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USING THE ENROLMENT PORTAL 

Version 2.2 September 2019 

Introduction 

This User Guide provides staff with an overview of how online applications and enrolments are executed by learners in the Enrolment Portal. 
The Enrolment Portal is an online website through which potential learners can apply and enrol at a TAFE NSW location. It is designed to 
accommodate a variety of learner Cohorts and enrolment types; those learner Cohorts that are required to enrol via a staff assisted process will be 
directed to their location.  
 
Learners follow the step-by-step process outlined in this User Guide to complete their online application or enrolment. Learners applying for an 
offering do not progress to fees generation or payment stages including concession options.  
 

Registrations of interest are no longer managed by the Enrolment Portal and are handled directly on the TAFE NSW website via the Enquire Now 
link. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ebs User guide 
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The Enrolment Portal is designed to encourage learners to complete their applications, enrolments and payments by making the process simple 
and user friendly.  It interacts in real time with the ebs system so that learners’ enrolments can be managed in Client.  
 
As learners are encouraged to use the Enrolment Portal it is important that staff understand the process in order to assist when required. 
 
Several changes have been made to the Enrolment Portal since ebs go-live to reflect changes resulting from Smart and Skilled reform. 
 
Please refer to the Smart & Skilled Fact Sheet Enrolment Portal v1.1 for details on changes to the Enrolment Portal to cater for Smart & Skilled 
Offerings. 

How the Enrolment Portal is created in ebs Client 

Once an Offering Status is ‘Approved’ in Client and set to Publish to Web Sites with either Online Applications or Enrolments checked, a URL is 
generated in the Offering tab that directs learners to the Enrolment Portal.  

No. Field Requirement 

1 Offering Status Set to Approved. 

2 Publish to Web Sites Checkbox is ticked. 
This creates and publishes a link to TAFE NSW Website. 

3 Online Applications 
Online Enrolments 

Required Checkbox is ticked (only one option can be selected at a time). 
Online Applications - Learners exit the enrolment process prior to 
payments. 
Online Enrolments - Learners complete the entire enrolment process in the 
Enrolment Portal. 

4 Offering URL Hyperlink directing learners to the Enrolment Portal for the offering. This is 
an automated process on the TAFE NSW website, however can be emailed 
directly to learners if the offering is not selected to Publish to Web. 
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How learners access the Enrolment Portal 

Learners access the Enrolment Portal via the TAFE NSW website. 

1. Learner interaction begins by searching for a course on the TAFE NSW website. 

2. Search results can be further refined by a list of options on the left of the screen.  
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3. Once the search has been refined, the learner scrolls to find their preferred course and location. Further information can be sought by 

clicking on the location or COURSE & FEES INFORMATION link. 

 

 

  

3 
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4. Once the course is selected, details are displayed and a link is provided to Enrol Now, Apply Now. This will reflect how the Offering was set up 
in ebs. Enquire now will open the CRM form to capture any enquiry details. 

 

 

 

 

 

 

  

Opens Enrolment Portal Opens Course Enquiry Form 
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Get started 

When a learner enters the Enrolment Portal they will be presented with the Get started section. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Getting started About You Qualifications Review Confirmation

1. Learners click on the Sign In button and login with 
their current TAFE NSW account if they are a 
previous learner at TAFE NSW or had previously 
started an enrolment. 

2. If learners cannot remember their login details 
and have indicated that they have studied before 
at TAFE NSW the Next Steps screen provides 
information on how to retrieve their password. 

It also provides a warning that continuing without 
logging in will create a new learner record. 

1 
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Get Started 

The first page of the Get Started section provides a brief introduction to the enrolment process including the information learners need to 
complete the enrolment process. This includes their personal details, citizenship or residency, contact information, email address and Unique 
Student Identifier (USI). 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Getting started About You Qualifications Review Confirmation

1. For marketing and statistical purposes, learners 

need to answer the questions: 

 How did you find out about this course?  

 Have you studied at TAFE NSW before? 

