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1. LOGGING IN FOR THE FIRST TIME

Access the OMARA's website at www.mara.gov.au and enter the user name and temporary
password (provided to you in a separate email) in the boxes indicated below:-

Office of the Mi ion Agents Regi:

Using an agent Becoming an agent News and publications Contactus.

Agent and provider log in

Username Password Login

Forgot vour leg in details?

When you log in to the website, you will land on your secure home page (My Home). Your secure
login area provides quick access to information and tasks that CPD providers and authorised
voluntary organisations would usually undertake in their interaction with the OMARA.

From this home page, you can undertake a number of tasks including:
e Create and submit CPD activity applications
o Create/Edit/Delete approved CPD activity sessions
e Report completed CPD activities
e Update business contact details

e Change passwords

Information displayed on this page includes:

e Alerts
e Approved CPD activities listing
e Advertised CPD sessions

¢ Message Board
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http://www.mara.gov.au/

1.1 Temporary Password

Click on the link sent to you via a system generated email, then log in using your Username (CID)
and your temporary password.

Skip to content | Skip to navigation Agent and provider log in
* Usemame Password
. ia Australian Government Forgot your log in details?
: 9?‘ Department of Immigration
and Border Protection
Office of the Migration Agents Registration Authority Search this site Q

Using an agent Becoming an agent News and publications Contact us About us

Home | Print | Change fontsize: - A +

Home [/ Login
Search for an agent

Log in
L . Seachmap >
T~ A4
User name Password [Password || Log in |
Location
Note: You can use either your MARN or CID as your usemname ;

Agent
eg. agent's family name or MARN

Search

More search options

You will be prompted to set a new password which has to comply with the following guidelines:-
Passwords must be at least 7 characters long; AND
Must include a mixture of characters from at least three (3) of the following groups:

¢ lowercase characters (a-z);

e uppercase characters (A-Z);

o digits (0-9); or

e special characters (!@#$%*())

You will also be prompted to set answers to three security questions, which you can choose from a
drop down list. Please ensure the answers to these questions are recorded, as they will enable you
to reset your profile in the event you forget your password in the future.

Tip:

While the system generated security questions relate to an individual, for provider

organisations we recommend having the same one word response regardless of
which security question is selected.

Page 3 of 32



Initial Login

Please change your password and create three (3) security guestions .

Note:
- Passwords must be st lgast T characters long. You must includs & mixturs of characters from &t least thres (3) of the following groups: lowercass charsclers (5-z);
uppercase characters (A-Z); digitz (0-8); or special characters (@#E%Y))
- The three (3} security guestions will be used to identify you. For securily reasons, please do not disclose your answers o anyons.

Current Password
| . Use temporary password
New Password pI’OVided in email

Confirm Password

Security Question 1

our security question 1

| Click and choose from a
Answer to the security question 1 drop down list

Security Question 2

Your security question 2
| =]

Answer to the security question 2

Security Question 3

Your security question 3
| [

Answer to the security question 3

e [ o

Completing the above brings you to the page below. Click OK to bring you to your secure home
page.

Initial Login

“four password has besn updated successfully.

The answers to your secunty guestions have been saved.
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2. NAVIGATING THE SECURE LOGIN AREA

You can navigate both the public and secure areas of the OMARA’s website. The public access
part of the website can be navigated from the Home button in the white toolbar area on the top right
of the webpage. You can return to the secure log in area by selecting My Home located at the top
right in the toolbar area.

When you are logged in the page border will be coloured blue and your organisation’s name will be
in the top right corner

Skip to content | Skip to navigation

] Sample PD Provider
Public access Logoff | MyHome

‘i Australian Government Home Page Ilnk

i Department of Immigration
and Border Protection

Office of the Migration Agents Registration Authority Search this site

Information  Activities and reporting  News and publications ontactus  About us

Home | Print | Change font sTEE™ T H™F

Home / Secure / PD provider
Search for an agent

Approved CPD activities

bl £ Search map °
Activity Number | Title Type Expiry Y T
WK1g File Management Workshop 04/12/2015
DN1z Ethics and Professional Practice Distance Learning without a facilitator 04/12/20135 Location
SM135 Sample CPD Seminar Seminar 30/01/2016 &g country, state, city, town, suburb, postcode
D22 Sample Distance Learning Distance Learning without a facilitator 20/04/2014 Agent

Page: Count: 4 eg. agent'z family name or MARN

Advertised CPD sessions

More search options Clear
See | Session | All v

Title Session Number | Start Location

Ethics and Professional Practice | DN12-2 16/02/2014 02:00 PM | — TOp TaSkS

Sample CPD Seminar SM15-3 24/06/2015 09:00 AM | SYDNEY NSW Australia
Update profile >

Page: Count: 2
Change my password >
Report completed CPD activity >
Advertise CPD session »
Edit CPD session >
View ! delete advertised sessions »
Continue my application »
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2.1 My Home - Alert

Messages and action items specific to a CPD provider will be displayed in this area. For example,
CPD activities expiring within the next 100 or 45 days will be displayed here.

