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1. Before submitting your application, search for units (subjects) you wish to study at 
https://www.vu.edu.au/courses/search?iam=resident&query=&type=Unit and write down the unit code and unit name (e.g. - 
BAO3309 Advanced Financial Accounting).  You will need this information later on when you submit your application. 
 
You can filter by level of study, campus and college (faculty) to help your search. 
 
Select 6 – 8 units, as not all units will be running in every semester. 
 
2. Once you have selected your 

list of preferred units, go to 
https://eaams.vu.edu.au/portal  
to register an account: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

3. Click on ‘Register your details’ 
and complete the form: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

https://www.vu.edu.au/courses/search?iam=resident&query=&type=Unit
https://eaams.vu.edu.au/portal


 

 
4. You will receive a notification 

that your submission has been 
successful: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

5. confirmation email with your 
login details will be sent to your 
account: 

 
 
 
 
 
 
 
 
 
 

 

 
 



6. Click on the activation link.  
You will be asked to set a 
password, and then will receive 
confirmation of successful 
activation of your account. 

 
 
 
 
 
 
 
 
 

 

 
 

7. Access your account at 
https://eaams.vu.edu.au/portal 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
8. Click on Create Application 
 

 

 

https://eaams.vu.edu.au/portal


9. Select the correct application 
form: 

- Exchange students: select 
‘Incoming Exchange’ 

 
- Study Abroad students: select 

‘Study Abroad’ 
 
 
 
 
 
 
 
 
 
 

 
 
10. Country of Application: select 

the country in which you are 
currently studying at your home 
institution. 

 

 
11. Select an institution: find your 

home institution using the 
search function, and then 
select it: 

 
Study Abroad students: if your 
institution is not available because it 
is not a partner of Victoria 
University, do not select an 
institution here.  You will be asked 
to add it at a later stage. 
 
 
 
 
 
 
 
 

 



12. Click ‘Create Application’ is 
beginning your application. 

 
You are required to complete the 
details requested on the respective 
application tabs. 
 
Please note, most questions are the 
same for Study Abroad and 
Exchange applications.  Differences 
will be highlighted below. 
 

 
 

13. ‘Applicant’ tab: 
 
Visa Status: 
- If you are not in Australia, 

select ‘no’, and select the type 
of visa you intend applying for.  
If you are unsure, select 
‘Student Visa’ 

 
- if you are in Australia, select 

‘yes’ and provide a scanned 
copy of your current visa. 

 
 
 
 
 
 
 
 
 
 
- Agent: do not select an agent 

unless you are applying 
through an education agent. 

 
If you are applying through an 
agent, your agent will advise you 
about how to submit your 
application. 
 
 
 
 

 
[..] 
 
 

 
 
 
 

14. ‘Preferences’ tab: 
 
- Study Duration: select the 

number of semesters you wish 
to study at VU. 

 
- Commencing Study Period: 

semester in which you wish to 
study 

 
- Commencing year: year of 

study 
 
- Then click ‘Create Study Plan’ 

 
 
 
 
 

 



15. Study Plan:  
Selecting the units that you 
wish to study at VU. 
 
 
 
 
 
 
 
 
 
 

- Select the number of units you 
wish to study: 4 units is a full-
time study load (30 ECTS).  
You can also select only 3 
units. 

 
Note: at this time, no Study 
Abroad Certificates are being 
offered. 

 
 
- Click ‘Add unit preference’. 
 
 
- Filter by Study Level, Study 

Mode, Faculty, and Campus to 
reduce the number of matches, 
or search by the Unit Code 
from units you found in Step 1, 
then click ‘Select’.   

 
If you search for the unit code, it will 
be quicker than browsing. 
 
Repeat this until you have selected 
all units you wish to include.  If you 
cannot find a unit, it usually means 
that it is not available for the 
semester you wish to study. 
 
Note: some units are offered at 
multiple campuses.  Select the 
campus you wish to study at. 
 

  

 
 
 
 

 

16. ‘Background’ tab: 
 

- Complete your current study 
details. 

 
Study Abroad students: add your 
current institution here. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 



17. ‘English Proficiency’ 
 

- Select the type of English 
language study or test you 
have undertaken.  If you have 
taken a test or have a formal 
grade, add it here, and attach 
evidence of this. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

- If you wish to undertake 
English language study, select 
it here. 
 

 
 
For example: 

 
 
 
 
 

 
18. ‘Guardianship Arrangements’ 
 
You are unlikely to be under 18 
years of age.  If you are, please 
contact Victoria Abroad to seek 
advice about this section. 
 
 

 

19. ‘Disabilities’ 
 

- If you have any disabilities 
that affect your studies, please 
provide details in this section, 
and attach any supporting 
evidence you have. 

