
 

 

Workforce Australia Online for Individuals Activity 
Booking Workflow 

Workforce Australia – Employability Skills Training 

Introduction 

This document has been developed to help Employability Skills Training (EST) Providers understand 
how Participants in Workforce Australia Online navigate to, search and book Courses – so that 
Providers can better target their Course names and descriptions to the Workforce Australia Services 
Online Participants. Adopting this guidance will also promote the benefits of Courses to Referring 
Providers. 

3 key considerations to note are that: 

• Courses are grouped under ‘Boost your job search and workplace skills’ and ‘Build industry-
specific knowledge and skills’ rather than Training Block 1 and 2. User testing found that 
individuals prefer titles that reflect what they can expect from a Course, rather than 
Departmental program names.  

• After searching for Courses, the most prominent field on the search results page is the Course 
name. It is important that Course names are informative and written to attract interest, to 
encourage individuals to click into the Course. Course names should not include information 
that is already displayed in other fields, such as the Course ID and delivery mode.  

• The search results page also displays the first couple of lines of the Course description. It is 
suggested to highlight Participant benefits at the start of the Course description, to further 
encourage individuals to click into the Course to read the full description.  
 

Providers can edit the Course name and description for Courses that have already been created in 
Workforce Australia Online for Providers. Detailed advice on Course name and description 
requirements can be found in the Course Management Instructions, located on the Provider Portal.  

 

https://ecsnaccess.gov.au/ProviderPortal/EST6/Guidelines/Pages/default.aspx
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Navigating to Activities 

Note that in this document, the red outlines indicate how Participants proceed to the next page in the workflow.  

1.1 Workforce Australia Online for Individuals Homepage 

 

EST Courses are listed under the tile ‘Activities to support you into 
work’ 

Note that while the Workforce Australia Online for Individuals 

homepage has different content depending on whether the individual is 
signed in to their MyGov account or not – in both cases, the ‘Activities 
to support you into work’ tile is displayed 



 

 

1.2 Activities Page 

If an individual is already signed in to their MyGov account at step 1.1, they will skip step 1.2. 

 

 

 

 

If an individual is not signed in to their 
MyGov account, clicking on ‘Explore all 
activities’ will bring up the full suite of 
activities, noting that individuals may 
not be eligible for all the options 
presented 

If an individual signs in to their 
MyGov account, they can choose 
to view all activities or only the 
activities they are eligible for 



 

 

1.3 Activity Listings 

 

 

 

When signed in to their 
MyGov account, individuals 
can select to view all 
activities or only the 
activities they are eligible for  

Training Block 2 Courses are listed as ‘Build industry-
specific knowledge and skills’, under the activity category 
‘Industry knowledge and pathways to employment’  

 

Clicking on ‘Learn more’ takes an individual 
to the Training Block 1 overview page 

Training Block 1 Courses are listed as ‘Boost your job search and workplace 
skills’, under the activity category ‘Job search and career planning’  

 

Clicking on ‘Learn more’ takes an individual 
to the Training Block 2 overview page 



 

 

EST Overview Pages 

2.1 Training Block 1 Overview Page 

 

Training Block 1 Courses are 
promoted as ‘Boost your job search 
and workplace skills’ rather than 
‘Training Block 1 Courses’, because 
user testing found individuals 
wanted language that helped them 
understand Course content 

Individuals click ‘Find a course near you’ to 
search for available Training Block 1 Courses. 

Note that this option and the rest of the 
booking flow from this step onwards is only 
available when individuals are signed in to 
their MyGov account  

Note the different terminology to 
Workforce Australia Online for 
Providers, with hybrid Courses listed 
as ‘blended (in-person and online)’ 

Individual is 
signed in to 
their MyGov 
account 



 

 

2.2 Training Block 2 Overview Page 

 

 

 

 

 

 

 

 

 

 

 

Note the different terminology to 
Workforce Australia Online for 
Providers, with hybrid Courses listed 
as ‘blended (in-person and online)’ 

Individual is 
signed in to 
their MyGov 
account 

Training Block 2 Courses are 
promoted as ‘Build industry-specific 
skills and knowledge’ rather than 
‘Training Block 2 Courses’, because 
user testing found individuals 
wanted language that helped them 
understand Course content 

Individuals click ‘Find a course near you’ to 
search for available Training Block 2 Courses. 

Note that this option and the rest of the 
booking flow from this step onwards is only 
available when individuals are signed in to 
their MyGov account  



 

 

Search and Booking Flow 

3.1 Searching for Training Block 1 or Training Block 2 Courses 

 

 

  

The default search radius is 50km 
but individuals can change the 
radius up to 100km, or select the 
option of ‘any’ distance from 
their home. Individuals can also 
filter the results based on when 
Courses start, with the default 
option being ‘any’ 

 

An engaging Course 
name is key to 
generating interest, 
as individuals need 
to click on the 
Course name to 
bring up the full 
description  

The default display is by 
distance, with the Course 
closest to the individual’s 
home listed first. This 
can be changed to 
display Courses by start 
date, either ‘sooner to 
later’ or ‘later to sooner’ 

The first couple of lines of the 
Course description 
(approximately 230 characters 
including spaces) displays here 

   



 

 

3.2 Course Details  

  

Individuals click on ‘Book this course’ 
to commence the booking flow 

The Course description 
helps individuals decide if 
the Course is a good fit for 
them, and therefore is a 
key promotional tool to 
generate interest, along 
with the Course name 



 

 

3.3 Review Details 

  

After reviewing the Course 
details, individuals click on 
‘Next step’ to continue the 
booking flow 



 

 

3.4 Submit Booking 

 

  

Individuals click ‘Submit 
booking’ to agree to the 
privacy consent notice 
and book the Course 



 

 

3.5 Booking Confirmation 

 

Individuals receive a confirmation 
message stating whether the Course 
has been successfully booked or not 




