
 

 

 
Workforce Australia Online - CTA Booking Workflow 

Workforce Australia – Career Transition Assistance 

Version 1.0, effective 1 July 2023 

Introduction 

This document presents the workflow for participants in Workforce Australia Online to navigate to, 
search and book into Career Transition Assistance (CTA) courses, to support Provider understanding 
of the user journey.  
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Navigating to Activities 

Note that in this document, the red outlines indicate how individuals proceed to the next page in the workflow.  

1.1 Workforce Australia Online for Individuals Homepage 

 

CTA Courses are listed under the tile ‘Activities to support you into work’ 

Note that while the Workforce Australia Online for Individuals homepage 
has different content depending on whether the individual is signed in to 
their MyGov account or not – in both cases, the ‘Activities to support you 
into work’ tile is displayed 



 

 

1.2 Activities Page 

If an individual is already signed in to their MyGov account at step 1.1, they will skip step 1.2. 

 

 

 

 

  

If an individual is not signed in to their 
MyGov account, clicking on ‘Explore all 
activities’ will bring up the full suite of 
activities, noting that individuals may 
not be eligible for all the options 
presented 

If an individual signs in to their 
MyGov account, they can choose 
to view all activities or only the 
activities they are eligible for 



 

 

1.3 Activity Listings 

 

 

 

When signed in to their MyGov 
account, individuals can select to 
view all activities or only the 
activities they are eligible for  

CTA Courses are listed as ‘Assistance for individuals aged 45 and over’, 
under the activity category ‘Job search and career planning’ 

Clicking on ‘Learn more’ takes an individual 
to the CTA overview page 



 

 

CTA Overview Page  

2.1 CTA Overview Page 

Individuals click ‘Find a course near you’ to 
search for available CTA Courses. 

Note that this option and the rest of the 
booking flow from this step onwards is only 
available when individuals are signed in to 
their MyGov account 

Note the different terminology to 
Workforce Australia Online for 
Providers, with hybrid Courses listed 
as ‘blended (in-person and online)’ 

Individual is 
signed in to 
their MyGov 
account 



 

 

Search and Booking Flow 

3.1 Searching for a CTA Course 

• Courses are only shown if the start date is in the future, and the course starts in the next 3 months 

• The default search parameters are: 
o Distance from location – 100km 
o Start date – any 
o Delivery method – all 

3.1.1 Desktop view 

 

 

  

The default search radius is 100km from their 
address. Individuals can change this to 50km 

 
The default display is 
by distance, with the 
course closest to the 
individual’s address 
listed first. This can 
be changed to display 
courses by start date, 
either ‘sooner to 
later’ or ‘later to 
sooner’ 

The first couple of lines of the course description 
(approximately 230 characters including spaces) 
displays here – this is your opportunity to engage 
individuals by using an interesting start to the 
course description 

An engaging course name is critical to generating 
interest, as individuals need to click on the course 
name to bring up the full description.  

Do not include location, delivery mode, dates etc in 
your course name and description, as you can see that 
information is already displayed here 

Individuals have the option to do a keyword search and/or 
use the filters down the left side of the page. The keyword 
search checks the data in 4 fields: course name, course 
description, provider name and activity ID 
 

Individuals can 
filter the results 
based on when 
courses start 



 

 

3.1.2 Tablet and Mobile View 

Same course details are 
displayed across desktop, 
mobile and tablet views 

Filter and sort become a drop down 
pick list   

Individuals can still search 
for courses by keywords 



 

 

3.2 Course Details  

The course description 
helps individuals decide if 
the course is a good fit for 
them, and therefore is a 
key promotional tool to 
generate interest, along 
with the course name 

Individuals click on ‘Book this course’ 
to commence the booking flow 



 

 

3.3 Review Details 

 

 

  

After reviewing the course 
details, individuals click on 
‘Next step’ to continue the 
booking flow 



 

 

3.4 Submit Booking 

  

Individuals click ‘Submit 
booking’ to agree to the 
privacy consent notice 
and book the course 



 

 

3.5 Booking Confirmation  

 

Individuals receive a confirmation 
message stating whether the course 
has been successfully booked or not 


