
Submit a Request for a FEE-HELP Loan 
Instruction Sheet 
FEE-HELP is a loan from the Australian Government to pay all or part of your fees when you study a higher education 
course at an approved higher education provider. If you are eligible for and intend to use FEE-HELP, you must submit this 
request before the census date. 

FORM REQUIREMENTS EXPLAINED 
If you intend to use FEE-HELP, you need to submit an eCAF (electronic Commonwealth Assistance Form) with the 
Australian Government. You must provide your Tax File Number (TFN) and Unique Student Identifier (USI) on this 
form.  

To access the eCAF, you are required to submit a FEE-HELP Loan Assistance Request in MyCQU first. This form gives the 
Government permission to contact you with access details for the Government eCAF Portal. 

This instruction sheet outlines the steps to complete both the request form in MyCQU and an eCAF 
through the Government eCAF Portal. Make sure to read the important information on the last page of this 
document to ensure you understand your census date responsibilities.  

STEP 1 – SUBMIT A FEE-HELP LOAN ASSISTANCE REQUEST FORM 
Visit the MyCQU Student Portal at my.cqu.edu.au, and log in with your Student ID and password. 

From your MyCQU Checklist on the Today view, select Request FEE-HELP and then select Submit Request . 

The form can also be accessed from the Support view of MyCQU, under Student Forms. Search FEE-HELP or scroll down 
to access the form. 

http://my.cqu.edu.au/
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Follow the on-screen instructions to complete the form. 
 

 
 
 
Student details will be auto populated from their MyCQU account (student name, ID, citizenship). New Zealand 
Citizens need to provide further information, as shown below.  
 
Australian Citizens and Australian Permanent Residents will only be required to enter their Student Identification 
Number, select whether they are interested in applying for funding and confirm their Citizenship status before 
being able to submit. 
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Once this form is submitted, allow up to 40 minutes for the Australian Government to email your student email account. 
This is sent from the Department of Education and contains your unique passkey and access link to the Government eCAF 
Portal. Get your Unique Student Identifier (USI) and Tax File Number (TFN) ready while you wait. 
 
STEP 2 – SUBMIT AN ECAF 
 
Access the Government eCAF Portal with the unique passkey and access link that was sent to your student email.   
 
Follow the steps to complete the required activities, add your TFN and USI, and submit the form.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

https://my.cqu.edu.au/support/articles/student-admin/unique-student-identifier-usi
https://www.studyassist.gov.au/starting-study-basics/your-tax-file-number-tfn
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If you do not have a TFN and are requesting one from the Australian Taxation Office (ATO), you can indicate 
this by selecting the Certificate of application for a TFN box. 
 

 
 
Verifying your personal email address 
 
If you receive a message once you have clicked Submit Request to verify your personal email account, go to your personal 
email and you should have received an email from eCAFsystem@education.gov.au. 
 

 
 
 
 
 

 
Once you click on the link and verify your personal email address go back to your eCAF and click on Submit Request again. 
 
If you aren’t ready to submit the form, press the blue Save button located next to the Submit Request button and you can 
return to finish the form later. 
 
Once you have submitted the form, a PDF copy of the form will be emailed to your verified personal email.  

 
 
 
 
 

mailto:eCAFsystem@education.gov.au
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IMPORTANT INFORMATION 
After you have submitted the form, you are still able to make a payment towards your Tuition Fees, but you must do so 
before the census date of each term. 

The University is not able to accept late payments of your Tuition Fees once the Request for a FEE- HELP Loan has been 
submitted. 

If you are wishing to defer your fees, you MUST submit the Request for a FEE- HELP Loan form by the census date of the 
term you wish it to take effect from. This form must include a valid TFN.  
 
FAILURE TO SUBMIT A VALID (APPROVED) FORM BY THE CENSUS DATE WILL MEAN YOU ARE LIABLE TO 
PAY TUITION FEES UPFRONT TO CQUNIVERSITY. 
 
Unique Student Identifier (USI) 
 
It is a requirement for all commencing students to provide a USI on their Commonwealth Assistance Forms. If you have 
provided a valid USI to the University previously, this number will pre-populate on the form. If you do not have a USI, you 
can create a USI via the Government website. Once created, you need to provide your USI to CQUniversity via this Provide 
your USI online form. 
 
Check Submission 

A copy of your electronic Commonwealth Assistance Form will be emailed from the Department of Education when the 
process is completed.  
 
You can check your FEE-HELP Loan Assistance Request has been submitted in MyCQU. Visit the Support view, select 
Student Forms, and then Submitted Forms. The MyCQU Checklist will also display an updated status. 
 
 
 
 
Do you also need to submit a Request for a SA-HELP Loan to assist you to pay your Student Services and Amenities Fee? 
Read the Submit a Request for a SA-HELP Loan instruction sheet. 
 
 
 
 
 

https://www.usi.gov.au/students/get-a-usi
https://mycentre.cqu.edu.au/T1PROD/CiAnywhere/Web/PROD/Forms/FillOut?formDef=4d1fd3b34ee3ba8c248c6ecb20f95af0&suite=SM
https://mycentre.cqu.edu.au/T1PROD/CiAnywhere/Web/PROD/Forms/FillOut?formDef=4d1fd3b34ee3ba8c248c6ecb20f95af0&suite=SM
https://delivery-cqucontenthub.stylelabs.cloud/api/public/content/Submit-a-Request-for-SA-HELP-Assistance-Form.pdf
https://delivery-cqucontenthub.stylelabs.cloud/api/public/content/Submit-a-Request-for-SA-HELP-Assistance-Form.pdf?v=e3519eb0
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