«s Student Enrolment Via
b myUNSW

Never Stand Still Human Resources

Our recent system upgrade has included the ability of student to now enrol themselves in both online

and face to face courses.

Please follow the below instructions.

Please note If you have any issues or are unable to enrol please contact HSEtraining@unsw.edu.au

Use this Guide to

e Enrol into Online or Face to Face courses

¢ View Training Summary

Version 1.0 May 2018
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Student Enrolment via myUNSW

Step 1
1. Onthe UNSW homepage

select myU NSW. About Us Future Students Geting Started Research Facultes  Newsroom Alumni Giving

brary | Maps | Cantacts Search

] UNSW

SYDNEY

Grand Challenges presents
"What needs to change?

Free lecture, Find out more,
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LATEST VIDEO g S LATEST NEWS
Making a city-sized [ . g Genetic study
dent in e-waste | ’ rll uncovers

evolutionary history
of dingoes

More from the Newsroor

Check out

Step 2 B T R — -
1. Click Sign On ' :

NSW myUNSW

SYDNEY your guide fo UNSW services and resources

; - si STUBENTS, sign cn for
Key Student Information NEWS - sign on for mare bt ol
: Changes to Student Email Cavent Swdents
il Key Dates Exams Sttt o ora 13 by i
—— o o a0
Handbook Sumamer Temm Forms
Attergion Farly Carssr Bewsarcher &
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Fees Enrolment Census Dates

Other Student Services

Semaster 2 Eqrolment Now Open

Foub: Accept Online Class Timetable Enrol wa myUNS

Are your comact details up to date?

Search the UNSW Handbook

gster opt
00t 1o have yorr detas removed. Sign.on
Ouick Search = e royLINSW for mone isformiation

3 Sty Livel and onter 4 w

Studenss, have yeu discavensd
Navigaietbe?

Enurdy Level

Word | Phrase | Search|

Step 3 — — ‘

1. Enter User ID, Password @ UNSW  web Single Sign On
and click Agree and Sign .-
on.

o

gtin |laweves, o o

Forgot password?

Fesonrces @ 56 out in e Polcy and the Pracedure
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Step 4 s—pe:
1. Select My Student Profile.

| Stestap | ve This websiie (5 All INSW wetnites ; sech

 UNSW | myUNsw

Singhe Sign On Appiications

Rem{s). To Moodie and sther aLaaming systems

iy Announcensests | )
raved Fegistrabon J’ i

f Academic Skills Plus [General Education course § USG)
Saobal Eaucation Trawd Regatration

myExpeten:
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eLearning =] more = 4
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Advan E xparience Thck moee for detils Key UNSW Information

Mo,
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1. Scroll down select Training PR— o o st o S
Registration. 5 O, = [ -
Graduations
O.nllnesewkes :;ﬂ:::.:t::’:-rll:r:lklmlewﬂcpnﬂkm Sydney
\ary Enroiment i
L:uals. < >
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Al Enralmant :
St e p 6 Jump To: Contacts | eLeamiag | SteMag | Hel ThAS wanaiy (5| AN L Wacan [Bearcti
1. SelectLearning &
Development tab. . UNSW myUNSW

Return to myUNSW Home Logged in as : I

T

~ Manage My Frofile

LEARNING &r DEVELOPMENT

HEALTH, SAFETY & ENV. LEARNING & DEVELOPMENT EMPLOYEE DASHBOARD

& :
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St e p 7 Jump To: Contacts | eLeaming | Saesvtap | He e Saels SR AR et
1. On this page you can
Request Training UNSW myUNSW

SYDMEY

Enrolment and check you ==
Training Summary.

Raturn to myUNSW Home

< Manage My Frofile Learning and Development

2. To enrol in a course select e — .
L. ‘f Request Training Enrolment nosed for s Al your name vl e lacod o wollal snd you vl bt sdised sccendingly I vecencies bocomo avedabie,
Request Training ’

Enrolment. From a list that is |7 Trinre Reaueststans
shown you can select to 5 Training Summary
search course by a number of
options, this example will
show selecting Search by
Course Name.

