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Change Control

Version | Date Summary of Changes
7.0 August 2016 Following sections added or updated.
e Updated all URL links to log into I:AM to:
www.deewr.gov.au/iam/logon/Login.aspx?
7.1 May 2017 e Amending VET to include/replace VSL information
e Correcting spelling/grammar
e Updating hyperlinks
e Changing contact email addresses from
tsenquiries@education.gov.au to www.education.gov.au/vet-
fee-help-providers forms including information on contact
forms for various types of enquiries specific to VET providers
(new VSL and old VFH providers)
e Add contact email link for Higher Ed applications
e Noted that Estimate functions are no longer used
7.2 July 2017 e Update guide to include link for VET Student Loans approved
Provider information: www.education.gov.au/information-
vet-student-loans-approved-providers
e Update contents to provide a note to all VSL providers
concerning application status and business processes
7.3 October 2017 e Updated guide to include the section on viewing VSL approval
status, approved courses, course and provider fee limits
8.0 November 2017 Published
8.1 February 2018 e Higher Education Sector only
Changing contact email addresses from
HEenguries@education.gov.au to Fee-
Help@education.gov.au
8.2 April 2018 e Incorporating update from IAMS to eSAM authentication
9.0 July 2018 e Updated Reports, removed references to functionality no
longer in use.
9.2 Aug 2018 e Minor updates to remove references to outdated

functionality and improve usability of information.



https://www.deewr.gov.au/iam/logon/Login.aspx
mailto:tsenquiries@education.gov.au
https://www.education.gov.au/vet-fee-help-providers
https://www.education.gov.au/vet-fee-help-providers
https://www.education.gov.au/information-vet-student-loans-approved-providers
https://www.education.gov.au/information-vet-student-loans-approved-providers
mailto:HEenquries@education.gov.au
mailto:Fee-Help@education.gov.au
mailto:Fee-Help@education.gov.au

Contents
Special Note to VET Student Loans (VSL) and VET FEE-HELP (VFH) Providers re HITS Approval Status.5

INEFOAUCTION .ttt et sh e st et e bt e bt e s bt e s aeesab e st e e bt e b e e nbeenneesmeeenteenteen 5
USING This SUILE .. .uiiiiiiiiee ettt e e e et e e e e bt e e e e e bteeeeebteeeseabteeeeenstaeeeanstneesaseneessnes 6
Setting up an account in @SAM t0 aCCESS HITS ....eeeeiiiiiiiii e e e e 7
€SAM - Sign-IN and AULNENTICATION ....cciiiiii e e e s e sbee e e e sareeas 14
€SAM - Managing YOUE deTailS ......ccuieiiiiiiiie et e s e e s e e e s s e e e e sbee e e e nareeas 17
ACCESSING IMY DELAIIS....eeiiiiiiee ettt et e et e e e et e e e e e bte e e e s btaeeseabteeeeeabeaeeesbaneesastneeeanres 17
€SAM — FOrgotten YOUI PASSWOIT ....ceiiiiiiiieieiiee e et e e eeite e e eetee e e eeatee e e e eate e e e eeabeeeeeenbaeesennbeeeeennseeeeennsenas 21
ESAM = HITS USEI FOI@S...ciiieeiieeeiee ettt ettt ettt et e s bt e e st e e sabe e s beeesabeeebteesnbeesaneeesareens 24
PSC — Administrators respoNSIbDIlItIES ......ccccuiiiiiciiii e 24
PSC —Invite a user 0 register iN @SAM ...t e e e e e e eeaeeeeeeeeeeeeeeeeeseeeeeeenees 26
L O U =T U o Yo - =l e 1< - |1 S 28
PSC — Disabling, suspending and re-enabling USer aCCOUNTS ..........ceevciieieeiiiiiee e e 30
HITS = LOBEINE N oetiiiiiiiiiiiieeee ettt e e ettt e et e s s ettt e e e e s s sabtbe et e eeesssasassbaaeeeeessssnssssaaaeesssssansenns 32
Application — APPlICAtioN STAtUS ....ccccuiiiiiiiiee e e e e s e e e s ae e e e saraeeesanes 35
Application — Organisation already exists in HITS.........cooo i e 36
Application — Lodging an apPliCatioN .......c.ueiiiciiiie ettt e e e e rre e e e eanes 39
Application — NeW aPPlCANTS ...vviiiiciiie et e st e e e sbte e e e sbee e e e sbaeeeesntaeeesanes 41
Application —RetUrN 10 draft.......oii i e et 44
APPlICAtioON — SUMMAIY SCIEEN ..uviiiiiiiiie ittt e ettt e et e e e stre e e e sbte e e s sbteeeesabteeeesbeaeeessaeeessassaeeesnses 45
Application — Withdrawing your appliCation ..........cccuiiiieciiie it 47
Bank account — Creating @ bank @aCCOUNT.........ccccuiiiiiciiiie et et e e e e e e raaeeeaeas 49
Compliance Notices — VIew and aCtiON........cccciiiiiiiiie it eree e s e vee e e e erae e e areeas 51
(@fo] ] =Toi s lysYo [o [T oY -4 [ ole] 11 - [ of AR PSPPI 53
Contacts — Deleting @ CONTACT .....ccoiciiii et e e e et e e e et e e e e e abe e e e eeabeeeeeeabeeeeennreeas 57
Contacts — Updating @ CONTACE......uiiiii i e e e e e e et e e e e e e e e enabeaeaeeeeeeanas 60
Course — Viewing VSL approved fee limits, approved courses (start, end and teach out dates) and

APProved COUISE FEE HIMILS .iiiiiiiiiiiie e e e e e e sabe e e s senbee e e e sabeeeeennreeas 61
Documents — AdditioNal NOTES. .....c..uiiiiiiieiee et e 63
DOCUMENES = AFCRIVED ...ttt sttt ettt e bt e s bt e sae e et e e beesbeesbeesaneeas 64
(Do Yol 0 g Y=T o o=} (=Y ={o] =Tt 66
Documents — REMOVING @ AOCUMENT .. ..cciiiiiiiiiiiiee ettt e e e e et e e e e e e e e e e e e e e e ssnnbaseeeeeeeeeennrenns 67
Documents — Replacing @ dOCUMENT ......ioiiiiiiiecee e e e e e e et e e e snea e e e esaaneeeens 70
Documents — Uploading a document - APPliCant.......c..ueiiiciiieiiiiiie e e 74
Documents — Uploading a document — Approved Provider..........cccuvveeeei e 78
Documents — VieWiNg @ dOCUMENT .......ciiii i ee ettt ee e e e e e et e e e e e e e seaere e e e e e e e e sannbaseeeaeeeeesnnnsenns 82
Financial Performance — Create a Financial Performance........coovevieriiriiiiicieeneeeeceeeeeeeeseee 84

HELP IT Application User Guide V 9.2 — Final Page 3



Financial Performance — Updating and SUbMItting ........cooooiiieiiiiiiiicceecce e e 87

ML ESTONE — VIW/SUDMIT...eeeiieeeiieicieeteeeee ettt ettt e e e ettt e e et esssesssabeeeeeeesssasssseeeeeessssasssssseesesssssnssrrens 88
N Lo 31} {ToF: 1 A o] oIS T PSP P RO PUPOPPTROPRINt 91
Organisation details — Update details........ccoeuiiiiieiii i 92
Organisation details — VIEW detailS.......cccueiiiiiiiii et evee e e eaae e e 94
Organisation details — Viewing VSL approved provider start, end and teach out dates...................... 96
Payment Schedule List — Viewing a Payment Schedule (HED)........cccvvevieeicieeiieecee e eceeevee e 97
Payment Schedule List — Viewing a Payment Schedule (VET) ...cccuvvecieecieeeiee et evee e 98
Key Personnel — Adding @ KEY PersONNEL........ciiiiiiiiiiiiie ettt esree e e e s aee e s e e s 100
Key Personnel — Updating @ KeY PEIrSONNEL .....ccccuuviiiiiiiiiiecciee ettt et e e ivee e e vee e e 104
Publications — Creating a publication rEQUEST .........ccccuiiiieiiiee e e e e e 105
Publications — Withdrawing a publication reqQUESL.........ceiviiiiiiiiiiiee e 107
REPOITS — VIEWING FEPOITS ..viiiiiiiiiiiiiiieeee e ettt e e s e ettt e e e e s s ssseabtaeeeeesssasabbeaeeeeesssssnsssnaaeeesssssnnsnns 108
Request for further information (RFI) — Viewing an RFl .........ooiiiiiiiiiiiiie et 112
Request for further information — Lodging an RFl..........ooiiiiiii i e 114
L€ Lo Y- o PPN 117
T} (o] ¢ g g =Y d o] o U T T OO TPV P T UPPTOTUP TP 118
FAY oY o] IV - Tl =T PRSP 118
System for Higher Ed (HITS) URL.......uuiiiiiiee ettt et e e et e e e atae e e e ntae e s et e e s enneeas 118
Tertiary Education Quality & Standards Agency (TEQSA).......coocciiieeecieee ettt e e e e 118
TraiNiNG.ZOV.AU (TGA) .oeiiiiiiiiie ittt et ettt e et e e rte e e e te e e staeessteeesbaeesabeeanteeesseesnsasensseesnsaeeasseesnseeanes 118
WV ED BrOWSEIS ...ttt ettt ettt et sttt et s et e st e s bt e e s ate e s bt e e sabeesabeesbbeesabaeenabeesabeesabaeesabeesnnees 118
ATEACIMENTS ...ttt et b e s bt e s a e e st e st e et e e bt e bt e s bt e saeeeat e et e e beenbeenheesanena 119
Attachment A — HELP IT System (HITS) URL.....c.uuiiiiiiee ettt e et et e e 119
Attachment B — Application status DIagrami..........coccueeeeiiiieecciiee ettt e e etee e e e e e e 121
Attachment C— User Security Declaration FOrM ........ccooieiiiiiiiiee et 122
Attachment D - Initial Access REQUEST FOIM ......uiiiiiiiiiiiciiie ettt e e evee e e e 124
Attachment E — NOTIfiCatioNS ......ooiueiiiieiene ettt sttt et 125

HELP IT Application User Guide V 9.2 — Final Page 4



Special Note to VET Student Loans (VSL) and VET FEE-HELP (VFH)
Providers re HITS Approval Status

An upgrade to HITS occurred on 1 July 2017 to reflect VET Student Loans (VSL) approvals. The Provider
‘status’ in HITS will reflect the latest change in HITS for either VSL or VFH applications.

