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How to add or drop classes using tafeSA
Self Service

¢ j Government of
o/ South Australia

If you require further assistance the following options are available:
e 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.
e 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/

tafeSA @f fg"Amettlf Stude ntS HOME | LEARAFESA.EDU.AU | conTACTUSs | Search ...

Enter your student credentials (your TAFE SA Student Email address and password). You
will be directed to your Student Home Page.

Click on Self Service

75
tafeSA \_/g:m'":a;.; Self Service ‘ Learn | 0365 | Timetable

1 Using the drop-down box and Select a Term (Semester)
To add or drop classes (CRNs), select Registration & Enrolment.
** Students under 18 years of age will not be able to progress past this point and will need to

speak with your events team or contact us
The below message will be displayed for this cohort

© As you are under 18, guardian co-signatory is required to support your registration. Please speak with your events team or contact us.
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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.

\ Government of
South Australia

Subsidised Training - Profile for: s Sassss

Your Subsidised Training Participant Number is: KP418142K

— Congratulations. We have received your application to enrol in a course at TAFE SA. The courses that you may enrol in are listed below. Each course will be checked for eligibility for Subsidised Training using the details you have provided. For
' more information visit www.skills.sa.gov.au, or call TAFE SA Information Freecall: 1800 882 661

Subsidised Training - Determine Course Eligibility

Subsidised Training is determined not only on your personal details, but is also dependent on the course you wish to undertake. To see if you are eligible to undertake a course with Subsidised Training click the "Process Subsidised Training
" Eligibility” button now.

Study Path Status
TP00841 C3 Health Administration ADL Subsidised Training contract no. - 663503

Select Enrol — Add or Drop Classes

Registration

Select Term Open for Registration and Study Path from drop down lists then Continue

Select a Term

To enrol into a class, enter your provided CRNs in the box provided. To add more than one
CRN click on the Add another CRN link to add more boxes. When you have completed the
entry of your CRNs select Add to Summary.

Enter CRNs

Enter Course Reference Numbers (CRNs) to Register
Term: Semester 1 2026

Sedected Study Path is TP01233 C4 Leadership and Management ADL

CR‘J[ 17 Lead team =

CRM | |
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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 Confirm.

Confirm Your Dates

Title Subject Course CRN Section Hours Duration Start Date End Date

Fixed Duration OLR Classes: To add a class, you must select a start OR an end date within the pemmitted range.
Lead team - | l |= | | |E |
sfectivensss TAFE FADDX 17 a 50 SIS Permitied Diates Permitied Dates
040272026 to 160272026  31/03/2026 to 12/04/2028
| cancal | cConfim |

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: /f 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.

The CRN details will then appear in your Summary tab as Pending for you to review. Once
reviewed, click Submit

Summary Tuition and Fees
Title Detsils Howrs CRN Schedule Type Status Action £~

17 Biendsd Wb Registersd v I

TAFE FADDX, 0

TAFE FACZH. 0 Blended FRegistersd Nane

Coordinate business operational plans TAFE FACZC, 0 12 Slended Registerad Nane

g &5 8 8
=

Demonstrate leadership in the workplace TAFE FACZA. O Blended Registered MNane

Totad Hours | Reglstered: 240 | BAling: 240 | CEU: 0 | MIn: O | Max: 999,390,689

Panels ~ l Submit |

The Save Successful notification will appear, and your CRNs will show a status of
Registered

 o=——s—
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Summary - ’ - Tuition and Fees
Tide Detsils. Hours CRN Schedule Type Status Action 1.
Lead team effectivensss TAFE FADDX, 0 50 1 Blended Registered Mone

Apply communication sirategies in the workplace TAFE FACZH, 0 50 14 Slended Registered None

Coordinate business operational plans TAFE FACZC, 0 a0 13 Blended Registered None

Demonstrate leadership in the workplace: TAFE FACZA 0 50 12 Blended Registered Mone

Lead and faclitate 3 team TAFE FACYN, 0 50 15 Blended Registered None

Lesd effective workpiace relationships TAFE FACZB, 0 50 18 Blended Registered None
Talad Hours | Registarsn: 250 | BAING: 250 | CEL: 0 | MIN: 0 | MAX: 959,999 599

Click on Tuition and Fees Link to view fees added to your account

Summary Tuition snd Fees
Title Detail= Hours cRN Schedule Type Status Action =
App  strategies in the workplace TAFE FACZH, O 50 14 Blended Registersd None

Lead and facilitste 2 team TAFE FACYN, 0 50 15 Blended Registersd Nane

Lead effective workpiace relstionshios TAFE FACZE, 0 50 15 Slended Registersd None

Totas Hours | Registarsn: 150 | BAING: 150 | GEU: 0 | MIN: 0 | Max: 559,999 659

e
Pop up screen will display fees for the semester

Tuition and Fees for Semester 1 2026

Description Amcunt (ALID) n-.

