myEnrolment Error Messages

Whilst enrolling via myEnrolment you might come across error or warning messages. Many of these will be self
explanatory and you will understand what to do to resolve the error. Other errors may be more confusing so
we have crated this document to help you understand what they mean and what you need to do.

As myEnrolment is a new system, we are still building a library of error messages, and these will be added to
this document progressively. If you receive an error messhgeis not included here, conta@ampus
Centralfor further information.
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Login Errors

Not Eligible to use myEnrolment

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

Not Eligible to use myEnrolment

You are not studyving a program which is eligible for online enrolment through the myEnrolment website.

Thismessagewillocur i f you ar e r ec oamdieCbmmesed, Discontincenti ve d i n a
Withdrawn from your program).

This message also occurs if you are 06Acsucha®adlCroesn a
Institutional orNon-Standardporogram

Note: Research candidates and transnational students (studying with an offshore partner) are not able to login
to myEnrolment.

If you think you should have access to myEnrolment please co@tauopus Central

Candt | ogin to myEnrol ment
If you have forgotten your password, or the system is not accepting your password, please contact the IT
helpdeskon 8302 5000 or 1300 558 654 for assistance.

Connect to www.webapps.unisa.edu.s
=
2
ad\

2%

The server vy, webapps,unisa,edu, au at
uninet, unisa.edu,au requires a username and password,

Liser name: Iﬁ | j

Passwiord; I

™ Remember my password

Ik I Cancel
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Checklist Errors

Checklist not assigned
If you receive the following error message when you sef@uwecklist in myEnrolment please contaGampus
Central

) Checklist

Checklist Not Assighed

Campus Central to ate: If s t u d pragtadhas bea activated today (i¢ h e Ypdew an leave or just been
admitted intotheir program that dayjhey will need to wait overnight fotheir checklist to be assigned.
Checklist assignment occurs as an overnight batch process and is dependent on studeterbeaajivated.

Residency page error
The following error occurs if you have selected option 2, 3 or 4 to fiesidency during studguestion, but
you have not indicated the year permanent residence was granted.

Residency

€JEither you answered 2,3 or 4 to the residency during study question and are required to provide the date (Eg. 12 JAN 2005) permanent
residency was granted, or you have provided a permanent residency granted date when one was not required.

The error may also occur if you haygovided a year permanent residence was granted but you selected
option 1 for the question below(no year is required if you select optid).

&l I you answered "Yes" to a Permanent
resident in Australia for the previous
guestian, please answer the following.

& 1 - ou are not & Permanent Resident OR you were granted
permanent resident status befare 1996,

¢ 2 - You are residing in Australia for your study, or residing outside
Australia for your study as a requirement of the Program, AND as
of today you have permenant resident status but have not met the
residence requirements for Australian Citizenship, OR have met
the residence reguirerments within the past 12 months.

{3 - You are residing outside Australia for your study but not
because of a requirement of the prograrm, AMND as of today you
have permenant resident status but have not met the residence
requirements for Australian Citizenship, OR have met the
residence requirements within the past 12 months.

4 - Az at today you have had permanent resident status for mare
than 12 manths after the date on which the residence
requirements for Australian citizenship status were met.

[l Ifyou answered 2.3 or 4 for the
previous gquestion, please provide the
day manth and year permanent
residence was granted
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If there is noSave button on the residency page or th&ave button is greyed out, and you are unable
to progress to the next step, please contazdmpus Centrafor assistance.

Enrolment Errors

No valid appointment found

If you are trying to enrol before the open enrolment date for your progrgou will receive the following
message.

,_'.I} Enral in Courses

Adelade tme - 15 Aug 2008 0315 PU (GUT =03

I JReturn to Enrgl in Coy
Add Course
BFailed:Enrolment Request Process failed for Student 1D Academic Career UGRD, Study Pericd 0820, Class Number 24413. No Valid

Appointment Found And Open Enrollment Period Has Not Begun. (14640,79)

Refer to enrolment dates on thEnrol onlineweb page for your program enrolment open daléis date is
also displayed on younyEnrolmenthome pae. See below.

