JOBS & SKILLS WA
EMPLOYER INCENTIVE

Government of Western Australia
Department of Training
and Workforce Development

Upload and submit a training plan in WAAMS

Employers who are eligible for the Jobs and Skills WA Employer Incentive are
required to provide the Apprenticeship Office with a copy of the training plan signed
by all parties to the training contract (and endorsed by the school if the contract is
school based).

Employers with a training contract eligible for the incentive can upload a copy of the
signed training plan via the WAAMS online portal. The training plan must be
uploaded before the employer can submit a claim for an entitlement.

Uploading training plans
To upload the training plan and satisfy the requirements of the employer incentive,
an employer must first log on to the WAAMS portal.
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WA Apprenticeship Management System

The Western Australian Apprenticeship Management System (WAAMS) online client

portal provides a quick and easy way to view training contract details, reguest

changes to the training contract, and update personal or organisational details. T

Employers can also view information about the Jobs and Skills WA Employer Incentive

and submit incentive claims for eligible training contracts that have reached their

payment milestones.

You may be eligible for a portal account if you are:

Remember me

* acurrent or former apprentice or trainee;

* an owner or staff member of a business that employs a current or former

. . Portal conditions of use
apprentice or trainee;

) . . . Wes Australian Apy 5| (WAAMS
+ working for a registered training organisation that currently delivers training to | agree to the Western Australian Apprenticeship Management (WAAMS)

. . Terms and Conditions of Use, and acknowledge that without limitation to
apprentices or trainees; or

* working for an Australian Apprenticeship Support Netwaork (AASN) provider who fhosstei=ndicodinop iR VIEposs b IHE STRelthars
is managing active Western Australian training contracts. = | do not provide access to data in the portal to any person otherwise

than as authorised by the terms and conditions;

Organisation users can read the WAAMS FAQ - Creating a portal account for
organisation users for more information on creating portal accounts. There are also a

series of instructional videos to assist you to use the portal. These videos are

= my organisation has authorised my level of access to the portal; and

= When | cease to be a representative or employee of my organisation,

my organisation access is deactivated.

available on the Apprenticeship Office website at dtwd.wa.gov.au/apprenticeship
office.
The Department is therefore entitled to assume that any transaction

Eligible employers wheo do not already have access will be invited to register to use occurring in the Portal from an authorised user account, originates from that

the WAAMS online client portal. If you have not yet received a portal invitation via authorised user and is a valid transaction or instruction which may not be
email, please contact your organisation’s WAAMS portal administrater in the first el
instance. If your organisation’s administrator is unable to generate an invitation for

- . s E . S . . However. the Department understands that there mav be a submission

*Employers who do not have a WAAMS portal account should contact 13 19 54 and
press 1 to speak to an employer incentive representative.

jobsandskills.wa.gov.au/employerincentive
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After successfully logging in, you will land on the WAAMS homepage. Select the
Employer Incentives tab.
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Organisation Contracts Incoming Training Contracts Employer Incentive 5 Cleld] @ Logout

Home / B @ Employer £ Profile

Noticeboard

My Permissions

Column options and reports

® Financial Admin i}
+ Organisation Admin [i}
Drag a column header and drop it here to group by that column W EIS User o
v TCC User 3]
Subject : CreatedOn.. : Status + Training Contrac.. i Full Name

Extension to Annette E 3
Organisation
Robson's training - e d s mme— . - [T
g contract, ID. 03 Mar 2020 Receivel 111969871 Annette Robson View contract Bulk Contract Change
111sesETl Enrclment Evidence Upload

Extension to Charles Organisation Details
Rubanathan's training e e ame e = . -

£4 ——— 09 Mar 2020 Received 1115628T1 Charles Rubanathan View contract Submitted Contract Changes
111562871 Training Plan Uploads

Extension to CARLY
BIANCA JONES's

[F3 . 09 Mar 2020 Received 44365542 CARLY BIANCA JONES View contract
training contract, ID:

44385542

Extension to Paul i

Note: If you have multiple training plans to upload, you may wish to load the
training plans via the Training Plan Uploads page (refer to page 8).

jobsandskills.wa.gov.au/employerincentive
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Loading training plans via the Employer Incentives page

1. From the Employer Incentives landing page, Select View Entitlements

Home H @ Employer £ Profile

Jobs and Skills WA Employer Incentive

On 1 July 2019 the Western Australian Government introduced the Jobs and Skills WA Employer Incentive (the incentive), which View Training Contract Eligibility
aims to help Western Australian businesses meet the costs of employing apprentices and new entrant trainees. Information about & Estimates

the incentive is available at jobsandskills.wa.gov.au/employerincentive

Employer eligibility to receive the incentive and preliminary incentive estimates are available under “View training contract eligibility

and estimates’.

Entitlements that can be claimed are listed under "View entitlements’.

