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Step 1

< c awx @
ps 88 e Fair. a » 0 A

Caseload Provider Calendar Activity Employment Payments Compliance Employment Fund

Home > Caseload
( Update participant v )

vation required  Managed by JSID CRN | Program Workforce Australia Services

* On the Participate - Summary page, click on
Placements on the left -hand side. Placements

Personal details
Employment vacancy referrals

Servicing and eligibility m

. In the Placements section, click on
Add a placement, this will take you to the I——
Activities Placement Page

Provider activity placements

Notifications Add a placement (  Export toExcel |

Placements

Q [ Filter )

Page 10f 1(3 records with 5 per page)

Incident report and Managed service plan

Vulnerability
Activity ID and name ¢ Activity Type &

Job referral task history

h MTC FutureReady's EST course! (Online Only) Employability Skills Tr

(1D: 100762079) Unsure of your next career steps? Explore, Prepare and Pract

Participant activation requirement

(ID: 100577309

G A TEAM PLAYER Non-

Credits and purchases

Part Time,

(ID: 43405862) Paid Employment - genel

WHS Incidents



Step 2

€ C % providers.workforceaustralia.gov.au/ES/activities/placement/3033610 QU W ®

@ -Home New [@] Home Realm Discov.. @ Home |Salesforce | Sign-in - myGov I} ABN Lookup [B Welcome to the Fair.. € hitps://wwi.cucheck.. @= ECSN @ Reports: Allied Hea ® Reports: Placement...  [J] Login| Proposai l..  [l] Home - McKinsey A. » 3 All Bookmarks

(PRO6) Workforce Australia Services MCTC-H788 v

Caseload Provider Calendar Activity Employment Payments Compliance Employment Fund

* On the Activities Placement page: If e
you have the Activity ID, enter it and Addiol

: acement
to Sklp to STEP 70 Addpmcz:r1uz?t'or

* Otherwise, search for the Activity ID T e e e

by clicking on Open the Activity Hub. S——
This Wi” Open a hew tab for you FutureReady Foundations (ID 100752315) Select
SearCh for the ACtiVity |D' First Aid Course including CPR-TCP Training (ID 100479524) Select

Search activities
You can locate an activity by entering an activity ID

Q

@ .

Caseload Provider hub Calendar hub Activity hub Employment hub Payments hub Compliance hub Employment Fund hub



Step 3

Workforce Australia (PRO6) Workforce Australia Services MCTC-H788 v

Caseload Provider Calendar Activity Employment Payments Compliance Employment Fund

Home

* On the Activities page, enter the Activity hub
Activity ID or click on Activity search.

Quickly find what you are looking for (optional)

Sesz ne or activity ID
Q Q Search activities

Recently accessed activities Quick links
Activity * Actions

y Foundations

Open activity Pin L§
Open activity Pin

Financial Lit aid :
Open activity Pin

Bachelor of tra hinese medicine program code 4710 (ID: 100729516)

2 4 e < = o Open activity Pin

Skills for Tomorrow (I

Open activity Pin



Step 4

<« c 25 providers.workforceaustralia.gov.au/ES/activities/search?term= Q W ®

i Apps B8 @) - Home New [@] Home Realm Discov.. @ Home|Salesforce [ Sign-in - myGov [ ABN Lookup Welcome to the Fair.. € https://wwi.cvcheck.. @= ECSN @ Reports: Allied Heal.. @ Reports: Placement..  [J] Login| Proposai Pl..  [J] Home - McKinsey A. » [ All Bookmarks
On the Activities Search page, enter the
required details:

(PRO6) Workforce Australia Services MCTC-H788 +

Caseload Provider Calendar Activity Employment Payments Compliance Employment Fund

« Select Employability Skills Training
in the Activity type dropdown list; =
. o Activity search
* Tick the Include other organisation’s Aty type Actiity subtype (otiona
activities? check box; Nl & DT & =waand

Include other organisation's activities

« Select the Region option in the €D (o) semcnrosstactnd
Location range dropdown list;

Filters Search results

[ ] Select Employment region in the Reset / Export selected (0 selected) @ Export all \ Create an activity w
Applied filters (2) ~

