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Introduction

How to use this Guide

The USCCentral New International Students Guide is a step by step instruction guide to assist new students to
manage their program in USCCentral. You can open this guide and save, print or open in a new window or tab
and read as you go. The web version is available at www.usc.edu.au/USCCentralguide.

About Student Administration

Where do 1 go? Who do | ask? What do | do?
Ask us at Student Administration...

Student Administration is responsible for all student administration matters within the University. We are
committed to exceptional customer service and are able to assist you with student administration inquiries or
refer you to other USC services to make sure that your inquiry is resolved.

As a USC student you are responsible for self-managing your enrolment in your program via USCCentral. This
means you need to ensure all your details are up to date, including your personal/contact details, and that all
aspects of your program and course enrolment are correct.

Our friendly staff can assist you with matters relating to:

e assistance with managing your online enrolment using USCCentral

e credit transfer

e advice about payment and tuition fees

e centrally scheduled examinations

e release of final grades in USCCentral

e information on academic progression

e applying for official documentation relating to your enrolment and academic record
e obtaining your Student ID Card

e purchase a Translink go card

e information on graduation

Contact Student Administration for further information:
Visit us at: Student Central, Ground Floor, Building C

Phone: +61 7 5430 2890
Fax: +61 7 5430 2882

Email:
e Enrolments and academic e General
progression: studentadministration@usc.edu. enquiries: studentadministration@usc.edu.a
au u
e Student fees: fees@usc.edu.au e USCCentral: usccentral@usc.edu.au

e Graduation: graduation@usc.edu.au

Our opening hours are: Cashier opening hours are:
Monday—Thursday: 8.30am —5.00pm Cash Payments (maximum $50): 8.30am — 3.30pm
Friday: 8.30am —4.30pm EFTPOS/Credit Cards: 8.30am — 4.00pm

go cards: 8.30am —3.45pm
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About USC International
USC International provides dedicated services and support for international students including:

e Admissions support

e Advice on accommodation, student visas, Overseas Student Health Cover (OSHC)
e General welfare

e Activities

e English Language programs

e GO (Global Opportunities) program

Contact USC International:

Visit us at: USC International reception, First Floor, ICT Building J
Phone: +61 7 5430 2843
Fax: +61 7 5430 2836
Email:
e Admissions and enrolment: study@usc.edu.au
e USC International Student Services: AskUSCI@usc.edu.au
e Fees: financeint@usc.edu.au

Our opening hours are:
Monday — Friday: 9am —5pm

About USCCentral

The USCCentral New International Students Guide is a step by step instruction guide to assist new students to
manage their program in USCCentral.

USCCentral is one of the most important online services students need to become familiar with. USCCentral is
used to (but not limited to):

e Edit contact, personal, and emergency details e View and print current timetable

e View open enrolment dates e Generate fees invoice

e Access study plan e Check examinations schedule

e Add and drop courses e Check final grades (results)

e Swap courses and classes e Print unofficial transcript (academic record)

About your USC student email

For information on USC student email go to www.usc.edu.au/Step6

Each student has a Student USC email account which the university uses to communicate with you. You are
required to check your Student USC Mail account at least once a week for official correspondence and
information. You can only access your USC Mail after you have responded to you offer. Please note: Official USC
notifications are given via electronic communication using Student USC Mail.

e  Go to www.usc.edu.au click Student USC Mail. This will take you to Outlook Live.

e Inthe Windows Live ID field enter the email address provided in your USC letter of offer

(i.e. abcl23@student.usc.edu.au) and enter your password.
o Note: The initial password should be changed after you have enrolled.
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How to Login to
USCCentral

For information on USC online services go to www.usc.edu.au/Step1

Step 1
e Open your internet browser and navigate to the USC homepage www.usc.edu.au

e Place your cursor on the Log in and a drop down menu will appear, click USCCentral and follow the link
to https://usccentral.usc.edu.au

I USC | St ranmock | Lirary

University of the
Sunshine Coast

Queensland, Australia

University

Information for:

NEW STUDENTS s .
WELCOME TO USC ‘ R

ACCEPT YOUR OFFER
AND GET STARTED

International

Ressarch stugents
Alumni
Schoel and teachers

Hedia

APPLY NOW:

Essentials
Student directory
Events and scivities
Support and services
Academnic calendar

Class timetables

USC receives $24 million for
regional expansion plan

Course finder

e USC to construct new buildings st Sipgy Downs

Log in

USC Mail [students)

S 1
Peortal (Blackboard)
Find a PC
Connect to wireless
USC Staff

Wetmail (staff)

- J
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Step 2

Your USC Username and initial password are provided to you by email when you have accepted your offer.

Step 3
1. Enter your USC Username and initial Password
2. Click Sign In

r University of the

Sunshine Coast
USC Central

Sign in to USCCentral

By logging into this system you
acknowledge that you have
read, and agree to abide by, the

Usage Policy
( Username: )
—{ 1]
Password:
)

Manage Your Password

+« Forgotien your password
« Change your password

Experiencing difficulties?
Please contact the |T Service
Desk.
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2.1 Confirm Contact Details

Step 1
Click Complete Now link

Compulsory To-Do
ltems

Compulzory To-Do Items

Dizplayed below are items that are required to be completed before you can progress to the
student centre. These items are required before yvou complete your enrolment.

Confirm Contact Details

Enrclment Declaration

Step 2

Check that the information in this page is correct, change if required and click Accept button.

Complete Mow

Complete Now

This task requires you check that your contact details are correct.
If your details are incorrect please change befare you move to the next task.

At times the University will need to make contact with you (other than via your USC email),
therefore it is impertant that you promptly update any changes to your contact details in
USCCentral.

\iew, add, change or delete an address.

Address Type  |Address | ]

Mail edit

Permanent edit

ADD A NEW ADDRESS

Phone Numbers
Enter your phone numbers below.

If multiple phone numbers are entered, specify your primary contact number
by selecting the preferred checkbox.

*Phone Type *Telephone Ext Preferred ‘
[ other C) | [ O delete
Permansnt ~||[ [ delete

ADD A PHONE NUMBER

* Required Field

Email Addresses
Enter your email addresses below.

If multiple email addresses are entered, specify your primary contact email
address by selecting the preferred checkbox.

|”‘Emai|Tvpa I*Email Address ‘

|Campu§ ‘ i@student.usc.adu.su ‘ PSS
ADD AN EMAIL ADDRESS

* Required Field

USCCentral New International Students Guide - Version 1
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2.2 Confirm Personal Details

Step 1
In the Compulsory To-Do Items the Confirm Personal Details is a required item to complete. Click the Complete
Now link.

Compulsory To-Do Ite

Dizplayed below are items that are required to be completed before you can progress to the
student centre. These items are required before you complete your enrolment.

m

nrelment Declaration Complate Now j——

Step 2
Check that the information in this page is correct, change if required.

Privacy Statement

The University of the Sunshine Coast (University) collects and uses personal information about
itz students, staff and others in order to operate effectively, in compliance with the Information
Privacy Act 2008 (QId) (IP Act).

Personal information held by the University is collected and managed in a responsible, secure
manner, and will not be released to third parties without your consent, unless required by law.

For more information about sccess to your personal information, contact the Right to
Information and Privacy Coordinator, University of the Sunshine Coast - ML19, Maroochydore
DC 4558 or email BTI@usc.edu.su.

Infermation on how the University manages personal information can be found in our
Informaticn Privacy Policy.

