Kangan Application & Enrolment Portal — Direct Input Instructions

Screen One

Login via: https://webapps.kangan.edu.au/EnrolmentPortal/

Using the username and password provided by Kangan Institute.

If you have forgotten your details then click on forgotten password and use your school email
address as the username/email.
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log in

Please enter your Email and password.

Having trouble finding the right fit?

Email: Our free and friendly
XT STEP service
5-19 year olds
s help.

Password:

- Find out more
Note: Passwords are case sensitive.
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Screen Two

TO UPLOAD INDIVIDUAL STUDENTS - Click on Add an Enrolment for an individual student.
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This is the main screen for Schools and other organisations to submit Student Enrolments.

status summary
pending applications: 6
submitted applications: O
approved applications: 0

Add an Enrolment List Enrolments Upload Bulk Enrolments

shared documents

——————| DoyouwantIntemet Explorer to remember the passward for kangan.edu.au?

Why am I seeing this?

Screen Three


https://webapps.kangan.edu.au/EnrolmentPortal/
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Complete all details then click Next.

If students do not have a Kangan ID number then please leave blank. Student ID can be any

letter/number combination.
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Screen Four

Select appropriate course and session with each day/timeslot listed separately.
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gargent@kangan.edu.au

Number: OA-30472-A2013 Kangan Insititue Primary School - [ Lag Out |

Your Details > > >> CEligibility Check > » AttachFiles > > Review and Submit

Course and Session Selection

These Sessions have been specifically set up for VET in Schools applicants.

ERTIFICATE 1 IN BUILDING AND CONSTRUCTION (CARPEMTRY Fiﬂ

Course | 222

[ORTSI-GTBVETISLW - 1t Year, Wed - Al Day (64 places available) V|

Seccion Detay | Broacmeadons

Campus: Broadmeadows
Enroiments Open: 21/10/2013
Enroiments Close: 01/12/2013
02/2004

Session Starts:
Session Enas: 06/11/2014
Remaining Places: 64
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Screen Five

Complete all details then click Next
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Your Details > > Course Details > > >> AttachFiles > > Review and Submit

Education Background

it is the Highest Level you have Successfully COMP!

t Secondary School in

— g

jhich year did you complete that school lever?

Which of the following best describes your Employment Status?
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Screen Six

This screen can be skipped, no details need to be uploaded. Click next.
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Your Details >> Course Details >> Eligibility Check > > >> Review and Submit

Attach Documents

You can attach some of the required documents if you have them on hand to he!p speed up the Enrolment process.
Note You must stil bring these documents with you (for visual sighting) when finalising your enroiment.

File: Brovise...

approximately 4MB per attachment
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Screen Seven

Check that all details are correct and then click the acknowledgment box. Press submit.
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gargent@kangan.edu.au

Kangan Insititue Primary School - [ Log Out ]

]

Your Details >> Course Details > > Eligibility Check > > AttachFiles > >

enrolment summary

Reference Number: OA-30472-A2013 A
Name: Mr ARGENT, Garry

Date of Birth: 26/07/1972

Course: CERTIFICATE Il IN BUILDING AND CONSTRUCTION (CARPENTRY ) PRE- APPRENTICESHIP - 22216VIC

Session: V-BTBVETISIW - 12-Feb-2014 to 06-Nov-2014, Broadmeadows Campus

Address: Pearcedale Parade, Broadmeadows VIC 3340

Contact: gargent@kangan.edu.au , 0400000000 (M) , 97400000 (H)

Home Language: English

representative declaration

Tdecare that T am the authorised representative of the school/business and have sought permission from the listed applicants to upload their application information to this

portal. T have also sought parental/guardian permission for appiicants under the age of 18,

{1} 1 acknowdedge and agree to the terms and conditions above.

[ 1would fike to hear from Kangan Institute and its partners about products and services.
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Screen 1

TO BULK UPLOAD STUDENTS: Click on the “Upload Bulk Enrolments” tab.
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This is the main screen for Schools and other organisations to subrmit Student Enrolments.

status summary

pending applications: 6

submitted applications: O

approved applications: 0

shared documents )

Do you want Internet Explorer to remember the password for kangan.edu.au?  Why am [ seeing this? Ves No |
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Select a course and session using the drop down arrows. Upload your pre populated excel file by
selecting the browse button. Select the Go button. Each field on the spreadsheet MUST be
completed correctly to avoid any error messages.

Please check if there are any error messages which will be displayed under the Go button.

Amend the original file and individual data records in the excel spread sheet to remove suggested
errors and repeat the bulk upload process. Records with errors may appear. Please check pending
enrolments. To see all records, please refresh your screen. (Top tool bar)

enrolment upload ’

Course / Session Selection

Course

Please select a Course j
Session

Please select a Session j
2016/08/17 03:47:39
Session Details
File Upload

Upload Enrolments:

Return to Summary  List Enrolments

Browse... Approximate upper file size limit: 4.0 mb

Screen Eight

Once the file has been uploaded you will need to click on ‘List Enrolments’ this will show what has
been uploaded for your school. A student’s name will be shown under ‘Pending’. You then need to
TICK the “I declare..” box and press ‘submit’ for each application. The students will then be in the
‘submitted’ area meaning the application has been successfully accepted.

Once approved by Kangan Institute the students will then appear as ‘approved applications’.
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direct-entry applications
summary

Thisisthe mainscreen for Schools and other orgarisations to submit Student Enroiments
status summary

pending applications: 6

submitted applications: 1

approved applications: 0

shared documents

VETSS Instructions V1

Basic instructions about using this fadilty

Portal Instructions VLpdf - View or Downioad - Last Modified: 23/10/2013 10:4
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Before submitting applications. you need to indicate your acknowledgement and agreement with the terms and conditions by ticking the box below:

representative declaration

[F] Ideclare thatIam the authorised representative of the school/business and have sought permission from the listed applicants to upload their

application information to this portal. I have also sought parental/guardian permission for applicants under the age of 18.

Reference No. Session Information Student Code Given Names Surname KI Stud. Number Created On

Edit Submit Delete OA-55397-R2014 V-AHVET1AM - 1st Year, Wed - AM AAATLLD John

Doe 28/10/2014

If you have any questions, don’t hesitate to contact the VETIS office on 9249 2429 or
vetinschools@kangan.edu.au



mailto:vetinschools@kangan.edu.au

