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If you require further assistance the following options are available:
e Freecall 1800 882 661.
e |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).

** Students under the age of 18 cannot complete the full registration process, but they can
enter and update their details as part of this process.

STEP 1 - LOGGING IN

Click on MYTAFE SA on the TAFE SA website https://www.tafesa.edu.au/

HOME | | MYTAFESA| CURRENTSTUDENTS | CONTACTUS | Freecall 1800882661 | Search ...

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

[
tafeSA @ Souin Austraa StUde ntS HOME | LEARNM| myTAFESA |AFESAEDUAU | CONTACTUS | Search ...

Click on Self Service

-
P
tafesa @ zwos
KEJ South Australia Self Service | Learn | 0365 | Timetable

Click on Login to Self Service

Self Service

To log in using your TAFE SA email account click on Login with a TAFE SA email Account
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NOTE: /f you are unable to
LRSS ey SEIEMMr,. || JOg in using your TAFE SA

Ly‘gﬁ.r afc«thEebA email account is no 55\;&5[‘\&21:10.03 1o help you plan Eétjczagfg;wmc an existing emal, account please fOIIOW
O e the steps on page 2 to log in

ant system notifications and Pay your invoice online now. VET FEE-HELP (VFH) & FEE-HELP

Login with a TAFE SA email
Account
Students/Faculty/Lecturers login
using an active TAFE SA email
account

Questions (FAQs)

Alistof F can help you with  updates including scheduled (FH) eligible students enrolled in us,ng your TAFE SA Student
the TAFE SA Self Service student maintenance and downtime VFH or FH eligible programs can

system check census dates for each CRN .

Vocational Placement Office 365 Installation Guide Apprentice, Trainee and Student Complaints and Feedback ID InStead'

Find information on vocational Installation assistance for Office 365  |ate arrival or early departure Submit a complaint or feedback

placement (where it is a course form online

requirement/option) Apprentice, Trainee and Student

ate arrival or early departure form

To log in using your TAFE SA
Student ID click on Login with a Student ID

Login with a TAFE SA email
Account
Students/Faculty/Lecturers login
using an active TAFE SA email

Login with a Student ID Class Schedule New TAFE SA Admissions
Login with your Student ID and PIN [l Find information on courses Start a new application with TAFE
f your TAFE SA email account is no class timelables to helf SA or complete an existing

onger active your study application

account

Student Frequently Asked System Notifications Pay Invoice Now Census Date Calculator
Questions (FAQs) m system notifications and Pay your invoice online now. VET FEE-HELP (VFH) & FEE-HELP
Alist of FAQs that can help you with ates including sc lled (FH) eligible students enrolled in
the TAFE SA Self Service student maintenance and downtime VFH or FH eligible programs can
system check census dates for each CRN
Vocational Placement Office 365 Installation Guide Apprentice, Trainee and Student Complaints and Feedback

Find information on vocational nstallation assistance for Office 365  late arrival or early departure Submit a complaint or feedback
placement (wh S & course form online

requirementioption) Apprentice, Trainee and Student

late arrival or early departure form

Enter your TAFE SA student ID and PIN, then click Login (the first time you log in, your PIN
will be your date of birth in 6-digit format (DDMMY'Y).

Login

ser ID
Your User ID is printed on your Student Photo ID card
as well as your TAFE SA Enrolment letter. It s either.

« a9-digit number starting with '0" o
« a7-digit number with the letter S as a prefix
PIN
Students logging in for the first time must use their date
of birth as their PIN, in 6 digits and in DDVIMYY format.
+ 01 September 1995, enter: 010996
+ 23 0ctober 1996, enter. 231086

By logging into this ste you agree to the: Terms and Condtions
For assistance please contact us

If you have been logged out due to inactivity, click here to
re-login to myTAFE SA

The first time you use your Student ID and PIN, you’ll be asked to choose a new PIN.
Re-enter your Old PIN, then type your new PIN as prompted then click Login.

Login Verification Change PIN

Home

@ Your PIN has expired. Please change it now.
PIN must be 6 to 15 digits long. Numeric digits only.

Once you have successfully logged in you will see the following screen.
Select Student to view your account and registration details.

HPRM: TAFE/17/3610 Version 16: Updated 21 October 2025 Page 2 of 19



OFFICIAL

<o
How to register using tafesa
Self Service

\ Government of
South Australia

- .
tafeSA @& SRl Self Service

Student Personal Information

Enrol in classes, apply for View and update phone,
admissions, manage your addresses, email and
student account and view emergency contact
your academic records information; change of

name information; change
your PIN or security
questions

To add or drop classes (CRNs), select the Enrol — Add or Drop Classes option from the
drop-down list under Registration & Enrolment.