Alert
Topic [ Action
Feysr provde CFD Aciely Developer Denr Helers 500 Senbe Test

Try OFD ARy Dwvwiopsr Rz sxpired
Pimapy provise 08D Aty dpseweneni Brategar  Dwer Heigrs 600 Sembs Tesd

The OPD Actncilly dasgwarsent Stralegie Mes expied

2.2 My Home - Approved CPD Activities

This area will list all currently approved CPD activities of the provider.

Approved CPD activities

Activity Number | Title Type Expiry

WK18 File Management Waorkshop 04/12/2015
DN1z Ethics and Professional Practice Distance Learning without a facilitator 04/12/2015
SM15 Sample CPD Seminar Seminar 20/01/2016
DNZ22 Sample Distance Learning Distance Learning without a facilitator 20/04/2014

2.3 My Home - Advertised CPD Sessions

All approved CPD activities that are currently advertised on the OMARA'’s website are listed here.
Please note that CPD sessions must be advertised on the OMARA'’s website in order to
report completed CPD activities.

Delete an advertised

Advertised CPD sessions session by selecting the
activity and clicking on the
See| Session | All Delete button
Title Session Number | Start Location
Ethics and Professional Practice DH1iz2-3 16/03/2014 02:00 PM — '_Z'
Sample CPD Seminar SM15-3 24/06/2015 09:00 AM | SYDMEY NSW Australia '_‘4

Page: n Count: 2

Selecting the activity title in the table will take you to the advertised session for editing purposes.
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24 My Home - Message Board

This provides quick access to email notifications from the OMARA sent to all CPD providers.

Message Board

» Al PD provides phease pay atténtion io the important message

2.5 My Home - Top Tasks Menu

This right hand menu in the secure log in area provides quick access to the common tasks CPD
providers undertake on the website. Some of these tasks can also be accessed from the ribbon
menu located at the top of the screen.

Top Tasks
Update profile >
Change my password ¥
Report completed CPD activity >
— Adwvertise CPD session »
e Edit CPD» session »
I View / delete advertised seccions >
E— CPD activity application »
‘-.*c ORDER FORK »
R

Ribbon Menu

Skip to content | Skip to navigation Sample PD Provider
Logoff | MyHome
W’ Australian Government
e,
o ™ Department of Immigration
and Border Protection
Office of the Migration Agents $gistration Authority Search this site Q

Information  Activities and reporting  News and publications  Contactus  About us

Home | Print | Changefontsize: - A +
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3. UPDATE PROVIDER PROFILE

In this section you can update the primary and enrolment officer’'s contact details. Any changes to
business name or legal representative details will need to be communicated in writing to the
OMARA.

Home | Secue ! PD provicer | Update business, profile

Update business profile

About $he Informadion you ghrs:

Flaass mmemher that i s an off=nce under the Cdminal Code Ach TROE, o make & sialement or ghee nferation or 8 docunent b0 8 Commonwemaith antth that 15 false ormisieading and that
2 penaily of uo fo 12 months Impdsonment may ool

Your business dadslls

Eusiness fype
Eusiness name Helers AV Shmba Test

AEN SETES4E

e B Heien Fisher Click Edit to amend
- IESAT details. Select Quit when
S &1 212345578 finished.
— B1 4 ETE53219
Fax
S| mdrans Fezlan fisiheandemans gov sy
[Prirmary ooriscd dadslls Z
Edi
— Fr James Andrews
- 1234557
Wvork Phone B1 212345678
— B1 4 ETE53219
Fax
S| mdrans Fezlan fisiheandemans gov sy
[Enrodmend contsod datsils 3
Edi
— M Heden Fisher
- ZEs4T
Work Phone 51 2 ETas4E
— &1 4 ETE53219
Fa
S| mdrans Fezlan fisiheandemans gov sy
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4.CPD ACTIVITY APPLICATIONS

4.1 Starting a new CPD activity application

All CPD applications are to be submitted online from the secure login area.

Skip to content | Skip to navigation Sample PD Provider
Logoff | MyHome

Department of Immigration
and Border Protection

Office of the Migration Agents Registration Authority Search this site Q

Information  Activities and reporting  News and publications  Contactus  About us

Home | Print | Changefontsize: - A +

Home / Secure / PD provider
Search for an agent

Approved CPD activities

o : Search map °
Activity Number | Title Type Expiry y "
WK18 File Management Workshop 04/12/2015
DH12 Ethics and Professional Practicd Distance Learning without a facilitator 04/12/2015 Location
SM15 Sample CPD Seminar Seminar 30/01/2016
DHN22 Sample Distance Learning Distance Learning without a facilitator 20/04/2014 Agent

Page: n Count: 4 eg. agent's family name or MARN
e s options

Advertised CPD sessions

Clear
See | Session | All v
Title Session Number | Start Location
Ethics and Professional Practice | DN12-3 16/03/2014 02:00 PM | — (] TOp Tasks
Sample CPD Seminar SM15-3 24/06/2015 09:00 AM | SYDNEY NSW Australia | L)
Update profile >
Page: n Count; 2
Change my password »
Report completed CPD activity »
YOU can Start a CPD Advertise CPD session b3
activity application from SALCED sessies v
the TOp Tasks List or from View | delete advertised sessions >
the rlbbon menu CPD activity application »
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4.2 Select activity type

From the drop down list, select the activity type. Click Next.