Emulate Student m myDetails FindAClass Checklist Enrolin Courses my Timetable myMNextStep  Logoff

\@ Welcome

GEnrolments for the program MUrbanandRegionalPlanning will open on 22 Jan 2009 at 9:00:00 AM.

Welcome to myEnrolment
myEnrolment is a newty developed interactive web application designed to assist you in efficiently managing your enrolments at the University of South Australia. Enrolling means plannin
Ifyou have not yet accessed your program specific enroiment information and planned your timetable you can find information and advice on this process via 'Plan your Timetable'.

To enrolin 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 nee
‘Enrolin Courses’ My Next Step’ provides optional links to further information for students.

To drop courses from your enrolment please go to ‘Enrol in Courses'.

First Step Stepye| irdStepe Fourth Step==

Planiyour Timetable { Enrol in'Courses My Next Step

my Programs

Ifyou believe any program information shown is incomrect please contact Campus Central.
Name Code Plan Status

1 MUrbanandRegionalPlanning IMUR Not Applicable Active
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No Add Course Button displayed
I f you c aAddcourse buttom intthbBEnrol in Courses section, thereare a couple of possible
reasons.

Program IBPZ - BPhysiotherapy | —jﬁdd Course ><Dn:up selected courses
Tickicheck the box in the first column to select a course to drop.

Course Study Period Course Title
r | BLUZS 3053 =P1- 2009 International Manageme
r | BUSE 3063 SP1- 2009 Consumer Behaviour
SP1- 20039
r i FEHE 2005 =F1- 2009 Applied Exercise Physi

Have you selected the correct study period ?
Check that you have selected the stuggriod that you want to enrol in.

Study Period | Study Period 1 - 2009 ~|

Has the Student Add Deadline passed for that Study Period?

Enrolments are only available via myEnrolment up until the Student Add Deégltir by Date) after this
datethe Add Course button wildisappear. Important dates for the study period are displayed above the
orange band on the Enrol in Courspage.

Study Period Study Period 7 - 2008/2009 »| @

Study Period 7 - 2008/2009 Add/Drop Dates
Enral By Date @ Census Date @ Withdraw Date (W) @ Withdraw Fail Date (0WF) @
|05 Dec 2008 | 19 Dec 2008 16 Jan 2003 13 Feb 2009

Program IBPZ - BPhysiotherapy

You can still enrol in the course up until the Census date, but need to fill o&ddiDrop form and have it
signed by the course coordinator, before lodging it at Campus Central.

Has your CAF form been completed for that program?

Ensure that you have completed your CAF form for that program. Whilst you are required to complete your
CAF as part of the Checklist, thoblem could occuif you have transferred intoanepr ogr am and
completed anew Checklist. If so,electmy Details from the toolbar andselectCAF from the left hand side
menu. Then selectUpdate next to the relevant (if more than one) Academic Program.
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WyEnrolment

Home m Find A Class Checklist Envrol in Courses my Timetable  my Hext Step

Adelaide teme - 03 Oct 2008 11:31 AM (GMT +0830)

ol ) my CAF FAQ (Fraquartte Asked Guastions)
Sections my CAF R
wAddresses This step enables you 1o compléte a Commonwealth Assistance Form (CAF)

aTelephone Numbers
mEmergency Contacts
sResdency

@aPrior Education
wSpecial Needs
sAcademic Program

A Commonwealth Supported place is a higher education place for which the Australian government
makes a contribution towards the cost of your education. Students who are not Commonwealth
Supported must pay tuition fees for their program. if you are eligible for Commonwealth assistance
(HECS-HELP) or are a fee paying student wanting to apply for assistance (FEE-HELP), please ensure
you supply all Information on this onling CAF

’:O”'P"?"""‘ iyou are completing this form ensure you read the information for Commonwealth sypported student’
wlax File Number bookiet or the FEE-HELP Information' booklet, avallable from Campus Central For further Information
alUnlife Membaership about eligibility, please refer to the 'Going 1o Uni’ website
wCAF - :

Academic Program : = pe A !
3 | BGG - BEd LBGG Commonwealth Support and HECS- update |
(Middle,Secondary)-GradEnt HELP

If you haveeliminatedall the abovaeasonsand are still unable to view the Add Course button, contact
Campus Centrafor assistance.

