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How to decline an offer  
 

Important: 

The offer letter you received from Federation University invites you to log on to my Student Centre and 
accept or decline the offer.  Within the letters contents you will find your User ID, your Password and the 
Program you have been offered a place in. To decline your offer, follow the instructions as demonstrated 
below. 

 

Steps: Login to my Student Centre by going to mySC.federation.edu.au 
 Enter your User ID number (student ID) and Password, then select  the                button. 

If you are having trouble logging into my Student Centre please contact the Service Desk on 
servicedesk@ballarat.edu.au or 53279999 

 
 On the lower right hand side of your screen you will see the Admissions section.   

 

 Locate and Click the                                 hyperlink 

 

 

 

 

 

 The Accept, Decline Admission link will show any outstanding offers that have been made.  For example, 
if you have been made an offer in multiple programs, each program would be listed here.  Click the                          

                     Button for the relevant program. 
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 Click on the                                      button 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Click on the                                    button 

 

 

 

 

 

 

 

 

 

 

 

 You will now see a statement asking you to provide a reason why you have chosen to not enrol in the 
program.  Please provide a reason from the drop down box  and click the                      button  
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 Your application Status will show that the application is compete. 

 

 

 

 

 

 

 

 

 

 

 Thank you for taking the time to decline your offer.  Click the          button 

 

 You have successfully declined your offer for a particular program. 
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