Home ! Sacure ! PD provider ! Activitles and reporting | Apply for a new acivity /| CPD acivity application

CPD activity application

Wiou mesh answer ALL quastions marked with an aserisk

Please complete and sutsmi all reguested supparting documents and full payment ko prevent amy delay In e processing your application .
AmolicEtion fee kb non-refundanke Select an activity class

Select an aciNgy class

Activity
and developer details
Warkshop |E| *
Guldslines Tor approval Learning outcome details
‘Warkshops ane designed 3s face o ace acivities for Inenshe leaming of specific subject mamer In an Ineraciie way. They mist provide
Inferactive comtent and enable Intensie and detalled discussion on e subject mafer Bat ks callenging for paficiants
Summary

Aduanced lese] workshops ane tangeted At experienced agents and must Incorporate all e festunes of 3 workshop Dt allow for exenshe In
~depin discussion on complex kssues. Mo Daskc or Introduciony material should be covered

Reeter o he Authority's weshe for furiner Infanmation Supporting document

Declaration

Payment
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4.3 Activity name and developer details

(a) Enter the activity name
(b) From the drop down, select whether the activity is proposed to be mandatory
(c) Enter the proposed duration of the activity in hours (e.g. 1.5)
(d) Enter the details of the person preparing the activity materials. This can be done by :
a. Entering text the free text fields. Click Add activity developer to save and add
multiple authors/developers.
b. Uploading a separate document. Additional documents can be added by clicking
Add.
(e) Click Next.

Note: all fields

CPD activity application marked with a red
asterisk must be

completed.

Wiou must answer ALL quastians marked with an askerisk

AcINRy name
Select an activity class
Emfer e acvEy NEme ou Wan 10 SDDeaT on e MARA Mot £

& Tils currently specified 35 3 mandzion 3T
N Mandatry acHvities are spaciiad by tha Autharlly. Refor o the Autharity's wehstis fr further gatalls

Nn|E|*

Activity
and developer details

Learning outcome details

Proposed duration (hours)

Summary
3

Supporting document
Please provide e nEme and GUEIMcEtion of person(s) orenErng BcINEy mEterizl and'or assesEmeEnts

Noge" Yol G20 ChOOSE 10 Upioad 3 s conEining Qualingaton asEls of Inalviaual 3ty aevelopers OR DRovioe the full QUalncaton aalls Declaration
af ndlyiaual acHiity oevalapers i the 5pace balow

MARN (If applicable)

Payment
1234567

Full Kame

Preganer Name £

Cnalifications and experience

Experienca -
- * Add sctivity
developer
Uipload document aRematie ] frested GPraf Devid1 Repons and £ m

\ oo | e ] o

Note: clicking on
the red ‘X’ will
delete the item

Details can be added in
the free text field or by

uploading a separate
document.
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4.4 Learning outcome details
CPD activity application

¥iou mustanswer ALL questions madeed with a7 asiedgk

Leaming plan for This acTtvEy.
Uipiload il kzamilng manerisls which will be Inconporated In This ScTvEy (2.0 workbooks, Randouss, powenpolns slides, conference Select an activity class
agenda, subject cutline)
- L L + BArthvity
Nole: For mandalory activitizs, all mouled l=aming owoones mus! he addessed and s
Leaming Outcome
Leaming outoomes can be antened & fhes fa of & Saparats GoCUMENT Can be uploadiad Dalow x Lea e
Leaming Tasis and ACThitles
Taskc *
Summary

Dilivery Methods
Disoussion E
Resouroes Supporting document
Sosnarios ®
Dourasion gmirnes) Declaration
&0 ®

Add learning

oubcoome

Leaming Cutoome dooument GrProf Davic Repors ;| Browss

Zrd esamiing) oURComES doTumEnt

Learning outcomes can be
added in the free text field
or by uploading a separate

Dtalll e assesxment sTategies 50 be covered during e actvly. dOCUment.

HNod=:
- Asgscommnt chamgles much oomaly with the mguisments ag ostout in the Continulng Frof=scional Devslonment (CRD) Annoved
Frovider Siandasd Conditions.

Uniboan asmagmran sTataglas B0 (GriFnof Dayi0] Repors | | Baowse : m

Dl

Erer asmassment sTatagles via fhee s option | &

-

e [T = 0 == =]

Learning outcomes can be entered either in the free text fields or by uploading a separate
document.
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4.5 Summary

On the summary page, check you have entered everything correctly or uploaded relevant
documents. You can amend previous steps from the summary page by clicking on the blue Edit
link.

Note: thereis afacility at Step 5to add additional supporting documents.

CPD activity application

You must answer ALl questions marked with an astensh.