Candt sel ect (dernsActivatign) per i od

If you are intheAdd Course secti on but you candt select the study
dondt hav eroliatheselscted study period. ContaGtampus Centrafor further information.

Add Course
Flease select the relevant study period from the drop down mend and enter the enralment clas

The enrolment class is the first class yau enrol in. There may he multiple enralment classes fc

|C, ADD CLASS |

Study Period Study Period 7 - 2008/2003 »|°
Study Period 7 - 200842009
Enrolment Class Number Study Period 1 - 2009

otudy Period 3 - 2009
otudy Period 4 - 2009
otudy Period 5 - 2009
study Period B - 20059
FPeriod 7 - 200
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No Class(es) found matching the query parameters 8 Find a Class section

If you get the followingmesage when you are searching for cl asses,
career (ie undergraduate) and study period. You ¢cCeé
Subject Area field.

0 Classas, shown in 0 pades

No Class(es) found matching the query parameters.

No Class(es) found matching the query parameters 9 Enrol in Courses

If you receive the following message in the Add Class section of myEnrolment, please make sure you have not
entered the norenrol class number first. You must start with the eiment class number, then click

Continue Enrolme nt and select from the nownrol (related) classes.

Add Course
Flease selectthe relevant study period from the drop down menu and ent

The enralment class is the first class you enral in. There may be multiple
other components will be related ta the enralment class.

. ADD CLASS

Study Period [Study Period 1-2009 =] "

Enrolment Class Number |2|j15|j u

* Denotes a mandatary entry.

Zontinue Enrolment

No Class(es) found matching the query parameters.

I f you do &ddmerk GlassvNuinlbere seleSearch for a Class and enter the Subject Area and
Catalogue number to find valid class numbers. Make sure you select the correct Career (Uddetgra
Postgraduate or NofStandard) and study period.

. SEARCH FOR A CLASS

If you are entering the correct Enrolment Class Number and still receiving this message, check that you are
selecting the correct study period.

Time Clash
If a class time clashes with anothesiss you are already enrolled in, it will be greyed out and theskicon
will be displayed.

£ CLASH
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Course ACCT 5011 - Accounting for Management M

beiashl Gl g1 Seminar  Internal (City YWest / In Person) art date - End Date Da 10
02 Oct 2008 - 04 Dec 2008 Thursday 03:10 PM-06:00 PM CWE/RR5-09

Please select an alternative cldbthere are no alternatives you may need to change one of the classes that
you have already enrolled in. If you are bleato change your classes to create a clash free timetable, refer to
the Override process on what to do next.

Class Full

If a class is full, it will be greyed out and thdl Elasscon will be displayed.You will need to select a different
class that has places available. If you are unable to find an alternative class and you need to do the course, refer
to the Qverride process on what to do next.

Course EDUC 1040 - Junior Primary Practicum 2

Enrolment & [‘jl
~ A - - il
Class Number . \de (Location / Inst e cehadile oM

b FuLl]] &l 21341 Tutorial Internal {Magill / In Person) Start date - End Date Day 200m
29 Jul 2008 - 16 Sep 2008 Tuesday 10:10 AM-12:00 PM MAG/G1-72/73
07 Oct 2008 - 28 Oct 2008 Tuesday 10:10 AM-12:00 PM MAG/G1-72/73

Hold on record (eg bad financial standing)

The following error message indicates that there is a Service Indicator against your student record that is not
allowing you to enrol. This could be something such as Bad Fin&taraling. Please contdaampus Central
for further information.

Add Course

QError:Enrolment Request Process failed for Student 1D , Academic Career PGRD, Study Period 0830, Class Number 80178. Hold on record, Add not processed.

Available Seats are Reserved (Requirement Group)

If you try to enrol into a class where you do not meet the requirents, you will receive the below message.

