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Introduction

Welcome to Swinburne University of Technology’s Student Portal!

Student Portal is your gateway to the University information, services and more. It provides you the
convenience to access various information - academics (e.g. class timetable, exam timetable, results
etc.), student accounts and financial aid. You are now able to receive personalized communication

and use the self-service tools.

Highlight of the portal is... you can now register your courses and classes online!

Logging in to Student Portal

To login:

(1) On Swinburne website, click on CURRENT STUDENT on the top-right of the page.
SWIN Aot : -

BUR Academic School ., StudyWithUs .- Admission .- CampuslLife ., VisitUs -
N .

Be the first!

To learn about our new programme offerings.
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(2) On the right side menu of the page, click on ‘STUDENT PORTAL’.

m ACADEMIC CALENDAR

Sign in to yoL

[F5)
5. CANVAS

Manage your course 4 MY EMAIL

= Registration and timetable

?E REGISTRATION CHECKLIST

STUDENT FORMS

A 4 @ STUDENT HANDBOOK
Study support and resources Student services and wellbeing

Scholarships, Study Loans and Bursaries + Student Inform

‘ STUDENT PORTAL

(3) You will be directed to Office 365 login page.
Sign in using your Office 365 (Webmail) username and password.
*Note: please sign in with the following credentials for first login.
Username: StudentiD@students.swinburne.edu.my
Example: 102111789@students.swinburne.edu.my

Password: SUTS@yyyymmdd (where yyyymmdd is your date of birth)
Example: SUTS@20010201

You are required to change the password at first login.

B® Microsoft
Sign in

Email, phone, or Skype

Can’'t access your account?

Sign-in options

Next
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Important Note:
The date throughout the Portal will be in the format of month followed by day and year.

1.0 My Profile

My Message Center
This page displays all the relevant holds and/or alerts besides email notifications. It delivers
important message(s) from staff to all/affected students.

Go to My Profile > My Message Center.

My Home Page (1) Holds (1) Alerts (0] Appointments

My Message Center

Important Alerts, Holds and Appointments are shown below. Follow instructions carefully to resolve.

Alerts & Holds Appointments

B Holds

Resolve your holds immediately. Holds may prevent you from registering for courses, receiving financial aid or receiving your grades and transcripts.

Show entries Showing 1to 1 of 1 entries Previous 7 Next Search I:l

Hold Subject Hold Message v

Your transcript viewing/printing is at the moment withheld due to you having outstanding fees with the
University.

You will be able to resume viewing/printing once some fees payment is made.
Transcript

Please approach the Finance Treasury Services staff at Student HQ, Block A Lobby for details of payment.

Show entries  Showing 1to T of T entries Previous 1 Next Search I:l

Alerts & Holds
Holds: Any holds appearing in this section will prevent you from course registration, viewing
transcript etc.

Holds

Resolve your holds immediately. Holds may prevent you from registering for courses, receiving financial aid or receiving your grades and transcripts.

Show entries Showing 1 to 1 of 1 entries Previous 1 Next Search I:l

Hold Subject Hold Message

Your transcript viewing/printing is at the moment withheld due to you having outstanding fees with the
University.

You will be able to resume viewing/printing once some fees payment is made.
Transcript

Please approach the Finance Treasury Services staff at Student HQ, Block A Lobby for details of payment.

Show entries  Showing 1to 1 of 1 entries Previous 1 Next Search I:l
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Alerts: To view the alert details, click on to expand the message. Clicking on Acknowledge
Alert after reading will hide the alert message from the main screen.

To increase/decrease the number of alert messages in each page, you can change the number
of entries per page in the drop-down list in between Show and entries. Minimum entries to
display are defaulted at 10.

Clicking on Previous or Next allows you to navigate between pages if there are more than one
(1) page.

A Alerts View My Previous Alerts »

Please select and acknowledge your alerts now. An alert will remain current until you have clicked on the Acknowledge Alert button.

Show entries Showing 1to 1 of 1 entries Previous ] Next Search I:l

Date Posted Alert Subject v

v 21172021 Student Guide Alert

Dear Student,
Kindly be informed that the Student Portal User Guide is available on Swinburne Sarawak's website.

Thank you.

Acknowledge Alert

Show entries Showing 1to 1 of 1 entries Previous 1 Next Search I:l

To view the Alert which was previously acknowledged, click on View My Previous Alerts.
On the Previous Alerts screen, you can check when the alert message was acknowledged.

A Alerts View My, Previous Alerts »

Please select and acknowledge your alerts now. An alert will remain current until you have clicked on the Acknowledge Alert button

Show entries Showing 1 to 1 of 1 entries Previous 9 Next Search I:l

Date Posted Alert Subject v

v 2/1/2021 Student Guide Alert

Dear Student,
Kindly be informed that the Student Portal User Guide is available on Swinburne Sarawak's website.

Thank you.

Acknowledge Alert

Show entries  Showing 1 to 1 of 1 entries Previous 1 Next Search I:l
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To go back into the main Alerts & Holds screen, click on Back to Alerts & Holds.

