Follow the steps below to Enrol online using our WYNDHAMCEC Website:

1. Open Google Chrome or any other browser

2. Type wyndhamcec.org.au on the top address bar, like the below image

New Tab » +
- C ‘D‘ W wyndhamcec.org.au

U Typing T:'“'”a'nerl W  Home - Wyndham CEC - wyndhamcec.org.au
3. Press Enter key on your keyboard

4. This will open our WYNDHAMCEC website

5. Click on the SHORT COURSES link, like the below image (red circle)

W Hone - Wyndhas CEC X + <
€ > C (O & wyndhamcecorgsuay * O=
Wyndham Comemunity and Education Centre is curtently apen to the public for some face-co face programs and services imgortam Contact Comnaastrus
Stal are warking smsite and remately. Plasse call U742 4013 # yoo need anvy information ar 16 book an appainiment wéormation tran
I 70| | 03 97z 4013 Student information | For St o | Careers Conta
.
.
:/er'd'fﬂf" A v Vs M~ ) A
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6. You will find all our short courses are listed on this page, scroll down to see all
the short courses listed on this page.

7. Click on button to know the details about the course and enrol
into that course, see the image below.

Computer Skills - Advanced

i for students who
|

build on and extemn

Find Out More

You will find the details about the course here and the enrolment options, ie.
Date, time and location etc. at the end.

Wyndham CEC online Enrolment step by step guide. Prepared by: Rubina Parvez



8. Click on the button to fill out an online course enquiry form. Click on
the button to enrol online for that course.

Course Details Pre Accredited

Computer Sxills - Advanced

m Click here to fill out
Upcoming short courses | online enquiry form

Data Tume

Click here to ,
enrol online

9. After you click on the Enrol button to enrol online, online form page will
appear on the screen, you need to fill out the details for each section by

following the prompts on the page for each section on the left side. See the
images below.

Start the form by filling out the Login Section, like below image.

Login 1
Given Name: * Rubina
Family Name: = Parvez
Email: = rubina.wyndnamig@gmail.com

e —

Click here to create — B
your account. ==

Complete with your
correct information
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1. Now complete the Personal details section, see below image.

Personal Details

Personal Details I
Contact Details I Title Ms
( ress ' ~;
Address ’ Given Name * Rubina

Emergency & Third Party Confacis | )
Preferred Name:

Nationality !
M:ddle Name

Schoaing Click on the T2 s
Ve

Additional Details b_u!:ton after

filling ou_t the p—
Study Reasons boxes with your

correct info. Female
Portfosio T
Deciaration & Privacy Notice I

2. Now complete the Contact details section, see below image.

Contact Details ! Email * rubina Wy Mail com

‘ I
PSS - Afiemative email address rubina. vy mail com

Emergency & Third Party Contacts 1

Moble: * x|
HeRoooly Click on the RIS
Schooling button after filling
out the boxes with 6197424013
sddtonal Detats | your correct info to
continue.
Study Reasons
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3. Now complete the Address section, see the below image.

Address !
Building/Property Name:

Emergency & Third Party Contacts 1
Flatnit Details:

Nationality 1
One of these & required
Schooling ! Postal delivery information (PO
box):
Additional Details 1
Study Reasons 1
Portfolio 1
Declaration & Privacy Mofice !
Review Details
Street or Lot Number: 20
Street Name: Synnot Street
Suburb, Locality or Town: * Werrbee
Postcode: = 3030
State/Territory: * vIC X v
Country: * Australia xX v
(ol ITs /€. 1 B 41 [-JCopy Street Address to Postal
Postal Address:

Copy Sireet Address to Postal

4. Click on the button to continue
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5. Now complete the Emergency Contact Details section, see the below

image.

Emergency Contact Details

Personal Details

Contact Details

Address

Relationship: =

Emergency & Third Party Contacts !

Contact Number: =

Mationality !

Contact Name: *

Bl Farvez

Husband

04 T

Third Party Details (if applicable)

Schooling !
Additional Details ! ®
Study Reasons !

Portfolio !

Third Party Crganisation mame:

Declaration & Privacy Mofice !

Third Party Contact Name:

By providing these details you are authorising Wyndham CEC to give details of your course enrolment
and progress to this organisation.

Click on the ('
button to continue

Third Party Contact Phone
andfor email:

Review Details

6. Now complete the Nationality section, see the below image.

Citizenship
Perzonal Details vy
Contact Details v Country OF Birth: * — X v
Address v Citizenship Status: » Australian Citizen X v
Emergency & Third Parly Contacts Ausiraiia X v

Country of Citizenship:

Jatinnaliby 1

Click on the FEI': button
after filling out the

.| boxes with your correct
info to continue.

o

nguage other

S Uy TUCT oS

Portfolio !
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7. Now complete the Schooling section, see the below image.

