Employability
Skills Training
(),

(3
. L ‘ ﬁ
¢ X
' y . >
o
7 ’, .
.r v :
| Y
! i

How to Refer Guide / -« )

/ “
=
A e ﬂg\

< \




> C @ providers.workforceaustralia.gov.au/ES/job-seeker-registration/placement...

SharePoint SalesForce ESS

Workforce Australia
e for

Home > Caseload
Managed by

Participant summary
Personal details

Servicing and
eligibility

Participation
Compliance
Notifications
Placements
Incident report and
managed service

plan

Vulnerability

JR MTC 49 History @= participant-summary

« Onthe Participate - Summary page, click
on Placements on the left-hand side.

* In the Placementssection,click on Add
a placement, this will take you to the

Individual Provider Activity Employment Payments Employment Fund Compliance Calendar A C tivities PIaCement P O g e .

4 |

| Workforce Australia Services

Placements
Referral

No referrals available

Provider activity placements

Update job seeker v

Add a Referral

[ Type to Search

J Search

Expected 3
Activity & Activity & 4 :Tcml v
ID and Sub 8 ¥ Status & Suburb 3 or Actual
name Type . elD start
e date

Activity ¥

Page 1 of 1(3 records with 5 per page)

Expected & . -
or Actual Managing = 1

ond date Organisation 1
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C @ providers.workforceaustralia.gov.au/ES/activities/placement

SharePoint SalesForce ESS JR MTC €9 History @ participant-summary

Workforce Australia
e for

Individual Provider Activity Employment Payments Employment Fund Compliance

< Previous

Getting Started

Please enter an Activity ID for this placement. If you don't know the ID of an activity you can locate it by using the activity

search or the recently accessed activities list on the Activity Hub.
Open the Activity Hub

Activity ID

a

Cancel

Activity hub al Caseload

Calendar

On the Activities Placement page:

« If you have the Activity ID, enter it and to skip
to STEP 7.

« Otherwise, searchfor the Activity ID by
clicking on Open the Activity Hub. This will
open a new tab for you search for the
Activity ID.
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C & providers.workforceaustralia.gov.au/ES/activities

SharePoint SalesForce ESS JR MTC 49 History @= participant-summary

Workforce Australia
for provid

Provider Activity Employment Payments Employment Fund

Activity hub

© Note your Activity ID for searching
Make a note of the Activity ID when you create or locate an activity so you can locate it again using the simple search.

Search by activity ID

{ D

Compliance

Calendar

Quick links Have your say

Tell us about your experience

Create activity

How have you found the new digital platform so far?
Cemplete our short survey on what you liked, didn't like and would like to see more of. It
should take no longer than 5 minutes.

‘ R

Complete the survey

Activity hub Calendar hub Caseload

Emnlavmant Fiind hith Pavmante hith Prowidar hiik

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

@ providers.workforceaustralia.gov.au/ES/activities/search

SalesForce ESS JR MTC 40 History @ participant-summary

Workforce Australia
nine for provid

Individual Provider Activity Employment

Home > Activity hub > Activity searcl h

Activity search

Activity type Activity sub-type (optional)

Payments Employment Fund

{ Employability Skills Training v ] { -—--select sub-type -

Return active activities only? (ie. approved with a future end date)

- 13

Organisation Site (optional)

(MCTC) MTC Australia v { (H788) MTC Australia HURSTVILLE

Find hest organisation by ID, ABN, or name (optional)

[ Q, -—-enter ahost ID, ABN, or name -

)

Location

Location range

Region name

Compliance

{ Region

v ][{ (55YD) Sydney East Metrd

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. ‘
<



roviders.workforceaustralia.gov.au/ES/activities/search

‘orce @@ Report List | Salesforce ESS R

Search results

Export to excel

Page 1 0f 1(5 records with 15 per page)

Activity name /ID &

MTC a Qperation Covid19 1l

Activity type o

Activity sub-type &

e Data Officer - Advanced...

£D) History

Q

iMacros

L % 0

e Six Month Activity Requ...

