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MyStudent– Enrolment
Quick Reference Guide
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The My Study tile shows all the courses you are admitted to.

Select the course you want to enrol in to open the Manage My 
Course window. 

View your academic history by either clicking on the My Study tile 
heading or selecting View Academic History.

MyStudent – plan your subjects and enrol in My Study
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Manage My Course provides an overview of your course structure. 
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In Manage My Course, subjects will show as: 

Subject status My Study symbol
Not enrolled (unscheduled or scheduled into 
study periods)

Enrolled (green tick)

Passed (black tick) 

Selection Required (orange exclamation) – 
you have options to choose 

Where a selection is required, e.g. select a major, click the blue Select button. This opens another window for you to select from 
the options and add subjects to your plan. 
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When you click the Select button to choose subjects, another window appears to the right. Select your subjects in the 
check boxes and Add to plan.
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To schedule your subjects into study periods and enrol, go to Plan and enrol.  

You’ll see subjects in the Unscheduled column on the left and may see subjects already scheduled into their study 
periods in the study period columns.



7 You can also add subjects to your plan in the Plan and Enrol window.

Click on the Select button where you see a selection required. This opens a window to the right where you can tick the box to select and 
then Add to plan. 
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1. In the Unscheduled column, click Schedule 
on the individual subject cards, or

2. Go to the Plan a study period button at the 
top of the window to schedule subjects into a 
particular study period, or

3. Drag and drop subjects into study periods.

In Plan and Enrol, there are several ways to 
schedule your subjects into study periods.

Note: if your subjects aren't scheduled into 
study periods for future years and you are 
unable to schedule them, e.g. you see this 
message: 
No years available to select from, you will 
need to wait until enrolments open for that 
year. Check the enrolment page for details.

https://www.jcu.edu.au/students/enrolment
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You can also use the +Add and –Remove buttons at the bottom of a study period column to: 

Add unscheduled subjects to that study period. Remove scheduled (but not enrolled) subjects from that study period.

Tick the subject check box and select either the Add to study period or Remove button.



10 Where there are multiple subject offerings available, e.g. different campuses, you may need to select an offering: 

Click on the drop-down arrow to make 
a selection.

You’ll see this warning message 
when trying to enrol before a subject 
offering has been selected. 



11 You may see an Unsatisfied Requisites message on a subject card in Plan and Enrol. This means that there are other subjects you 
are required to complete before enrolling in this subject . Click on the card for more information: 

If requisites have not yet been met and you attempt 
to enrol, you’ll see this Further action required 
message. 

If you believe you have undertaken equivalent study, 
work experience or have other reasons why the 
requisites should be waived, you can fill out and 
submit the Request a waiver form. 
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Click on the Enrol button to enrol in all subjects scheduled into a study period.

If the Enrol button does not appear, enrolments may not yet be open for that study period, or you may 
have a sanction. Go to My Details for sanction information.
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Once you’ve selected Enrol, the Enrolment Summary window will show any tasks you need to 
complete before finalising your enrolment. Click on Complete my tasks.

There may be other reasons you are not able to enrol, check for descriptions underneath subjects in the Enrolment Summary: 
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To check your enrolment, go back to Manage My Course. Enrolled subjects will appear with a green tick.

Or, request an Enrolment Advice from the My Study Self Service Reports window. A list of your 
enrolled subjects will be emailed to you. 
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MyStudent – Withdrawing From Subjects

To withdraw from an 
enrolled subject, go to 
My Study, Manage My 
Course and select the 
Withdraw From a 
Subject tab. 



16 MyStudent – Withdrawing From Subjects

Tick the subject you want to withdraw.

Red warnings appear if the census 
date and/or the last date for 
withdrawal without fail has passed. 

MyStudent will not allow you to 
withdraw after the Last Date to 
Withdraw for the study period. 

For details on penalties for withdrawing 
after these dates, see Withdraw from 
subjects or your course. 

Select Confirm to withdraw. A withdrawal 
summary appears, where you are required 
to select a reason for withdrawing. Select 
Ok.
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