- Home > Student > Registration & Enrolment

Student Personal Information

' missions w| Student Records v
Enrol Now - add or drop cla: Pply for a new admission into Manage your student account. View your holds, grades and

AFE SA or review existing Pay your fees and view your transcripts

applications payment history information

m  Enrol - Add or Drop Classes m  Select Term m Registration Status
m Weekata Glance m  Student Detail Schedule m  Active Registration

Ui _ 4 i T

STEP 2 - SELECTING THE TERM

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

Registration Term

- Home > Student = Registration & Enrolment = Select Term

Selecta Term:| Semester 1 2026 v |

Semester 1 2026

Semester 2 2025
Semester 1 2025

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

STEP 3 - CONTACT DETAILS

Please check your address and telephone number details and add additional details or
update existing details if required. It is mandatory to provide both a Permanent Residence
and Mailing address so you will need to click Add New Address if you have not supplied
both address types (see example below where only one address has been given).
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If you have previously supplied address and telephone number details that now require
updating, click the Update Address or Edit option. You can also add additional telephone
numbers by clicking Add Telephone.

Pre-Enrolment Checklist for: Ssmaatar 2 2025

= acknawisagsmant

IF your add

Permanant Resldence Telaphons Numbers Paraonal Emall
4 Coliins Street
CROYDON PARS, SA 5008 0410127760 (Mobile) [EDIT] Mangagauay@yahoc.com [Edd]
Australia

Update Address #ud Personal Emall
Malling Address Telaphone Numbers
4 Coliins Street
CROYDON PARK, SA 5008 Mot Applicable
Australia

Updals Address Add Personal Email

[Plezse select an Address Type v |

Add New Address

Name Details

P Yau may choose 1o provide 3 prelermed given nme. which wil be used for informal and non-officil communications. This incides chassroam interactions, learning management systems, amail coresponden tusent-: i
Preferred FirstName:[ ]
Title: [Please Select W ‘Save Mame Detalis

Emergency Contacts

_ IMPORTANT - Emes
¥ PLEASE NOTE - Ta

Hame PRone Ralationenip
CARER DAD 02 44441111 Carer
%, By ciicking ‘Save and Canlinue’ below you agree that your Address, Phane and Emergency Contact details are tnse and corect

If all details displayed are correct click Save and Continue and go to Step 4.

/A, By clicking 'Save and Continue' below you agree that your Address and Phone details are true and correct

Save and Continue I

To Add a New Mailing Address:
Select Mailing Address from the drop down list then click Add New Address to add your

mailing address details.

Pre-Enrolment Checklist for: Semestsr 2 2025

2. Acknowledgament

T EE—— o
¢ TAFE SA to com

 IMPORTANT
Y PLEA

Fermansnt Residencs Telephone Humbers Fersonal Emall

4 Collins Street

CROYDON PARK, SA 5008 0410127760 (Mobile) [EDIT] Mangagausy@yahoo.com [Edi]
Australia

it s

Mslling Address Telaphone Numbers
4 Collins Street
CROYDON PARK, 5S4 5008 Mot Applicable
Austraka
Updats Address Add Parsonal Emall

Please select an Address Type W

Add New Address
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Select either Street Address or Post Office Box and click Continue.

Adding a New Mailing Address

3 Mailing Addresses are required for Australian addresses ONLY.
" For overseas addresses, Cancel and add an International Residence address.

Mailing Address Options:{ ( L TJ Choose a Mailling Address option and Continue OR Cancel.

STREET ADDRESS EXAMPLE - This will default to the address entered in Permanent
Residence address. If your mailing address if the same, simply click Save Address. If your
mailing address is different, amend the details and when finished click Save Address.

Adding a New Mailing Address

7 Please verify that your Mailing Address is the same as your Permanent Address below.

Current Addre |'Ia Smith Stree] | ([0 Address cannot be verified

R VIC 3073

" For single dwelling properties select 'Property Type' of house.
Property Type:¥ | 74 Smith Street, WALKERVILLE SA 5081

7A Smith Street, MADDINGLEY VIC 3340

P Example: Apartment 12 or Unit 3C

3

POST OFFICE BOX EXAMPLE — Begin typing your PO Box number and suburb and select
from the drop-down list. If your PO Box number does not appear, you can manually enter it by
selecting the check box Address cannot be verified. When finished click Save Address.

Adding a New Mailing Address

Current Addres |PO Box 13 Adelaide| | () Address cannot be verified
PO Box: ERNTO846 B2 o T Example: PO Box 12 or Mail Service 3C

PO Box 13, PORT ADELAIDE SA 5015
Suburb or City/State/Postcode:* | PO Box 13, NORTH ADELAIDE SA 5006 South Australia v |Postcode ) Suburbs, States and Postcodes must be valid for Australian residences

To Update your existing Address:
Click Update Address in the Permanent Resident box to update your Permanent Resident
address.