Personal Details

Date of Birth 25 December 1984 Gender Female

Is your personal infermation correct? ®ves Ono

Emergency Contact Details

Name Relationship Primary Contact

Add/Change emergency contacts |

Citizenszhip Details

Citizenship Status: Austrzlizn Citizen Is this correct? @ Yes O No

Were you born in Australia? @‘res O No

Step 3
Check that the information in this page is correct, change if required and click applicable circles.

ATSI Details

*Are you of Aboriginal or Torres Strait Islander origin? |Ab°ri9i”3| V|

Language Details

Is English your first language? @ ves Ono

Impairment Information

Do you have a disability, impairment or long term medical condition that may
affect your studies? This information will remain confidential and will in no way O ves ®No
impact upon your study or access to study.

Enrolment Information

Your current academic program ARZ6Z Bachelor of Social Work

Is this correct? @ Yes O No

Are you a full-time student? Full-Times %
Are you the first person in your immediate family to attend @ Yes O No
University?
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Step 4

Click applicable circle

Education Level of Parents and Guardians

These questions are about the highest level of education completed by yvour parents or
guardians.

The Australian Government Department of Employment, Education and Worlkplace Relations
requires this informaticn to be collected for statistical purposes.

Flease answer about the pecple (up to two) whe, during all {or most) of your school years, were

your parents or guardians. If vou have more than two, answer about those vou have spent the
maost time with.

Parents and Guardians

During all {or most) of your school years, did you have (tick relevant box)?

O Two or more parents or guardians

O One parent or guardian

@ No parent or guardian

I Mext == I

Step 5

Click applicable circle for parent/guardian 1 (if applicable)

Note: If you have selected Two or more parents or guardians in step 4, you are required to repeat Step 5 for
parent/guardian 2.

Highest level of education completed by parent | guardian

Tick the relevant box for your parent / guardian

OMale

@ Female

Highest level of education completed by parent /| guardian

What was the highest level of education completed by your parent / guardian?
(tick one):

() Postgraduate qualification (e.g. graduate diploma, masters degree, PhD)
@ Bachelor degree

() Other post-school qualification (e.g. associate degree, diploma, advanced

diploma, completed apprenticeship, VET/TAFE certificata)

O Completed Year 12 schooling®

O Completed Year 10 schooling®, continued at school, but didn't complete Year 12

schooling™®

() Completed Year 10 schooling*
O Did not complate Year 10 schooling®

O Do not know

* or equivalent
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Step 6
e Read the information on this page carefully and click Accept button to proceed with your enrolment.
e Please contact Student Administration (refer to page 3) if you have any questions.

Consent Regarding Use of Personal Information

I authorise the University to use my personal details to one of its authorised agencies, to
contact me for research, survey or Alumni purposes as required for normal operation of the
University. Your personal details will not otherwise be disclozed to third parties without your
consent unless required by law.

The University's Information Privacy Policy can be viewed at
http://www.usc.edu.au/privacyvpolicy.

Decline

If you click the Decline button, the red message box will be displayed. You can click the Back link to Accept refer
to Step 6.

You have chosen to decline confirmation of your personal details. You are unable
to complete your enroclment until you have confirmed your personal details.

If vou have any questions please contact Student Administration.

Visit us at Student Central, Ground Floor, Building C
Phone: +61 7 5430 2890
Fax: +61 7 5430 2882

-
-
-
e Email: studentadministraticn@usc.edu.au

IEE_:LCI

Step 7
When you Accept, the green message box will be displayed. You can click on the Continue to Student Centre to
proceed with your enrolment.

You have successfully completed the confirmation of your personal details and
you are able to proceed with your enrclment.

ICcntinue to Student Centre

Step 8
Prior to enrolling go to www.usc.edu.au/step3 and Section 4 of this guide to plan you study.
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Getting Around
USCCentral

USCCentral Student Centre

After you have accepted your offer you have access to the Student Centre homepage in USCCentral. This section
will provide you with details on how to get around USCCentral.

When you login to USCCentral this is the first page that you will see.

i Student Center
[emy seveamte | )
: : F_ 5
No Holds, R
2 No Ta De's. I 6
—/ 0 " s >—<
7
' s R
3 8
~— )
'
. 5 9
g v Contact Infarmation —
4 ——— 10
ceher persanal e i R
1 | Menu
g
Enrol
1 > L inf u ) Menu 71 Manage your enrolment
.ersona n f)rma fon . n (refer to pages 20-36)
View and edit your personal .
inf . @ Personal Information
| Information ) > Course Information
P Enrol®
- N ® Program Examination Schedule
Program J b Schedule @———————| (refer to page 40)
This is function is not enable for all D Finances @
International students [~ s
\ y, — Student Centre g
[ Reporting Tools Finances
) | View your fee invoices and

Grades
View your final grades
(refer to page 41)

financial details
(refer to pages 37-39)

J -
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Program and Enrolment

Finances (fees)

N
Bl Class List of courses currently enrolled
E;r:” — E"Q ACC 210-Financial Accounting (Lecture) L1 ® . . .
Erogram E"Q ACC 210-Financial Accounting (Tutorial] T1 (thls WI” be blank If you are nOt enrO”ed)
Srades E“ﬂ IBS 220-Cross-Cultural Management (Lecture) L1 )
: [t 185 220-Cross-Cultursl Mansgemant (Tutorisl) T4 N
@ [5f, 188 221-Trads & Finance in Global Econ (Lecture) Access to Weekly schedule
L1
53 |1BS 221-Trade & Finance in Global Econ (Tutorial) (refer to page 29)
adhe! )
weekly schedule N\
envolment cart @—] Access to enrolment cart
(refer to pages 27-28)
J

My Account Account Summary

Account Tnguiry
You owe 1,816.00.

n Due Mow 0.00

other finzncizl...

®

s Future Due 1,816.00 @

Currency used is Australian Dollar.

(
L

View your fee charges on your account ]

@ Personal Information

View and edit your mailing and permanent address*, telephone number, emergency contacts and your names*

Note:

*|nternational Students cannot change their permanent address on USCCentral. Please contact Student Administration

(refer to page 3) to arrange for your permanent address t
address and it cannot be an Australian address.

** Only preferred name can be changed on USCCentral.

0 be updated. The permanent address must be an overseas

) Contact Information
Cemcographic Data

Emergency Contact

Notries Permanent Address

123 Demonstration Drive
Sippy Downs, QLD, 4556

v|®

other personal...

Permanent Phone
None

T Perszonal Information

Mailing Address

123 Demonstration Drive
Sippy Downs, QLD, 4556

USC Email
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Holds

You can view the detail of Holds here. A student may have a hold imposed on their record for failure to pay by the
due date:

e tuition fees

e library fines

e student loan repayments

o field trips payments

e orother invoiced amounts

Mo Halds.

A hold on your record means that you will not be able to enrol and/or see grades for your courses. To have the
student hold removed; you must pay all of your overdue fees and charges and advise the University that you have
made the payment.

E] To Do List

Reminders generated here for you to action. For example, you have outstanding Compulsory To-Do items.

¥ To Do List
Mo To Do's.

Enrolment Dates

Link to access important enrolment dates.

b

Enrolment Dates

Open Enrollment Dates

Help and Assistance

Link to USCCentral Guide and Getting Started at USC pages.