Alerts & Holds Appeintments

Previous Alerts

Posted:
v 2/1/2021

v 2/1/2021

Show entries  Showing 1 to 2 of 2 entries

General Payment Due Date

Show entries  Showing 1 to 2 of 2 entries

Acknowledged v
2/1/2021

2/1/2021

Back to Alerts & Holds

Holds and Alerts are accessible from the student portal home screen.

SWIN
3UR

pout | Help | Site index | Camous Consacts | Privacy Policy | Eesdhack Form
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Student Information

This page contains your personal details such as profile picture, assigned Student Number
inclusive of program information and program status. As this page is a read-only page, you may
need to approach the SIC staff if there is any misinformation.

Go to My Profile = Student Information.

=onal Details Contact Details

@ Student GUIDE

“
lit

N
@
[§]

1 100 itermns per page 1-1of1items

Click on Contact Details and select Address Type to view and/or edit various address type.
To update Correspondence or Emergency details, select Correspondence Address or
Emergency Address in the Address Type drop-down list, edit the affected information and click

Save to update the information.

Click on Clear to cancel the update and return to the default Contact Details screen.

O Correspondence Address is editable. It refers to your contact information while studying in
Swinburne Sarawak.

0 Emergency Address is editable and will be used by the staff during emergency.

O Permanent Address is not editable by you. If you find your address type to be incorrect, you
should approach the SIC staff for amendment to be made.

Prepared by: Student Systems & Services, Student Engagement Page 6 of 37
Last Updated: 24 December 2021




2.0 My Academics

This menu allows you to view your degree program audit (academic progress) and your grades
by term.

Degree Program Audit
You can use this option to review your program requirement and academic progress towards
completing the program you are undertaking/have undertaken.

Go to My Academics > Degree Progress Audit (DPA), on View by Enrolment, select the
program for which you have enrolled and would like to see your progress.

*
View By Enroliment
Q
A
Program Details —
Enroll Description
Bachelor of Business (Management)
i (Av20109593)
Course List {A¥20103593)
YEG o™ 2

Course Course Title Credits Earnec Status Crade erm

No records available.

Your progress and program information (inclusive of your CGPA, number of credits completed,
number of credits registered and grade level) is displayed under the Program Details section.

Program Details

Pragram Bachelor of Business Campus Swinburne University o
(Management) Technology Sarawak Cam

Status Active Areas Of Studies MINOR: Minor in Marketing

Enrcliment Cum.GPA 267 Enroll Date m10/2020

Credits Required (From 300 Exp.Crad Date 28/09/2023

Enrcliment)

Credits Completad (From 75 Credits Current/Scheduled 25
Enroliment)
ICrade Level Year1/Sem 2
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You are also able to see your Required courses under the Course List section. Elective courses
will be in your Course List only after you registered to the course.

# R Bachelor of Business (Management) (AV20109593) ~
View By Enrollment

Program Details

Course List
YTEG &I
Course Course Title Credits Earned Status Grade v Term
ACC20014 Management Decision Making 125 0] Future
AE3 Approved Elective 3 125 12.5 Complete EXM
AIMFBDA Academic Integrity Training Module (FBDA) o 0 Future
AZCOO AZ Course 01 125 0 Future
AZC007 AZ Course 07 125 0 Future
AZC008 AZ Course 08 12.5 0 Future it
1 100 items per page 1-32 of 32 items

Interpreting the Status:
Future Course is made available for registration / re-registration
(if you failed the required course)

Scheduled Course you are currently registered to and you have not attended
any classes yet (attendance not posted)

Current Course you are currently registered to and you have attended one

or more classes (attendance posted)

Complete Course you have exempted, transferred and graded (irrespective of

whether you passed or failed)
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Grades

A copy of your registered courses’ results is obtainable through this option based on the
Program and Term that you select. As selection is by Program and Term, you will be able to see
your results of all your registered courses of the selected term.

(1) Go to My Academics > Grades to view your enrolment term result. Select Enrolled
Program and Term Results from the drop-down menu.

(2) Click on View and your results will be generated.

(3) You can opt to view only or email a copy of your results to your student Email.
To send a copy of the result to your student Email, click on the Email a copy to me button
and an email will be sent to your mailbox in approximately 15 minutes.

My Grades

Enrolled Program*

(U]

..

Term Results*

@

Marks Grade Grade Point Credits Attempted Credits Eamned

® | e |

(4) After receiving the result in your email, open the PDF attachment and enter the password
with your birthdate in YYYYMMDD format to view the result,
e.g. birthdate is 01 January 2001, password will be 20010101.

Passwerd X

‘MyGrades_102761189_2020_..." is protected. Please enter a Document Open
l % Passweord.