For example:

1. A provider thatis VFH approved, and was VSL approved during the transitional period which
concluded on 30/6/17, and is not currently approved for the full VSL, will now have a status of
‘Revoked’ in HITS. This ‘revoked’ status reflects the last change in HITS (i.e. the completion of the VSL
approval on 30/6/17). The provider may still be VFH approved;

2. Aprovider that is VFH approved, and did not apply for VSL approval at all (i.e. was not approved for
VSL for the transitional period), will still have the status of ‘Approved’;

3. Aprovider that was never involved in VFH, was not VSL approved during the transitional period, but
has been approved for VSL from 1/7/17, will have the status of ‘Approved’.

In addition, the approval status in HITS may reflect a business change.
For example:

1. If a provider has requested revocation, the status will be adjusted to ‘Revoked’ with notes added
reflecting the request;

2. Ifa provider has closed and is subject to a tuition assurance activation, the status will be adjusted to
‘Revoked’ with notes added reflecting the change.

If you have any queries on the above, please contact the department via the online enquiry form under the
Frequently Asked Questionssection at www.education.gov.au/information-vet-student-loans-approved-

providers.

Introduction

The HELP Information Technology System (HITS) is the IT application that organisations must use to lodge
applications to become approved HELP providers. HITS also manages contact information and ongoing
compliance with the VET Student Loans/VET FEE-HELP and FEE-HELP loan schemes.

Further information:

For further information on provider applications, refer to:
VET Student Loans: www.education.gov.au/vet-student-loans/vet-student-loans-applicants;
FEE-HELP: www.education.gov.au/applying-become-higher-education-provider.

Provider queries should be directed to the department’s online enquiry forms at:

VET Student Loans providers: www.education.gov.au/information-vet-student-loans-approved-providers;
VET FEE-HELP providers: www.education.gov.au/vet-fee-help-providers.

For further information, there is a VET Student Loans Manual for Providers on the website:
https://docs.education.gov.au/node/43921.

For all Higher Education Providers, please direct any enquiries to Fee-Help@education.gov.au.

HITS is accessed via the department’s delegated identity management application Employment Security Access
Management (eSAM). HITS and the ARF (AMEP reporting facility) use eSAM. Once you log in to eSAM, you will
be able to access the HELP IT System (HITS) via the System for Higher Ed which is the Department of Education
and Training’s portal for the HITS application. HITS is currently the only application that is active within the
System for Higher Ed. HITS is used for VET Student Loans; VET FEE-HELP; and for FEE-HELP applications.
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To gain access to HITS you must first register your user credentials in eSAM. eSAM is the IT application which
manages all security for HITS including users, user roles, passwords etc. The logon ID and password that you
register in eSAM will enable you to access both eSAM and HITS.

If you already have your user details, click on ‘Sign In” at following link to access HITS:
ecsn.gov.au/ESAM/Home/Index; or https://extranet.education.gov.au/FrontDoor.

Using this guide

This user guide and the revised information on the Education and Training website is intended to assist both
Higher Education (HE) and Vocational Education and Training (VET) providers with using HITS to manage
their applications and ongoing compliance requirements under the Higher Education Support Act 2003
(HESA) and the VET Student Loans Act 2016 (VSL Act).

Click on the above link or type the link below into your web browser to access the Department’ s website:

VET Student Loans: www.education.gov.au/vet-student-loans/vet-student-loans-applicants.
Higher Education: www.education.gov.au/help-and-other-information.

The user guide is set out in alphabetical order of the main components within HITS and eSAM to make it
easier to find the information.

Each section is structured so that the instructions are outlined first and then an example is displayed to
provide a visual representation of the instructions.

As an example:

Instructions

1. To apply, select Application, Create Application and you will be navigated to the ‘Create Application’
screen.

(Be [ You Fromes Tos bep
s B1HTS. @RS € T6A 3)TegsA i HEw MDA K ASC B)TE 4 ek (W2 QWG B WS © ooM @0y2. B Aiew = S

P TOCONTENT  MLE Los ogon 18033013 33 P ATE

The instructions are listed
e . first and then the screen
the instructions relate to is
displayed

1>

. <

My To Do List System Information Program Information
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Setting up an account in eSAM to access HITS

To access HITS, you first have to register in eSAM. You will need to contact the Provider Security Contact
(PSC) officer within your organisation to initiate the registration process for you.

If there are no current eSAM users or a PSC officer within your organisation

You will need to contact the department to have the relevant access request and ICT security forms sent to
you for completion. You can contact the department by completing the online form at the foot of the
following page: www.education.gov.au/information-vet-student-loans-approved-providers.

The completed access request and ICT security forms (see Attachments C and D) must be completed by you
and returned to the department. After receiving and processing these forms, the Registration email and
Confirmation Key (via SMS) will be sent to you. The access request form will nominate the PSC for your
organisation.

If there is an existing PSC officer within your organisation

See PSC - Invite a user to register in eSAM section on page 28. The PSC officer can initiate the registration
process for other users within their organisation. The PSC officer can contact the department via the online
enquiry form under the Frequently Asked Questions section at www.education.gov.au/information-vet-
student-loans-approved-providers.

Setting up your account

HITS and eSAM are only compatible with Internet Explorer 11. If you use Google Chrome for example, you
will not be able to reset your password or update any field where a date is required such as the date of birth
field. Google Chrome and Mozilla Firefox use an American date format i.e. MM/DD/YYYY which is
incompatible with HITS.

1. Upon clicking the here link in the email invitation, the user is directed to the eSAM site and the
Sign-Up — Confirmation Key page is displayed:

eSAM Invitation

Hello,
You have been invited to register for an eSAM account.
Your Invite Reference number is WHX. Click here to register this invite.

To activate your account you will require a confirmation key which will be sent to you via SMS
or provided to you by your manager.

It is strongly recommended that you refer to your manager prior to commencing your eSAM
registration.

eSAM is an identity and access management application administered by the Department of
Jobs and Small Business.

An eSAM account provides access to Australian Gavernment ICT Systems for the purpose of
administering Commonwealth Government programs.

Notice: The information contained in this email message may be confidential information, and
may also be the subject of legal professional privilege. If you are not the intended recipient,
any use, disclosure or copying of this email is unauthorised. If you received this email in error,
please notify the eSAM Administrators via email: ESHelpDesk@jobs.gov.au and delete all
copies of this transmission.
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JomstralFan Gimasrnment ESAM

Hams nl

Sign Up - Confirmation Key

v : ;

Confirmation Key Account Details Mudti Factar Autheriti cation Complate

Your mitation reference iz WHK

Enter the & charactar/rumbar confimnation key suppiisd to you by your manager/irter then selact Confirm o continue registration

Home Cenditions of Use Privacy Halp Accessbiby Wi A [ & 2017 - Dapartmant of Emplay meant

Note: the invitation reference on this page must match the invitation reference in the email invitation. If the
reference does not match, you will not be able to complete the registration process.

2. Enter the Confirmation Key that you received via SMS into the Confirmation Key field and click the
Confirm button.

If an incorrect confirmation key is entered, the user will receive a ‘Bad registration or confirmation code.

Event ID: XXXXXX’ error message. An eSAM Invitation becomes invalid if a user makes five (5) incorrect

Confirmation Key attempts. In this case, users will need to contact their PSC officers to arrange for another

invitation to be sent.

v Amstralan Gowernment ESAM

Hams nl

Sign Up - Confirmation Key

w : :

Confirmation Key Acoount Details Mudti Factor Auther cation Complate

four mwitation reference is WHK

Enter the & charactar’mumbsar confirmation key suppBed ta you by your managersinviter than sedect Confirm fo continue registration

B

Home Conditaons of UYse Privacy Help Acessiblny ‘Who Am | £ 2017 - Dapartmant of Emphiymant
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3.  You will be prompted to enter a Username, set and confirm a password. The user name and password
that you register will be used to access both eSAM and HITS — you will therefore need to remember
these details for subsequent logging in:

Username:

Sign Up - Account Details

e Pasmwand

Enter a Username into the Username field — please note the following when creating your user name:
e  The username must be unique, eSAM will return an error if you are trying to register a username
that is already in use.
e  You cannot use an email address as the @ symbol is not a valid character in this field.
e  The total length of the Username must not exceed 113 characters.
e Caninclude the following characters: A—Z;a—z;0-9;and-_1#/~

Password
Enter a password into New Password field and confirm your password in the Confirm New Password field.

Passwords must contain a minimum of 10 characters that include at least three of the following:

e Lowercase characters
e  Uppercase characters
e  Digits (0-9)
o @H#HSHM&*-_+=[I{}I\:",?2/~"();.
4. Register your email address in the Email Address field and click on the Send Verification Code button.

You will be sent a verification code from msonlineservicesteam@microsoftonline.com to this address to
continue with the registration process.

Please note that the email address entered does not need to be the same email address used for the
invitation. However, the email address entered must be an email address that you have continued access to.

Recommended tip: use your work email address.

