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ENROLLING is a two (2) step process:
1. Step1is when you apply to study a course/program at CIT.

2. Step 2 is enrolling/ registering your subjects for your chosen course/program.

Before selecting subjects you will need to:

M Check you are in the correct program & correct program level. E.g. Cert 4, Diploma, Advanced Diploma.

M Get a Unique Student Identifier (USI) - only needs to be verified once at CIT.

M Get Class reference numbers (CRNs) and or Block Code for your subjects - these are on most timetables handed
out at information and enrolment sessions or listed on the course web page.

1. After logging on to CIT Self Service with your CIT number and PIN the following screen will appear:

; i | Q IR -0 |arer

Canberra Institute
of Technology

WELCOME NEW STUDENT, TO CIT SELF-SERVICE!
Click Student Menu to

Personal Details Student Menu $ My Account Third Party Access ENROL into classes

2.
|

WELCOME NEW STUDENT, TO CIT SELF-SERVICE!

& Home > Student Menu

Personal Details Student Menu $ My Account Third Party Access
Apply for a Course Enrol into Classes Study Info w Academic Records « AVETMISS
STEP1 STEP2 AVETMISS informationis
» Timetable Information » Unofficial Record
« Create a new application « Enrolinto classes « Enrolment History Results
« Finishan old application « Withdraw from classes « Enrolment Status = Apprenticeship Sy C||Ck

« Confirm an application

ENROL into classes
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3. The next two (2) screens are the Australian Vocational Education &Training Management Information
Statistical Standard and must be updated for each enrolment to accurately reflect your current

employment status and completed qualifications.

National Reporting Data
q;m, wing information is collected for the | <05 of National Report

National Reporting Data et
PersonalDetails.
«@ Student Menu P T
Cremm Thisinf collected for the purpeses of ting and Planning Fora 90
$My Account

Fora 90 second video explanation click here. indgenous v
$My Account.

Have you completed any of the following qualifications? ( # tick allapplicable boxes) Third Party Act ¥
Third Party Access .

Cortificate | o than English at home? [Orty Engish spoken at home v

Certificate || a Yes, whichlangusge None v

Certificate 1l o How well do you sp esk English?

Certificate IV ] Do you think you: od halp with English?

Advancad Cartificats [m)

-

Diploma o

Associete Diploma o Hasring/Dast

Advanced Diplomaor Associate Dagres U1 Physicel

Bacheloror Higher Degree o Inxelloctual

OtherCertificate Lasiden

Whatisyour highest level of aducation?
What y serdid you achisvethis?

Main reason for underteking this program of study.

Are you stillsecondary schooling ?[No.not st secondry school v|
Whatisyour highest COMPLETED school laval 2 Completeavear12_v|
Inwhich year did hoollevel?|

Otherqual compl orincomplete /|

Continue to Enrol

Whaers didyou complats that schoollevei? [AINSW Schools v [

Continue

Save

4. New students - verify your Unique Student Identifier once at CIT

Unique Student Identifier

Personal Details

# Home > Personal Details > Unique Student Identifier
@ Student Menu The US| system saves a complete record of your vocational education and training enrolments and achievements (from 1 January 2015 onwards) which
can be accessed by you from a single online source. If you don't have a US|, apply for one using the link to the US| website, www.usi.gov.au
® $ My Account

Your USI needs to be verified once at CIT to enable enrolments.
Your first name must match the US| system
Your surname must match the US| system
Your date of birth must match the US| system

Third Party Access

If your name and date of birth do not match you will need to follow the Personal Details Change Procedure.

First Name:

Naw
Last Name: Student
Date of Birth: 03 Mar, 1988

Continuing students
should find most
data pre-filled.

Update your details and
click continue

Unique Student Identifier:

<«

CRICOS Provider

Enter your USI
Click to continue to verify
your USI once with CIT

5. Read and Accept the Terms and Conditions for Enrolment

6. Select the Semester you want to use for subject enrolment.

Enrolment Semester

# Home > StudentMenu > Study Info

Personal Details
> Select Term

(3 Student Menu
Choose the semester you want to enrol in.

() 5 My Account

Select a Term:

e

Semester 12017 v
Third Party Access

Select a semester for
enrolment.
Click SUBMIT

For help contact CIT student services by email infoline@cit.edu.au or (02) 6207 3177 Page 2 of 4
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7.

8.

Select Study Paths

Personal Details & Home > Select Study Paths

Select a Study Path. A study path is a course that you have applied for and confirmed.

Student Menu A Study Path is the name of the course or program of study. Select the course for the subjects you are enrolling into.

