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Introduction

This user guide provides step by step instructions on how to apply for a VETDSS course for 2025. To
complete the application, you will need:

e Google Chrome is the preferred browser when completing an application.

e This portal works best on your personal device than a school device.

e If you are using school device, browse the “Apply now” link using “browse as a Guest”.

e Asyou are a current student with SM TAFE, please ensure you have your SM TAFE ID to
login.

e Once you have registered or logged in, you will require the information below to complete the
application

o WA Student Number (WASN) [formerly known as SCSA] this is an eight-digit
number that can be found on your school report or ask your school VET

Coordinator if unsure.
o AUnique Student Identifier (USI) —if you don’t have one, please visit

https://www.usi.gov.au/ . This is 10 characters long.

o Parent or guardian email address and mobile number.

o OLNA (Online Literacy and Numeracy Assessment) report (if applicable)
o Your last two school reports in electronic format ie.PDF (“C” Grade in
Mathematics and English is preferred. However, all applications will be

considered.
o Resume, references, and any certificates which will help support your
application.
o Astudent statement outlining why you should be selected to participate in the
course (limit of 1000 characters).
e Year 10 students are only eligible to apply for Certificate Il level courses.

e Note: once your application is submitted, you will be unable to review or edit

VETDSS courses are extremely competitive. It is recommended that as much evidence is provided to
support your application. These documents must be uploaded at the time of application.

Your school will need to endorse and support the application before the selection process begins.
Outcomes of selections will be announced to schools in October.


https://www.usi.gov.au/
http://www.usi.gov.au/%3B
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Currently Enrolled students — who are currently enrolled and studying at
SM Tafe and HAVE an SM Tafe Student ID number and active Office 365 account
(304 HHH#H#)

If you meet any of the criteria mentioned above, have your SM TAFE Student ID and the password you
previously set up ready, and then follow the steps outlined below.

DO NOT USE your SCSA number or any other TAFE number. It MUST be SM TAFE Student ID number
starting with a 30XXXXXX (eight-digit ID).

We suggest that you use your personal device (not a school device).
If you are using school device, browse the “Apply now” link using “browse as a Guest”.
Google Chrome is the preferred browser when completing an application.

STEP 1
Apply now-Link 1
or
Apply now -Link 2

Click the “Apply now” click and click “Log on”.

ful A sourn
k- s Metropolitan
i is isti 2
Already regl:tere_fl as an existing student S \/
Forgot password? =

N &Qter as a New Student
Familw* 2/

Given Name

Do not type anything here. Just click the “Log
on” button.

Date of Birth *

Gender

Email *

Nationality *

Password *

Confirm Password *

I have previously apghied or studied here

I agree to the tg



https://sms.tafe.wa.edu.au/T1PRD/CiAnywhere/Web/SMT/StudentCore/StudentApplicationRegistrationMyMaintenance?f=%24SC.STUAPPREG.MNT&suite=SM
https://login.microsoftonline.com/tafe.wa.edu.au/oauth2/authorize?client_id=0ec188d7-ff34-4dc9-a9f7-5fb41b8a1cdf&redirect_uri=https://sms.tafe.wa.edu.au/T1PRD/CiAnywhere/Web/SMT/LogOn&scope=user.read&response_type=code&state=bb858c6b-ccd2-443e-a65b-d7173df2f322&login_hint=@tafe.wa.edu.au
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Password

Domain

G Log on using Office 365 /
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Do not type anything here. Just click the
“Log on using Office 365” button.

If you are using school Laptop, the above prompt might automatically take you to Error

message .

Signin

Fcln but we're having trouble with signing you in.

AADSTST00016: Application with identifier 'Oec188d7-f34-4dc9-a%f7-
Sfb41b8alcdf was not found in the directory 'educationwa.edu.au’. This can
happen if the application has not been installed by the administrator of the tenant
or consented to by any user in the tenant. You may have sent your authentication
request to the wrong tenant.

