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How to update personal details via Student Portal?

1) Log on to your Student Portal.

@logn | FForgot Password?

ACKNOWLEDGE

B Welcome to RTOManager College Management System

) RTOmanager is our next generation automated College Management to manage processes of an educational institution. RTOmanager is a Usemame -
Smart integration of several important Modules Mat deliver an OPROTUNILY 1 ralionalize the day-to-day college operations, For sxample, for users semams
such as student portal for student, teacher portal for teachers and agent portal for agents. Passworg

[l keep me ogged in
RTOManage: College Management Syster is an anagemant syt comge s single onling: piatfarm for efficiency and increased pIoduCTivity Login)
I you have any fiouble acsessing o navigaling thiough RTOMmanager CRICGS platiorm, please contact your System Adminisiraor baio )

2) Click on Edit Profile under the Profile tab.

s Andy - (1045001) @rosout = ::Help

ACKNOWLEDGE

Profie | ViewDoc | Material s Payment | Evaluation | Communication

Documents

~

Class - o U1 Request = Naws and Rominder
Enroiment ._‘ - - ©) Lales! News | Posted Date || Descending

No current News & Events avaiabie

n Course structure
‘ W Reminders  Posted Date | Descending

No current raminder available

you
% Wamning Letiers are read
for

‘Stucentsanices - Waminanntomation efier sent 2020 13:37:53

RTOmanager

160230

¢ sent an 2001/2020 194551

r gent 12020 19:4591

3enton

W DeferraliApproved Leave

i, No deferral record

omomanager

Y Pty Lid Teading a5 Me
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3) You may change the following details:

Nickname

USI Entry (if you have not provided one)

Birthplace & Country of Birth

Street Address (please complete all fields with RED*) as compulsory fields
Postal address & overseas/permanent address (if available)

Emergency contact details

a.
b.
C.
d.
e.
f.

i ACKNOWLEDGE

Full name: M Andy
ust: [Enter your valid US| here | What i USI? | SIens to Create vour wm US1

Privato omas:

Country of birth; | Australia ~

o 0 @S0 or ARG, WOTK Of GG PUIPOSES DEIOre FRIUTMIG your home.
reskdential stioet addross.

Undate

4) Once done, remember to click the "Update" button to save all changes made.
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How to view attendance for the course enrolled?

1) To view your overall attendance for the course enrolled, click on the "Attendance"
tab.

Logged in As Andy . (1045001) @ Logout = 3:Help

ACKNOWLEDGE

EDUCATION

Home Profile View Doc Material Timetable & Resuits Payment Evaluation Communication

B View Attendance (Overall S ary)

Weexty  Total

‘Course Name: | CHC52015.Diploma of Community Services-13/07/2020 (Status: Current Student) ~
Current Course Semester Term Total Attendance % Total Projected %
BOCS: Bachelor of Community Services BCS Term 3-2020 1 0% 56.49%
CHC52015: Diploma of Community Services VET 2020 (ADB&DCS) 4 100% 0.00%

Total Attendance %: is the course attendance to the current date (now).
Total Projected %: is the total course attendance if the student attends every class from the current date (now) until the end of their course

Reserved

y | Terms of Use

2) You may also view the breakdown of your weekly attendance by clicking on the
"Weekly" icon on the left (as shown in the picture below).

- Logged in As Andy . (1045001) out | I3
ACKNOWLEDGE ( 1% m @ sl t AL s
Gt sl

-

Home Profile View Doc Material Timetable & Results Payment Evaluation Communication

B View Attendance (Weekly Summary)

Course Name: | CHC52015:Diploma of Community Services-13/07/2020 (Status: Current Student) v