Activity class
Cait Selact an activity class

Application for activity class Wiorkshop
Activity
and developer details

Course & course developer details
Edit Learning outcome details

Activity Nams Enter the sctivity name you want to appear on

the MARA Motice

|s this currenthy specified as 3 mandatory activity? Mo Summary
Proposed duration (houwrs) 3
Courss Developers Mumber of course Developers: 0 Supporting document
CPD activity developer documents Mumber of documents: 1

Declaration
File 1 Diocument Description Uplead document alternative to frestext

File Name MMN40-13_approved_activities workshop. pdf
Payment

Learning cutcome details

Edit

Leamning owtoomes Mumber of leaming cutcomes: 0
Learning cwtcome documents Mumber of documents: 1
Fil= 1 Document Description L ingg ‘O d

Filz Mams= MM40-13_approved_activities_workshop. pdf Click on the blue Edit link
Assessment strategy Enter sssessment strategies via free text to make amendments to

LRCET previous steps.

Sample ssssssments Mumber of sample assessments: 1
File 1 Document Description Uplosd sss=ssment strategies doc

File Mams= MN40-13_approved_activities_workshop. pdf
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4.6 Supporting documents

Step 5 is an optional area of the application form, which allows you to upload any additional
documents you may wish to submit in support of your application, e.g. handouts, workbooks,
PowerPoint slides etc.

CPD activity application

You must answer ALL questions marked with an astensh.

Please upload all supporting documents prior to submitting the application to the Office of MARA. o
Select an activity class
MNote: Maximum size for individual file upload is SME.
Activity
and developer details
Any other relevant decuments G:\Prof Dev'D1 Reports W

Eg Presantation materials G:WProf Dev\01 Reports W

o Learning cutcome details
o Summary
m o Supporting document

s| (g |g
400 ABN
X X X X

Eg Handouts/workbooks G:\Prof Devid1 Reports W

Eg assessment materials G:\Prof Dev\D1 Reports | Browse...
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4.7 Declaration

Tick the | agree box to progress the application to the next stage.

CPD activity application

You must answer ALl questions marked with an astensk.

This declaration must be completed by the suthorised representative of the organization making the spplication. The

declaration ic made ac 3 formal undertaking to the Authority. Select an activity class
I, of Helens AVO Simba Test on 05/11/2012

Activity
certify to the Authority that: and developer details

1. | am the suthorised representative for this organisation and | am authorised to make this declaration;

Learning cutcome details
2. All the information provided within and in support of this application form is complete, true and accurate;

3. Amy materisls submitted with this application are the intellectus] property of this organisation; and

Summary
4. | have read and understood the Continwing Professional Development {CPD) Approved Provider Standard
Conditions.
S Supporting document
agree that owr organisation will:
5. Operate in accordance with the Continuing Professional Development (CPD) Approved Provider Standard Conditions
{== amended from time to time); Declaration
6. Actively participate in quslity assurance processes conducted by the Authority;
Payment

T. Advise the Authority of any materisl changes to the detsils contained in this form; and

&. Comphy with any conditions imposed by the Authority, should the activity be approved.

Check | agree to progress
the application to the next

stage.
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4.8 Payment

Payment for CPD activity applications is by Visa or MasterCard.

Note: Authorised voluntary organisations submitting CPD activity applications will not be
prompted to make a payment.

CPD activity application

You must answer ALL questions marked with an asiensk.

Fee for this application AUS 39

Select an activity class
Method of payment
_ * Activity

and developer details

Sum
Click on Pay by Credit o i

Card to be taken to the _
payments screen Supporting document

Commonwealth Bark: V4

“fiour details will be sent to and processed by The Commonwealth Bank of
Australia and will not be disclosed to the merchant

Pay securehy using 551+ by clicking on the card logo below

TO AVOID BEING CHARGED INCORRECTLY
DO MOT CLOSE THE BROWSER WINDOW
OR USE THE BACK BUTTOM UMTIL
¥OU RETURN BACK TO MERCHANT'S
WEBSITE.
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(1)

(2)

Mh‘k’

“Yiour details will be sent to and processed by The Commonmwealth Bank of
Australia and will not be disclosed to the merchant

4 VISA: You have chosen VISA as your method of payment.
Flease enter your card details into the form below and

ehik Tpay” to complate your purchase.
Card Nusmter [
Expiny Date & ] I ] rronthiyear
Securmty Code [ii

The 3 digits after the card number on the signature
panel of your card.

Purchase Amount 5 | AUID $35.00 @

I PRy BATRISS T DT 10 My WIEA Accoums i fger of Deparmen of migranion anc SRzstEnn

TO AVOID BEING CHARGED INCORRECTLY
0O NOT CLOSE THE BROWSER WINDOW
OR USE THE BACK BUTTON UNTIL
¥OU RETURN BACK TO MERCHANT'S
WEBSITE.

MM’

[f'our detsils will be sent to and processed by The Commomwealth Bank of
tralia and will not be disciosed to the merchant

The Serves i prooRESMng your payment using VISA for the value of AUD 553.00,

TO AVOID BEING CHARGED INCORRECTLY
DO NOT CLOSE THE BROWSER WINDOW
OR USE THE BACK BUTTON UNTIL
¥OU RETURN BACK TO MERCHANT'S
WEBSITE.
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The payment has been successfully processed.