Type ta search

EST-MTC-Sydney East Metro-Maroubra- (F/T-All
Ages) (1D: 100322706)

EST-MTC-Sydney East Metro-Maroubra- (F/T-All
Ages) (1D: 100322230)

TB1JOBWORKSKILLS001 (ID: 10032187 4)

TB1JOBWORKSKILLS001 (|D: 100321872},

TB1JOBWORKSKILLS001 (1D: 100321861}

Results per page 15 3 o

Employability Skills
Training

Employability Skills
Training

Employability Skills
Training

Employability Skills
Training

Employability Skills
Training

Employability Skills Block
One-3 weeks

Employability Skills Block
One-3 weeks

Employability Skills Block
One -3 weeks

Employability Skills Block
One-3 weeks

Employability Skills Block
One-3 weeks

Approved

Approved

Approved

Approved

Approved

15 Aug 2022

25 Jul 2022

22 Aug
2022

01 Aug 2022

11 Jul 2022 29 Jul 2022

TLZDXVT3

VT2526

JLSKIW34

JLSKIW34

JLSKIW34

On the Search Results page:

Scroll to select the relevant activity.
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SharePoint

@ https://providers.workforceaustralia.gov.au/ES/activities/activitymanagement/100322706/summary aQ &

Salesforce @8 Report List | Salesforce MTC  E3p Operation Covid12 Il @) Data Officer - Advanced.. 4D History iMacros @) Six Month Acthity Requ.

Workforce Australia

Individual Provider Activity Employment Payments Employment Fund Compliance Calendar

Home > Activityhub > Activity summary

Approved

EST-MTC-Sydney East Metro-Maroubra-(F/T-All Ages)

1D 100322706 | Employability Skills Training Employability Skills Block One -3 weeks

& White Card

Workforce Australia Services MCTC-H788 +

Khoa (MDRRXZ98) v

Details
Activity summary

Locations
Change status

Sessions Activity dates Site
starts: 15 Aug 2022 (NV78) MTC Australia MAROUBRA Nene
Placements ends: 02 Sep 2022 Onganisation
approved: 28 Jun 2022 (MCTC) MITG Australia

Required checks

Created by Contract
TLZDXVIS on 28 Jun 2022 02139394 | EST6 55YD TRBI MTC AUSTRALIA
LIMITED | EST Services 2022

Details

Provider contact
Mr Mener Rasha-ID 1000182829

Activity description

Full-time study: Monday to Friday (9:00am-2:30pm)- (25hrs/wk) As part of our EST program,
we deliver programs to provide eligible participants with practical training that will be useful
L Mobile 0439581140

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.
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& C @ providers.workforceaustralia.gov.au/ES/activities/placement

SharePoint SalesForce ESS JR MTC €0 History @= participant-summary

Workforce Australia
for provit

Individual Provider Activity Employment Payments Employment Fund Compliance

< Previous

Getting Started

Please enter an Activity ID for this placement. If you don't know the D of an activity you can locate it by using the activity
search or the recently accessed activities list on the Activity Hub.
Open the Activity Hub

Activity ID

{ Q, 100322706 (EST-MTC-Sydney East Metro-Maroubra- (F/T-All Ages) -PAET)|

@ Gancel

Activity hub Calendar hub Caseload

Employment Fund hub Payments hub Provider hub

Calendar

Copy or paste the Activity ID into
the box and click CONTINUE.
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SharePoint SalesForce ESS JR MTC €0 History @ participant-summary

2

@ providers.workforceaustralia.gov.au/ES/activities/placementmanagementL...

Workforce Australia
nine for g

Individual Provider Activity Employment Payments Employment Fund Compliance Calendar

< Previous

Event location

Placement summary

EST-MTC-Sydney East Metro-Maroubra-(F/T- All Ages) (Activity |D 100322706)

Full-time study: Monday te Friday (9:00am-2:30pm) - (25hrs/wk) As part of our
EST program, we deliver programs to provide eligible participants with practical
training that will be useful for their chesen career path. This is the perfect course
for participants who are unsure of the industry they'd like to work in-and will
focus on general workplace skills and communication abilities to meet the
expectations of employers. The topics covered in this course (Training Block 1)
include: - Your local job market - Resume/cover letters - Interview skills -Werkplace
problem solving and innovation-Digital Kiosk (IT at work, enline security, email,
word processing and PowerPoint) At MTC Australia we support our EST
participants in having a positive learning experience. They will partake in a range
of interactive activities, which are designed to assist them in their career
pathway. Note-this Activity eguates to a total of 20 PBAS points per week of

Activity description

Activity end date 02/09/2022

On the Placement Management Location

page, scroll down until you see the session detail.
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SharePoint

@ providers.workforceaustralia.gov.au/ES/activities/placementmanagementL... =4

SalesForce

ESS R MTC @ History @ participant-summary

Date: Monday to Friday Time: 8:00am - 2:30pm 15
Aug 2022 to 2 Sep 2022 at MTC Australia
Maroubra, Maroubra Gateway, Lvl 1/806-812
Anzac Parade, Maroubra NSW 2035 9:00am to
2:30pm 30 minutes break, multiple days

Sydney East
Metro

Maroubra, NSW 2035
9:00am to 2:30pm, 30
minutes break (no
recurrence)

