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Two Step Short Course Application Process  

This menu allows you to enrol students to accredited short courses. Certificate II, Certificate III are examples of 

short courses. For admin to enrol students to short courses, follow the instructions below: 

Step 1 

 On RTOManager, Click Offers > Apply Short Course.  

  

 Fill in Student’s Online Application form which includes Personal Information, USI information and 

Current Street Address as shown below.  Note that all fields with asterisks requires mandatory 

information.  
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 To proceed with the application, Click Go Next.  

Step 2 

 Enter Enrolment details which includes Campus, Intake year, preferred Intake Date and Course 

selected.  

 

 Click Add New Course.  
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 An automatic message will appear to confirm course has been added. Click Submit Now to finalise 

submission as shown below: 

 

 The system will confirm that student application has been lodged successfully. Admin will need to 

approve this offer using the Offer Management section and forward the offer letter to the applicant’s 

email address (as shown below).  

 

 

For Offer Manage Process, click here.  


