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If you require further assistance the following options are available: 

• Freecall 1800 882 661. 

• If you are deaf, or have a hearing or speech impairment, contact us through the 
National Relay Service www.relayservice.gov.au. 

• Visit the Student Hub at your local campus (check the TAFESA website for opening 
hours). 

 
Use this guide to add new classes or drop existing classes (page 6).  
For detailed instructions on how to log in and register please refer to the Register using 
MyTAFE SA reference guide found here. 
 

STEP BY STEP - ADD NEW CLASSES 
 
Click on MYTAFE SA on the TAFE SA website https://www.tafesa.edu.au/ 
 

 
 

or the TAFE SA student website https://students.tafesa.edu.au/ 
 

 
 

Click on Self Service 
 

 
 

Click on Login to Self Service 
 

 
 

Select Student to view your account and registration details. 
 

 
 

http://www.relayservice.gov.au/
https://www.tafesa.edu.au/apply-enrol/how-to-apply
https://www.tafesa.edu.au/
https://students.tafesa.edu.au/
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Select the Enrol – Add or Drop Classes option from the drop-down list under Registration 
& Enrolment. 
 

 
 

Use the drop-down box and Select a Term (Semester) in which to add/drop a CRN then click 
Submit. 

 
 

 
 NOTE: If you select the wrong Semester, 

go back to the previous screen, and click 
Select Term. 

 
 
 
 

If your personal information is up to date the Subsidised Training Profile page will be 
displayed. If your personal information is incomplete follow the prompts to enter the required 
information, then the Subsidised Training Profile page will display. 
 

Click Enrol against the study path you want to add classes to. 
 

 
 

The Manage Enrolments page is displayed. 
Ensure the correct qualification/study path is chosen from the drop-down list then click List 
Classes/Modules. 
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Enter your Course Reference Numbers (CRNs) into the fields provided. 
Check you have entered the correct CRNs then click Submit Changes. 
 

 
 

The Registration Start Date Confirmation page is displayed. 
If your CRNs have a set start date, a date will already appear in the start date field. If, 
however, there is a range of permitted start dates as in the example below, you will need to 
enter the date you will start this class, in the format DD/MM/YYYY, or select from the 
calendar. You will need to choose today’s date or a future date. 
Click Submit Changes. 
 

 

 

If you are registering into a VET Student Loan Eligible qualification, the census date will be 
displayed as soon as you have entered the start date. 
 

Important Note: If you receive a Program Curriculum error, please call TAFE SA on 1800 
882 661 (free call). You are not registered into the CRN at this time and will be unable to 
register into the CRN online until you resolve the issue.  
 

If you enrol successfully the Manage Enrolments page will be displayed. 
Check your registrations are correct. 
If any changes are required, use the drop-down action boxes to make changes and click 
Submit Changes. 
If everything is correct, click Finish. 
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The Registration Session Summary page is displayed. This page advises you of the 
course fees that have been charged to your TAFE SA account. 
Important Note: Check your charges for your classes. If they are not correct, please contact 
TAFE SA on 1800 882 661 (free call). 
 

Click Proceed to Payment 
 

  
 

 

Important Note: It is important to make payment or payment arrangements promptly after 
registering. Payment of all fees are your responsibility. Non-payment of fees will incur an 
additional recovery fee which will be charged back to you. 
 

The Account Detail for Term page is displayed. 
Click Pay Now by Credit/Debit Card to pay charges with a valid credit card. 
 

  
 

 
 
 
NOTE: To view the available 
payment options click on 
TAFE SA Payment Options. 
 
 
 
 
 

 

The Payment Amount page is displayed. 
Enter the amount you wish to pay and click Submit. 
 

 
 

Click Proceed to Payment. 
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The Payment Details page is displayed. 
Select the Card Type you are using to make payment. 
Enter the Card Number, Expiration Month, Expiration Year and CVN and click Next. 
 

 
 

Click Pay.   

 
 

Click PDF Receipt to view your receipt (this can be printed or saved) 
OR 
Click Home 
 

 

 

 

When you have finished using Self Service make sure you click Sign Out. 
 

 

END OF PROCESS 
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STEP BY STEP – DROP EXISTING CLASSES 
 
Important Note: Please make sure you have read the TAFE SA Withdrawals and Refunds 
information as found on the TAFE SA website, click here. Any student thinking of withdrawing 
from study should inform the program area as soon as possible. Student services staff are 
available to discuss and help resolve difficulties that might influence a student's decision to 
withdraw. 
 
Follow the instructions on page 1 to log in to Self Service.  
 

Select Student to view your account and registration details. 
 

 
 

Select the Enrol – Add or Drop Classes option from the drop-down list under Registration 
& Enrolment. 
 

 
 

Use the drop-down box and Select a Term (Semester) in which to add/drop a CRN then click 
Submit. 

 

 

 
 NOTE: If you select the wrong Semester, 

go back to the previous screen, and click 
Select Term. 

 
 
 
 

  

https://myservice.tafesa.edu.au/nav_to.do?uri=%2Ftask_list.do%3Fsysparm_userpref_module%3D2ccb50dfc61122820032728dcea648fe%26sysparm_query%3Dassignment_group%3Djavascript:getMyGroups()%5Eactive%3Dtrue%5Eassigned_to%3D%5Estate!%3D-5%5EEQ%26sysparm_clear_stack%3Dtruehttps://www.tafesa.edu.au/apply-enrol/fees-payments/withdrawals-refunds
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The Subsidised Training Profile page will be displayed. 
Click Enrol alongside the required study path. 
 

 
 

The Manage Enrolments page is displayed. 
Ensure the correct qualification/study path is chosen from the drop-down list then click List 
Classes/Modules. 
 

 

 
For classes that have NOT commenced: 
Select Drop Class from the Action drop-down list alongside the class you are dropping. 
Click Submit Changes. 
 

 
 

The CRN dropped using the Drop Class action will no longer appear on the current schedule. 
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For classes that have commenced: 
Select Withdraw See Refund Policy from the Action drop-down list alongside the class you 
are dropping. 
Click Submit Changes. 
 

 
 

The date of withdrawal will appear alongside the CRN dropped using the Withdraw See 
Refund Policy action. Please review the Refund Policy and if applicable complete a 
Withdrawal/Refund form. 
 

 
 
When you have finished using Self Service make sure you click Sign Out. 
 

 

 

END OF REFERENCE GUIDE 


