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If you are experiencing issues accessing LUCAS then please go to the troubleshooting Guide
available here LUCAS :: IT Help

1. Log into LUCAS with your username and password you received from us.
https://lucas.lincoln.ac.nz

2. The Student Homepage is displayed. You will see that there are some “To Do’s” on the Task
Tile. Click on the tile to complete.

* Student Homepage |

Student Centre Enral My Planner

Financial Account View My Grades | Praofile

L poy

Tasks

4 ToDos



https://aus01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fithelp.lincoln.ac.nz%2Fhow-to-guides%2Flucas%2F&data=05%7C02%7CJan.Ridden%40lincoln.ac.nz%7C6b97c688a57145617ec608dd1fd8fc09%7C2ed27e5845164f9ca79794374d2e74c7%7C0%7C0%7C638701738975526250%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=jk2%2Fr8OtjjmbV%2FVF4wdwf8mmaHbIonL97Udhp5LJiqA%3D&reserved=0
https://lucas.lincoln.ac.nz/

3. Complete the items in your “To Do List”

| € student Homepage

™ To Do List ]
To Do List
4 rows

T
Task Due Date Status
My History Aszsignad 3
Curriculum Vitae Initiated »
Entrance Qualification Infheted »
Identity Initiated 3

4, “My History” — Task: Welcome. Click Next

® Exit My History

Waicoms Task: Welcome
& Visited
Tell us your background

* My Prior Activity To progress your enrolment we need information about your background, like where you have studied previously, your ethnicity

© Mol Startud and citizenship.
% My Prior Residence Complete each step until you get to Summary.
2 Not Staned

Select Next to gel started. ..

% My First Year of Tertiary Study
O Not Started

* My Last Secondary Schoel
© Not Started

* My Citdzenship
© Mot Started

* My Ethnicity and lwi
© Mot Started

Summary
O Not Started

5. Work through your tasks and Confirm once each one is completed.

£ Pravisud

L
- Vited Task: My Prior Activity -

& Wy Prior Aathvity
£ I Prosgrass Prior Activity

Vil S, V0L TR BT O DCTEOn i M Zeatand a1 | Cctober in T yeas s 10 e term of es envodment?
& Wy Priss Redidence
1 M Snarind Overseas w

& My First Year of Tertiary Shudy
(=
B My Last Secendary Sehotl

O bt St

N My Ciizwribip
okt Sarind

& Wy Ehnicly and bwi

0 bt Saried

D Mt Skaried



6. When all steps are completed a summary page will be displayed. Check and Complete

@LUC}\S €3 13 UAT 9-Mar-2021

® Exit My History

< Pravious

Walcome Task: Summary
& Visitesd
* My Prior Activity Thanks for providing your background
@ Complata Your enrolment journey can now progress. Select Complete to check your to-do list or enral in courses.
Remember to manitor your email for any further instructions as you progress through enrolment.
X o t_‘\‘ Pf"e‘: Resldencs If you need help or have questions please contact us, we are here to guide you through the process.
ompd
Contact us
% My First Year of Tertiary Study Email: enrol@lincoln.ac.nz
® Complote Phone: 0800 10 60 10 (NZ only) or +64 3 423 0000
Wisit: Student Administration, Ground Floor, Forbes Building
* My Last Secondary School
© Complate
Steps
% My Citizenship P T rows
& Complste T
% My Ethnicity and lwi Step Status Date Completed Required Go to Step
9 Comglele Welcome ® Visited No Bt Sup
™ ?::_Taw My Price Actnaly & Complete 13082021 Yes Goto Step
My Prior Resdence & Complete 1300 Vs Go to Step
My First Year of Tertiary Study © Complete 130812021 Yes Goto Sup
My Last Secondary School @ Complele 13082021 s Goto Step

You will be taken back to the Homepage.

If there are still “To Do’s” on the Tasks tile, click on the tile to complete them all. There may be
some tasks that require you to supply documentation to Student Administration. Clicking on the
task will tell you what you need to do to complete. Once the documentation is supplied these
tasks will be completed by staff. Depending on the outstanding task you may be unable to enrol
until it has been completed.

7. Once all tasks are completed you can click on the Enrol tile

¥ Student Homepage

Student Centre Enral My Planner

X o

Financial Account View My Grades Profile
+
* ¥
bt &4

Tasks

Mo curent 1asks




8. Add the semester/s you wish to study in. Available semesters will be displayed depending on
the time of year and programme of study you are enrolling for.