Available seats are reserved. Reserved seat requirement not met. Student not enrolled. (14640,213)

Check the requirements for the course via ti@ourse InformationSearchon the web to check if this course is
restricted to students in spedf programs. If you believe you should be able to enrol into this course, refer to
the Override process on what to do next.

Department consent required

When trying to enrol into a course tharequires Department consent, you will get the following message.
Department consent is used, for example, for courses with a very limited number of places. You need to
contact your school office to be able to enrol into this course. If you are unsure tghalk to, contact
Campus Centrafor further information.
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Department Consent Required to Enrol in Class, Add Not Processed. {14640,38)

Maximum Term Unit Load Exceeded

Below is the error that is returned when you try to enrol in a course that will exceed yonit ioad (a normal
fulktime study load is 18 units the first half of the year, and 18 units the second half of the yégou need
to enrol in more than 18 units, refer to th@verride process on what to do next.

Maximum term Unit Load exceeded. {14640,30)

Note: Parttime students can only enrol in 9 units per first and 9 units per second half of year. If you want to

change your load from pattme to fulttime, please contad€ampus Centrafor assistance.

Career Error

This error will occur if you are attempting to enrol into a course outside of your Career. For example, if you

are in an Undergraduate program, but are attempting to enrol into a Postgradoatse: If you think you
should be allowed to enrol in this course please cont@ampus Central

ﬂl rror:Enralmesnt Hequest Proce v fadled lor Shedent 1D fAcadomic Carsar UGRID, Study Pesicd 0820, Class Numbar 24410, Enrollmaent is not allewed bor this closs: It is cuhide the
Caroer of Shedy. [18643,132)

Course ACCT 5017 - Taxation Law M

& 24510 Exipmal Ecipmad (Mo Drsimnce Educabon)

W Jul 2008 - 28 Now 2008

Liability Status Error
If you receive the following message, check that you have epetpyour CAF form for that program.

ROd oLrse

DThe field Liability Status is required. (14903,25)

[ = Back ]

Whilst you are required to complete your CAF as part of the Checklist, fiisblemmight occur if yu have
transferred intoanewpogr am and hawmewCaR If sopsfechyDetaild fram the toolbar
andselectCAF from the left hand side menuThen selecUpdate next to the relevant (if more than one)
Academic Program
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Home m Find AClass Checklist  Ervol in Courses

Adelaide tene - 03 Oct 2008 11:31 AM (GMT +0330)

Z) myCAF EAQ (Fraguartty Asked Quastions)
Sections my CAF £
wAddresses This step enables you 10 compléte a Commonwealth Assistance Form (CAF)
aTelephone Numbers
sEmergency Contacts A Commonwealth Supported place is a higher education place for which the Australian government
mRea;d%ncy makes a contribution towards the cost of your education, Students who are not Commonweaalth

Supported must pay tuition fees for their program. if you are eligible for Commonwealth assistance
(HECS-HELP) or are a fee paying student wanting to apply for assistance (FEE-HELP), please ensure
you supply all Information on this online CAF

@Prior Education
wSpacial Needs
sAcademic Program

C L’""F"E"F"'l‘ If you are completing this form ensure you réad the Information for Commonwealth supported student’
wTax File Number bookiet or the FEE-HELP Information’ booklet, avallable from Campus Central. For further information
alUnilife Membership about eligibility, please refer to the 'Going 1o Unl’ website
wCAF F

Academic Program : : ‘ -
3 |BGG - BEd LBGG Commonwealth Support and HECS- update |
(Middle Secondary)-GradEn HELP

If you have completed your CAF form and are s#teiving this message, please con@aninpus Centrafor
assistance.

Enrolling into a course that you have previously passed

If you attemptto enrol in a course that you have previouglgssedyou will receivethe following error
message

€Y ou have successfully completed this course in a previous study period and therefore enrolment is not permitted.

Students are not permitted to enrol in a course they have previously passed as part of the same program. See
the following excerpt from the Enrolment Policy.

1.12 Once an award student has passed a course, regardless aoftheir final grade, they are nat
permitted to re-enral in the same {aor equivalent replacement) course as pant ofthat award program.
Students who enrolin the same course twice (having passed the first attempth will have that course
enralment cancelled and be refunded any fees ar charges incurred for that course.