Note: Store your username and password securely, and do not share with others. Note the information on
IT security in the documents you signed. Sharing passwords/accounts is a breach of the department’s ICT
systems policy (See Attachment C of this User Guide — User Security Declaration). Organisations that
access HITS are responsible for maintaining the integrity of HITS by not sharing user IDs and passwords
with any other person.
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ESAM-TEST account email verification code

Microsoft on behalf of ESAM cmeonlineservicesteam@microsoftonfine.com:
Tus IT0EI01T 12:20 FM
CITIZEN, Jo=

ur email ad

Thanks for vardying your Jos.Chizeng@azample.com account

Your coda is: 010918

Sincerety.
ESAM

5. Enter the Verification code and click the Verify code button:

« Austrslian Government esAM

Sign Up - Account Details

© 3 .
Confirmation Key Accounk Details Fults Factor Authentication Complete
1 [Enter a Username, Password and Confirmation Passward,
2 [Enter an Emal address then select "Send verification ode’
% Receie emal with verilfication code, enter the code inte Venfication Code feld and select Verfy Cods’ then "Create’
Username  JoeCigan

Mew Password sessssssene

Confirm Mew Passwoard LA LE LIl

Email Address Joelitzen@enamplecom

Werification code

Home Conditions of L= Privacy Help Aessibility 0 2016 - Depariment of Bmplaymeant

Please note that the email address entered for the multi-factor authentication process cannot be updated
in eSAM, even after the account has been successfully registered. To update multi-factor authentication
details, the current account must be disabled and a new invite must be initiated to register a new account.

6. The Create button will be enabled if the correct code is entered. Click the Create button to continue:
Email Address Joe.Citizen@eaxample.

Verification code Change e-mail
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7.  You will then need to complete the multi factor authentication process by entering a phone number:

I_— Australian Oavernment E5AM
Sign Up - Multi Factor Authentication
Confimmation Kay Account Datails Multi Factor Authentication Compiate
Pravida a mobile numbLs oF [and line numbe
For mobile mumbaers, selcct aithar Sand Coda’ ar 'Call Ma
~or kand line numbers.
By selecting ‘Send Code’ y tem to werify fhe cod
Ay salecting ‘Cal me' you will receive an aubo
Auastralin [+63) o
Hama CBnditsans of Lsa Privacy Halp brpescibilhy & 2005 - Department wl Dinpiuy

Please note that the phone number entered for the multi-factor authentication process cannot be
updated in eSAM, even after the account has been successfully registered. To update multi-factor
authentication details, the current account must be disabled and a new invite must be initiated to register
a new account.

8. Enter your phone number into the phone number field.

Please Note: The phone number entered is automatically used for the Multi Factor Authentication process for
every subsequent eSAM Sign In. For this reason, the phone number entered must be a phone number that
you have ongoing access to. It is recommended where possible that the phone number entered is your mobile
phone number. If using a landline, it must be a direct number, not a switchboard number.

The following methods can be used for this multi factor authentication:

Send Code A text message, originating from an international number (either USA or UK), containing a six-
digit code will be sent to the mobile phone entered. Click the Send Code button to receive the
text message containing the code. You will have approximately three minutes from the time
you click Send Code button, to enter the verification code and click Verify Code button.

Note: this method is only available if you enter a mobile number.

Call Me If you select the Call Me button, a call will be placed to the phone number entered. The call
will be from an international number (USA) asking you to verify the sign up process by pressing
the ‘pound’ key (# hash). You will have approximately 15 seconds from the start of the call to
press the # (hash) key. If you press the incorrect button you will need to restart the process.
Once you have completed the call the maulti factor authentication process will be complete,
no code is required.
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9. If you select the Send Code option, you will receive a verification code via SMS. Enter the verification
code and click the Verify Code button to complete the multi factor authentication process:

Australiam Cavermment E5AM

Sign Up - Multi Factor Authentication

o g
Condirmation Kay Account Details Muiti Factor suthentication Complaia

Provide a mokede rambar oF lnd 1ing num e

For mobile numbers, solect ether "Sand Code’ or "Call M.

For land line numibers. anly Call Me',

By pelecting “Send Code’ you w ive 3 & digit code via S, Enber code then wait for the systern to verify the code.
By selecting "Call me’ youw will recsive an autemated call with instructions for verification

Huesiralia (+51] v
DAC0C00000

Entier your verification code Below. or s2nd 3 new cogs

Home Conditions of Use Privacy Help Arcessibibty o 2005 - Depanrmeant Of B ployment

If you require a new verification code to be sent, click the send a new code link. This will invalidate the
previous code.

10. Upon completion of the verification process, the User Security Declaration Acceptance page will be
displayed:

-
‘ﬁ"? . Australian Gavernment eSAM Quinn Test

HITS / Home / User Security Declaration Acceptance

& User Security Declaration Acceptance

User Security Declaration

| acknowledge that | have been provided access to Australian Government (hereafter referred to as ‘Government’) ICT Systems for the
purpose of administering Commonwealth Government programs and have the following obligations:

« | will only access Government ICT Systems for which | have authorisation and for purposes which are relevant to my work.

I am solely responsible for all action taken on Government ICT Systems under my UseriD.
+ | will maintain the integrity of access to these Systems including, but not limited to:
a. not sharing my UserID, nor using another person’s UserlD

b. ensuring the safekeeping and confidentiality of my personal identification number/s (PIN) / passwords.

1 will not illegally access Government ICT Systems, download or distribute inappropriate, undesirable or offensive material.

« | will not use Government ICT systems to violate copyright or infringe the intellectual property of software and the integrity of systems
configurations and software.

+ lwill identify and avoid conflicts of interest. Where there is a perceived or actual conflict of interest | will notify my supervisor or
manager and follow appropriate advice before accessing Government ICT Systems.

I understand that:
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11. Please ensure you read the User Security Declaration, if you agree check the | Accept box and click the
Submit button:

@ 2017 - Departmant of Employmant

If you do not accept the User Security Declaration, click on the ‘1 do not accept (Sign Out)’ button to cancel
the registration process. You will be unable to access eSAM or HITS without accepting the terms of the
User Security Declaration.

12. The eSAM registration is now complete and you access to HITS has been enabled.

Please note that you will be required to go through the multi-factor authentication process each time you
sign into eSAM (not HITS) or if you need to reset/change your password.
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eSAM - Sign-In and Authentication

Once you have completed the registration process and have an active eSAM account, you will be able to sign
into the eSAM portal (ecsn.gov.au/ESAM/) to update your account details (see next section ‘eSAM —
managing your details). If you are a PSC user you can initiate invitations for new users within your
organisation to register eSAM accounts in order to access HITS.

1. Go to eSAM at ecsn.gov.au/ESAM/ and click the Sign in button:

Australian Government €SAM #) Sign In

Home Page
A Welcome

o ) Sign in to your account
control to Australian Government ICT systems.

Speak to your manager if you require access to Forgot Password?
any of these systems.

Home Conditions of Use Privacy Help Accessibility Who Am |

© 2018 - Department of Jobs and Small Business

2. Enter your eSAM Username into the Username field and your Password into the Password field and
click on the Sign In button.

Please note that your username is not recoverable and you will need to contact the department via the
online enquiry form under the Frequently Asked Questions section at www.education.gov.au/information-
vet-student-loans-approved-providers.

Feio Australian Government eSAM

Sign In

Important Notice
| understand this User ID has been issued to me personally and | will be held accountable for any activity undertaken or information provided using this User 1D.

| understand that giving false or misleading information is a serious offence and | may be prosecuted under section 137.1 of the Criminal Code Act 1995 if | provide false or misleading
information.

For further information please refer to Conditions of Use.

To accept these conditions of use and login, click ‘Sign in'

Username

Password
Forgot Password?

Home Conditions of Use Privacy Help Accessibility © 2016 - Department of Jabs and Small Business

3. You will now be prompted to complete Multi Factor Authentication. The page displays the last four
digits of the registered phone number. You can elect to receive a verification code via SMS by clicking
the Send Code button if you have registered a mobile number, or receive a phone call by clicking the
Call Me button.
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The Send Code option will only work if the registered phone number is a mobile phone number. If the
registered phone number is not a mobile phone number, you must use the Call Me option.

Multi Factor Authentication

Phone Number - XXX-XXX-0200

Home Conditions of Use Privacy Help Accessibility © 2016 - Department of Jobs and Small Business

Multi factor authentication via Send Code

a) If you click the Send Code button, a text message, originating from an international number (either
USA or UK), containing a verification code is sent to the mobile phone registered.

b) Enter the verification code, the code is validated automatically upon entry (there is no submit or
verify button).

Multi Factor Authentication

Phone Number - XXX-XXX-0200

Enter your verification code
below, or send a new code

Cancel

Home Conditions of Use Privacy Help Accessibility © 2016 - Department of Jobs and Small Business

Multi factor authentication via Call Me
a) Click the Call Me button.

b) A call will be placed to the registered phone number from an international phone number (USA). To
continue press the # (hash) key. The call will automatically end once you have pressed the # key. If
you press the incorrect key you will have to restart the process.

When multi factor authentication is completed successfully, the eSAM Home page is displayed.

If you no longer have access to the phone number that you registered, you will need to contact your PSC
officer to have your current eSAM account disabled, and have a new eSAM account invitation sent to
register a new user account. You must complete the Multi Factor Authentication during the registration of
the new account so please ensure you enter a phone number that you have ongoing access to.
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eSAM Home page
Upon successful sign in, the following eSAM Home page is displayed:

A Home

My Details
View or edit your personal details.

Settings
Change eSAM user interface settings.

Sign out
Log out of this web site.

Home Conditions of Use Privacy Help Accessibility Who Am | © 2018 - Department of Jobs and Small Business

Users with the PSC role will have the following home page:

A Home

Manage Invites

Invite new users/manage invitations.

