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How to Change a Worksite Location - User

Guide — Employers

To submit a Change of Worksite Location.

1. Log in to the WAAMS portal.

Request an account Verify Trade Certificate

Email

p—— —— -
= . e Passuord ;

Remember me

Portal conditions of use
o 8 -

those terms and conditions, it is my bility to ensure that:

° Idonot to data in the portal to any person otherwise

terms and conditions

sentative or employee of my organisation,

Jeactivated.

P — The Department is therefore entitled to assume tha

y transaction

occurring in the Portal from an authorised user acco

originates from that

authorised user and is a valid transaction or instruction which may not be

reversed.
However, the Department understands that there may be a submission
made in error. If an incorrect submission is made, the organisation or
individual user should contact the Department immediately on 13 19 54 (for
callers outside \ e call 08 6551 5433).

2. Onthe WAAMS home page under My Permissions, check that you have
Training Contract Change (TCC) user access. This allows you to submit

training contract changes.

Contracts Incoming Training Contracts Employer Incentives Reengagement Incentive

@ Employer ¥ Profile

WAAMS Menu Options
Th
opt

VAAMS portal allows you to manage your training contracts, employer incentives and organisation details by clicking on the menu
ns at the top of this page.

Organisation Tab
Create and edit your organisation’s details including assigning portal users and contacts, upload training plans and enralment evidence

My Permissions

x
coee

(for organisations who are eligible for employer incentives), and manage Financial Administrator access.

Contracts Tab
View vi

suspensions, terminations, changes to RTO; recerd changes to worksite
including any outstanding tasks/documentation reguired before you can claim your incentives; v
approved incentive claims.

y for employer ince
w and claim incentives; and view your

Organisation
Bulk Contract Change

Enrolment Evidence Upload

Manaee Financial Administrators |

*If there is a red cross next to this user type, rather than a green tick, you will need to
update your user access. Please refer to the WAAMS user access levels — User Guide
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3. Click on the Contracts tab.

Organisation Contracts Incoming Training Contracts Employer Incentives Reengagement Incentive

Home \ L]

@ Employer 4 Profile

My Permissions

WAAMS Menu Options
The WAANMS portal allows you to manage your training contracts, employer incentives and organisation details by clicking on the menu + Financial Admin
options at the top of this page. % Organi admin

[N

Organisation Tab « Training Contract Change (TCC) User
Create and edit your organisation’s details including assigning portal users and contacts, upload training plans and enrolment evidence

4. (a) Select the Training Contract you want to make changes to, by clicking on the
© icon on the left-hand side of the table.

Incoming Training Contracts

@ Employer 6 Profile

he following User Guides provide steps on how to make training contract changes:

How to Assign (tronsfer] your troining Contract fo = How o Extend ypour training controct or Probation
another employer period
«  How to Change Apprentice/Troinee Nome = How to change your Employment Arrangement
*  How to Change Attendance Type and Hours *  How to Termingte
®  How to Chonge Qualification and ATO *  How fo change Other Controct Information
& Howto Change Worksite Locotion
IActive Training Contracts Vidwr 81 Talning Lontracts
Column options and reports ew 3l Training Contracts
Crag a column header and drop it here to group by that column
Cong T Status T Apprentice Y RTO Y StartDat. ! T Expiry Date Y EndDate T
1] rve
L] Attve
rit

(b) You can also search for a training contract by the apprentice/trainee’s name or
Training Contract ID number.

Start by clicking on the filter icon T and then type the apprentice/trainee’s name or
Training Contract ID number into the text box, and click Filter.
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Active Training Contracts

Column options and reports view all Training Contracts

Drag 3 column header and drap it here to group by that column

Contract ID Status Y Apprentice
o o N
[i] Active
i) tive
Li] Active
i) tive
Li] Active
[i] e
o Active

View all Training Contracts

/RTD Y StartDat. 4 Y ExpiryDate Y EndDate T

Show items with value that:

Is equal to v

And v

Is equal to v
Filter Clear

D TEIE S Uz ana Loz (]

5. From the Training Contract Changes menu on the right-hand side of the
screen, click on Change of Worksite Location.

Contract Parties

Apprentice/Trainee

Employer

Worksite

Registered Training Organisation

AASN Provider

Parent/Guardian

Contract Changes
Assignment of Contract
Change of Apprentice/Trainee Name
Change of Attendance Type and Ho|

Change of Qualification and RT|

I Change of Worksite Location I

Contract and Probation Extension
Employment Arrangement
Notice To Terminate

Other Contract Information

Suspension and Lifting of Suspension

6. Click on Begin.

Name

/

7. To select a new worksite, click on the arrow in the New Worksite field to display
the drop-down menu, and then choose a worksite from the list provided.

If the new worksite you are looking for is not available in the drop-down menu,
you will need to add it to WAAMS before you can continue.
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For instructions on how to add a worksite location, please go to Attachment 1.

