










 
 
 

WWWeeebbb   EEEnnnrrrooolllmmmeeennnttt   SSSyyysssttteeemmm   
WES is available to most Monash University students.  For problems with passwords and logging into 

WES, contact the ITS help desk http://www.its.monash.edu.au/contact/servicedesk.html 

What you can do in WES (Not all options are available for HDR students) 
 Enrolment / Re-Enrolment - Enrolment Questionnaire, unit enrolment,  HECS-HELP, FEE-HELP 
 Fees - View  fee statement, apply for extension, make a payment etc. 
 Results / Unofficial Academic Record 
 Application Forms - Graduation, Student Letters, Academic Transcript, Intermission etc  
 Change Postal, Home and Business Address, mailing Name Format and emergency contact details 
 Commonwealth Assistance Notice (CAN) (for CSP and FEE HELP students only)  
 Scholarship Details (Coursework students only)  
 View Advanced Standing  
 View Special Consideration status  
 View exam timetable  
 2007 Class Timetable (Australian campuses only)  
 Allocate+ (class allocation system)  

Enrolment Steps 
 To log into WES enter your Authcate username, Password and DOB or Postcode 
 From the main menu, click on the Enrolment link 
 Complete the following Address details, Emergency contact details and ‘Mailing Name Format’ if 

required. Note: you must ensure that your postal address is up-to-date, if you do not have a current 
Postal Address, you will not be able to enter the Unit Enrolment module 

 Complete / Update ‘Enrolment Questionnaire’  

 
Welcome  Joe Bloggs, to your personal Monash portal.  

my monash | WES home | Email Faculty | ask.monash | Handbook | Unofficial academic record | Logout
 
Student ID 

12345678  

Enrolment 
options 

• Enrolment 
summary  

• Enrolment 
questionnaire  

• ID card  

Change address 
menu 

Web Enrolment System (WES) 

Check Faculty and Course requirements before enrolling. It is your responsibility to ensure 
your enrolment complies with course requirements. Arrange a meeting with your Course 
Adviser if you are unsure. 
 

Enrolment Summary: 
Action Module Status 

View/Change  Postal Address  
Emergency Contact Details  (Update 
Now)  
Mailing Name Format  (Update Now)  

Last updated: 
13/11/2006  

Click here to update address, 
emergency contact details,  

and Mailing name



WES Instructions 
Flyer 

Logout 

 

Doctor of 
Philosophy 

Units selected for 
2007 

These links are to 
pages outside the 
WES system. Use the 
back button on the 
browser to come back 
here when you have 
finished browsing. 

 
Example: SRU0014 

View/Change  Enrolment Questionnaire  

Click here for help 

Last updated: 
03/05/2001  

  

  

Address Module Top 
The address module will always appear in the Enrolment Summary. In this module, you can 
update your postal address and your emergency contact details. 

It is of utmost importance that your postal address is always current, as all University 
correspondence will be sent to this address. 

If you do not have a current postal address, all other modules within the Enrolment 
Summary will be greyed out. You will need to enter an updated postal address in order to 
proceed to the other modules within the Enrolment Summary. 

Postal Address Link: This link will take you to the Address module within WES, where you 
can:  

1. Update your Postal address (mandatory)  
2. Update you Home address (mandatory)  
3. Update you Business address  

Emergency Contact Link: It is recommended that you enter these details for use in the case 
of an emergency. This link will take you to the emergency contact address module where 
you are required to enter:  

1. Contact name  
2. Contact address  
3. Contact telephone number  

Once you have entered your address details, click the "back to Enrolment Summary" to 
continue the enrolment process.  

If you receive an error message and you are unable to update your address, contact 
Student Services immediately to resolve the problem. You will not be able to 
continue with your enrolment until your postal address is entered. 

 
 

 

Enrolment Questionnaire  
The information collected in this form is required by the Government (DEST) and Monash. It 
is compulsory for all students to complete this form in order to enrol. Some of the questions 
on this form should be updated each semester. You must complete this form before you are 
able to complete a HECS-HELP form (if applicable) or add units to your enrolment. You are 
required to:  

1. Complete the questions  
2. SUBMIT the form (button located at base of form)  
3. Record the Transaction number that will appear on your screen once you have 

Complete enrolment 
Questionnaire (for new to 

course students) 



clicked the SUBMIT button.  

You will also receive an email with the Enrolment Questionnaire transaction details. 
Enrolment Questionnaire Transaction numbers will start with a 'Q'. 

At certain times of the year, this form will be closed for update and a 'read only' message 
will be displayed. If there is NO SUBMIT button at the bottom of the screen, then the form is 
unavailable for update at that time. Contact student services for assistance. 

Most fields in the enrolment questionnaire are compulsory, if you click SUBMIT without 
having completed these fields, an error message will appear at the top of the screen, and 
incomplete questions will be highlighted in Red. You will need to:  

1. Complete the fields in Red  
2. Click the SUBMIT button again  
3. Wait for a Transaction number.  

You are required to keep a record of your 
Transaction number for any further reference. 

