
How to create a SACE account for 
workshop bookings 

 
If you have access to Schools Online, remember to use the same email and password details to 

access workshop bookings and other features on the SACE website. 
 

If you don’t have an existing account, these instructions outline how to create a SACE account. 
 

Step 1 
 

 
 

Step 2 

 
  

Navigate to ‘Workshops and 
Meetings’.

Click the ‘create an account’ link. 



Step 3 

  
 

Enter your details and tick 
the box confirming that you 

are not a robot

After ticking this box, 
occasionally further 
verification will be 
required (such as 

this example). 



Step 4 
 
 
 
 

 
 

 
Step 5 

 
 

 
  

An email containing your temporary password will be sent to the designated email address. 

Copy your temporary password, 
then click on the ‘log in’ link. 

Enter your email address and 
paste your temporary password. 
Then click on the ‘Log In’ button. 



Step 6 
 

 
 

 
Step 7 

 

 
 

Once you have completed, 
click the ‘Submit’ button.

You will be prompted to 
choose 5 security questions 
and type in your answers. 

You will then need to create 
your password, which you will 

use whenever you log in to 
the SACE website. 

Once you have created a password, you may be redirected back to the SACE website homepage. 



 
Step 8 

 

 

 
Step 9 

 
 

 
 

  

Scroll down the page to see a list of all the currently 
available workshop programs.  

 
Select a workshop program by clicking on the title. 

Navigate to ‘Workshops and 
Meetings’ again.



Step 10 
 

 
 
 
 
 

 
 

Step 11 
 

 
 
 
 
 

 
 
 
 
 

  

This shows list of all the available workshops in this program.  
 

Click the ‘View’ button to see the workshop details. 

Full details of the 
workshop are shown. 



Step 12 
 
 

 
 

Step 13  
 

 
 

 
 
 
 

  

To reserve a place, click the ‘Book in 
for this Workshop’ button. 

Enter any additional details, including 
your school and telephone number. 

Then click the ‘Save’ button. 



Step 14  
 

 
 
 
 
 
 
 
 

 

A message will display confirming your workshop booking. 
 

You will also receive an email to your designated email address. 


