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Student Centre Self Service – Enrolment 
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Enrolment Navigation 

1. Login to Student Centre Self Service (see: How Do I Login help guide) 

 

2. Once on the Student Homepage, select the ‘Manage Classes’ tile. 

 

3. You will be presented with the following menu:  
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From here you will be able to do the following types of actions: 

i. Class Search and Enroll: Search for courses and add a new enrolment. 

ii. Drop Classes: Withdraw from a previously-enrolled course, noting that: 

 If you withdraw after the Census Date you will remain financially liable for the course 

 If you withdraw after the Academic Penalty Date you will receive a WF grade 

 You will be unable to withdraw after the last teaching day for the course 

iii. Swap Classes: Change your enrolment in a particular Study Period by dropping one course and adding another. 

Please Note 

Enrolment changes should be undertaken with care. It is your responsibility to ensure enrolments (whether adding, 

dropping, or swapping) are appropriate to your program at the time the enrolment is made. You will need to take 

into consideration any regulations appropriate to your program of study, such as prerequisites, and your 

progression. It is strongly recommended that you discuss all enrolments with your School before taking any action.  

Also, don’t forget that any changes to your enrolment will result in a change to your timetable. 

To Add an Enrolment 

Search for a class 

1. Refer to ‘Enrolment Navigation’ above for preliminary steps.  
 

2. Select “Class Search and Enroll”.  
 

3. Choose the relevant Study Period. 
N.B. Study Period 1 = Summer Term / Semester 1; Study Period 2 = Winter Term / Semester 2 

 

 

4. Search for courses by entering a keyword (e.g. course, subject, class topic), or class number. For example, if 
searching for CORE 1010, you can use the keyword CORE, or the class number. Ensure that the Study Period is 
correct, if it is incorrect select ‘Change’. 
Use the filters that appear on the left hand side to ensure you select the correct campus and offering.  

 
*A Class Number is the unique identifier assigned to each course offered in a particular Study Period. A current 

listing of Class Numbers is available from your School, or on the Calendars and Timetables page of the 

University website (see: https://www.notredame.edu.au/current-students/your-enrolment/calendars-and-

timetables). Once on the Calendars and Timetables page, please select your relevant campus and view the 

links under “Couse offerings and census dates”. 

 

https://www.notredame.edu.au/current-students/your-enrolment/calendars-and-timetables
https://www.notredame.edu.au/current-students/your-enrolment/calendars-and-timetables
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5. Select the course your wish to enrol in by clicking anywhere on its respective row. 

 

6. Confirm the correct details appear (e.g. Course Name and Session), then click anywhere on the Class row 

again.  

You can also view more information about the course by selecting the ‘Course Information’ drop down 

option or by clicking on the hyperlink under Class.  

 

Step 1: Review Class Selection 

7. Check that your course selection is correct, then press ‘Next’. 

 

Step 2: Review Class Preferences 

8. Review your Class Preferences and select ‘Accept’ if correct. If you have a permission number for the desired 

course, enter it at this stage. 
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Step 3: Enroll or Add to Cart 

9. Select ‘Enroll’ to enrol in your selected course, or ‘Add to Shopping Cart’ if you wish to add the course to 

your Shopping Cart and continue selecting other courses to enrol in. Then press ‘Next‘.  

 

Step 4: Review and Submit 

10. If you have selected ‘Add to Shopping Cart’ at ‘Step 3: Enroll or Add to Cart’, skip to instruction #13. If you 

have selected ‘Enroll’, review your enrolment, then select ‘Submit’.  

 

11. If you are sure you want to enrol in the course, select ‘Yes’. 

 

12. If successful, the following message will appear with a green tick. Please contact your School should any 

appear with a red cross. You can also check your enrolments by selecting ‘View My Classes’. 
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Using the Shopping Cart 
13. Alternatively, if you have selected ‘Add to Shopping Cart’ at ‘Step 3: Enroll or Add to Cart’, review your 

selection, then press ‘Submit’. 

 
14. If you are sure that you want to add the course to your cart, select ‘Yes’. 

 

15. To add other courses to your Shopping Cart, repeat the process above. 

 

16. Once you have added all of your courses to your Shopping Cart, view them by clicking on the ‘Shopping Cart’ 

menu option. Select the courses you wish to enrol in by checking the box, or boxes, under the ‘Select’ 

column. Double-check all of your enrolments for that Study Period are correct and have an ‘Open’ 

Availability status. When satisfied click on ‘Enroll’. 

 

17. If successful, the following message will appear with a green tick. Please contact your School should any 

appear with a red cross. You can also check your enrolments by selecting ‘View My Classes’. 