 
 

 

Note: YOU MUST CLICK ‘SUBMIT’ OR THE TRANSACTION WILL NOT BE COMPLETE. 
 
 
 
 

 A ‘transaction record’ will appear on your screen, and you will also receive an email if your 
submission is successful 

 If an error is returned, amend your enrolment 
and click ‘Submit’ again 

 Be sure to record your transaction number for future reference 
Having Problems? 
 

 HDR students are unable to enrol in coursework units via the WES system.  This is done by Faculty 
administrative staff.  If you are required to enrol in a coursework unit/s as part of your degree please 
contact your Faculty research office.  

 
 

 You may be barred from using WES if the Faculty has specific course requirements for your course, or you 
require course advice, or you have unpaid fees 

    
 

 If you encounter problems amending your address, contact Student Services immediately, as you will not 
be able to continue with your enrolment 

 Any general problems or queries, please contact your Faculty or MRGS for assistance. 

 



 
 

 
Guidelines for Confirmation of Doctoral Candidature or Upgrade from Masters to PhD 

Code of Minimum Practice♦ 
 

1. Period of Candidature 
Probationary candidature is for the first 12 months of full-time (24 months part-time) candidature for all doctoral 
students with the exception of DPsych (Clinical and Neuropsychology) and DPsych (Clinical), where probationary 
candidature is for 18 months full-time. However, probationary PhD students who have made excellent progress 
may commence the confirmation process after a minimum period of 6 months of full-time (12 months part-time) 
candidature.  
MPhil candidates with 100% research component are required to confirm candidature after 6 months of full-time 
(12 months part-time) candidature. MPhil candidates with a coursework component to their course are required to 
confirm candidature after 9 months full-time (18 months part-time) candidature. If, at the time that confirmation of 
candidature is due, the department believes that the applicant is likely to upgrade from MPhil to PhD in the future, 
the confirmation of MPhil candidature can be delayed until the upgrade takes place.   
A candidate should normally be enrolled for a minimum period of 9 months of full-time candidature (or equivalent) 
before upgrading from Masters to PhD. Upgrade normally occurs after 12 months of full-time candidature (or 
equivalent). Upgrades will not normally be considered after 24 months of full-time candidature (or equivalent). 

2. Evidence of Sufficient Progress 
 

2.1 Oral Presentation 
 An oral presentation on the research project should be given either at a departmental seminar and/or viva 
voce. Members of the review panel (see below for composition of panel) must be in attendance for the oral 
presentation. The oral presentation should explore the research undertaken to date and the anticipated future 
directions of the research program.  

 

2.2 The review panel and review panel report 
A review panel should be convened to discuss with the candidate the written submission and oral 
presentation, to consider the evidence presented and to make a recommendation in relation to the 
confirmation of doctoral candidature or upgrading to PhD. The panel should comprise at least three 
members: the School Graduate Coordinator or nominee (convenor); the candidate’s supervisor(s); another 
member conversant with the general area of research but not directly involved with the candidate’s specific 
project. This third member may be drawn either from within the department/faculty or from outside it. Where 
more than one supervisor is present on the review panel, the second supervisor cannot replace the third 
panel member, who must be independent from the candidate’s research. In these circumstances a fourth 
panel member is required. Please note that the oral presentation as viva voce can be incorporated in the 
review panel meeting. It is expected that members of the review panel will be senior academic staff members 
with extensive experience in supervising doctoral students. 
 

The convenor of the review panel should provide a signed report which details the following: 
• An assessment of the candidate’s achievements during the period of probationary candidature or 

masters candidature (in the case of upgrade) 
• The panel’s feedback and directions to the candidate 
• Any changes to the research proposal which are required and if these have been completed 
• The panel’s recommendation with regard to confirmation/upgrade. 

 

2.3  Written Submission 
A progress report and publication list (if applicable) should be submitted. The progress report should be a 
minimum of 1,000 words but some faculties have different requirements. For example, the Faculty of Arts 
requires a 7,000 to 10,000 word report and a chapter of the thesis.  The Faculty of Law requires an additional 
piece of written work of up to 7,000 words. The Faculty of Engineering requires a 5,000 to 7,500 word report.  
 

A suggested format is as follows:  
Title of thesis  
Statement of the research problem 
                (i) introduction 
                (ii) research question or hypothesis 
                (iii) subsidiary questions 
                (iv) review of relevant research and theory 
The Procedure 
                (i) theoretical and conceptual framework 
                (ii) analytical techniques and research design 
Time-table for completing thesis  
Brief Bibliography  
List of publications produced during probationary candidature (if applicable)  
 

♦Please note that faculties may have additional requirements for confirmation of candidature. You 
should discuss this with your supervisor before commencing the written report. 
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