Pre-Enrolment Checklist for: Semeater 2 2025

5. Acknawledgament

Plaxse review o
_ IMPORTANT - Ti
ENOTE

Permanant Realdenca Telaphone Numbers Peraonal Emall

4 Collins Street
CROYDON PARK, SA 5008 0410137760 (Mobile) [EDIT] Mangagausy@yahoc.com [Edi]

Australig

Begin typing in the Current Address field and select from the listed options. If your address
does not appear, you can manually enter it by selecting the check box Address cannot be
verified. When finished click Save Address.
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Current Addre |?a Smith Stree| | [[] Address cannot be verified
- 1 RVOIR VIC 3073

Property Type:¥ | 74 gmith Street, WALKERVILLE SA 5081
7A Smith Street, MADDINGLEY VIC 3340

\ Government of
South Australia

~J For single dwelling properties select ‘P

P Example: Apartment 12 or Unit 3C

To Add another Telephone Number:
Click Add Telephone in the Telephone Numbers box to add an additional telephone number
if required.

Pre-Enrolment Checklist for: Semaater 2 2035

3. Acknowiedgemant

Please revie
" IMPORTANT - Th
© PLEASE HOTE

IF your addres

Permanant Realdencs Telaphone Numbare Peraonal Emall

4 Coliins Street

CROYDON PARK, SA 5008 0410137760 (Mobile) [EDIT) Mangagausy@yahoo.com [Edi]
Auctralia
Ul Ao

Add the new telephone number details, when finished click Save Telephone Number.

Adding a new Permanent Residence Telephone Number

Phone Type:* | Home / Local M

Telephone Details: % | 08 ||83425698

Save Telephone Number Cancel

When all address and telephone details have been added/updated click Save and Continue.

| [ Example: 08 70108888 (Home/Local) or 0491570158 (mobile)

/& By clicking "Save and Continue' below you agree that your Address and Phone details are true and correct.

Save and Continue I

STEP 4 — Biographical Details

Answer each question using the drop-down selections

Gender Confirmation must be entered prior to saving, you will not be able to progess if this is
not confirmed. Once completed then click Save and Continue
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Student Faculty Services Personal Information
Pre-Enrolment Checklist - Biographical
- Home = Pre-Enrolment Checklist - Biographical
Pre-Enr [~ ist for: 5 22025
2. Biographical Details 3. Disability Details 4. School Details 5. Post Secondary Details 6. Statistical Details 7. Concession Details

@ Biographical details.

Country of birth: | Australia v|

Residency status: | Please Select V‘

Aboriginal or Torres Sl:raitl No

Language spoken at home?l English vl

Hovsueslldolvos S?BE[; Please Select~

Do you require help with
English in your studies?

You are required to update your gender in order to align with the ABS statistical standard for sex and gender

Your gender is currently set to: Female

- - onfrm your gender
STEP 5 — DISABILITY DETAILS

TAFE SA is committed to providing opportunities to students with disabilities to maximise
their learning experience. Please tell us if you have a disability that may affect your studies,
and If you require gssistance with your study at TAFE SA.

Formmore information go to: http://www.tafesa.edu.au/services/disability-support

If you DO NOT consider yourself to have a disability, impairment or long-term condition click
No — Click here to continue and go to Step 6.
If you DO consider yourself to have a disability, impairment or long-term condition click Yes —
Click to report disabilities.

Pre-Enrolment Checklist for: Semestar 2 2025

%. Dicability Cistalic 4. Sphool Detalls E. Post 3scondary Dedalls E. Hatictioal Datalic 7. Concecclon Datalls
P Do you consider yoursell to hawe a disabilty, mpairment ar long-term condition?
Mo - Click here to continue Yes - Click to report disabilities

If you have selected Yes — Click to report disabilities select the Disability Type from the
drop-down box, select Yes or No if you require assistance from the drop-down box and then
click Add.

Select from the list below to add 1 or more disabilities.

- Click the Add button to save each disability on your student record. You may add multiple disabilities.

