Second Step d Complete your Checklist

The myEnrolment checklist has been designed to ensure the University receives all of the relevant
information pertaining to a studentyou must complete the checklistach yearbeforeyou can
enrol. This allows ugo capture any changes to your details.

From the myEnrolmenHome page, select th8&econd Step d Complete your Checkilist
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Welcome to myEnrolment

»

myEnrolment is a newly developed interactive web applicati to assistyou in efiiciently managing your enrolments at the University of South Australia. Enrolling means planning your
timetable and selecting courses that meet your program reguirements.

If you have not yet accessed your program specific enrolment information and planned your timetable you can find information and advice on this process via 'Plan your Timetable'.

To enrol in your courses please follow the steps below. ‘Complete your Checklist'is a compulsory step that will ask you to confirm or update your personal details. The checklist only needs to he
completed once per year. If you have completed your checklist and are ready to enrol please proceed to 'Enrol in Courses'. 'My Next Step’ provides optional links to further information for students.
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If you believe any program information shown is incorrect please contact Campus Central.
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Study Period 5 - 2008

The Checklist page is displayed.
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Overview Summary 2
aSummary Before you can enrol you must complete the following checklist, which is used to ensure that the University has your current personal details. You

Navigating through Checklist will only heed to complete the enralment chacklist once per year.

C on each step to advance The checklist should be completed in sequence beginning at Step 1. As you complete each task, the status of the task will change from Mot
through the checklist. Steps must Completed' to ‘Completed’. Please note that the CAF (Commonwealth Assistance Form) is a numhber of smaller steps which will not be marked
sleted in order. Each as 'Completed’ until all steps inthe CAF process are finalised and saved

be co
successive step will become
available as you progress.

You must complete all the steps in the checklist before you can commence enrolling in courses

Step  Task Status
Checklist Steps 1 Canfirm your personal details and UniLife membership Not completed
P | Detail
6 eraonal Detalls N 2 Confirm your address details Not completed
Enrolment - Personal Details
OAddresses 3 Confirm your telephone numbers Not completed
OTeIephune MNumbers 4 Confirm your emergency contact details Not completed
eEmE’GE"EY Contacts g Confirm your residency details Not completed
OReswden:y B Confirm your prior education details Not completed
OF‘nur Education .
7 Confirm your special needs Not completed
eSpec\aI MNeeds
OCeniﬂcatmn Statemant 8 Confirm your information is complete and correct Not completed
eAcademlc Program Completion g Confirm your expected program completion date Not completed
OCAF 10 Complete or update your online Commarwealth Assistance Form (CAF) far your program(s) Not completed

There areten steps within the enrolment checklist that you must complete in sequence before
you can enrol. As you complete each step the status will change &otmCompletedd t o
&@ompletedbandt he o6traffic |lightd (on the I eft hand s



Checklist Step 1 - Personal Details
Click on Step 1Confirm you personal d etails and UniLife membership link.

The Student Identity / UniLife Membership  page is displayed.
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Navigating through Checklist
=] Name

Click on each step to advance

through the checklist. Steps must
@ be completed in order. Each = Date of Birth
successive step will hbecome
available as you progress. = Gender
Checklist Steps Ifthe above information is incorrect, please contact Campus Central to update your details

@Pelsolml Details You may proceed with your enralment.

Enrolment - Personal Details
@addresses UniLife Membership 2
eTEl‘?Fhﬂ”E Mumnbers The UniSA student association (iiLife provides students with clubs, sports, social events, studentvaice and critical supportin times of trouble.

@Emergency Contacts By joining UniLife you agree to the University providing information that enables UniLife to keep in contact with you. This information will be stored
by Uil ife and registered on an external systemn

Oﬁes\dency
epmm Education Az a member of UniLffe you will be able to vote in student elections for the UkLife hoard, and as a commitment to environmental sustainahility,
e Uil ifewill plant a tree ifyou join. There is a FREE diary with key UniSA dates for all students to collect from their Unilife campus office
Special Needs
a Vour current free membership status is ’
@cerification Statement a UiniLife P & Mermber
@4cademic Program Completion ¢~ Non-Member
@CAF ¢ Undecided

™ Denotes a mandatary entry.

