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Welcome

Welcome to the online booking and results portal.

Once you have logged on, you will be able to:

« Book an examination

o Pay with your credit card

o Access results of your examination shortly after your examination has been completed (or, if it involves essay type
answers, within thirty working days).

If you have questions or would like to provide feedback on our services or examination content, click on the "Contact Us” menu item
below.

Privacy Policy  ContactUs  Copyright @ 2009-2011 ASPEQ Limited

Setting up a new account:
To make exam bookings with Aspeq you will first need to establish an account

and have it validated. You are able to set up a new account by clicking
on the home page, as shown above. This will lead you to the first stage of the
registration process where you will be asked to provide your ARN and date of

birth and then click BRS8N at the bottom of the page. Provided that your
details are verified against the CASA database you will be taken to the second
stage of the registration process. Here you will be asked to provide your
personal information. It is highly recommended that you provide an accurate
email address as Aspeq will send you a notification via email when your
account has been validated. Once you are finished entering your details click

to complete the process. You will then be returned to the home page
where a green notification will display informing you that your registration will
be validated by Aspeq staff and that an outcome will be sent to your email
address. Once your account has been validated you will be able to make exam
bookings.
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Accessing an existing account:
If you had an account with Aspeq prior to the release of TASMAN 3 then your
account will have been migrated to the new system. You will be able to access
your account by clicking on the home page, as shown on the previous
page. This will lead you to the login page where you will be asked to provide

your username and password. You can then click at the bottom of
the page. Once logged on you will be able to access a variety of pages using
menus at the top of the page.

Booking an exam:

You are able to make a new exam booking by clicking at the top of the
page when logged in. The page below will then appear.

| Select Session

Specialisation:
— Select Specialisation — -

Licence:

— Select Licence —

Exam:

—SelectExam— ~

Region:
Mew South Wales -

Preferred Venue:

- Any Venue — -

Preferred Date:
22 July 2011 =

D Include non-available sessions?

1 Cancel

You can then use the menus provided to select the details of the exam and a
preferred date. To view the available sessions you should then click ,

which will appear when all the necessary exam details have been selected.

A calendar will then appear showing the available sessions for the selected
exam, as shown below.
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[C] Includes non-available sessions?

Preferred Date: 22 July 2011 |

Previous Mon Tue Wed Fri Future

Session 25 Jul 26 Jul 27 Jul 29 Jul Session

WW: Wagga Wagga 03:00 p.m 03:00 p.m

Candidates can book a session by clicking one of the times shown and then

C“Cking, which will appear once a session has been selected. To
proceed with payment candidates should click .

_ Candidates will then have 15 minutes to complete their
s order, during which time other products and services
can be added to the shopping cart. At any time a
candidate can view the contents of their shopping cart

and finalise the order using the link on the left of the

Your cart will expire in_..

9 15

Minutes Seconds

page as shown.

Abandoned orders (such as where you exit before completing your purchase)
will be cleared after the time limit, but you will not be able to try again until
the timer has counted down to zero, or until you have cleared the shopping
cart.

If your time limit is exceeded, the system will clear the cart and allow you to
start again.

Transferring or cancelling your exam:

You are able to transfer or cancel an existing booking by clicking m at
My Bookings

the top of the page when logged in, and then clicking ~ ==m=emeer=ssiss o
the left of the page. You will then be able to view your exam bookings as
shown below.
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Session Assessment Status
Wagga Wagga (VW) CPL Human Factors . £
27 July 2041, 03:00 p.m. CHUF Paid @R

To transfer your booking click <, or to cancel the booking click . If neither
icon appears then you are not permitted to transfer or cancel the
corresponding booking. If transferring your booking you will be lead through
the booking and order confirmation process as when booking an exam.

Checking messages:
Messages are automatically sent to notify you of any significant activity
regarding your account and bookings. Periodically messages will also be sent
by Aspeq administration staff to inform you of any necessary changes to
bookings or scheduling. You are able to check your messages by clicking

at the top of the page when logged in. The page below will then
appear. Note that the number in brackets indicates the number of unread

messages.
Subject:
Date From: 22 June 2011 E Date To: 22 July 2011 E
Type From Subject Received &

L] Helpdesk Confirmation of your booking (#10637) 21/07/2011 04:43:57 p.m. (1]

L Helpdesk Your results have been updated (#107) 12/07/2011 09:32:55 a.m. (7]

L] Helpdesk Confirmation of your booking (#107) 29/06/2011 03:14:34 p.m. (7]

(& Page _ of 1 10 « View 1 -3 of 3

Unread messages will appear in bold. Messages can be read either by double
clicking or by clicking @ on the applicable message.

