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How to enrol in my Student Centre 
 

Important: 

Before you can complete your enrolment in my Student Centre, you are required to complete an enrolment checklist. 

For information on how to complete your enrolment checklist, please refer to the ‘Guide to complete the enrolment 
checklist’ document. 

 
Steps 

 
1. Go to mySC.federation.edu.au 

 

2. Enter your User ID number (Student ID) and Password, the select the  button. 
 
 

3. Your User ID: is your student number starting with the numbers 30… Your Password is the same 
password you use to logon to all Federation University computers. 

If you are having trouble logging into my Student Centre please contact the Service Desk on 
servicedesk@ballarat.edu.au or 5327 9999 
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4. Once you have logged in you will see your homepage.  

 
 
 

5. Click on the TAFE Enrolment tile to enrol into your chosen program 
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6. You will now see the My Schedule Builder page. If required, scroll to the bottom of the page to see all 
of your classes. 
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7.  When you are ready to enrol - Click the button. 
 

 
 
 

8. If the concession page does not display for you, continue your enrolment and click on the    
button. 

 
9. If you do not hold a current concession, click the   

button and proceed with your enrolment. 
 

10. If you hold a current concession card, click the   button. 

 
11. For this example, Click the I hold a current concession card button. You will be directed to the 

Concession Information page where you are required to enter your concession details. 
 

 

 
Important Message: Concession Page 

If you are eligible for a concession you will be asked to enter your concession details here. 
 
 

Important Note: 

You must present your concession card as evidence to Student Administration within 10 
working days of enrolling. If you do not present your concession card within this timeframe 
you will be invoiced for the non-concession rate for your Program. 
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12. Enter your Concession Card Details into the relevant fields 
 
 

13. Click on the  button. You will now be directed back to my Schedule 
Builder to confirm your classes. 

 

 
 

 

14. Scroll to the bottom of the page and click on the button. 
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15. The confirmation of fees page will show the fees and charges for your Program, including any material 
fees, if they are applicable. You may need to scroll to the bottom of this page to confirm your fees. 

 

 
 

16. My Schedule Builder will now show a green tick against the classes where enrolment has been 
successful. 

Confirm that the information is accurate and click the button. 
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17. Scroll to the bottom of the page to access payment options. You will be given the option to pay online or 

to make other payment. 
 

 
 

If payment is being made by you – you may select the Online Payment or Other Payment Option 
 
 

 

 
Important: 

Please note that if your fees are being paid for by an employer or other sponsor, this will be 
processed once you have presented an ‘Employer Authorisation to Pay Tuition Fees’ Form. This 
may take some time to be processed; you may still see outstanding fees listed on your home page. 
Please check back in 30 days and you will see if your fees have been transferred to the nominated 
sponsor. 
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18. If you do not wish to pay immediately with a credit card you can click button. The 
system will open a new tab and display a deposit slip, detailing alternative payment options. You will 
need to close this window to return to my Student Centre 

 
 

 
 

19. If you click on the   button, the system will direct you to the next page, where you can 
enter the amounts you wish to pay no 
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20. Click on the  button after you have entered the amounts and then click on the  
button 
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The system will direct you to the next page, where you need to click the  button. 

You will then be re-directed to the ANZ eGatePayment page where you can enter your card details for 
payment 

 
 

 
 

21. Choose your credit card type. For this example, click the VISA option 
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22. Enter your card details and Click the button. You will receive a successful confirmation 
message that you can print as a receipt.. 

 
 

 
 
 
 

 

 
Congratulations – You have successfully enrolled. 

 
 

Now that you have completed your enrolment, you may require a Confirmation of Enrolment form. 

Information on how to do this can be found in the ‘How do I view my Confirmation of Enrolment’ 
video and guide document. 
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