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How to login to
my Student Centre

Open your internet browser and navigate to the following link: 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.

For example: John Citizen was born on the 20 April 1985, so his default
password is j.20041985

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 mylT@UB Service Desk during the hours of
Monday to Friday 8:30am to 5:00pm.

You can contact the mylT@UB Service Desk in one of the following ways:
« Web: www.ballarat.edu.au/studentqweb

« E-mail: servicedesk@ballarat.edu.au
« Phone: (03) 5327 9999
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mySC Home Page

Rafael's Student Centre

Student Centre

Search z
‘ @ You are not enrolled in classes. ‘

My Academics
enralment shopping cart pe

@ The enrolment shopping cart allows you to

look for classes in which you may choose to
enrol at a later time. Please note that placing
classes in your enroclment shopping cart does
not save a place in a class for you nor enrol
you in a class.

My Account @ 5

e e We are unable to display your account at

Commonwealth Assistance Notice this time. Please contact Student
Financials.

7 Personal Information

Ernergency Contact Contact Information
HNameas

other personal... ¥ @

Campus Address Mziling Address
23 Tennis Street 23 Tennis Street
MELEQURNE, VIC, 2000 MELEQURNE, VIC, 2000

Mobile Phone UE Email Address
0428123456 None

SEARCH FOR CLASSES |

No Holds

Enrolment Checklist

T Enrolme tes

Open Enrolment Dates

S

UB General
UE Schedule of Fees
UB Graduaticns
UE Course Finder

T UB Scholarships

General 5'ship Information
Equity & Financial Aid 5'ships

Current Equity S'ship Helders

T Other Important Links

View My Exam Timetabls
= PR TR i

NEW PARTNER PROVIDER STUDENTS
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Enrolment
Checklist

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. The checklist can be partially completed
and saved if you need to follow up on any of the items. 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.

¥ To Do List

Enrclment Checklist

Important: All checklist items must be completed in order.

Step 2. Clickonthe ITEM 1: Complete the University of Ballarat Disclaimer link

Rafael Nadal

Enrolment Checklist

|g-: to ...

eligible to enrcl during your enrclment timeslot.

The following checklist must be completed before vou are abie to snrol
Each checklist item must be completed in order. If you are unable to complete the entire
checklist at once, you can return at a later time. Once all checklist items are complete you are

|Tcr Do Item Status
lICcmplete the University of Ballarat Disclaimer I Awaiting Review
2 Complete your eCAF if reguired Awaiting Review
2 Check your address details Awaiting Review
4 Check your telephone numbers Awaiting Review
5 Check your email addresses Awaiting Review
& Check your emergency contact information Awaiting Review
7 Complete your statistical details Awaiting Review
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Step 3. Read the UB disclaimer below

UB Disclaimer
FEIWVACY

The infarmation being sought in this form and a student photograph is caollected for the purposes of processing wour
enralment. This infarmation will be held by the University of Ballarat and may be accessed and used by people emplayed
ar engaged by the University in the delivery of services to vou. The infarmation rmay be rmade available ta
Cormrmonwealth and State agencies and to the ESOS Assurance Fund pursuant to the University's abligations under the
Education Services for Owerseas Students (ESOS) Act 2000 and the Mational Caode. In additian, the information may be
used or disclosed to other organisations outside the University where permitted by relevant Privacy Leqgislation. The
pravision of the information is valuntary, but if this is not provided, the University may be unable to process yaour
enralment. ¥ou have a right of access ta, and correction of, your personal information in accordance with Privacy
Leqgislation and the University's Infarmation Privacy Paolicy. Please direct any enquiries you may have in relation ta this
ratter to the University's Privacy Officer, telephone +61 3 5327 9504,

STUDENT DECLAFATION

1 declare that 1 have read the instructions and that all infarmation subrnitted is correct and complete. T acknowledge that
the provisian of incarrect information may result in the withdrawal by the University of Ballarat of any place which may
be offered. I declare that the infarration provided in suppart of my enralment is correct, and I acknowledge that T am
bound by regulations of the University. I agree to pay all fees charged directly to me arising from this enrolment. T
acknowledge that the University will carrespond with me wia any of the following means of communication: on official
University noticeboards, ta rmy nominated correspondence address and electronically wia my University ermail acocount, T
acknowledge that if T wish to have my photograph withheld from University use that T will contact the University in writing
requesting rermaoval of ry phaotograph.