< Student Homepage

Name 1D Number (. i

My Clags Schedule | Add termaisemesters | Add clagses | Dropclasses | Swoeclesses | Charcas Prea/MeisnMiner | Term infermaticn

T~ Enrclment

Add Term to Programme

Sedect which terms you will be studying fur your programeme,
[Programeme)

[verm [

|r;m-nh.r Eummar Schaal - [¥ear) | add |

|

Flas 1o 10

9. Once the semester is selected you will be taken to the “Add Classes” page

Enrolment: Add Classes

B Class Schaduie | Add o | Change PregMageidios | Tam lefamaton

Add Classes 0]

Select Term

Seluct o term then sakect Continue.

Egs 1o 1op

PeopleToots

Select the semester you wish to enrol in.

10. A page advising that you have outstanding tasks to be completed may display. These tasks are
asked each semester you are enrolling in, i.e. the semester you are expecting to complete your
qualification, how you are going to pay your fees and confirming the declaration. Click Yes to
complete these outstanding tasks.

< Student Homepage

1" Enrolmant You nave outstanding Tasks which must be compéeted prior 1o adding your ciasses. (30023,7)

Ewviry be Bal yals 254 4 new Imisemesien  niw assgned Task will Appear in paur To Do List You will nead t compiets Mis Task beloce being abils 1o acd classns

Tasies are appeanng in your To Do List
gred or 'In Progress

Select Na to be takon fo your Stuten] Homepage

Yag No



11.  You will be taken to a Welcome page, click Next

Mext >

Welcoms Task: Welcome
& Visited
Questions we ask each semester

* My Expacted Completion Term Before selecting courses for this semester, please confirm when you plan to complete your qualification and how you are

@ Compl ; ’ . 4
o funding your studies. You will also be asked to accept our Enrolment Terms and Conditions.
% My Payment Method Complete each step until you get to Summary.
© Not Stasted

Select Next o get started. ..

#* My Declaration
© Not Stared

Summary
© Nol Started

12. Complete each task and Confirm.

£ Previous
Welcome )

® Viied Task: My Expected Completion Term | confim |

= ° 'g)f E‘k:'md SR Ll The accuracy of this data is very imparant to you
R Check and update: it regularly on your Student Centre.
Tha Expacted Complation Term iz uzad to [dentify students who at the and of the term dizplayed balow, will have thelr acadamic record chackad for aligibility 1o

% My Payment Method graduate.

© Not Started

% My Declaration Academic Program

© Mot Started

Summary I plan to complete my study towards this programme in:
O Nol Stasted

*(Select the correct term here) -..-I

My Payment Method Task — Complete how you are going to pay your tuition fees.
Domestic Students: If you think you are eligible for fees free and are also applying for a student
loan with Studylink, please select NO to fees when completing your application with Studylink.

Once all tasks are completed check and complete the summary page.

You are taken back to the Add Term to Programme page. If you do not wish to add another
semester or there are no semesters available click on the Add classes link and select the
semester you wish to enrol in.

13. Ifthis is the first time you have enrolled in a calendar year you will then be assigned some more
tasks to update your personal details.

Other tasks such as Course Advice, Insurance and Visa may be displayed based on your
programme of study and your citizenship status. You can still enrol in courses if these are
outstanding but completion of your enrolment will not be finalised until they are completed.



Select My Personal Details task

£ Student Homepage

[Z] To Do List ]
= To Do List
4 rows
(1

Task Due Date Status
My Personal Details for 2021 Assigned 3
Course Advice Initiated ]
Insurance Inbiated b
Visa/Parmit Initiated

On the Welcome page click Next

X Exit My Personal Details :
| Next > i
Welcome Task: Welcome
@ Visited

It's time to check your contact details

% My Emall and Phone Detalls Keeping your contact details current helps you have a better learning experience. Please check and

Mot Started - .
© complete this information carefully.
% My Addresses - We use emergency contacts in situations where your safety is at risk.
O Not Started

- ldentifying as having a disability allows us to confidentially assess how our Inclusive Education services

can support you.
* o ':::3::::““""’ Contacts « See the Enrolment Terms and Conditions to understand how we use your information.

Complete each step until you get to Summary.

% My Disability
© Mot Started Select Next to get started...

Summary
O Not Started

Check/update your personal details confirming each page and complete the summary page.

14.  You are then taken back to the Add terms/semesters page. Click continue or add other
semesters and then continue

Enrol A > ®
[i"] Enrolment 50t .. ~I®

My Class Schedule | Add terms/semesters | Add classes | Drop classes | Swap classes | Change Prog/Major/Minor | Term Information

Add Term to Programme

[\ There are currently no terms available to add.

CDNTWUEl
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15. Click ‘Search’ to begin selecting your classes.

