How to add or drop classes using tafeSA
MyTAFESA (W) Sovermmment

SRS

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

DO NOT USE Microsoft Edge as your web browser to access myTAFE SA
Use this guide to add new classes or drop existing classes (page 7).

For detailed instructions on how to log in and register please refer to the Register using
myTAFESA — Reference Guide found here.
STEP BY STEP - ADD NEW CLASSES

Open the TAFE SA website (www.tafesa.edu.au).
Click on Portal.

tafeSA \‘:/ S Ausaia HOM | PORTAL | I ARN | MYTAFESA | TAFESHOP | CONTACTUS | Freecall 1800 882661

Courses v Locations v Apply and Enrol v v nternational v ndustry v About Us v

Enter your TAFE SA email address and password and click Sign In.

TAFE SA Y
Transform your future t/gfeSA

U South Australia

Test student@student tafess edu.au|

This will open the Portal Services page.
Click myTAFESA.

tafeSA @ s

Portal
Services

( Office 365 ) \ My Files ) ( Library )
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Click Student to view your account and registration details.

Self Service

@ Personal Information
e

Enrol in classes, 2pply 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.

Click Registration & Enrolment then click Enrol — Add or Drop Classes.

Government of

7 South Australia Self Ser\”ce

- Home > Student > Registration & Enrolment

Student Personal Information

Admissions Student Account ¥ Student Records A
nrol Now - add or drop clasge# | Apply for a new admission into Manage your student account; View your holds, grades and

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

applications payment history information

‘ = Enrol - Add or Drop Classes, = Select Term = Registration Status

n  Weekata Glance m  Student Detail Schedule = Active Registration

Use the drop-down box alongside Select a Term and choose the applicable Semester then
click Submit.

Registration Term

- Home > Student > Registration & Enrolment > Select Term

IMPORTANT INFORMATION ABOUT YOUR ENROLMENT

“You must pay your fees within 7 days to confirm your place in class.

This includes contacting your TAFE SA campus within 7 days to confirm other pay it arr ts (Fees by Instal t, Third Party — eg. employer).

Eligible students can apply for a Commonwealth Student Loan.

Selecta Term: [5amester 1 20'

=)

NOTE: If you select the wrong Semester go back to the previous screen (Registration &
Enrolment) and click Select Term.
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If your personal information is incomplete (e.g. missing address or telephone details, Unique
Student Identifier (USI) details not given) the Pre-Enrolment Checklist — Contact Details page
will be displayed. Follow the prompts to enter the required information and when complete the
Subsidised Training Profile page will then be displayed.

If your personal information is up to date the Subsidised Training Profile page will be
displayed.
Click Enrol alongside the required Study Path.

tafeSA @) SN Self Service

Subsidised Tralnmg Profile

® | : " 4 Envokment > Registration Session Summary

rse Eligibility

Study Path Status

$H00366 Basic Construction MTG

TPO0S19 Dp Nus

o(0)e

$HO0012 SC in Children's Services MTG

The Manage Enrolments page is displayed.
Ensure the correct study path is displayed in the Qualification/Study path field.

Manage Enrolments

- Home = Siudent = Regisiration & Enrolment = Manage Enrolment

Select Qualification/Study Patf{ TP00010 Dp Nursing ADL v )ik

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

Add Classes Worksheet

Selected Study Path is TP00919 Dp Nursing ADL

CRNs

> D
.

( SubmitChanges ) Class Search m m
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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 there is a range of permitted start dates as in the screen shot below, you will need to enter
the date you will start the class in the format DD/MM/YYYY or select the date from the
calendar. The date must be either todays date or a future date.

Click Submit Changes.

Registration Start Date Confirmation

& | Homa > Registration Start Date Confirmation

VET Student Loan of & FEE-HELP Loan 1o pay for 8 CRN, pleass ensure the start date entsred on s page is e same 88 e 8111 dats Provided by your EQUCANon Program Area

Number of Days Until Census
(our Census Date Date.

days 12/05/2020

CRN Course  Course Title Dura

6761 CHC HAARS App
7737 CHC HAARR 19/05/2020
6765 CHC HAARK 18/05/2020

20958 CHE Anolyse and respond to cliant heslth information 10 v 12/05/2020

NOTE: 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 and if everything is correct click Finish.

