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SYSTEM INFORMATION

The NSW Department of Family and Community Services (FACS) have deployed a new
online enrolment system for FACS funded NGOs and Specialist Homeless Services (SHS)
eligible employees to enroll in government funded training courses. The new system will
enable you to:

- track your course enrolment status

capture and retain your training attendance even if you move to another NGO

- waitlist yourself for future course dates

transfer your enrolment to an alternative date

1. GETTING STARTED

The FACS Course Catalogue is accessible via the internet and does not require the
installation of any propriety software.

2. LOGGINGIN

1. Using your internet browser, copy and paste the following URL to your address bar:
https://facs.chandlermacleod.com/. The screen as shown below will display.

2. First Time User - Click on the link <Create an Account>. This will enable you to
set up an account on the FACS Training Program system allowing you to register for
future training events.

3. Already have an Account - select <Sign In> and proceed directly to the course
catalogue.

AWz | Family & 7
ik Comunity online Enrolment IV 308NN SELVIEES)

NSW | Services

Sign In
Email Address

Password

Change password | Forgot password?

I First time user yCreate an account
Already have an account >

If you need assistance - phone 1300 361 787 email ms@chandlermacleod.com Privacy | Copyright
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3. CREATING AN ACCOUNT

1. If you have not previously created an account, Click on <Create an account>

NSW | Services

Sign In
Email Address

Password

Change password | Forgot password?

|:> [ Create an account ]

A4z | Family & ;
,‘q!“‘!ﬁ Community online Enrolment WM 3GE L3I SOLYICES)

2. Select your <Program Name>, then click on <Next Step>.

You will have two options to choose from in the drop down:

1. Child Protection / Case Management
OR
2. Specialist Homelessness Services

Specialist Homelessness Services (SHS) is a Federally funded program which offers a
range of additional courses specifically for SHS workers. For all other FACS funded
NGO'’s you should select the first option (Child Protection/Case Management).

o | SEIVICES

NB: * Denotes mandatory field. Please ensure you complete these fields before submitting the form.

Program Name
|:> - Select a Program Name - vk

Az | Family &
?}‘S‘\% Community online Enrolment New Account IV 31508 013N SELVICES)

(et |

If you need assistance : phone 1300 361 787 email mts@chandlermacleod.com

Privacy | Copyright
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Select your <Organisation Name>, then click on <Next Step>.

WYz | Family &
E&VI, gom_r%unity online Enrolment New Account
oo | Services

NB: ' Denotes mandatory field. Please ensure you complete these fields before submitting the form.

Organisation Name

Program Name - Select your organisation name --

If you need assistance : phone 1300 361 787 email mts@chandlermacleod.com

IV raged iy Services)

L ¢

Privacy | Copyright

4. Complete information as per the fields listed below.

5. Click on <Submit> to finalise your account setup.

3 »
'«““’5 Family & _ . ,
Jow | Community online Enrolment New Account AN IGe LN SELVICES;
NSW ;
conman: | SEIVICES
NB: * Denotes mandatory field. Please ensure you complete these fields before submitting the form.
Program Name Organisation Name
Participant's Business Details :-
&7 First Name || * Last Name *
Makiia mbers Work Pra=~ %
wed)
Email address * Confirm Email address *
Area of work - Select your area of work -~ Are you -
Are you a person with disability? -
Manager's Business Details :-
Supervisor/Manager Name *
Supervisor/Manager Phone # * (Only numbers Superviscr/Mana_ger "
allowed) Email
Password :-
Passwords must contain at least eight (8) characters, including uppercase, lowercase letters and numbers.
Create Password * Confirm Password *
Clear Al
C——
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6. You will receive an email requesting the following.... <To activate your account,

you'll need to verify your email address. Please verify by clicking> <Verify My
Email>.

Thank you for creating a FACS NGO account.

To activate your account, you'll need fo verify your email address. Please verify by clicking below:

mmm) VERIFY MY EMAIL

@ Note: If you do not receive an email please contact Managed Training Services (MTS), mts@chandlermacleod.com
or Ph: 1300 361 787

7. The Online Enrolment system will display a message as below. Click on
<Catalogue> which will display the available courses options.

W) | Family &

NSW | Sommunity online Enrolment IMan 2080 [L3/TINgSELVICES,
oo | SErVices
New Account

Thank you Carolyn for creating a new account with the online booking system
Your email address has been confirmed successfully.

Click on the link below to go to the catalogue.

—
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8. You will be taken back to the Login screen as below, enter your Email and
Password and click <Sign In>.

AWl | Family &
‘!“!' Community

ey Wisnago iy oS
o | SETViCES

Sign In

Password

Email Address
—> :

Change password | Forgot password?