Appropriate use of online services

All Department online services, including email, online document storage, intranet
and internet access, must be used responsibly and in accordance with Department
policies.

By accessing these sanvices you give your full agreement and commitment to
comply with all Department policies. You also give consent to logging, monitoring,
auditing and disclosure of your use of these services.

Inappropriate use of these services and failure to comply with Department policies
may result in criminal proceedings and/or disciplinary action that may indude
suspension of access to online services, dismissal or termination of contract.

View Polidies | Students Online Policy | Telecommunications Use Policy

Parents/responsible persans - Appropriate Use
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If that’s the case, we suggest the following options to eliminate the error message:

e Where possible, please use your personal device (not a school device) or
e If you are using school device, browse the “Apply now” link using “browse as a Guest”.

Copy paste the below link to the search bar in the Guest browser and click ENTER
https://sms.tafe.wa.edu.au/T1PRD/CiAnywhere/\WWeb/SMT/StudentCore/StudentApplicationReqi
strationMyMaintenance?f=%24SC.STUAPPREG.MNT&suite=SM

or

If you are using school device, using the following link which will prompt you to Pick the SM
TAFE account

Apply now -Link 2

STEP 3

Sign into TAFE account by typing your TAFE email address:

E.g., 3SOXXXXXX@tafe.wa.edu.au

Enter your password.

Pick your SM TAFE account from the list below:

If you are applying for a course with SM TAFE,_you MUST choose your SM TAFE Student ID
number starting with a 30XXXXXX (eight digit ID)@tafe.wa.edu.au

E.g. 30XXXXXX@tafe.wa.edu.au

BS Microsoft

Pick an account
(] e —

—|— Use another account


https://sms.tafe.wa.edu.au/T1PRD/CiAnywhere/Web/SMT/StudentCore/StudentApplicationRegistrationMyMaintenance?f=%24SC.STUAPPREG.MNT&suite=SM
https://sms.tafe.wa.edu.au/T1PRD/CiAnywhere/Web/SMT/StudentCore/StudentApplicationRegistrationMyMaintenance?f=%24SC.STUAPPREG.MNT&suite=SM
https://login.microsoftonline.com/tafe.wa.edu.au/oauth2/authorize?client_id=0ec188d7-ff34-4dc9-a9f7-5fb41b8a1cdf&redirect_uri=https://sms.tafe.wa.edu.au/T1PRD/CiAnywhere/Web/SMT/LogOn&scope=user.read&response_type=code&state=bb858c6b-ccd2-443e-a65b-d7173df2f322&login_hint=@tafe.wa.edu.au
mailto:30XXXXXX@tafe.wa.edu.au
mailto:30XXXXXX@tafe.wa.edu.au
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If your SM TAFE account doesn’t appear in the list above, click on “Use another account”. Type
your SM TAFE email address. E.g. 30XXXXXX@tafe.wa.edu.au

= Microsoft
Sign in
W wa.edu.au

Mo account? Create one!

Can't access your account?

Back Next

@Q Sign-in options

Enter Password:

B8 Microsoft
<« I - t=fe.vaedu.au

Enter password

Forgat my password

Don’t remember your password?

If you don’t remember your password, you can access the registered email, the “Forgot my
password” link can be used.

If this is not successful, VETdSS team can reset a temporary password and the Log in
process can be reattempted.

Please email vetdss@smtafe.wa.edu.au with your FULL NAME, DATE OF BIRTH, your
SM TAFE ID number starting with a 30XXXXXX (eight digit ID) and we will arrange to



mailto:30XXXXXX@tafe.wa.edu.au
mailto:vetdss@smtafe.wa.edu.au
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change your password for you. Once your password has been updated and you are logged
in, you may continue with the below steps.

STEP 4

The next step will take you to the Microsoft Authenticator code/number and you need to open
the Microsoft Authenticator APP in your phone to enter the Authenticator number showing in
your computer and follow prompts.

Microsoft Authenticator

Let's try it out @ Are you trying to sign in?
\/ Contoso
rob@contoso.com

Enter the number shown to sign in.