Search People
Search for users to view/manage.

My Details
View or edit your personal details.

Settings
Change eSAM user interface settings.

Sign out
Log out of this web site.

Home Conditions of Use Privacy Help Accessibility Who Am | © 2018 - Department of Jobs and Small Business
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eSAM - Managing your details

eSAM allows you to view and amend your own personal details.

Accessing My Details

1. From the eSAM Home page, click the My Details menu option:

2. The My Details page is displayed, as below:

ﬁ AR —

ARMS . Home = My Details

&} My Details

Identity : ‘Stepher:
User Id

Display name

First Name

Last Name

Email Address

Primary Phone
Number

Secondary Phone
Number

Submit

Application : '"ARMS'
ARMS User ID
ARMS Enabled
Auth
Org
Role

Administrators

RSP NN S S— s

eSAM

2d09f3ea-Gac2-Ac4-aT 77

Stephen

Stephen

True

AHD

DEPT

ADM

Test User1

»

From the My Details page you can:

e View and update your name and contact details.

e  View your HITS Application Role.

e View your Administrator details (if applicable).

HELP IT Application User Guide V 9.2 — Final
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N
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Update my details
View and update your details as described in Table 1 — My Details - user details:

Table 1 — My Details - user details

Field Comments

Identity — Personal Details

User ID Displays your eSAM UserID.
The UserlD is a system reference number and is a unique identifier for each user
in the eSAM system. The UserID cannot be updated by any user.
This field cannot be amended.

Display Name Displays your current Display Name.
The Display Name is a concatenation of your First Name and Last Name. This is
the name that will be displayed in HITS.
The Display Name is not amendable, but will change to reflect any changes in the
First Name and Last Name fields.

First Name Displays your current First Name as recorded in eSAM.
Update the First Name field to change the First Name.
First Name is not mandatory. If the user has only one name, that name should be
entered in the Last Name field.

Last Name Displays your current Last Name as recorded in eSAM.

Update the Last Name field to change the Last Name.
Last Name is mandatory.

Email Address

Displays your current Email Address as currently recorded in eSAM.
Update the Email Address field to change the Email Address.
Email Address is mandatory.

Primary Phone
Number

Displays your current Primary Phone Number as recorded in eSAM.

Update the Primary Phone Number field to change the Primary Phone Number.
Primary Phone Number is a mandatory field. It should be recorded as numbers
only (without spaces).

Please Note: Changing the Primary Phone Number does not change the phone
number used for Multi Factor Authentication® during the eSAM Sign In Process.

Secondary Phone
Number

Displays your current Secondary Phone Number in eSAM.

Update the Secondary Phone Number field to change the Secondary Phone
Number.

Secondary Phone Number is not mandatory. If recorded, it should be recorded
as numbers only (without spaces).

Application Details

(Application)? User ID

Auto-generated by the system.
(Application) User ID is a mandatory field and is not amendable.

(Application) Enabled
(not applicable to
HITS or ARF users)

The (Application) Enabled field displays False if your access to the application is
disabled.

Users disabled for applications cannot access that application but can still view
their details in eSAM.

This field is not amendable.

Org

Displays the organisation code for your Organisation.
This field is not amendable.

L If the user no longer has access to the phone number used for eSAM Registration, they will need to contact their PSC officer to have
their current eSAM account disabled, and have a new eSAM account invitation sent to them. Multi Factor Authentication during the
registration of the new account would then need to be completed with a phone number that the user has ongoing access to.

2 The “User ID” field label is prefixed with the name of the application you access.
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Field Comments

Site (if applicable) Displays the site code for your site.
This field is not amendable.

User Admin Displays your administration role.

For managers, this is the PSC officer. This is blank for users that are not
managers.

This field is not amendable.

Base Role Displays your current base role.
This field is not amendable.

Training Role Displays your current training role.
This field is not amendable.

Administrators?

Name Displays the name of your administrator.
The Name field is not amendable.

User Admin Displays the administration role of your administrator.
It is set to HHD.
The User Admin field is not amendable.

Email Displays the contact email address for your administrator.
The Email field is not amendable.

3 The Administrators fields are listed for each of your administrators.
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Submit updated details

1. Once all required updates have been made on the My Details page, click the Submit button to save the

details.
Identity :
Wserld C2al55ec-a¥5s7-43l-bdla-cdd=
Display name Demonstration
First Mame Demonctration
Last Mame Demonstraton
Ermiail Addrass Demanstration Sdevoonstruction.enst
Primary Phane D4D00C000E
Mumber
Secondary Phone
Mumbar
‘Who Am I

The Who Am | page is accessible from any page within eSAM. It provides technical details relating to your
eSAM user profile:

Nl Crener T iment e5AM

# Home

My Details
Viewe or edit your personal details.

Settings
Changa afAM user interface setings.

Sigm ourt
Log out of this web =ie

Ham= Conditions of L= Privacy Help Accessikility © 2017 - Department of Employment

To view the Who Am | page, click the Who Am I link from any page within eSAM.

The details in the Who Am | page may be useful for troubleshooting with Help Desk. Help Desk staff may ask
for screen shots from this page, to assist with problem resolution.
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eSAM - Forgotten your password

Resetting your password

1. If you have forgotten your password, you can click the Forgot Password? link on the Welcome page.

wentralian Giovrrnisent E5AM

# Welcome
IgR i 1o your scoount
#5AM provides ldenbity management and access controld 1o Australlan Gavemment =g .4 R
ICT syitems.
Speak to your managed il You nequsie ao0ess 1o any of these systems.
Homee Conditions of Lse Frivacy Help Accessibility Whio Am | © 208 - Departmesnt of Jobs and Small Business

2. The Reset Password page will be displayed:

Reset Password

The username you provided is not valid. It must begin with an alphabet or number and can

Username | |
contain alphabets, numbers and the following symbols: _ -

Verification is necessary. Please click Send button.

Email Address Please enter a valid email address.

Verification code Send verification code

Home Conditions of Use Privacy Help Accessibility © 2016 - Department of Jobs and Small Business

3. Enter your Username into the Username field and the Email Address into the Email Address field.
Note: The Username and Email Address must be the same as those used to register the eSAM account.

Your username is not recoverable and you will need to contact the department via the online enquiry
form under the Frequently Asked Questions section at www.education.gov.au/information-vet-student-
loans-approved-providers.

4. Click the Send verification code button. If the Username and Email Address are valid, an email
containing a Verification code will be sent to you:

Verify your email address

Thanks for verifying your Example0] @example.com account!

Your code is: 256486

Sincerely
ESAM
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%

The Reset Password page will refresh to allow you to enter the verification code:

Reset Password

Username sb2957

Verification code has been sent to your inbox. Please copy it to the input box below.

Email Address example@email.com

Home Conditions of Use Privacy Help Accessibility

Enter the verification code received in the email into the Verification code field and click the Verify
code button. You will only need to click the Send new code button if a new verification code is required.
The most recent code must be used in the verification process.

When the Verification code has been validated, the page will refresh and the Continue button will be
enabled:

Reset Password

Username sh2957

E-mail address verified. You can now continue.

Email Address

Verification code Change e-mail

Home Conditions of Use Privacy Help Accessibility © 2016 - Department of Jobs and Small Business

Click the Continue button.

The Multi Factor Authentication page is displayed:
Multi Factor Authentication

Phone Number - XXX-XXX-0200

Send Code § Call Me

Home  ConditionsofUse  Privacy  Help  Accessibility © 2016 - Department of Jobs and Small Business

The page displays the last four digits of the registered phone number. You can elect to receive a
verification code via SMS by clicking the Send Code button, or receive a phone call by clicking the Call
Me button. The Send Code option will only work if the registered phone number is a mobile phone
number. If the registered phone number is not a mobile phone number, you must use the Call Me
option.
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Multi factor authentication via Send Code

a)

b)

If you click the Send Code button, a text message, originating from an international number (either
USA or UK), containing a verification code is sent to the mobile phone registered.

Enter the verification code, the code is validated automatically upon entry (there is no submit or
verify button).

Multi Factor Authentication

Phone Number - XXX-XXX-0200

Enter your verification code
below, or  send a new code

Cancel

Home Conditions of Use Privacy Help Accessibility © 2016 - Department of Jobs and Small Business

Multi factor authentication via Call Me

a)

Click the Call Me button.

b) A call will be placed to the registered phone number from an international phone number (USA). To

continue press the # (hash) key. The call will automatically end once you have pressed the # key. If
you press the incorrect key you will have to restart the process.

10. After verifying the call or entering in the SMS code, the user will be directed to the Reset Password

11.

12.

HELP |

page.
Reset Password

New Password

Confirm New Password

Continue Cancel

Home Conditions of Use Privacy Help Accessibility © 2016 - Department of Jobs and Small Business

Enter a password into New Password field. Enter the same password into the Confirm New Password

field.
If the passwords entered are valid and match, click on the Continue button to register the new
password. The Sign-In page is then displayed.

& 8| .
’ » Australian Government eSAM # Sign In

Home Page

A Welcome

S Sign in to your account
eSAM provides identity management and access
control to Australian Government ICT systems.

Speak to your manager if you require access to Forgot Password?
any of these systems.

Home Conditions of Use Privacy Help Accessibility Who Am |

© 2018 - Department of Jobs and Small Business
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eSAM - HITS User roles

eSAM is the authentication management system for HITS.

The following table details the user roles that can be assigned in eSAM for HITS users. It is important for PSC
administrators to consider the role to be assigned to each user as HITS notifications are assigned to user
roles — see Notifications for further details.

USER ROLES ACCESS

Provider Corporate Officer CEO As per SAO with the addition of being able to submit an
estimates to the Department.

Provider Senior Officer SAO As per PFO with the ?ddlthn of being able to edit/view Key
Personnel and submit application, request for further
information and bank account to the Department.