T Enrolment Nama 1D Numbar [EEE ~i®)

Enrol My Academics Sewch Flan Appeais and Dispensabions
[y Class Sehacue | ASSWrmasemesions | Addclsés | [ropcasses | Swapclasses | Changs FrogMapaMimor | Temn itormaton

Add Classes &

1. Select classes to add

To shect chasss for anad joct e arm and suloct Change. Whan you an stz fied

with your clsss selections. procesd to step 2 of 3

(semester] < {Year] | [Career) | Lincoln University

@ Open [ Closed

Atict in Cart Shopping Cant
Find Classes

#) Class Sosch Your enmilment shapping £am i empty

~ My Planner

My Class Schedule

ou are nol registered for claseas in thiz tam

Elao to tow

16. To find a course, click on the drop down arrow for ‘Course Subject’ and select a subject area
from the list of options.

Check that the Course Career is correct.

If you know the course number also enter that and then click ‘Search’.

Your programme of study will determine what courses you can enrol in, i.e. Sub Degree courses
are ONN, Undergraduate 1NN, 2NN or 3NN, Postgraduate 6NN and Masters Thesis 6NN and
PhD Thesis 7NN

T Enrolment lgate hd 0]
Enrol My Acadermcs Search Plan Agpeais and Dispensabions
My Class Schedule | Add | | Rropclasses | Swapclasses | Change ProgfdajorMmor | Teem Informatiun
Add Clarsses

-
Enter Search Criteria

Search for Classes
Lincoln University |

Select a1 least 2 search crilena. Select Search 10 view your search results

w7 Class Search

subject and Course Number can be found on the
Sutsecq M | website, e LING 101 would be
. 4 - b e Subject: LUNC
Course Number| & exaclly = I I Course Numbes: 101

Course caree' - I
Snow Open Classes Oniy

[l open Entry/Exit Classes Only

[ Anditionat Search Critenia
Retum 1o ASd Classes Claar

Eln o tap



17. If you didn't enter a course number, you may need to scroll down to find the course in the
options displayed.

Once you have found the correct course click on ‘Select’.

[ Enrolment Ex 40

Enrol Wy Aeademacs Search Plan Appeais and Cinpersabions
My Clavs Schedule | Add temsfsemesters | Add classes | Drop casses | Swap classes | Change ProgMajorMinor | Teem Information

Add Classes =5
Saearch Results
Lincaln Uneversity |
My Class Schedule Shopping Cart
o it e regislined far chzsae in Bhis letm Vit shopging e i nmgly

The following classes match your search crilerta Cowrse Subsect, LING - Lincoln, Show Open
Clasivss Only. Yos

@ Cven @ Glosed
FRetum o Add Classes Hew Search Moy Search
2 class section(s) found
wLING 101 - Land, Feople and Economies
Clana Section Days & Times Renom Insstrueing Meeting Dates Saatus

LECLEC Micholk Collings | 1V11/2021 -
T Thosan - 1300 TEA Michnlly Colingss o T0E0S ®

*LINC 201 - Sustainable Futures

Class Setion Days & Times Raoum Irtrctue Mewting Dutes Statun
T020 :uf.: Lec ToA oA Saaft TBA ® Sehocl
Return to Add Classes New Saarch Mty Sasecn

Note: You may see different sections available for one course (see descriptions below). Please
select the right section as appropriate.
International students studying on Student Visa must choose LEC option for all courses.

Return to Add Classes New Search | | Modify Search

3 class section(s) found

LEC= on campus

course
Meeting Dates Status

punced TBA @® | seeat
OLNZ= online course

Class_Secti studying in NZ Meeting Dates Status

2934 bunced TBA @ | Select
Class_Secti OLNZ= online course Meeting Dates Status

2937 | gpes studying offshore  GUECEELER @® | Select |



18. Click ‘Next'.

[ae o > i)

I~ Enrolment
Enrol || Myicademics || Samch | Plan | Appesis s Dispensabons
My Class Schedule | Add lerma/versesiers | Add clesses | [Qrop dasses | Swapclasses | Change PiogMajorMinor | Tesm Information

Add Clarsses m

1. Salect classes to add - Enroliment Preferances

| Lincoln University
LINC 101 - Land, People and Economiss

Class Preferences

LINE D4R Lettira @ opan Pamission Nor

Sesslon Regular Academic Session Grating Graded

Caneie  Undergracuate Units 1500

Cancel _

o o top

19. The class you have added is now in your shopping cart.

If you want to enrol in more classes click on ‘Search’ again.

If not click on ‘Proceed to Step 2 of 3.