—

Help and Assistance

USCCentral Guide
Getting Started at USC
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E] Student Links

You can access USC Portal (Blackboard) and the Class Timetable for the current study period. Class Timetable
also available at: www.usc.edu.au/timetables

¥ Student Links

USC Porkal
Class Timetable

Contact Us

Contact pages of Student Administration and IT Service Desk

Contact Student Administration

Zontact IT Service Desl
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Changing your password

IMPORTANT
e |tis recommended to change your password regularly in USC Portal (Blackboard).
e You cannot change your initial password until you are enrolled in courses.

Step 1

1. Open your internet browser and navigate to the USC homepage www.usc.edu.au
2. Place your cursor on the Log in, click on Portal (Blackboard) or the direct link https://online.usc.edu.au

Cortact USC | Shodentbandiock | Library

University of the
Sunshine Coast

Queensland, Australia

Information for:

NEW STUDENTS
WELCOME TO USC

ACCEPT YOUR OFFER
AND GET STARTED

Future students

International s

Research students
Aumni

School and teachers
Hedia

Staff

APPLY NOW:
! 2 Explore
> J et i o courses and progra

Student directory.

USC receives $24 million for
regional expansion plan

USC to construct new buildings st Sippy Downs
cempus and st Gympie

\

Portal (BladEoard)

Find a PC

Ceonnect to wireless

Webmsil (staff

- J
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Step 2
Click Change your password? and follow the detailed instructions.

Welcome to the USC Portal

Username:

Password:

Login

s Tip
If you have forgotten your password,
Forgotten your password?

CamnnmmT) you can reset (lit?by clicking Forgotten
Return to the USC Website our password:

Step 3
Enter your Username and Password then click Login.
Simarine Comt

Queensland, Australia

Web Systems Login

Copyright Conditions Notice
Help and Frequently Asked Questions

Username: |

Policies and Rules
Password: | News and Status Info
I Eﬂn Getting Cnline with Blackboard
Remote Access
Contact Us
USC website

Web Browser Test
Check your browser's compatability with USC web systems.

Step 4
Enter your Username and Password once again and click Login and follow the detailed instructions to change
your password.

Uniiversity of the = Tip
Sunshine Coast .
Queensiand, Australa Allow 10 minutes for your new password to

ldenti ty Manage r synchronize to all University systems.

Ussrnams: Passwaord:

| | |
=+ Fargot Passward?
I ...Loiin '

NEED HELP?

For help with your Username and Password, contact IT Service Desk for assistance:
e Email: StudentITHelp@usc.edu.au
e Phone: +61 7 5459 4455
e Inperson: Library Information Desk, First Floor, Library
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Plan Your Study

For information on planning you study go to www.usc.edu.au/Step3

How to find your Study Plan

e Plan your study before you enrol. If you have not received any credit transfer your Study Plan is available
in USCCentral.

e Inthe USCCentral Menu click Enrol then Study Plan. Click Study Plan located to the right of your program
of study.

e If you are intending to apply for credit transfer from previous studies contact the Faculty Program Advisor
for guidance regarding your study plan.

e if you have a received credit transfer refer to the study plan provided with your USC letter of offer.

Menu =

[~ Student Centre
[ Personal Information

LCourse Information
I’ Search ]I’ Plan ]( Schedule ]( Enroll ]( Program ]( Grades ]
| study plan ” add || drop ” swap || enrollment dates |
— Adda Class
— Drop A Class Study Plan

— Swap a Course
— View Enrolment Dates

— Enabling Programs

I> Program You can use the Study Plan to plan a program of study.

b S_chedule Click the link below to view your study plan (link opens in a new window).

[» Finances

I Grades

— Student Centre Bachelor of Business/Bachel of Commerce (Accounting) @
[ Reporting Tools T A

[ Your program of study ]

Click Study Plan - your study

plan will open in a new tab
Your Study Plan

Download the Study Planner at: www.usc.edu.au/Step3 and record your program of study. Planning your
program of study will enable you to:
e monitor your progress through your degree program
e plan your majors and minors (refer to your study plan)
e check course availability and pre-requisite and co-requisite study requirements
e plan your future enrolment and facilitate discussions of that plan with your Faculty Program Advisor
e check your eligibility to graduate

Plan your timetable prior to enrolling

Download your Timetable Planner at: www.usc.edu.au/Step3
Timetable Planner
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How to access the Class Timetable

Step 1
The timetable with course, class schedules, venues and class number is available by either directly accessing USC
website at: www.usc.edu.au/timetables or via USCCentral Student Centre homepage.

Step 2
In USCCentral Menu, Student Links click on Class Timetable.

USC Portal
Class Timetable
I_'—iI I

[ Opens in your browser in a new tab.

Step 3
The Class Timetables opens in a new tab. Scroll down the page find your current Semester/Sessions to open the
Class Timetables PDF.

55|~ | @ student Centre ‘i-_CIass timetahles x| I Eh - B — s§u ~ Page~ Safety - Took - @"l
For historic t\metab\|!§'nf0rmati0n which may help you plan your studies. refer to the nrevioﬁ ‘
Apply and enrol timetahles == a2 .
oo™ ﬁ Student Centre E_ Class timetables x
Calendars and timetables When enrolments open clg T e Ry (TS ToT & Ot SOt e oo e e e

Class timetables your courses and class options well in advance

Pravious timatables Please download and save a copy of the timetable, available below or from Student Central on Blackboard, prior to the enrolment

. commencing Once enrolment opens select the courses / classes you prefer and enrol as soon as pnssm\e
Academic calendars

- ) Please download the timetable from Student Central on the day enrolments open if required
Examination infarmation

Support and senvices Semester 1, 2012 V|eW a” Classes in thIS
Graduation - University Timetable. Semester 1. 2012 complete version (PDF 31?KB~,/ semester- includes closed and
Intemational students + University Timetable. Semester 1. 2012 open classes only (PDF 260KB) opened classes

« Tertiary Enabling Program. Semester 1. 2012 (PDF 140KB)

View all open classes — these are
available to enrol

Step 4
The Class Timetable PDF opens in a new tab. Scroll down the page to find your class timetable.

L Wb frmems e b - E Y mm o Pages Suetye Tooke i)

S| & oG- &) A 5 3T
: 1

University o he
Sunshine Coast

I e T o e T

B hktp: e usc, edu.any. )J

PLEATE CRECT VoL 1o Rt
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Step 5
e Find the course that you wish to enrol in. Choose a suitable class and record class number and preferred
class times on your Timetable Planner.
e Important — Do not choose any classes where the room number is prefixed by N. Room numbers prefixed
with the letter N represent classes held in Noosa (approx. 45-60 minutes from the Sippy Downs campus).
Classes in Noosa are not available to international students.
e Itis recommended to identify alternatives in case classes are full by the time that you enrol. Classes will

fill quickly and are filled on a first-in, first-served basis.
e Enrol as soon as you have finished your planning.

Example: you are enrolling into CMN102. You must select a Tutorial and a Lecture.