Disability Type:

The following screen will then be displayed. If required repeat the steps above to enter
additional disability information, when finished click Save and Continue.
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No - Click here to continue

Reported Disabilities

Delete All?
clete Disability Type Report Date Assistance Required Semester

a Physical 17-APR-2024 Yes Semester 1 2024

Select and Delete disability records for this semester

Select from the list below to add 1 or more disabilities.
¥ Click the Add button to save each disability on your student record. You may add multiple disabilities

Disability Type:* | Please Select +| Do you require assistance: | Please Select v m

@ Once you have added the required records, please save the section data before moving on to the next section

Save and Continue

STEP 6 — SCHOOL DETAILS

Are you still at school?
Answer each question using the drop-down selections then click Save and Continue

No - not at school Example:

Pre-Enrolment Checklist for: Samseater 2 2025

4. 3ohool Datalls E. Poct Esoondary Daislic 8. Elatictinal Dedallc 7. Canoasslon Dadellc

P Schoal Delails
Are you still at secondary school?
Highest secondary education level achieved? |- Completed Year 12 w |
The year when the highest level achieved?

Save and Continue

Yes — still at school Example:
Are you still at secondary school?

Australian School Based Apprenticeship (ASBA) - choose this option below, if you are undertaking an Apprenticeship part-time whi . H
- NOTE: When entering the
VET For Secondary School — choose this option below if you are participating in subsidised training whilst attending secondary schoo SU b u rb you m USt enter the fu ”
’

Type of school based training?\ VET For Secondary Schools V| name (| .e. Regency Park nOt
Highest secondary education level achieved? RegenCy or Regency Pk) and
The year when the highest level achieved? COrreSpOndlng pOStCOde An

error will occur if the suburb
and postcode do not match.
Suburb: To find the correct suburb and
State: [South Australia ] postcode go to the Australia
postcode: Post Find a Postcode

webpage.

J Please provide your residence suburb and postcode at that time
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STEP 7 — POST SECONDARY DETAILS

Have you successfully completed any qualifications since leaving school, with us or another
training provider?

If you HAVE NOT COMPLETED any other qualifications click No — Click here to continue.
If you HAVE COMPLETED any other qualifications click Yes — Click to add qualifications.

¥ Have you SUCCESSFULLY completed any qualifications since leaving school? If you have not or if you are still at school, please click No - Proceed to next section.

If you have selected Yes — Click to add qualifications alongside the applicable Qualification
Status select the Qualification Year from the drop-down box and then click Add.

Select from the list below to add one or more post-secondary qualifications that you have successfully completed. Please do net list qualifications you have commenced but have not completed. Important: If you have more than one post-secondary
qualification, you MUST declare, at the very least, the highest post-secondary qualification that you have successfully completed.
Qualification Status Qualification Year

Other Certificates

Certificate |

Certificate ||

Certificate Il (or Trade Certificate)

Certificate IV {or Advanced Certificate/Technician)

Diploma (or Associate Diploma)

Advanced Diploma or Associate Degree

Bachelor Degree

Graduate Diploma or Graduate Certificate

Iaster Degree

Doctoral Degree

The following screen will then be displayed:

Recorded Qualification Obtained

Delete All?
ie € Qualification Status Qualification Year

O Certificate Il 2022

Select and Delete qualifications

Select from the list below to add one or more post-secondary qualifications that you have successfully completed. Pleas)

PP 1Y O PP .1 -l % PR DDA NN PR PRpupuy Y gy Ny Joy RpRpuy gpepupary PR 1Y : Sl L £.

If required repeat the steps above to enter additional qualification information, when finished
click Save and Continue.

@ Once you have added the required records, please save the section data before moving on to the next section.

Save and Continue |
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STEP 8 — STATISTICAL DETAILS

Answer each question using the drop-down selections and text fields then click Save and
Continue.

Employed Example:

¥ Statistical Details

NOTE: When entering the suburb,
Reason for study?#* [1 want extra skills for my job__ v| you must enter the full name (|e
Employment status?* ‘ Part time employee V‘ Regency Park not Regency Or
P If you are employed, an employer or self employed, please provide city/suburb and postcode for your main work location Regency Pk) and Correspond i ng

City/Suburbs [VWALKERVILLE | postcode. An error will occur if the
States |South Australia v] suburb and postcode do not match.
Postcode:t 5081 \ To find the correct suburb and
postcode go to the Australia Post
| Find a Postcode webpage.

Unemployed Example:

J Statistical Details

Reason for study?# |T0 get a job Vl

Employment status?* | Unemployed seeking FT work V\
Are you registered with CentreLink as unemployed?#*
Are you registered with an Employment Service Provider?* If registered with an Employment Service Provider you must select the provider below and provide Job Seeker ID

Name of Employment Service Provider: | Not Applicable V|
Job Seeker ID: | ‘(Opt\ona\)

Save and Continue

STEP 9 — CONCESSION DETAILS

Concessions to TAFE SA subsidised fees may be given to students who hold a valid and
current health care card, pension concession card or are receiving a Veterans Affairs
Services Pension.

If you DO NOT HAVE A VALID CONCESSION click No — Click here to continue.
If you DO HAVE A VALID CONCESSION click Yes — Click to check details with
Centrelink.