Commoniesith Supported Students onfi! 1 have accessed my Student Learning Entitlernent and believe I have adequate
ZLE to cover the EFTSL value of units listed on this enrolment form,

| ACCEPT RETURM TO CHECELIST

Step 4. Accept the disclaimer by clicking I A

]
3]
m

Step 5. Return to the Enrolment Checklist by clicking _RETURN T2 CHECKLIST |

Step 6. Clickonthe ITEM 2: Complete your eCAF if Required link

|T|:| Do Item Status
1 Complete the University of Ballarat Disclaimer Completed
3 Check your address details Awaiting Review
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Important: International students are not required to complete an
eCAF, therefore please return to the Enrolment Checklist.

Electronic Commonwealth Assistance Forms

You are not required to complete 2 Commonwealth Assistance Form.

RETURN T CHEGKLIST

Step /. Return to the Enrolment Checklist by clicking RETURN TO CHEGKLIST

Step 8. Clickonthe ITEM 3: Check your address details link

Status

|T|::L Do Item
Completed

1 Complete the University of Ballarat Disclaimer

2 Complete your eCAF if reguired Completed

3|Checl-q: vour address details | Awaiting Review

4 Check your telephone numbers

Awaiting Review

Awaiting Paview

5 Check vour email addresses

Step 0. Confirm any existing address details:
Home address: the address at which you usually live overseas
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.

IMPORTANT: Under the ESOS Act, International students are required to maintain
and update their contact details (for example: addresses, telephone numbers and

email addresses) at all times.
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Modify existing address details

Step 1. Click edit

Step 2. Modify the address details

Step 3. Click ok ]

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

Step 5. Click SAVE |
Step 6. Click ok |

To add a new address

Step 1. Click ADD A MEW ADDRESS I

IMPORTANT: When you add your Australian addresses, below is an example of
an Australian address format which you must use.

EXAMPLE 1: EXAMPLE 2:
123 Collins Street Unit/Apartment/Flat 2
MELBOURNE VIC 3000 123 Collins Street

MELBOURNE VIC 3000

IMPORTANT: The CITY and STATE must be in capital letters and you must add
the postcode.
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Step 2. Click on’Change Country’ link, if applicable

IMPORTANT: If you are adding your overseas home address, you must change
the country by clicking the ‘Change Country’ link.

Edit Address
Conniry: Australia hange Counr
Addresas 1:
Address 2
City: Stabe: a Postcode:
oK | [ caneat |
Step 3. Enter the address details
Step 4. Click ok |
Step 5. Click on the ‘Address Type'

Address Types

TIP: If the address you are currently entering is the same for one or both of
your other addresses, if you click in the relevant ‘Address Types’ box, mySC will
automatically change this address at the same time.

Step 6. Modify the date that this change takes effect if necessary

Date new address will take effect |23/09/2009 EJ {example: 31/12/2000)

Step 7. Click SM-'E|
Step 8. Click = ok |

Step 9. Return to the Enrolment Checklist by clicking _ RETURN T2 CHECKLIET
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Step 10. Clickonthe ITEM 4: Check your telephone numbers link

|Tu Do Item | Status
1 Complete the University of Ballarat Disclaimer Completed
2 Complete your eCAF if reguired Completed
3 Check vour EddrEEE deteiIE Completed
4!ChE|:I-=: vour telephone numbers Awaiting Review
5 Check your email addresses Awaiting Review
& Check your emergency contact information Awaiting Raview

Step 11.  Confirm any existing phone numbers:

Mobile: Australian Mobile
Home: Australian Home Telephone Number
Other: Overseas Home Telephone Number, if applicable

Phone Numbers

Enter vour phone numbers below.

If multiple phone numbers are entered, specify yvour primary contact number
by =electing the preferred checkbox.