Provider Finance Officer PEO As per PEO v.\nth the addition of being able to view/edit bank
account, Estimates and payments.

Provider Editing Officer PEO As per PVO and can also edit modules.

Provider View Only PVO Can view all modules in HITS except Payments and Key
Personnel.

Note — only a HITS CEO or SAO user rol can lodge an application in HITS.

PSC — Administrators responsibilities

The department has an IT user security arrangement whereby each organisation will manage their own
staff’s access to HITS through two nominated Provider Security Contact Officer (PSC) administrators. PSC
administrators will be responsible for managing all access to HITS including;

e Inviting new users within their organisation to register for eSAM in order to access HITS;
e  Updating user roles; and
e Disabling, suspending and re-enabling access for users.

Organisations may have up to two PSC administrators at any one time and for newly approved providers,
forms will be provided by the department after registering a new organisation in HITS. Note: Only the
department can add or remove the PSC role for registered users.

Senior User Roles

The CEO and SAO security roles are senior user roles which enable higher level tasks in HITS to be
undertaken, such as providing bank account details and declarations pertaining to provision of personal
information. Only senior officers of the organisation, such as the Chief Executive Officer, who have the
requisite authority to bind the organisation, must be assigned to these two security roles.

New Applicants

If you are a new provider applicant the Department Information, Communications and Technology (ICT)
Systems — User Security Declaration form [Attachment C] and the Initial Access Request Form
[Attachment D] will be sent to you by the department after you have registered your organisation in HITS.
Completing these forms will nominate the Provider Security Contact officer/s for your organisation. The
nominated officer will receive an email invitation and confirmation key via SMS to complete the eSAM
registration process.

Completed IAR and USD forms for each PSC officer must be scanned and returned to the department. The
nominated officer will receive an email invitation and confirmation key via SMS to commence the eSAM
registration process.
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Change in PSC officers

You may update your PSC officers at any time by completing a new IAR form with the details of the officer/s
to have this administration role assigned to their eSAM user account. A signed User Security Declaration
must also be completed for each new PSC officer.

Note: the user must have already have a registered account in eSAM before the PSC role can be assigned to
it. If they do not have an eSAM account the current PSC officer must invite them to register, if there is no PSC
officer within your organisation please notify the department to create the user account and initiate the
registration process.

All users who are no longer employed with your organisation must have their accounts disabled. Users who
are leaving your organisation must not share their passwords when they leave. Sharing passwords/accounts
is a breach of the department’s ICT systems policy (See Attachment C of this User Guide — User Security
Declaration). Organisations that access HITS are responsible for maintaining the integrity of HITS by not
sharing user IDs and passwords with any other person.
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PSC — Invite a user to register in eSAM

PSC officers will have the following eSAM home page.
# Home

Manage Invites

rte New USers/manage ivitatioes

Search People

Search 106 users 10 View/manage.

My Detalls
View Ot edit your personal detaits

Settings

Change ¢SAM user interface settings.
Sign out

10g out of this web se.

Before inviting a new user, you may want to check if the user already exists (under Search People) or if there
is an existing invitation (using the search function under Manage Invites) pending for the user to be invited.

1. Click Manage Invites button. A list of users with pending invitations (if any) will be displayed.
2. Toinvite new users, click the Invite new user button.

Australian Government eSAM

HITS / Home /' Manage Invites

4 Manage Invites

e new

Search HITS Application Invites

On the Invite New User screen:

1. Complete all the mandatory fields.

2. If the invitee does not have a mobile phone number, you can enter a landline but you will need to
change “Send Confirmation Key To” dropdown to “My Email ”.

3. Scroll down to the Role section and assign the desired role for the user being invited.

4. Click Confirm.

&+ Invite New User

Add HITS User

HITS User Il

First Name
Last Name « &
a

Email Address &

Primary Phone
Number «

Secondary Phone
Number @

Send Inwi User's Ema
Send Confirmation Key User's SM5.
To

O Hiesarchy Roie

©

[«

Application HITS

Org

B User Admin

User Admin Nathing selected

Clearfiter  Dassect All

O Provider Security Contact

£ Rote

Rode Nothing selected

Clesrfiter  Deseiect All

0O CEQ - Chief Bxexutive Officer O PEQ - Provider Editing Officer
00 R0 - Provider Finance Offices O PVO - Prowider View Crily

O SAQ - Pravider Senior Officer
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Locating the Confirmation Key
The Invited user, after clicking Confirm will be added to the Invited user list below with their Confirmation

Key (1). If a user did not receive their key or the user did not provide a mobile phone number, you can email
their Confirmation Key to them.

You can also perform management actions available in the Action column (2) to the right of the list that
include resending the invitation or creating a new Confirmation Key. You can delete an invitation if it is not
going to be registered or an error was made when creating the invitation.

Invited users - HITS Application

Showing 1 to 18 of 13 entries Show| 25 ll entries

o

Action

GTQ Current Resend invite
+
. Send new

Expiny: confirmation
17/04/2018

Suspend
Extend
Delete

Last First
Mame i Name 5 Email Org

Confirmation Imvite

Reference Details Status

Managing a user account

From the main menu, the “Search People” menu option will allow you to see the list of registered users
within your organisation and have the option to manage user accounts.

HITS HITS User Last
Last Name i First Mame 1L UseriD Email Address Org Auth Enabled Enabled Logon Action
Jemma JA Jac 60 PCS Yes v Yes o Manage
HITS
User
AutomatedEducation AutomatedEducation 00f JL3036 E B0 Yes o Yes + Manage
HI
ser
AutomatedEducation AutomatedEducation BG 3036 E - DEPT Yes o Yes + Manage
HI
ser

Notes

1. You can search for a user by any of the following:

a. Given name
b. Surname
c. Email address

2.  eSAM log in information is the same as what is used to log into HITS.

3. Sharing your password is a breach of ICT systems policy as you are responsible for maintaining the
integrity of HITS by not sharing your user ID and password with any other person.
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PSC — User — Update details

You may update the following details about a user:

° First Name

e Last Name

e  Email Address

e  Primary Phone Number

e  Secondary Phone Number
e  Accessrole

1. Loginto eSAM using your user name and password, this will display the eSAM Home screen.
2. Click on Search People

Australian Government eSAM William Leighton

HITS / Home
A& Home
Manage Invites
Invite new users/manage invitations.
Search People
Search for users to view/manage.
My Details
View or edit your personal details.
Settings
Change eSAM user interface settings.
Sign out
Log out of this web site.
Home Conditions of Use Privacy Help Acceszibility Who Am | © 2018 - Department of Jobs and Small Business

3. Search for the user using one of the following 3 options and click on the Select button.
e  First Name
e lLast Name
e  Email Address

Australian Government €eSAM

HITS Home Search People

Q, Search People

Search HITS Application Users

Search n & Advanced Search

O No result limit

Showing 1t 25 of 100 entries Show| 25 [v] |entries « < El 2.3 4 > >
HITS HITS User Last
Last Name 1= First Name 1= UserID Email Address Org Auth Enabled Enabled Logon Action

4. When the User Details screen is displayed, click on the relevant fields to edit user information. Grey
fields are not editable, but may be updated via other fields. When your changes are made click the
submit button to finalise your changes.

HELP IT Application User Guide V 9.2 — Final Page 28


https://ecsn.gov.au/ESAM/

ustralian Government €SAM Eddie Citizen

HITS / Home ./ Search People / Manage HITS User
& Manage HITS User

Identity : *
Userld Eddie Citizen
¥ Useris Enabled
First Name B Eddie
Last Name % a Citizen
Email Address % ] eddie.citizen@test.com.au
Primary Phone 0400112233
Number % 2

Secondary Phone
Number

Application : "HITS"

HITS User ID a FFKXNT77

M Enabled for HITS

Updating roles

The roles section of the eSAM user account holds all available role types. Make necessary changes and click
the Submit button.

B Role
Role CEO
Filter.. Clear filter | Deselect All
& CEO - Chief Executive Officer O PEO - Provider Editing Officer
O PFO - Provider Finance Officer O PVO - Provider View Only

O SAO - Provider Senior Officer
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PSC - Disabling, suspending and re-enabling user accounts

Disabling user access

If a user has left their role or their organisation and no longer require access to HITS, their account should be
disabled.

If the user is a PSC officer, you can notify the department via the online enquiry form at
www.education.gov.au/information-vet-student-loans-approved-providers (for VET providers) or email Fee-
Help@education.gov.au (for HE providers) to have this user account disabled.

To disable a user’s account:

1. Navigate to the Search People page and conduct a user search.

From the search results, click the Manage HITS User link in the Action column .

Scroll to the Application section of the Manage HITS User page.

To disable the user account, untick the Enabled for HITS tickbox.

Enter reason in the Enable/Disable Reason field. A reason is mandatory if the user’s status is
changed.

6. Click Submit to save the changes.

vk wnN

Re-enabling user access

If a user has not logged into HITS within 40 days of the previous log in, the system will automatically disable
a user’s access. The PSC officer within your organisation will need to re-enable a user’s access.

If the user is a PSC officer, they will need to contact the department via the online enquiry form under
Frequently Asked Questions section at www.education.gov.au/information-vet-student-loans-approved-
providers for VET providers or Fee-Help@education.gov.au for HE providers, to have their access re-enabled.

If there has been no user activity for 90 days or more, the user’s access will be disabled at the core level and
the renenabling of access must be done by the department and will take a minimum of a week to be
re-enabled.

To re-enable a user’s account:

1. Obtain completed user security documentation.

Navigate to the Search People page and conduct a user search.

From the search results, click the Manage HITS User link in the Action column.

Scroll to the Application section of the Manage HITS User page.

To re-enable the user account, untick the Enabled for HITS tickbox.