Manage Enrolments

- 3 Manage Enrciment

Select QualificationStudy Path TPOD919 Do Nursing ADL B Lt Crassesmies |

© I a CRN number appears In RED please check the Registration Add Wamnings below,

arent Schedule

Statue Action ERN  Sub Erae  Sec Level Cosd  Grade  Title
Mods

Selected Study Path is TROGS1S Dp Hursing ADL

LR

s

NOTE: If any changes are required please see the section drop existing classes (page 7).
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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

Summary

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

Program Chargas
TPOOG 8 Dp Nursing AD 56 454 5
CHM  Cods  Titls Cisss start  Fass
date changed for
=
APR-200
PR-2020 L
APR-20Q0
PR-200

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.

Account Detail for Term

- Hr it tuchant Accair Account Detall for Term

Congratulations! You have successfully enrolled.
" [ ——— et v load and tess): Envol - Add

Hote that payment of all fees are |'1)ul reapansibility. 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

202010 Semester 1 2020 Term Detail

Description Charge Payment Balance Pay now by CreditDeba Card
CHEB R-NURS FFP 56,454 50

Het Term Balance 5045450

Net Balance for Other Terms: 000

Account Balance: 36,454 5

L] L] T - F

NOTE: To view the available payment options click on TAFE SA Payment Options.
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The Payment Amount page is displayed.
Enter the amount you wish to pay and click Submit.

Payment Amount

- Homa > § ant > Studel count > Acc t Detad for Term > Credit Card Payment
¥ Students applying for VET Student Loans/FEE-HELP can enter 3 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.

! When using the BPOINT Payment Gateway
Once you have submitted credit/deba card details

To avoid expiry of the payment toker

* ndicates required field

3. 50
PalII nt Amount:¥SAU

The Make a BPOINT Payment page is displayed.
Click on the Payment Option (card type) you are using to make payment.

Make 2 BPOINT Payment

The Online Payment page is displayed.
Enter your Card Number, Expiry Date and CVN then click Proceed.

Online Payment

You have entered the following details

Biller Code: 1341569 (§343103000060085 . Onie Paymeni
Transaction 10: aas2ms

Student Number

AuD 202800

o avoid expiry of the payment token, please complete your payment transaction within 15 minutes

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

Credit Card Payment Status
. = etal for T 4 Gard Payment » Credt Card Payment Status

>

Credit Card Pay us: APPROVED

Thank you foryour payment. This credit card ransaction wos successful.
Ploase open the PDF Receipt below and save or print for your records.

Transactit N
Transaction ID: 406290
BPOINT Ref: 51136058624
Student I0: 001131007

When you have finished using myTAFESA make sure you click Sign Out.

—
[N P
tafeSA @ ETENE Self Service
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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.

STEP BY STEP - DROP EXISTING CLASSES

Open the TAFE SA website (www.tafesa.edu.au).
Click on Portal.

tafeSA u Sa d A tr ha HOM | PORTAL | | ARN | MYTAFESA | TAFESHOP | CONTACTUS | Freecall 1800 882 661

Courses v Locations v Apply and Enrol v Services v International v Industry v About Us v

Enter your TAFE SA email address and password and click Sign In.

TAFE SA
Transform your future

tafeSA

Government of
\__/ South Australia

This will open the Portal Services page.
Click myTAFESA.

tafeSA © st

Portal
Services

[ Office 365 Learn J@ myTAFE SA I My Files Library

Click Student to view your account and registration details.

ro
tafe.SA wwie  Self Service

Welcome, , to the TAFE SA Student Information System!

Personal Information

Enrol in CIR896S, 2pply for  View and updale phone,
admissions, manage your addresses, email and
student accountand view el ontact

nd view
your academic records
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Click Registration & Enrolment then click Enrol — Add or Drop Classes.

Government of

south Australia — Sa|f Service

- Home > Student > Registration & Enrolment

Student Personal Information

< Admissions Student Account w Student Records -
nrol Now - add or drop clasge# | Apply for a new admission into Manage your student account: View your holds, grades and
TAFE 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
n  Weekata Glance = Student Detail Schedule = Active Registration

Use the drop-down box alongside Select a Term and choose the applicable Semester then
click Submit.