*Phone Type *Telephone Ext Preferraed

| Mobile v ||[04z8123456 | delete
| Home v ||[02312345678 | O delete
| Other v | |[a387654321 | ] delete

ADD A PHONE NUMBER |

SAVE |

IMPORTANT: Please ensure your Australian mobile number and Australian

home telephone number are listed.

NEW PARTNER PROVIDER STUDENTS




Modify existing phone numbers

Step 1. To modify an existing phone number, simply alter the phone number that is shown.
*Phone Type *Telephone Ext Preferred
| Mobile v ||[04z8123456 | delete
| Home v ||[0z312345878 | O delete
54587654321 | O __delete |

Step 2. Click 5"“"’El
Step 3. Click | ok |

Add a new phone number

Step 1. Click 400 A Prone Nuwser |

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

IMPORTANT: Your preferred number must be your Australian mobile number
or your Australian home number.

IMPORTANT: The University will use your Australian mobile number as your
preferred method of contact, unless otherwise stated.

Step 5. Click 52|
Step 6. Click | ok |

Step 7. Return to the Enrolment Checklist by clicking _ RETURN T2 CHECGKLIET
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Step 12. clickonthe ITEM 5: Check your email addresses link

To Do Item Status
1 Complete the University of Ballarat Disclaimer Completed
2 Complete your eCAF if reguired Completed
2 Check vour address details Completed
4 Check vour telephone numbers Completed
E!Checl-c vour email addresses I Awaiting Review
6 Check your emergency contact information Awaiting Review
7 Complete your statistical details Awaiting Review

IMPORTANT: You must leave your UB student (campus) email address selected
as your ‘preferred’ email address.

IMPORTANT: UB will use your UB student (campus) email address for all
University related material (for example: Fees Invoice). You must check your UB

email regularly.

*Email Type *Email Address Preferred
| Campus b | | rnadal @students.bzllarat.edu.zu delete
| Other V| | rnadal @hotmail.com.uk O delete
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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
*Email Type *Email Address Preferred
| Campus vl | rnadal @students.ballarat.edu.au delete
| Other V| | rnadal @hotmail.com.uk L delete

Step 2. C"Ck SAVE

Step 3. Click | ok |

Add a new email address

Step 1. Click ACD AnEmAIL ADDRESS |
Step 2. Select the type of email address
|*EmaiIT\rpe |
Home w
Other
Step 3. Enter the email address

Step 4. Click SM"E|
Step 5. Click | ok |

Step 6. Return to the Enrolment Checklist by clicking _FETURN T2 CHECKLIET
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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 lifecycle.

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

IMPORTANT: 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.

Step 13. Clickonthe ITEM 6: Check your emergency contact information link

IMPORTANT: Please ensure you have an Australian emergency contactand an overseas

emergency contact.

To Do Item Status
1 Complete the University of Ballarat Disclaimer Completed
2 Complete your eCAF if required Completed
3 Check vour address details Completed
4 Check vour telephone numbers Completed
5 Check vour email addresses Completed
E!Chetk your emergency contact information Awaiting Review
7 Complete your statistical details Awaiting Review
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Modify an existing emergency contact
Step 1. Click __ edit

Step 2. Modify the contact details

Emergency Contacts

Below is a list of vour emergency contacts. To edit the information for a contact, click the Edit
button. To add a contact, click the Add an Emergency Contact button.

Pri
MMATY | contact Name Relationship Phone Extension

Contact

Joey Nadal Spouse 04026543221 | adit I delete I

Step 3. Click _s#v]
Step 4. Click ok |

Add a new emergency contact

Step 1. Click ADD AN EMERGENCY CONTACT

Step 2. Add the contact details

IMPORTANT: Please ensure you have selected your Australian emergency contact as
your primary contact.