Approve the notification we're sending to your app by entering the numb

Enter number here
67 &7

YES

NO, IT'S NOT ME

: | CAN'T SEE THE NUMBER
| want to set up a different method

If you did not set up the Authenticator, please click here for further instructions to on how to set
up the Microsoft Authenticator & Multi-Factor Authentication (MFA) .

Once you have successfully verified the access using Microsoft Authenticator APP, you will see
a similar screen like the one below.

Microsoft Authenticator

Notification approved

Vv

1 Back ‘ Next

| want to set up a different method »

Click NEXT



https://www.southmetrotafe.wa.edu.au/current-students/manage-your-sm-tafe-microsoft-365-student-account
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Enterprise search Make An Application

¢ W

WelcomeN More 3 | ¢ o S

Please start your application by applying for a course

Step 1 Selecta Course
Select Courses
(i) Select Add to application’for the course you wish to apply for.

Select Next' to continue to the next step when you are finished searching for courses,
Showless

~ Selecta Course

¥~ 108records.

&7 Cartifirata Il in Aarnclille (Aarnclille Marhaniral Dra annrantirachini

How to complete an application

Course Selection

To find the course you want to apply for, type in the course code or part of the course title in the
hux}aelwmdpmssaﬂer.Furexanﬂe:

7z

Select A Coyrse

k4 & £ records

CHEI0DZZ - Certificate 1N in Education Support
ETaSS | rmbe . PR Lail v %
oG,

sumowe 4~ oo | TIPI You MUST select a course that has ‘2025 VETDSS Intake’

Listsay Category e brsvEss vET L carefully checking campus
Lidia CAtER 0Ty Fart .

ERLLE S CiEts

Sy Mode samd ard

n SEsmigr Asdvalie
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Step 1 Selected Courses X
Satectes Corues
Seiect’ ¥ from your spplicason. Select 2 Course
Siap Selecr et | (Dseleandd ” ;i "
3 Shiwe i
2oicne Derat Seiec
Show tess
- s
Saarch yel
sazen ol
¥ = 3records
A 2recomds.
AUR20720. in
L in 2024 VETGSSirake. Thorrke Compus
2034 VETASS Inuake, Tharnbe Campus Pot Tirme-Classroam.Local VETDS5-2024
Pact Tune. Classron md o2al VETD5$ 2024 e dite 014an-2024
Losd Cotegory Pars Tume Lsataregay Part Time
Attendanc c Mode Oassroom based Aczendance Mode Claztroom bated
Study Mode Standard Seudy Mode Scandsrd
s g=ng o (T
SHB20121(1) - Certificate Il in Retail Cosmetics SHB20121- Certificate Il in Retail Cosmetics ADOKOTO APPUCATDN
2024 VETeSSinaake. ThornlieCampvs
2024 VETASS o, Thomlie Compas
Ban Teme-Cimsroo meioceky ETDSS 2024 Port Time Qassroom Locel VEIDSS- 2024
Sun Date 0802024
tmtary Cotegory State DPA: VDS - VET Delivered 10 Sctondary Studerss T
L8s8 Cotegory Par: Tome
Autendansc Mode Clazzroom based i iy, :‘""""
Sty M e Atcersdarce Mode 2s:00m baced
a0y Mose. Scandard
B e i

AVI30219 . Centificate 11l in Aviation (Cabin
Crew) 7024 VETASS Irake. Thornbie Campus

“ Parc Tne Ciapsraom-Locsl VETDSS 3024
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Applicant Details

Step 1 @  Applicant Details
Selected Course
e Your personal details are displayed below.
Step 2 Mandatory fields are indicated by a red asterisk, please provide a response to each mandartory field and then select ‘Next' to continue to the next step.