Registration Term

- Home > Student > Registration & Enrolment > Select Term

IMPORTANT INFORMATION ABOUT YOUR ENROLMENT

You must pay your fees within 7 days to confirm your place in class.

This includes contacting your TAFE SA campus within 7 days to confirm other pay it @ ts (Fees by Install t, Third Party — eg. employer).

Eligible students can apply for a Commonwealth Student Loan.

Selecta Term: [5amester 1 20.

=)

NOTE: If you select the wrong Semester go back to the previous screen (Registration &
Enrolment) and click Select Term.

The Subsidised Training Profile page will be displayed.
Click Enrol alongside the required Study Path.

P @ SignOut |
- (&P Government of
tafesa @ =md seif senvice

Subsidised Training Profile

. on t jlstration & Enrokment > Registration Session Summary

Study Path Status

SHO0366 Basic Construction MTG

d
e

TPO0S19 Dp Nursing ADL
e

$HO0012 SC in Children's Services MTG
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The Manage Enrolments page is displayed.
Ensure the correct study path is displayed in the Qualification/Study path field.

Manage Enrolments

- Home = Siudent = Regisiration & Enrolment = Manage Enrolment

TPD0212 Dp Mursing ADL ¥

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

Current Schedule

Select Qualification/Study Pat|

Status Action CRN  Subj Cree Sec Level Crea Grade Title Study Path Census CRN meets Student
Mode Date Loan eligibliity

e

Web Registered on 07  None v 6761 CHC HAARS 0 Vocational 30.000 Pass/Fall Apply legal and ethical parameters TP00919 Dp 19/05/2020 Yes - Loan cap

Apr, 2020 Education to nursing practice Nursing ADL restrictions may
apply

Web Registeredffin 07 [Drop Class v| 2093) CHC HAAMS 0  Vocationsi 60,000 Pass/Fail Analyse and respond to client TPO0S19 Dp  13/05/2020 Yes - Loan cap

Apr, 2020 Education health information Nursing ADL restrictions may
apply

Web Registered on 07  None v 6765 CHC HAARK O Vocational 50,000 Pass/Fall Apply communication skills In TPOOS19 Dp  19/05/202 s - Loan cap

Apr, 2020 Education nursing practice Nursing ADL strictions may

Web Registered on 07 | None v| 7737 CHC HAARR O Vocational  250.000 Pass/Fail Administer and monitor madicines TPO0919 Dp  19/05/2020 Yes - Loan cap
Apr, 2020 Education and intravenous therapy Nursing ADL restrictions may
apply

Total Credit Hours: 430.000

Billing Hours: 430.000

Minimum Hours 0.000

Maximum Hours: 999599,999

Date: 07 Apr, 2020 01:40 pm

Add Classes Worksheet

Selected Study Path is TP00919 Dp Nursing ADL

CRNs
@m =

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.

Current Schedule

Status Action EBN  Bub Cree Sec Lewel Cred Grade  Title Study Path  Census CRN mests
Mode Date

Student Loan
sligibility
criteria
Registered of Withdraw See Refund Policy v | Jj291 BCF CAAHB 0 Vocationel 20.000 PassiFall Plan and organise wark SHO0366 Mot Not
12 Fab, 2020 Education Basic spolicable apglicable
Construction
MTG
Registered on | None v 16293 BCF FYAA O \Vocational 20.000 Pass/Fall Apply OHS reguirements, policies SHOO366 hot Not
12 Feb, 2020 Education and procedures In the Basic applicable appiicable
construction Ingustry Construction
TG

Total Credit Hours: 370,000
Billing Hours: 370.000

Minimum Hours:  0.000

Maximum Hours: 999999.999

Data: 7 Apr, 2020 01:52 pm

Add Classes Worksheet

Selected Study Path is SH00368 Basic Construction MTG

émm

When you have finished using myTAFESA make sure you click Sign Out.

@ Sign Out | PHelp

o
tafeSA @) SEEAL el Service
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