[eete o 6]

7~ Enrolment
Enrod My Academmics ‘Search Flan Appeais and Dhspensabons
My Class Schedule | ASd termaisemesiens | Add classes Deop classes | Fwapcasses | Change ProgMajoriMingr | Teem Infomaaton

Add Classes ®

1. Select classes to add

B, sarbect e form and seloct Change. When you any

5. proceed to step 2 of 3

To select ok Tt an

with your class sebs

LN 101 has been sdded 1o your Shappéng Cant

Change Term

@ Upan [ Cosed

Shoppling Cart
Hoom

At Carl
Fird Classes Delete  Crase DaysTmes Instructon Units Satus
& Class Soarch i | }jgﬁ,‘”‘“—c Th 02.00- 13.00 ,“f:,’a e M. Collings 1500 @

) Wy Plannes

Proceed to Step 2 0 3

Class Schedule

“faus s e g

Elaetoton

20. Once all classes have been added, click on ‘Finish Enrolling’.

Eniol | Wylcasemes | Eswen | Plan | Appest asd Dsensabons

Changs Proghakettine: | Tamm infiemten

=

s Schadule | Add Semusenasion | Addclasses | Oropclassss | Swapclasses |

Ao R Uran  Gaen

Cancel Fravious

tolog



21. |If the status of the class has a

o you have successfully been enrolled.

lfithasa * you have not been enrolled and there will be a message displayed advising why.

ckon i
Click on View My Account, My Class Schedule, Add Another Class or the button.

€ Student Homepage

i Enrolment | e o ~I@)
Entol || wyacacemics || Searn | Plan | appests and Dapensatoes
My Chans Schuduie | Add enrssmesioe | Add clssses | Drop clasws | Swap cleses | Changs PrcgMajoinos | Teem infomsabion

Add Classes
3. View results
View the followang status repor for enrolimant confirmations and amons
Lincain Universaty

o Success: enralied 3 Crror unabie to add ciass

=&

Clans Wrssage Siatus
LINC 101 Success: Thes Cass has been added to your schedui. {
View My Accaunt My Class Schedule A3 Anoes Clags I
Eeototap

22.  View my Account — Continue to make a payment

4 Student Homepage

[ Enrolment
Account Inquiry | Electionic BagmenbePurchases
Sumenary | Chages Due | Bayments
Accound Summary

You vwe §73.00

« Dug Now 000
« Future Dug 673,00
Whiat | Owe
Tem Cratslandany Charges & Depusils
67300
Total 673.00
Currancy used i New faaland Dollac

¥ Hemittonce Addresses

g 1w10p

23. My Class Schedule

< Student Homepage

|aet D)

Total Due
67500

673,00

Make a8 Payment

(D

~i%

T~ Enrolment

Enrol || Myacacemics | Searh | Plan | Appeain and Dispensations

My Cinas Schettule | And lermuanmestess | Aod ciasses | Qrop classes | Swap elasses | Changs ProgMajseddines | Tnms infoematien

My Class Schedule

Soloct Display Option. ) LISt View
LINC 101 - Land, People and Economies
Siatun Units Grading
Enrclied 1500 Graded
G Suction Compurmnl  Daya & Tives Ruam instructon
2017 5 [iadia Refer o wed o
01T LEC  Lacture el sta

B totap

I Waekly Calendar View

Change Term

Deadines

StariEnd Dale

Frirdur Frivnudly Pages

10



24. Homepage

When back on the homepage, if you have not paid your fees there will be an alert on the
Student Financials tile and if you still have tasks outstanding there will be an alert on the Task
tile.

+ Student Homepage |

Student Centre Enrol My Planner

r?ﬁ =&

Financial Account View My Grades Prafile

b o

Tasks

3 ToDos

25. If you are studying a postgraduate programme, you will be required to submit a “Course Advice”
request through the “Tasks” tile after adding courses.

£ Student Homepage Tasks fn v E [E)
[£ To Do List 3
To Do List
3 rows

T
Task Due Date Status
Course Advice Initiated 3
Insurance Initiated >
Visa/Parmit Initiated ]

26. On this page you can add information, if you wish, for your course adviser and Submit

Course Advice Email

Menu

Zaarch:

mic Planning

Enalmpnd

Transher Credit Additional Information for Course Advisor:
Fwoent Admission
Stusent Centre

Pxn-:-‘.‘ Counse Aovice Histom| Cance]

Click Continue.

11



< Email Course Advisor Course Advice Email

Academic Reconds
Trangder Credn

Thankyou. We will send you an email when your
enrclment has been approved. You can then continue
to complete your enrolment.

You will receive an email when your Course Adviser has approved your course advice and the
task will be cleared.

27. Ifyou are an International student you will be required to have a Student Visa and Insurance
and these tasks will remain until they are cleared by Student Administration.

28. If you have enrolled in courses, paid your fees (by student loan or fees free for eligible
students), course advice (if applicable) been approved and have no outstanding tasks you will
receive an email confirming your enrolment.

If you have any questions or need help please contact Student Administration by email at
mylinc@lincoln.ac.nz or phone +64 3 423 0000.

12
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