e  ‘ We e k l y  Ca l e n d a r  Vi e w ’ w i l l  s h ow  b u i l d i n g  a n d  ro o m  n u m b e r s 
fo r  yo u r  c l a s s e s .  Fo r  m o re  i n fo r m at i o n  c l i c k  t h e  gre e n  b ox  i n  yo u r  t i m e t a b l e . 
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VIEW 2.	 List View

Congratulations you have now finished enrolling!

You can now sign out of my Student Centre. 
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