Applicant Details

Step 3
Educational Background Title

Mr -
Step 4 Family Name *

Given Name

John

Step 5
Revi a

Show less

~ Personal Details

Preferred Name

Middle Name/s
Stevenl

Date of Birth * -
27-May-2005

Gender
Male

~ Contact and Address Details

Contact Details

Address Details

jones1@hotmail.com

Phone * 1o Country *
0419864210 (%] Australia
Email * Address *

3A Fourth Avenue

~ Nationality and Cultural Details

Nationality Details

Line 2

‘,iﬂeB

City/Town
Applecross

State
WA

Postcode
6153

Cultural Details

Nationality *
Australian citizen

Country of Birth =
Australia

Main Mationality Country
Australia

Main Language *
English

-

Dual Nationality Country

Aboriginal or Torres Strait Islander
Aboriginal
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CTIPLIf you ticked yes to Disability Details, it is mandatory to select a
condition in order to proceed. If you have a condition that is not
diagnosed but would like us to know, click other.

-~ Disability Details

Disability/Impairment/Medical Condition

= o -

Hearing Physical Learning Mental lliness Intellectual Mobility Vision Medical Other Acquired brain injury

Would you like to receive advice on support services, equipment and facilities which may assist you?
-

Mo

Educational Background

Not all fields in this section are mandatory. Mandatory fields are highlighted below.

. Next » .
Once completed, click to continue.
Step 1 @  Educational Background
Seleczed Course
@ Please enter your Western Australian Student Number (WASN) (farmerly School Curriculum and Standards Autharicy (SCSA Number)) nto the Student 1D Field, This field will be displayed when you enter yaur Highest Schaol Level Campleted
S
Step 2 @
Apphicant Decails Australian (or Equivalent) Study

Hi |
step3 ighest Schaol Level Compicted

Completed year 10 -
Eclucational Background

[« Currencly Atending School

| Note: In this field, please enter your Western
= Australian Student Number (WASN) / SCSA

= Number this is an eight-digit number.

Western Australia

Highest Level of Completion
~ Previous Study Details
Study Reason

Reason

- Employment Status

Status

If unable to update educational background] contactt
VETDSS via email at vetdss@smtafe.wa.edu.aul

10
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Requirements

Requirements

6 Select Respand o ansner ach reguiremer.

roc Opt s
' Qptonst may

S e

B P

A 10records.

Unique Student Identifier

Fram 1 January 2015 2 student must have 3 uniqus student idenifier (USI) i orderto obtain 3 VET quaificason or VET statement of ttinment

Msatiherto aph You here

Ifyout you mier ar iencing protl USl office n 13 3472

R

—— B3

Physa O Mo Coritons w—
T

H [

Language sanmaany.
Languspe
1 question sz besrwere

s ==

Math Resuits. asmaTaRy

Math Resuls

1 queston e bearaweres

|- m
English Resuls MANDATORY
Englch Reaults

1 quecton must be arswered

|- EE=E

Farent / Guardian MANDATORY

Farent/ Guardian Defails

[ETRra—
|- R m
Student Seatement section MEKDATORY

Stdent Statement secion

1 queston mut e arswesed

Iswmmm

Supporting Dacuments MANDATORY

Plazzs proyidz fitional i & i your appicaon
2auppaming dorumcers must o2 roiced
|- =] m
Other information ta support your application MZNDATORY
Other informaton o support your applicaton

1 quesion must be arswered

|- ]

Student Code of Conduct Acknowledgment MANDATORY

Click hiere o reviswi the Studznt Code of Conduct

11
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Respand
To answer, click on the button which will prompt you to enter the required information.

