Undergraduate Internal Transfer Guide

How to apply for internal transfer
- Log into the Student Information System using your Student ID number and FAN password.
- Select ‘My Applications’ on the tabs bar.

Applicants are advised they must nominate the preference for each application as only the first two will be considered. Instructions on how to do this are detailed later in
this document.
To begin the Online Application
process click on ‘Add New’
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Search for the course you wish to apply for by
entering the course title (or part of the name) in
either of the two fields indicated.
You can search by keywords or a single word (e.g.
arts) or the whole degree name.

Click on ‘Search’.

The search will return courses available for online applications to commence in the next semester. Note that the system will display all available options (Part Time, Full
Time, Internal and External).
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To select the course, click on ‘Apply’.

If the search does not return the expected course, the search can be refined by amending the search criteria and clicking on the ‘Search’ button again.
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A summary of the selected course is displayed.
To confirm your selection, click on Proceed with
Application.

You can either:
- Click on ‘Back to Select a course’ to select a different degree
- Click on ‘Cancel’ to return to the Application Summary page
- Click on ‘Proceed with the Application’ to go to the following page
If you select ‘Proceed with the Application’, and then click on ‘Cancel & Exit’ at a later stage, without completing the application, an incomplete application will
be created and will appear in the Application Summary page.
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Some courses have subject prerequisites as part
of the entry requirements. Acknowledgement
on whether you meet the prerequisites for the
course is mandatory.
Students must select Yes or No from the
dropdown list

Courses available as a combined degree option
will list these in the drop down list. Selection on
whether or not you wish to combine the course
is mandatory. Click Save & Continue to proceed
with the application
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Students applying for Bachelor of
Nutrition and Dietetics (Year 3 Entry)
must acknowledge whether they
meet the prerequisites for the course
AND must upload a statement in
support of their application.
Once those steps have been
completed, click on ‘Save & Continue’
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An application summary, including any
application requirements (eg prerequisites), is
displayed.
Students must agree to the Terms & Conditions
before finalising the application.
Once the checkbox has been ticked, click on
‘Confirm the Application’.
Terms & Conditions can be viewed by clicking on
the ‘Terms & Conditions’ link.

Students will be sent an email to their Flinders email account confirming an application has been submitted. If you do not receive an email confirming this you can check the
status of your applications in the ‘Application Summary’ page. If the status of an application states ‘Yes’ under the heading of ‘Incomplete Student Application’ you must
complete the application so the status changes to ‘No’ under the same heading. Incomplete applications will not be considered for admission.
To complete your application in the ‘Application Summary’ page select ‘View/Change’ which will take you back to the last step in the application process which was not
completed. You can proceed with the application steps from there and finalise for consideration.
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Nominating/Changing preferences

Confirmation your
application has been
submitted.

To nominate your preferences and
finalise your application, click on
‘Return to Application Summary’.
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In the ‘Application Summary’ page click on ‘ChangePreferences’ to
activate the Preference column.
Students must nominate preferences against their online
applications. Only the first two preferences will be considered.
Preferences can be changed at any time.

Once you have entered your
preference number for each course,
click on ‘Save Application Preferences’
Your application has now been
finalised.
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Withdrawing an application

From the ‘Application Summary’ page, select the
course application to be withdrawn by clicking
‘View/Change’.
Only completed applications can be withdrawn.
Applications with a status of ‘Yes’ under the heading
of ‘Incomplete Student Application’ cannot be
withdrawn.
Withdrawn applications will not be considered for
internal transfer.

Applicants with incomplete applications will be contacted by the Admissions/Prospective Students Office.
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Check the details displayed to ensure that the right
course has been selected.
Click on ‘Withdraw my application’.
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A message will be displayed confirming
the application has been withdrawn.

The ‘Application Summary’ page
will display the ‘Application Status’
as ‘Withdrawn’.
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Contact us
Office of Student Recruitment (option 1)
1300 354 633
askflinders@flinders.edu.au
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