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Sign In or Create an account? 
 

If you are an existing student, enter your USC username and password and click Sign In.  

If you do not remember your ID from previous study, contact the IT service desk (www.usc.edu.au/learn/student-

support/information-technology) to reset it or create a new account.  

Applicants that are new to USC need to Create an account first.  

If you are an existing student and you create a new account, the system will run a check on your details and match up 

your existing records. 

 

 

http://www.usc.edu.au/learn/student-support/information-technology
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If you create a new account, the username will be the email address you entered when creating the account and the 

password will be one that you also create.  

To create a new account, click on the blue Create an account button located on the left hand side of the Application 

Centre. 

 

To create a new account, you will be asked to enter details into the fields on the page that opens. Click into the fields 

and type your answers.  

You will need to provide an email address. If you do not have an email address or would like to use a unique one 

there are three icons that you can click on which will take you to the site where a new account can be created with one 

of these providers. 

A password that must be at least 7 characters in length and include at least 1 number and 1 special character is also 

required.  

Select a question from the dropdown box in the Question field and then type your answer in the field below. 

Complete the security check by typing the characters you see in the image. If you have trouble reading the characters 

you can click on the sound icon to hear what the characters are, the ? for help or the refresh icon to have another 

image. 

 

Then click Create Account. 
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Once an account is created, or you have Signed In, the screen will open up to:  

Start Application 
 

You need to click this button. 

 

 

A new screen will open.  

Select your Application Type from the drop down menu. Each application type is explained by what type of study you 

have done and what type of program you are applying for. 

You will then be prompted to select the term that you wish to commence study from the drop down box in the new field 

that appears. Remember some programs are only offered for commencement in Semester 1. 
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Depending on what type of application is being completed and what term you select will determine what programs are 

offered. Some programs are limited to certain application types and some only offer a Semester 1 commencement.  

Select the program you wish to apply for from the drop down menu under the Program Preference 1 field. This is the 

program you want to be considered for as your 1st preference.  

Once the program is selected, you will also need to select the Location of where you would like to study, the Study 

Mode which is either on campus or online and Study Load which is full-time or part-time.  

The fields will appear after you have selected the program and will either be auto populated (if there is only one 

option) or there will be a drop down menu for you to select from the options available shown as V symbol at the end of 

the field. 

If you select an Education (Secondary) degree, you will also be prompted to select a Major and Minor subject area. 

To add a 2nd and 3rd preference click on the + sign and complete the same fields. Similarly, if you enter a preference 

and then change your mind, click on the – sign. Up to 3 preferences can be entered. 
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Once the program preferences have been added, click the Start Application button.  

The programs and preferences you have selected can be edited by you at any time before the application is 

SUBMITTED. 

At the bottom of the page a message tells you that supporting documents need to be provided for any answer where 

this icon appears: 
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Page 1 – Personal Details 
 

The application will open to the first page. There will be a series of numbered arrows across the top. You cannot click 

on these as they are only indicators of where you are up to in the application. 

On Page 1 complete the fields by either clicking into to them and entering information or selecting from drop down 

menus which contain options regarding your personal details.  

Required fields are shown with an * and you will not be able to advance to the next page until these fields are 

completed. A message will appear to notify you if you have not completed a required field when you click Next or 

Save and Exit.  

Some extra fields will appear depending on what answers you select. 

At the end of each page you will have the option to proceed to the next page of the application by clicking Next or you 

can click Save and Exit which will save what you have entered.  

You are able to Sign In at any time and you will be able to continue or edit your application.  

 

 

(this page continues below) 
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Example of Error message if required field is not completed: 
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Page 2 – Contact Details 
 

On the second page, complete the fields by either entering information or selecting from lookup menus that contain 

options regarding your contact details. The look-up menus can be accessed by clicking on the icon that looks like a 

magnifying glass. Your email address will automatically appear. 

 

 



ONLINE APPLICATIONS 

11 
 

Example of the look up menu: 

You can find an answer by scrolling down the list or by entering keywords in the search fields at the top of the menu. 

To refine your search select from the dropdown menus next to the search field and select contains to look for words 

that are part of the answer rather than begins with.  
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Some other examples: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

America or The United States is an 

example of where changing the search 

field to ‘contains’ rather than ‘begins with’ 

can be useful.  

Some names are not listed as we might 

first think they should be – America is listed 

here as United States. 
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Page 3 – Education History 
 

Page three asks about your Educational history.  

Answer the questions by clicking the relevent radial button or selecting from drop down menus. Some fields will 

appear as a result of the information that you enter so you will only see questions that are relevant to you. 

To use the lookup for the name of an institution either scroll down the list or enter keywords in the search fields at the 

top. Changing the fields by selecting from the drop down menu to Contains instead of Begins with can help refine 

the search. 