Primary . . -
B tact Contact Name Relationship Phone Extension
loey Nadal Spouse 0402654321 edit | delete |
O Serena Williams  |Other 088812345678 edit | delete |
Step 3. Click _s#v |
Step 4. Click ok |
Step 5. Return to the Enrolment Checklist by clicking _ RETURN T CHECKLIET
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Step 14. Clickonthe ITEM 7: Complete your statistical details link

To Do Item Status
1 Complete the University of Ballarat Disclaimer Completed
2 Complete your eCAF if regquired Completed
3 Check vour address details Completed
4 Check vour telephone numbers Completed
5 Check vour email addresses Completed
6 Check your emergency contact information Completed
?ICcmplete yvour statistical details I Awaiting Review

Statistical Data

Q1. Your current citizenship/residency status is:

Citizenship Status Temporary Entry Permit

To change your citizenship status please forward documentary evidence to Student Administration, University of
Ballarat, Mount Helen Campus.

2. Please indicate if you are of Australian Aboriginal and/or Torres Strait Islander origin?

Ethnic Group 2l Q Mon indigenous - not Aborig nor Torres Strait Isld

Q2. In what country were you born?

Birth Country ese Q Spain

Q4. If vou were not born in Australia, in what year did you enter Australia?

Year Arrival 2009

3. If vou speak a language other than English at your permanent home address, what is it?

Language Spoken at Homa |SP Q Spanish

Q6. Do you have a disability, impairment or long term medical condition which may affect your studies?

{:}'YEE E}ND

Q7. If 'wves' to question &, please select impairment area/s.

Type of Impairment | | |

g, If 'ves' to guestion &, would you like to receive advice on support services, equipment and facilities which may
assist you?

{:}'YEE E}ND

BACK | MNEXT
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Question 1.

Is your current Citizenship Status correct? If correct, go to question 2. If incorrect, you must contact your
education provider or Student Administration Mt Helen campus.

Q1. Your current citizenship/residency status is:

Citizenship Status Temporary Entry Permit

To change your citizenship status please forward documentary evidence to Student Administration, University of
Ballarat, Mount Helen Campus.

Question 2.

You must leave your ‘ethnic group’ as ‘2’ Non indigenous - not Aboriginal or Torres Strait Islander

because this question only relates to Australian Aboriginals or Australian Torres Strait Islanders.
Please go directly to question 3.

Q2. Please indicate if you are of Australian Aberiginal and/or Torres Strait Islander origin?

Ethnic Group el Q MNon indigenous - not Aborig nor Torres Strait Isld

Question 3.

Is your country of birth correct? If yes, go to question 4. If incorrect, use the lookup glass ©, to select
the country where you were born.

Q3. In what country were you born?

Birth Country ESP Q Spain
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TIP: To quickly find your country of birth link, type the first letter of the
country into the ‘begins with’ box (for example, ‘C’ for China), then click
Look Up | and then click on the relevant country link.

Look Up Birth Country

Search by: |County  w|begins with|C

| Look Up I Cancel | Advanced Lookup

Search Results
View All Firgt [4] 1-20 of 20 [)| Last

Country |Description

CAF Central African Republic
CAN Canada

CCK Cocos (Keeling) Islands
CHE Switzerland

CHL Chile
lean | china
(& Cote Drlvaire

CMR Cameroon
CoD Congo, The Democratic Republic
CoG Zongo

Question 4.

Enter theyear you first arrived in Australia.

Q4. If you were not born in Australia, in what yvear did you enter Australia?

Year Arrival |2':”:'5I
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Question 5.

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

3. If you speak a language other than English at your permanent home address, what is it?

Language Spoken at Home |SF Q Spanish

TIP: To quickly find your language spoken at home, type the first letter of the
language into the ‘begins with * box (for example, ‘M’ for Mandarin), then click
Look Up | and then click on the relevant language link.

Look Up Language Spoken at Home

Search hy: |A|:|:0mplishment  |begins witth

| LookUp I Cancel |.—*-.|:I'v'anced Logkup

Search Results
View All Firzgt [4]| 18 of6 [)| Last

Accomplishment | Description

AL Malay

L Macedonian

MF Mid East & Marth Africa
LI} Maori

ML Marathi

EI Mandarin

Question 6.

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

Q5. Do you have a disability, impairment or long term medical condition which may affect your studies?

> IfYES ...Click ©wves and continue to Question 7 and Question 8.
> If NO ... Click & ne and then click NEXT

to go to the next screen.
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Question 7.