Portal user roles for the incentive

Your organisation’s portal users with Financial Administrator or Employer Incentive access can view incentive eligibility and

preliminary incentive estimates. Access can be managed by your Organisation Administrator via the Edit Organisation Contact

option.

From the View Entitlements page, you can locate your entitlement via the pending
grid or the active grid. (Pending = Milestone in future, Active = Milestone date has
been reached).

2. Locate the apprentice/trainee and expand the details in the grid by clicking the
icon to the left of the apprentice/trainee name.

s
Her Frepl ] # n ® Emplayer 08 Profile
Pending Entitlements
Colss options nd fepots
Sstus 1 Learner i P Type § App Open Datle i hpp(ode Date i Amcunt P Clam Satus Dwrtai
L3 L n 10 Apr 2022 5212500 Awaiting Milestone 2 "
D & S S mpleten 17 Jun 3023 ¥ jun 3022 42 33750 Taikd Incomplte L 1
Incentive Elgibility
o o
Softzogy of the Traising Plan - Employer nmplete | Fi it
[3 ' ' Comphticn 29 Mary 2022 I3 Mary 2023 5212500 Aneaiting b bstons L
. o 3 n Complation 15 Apr 2033 15 Apr 2023 5212500 Ak aitinig WAL D L b
- o
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3. If the softcopy of the training plan is still required from the employer, the fix it
icon will appear for you to action.

Click on the fix it icon.

Pending Entitlerments
s table Balow thows Tuiuns wh ,
Colusrs optioss ind feports
Patus  § Learnes i T i Type i App Open Dube i AppOods Date i Amount i Claim Stabe
' Comgpletion 10 Apr 2021 10 Apr 2022 8212500 Awatting Miestone E ~
a W Comglation 27 pen 2022 27 e 2023 £1.33750 Tasks Sose=glete 5
Incentive Eligibility
softcopy of the Training Plan - Employer nComp c'.
" " Comgpletion 9 My 3002 5 May 3023 5212500 Awating Miestone [~
" " ey (| Completion 15 Apr 2022 15 Apr 2023 5212500 Awating Miestone [~ b
. .| . )

You will now be on the Edit Training Plan Uploads page to submit the signed copy
of the training plan.

Type .
Contract Information

Commencement

Response To Requested Training Plan Contract Parties

Produced
Apprentice Traines
Training Mlan Requested Date -
1 24 Jul 2039
Parent/Guardian
Dz Date
0 Sep 2019 Employer
Leamnar Signature Date
el il ] Warksite

Employer Signature Date
e lyme hpani ]
Registered Training Organisation
RTO Sigraturs Date
03053019
AASN Prewvider
PG Signed Dats u

jobsandskills.wa.gov.au/employerincentive
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4. Scroll down the page to the upload signed training plan section.

Government of Western Australia JOBS & SKI LLS WA
and Workforce Development EM PLOYER |NCENT|VE

Upload signed training plan

L

Prior to wploading the training plan, please ensure that it includes the following information

1. the qualification is the same as stated on training contract; and
2. the training plan has been signed by the relevant parties, including:
= apprentice/trainee; the parent/guardian where applicable; a school representative it the training contract
5 for a school-based apprenticeship or traineeship
= the employer; and
= the registered training organisation (RTO),

Upload Signed Training Plan -

Browse

Browse

Browse

Training Plan Documents Uploaded

Document Mame i Document Slze ¢ Created On { Modified On

Mo records available

Intended Decul
Pathology Collect

Employment Af

Attendance Ty)

Part-tima

Is School Based
Mo

=]

Note: Before uploading, check the training plan has been signed by the RTO,
employer, apprentice, parent/guardian and (where applicable) and a school
representative if the training contract is for a school-based apprenticeship or
traineeship. The training plan must also contain the same qualification as stated on
the training contract.

jobsandskills.wa.gov.au/employerincentive
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5. Select Browse to attach the softcopy of the training plan saved on your
computer or device.

-
) L Intended Duu;l
5 Upload signed training plan Pathology Collecty
Prior to uploading the training plan, please ensure that it includes I'r'l-"-:.-||::--.-.-.'||:_ nfarmation
Employment An
1. the gualification is the same as stated on traning contract; and
Z. the training plan has been signed by the relevant parties, including: Attendance TvH
apprenbica/tramnea; the F:-I'l"'l."|§ll'l.'.'| an wheara app icable: a schoal reprasentatrea f the train ng contract Part-timae
is for a school-based apprenticeship or traineaship;
+ the employer; and Is School Based|
= the registered training organisation (RTO) o
Upload Signed Training Plan - [+
Browse
Browse
Browse
Training Plan Documents Uploaded
Document Name :  Document Size : Created On 1 Madified On
Ly
Mo records 2vailable
6. Locate the training plan you wish to upload.
b — — ]
4 Bl > Tha®l » Deskiop w B — o | - @& Sesche. -
e sl
Organse = Hew foider = [ @
P A Mame Nabe modiie T
mse dowr d the traéning
Nominal Term
36
Interded Cecupation
Fathology Collector
& Fichures
. “Wideot Lr I Employment Arrangemaent
e 'Windaw ()
= 300812 Vit Antendance Type
== Mon Standsed [ [tsve if the traning contract Fart-time
o Busnen %]
5 TRIM Offfest (%) Is chool Based?
w £ 3 Ha
Filp rurmar A Files 7] -
Open Cancel U
Browse

Note: WAAMS will accept attachments in formats including .doc, docx, xIs, PDF,
JPG. The maximum size of attachments | 15MB per attachment.

jobsandskills.wa.gov.au/employerincentive
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If you attach the wrong document by mistake, just select the Browse button next to
the document and locate then attach its replacement.