. .
Reg I O n ty p e d rO p d OW n | I St Activity name ° D Activity type © Status ° Org-Site < Start date ° End date ° Created by ©
Organisation : (MCTC) MTC FutureReady
There are no records to show

Return active activitiesonly X

«  Select (5SYD) Sydney East Metro in

. . Q
the Region name dropdown list.
Q MCTC) M Fut F

Then click SEARCH. s

Q__ (H788) MTC FutureReady HURSTVILLE v



Step 5

On the Search Results page:

« Scroll to select the relevant activity.

providers.workforceaustralia.gov.au/ES/activities/search?term= aQ & ®

»

Filters Search results

@ Reset Export selected (0 selected) Export all Create an activity )

J 7

Applied filters (2) A~

Dz Activity type * Status © Org-Site * Start date End date * Created by ©
Organisation : (MCTC) MTC FutureReady

Return active activities only X

Qa x @O
» [ All Bookmarks

Filter by

Q

i Hea!

B Home -M

€4 hitps

faia (PRO6) Workforce Australia Services MCTC -H788 v
Organisation

Sits Caseload Provider Calendar Activity Employment Payments Compliance Employment Fund

Q,  (H788) MTC FutureReady HURSTVILLE

Return ac

Location range

: Activity search

Search by Activity type Activity sub-type (optional)
Region type

Activity type v Q,  Employability Skills Training Q
Employment region v

Include other organisation's activities
Region name

(5SYD) Sydney East Metro v —_—
€€ (oo ) semmbrensctaciinn

Filters Search results

Caseload  Providerhub  Calendarhub  Activityhub  Employmenthub  Paymentshub  Compliancehub  Employment Fund hub P '
Reset (' Export selected (0 selected) Exportall (' create anactivity )
Applied filters (4) ~
Page 1 of 27 (394 records with 15 per page)
Provider portal 2 Find solutions to common problems 2 Get technical support 2 Ask a policy related question 2 Feedback survey  Privacy policy 2 Organisation : (MCTC) MTC FutureReady

Activity name * ID< Acti

Return active activitiesonly X

Site : (H788) MTC FutureReady HURSTVILLE X Enter the Growing Health Sector with Signature Training Cs ze - Administration Skills for Health & Allied Health

Region name : (SSYD) Sydney East Metro X

th & Allied H:

inistration Skills for He:

Filter by
ng Healt ied Health
> Growing Health Sector with Signature Training lis for Health
Organisation
Secure Your Future in Aged Care & Community Services with Signature Training College - Job-Ready Industry Skills

.00 (0| & 20

Secure Yo sre in Aged Care & C nity Services with Signature Training College —Job-Ready Industry Skills




Step 6

Once you click on the relevant
activity, you will be taken to
the Activity Management
Summary page.

< Cc 25 providers.workforceaustralia.gov.au/ES/activities/activitymanagement/1007968 13/summary Q W ®

Apps gg Q - Home New & Home Realm Discov.. & Home | Salesforce » Sign-in - myGov m ABN Lookup Welcome to the Fair.. €S https://wwl.cvcheck.. @= ECSN @@ Reports: Allied Heal. & Reports: Placement. - Log in | Proposal PL.. - Home - McKinsey A.. » [ All Bookmarks

(PRO6) Workforce Australia Services MCTC-H788

Workforce Australia

Caseload Provider Calendar Activity Employment Payments Compliance Employment Fund

This page will show you the
Activity ID. Copy this ID and
return to the Activities

Placement page. Want to build your employability skills & get a job?

Join MTC FutureReady at Hurstville to refine & apply
your skills. We'll explore in demand jobs & industries
and get you future ready.