Deetsilz of your transaction:

Name: Helens Commercial Simba Test
CRHN: 3054215342235
Payment Method: Credit Card
Card Type: Ve .
DO NOT close window
Payment Type: CPD Activity Application . )
until you get to this screen
Payment Amownt: 350
Payment Date: 05112013 11:50:27
Inwoice Mo: INV-115284-N3XIF2

Bank Receipt Mo: 330911379915

ou can now close this window.

Close Window

3)

CPD activity application
“our CPD application has been successfully submitted.
The Office of MARA shall review in due course and shall be in contact with you.

Your application number WH13

> R

4.9 View Application Status

When you click OK, you will be returned to the secure Home Page area. You can view the
application status by selecting Activities and reporting from the ribbon menu bar, then click on the
View Application Status.

Skip to content | Skip to navigation Sample FD Provider
Logoff | MyHome

& Australian Government

o,
= Department of Immigration
and Border Protection

Office of the Migration Agents Registration Authority Search this site Q

Information _ News and publications  Contactus  Aboutus

Home | Print | Change fontsize: - A +
Home / Secure / PD provider / Activities and reporting S h T t
earchn for an agen

Search map °

Activities and reporting

Currently approved activities Report completed CPD

Location

Advertise CPD Session » Activity reporting requirements
eg. country, state, city, town, suburk, postcode
a

dvertised sessions » Report completed CPD activities
d

Agent

d session
eg. agent's family name or MARN
Apply for a new activity Search for upcoming CPD o

» CPD activity application More search options

» Activity application requirements
> View application status
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On this page, you will be able to follow the progress of your applications under the Application
Status field:

Draft —the application has been started but not submitted to the OMARA.
Submitted — application has been sent to the OMARA but not yet assessed
Under Assessment — application has been assigned to an assessor

When finalised, the application status field will show Approved, Refused or Withdrawn.

i

Skip to content ‘ Skip to navigation

¢ Australian Government

i,

v Department of Immigration
and Border Protection

Office of the Migration Agents Registration Authority

Information

Home / Secure / PD provider / Activities and reporting / Apply for a new activity /

Activities and reporting

View application status

News and publications

\iew application status

Contact us

Sample PD Provider
Logoff | MyHome

Search this site

About us

Home | Print | Changefontsize: - A +

Year | Provider Application type Date of submission Date of invoica Application status Your action
o Sample PD Provider Waorkshop 04/12/2013 Approved

0 Sample PD Provider Distance Learning without a facilitator Approved

2014 | Sample PD Provider Seminar 30/01/2014 28/02/2014 Approved

2014 | Sample PD Provider Seminar 02/05/2014 02/05/2014 Submitted

2012 | Sample PD Provider Program of Education 04/12/2013 04/12/20132 Expirad

2015 | Sample PD Provider Conference 06/07/2015 06/07/2015 Submitted

2014 | Sample PD Provider Distance Learning without a facilitator 22/04/2014 22/04/2014 Approved

Other information:

» CPD activity application
» Activity application requirements

iew application status
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CPD activities will be listed on the MARA Notices on the day they are approved. The MARA

Notices can be found in the public access area of the website

Skip to content ‘ Skip to navigation

i Australian Government

5T
Department of Immigration
and Border Protection

Office of the Migration Agents Registration Authority

Information  Activities and reporting _ Contactus  About us

Home / News and publications

News and publications

News

> Presentations
» Updates

» Videos

Publications

» Consumer Protection

» Code of conduct

> Ethics toolkit

» Ethics Bytes

» Research reporis

» E-learning and user guides
> Client Monies Toolkit

» Migration Agent Activity Report

Publi

¢ consultations

Public notices

» Applicants for registration

> Lapsed (former) agents

> Discipl

inary decisions

truments

Sample PD Provider

Logoff | MWyHome

Search this site Q

Home | Print | Change fontsize: - A +

Search for an agent

Search map °

Location

eg. country, state, city, town, suburb, postcode

Agent

eg. agent's family name or MARN

Mo: ch oplions

Bpit

Skip to content ‘ Skip to navigation

‘t_ Australian Government
s,

“ Department of Immigration
and Border Protection

Office of the Migration Agents Registration Authority

Information

Activities and reporting

Home / News and publications / Public notices / MARA notices

MARA notices

Notice of Approved Activities

News and publications

Activity class

Notice of Approved Actitivies

Pragrams of Education

Notice of Approved Activities -

Pragram of Education

Distance Learning

Matice of Approved Activities -

Distance Learning

Seminar MNotice of Approved Activities - Seminar R
Conference Motice of Approved Activities - Conference \
Waorkshop MNotice of Approved Activities - Workshop