 

Example of the look up menu: 
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Post-secondary Education 

The questions about post-secondary education are not required fields. 

To provide details if you have any select from the drop down menus, click into the Name of Qualification field and type 

your answer and use the Find Institution link to lookup rather than a magnifying glass icon. 

To add more than one qualification click on the + sign at the end of the row to create a new row and complete the 

fields as you have just done. 
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The lookup for an institution is best done by entering keywords into the Institution search field and selecting 

Institution Type. 

 

 

 

You will then be asked if you intend to apply for credit. 

The next question asks if you have ever been excluded from studying at an institution. 

If the answer is Yes, extra fields will appear asking you when.  

There are calendar icons that you can click on to select the dates.  

You are then asked if the institution you were excluded from was in Australia. 

If the answer is Yes there will be a lookup icon in the ‘What institution were you studying at’ field for you to search for 

the correct institute. If the institute is not in Australia you will need to click into the field and type the name. 
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Page 4 – Employment History 
 

On page four you can list any employment history. These are not required fields and you can skip this page and click 

Next to continue. 

All fields need to be clicked into and free text entered. The dates can be selected by clicking on the calendar icon and 

choosing year, month and then clicking on the day. 

New rows can be added for each employment position by clicking on the + sign at the end of the row to create a new 

row. 
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Page 5 – Supporting Documentation 
 

Page five is where supporting documents are uploaded.  

Each supporting document is listed from where you have completed fields that displayed the icon indicating that 

evidence would be required for a particular answer. 

Instructions on how to upload documents are given on the page.  

NOTE: You do not have to upload any or all of the documents to be able to submit the application. If you do not have 

the required documentation at the time of submitting your application you can email them afterwards to 

information@usc.edu.au.You will need to quote the application reference number which you will receive in an email 

after submitting. 

To upload a document click on the Upload button. 

 

mailto:information@usc.edu.au
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A pop-up dialogue box will appear. Click on Browse which opens another box where you must navigate to where the 

document is saved. Once you have located the document, click on it to highlight it and then click Open. 

 

The document path and name should appear in the field next to the Browse button. When this happens, click Upload. 

 

NOTE: Only one document can be uploaded to any Document Type so if additional documents are needed a new 

row must be added by clicking on the + sign. The new document can be named anything by entering free text into 

the Document Type field of the new row that has been created. 
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Additionally, if you need to remove a document, you can click on the – sign or click upload again and the document 

you select this time will overwrite the previous one. 
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When you are satisfied with the documents that have been uploaded, click Next to move on or  

Save and Exit. 
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Page 6 – Application Details 
 

A summary of all the information that has been entered or selected on the application will appear on page six. 

This is for you to check over the details and go back to make changes if necessary. This can be done by clicking on 

the Previous button at the bottom of each page and returning to the page/s where the information needs to be 

changed.  

You can make as many changes as you like until you SUBMIT the application. 
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Page 7 – Applicant Declaration 
 

The seventh page is the Applicant Declaration.  

You are asked to read the Applicant Declaration and then accept it by checking the radial button.  
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If you choose ‘No, I do NOT accept’, a message will appear in a dialogue box warning you that if they do NOT accept 

the Application Declaration you cannot submit it. 

If you do this select OK and then check the radial button next to ‘Yes, I accept’. 

 

Once you have accepted the Application Declaration you can submit the application by clicking the Submit button. 

You can also choose to Save and Exit if you are not ready to submit the application. 
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Page 8 – Application Submitted Confirmation 
 

Page eight confirms that the application has been submitted. It lists the Application Type, the programs you have 

applied for and the Term you intend to commence in. A reference number will be assigned to your application that you 

can quote if you need to contact USC in regards to your application. An email will also be sent to you with these 

details. 

USC contact details are given with some information about what to do next. 

You can print the application summary by clicking on Print Application button and/or return to the Application Centre 

(landing page) to view the status of your application by clicking on Exit to Application Centre. 
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Submitted or Save and Exit? 
 

The Application Centre (landing page) will now show that your application has been SUBMITTED and will also list the 

Ref Number (reference number).  

You can return here at any time and click on View to see the details of the application. You CANNOT change the 

details once the application has been submitted. 

Only one application per Application Type can be submitted. 

If you need to change any details in the application, contact Student Central or email information@usc.edu.au. 

 

 

 

If you have selected Save and Exit on any page you can return to the Application Centre (landing page), Sign In and 

you will see that the application has a status of SAVED. It will also list what page the application has been completed 

to.  

To continue with your application or to amend details, click on the Edit button. 

mailto:information@usc.edu.au
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The SAVED application will open to the page where you clicked Save and Exit. You can then click on Continue 

Application to proceed or amend details. 

 