Enrolling into a course for which you have a blank or incomplete

If you attempt to enrol in a course fawvhichyou have previously enrolletut there is either no result entered
or an dncompleténotation, you willreceivethe following errormessage

€3You are attempting to enrol into a course for which you have an Incomplete or a Blank notation, therefore enrolment is not

permitted. You are required to contact the Course Coordinator to ensure a final grade is recorded before re-enrolment is
considered.

If you have attempted and falléhe course previously, but there is no grade entered, you need to contact your
course coordinator or School office to have the Fail grade entered before attempting to enrol in this course
again.
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If you have previously passed this course, you are unalike it againsee excerpt from Enrolment Policy
above)

Enrolling in a course for which you have already enrolled in current or future study period

If you attempt to enrol in a course for which you are already enrolled in the current or a future gpedypd,
you will receive the following error message

€3vou have already enrolled into this course in the current or a future study period. If you wish to change study period, you
need to drop the future enrolment before re-enrelment is permitted.

You need to select an alternative course or drop the future/current enrolment in this course before attempting
to enrol again.

International students enrolling externally or online

If you are arinternational student, this message will be displayed if you add an external or online course.
International students are encouraged to attend on campus (internal) courses as the first preference, and
students are advised to check with Prag Directors fa academic advecandthe Teaching and Learning Unit
for visa related matters before enrolling.

You are attempting to enrol in an online or external course

International students are encouraged to attend on campus (intemal) courses as the first preference
External courses may not provide the same level of interaction with University staff, fellow students or on campus study support facilities. Before you proceed, you are strongly advised to discuss your enroiment with your
Program Director

Student visa holders should note that enrolment in external courses is limited by the Australian Government. For more information, please contact an International Student Advisor at Learning Connection

Contact Details for Learnina Connection
tact Details g C

If you are you sure you want to add this course, click on the Enrol in Class(es) button. Otherwise use the ‘Retumn to Enrol in Courses’ link to cancel adding this course

Enrol in Ciass(es)
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Drop Course Errors
No Drop Course Button displayed

I f vy ouew theDmop selected courses button in the Enrol in Courses section,there are a couple of
possible rasons.

Program LBGG - BEd(Middle.Secondary)-GradEnt | —“add course | |?(Dr0p selected courses ||

Tickicheck the hiox in the first column to select a course to drop.

( Study Class Clazs Enralment
Course Period Course Title Murnber Type Status
W~ [ HLTH SPE- 2008 Exploring Women's Health Issues through the B0030 CPR Enralled
1003 Internet
SPE- 2008 B0054 Lecture Enrolled

Have you selected the correct study period?

Check that you have selected the study period for the course(s) you want to diopou haveno enrolments
in the selected study period thBrop selected coursebutton will not display.

Study Period | Study Period 1 - 2009 ~|

Has your CAF form been completed for that program?

Ensure that you have completed your CAF form for that program. Whilst you are required to complete your
CAF as part of the Checklist, thijgoblemmight occur if you have transferred to a new program and therefore
havenot thedCArpfdr thdt mrahram. If so,eectmy Details from the toolbar andselectCAF from
the left hand side menuThen selecUpdate next to the relevant (if more than one) Academic Program.

m Find AClass Checklist  Envol in Courses my Hext Step
Adelside tene - 03 Oct 2008 11:31 AM (GMT +03:30)
Z) my CAF EAQ (Fraguarty Asked Questions)
Sections my CAF &
wAddresses This step enables you 1o complete a Commonwaalth Assistance Form (CAF)
aTelephone Numbers
mEmergency Contacts A Commonwealth Supported place is a higher education place for which the Australian government
®Residency makes a contribution towards the cost of your education. Students who are not Commonwealth
@Prior Education Supported must pay tuition fees for their program. if you are eligible for Commonwealth assistance