Pre-Enrolment Checklist for: Samestar 2 2025

T. Concacclon Daiallc

i Do you have & valid and curent Ceniredink or Veterans Affairs Concession card?

No - Click here to continue Yes - Click to check details with Centrelink

If you have selected Yes — Click to check details with Centrelink select Yes from the |
give consent drop down box, select your Card Type from the drop-down box, enter your
Concession Card Number then click Save and Continue
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P Please complete the section below and click Save and Continue to validate concession data with Centrelink and progress to the next section

| Lee Huxtable authorise Centrelink to confirm with TAFE SA the current status of my Commonwealth Benefit and other details as they pertain to my concessional entittement. This involves electronically matching details I have
provided to TAFE SA with Centrelink or Department of Veterans Affairs (DVA) records to confirm whether or not | am currently receiving a Centrelink or DVA benefit. | understand that once this consent is given it remains valid
unless | revoke it by contacting Centrelink or TAFE SA

Concession Status:

1 give consent:#

Card Type:* |Health Care Card v

Concession Card Number: % [123456789C]

P Each semester you will need to validate your concession details with Centrelink. If your concession status is VALIDATED (approved) then concession will be applied (where applicable) for the duration of the current semester.

Your concession will now be verified with Centrelink.
If your concession is not authenticated, click No — Click here to continue at the top of the
page and contact TAFE SA for assistance.

STEP 10 —- ACKNOWLEDGEMENT

Important Note: By clicking on the Agree and Continue Button, you are acknowledging and
agreeing to the conditions listed. You must read the conditions and any links contained
before clicking on the Agree and Continue Button.

Read the TAFE SA conditions then click Agree and Continue.

Pro-Enrolment Checklist for: SMEEsra 2025

1 Aoknowtedgrmant

* bt belw, | sckrowleigs and et the fellowing contitons:

1 corfim t ursuznt to my envolment orincomplet information may be withdrawn TAC or TAFE 34

1
2
N commend altemative courses orfull s paying optons.
5
]

or pay 3 reqired paymer s amangement, within the timeframe nominated on my student invoioe of that agreement, TAFE SA may enzct an 25 of acton.

E SA andlor TAFE SAs debt ollecion agency to ncur a recovey fee which e back o you snd may result i recovey, ogether competent ursficion.

rlevant 1o my envoiment egisaton.

use o ience such recortings forFutureeducatonsl defvery by TAFE Shora

mthet| il desiroy my recorded v nthe class.

ever possite.

4 (CVER) studnt suveys. o i reition 1o undeling pre-orpostaining commenceme

sessment processes furher sudy

5| acvise that i | o not wish os

ot agree with informatio

inwring at conact us

Gondiions of Enroiment; asw
the time of enolment oiy:As co-signatory and guar

d poiicis including
meet any fee payment

. e Agron and Contlnus bson beiow 1 proceed withervling in classes

STEP 11 — UNIQUE STUDENT IDENTIFIER (USI)

The Unique Student Identifier (USI) is designed to enable vocational education and training
(VET) students to obtain a comprehensive and authoritative transcript of their VET
achievements online. From 2015, new and continuing students undertaking nationally
recognised VET courses will need to have a USI to receive their statement of attainment or
qualification.

You can apply for your USI via the US| Portal. Once you have created your USI, please
return to myTAFESA and verify it on the TAFE SA USI page. Make sure your name is
identical to your ID used to create your USI.

Enter your USI and click Submit
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Your details on record with TAFE SA

First Name: Lee
Middle Name: Adam

Last Name: Huxtable
Date of Birth: 31Jul, 1972

Your Unique Student Identifier (USI)

EnterUSL: [ | US| must be 10 characters and excludes "0", "1" " and 0"
10 of 3 attempts to verify US|
10

If you are unable to verify your USI, you can log out of myTAFESA, log back in and re-enter
your details. If you are still unable to verify your USI please contact TAFE SA for assistance.

** 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.

STEP 12 — SUBSIDY PROFILE

Important Note: By clicking on the Agree button, you are acknowledging and agreeing to the
conditions listed. You must read the conditions and any links contained before clicking on the
Agree Button.

Check your details as displayed (you can edit details if required by clicking Edit) then click
Agree.

Subsidised training has been designed to ensure that students, jobseekers, employers, industry, the training sector and the government have the flexibiliy to respond to changing social, geographic and economic circumstances and
opportunities.

¥ It will ensure that people are in the best position to successfully complete their training or employment projects and move into higher qualifications and/or a job.
For more information visit www.skils.sa.gov.au, o call TAFE SA Information Freecall: 1800 832 661

Subsidised Training - Profile fc

@ You must agree to the Subsidised Training Participant Agreement before we can check your eligibiity for a Subsidised Funding place.