If you selected @ ves for question 6, please indicate the nature of the impairment.

Q7. If 'yes' to question &, please select impairment area/s.

Type of Impairment

Hearing Disability
Learning Disability
Medical Disability
Mability Disability
Other Disability
Vision Disability

Question 8.

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

assist you?

@ Yes

Q8. If 'yes' to question &, would you like to receive advice on support services, equipment and facilities which may

Dwo

Once you have completed questions 1 to 8, click MNEXT | to go to the next screen.
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Statistical Data

Achieved Lewvel Attained Year Last Enrolled

Q9. Post Graduate Program | v|
Higher Doctorate, Master's Degree or Other
Postgraduate Program

Q10. Degree Program | v|
Bachelor's Degres

Q11. Higher Education Sub-Degree Program | v|
Associste degree, Advanced Diplema or
Diplomz at & College of Advanced Education,
University

Q12. VET Sub-Degree Program w
Associste degree, Advanced Diplema or
Diploma at & TAFE college or other
Wocationzl Education and Training (WET)
provider

Q.12 VET Award Program "
Award course (other than an Associate
degree, Advanced Diplomaz or Diplema
proegram) TAFE or other Vocational Education
and Training (VET) provider

Q14. TAFE Secondary Program w
Final year of secondary education at a TAFE
college, technical college, evening schoaol,
evening college, CAE, institute of advanced
education or institute of tertiary education

Q.15 Secondary School Program w
Final year of secondary education at 2 high
school, technical high schecl, secondary
school or secondary college

Q.16 Other Qualification w
Some other qualification or certificate of
attzinment or competence

Q.17 No Prior Educational Attainment
Select this checkbox if vou have no pricr
education

BACK RESET DONE. RETURN TO CI—ECKLISTI

Question 9

a. 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.

b. 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.

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

Achieved Level Attained Year Last Enrolled
Q8. Post Graduate Program Completed all requirements | % z009

Higher Doctorate, Master's Degree or Other
Postgraduate Program

[
Completed all reguirements
Never commencead
Mo information

Mot a commencing student
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Question 10

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

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

c. If you have never commenced Bachelor's Degree, you must select ‘never commenced.

Level Attained Year Last Enrolled
Q10. Degree Program
Bachelor's Degres Completed all requirements | 2009

Completed all requirements
Newver commenced
Mo information

Mot & commencing student

Question 11

a. 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.

b. 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.

c. 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.

Q11. Higher Education Sub-Degree Program
Azzociate degree, Advanced Diploma or
Diploma at 2 College of Advanced Education,
University

Completed all requirements % 2009

Completed all requirements
Mever commenced
Mo information
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Question 12 - part 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’,

Q12. VET Sub-Degree Program
Associate degree, Advanced Diplema or
Diploma at & TAFE college or other
Vocational Education and Training (WET)
provider

Completaed all requirements | % 2009

Commenced, not completed

Completed all reguirements
Never Commencead

No information

Not a commencing student

Question 12 - part 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?

Q12. VET Sub-Degree Program Completed all reguirements ¥ 2009
Associate degree, Advanced Diploma or " 3 :

Diploma at a TAFE college or other
vocational Education and Training (VET)
provider

Name of Program Undertaken

Will you be seeking credit transfer v
for this program

MNo

PAGE: 22 UNIVERSITY OF BALLARAT > mySC > GUIDE TO ENROLLING ONLINE



Question 13 - part 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 an Award course (other than an Associate degree, Advanced Diploma
or Diploma program), you must select ‘never commenced.

.12 VET Award Program ; = W] -
Award course (other than an Associate Completed all requirements |¥)
degree, Advanced Diploma or Diploma
program ) TAFE or other Vocational Education
and Training (VET) provider

Completed all requirements
laver commenced

Mo information
Mot 2 commencing student

Question 13 - part 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 then 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?

Q.12 VET Award Program

Award course (other than an Asscciate
degree, Advanced Diploma or Diplema
program) TAFE or other Vocational Education
and Training (VET) provider

Completed all requirements | ¥ 2009

Name of Program Undertaken

Will yvou be seeking credit transfer v
for this program

Mo
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Question 14

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’.

