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The Enrolment Information Booklet contains all the information you need to

successfully enrol in your courses at the University.

We want to make your transition to university study a smooth and enjoyable one.
In the next pages we will take you through the enrolment process step by step.
You will learn the university’s online system, how to activate your account and

how to enrol in your courses.

The enrolment process involves a few steps so make sure you read this booklet
carefully and enrol correctly.



Follow the steps in this section to activate your
account and complete your Mandatory To-Do List.

1 Retrieve the following
details from Page 2 of
your offer letter:

« Student Number
* First name
« Last name

2 Open the Account
Activation form
at https://
accountactivation.
newcastle.edu.au

Enter your:

e Student Number
» First name

« Last name

« Date of Birth

NOTE: If all your name
in the offer letter is
capitalised, place them

in the Last name field
and add a fullstop (.) in
the First name field.

3 Enter a new password,
and re-enter your new
password to confirm.

Do not use your name,
date of birth, or Student
ID Number.

ACTIVATE ACCOUNT

After receiving an offer and accepting it, it is
now time to activate your student account. By
doing this you will create a password that will
give you access to important UON systems.

NOTE: If you have been a student at
UON prior to this Trimester/Semester
you will not need to activate your

student account and can skip to ‘Choose
your courses’ section. You can use your
previous student number and password
to log in to University systems.

S

UNIVERSITY OF

NEWCASTLE
AUSTRALIA

Student ID: 3123456
Name: FirstName LASTNAME

DETAILS OF OFFER

Please find below details of your offer of admission.

Activate your account

Set up access to University of Newcastle online systems.

You'll need a Username (provided to you after you activate your account) and password to access our computers and online
systems.

To activate your account, you'll need to accept the IT Conditions of Use Policy.

Access our Knowledge Base Atrticle for help and support with activating your account.

*Uni-ID ©
This is your University Student Number or Staff number. %

*First name

( )

*Last name

*Date of bith @
Enter as dd-mm-yyyy %

[ DD-MM-YYYY ‘ =] ]

*Create your password @
Your password must have: x
- 10 characters or more
- upper and lowercase letters (A-Z and a-z)
- at least one number (0-9)
- at least one special character (~|@#$%&()/_?+-'={\[;,.<>")

Do not use your name, date of birth, Uni-ID, Student Number or Employee Number.

Returning users who have previously had a university account: Do not use any of your last 10 passwords.

*Re-enter your password
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4 Read the IT Conditions of

Use Policy IT Conditions of Use Policy

Click the | Accept the Review the IT Conditions of Use Policy.
terms in the IT Conditions

of Use Policy check box
if you agree to these [ ] *1accept the terms in the IT Conditions of Use Policy
conditions.

5 Type the Captcha code
from the picture.

Privacy & Terms

Enter text from image L X 2

Powered by MTCaptcha™

6 Click Submit once you Thank you
have_ﬁ”ed In a” the Your University of Newcastle IT account is being activated.
required fields. The

Please copy your username and email address.

Account Activation Xour user_rlwargg is:
Success page will now be | PTEEEEEEE

d i S p | a ye d The activation of your account can be delayed in peak periods. Please wait a few minutes before logging into your account.

If you centinue to experience issues, contact our IT Service Desk by creating a ticket here or via phone on: +612 492 17000 Monday to Friday between
the hours of 8am - 6pm AEST.

Your account is now
active and ready to use.

click here to go to the university website.

Staff: click here to go to the university website.

If an error page loads,
follow the instructions on
the page.

TIP: With these login
details you will be able
to access all online

systems such as myHub,
NUmail and Canvas.

Please contact DTS Support via the chat if you are experiencing technical difficulties
setting up your password.

If you are using a publicly accessible computer, please ensure that you log out of

all systems when you have finished using them. If any unacceptable behaviour is
conducted using your student number, you will be held accountable and disciplinary
action will be taken by DTS Support and/or Student Central.
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MULTI-FACTOR
AUTHENTICATION

You will need your laptop and mobile phone to

complete the Multi-Factor Authentication (MFA). NOTE: Do not delete the app
after you have setup your MFA.