1, o A (edi]

Date of Birth: ! Gender: Male

Home Phone: No data, Mobile Phone: Work Phone: No data, [edit]
Email:

acknowledge and agree that:

1. T wish to participate in an activity funded by Department for Education. i
2. Taccept that the Minister for Education, Training and Skills (Minister) will allocate to me

a Participant Number., to be used to record my participation in. and the results of.

activities funded by the Department for Education.
3. Taccept that the assessment as to whether I am eligible to enrol in any specific activity

|I|I|| Iisenl to the collection and use of my Personal Information in the manner outlined above.

STEP 13 — CHECK FOR GOVERNMENT SUBSIDY ELIGIBILITY

Important Note: If you do not wish to receive funding and wish to pay the full fee, please be aware
that the full fee price is significantly higher than the subsidised price.

The study path you have been admitted to will be listed. You must select the Process Subsidised
Training Eligibility button before continuing to register. When you click on the Process Subsidised
Training Eligibility button your eligibility for subsidised training will be checked and returned so that
you can continue with registration. If you do not see either of these buttons, you can select the Enrol
button or Continue to Enrolment button.
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Subsidised training has been designed to ensure that students, jobseekers, employers, industry, the training sector and the government have the flexibility to respond to changing social, geographic and economic circumstances and
opportunities.

" It will ensure that people are in the best position to successfully complete their training or employment projects and move into higher qualifications and/or a job.
For more information visit www.skills.sa.gov.au, or call TAFE SA Information Freecall: 1800 882 661

Subsidised Training - Profile for: s Sassssss

Your Subsidised Training Student 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 persenal details, but is also dependent on the course you wish to undertake. To see if you are eligible o undertake a course with Subsidised Training click the "Process Subsidised Training
" Eligibility" button now.

Study Path Status

Process Subsidised Training Eli

TP00841 C3 Health Administration ADL By clic

STEP 14 - ELIGIBILITY

Important Note: If you are not eligible due to your provided details or previous studies, a message
like that below will be returned after clicking on the Process Subsidised Training Eligibility button. If
you feel that you should be eligible, please contact the TAFE SA Information Line — Freecall 1800 882
661 — or your local campus.

course.

The information you have provided does not meet
Subsidised Training criteria:
Your eligibility failed, you will need to contact TAFE SA Information Freecall:
1800 882 661 to proceed with registration

© oualification Not Found

You may confinue with this course as a full fee paying student.

If you are eligible for subsidised funding, the status field will display a message as below advising you
of your Subsidised Training contract number.

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

Subsidised Training - Profile for: s S

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

2 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 -

STEP 15 — MANAGE ENROLMENTS

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

Select Qualification/Study Patl | TP00841 C3 Health Administration ADL ~

@ “Current Schedule” section:
+ The classes which you have been enrolled into will be displayed in the "Current Schedule” section
« Todrop classes, select "Drop Class" from the drop down table in the "Action™ column, then click " Submit Changes".
« The "Current Schedule" section will not be displayed if you have not enrolled into any classes for the current semester.

"Add Classes Worksheet" section:
« Toenrel into classes, key in the CRNs (1 CRN in each bex), in the boxes provided, then click "Submit Changes".
= Ifyou wish to enrol into classes by selecting from a list of CRNs for your program, click on "Class/Module List".
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STEP 16 — ADD CLASSES

You would have been given a registration fee advice identifying which classes to enrol in.
The class identification numbers are called CRNs (Course Reference Numbers).

Important Note: If you have more than 10 CRNS to enter, you will have another opportunity
to enter more CRNs once you have submitted the first 10.

Enter your Course Reference Numbers (CRNs) into the fields provided.
Check you have entered the correct CRNs then click Submit Changes.

Selected Study Path is TP00841 C3 Health Administration ADL

CRNs

| — —
[ cranges ] e searon | reeet
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STEP 17 — ADD CLASS START DATE

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.

P A start date is required for one or more Courses. Enter a valid date, within the Permitted Start Date Range, in the Start Date field. An error message will be displayed if the start date s not within the permitied stant date range

The start date field will show “class started, cannot register” if the permitted start date has passed. Please contact local campus for assistance.

/4 The Start Date may not be earlier than today.

CRN Course Course Title Duration Permitted Start Dates Start Date Remarks
6266  CHC CABDM  CHCDIVOO1 - Work with diverse people 1SWKS  31/01/2024 to 06/05/2024 [20/0472024 ] JJOK

15325 CHC CABES  CHCCOMOOS - Communicate and work in health or community services 9 WKS 29/01/2024 to 05/06/2024 [13/05/2024  EANOK

16872 CHC AAFHR Participate in workplace health and safety 1 WKS 18/04/2024 to 18/04/2024 18/04/2024 oK

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.