2. Learners select the Continue button to proceed 
to the About You section 

2 

1 
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Depending on the type of course, learners view additional information on the Get Started section. 

For example: 

 

 

 
 
  

Getting started About You Qualifications Review Confirmation
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About You (step 1 of 3) 

If a learner is already registered, a number of personal information fields will prefill. 

1. Learners fill in information about their Citizenship/Residency, Aboriginal or Torres Strait Islander descent and Apprentice/Trainee status 

2. Apprentices/trainees cannot be granted the capped fee however can progress through the Enrolment Portal and will be redirected to the 

contact details of relevant location 

3. Learners select the Continue button to proceed to the next step. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The learner needs to select from the drop down lists 
provided. 

 

If Temporary Visa Holder is selected more fields are 
displayed for completion and learners are directed 
to the Institute to finalise the enrolment. 

 

Getting started About You Qualifications Review Confirmation



 

User Guide Enrolment Portal Version 2.2 September 2019      Page 10 of 28 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

For more details about how the USI is created and validated please refer to Create and Verify USI 
QRG. 

 

 

 

Getting started About You Qualifications Review Confirmation

Once Australian Citizen is selected – the 
Unique student identifier field is 
activated. Learners enter their USI and it 
will be verified against the USI web 
service. If they do not have one they 
click on the link which will open a new 
tab in the browser to the USI website 
where they can apply for one. 

USI is mandatory for Enrolments but not 
mandatory for Applications. 
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About You (step 2 of 3) 

Learners provide additional personal information at the next stage of the About You section. 
1. Learners provide their Family, First and Other Given Name, Date of Birth, Gender, Email and Mobile/Work Phone 

2. Learners select the Continue button to proceed to the About You section 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Getting started About You Qualifications Review Confirmation

 

Best practice completing the Date of 
Birth field is to enter this detail 
manually. 

The Gender field has a drop down list 
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If learners enter a Date of Birth indicating they are less 
than 15 years of age they cannot proceed in the 
Enrolment Portal and are redirected to the contact details 
of the relevant location. 

 

If learners enter a Date of Birth indicating they are less 
than 17 years of age they cannot proceed in the 
Enrolment Portal and are redirected to the contact details 
of the relevant location. 

 

Getting started About You Qualifications Review Confirmation
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About You (check and confirm) 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Learners check and confirm their About You data 

 

2. Learners read the Declaration and select the I acknowledge that 

it is a condition of my enrolment that I abide by all TAFE NSW 

policies and procedures checkbox 

 

3. Learners can complete their application/enrolment at a later 

stage by selecting the Save and Return Later button 

 

4. Learners select the Continue button to proceed to the final stage 

of the About You section 

 
5. The Back and Cancel buttons are present on every Enrolment 

Portal page. 
 

6. At this stage a new learner (who did not sign in) will receive an 
email providing a TAFE NSW username and link to activate their 
Student Portal.  

Getting started About You Qualifications Review Confirmation

1 

2 

3 4 

5 
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Declaration links 

The links provided in the Declaration section will take learners to the Student Rights and Responsibilities page on the TAFE NSW website. 

Note: These links do not open a separate tab on the browser so learners will need to use the back button to return to the Enrolment Portal. 

 

 

 

 
 
 
  

Getting started About You Qualifications Review Confirmation
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Account Creation 
 
Learners receive emails detailing their account creation from the saved data.  
 
 
 
 
 
 
 
 
 
 
 
After their account has been activated learners will receive a website link which will resume the enrolment process. 
 
 
 
 
 

 

 

 

  

Getting started About You Qualifications Review Confirmation

4 Subject: Your registration in SHB40115-01V01 Certificate IV in Beauty Therapy at Sydney TAFE 

From: xxx@tafensw.edu.au 

Dear <Learner Name>, 

Thank you for your interest in SHB40115-01V01 Certificate IV in Beauty Therapy at Sydney TAFE 

To complete your Enrolment, please click here. 

You will be required to log in with your user name and password which have been provided to you previously by email.  

