How to create a change request

Navigate to VOE
Home

- You will find the VOE Home page on PeopleSoft by going to the following:
Main Menu > Records and Enrolment > Enrol Students > VOE Home

Enter Student ID

- Enter the student ID in the “Empl ID” then click Search

Find an Existing Value
~ Search Criteria
Empl 1D: beginswith v || o
Name: begins with ¥ ||
Last Name: begins with ¥ ||

Alternate Character Name:| begins with ¥ ||

Clear Basic Search [7? Save Search Criteria

Create the change
request

- Select the Career and Semester for the student in the “Career and Term”
dropdown box.

- Select the correct Request Type in the “Request Type” dropdown box.

- Click “Start Request” button
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Favorites = Main Menu > Records and Enroliment > Enrol Students > VoE Home

Student Requests Form

EmplID: 1387390 Ryan Bishop
Goto Request Submission
== 5 Reason Submitted By Term [0 status Request Type

| 1]co to summary [4023684 |other (Prease specify) |Hoaranva [1192 [2s/03/2019 |comptetea voe

Carear and Term

+ | —
+equest Type| Chiznge en v | = Start Request (Click here)

T save  |[GhRetumto Search | =] Notify

Change request is
for an Add

- Enter the class field in the “Class Number #” field

- Click the “Add Class” button

- (The class will appear in the “Your Class Schedule” section
- Click the “Review” button

.
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Favorites | Main Menu > Records and Envoliment > Enrol Students > VoE Home:
Fmail Addross
UPDATE MY DETAILS
1f at any stage during this process, you would prefer to talk to a real person, Student Central (0800 10 95 10} will be happy to
help between the hours of 8am to 8pm, Monday to Friday and 9am to 4pm, Saturdays.
Your Class Schedule

Use the tick boxes to Indicate te changa(s) you would ke to make.

[coss, [ptiect Comon s ot et [couee o[ onl ety
1 5384 CIBC 3513-S8 22/07/2019 24/11/2019 Carpatry Termnolgy Concpt-Sem8
2 5390 CIBC 3514-58 22/07/2019 24/11/2019 Buildg Technolgy Property-Sem
G el Sios T i s
) ssm CIBC 3516-58 22/07/2019 24/11/2019 Carpantry Project Praims-Same
5 sa08 CIBC 3517-88 22/07/2019 24/11/2019 Carp Proj Fdtn Supt Struc-Sem
7 5420 CIBC 3515-58 22/07/2019 24/11/2019 Carp Proj Intr Ling Finsh-SemB

REMOVE SELECTED

Add New Class

ADD LA
Class Numbers =) _ FIND CLASSES

International Students If the change(s) you are requesting reduces your total credits 1o 45 or femer for the semester, please
‘email studsntvisaQuates 30,02 to ensure that your visa s not affected,

Domestic Students I the chanoss you are raguasting affect your Full Tims Student status with StudyLink, your loan or
showance may ba mpacted,

REVIEW _ CANCEL
~




Change request is
for a Drop

Select the class the student would like to drop under the “Drop Class”
column.
Click the “Review” button
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Favorites | Main Menu > Records and Envollment > Enrol Students > VoE Home
[We may use this number to contact you if we need more information)
Email Address
UPDATE MY DETAILS J

1f 3t 3ny stage during this process, you would prefar to talk to 3 real parson, Student Central (0800 10 95 10) will ba happy to
halp betwean tha hours of Bam to 8pm, Manday to Friday and 9am to dpm, Saturdays.

Your Class Schedule

Usa tha tick haxes to indicata tha changa(s) you would fike ta make.