Approved |D 100796813 | Employability Skills Training Employability Skills Block Two-3 weeks L\\s‘

Details >

Activity summary

Locations >
| Change status )
Sessions >
Activity dates Site Training category
S 3 Apr 2026 (NLS8) MTC FutureReady HURSTVILLE Generalist
Placements > AT B8 Organisation Includes accredited training?
approved: Tue (MCTC) MTC FutureReady
Documents > Created by Contract Required checks
VEIVEEGS onTue 24'Mar 2020 0213934G | EST6 5SYD TRB2 MTC AUSTRALIA Nor
IT E
Activity history > LIMIT EST Services Delivery format [location]

Online



Step 7

Copy or paste the Activity ID into
the bOX and CliCk CONTINUE. < C 2 providers.workforceaustralia.gov.au/ES/activities/placement/3033610 Qa ®» % ® :

(PRO6) Workforce Australia Services MCTC-H788 +

Caseload Provider Calendar Activity Employment Payments Compliance Employment Fund

Home > Placements

Add placement

Add placement for

s placement. If y

tly ac sed ac ist on the Activity

hub 2

Recently accessed activities
FutureReady Foundations (ID 100752315) Select

First Aid Course including CPR-TCP Training (ID 100479524) Select

Search activities

You can locate an activity by entering an activity ID

Q 100796813 (Want to build your employability skills & get a job? Join MTC FutureReady at Hurstville to refine & ...

@ Exn 2

Caseload Provider hub Calendar hub Activity hub Employment hub Payments hub Compliance hub Emplo




Step 8

On the Placement Management
Location page’ ScrO” down until < Cc 25  providers.workforceaustralia.gov.au/ES/activities/placementmanagement
you see the session detail. - -

(PRO6) Workforce Australia Services MCTC-H788 +

Caseload Provider Calendar Activity Employment Payments Compliance Employment Fund

Home > Plac

Add placement

Add placement for|

Steps | | Event Location

marked optional.

All fields mandatory ur

o Event location

® Placement summary
Placement details

Want to build your employability skills & get a job? Join MTC FutureReady at Hurstville to refine & apply your skills. We'll explore in demand jobs & A

@ Review requirement dates
industries and get you future ready. (ID 100796813)

@ Notification e s
Activity description

This Online Employability Skills Ti

@ Review and submit

munication

* Training &

ncluding online

fe’ll pr

Activity type

Employability Skills Training



< C 2% providers.workforceaustralia.gov.au/ES/activities/placementmanagement Q W ®

» P B Home - McKinsey A » [ AllBoo

o Event location
Sort by Filter

-in - myGo

73

@Placementdetalls /Alllocatlons v “ V= Q  Typet | Apply

Pagelofi(ir

@ Review requirement dates

@ Notification o Scheduled activity location

Select the available session and I

Sydney East Metro

click NEXT at the bottom of the

ONLINE ONLY
Online
p a ge Suite 4 Level 4, 4-8 Woodville St, HURSTVILLE. NSW 2220
. 9:00 am to 3:45 pm, 30 minutes break (no recurrence)
6 hours 15 minutes
14 Apr 2026 10 14 Apr 2026
ONLINE ONLY
Online
Suite 4 Level 4, 4-8 Woodville St, HURSTVILLE, NSW 2220

9:00 am 10 3:45 pm, 30 minutes break (no recurrence)
6 hours 15 minutes

15 Apr 2026 to 15 Apr 2026

ONLINE ONLY

Online

Suite 4 Level 4, 4.8 Woodville St, HURSTVILLE, NSW 2220
9:00 am 10 3:45 pm, 30 minutes break (no recurrence)

6 hours 15 minutes

16 Apr 2026 to 16 Apr 2026

ONLINE ONLY

Online

Suite 4 Level 4, 4.8 Woodville St , HURSTVILLE, NSW 2220
9:00 am to 3:45 pm, 30 minutes break (no recurrence)

6 hours 15 minutes

20 Apr 2026 to 20 Apr 2026

ONLINE ONLY

Online

Suite 4 Level 4, 4.8 Woodville St, HURSTVILLE, NSW 2220

9:00 am to 3:45 pm, 30 minutes break (no recurrence)

6 hours 15 minutes o

28 Apr 2026 10 28 Apr 2026

ONLINE ONLY

Online

Suite 4 Level 4, 4-8 Woodville St, HURSTVILLE. NSW 2220
9:00 am to 3:45 pm, 30 minutes break (no recurrence)

o Event location
6 hours 15 minutes

® Placement details
29 Apr 2026 10 29 Apr 2026
ONLINE ONLY
@ Review requirement dates Online
Suite 4 Level 4. 4-8 Woodville St. HURSTVILLE. NSW 2220
9:00 am to 3:45 pm, 30 minutes break (no recurrence)