CMN 102 Communication Theory and Practice
Course Coordinator: Dr Gregory Nash

Class Nbr Which is a Meets every In room Starting at And ending at Between these dates
2493 Tutorial Mon CG50 12:00 14:00 27 Feb 2012 28 May 2012
2214 Tutorial Tue CG49 08:00 10:00 28 Feb 2012 29 May 2012
2025 Tutorial Mon CG50 18:00 20:00 27 Feb 2012 28 May 2012
2024 Tutorial Thu CG49 18:00 20:00 01 Mar 2012 31 May 2012
1919 Tutorial Tue CG49 10:00 12:00 28 Feb 2012 29 May 2012
1902 Tutorial Wed c141 14:00 16:00 29 Feb 2012 30 May 2012
1898 Tutorial Wed KG48A 10:00 12:00 29 Feb 2012 30 May 2012
1897 Tutorial Wed KG48A 08:00 10:00 29 Feb 2012 30 May 2012
1061 Tutorial Mon CG50 16:00 18:00 27 Feb 2012 28 May 2012
1059 Tutorial Mon CG50 14:00 16:00 27 Feb 2012 28 May 2012
1057 Tutorial Wed C141 16:00 18:00 29 Feb 2012 30 May 2012
TUtOfiaI 1056 Tutorial Thu CG49 16:00 18:00 01 Mar 2012 31 May 2012
[ y, 055 Tutorial Thu CG49 14:00 16:00 01 Mar 2012 31 May 2012
\—QOM Lecture Mon LT1 11:00 12:00 20 Feb 2012 28 May 2012

Lecture
Download your Timetable Planner at: www.usc.edu.au/Step3
. . University of the
Timetable Planner: Study Period 1,2012  Raf Sindime'coat
TIME MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY SUNDAY
9am - 10am
10am - 11am

11am - 12noon | CMMLOZ Lesture

Ropwa: LTL
Class no. 1054
12noon - 1pm
ipm - 2pm
2pm - 3pm CMML02 Tutorial
Room: CG49
Class wo. 1055
3pm - 4pm
4pm - 5pm
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ﬁ Enrol In Courses

For information on enrolling in courses go to www.usc.edu.au/Step4

If you experience problems with enrolling:

e Refer to Common Enrolment Problems on page 46; and/or
e Contact Student Administration (refer to page 3) or USC International (refer to page 4)

Step 1
1. Have your Timetable Planner with you when enrolling to avoid timetable clashes and to identify
alternatives, in case classes are full by the time you enrol.

2. In USCCentral Menu, click Enrol and then Add a Class

Menu []

= Student Centre
[ Personal Information

[ O e [nfarmation
= Enrol

— Search far Classes

— Sdy P
|- Add a Class

— Drop A Class
— Swap a Course
— View Enrolment Dates
— Enabling Programs

[* Program

[+ Schedule

[ Finances

[ Grades

— Student Centre

[ Reporting Tools
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Step 2

1. Select the Term you wish to enrol into by clicking in the circle.
Note: Postgraduate students may have more than one term listed, select the term in which you are
commencing (refer to your letter of offer) and follow the steps.

2. Click CONTINUE button

2]

Se¢lect a term then click Continue.
Term Career Institution

@ !2012 Semester 1

‘Undergraduate ‘ Uni of the Sunshine Coast

| ! !
QO |2012 Session 3 Undergraduate ‘Uni of the Sunshine Coast
& }20 12 Session 5 Undergraduate ‘Uni of the Sunshine Coast

CONTINUE  J&—| -

Step 3
Click search for classes button

Add to Cart:
Enter Class Number

from timetable

[_ enter |

OR

Search for Classes

@ Class Search

[ search for classesk—

2011 Session 11 Shopping Cart

Your enrollment shopping cart is empty.
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Step 4
For this example, you are enrolling into CMN102 (classes are listed on your Timetable Planner). This course
requires you to select both a lecture and a tutorial.

1. Type CMN in Course Subject
2. Type 102 in Course Number
3. Click SEARCH

Class Search Criteria
Course Subject select suhjectl ICMN ]: 1

Use alpha characters from course code eg. ACC for Accounting
H lal
Course Number | is exactly hd | I 102 I 2
4

Course Career

Use numerical value e.g. 106

Show Dp.en Classes Dnly]

Use Additional Search Criteria to rfarrow your search results.

DAdditiunaI Search Critefia

Return to Add Claszzes CLEAR CRITERIA |m—— 3

= Tip
If you wish to view both open and closed classes, uncheck this
box before clicking SEARCH button.
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Step 5

Scroll down the page and all available classes will be displayed.

1. Refer to your Timetable Planner.
0 Inthe example on page 19 the following classes were chosen:

Tutorial class number 1055, scheduled on Thursdays at 2pm-4pm
Lecture class number 1054, scheduled on Mondays at 11am-12pm

2. Select your tutorial class first and ensure that the class numbers schedule matches your Timetable

Planner.

Note: Some courses may vary in the type of classes. For example, some courses may not have a Tutorial
however, have a Workshop, and/or Laboratory scheduled.

- J

Section codes:
LEC = Lecture Status
TUT = Tutorial @ class is Open, you can select this class.
WKS = Workshop (3 class is Closed you cannot select this class.
LAB = Laboratory
ONL =Online

( \ % CMN Q02 - Communication Theory and Practice
The
Lecture(s
. ( ) Firstn 1-70f7n Lag
will always
appear .kection L1-LEC(1054) l Status ® select classl
ﬁrst in thlS Session Regular
W|nd0W Days & Times |Room Coordinator | Meeting Dates |
. . LT1 Lecture Theatre ) 20/02/2012 -
\. J/ Mo 11:00AM - 12:00PM |7 gyt Gregory Nash 28/05/2012
In this @ ection TiTUGT) sas g —
example Session Regular
TUtorIaI Days & Times |Room Coordinator | Meeting Dates |
class Th 2:00PM - 4:00PM  |CG.49 Tutorial Room |Gregory Nash B O5/ 20l
ber 31/05/2012
num
Section T12-TUT(1056) Status 0 select classl
Session Regular
Days & Times |Room Coordinator | Meeting Dates |
) e ; ) 01/03/2012 -
Th 4:00PM - 6:00PM CG.49 Tutorial Room  |Gregory Nash 31/05/2012
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Step 6
Available Lecture(s) will be displayed. Note: There may only be one lecture sch

1. Select the lecture that you wish to attend by clicking in the circle.
2. Click the NEXT button

eduled as in the example below.

CMN 102 - Comn Theory and Practice

Tutorial zelactad: Section T11

Th 2:00PM - 4:00PM 01/03/2012 - 31/05/2012 CG.49 Tutorial Room

. Cpen D Closed

Select Lecture section (Required):

Class|class

o | Schedule Room Coordinator Status
Mo 11:00AM - 12:00FPM
1054 20/02/2012 - LT Lecture .« G- Nash @
28/05/2012 satre g
View All Sections & First n 1of1 n Last

" MNEXT l

CANCEL

The tutorial that
you selected in
Step 5 will be
displayed here.

o

NOTE: If the course requires multiple classes (e.g. Laboratory, Tutorial and/or Workshop) the window in Step 6 will
be displayed after you click the NEXT button. Check your Timetable Planner for your required classes.

Step 7

1. Check the details are correct and click NEXT and go to Step 8

2. If the details are not correct click CANCEL
CMN 102 - Comn Theory and Practice
Class Preferences
Grading Graded
CMN 102-L1 Lecture .Dpen
CMN 102-T11 Tutorial @ gpen Units 12.00
Program BBus/BCommerce (Accounting)
Session Regular Academic Session
Career Undergraduate
CANCEL I MNEXT l
3. If you clicked CANCEL due to incorrect details the following message wi

Il be displayed.

4. Click CANCEL to return to Step 3 to start your selection again. Or click OK to return to Step 7.

Add Classes

[ O ]|[ Eanﬂ-l]
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Step 8

1. The message in yellow A displays that CMN102 has been added to the Shopping Cart (Note: also
referred to as Enrolment Cart).
2. Click on ENROL IN CLASSES button to proceed to finish enrolling.