STEP 18 — CHECK REGISTRATIONS

Important Note: If you received 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, you will see the following.

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.

O If your registration (CRN) status appears in RED text, please check Action and Registration Add Warnings/errors and make any required changes.

Current Schedule

Status Action GRN  Subi Crse Se¢ Level Gred Grade Title Study Path Census GRN.meets, Student Loan
Mode Date sligibility, criteria

Web Registered on 17 15325 CHC CABES 0  Vocational 30.000 Pass/Fail  CHCCOMOOS - Communicate and work in health TP00841 C3 Health Not

Apr, 2024 Education or community services Administration ADL applicable

Web Registered on 17 16872 CHC AAFHR O  Vocational 20.000 Pass/Fail  Participate in workplace health and safety TPO0841 C3 Health Not

Apr, 2024 Education Administration ADL applicable

Web Registered on 17 6266 (CHC CABDM 0  Vocational 40.000 Pass/Fail  CHCDIVOO1 - Work with diverse people TPO0841 C3 Health Not

Apr, 2024 Education Administration ADL applicable

If you have withdrawn from a Please refer to the Refund Policy as you may be entitled to a refund/credit depending on your circumstances and the commencement date of the CRN. Please complete the Withdrawal/Refund form

CRN: and submit.

Total Credit Hours: 90.000

Billing Hours: 90.000

Minimum Hours 0.000

Maximum Hours: 999999.999

Date: 17 Apr, 2024 04:33 pm

Add Classes Worksheet

Selected Study Path is TP00841 C3 Health Administration ADL

GRNs

[ \ \ \ \ \ \

HPRM: TAFE/17/3610 Version 16: Updated 21 October 2025 Page 15 of 19



tafesa

How to register using
Self SerVice @ Government of

w South Australia

STEP 19 — REGISTRATION SUMMARY

Important Note: Check your charges for the class enrolments. If they are not correct, please
contact TAFE SA on 1800 882 661 (free call).

The Registration Session Summary screen appears. This screen advises you of the course
fees that have been charged to your TAFE SA account.
Click Proceed to Payment

Congratulations! Your enrolment has been confirmed and you are allocated a place in your class/es. Course fees have been added to your TAFE SA student
account.

have enrolled i is shown below and has been charged to your TA
jour invoice, your enrolments may be terminated and you will

dent account. This fee is due as displayed on your invoice, which can be retrieved from your Student Account at Invoice and Payment History. If no
lled to attend classes

ana s

TAFE SA student emall

Program
TP00841 C3 Health Administration ADL

Charges
$30150

CRN  Code Title Class start  Fees
date charged for
CRN

15325 CABES CHCCOMOOS - Communicate and work in health or community  13-MAY- 10050
2024

16872 AAFHR Participate in workplace health and safety 18-APR-2024 $67.00

6266 CABDM CHCDIV001 - Work with diverse people 29-APR-2024 $134.00

—
Proceed to Payment  Manage Enrolments

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 following screen will be displayed.
Click Pay now by Credit/Debit Card to pay charges now and go to Step 20.

Congratulations! You have successfully enrolled.
To make changes to this enrolment (which will affect your study load and fees): Enrol - Add or Drop Classes

© Your fees are shown below. TAFE SA Payment Options
Note that payment of all fees are your responsibility. Non payment of fees will incur an additional recovery fee which will be charged back to you.

Notice:
If you are not able to access the Credit/Debit Card payment page, please upgrade your web browser to the latest version or use an alternate web browser.

Minimum credit card payment is $3.00. Print invoice and pay via alternative payment method if below $3.00

202410 Semester 1 2024 Term Detail

Description Charge Payment Balance CreditiDebit Card
B/SERV STUD FEE SUBS'D $301.50

Net Term Balance $301.50

Net Balance for Other Terms: ~ $0.00

Account Balance: $301.50

@&] No pending transactions exist on your record for the selected term.
Pay now by Credit/Debit Card

To view the available payment options click TAFE SA Payment Options and the following
will be displayed.

Secure Online Credit or Debit Card

=l

TAFE SA accepts the following credit or debit cards for online payment of course fees:

» VISA
« Mastercard
« American Express

Pay your fees online with a valid credit or debit card.

L Py NUW

Eligibility rules apply for

Australia Post

An inveice will be generated
overnight and sent to your TAFE SA
student email. You can also see
your invoice under Student
Accounts : Invoice and Payment
History

Pay your invoice by the due date at
any Auslralia Post outlet by Cash,
Credit Card, Cheque (payable to
TAFE SA) or EFTPOS

Third Party or Fees By Instalment

If your fees are being paid by
another organisation or you are
applying for Fees by Instalment you
must contact your TAFE SA
campus.