Save
Requirements x
€ Select Respond’ to answer cach requirement. Requirement Details
Once all requirements are marked a3 ‘Response Received’ or ‘Optional you can proceed 1o the next step . Math Results
Requirements marked a5 ‘Optional' may help us assess your application faster if you provide a response.
Show less
Required for MEA20415-AB67 (1) - Certificate Il in Aeroskills (Aeroskills Mechanical Pre-apprenticeship) ACM20121 (1)- Certficate Il in Animal Care
Je) (# Math Results
A 13 records, ~ Questions for Math Results
Response 1
Are you Aboriginal or Torres Strait Islander? MANDATORY . -
equirement Response questions
- . 5 Math Grad
Are nal or Torres Strait Islander? | e Grade
1 queston must be answered ‘Wnat Math Level are you studying this year
wea20415-4867 | [ Acvzo1 m
OLNA Numeracy Achievement
Math Results MANDATORY
Math Results
1 question must be answered
WEA20418-4867 | [ ACM20121
English Results MANDATORY

Once saved, the FESPONSERECEIVED oon in green will appear. ALL Mandatory fields will need to be.
completed. Click once completed.

You are now ready to review your application and submit. Please make sure you double check:

Math Results RESPOMSE RECEIVED

AUR20716

Respond

Note: Year 9 students can make an application for next year —i.e. use semester 1 reports and subject
level for Maths and English as “N/A-Year 9” with your semester 1 grades.

- You have used your legal name correctly.
- Date of birth is correct.

- Email address is correct.

- Course and campus selection are correct.

You can now click on in the top right-hand corner of the screen.

**Please note once your application has been submitted it cannot be changed**

12
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A confirmation of your application will be sent to your email. Please check your junk
folder. If you do not receive an email, you must contact South Metropolitan TAFE by

emailing vetdss@smtafe.wa.edu.au
More § Preweus

JDOENEAT - Mr fokes 'Willlasm Higpom Azl alzin, B g

Wagrtondonn cithmen | TPy 3l 1T Subd e Hat incorded

o Vi toimad oo

Spplicarion Dwesity

g LM (1) - Contificote 10 im [dooation fupoee
SE0ZE  VETHSS intdhe Bocidnghue ©snpo

13
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Appendix
Error #1

1 ERROR B X

© A person with the same details has already registered with us. If you remember your user name and password then please click on the 'Log on’ button below. If you need assistance accessing the informaticn, please click on the ‘Forgat password? link and you

will be able to receive your credentials and apply through our Student Portal ence you log en. Please email infosmtafe.wa.cdu.au if you require further assistance.

Solution/Suggestion to Error #1
Student may already have a student ID with SM TAFE but trying to register again for a new ID.

Or

System is picking up another student from the data base who may share similar name/DOB etc. If so,
please contact vetdss@smtafe.wa.edu.au

Or

If one person is registering all of their students at the school, in between/after each registration for each
new applicant the user has to Log Off — this should divert back to the log on screen and then the browser
page be closed and a new browser page opened for each new applicant, the issues being experienced are
likely due to caching issues. If possible, the user uses Incognito mode for each new student record which
will reduce

any caching issues and reduce likelihood of Error 1.

Error #2

demt
A South
m ‘G H:I:mpolitan

[_] Log on using Office 365

Log on using your details

TAFE

E] Keep me logged on |_J Accessibiliy Mode @

Forgatten passward?

14
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Solution/Suggestion to Error #2

Are you an existing student or an applicant? If existing student with active office 365 account, you do not have
to log on using your details. Instead click on “Log on using Office 365" account.

We suggest that you use your personal device (not a school device).

If you are using school device, browse the “Apply now” link using “browse as a Guest”.

Error #3

administrator of the tenant
or consented to by any user in the tenant. You have sent your authentication

request to the wrong tenant.

Appropriate use of online services

All Department online services, including email. online document storage, intranet
and internet access, must be used responsibly and in accerdance with Department
policies

By accessing these services you give your full agreement and commitment to
comply with all Department policies. You also give consent to logaing, monitoring,
auditing and disclasure of yaur use of thess services.

Inappropriate use
may result in crimi
suspension of acc

vices and failure to comply with Department policies
ceedings and/or disciplinary action that may include

View Policies | Students Online Policy | Telecommunications Use Policy

Parents/responsible persons - Appropriate Use

Solution/Suggestion to Error #3

We suggest that you use your personal device (not a school device).
If you are using school device, browse the “Apply now” link using “browse as a Guest”. Or

Alternatively, use the Apply now -Link 2

15
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Error #4

=- Microsoft

Q Sign-in options

We suggest that you use your personal device (not a school device).
If you are using school device, browse the “Apply now” link using “browse as a Guest”.

