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How to refer 
guide

Career Transition Assistance (CTA)



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.
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Step 2

• Select Activity ID 100319564 
in the search box and click 
CONTINUE.
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Step 3

• You will be taken to the 
activity details.
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Step 4

• Select the relevant block for 
this activity.
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Step 5

• Review the activity and block 
details.
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Step 6

• Enter the placement details 
for the referral.
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Step 7

• Select all the dates on the 
Review requirement dates 
page, then click NEXT.
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Step 8

• Complete the Job Seeker 
notification method box.
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Step 9

• Please ensure that you click 
on the preview notification 
before clicking Next to 
complete this section of 
referral.
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Step 10

11

• Please review the referral 
with your client before 
clicking add placement to 
complete the referral.



Step 11

• A notification will be 
generated to show that the 
referral was successful.
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Step 12

• And a notification letter can 
be downloaded for your 
client.
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1300 232 663
info@mtcfutureready.org.au 

mtcfutureready.org.au

Thank you.