~

Fro Bono Work

Matice of Approved Activities -

Pro Bono

~

Preparation or Presentation
Authorship

CPD completed with other
professions

Motice of Approved Activities

- Miscellaneous

Sample PD Provider
Logoff | MyHome

Search this site Q

Contactus  About us

Search for an agent

Search map °

Location

eg. country, state, city, town, suburb, pestcode

Agent

eg. agent's family name or MARN

More ch oplions Clear

Select the MARA Notice by

clicking on the blue link
||
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Skip to content | Skip to navigation

Sample PD Provider

Log off | My Home

‘E,‘ Australian Government
o

“ Department of Immigration

and Border Protection

o

Office of the Migration Agents Registration Authority Search this site Q

Information  Activities and reporting  News and publications  Contactus  About us

Home | Print | Change font size: - A +

& / News and publicatio

s / Public notices / MARA notices / Approved

Activities

Notice of Approved Activities

(Continuing Professional Devel )

{1) For the purpose of regulation G {3) and claus

f Schedule 1 of the Migration Agents Regulaticns 1988 {Regulations) activities identified in the attached Schedule are

approved activities under 9E (1) (a) of the Regulatiens, and include:

8. The name of the activity; and

b. The number of points for the activity; and

©. The provider (if any) of the activity; and

List can be sorted by double

d. The mandatory classification

clicking on the header tabs

{2) Activities specified as mandatory for the purp

of clause 7A of Schedule 1 of the Regulations:

a. The Practice Ready Program for all registered migration agents in their first year of registration, unless in an exempt catego

b. All registered migration agents undertake a mandatory activity up to the value of one point in sach subsequent year o

gistration, unless in an exempt categoryl'].

[1]. Explanatory Not The Office of the MARA ifi for rding CPD points for mizcellanecus sctiviti e =
v Notes — Miscall vz Activiti
[2]. Exempt Categony:
a. ing cerificates izzued by sn Australisn body rized by law to izsue it
b. riered A tants in Australis or the institute of Public Accountantz. Membership must be cumrenf st time of
c slia rized by law to award it.
d. E al cir tances (a2 outlined in sub 3.5.6.1 of the Authority’s Proc Policy Manual).
The Approved Activities was last updated on: 06 Jul 2015 03:10:25 PM .
V
Activity ~ Points Approved _ Provider
B Title Type Valse Mandatory e Expiry Date —
Office of
60100 | Immigration Law Specialist Accreditation Assessment Programi Miscellanzous | 10 Ves - 27/05/2010 | the
MARA
Offi f
c0101 Autharship, Sh?re_: Authorship or Editorship of a book as specified(d) by the Miscellansous | 2 No _ 02/03/2008 thelce °
Office of the MARA I
MARA
A
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5. ACTIVITIES AND REPORTING

From the Secure Home Page, you can select Activities and reporting from the ribbon menu to:

e Action currently approved activities
o Apply for a new CPD activity

e Report completed CPD

e Search for upcoming CPD

Skip to content | Skip to navigation

Sample PD Provider
Logoff | MyHome
f__" Australian Government
a* Department of Immigration
and Border Protection

Search this site

Office of the Migration Agents Registration Authority

Home | Print | Change fontsize: - A +

Home / Secure / PD provider / Activities and reporting s h§ t
edarch 1or an agen

Search map °

Activities and reporting

Currently approved activities Report completed CPD

Location

g0. country, state, city, town, suburb, postcode

Agent

vertise CPD Session » Activity reporting requirements

» Report completed CPD activities

dvertised sessions
1

» Edit an advertised ses
eg. agent's famity name or MARN

Apply for a new activity Search for upcoming CPD

Search
» CPD activity application
» Activity application requirements

» View application status

Translated documents Using this site

A7ICE - Amharic
£ - Arabic
TAT-Bengali

%7 - Chinese
- Darni

Thuanjan - Dinka
English
4 - Farsi Persian
Francais - French

Deutsch - German

shAnvikd - Greek
T&+E - Hindi
Bahasa Indonesia
ltaliano - ltalian
B#£E - Japanese
Karen

resige - Khmer
FHRH - Korean

F S - Kurdish
Bahasa Malaysia
Myanmar
ATET - Nepali

Portugués -
Portuguese

Pycoknil - Russian
Z:w - Sinhalese

Espafiol - Spanish

Kiswahili - Swahili
Tagalog

HLAID - Tamil

‘Ina - Thai
Fac - Tigrinya
Tirkge - Turkish
iét-nglk- Vietnamese

s -Urdu

Accessibility
Feedback
Privacy
Copyright

Disclaimer
News

Supported browsers
and file formats
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5.1 Advertise a CPD session

Click Advertise CPD Session in either Activities and Reporting or Top Tasks on the secure
home page.

Note: All CPD activities must be advertised prior to the event in order to successfully report
completed CPD.

5.1.1 Select from current approved activities

Select the activity you wish to advertise by clicking on the radio button on the right hand side of the
table.

Click ‘Next’.

Advertise CPD Session

Youw must answer ALL questions marked with an astznshk.