Also Make sure that you are using SM ATFE ID and not other colleges ID or SCSA number

Error #5

- & South
m = Metropolitan

IR EHRR T O
R PR A AL

o We are unable to log you on, please try again. If the
problem persists comEacT your System administrator,

0 Irvalid user name or password. We are unable to lag you
on, please try again, If the problem persists contact your

systemn administracor. [LU-9]

Solution/Suggestion to Error #5

The U-9 error is occurring due to the student’s email being already registered for Office 365 with
someone else. For example, if student might have registered an ID using Parent or Guardian office 365
account. Contact vetdss@smtafe.wa.edu.au and request for the email account to be updated to a
different email address.

16
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TIPS for Troubleshooting

¢ Are you using Google Chrome? This is the preferred browser for this process.
¢ Have you logged out of your school account?
e At the end of the Application process, it is ESSENTIAL that you close the TAFE portal down and

re-open it to avoid possible retention of data. Best practice is to close and then re-open the
SMTAFE portal.

o We suggest that you use your personal device (not a school device).If you are using school
device, browse the “Apply now” link using “browse as a Guest”.

e |s the correct SM TAFE student ID being used? This is an 8-digit number that should look like
this — 30XXXXXX (the first 2 numbers should be 30). If you have a Tafe ID from another TAFE,
and these will not work in our system. This is NOT your Student ID for school and NOT your
SCSA number.

e Has the “Forgotten Password?” function been used? If so, When you are resetting your own
password, Please make sure to avoid using “TAFE” or “PASSWORD” or “Your name” or

“Consecutive numbers”™. Establishing your password | South Metropolitan TAFE
(southmetrotafe.wa.edu.au)

e Currently enrolled SMTAFE students — have you updated your Password to new Student
Password Standard? (New students would need to update their passwords once enrolled if the
password created at registration does not meet this criteria)

e Does the password meet required parameters below?
e  Minimum of 14 characters
e Contain a minimum of each of the following;
o Uppercase Letter, Lowercase Letter, and Number

eg; Fridaychange24

Useful links:

Establishing your password | South Metropolitan TAFE (southmetrotafe.wa.edu.au)

Manage your SM TAFE (Microsoft 365) Student Account | South Metropolitan TAFE
(southmetrotafe.wa.edu.au)

TAFE at school (VETDSS) | South Metropolitan TAFE (southmetrotafe.wa.edu.au)

Apply now for VETDSS courses Link 1

Apply now -Link 2

17


https://www.southmetrotafe.wa.edu.au/establishing-your-password
https://www.southmetrotafe.wa.edu.au/establishing-your-password
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https://sms.tafe.wa.edu.au/T1PRD/CiAnywhere/Web/SMT/StudentCore/StudentApplicationRegistrationMyMaintenance?f=%24SC.STUAPPREG.MNT&suite=SM
https://login.microsoftonline.com/tafe.wa.edu.au/oauth2/authorize?client_id=0ec188d7-ff34-4dc9-a9f7-5fb41b8a1cdf&redirect_uri=https://sms.tafe.wa.edu.au/T1PRD/CiAnywhere/Web/SMT/LogOn&scope=user.read&response_type=code&state=bb858c6b-ccd2-443e-a65b-d7173df2f322&login_hint=@tafe.wa.edu.au
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Logging back into your application

Throughout your application, you can log back in
to pick up where you left off. Please ensure you
have your Log on SM TAFE ID Number (8-digit
number sent to your email) and your password
used when creating your profile by going back to
Apply Now link.

Once logged in, click on ‘My Applications” where
you will find your incomplete application.

Further information and assistance

Please contact vetdss@smtafe.wa.edu.au if you require any more information or
assistance with this guide.
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