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, and signed by the parent/guardian if the apprentice/trainee is under 18
years of age).

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, request

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

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;
) ) ) ) Western Australian Ap, 5 (WAAMS
« working for a registered training organisation that currently delivers training to I 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 Netwark (AASN) provider who those terms and conditions, it is my responsibility to ensure that:
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 infermation 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 whe do not already have access will be invited to register to use securring 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
- . . . . . 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 & Scott Radici ® Logout

P ——e,
Home / B @ Employer £ Profile

Noticeboard

My Permissions

Column options and reports

% Financizl Admin [i}
+ Organisation Admin [i]
Drag a column header and drop it here to group by that column + EIS User Li]
+ TCC User o
Subject ¢ CreatedOn.. ! Status ¢ Training Contrac.. i Full Name

Extension to Annette F 3
Organisation
Robson's training o 00 4 Y 1908amT . - [T
Fs contract, ID- 03 Mar 2020 Receiver 111965%8T1 Annette Robson View contract Bulk Contract Change
1H1SE5ETL Enrolment Evidence Upload

Extension to Charles Organisation Details
Rubanathan's training - i PN s _ _ o

= contract, ID: 0% Mar 2020 Received 1119628T1 Charles Rubanathan View contract Submitted Contract Changes
111962871 Training Plan Uploads

Extension to CARLY
BIANCA JONES's

L } 05 Mar 2020 Received 44365542 CARLY BIANCA JONES View contract
training contract, ID
44282542
Extension to Paul <
0 - [¢]

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 8 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.

e
H Frrpl = n ® Emplayer 08 Profile
Pending Entitlements
Cohes opticas md feporti
SMstus [ Learner it P Type § App Open Date i App{ode Date o amaunt o Claim Satus § Dwhal

L ' Completon 10 Apr 2022 A2 12500 Awaiting Milestone 2 "~

D / S Eompleticn 37 un 2033 ¥ jun 203 3 33780 Taiks Ingmplats & |

Incentive Elgibility

o a
Softzopy of the Traming Plan - Employer i T) incomplete | Fie it <
= w ; Comphetion 29 Mary 2022 I3 Mary 2023 5202500 Aviaiting b bestoes ¥
" \.a E n Completion 15 Apr 2032 15 Apr 2023 5312500 Awaiting Mikestons I w

=
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
Tl ofis, ind feporms
Batus I Learner i T i Type i App Open Date i AppClode Date i Amgunt i Clalm Stabe
* ' Completion 10 Apr 2021 10 Apr 2022 212500 Awafting Miestone E "~
a . Corglatian 27 pan 2002 27 fen 2023 S1.337 50 Taghs Eoemplete &
Incentive Eligibility
softcopy of the Training Plan - Empioyer -'.'-:rr|:'c'.
" ' 1 Comgpletion 5 My 2002 9 May 3023 5212500 Awakng Missione £
[3 ' an | 1 Completion 15 Apr 2022 15 Agr 2023 51125100 Awadng Miestone [~ b
m- - :

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

. Contract Information

Commencement

T - .
Rezponse To Requested Trainng Plan Contract Parties

Produyced

Apprentice/Trainea

Training Plan Requested Date =
| 24 Jjul 2035

Parent/Guardian

Dus Date

0 Sen 2019 Employer

Leamnar Signature Date

eche Reie 1] Workakte

Employer Signature Date
GRS
Registered Training Drganisation
RTO Signaturs Date
03093019
AASN Prewvider
PG Signed Dats A

jobsandskills.wa.gov.au/employerincentive

Page 4 | January 2020




Government of Western Australia JOBS & SKI LLS WA

Department of Training

and Workforce Development EM PLOYER |NCENT|VE

4. Scroll down the page to the upload signed training plan section.

. Intended Occuf
5 Upload signed training plan Pathology Collect
Prior to uploading the training plan, please ensure that it includes the following information
ploacing e pla = N Employment A
1. the qualification is the same as stated on training contract; and
2. the training plan has been signed by the relevant parties, including: Attendance Ty)
* apprentice/traines; the parent/guardian where applicable; a school representative if the training contract Part-time
5 for a school-based apprenticeship or traineeship
* the employer; and Is Schecl Based
* the registered training organisation (RTO) Mo
Upload Signed Training Plan - o
Browse
Browse
Browse

Training Plan Documents Uploaded

Document Mame i Document Slze ¢ Created On { Modified On

Mo records available

Note: Before uploading, check the training plan has been signed by the RTO,
employer, apprentice/trainee, and (where applicable) the parent/quardian 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.