Enter reason in the Enable/Disable Reason field. A reason is mandatory if the user’s status is
changed.

7. Click Submit to save the changes.

ok wnN
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Suspending user access

PSC officers will be able to suspend user accounts when a user goes on extended leave. By suspending the
user account, this will exclude the account from the 40 and 90 day auto-disable processes. As required or
upon the user’s return to work, the PSC officer can change the Suspended status back to Enabled to restore
the user’s access. Alternatively, if the user does not return from leave, the PSC officer can change the status
from Suspended to Disabled.

To apply the Suspended status:

1.

vk wnN

6.

Navigate to the Search People page and conduct a user search

From the search results, click the Manage HITS User link in the Action column

Scroll to the Application section of the Manage HITS User page.

Select Suspended from the HITS Status dropdown.

Enter a suspension reason in the Application Status Change Reason field. A reason is mandatory if
the user’s status is changed.

Click Submit to save the changes.

A user can have their access suspended indefinitely. l.e. there is no limit to how long a user can have a
Suspended status. However, a suspended user cannot logon to the HITS applications while their eSAM
account is in Suspended status.

When an account is re-enabled after a period of suspension, the user will have seven (7) days to logon and
refresh their last logon date before their account is auto-disabled.

This grace period also applies if a user’s status changes from:

Disabled to Enabled (HITS Status — application level)
Suspended to Enabled (HITS Status — application level)
Disabled to Enabled (User Status — core identity level)
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HITS — Logging in

The HITS URL has an embedded anti-phishing rule that times the URL out for 30 minutes after it is first used.
The link must always be refreshed otherwise a user may experience an error or have to enter their password

several times before they can log in.

Instructions

1. Type or copy the URL link below into your web browser.

https://extranet.education.gov.au/FrontDoor
B . =T

itrix Xes - Log... | & Skills em
Citrix Xs p - Log... | & Skills Syst

https://extranet.deewr.gov.au/frontdoor/

55 E1HITS @RAS S11AM £ TGA £)TEQSA [HHELP [BJ ABN EJ ASIC [E/ TE 4 HHelp [Bwz S)wc @ w.c @ soM @B ByZ.. FN ANow smh SMH

Your most popular sites

It is recommended that you save this link as either a favourite or bookmark for ease of access.

2. Enter your eSAM Username and Password and click on Sign In.

> Australian Government eSAM

Sign In

Important Notice

I understand this User ID has been issued to me personally and | will be held accountable for any activity undertaken or information provided using this User ID.

I understand that giving false or misleading information is a serious offence and | may be prosecuted under section 137.1 of the Criminal Code Act 1995 if | provide false or misleading

information,

To accept these conditions of use and login, click 'Sign in'.

Username | |
Password

Signin

Forgot Password?

Home Conditions of Use Privacy Help Accessibility & 2016 - Department of Jobs and Small Business

3.  You will be navigated to the System for Higher Ed welcome page. Save the address for this page as
either a bookmark or favourite. Saving this web address as your favourite/bookmark will refresh the
anti-phishing rule and will ensure that you don’t experience any errors when you log in.

4. The System for Higher Ed welcome page provides the following information.

a. A Sign out button In the top right-hand corner.
b. The Bulletin section provides information relating to the System for Higher Ed and HITS availability.
c. System for Higher Ed Programs section displays the HELP IT System logo used to sign into HITS.
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_#  gystem for Higher Ed

Welcome to the System for Higher Ed

System for Higher Ed Bulletin

‘ No Bulletins to display.

Programs

HELP IT System

%5 HELP IT System

5. To access HITS, select the HELP IT System logo and you will be navigated to the HITS Home page where
the following information or links are displayed.

a. Inthe top right hand corner:
i. Your Logon ID — zz0000 (this can be different to your eSAM log in information)
ii. HITS ID — this is your organisation’s HITS/HEP ID — 9999
iii. Roles(s) — Displays your eSAM Organisation ID and your current role(s) — 700000, CEO; and
iv. Notifications - displays the total number of notifications

b. Under the HELP IT System banner, different options will be available based on your organisation’s
status and by which user role you have. For example, the options below are:

V. Organisation;

Vi. Compliance;

vii. Application;
viii. Payments;

iX. Publications; and
X. Reports.

c. My To Do List — navigates you to the Notification Centre.
System Information — links to User Guides and Quick Reference guides.
Program Information — links to provider program information.

welcome to

o HELP IT System

Notifications: 1 Sign out

‘ORGANISATION COMPLIANCE APPLICATION PAYMENTS PUBLICATIONS REPORTS

[© YOU ARE HERE: > Home

Welcome to the HELP IT System

My To Do List System Information Program Information

Note:

1. The modules displayed in the banner are dependent upon the status of your application and the
user role that you have been assigned.

[ {1}

2. Notes: To check which version you are using in internet explorer, click on _ . in the Tool bar,
then ‘About Internet Explorer’. A window will then open advising you on which version you have
installed.

3. Auser’s HITS access will be disabled after 40 days of inactivity. To re-enable access, users need
to contact their PSC officers or if the user is a PSC officer, they will need to contact the
department.
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4. |If users are planning to be on leave for 40 or more days, they should notify their PSC officer to
have their account suspended. This will prevent the automatic disabling of accounts due to the
long period of inactivity. Note: PSC officers should contact the department via the online enquiry
form under the Frequently Asked Questions section at www.education.gov.au/information-vet-
student-loans-approved-providers (VET providers) or FEE-HELP @education.gov.au (Higher
Education providers).

5. When a user’s account has been re-enabled after a period of suspension, they have to login
within seven days. If this is not actioned, the user’s account will no longer be excluded from the
auto-disable process and the 40 day auto-disable rules will apply, using the existing last logon
date.
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Application — Application Status

Please see the section on page 5 - Special Note to VET Student Loans (VSL) and VET FEE-HELP (VFH) Providers
re HITS Approval Status for additional information.

If in doubt, please contact the department via the online enquiry form under the Frequently Asked
Questions section at www.education.gov.au/information-vet-student-loans-approved-providers.

On the home screen of HITS — click the Application tab then click the Application summary for the sector you
have applied for to see the current status of your application. The Application summary screen lists the
mandatory components that must be completed before an application can be submitted. Mandatory
components are as follows:

Organisation

e  Organisation details
e  Contact details
e  Key Personnel details

Courses
e  Course details

For new applicants, the Requirements will initially default to incomplete by displaying a =3 against each
component however for previous applicants who re-apply; only the Course details will default to incomplete.
This is because HITS does not delete any information previously added from a previous application.

Supporting documentation may also need to be uploaded in HITS. To upload supporting documentation,
either select Navigate to Document list link illustrated or select the Document list from the left navigation

bar.
Application summary
Before lodging an application, please refer to the Application Guide to ensure all requirements are complete in accordance with the

legislation and guidelines. Other requirements may include mandatory forms, financial information and student policies. Incomplete
applications will not be accepted by the Department

Please be advised that an application must be lodged in HITS before any assessment can be undertaken. Only a HITS CEO or SAO
user role can lodge an application in HITS

Current status Draft

Comments

Requirements for VET application

ORGANISATION

Showing as incomplete
L&
Note: Please complete and submit the Financial Performance in accordance with the Financial Viability Instructions (FV1), if
applicable.
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Application — Organisation already exists in HITS

Organisations that have previously applied but were not approved, or are approved in a sector and wish to
make an application in the other sector, must log into their HITS record to make an application. If you are a
VET Student Loans/VET FEE-HELP Provider and unsure whether you have an existing HITS record you can
contact the department via the online enquiry form under the Frequently Asked Questions section at
www.education.gov.au/information-vet-student-loans-approved-providers. If you are a Higher Education
Provider, please email Fee-Help@education.gov.au.

HITS will only permit a new application in a sector where no application exists or the current application has
one of following application statuses:

e  Discarded;

e  Withdrawn; or

e  Revoked.

You can check to see the current status of any application by selecting ‘Organisation — view Organisation
Details’ on the navigation bar, then scrolling to the bottom of the screen and selecting the drop down arrow
to display ‘Organisation Applications’.

In the example below, the current application has a status of ‘Withdrawn’ so the organisation can make
another application in the Higher Education sector.

Organisation Applications

| Entity Mame Sector Application nt | Status Date
Status
'd 'd ' e '

Demo - Halley's Training Institute HE Withdrawn E 23/08/2010 B
Demo - Halley's Training Institute HE Withdrawn No 13/01/2009
=
Instructions

1. To make an application, select Application, then Create Application and you will be navigated to the
‘Create Application’ screen.

Awmirabian Covermment

i HELP IT System

PAYMENTS

My To Do List System Information
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2. Select the sector then add your TGA and/or TEQSA ID and click Submit.
[ rou ARE HERE: Home > Create Application
Create Application

Please select the sector related to this application gher Education Sect

Organisation Mational Register code information

Higher Education Sector National Register: Please provide Tertiary Education Quality e ‘
and Standards Agency (TEQSA) code for your Organisation

If you do nof know the TEQSA code of your organisation, please contact the Department. nquinesi@education.gov.au,

| Cancel ‘ I| Submit |I

A new application will be created with an application status of ‘Draft’. You will be able to confirm this by
selecting the application via the Application — VET (or HE) Application summary screen.

Application summary

Before lodging an application, please refer to the Application Guide to ensure all requirements are complete in accordance with the
legislation and guidelines. Other requirements may include mandatory forms, financial information and student policies. Incomplete
applications will not be accepted by the Department.

Please be advised that an application must be lodged in HITS before any assessment can be undertaken. Only a HITS CEO or SAQO

user role can lodge an application in HITS.