Enter Password: [|

| QK Cancel
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(5) Sample of your Result Statement is as below:

SWINBURNE UNIVERSITY OF TECHNOLOGY SARAWAK CAMPUS

(owned by Swinburne Sarawak sdn.Bhd)
Jalan Simpang Tiga 93350 Kuching, Sarawak, Malaysia.
Tel: +60 82 415 353 Fax: +60 82 426 353, +60 82 423 594
Website: www.swinburne.edu.my

Bachelor of Business (Accounting and Finance)

Name: Testapplication TEST 9092 Student Number: 102761189

Address: 345, 5th Main Test !g::?swn e ggggml\.fgfziadst
Jup Street1 Semester: A I
45345345 Kuching Date: 24 Jan 2021
Vastra Gotaland Madagascar
S| Course Course Description Marks Grade Grade Credits Credits
no Code Point Attempted Earned
1 |ACC10007 Financial Information for Decision 77.00 D 367 12.50 12.50
Making
2 |ACC10008 Financial Information Systems 89.00 HD 4.00 12.50 12.50

SAP Status: Good Standing

Grade Point Average (GPA): 3.84
Cumulative Grade Point Average (CGPA): 3.84

This is autogenerated report and no signature is required

SAP Status Indicator

SAP Status = Student Academic Progress Status, whether or not you are in Good Standing,
At Risk or Unsatisfactory based on your results, as per stipulated in the University
assessment policy.
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Exam Timetable
You may view the timetable of your registered courses only with this option.

Go to My Academic - Exam Timetable

Select from the Term drop-down you would like to see and get your exam timetable.

The Course drop-down will show a list of registered course(s) based on the selected Term, you
may leave the Course field empty to view exam timetable of all the registered course(s), or
select course(s) individually.

Exam Timetable

Term *

Click on the View button, the exam timetable will be displayed if it is available. You may print
the exam timetable by click on the Print button.

Exarn Timezable

Course Code Counse Description Exam Date Start Time Duration [Mirs) Feacing Time [Ming Location Schedubs Status.
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Unofficial Transcript
A transcript is considered unofficial if it is not printed on the University special, watermarked

paper and it is without authorized signature. It can only be used for your reference.

(1)
(2)
(3)
(4)

(5)

(6)

Go to My Academics = Unofficial Transcript.

Select Program Version of which you would like to view the transcript.

Click on the View button and the transcript will be displayed.

The unofficial transcript will be displayed based on your program version selection when it
is available.

Unofficial Transcript

Program Version *

You can opt to view only or email a copy of the unofficial transcript to your student Email.
To send a copy of the unofficial transcript to your student Email, click on the Email a copy
to me button and an email will be sent to your mailbox in approximately 15 minutes.

After receiving the result in your email, open the PDF attachment and enter the password
with your birthdate in YYYYMMDD format to view the unofficial transcript,

e.g. birthdate is 01 February 2001, password will be 20010201.

Unofficial Transeript
Session Unit Unit Description Marks Grade Grade Point
Grade Point Average for Semester
Curnulative Grade Point Average.
Email a copy to ma
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3.0 MyClass
With the My Class option available, you are able to register to courses and classes. For all the
classes you have registered, you are then able to get your timetable and see your attendance
progress.

Course Registration
Course Registration
To register your courses, go to My Class = Course Registration. Select the Term you wish to

register. You cannot proceed to Registration until you select a valid Enrollment and Term.
Note:

When there are multiple Enrollment, please register Principal Program course(s) first, then
followed by Supplementary English(SE)/Mata Pelajaran Umum(MPU) course.

Course Registration

Welcome to Online Registration. Please select your term below and check your registration status.

Note:

1) For Degree, MA (TESOL) and Master of Construction Management, select Term = 2021 March Semester 1
2) For Master of Business Administration (International), select Term = 2021 March Term 1

3) For Foundation and Diploma, select Term = 2021 April Semester 1.

) Refresh Page View Registration Tutorial

Enrollment 10/1/2020 Bachelor of Business Term 2021 March Semester 1
(Management)

Registration Status :

Show entries  Showing 1to 1 of 1 entries Previbis i Next Search I:l

The Registration Status will show you the information on your selected term such as term
period, registration period and last day to add/drop. Next, click on the Register button.

Registration Status :

3 sh e
Show entries Showing 1to 1 of 1 entries PraviGiis 1 Next Search I:l
Last Day to Last Day to
Code = Term Description Term Period Registration Period Add Drop Status
2021_MAR_TS1 2021 March Semester 1 3/1/2021- 1/21/2021 12:00 AM - 2/28/2021 2/28/2021 12:00 2/28/2021 12:00 Open
6/20/2021 12:00 AM AM AM
Show entries Showing 1ta 1 of 1 entries Brsoiis 1 Next Search I:l

Registered Courses (0)
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Note:
Change your Enrollment program to Mata Pelajaran Umum if you wish to register for MPU
courses.

{) Refresh Page View Registration Tutorial

Enroliment 10/1/2020 Mata Pelajaran Umum {Local) v | Term 2027 MardhSemester:]

Click on the Display drop-down menu. There are two options: Required and Elective. The default
selection is Required which will show the core units offered under your program in your selected
term.

Viarch Semester 1

Display Arquired = Tee e - (TP, - Cource Code

Meeting Dayd Clsssmns oy - Class Encs:

Show (10| encries  Showwng 110261 2 ertres 3 1 Nem Search [

If you would like to register for elective units, select ‘Elective’ and click on Search. A list of
elective units offered in your selected term will be displayed.