Note: We do not recommend that you click the search for classes button to add other course classes. For
example:
e If you click search for classes to add COR111 into the Shopping Cart, the CMN102 classes that you
selected may become full while you are adding COR111 therefore you miss out on these classes.
e While the CMN102 classes are in your Shopping Cart you have not yet finished your enrolment until
you click the FINISH ENROLLING button in Step 9.

C )

2012 Semester 1 | Undergraduate | Uni of the Sunshine Coast change term |

Add to Cart: 2012 Semester 1 Shopping Cart
Enter Class Number Delete Class Days/Times Room Coordinator |Units| Status
; Th 2:00PM -
[ ieEElE CMN 102-T11  4:00PM e
enter | ]j (1055) 01/03/2012 - G. Mash 1200 @
31/05/2012 Room Shopping Cart

OR Mo 11:004M - LT1
= h for cl CMN 102-L1 12:00PM Lecture

sarch for tiasses (1054) 20/02/2012 - Theatre 1- |G. Nach (]

@ Class Search L ’ 28/05/2012 Bldg ¥ )

search for classes

= Tip
If you wish to delete any classes in the Shopping
Cart, click trash icon before you finish enrolling.

USCCentral New International Students Guide - Version 1 Page | 25



Step 9
1. Check that the classes:
e that you selected are listed below; and

e the status is still '. open.

2. Click the FINISH ENROLLING button to complete your enrolment.

Class Description Days/Times Room Eoordinator| Units| Status|
Th 2:00PM - .
E:l“é';;l”z'-r“ gt?arcnt?cl—h(?ritc;r?;ﬁ 4:00PM 01/03/2012 ESD':': Tutorial | ¢ pash 12.00, @
/ 4 |- 31/05/2012
Mo 11:00AM -
CMN 102-L1 Comn Theory and | 12:008M '1-_1h—1 '-tECt'-l'fE R ®
(1054) Practice (Lecture) |20/02/2012 - Eldea}ze - MEs
28/05/2012 g
CANCEL PREVIOLS | FINISH ENROLLING
Step 10
Check your enrolment Status.
Class Message Status
CMM 102 Success: Thiz clasz has been added to your schedule.
N

" Success: enrolled

X Error: unable to add class J

4 I
< Tip
If you receive an error message:
e Refer to Common Enrolment Problems on page 46; and/or
e Contact Student Administration (refer to page 3).
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How to access to your Shopping Cart (Enrolment Cart)

& IMPORTANT

If you did not finish enrolling and have classes in the Shopping Cart, please be aware that the
classes may no longer be available. It is highly recommended that you follow steps 1-10 on pages
20-26. However, if the circumstances arise that you need to return to your Shopping Cart to
complete your enrolment or to trash unwanted class selections, follow the steps below.

Step 1
In USCCentral Menu, click Student Centre
Menu [=]

= Student Cenire
[* Personal Information
[* Course Information
[ Enrol
> Program
[* Schedule
[ Finances

= Student Centre
[* Reporting Tools

Step 2
You will be at the homepage of USCCentral. Under Program and Enrolment, click enrolment cart link.

(@) G0 1o ey Class schedsie 1o view classes
you have enrulled in for your next

¥ Program and Enrolment

Search [

Plan @ Go to My Class Schedule to view classes

m-d-”—“"i you have enrolled in for your next

Program semester/session of study

Grades

) —

[ other academic... v-.();)
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Step 3
1. Select the Term you wish to enrol into by clicking in the circle.
2. Click CONTINUE button.

Term Career Institution

‘ 2012 Semester 1 Undergraduate Uni of the Sunshine Coast

r_l CONTINUE 2

Step 4
Your Shopping Cart will be displayed.

1. Tick the select class box
2. Click the delete button to trash unwanted class selections, or
3. Click the ENROL button to finish enrolling from this page and follow Step 9 on page 26

Add to Cart: 2012 Semester 1 Shopping Cart
Enter Class Number Select|Class Days/Times Room Coordinator Units | Status
from fimetable N 1021 |40oPM £&.as
[ enter | (1055) 01/03/2012 - Tuterial o aen 1z.00, @
31/05/2012 Roem
L= Mo 11:00AM - LT1
omiozis et e e ®
® Class Search 28/05/2012 Eldg K
search for classesl
for selected: m__
A

2]
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Accessing your Class Schedule (Timetable)

Once you have completed enrolling into courses, you can view your class schedule in USCCentral.
The classes that you enrolled in are displayed on the Student Centre homepage.

Menu

=

= Student Centre

[> Personal Information
> Course Information
> Enral

[> Program

> Schedule

[» Finances

ade
|~ Student Centre

~ Program and Enrolment

[other scademic.. 9]

?
Eo
)
Y
£
o

Weekly Schedule

Class

ACC 210-Financial Accounting (Lecture) L1

ACC 210-Financial Accounting (Tutorial) T1

IBS 220-Cross-Cultural Management (Lecture) L1
IBS 220-Cross-Cultural Management (Tutorial) T4
IBS 221-Trade & Finance in Global Econ (Lecture) L1

IBS 221-Trade & Finance in Global Econ (Tutorial) T1

J

weekly schedule

enrolment cart

Click weekly
schedule to view My
Class Schedule.

My Class Schedule

-ﬂ'l Select Display Option O List view  (®) Weekly Calendar View l

<< previous week ||

Week of 28/11/2011 - 4/12/2011

| next week >> 1

Choose

aview

option:

Select (

Display

Option

Time

3:00AM
9:00AM
10:00AM
11:00AM
12:00PM
1:00PM
2:00PM
2:00PM
4:00PM
5:00PM
6:00PM

Show Week of [28/11/2011

Monday
28 Nov

BUS 211
Lecture
9:00AM - 11:00AM
Building K LTS

Start Time (8:00AM | End Time [9:0056

BUS 211
Tutorial
11:00AM - 12:00PM
Building K LT8

BUS 211
Lacture
1:00PM - 2:00PM
Building K LTS

Tuesday Wednesday Thurgfay
29 Now
To check your weekly
BUS10%  (lass schedule click
9:00AM - 11z
iading k| Next week or
\previous week
Building K LTa |
BUS 102
Tutorial

12:00PM - 1:00PM
Building C 6.50

BUS 102
Lecture
1:00PM - Z:00PM
Building K LTS

BUS 220
Lacture
1:00PM - Z:00PM
Building K LTS

BUS 211
Tutorial
2:00PM - 4:00PM
Building K LTS

Building C G.50

BUS 102
Tutorial
4:00PM - 5:00PM

BUS 320
Tutorial
2:00PM - 4:00PM
Building K LTS

refresh calendar I

Friday
2 Dec

1:00AM - 12:00PM
Building C G.50

BUS 105
Lecture
1:00PM - 2:00PM
Building K LTS

BUS 105
Tutorial
2:00PM - 4:00PM
Building C G.50

Saturday
3 Dec

Sunday
4 Dec
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Changing Your
@4 Enrolment

After you have enrolled in courses, you can change your enrolment by swapping, dropping or adding classes and
courses.

Swap a class (course)

If you have already enrolled in classes but wish to change the class schedule, you can swap your current class
(Lecture, Tutorial, Workshop or Lab) to another open class.

For example:

Your current
enrolment for

BUS101
‘. )

e You are currently enrolled in Tutorial
A for BUS 101; however, Tutorial D is

Tutorial B a more suitable time.

e Tutorial D has available/open @
spaces so you can Swap tutorial time

. Tutorial C
Tutorial A QP swan aces so you can Swa i2
Tutorial D k and keep the lecture time as it is. /

The advantage of using the Swap function is that you do not lose your place in Lecture A and Tutorial A if for
some reason swapping was not successful.