MGMT FULL FEE PAYG ST... A51.500.00

Total: AS1,500.00

Total Credit Hours: 150

From Student Profile navigate to Student Account and select Pay Now
Student Account

Hello Mrs Nicole Close,
Flease select from the options below:

Account Detail for Term
Account Information
ACCOUNT SUummiany

mvoice and Payment History

Sl feBapnent Options

Information displayed in My Account for your review before selecting Make a Payment:

1. Account Balance
2. Fee Description
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taf () coremmensof
'@SA @ SFmni Self Service | Learn | Microsoft 365 | Timetable | Library

Home My Courses My Account Get Help

1

@ My Account
S Fees / 5 Pa i
yment Options

TAFE SA accepts VISA, Mastercard and American Express via secure online payment.

VISA @

$114. 00

To find out more please visit TAFE SA Paymer

B Payment Assistance
Make Payment
_ _ You may be eligible for s, to verify your eligibility please check website.
ktoor
estio b, contact your nearest comp:

Yo

us or Freecall 1800 852 66,

W] AccountHistory

Semester Date Charge Payment Balance
Sem1,2026 2/1/2026 $38.00 $11400 */- 2
Sem 1,206 22028 $76.00 $7600

PLOMBING U/CHOICE 3 Sem 12026 22028 ~s126.80 5000

PLUVBING U/CHOICE 3 Sem 1,206 2202 513680 513680

Total Account Balance:  $114.00

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

-3 @
oy —
tafesa @ swes Self Service | Leamn | Microsoft 365 | Timetabie | Library

Home My Courses My Account Get Help
[® MyAccount

Account Balance:

$114.00

Pleasa enter like to pay off your, below.

B card Payment

recpocas VISA @

Expiry Date* o7 v 2026 v
E ]
a [nemgm
> 4
—
an:

Payment confirmation is displayed

P .~
tafesa @ ez e mrans P

Home My Courses My Account Get Help

[ My Account

@ rayment Confirmation

Amount Paid
$114.00

Transaction ID: 7690535767445598703812
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When you have finished using Self Service make sure you Sign Out. Click on the profile
outline and Sign Out option will drop down select to sign out.

4 Mrs Nicole Close

END ADDING CRN OF PROCESS

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 at the beginning of this guide to log in to Self Service through to
Register for Classes screen.

** Students under 18 years of age will not be able to progress past this point and will need to
speak with your events team or contact us

The below message will be displayed for this cohort

© As you are under 18, guardian co-signatory is required to support your registration. Please speak with your events team or contact us.

NOTE: If you select the wrong Semester, go back to the previous screen, and click Select
Term.

Before dropping or withdrawing from any CRNs, please carefully read the Refunds and
Withdrawals information at the top section of the Register for Classes screen. This section
includes important links and forms you may need to complete your withdrawal and possible
refund.

Register for Classes

Enter Course Reference Numbers (CRNs) to Register
Term: Semester 1 2026
Selected Study Path is TP1233 C4 Leadership and Management ADL

cRN ma

ry
+Add Another CRN™. Continy

+Add Another CRN (S TRE LY
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For classes that have NOT commenced:
Select Drop Class from the Action drop-down list alongside the class you are dropping.
Click Submit Changes.

Communicate with influence TAFE FADDD, O a0 20 Blended Regizterad
G business operational plans TAFE FACZC, 0 40 13 Blended Regiztered
D ip in the workpla TAFE FACZA O 50 1z Blendad Regizterad

For classes that have commenced:
Select Withdraw See Refund Policy from the Action drop-down list alongside the class you
are dropping.

Coordinate business aperationsl plans TAFE FACZC. D F) 12 Blended Regizterad [ None R ]

Demonstrate leadership in the workplace TAFE FACZA D 50 1z Blended Registered

Lead and faciliate 3 team TAFE FACYN, O &0 15 Blended Regiztered

Once all CRN drops/withdrawals have been entered
Click Submit Changes.

The CRN dropped will reflect deleted and CRN_ V\(ithdrawn will reflect dropped

[5] Summary Tuition ana Fess
Tile Detsits Hours AN Sehedule Type Status Action T
Apoly ication strsteqies in the workplace TEFE FACZH, 0 50 1 Blended Non
None:
TAFE FADDD, 0 &0 20 Blendad None:
TAFE FACZC. 0 0 13 Blended None:
TAFE FACZA, O 50 12 Blended None:
TEFE FACYN, O 50 15 Blended None:
TAFE FAGZE. D &0 16 Blended None:
TAFE FADDX, 0 50 17 Blendad Non

When you have finished using Self Service make sure you Sign Out. Click on the profile
outline and Sign Out option will drop down select to sign out.

* Mrs Nicole Close

END OF REFERENCE GUIDE
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