How to enrol in an event 
on the Professional Learning and Events Calendar

The Professional Learning and Events Calendar (PLEC) is the Directorate’s preferred channel for event management. It is located at http://plec.ed.act.edu.au/eventsmenu.aspx and is linked from Index (eg via Alerts/Information > Professional Learning) and from the ETD Website (currently via Teaching and Learning > Professional Learning). Documentation, including this guide, is located at http://plec.ed.act.edu.au/Events_How_To.aspx.
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To enrol in an event, you must first have an account on the PLEC. To set up an account, select “Signup” and provide your email address and select a password. Your password does not have to be the same as your Windows logon password.
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Begin your enrolment process by selecting “Find and enrol in an event” under the heading “Enrolments”. 

You will be taken to a screen that displays events for the current month. Use the drop-down next to the month to select a different month if required.
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Select the required event, provided that it does not show “Enrolments Closed” in red. You will be taken to the Event Details screen.
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Scroll down until you see the “Enrol in this Event” button below the “Event Sessions” sub-heading.

If your login has timed out, you will again be prompted for your user ID (email address) and password. On entering these, you will be taken to the Enrolment Details screen.

Follow the four-step process to select the required sessions. Enter your details. Select the “Next” 
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 button after each step. At Step 4, an enrolment confirmation will be displayed.

How your enrolment cost is managed

The event manager ensures that attendees are correctly recorded for the event, from the attendance sign in sheet. If you notify the event manager in time of your inability to attend, you will not incur a cost.  A no-show will be billed the same as an attendee.

Invoices are created and sent to the Business Manager in Schools and Colleges for their staff.  Teachers who are self–funding PD will receive the account directly. Internally funded events will have the invoices sent to the appropriate ETD section. Invoices are to be paid within 21 days by cheque or direct credit, details are on the invoice. Enquires on billing can be directed to the CTL on 6205 2022.
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