Q14. TAFE Secondary Program Completed such a course | 2009
Final year of secondary education at & TAFE z — -

college, technical college, evening school,
evening college, CAE, institute of advanced
education or institute of tertiary education

Completed such a course
Didn't begin/complete

Mo information

Mot a commencing student

Question 15

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.

Q.15 Secondary School Program Completed final year w
Final year of secondary education at a high 2009

schoel, technical high school, secondary e
oo sECAnie= e = SeonaEny Completed final year

school or secondary college : :
Cid not do final year

No information
Not a commencing student
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Question 16

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.16 Other Qualification
Some other qualification or certificate of

attainment or competence

Other gualifications/certs

W

|2I:IIIIEI

No information
Mo other qualifications/certs
Not a commencing student

Other qualifications/certs

Question 17

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

.17 No Prior Educational Attainment
Select this checkbox if you have no pricr
education

Once you have completed questions 9 to 16, or question 17, please click NEXT | to go to the next

screen.

NEW PARTNER PROVIDER STUDENTS
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Education Level of Your Parents or Guardians

These questions sre about the highest level of education completed by your parents or guardians,

Fhe Australisn Government Department of Employment, Education and Workplace Relstions requires this information to ba
collected for statistical purposes.

Please snzwer for up to two people who, during all (or most) of your school years, were your parents or guardians,
If you have more than two, answer for the twe you have spent the mest time with,

Parent/guardian 1.
(Select st least one of the follawing aptions)

{:} Female 'C' rMale '@' Mo parent/guardian

What is the highest level of education completed by your parent/guardian 17
(Select st least one of the following optionz)

Education Level |Mot Applicable Q

Parent/guardian 2.
(Felect at least one of the following options)

® Female O Male Ore parent/guardian

What is the highest level of education completed by your parent/guardian 27
(Select at least one of the following options)

Education Level Bachelor Degree Q

BACK DONE. RETURN TDCHEL‘.KI.IE'II

Parent / Guardian 1
a. Click...'Male’, or‘Female’ or ‘No Parent/Guardian’

b. Clickonthelookingglass C, and select the highest level of education completed by your parent/guardian 1

Parent / Guardian 2
a. Click...'Male’, or‘Female’ or ‘No Parent/Guardian’

b. Clickonthelookingglass C, and select the highest level of education completed by your parent/guardian 2

Once completed return to the enrolment checklist by clicking ~ PENE. RETURN TS CHECKL'Ed

CHECKLIST COMPLETED ?

If all your 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 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 [Eriktig link which is on the top right-hand corner of your screen.

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

Help
=
Ses.
No Holds.
poreine =ty ~ |
Students who are permitted to continue and enrol in classes:
If you are permitted to enrol into your classes, click ENROL NOW | and for instructions on how

to enrol into your classes, please go to the next page >
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Step 1. Select the ‘“Term’you wish to enrol into.

Enrolling in a class

Add Classes

Select Term

ct a term then click Continue.

Term Career Institution

O Undergraduate University of Ballarat

@ Undergraduate University of Ballarat

Step 2. Click  Continue

Methods to select a class

METHOD 1: Easiest method!

Enter a Class Number

Each class has a unique five digit number. If you
know the number of the class you wish to enrol
into, you can enter this directly. Your class
numbers are available from your education
provider.

GO TO NEXT PAGE >

OR

METHOD 2:

Find Classes

If you do not know the number of the class but
you do know your subject ‘course code’you can
search for it using the ‘Class Search’ option. If
you do not know your ‘course codes; please
speak with your education provider.

GO TO NEXT PAGE 32 >
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B
Method 1

Enter a Class Number

IMPORTANT: Your class numbers will be given to you by your education provider.

Step 1. Enter the number into the ‘Enter Class Nbr’ field

Add Classes

b=

1. Select classes to add

To =elect clazzes for another term, select the term and click Change. When vou are
zatisfied with vour class =elections, proceed to step 2 of 3.

| Undergraduate | University of Ballarat change term |
. Open D Zlosed
Add to Cart:

Enter Class Nbr
1879 enter | Your enrolment shopping cart is empty.

