Enrolment & Class Registration Instructions eStudent —
Session 1, 2012

To Login to eStudent & Enrol in Units

1. Login to eStudent at https://studentl.mqg.edu.au.

Enter your Macquarie Student ID. If you are logging in for the first time, please click on “Click here
for Login assistance”. After you log in you will be required to change your password. If you have
accessed eStudent previously, enter your Student ID and current password.

Select the My Enrolment menu.

If you are new to your course and have submitted an eCAF, the University must approve it before
you can enrol. To check if your eCAF has been approved select My Offer / Submit Commonwealth
Assistance Form / View submitted Commonwealth Assistance Form. You need to have approved
funding before you start enrolling into units.

2. Choose a Unit
Select My Enrolment / ‘Enrol in Units’

Select your course with the status of “Admitted” (see below) and then click on ‘Continue to the next

’
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If this is your first time enrolling in your course, you will be directed to a page (see below) where you
must read and accept Macquarie’s Terms and Conditions prior to enrolling. To do this, click on the
link ‘Read and Accept Macquarie’s Terms and Conditions’.

Once you have accepted the Terms and Conditions (T’s and C’s), you will be able to proceed with
your enrolment. If you bypass the Terms and Conditions you will see the error screen below which
will prevent your enrolment until you read and agree with Macquarie’s Terms and Conditions.
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The ‘ENROL in units’ page will display your Study Plan that shows the required units and option sets
you can use to choose your option units (see below). If a unit is unavailable for enrolment, the
checkbox on the right hand side will not be selectable. This could be because the unit is not available
for the study period or the enrolment quota for that unit has been reached or the unit has a third
time enrolment sanction or because the prerequisites have not been met.
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1) Use the dropdown list or click 'Choose’ to select unit details.

2) Tick checkboxes on the right to select unit(s).
3) Click on 'Enrol into..." link below to continue.
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If a unit has multiple offering; eg, internal (on campus) and external (distance), you will see a drop
down box under the unit title. You can use this box to select your preferred attendance mode. If a
unit has one offering only, the availability details for this will be displayed in the drop down box by
default.

3. To add an optional unit (any unit which is a not a required unit or part of your major), click on the
link ‘Choose’ which appears next to an option set (e.g. the one titled ‘Option-Option for MAJ EL S40
Major and Electives — Science, Credit Points: 53’, in the screenshot above).

This will take you to a Search page that has two drop down boxes. In the first dropdown box, select
the correct unit rule and in the second box, type in the unit code of the optional unit you wish to
enrol into and click on the Search button (see below).
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Search Tips:

1. Click on the 'Unit Rules’ dropdown to view your choices,

2. Select the unit rule that encompasses the unit you wish to enrol in (2g. MATH123 to MATH136).
3. In the 'Unit' field enter the unit you wish to enrol in (MATH126) then dick 'Search',
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The search will return a list of units at the bottom of the page. Select a unit and click on the link ‘Add
the selected unit as a ‘Planned unit available for enrolment’. This will add the unit to your Study
Plan and the unit can now be selected for enrolment.
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4. When all of the units you need to enrol in appears on the ‘ENROL in units’ page, tick the check

boxes on the

right to select units and click on ‘Enrol into selected units’ link at the bottom of the

page. This will then take you to a page which shows an overview of the units you are enrolling into.
You will need to click on the link ‘Enrol in these units’ at the bottom of the page to process your
enrolment. When you have successfully enrolled in your units, you will receive confirmation on the
screen that your enrolment is completed (see below).
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To view a list of your enrolled units, go to My Enrolment / ‘Check Unit Enrolment and Print Timetable’.



To Register in Classes

A class can be a lecture, tutorial, practical or seminar. Distance (external) units do not have classes. Refer to the University
timetable website at http://www.timetables.mqg.edu.au.

1. View Timetable

Select Choose My Classes / Register in Classes for an overview of your currently enrolled units with timetabled classes.
Select a ‘Year Study Period’ from the dropdown box that is next to ‘Units for’ and then click on ‘Refresh’ button. This will
show all your currently enrolled units and the timetable for the selected study period.

The Traffic light indicators provide a visual representation of class registration status for each enrolled unit.

The statuses are as follows:

All classes have been registered
Class registration is incomplete

‘ No classes are registered yet

Note:
e If there is only one option available for a class, you will see ‘Auto Register into all single class activities’ button, click
on this if you need to register into all single classes.
e If you want to register into clash free classes, click on ‘Auto Register into clash free classes’ button.
e Click on ‘PRINT’ button to print a copy of your timetable.

MACQUARIE
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http://www.timetables.mq.edu.au/

2. Register into Classes

Click on the ‘Register’ or ‘Change’ button to see all the available classes for lectures tutorials etc for an enrolled unit and to
register or unregister from a class. To swap classes, remain registered in your first class, tick checkbox on the preferred
class and click on ‘SAVE’. You will not be able to register in classes that are full. Refer to the legend on the left side.

Ensure you have registered in all classes, including lectures and tutorials etc for the unit.

The University strongly recommends that you do not clash lecture times. Select ‘Need Help?’ in eStudent for further
information.

To get more help with Class registration, please refer to the online tutorials at:
http://www.student.mg.edu.au/enrolment_tutorials/
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3. Check Unit Enrolment and Print Timetable
Select Choose My Classes / Check Unit Enrolment & Print Timetable.

The enrolment details for units in which you are currently enrolled are displayed. From this page, you can also email a
copy of your ‘Enrolment and Registration Advice (ERA)’ to your University email address.