Semester: | VET 2020 (ADB&DCS) v

Tem: |4 v |

| Student 4 View By Week
Term Week Length Mon Tue Wed Thurs Fri Sat Sun StudyHrs OtherHrs  Weekly Attd Hrs. Weekly Class Hrs Weekly Atid% Semester Curr. Attd. Semester Proj. Attd.
4 (28/09/2020 - 04/10/2020 ) NC NC NC NC NC NC NC 0 0 [] L] 0 0 0
4 (05/10/2020 - 11/10/2020 ) PH NC NC NC NC NC NC 0 o ] o 1] 0 0
4 (121072020 - 18/10/2020 ) NC NC NC NC NC NC NC 0 0 o o 0 0 0
4 (19/10/2020 - 25/10/2020 ) NC NC NC NC NC NC NC 0 0 o o [} 0 0
4 (26/10/2020 - 01/11/2020 ) NC NC NC NC NC NC NC 0 0 [ 0 0 0 0
4 (02/11/2020 - 08/11/2020 ) NC NC NC NC NC NC NC 0 o L] o ] (] 0
4 (09/11/2020 - 15/11/2020 ) NC NC NC NC NC NC NC 0 0 o L] 0 0 0
4 (16/11/2020 - 22/11/2020 ) NC NC NC NC NC NC NC 0 0 [ o [ 0 0
Weekly Attd%: Weekly attendance percentage for the week. Weekly Attd Hrs. / Weekly Class Hrs * 100
Semester Cuir. Attd.: Refers to current attendance till that week_ Total weekly attendance / total weekly class * 100 hours till the week
https://a 3u/Sty 1tPages/Std ) we.aspx udent comes 100% for remaining weeks for the selected semester. Sysiem assumes that Student will have classes in all remaining weeks except
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How to view timetable and results?

1) Click on the "Timetable & Results" tab. You will be directed to the Timetable page (as
shown in the picture below). By default, weekly timetable is shown, with complete
information of the classes enrolled.

Logged in As Andy . (1045001} gLogout | IiHelp

B |15
agmowiepce @ (p R @

Home Profile View Doc Material PYLRNEREE  Timetable & Results Payment Evaluation Communication

M View Current Timetable ™ &

Timetsble Results Study Plan

Select course: | BOCS:Bachelor of Community Services-03/02/2020 (Status: Current Student) ~

view Type: (® Weekly O Monthly
semester: | BCS Term 3-2020 |
Week: | 10 ( 16/11/2020 - 22/11/2020 ) ~ |

(Wiew Timetable |

[E] Total Study hours for current week 10 (16/11/2020 - 22/11/2020) is: 9.00 hours (including breaktime)

Monday Tuesday Wednesday Thursday Friday Saturday Sunday
Subject: INT101: Introduction to Community Services Subject: SAP101: Australia Society, Systems and Policies NC NC NG Subject: FLD202: Figldwork 1 NC
Batch: P1 Batch: P3 Batch: Placement

Teacher: Tatjana Klein Teacher: Arthur Spendier Teacher —Unassigned—

Room: Room 2P Room: Room 3P Room: Online

Date: 16/11/2020 Date: 17/11/2020 Date: 21/11/2020

Time: 09:00 - 12:00 Time: 13:00 - 16:00 Time: 09:00 - 12:00

2) If you select the Monthly option, and click on "View Timetable", your scheduled
classes will be displayed in a monthly format. You may also navigate between the

months.

Logged in As Andy . (1045001) @ Logout = +:Help

ACKNOWLEDGE @ @

EDUCATION

Communication

Evaluation

Timetable & Results Payment

Attendance

View Doc. Material

Home Profile

M View Current Timetable

Select course: | BOCS:Bachelor of Communj rvices-03/02/2020 (Status: Current Student) v
View Type: () Weekly @ Monthiy:
Selectyear: | 2020 v

View Timetable )

= fii; i

Timetatie Resutts Stugy Pian

December 2020
Sunday

October 2020 November 2020

Meonday Tuesday Wednesday Thursday Friday Saturday

"

02 03 04 05 06 o7 08
BCS Term 3-2020 (1)
INT101: Introduction to
Community Services
Batch/Cohort: P1

Teacher: Tatjana Klein
Room: Room 2P
Time: 09:00 - 12:00
BCS Term 3-2020 (1
P101: i il
S
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3) Click the "Results" icon on the right. Then select the course you would like to view
your results from the drop-down box. Click on "View Course Results", and the listing
will appear (as shown in the picture below).

