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How to refer
Employability Skills Training (EST)



Step 1

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

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



Step 2

• On the Activities Placement page: If 
you have the Activity ID, enter it and 
to skip to STEP 7. 

• Otherwise, search for the Activity ID 
by clicking on Open the Activity Hub. 
This will open a new tab for you 
search for the Activity ID.



Step 3

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



Step 4

On the Activities Search page, enter the 
required details: 

• Select Employability Skills Training 
in the Activity type dropdown list; 

• Tick the Include other organisation's 
activities? check box; 

• Select the Region option in the 
Location range dropdown list; 

• Select Employment region in the 
Region type dropdown list

• Select (5SYD) Sydney East Metro in 
the Region name dropdown list. 

Then click SEARCH.



Step 5

On the Search Results page: 

• Scroll to select the relevant activity.



Step 6

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

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



Step 7

Copy or paste the Activity ID into 
the box and click CONTINUE.



Step 8

On the Placement Management 
Location page, scroll down until 
you see the session detail.



Step 9

Select the available session and 
click NEXT at the bottom of the 
page.



Step 10

• You will be taken to the Placement 
Management Details page. 

• Scroll down the page to complete 
the activity referral.



Step 11

• Please enter the relevant details 
and click NEXT.



Step 12

• In the Placement Requirement 
Dates section, scroll down and 
check the training days and 
click NEXT.



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.



Step 14

• Please check the box and click NEXT. 

MTC will not charge any fees for referral 
to the EST program but this box must be 
checked to complete the referral.



Step 15

• On the Placement Management Review, 
scroll down and click 
Add placement



Step 16

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

• You can download the notification 
letter for your client.



Step 17

• And a notification letter can be 
downloaded for your client.
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Thank you.
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