Create an account

) i

If you need assistance - phone 1300361 787  email mis@chandlermacleod.com

Privacy | Copyright

4. NAVIGATING THE ONLINE ENROLMENT COURSE CATALOGUE
1. After logging in, a welcome page will display.

2. Click on <Start> to access the Course Catalogue.

Gz [Family & — -

e | Community
o | Services
Home Logout
Logged in : Carolyn Smart / my|
oooooo
Select an option - [Go]
| > Start
V
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9. A list of courses will display, as you scroll, you will be able to:

a) Search for a course via Region\Keyword
b) Place your name on a Waitlist for a course if no dates currently scheduled
c) Review the course outline\overview

d) View available course dates\locations and enrol

n‘- o
2W4): | Family & - -
ik Community online Enrolment 31348 03I SeLVICEs,
o | SEIVICES
Home Logout
Logged in : Carolyn Smart / my
options
Select an option -
Program name
District / Region Search Course Name Keyword
- Select a district — -
** This training is free for all NGO's receiving funtling from FACS.
Title Date(s) Info/Outline
1. Building SHS Resilience Resilience is the ability to cope with and bounce back no dates, OQutline
despite stress and adversity. The A.C.E Wellbeing click
Resilience Program @ is written by Ann Wooldridge anjd here to

MNoel Moses, Directors and trainers from Gg be
Pty Ltd. They are the authors of nine streng waitlisted
empirical evidenced based recognised prog for this
schools and organisations throughout New South Wald 5. course

9. Case Management Part 1: An Introduction This two-day case management course is deg 2 Read More
NGO staff who provide case management SUPper—
clients. No prior knowledge or experience is required to
take this course and it will give staff the skills, knowledge
and values to provide case management support services
within an agency or interagency context.
10. Upon locating your course, click on <number> listed under the <Date> heading,
which will display available dates\locations.
Title Date(s) InfolQutline|
Close

9. Case Management Part 1: An Introduction This two-day case management course is designed for NGO staﬁwr|::>
case management support to clients. Mo prior knowledge or experience [s require|

to take this course and itwill give staffthe skills, knowledge andvalues to provide

case management support services within an agency or interagency context.
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11. Once you have located your preferred course date\location, click on <Book Now>
to enrol onto the course.

W |¢3r’v{;1’1.?ni:y online Enrolment
ety | Services
Home Logout
NB: + Denctes mandatory field. Please ensure you compilete these fiekis before submitting the form
Participant’s Business Details :-
Fitst Name  Mary Last Name  Jones
Mobile 8 0400122456 + (Only numbers sllowed) Work Phone & (03)1234567 {Onty numbers aliowed)
Ate you a person with disabiity? No Areyou  NA -
Organisation Name ACON Avsea of work  ACON
District/Region  Western Sydney
‘Service Locality  Paramatta Service Postoode 2150
Manager’s Business Derails -
Supervisor/Manager Name  Fred Smith
Supervisor/Manager Phone 8 1300381787 = [Only numbers sllowed) e ager Email  Fred.Smit m
Training Course Details :-
Course Name  Case Management Part 1: An Introduction Course Date  Thursday, 18/02/2018
Duration 2 Days End Date  Friday, 19022018
Special Notes -
Special Reguirements Dietary Reguirements  Giluten Free
General Notes & Comments -
2]
12. If none of the dates\locations listed are suitable, you can place your name on a
waitlist to be advised of future courses dates as they become available. Click on
the link <Waitlist me for this course>
e
M * | Family & - -
“l"‘l‘ Community online Enrolment TG E L g SEOLYICES)
NSW 3
e | SEIVICeSs
Home Logout|
Logged in : Carolyn Smart | my options
Select an option -
Program name
District / Region Search Course Name Keyword
— Select a district— -
** This training is free for all NGO's receiving funding from FACS.
Case Management Part 1: An Introduction Waitlist me for this course
= Course Details
Duration 2 Days
- Gourse
info
This two-day case management course is designed for NGO staff who provide case management support to clients. No prior knowledge or experience is required to take this course
and it will give staffthe skills, knowledge and values to provide case management support senvices within an agency or interagency context
Read More
+ Course Schedules
e 180212016 capacity22 [0 21::> Book multiple participants|
Parramatta - Western Sydney
Date 310372016 Capacity: 22 : 22 places a\dau‘:> 'Book multiple panicipams]
Penrith - Nepean Blue Mountains

@ Note: A group booking can be made via the option <Book multiple participants>. Participants will
need to have already set up an “Account” in the system.

Managed Training Services (MTS)
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13. The <online Enrolment> form will display, pre populated with your information
previously completed at the time of setting up your Account.