T Ll LR

deb Cody Suparvisor i) Sapervésor Name

3. Please Note if you have 2
records as shown in this
screenshot, try both records. dete

Step 8 Jump Te: CHNacts | eLeamin] | SteMap | Hap This wetante & A UNSW webase [Eoarch
1. Enter all or part of course
name into search box. UNSW myUNSW

SYDHEY

2. Click Search.

Return to myUNSW Home

€ Manage My Profile Learning and Development

Search

Rdbeatiraking Becinent Request Training Enrolment

Course Search
i1 Training Request Status

i Training Summary

u I Course Nama I I Search

Step 9

1. If you want to view
information on the course

. i ]
Cl | Ck Wh en you want to Retum to myUNSW Home Logged in as :
return to this page click € Manage My Profile Learning and Development

T Request Training Enrolment .
1 L Request Training Enrciment

Course Search

at bottom of page.

[ Training Reguest Status

2. To view available sessions
click View Available
Sessions.

i Traning Summary
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s et O A UwEa wastn Bearcn

Step 10 e T ottt St e
1. To enrolin a session click on
Rw myUNSW

svoREr

Session Number. (Please 2
note if this is an online course :
only one session number will ,
. 4 Manage My Profile Learning and Development
shown (0001) and the date is ~ o
. [ Request Training Enroiment View Available Sessions
course creation date) N s Ve AN A

[ Training Recuest Status.
g Fhequ The avatatis Sessions for the cowsa you caleciod 27w Istud beiow

= Training Summary
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o
™
[ T — Saareh

Step 11 B i

1. Details of the chosen session
will be displayed, ensure this UNSW myUNSW
is the session you want.

2. Tick the box that asks if you Rt o mAUKEI Homs
wish to be placed on waitlist. < Manage My Protle

Learning and Development

= Roquest Training Enroimant
T Request Training Enralment Session Detail A
3. Click. P s
o D and indcats e t0 be cxaced cn e wat o course s fu

| Training Summary ate rarge that B COOPGe coment 15 Sasabis dor. TROME & No watist Sor oadne

Seasion 0045

Dursticn [Miours) 16

skers e Datn Start Tene Fnt Time Tasbsing Facitry Hams

O This website @ All UNSW website [searcn]

Step 12 USSR

1. Scroll to bottom of page and
s UNSW
click T myUNSW

]

Logged in as : EN—

Return to myUNSW Home

AYTE=EO

< Manage My Profile Learning and Development

_ - “You wil be nolfied by emai when your nominated supervisor has reviewed your lraining regsiration informing you if R
i] Request Training Enrolment you have been appraved or denied and if you have been direetly enrolled into the eaurse o have been piaced onthe
wailst.

7] Training Request Status.
Course FIRSTA Provide 15t Aid - AKA - Apply

— . Sessien (249
i Training Summary
Course Start Date 02/11/2017
Start Time 10.00AM End Time 4:00PM
Duration (Hours) 18 0

Location AGSM

1] —
|

Employee ID 5085431

Comments
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Step 13
1. Click o

Jump To: Centacts | eLearming | Siehiap | Help

i UNSW

Return to myUNSW Home

< Manage My Profile

Learning and Development

[] Request Training Enrolment Request Training Enroiment

) Training Request Status Save Confirmation

V' The Save was successiu

{7 Training Summary

(O s wabsite ® Al LNSW wabsit

myUNSW

Logged in as : I Log Out
w "EO@

B NewWindow 7 Holp [T hil

Step 14

1. You will then be taken to
Submit Request —
Confirmation page.

2.  Your enrolment is now
complete

Jump Toc Contacts | sLeaming | Steha| fietn

) svomREY
iy 3]

BBt to myUNSIW Home
£ Manage My Profile Learning and Development

7 Reguest Training Enralment . )
o Submit Request - Confirmation

g yon nipessd s st

] Trairing Request Status

[ Treiring Summary
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Course FRITA
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Course St Date &
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Duration Mours) 16 ¢
Location ATSM
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