CIBC 3513-SB 22/07/2019 24/11/2018 Carpatry Termaolgy Concpt-Semd

2 5330 CIBC 3514-SB 22/07/2019 24/11/2019 Bulldg Technolgy Proparty-SemB m) L
) 3 5396 CIBC 3515-58 22/07/2019  24/11/2019 Constrn Instakn Proc Tec-Same E &
4 5402 CIBC 3516-58 22/07/2019 24/11/2019 Carpentry Project Prefms-Semi =
5 5408 CIBC 3517-S8 22/07/2019 24/11/2018 Carp Proj Fdtn Supt Struc-SemB o =
6 5414 CIBC 3518-SB 22/07/2018 24/11/2019 Carp Proj Frme Strct Extr-SemB | (=
7 5420 CIBC 3515-58 22/07/2019 24/11/201% Carp Proj Intr Ling Finsh-Sam# ] [

REMOVE SELECTED I

Add New Class

A ASS
i DD CLASS | FIND CLASSES |

International Students If the change(s) you are reguesting reduces your total credits 1o 45 or fewer for the semester, pleasa
email studentvisaunitec.ac,nz to ensure that your visa Is not affected,

Domestic Students If the changes you are raguesting affect your Full Time Student status with StudyLink, your loan or
alowance may ba impacted.

Ny
REVIEW | _ [ CANCEL |

Change request is
for a Swap

Select the class the student would like to swap under the “Swap Class”
column (A new class number field will appear).
Enter the new class number in the “New Class Number” field

Click the “Review” button
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Faworites | Main Menu > Records and Endoliment > Enrol Students > Vo Home:
(W may use this number to contact you if we need more Information)

Email Address
UPDATE MY DETAILS

If st any stage during this process, you would prefer to Lalk to a real person, Student Central (0800 10 95 10) will be happy to
help between the hours of 8am to 8pm, Monday Lo Friday and Sam Lo 4pm, Saturdays.

Your Class Schedule

Use the tick boxes to indicate the change(s} you weuld Tike to meke.

Class  |Subject Catalog
l Nbe Istnﬂm End Date  |Course

Number

15384 CIBC 3513-5B 22/07/2019 24/11/2019 Carpatry Termnolgy Concpt-Sems.

2 5290 CIBC 3514-SB 22/07/2019 24/11/2019 Buildg Technoigy Property-SemB. [= o
) 3 5390 CIBC 351%-S8 22/07/2019 24/11/2019 Constrn Instaktn Proc Tec-Sams [

4 5402 CIBC 3516-5B 22/07/2019 24/11/2019 Carpentry Project Pretms-SemB. !

5 5408 CIBC 3517-SB 22/07/2019 24/11/2019 Carp Proj Fdtn Supt Struc-SemB U J

6 5414 CIBC 3518-S8 72/07/2019 24/11/2010 Carp Proj Frme Stret Extr-SemB L

7 5420 CIBC 3515-SB 22/07/2019 24/11/2019 Carp Proj Intr Ling Finsh-SemB o ]

[ REMOVE SELECTED |

Add New Class

o B 7 [ ADD CLASS | FIND CLASSES I
ass

International Students If the change(s) you are requesting reduces your total credits 1o 45 or fewer for the semester, please
emall studentviza@unitec.ac.nz to ensurs that your visa Is not affacted.

Domestic Students If tha changas you are requasting affect your Full Tima Studant status with Studylink, your lean or
Allowance may ba impactod.

< REVIEW | _ CANCEL =




Change request
information

- Select the reason of the change request in the “Reason for Changing”
drop down box

- Add any further detail that supports the change request in the
“Supporting Information” box

- Click the “Review” button

unitec I

Change Enrolment ( Review and Submit)

1067200 Ryan Bishop.

5390 crac
5396 c18C 351550 22/07/2018 241117

4 seo2ciec 3516-58  22/07/2019 24/11/2019 Carpentry.

-] i [BAEK [CANCEL |

Change request
generated

- Change request has now been completed
- Your change request ID will be generated under the “Request ID” column
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Favorites Main Menu > Recoeds and Enollment > Envol Students > Vo Home:

Student Requests Form

Emplio: 1207399 Ryan Bishop
C i e [ESUTSE U (7T PN -
1Ga t Summary 4022684 | Other {Pease Specify) HCHARANIYA 1102 |25/03/2019 Completed voE
2|01 Summary (4026119 Geher (Pisase Specify) |aLewn 1194 |s0120/2019 cancellod nsw
3| Go o Sunnary [s026120 ew 1154 [30/10/2015 |Cancelles nsw
4l [s02612: [aLevan 1194 [30110/2019 |Cancelled nsw T
0720/2019

aLevan

Career and Term|

*Request Typa[ Changs 1 Start Request (Click here) |

sove | Rewntosewen | notity




