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myEnrolment  
myEnrolment is an interactive web application that is designed to assist you to efficiently 

manage your enrolments.  myEnrolment can be accessed via the UniSA homepage: 

www.unisa.edu.au from the Enrol online  link.   

 
You are required to complete four steps during the enrolment process: 

1. Plan your Timetable 

2. Complete your Checklist 

3. Enrol in Courses (as part of this step, you will be able to view your enrolments 

in timetable and calendar format as well as export your timetable to Outlook via 

the Student Portal.  It is important to note that any changes made to the 

timetable after it has been exported to the Student Portal will not be reflected 

unless exported again.) 

4. My Next Step provides optional links to additional enrolment related 

information, such as Student ID Cards and UniLife Student Association.  

Log On to myEnrolment  

 
 

From the UniSA homepage, select the Enrol online link: the Enrol online homepage will 

display. Select the myEnrolment  icon and the following login box will display. 
 

http://www.unisa.edu.au/
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Enter your network username and password and select OK . 

Your Username and Password  

 

New Studen ts 

If you are a new student who has applied via SATAC or GradStart, you will receive a new 

student letter with your username and password details. You would normally receive this 

letter within approximately 2 weeks after receiving your offer from SATAC. If you have not 

received your new student letter please contact Campus Central. 

 

If you are a new student who has applied through Apply Online, you should receive your 

username and password details via Apply Online. 

 

Continuing Students  

If you are a continuing student you should already have your username and password. If you 

have forgotten your password, please contact the IT Helpdesk. 

 

 

Tip:  

Your password is 8 digits, comprising the first 4 letters of your family name (in lowercase) and the 

day and month of your date of birth (eg smit2305). Please note: Family names of less than 4 

letters are made up with ôxõ (eg ngxx for Ng).  

Note: students who have previously studied at the University of South Australia will need to use 

their previous password. If you have forgotten your password, please contact the IT Helpdesk on 

08 8302 5000 or 1300 558 654.  
For further information on UniSAõs electronic resources, check out the ISTS website 

 

 

The myEnrolment homepage is displayed.   

http://www.unisa.edu.au/campuscentral/default.asp
http://www.unisa.edu.au/ists/students/
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This page provides you with the three main steps that you must follow to successfully 

complete your enrolments.  The Fourth Step ð My Next Step is voluntary, and provides 

helpful links to enrolment related web pages.  

 

Under my Programs  you will see information about the program/s and plan/s you are 

currently active in.  Please check this information carefully; if incorrect, contact Campus 

Central for assistance. 

 

 
 

Note:  If you are not active in a program that allows enrolment via myEnrolment, you will 

receive the following error message when you attempt to login; please contact Campus 

Central for assistance.  

 

 
 

Note:   Research candidates and transnational students (studying with an offshore partner) are 

not able to login to myEnrolment.  

 

You can return to the myEnrolment homepage at any time throughout this process, by 

clicking on the Home  link on the toolbar. 

 

http://www.unisa.edu.au/campuscentral/default.asp
http://www.unisa.edu.au/campuscentral/default.asp
http://www.unisa.edu.au/campuscentral/default.asp
http://www.unisa.edu.au/campuscentral/default.asp
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Now you are ready to get started! Click on the First Step ð Plan your Timetable . 

 

 
 

If you have already planned your timetable, proceed to the Second Step ð Complete your 

Checklist . 
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First Step ð Plan your Timetable  
 

Prior to enrolling, you should plan your timetable to ensure that you are enrolling in classes 

that meet the requirements of your program.  Planning your timetable also ensures you do 

not enrol in classes that clash.  It is advisable that you also plan an alternative timetable 
because classes may fill up quickly and your first choices may not be available. 

 

Firstly, print a copy of a blank weekly timetable planner. 

Your weekly timetable planner  

This is a blank template you can print and use to plan your timetable for each study period. 

Remember to note the class numbers and specify which are the enrolment classes and which 

are the non-enrol/related classes for each course (include auto-enrol classes). 