Please contact your college office on if you do not have a user name and password. 

Do not reply to this e-mail. This message was produced automatically.  

 

1 2 3 
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About You (step 3 of 3) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Getting started About You Qualifications Review Confirmation

1. Learners provide additional information such as Address and 
contact details, English Speaking Capabilities and any 
Disabilities they would like to declare 

2. State  

3. The Postcode verification occurs when the learner selects the 
Validate button 

4. How well do you speak English? 
5. Do you speak a language other than English at home? When 

Yes is selected, a drop down list of languages will appear 

 
6. Do you consider yourself to have a disability, impairment or 

dependency? (see next page for more details) 
7. Learners select the Continue button to proceed to the 

Qualifications section. 

2 

4 

5 6

 
 1 

3 
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 1 
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User Guide Enrolment Portal Version 2.2 September 2019      Page 17 of 28 

Disability declaration 
 
If a learner nominates that they have a disability, extra fields will be activated allowing the learner to specify their disability and indicate if they 
require assistance with their studies at TAFE NSW. There is also the provision to add an additional disability by clicking on the green icon.  
 
 
 
 

 

 

 
 

 

 

 

 

  

Getting started About You Qualifications Review Confirmation
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Qualifications 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 

Getting started About You Qualifications Review Confirmation

Other details about Previous Education, Country of birth, Employment 
status and Reason for enrolling are required. 

Drop down lists are provided for selection: 

1. What is your highest completed school level? 

 
 

2. Have you successfully completed any qualifications? When Yes is 
selected, extra fields and drop down lists will activate for level and 
location.  

 

3. Country of birth 
If a country outside of Australia is selected, another question will prompt 
input of country of birth. 

 
 
4. Employment status 
 

5. Reason for enrolling 
 
Further questions will be activated for Smart and Skilled Offerings – refer 
to Smart & Skilled Fact Sheet Enrolment Portal v1.1 for details. 

2 

3 

5 

1 
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Required information (check and confirm) 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

At this point learners 
review the personal 
information they have 
entered. They need to: 

1. Check and confirm 

entered Required 

information – fields 

previously marked with 

(*) 

2. Select the edit this 

information links if this 

information is incorrect 

3. Read the Declaration 

and select the 

Confirmation checkbox 

4. Select the Continue 

button to proceed to the 

Payment Options 

section 

This information is 
required for 
AVETMISS 2 

3 

4 

Getting started About You Qualifications Review Confirmation
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Payment Options 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Getting started About You Qualifications Review Confirmation

Learners view options to pay applicable fees as well as 
apply for payment by instalment or fee assistance such 
as concession or exemption. 

They need to: 
 

1. Check and confirm their Course Details and Fees 

information 

2. Select the Pay Now button to proceed to the next 

step of the Payment section 

3. If required, select the Apply for Concession/ 

Exemption, or Payment by Instalment links 

2 

1 

3 
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Payment Confirmation 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Getting started About You Qualifications Review Confirmation
1 

Learners receive a fee confirmation and are provided 
with payment method details. 

They need to: 
 

1. Confirm fees – course fee checkbox is ticked by 

default. Materials fee is optional and will need to 

be ticked by learner if they are paying 

2. How would you like to pay? – select either online 

via Credit Card or offline through BPay, EFTPOS, 

Cheque or Money order 

3. Tick the Terms and Conditions checkbox.  

4. Select the Continue button to proceed to the 

Confirmation section 

If required, learners can download their Fee 
Statement to pay offline. 

2 

3 
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Credit Card Payments (Payment Gateway) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

Getting started About You Qualifications Review Confirmation

Selecting a credit card payment directs learners to the 
Payment Gateway. They can: 

1. View the amount to be charged to their credit card 

2. Select their method of payment either Visa, 

Mastercard or American Express and fill in their card 

details including Card Number, Expiry, CVV and 

Name on Card 

3. Select the Pay Now button to proceed with their 

credit card payment 

Note: The Amount and Our reference fields are read 
only. 