Find Classes

@ Class Search
{:} My Reqguirements

{:} My Planner

search |

Step 2. Click __enter |
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Step 3. If you have more than one active program for the semester, you must select the relevant
program (for example: B Commerce or B Information Technology).

IMPORTANT: If you are, or have been enrolled, in multiple programs you must
select the program that you are currently enrolled at this point, otherwise you
will receive an error message.

Rafael Nadal [goto ... v ()
( Search ][ Plan W Enrol ][ My Academics ]
| my class schedule || add || drop || swap || term information |
Add Classes

=M

1. Select classes to add - Enrolment Preferences

ndaergraduate niversity of Ballarat

BUMKT 1501 - INTRODUCTION TO MARKETING

Class Preferences

Permission Nbr

BUMKT 1501-E101 Lecture @ open

Grading Graded (from 2009 onwards)
Session Non Standard Session 1
Units 15.00
Career Undergraduate
F*Program
E Business
B Information Technology
CANCEL | NEXT |
Section | Component Days & Times Room Instructor | Start/End Date|
E101 |Lecture TEA TEA Staff

Step4. click nea |
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Step 5. Your class has now been added to your ‘Enrolment Shopping Cart’.

Shopping Cart

Delete Class Days/Times Room Instructor | Units Status
BUMET

m 1501-E101 |1ga — Staff 1s.00, @
(51873}

IMPORTANT: You are not yet enrolled in the class.

Step 6. Enrol in the rest of your classes for the selected term by repeating steps 1 - 5.

IMPORTANT: International students must enrol in a full time load (a full time
load is typically 4 classes unless otherwise advised).

Although, if you are in your final semester of study, you are permitted to have
a minimum of 1 class and a maximum of 5 classes (any students enrolling in 5

classes must speak to their Academic Co-ordinator first).

As ‘Summer’is an optional semester, continuing students are not required to
enrol in a full time load.

Step /. Once you have selected all your classes, please proceed to section 3.3 finalising your
enrolment from page 37, therefore please ignore section 3.2 (pages 32 - 36) of this booklet.
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B
Method 2

Search for a Class

TIP: You only need to do this section if your education provider has not provided you with your
class numbers. If you have already enrolled in your classes by using method 3.1, go to page 37.

Step 1. Under the ‘Find Classes’section select ‘Class Search’

Add Classes

o=

1. Select classes to add

To =select classes for another term, select the term and click Change. When you are
satisfied with vour class selections, proceed to step 2 of 3.

| Undergraduate | University of Ballarat change term |

.::e* D:CEE‘:

Add to Cart: Semester 2, 2009 Shopping Cart
Enter Class Nbr
| enter I Your enrolment shopping cart is empty.

Find Classes

| @Class Search |

(:} My FReguirements

(:} My Planner

search I

Step 2.  Click _=earch |
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Step 3. Enter the course prefix (for example: BUMKT) in the ‘Course Subject’box

Add Classes

Enter Search Criteria

University of Ballarat

Select at least 2 =earch criteria. Click Search to view vour =earch results.

Class Search Criteria

Course Subject select subject I IEUMKT I
Course Number | is exactly W | |
Course Career | Undergraduats bt |

Show Open Classes Only

Step 4, Enter the Course Number (for example: 1501) in the ‘Course Number’ box

Add Classes

Enter Search Criteria

University of Ballarat

Select at least 2 =earch criteria. Click Search to view vour search results.

Class Search Criteria

Course Subject select subject I |E!-UMKT Marketing (BUMKT)
Course Numbear | is exactly v| ILSIZIL I
Course Career | Undergraduate bt |

Show Open Classas Only

Step 5. C||Ck search |
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Step 7.

PAGE: 34

Step 6.

Your class will now be displayed

Add Classes

H
Search Results

When available, click View &ll Sections to see all sections of the course.

Urniversity of Ballarat

My Class Schedule

Shopping Cart

You are not registered for classes in this Your shopping cart is empty.
termi.