Current status

Current status Draft

Comments

Requirements for Higher Education application

ORGANISATION

K| Organisation details

K x| Contact details

Key Personnel details

Mote: Please complete and submit the Financial Performance in accordance with the Financial Viability Instructions (FVI), if
applicable.

<< Navigate to Document list Withdraw
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Notes

1.

HITS will automatically default to the sector of a new application where a current application exists in
the other sector. In the example above, HITS has defaulted to the ‘Higher Education Sector’ as the
organisation already has an application in the VET Sector.

. If you are reapplying, any information you added to your previous application will be preserved. This

includes contacts, persons of influence and all documents that you uploaded. You must check to
confirm the information previously added is still current, or adjust as appropriate.

. You will not be able to delete any documents submitted with a previous application however, the

Department can delete them on your behalf where they are out of date.

For VET Student Loans/VET FEE-HELP providers, you must contact the department via the online
enquiry form under the Frequently Asked Questions section at www.education.gov.au/information-
vet-student-loans-approved-providers to have documents removed. For all HE applications, please
email Fee-Help@education.gov.au.

. Please note, the VET Student Loans (VSL) program commenced on 1 January 2017, replacing the

VET FEE-HELP scheme, which ceased on 31 December 2016. Information about the new program is
available at www.education.gov.au/vet-student-loans.

Information for VSL Applicants is available at: www.education.gov.au/vet-student-loans/vet-student-
loans-applicants.

The link for VSL Providers is available at: www.education.gov.au/information-vet-student-loans-
approved-providers

. Please see the section on page 5 - Special Note to VET Student Loans (VSL) and VET FEE-HELP (VFH)

Providers re HITS Approval Status for additional information.

If in doubt, please contact the department via the online enquiry form under the Frequently Asked
Questions section at www.education.gov.au/information-vet-student-loans-approved-providers.
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Application — Lodging an application

USER ROLES

ACCESS

Provider Corporate Officer

CEO

Full access to lodge an application

Provider Senior Officer

SAO

Full access to lodge an application

Provider Finance Officer

PFO

No access to lodge an application

Provider Editing Officer

PEO

No access to lodge an application

Provider View Officer

PVO

No access to lodge an application

You may only lodge an application that has all components showing as ‘Complete’ on the Application
Summary screen. You must be a senior officer within your organisation and have a User role of SAO or CEO
to be able to lodge an application. It is up to the organisation to ensure all components of its application are

complete in accordance with the Application Guide before lodging the application.

Instructions

1. From the Navigation menu click on Application.

2. Click <<sector>>Application summary; the system will navigate you to the selected sector Application
Summary screen. If all the Categories and sub categories displayed on the Application summary are

checked with a tick, your application is able to be lodged.

3. Click on Lodge application for assessment at the bottom of the screen; the system will generate a

confirmation message box with the option of ‘Yes’ or ‘No’.

Application summary

Before lodging an application, please refer to the Application Guide to ensure all requirements are complete in accordance with the

legislation and guidelines. Other requirements may include mandatory forms, financial information and student policies. Incomplete

applications will not be accepted by the Department

Please be advised that an application must be lodged in HITS before any assessment can be undertaken. Only a HITS CEO or SAO
user role can lodge an application in HITS

Current status

Current status

Comments

Draft

Requirements for VET application

ORGANISATION

¥ Omwanisation details
v Omanisation details

<

7 Contact details

#  Key Personnel details

Note: Please complete and submit the Financial Perfermance in accordance with the Financial Viabilit

applicable

Navigate to Document list

| Withdraw | I Lodge application for assessment I

4. Click Yes if you wish to submit your application. If you are not sure you have completed your

application, click NO and you will be navigated back to the Application summary screen.

5. If you clicked Yes, HITS will display a confirmation message on the top of the same screen and the
application status will change from Draft to Initial Completeness Check.
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Application summary

SUBMITTED SUCCESSFULLY

Before lodging an application, please refer to the Application Guide to ensure all r
legislation and guidelines. Other requirements may include mandatory forms, fi
applications will not be accepted by the Department.

ts are complete in accordance with the
ion and student policies. Incomplete

Please be advised that an application must be lodged in HITS before any assess e undertaken. Only a HITS CEO or SAQD

user role can lodge an application in HITS.

Current status

Current status Initial Completeness Check

1

Comments

Requirements for VET application

_ ORGANISATION

V] Ormganisation details
(V] Contact details

@ KeyPersonnel details

Note: Please complete and submit the Financial Performance in accordance with the Financial Viability Instructions (EV1), if
applicable

<< Nawgate to Document list

Notes

1. An application can only be lodged where the status of the application is in Draft.

You must ensure that you have uploaded all documents as requested in the application guide.

Each sector application will have its own Lodge application for assessment button.

A HITS notification message is generated — see Notifications section for details.

You will not be able to update your application including uploading documents once it has been

submitted. The only exception is your Financial Performance which can be submitted at any time.

6. The CEO and SAO security roles are senior user roles which enable higher level tasks in HITS to be
undertaken, such as submitting your organisation’s application, providing bank account details and
declarations pertaining to provision of personal information. You should ensure that these user roles
are assigned to senior officers of the organisation who have the requisite authority to bind the
organisation.

vk wnN
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Application — New applicants

New applicants are considered to be organisations that do not have an existing record in HITS. The reason
for the separate process is that the initial registration of an application includes setting up a direct link with
the organisation’s TGA and/or TEQSA record to enable the population of details in HITS. Please note that any
details populated from TGA and/or TEQSA cannot be updated.

Please note that you do not need to have access to HITS to complete the registration process for new provider
applicants. However, access to HITS is needed to submit or lodge an application.

Instructions

1. To apply to become a HELP provider, the first step is to register your new application details in HITS. You
can do this by clicking on Register and Apply by typing the following URL into your web browser:

https://extranet.education.gov.au/HESystemHits/Registration/Eligibility

2. Select the sector (or sectors) and Click Next. Sector options are ‘Dual Sector’, ‘Higher Education Sector’
or ‘VET Sector’.

welcome to

HELP IT System

Apply to be a HELP Provider - National Register details

Please select the sector related to this application » Required| ~Choose~ |Z|
e N

3. Enter your organisation’s Training.gov.au (TGA) and/or Tertiary Education Quality and Standards
Agency (TEQSA) code and click Next.

Note: If you do not know your Organisation’s TGA/TEQSA code, you can find your codes by searching
on the National Registers:

Australian Government

www.training.gov.au/Home/Tga for registered training organisations; and
www.teqgsa.gov.au/national-register for higher education providers.

welcome to

HELP IT System

Apply to be a HELP Provider - National Register details

Please select the sector related to this application

svernment

Required | VET Sector |Z|

Organisation National Register code information

VET Sector National Register: Please provide Training.gov.au (TGA) code for your Organisation Required «

If you do not know the TGA code of your orgamisation, you can search for it here

Cancel I Next I

4. Check and confirm that the TGA/TEQSA Registered entity name is the correct entity name of your
organisation and click Next.

Note: If your registered entity name is not the correct entity name, click Cancel and contact the department
via the online enquiry form under the Frequently Asked Questions section at
www.education.gov.au/information-vet-student-loans-approved-providers for VET providers or
Fee-Help@education.gov.au for Higher Education providers.
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welcome to

HELP IT System

Account Confirmation

If the following is the name of your Organisation, please continue by selecting ‘Next’ else select ‘Back’ and provide the correct code.

vernment

Organisation name ‘

TGA Registered entity name I Joe Bloggs Pty Ltd
—

5. Complete all required fields, identified as Required and click Submit.

. i-lELP IT System

Australian Government

Registration

Help Text
Joe Smith Bloggs Company Lmtd has relevant sector registration enabling it to continue with this application to apply to offer HELP.
Please provide the contact details for the person in your who will be the The name and email address you supply will be used to

support the emailing of the ICT security and access forms*
Once we have received the returned forms, we can invite your nominated security officers to register their HITS access via the Security Access Management System

(eSAM).

*for the VET Student Loans (VSL) program, the ICT security and access forms will only be sent out to providers upon the approval of their application to become a VSL
provider.

Please note that if you are an existing user, you can use your existing User ID to logon at hiips //extranet education gov.

Organisation details

TGA Code 123456 TEQSA Code
Registered name Joe Smith Bloggs Company Lmtd

Title First name Required
~Select--

Surname Required
Contact email Required

Confirm email Required

Telephone Mobile Required

6. Once you have completed the registration process the department will send you the relevant forms to
initiate the registration process in eSAM to allow you to access HITS. The Department will also provide
you with with information on how to register additional users.
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Notes

1. You will not be able to access HITS until you have completed the registration process in eSAM.

2. For VSL applications, you will be contacted by the department to set up two Provider Security
Contact (PSC) officers for your organisation when your application has been approved. PSC officers
will be responsible for managing all access to your HITS application within your organisation
including creating new users, assigning user roles, managing existing users, resetting passwords.
Please contact the department via the online enquiry form under the Frequently Asked Questions
section at www.education.gov.au/information-vet-student-loans-approved-providers.

3. For HE applications, you will be contacted by the department to set up two Provider Security Contact
(PSC) officers for your organisation within a week of registering your application in HITS. PSC officers
will be responsible for managing all access to your HITS application within your organisation
including creating new users, assigning user roles, managing existing users, resetting passwords.
Please contact the Department via Fee-Help@education.gov.au if you have not been contacted
within a week of creating your new application in HITS.

4. |If you have an existing record in HITS, the following error message will be displayed. You will need to

follow the procedures in ‘Application — Organisation already exists in HITS'.
Account Confirmation

If the following is the name of your Organisation, please continue by selecting "Next’ else select ‘Back’ and provide the correct code.

There were errors found in the information you submitted:

» The Organisation details provided has a matching record in the system. Please contact your Organisation security administrator to access the application. Contact
TSEnquiries@education.gov.au if you need further assistance.