1 

2 

3 

Once Pay Now has been selected, the payment will be 
processed. The learner is provided with a prompt and 
must wait until this process is complete before 
proceeding. 
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Credit Card Payments (Payment Gateway) 

 

 

 

 

 

 

 

 

 

Payment by Instalments 

 

 

 

 

 

 

 

 

Getting started About You Qualifications Review Confirmation

Once the Payment Gateway has processed the learner’s 
payment, they receive a Payment Successful prompt. 

If learners are applying for payment by instalments 
they view options different to that of learners paying 
their fees immediately. They need to: 

1. Select Yes radio button for Do you want to pay 

by instalments?  

2. Select the Continue button to proceed to the 

Payment Confirmation section 

2 
1 
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Applying for Concession & Exemption 

 

 

 

 

 

 

 

 

 

 

 

  

Please refer to the Welfare Scenarios Fact Sheet for an overview of 8 welfare scenarios and the learner experience through the Enrolment Portal. 
 

A. Disability- Receives Disability Support Pension 
B. Disability- Assessed by Professional 
C. Disability- Dependent child/spouse or partner of a person on a 

DSP 
D. Welfare- Veteran’s Children Education Scheme 

E. Welfare-all other funded welfare types 
F. Welfare FTBA 
G. Welfare- Dependant on Individual 
H. Learner identifies as Aboriginal or Torres Strait Islander 

Getting started About You Qualifications Review Confirmation

If learners are applying for concessions and 
exemptions they view options different to that 
of learners paying their fees immediately. 

They need to: 

1. Select the relevant radio button 

2. Select the Next button to proceed to the 

next step of the Concession & Exemption 

section 

1 

2 
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Confirmation 

Once learners have finalised their payment, they receive a final confirmation of enrolment. 

 

 

 

 

 

 

  

Getting started About You Qualifications Review Confirmation
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Course Places are full 
 

If learners are enrolling in a Course Offering which has exceeded the maximum 
number of available places, they are provided a Next Steps message. What is 
displayed on the Portal is determined by the Over Enrol Action set in the Course 
Offering. 

Over Enrol Action Enrolment Portal Follow on action in ebs 

Create record in 
waiting list 

 

Learner is added to Offering 
with status 0.1 STBY 

Oversubscription 
warning message 

 

Learner is asked to finalise 
payment. Receives 
Confirmation of Enrolment 

Oversubscription 
not allowed 

 

Learner is added to Offering 
with status 0.5 INC 

Oversubscription 
allowed 

 

Learner is asked to finalise 
payment. Receives 
Confirmation of Enrolment 
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How Learners Apply for an Offering  

Applying differs from enrolling in an Offering. Once an offer is accepted learners complete the remaining steps of enrolment in the Enrolment 
Portal. 

Applying in Enrolment Portal process recap: 

Learners 

 exit the enrolment process prior to the fees generation and payment process when applying for an offering 

 will be notified when an offer has been made into the course offering 

 can resume the application process from the fees generation and payment process after being notified of offer 
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Enrolment Portal – Applications 

Get Started page displays this information for application courses on the Enrolment Portal. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Enrolment Portal – Registrations 

ebs Offering Set up 

In Offering tab: 

 

In the Application tab a number of fields relate to Applications 
submitted. 

1. Total Applications - restricts the number of applications that 
can be submitted against the Offering. 

2. Lapse Days - outlines the number of days the learner has to 
accept their application once they have been made an offer. 
This is mandatory - If no value is entered in this field then the 
learner cannot accept and finalise their application via the 
Enrolment Portal. 

3. Application Next Steps - will display on the confirmation page 
in Enrolment Portal and in email correspondence to the 
learner once an application for the Course Offering has been 
submitted.  

4. Display Application Questions checkbox must be ticked for 
application questions to be displayed on the Enrolment 
Portal. 

5. Application Questions can be set up at the Course Product 
and/ or Offering level and will cascade down to any 
applications submitted against the course. 

On Qualifications page 

3 

3 
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4 

5 
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