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Completing your Enrolment Checklist 
 

In order to be eligible to enrol you must first complete your Enrolment Checklist. The checklist can be 

completed online in my Student Centre. 

The completion of the enrolment checklist is an important step in your enrolment process. 

The enrolment checklist contains questions the University needs to ask you before you are able to enrol into 

our programs. 

Important: 

Ensure that you save your changes for each checklist item before returning to the main checklist. 

All checklist items must be completed in order. As you complete one checklist item, the next checklist item 

will become available for you to click on. 

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

Step 1: Login to my Student Centre by going to mySC.federation.edu.au 
 

1. Enter your User ID number (student ID) and Password, then select the sign in button. 
If you are having trouble logging into my Student Centre please contact the Service Desk on 

servicedesk@ballarat.edu.au or 5327 9999. Below is both a desktop and mobile device log in view. 

 
 

 

mailto:servicedesk@ballarat.edu.au
mailto:servicedesk@ballarat.edu.au


 

 

2. Once you have logged on you will see your homepage. 

 

 
 

3. Click on the Enrolment Checklist tile. 
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Step 2: Completion of TAFE Disclaimer 
 

This is an example of an enrolment checklist. 
 
 

 
 

1. Click on the Complete the TAFE Disclaimer link 
 
 

2. Read the Privacy Statement and Disclaimer information carefully 
 
 

3. Scroll to the bottom of the page 
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4. Choose the appropriate option from the Employer/Sponsor Release Authority drop down field 
 
 

 
 
 

5. Click the button 

 
6. Your are redirected to the checklist and the TAFE Disclaimer checklist item is now marked as complete 

and the next item is available to you. 
 

 



 

 

 
 
 

Step 3: Submission of electronic Commonwealth Assistance Form (eCAF) 
This checklist item will not display for all TAFE Students. You will only see this checklist item if you are 

eligible for VET FEE-HELP. 

Before completing the VET FEE-HELP Assistance form you must read the VET FEE-HELP 
Information booklet. (see attached link) 

http://studyassist.gov.au/sites/studyassist/HelpfulResources/Documents/2014%20VET%20FEE- 
HELP%20booklet.pdf 

 
 

1. Click the Complete your eCAF if required link 

Read the information on this page carefully, before proceeding. 
 

 
 

2. If you do not wish to apply for VET FEE HELP, click the button and the 
system will mark this checklist item as completed for you. 

 
 

3. If you wish to apply for VET FEE HELP, click the Submit link instead to be able to complete the 
electronic application form 
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4. Some of the answers on this form are prepopulated with the information you have provided during the 
application process. 

 
 

5. Read the form carefully and check that the details are correct, then scroll down on the page 
 
 

6. Answer question 9 and read the other sections on this form carefully 
 
 

7. Question 11: provide your Tax file number, if you do not have a Tax file number yet, you will not be able 
to complete the electronic version of this form. You will have to apply for a Tax file number at the Tax 
office and complete the paper application form instead. 

 

 
 
 

8. Scroll down further on this page 
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9. Read the declaration and select ‘Yes’ from the drop down menu to confirm that information is correct 
 
 

10. Click the ‘Submit Form’  button. 
 
 

11. When the form is successfully submitted, the system will display this message 
 

 



Page 7 of 20 CRICOS Provider No. 00103D 

 

 

 
 

12. Click on the button 
 
 

13. You will see a confirmation on the bottom of the page of when the form was submitted 
 
 

14. Click on the button 
 

 
 
 

15. Click on the View link if you wish to view the submitted form 
 

 
 

16. Click on the button to return to the checklist 
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Step 4: Check your address details 
 

You are required to confirm the address the University has on record for you. 
 

 
 

1. Click on the Check your address details link 
 
 

Students can have different address types: 

Home: is the address at which you usually live when you are not at University. For example, the Australian 
town or city you moved from to study at the University. 

