OFFICIAL S //

Government of Western Australia
Department of Training

_ and Workforce Development Apprenticeship Office

How to Update Employer Details — User
Guide — Employers

To submit an Update of Employer Details — Business Address and
Primary Contact.

1. Log in to the WAAMS portal.

Request an account Verify Trade Certificate

Email

Password >

Remember me

Portal conditions of use

| agree to the Apprenticeship Management (WAAMS)

Terms an cmm tation to

data in the portal to any person otherwise
ised by the terms and conditions;
n has authorised my level of acc:

sentative or employee of my or;

eactivated.

that any transaction
originates from that

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

reversed

However, the Department underst;

made in
individual ment immediately on 13 19 54 (for

callers outside WA, please call 08 6551 549).
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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.

Organisation Contracts Incoming Training Contracts Employer Incentives Reengagement Incentive B Logout
@ Employer 2 Profile

My Permissions
WAAMS Menu Options
The WAAMS portal allows you to manage your training contracts, employer incentives and organisation details by clicking on the menu + Fina [i]
options at the top of this page. x (i}

X E o
Organisation Tab v [i]
Create and edit your organisation’s details including assigning portal users and contacts, upload training plans and enrolment evidence
(for organisations who are eligible for employer incentives), and manage Financial Administrator access.
ContractsTab Orgamsahon
View your organisation’s training contrac Bulk Contract Change

suspensions, terminations, changes to R
including any outstanding tasks/documentation required before yo Enrolment Evidence Upload
approved incentive claims.
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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https://www.jobsandskills.wa.gov.au/sites/default/files/uploads/documents/EMPLOYERS_section/jswa_employer_incentive_waams-user-levels-Feb20.pdf

3. Click on Organisation tab.

Organisation Contracts Incoming Training Contracts Emp

Home

4. From the Training Contract Changes menu on the right-hand side of the screen,
click on Organisation Details.

 Training Contract Change (TCC) User Li]
olment evidence
Organisation
ails, submit Bulk Contract Change
rincentives
ves; and view your Enrolment Evidence Upload
Manage Financial Administrators
/l Organisation Details I
v the Submitted Contract Changes

b longer be visible

Training Plan Uploads

5. Click on Edit Organisation Details

This will only appear for the Organisation Administrator.

Organisation

Edit Organisation Details
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6. Make the necessary changes.

Contact Details
Email address format must be all lower case.
k Same as Physical Address

* Please note: this change is not to be used for a change of ABN

7. Click on Submit
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Apprenticeship Office

T:13 1954

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