Pleass s=lect 5 cumenthy approved CPD activity. Current
approved activities

Activity Number Title Type Expiry

PBLZ Pro Bomo Work - Helens 800 Simba Test Pro Bomo work -

Activity session details

PBELS My Pro Pro Bomo work 30113013

WK12 A0 Test CPD activity applicaticn Wiork=hop 31/10/2015 "ﬁ-
""" A Summary

Selected Activity

Title AVD Test CPD activity application
Betivity number WH12

CPD point{s) 2

Mandatory Yes

Click on radio button to
select CPD to advertise

Page 23 of 32



5.1.2 Enter activity session details

Advertise CPD Session

ViU mus answer ALL quastians markad with a0 askrisk

Salectad activity

Titie AWD Test CPD acihily application
Acthvity number W12

CPD point(s) 2

Mandatory Tes

Current
approved sctivities

cry

| Location City cannol be emply. *

Courtry

| -

Start dats time

—

Sarl time

|_|:” |E|Z|”—H" CPD session details and

provider contact

e tima . .
= information to be entered

I m here.

AR H-

Aty Infarmation

e

-
You heve submied 8 sesslon(s)
Submit Submit and duplicate

To advertise more than
one session for the same

activity, click on “Submit
and duplicate”
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5.1.3 Activity session details

The CPD activity sessions that you have advertised will be displayed on this page.

Advertise more sessions

If you wish to add more sessions, click ‘Add more sessions’.

Submitted activity secsion(s)

Advertise CPD Session

Wou must ansier ALL questons marked with an astrisk

Ttk

Bttty
Numibser

Start Date/ Time

End Data/ Time

Lo-Ca thon

2013 11:05 &M

2013 11:15 aM

Add more sessions

approved sctivities

Activity session details
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5.2 Edit an advertised activity session

If you make an error or wish to change the scheduling of an advertised CPD session, select ‘Edit an
advertised session’ in ‘Activities and Reporting’. This will take you into the session details page
where you can re-enter the amended session details.

You can only edit an activity session in this area. If you wish to delete an activity go to ‘View/delete
an activity’ on the ‘Activities and Reporting’ page.

Edit an advertised session

Wiou must answer ALL quastions marked with an asierisk

activity trtie AVO Test CPD aciviy applicstion
Advertised activity session
Activity numiber W12

CPD point(s) i
Activity session details
Typ= Worksng

Mandatory Yes

Location
Chy
Sydney *

Couniry

Australiz |E| *
_— Re-enter details and click
- E| . Next'.

Start dats time
Star date (ddmmyyyy. 2. D1011S8T)

05112013 1

Saart time

11w 1ol an EE

End date tims
End date (admm'yyy, 2.g. 01:011580)

E::rjﬁ 15E| _: *

ACINRy Informtion
WeDshe User Culde -
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Edit an advertised session

DrateTims ks lees than minumum valus supported by CrmDateTims. Actual valus: 01010007 11:20:00, Minkmum valus supported: 0101500 00:00:00
You must answer ALL questons marked with an askerisk

Activity titis AV Test CPD aciviy application
Advertized activity session
Activity numibsr W12

CPD point{s) 2
Activity session details
Typ= WOTKSTop
Mandatory feg
Summary
SerEsion numioer WH12-2

Locztion Syaney NSW Austialls

Stande | T BEM172013 11235 AW .

sEneEEE : Check details are correct
End date | time BEM1R2013 11215 AW and CIICk iEXIt'

ACINRy Imfonmation WekiRe Usar Sulde

5.3 View/delete an advertised activity session

If you decide to cancel a CPD session, you can delete the session from this page by selecting the
activity and clicking on the “Delete” button.

View / delete advertised sessions

S22 | Session | Al E|
Ttk Sesshon NHumber Start Location
Pra Bana Wark - Helzns A0 Simba Tast — 25/1072013 12:00 AM — D
AVD Tect TPD activity applicatian -_ 31/1072013 11:40 AM EYDMEY NEW Austraills 'm\
AVD Tect TPD activity applicatian -_ 057112013 11:105 AM EYDMEY NEW Austraills D

You will receive a message allowing you to check that you are deleting the correct session. Click
‘Delete’ to confirm the action.

View / delete advertised sessions

Confirm delete sessions a ision | All W

Title Are you sure you want to delete the Location
_ - _ selected sessions (1)? This action is not
Ethics and Professional Practice =
reversable.
Sample CPD Seminar SYDNEY NSW Australia td

Page: n Count: 2
Delete Cancel
Delete

Other information:
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5.4 Report completed CPD

To report completed CPD, select the activity by clicking on the radio button to the right of the
activity, then click ‘Next’.

Report completed CPD activities Click on radio button to

report completed CPD

‘You must answer ALL questions marked with an asterisk.