Logged in As Andy . (1045001) G Logout @ %:Help

ACKNOWLEDGE

EDuUCATION

Home Profile View Doc Material Attendance Timetable & Results Payment Evaluation Communication

B View Academic Final Results F"" i ﬂ

*an

LEOBACE Business —16/03/2020 {stalus: Current S ) o~
Select course: | BOBAC Bachelor of Business (Accounting)-16/03/2020 (Status: Current Student)
View Coorse Resulls

(View Course Results Select semester: A

Select semester: | Al

‘Subject Results Assessment Details
Semester: Semester 3, 2020 Term: 1 Batch: M1 Grade: Enrolled Marks: Not Marked iy No assessment
Subject: MAN302 : Preparation of Business Plan (Atiempt: 1)
Semester: Semester 2, 2020 Term: 1 Batch: No Baich Grade: CT A No assessment
Subject: CSM303 : Welfare Law & Ethics (Aftempt 1)
Semester: Semester 32018 Term: 1 Batch: No Batch Grade: CT A No assessment
Subject: ETH201 - Business Ethics & CSR (Attempt: 1)
Semester: Semester 3,2018 Term: 1 Batch: B Grade: P Marks: 55 A&, No assessment
Subject: MRK101 : Introduction to Marketing (AttempL: 1)
hitpsy//ae. St ges/Std | o

4) You are also able to monitor your study plan for the course enrolled. Click on the
"Study Plan" icon on the right, and the courses you enrolled will be displayed.

L« 2d in As And! 1045001)
ACKNOWLEDGE 53 @ @ U AR - Ve

EDUCATION

Home Profile View Doc Material FYCONELEER  Timetable & Results Payment Evaluation Communication

B View Study Plan r-l (e i

Timetable Results Study Plan

[E] View Study Plan(iotal rows: 12 rows)

Course Course attempt Additional information Study Period Status CoENo  Course Tuition Fee Action
BOBGC: Bachelor of Business 1 - 2111/2022 - 31/07/2024 Offered $36,000.00 =
5IT50416: Diploma of Hospitality Management 2 - 25/04/2022 - 23/10/2022 Offered §$4,200.00 -\
S1T40516: Certificate IV in Commercial Cookery 2 - 27/09/2021 - 10/04/2022 Offered $4,200.00 -\
HLTSS00064: Infection Control Skill Set 1 - 16/11/2020 - 18/12/2020 Current Student $0.00 -\
8IT30816: Certificate Il in Commercial Cookery 3 = 28/09/2020 - 19/09/2021 Offered $10,000.00 -‘
BOBCI: Bachelor of Business (Accounting) - CPA Accredited Unit 1 - 2710772020 - 08/11/2020 Current Student $2,250.00 -\
__CHCS2015, Dilorz of Communiy Services 1 - L30712020. 1010722022 Current Siygen £19.000.00 c}
BOBAC: Bachelor of Business (Accounting) 1 - 16/03/2020 - 03/11/2022 Current Student NA $42,000.00 -\
r— p— R 5 — = I i e STIueTT, TS0 B B
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5) Selectthe course you wish to view. Click on the "View Subject Completion Status
icon under Action column. A window will pop-up (as shown in the picture below),
listing all the details of the units required within the course.

Course Progress Summary

Export Close
to Excel Panel

Summary Type: | Subject Completion Summary ~ |

Activity Start Date Subject Activity Period Final Outcome Attendance % Class Batch  Lecturer Name
1410912020 FLD202: Fieldweork 1 14/09/2020 - 13/12/2020 Enrolied 0.00 Placement --Unassigned—
1410912020 INT101: Introduction to Community Services 14/08/2020 - 1312/2020 Enrolled 0.00 P1 Tatjana Klein
14/09/2020 SAP101: Australia Society, Systems and Policies 14/008/2020 - 13112/2020 Enrolled 0.00 P3 Arthur Spendier