Secondary Education
Perzonal Details v
Contact Details v What is your highest completed Year 12 } Y
school level?: *
Address v
Are you still enrolled in No X v
Emergency & Third Parly Contacts secondary or senior secondary
education? *
Mationality o
Previous qualifications achieved
Schooling I
H /0U successiully
Click O-I‘l _the m button cted any post-secondary MO XA
after filling out the fion?:* Yes
boxes with your correct No
info £ continue. T

Declaration & Privacy Nofice !

8. Now complete the Additional Details section, see the below image.

Disabilities

Parsonal Datails
Contnet Dotuiiy Do you
Addrass

Emergency & Third Party Contacts

Nationality

cansider yourseir lo

Click on the m button
after filling out the
boxes with your correct

have o digabiity, Impsirment or No x v
long-term condition™ -«
Additional Detalls
i Status = No x v
owin c > ries
lowing Lategorie: Unemployed - Seaking part-time work ®x v
IMployment status? =
OF Qccupation: = Not Applicable ~ -
lor 1dentne Not Applicatle -~ ™

info to continue.

Raviaw Dataiis

9. Now complete the Study Reasons section, see the below image.

Study Reasons

Personal Details o
Centact Details < COf the following categories,
select the one which best To get a job ® v
describes the main reason you
Address v are undertaking this course? =
Emergency & Third Parly Contacts
gency ¥ Do you qualify for a No ® v

concession?: *

Mationality o

Click on the EEI'(Y button
after filling out the
boxes with your correct
info to continue.

Schooling

Additional

Study Re

P
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10. In this section you are required to upload your Medicare card, by
clicking on the [ LER:ITi4{:13], see the below image.

You are reguired fo upload 2

Personal Details \/ () Ifyou have previously joined a course through Wyndham CEC points of documentation /
your ID may already be in our system. If you can see a black evidence. )
cloud icon next to File Name, click on the cloud button and You currently have 2/2
Contact Details Ve your ID should open in & new tab. If your ID is current click the

Continue button. If your ID is expired you can still click the
e take a

Address e CIiCk on the m jau after

Emergency & Third Party Contacts button after uploading
the Medicare card

Mationality w
image file.
Schooling e
Additional Details v File Name -
Current Files: e
Study Reasons e . .
sample-Medicare_card__Australi... Q
Portfolio v
Attach File: Choose file | No file chosen
Declaration & Privacy Mofice 1

Upload or Update &
Review Details

11. Complete this PIEYELE Bl {[:];} by selecting the option, and then draw
your
signature on the Student Signature box, see the below image.

Portfolio e cancelled. In this instance all fees paid will be fully refunded.
In all other cases the fees for pre-accredited enrolments constitute a services and amenities fee which is
_ ) _ non-refundable if a student withdraws. Please see our Concessions, Fees, Charges and Refunds policy for
Declaration & Privacy Notice 1 full details. Information on this policy and other policies pertaining to students are available on our website
under the heading Information, Policies and Procedures.

Review Details

Student Declaration: = | declare that the information | have provi... 3

9
Student Signature: = @V
x

® Parental/Guardian consent is required for all students under the age of 18,

Parent/Guardian Name:

Parent/Guardian Signature: ® @
12. Click on Continue and review your details, then click on [®[Ja dl3 (TR S5 ) [ [=Ta1s

Button
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13.

This is the final step to receive the invoice, Click on the [Salge]RE1aleB=lgle Migie][el=
button. see the below image.

(i) If a third party is paying for your studies please select the "Enrol with invoice” opfion. You will still be sent an
invoice with your booking confirmation. However, we will contact vour third-party provider regarding your

enrolment. If we cannot contact them or they do not provide payment, we will advise you. You will then need
to pay the invoice within 14 days.

ltem
Quantity Code Description .
Price
) Short Course Booking for Rubina Parvez Computer Skills - Advanced (12 July - 13 September -
1 CSADVID 530.00
2021)
Total: 530.00
Click on the [FTTIENT] Rubina Parvez
SRV -Sbutton to
receive the Invoice by $30.00
email.

Enrol and Send Invoice

Complete the Enrolment process by paying the invoice amount within 14 days.

NOTE: As of 1/9/21 you can pay via debit/credit card. Invoices should be reserved for
students who have a third party paying their fees.
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