Title Session Number | Start Location o Ad\fe_rtised .
activity session
Pro Bono Work - Helens AVO Simba Test | — 25/10/2013 12:00 AM | — @
A0 Test CPD activity application — 31/10/2013 11:40 AM | SYDNEY NSW Australia
Report on attendees
EXIT NEXT
Summary
There are two methods available to report completed CPD:
e Import using csv file
e Report using online form
5.4.1 Import using csv file
Report completed CPD activities
‘You must answer ALL questions marked with an asterisk.
You can choose to report on CPD points using file upload or online form. Advertised
activity session
Activity title AVO Test CPD activity application
Activity number WK12
Report on attendees
CPD point{s}) 2
Type Workshop
Summary
Mandatory Yes
Session number WK12-1
Location Sydney NSW Australia SeIeCt reportmg methOd
Start date /time 311042013 11:40 AM
End date /time 311062013 12:00 PM
Activity Information Test

Please select your reporting opij

Import using CSV file
® Report using online form

When nominating to use a csv file, the two mandatory fields required are the MARN and Family
Name of the registered migration agent.
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e Click on Browse to select a saved csv file from your computer. A sample csv file can be
downloaded from the ‘Sample CSV’ link at the bottom of this web page.
e Click Next

You must answer ALL questons marked with an astensk.

'ou can choose to report on CPD points using file upload or online form. . . o Advertised

Activity title * ’ AV Test CPD ‘activity application ’ : ':“I' session

Activity number S WKz . . . : :
o o o o o o Report on attendees
CED peini(s) : 2 : : : . :

Type . . Werkshep |

.mn‘."éo.w.:.........:..?ﬁ

Session number : WK12-1
Location . . Sydney NSW Australia
.s:an_aate-_nréﬁe........Z.__31_.-1ﬁ-23_13.1_1:+3_m.......Z.........Z.........IT

End date / time © 31102013 12:00 M

Activity Infarmation Test

I}
1k

| Please selectyour reporting options: .~
% Import using CSV file
0 Report using online form

Enter file name

o

B W N
g
e
m
m
<
m

Upload completed CPD activities

Cgmple[mc:'oanwnes

To downlcad the csv file template. please chck below.

LAy

Upload saved csv file

Download sample csv file
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5.4.2 Report using online form

Yiou can chose b0 repon on CPO gpints wsang Me ugload of onling form,

ACtmty lithe AND Tes! CPD acaly Epplicabion
Actily mumbser 12

CPD poistis) 2

Types WonEhop

Mandatory Yes

Session numbset W 12-1

Lacalbn Bydirety NEW Susirshs

Start date [ ims ANVMOETT3 1140 AN

End dabe | ima AA02013 1200 PR

Actrely bdormaalion Tesd

Pleasa selod your reportng oplans Select reporting method

) Impert using CSY Mg
'_- | Report using onling form

Report completed CPD activities

‘You must answer ALL questions marked with an asterisk.

You can choose to report on CPD points using file upload or online form. Advertised
activity session
Activity title AVO Test CPD activity application
Activity number WK12
Report on attendees
CPD point(s) 2
Type Workshop
Summary
Mandatory Yes
Session number WK12-1
Location Sydney NSW Australia
Start date / time 311062013 11:40 AM
End date /time 3110/2013 12:00 PM
Activity Information Test

Please select your reporting options:

Import using CSV file
eport using online form

Enter MARN and Family Name

Please enter the fields below.

MARMN Family Marsreof Registered Agent

Enter MARN and Family Name in online fields. Click Add.

When you click ‘Add’ a new blank field will be created for additional entries and will create a list to
be reported for the nominated activity. Click ‘Next’ when all completions for this activity are listed.
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5.4.3 CPD reporting validation

After uploading a csv file or entering data via the online form, click on ‘Next’ to view reporting.
Reporting is done in real time. You will be able to see both what has been successfully reported

and what has not been reported due to error.

Note: If an error has been made on one or more entries, you will need to exit the process and
reselect the activity. You will only need to re-enter the details of the entries where an error has

been made.

Report completed CPD activities

You must answer ALL questions marked with an asiensk.

Attendees to report in this transaction

MARN Family Narme
1334567 Fizher
TEZ4321 Andrews

Error report (Humber of errors: 1)
MARN: 7854321 Famihy Mame: Andrews Resson: Agent not found.

Currently reported attendees on selected CPD session

MARN Family Narme

1234567 Fisher

Lists errors and error reason —
agents not reported

List of agents reported in

this transaction

Advertised
activity session

2 Report on attendees

Summary

List of agents successfully

reported

Click Exit to return to ‘My
Home’ page.
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6. CONTACT US

Clicking ‘Contact Us’ in your secure log in area will bring up an enquiry form pre-filled with your
name, contact number and email. To ensure your enquiry is attended to as quickly as possible,
this is the preferred method of contact for the Professional Development section.

Contact us

Contact Us Form

You must answer ALL questions mareed with an astensh.

Commercial Test Provider ]
Contact Number
Country Arzs Mumbser
Code Code
Phone &1 2 S0TRIG4D . .
1 Provider name and details
Wobile &1 4
Fax
Email address
ai@b.com

Deetails of endguiry

7. NEED ASSISTANCE?

If you have problems accessing your secure login area, completing tasks or difficulty navigating the
OMARA'’s website, contact the OMARA by telephoning 1300 226 272 and asking to speak to a
member of the Professional Development team.
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