(@ Notitication 6 hours 15 minutes

30 Apr 2026 to 30 Apr 2026
@ Review and submit ONLINE ONLY

Online

Suite 4 Level 4. 4-8 Woodville St, HURSTVILLE. NSW 2220
9:00 am to0 3:45 pm. 30 minutes break (no recurrence)
6 hours 15 minutes

01 May 2026 to 01 May 2026

ONLINE ONLY

Online

Suite 4 Level 4, 4-8 Woodville St, HURSTVILLE. NSW 2220
9:00 am 10 3:45 pm, 30 minutes break (no recurrence)

6 hours 15 minutes

m —

Caseload  Providerhub  Calendarhub  Activityhub  Employmenthub  Paymentshub  Compliancehub  Employment Fund hub

Provider portal 2 Find solutions to common problems 2 Get technical support 2 Ask a policy related question 21 Feedback survey  Privacy policy 2

The Department of Employment and Workplace Relations acknowledges the traditional owners and custodians of country throughout Australia and acknowledges their continuing connection to lar ter and community. We pay our respects to the

people, the cultures and the elders past, present and emer;




Step 10

° You Wi” be taken tO the Placement € Cc 25 providers.workforceaustralia.gov.au/ES/activities/placementmanagement QA » W ®
. il " T Lo s > SadE ; -
Management Details page.

(PRO6) Workforce Australia Services MCTC -H788 v

« Scroll down the page to complete
the aCtiVity referral. Caseload Provider Calendar Activity Employment Payments Compliance Employment Fund

Add placement

Add placement for

Steps € Previous step

Placement summary
° Event location

Want to build your employability skills & get a job? Join MTC FutureReady at Hurstville to refine & apply your skills. We'll explore in demand jobs & v

O Placement details E
industries and get you future ready. (ID 100726813)

@ Review requirement dates

@ Notification Online
@ Review and submit Additional location details ONLINE ONLY
Address Suite 4 3, 4-8 Woodville St, HURSTVILLE, NSW, 2220

Employment Region/ESA
Delivery format

Location contact

Contact number

Email address estinfo@mtcfutureread

3 Apr 2026,0NLINE ONLY,O

to 3:45 pm, 30 minutes break (no recurrence),6 hour

Range of recurrence 13 Apr 2026 to HURSTVILLE,

NSW 2220,2:00

14 Apr 2026 to 14 Apr 2026,0NLINE ONLY,On




Step 11

. & C 2 providers.workforceaustralia.gov.au/ES/activities/placementmanagement Q W % ®
» Please enter the relevant details .
2 Apps go ‘ - Home New |4 Home Realm [ & Home | Salesforce » Sign-in - myGov orts: Placement.. . Home - McKinsey A... » 3 AllBo

and click NEXT. -

Steps

10f 5 steps completed

Placement details

@ Event location

I agree that | will pay any relevant EST Charge to the EST Provider in accordance with any Guidelines

e Placement details

Placement status
@ Review requirement dates

@ Notification

@ Review and submit

Expected to Start

Placement type

Full Time v

Placement dates
Activity duration

From 13 April 2026 to 01 May 2026

Expected start date Expected end date

dd/mm/yyyy dd/mm y

13/04/2026 () ‘ 01/05/2026 ()

Participant delivery mode (optional)

----select an option ----

Comments (optional)

m
x
-



Step 12

* In the Placement Requirement
Dates section, scroll down and

check the training days and
click NEXT.

<« Cc 25 providers.workforceaustralia.gov.au/ES/activities/placementmanagement
= Apps B8 &P -Home New [&] Home Realm Discov.. @ Home | Salesforce b Sign-in - myGov

Steps

2 of 5 steps completed

@ Event location

° Placement details

0 Review requirement dates
(@) Notification

(8) Review and submit

ABN Lookup

Welcome to the Fair...

€4 hittps://wwl.cvcheck...

Review requirement dates

Select all appropriate requirement days from the requirements dates list.

Required placement dates
From 13 April 2026 to 01 May 2026

Requirement dates

@~ ECSN @ Reports: Allied Heal...

