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

Step 1
Enter Student ID

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

Find an Existing Value
~ Search Criteria
Empl ID: beginsvih v | o —
Name: begins with ¥ ||
Last Name: “begins with ¥ ||

Alternate Character Name:| begins with ¥ ||

Clear  Basic Search [_:'? Save Search Criteria

Step 2

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

w I CSTSTO1 2210612019

Favorites * Main Menu > Records and Enroliment > Enrol Students > VoE Home

Student Requests Form

Empl 1D: 1387399 Ryan Bishop

Go to Request Submission

i | Reason Submitted By Term (S0 status Request Type
| 1]Goto Summary |4023684 |other (Please Specify) |HcHarantva [1152 [25/032005  [completed  |voE

Career and Term

v | —
*Request Type| Change En ¥ s Start Request (Click here) fjm—

[ save |[@PRetumto Search =] Notify

Step 3a
To Add Courses

- 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

.
U unitec CSTST01 22/06/2019

Faverites | Main Meru 5 Records and Eorollment > Errol Studenis » Vof: Home
Email Addrars
UPDATE MY DETAILS
2t 21y stage GUAing this process, you Woulc preter 1o talk &2 3 real pErsan, Student Ceatra| (0800 L0 85 10} wil be hppy to
help betwesn the hours of B3 o P, Monday to Friday nd Sam to 4pm, Saturdsys,
Your Class Schedule

Use the tick boxes to Indicate the changels} vau wauld fike to make.

e e
—|mmm hrea  tior | i | “Closs | Closs |Class| Hew Class
15384

CIBE 353368 23/07/2019 24/11/2038 Larpatry Termoalgy Conepi-Sem LIl i

2 5300 CIBC 3514-68 22/07/2019 24/11/2019 Buildy Technuigy Property-Semd
3539 CIBC 351550 22/07/2043 24/11/2018 Constrn Instakn Proc Tec Sems
) s CIRG 3516-58 22/07/2019 24/11/2019. Carpantry Projact prefms: Same
5 sa08 CIBC 3517-68 22/03/2019 24/11/201 Carp Proj Fdtn Supt Struc-Sems
6 414 CIBC 3518-58 22/07/2019 4/L1/2018 Carp Pig] Fime Stct Exi-Semd

7 5420 CIBC 3515-58 22/07/2013 24/11/2018 Carp Prof Intr Ling Finsh-Semd

CIBC 3516-58 72/07/2018 23/11/2019 Carpantry Project Praims-5ams

REMOVE SELECTED

Add New Class

Class Numbers [Cepocass ] _ FIND CLASSES

Students 1f the reduces your total credits to 45 or fewer for the semester, pleass
emall studentyisadunitec annz to ensure that your viss is not affected.

Domestic Students If the changes you are reguasting affect your Full Time Studert status with StudyLink, your laan or
alkamance may be impacted,

REVIEW _ [ EAWGEL

- GotoStep4d




Step 3b
To Drop Courses

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 3 HRecords and Envollmant »  Enrol Students » Vo Home

[ ey use this umber Lo Contact you il we need mers infarmation)
Email Address
UPDATE WY DETAILS

Tf at any stage during this process, you would prefar te talk o a real parson, Student Central (DE0D 10 95 10} will be happy to
halp betwaan tha hours of Bam ta 8pm, Manday to Friday and Sam to 4pm, Saturdays.

Your Class Schedule

Uz the Hiek heses o indicats tha changa(s} yau wauld like ta make.

CIBC 3513-GB 23/07/2019 Carpatry Termaalgy Concpt-Sema

5390 CIEC 3514-58 22/07/2019 24/11/2019 Buildg Technoigy Property-SemB ] B
J 3 539 CIBC 3515-58 22/07/7019 241142019 Constrn Instaln Proc Tac-Sama = [~
4 5402 CIBC 3516-58 2f0RHHM9 24/1172019 Carpentry Project Prefms-Seme il ke
5 5408 CIBC 3517-SB 22/07/2019 2471172018 Carp Proj Fdln Supt Struc-Seme 2 (=
6 5414 CIBC 3518-5B 22/07/2019 24/11/2048 Carp Proj Frme Strct Extr-SemB =] (=
7 5470 CIBC 3519-58 33/07/7019 24/11/2019 Carp Prof Intr Ling Finsh-Same 1 E

