Government of Western Australia JOBS & SKI LLS WA

Department of Training

and Workforce Development EM PLOYER |NCENT|VE

Uploading Enrolment Evidence — User Guide

Employers who are eligible for the Jobs and Skills WA Employer Incentive who have
engaged with a registered training organisation (RTO) that is not publicly funded by
the Department of Training and Workforce Development, will be required to provide
evidence to show that their apprentice/ trainee is enrolled into the qualification
showing on the training contract. This information must be provided before your
incentive claim can be processed.

Uploading Enrolment Evidence for individual apprentice/ trainee

1. Log on to the WAAMS portal at https://waamsportal.dtwd.wa.gov.au/
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*Employers who do not have a WAAMS portal account should contact 13 19 54
(option 2) to speak to an Employer Incentive team member.
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2. At the WAAMS homepage, select the Employer Incentives tab.
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Bulk Contract Change
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Note: If you have enrolment evidence for more than one apprentice/trainee, you
may wish to load the enrolment evidence via the Enrolment Evidence Upload page

(refer to page 7 of this document).

3. From the Employer Incentives landing page, select View and claim

Employer Incentives

Home

Jobs and Skills WA Employer Incentive

an view their eligibility to receive the incentive under the
is page.

Entitlements that can be claimed by

an eligible employer, are listed under the 'View entitlements’ option.

@ Employer of Profile

GTO Reporting

View and claim Employer

Incentives

View Training Contract Eligibility
& Estimates

4. From the View and claim Employer Incentives page, you can locate your
entitlement on the Pending grid or the Active grid.

jobsandskills.wa.gov.au/employerincentive

Page 2 | February 2022



Covenmen o ester Austal JOBS & SKILLS WA
and Workforce Development EM PLOYER |NCENT|VE

5. Locate your apprentice/trainee and expand the details in the grid by clicking
the icon to the left of the apprentice/trainee’s name.

I l ® Employer O Profile

Pending Entitiements

Claim Open i Incentve Type
a t Amount I Clam Status

Incentive Eligibdity

6. If enrolment evidence is required the Fix it icon will appear in the Incentive
Eligibility table for you to action.

7. Click on the Fix it icon to action the enrolment evidence.

Pending Entitlements
Cialuszn opticea and régort
Claim Open i Incentive Type
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8. You will now be on the Update Evidence page

Home ' Organisation ' Enrclment Evidence Upload I:I Hi @ Employer  #E Profile

Name N

Apprentice

Traineeship/Apprenticeship
TROS720 UNDERGROUND METALLIFEROUS MINING (LEVEL 3 )

Qualification

RII30315: Underground Metalliferous Mining

Start Date

18 Jun 2018

Enrolment Evidence *

Prior to upleading proof of enrolment, please ensure that it includes the following information.

1. Confirmation that the registered training organisation (RTO) has accepted the enrolment.
2. Evidence that payment has been made for the enrolment.

3. Enrolment documentation which contains the name of the apprentice or trainee, RTO and the qualification.

Should a change of RTO occur for the training contract, updated copy of proof of enrolment documentation for the new RTO will need to be provided prior to the next claim mileston|

being reached

9. Scroll down the page to the Enrolment Evidence section.

Enrolment Evidence *
Prior to uploading proof of enrolment, please ensure that it includes the following infermation.

1. Confirmation that the registered training organisation (RTO) has accepted the enrolment.
2. Evidence that payment has been made for the enrolment.
3. Enrolment documentation which contains the name of the apprentice or trainee, RTO and the qualification.

Should a change of RTO occur for the training contract, updated copy of proof of enrolment documentation for the new RTO will need to be provided prior to the next claim milestone

being reached

Browse

Documents Attached

Document Name :  Document Size i Created On :  Modified On

Note: Before uploading, check that the evidence is one of the following:

Confirmation letter; or

Receipt/invoice of enrolment from the registered training organisation (RTO)
Online registration or

Enrolment form.