& Reports: Placement...

. Log in | Proposal Pl...

2.46

Page 10f 1(12 records with S0 per page)

Date © Day?® Address ° Time < Break ° Conflicting appointments

13/04/2026 Monday Suite 4 Level 4, 4-8 Woodville St, HURSTVILLE, NSW 2220 9:00amto 30 minutes break
3:45 pm

14/04/2026 Tuesday Suite 4 Level 4, 4-8 Woodville St, HURSTVILLE, NSW 2220 9:00amto 30 minutes break
3:45 pm

15/04/2026 Wednesday Suite 4 Level 4, 4-8 Woodville St, HURSTVILLE, NSW 2220 9:00amto 30 minutes break
3:45 pm

16/04/2026 Thursday Suite 4 Level 4, 4-8 Woodville St, HURSTVILLE. NSW 2220 9:00amto 30 minutes break
3:45 pm

20/04/2026  Monday Suite 4 Level 4, 4-8 Woodville St, HURSTVILLE, NSW 2220 9:00amto 30 minutes break
3:45 pm

21/04/2026 Tuesday Suite 4 Level 4, 4-8 Woodville St, HURSTVILLE, NSW 2220 9:00amto 30 minutes break
3:45 pm

22/04/2026 Wednesday Suite 4 Level 4, 4-8 Woodbville St, HURSTVILLE, NSW 2220 9:00amto 30 minutes break
3:45 pm

23/04/2026  Thursday Suite 4 Level 4, 4-8 Woodville St, HURSTVILLE, NSW 2220 9:00amto 30 minutes break
3:45 pm

28/04/2026 Tuesday Suite 4 Level 4, 4-8 Woodville St, HURSTVILLE, NSW 2220 9:00amto 30 minutes break
3:45 pm

29/04/2026 Wednesday Suite 4 Level 4, 4-8 Woodville St, HURSTVILLE, NSW 2220 9:00amto 30 minutes break
3:45 pm

30/04/2026 Thursday  Suite 4 Level 4, 4-8 Woodville St, HURSTVILLE, NSW 2220 9:00amto 30 minutes break

. Home -

McKinsey A...

Q ®

»

w* @

[ All Bookmarks




Step 13

* Complete the details on the
Placement Management
Notification Page.

* Please ensure that you click on

the Preview Notification button
before clicking on NEXT.

25 providers.workforceaustralia.gov.au/ES/activities/placementmanagement

4| Home Realm [

Steps

° Event location

° Placement details

° REVIEW requirement da(gs
o Notification

@ Review and submit

& Home | Salesforce » Sign-in - myGov

E ABN Lookup E Welcome to the Fair.. € https://ww @ ECS
Notification details
Notification method
Face to Face & Letter (on same day) v
I confirm | am in direct contact with the partici The partici verbally advises me the requirement

time is suitable and they have both the intention and ability to attend. | understand the consequencesif|
falsify this confirmation.

Hide notification

Face To Face Notification Script

Henry was notified of 3 set or updated activity requirement for the dates 13 Apr 2026 1o £ May 2026.

Date notified: 7/

026
Participant information
3033610/PAOACT/SLXQWQT3

Henry

Activity details

You can attend the following activity.
Activity type: Employability Skils Training

Activity name: Want to build your employability skills & get 2 job? Join MTC FutureReady at Hurstville to refine & apply

your skills. we'll explore in demand jobs & industries and get you future ready.
Activity start date: 13 Apr 2026
Activity end date: 1 May 2026

1l tell you the times and locations for you to attend in just a moment, if this activity is online, you don't need to attend

the physical location.