 
 
 
 
 
 
 
 
 
 
 

 
20. ‘Endorsement of Home 

Institution’: Exchange 
Students only 

 
- Attach evidence that you have 

been nominated by your home 
institution to undertake an 
Exchange semester at VU. 

 

 
 



Study Abroad students: you will not 
see this question. 
 
 
21. ‘Declaration and Agreement’ 

tab 
 

- Read and understand the 
Student Declaration, and if 
you agree with its terms, click 
‘I agree’.  You will be unable 
to submit an application 
unless you agree. 

 
 
 
 

 

 
22. ‘Overseas Student Health 

Cover (OSHC) Preference’ 
 

- Select whether you wish VU to 
organise your OSHC.  We 
strongly recommend you do 
as the policy you will receive 
through VU provides better 
coverage than you can 
organise by yourself. 
 

- If you do not wish for VU to 
organise your OSHC, please 
provide the reason why. 

 

 

 
23. ‘How Did You Hear About Us?’ 

 
- Select a reason. 

 
 
 
24. Upload your supporting 

documents. You can drag and 
drop multiple documents onto 
the blue drop area.  
 
 
 
 
 
 

25. Click edit to add notes to your 
attachments. 
 
 
 
 
 
 
 
 
 
 

26. Click the ‘Submit Application’ 
button.  You have now 
successfully submitted your 
application to study at Victoria 
University.   
 

 
 
 

 
 
 



 

 
 
 

 
27. You will receive an email to 

confirm that it has been 
submitted successfully. 

 
 
 
 
 
 
 
 
 

 
  



How to access and accept your offer to study at Victoria University 
 
28. Once available, the offer letter 

will be stored in EAAMS.  You 
will receive an email to notify 
you that your offer letter is now 
available. 

 
Click on the link in the email to 
access your offer letter. 
 
 
 
 
 
If you login without following a 
link, you can go to My 
Applications to view your 
application. Click on the edit 
button to open your application. 

  

 
 
 
 

 
29. The status of your application 

has changed to ‘Offer Made’. 
 
Click on the ‘Acceptance’ tab to 
access your offer letter. 
 
 
 
 
 

 



30. Download the PDF of your offer 
letter. 
 
 
 
 
 
 
 
Once you have downloaded 
it, please read and 
understand it.  It is a legal 
document, and you must 
sign and return it. 
 
 

 

31. Please complete the details in 
Section 14 of the offer letter 
(image to the right). 
 
You must sign and date this 
page, and provide the required 
passport and visa information 
so we can issue you with a 
CoE, if you require one. 
 
After you have done this, 
please scan the entire 
document and save as a PDF. 
 
It is important that you include 
every page page of the 
document, not just Section 14. 
 
 
 
 
 
 
 
 
 
 

 
32. To accept your offer, please 

click the box ‘Accept Offer’. 
 
 
 
 
 
 
Drag and drop your acceptance 
documents onto the blue box. 
 
Click edit and type ‘Acceptance 
Form’ in the ‘Comment’ section. 

 
Click ‘Save. 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

 
 

 



33. If you are required to pay a 
deposit to VU, follow the 
instructions in Section 8 of your 
offer letter. 

 
This will apply if: 

- You are a Study Abroad 
student; or 

- If you wish VU to organise 
OSHC for you. 

 
Do NOT pay if your home 
institution will pay VU directly 
on your behalf. 
 

 
 

34. Drag and drop a copy of your 
payment receipt as evidence 
that you have paid, and select 
‘Miscellaneous – Acceptance 
Related Attachment’ (as per 
Step 32), and then click ‘Save’. 
 

 

 
 
 
 

35. Click ‘Accept Offer’. 
 
 
 
 
 

 

 
  



Accessing your CoE (required if you intend to obtain a student visa only) 
 
36. Once your acceptance has 

been processed and your CoE 
has been created, you will 
receive an email to advise you 
of this. 
 
Click on the Application Link 
and log into the system.  
 
 

 
37. On the ‘Acceptance’ tab, you 

will find a copy of your CoE. 
 
Click on the link to download it. 
 
You will require it to apply for 
your student visa. 
 
 
 
 
 
 
 
 
 
 

 

  



Other parts of the EAAMS admissions system 
Leaving a message for VU staff 
 
Click on the ‘Messages’ tab and 
type a message in the  ‘Messages’ 
section.  Click on the checkbox 
‘Send email notification to:”. 
 
 
 
 
 
 
 
 
 
 
 
 
Click ‘Save Changes’ to save your 
message.  This is important: if you 
forget, your message will NOT be 
saved. 
 
 

 
 
 

 
 

Checking a message from VU 
staff 
 
You will receive an email notificaiton 
when a VU staff member leaves you 
a message.  Click on the link to 
access it.  
 
 
 
Click on the ‘Messages’ tab.  The 
message will be saved here. 
 
 
 
 
 
 

 
 

 
 