Changing password:

You are able to change you password by clicking m at the top of the
page when logged in, and then clicking . When you have added
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your new password in the fields provided, as shown below, click to
confirm the change.

md Change Password

Current Password:

New Password:

Minimum number of characters is 6

Confirm Password:

If you have forgotten your password you can have it reset by clicking
on the home page when logged out, and then clicking T0rgot vour password? yg,
will then need to enter the required account information and click

Reset My P d . .
. If you are unable to recall the relevant account information
you can call Aspeq to have your password reset.

Changing account details:

You can view and change your account details by clicking at the top
of the page when logged in. From this page you can edit your address and
contact information by clicking 4 on the applicable row, as shown below.

==

EBelow are the mailing addresses we have on record for you.
You should ensure that these are kept up to date to ensure that we contact you andfor ship purchases to you.

Street Addreszes Postal Code City Country Actions

44 Jubilee St 2830 Dubbo Australia m\ ﬁf

You are kindly requested to keep these details current as this will assist Aspeq
in contacting you should the need arise. New addresses or contact channels
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can be added by clicking . It is highly recommended that you
provide an accurate email address as this will be our primary means of contact.

Managing memberships:
TASMAN will enable the management of memberships between candidates
and training organisations; however it will take some time for this to be fully
implemented by the applicable training organisations. Once implemented you
will have the option of being assigned as a member of a training organisation
and will be able to manage the permissions associated with such memberships.
This will allow you to book into sessions reserved by these organisations, and
will allow the training organisation to make bookings on your behalf provided
that you have set the membership permissions accordingly. You are able to

manage your memberships by clicking m at the top of the page when

My Memberships

logged in, and then clicking o sinine senisien on the left of the page. You
will then be able to view your memberships as below.

Organisation State Valid

ATTC 22 July 2011 -
Air Transport Training College Approved Forever ﬁ F

+* Reguest New Memberzhip

. . . +" He t Mew Membershi
New memberships can be requested by clicking and then

setting the membership permissions. Note that the training organisation will
then need to approve the new membership.

Existing memberships can be edited by clicking @ on the applicable row. This
will allow you to edit the permissions associated with your membership, as
shown below. These permissions will determine the level of access to your
account that is allocated to the applicable training organisation.
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Permissions control how the organisation may interact with your account. By granting permissions to the organisation they are
able to perform tasks on your behalf These things include booking examinations on your behalf, viewing your exam
transcripts, updating your personal details, efc. Some organisations may require specific permissions in order to efectively
manage your memdbership, 50 you should always ask your training organisation which permissions they require from youw and
ensure that they are granted.

Description State Valid Actions
Allow organisation to alter candidate details Approved 22 July 2011 - Forever £ R
AIID\A{ organisation to book on behalf of Approved 22 July 2011 - Forever Vs
candidate

L Add New

The status of the membership or permission is indicated under ‘State’, see
below. Note that all new memberships and permissions will need to be
approved by the training organisation before they will come into effect.

Organization State Valid

BAC

Bankstown Aern Club Requires organisation’s approval Mot valid ﬁ P‘

The ‘State’ will change to approved when validated by the training organisation.

Retrieving an invoice or receipt:

You can retrieve an invoice or receipt by clicking at the top of the

Transaction History

page when logged in, and then clicking ~ “rer==t=e==n==iy - You will then be
able to view your transaction history as below.

Search Type: AllFinancial ~ Start 22 July2010 E Eng: 22 July 2011 ]

# Type Description Debit Credit Date 5

S0 |Receipt Payment of $86.00 AUD (Credit Card, 0000000801e5aaad) $86.00 AUD |22 July 2011, 02:2] 9 =

136 Invoice 10640: CLWA: CPL Flight Rules & Airlaw $86.00 AUD 22 July 2011, 02:2] 6 =

64 |Invoice 115: CHUF: CPL Human Factors $86.00 AUD 01 July 2011, 04:4] € =

52 |Receipt Payment of $86.00 AUD (Credit Card, 0000000801708e31) $86.00 AUD |01 July 2011, 04:4| @ =%

@ page [ of 1 Ens View 1 - 4 of 4

You can view and print an invoice or receipt by clicking ®= on the applicable
row, this will open the invoice or receipt as a PDF document. Note that the
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invoice lines are shown in red and the receipt lines are shown in green. The
details of a transaction can be viewed by clicking @ on the applicable row.

10. Further information:
Additional information on our procedures and regulations is available by

clicking at the top of the page.

If you have any remaining questions or concerns please contact our office on
02 6234 8200, or send an email to infoau@aspeq.com.
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