2
i o Intended Duu;l
5 Upload signed training plan Piibology Collectl
Pr Lo updoading the traming plan, please énsure that of =r'":'..:‘|-'.|5"l-'.-:.-||\.--.‘|':'.|—'_.'.'.\':-I“'.III-\.:-II.
Employment A
1. the gualification is the same as s i trapning contract; and
Z. the traming plan has been signed by the relevant partees, including: Attendance Tyg
af rainga; the parent/guardan v applicable; a schoal representative if the training contract Part-time
I ol-based apprenticeship or traineaship;
+ the employer; and Is School Based]
= the registered training organisation (RTO) Mo
Upload Signed Training Plan - 1D
Browss
Browsa
Browse
Training Plan Documents Uploaded
Document Name :  Document Size : Created On 1 Madified On
)
Mo records gvailable
6. Locate the training plan you wish to upload.
I ! = 1
4 B ThaPl = Deskiop w & e st p | EEEH wilfor ~ B G || Seerch £
e taly
Orgarise = Mew feldder . B
Il I . . s download the tradning
o 2 Nominal Term
[ e r—— 3 1208 PR [P
= 36
& i
E Interded Cecupation
Pathology Collector
& Fictures "
. Wideot Lr I Employment Arrangamant
G Window (T}
= 3008812 [Vt Antendance Type
== Hon Sanded (k ptive if the traming confract Part-time
o Bunnen %]
= TRM Offfese [¥) s School Based?
v £ ¥ e
Fily rarrar i Fils .5 -
Open Cancel .
Browae

Note: WAAMS will accept attachments in formats including .doc, docx, .xls, .pdf, and
Jpg. The maximum size of attachments is 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 upleading the training plan, please ensure that it includes the following informaticn.

Ef]
1. the gualification is the same as stated on training contract; and
2. the training plan has been signed by the relevant parties, including: A
= apprentice/trainee; the parent/guardian where applicable; a school representative if the training contract ra
is for a school-based apprenticeship or traineaship;
» the employer; and Is
¢ the registered training organisation (RTO). M
I Uplead Signed Training Plan * [
13
Browse EIS Instructional video - Upload and submit a training plan.doex
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 :  Modified 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 O Profile
MNaticeboard
Py Pe
Cola 3 il
ohamn options and reports _— q
- L
DOrag a colomn header and drop @ bare b0 growp by that cokema L L
W L
Subiject i CreatedOn.. © Slahs ¢ Training Contrac. 1 Full Name i i Lr
Change ol hours Tor - Organisation
U i b
o e Encebved queline Ta Bulk Contrast Change
} Enrabment Evidence Uplaad

Drganisatbon Details

04 Dec 3019 Rucared i e e (e Eembract Submitted Contract Changes

Training Flan Uplaads

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

@ Employer 6 Prefile

Apprentice T Type T Oualfication T |rionotfied. Y kSoftcopyR.. T |ksSoficopyv_ | T TCStatus Y TrainingComt_ T
Commaencament oy Frox Ho Ha Active 1

~
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3. You can use the filters on each column to locate a particular
apprentice/trainee.

R I T | gl a Prafils

L A
v e e raa ¥ -
5
¥ -
]
: -
]
¥ T i ~ "

-
n 24 o

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”.

Apprantice T Type 4‘.“-:..-« T ATDectified. T ESoMcopyR. T hSoftcopyV. T TCStatus T TewningConl.. Y
s

SR TS TR VRS TRT: o

;- .:3

1z
And - 115
ry oy Proaduce ] Bativg
15 epaal to v Gy
nie
& oy Proguced P L] Aclrve
Cliear s
ri Commencimen v Prisduced MG Ll At
ry F Commesmcemaent oduoed o L
Fkibes MSLAC11E “"

n 51 v o
Note: only training contracts eligible or notionally eligible for the incentive will
appear in this grid.
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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.

—
Active entitlements
SRakun I Lodrme I ] I Type E App Open Date I App Clse Date 1 Amount I (haim Status
&
- 1
Submi 1d il im 2
ubmitted entitlemen
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 FRTO rotified. T s Softcopy R T BSofbcopyv.. T TCStabus T TraningCont. 7T
echnique:
# g Commancamant o Active
or . Commancamant '.-l.;:cr:'.:r.- Produced Ho Mo Actiog
Techniques
i AT N :
40118
X " Commancement -:;---:'.-:- L= L
q W
B : o

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

The training plan you uploaded will be assessed by the Apprenticeship Office. It
should take 3 days to be verified, but may take longer depending on circumstances.
Once it has been verified, you will receive an email notifying you that the training
plan has been verified. It will no longer appear in the training plan uploads grid and
you will be free to resolve other outstanding tasks, and then submit your claim.

If there are problems with the training plan then the incentive task criteria on the EIS
Details page will display a failed rule, as shown below. You will receive an email
notifying you of the reason why the training plan failed assessment.

- Incentive task criteria (]

Status Criteria
Action Required

¥ Fail Training Plan softcopy is pending for Apprenticehsip Office to

verify €

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