The following classes match your search criteria Course Subject: Marketing (BUMKT)., Course

Number is exactly '1301', Course Career: Undergraduate, Show Open Classes Only:
Yes, Locaticn Code: MIT Melbourne

Return to Add Classes

START A MEW SEARGH

% BUMKT 1501 - INTRODUCTION TO MARKETING

View All Sections

First 2 1 of 1 L%/ Last
Saction EL01-EE1({51879])

Status . select cla 55|
Session Non Stan 1

Days & Times Room Instructor

Meeting Dates |
TEA TEBA Staff

TBA

To select your class, click  select :lass|
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Step 8.

If you have more then one active program, for the semester you must select the relevant program

IMPORTANT: If you are in multiple programs you must select the program that
is associated to the class at this point, otherwise you will receive an error

message.

Add Classes

[w

BUMKT 1501 - INTRODUCTION TO MARKETING

Class Preferences

BUMKT 1501-E101

.Dpen

Lacture

11}
m
i}
]
1
1
fu
m
o
]
al
o

1. Select classes to add - Enrolment Preferences

Permission Nbr

Grading Graded (from 2009 onwards)
Session Non Standard Session 1
Units 15.00
Career Undergraduate
*Program
E Business
B Information Technology
CANCEL | NEXT |
Section | Component Days & Times Rioom Instructor | Start/End Datel
E101 |Lecture TEA TEA Staff
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Step 0. Your class has now been added to your ‘Enrolment Shopping Cart’

Shopping Cart

Delete Class Days/Times |Room Instructor | Units|Status
ELIMKT

i} 1501-E101 |1ga TEA Staff 15.00, @
(51879

IMPORTANT: You are not yet enrolled in the class.

Step 10. Enrolin the rest of your classes for the selected term by repeating steps 1-9

IMPORTANT: International students must enrol in a full time load (a full time
load is typically 4 classes unless otherwise advised).

Although, if you are in your final semester of study, you are permitted to have
a minimum of 1 class and a maximum of 5 classes (any students enrolling in 5

classes must speak to their Academic Co-ordinator first).

As ‘Summer’is an optional semester, continuing students are not required to
enrol in a full time load.

Step 11.  Once you have selected all of your classes, please proceed to section 3.3 finalising your
enrolment on the next page >
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Finalising your
enrolment

Step 1. Confirm your class selection in the ‘Enrolment Shopping Cart’ list

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

. Jpen D Closed
Add to Cart:
Enter Class Nbr Delete |Class Days/Times |Room Instructor | Units|Status
|—| enter | E':'ﬂ
il 1501-E101 |7gp TEA St=ff 15.00 @
(51879]

Find Classes

{*:*} Class Search
{:}M',r Reguirements

{:} My Blanner

saarch |

PROCEED TO STEF 2 OF 3 I

Step 2. dlick PROCEED TOSTEP20F3 | \yhen you are happy with your selection

Step 3. Confirm your classes and click ~ Finiss ENROLLING |

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

| Class ]Message IStat‘us
| BUMKT 1501 kSuﬂ:ess: Thiz clazz has been added to your schedule, | f
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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 education provider staff

member for further assistance.

¥ Success: enrollad xE"“' unable to add class
Class Message Status
LIS IS S e e e |

MAKE A PAYMENT My CLASS SCHEDULE ADD ANOTHER CLASS |

My Class Schedule

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

MY CLASS SCHEDULE | button.

My Class Schedule

Select Display Option {*:*} List Wiew {:} Weekly Calendar View

| Undergraduate | University of Ballarat change term I

¥ Class Schedule Filter Options

Show Enrolled Classes Show Dropped Classes Show Waitlisted Classes filter |

BUMKT 1501 - INTRODUCTION TO MARKETING

Status Units Grading Grade Program Deadlines
Enrolled 15.00 Graded B Commerce E"n

(from

2009

onwards)
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Congratulations!

You can now ‘Sign out’ of my Student Centre
You have now finished enrolling!

TIP: You will need to contact your education provider before you can drop, add or swap your classes.
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