Show (10~ enmles  Shuming 1 5ed of 4 e 1 wen searen
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Click on the Add ¥ button to choose the course you wish to register. Your selected courses
will be shown in the Selection Courses section as below. After that, click on the Register/Drop

Register / Drop .
- button to register.

Snow [10_v| enies  Showmg 10208 2 ertre - Hea  Search

Ak | Gee Seakn || Wehedvie - - e S | Awelebley
e st Tt
Snow [10_v| e Searth

Fiease i 7 [VOR DLATSN T0.COMpNeTe T MEEFRration proces

Show (16 | entries  Showing 1024 of & enines

P P e St St s o P— e Roaan
Fratesl ieformanon Syttest B petactulind Teatiegl 125 SUTS Irtrcter, Cam Schadule Saected
Ahapament At antag Sar Paenng e Conesl B neediuled maeng 125 113 Instructor, Ciass Schadule et
Iniradcion T Managerant P senedsing meanng 125 wrs st G Schadote Fencind
Coca Tinkng i Management K schaduled meenes 128 ars Instructor, Class Schedue Seecund

It will bring you to the following page which shows you the summary of your selected courses.
You may click on View Fee Summary button to check on the fees charged. Lastly, click on the

Register/UnRegister button to confirm your course registration.

Registering for 2021 March Semester 1
1-6/20/2021

Coe T tecicn Shachie v Campas — [ Suazen Last Dy b Dewp
ACCHTR Mo zcrecutes meeIngs 25 s Imspuc, Cass Scedue Seincrec 2220 120040
ACCa07 Mo sl ieeings 25 s vstieton, Class vkt Seiniims 2282 120840

ETiE Ho it e 25 T v, Clatt Senachre Salettee I 1200 M

ho ieculed ey 23 ams ittt Gl S - LI 1200 40

You are now confirmed registered to all your selected courses. Only when the Status is
‘Registered’ that your registration is complete.

Registering for2021 March Semester 1

3/1/2021-6/20/2021

Hegistor gm 7
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Click Close Window to exit the page or you may scroll down to view the Attendance and
Withdrawal Policy in the Registration Information section.

R ering for March Semester 1 ” ®

Attendance and Wi

and abow
Tiame Frame Forfeture Percentage
For commencing student

For both commncing and continén

Witlan

Time Frame Foefeinire Percertage

For commencing student
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Drop Course
To drop a course, you will need to go back into My Class > Course Registration and click on the

e T

Registration Status

Show (10 | entries  Showing 1 1o 1 of 1 entries Previous 1 NesT Searcn[ |
LastDay o Last Day o
[ T Term Daseripeion Tarm Parisd Ragiuatien Parisd Add Drep. et
arch Semestes MU UIZIIA00  Z200211200  Open
Show (10 +| entries  Showing 1101 of 1 entrie Predous | 1| e Search [
Register

Registered C

Scroll down to Selected Courses to find the list of your registered courses. Clickonthe = in

the action column next to the course you wish to remove/drop.

Selected Courses

Please chick the Register / Drop buston 10 complee the TeEEUATMaN Erocess ﬂ
Show [10 v | entries Showing 1 to30f 3 enitries Prevous 1 Men  sewch |
Sefect a Action Code Tie Section Schedule Croats Campus Iretnactor Seaturs. Rexsen
Managemen: Aczounming far Panning and Conarol No scheduled m 125 siTs Imstnctor, Class Schedule Bepered
e Sereauied 125 SuTs T, Gl SRS asgerss
No pcheduled mestings 15 SUTS ingtructor, Clags Scheduie Ragsrared

Note:

Do not drop AIM — Academic Integrity Training Module course (if any, e.g. AIMFECS, AIMFBDA,
AIMSFS) from the course list. AIM course is a compulsory non-credit online module for new
student that is registered for you by our staff.

The following popup will appear where you have to select the reason for unregistering the
course. Click OK after ticking the option relevant to you.

Course Unregister Reason

Course Status Change Reason

Please select a reason for unregistering the course from the list below:
O Exemption

O Showcause or At Risk of Exclusion

C Time Table Clashed

O Unitis not offered
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The course Status is now changed from ‘Registered’ to ‘Pending Drop’. Click on the

Register/Drop button to proceed.

pdl Courses

Plesss chick the Regrster / Drop complete the regaIration process
Shew (10~ | antr  Showing 1 1o 4 of 4 encies

St Azin  Code i Becion el

Noscheduled meemngs

A summary of your dropped course(s) will be shown. Lastly, click on the Register/UnRegister

button to confirm your course un-registration/drop.

R

Registering for 2021 March Test ; i o 3 2
Semester 1

3/1/2021-6/20/2021

Register ?

Student Information

Your dropping of course ACC10008 is now confirmed. The dropped course(s) will not be
shown anymore. Click Close Window to exit the page.
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Class Registration
This is where you register yourself to classes of your preference.

