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Overview:  

Lodging an Override  request 

This document is to assist students with lodging an enrolment Override Request. The online override 

form is accessed from the Override page within myEnrolment. If you are accessing this document from 

outside of myEnrolment you will first need to Login to myEnrolment. 

You can lodge an online override to request approval to enrol in a class restricted for the following 

reasons: 

• Full class (number of students enrolled has reached enrolment capacity). This is authorised by the 

School Timetabler. 

The following overrides are authorised by Course Coordinator and/or Program Director: 

• Career (Undergraduate student requesting permission to enrol in Postgraduate course) 

• Permission (class restricted by the School to specific students. Also, called Department Consent). 

• Requisites (a course restricted by prerequisite courses, or enrolment only available to students in a 

specific Program/s) 

• Unit load (a standard full time load is 18 units per study period. A student may seek permission to 

exceed this limit.) 

 

Go to Enrolment Help. 

 

Click the Overrides button. 
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The Override page will display. 
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How to lodge an override request 

Tip: you may like to enrol in your second choice class(es) in case your override request is not approved. If 

you enrolled in the same course (but different class) as your override, you will be automatically swapped to 

your approved classes when you process your override enrolment. However, if you enrolled in a different 

course to your override request, this will not be automatically dropped. It is your responsibility to drop it if 

your override request is approved. 

 

Select desired study period from the drop down menu. 

Then click the Lodge Override Request button. 

 

If this is your first override request for that study period, go to next section: Complete override request 

form. 

If you have prior override requests for the selected study period, the Override request summary 

page will open. This is a summary of all the override requests you have made via myEnrolment for this 

study period. 
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Click New Request.  
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Complete override request form 

The Override request form will open. 

 

Scroll down on page. 

Enter Subject Area  

Enter Catalogue Number  (usually a four digit number) 

OR  

Enter Class Number  

Click Search 
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Your search results will display. 
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If there is more than one Option (ie various Campuses and/or External option) click the Option you 

want.   
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The classes under that Option will expand. 

 

If you see the following ‘OHSW ALERT’ message next to a class it means the actual room capacity has 

been reached (this is different than the enrolment capacity). This means you are unable to lodge an 

override request for this class as the University would be liable if they accepted more students in a room 

than has been approved by safety standards. There will be no radio button to select this class. 
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Select all the classes (enrolment and related classes) required for the course (ie Lecture, Tutorial, etc) 

including the restricted class you want to enrol in. 

 

Indicate if there are any other restrictions on this class by selecting the relevant box. 
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Enter Reasons for requesting override. This is a compulsory field. 

 

Click Confirm Override Request. 

A confirmation window will open so you can check the details of your request before lodging it. 

 

Click Submit Override Request to lodge request. 

 

You should receive a comfirmation message that the override request was lodged successfully. 
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Click Return to Summary  which will display your Override request summary page for that study 

period.  

Your new request should be listed there.  
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How to Withdraw override request 

You can withdraw your override request at any point before enrolling into an approved override class. 

Login to myEnrolment. 

Go to Enrolment Help. 

 

Click the Overrides button. 

 

Select the study period of the override request you want to withdraw, then click Loge Override 

Request 
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Your Override request summary page will display. 

 

Click the Withdraw button next to the request you want to withdraw.  

 

The example above is a request that has been submitted by you, but not yet approved or declined by the 

Academic Unit Timetabler.  

If your request has been approved by the Academic Unit Timetabler you still have the option to 

Withdraw instead of Enrol now. 
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How to enrol in an approved override 

If your override request is approved you will receive an email confirmation via your student email account.  

Tip: you must take note of the expiry date in the email. If you don’t accept the enrolment 

before this date you will need to lodge a new request. 

 

Example of approved Full Class Override request: 

 

Click on the ‘myEnrolment’ link in the email. 

Login to myEnrolment. 

Go to Enrolment Help. 
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Click the Overrides button. 

 

Select the study period of the approved override, then click the Lodge Override Request button. 
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Click Enrol now next to the override request you want to enrol in. 

 

You will receive a message indicating the enrolment was successful. 

The Status of the course will change to ‘Enrolled’. 

 

Go to Manage my Enrolment to see the classes against your enrolment summary. 
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Select the correct study period from the drop down menu. 

A summary of your enrolments for that study period will display, including the overridden course you 

just enrolled in. 
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What if your request is declined? 

If your override request is declined you will receive an email to your student email account to advise you.  

 

Example of declined Full Class Override request: 

 

If you haven’t already enrolled into your second choice classes, you should do so now. If you are unable 

to enrol in any alternative classes, you will need to contact the School Office that owns the class you 

wanted to enrol in. If this is different from your Home School Office (ie the School that owns your 

program), you may also want to contact them to discuss alternatives for your study plan. 
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How to view existing override requests 

You can view the status of your submitted override requests at any time. 

 

Login to myEnrolment. 

Go to Enrolment Help. 

 

Click the Overrides button. 

 

Select the study period of the approved override, then click the Lodge Override Request button. 
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Your Override request summary page will display. 

You can view the various statuses of your override requests, as well as expiry dates etc. 

Expiry Date: if your request has been approved there will be an expiry date you must enrol by.  After 

this date the Enrol now button will disappear and you will need to lodge the request again. 

 

Status: 

• Submitted: lodged by you but not yet processed by Academic Unit Timetabler. 

• Approved: School Timetabler has approved override request and you are able to enrol by selecting ‘Enrol 

now’ button. 

• Declined: School Timetabler has declined your override request. 

• Pending: The School are needing further time to confirm the outcome for the request. 

• Withdrawn: override request was withdrawn by you. 

• Expired: override request was approved but has now expired. You will need to lodge an override request 

again if you still want to enrol in this class. 
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Frequently Asked Questions 

Should I enrol in my second choice class as well as lodging an override 

request? 

If you are concerned about missing other options if your override request is not approved, then 

you should enrol in your second choice class(es) as well as lodge the override request.  

If you enrol in the same course (but different class) as your override, you will be automatically 

swapped to your approved classes when you process your override enrolment. However, if you 

enrol in a different course to your override request, this will not be automatically dropped. It is 

your responsibility to drop it if your override request is approved. 

How long will my override take to process? 

As soon as you submit your override request an email will go to the School Timetabler with the 

details of your request. The School will aim to respond to your request within two business days, 

but over busy times this may take longer. Check your student email account regularly whilst waiting 

for an override to be approved. If it is approved you will be given a limited amount of time to enrol 

before the approval expires. This is usually two business days, but may be shorter depending on the 

demand for the class and how close it is to the study period Census Date.  

Up to what date can I lodge a full class override request? 

You can lodge a full class override request up until the study period Census Date. However, you 

will be unable to enrol in an approved request after Census Date.  Therefore, if your override 

request is lodged just before or on Census Date the turnaround time to have it processed and then 

enrol will be short. It’s not recommended to lodge a request on Census Date as it’s unlikely to be 

processed in time. 

My override was approved but has now expired. What should I do? 

If your override request is approved there will be a limited amount of time for you to enrol before 

the approval expires. If it expires the Enrol now button will disappear and you will need to lodge 

the request again.  

 

 

Glossary 

Please follow this link HERE to view the full Glossary of University Terms for UniSA.  

http://www.unisa.edu.au/student-life/support-services/student-administration/glossary-of-university-terms/