 

Example of blank template: 

 

 
 
Example of how to fill out the weekly timetable planner: 

 

http://www.unisa.edu.au/enrolonline/documents/weeklytimetableplanner.doc
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Find your  courses 

Program Specific Enrolment Information  

The program specific enrolment information website has been set up to provide you with 

program specific enrolment advice, which details the courses you need to enrol in for each 

year of your program.  It will also provide you with the enrolment class numbers, or links 

where you can find these numbers.  You will need these class numbers when you enrol via 

myEnrolment. 

 

Once you have selected your program from the list, depending on your school, you will get 

one of the following information web pages. 

 

Some schools provide links to the Program Information page which outlines your program 

structure and contact details for your program. 
 

Other schools provide links to the school homepage where you will need to click on your 

program and/or year level of your program, to view an enrolment advice template which 

looks similar to the one displayed below. 

 

http://www.unisa.edu.au/enrolonline/enrolmentinfo.asp
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In the above example, the enrolment class (lecture) numbers are listed, and a timetable link is 

provided for you to get the related (non-enrol) class (tutorial) numbers.  
 

 

Tip :  Using the weekly timetable planner make a note of the appropriate class numbers that   

suit you and that will create a clash-free timetable. You will need to check the timetable for the 

class times and availability. 
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myEnrolment ð Find A Class  

Alternatively, you can use the Find A Class  function in myEnrolment to find your classes.  

 

Login to myEnrolment (see relevant section of this guide) and select the Find A Class  link 

from the toolbar, or click on First Step ð Plan your Timetable : the following page will 
display. 

 

 
 

From the drop down menu, select the relevant Career , for example, if you are doing a 

bachelor degree you will need to select Undergraduate.  Select the relevant Study Period  

and Subject Area .  You can further refine your search by entering additional details such as 
Catalogue Number.  Click Search.  The results of your search will be displayed.   

 

 



Page 12 of 73 

 

 

Tip:  If you get the following message, check that youõre searching in the right career 

( ie undergraduate) and study period.  You can also try broadening your search 

                 by selecting ôAllõ in the Subject Area field. 

 

 
 

 

 

 

 

 

 
 

 

 

 

 

You can navigate through additional pages using the forward/backward 

arrows. Or by entering the desired page number in the Go To Page  box and selecting Go. 

 

To find more detail about a particular class, click on the Class Number  and a new page will 

display.  This page shows only classes that are associated with the class that you picked.  For 

example, if you picked a Magill class, it will show other Magill Lectures and Tutorials you may 

choose from.  Click on an individual Class Number  again for more detailed information 

about that class.  See below: 

 

Indicates whether class 
is Enrolment or Related 

(Non-Enrol) component 

Indicates the number of places 

 currently available in a class Click Class Number 
 to view details 

Indicates dates, times and 

location of the class 
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You will also see important dates relating to the study period for that class. 

 

  
 

 

Tip: Remember to note down the class numbers and specify the enrolment class and the 

        related (non-enrol) class. You will need to enter these class numbers in myEnrolment. 

 

  

Once you have selected the classes that suit your timetable, and recorded the details of the 

class numbers on your weekly timetable planner, you are ready to proceed to the Second 

Step - Complete your Checklist . 

 

Number of students currently enrolled 

Total number of students the class will allow 

Indicates whether class is Enrolment or Non-Enrolment 

component 

Indicates type of class ie Lecture, Practical, Tutorial  etc 

Campus where class will be held. Or, if External,  

the campus that owns the course. 
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Second Step ð Complete your Checklist  
The myEnrolment checklist has been designed to ensure the University receives all of the 

relevant information pertaining to a student.  You must complete the checklist, each year, 

before you can enrol.  This allows us to capture any changes to your details. 

 
From the myEnrolment Home page, select the Second Step ð Complete your Checklist . 

 

 
 

The Checklis t page is displayed. 

 

 
 

There are ten steps within the enrolment checklist that you must complete in sequence 

before you can enrol.  As you complete each step the status will change from ôNot 