Call Oz Dincer on 02452805305 if you have questions about what'll happen at the activity or what to bring. You can also

contact them if you need extra support, like an interpreter or special building access.

aQ ®

»

7w @

3 All Bookmarks



Step 14

Placement details

 Please check the box and click NEXT.

vider in accordance with any Guidelines

MTC will not charge any fees for referral
to the EST program but this bOX must be < C % providers.workforceaustralia.gov.au/ES/activities/placementmanagement Q W % ®
checked to complete the referral. : : ~ wp (B Welcome tothe . ‘ : i Wit %

28 Apr 2026t Suite 4 Level 4, 4-

NSW 2220.9:

L 4, 4-8 Woo

2026,0NLINE ONLY.Online .S
3 "

2).6 hours 1

° Event location Suite 4

{(norec

° Placement details

Suite 4 Level 4,4-8W

° no recurrence),6 hours 15 minutes
Review requirement dates ore ce).b hou 2 MINute

° Notification

@ Review and submit
Notification details
Notification method
Face to Face & Letter (on same day) v
I confirm | am in direct contact with the participant. The participant verbally advises me the requirement

time is suitable and they have both the intention and ability to attend. | understand the consequencesif |
falsify this confirmation.

Preview notification

Caseload  Providerhub  Calendarhub  Activityhub  Employmenthub  Paymentshub  Compliancehub  Employment Fund hub




Step 15

S/activities/placementmanagement QA ®» % ®

& » Sign-in - m

* On the Placement Management Review, . = . . . ...ccocumsmme
scroll down and click 5 apps 88
Add placement .

me to the Fair... € ht

& Home|Sal

New 4/ Home Realm D

° Event location

° Placement details
° Review requirement dates

° Notification

e Review and submit

< Edit notification details
@ Ex“

Caseload Provider hub Calendar hub Activity hub Employment hub Payments hub Compliance hub Employment Fund hub

Provider portal 2 Find solutions to common problems 2 Get technical support 2 Ask a policy related question 2 Feedback survey Privacy policy 2

The Department of Employment and Workplace Relations acknowledges the traditional ow and custodians of country thro out Australia and acknowledges their continuing connection to lar munity. We pay our respec

people, the cultures and the elders past, present and emer,




Step 16

* A notification will be generated to
show that the referral was successful.

(PROG6) Workforce Australia Services MCTC -H788 +

* You can download the notification
|etter for your Client. Caseload Provider Calendar Activity Employment Payments Compliance Employment Fund

you future ready. (ID: 100796813).

If the notification letter is not dow g, it may still be in the process
© Download letter
View participant details View activity placement details )

Caseload Provider hub Calendar hub Activity hub Employment hub Payments hub Compliance hub Employment Fund hub

Provider portal 2 Find solutions to common problems 2 Get technical support A Ask a policy related question 2 Feedback survey Privacy policy 2

The Department of Employment and Workplace Relations acknowledges the traditional owners and custodians of country throughout Australia and acknowledges their continuing connection to land, water and community. We pay our res

people, the cultures and the elders past, present and emerging.




Step 17

* And a nOtIflcatlon Iette.r Can be Cc @ File C:/Users/jyarng/Downloads/Activity%20Requirement%20Notification%20Letter?%20HENRY%20LEE%20(3033610).pdf ¢ é ®
downloaded for your client. s 557 | Hiomeiten: (il ek

. Home - McKinsey A... » 3 All Bookmarks

@ Home | Salesforce b Sign-in - myGov n ABN Lookup Wel

ne to the Fair... € https://wwl.cvch

Activity Requirement Notification Letter HENRY LEE (3033610).pdf 176 - 100% + B [Z2 & L 8

a

MTC FutureReady HURSTVILLE .
Level 5, Suite 502 A Workforce
4-8 Woodville Street, < Aust ralia

HURSTVILLE, NSW, 2220 Australian Government
Tuesday, 7 April 2026

REFERENCE:

Hi
You have an activity

You have an upcoming activity.

Why we're contacting you

You can attend your Employability Skills Training Want to build your employability skills &
get a job? Join MTC FutureReady at Hurstville to refine & apply your skills. We'll explore in
demand jobs & industries and get you future ready. activity from 13 April 2026 to 1 May
2026.

How to attend your activity

Your activity times and locations are at the end of this message. If this activity is online, you
don't need to attend the physical location.

Call Oz Dincer on 0492805305 if you have questions about what'll happen at the activity or

what to bring. You can also contact them if you need extra support, like an interpreter or
special building access.

If you can't attend your activity




mic#

FutureReady

Thank you.

1300 232 663
info@mtcfutureready.org.au
mtcfutureready.org.au