PN

These documents must include:

- apprentice/trainee’s name;
- the qualification name;

- national code; and

- enrolment period

jobsandskills.wa.gov.au/employerincentive
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The following documents are not considered to be enrolment evidence:

- training plan;
- signed page of an enrolment form with no other information; or
- training contract

10.Select Browse to attach the softcopy of the enrolment evidence from your
computer or device.

Enrolment Evidence *
Prior to uploading proof of enrolment, please ensure that it includes the following information.

1. Confirmation that the registered training organisation (RTO) has accepted the enrolment.
2. Evidence that payment has been made for the enrolment.

3. Enrolment documentation which contains the name of the apprentice or trainee, RTO and the qualification.

Shauld a change of RTO occur for the training contract, updated copy of praof of enrolment documentation for the new RTO will need ta be provided prior to the next claim milestone
being reached

o
Browse
Documents Attached
Document Name :  Document Size i Created On i Modified On

11.Select the enrolment evidence you wish to upload.

& Choose File to Upload x

<« © 4 B> ThisPC 5 Deskiop || | SearchDesktop p  Enceiphxeisincentiveid=ebd( - @ < || Search. o~
|

Organise » [y New folder - @ @

I This PC A Name Date modified Tpe ~

8 3D Objects 5| EIS - Enrolment Evidence _ Apprentice M., 19/03/2020 1132 AM Micr
Desktop.

& Documents

& Downloads

B Music

& Pictures

B Videos

‘i Windows (C1) ant.

- dtw

= Non Standard (M and the gualification.

bn.

== Business (5) documentation for the new RTO will need to be provided prior to the next claim milestone

== TRIM Offline (V) v
v <

File name: | | ANFiles (%) v

Open Cancel

Note: WAAMS will accept attachments in the following formats; doc, docx, xlIs, PDF
and JPG. The maximum size of attachment that can be uploaded into WAAMS is
15MB (per attachment).
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If you attach the wrong document by mistake, just select the Browse button next to
the document to locate its replacement.

Enralment Evidence *

Prior to uploading proof of enrolment, please ensure that it includes the following information.

1. Tonfirmation that the registered training organization {RTO) has accepted the enrolment.
2. Evidence that payment has been made for the enrolment.

3. Enrolment documentation which contains the name of the apprentice or trainee, RTO and the qualification.

Should a change of RTO occur for the training contract, updated copy of proof of enrolment documentation for the new RTO will need to be provided prior to the next claim milestons
being reached.

EIS - Enrolment Evidence _ Apprentice Name.docx
Browse

Submit

Documents Attached

Document Name ! Document Size ! Created On t  Modified On

12.Click on Submit.
13.Close the window to return to the View and Claim Employer Incentives

page.

Enrolment Evidence *
Prior to uploading proof of enrolment, please ensure that it includes the following information.

1. Confirmation that the reBistered training organisation (RTO) has accepted the enrolment.
2. Evidence that payment has been made for the enrolment.

3. Enrolment documentation which contains the name of the apprentice or trainee, RTO and the qualification.

Should a change of RTO occur for the training contract, updated copy of proof of enrolment documentation for the new RTO will need to be provided prior to the next claim milestone
being reached

EIS - Enrolment Evidence _ Apprentice Name.docx

Documents Attached

Document Name : Document Size :  Created On i Modified On
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Loading enrolment evidence for multiple apprentices/trainees

1. From the WAAMS Portal home page, select Enrolment Evidence Upload
from the menu on the right.

Home B @ Employer 8 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 Ly W EIS User [
+ TCC User o
Subject i CreatedOn..l : Status ¢ Training Contrac.. ¢ Full Name
Extension to i A
2 Organisation
= ) 13 Mar 2020 Received . Wiew contract
training contract, 1D Bulk Contract Change
Enrolment Evidence Upload
Exiensoniog Manage Financial Administrators
Iamaninasts training : I
@ contract, 1D 13 Mar 2020 Received View contract Organisation Details

Submitted Contract Changes
Jobs and Skills WA

Employer Incentive

Training Plan Uploads

eligibility for new -~
= 13 Mar 2020 Received Wiew contract
training contract

2. Onthe Enrolment Evidence Upload page, you will see a list of your training
contracts with an eligible or notionally eligible employer incentive where
enrolment evidence has not been provided.