CAS101: Community Development NA Mot Enrolled MN/A

CAS102: Group Work NIA Not Enrolled NA

CAS203: Principles of Case Management NA Mot Enrolled MN/A

CAS204: Managing Multiculturalism and Diversity N/A Not Enrolied MNIA

COU101: Theories in Counselling NIA Not Enrolled NA

COU202: Counseliing Practice NIA Mot Enrolled NA

CQOU303: Supervision and Debriefing NA Mot Enrolled MN/A

FLD201: Ethics and Professional Practice N/A Not Enrolled MNIA

FLD303: Transition to Professional Practice NIA Mot Enrolled NA

FLD304: Fieldwork 2 NIA Mot Enrolled NA

INT102: Interpersonal Communication Skills NIA Not Enrolled NA

INT103: Human Development Across the Lifespan NIA Mot Enrolled NA

INT204: Introduction to Management in Community Services NA Mot Enrolled MNA

SAP102: Welfare Systems and Services in Australia NIA Mot Enrolled MN/A

ACKNOWLEDGE EDUCATION STUDENT PORTAL MANUAL | 8



How to pay via Student Portal?

1) Log on to your Student Portal.

ACKNOWLEDGE
EDUCATION
Course Informa Download Document | Student Application | Agent Registration

3 @

Pay Fees

B Welcome to RTOManager College Management System
Login
0 RTO is our next College System that offers the capabilities to manage and streamline the business tsanaine
ofan ion. RTOmanager is a smart integration of several important modules that deliver an opportunity to
i For example, portals for RTO access to relevant users such as student Password
[ Keep me logged in

rationalize the day-to-day college
portal for student, teacher portal for teachers and agent portal for agents.

various college

Not Logged In. @Home  glogin = ¥ Forgot Password?

and into single

system which

online

RTOmanager College
online platform for efficiency and increased productiviy.

System is an
If you have any trouble accessing or navigating through RTOmanager CRICOS platform, please contact your System Administrator: helpdesk@ae edu.a

2) Click on the Payment tab.

ACKNOWLEDGE

eBuCATIO

™ Prome S— Documents 7 Wawraiy
’

Clnas - ey U Request
0= o= [
-

Enruiment

I\ Comire s tue

= News and Remingdes

Latost Nows | Posted Date v | Descending v |
Yoo camrant Miss & Ewirda avaiabie
» Raminders FostiedDate v Dascending v
NO Surent remunded doslabie
you
are rea

for
RTOmanager

» \Waming Le

W Cafer abApproved Lesve

), Mo cadermal rmeors

Qrronan ager
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3)

B View Your Payment Information

Stodent Mame
1635001

"BOCS_Bachelol of Commuiilly Servees 03
NOAI2070 - INON20ZZ

Sesoea ©

Comrsss snrnbes 2020 - Currert Stooaed

Course shury penioct

-

Please make sure the "Course Enrolled" is correct.

(VOMSDOT) . @loget | 2 THelp

Loggen in As Anay

10 Payment Su

Taial tuition fe= A
Tokat fne paict
T 48 AmMoUNT
Totsl fee renciea AUDD 00

View Prymant Letass

View By * Tution Fee Bayments Wiscmflanecus B syments

4)
been disabled).

Z f! \ ACKNOWLEDGE

taa Fruci View O

B View Your Payment Information

€t Hame
Soudent 0 1345001
Coures wresbesd. | EOCS Bachedor of Communty Senioes.0382/2020 . Casest Stusecd
30002022

Course study pened 3022020
Slagert Course Payment Sumumery
Totsl Wtion tee  AUDIESN0 DO

Tot tue pand: AUDC 00 Totat s cetianecns fwe: AUDS17 00

vchced due amowdt AJ0SI00 WO Mocdluneois ooy et dus. AUDO 00

Total e refanded. AUDR.00 O3HC gayment. AUDS17 00

Fees feePaa

50 400 00

Click on the"$" sign to Pay Fees Online (please ensure that your pop-up blocker has

LOGORA INAS ANGY  (1045001) ) & Loget | 2 2heip

Wame Wi Ay
¥, Statun. Currert Srsent

Congn Pem

View Paymant Detais

View By * Tuttoa Foe Szymenty Mrcesancouy Payments
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5) A pop-up window will appear. Please check your details are correct, and that you
have sufficient fund in your credit card to pay the fee listed. If this is incorrect, please
contact your campus immediately.

