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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. LOGGING IN 

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. 

  

 

 

 

 

 

 

 

First time user 

Already have an account 
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3. CREATING AN ACCOUNT 

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

 

 

  

 

 

 

 

 

 

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). 
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3. Select your <Organisation Name>, then click on <Next Step>. 

 

 

 

 

 

 

 

4. Complete information as per the fields listed below. 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Program Name 
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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>. 

 

 

 

 

����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. 

 

 

 

 

 

 

 

Login 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>. 

 

 

 

 

 

 

 

 

 

 

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. 
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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 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

10. Upon locating your course, click on <number> listed under the <Date> heading, 

which will display available dates\locations. 

 

 

 

 

 

 

 

 

 

a) a) 

b) 

c) 

d) 
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11. Once you have located your preferred course date\location, click on <Book Now> 

to enrol onto the course. 

 

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> 

 

 

 

 

 

 

 

 

 

 

 

 

����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. 

Waitlist me for this course 
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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>. 

 

 

 

 

 

 

 

 

Email (2): Confirms your enrolment request.  Congratulations you are now 

enrolled onto your requested course.  

 

 

 

 

 

 

 

 

 

 

 

Your enrolment has been confirmed as per the details below: 

Thank you for your registration as outlined below: 
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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>. 

 

 

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. 

 

 

 

 

 

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” 
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If you would like to change your password, place a tick in the box and enter your 

new Password. 

 

 

 

 

 

 

 

 

 

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

  

 

 

 

 

 

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:  

a) View in <Booking Status> courses you are enrolled to attend or have 

elected to transfer the course date of. 

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

<Swap Date> 

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

 

 

 

 (a) 

(b) 

(c) 
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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. 

 

 

 

 

 

����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. 
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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. 

 

 

 