Home =~ Organisation : [ ] @ Employer 28 Profile

Eligible employers may be required to provide praof of the apprentice or trainee’s RTO enrolment as evidence, to support their milestone incentive claim.

The proof of enrolment documentation should verify that the RTO has confirmed the enrolment and received payment. Enrolment documentation should include the name of the

apprentice/trainee and the registered training organisation (RTO).
If proof of enrolment is required or outstanding, the enrolment upload will ppear in the table below. Submitted documEntation will be verified and approved.

If a change of RTO occurs, the updated proof of enrolment must be submitted prior to a claim milestone being reached.

TCID i Apprentice i  Evidence Required? : Evidence Attached? ! IsEnrolmentEvide..  Eligibility Status :  Incentive Status
@ Yes No No In Scope Active ~
@ Yes No No In Scope Active

jobsandskills.wa.gov.au/employerincentive
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Organisation Contracts Incoming Training Contracts Employer Incentive | ® Logout

Home ' Organisation : [ ] @ Employer 28 Profile

Eligible employers may be required to provide praof of the apprentice or trainee’s RTO enrolment as evidence, to support their milestone incentive claim.

The proof of enrolment documentation should verify that the RTO has confirmed the enrolment and received payment. Enrolment documentation should include the name of the

apprentice/trainee and the registered training organisation (RTO).
If proof of enrolment is required or outstanding, the enrolment upload will ppear in the table below. Submitted documEntation will be verified and approved.

If a change of RTO occurs, the updated proof of enrolment must be submitted prior to a claim milestone being reached.

TCID i Apprentice ¢ Evidence Required? | Evidence Attached? IE | Is Enrelment Evide.. | i Eigibility Status :  Incentive Status
@ Yes i No No In Scope Active ~
@ Yes No No In Scope Active

3. Use the filters on each column to locate a particular apprentice/trainee.

Contracts Inceming Training Contracts Employer Incentive | B Logout

Home ' Organisation B @ Employer @ Profile

Eligible employers may be required to provide proof of the apprentice or trainee’s RTO enrolment as evidence, to support their milestone incentive claim.

The proof of enrolment documentation should verify that the RTO has confirmed the enrolment and received payment. Enrolment documentation should include the name of the

apprentice/trainee and the registered training organisation (RTQ).
If proof of enrolment is required or outstanding, the enrolment upload will appear in the table below. Submitted documEntation will be verified and approved.

If a change TO occurs, the update@roof of enrolment must be submitted prior to a claim milestone being reached.

TCID EApprent\ce E Evidence Required? ¢ Evidence Attached? i IsEnrolmentEvide.. ¢  Eligibility Status I Incentive Status

@ Yes Mo Mo In Scope Active rs
= ves No No In Scope Active
TCID i Apprentice E}vlddﬁe Required? i Evidence Attached? ! IsEnrolment Evide.. : Eligibility Status :  Incentive Status
+ sort ascending No No In Scope Active A
@ No No In Scope Active
4 Sort Descending
@ No No In Scope Active
3
@ I columns In Scope Active
Show items with value that:
¥ Fitter » | Contains -
@ ] In Scope Active
@ Yes . 0 In Scope Active
And v
@ Yes o In Scope Active
Is equal to v
@ Yes 0 In Scope Active
@ Yes 3Clear o In Scope Active

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

4. Use the page number buttons along the bottom of the page to go forward or
back through the pages, or use the items per page to change the way the list
of entitlements display.
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Home = Organisation Hi 1 @Employer % Profile

Eligible employers may be required to provide proof of the apprentice or trainee’s RTO enrolment as evidence, to support their milestone incentive claim.