B View

Student Namy

s

Course:

Course stuf

Student Cour

Total

Totd

Invoiced d

Total fed

View Paym:

View By @

E] Inoice sch

Invoice Due
27 Jan 20
07 Sep 20

6)

Meshed Group Enterprise Education Management System - Online Payment - Mi...
|

& | hitps;//aertomanager.com.au/Publics/PayFees

PayOnline.aspx

Payment Detail
Note: A service fee of 0.00
Enter amount you want to pay *
5050.00
$0.00 $5050.00
Payment Method
—
=
Credit Card
Click Credit Card icon to proceed the psyment online with Secure Bank Gateway.

Campus: Perih
Fees Invoice Cr. Fee Paid PayFees Online
1$7,050.00 $0.00 $2,000.00 s
50.00 $0.00 $0.00
i i =

unication

Name: MrAndy

Status: Cumrent Student

Logged in As Andy  (1045001)° & Logout

2iHelp

Enter your credit card details as required in the fields below. Please confirm that all
details are accurate, then click on the "PAY NOW" button below.

B View

Student Nam

Course
Course stu
Student Couf
Total

To

Invoiced d
Total fed
View Paymet

View By

| Ivoice schy
Invoice Due
27 Jan 20
07 Sep 20

Enter your credit card details

Name On Card *

This field is required

Credit Card Number *

This field is required.

Expiry Date *
—Month—

This field is required

—Year—

This field is required
CVN *

This field is required

-

5 Andy . (1045001) ghLogout | **Help

PayFees Online

$

ACKNOWLEDGE EDUCATION STUDENT PORTAL MANUAL | 11



7) If the payment is successful, a confirmation page will appear. An email will also be
sent to your email address listed in your student portal. This will appear instantly in
your student portal account.

8) If payment is unsuccessful, payment will not be deducted. Please check your details
and try again.
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How to print receipt for the tuition fees paid?

1) Once the transaction is successful, the payment will directly reflect in your account,
under the Payment History section. Click on the PDF icon (as shown in the picture
below) to generate the payment receipt.

Logged in As Andy . (1045001} g Logeut | i1

nnnnn

voioa: | GHGE2015 - Diploma of Community Services- 15072019 - Curront Student

riod: 150712019 - 110772021 Campus: Perin

Stutent Co

ayment Summary

Total baiion fee: AUD15000.00

AUD500.00 Total miacelianéous fes: AUDT17.00
AUDMDOODD  Miscellameous payment dus: AUD200.00
AUDD.0D OSHC payment: AUDS17.00

2 Miscellangous Payments

Invoics Number Invoice Start Date Foas Invoics Cr. Fee Paid PayFees Online
o1 Jul 20 47131 01 Jul 20 52.250.00 50.00 $500.00 $

31 Aug 20 a3 148ep20 52,25000 s000 so00 s
Transaction No. Receipl No. Payment Date Amount Paig Payment Mode

45742 010772020 500,00 Crodi Card

2) The PDF file will be generated, and should look like this:

EDUCATION

m ACKNOWLEDGE
>

TAX RECEIPT

Andy Receipt No.: #205043
168 Exhibition Street

MELBOURNE VIC 3000

Australia Issue Date: 1/07/2020

Payment Date: 01/07/2020
Received from: Andy ,%f-
Student ID: 1045001 e

Course Name: Diploma of Community Services .

Agent Name: Acknowledge Education Pty Ltd

PAYMENT DETAILS
Pay Type Paid Amount )
Tuition Fee $500.00 )
Sub Total $500.00 )
Actual Amount Paid $500.00

Method of payment: Credit Card @
l
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How to complete forms online?

Workflow is a new platform set-up in your student portal to allow access to forms online. As a
first-time user, you are required to reset your Student Portal password.

1) Log on to your student portal. Then select "Change Password" under the Profile tab.

— Lo jed in As Andy - (1045001): R
ACKNOWLEDGE (1] o) . IR (e ettt

EDUCATIO!