23 Aug 2022 to 23 Aug 2022
at Maroubra Gateway, Lvl
1/806-812 Anzac Parade ,
Maroubra, NSW 2035
9:00am to 2:30pm, 30
minutes break (no
recurrence)

24 Aug 2022 to 24 Aug 2022
at Maroubra Gateway, Lvl
1/806-812 Anzac Parade ,
Maroubra, NSW 2035
9:00am to 2:30pm, 30
minutes break (no
recurrence)

20 of 20 places
remaining

25 Aug 2022 to 25 Aug 2022
at Maroubra Gateway, Lvl
1/806-812 Anzac Parade ,
Maroubra, NSW 2035
9:00am to 2:.30pm, 30
minutes break (no
recurrence)

26 Aug 2022 to 26 Aug 2022
at Maroubra Gateway, Lvl
1/806-812 Anzac Parade ,
Maroubra, NSW 2035
9:00am to 2:30pm, 30
minutes break (no

¥

Select the available session and click NEXT at the

bottom of the page.
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& C @& providers.workforceaustralia.gov.au/ES/activities/placementmanagementD... @ |&

SharePoint SalesForce ESS JR

Workforce Australia

Individual

< Previous
Add placement for

Placement details

Placement summary

MTC €9 History @ participant-summary

Provider Activity Employment Payments Employment Fund

EST-MTC-Sydney East Metro-Maroubra-(F/T-All Ages) (Activity ID 100322706)

MTC Australia-Maroubra

Address

Employment region/ESA
Delivery format
Location contact
Contact number

Email address

Schedule description

Range of recurrence

Maroubra Gateway, Lvl 1/808-812 Anzac Parade Maroubra NSW 2035
Sydney East Metro
Face to Face

Mener Rasha

0439581140

mrasha@mtcaustralia.com.au

Date: Monday to Friday Time: 8:00am-2:30pm 15 Aug 2022 to 2 Sep 2022 at
MTC Australia Maroubra, Maroubra Gateway, Lvl 1/806-812 Anzac Parade,
Maroubra NSW 2035 8:00am to 2:30pm 30 minutes break, multiple days

15 Aug 2022 to 15 Aug 2022 at Maroubra Gateway, Lvl 1/806-812 Anzac Parade ,
Margubra, NSW 2035

8:00am to 2:30pm, 30 minutes break (no recurrence)

Compliance

Calendar

You will be taken to the Placement

Management Details page.

Scroll down the page to complete the

activity referral.
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SharePoint

@& providers.workforceaustralia.gov.au/ES/activities/placementmanagementD... @ |&

SalesForce ESS JR

€0 History @~ participant-summary

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

Placement status

[ Expected 1o Start

-

Placement type

[ Full Time

-

Placement dates

Activity duration
From 15 August 2022 to 02
September 2022

Expected start date
DD / MMM / ¥YYY

Expected end date
DD /MMM / YYYY

15/ Aug / 2022

[}

02/ Sep /2022

Comments (optional)

[Type something here.

4

@ Cancel

8000 character(s) remaining

Please enter the relevant details and click
NEXT.

A



&« c @& providers.workforceaustralia.gov.au/ES/activities/placementRequirementD... =4

SharePoint SalesForce ESS JR MTC 4O History @= participant-summary

Requirements
Select all appropriate reguirement days from the requirements list.
Required placement dates

From 15 August 2022 to 02
September 2022

Requirement dates

Day % Address ¥

Break ¥ Conﬂlﬂlng
appointments

Maroubra Gateway, Lvl 1/806-
15/08/2022  Monday 812 Anzac Parade, Maroubra,
2035

9.00 am to
2.30 pm

Maroubra Gateway, Lvl 1/806-
16/08/2022  Tuesday 812 Anzac Parade, Maroubra,
2035

9.00 am to
230pm

Maroubra Gateway, Lvl 1/806-
17/08/2022 Wednesday 812 Anzac Parade, Maroubra,
2035

Maroubra Gateway, Lvl 1/806-
18/08/2022  Thursday 812 Anzac Parade, Maroubra,
2035

Maroubra Gateway, Lvl 1/806-
19/08/2022  Friday 812 Anzac Parade, Maroubra,
2035

9.00 am to

Maroubra Gateway, Lvl 1/806-

30 mins

30 mins

30 mins

30 mins

In the Placement Requirement Dates section,
scroll down and checkthe training days and
click NEXT.
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SharePoint

@ providers.workforceaustralia.gov.au/ES/activities/placementmanagement... 2 %

SalesForce

ESS

R

MTC

0 History @= participant-summary

9:00am to 2:30pm, 30 minutes break (no recurrence)