To ensure a safer digital environment, the MFA was

introduced as a crucial step towards strengthening cyber |f€/OU change your mobile
safety. MFA is an additional layer of security that requires phone, contact .

y han | q y y a to reset your MFA. Once it has
njorgt anjusta passwor to access your accoynt, been reset, you are required to
significantly reducing the chances of unauthorized access. setup your MFA again.

1 Download and install
OKTA Verify app on your
mobile phone.

Welcome to Okta Verify
2 On your PC or laptop,

log in to UON OKTA with

our student number Tom UivSasTy o0

c1234567) and your & — T

password.
To access OKTA:

https://uon.okta.com
When prompted, click on : -
the Setup button under Set up multifactor authentication

Okta Verify.
Your company requires multifactor authentication
to add an additional layer of security when signing
in to your Okta account

0 Okta Verify
Use a push notification sent to the
mobile app

Setup S
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3 Select the type of phone

you have if prompted.
&;:‘E:se:af&

ALETRALIA

Setup Okta Verify

select your device lype

() iPhone 2

(O Android

Back to factor list

4 Once you have installed

the Okta Verify App on
your device, click Next 1t ummERLite ge
on the Setup Okta Verify ikl
screen on your PC or

laptop.

A QR code is then shown
on your computer (the
example below has had
the code blacked out).

Setup Okta Verify
Scan barcode

Launch Okta Verify
HHHJ?HEEHiH!FFLHZHﬂH|‘
device and select Add an

account
o e e LR

Back to factor list
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5 Open the Okta Verify
app, and tap Add
Account, or the plus
button.

2% okta Verify

No accounts added

Add an account to verify your identity when you access your organization's apps

Add Account

Close Add Account

6 Select Organization as
the Account Type.

Choose Account Type

Choose the type of account you would like to add

Organization

Work, school, company >
Other N
Facebook, Google, etc

7 Select Skip when
prompted to add
account from another
device

| Skip
Add Account from Another Device
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Select Yes, Ready to Scan
QR code.

Do You Have Your QR Code?

Hi

Before you continue, make sure your QR code is shown on another device, such as a laptop

Where do | get my QR code?

{

Yes, Ready to Scan

[ No, Sign In Instead }

Center the QR Code
shown on your PC or
laptop, within the frame
displayed in the app on
your phone or tablet.

If you scanned the

code successfully, you
will be taken back to

the Setup multifactor
authentication screen on
your PC or laptop, and
have the option to setup
another, or continue.

Center QR Code within the Frame

TIP: You may refer to this

for more information
on MFA set up.

Test your MFA setup.

Log out of your University of Newcastle account, then log back in.



ENROL IN COURSES

After activating your student account and choosing your
courses, you are now ready to enrol in your courses.

Find all your relevant enrolment dates and information
by checking relevant webpage listed below. You will
enrol online following the instructions in this section
and can also watch a video tutorial on how to enrol.

1 Log in to myUni with
your student number
(c1234567) and your
password.

To access myUni:
https://myuni.
newcastle.edu.au

2 Click on the myHub. »<ao ey 5

Students Meals, Under $10
Q@ The Nook/McLarty Room
@ Tuesdays & Thursdays

t-come, irst-served -
vary. >

& Tue, 30th Jun

< > 304un View

uuuuuuuuuuuuuuuuuu
N | Hussiton: HumanBioscience

sssss

3 Select Tasks on myHub _
homepage. - To00List

Review each task and 'ﬁ o .

complete the To-Do
LlSt YO U Wi | | n Ot be a b | e Accept Terms and Conditions

tO p rO Ce ed u ntl | th |S IS No carment iasks Confirm Personal Details
completed. .

Do you have a Disability?
Afte r yo u h ave View/Update Address Details

completed, return to
myHub homepage.

View/Update Emergency Contacts
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Select Course Enrolment
on the homepage.

Click Add Courses on the
left panel.

Select the term and
continue.

If there is only one active
term, click Find Course.

Search for the course
(e.g. ACFI1001)

1. Select the subject
(ACFI)

2. Type the course
number (1001)

3. Click Search

Select the course which
you want to enrol in.