Available BUS101 classes

A
IMPORTANT

e Check the dates on the Academic Calendar at www.usc.edu.au/calendars for the last day
to swap classes or courses.

e Check your USC Student email for important date notices.

e Remember that you must enrol in accord with your approved Study Plan, and if you are
on a Student Visa you must maintain a full-time* study load and complete the
requirements of your program of study within the registered duration of the program.

*You may be able to enrol in a reduced study load in limited circumstances as
approved by USC.

e Please contact AskUSCI@usc.edu.au if you are considering making any enrolment changes
that deviates from your Study Plan.
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How to swap a class (course)

Step 1
In USCCentral Menu, click Enrol and Swap a Course.
Menu =

= Student Centre
[» Personal Information
[ Course Information
— Search for Classes
— Study Plan
— Add a Class
— [rop A 3
|- Swap a Course
View Enralment Da
Enabling Programs
- Pragram
[ Schedule
[ Finances
[» Grades
— Student Centre
Reporting Tools

Step 2
Select the Term you wish to enrol in by clicking in the circle, then click CONTINUE.
Term Careear Institution
O 2011 Semester 2 Undergraduate Uni of the Sunshine Coast
() |z011 Session 5 Undergraduate Uni of the Sunshine Coast
O 2011 Session 10 Undergraduats Uni of the Sunshine Coast
—WO 2011 Session 11 Undergraduate Uni of the Sunshine Coast

CONTINUE ——

Step 3

Select a class to swap from the drop down arrow. For example, swap BUS101 tutorial classes.
1. Select BUS101 from Select from your schedule
2. Click search button of Search for Class.

2011 Session 11 | Undergraduate | Uni of the Sunshine Coast change term

Swap This Class

: P
Select from your schedule I BUS 101: Applied Research Methads =3 1

:]
Search for Class l Class Search ;I l search ,.': 2
______ OR ---==-
Select from Shopping Cart I ;l &I
,,,,,, OR -
Enter Class Nbr ’7 enter

L My 2011 Session 11 Class Schedule
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Step 4
Search for the class to swap to.

Swap a Class

Enter Search Criteria

Class Search Criteria

1. Type BUS in Course Subject ]

Course Subject select subject |

Use alpha characters from course code eg. ACC for Accounting

[is exactly =l for 2. Type 101 in Course ]

Course Number
| El
Use numerical value e.g. 106

Course Career
l"— Show Open Classes Only

Use Additional Search Criteria to narrow your search results.

|> Additional Search Criteria

CLEAR CRITERIA I SEARCH |I<-—[ 3 ClICk SEARCH ]

Return to Swap a Class

Step 5
Scroll down for open tutorial classes (Status @). Find the class you wish to swap to and click select class. In this

example Tutorial 3 is selected.

[ Note: Lecture ]

Status . select class

Section L1-LEC(1005)
—

Session Sum Sess A

Days & Times Room Coordinator Meeting Dates
) . LTé Lecture Theatre &- 30/11/2011 -
We 1:00PM - 3:00PM Bldg K Liliemay Cheung 14/12/2011

Status . select class

Section T1-TUT(1071

Session Sum Sess A
Days & Times Room Coordinator Meeting Dates ‘
We 11:00AM - 12:00PM |CG.50 Tutorial Room | Lilliemay Cheung igﬁéggﬁ :
Section _T3-TUT(1073 saws @
Session SLI\ Sess A
Dayq & Times Room Coordinator Meeting Dates
We §2:00PM - 1:00PM | CG.50 Tutorial Room |Liliemay Cheung igﬁ;ggﬂ .

[ Note: Tutorial ]
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Step 6
Available Lectures will be displayed.
Select the Lecture you have already enrolled in as you are only swapping a tutorial class, then click NEXT.

Select Lecture section (Required):

Class |Class

e Schedule Room Coordinator |Status

We 1:00PM -

3:00PM 30/11/2011 LTG Lecture

- Thestre 6- Bldg
K

LT6 Lecture
Thestre &5- Bldg
K

LTS Lecturs & S @
Thestre 6- Bldg

K

LT6 Lecture

Theztre &- Bldg
K

View All Sactions First K1 101 I Last
CANGEL I NEXT l‘—

Step 7
Ensure that classes that you selected are open and click NEXT.

Class Preferences

Grading Graded
BUS 101-L1 Lecture .OpEﬂ

BUS 101-T2 Tutorial @ open Units 12.00

Program EEus/BCommerce
Session Summer Session A (Accounting)

Career Undergraduzate

Step 8
Your current and new class schedule will be displayed. Ensure that classes do not clash and click
FINISH SWAPPING to complete the process.

_|4u<—[ Click FINISH SWAPPING button ]
Step 9

Check the Status that the class has been swapped successfully. To view your class schedule for all of the courses
that you have enrolled in click MY CLASS SCHEDULE.

Class |Message Status
Swap BUS 101 .
WithpBUS 101 Success: This class has been replaced. —tL
l Iv CLASS SCH E H_

" Success: This class has been
swapped.
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Drop a Course

If you decide to reduce your enrolment load, and are eligible to do so, you can drop courses. For example, you
are currently enrolled in four courses but want to reduce your load to three courses by Dropping COR109.

For example:

Your current enrolment for Your new enrolment for
Semester 1 Semester 1

BUS101 BUS102

BUS101 BUS102

BUS103

BUS103 COR109

Drop

Drop and Add a Course

You may decide to drop a course and replace it with another. For example, you are currently enrolled in four
courses but want to Drop COR109 and Add COR110. If you wish to add a course after dropping a course refer to
Section 5, page 20.

Your current enrolment for Your new enrolment for
Semester 1 Semester 1

BUS101 BUS102 BUS101 BUS102

BUS103 COR109 BUS103 COR110

Drop and T
add a course

& IMPORTANT

e Check the dates on the Academic Calendar at www.usc.edu.au/calendars
for the last day to drop classes or courses.

o Refer to the USC Student Fees, Charges and Refund Procedures
at: www.usc.edu.au/FeeProcedures

e Check your USC Student email for important date notices.
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How to drop a course

Step 1

In USCCentral Menu, click Enrol then Drop A Class.

Step 2

Menu

=

= Student Centre
[- Persanal Infarmation

[ Course Information
|~ Enrol

— Search for Classes
— Study Plan

Coonaciass |

— Swap a3 Course
— View Enrolment Dates

— Enabling Programs
[* Program
[- Schedule
[- Finances
[» Grades
— Student Centre
Reporing Tools

Select the Term by clicking in the circle, then click CONTINUE.

Step 3

Term Career Institution
O 2011 Semester 2 Undergraduate Uni of the Sunshine Coast
O 2011 Sessicn 3 Undergraduste Uni of the Sunshine Coast
(O |2011 Session 10 Undergraduate Uni of the Sunshine Coast
() |2011 Session 11 Undergraduate Uni of the Sunshine Coast

CONTINUE

Select the class you wish to drop and click DROP SELECTED CLASSES.