(HECS-HELP) or are a fee paying student wanting to apply for assistance (FEE-HELP), please ensure

wSpacial Needs
Fose you supply all Information on this online CAF

sAcademic Program

Complation ifyou are completing this form ensure you read the Tnformation for Commonwealth supported stucdent
wTax File Number bookiet or the FEE-HELP Information' booklet, avallable from Campus Central For further Information
aUniLife Membership about eligibility, please refer to the 'Going 1o Unl’ website
wCAF -

Academic Program : . pa Anliag
il |BGG - BEY LBGG Commonwealth Support and HECS- | updste. |
(Middle,Secondary)-GradEn HELP

If you are still unable to view thBrop selected ourses button, contactCampus Centrafor assistance.
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Dropping your last course in a study period
When you drop your last course in a study period you will receive the following warning message.

Note: that this message is only applicable if youehao other course enrolments for the first or second half of
the year and you arenot intending to enrol during this period.

1Y

Enrol in Courses
You are ahout to drop the following course(s). To continue, select 'Drop Selected Courses'. To cancel the request and return to the previous page, select 'Cancel’.

Commencing students, ifthis is your first study period and you do not enral in at least ane other course after dropping this course, you may lose your place atthe Univarsity
after the enrolment patiod closes. Commencing students are reguired to complete at least one course during their first study period. Ifyou do not intend to enral, you are
required to complete the "Withdrasal from Program' section on the 'Leave of Absence orWithdrawal from Program' farm accessible below.

If you wish to defer your studies and reserve your place in this program far next year, please contact Campus Central far further infarmatian.

Continuing students, please be aware that ifyou have no enrolments and do notintend to enrol in other courses within your prograrm this year, dropping this cours e will
require you to;

o take a leave of absence from the program, or
o withdraw from the program.

The 'Leave of Absence or wWithdrawal from Program’ form is availahle belowe. For further information, or to submit the form, please contact Campus Central.

Leave of Absence or Withdrawal from Program - Dormestic
{fustralian citizens, Permanent Residents of Temporary Residents not on a student visa onky)

Leave of Absence orWithdrawal from Program - International
{International Students Studying in Australia Onlb

Course Study Period Course Title Class Mumber Class Type
k| BUSS 3066 SP1- 2009 Supervision and Management 1079 Lecture

SP1- 2009 1082 Tutorial
Drop Selected Courses Cancel
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Page is blank

If yousee a page like the one below, it means that the page has been minimised (cIIapsed).

Home my Details Find A Class Checklist Enrolin Courses my Timetable my Next Step Logoff

- Adelaie tine : 15 Dec 2005 11:17 AM (GNT +10:30) - @)
\;—J) Checklist "> FAQ (Fresuently Asked Questions)
Overview

aSurnmary Telephone Numbers

Navigating through Checklist

Click on each step to advance
through the checklist. Steps

& must be completed in order.
Each successive step will
become available as you
progress.

Checklist Steps
@F‘ersonal Details
Enrolment - Personal Details
@ 2ddresses
@Telephone Numbers
eEmergency Contacts
@Residency
@Frior Education
OSpecia\ MNeeds
OCeﬂiﬁcat\on Staterment
eAcademic Program Completion

@car

You will reed to click on the downward pointing arrow to maximise the page.

4

The page shoulthendisplay.

Telephone Numbers A
Type Phone Mumber Actions
B Home Update | Delete
&l Main Update |
Add

Maobile telephone number: Please note that by supplying wour mohile telephane number yad may receive SME notifications
frarm the University. vou can opt out ofthis service at any time thrauah the 'y Persanal details' page on the Student Poral,
mylniSa,

Preferred telephone number: A preferred telephaone number is the firsttelephone number the University will use to contact
wou during the academic vear.

&l Preferred Murmber IMain ,I * T -

Save |

If clicking on the arrow does not expand the page, please co@antpus Centrafor assistance.
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On Leave

If you are currently on leave for your program you will be unable to enrol in any study period that overlaps
with your period of leave. Leave will be displayed as Sthathadon the myEnrolment Home page undey
Programs .

Please contag€ampus Centraif you would like to alter your Return from Leave date.

Any other er ror messagesé

If you encounter any error messages not covered in this document, pleagaat@ampus Centrafor
assistance.
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