Note:

Class Registration is not applicable for students who are in Foundation/MA(TESOL)/ MBA(I)
programs. You may skip this part and proceed to view your timetable under “My timetable”.
Please refer to the Important Dates (Start Date for Class Registration) of the term on the Student
Portal.

Go to My Class = Class Registration. In the Class Registration screen, select Enrollment and Term
from the drop-down menu.

Note: Courses with timetable activity will be displayed when the University makes them available on

Student Portal. Please refer to the Important Dates (Start Date for Class Registration) of the term on
the Student Portal.

Enroliment Term

Select v Select v

Click Register button. The class registration screen will be displayed.

Class Registration

Enroliment Term

Bachelor of Engineering (Honours) (Robotics and 2021 March Test Semester 1 v

Registration Status : Open

Registration Start Registration End
Code Term Description Date Date Status
2021_MAR_TS! 2021 March Test Semester 1/21/202112:00:00 AM 2/28/202112:00:00 AM Register
Prepared by: Student Systems & Services, Student Engagement Page 19 of 37

Last Updated: 24 December 2021




The courses which you have registered in Course Registration module will be shown here. Click on
“Show More / Show Less” to view or hide the course’s subcomponent and groups. You can mouse
over to the Flag icon (Registered Group) under “Show Less” to see the instructor’s name and seats
availability. E.g. ENG10001 — Engineering, Design and Innovation

Class Registration for 2021 March Test Semester 1
I Rvgsteted Group @ Mohpart D Cay @ Date 3 Time & imtruceo @ Locaton: @ Set Smdablty @ Fegaation Done @ Fegstiaton drdng

[EE A L PR 0 ENcionl | Enginesng Matsrals ) PHIIOND | Enengy and Merien 8 PHYIZ004. Exectsonics and Elocirormagnetism

LE1 - Lecture is a single group activity, thus you will be registered to the class automatically if there
is no timetable clash.

Class Registration for 2021 March Test Semester 1

D fsgtans Crop P Lutpsn B Dy WO O & st @ Locstian. W fan Aaiasidy @ RegotratonTone @ Fagatreton Perdng
NG00 Engineering, Design and innestin. [ TR S RS SR R ST en @ PIIO0S. Dectrericn ard Dectromagnatsm

LE =l B0 1400 °

BPo

Colour Indication:

Course subcomponent activity group which can be registered.
Click to register your preferred group.

Course subcomponent activity group which you have already registered.
Click to release the selection or click another subcomponent group to register
directly.

| Register _
“ Course subcomponent activity group with no seat available.

Course subcomponent activity group due to timetable conflict.
Click on the button to view the clash details.

Continue with the next activity of the same course, if there is, for this case, TU1 - Tutorial. From here,
we can see that there are four groups - two groups are available, one group clash with other courses
and another one group fully occupied. Select your preferred group by clicking on the Register button.

Class Registration for 2021 March Test Semester 1

B Swgriiewd Croul f Mutioe (3 ey @ Date @ Time B s @ Leion @ Seal Sl sy @ Byl aton Do @ Seguaraion Perdng

BETUrg

; Do ; : 4 o = “
RPoz - o 4 b ==n
DPos 4 H s ® [~ ]
Ros . o s . ==
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A @ (Tick) will appear in-line with course when all subcomponents of a course is registered
successfully. Meanwhile, an @ (Exclamation mark) refer to the incomplete registration
subcomponent activity group.

Note: Please ensure all the courses registered successfully.

Class Registration for 2021 March Test Semester 1

e R e———

011001400 o
Tutorial Fie <
T e 01400 - 50X
o
Tutoria | 02 ’
Uz 1500 700 o

Multi-part Activity
Some courses have multi-part activities as shown below. When you select multipart activities,

you are selecting a group of classes that you must attend. The classes within these groups
cannot be mixed.

E.g. When you select TU1 02 for ENG10001, the system will assign you to TU2 02 automatically.

Tutorial M o2 Y Frida Angders
TuU1 ' ©14:00 - 1600 9 5210
fne
Do ks 2 njid ® =
= S i i @ [ v |
Doz o el 2 E | _ra |
Pos  ° no: 2 s ==n
Tutorial o2 () Thursclay
Tu? - 01500 -17:00 QBm
fne
Bl ; b ? = N
B 2% ot iy @ E==3
e - mo, & sir &
ST . ase =
Pos - ety o @
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Class conflicts — Timetable clashes

The activity showed in red colour means that there is a conflict with your current timetable. You

will not be able to select the class due to timetable clash. Click on the activity in red colour and
the system will show the class it has conflict with.

Class Registration for 2021 March Test Semester 1
P Registersd oup & Mutioat 0Dey B Dat ©Tims & instrustor @ Location i Se Aveilatiity 1@ Registration Done @ Regsiration Periing
© ENGIO00Z : Engineering Materiais © PHYIOO0! : Energy and Motion © PHYI0004 : Electronics and Electrormagnatism
Lecture 1 0] ) Manday 1 Sia 3
LE1 01200 - 14:00 @ com
Tutorial = o2 [ Friciany Archer
TUl ' 01400 - 1600 Qazo
e
Tutorial 2 02 £ Thursdiay
TUZ 2 0 =00 - TH00 9
&1
o = | &
Po P ok e
A = .o am
Bo L] ] L 15k
o B mos &
Ros o o ok
04 = [ &m
Ro ° a @

You may check whether or not you can change the group for ENG10001-TU1 to resolve the
timetable conflict.