Prior to uploading the training plan, please ensure that it includes the following information.

Ef]
1. the qualification is the same as stated on training contract; and
2. the training plan has been signed by the relevant parties, including: A
= apprentice/traines; the parent/guardian where applicable; a school representative if the training contract B |
is for a school-based apprenticeship or traineaship;
s the employer; and Is
¢ the registered training organisation (RTO). N
} Uplead Signed Training Plan * [
13
ElS Instructional video - Upload and submit a training plan.docx
Browse . P g
Browse
Browse

Training Plan Documents Uploaded

Document Name i Document Size i Created On i Modified On

1. Now all you need to do is select the Upload button.

Browse

Browse

Training Plan Documents Uploaded

[ Document Mame ¢ Document Size :  Created On :  Meodified On

Mo records available.

If you require any assistance with WAAMS, please contact Apprenticeship Office on
13 19 54 or email at rai.projects@dtwd.wa.gov.au.

jobsandskills.wa.gov.au/employerincentive
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Loading training plans via Upload Training Plans

Training plans can be uploaded from the Training Plan Uploads, providing
convenience for employers who need to load multiple training plans.

1. From the WAAMS Portal home page, select Training Plan Uploads from the
menu on the right.

n 1 ®Employer  OF Prafile
MNaoticeboard
My Perr
Cotamn opt ]
oamn options and report: . q
d i
g 3 colema hea d dro T & L4 i
o i
Subject i CresbedOn.d | Stahe I Trsining Contrad i Full Mame i [
o sp- o ~ Organisation
i 20 lan 320 Fecetved acqueline Tan W eEminacy Bulk Contract Change
) Enrabment Evidence Uplaad
Drganisation Detnils
o " Rucaived Bethany Chenches Submitted Contract Changes
Theeadara Cifford
Training Plan Uplaads
& L [

al

2. You are now on the Training Plan Uploads page.
On the training plan uploads page, you will see a list of training contracts:

e With an eligible or notionally eligible employer incentive; and

e Where the training plan copy has not been provided by employer and verified
by the Department.

n ® Employer O Profile

jobsandskills.wa.gov.au/employerincentive
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3. You can use the filters on each column to locate a particular
apprentice/trainee.

ot i i

A cusaraTH PATHOLOGY PTY LTD ¥ Employwr Of Profile
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You can select from a couple of columns to search for the apprentice/trainee, such
as Apprentice and Training Contract ID and use filters such as “contains”.

Apprantics T Type 4‘;:4:»*1 T ATOnctified. T ESofcopyR. T hSoftcopyV. T TCStatus T TewiningConi-. T
s

SR TEME TR VAIE DR A

- - snegrad | CONLEING L
o syl . E Producsd M e At
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ry i Produssd 5 Beiive
15 el o v g
LikE-
T oy " B
’ fhary Produced Mo Na Acthve
Cliar o
& Commiscement Produced Ha Betive
IF) ] Commercement Produced Mo Ho Acthve
Rgkraber MSL40118 Y

' — O

Note: only training contracts eligible or notionally eligible for the incentive will
appear in this grid.

jobsandskills.wa.gov.au/employerincentive
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To move through the list, use the page number buttons along the bottom to go
forward or back through the pages, or use the items per page to change the way
the list of entitlements display.

—a
Active entitlements
SRarun I Lodeme I omoud I Type L App Open Date I App Clesa Dabe 1 Amount I (haim Status
= f
1 ) 2
Submitted entirlememm
4. To upload and submit any of the training plans listed here, select the edit
(pencil) icon to the left of the relevant contract.
Apprentice T Type T  Oualification T RTO rctified. T s Softcopy R. T BSofbcopyv.. T TC Stabus T TrainingCont. 7T
echniques
. 540018 i
@ g m aboratory | Produced
MILAOTIR
o ~ Commancamant Laboratory Produced Ha Mo Artrg
Techniques

or Commaencement Laboratory Produced Hao Mo Artre

B 5 v o

You are now on the Edit Training Plan Uploads page, refer to page 5 for
instructions on loading the training plan.

The training plan you uploaded will be assessed by the Apprenticeship Office, once
it has been verified it will no longer appear in the training plan uploads grid.
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