Save

You may change your decision about free membership at any time via myEntolment or the Student Partal, rylUniSA. Uil ife is also offeting a
premium membership package, with further infarmation available from the UniLife website.

Check to ensure that your personal details are correct, if not, please cotaacipus @ntral

Indicate whether you want to be dniLifemembet or selectUndecided if you are unsure. You
can update your membership details at any time viantlgeDetails section of myEnrolment.


http://www.unisa.edu.au/campuscentral/default.asp

Checklist Step 2 - Addresses

Click on theAddresses link uncer the Checklist Steps othe left hand side menhe following
page is displayed.
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Mailing Address: You are required to provide a current mailing address, which may be the same as yvour 'Home' address. [fvou are attending

Navigating through Checklist
claszes on campus, this should be a South Australian address.

Click on each step to advance

through the ‘3"_9‘3k|i9‘- Steps must Billing Address: If you would like your invoices sent directly to a third party, for example your employer, spansar or parents, please provide a
@ be completed in order. Each ‘Billing' address as well as a Mailing' address. Please note that you are still responsible for ensuring your fees are paid in full by the due date

successive step will hecome

available as you progress. Term Address: You need to provide a Term' address only ifyour Mailing' address is notyour physical location during the study period It can be

the same as your Home' address.

Cheecklist Steps Type Details Actions
Personal Details
Enrolment - Personal Details b Home &I
@nddresses = T Updats
eTe\ephnne Mumbers - add
eEmergency Contacts
@Residency
@ Frior Education

eSpeciaI MNeeds
@ Certification Staternent
OAcademlc Program Completion

@caF

In this step you need to check and update (if necessary) your address information. It is
mandatory for all students to enter a mailing and home address before camjindou can enter
the same address for both address types.

Note: International students must entertome address other than Australia.

To update your addreslick onUpdate . Type in your new address over the existing address
andSave. Address Saved Successfully messageélisplays

To add a new addresslick onAdd . The following page displays.



Addresses
L6l Address Type ITerm vI A

&l Address Line 1 | *

fal Address Line 2 |

Al Address Line 3 |

ol Address Line 4 |

] City / Suburb [ "

(5] Posteode / 7IP | "

SlState / Province  [South Australia =
Ll Cauntry |Austra|ia j !

* Denotes a mandatary entry.

Save | Cancell

SelectAddress Type from the options Home, Mail, Term, Billing, Business and Other.

Note: if you have already entered details of a particular addrgss, this option will be removed
from the drop down menu.

Enter your address details the following format:

Address Line 1(one): Type in theNumber andStreet Name
City/Suburb: Type inSuburb

Postcode: Type in thePostcode

State/Territory: SelectState or Territory

Country: SelectCountry

SelectSAVE. Address saved successfully message will appear.

Note: If you enter an incorrect postcode for the suburb, you will get the following error
message. If you are sure that you have entered the cordetails, please contaGtampus
Centralfor further advice.

@Incorrect postcode for ADELAIDE (28200,6)

To delete an addressglick onDelete , then confirm by selectinDelete again.


http://www.unisa.edu.au/campuscentral/default.asp
http://www.unisa.edu.au/campuscentral/default.asp

Type Details Actions

@  Home Update I
&l GET Update |
@ Term Update | | Delete ||

Add

Address deleted successfully message wilbe displayed.

Note: as Home and Mail address types are mandatory, you will not have a Delete button available
for these fields.

Tip: Throughout myEnrolmtre fields marked * are mandatory

Checklist Step 3 - Telephone Numbers

Click on theTelepho ne Numbers link under the Checklist Steps.

In this step you need to check and update (if necessary) your telephone contact detailaugbu
select a number to be your preferrei@lephone numbebefore proceeding

Tip: A preferred telephone numbd#redirst telephone number the University will use
to contact you during the academic year

To update your telephone numbgelick onUpdate and type in your newelephone number
over the existing one an8ave.



