
SAS Admissions - Student Accepts offer, 
Admissions officer activates student  on 
Student system?? Passes Application/

acceptance information to Enrolments Team

Domestic Student International Student

Student makes an 
appointment with Enrolments 

Officer

Enrolments Officer assists 
student to enrol, arranges ID 

card, Overseas student health 
cover card and provides 

relevant information. Gives All 
information to Scholarships 

Officer and notifies SAS Fees 
Office of the commencement 

date.. Passes folder to 
Scholarships Officer.

Student completes form 
included with Acceptance 

information. Form forwarded 
to Enrolments Officer

Enrolments Officer enters 
relevant information from the 
student form into the Student 

system, generates ISIS 
checklist for the student. 

Gives all documentation to 
Scholarships Officer

Scholarships Officer 
establishes the 

scholarship on Student 
information system and 

advises R&SS HR/
Finance Officer  to set 
up payment on payroll 

system .and 
processes travel and 

removal reimbursement 
if applicable.

NOTE: If the student has 
a tuition fee scholarship 
the Scholarship Officer 

must advise the SAS 
Fees Office of a budget 

charge code and copy of 
the award conditions

Scholarship Officer  
passes all completed 

student documentation to 
SAS Student Records

Student Records create a 
file for the Student and 
forward the file to local 

College Area

Local Area Enters the 
students research topic 
and supervisor panel 

information on the Student 
System, 

Returns file to SAS 
Student Records

Student Records store 
the File

END

Tuesday, October 30, 2007

HDR Student Enrolment Workflow

Fees Office set up a “fee 
sponsorship” on Student 

System to identify and collect 
tuition fee

END

 
 