The proof of enrolment documentation should verify that the RTO has confirmed the enrolment and received payment. Enrolment decumentation should include the name of the

apprentice/trainee and the registered training organisation (RTO).
If proof of enrolment is required or outstanding, the enrolment upload will appear in the table below. Submitted documentation will be verified and approved.

If a change of RTO occurs, the updated proof of enrolment must be submitted prior to a claim milestone being reached.

TCID i Apprentice i Evidence Required? i Evidence Attached? ! IsEnrolment Evide.. i Eligibility Status i Incentive Status 3

= Yes Ne Na In Scope Active ~
@ Yes No No In Scope Active

=4 Yes No No In Scope Active

= Yes No No In Scope Active

[e4 ves No Na In Scope Active

@ Yes No Mo In Scope Active

= Yes No No In Scope Active

[£3 No No In Scope Active

=4 No No In Scope Active

= No No In Scope Active

4 No Mo In Scope Active .
; “- __-Z 3 4 ¢]

5. To upload and submit enrolment evidence for any apprentice/trainee listed,
select the edit (pencil) icon to the left of the relevant contract.
R Home Organisation E @ Employer & Profile

Eligible employers may be required to provide proof of the apprentice or trainee’s RTO enrolment as evidence, to support their milestone incentive claim.

The proof of enrolment documentation should verify that the RTO has confirmed the enrolment and received payment. Enrolment documentation should include the name of the
apprentice/trainee and the registered training organisation (RTO).

If proof of enrolment is required or outstanding, the enrolment upload will appear in the table below. Submitted documentation will be verified and approved.

If a change of RTO occurs, the updated proof of enrolment must be submitted prior to a claim milestone being reached.

TCID i Apprentice i Evidence Required? : Evidence Attached? i IsEnrolment Evide..  Eligibility Status i Incentive Status

4 Yes No No In Scope Active
~

Yes Mo No In Scope Active

@ Yes No No In Scope Active

@ Yes Mo No In Scope Active

=4 Yes No No In Scope Active

& Yes No No In Scope Active

@ Yes No No In Scope Active

@ Yes Mo No In Scope Active

@ Yes No No In Scope Active

@ Yes No No In Scope Active
=4 Yes No No In Scope Active o

6. You will now be on the Update Evidence page
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Incoming Trainir

Home | Organisation | Enrolment Evidence Upload I:l Hi @Employer O Profile

Name I

Apprentice

Traineeship/Apprenticeship
TROS720 UNDERGROUND METALLIFEROUS MINING (LEVEL3 )

Qualification

RII30315: Underground Metalliferous Mining

Start Date

18 Jun 2018
Enrolment Evidence *

Prior to uploading proof of enrolment, please ensure that it includes the following information.

1. Confirmation that the registered training organisation (RTO) has accepted the enrolment.

2. Evidence that payment has been made for the enrolment.

3. Enrolment documentation which contains the name of the apprentice or trainee, RTO and the qualification.
Should a change of RTO occur for the training contract, updated copy of proof of enrolment documentation for the new RTQ will need to be provided prior to the next claim mileston

being reached.

Browss

7. Scroll down the page to the Enrolment Evidence section.

Enrolment Evidence *
Prior to uploading proof of enrolment, please ensure that it includes the following information.

1. Confirmation that the registered training organisation (RTO) has accepted the enrolment.
2. Evidence that payment has been made for the enrolment.
3. Enrolment documentation which contains the name of the apprentice or trainee, RTO and the gualification.

Should a change of RTO occur for the training cantract, updated copy of proof of enrolment documentation for the new RTO will need to be provided prior to the next claim milestone

being reached.