Click on View Schedule to see your timetable.

Class Registration for 2021 March Test Semester 1 \
2 Begiszared Sroun & Mutupars 3 Day Bl Date 8 Time & Instructor @ Locanon 88 Seat Svailablny @ Segistration Cone @ Begmration Banding
© ENGID00E : Engineering Materlats @ PHYIOO0 ; Energy and Motion © PHYIO004 ; Electroncs and Elctromagresism
Lecture o ™ y T
LE1 01300 - 14:00 -]
Tutoria ~ 02 [ Fridsy
™ 3 Q1400 - 16:00 ve:
e
Tutoria oz £ Tharsda w Vit Law
TU2 01500 - 17:00 QE10
&
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You have the option to view your timetable in week or in list view. To see your timetable in week
view, simply click on the week button.

[ [ o]

Fri 4/9

Or to see it in list view, click on the list button. You may also print your timetable by clicking on
the print button.

Schedule

D

April 5, 2021
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Other Course Timetable Search
This is where you are able to view the other course timetable in a term and identify any clash
before adding the course in registration.

(1) Go to My Class - Other Course Timetable Search

(2) Select a value from the drop-down Term.

(3) Select a course or multiple courses from the drop-down Course.
(4) Click on View Timetable button.

Search Course S5chedule

Search Course Schedule

Course Code

(5) The timetable of the selected course(s) in the term will be displayed.
(6) You may print your timetable by clicking on the Printer button.

ENGIOROZ X PHY10001 X

View Timsetable a

" 900 - 500 - 9000 + 900 - S00 + [9000 - TR0 H:00 - Th] H00 -

SLAT- -LAZ 03, Pangyir O3, Fing P - TL - 03,
o o, O, 02 -02 |ChungIDChung 2 PgPing
Pinge FingP Ping® fchas Richal | oS oa's Chung;
Churyg Chursg Chun Belary Belar B -
[E00S | E211 . B0 Dogat Dugan
0500 D6f1s Dafi2l EA08 B2

osioE, oales -
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My Timetable
This is where you are able to see your scheduled timetable of your registered courses in a term.
If you are enrolled and are active in multiple terms, you will have to repeat the below steps.

(1) Go to My Class > My Timetable
(2) Select a value from the drop-down Term.

Selection Criteria

salact select

Description

(3) Click View Timetable and scheduled timetable will be displayed.

(4) The timetable shows the courses you have registered and their corresponding time of
classes, activities type (LE/TU/LA), the group, venue and the teaching staff. You may hover
your mouse over the timetable to get a clearer view of the details.

(5) Ticking All Week will enable you to see your timetable throughout the term.
This is recommended for use before class commencement. The view will include the
timetable that you have attended if you switch between groups after class commencement.

Selection Criteria

(6) You may print your timetable by clicking on the Printer button.

=
PHY10001 - LE1 - OF; GOO1 - 04/08 - 05/13, 05/27 -
07/01,Richard Belanda Dagang

Start Time:
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Unticking All Week will enable you to see your timetable by in a list view or weekly.

The list view

Selection Criteria

April 2021

April 5, 2021

9:00am - 1:00am PHY10001 - TUT - 02 - B412 - Richard Belanda Dagang
1:00pm - 2:00pm ENGI0001 - LE1 - 01 - GOO1 - Sim Siaw Ching

April 6,2021

1:00pm - 3:00pm ENG10002 01 - G001 - PingPing Chung

April 7,2021

1:00pm - 2:00pm ENGIO002 - LE2 - 01 - G705 - PingPing Chung

1:00pm - 2:00pm PHY10001 - LE2 - O1 - GOO1 - Richard Belanda Dagang

Wednesday

To print this view, click on print button.

The week view

Selection Criteria

Apr 4-10, 2021

Wed 4/7

<

Click on the arrow button to navigate the week.

To print this view, click on print |

View Timetable
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Attendance Report Summary

This is a summarized report of your attendance of your registered courses according to the
selected term.

(1) Go to My Class 2> Attendance Report Summary
(2) Select a value from the Term drop-down.

(3) Click View and the attendance summary of term with attendance posted will be generated.

Attendance Summary Report

arm®

(4) The summary shows the dates and percentage of your attendance and absenteeism for all
registered courses with attendance marked in the selected term.
(5) You may opt to just view or print them for your own record/reference.

Attendance Summary Report

Course Code Course Description Subcomponent Name Present Dates Absent Dates Present % Absent %
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4.0 My Finances

This option lets you view how your financial transactions being managed during your course of
studies in the University.

Student Ledger
You can view your individual financial transactions, documents and account balance for the
selected program and term through this option.

(1) Go to My Finances > Student Ledger

(2) Select the Program Version from the drop-down. You have the option to view transactions
throughout your years in Swinburne by choosing ‘All’, or one particular program’s
transaction.