@ Note: You can not amend your details in this screen. If you wish to amend any details, please do so via
“Manage My Account”, detailed in section 5 of this

14. You will receive two (2) email.

Email (1): Provides a summary of your course enrolment. To confirm your
enrolment request, click on the link <Confirm My Enrolment>.

Your enrolment has been confirmed as per the details below:

Are of work ACON

Coursename  Case Management Part 1: An Introduction
Course start date 18/02/2016

Course end date 19/02/2016

Course starttime 09:00

Course end time 16:30

Coursevenue  TBC PARRAMATTA NSW
Please nate that your registration may be withdrawn if it has been identified that you do not meet the requirements to attend:

=Y ou must work for an organisation/program that receives funding from Community Services.

=Y ou must have completed the course pre-requisites.

» Government agency staff, non-funded NGOs and independent contractors cannat attend this training.

Email (2): Confirms your enrolment request. Congratulations you are now
enrolled onto your requested course.

Thank you for your registration as outlined below:

Are of work ACON

Coursename  Gase Management Part 1: An Introduction
Course start date 18/02/2016

Course end date 19/02/2016

Course start time (09:00

Course end time 16:30

Coursevenue  TBC PARRAMATTA NSW
Please note that your registration may be withdrawn if it has been identified that you do not meet the requirements to attend:

=ou must work for an organisation/program that receives funding from Community Services.
= You must have completed the course pre-requisites.

- Government agency staff, non-funded NGOs and independent contractors cannot attend this training.

To confirm your enrolment, please click the link below:

4l CONFIRM MY ENROLMENT
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15. You will be re-directed to the Online Enrolment system, where the message
“Confirmation” of your enrolment will display.

You can return to the Course Catalogue by clicking on the link
<Logon to the Online Catalogue>.

l!i‘l‘li Family &

NSW Community online Enrolment

sonmwn | SErVices

Thank you Carolyn for your enrolment.

The confirmation of your enrolment has been completed successfully.

- [ Logon to the Online Catalogue ]

5. MANAGING YOUR ACCOUNT DETAILS

1. After logging in to the system you will be able to manage your Account, Training
Enrolments and Waitlist via a menu of options.

From the <Manage my Account> drop down list select your preferred option.

Az | Family & -
Wil |comiy 2y onllie Enfolmant W 30e 0L oI SOV Ies)

o | SEIVICES

Home Logout|

Logged in: Carolyn Smart /my optians|
Manage my account
My details

My training history

Program name

My future training
My full training activity
Manage my booking

District / Region

Search Course Name Keyword
— Select a district — -

Search

2. Selecting <My Details> and clicking <Go>, will enable you to update your account
details including phone number, manager details etc.

@ Note: You will not be able to amend your email address at anytime. If you change your email address
you will need to set up a “New Account”

MMy details

My training history
My future training
My full training activity
Manage my booking
Manage my waitlist
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If you would like to change your password, place a tick in the box and enter your
new Password.

"My detais E

Change my program / organisation|

Update my details

NB:  Denoles mandatory field. Please ensure you complete tnese fields before submitting the form

Participant's Business Details :-

First Name ~ Mary * LastName Jones *
Mobile # 0418123456 # (Only numbers allowed) Work Phone # 12345678 (Only numbers allowed)
Are you a person with disability? No ~ Areyou  N/A -
Organistion  ACON Area ofwork  ACON ok
Manager's Business Details :-
Supervisor/Manager Name  Fred Smith *
Supervisor/Manager Phone # 12343678 ** (Only numbers allowed) Supervisor/Manager Email  Fred. Smith@chandlermacleod.com *

Password :-

Current Password

I wish to change my password ‘

Passwords must contain at least eight (8) characters, including uppercase, lowercase letters and numbers.

[ » New Password *

Confirm New Password *

—

There are a range of options to manage your Training activity, as detailed below.

Man
My details

ge my account

My training history
My future training

My full training activity
Manage my booking
Manage my waitlist

4. Manage my Booking: If you would like to Transfer or Cancel your course
enrolment, select <Manage my Booking> from the drop down list.

