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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). 
 
** 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/ 
 

 

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

 

 
Click on Self Service 
 

 
 
Click on Login to Self Service 
 

 

 
To log in using your TAFE SA email account click on Login with a TAFE SA email Account 

http://www.relayservice.gov.au/
https://www.tafesa.edu.au/
https://students.tafesa.edu.au/
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NOTE: If you are unable to 
log in using your TAFE SA 
email account please follow 
the steps on page 2 to log in 
using your TAFE SA Student 
ID instead. 
 
 
To log in using your TAFE SA 

Student ID click on Login with a Student ID 
 

 
 

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 (DDMMYY). 
 

 
 

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. 
 

 
 

Once you have successfully logged in you will see the following screen. 
Select Student to view your account and registration details. 
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To add or drop classes (CRNs), select the Enrol – Add or Drop Classes option from the 
drop-down list under Registration & Enrolment. 
 

 
 
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. 
 

 
 
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. 
 

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

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

 
 

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. 
 

 
 

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. 
 

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

 

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. 
 



 
How to register using  
Self Service 

HPRM: TAFE/17/3610 Version 16: Updated 21 October 2025 Page 6 of 19 

OFFICIAL 

 
 

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

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

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

 
 
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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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 assistance with your study at TAFE SA. 
For more 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. 
 

 
 

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. 
 

 
 

The following screen will then be displayed. If required repeat the steps above to enter 
additional disability information, when finished click Save and Continue. 
 

http://www.tafesa.edu.au/services/disability-support


 
How to register using  
Self Service 

HPRM: TAFE/17/3610 Version 16: Updated 21 October 2025 Page 8 of 19 

OFFICIAL 

 

 
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: 
 

 

 
 

Yes – still at school Example: 
 

 

 
 

NOTE: When entering the 
suburb, you must enter the full 
name (i.e. Regency Park not 
Regency or Regency Pk) and 
corresponding postcode. An 
error will occur if the suburb 
and postcode do not match. 
To find the correct suburb and 
postcode go to the Australia 
Post Find a Postcode 
webpage.  
 
 

http://auspost.com.au/postcode
http://auspost.com.au/postcode
http://auspost.com.au/postcode
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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. 
 

 

 

 
 
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. 
 

 
 

The following screen will then be displayed: 
 

 
 

If required repeat the steps above to enter additional qualification information, when finished 
click 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: 

 
 
 

NOTE: When entering the suburb, 
you must enter the full name (i.e. 
Regency Park not Regency or 
Regency Pk) and corresponding 
postcode. An error will occur if the 
suburb and postcode do not match. 
To find the correct suburb and 
postcode go to the Australia Post 
Find a Postcode webpage.  
 

 
Unemployed Example: 
 

 

 
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. 
 

 

 
If you have selected Yes – Click to check details with Centrelink select Yes from the I 
give consent drop down box, select your Card Type from the drop-down box, enter your 
Concession Card Number then click Save and Continue 
 
 

http://auspost.com.au/postcode
http://auspost.com.au/postcode
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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. 
 

 
 

 
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 USI 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 
 

http://www.usi.gov.au/create-your-USI/Pages/default.aspx
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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 

 
 
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. 
 

 

 
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. 
 

https://www.tafesa.edu.au/about-tafesa/contact-us
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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. 

 

 
 

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. 
 

 

 
STEP 15 – MANAGE ENROLMENTS 
 

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

 
 

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. 
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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 
 

 
 

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. 
 

 
 

To view the available payment options click TAFE SA Payment Options and the following 
will be displayed. 
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STEP 20 – CREDIT OR DEBIT CARD PAYMENT 
 

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

 
 

Click 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. 
 

 
 

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

 

 
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  
 

 
 
Then select View/Update Emergency Contacts 
 

 
 
Click New Contact to create a new emergency contact 
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Ensure Relationship,  First Name, Last Name and Phone Number is entered, then click Submit 
Changes. 
 

 
 

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

 

 
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. 
 

 
 

 
END OF REFERENCE GUIDE 