Browse

Documents Attached

Document Name :  Document Size i Created On ¢ Modified On

Note: Before uploading, check that the evidence is one of the following:

1. Confirmation letter; or

2. Receipt/invoice of enrolment from the registered training organisation (RTO)
3. Online registration or

4. enrolment form.

This must include:

- apprentice/trainee’s name;
- the qualification name;

- national code; and

- enrolment period.
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The following documents are not considered to be enrolment evidence:

- training plan;
- signed page of an enrolment form with no other information; or
- training contract

8. Select Browse to attach the softcopy of the enrolment evidence from your
computer or device.

Enrolment Evidence *
Prior to uploading proof of enrolment, please ensure that it includes the following information.

1. Confirmation that the registered training organisation (RTO) has accepted the enrolment.
2. Evidence that payment has been made for the enrolment.

3. Enrolment documentation which contains the name of the apprentice or trainee, RTO and the qualification.

Shauld a change of RTO occur for the training contract, updated copy of praof of enrolment documentation for the new RTO will need ta be provided prior to the next claim milestone
being reached

Browse

Documents Attached

Document Name :  Document Size : Created On :  Modified On

9. Select the enrolment evidence you wish to upload.

& Choose File to Upload pe —
- © 4 B> ThsPC 5 Desktop «|®| | search Desktap » fencetphi_eisincentiveid=cb4 ~ @ & || Search. P~

Organise » [y New folder = O @ |

I This PC A Name Date modified Tpe ~

B 30 Objects 2 EIS - Enrolment Evidence _ Apprentice N...  19/03/2020 11:39AM  Mier
Deskiop

& Documents

& Downloads

B Music

& Pictures

i Videos

iy Windows (C) nt.

bn.

- dtw
= Non Standard (M and the gualification.
= Business (5:)

== TRIM Offline (V) v
v <

documentation for the new RTO will need to be provided prior to the next claim milestone

File name: | | ANFiles (%) v

Open Cancel

Note: WAAMS will accept attachments in the following formats; doc, docx, xlIs, PDF
and JPG. The maximum size of attachment that can be uploaded into WAAMS is
15MB (per attachment).
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If you attach the wrong document by mistake, just select the Browse button next to
the document to locate its replacement.

Enralment Evidence *

Prior to uploading proof of enrolment, please ensure that it includes the following information.

1. Tonfirmation that the registered training organization {RTO) has accepted the enrolment.
2. Evidence that payment has been made for the enrolment.

3. Enrolment documentation which contains the name of the apprentice or trainee, RTO and the qualification.

Should a change of RTO occur for the training contract, updated copy of proof of enrolment documentation for the new RTO will need to be provided prior to the next claim milestons

being reached.

- EIS - Enrolment Evidence _ Apprentice Name.docx
Browse
Submit

Documents Attached

Document Name ! Document Size ! Created On t  Modified On

10.Click on Submit.
11.Close the window to return to the View and Claim Employer Incentives

page.

Enrolment Evidence *
Prior to uploading proof of enrolment, please ensure that it includes the following information.

1. Confirmation that the reBistered training organisation (RTO) has accepted the enrolment.
2. Evidence that payment has been made for the enrolment.

3. Enrolment documentation which contains the name of the apprentice or trainee, RTO and the qualification.

Should a change of RTO occur for the training contract, updated copy of proof of enrolment documentation for the new RTO will need to be provided prior to the next claim milestone

being reached

EIS - Enrolment Evidence _ Apprentice Name.docx
Browse

Documents Attached

Document Name : Document Size :  Created On i Modified On

The enrolment evidence you uploaded will be assessed by the Apprenticeship
Office. Once it has been verified it will no longer appear in the enrolment evidence
upload grid.

If you require any assistance with WAAMS, please contact Apprenticeship Office on
13 19 54 menu (option 2) or email at employerincentive@dtwd.wa.qgov.au
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