Selact Class Description Days/Times Room Coordinator| Units | Statu
Tu 12:00PM -
1:00PM
25/11/2011 - ce.50
13/12/2011 Tuterial
Reem
Tu 12:00PM -
1:00PM c6.50
03/01/2012 - |Tutorial
@ BuS 100ty [ESenemis for  [17/01/2012 Aeem W 1200 o
[10601 (Tutarizl) Tu 4:00PM - CG.50 Alewznder
5:00PM Tutorial
25/11/2011 - Reem
13/12/2011
c6.50
Tu 4:00PM - Tutarial
5:00PM Aeem
03/01/2012 -
17/01/2012
Tu 3:00AM -
11:00AM
29/11/2011 - LTE Lecture
13/12/2011 Theatre 8-
Bldg K
Tu 9:00AM -
11:00AM LTE Lecture
03/01/2012 -  |Theatre &-
BUS 100-1s  [EECnOmiEs for  [17/01/2012 Bldg K . ”
(1007) (Lecture) Tu 1:00PM - LTS Lecture |MlEm=nder
2100PM Theatre 8-
25/11/2011 - Eldg K
13/12/2011
LTE Lecture
Tu 1:00PM - Theatre 5-
3:00PM Bldg K
03/01/2012 -
17/01/2012

[ DROP SELECTED CLASSES k—
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Step 4
Check the details are correct and click FINISH DROPPING.

Class | “Description | Days/Times | Room |Coordinator| Units| status|
Tu 12:00PM -
1:00PM
25/11/2011 - CG.50
13/12/2011 Tutorizl
Room
Tu 12:00PM -
1:00PM C6.50
03/01/2012 - Tutorizl
S SR 17/01/2012 Room L
iosmy Business Alexander 1200 o
110601 (Tutorizl) Tu 4:00PM - CG.50 -
5:00PM Tutorial
29/11/2011 - Room
13/12/2011
C6.50
Tu 4100PM - Tutorizl
5:00PM Room
03/01/2012 -
17/01/2012
Tu 3:00AM -
11:00AM
29/11/2011 - LT8 Lecture
13/12/2011 Theatre &-
Eldg K
Tu 9:00AM -
11:00AM LTa Lecture
03/01/2012 - Theatre &-
= - Y01/
BUS 102-L1 ELD;T:QI: for 17/01/2012 eldg K o o
ez (Lecture) Tu 1:00PM - LTE Lecture  AlEmmnder
3:00PM Theatre 8-
25/11/2011 - Bldg K
13/12/2011
LTa Lecture
Tu 1:00PM - Theatre &-
3:00PM eldg K
03/01/2012 -
17/01/2012

CANCEL PREVIOUS I FINISH DRC==II\G|

Step 5
Check the Status that the course has been dropped/removed successfully.

Class |Message Status

Success: This class has been removed from your
= ok schedule. J

& Success: this class has been dropped/removed
X Error: unable to droo class
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Managing Your
Finances (Fees)

For information on managing your fees go to www.usc.edu.au/payfees

How to view your financial (fees) account
e Your finances can be viewed in_USCCentral Student Centre homepage.
e Follow the three steps below to view your account and fees due date via the Menu.

Step 1
In USCCentral Menu, click Finances then View My Account.
Menu (=]

= Student Centre
[» Perzonal Information
[» Courze Information
[ Enrol
[* Program
[» Schedule
el inances)
— Wisw v Account
Lo view Wy jnvniee ]
Wiews My ECAF
Wiewe My eSAF

Note: ECAF, eSAF and eCAN are not relevant to International Students ]

[ Grades
— Student Centre
[ Reporting Toolz

Step 2
Your account summary will be displayed. To check your due date, click Charges Due link.

Account Summary

You owe 1,816.00. For the breakdown, access <

m Due Mow 0.00

m Future Due 1,816.00
Term Outstanding Clbaerpg::it&; Total Due
2011 Session 11 1.815.00 1,816.00
Total 1,816.00 1,816.00

Currency used is Australian Dollar.
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Step 3
Your fee Due Date will be displayed.

Charges Due

Following is & Running Totals summary by due date of the charges and deposits that you owe.
Review the Details by Due Date table to see the specific charges.

Summary of Charges by Due

Date

Due Date Due Amount Running Total

09,/12,/2011 i.816.00 i,816.00
=]

Find | View All | E First m 1ofil o Last

First 1) 1of1 .2 Last

Currency used is Australian Dollar.

 Details by Due Date

Currency used is Australian Dollar.

How to view and generate your fee invoice
Your invoice details the fees owed to the university. This invoice will contain both tuition and non-tuition charges.

Step 1
In USCCentral Menu click Finance then View My Invoice.
Menu (=]

I Student Centre
[+ Perzonal Information
[» Course Information
[+ Enrol
[ Program
[ Scheduls
— iew My Account
I— View Wy n'.fuicel
- View My ECAF
- View My eSAF
- Wiew My eCAN
[+ Gradez
— Student Centre
[* Reporting Toolz

Step 2

Click Generate Current Invoice link. If you wish to view previous invoices, click Get Prior Invoices.

Note: Invoices are updated regularly in Prior Invoices, for example, when program and/or courses are changed
and payments are made.

IGenerate Current Im'oicel4—
———

To find other invoices click 'Get Prior Invoices’ or enter Invoice Date and/or Term for
invoices required.

Invoice Date Eﬂ

Prior Invoices

Term @ Get Prior Invoices | ¢——
Find | L2 First n u Last

View Invoice

Invoice
Date

71777 29/08/2011 2011 Semester 2 View Invoice

Invoice Number Semester
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Step 3
The invoice will be displayed in a new tab.

i [ ooy Vvt | oohepuiier [ popmsis | ==

. Stutent Invates . . e
ST — g Wiew My Invoice x g http:f fusccen-cscpy.usc.inte. . I-
= Bk EC L Bacaate Cucact Lo
fores . o -lng v ™~ ! u Carm ana
v =
s miporang fost

1
Ty BABMEEAE 1843 Bemaster B Yiee lovsice

Samsseary Aitiity Chesees Dee Beasesfe Lowswice
= ]
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Examination Schedule

Follow the two steps to view your centrally scheduled examination timetable which includes the time and venue.

Step1
In USCCentral Menu click Schedule then Examination Schedule.
Menu E‘

= Student Centre
[> Personal Information
[> Course Information
[> Enrol
> E

[ECLE
[> Finances
[> Grades
— Student Centre

Step 2
Your examination timetable will be displayed.

Examination Detailz

Exam Date Course |Title Schedule Venue

i = w w
;‘Deldlne’da” (OEWET 4% e |Rmeneel fememang 8:30AM - 10:40AM Sports Stzdium

Trade & Finance in Global

Monday, November 21, 2011 1BS5221
Econ

8:30AM - 10:40AM Sports Stadium

/D Tip \

e Examination timetable is normally released in Week 8. If you cannot view your
examination timetable after Week 8, please contact Student Administration.

e NOTE: You are strongly encouraged to carefully read the following documents
for important information regarding examinations:
http://www.usc.edu.au/University/AbouttheUniversity/Governance/Policies/A

k ssessment.htm#Examinations j
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Grades (Results)

Follow the three steps to view your final grade (results).

Step 1
In USCCentral Menu click Grades then View My Grades.
Menu E]‘

= Student Centre

[» Personal Information

[» Course Information

[» Enrol

[» Program

[» Schedule

> Finance
= View My Grades
— View My Transcript
— Student Centre

Step 2
Select the Term by clicking in the circle and click CONTINUE.