Documents -f Materials = News and Reminder
~ o , - N ) Latest News | Posted Date ] |m ]
- Mo current News & Events availabls
Class T hep USI Request e Registered
"O Envolment “‘ Hel &5 2nt form ¥ Reminders| Posted Date v || Descending v | Training
8 2 - Mo cument reminder available o T
rganisa

<> WorkFlow I‘.n Course structure - 9

[Z2 eshed torFiou » Waming Letters management
StudentServices f fon Letfer sent on 12/11/2020 19.16:12 resources that

StudentServices - Warning/nfc

f on 12/11/2020 19:16:12 equip you to
compete,

comply and
Accounts . Waming/Information Letter sent on 08/10/2020 11.41.10 .
e prevail

StudentServices - Waming/in

Accounts - Warmi

W Deferral/Approved Leave

A No deferral record

¢ RTOManager
3e. ﬂomanaﬁer com. aua’StudEnt-’StudEnt(DntenLﬂ'StudEntPaﬁEs/Sld [hangepwd.as.

2) You will be prompted to enter your "Current Password", and then the "New
Password". Once done, click on "Change Password" button to confirm.

— Logged in As Andy . (1045001) | i
ACKNOWLEDGE 1% m (a) ogged in As Andy . )i & Logout Help
EoucaTIoN )

Timetable & Results ~ Payment | Evaluaion | Communication

Edit Profile | Change Password | OSHC Info |

B Change Password

Change Password Reset Security Question & Answer

New Password: [ J

{0 This question & answer will be used when you forget your password. Please remember your question & answer. You can reset your own security question & answer at anytime.

c [ |-
Canfimn New Password: | J

Security question: [What is your passport no? J

Security answer: | )

 Change Password | (Cancel ! ==

0 WebSutra Technology Pty Lid Trading as Me:
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3) Once password has been reset, you may access forms online. In the homepage of
your student portal, you will see an icon "Workflow" as shown in the picture below.
Click on it, and a new window will appear.

Logged in As Andy - (1045001); @Logout | 1%

ACKNOWLEDGE @ @ m @

Profile | ViewDoc | Material | Attendance | Timefable & Results | Payment | Evalualion | Communication

Profile == Documents —ia.- Materials = News and Reminder
>

“ Latest News | Posted Date v || Descending v |

LY
- No current News & Events available

Class - Help USI Request
Enrolment . B e suppa Send consent o ® Reminders | Posted Date v || Descending v |
S - — =

- No current reminder available

you
¥ Waming Letters are I’eady
fter sent on 12/11/2020 19-16:12 for

nt on 12/11/2020 19-1612 RTOmanager

11/2020 172833

WorkFlow l\ Course structure

StudentServices - W

StudentSery

Stu

Accounts I Letfer sent

Accounts - Letter seni

More

W DeferraliApproved Leave

i Mo deferral record

oRTor‘ﬂamag,er

4) Your Workflow screen will display all the available forms. Read the Title and
Description of the form to understand the purpose of each form. Once decided, click
on the icon on the right to access the Online Form. You will be directed to the form
accordingly. Please complete the fields as required. Once submitted, a staff will be in
contact with you if further documents/information is required.

Do note that each form has a different processing duration. The final outcome will be
delivered to you within duration specified.

@"W Andy . &

@ Dashboard Application

@ Help
Title Description
Gourse Deferral Form Please complete and submit the attached form with any supporting documents you may have to request for deferment =4
Course Withdrawal Application Please complets and submit the attached form with any SUBpORing docUMENts you may have 10 request for course(s) withdrawal and/or rejease &
Document Request Form Students to submit this form to request for documents &
Internal Gourse Transfer Form - Interational Students Please complets and submit the attached form to apply for course fransfer at Acknowledge Education &
Refund/Transfer Request Form Only for student requesting for refund. Subject to approval, a refund process may take up to 28-days &

methed Copyright ® 2020 Meshed Group. Al Rights Reserved.

ACKNOWLEDGE EDUCATION STUDENT PORTAL MANUAL | 16



acknowledgeeducation.edu.au

ABN 15 005 596 565 | CRICOS 00197D | PRV 12146 | RTO 4112 | SCHOOL: 1997




