
PD Provider Website User Guide 
Office of the MARA 

 

Contents 
1. Logging in for the first time ....................................................................................................... 2 

1.1 Temporary Password ........................................................................................................ 3 

2. Navigating the Secure Login Area ........................................................................................... 5 

2.1 My Home - Alert ................................................................................................................ 6 

2.2 My Home - Approved CPD Activities ................................................................................ 6 

2.3 My Home - Advertised CPD Sessions............................................................................... 6 

2.4 My Home - Message Board .............................................................................................. 7 

2.5 My Home - Top Tasks Menu ............................................................................................. 7 

3. Update Provider Profile ............................................................................................................ 8 

4. CPD Activity Applications ......................................................................................................... 9 

4.1 Starting a new CPD activity application ............................................................................. 9 

4.2 Select activity type .......................................................................................................... 10 

4.3 Activity name and developer details ................................................................................ 11 

4.4 Learning outcome details ................................................................................................ 12 

4.5 Summary ........................................................................................................................ 13 

4.6 Supporting documents .................................................................................................... 14 

4.7 Declaration ..................................................................................................................... 15 

4.8 Payment ......................................................................................................................... 16 

4.9 View Application Status .................................................................................................. 18 

5. Activities and Reporting ......................................................................................................... 22 

5.1 Advertise a CPD session ................................................................................................ 23 

5.1.1 Select from current approved activities .................................................................... 23 

5.1.2 Enter activity session details .................................................................................... 24 

5.1.3 Activity session details ............................................................................................. 25 

5.2 Edit an advertised activity session .................................................................................. 26 

5.3 View/delete an advertised activity session ...................................................................... 27 

5.4 Report completed CPD ................................................................................................... 28 

5.4.1 Import using csv file ................................................................................................. 28 

5.4.2 Report using online form .......................................................................................... 30 

5.4.3 CPD reporting validation .......................................................................................... 31 

6. Contact Us ............................................................................................................................. 32 

7. Need Assistance? .................................................................................................................. 32 



      

 

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:- 

 

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: 

• Create and submit CPD activity applications 

• Create/Edit/Delete approved CPD activity sessions 

• Report completed CPD activities 

• Update business contact details 

• Change passwords 

 
Information displayed on this page includes: 

• Alerts  

• Approved CPD activities listing 

• Advertised CPD sessions 

• Message Board 
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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.  

 

 

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);   
• uppercase characters (A-Z);  
• digits (0-9); or  
• 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. 
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Completing the above brings you to the page below. Click OK to bring you to your secure home 
page.  

 

  

Use temporary password 
provided in email  

Click and choose from a  
drop down list 
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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  

 

  

Secure access 
Home Page link 

Public access 
Home Page link 
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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. 

 

2.2 My Home - Approved CPD Activities 
This area will list all currently approved CPD activities of the provider. 

 

 

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. 

 

Selecting the activity title in the table will take you to the advertised session for editing purposes.   

Delete an advertised 
session by selecting the 
activity and clicking on the 
Delete button 
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2.4 My Home - Message Board 
This provides quick access to email notifications from the OMARA sent to all CPD providers.  

 

 

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. 

 

    Ribbon Menu 
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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. 

  

Click  Edit to amend 
details. Select Quit when 
finished. 
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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. 

 

  

You can start a CPD 
activity application from 
the Top Tasks List or from 
the ribbon menu 
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4.2 Select activity type 
From the drop down list, select the activity type. Click Next. 
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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 
marked with a red 
asterisk must be 
completed. 

 

Details can be added in 
the free text field or by 
uploading a separate 
document. 

 

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

Page 11 of 32 
 
 



      

4.4 Learning outcome details 

 

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

Learning outcomes can be 
added in the free text field 
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:  there is a facility at Step 5 to add additional supporting documents. 

 

  

Click on the blue Edit link 
to make amendments to 
previous steps. 
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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. 
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4.7 Declaration 
Tick the I agree box to progress the application to the next stage.  

 

  

Check I 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. 

 

 

Click on Pay by Credit 
Card to be taken to the 
payments screen 

 

Select credit card type by 
clicking on the appropriate 
icon. 
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(1)   
 

(2)  

 

Page 17 of 32 
 
 



      

(3)  

 

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. 

 

DO NOT close window 
until you get to this screen 

 

Page 18 of 32 
 
 



      

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. 
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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 

 

 

Select the MARA Notice by 
clicking on the blue link 
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List can be sorted by double 
clicking on the header tabs 
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5. ACTIVITIES AND REPORTING 

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

• Action currently approved activities 
• Apply for a new CPD activity 
• Report completed CPD 
• Search for upcoming CPD 
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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’. 

 

 

  
Click on radio button to 
select CPD to advertise 
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5.1.2 Enter activity session details 
 

  

To advertise more than 
one session for the same 
activity, click on “Submit 
and duplicate” 

 

CPD session details and 
provider contact 
information to be entered 
here. 
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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’.  
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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. 

 

 

Re-enter details and click 
‘Next’. 
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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. 

 

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

  

Check details are correct 
and click ‘Exit’. 
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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’.  

 

There are two methods available to report completed CPD: 

• Import using csv file 
• Report using online form 

5.4.1 Import using csv file 

 

When nominating to use a csv file, the two mandatory fields required are the MARN and Family 
Name of the registered migration agent. 

Click on radio button to 
report completed CPD 

 

Select reporting method 
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• 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. 

• Click Next 

 

 

 

 

 

 

Enter file name 

 

Upload saved csv file 

 
Download sample csv file 
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5.4.2 Report using online form 

 

 

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. 

Select reporting method 

 

Enter MARN and Family Name 
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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. 

 

   

List of agents reported in 
this transaction 

 

List of agents successfully 
reported 

 

Lists errors and error reason – 
agents not 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. 

 

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. 

 

Provider name and details 
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