Visit www.iafesa.edu.au/payments
for more information

Commonwealth Student Loans

TAFE SA offers income contingent
loan schemes called VET Student
Loans or FEE-HELP for eligible
students studying in eligible
Diploma or higher lavel
qualifications.
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STEP 20 — CREDIT OR DEBIT CARD PAYMENT

In Payment Amount enter the amount you wish to pay then click Submit.

P Students applying for VET Student Loans/FEE-HELP can enter a partial payment.

Notice:
If you are not able to access the Credit/Debit Card payment page, please upgrade your web browser to the latest version or use an alternate web browser.

Minimum credit card payment is $3.00. Print invoice and pay via alternative payment method if below $3.00

P "When using the credit card payment gateway:
Once you have submitted credit/debit card details, DO NOT close the browser until the transaction has completed
if you are unsure a transaction has completed, check with your card issuer before attempting another transaction.
To avoid expiry of the payment token, please complete your payment transaction within 15 minutes.”

# indicates required field

Payment Amount:*$AU 301.50

Click Proceed to Payment.

Payment
Amount to charge $301.50

NOTE: Al transactions are completed securely via an encrypted payment gateway.

Proceed to Payment

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.

Payment Details Your Order

= Required field

Card Type * Total amount

AUD 301.50

® WIsA Visa

) ,:.MI Amex

Card Number *

Expiration Month * 04 v Expiration Year * 2024 v

This code is a three or four digit number printed on the back or front of credit cards

CVN* -
123 1

123

.

Click Pay.

Review your Order

Payment Details Your Order

Gard Type Vi otal amount AUD 301.50

CardNumber 00000000000 1111

Expiration Date 04-2024

-

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

Credit Card Payment Status

redit Card Payment Status

4y Your request has been approved and a payment credited to your TAFE SA account.

@

Credit Card Payment Status: ACCEPT

Thank you for your payment. This credit card transaction was successful.
Please open the PDF Receipt below and save or print for your records.

PDF Receipt
15333

Transaction ID: 7121258052306148903005

STEP 21 — ADD AN EMERGENCY CONTACT

All students require a contact to be added to their information in case of emergency.
From the MyTAFE SA home screen, select Personal Information

Student Personal Information

Enrol in classes, apply for View and update phone,
admissions, manage your addresses, email and
student account and view emergency contact
your academic records information; change of

name information; change
your PIN or security
questions.

Then select View/Update Emergency Contacts

Maintain Addresses and View E-mail Address View/Update Emergency Name Change Information
Phone Numbers Contacts

Change your PIN Answer a Survey Change Security Question Unique Student Identifier
Need to update your PIN? Need to tell us your USI? Enter
Change it here. Remember it your USI here (created at
must be 6 to 15 numbers long usi.gov.au). If you have a USI
with no special characters or hold, it will be removed
alpha-characters in it overnight, granting next day

access to your student account

Click New Contact to create a new emergency contact

¥ STUDENTS: Update a contact by selecting that contact and making the necessary changes
To create a new Emergency Contact, click the New Contact link

ATTENTION LECTURERS: Lecturing staff contact details are not stored in SIS. Lecturers are required to update their Emergency Contact details in HR21.

Emergency Contacts

Or and Phone Relationship
1 New Contact
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Ensure Relationship, First Name, Last Name and Phone Number is entered, then click Submit
Changes.

@ Enter a new emergency contact. When finished, Submit Changes

Remove Contact: C]

Order:
Relationship: | Mother v
First Name: |Joanna |

Middle Name: | |

Last Name: [Student |

House Number: |:|

Address Line 1:

| |
Address Line 2: | |
Address Line 3: | |
| |
| |

Address Line 4:

City:

State or Province: | Not Applicable v|

Zip or Postal Code: | |

Country: [ Not Applicable v
Area Phone Extension
Code Number

Submit Changes m

Confirm details are correct, and add any additional emergency contacts, if applicable.

¥ STUDENTS: Update a contact by selecting that contact and making the necessary changes.
To create a new Emergency Contact, click the New Contact link.

ATTENTION LECTURERS: Lecturing staff contact details are not stored in S15. Lecturers are required to update their Emergency Contact details in HR21.

Emergency Contacts

Order Name Address and Phone Relationship

1 Joanna Student Mother
0444552277

2 New Contact

If finished, proceed to Step 22 — Sign Out.

STEP 22 - SIGN OUT

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

| Sign Out Help

- P
tafeSA @) SRR Self Service

END OF REFERENCE GUIDE
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