REMOVE SELECTED I

Add New Class

FoEe ADD CLASS | FIND CLASSES |

International Students If the change(s] you are reguesting reduces your total cedits To 45 or fewer for the semester, please
email studentyisas Junites. 30,02 te ensure that your visa is not affacted,

Domestic Studants If the changes you are raguasting sffect your Full Tirma Studant status with StudyLink, your loan or
sllowance may ba impacted.
Iy

REVIEW | _ [[CANCEL |

Go to Step 4

Step 3¢
To Swap Courses

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

plick the “Review” button

(e CSTSTO122/06/2019

Favorites | Main Menu > Records and Ensollment » r-nmf.‘iudmts > Vot Home

[We may use this number to contact you If we naed more Information)

Cmail Address
UPDATE MY DETAILS

1f at any stage during this process, you would prefer to talk ta o real person, Student Central (0800 10 95 10 will be happy Lo
el betwomen the hours of Bam to Sprm, Monday to Friday and Sam to 4pim, Saturdays.

Your Class Schedule

Use the tick boses Lo indicate the change(s} you would like to make.

Class  [Suliject Catalog
| | A b Start Date  End Date | Course

HNumber
15334 CIBC 3513-58 22/07/2019 24/11/2019 Carpaty Termnalgy Corcpt-Sems
2 5330 CIBC 3514-GB 23/07/2019 24/11/2019 Buildg Technoigy Propeity-Semd. =
) 3 saan CIBC 3515-58 22/07/2019 24112019 Constrn Instaltn Proc Tec-Sams [
4 5902 CIBC 3516-5B 22/07/2019 24/11/2019 Carpantry Project Prakms-Sems = L
5 5408 CIBC 3517-58 22/07/2019 241172019 Carp Pioj Fdtn Supl Struc-SemB & o
5 5414 CIBC 3518-58 J2/07/7019 24/11/7019 Carp Proj Frme Strct Extr-Semi i
7 5420 CIBC 3515-SB 22/07/2019 24/11/2010 Carp Proj Intr Ling Finsh-Seme o W

__ REMOVE SELECTED ]

Add New Class

B - [ ADD CLASS | FIND CLASSES I
class

Intarnational Students Tf the change(s) you are requesting reduces your totsl oradits to 45 or fewer for the samaster, please
emall studentvlsadunites.ac,nz to ensure tat your visa |s not affected.

Domestic Students 1f the changas you zre reguasting #Fect your Full Tima Shdant status with Stidylink, your laan or
slkwanca may ba impactad.

: evien | < — ARCEL]

Go to Step 4




Step 4

Change request
information

J

- 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

- Attach any supporting documents.
Please note for some COE, you must attach supporting
documents before progressing to the next step

- Click the “SUBMIT” button

lul Unitec

Favorites  Main Menu > Records and Enrollment > Enrol Students > COE Home

Change Enrolment ( Review and Submit)

Request ID NEXT

Request Type voE Standard COE Request
Adjust Request Type
StudentID 1542656  Callum MeKay

International Student:

Career UGRD Undergraduate
Programme  NZCSC  NZCert Study Carser Praparin?
Semastar 2 - 2021

Created By

Craated

1 5011 FSTU 3312 26/07/2021 19/09/2021 Introduction to Algsbra

2 5013 FSTU as1s 20/09/2021 26/11/2021 Maths Algebra

Supporting Documents

Description Filename Staff Only | Attach File | View File |Upload Date/Time Uploaded by
[ O Attach File View File &=

Step 5

Change request
generated

- Change request has now been completed
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Farites | ain Menus o Hecueds and Emvollment 5 Enrol Studerits > Nof Home

Student Requests Form

emplin: 1287309 Ryan Bishop
s e submitted By Torm [SUMTSSON | srarys equest Type

4023084 Otver {Fleese Speuiy) LCHARANITA 192 [25/02018  [Compleied  VOE

a0z0119 ther (Haase Specify) |auewmn 1199 |so/rniame cancallod =

s026120 Ot (Piease Speciy) aLEvm List |oovjols  |canceles [isw

ry| 4026121 OUmer (Piease Spediy) |aLevimn 1194 [30/20/2008 Cancelies ="

o1z Onmar (s spify) aucu Lios |sopsoiaons|cancates s

ERGCE e — o !
— D —

Carcer and ferm| v |

e o St et (Gink here)

Seve || AehentoSemch || Naliy

- Your change request ID will be generated under the “Request ID” column