Mailing: is the Australian address to which all communications from the University should be mailed to. 

Campus: is the Australian address at which you are living during your time of study. 
 

 
 

2. Use the   button to correct an address if necessary 

 
3. Click on the    button to add an address, if required 
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4. You will be asked on the next screen to choose which type of address you wish to add 
 

 
 

5. Select the address type and click the button 
 
 

 
 
 

6. If you are entering a Mailing address, you need to select whether it is a PO Box address or a Street 
address. 

 

7. Enter the address and click on the   button, the sytem will populate the State and Postcode 
fields automatically 
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8. Click the    button and on the next page click the  button 
 

 
 

9. The new address type has been added. Continue adding more address types, if required. 
 
 

 
 

10. Use the   button to correct an address, if necessary 
 
 

11. Click the button, if no further changes are required 
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Step 5: Check your telephone numbers 
 

You are required to confirm the telephone numbers the University has on record for you. 
 

 
 

1. Click on the Check your telephone numbers link 
 
 

 
 
 

2. Confirm your phone numbers, if possible ensure that an Australian mobile number and an Australian 
home number are provided. 

 
 

3. Use the    button to add a phone number, if necessary 

 
4. Click the button, if no further changes are required 
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Step 6: Check your email addresses 
 

You are required to confirm the email addresses the University has on record for you. 
 

 
 

1. Click on the Check your email addresses link 
 

 
 

2. Check your email addresses and correct them, if necessary 

Important: 

Your Federation University email (Campus) will be your ‘preferred’ email address. The University 

will use this email for all University related communication, e.g. invoices. 

You must check your FedUni email regularly. 
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3. Use the button to add an email address, if necessary 
 
 

4. Click the button, if no further changes are required 
 
 
 

Step 7: Check your emergency contact information 
 

You are required to provide emergency contact details to the University. 
 

 
 

1. Click on the Check your emergency contact information link 
 
 

2. Click on the  button 

 
3. Complete the Emergency Contact details form 
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4. Click the    button and on the next page click the  button 

 
5. The next page will show a summary of your emergency contact details 

 
 

 
 

6. Click the button, if no further changes are required 
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Step 7: Complete your statistical details 
 

You are required to provide statistical information to the University. 
 
 

 
 

1. Click on the Complete your statistical details link 
 

 
 

2. Some answers to the questions are already prepopulated based on previously provided information, 
check the information and complete the remaining questions 

 
 

3. Proceed and click on the Complete your TAFE Statistical Data link 
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4. Read and complete questions 7 - 16 on the page 
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Employer Industry 

Occupatoon 

 
ENPLOYNENT 

 
13. Which of the following best describesyour current 

employment status? 
 
14. Which of the following classifications BEST describes theindustry of your current or previous Employer? (Select 

ONE ttem only). 
If unemployed please go to Question 16. 
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015.  Which of the following classifications BEST describes your current or recent occupation? (Select ONE ttem only). 

If unemployed please go to Question 16. 
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5. Click the   button to proceed to the next statistical page 
 

6. Answer question 17 in your enrolment checklist 
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7. If you are eligible for government funding you will see the Victorian Training Guarantee section. Read the 
questions and statements on this page very carefully, this can impact on your government funding. 

If the information you have previously provided is correct, select ‘I agree with the Declaration’ from the 
drop down list on the bottom of the page. 

 

 
 

8. If you wish to review some of the statistical information you have provided, you can use the   
button to return to one of the previous pages. 

9. If you are ready to submit the statistical information click the button 
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The system will then direct you to the very first statistical page 
 

 
 

10. Click on the  button to return to the checklist 

 
Congratulations, you have successfully completed your Enrolment Checklist. 

If you wish to proceed with your enrolment now, click on the  button and the 
system will direct you to the pages where you can enrol into your chosen program. 

For assistance with the online enrolment process, please refer to the ‘Guide to online enrolment’ document 

available on the FedUni web site. 
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