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REGISTRATIONS 
 
1. Logging In 
 
Once a login & password has been set - STEPHUB can be accessed from the homepage by 
Principal, STEP Coordinator and Student. 
 

 

2011/2012  Page 1   



 

2. School Registration 
The Principal will: 
 Complete school details 
 Nominate a STEP Coordinator who will manage student participation in STEP on behalf 
of the school 

 Agree to ‘Conditions of Registration’ 
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STEPHUB will automatically issue an email to the Principal’s email address as confirmation 
of the registration. Once the school is registered this account will remain registered for 
future years. 
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3. STEP Coordinator Registration 
 
Once the School Registration is approved by the STEP team, the nominated STEP 
Coordinator will receive an email requesting them to register a login and password. 
 

 

 
 

2011/2012  Page 4   



 

STEP Coordinators will be linked to the following page to complete.  The STEP team will 
use the contact details for all day to day management of enrolled students and key program 
information throughout the year. 
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STEP Coordinator accounts are confirmed via email. STEP Coordinators need to keep a 
record of the school code for all future student applications regardless of year. 
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4. Student Application 
Students registering for the Program should do this with the support of their school STEP 
Coordinator. 
 

  

The School 
Code will be 
provided by 
the school 
STEP 
Coordinator to 
students that 
are both 
eligible and 
suitable for the 
Program. 
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All details provided in Student Registration are used by the STEP team to communicate 
with students during and beyond applications. Both the student and emergency contact 
details will be used for student enrolment pack information. 
 
Preferences are included in the event that a student is unsuccessful in their first preference.  
This is not a mandatory requirement. 
 
Once a student registers, confirmation is sent to the student email listed. 
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A student’s application will be flagged with the school STEP Coordinator via an email which 
requests the review of all applications. 
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APPLICATION MANAGEMENT 
All students applying for STEP will move through the following stages: 
 

 
 
Upon logging in as the STEP Coordinator, all students attached to a school and applying 
for STEP will appear.  
 
Students can be filtered by each stage to track the progress of student applications. 
 
1. School Approval 

 
The STEP Coordinator can approve or deny applications by using the Process or Cancel 
buttons next to each individual. 
 
To process an application a STEP Coordinator must have received the Parent/Guardian 
consent form and returned this to SBIT. 
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If an application is denied by the school STEP Coordinator an email will be sent to both the 
student and STEP Coordinator confirming this decision. 
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2. SBIT Approval 

 
 
If a student application is approved by the STEP Coordinator the STEP team will receive 
the application for processing. 
 
SBIT will only approve applications following receipt of the Parent/Guardian consent form.   
 
Following SBIT approval a confirmation email will be sent to the student and STEP 
Coordinator. 
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http://www.southbank.edu.au/site/schools/STEP/ParentalConsent.pdf


 

 
 
 
3. Test Session TBC 

 
Following close of applications the STEP team will schedule all ACER Vocational Indicator 
Test sessions for applicants.  Session details will not be communicated until all bookings 
are finalised. 
 
As tentative bookings are made students will move to this status, which will indicate to 
schools that a position has been allocated and will be confirmed by an email to students 
and their schools. 
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4. Accepted 

 
Following ACER Vocational Testing students will be selected by SBIT.  Successful students 
will move to Accepted and attached to their successful program and grouping. 
 
Emails will be sent to both the student and STEP Coordinator advising of the outcome. 
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5. Unsuccessful 

 
 
Following the ACER Vocational Indicator testing, if any student has been unsuccessful in 
gaining a position (due to quotas or result) they will be moved to this status in STEPHUB. 
 
An email will be generated to both the student and STEP Coordinator.  Following the 
enrolment deadline of Sunday 6 November, any remaining STEP positions will be 
communicated to schools, and unsuccessful students may be eligible for consideration. 
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6. Enrolled 

 
Student positions in STEP will not be guaranteed or ‘Enrolled’ until the student has enrolled 
through Student Self Service and paid their fees.  This enrolment must be completed by the 
enrolment deadline.  
 
Following the deadline (Sunday 6 November) the STEP team will check all enrolments and 
will confirm those students who have enrolled, by changing their status. 
 
Emails will be generated to both the student and STEP Coordinator. 
 

 
 

 

SBIT will make available any further positions that have not been confirmed, or quotas that 
have not been filled.  Advice regarding available positions will be communicated to STEP 
Coordinators at such time.  Students who are not enrolled will be cancelled.
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ATTENDANCE TRACKING 
SBIT tracks all student attendance for STEP classes and reports this to schools through 
STEPHUB. 
 
After logging in STEP Coordinators can access attendance for any student’s enrolled in 
STEP by accessing the ‘View Rolls’ tab.   
 
Attendance can be tracked by: 
 
1. Student 
Filtering by individual student will populate all attendance entered for the student over 
consecutive weeks, for as long as they are enrolled.  
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2. Program 
If multiple students are enrolled in the same program and group, all students can be viewed 
together by filtering in the ‘Program’ drop down.   
 
Records of student attendance or comments in relation to individual students can be 
accessed through class dates. 
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