 
18. To enrol in courses for another Study Period (e.g. for the second half of the year), repeat the above steps for 

the desired Study Period. 

 

19. Once you have completed your enrolment you may simply navigate to another screen or log out.  
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To Drop an Enrolment 

To drop an enrolment is to withdraw from an enrolled course.  

Please Note 

Enrolment changes should be undertaken with care. It is your responsibility to ensure enrolments (whether adding, 

dropping, or swapping) are appropriate to your program at the time the enrolment is made. You will need to take 

into consideration any regulations appropriate to your program of study, such as prerequisites, and your 

progression. It is strongly recommended that you discuss all enrolments with your School before taking any action.  

Also, don’t forget that any changes to your enrolment will result in a change to your timetable. 

Select a Study Period 

1. Refer to ‘Enrolment Navigation’ above for preliminary steps.  

 

2. Select ‘Drop Classes’. 

 

3. Choose the relevant Study Period. 

N.B. Study Period 1 = Summer Term / Semester 1; Study Period 2 = Winter Term / Semester 2 

 

Step 1: Select Classes to Drop 

4. Select the course(s) you wish to drop. Then click “Next”. 

 

Step 2: Review Classes to Drop 

5. Review the course(s) being dropped, then select “Drop Classes” to drop your course(s).  

 

 



 P a g e  | 8 

6. If the course(s) being dropped are correct, click “Yes”. 

 
7. If successful, the following message will appear with a green tick. Please contact your School should any appear 

with a red cross. 

 
8. Once you have completed dropping courses you may simply navigate to another screen or log out. 
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To Swap an Enrolment 

Swapping an enrolment enables you to withdraw from one course and replace it with another course in the same 

session. 

Please Note 

Enrolment changes should be undertaken with care. It is your responsibility to ensure enrolments (whether adding, 

dropping, or swapping) are appropriate to your program at the time the enrolment is made. You will need to take 

into consideration any regulations appropriate to your program of study, such as prerequisites, and your 

progression. It is strongly recommended that you discuss all enrolments with your School before taking any action.  

Also, don’t forget that any changes to your enrolment will result in a change to your timetable. 

Selecting classes 

1. Refer to ‘Enrolment Navigation’ above for preliminary steps.  

 

2. Select ‘Swap Classes’. 

 

3. Choose the relevant Study Period. 

N.B. Study Period 1 = Summer Term / Semester 1; Study Period 2 = Winter Term / Semester 2 

 
4. Select the course you wish to drop from the “Select from your schedule” drop-down menu. 

 

5. Enter the Class Number for the course in which you wish to enrol or use the ‘Class Search’ function and then 

press ‘Search’. 

 
*A Class Number is the unique identifier assigned to each course offered in a particular Study Period. A current 

listing of Class Numbers is available from your School, or on the Calendars and Timetables page of the 

University website (see: https://www.notredame.edu.au/current-students/your-enrolment/calendars-and-

timetables). Once on the Calendars and Timetables page, please select your relevant campus and view the 

links under “Couse offerings and census dates”. 

6. If searching by Class Number, skip to instruction # 8. If using the ‘Class Search’ function, search for the 
course you wish to add by entering a keyword (e.g. course, subject, class topic). For example, if searching for 
CORE1010, you can use the keyword CORE.  

https://www.notredame.edu.au/current-students/your-enrolment/calendars-and-timetables
https://www.notredame.edu.au/current-students/your-enrolment/calendars-and-timetables
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7. Select the course you wish to enrol in by clicking anywhere on its respective row. 

 

8. Review the details of the course being added to ensure they are correct. Click anywhere on the class row to 

select it. 

 

Step 1: Review Class Selection 

9. Ensure that the course being added is correct then click “Next”. 

 

Step 2: Review Class Preferences 

10. Review your Class Preferences and select ‘Accept’ or ‘Next’ if correct. If you have a permission number for 

the desired course, enter it at this stage. 
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Step 3: Confirm Class Swap 

11. Ensure that the courses being added and dropped are correct and then click “Submit”.  

 

12. If you are sure you want to swap these courses, select ‘Yes’. 

 
 

13. If successful, the following message will appear with a green tick. Please contact your School should any appear 

with a red cross. 

 
14. Once you have completed swapping courses you may simply navigate to another screen or log out. 

 

Getting Help 

If you need help with your Student Centre Self Service portal please contact Student Administration on your campus 

of enrolment. 

Fremantle 
Phone: (08) 9433 0781  
Email: student.admin@nd.edu.au  
 
Sydney 
Phone: (02) 8204 4418  
Email: student.admin@nd.edu.au 