31Aug 2022 to 31 Aug 2022 at Maroubra Gateway, Lvl 1/806-812 Anzac Parade ,

Maroubra, NSW 2035
9:00am to 2:30pm, 30 minutes break (no recurrence)

01 Sep 2022 to 01 Sep 2022 at Maroubra Gateway, Lvl 1/806-812 Anzac Parade ,

Maroubra, NSW 2035
9:00am to 2:30pm, 30 minutes break (no recurrence)

02 Sep 2022 to 02 Sep 2022 at Maroubra Gateway, Lvl 1/806-812 Anzac Parade,

Maroubra, NSW 2035
9:00am to 2:30pm, 30 minutes break (no recurrence)

Notification Details

All fields mandatery unless marked (optional)

Notification method

[ Face to Face & Letter (on same day)

Acknowledgements

| 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 th if | falsify this

~ I
Preview notification

Complete the details on the Placement
Management Notification Page.

Please ensure that you click on the Preview
Notification button before clicking on NEXT.

A



Please check the box and click NEXT.

Placement details MTC will not charge any fees for referral to the

EST program but this box must be checkedto

All fields mandatory unless marked (optional)

complete the referral.
D | agree that | will pay any relevant EST Charge to the EST Provider in

accordance with any Guidelines

o This activity referral may be subject to an EST Charge payable to the EST
provider

@ Cancel

“a




2&/08/2022

25/08/2022

26/08/2022

29/08/2022

30/08/2022

31/08/2022

1/08/2022

2/0%/2022

9:00 am-2:30 pm

9:00 3m-2:30 pm

9:00 am-2:30 pm

9:00 am-2:30 pm

9:00 3m-2:30 pm

:00 2m-2:30 pm

9:00 3m-2:30 pm

9:00 am-2:30 pm

Maroubra Gateway, Lvi

1/808-512 Anzac Parade,

Maroubra, 2035

Maroubra Gateway, Lvi

1/808-812 Anzac Parace,

Maroubra, 2035

Maroubra Gateway, Lvi
1/808-812 Anzac Pa
Maroubra, 2035

nazroubra Gatewsy, Ll

1/808-812 Anzac Parade,

Maroubrs, 2035

Maroubra Gateway, Lv!

1/806-812 Anzac Parade,

Maroubrs, 2035

Maroubra Gateway, vl
1/805-512 Anzac Parade,
Maroubra, 2035

1/805-812 Anzac Parade,

Maroubra, 2035

Maroubra Gateway, Lvi

1/806-812 Anzac Parade,

Maroubra, 2035

Activity - EST-MTC-Sydney
East Metro-Maroubra- (F/T-
All Ages)

Activity - EST-MTC-Sydney
East Metro-Maroubra- (F/T-
All Ages)

Activity - EST-MTC-Sydney
£ast Matro-Maroubra- (#/T-
&ll Ages)

Activity - EST-MTC-Sydney
£a5t Metro-Maroubra- (#/T-
All Ages)

Activity - EST-MTC-Sydney
2ast Metro-Maroubra- (/T
All Ages)

Activity - EST-MTC-Sydney
E25t Metro-Maroubra- (F/T-
All Ages)

Activity - EST-MTC-Sydney
East Metro-Maroubra- (F/7-
All Ages)

Activity « EST-MTC-Sydney
East Metro-Maroubra- (F/T-
All Ages)

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

A



rkforce Australia

Individual Provider Activity Employment Payments Employment Fund Compliance

This placement has been created successfully

I =< been placed into EST-MTC-Sydney East Metro-Maroubra-(F/T-All Ages) (ID: 100322706)

If the notification letter is not downloading, it may still be in the process.

(S i) o

A notification will be generatedto show that

the referral was successful.

You can download the notification letter for

your client.

“A



'equirement Notification Letter ZARA WILLAN (1705008

MTC Australia HURSTVILLE -
Level 4 -t'%'& 3 Workforce
4-8 Woodville Street, 3

HURSTVILLE, NSW, 2220 Australian Government AU St ra l 1a
Thursday, 7 July 2022

name: [N
When: 15 August 2022 - 2 September 2022

Times and locations: Please see the end of this letter.

The activity requirements outlined below have been arranged for you. The purpose of your
requirements is to engage you in services that will help you prepare for and find work.

1. What do | need to do?

Please attend your Employability Skills Training EST-MTC-Sydney East Metro-Maroubra-
(F/T- All Ages) activity. The activity dates, times and locations are at the end of this letter.

And a notification letter can be downloaded for

your client.

A
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