(3) Select the Term from the drop-down. Again, you have the option to view all terms’
transactions or one particular term’s transactions.

(4) Click Apply to view the transaction details.

Student Ledger

* *
Program Version Tern
All v All v
| \
Code Description Currency FCY Charges Charges

Code Name
All All 46 SECDEP MYR 500.00
CT20089486 Swinburne Foundation i Tuition Fee-Add i B

Studies (Business) = Course "
01/08/2021 09:07 10/01/200 PAYMEN' QR21001414 Cash MYR

ADMINF

01/08/2021 0%:10 01/08/20. INV NV21L0046FB00317¢ ADMINF Instalment MYR 100.00

SAJUN20

109:11 01/08/20. PAYMEN OR21001415 MYR
. 2 b 10 items per page 1-10 of 16 items
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For each of the transaction made, you are issued with finance document (invoice, credit note,

debit note, receipt, etc.). You can view these documents online by clicking on the Ref No. A

popup-up screen will appear upon clicking on it.

Student Ledger

*
Program Version

Swinburne Foundation Studies (Business)

Post Date Tra... Type

08/11/2020 22:31 08/11/20. INV

1] 10

*
Term

v 2020 SEP_S2

items per page

Description

SECDEP

Currency

Balance: 500.00

Deposit : 500.00

I £

FCY Charges Charges

MYR 500.00

3

1-10f1items

You can opt to view or e-mail a copy of the document to yourself at your student E-mail. To
send a copy of the document to your Student E-mail, click on the Email a copy to me button
and the document will be sent to your mailbox in approximately fifteen (15) minutes.

Sample invoice:

Student Name
Student Number

Identity Card/Passport No:
Address

Telephone No:

Student GUIDE

Program :

Intake
Year/Semester

INV/

Description

“Amount
MYR

Tuition Fee-Ad Colrse

5,750.00
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After receiving the document in your e-mail, open the PDF attachment and key in the password
with your birthdate in YYYYMMDD format to view,
e.g. birth date is 01 December 2001, password will be 20011201.

‘Ledger_102767938.pdf" is protected. Please enter a Document Open Password.

l'x

Enter Password:

QK Cancel
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How to Pay Online via Student Portal
(1) Go to My Finances = Student Ledger
(2) Inthe Student Ledger, click Pay Now button.

Student Ledger

Balance 7.
PO
*
Program Versicn Term
Apphy Reset | Pay Now
Al v Al v
T pe i Cur 18 Charge:
YR 500,
NV T 750,
Cours
J 2021 0207 PAYM: Cast 3
o ) [ AD o o0,

(3) Selectthe Program Version and Term. Please also select Yes if you are paying by Installment.
Lastly, enter the amount for payment and click Pay button.

Payment Gateway" Program Version®

Creait Card ~ Select >
Term* Installment”

Sedect -~ Mo o

Enter Amount (MYR)"

SCAM ALERT. Piease be reminded that the versity will never ask for your kogin credentials (neither email 1D
nor password) of demanding for outstanding debls through personal tekephone calis. In the event you received
of previously recehved such calis, please report o servicedesk@swint & STy wWilh he sCamimer Gefails
such a5 name, department, telephone number. bank accounts and efc

ur fee coliection agent. We will not be

versity bank acoount. Phease r

A0COUNI(S) excapt 1o the |
the University official payment platforms

Finally. 0o s1ay vigliant against scammer and 00 nol reveal your persanal gata or share it in social meda
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(4) You will be directed to the Secure payment page.
(5) Fill-in the required card information correctly, tick on the Confirm Payment checkbox and
click Pay Now button.

& Secure pay Edge - o x

SWINBURNE SARAWAK

&

Card number *

@ wisa

Expiry month * Expiry year®

Cardholder name

Security code *

Order details

TOTAL mYR: RM5.00

The next screen you sie may bo payment card verification thiough your card issuer.

(6) You will be directed to preview and verification page. Please enter the Authorisation Code
provided by your bank and tick on the T&C checkbox after you have read the Terms &
Conditions. Then click Submit button.

(7) Payment is completed upon successful payment. Official Receipt will be automatically

generated by the system.
[ Paymeens. v ofile 1 - Micro:

Payment Response Page

Payment Successtul

Close

(8) View and print the Official Receipt from the Student Ledger.
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ALERT! In the event that credit card information and credentials e.g. credit card expiry date,
Security Code or Authorisation Code is incorrectly entered in the first attempt, you will be
redirected to the Secure payment page again.

& Secure payment - Google Chrome = (] X
@ ap-gateway mastercard.com/checkout/pay/SESSIONODD2464229148)64251535E9 B
SW‘N SWINBURNE
BthE{ el SWINBURNE SARAWAK
» »
Secure payment

! Your transaction was unsuccessful, please check your details and try again.