$ My Account

Select a Study Path:|24: SA-TH77 TPBarService

Third Party Access @

Enrolling — Adding classes

Select the course for the
classes you wish to enrol
into and click Submit

Depending on your timetable you can enter a Class reference number (CRN) 1 per box

Or
Select a Block code from the drop down list.

Click ‘Submit Classes’ to check your subjects and in some cases enter a start date.

Add or Drop Classes

# Home » StudentMenu > Study Info > Retum to Add/ Drop

Personal Details

Student Menu
TOADD CLASSES
$ My Account
1. Check CRNs/Block Code from timetable or given o you.
Third Party Access 2. Enter CRNs/Block Code into the table under Add Classes Worksheet
3. Click Submit Classesonce you are happywith your choices.
4. Click Finishto move on.

TODROP CLASSES

1. Select Web Dropfrom the action column.
2. Click Submit Classes.

3. Todropclasses if Web Dropis notavailable contact CIT Student Services (See HELP).

Getan Error?Goto Help (top right hand corner).

Add Classes Worksheet
Selected Study Pathis SA-THY 7 TPBarService

CRNs

prrey &=~ | 1 [

Block Code
Your timetable will clearly show a blockcode See HELP for more information
ubm ses RFCCLE

Enter 1 x CRN per box.
TAB or click into the next
box to enter multiple CRNs.

OR

Select a BLOCK CODE from
the drop down list.

Click SUBMIT CLASSES to
check your subjects.

For help contact CIT student services by email infoline@cit.edu.au or (02) 6207 3177
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9. Enrolment — Adding Classes for Open Learning CRNs

GCRN Course Course Title Duration Start Date (DD/MM/YYYY) Permitted Start Dates
74396 FBEV 113 Provide responsible service of alcohol 10 WEEK 02/05/2017 06/02/2017 to 23/06/2017
74397  FBEV154  Cleanendtidybarareas 10WEEK [Enter a start date | 06/02/2017 to 23/06/2017
. i
|
74398  FBEV 155 Operete a bar 10WEEK 06/02/2017 to 23/06/2017 If I'ECIUH'Ed enter a start |
i
H 1
74399 OHSS 457 Use hygienic practices for food safety 10 WEEK 06/02/2017 to 23/06/2017 date fo r you r Stu d 1es. E
. . i
Click Submit changes. |
i
Submit Changes ]

10. Enrolment — Check your classes

Message from webpage @‘ Message from webpage . @
STOP - Some enrolments have not been successful, see the .
i Check your classes and change if necessary. B ‘egistration error satus, You will see one of these
: Check with the teaching area for correct CRNs or Block codes. | messages prom pting y0u
: Click FINISH to complete enrolment and view your account. a?;;ﬁ;i’_\”SHm complete successful enrolments and view your to check you . c|asses-

| I Click OK

11. Check your classes and FINISH
|

Add or Drop Classes

# Home » Student Menu > Study Info > Returnto Add/Drop

TO ADD CLASSES
1. Check CRNs/Block Code from timetable or given to you.
2. Enter CRNs/Block Code into the table under Add Classes Worksheet
3. Click Submit Classes once you are happy with your choices,
4. Click Finishto move on.
TO DROP CLASSES

1. Select Web Drop from the action column.

2 Click Submit Classes

3. To drop classes if Web Dropis not available contact CIT Student Services (See
HELP).

Getan Error? Go to Help [top right hand corner).

Current Schedule

Status Action CRN Subj Crse  Title Study Path
¥*\Web Registered®* on 03 May, MNone hd 74396 FBEV 113  Provide responsible service of SA-TH77
2017 alcohol TPBarService .
Check your classes listed
**\Web Registered™* on 03 May, MNane r 74397 FBEV 154  Clean and tidy bar areas SA-TH77
2017 TPBarService here'
**Web Registered®™* on 03 May, MNane r 74398 FBEV 155 Operate a bar SA-TH77
2017 TPBarService
**Web Registered®** on 03 May, MNone r 74399 ©OHSS 457 Use hygienic practices for food SA-TH77
2017 safety TPBarService
Total Credit Hours: 4.000
. et 2015 10102 If your classes are incorrect
= v, 710
you can ‘web drop’ or call
Add Classes Worksheet
Selected Study Pathis SA-TH77 TPBarService H .
= infoline (02) 6207 3188.
Block Code

Your timetable will clearly show a block code. See HELP for more information

Mone hi

ide|  Resec If your classes are correct
click FINISH.
Check/pay your invoice.
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