The screen displayed below will enable you to:

View in <Booking Status> courses you are enrolled to attend or have
elected to transfer the course date of.

a)

b) Transfer your course date to an alternative date\location, by clicking on

<Swap Date>

Alternatively you can cancel your course enrolment by clicking on <Cancel>

Managed Training Services (MTS)
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AN | Family & n o
A Community online Enrolment IMa348 I 3InIngSELVICES]
Lo | Services
Home Logout
Logged in: Carolyn Smart/ my options
Manage My Booking Manage my booking  ~
First Name ~ Carolyn LastName  Smart Email address  carolyn smari@chandiemacleod.com
Mobile # 0417123456 Work Phone # 12345676
Supenvisor / Manager Name  Mary Jones Supenisor / Manager 130036177 Supenisor / Manager Email mts@chandlermacleod.com
Update my detals  Edit
Prog Name Couse Name SianDate | EndDate Region Distic Su
1Specialst Homelessness Senices Case Management Part 1. An Introduction 18022016 | 191022016 | Metro Central
2 Speciaist Homelessness Senices Trauma Informed Practice 23022016 | 24/0272016 Westem Westem NSW Ordrge Envolled SWAP DATE
3 Specalist Homelessness Senvces Case Management Part 1- An ntroduction 3032016 | 4032016 | Metro Cenval Sydney Penrih Entolled SWAP DATE
4 Specials Homelessness Senvices Trauma lnformed Practice 22032015 | 23032016 | Metro Cental Sydney Gebe 2 Enolled SWAP DATE
5 Specisst Senvices Child Prolscton Part 2. Child Proisclon Dynamics S/042016 | 710472016 | Metro Central Svdne Amidale 21 Envolled SWAP DATE



5. My Waitlist: Selecting this option will enable you to view courses you have placed
your name on the wait list to attend.

From this screen you can also elect to cancel your waitlist request.

Family & = o
Community online Enrolment M1 8 LT IINY S BLYICES]

e | SErVices
Home Logout
Logged in: Carotyn Smart  my optons
Manage My Waitlist Manage my booking ~ [G9]
First Name ~ Carolyn Last Name Smart Email address  carolyn smart@chandlermacleod com
Mobile # 0417439793 Work Phone #  (03)86291264

Supenvisor / Manager Name  Jasmine Perez Supwsur/lg::zger'30035«737 ‘Supenvisor / Manager Email jasmine.perez@chandlermacleod.com

Update my details ~ Edit

Region | District_| Wailisted | Dafe Wailisted | _Booked Waltist | _Dal ed

Frog Name
1 Specialist Homelessness Senices Building SHS Resilience | Metro Central | Sydney | Yes 10/12/2015 No | No
2Specialist Homelessness Senices CIMS Foundations Metro Central | Sydney | Yes | 10/12/2015 No| No
3 Specialist Homelessness Senvices Implementing Going Home Staying Home (GHSH) for Practitioners Metro Central | Sydney | Yes 10/12/2015 No [ No

@ Note: You are also able to go to your <My Details> screen directly from the screen above. Click on the link edit
which appears in the field <Update my details>

6. My Full Training Activity: Selecting this option will enable you to view all past and
future courses you enrolled to attend.

Az | Family &

Wik Commuiity online Enrolment W a13ge dllLa g SeLYICes]

sonmaw | SErVices

Home Logout

Logoed n: Carayn Smart(my 0

My Full Training Activity My full training activty + (G|

First Name ~ Carolyn Last Name Smart Email address  carolyn smart@chandiermacleod com

Mobile # 0417123456 Work Phone # 12345678

Supenisor / Manager Name  Mary Jones Supenisor / Manager 1300361787 Supenisor / Manager Email - mis@chandlermacleod com

Update my details ~ Edit

Start Dae End Date

Prog Name
TACON ACON ‘Specalist Homelessness Senices Trauma Informed Practice 111022016 12102/2015__ Metro Central Sydney Dubbo Entolled
2ACON ACON Specilist Homelessness Senices Case Management Part 1. An Introduction 181022016 100022016 Metro Cential Syaney Parramata Transferred
3ACON ACON Specalist Homelessness Senices Trauma nformed Praciice 231022016 241022016 Wet Enrolled
4/ACON lAcon Specilist Homelessness Senices Case Management Part 1. An ntroduction 3032016 4032016 het Enrolled
5ACON ACON ‘Specialist Homelessness Senices Trauma Informed Practice 220372016 23032015 Met . — — Enrolled
6 ACON Acon Specialist Homelessness Serices Child Protection Part 2 Child Protecion Dynamics 510422016 710412016 Mitro Cenral Syaney Jamidale Enrolled
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6. FORGOT YOUR PASSWORD\CHANGE YOUR PASSWORD

If you have forgotten your password or need to change your password, please undertake
the actions below.

1. From the Login screen click on either, <Change password |Forgot password>

2. Follow the steps detailed in each screen to change or have your password resent.

Az | Family & 7
ﬁl.s“,’ gomrxunity online Enrolment 1248 L3NS BLVIEES,
o ervices
Sign In
Email Address

Password

|:> Change password | Forgot password?

Create an account

If you need assistance - phone 1300361 787 email mis@chandiermacleod.com Privacy | Copyright
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