Card number *

@ visa
Expiry month * Expiry year "
MM v YY ~

Cardholder name *

Security code *

=¥ 2 digits on back of your cas

Order details

Student Fees

TOTAL MYR: RM1.00

Instead of re-entering the correct credit card information, please close this Secure payment
page and start again a new process from the Student Ledger and click Pay Now, i.e. as per How
to Pay Online via Student Portal’s STEP 2 as subsequent submission of payment using the SAME
Secure payment page will still be NOT successful.
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Scenario on how to handle unsuccessful transactions:
(1) Go to My Finances > Student Ledger
(2) Inthe Student Ledger, click Pay Now button
(3) Select the Program Version and Term. Please also select Yes if you are paying by

Installment. Lastly, enter the amount for payment and click Pay button.

(4) Fill-in the required credit card information in the Secure payment page but accidentally
key-in the incorrect Security Code and click Pay Now button.

(5) You will be directed to preview and verification page. You provide the Authorisation Code
given by your bank, tick on the T&C checkbox and then click Submit.

(6) Result: You will receive notification that “Your transaction was unsuccessful, please check
your details and try again”. Besides, Official Receipt will also NOT be generated.

& Secure payment - Google Chrome - | =] x

@ ap-gateway.mastercard.com/checkout/pay/SESSIONOOD2464229148)64251535E9 =

SBwulR[\I B SWINBURNE SARAWAK

*NE *

Secure payment i

! ‘Your transaction was unsuccessful, please check your details and try again.

Card number *

@ visa

Expiry month * Expiry year "
MM~ YY ~

Cardholder name *

Security code *

== 3 digits on back of your card

Order details

Student Fees

TOTAL MYR: RM1.00 x

(7) Instead of re-entering the same credit card information with the correct Security Code this
round, please close this Secure payment page and start again a new process from How to
Pay Online via Student Portal’s STEP 2.
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Student Statement

Similarly, you can also view your financial transactions and account balance for your selected
range of dates through this option.

(1) Go to My Finances - Student Statement
(2) Select the From Date and To Date from the date-picker drop-down.
(3) Click View to display your statement.

Student Statement

From Date* 11| oonapon = To Date* | =}

O (S vj2021 v| @

(4) You can opt to view or e-mail a copy of the statement to yourself at your student E-mail. To
send a copy of the statement to your Student E-mail, click on the Email a copy to me button
and the statement will be sent to your mailbox in approximately fifteen (15) minutes.

Student Statement

Froen Date® 04/14/2021 =} To Date” 09/14/202] ]

Amcunt Charge

T i
Date e Roferenceljo Doscription s

Ameunt Paid (MYR) Balance (MR} Tax Armount (MYR)

Email a copy to me

(5) After receiving the statement in your e-mail, open the PDF attachment and key in the
password with your birthdate in YYYYMMDD format to view,
e.g. birth date is 01 December 2001, password will be 20011201.

Password X

! ‘StudentStatement_1027608..." is protected. Please enter a Document Open Password.

Enter Password: “

OK Cancel

Prepared by: Student Systems & Services, Student Engagement Page 35 of 37
Last Updated: 24 December 2021




Installment

You can view all the payment schedules for all the programs you have enrolled.

(1) Go to My Finances - Installment
(2) Pick from the drop-down Program Version you would like to see your payment schedule.

(3) Pick from the Installment Type drop-down the type of instalment you are approved of.
(4) Click on View to see your instalment details.

Student Instaliment Plan

Program Varsion®

Installrment Tyge®

(5) You can opt to view only or email a copy of your instalment details to your student Email.
To send a copy of the instalment details to your student Email, click on the Email a copy to
me button and an email will be sent to your mailbox in approximately 15 minutes.

(6) After receiving the instalment details in your email, open the PDF attachment and enter the
password with your birthdate in YYYYMMDD format to view the instalment details,

e.g. birthdate is 01 February 2001, password will be 20010201.

Student Installment Plan

Prograrm Varsion *

Installrment Type* Special Arrangement JUNZ020

Mame ; Special JUNZOZ0 Installment Approval Status : Approved Installment Type : Annual
Scheduled Date Rate Armount (MYR) Armount Paid (MYR) Balance (MYR) Status.
Total ; 525000 BR5O 383750
Email a copy to ma
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Glossary

Activity Group

Auto Register

Course

Enrolment

Multi-part

Program

Registration

Term

Types of activity available for one particular course:
LE — Lecture

LA - Lab

TU — Tutorial

Registration of class(es) when there is only one possible
choice/activity for you to attend

Unit of Study for your enrolled course of study
e.g. FCT10010 Information Technology

ACC10007 Financial Information for Decision
Making

The action of being registered to Program of study of your
choice as offered by the University

Grouping of particular same stream coded classes that
forces student to select not an individual but a group of
activity

Course of study of your choice as offered by the University
e.g. BA-BUSACC7 Bachelor of Business (Accounting)
DP-MGMT Diploma of Business Management

The action of being registered to Course(s) of the Program
of your choice as offered by the University

The intake semester you are registered to in the format of
<year>_<month of commencement>_<semester/term>
e.g. 2021_MAR_S1 (2021 March Semester 1)

2021 JUN_WT_F (2021 June Winter Term
(Foundation)
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