New Worksite *

E

Please select a new Worksite location

8. (A) Enter the commencement date of the change of worksite in the
Commencement Date field. (B) Alternatively, click the Calendar icon to select
the date.

Commencement Datko
%

9. Check the box indicating All parties agree to the change of worksite.

All parties agree to this change?

Yes

By selecting this check box, | verify that the employer, apprentice and parent/guardian (if applicable) have agreed to this

change of worksite location.

* Please note: if the change of worksite has not been discussed with all parties to
the training contract, please obtain consent before proceeding to make this
change.

10. Click on Submit.

Submitted By (Portal)

N\ /)]
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ATTACHMENT 1
To Add a Worksite Location.

1. (a) To add a worksite, return to the WAAMS home page by clicking on the
Organisation tab from the main menu.

(b)Review My Permissions to check that you have Organisation Administrator
user access.

This access allows you to create and edit organisation details including adding
new worksites. If you need to update your access, please refer to step 2 on page
one of this user guide.

(c) From the Organisation menu on the right-hand side of the screen, click on
Organisation Details.

Organisation Contracts Incoming Training Contracts Employer Incentives Reengagement Incentive

Home N\ B @ Employer ¥ Profile

WAAMS Menu Options
T
op

M3 portal allows you to manage your training contracts, employer incentives and organisation details by clicking on the menu
it the top of this page.

Organisation Tab
Create and edit your organisation’s details including assigning portal users and contacts, upload training plans and enrolment evidence

(for organisations wha are eligible for employer incentives), and manage Financial Administrator access.
Contracts Tab Orgamsahon
View your organisation’s training contracts, make training contract changes (TCCs) eg. update apprentice/trainee’s details, sub Bulk Contract Change

pensions, terminations, changes to RTO; record changes to w t v gibility for employer incenti
including any outstanding tasks/documentation required before you can claim your incentives; view and claim incentives; and view you Enrolment Evidence Upload
g 2 Y Y Y

approved incentive claims.
Organisation Details

Submitted Contract Changes

Incoming Training Contracts Tab
iew your training contract applications (TCAs). TCAs will display on this page if the application is under assessment by the Training Plan Uploads
Apprenticeship Office or if the training contract has been returned to the AASN provider for amendment. TCAs will no longer be visible

The Organisation Details page displays the details of your business, including the
legal name, ABN and contact details.

This is also where you'll find a list of your business names and worksites.

2. Click on Edit Organisation Details.

Contracts Incoming Training Contracts Employer Incentives Reengagement Incentive @ Logout
Home ' Organisation H @ Employer £ Profile
Legal Name
Organisation
Business Name Edit Organisation Details
CHOILINE i iine SERvIcES T LD
ABN

N\ /e :
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3. You are now on the Edit Organisation Details page. To add a new worksite, firstly
check that the business name associated with the worksite exists in the Business
Names section.

If the business name for the worksite does not exist, you will need to add it in to
WAAMS.

4. In the Business Names section, select the Add button.

Business Names|
«—
Drag a column header and drop it here to group by that column
Name b 4

5. (a) Enter a Name for the new worksite.
(b) Enter the Start Date or use the calendar icon to select the date.

(c) Click on Submit.

B __—

SCJIMECi/ \
B
*You will be redirected back to the Organisation details page, and the name you just
added should be showing on the list under Business names.
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6. Scroll down to the Worksites section of the page and select the Add button.

orksites
=
Drag a column header and drop it here to group by that column

Business Name Y Host Employer Y Physical Address Y Employer Declaration.. ¥ Employer Type Y Host Employer ABN Y

;;3_; > M| |50w 3 =0 of 2 (o]

7. Select the arrow in the Business Name field to open a drop-down list and click
on the business name that applies for this worksite.

~

Business Name *

8. Select the arrow in the Primary Contact field to see the list of contacts for this
worksite. Click on the contact name that applies for this worksite.

*If the Primary Contact is not in the drop-down list, you can:
e go back to the Edit Organisation Details page;
e scroll down to Organisation Contacts and select the Add button;
o follow the prompts to add the contact.

_\ \ ___________/ /] ]
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Primary Contact *
/ N
| Q

9. Complete the rest of the fields on this page.

Physical Address -

[Suburb |

Postcode *

You cannot edit the Physical Address of a Worksite. Please add a new Worksite at the new location and submit Change of Worksite Location Contract Changes for any affected

Training Contracts

Primary Email

[Total Number of Supervisars)

10. Click on Submit.

*You will be redirected back to the Organisation details page, and the new worksite
you just added should be showing on the list under Worksites.

N\ /)]
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You can now continue with submitting the Change of Worksite Location request,
refer to Step 3 of this user guide.

Apprenticeship Office

T:13 1954

E: apprenticeshipoffice@dtwd.wa.gov.au
W: dtwd.wa.gov.au/apprenticeshipoffice
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