Ensure that the location
is correct.

TIP: Make sure you select
the correct class if a course

is available in both Full-
time and Part-time mode.

@ Current Enrolment
Add Courses

E Enrolment Terms and Conditions 1. Select courses to add

e

(+) Add Courses If you are unsure what courses to enrol

for advice. Your Program Plan can be fc
should enrol in for your program to enst

® Drop Courses Click on Find Courses below to begin el

Add Courses
(= El]
1. Select courses to add .

If you are unsure what courses to enrol in, you should refer to your Program Handbock and Program Flan
for advice. Your Program Plan can be found in ASKUON, and provides an outline of the courses you
should enrol in for your program to ensure you stay on track to graduate.

Click on Find Courses below to begin enrolment.

Trimester 1 - 2021 (Singapore)

Find Courses *

Add Courses
Course Enrolment

Search for Courses

Trimester 1 - 2021 (Singapore)

Select at least 2 search criteria. Click Search to view your search
results.

Subject| ACFI (Accounting)
Course Number| is exactly

Course Career| Undergraduate 4

Location ~

Clear | ‘ Search

Add Courses

Search Results
Trimester 1 - 2021 (Singapore)

The following courses match your search criteria:
Course Subject: Accounting

Course Number is exactly 1001’

Course Career: Undergraduate

@ Open O Closed

New Search

1 Course Offering(s) found
wACFI 1001 - Accounting for Decision Makers

Course Information

ACFI1 1001 - Accounting for Decision Makers

Section Location Status

® *{» select

FIT PSB Singapore
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1

Select which program this  Ad courses

Continue *

Click Confirm Enrolment e oD@
to process the request.

Click Confirm Enrolment to process your request for the courses listed below. To exit without
adding these courses, click Cancel

Trimester 1 - 2021 (Singapore)

@ Open B Closed
Trimester 1 - 2021 (Singapore) Enrolment Shopping Cart
Section Subject Course Nbr Description Location
FIT ACFI 1001 PSB Singapore
PSB INFT 1004 PSB Singapore

iIl'apply to and T
course will a p p y 0 an Select the Program this Enrolment applies to
click Nextto add to your ™™ ™"/ i
shopping cart.
ACFI1 1001 - Accounting for Decision Makers - PSB Singapore
If you are enrolled in “Program (Brometon o ’ *
only one program, you ,
do not need to make any Sl —
changes here.
To add more courses,
Cl | Ck FI nd Cou rses J ACF1 1001 has been added to your Shopping Cart.
Trimester 1 - 2021 (Singapore)
Find Courses
NOTE: Repeat steps 6-9 to
a dd th e remaini ng courses. Trimester 1 - 2021 (Singapore) Shopping Cart
Delete Section Subject Course Nbor  Course Name Location
nf FIT ACFI 1001 Accounting for Decision Makers PSB Singapore
Check that you have
a d d ed th e CO rre Ct &/ INFT 1004 has been added to your Shopping Cart
courses into the s 2524 (g
shopping cart. e
Click Continue to e
proceed.
Trimester 1 - 2021 (Singapore) Shopping Cart
Delete Section Subject Course Nbr  Course Name Location
o FIT ACF| 1001 Accounting for Decision Makers PSB Singapore
o PSB INFT 1004 Introduction to Programming PSB Singapore

Units  Status

1000 @
1000 @

Confirm Enrolment

|
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1 View the status. Green Add Courses —
tick means you have 3. View results Aigop
successfully enrolled.

View the following status report for enrolment confirmations and errors

If there is a red tick

and you are unsure Trimester 1 - 2021 (Singapore)
of the reason, contact " x
SIﬂg&pOfE-EﬂfOlmentS@ Success: enrolled Error: unable to add course
newcastle.edu.
Trimester 1 - 2021 (Singapore) Enrolment Shopping Cart
Course Message Status
ACFI 1001 Success: You are now enrolled in this course. o
INFT 1004 Success: You are now enrolled in this course. v 4

CONGRATULATIONS!

You have successfully enrolled in your courses.
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