Future Graded Terms
Academic Career Term Grade Release Datel
Undergraduate 2011 Session 11 0s/02/2012 ® Future grade rEIease dates are
Undergraduste 2011 Session 10 23/12/2011 also d|sD|aVed here
ndergraduate 2011 Semester 2 16/12/2011

Graded Terms

Academic Career Term
(O Undergraduate 2011 Semeaster 1
—’oundargraduate 2010 Session 11
() Undergraduate 2010 Semester 2
O undergraduate 2010 Semester 1
() Undergraduate 2009 Semester 2

CONTINUE

Step 3
Your grades will be displayed.
View My Grades

2011 Semester 1 change term

Subject Catalog Number Class Title |M.|lk IGr.:d-\: |F‘lugr.:r|| Code ||‘rugmm Name
|ACE 1211 A|Bummess Frisnes il (359 (BB AGE).
COR 110 Innovation 63 Pass BU3SS BB/BC[Acc)
|ACC 311 Taxation Law and Practice 72 Credit BU3SS BB/BC[AcE)

print view
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% Unofficial Transcript

Follow the steps to view your unofficial transcript.

& IMPORTANT

e If you require an Official Academic Transcript, complete the form, pay the fee and submit
to Student Administration.

e For more information on Official Academic Transcript and request
form: http://www.usc.edu.au/AcademicRecord/

Step 1

In USCCentral Menu click Grades then View My Transcript.
Menu E|
= Student Centre

[» Personal Information
[ Course Infarmation
[ Enraol

[ Program
[ Schedule
[ Einanre

.

— Student Centre

Step 2
Select from Report Type drop down menu choose Academic Record and click view report button.

Choose an instituticn and report type and press View Report

“this process may take a few minutes to complete. please do not press
any other buttons or links while processing is taking place™

Academic Institution |Uni of the Sunshine Coast |%
_’[ Report Type Academic Record e

Information For Students
This is an unofficial transcript for your infoermation, and can be used as proof of
enralment to Centrelink, if nesded.

VIEW ALL REQUESTED REFORTS
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Step 3
The unofficial academic record will be displayed in a new tab.

{= View My Transcript - Wind ernet Explorer
O - € imerom s 3 (R[] %] [B e 5-

Bl Edt Yew Favortes Tools Help

x @ Covert - [ Select

i Favorites | o 3 Google Translate:

22|+ | @8 view My Transcrit X | @ httpsjusceen-cscpy. uscinte. -8 Y @ v page- Sefety- Took - @- 7
|88 - | (€ view My Transcript )1 fg hikp: ffusceen-cscpy usc.inke. ., I

Menu 1= —;
= Stugent Centre a I

i Personal Information [ — )

b Course Information

b Envol n ) e [ schedu ol || Program .

» Program [ Searc| | lan ]| Schedule \( Enrol f o Grades

b Schedule View Unofficial Transcript

¥ Finances

 Grades Previous Requests

— View Iy Grades
View My Transcript
Student Centre

b Reporting Tools. Find | View All | H First K 3-8 of 4 D 1ast
d

Request Date |Description Institution

view report] 03/10/2011
view report] 23/09/2011
view report] 20/12/2010
view report| 09/11/2010

CANCEL

29/08/2011
20/12/2010

08/11/2010

arch Plan Schedule Enroll Program Grades

Yy 9O

i

F1  Trusted sites 5 B0 -

(" 2mp A

If the unofficial academic record does not appear on your screen:

e check that you have popup blockers turned off in your internet browser
settings; and/or

e if you are using unsupported software on a Mac PC you may need to
install Mozilla or FireFox which is available for download free on the

\ internet. J
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ﬁ Credit Transfer Record

If you have applied for credit transfer, you can view the outcome in USCCentral by following the four steps below.
For more information on credit transfer please contact USC International (refer to page 4).

Step 1

In USCCentral Menu click Grades then View My Transcript.

Menu (=]

= Student Centre
[ Personal Information
[ Course Information
[ Enrol
[ Program
[ Schedule
- Finance

— Student Centre

Step 2

From the Report Type drop down menu select Credit Transfer and click view report button.

Choose an institution and report type and press \fiew Report

**this process may take a few minutes to complete. please do not press any other
buttons or links while processing is taking place**

Academic Institution | Uni of the Sunshine Coast

Report Type Credit Transfer -

Information For Students

Use this transcript to review Credit Transfer that has been processed for vou.

View ALL REcuesTED REFORTS
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Step 3
The credit transfer record will be displayed in a new tab.

{2 View My Transcript - Windows Internet Explorer

B0+ € memmormenons

Ele Edt  Yew Favortes Tools Help
x @ Covert + [ Select

E5.c ) | 49| X | |} Fifi and Jes £~

¢ Favorites | 5§ Google Translste.

22 = | @8 view My Transcript X @ hitp:/juscoen-cscpy.uscinte.

= Student Centre.

X ! @ http:/fusccen-cscpy  usc.inte. !

& Personal Information IS
b Course Information -
b Enrol i i 1 )
e [ search | Plan ]| Schedule \( Enroll f Program Grades
b Schedule
b Finances
= Grades
— View Iy Grades

View My Transcript
Student Centre.

b Reporting Tosls

View Unofficial Transcript

Previous Requests

Requested
Print Date

03/10/2011
29/09/2011
20/12/2010
vle-mliﬂd 09/11/2010 UNIVE LACD10 09/11/2010
CANCEL
Search Plan Schedule Enroll Program Grades
sate .  ®
-
< | >
F1 o Trusted sies i Bioon -

/a Tip

settings; and/or

k internet.

If your credit transfer record does not appear on your screen:
e check that you have popup blockers turned off in your internet browser

e if you are using unsupported software on a Mac PC you may need to
install Mozilla or FireFox which is available for download free on the

\

/
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Common Enrolment
Problems

Below are some of the more common errors encountered in USCCentral when you enrolling into courses. If you
need help with using USCCentral contact Student Administration staff for assistance:

e Email: usccentral@usc.edu.au

e Phone: +61 7 5430 2890

e |n person: Client Services, Student Central, Ground Floor, Building C

1) Class Number XXXX is Closed, the following symbol is displayed [J

Please choose another time as there are no more places are left in that class. Check for classes (Tutorials, Lectures
etc.) that are open with the following symbol O Do not wait too long as classes will fill quickly and are filled on
a first-in, first-served basis.

2) Unable to add a class

The requisites may not have been met. You are trying to enrol in a course for which there is a pre-requisite that
you have yet to complete successfully. Check the class description for a list of enrolment requirements. Contact
your Faculty Office if you require further assistance. If you are a Study Abroad or Exchange student contact USC
International via study@usc.edu.au

3) You cannot add a class due to a time conflict with another class

The class that you attempted to enrol in, clashes with another class in which you are already enrolled. Check your
timetable and choose another time for the course in which you are trying to enrol, or the one with which it
clashes, before contacting your Faculty Office.

4) Instructor consent required
You must obtain formal approval from the Course Coordinator to enrol in the course. Contact your Faculty Office
for advice. If you are a Study Abroad or Exchange student contact USC International via study@usc.edu.au

5) You have a hold on your record.
The hold on your record must be removed before a transaction can be processed (refer to page 13).

6) You try to enrol in classes, and the following message pops up.
@ You do not have access to enrollment at this time.

Enrolment is not open yet. Check your USC email for advice on open enrolments dates and USCCentral, Student
Centre and open enrolment dates. If enrolment is open please contact Student Administration (refer to page 3)
for assistance.

7) The following messages are displayed:
® Available seats are reserved
e Reserved seat requirement not met
e Available seats are subject to reserve capacity requirements

The class is reserved for students enrolled in a particular program, major or minor. Refer to the timetable notes
on the class you are trying to add. Choose another class time.
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