Organisation name

TGA Registered entity name Joe Bloggs Pty Ltd
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Application — Return to draft

The Department reserves the right to return a submitted application to draft where it is incomplete. Where
an application is returned to Draft, the Application summary screen may include comments on why the
application was returned. You must address any issues raised in the comments before you resubmit your
application.

Application summary

Before lodging an application, please refer to the Application Guide to ensure all requirements are complete in accordance with the
legislation and guidelines. Other requirements may include mandatory forms, financial information and student policies. Incomplete
applications will not be accepted by the Department.

Please be advised that an application must be lodged in HITS before any assessment can be undertaken. Only a HITS CEO or SAOQ
user role can lodge an application in HITS.

Current status

Current status Draft

Comments Your applicaton has not been accepted as it is substantially incomplete and an

assessment cannot be undertaken. The Department’s website at

http:/feducation.gov.aufapplying-become-help-provider provides information on
application requirements.
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Application — Summary screen

USER ROLES ACCESS

Provider Corporate Officer CEO Full access to view Application summary
Provider Senior Officer SAO Full access to view Application summary
Provider Finance Officer PFO Full access to view Application summary
Provider Editing Officer PEO Full access to view Application summary
Provider View Officer PVO Full access to view Application summary

If your organisation is applying to be a HELP provider, has an existing application or is an approved provider
in HITS, you will be able to view the Application summary screen.

Instructions

1. From the Navigation menu click on Application.
2. Click ‘<<sector>>Application Summary’. The system will then navigate you to the selected sector
‘Application summary’ screen.
Logon ID 220000

2 welcome to
. 4, HITS ID 9999
== HELP T SySte I ki) 700000, CEO

Australian Government .
B4 Notifications: 0 Sign out

ORGANISATION PAYMENTS PUBLICATIONS REPORTS

I HE Application Summary

ion

lication menu on the Navigation bar has the following options:

RFI List

Create Application

The Application summary screen has two parts, the ‘Current status’ and the Requirements for <sector> in
which you have applied.

In the example below the current status of the application is Draft and the comments indicate that the
application was returned to draft because the application was incomplete upon the initial submission.

The requirements for the VET application section indicates that all mandatory fields have been completed. It
is important to note that where you re-apply HITS will reset all courses to ‘Details required’ however HITS will
not remove any information that you previously uploaded or edited.
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Application summary

Before lodging an application, please refer to the Application Guide to ensure all requirements are complete in accordance with the
legislation and guidelines. Other requirements may include mandatory forms, financial information and student policies. Incomplete
applications will not be accepted by the Department

Please be advised that an applicat C“”_E"T_Stal“s- is Draft and comments i”dicat_“ that Ertaken. Only a HITS CEO or SAQ

application has been returned to applicant as it was
substantially incomplete when initially submitted and
Requirements for VET applicaton” which indicates that from
all mandatory fields have been completed.

Draft

user role can lodge an appli

Current status

Current status

Comments Your applicaton has not been accepted as it is substantially incomplete and an

assessment cannot be undertaken. The Department's website at
http://education.gov au/applying-become-help-provider provides information on
application requirements.

Requirements for VET application
ORGANISATION

Omanisation details
Contact details

| Key Personnel details

Note: Please complete and submit the Financial Performance in accordance with the Financial Viability Instuctions (FVI), if
applicable

=< Nawgate to Document list

Notes
1. All the categories and sub categories in the Requirements section are hyperlinked to the screen that
requires actioning.

2. The availability of the Lodge application for assessment button is dependent on the all items listed

in the Requirements for VET applications being ticked as complete. You must also have a CEO or SAO
user role.
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Application — Withdrawing your application

USER ROLES ACCESS

Provider Corporate Officer CEO | Full access to withdraw an application
Provider Senior Officer SAO | Full access to withdraw an application
Provider Finance Officer PFO | No access to withdraw an application
Provider Editing Officer PEO | No access to withdraw an application
Provider View Officer PVO | No access to withdraw an application

Withdrawing your application

If your organisation has an application that has not yet been approved, you will be able to withdraw it.

You will only be able to withdraw your application in a sector where the application has one of the following
application statuses:

e Draft

e Initial Completeness Check

e To be assessed

e Awaiting Further Information
e Recommended Decision

You can check to see the current status of your application by selecting Organisation — view Organisation
Details on the navigation bar, then scrolling to the bottom of the screen and selecting the drop down arrow
to display Organisation Applications.

Note: The Current status of the application must be set at ‘Yes'.

il Organisation Applications

| Entity Mame Sector Application Current | Status Date
Status
Kl W i W Kl

Joe Bloggs Pty Ltd VET IDraﬁ Yes |28.F[]1.-‘2[]14 -

Instructions

1. From the Navigation menu, click on Application to view all available sub menu options.

Logon ID 220000

2 welcome to
; i HITS ID 9999
= HELP IT System i

Australian Government .
B4 Notifications: 0 Sign out

ORGANISATION PAYMENTS PUBLICATIONS REPORTS

I HE Applicat ary

RFI List

Create Application lication menu on the Navigation bar has the following options:

1. Click ‘<<sector>>Application summary’ - the system will navigate you to the selected sector Application
Summary screen.
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2. Click on Withdraw at the bottom of the screen; the system will generate a confirmation message box
with an option of ‘Yes’ or ‘No’.
Application summary

Before lodging an application, please refer to the Application Guide to ensure all requirements are complete in accordance with the
legislation and guidelines. Other requirements may include mandatory forms, financial information and student policies. Incomplete
applications will not be accepted by the Department.

Please be advised that an application must be lodged in HITS before any assessment can be undertaken. Only a HITS CEO or SAO
user role can lodge an application in HITS.

Current status
Current status ‘

Comments Your applicaton has not been accepted as it is substantially incomplete and an
assessment cannot be undertaken. The Department's website at
http://education.gov.au/applying-bec help-provid ides information on

p

application requirements.

Requirements for VET application

ORGANISATION
5] Organisation details

5] Contact details

© KeyPersonnel defails

applicable.

<< Navigate to Document list Withdraw I ’ Lodge application for assessment ‘
=

3. Click Yes to complete the process of withdrawing your application.

4. If successful, the system will display a confirmation message and the application status will change to
Withdrawn.

I YOu ARE HERE: Home > Application summary

Note: Please complete and submit the Financial Performance in accordance ‘ Financial Viability Instructions (FVI), if

Application summary

SUBMITTED SUCCESSFULLY

Before lodging an application, please refer to the Ay%o ensure all requirements are complete in accordance with the
legislation and guidelines. cial information and student policies. Incomplete
applications will not be ac iConfirmation ge that aMatlon

thas been withdrawn and status updated
Please be advised that an to Withdrawn’ also. ent can be undertaken. Only a HITS CEO or SAO
user role can lodge an ap| ’
Current status Withdrawn
Comments

Requirements for VET application

ORGANISATION

I x| Organisation details

x| Contact details

'@ KevPersomel details
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Bank account — Creating a bank account

USER ROLES ACCESS

Provider Corporate Officer CEO Can create, view and submit a Bank Account
Provider Senior Officer SAO | Can create, view and submit a Bank Account
Provider Financial Officer PFO Can create, view and submit a Bank Account
Provider Editing Officer PEO | Cannot view bank account module

Provider View Only PVO | Cannot view bank account module

Your organisation must have an approved bank account before you can receive any VET Student Loans/VET
FEE-HELP payments. Please note that you are not required to create a bank account for any Higher Education
sector payments, as FEE-HELP payments are made through a different system.

Instructions

1. Goto the Navigation menu and select Payments to display the sub menu items.
2. Select Bank Account List.

220000
9999

2 welcome to Logon ID
E .‘“) HITS ID
ot .. HELP [T System

Australian Government

ORGANISATION APPLICATION PAYMENTS PUBLICATIONS REPORTS

Estimate List

B4 Notifications: 0 Sign out

-

[© you ARE HERE: > Home
Payment Schedule List

Welcome to the HELP | |j-Seyyusuegn

Mv Ta Da | iet Quetam Infarmatinn Pranram Infarmatinn

3. Click Create Bank Account and you will be navigated to the Create Bank Account screen.

Bank Account list

Bank Account list

Bank Account Mame BSB Bank Account Mumber Status VET

Mo records to display.

I:l * Create Bank Account

1. Allfields on the screen which display the word ‘Required” are mandatory and must be completed.
2. Once all the required information is completed, click Submit.
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Create Bank Account

Bank Account details

Required | [ | Account used for VET? Provider Legal name

Joe Bloggs Pty Lid

Bank Account name Reguired BSB Reguired

Account number Reguired

ST e

== Back to Bank Account list

3. The Bank Account status will change to ‘Submitted’.

[© ¥ou ARE HERE: Home > Organisation Details » Bank Account list

Bank Account list

Bank Account Name BSB Bank Account Mumber Status VET | HE

W W W W

[ Joe Bloggs Pty Ltd 063244 012345678 ISmeitted Yes Mo

*

Notes

1. A bank account can only be submitted once the application is approved.

2. The bank account name field has a 32 character limit (this includes spaces). If your Bank Account
name is greater than 32 characters you will only be able to record the first 32 characters/spaces.

The Department must approve a bank account before payments can be processed into that account.
A Provider can only have one approved bank account per sector at any one time.
A new bank account must be approved in order to replace an existing approved bank account.

A HITS notification message is generated when a new bank account is submitted by a provider — see
Notifications section for details.

o v kW
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Compliance Notices — View and action

USER ROLES ACCESS

Provider Corporate Officer CEO | Canview and submit a compliance notice
Provider Senior Officer SAO | Can view and submit a compliance notice
Provider Financial Officer PFO Can view a compliance notice

Provider Editing Officer PEO | No view access

Provider View Only PVO | No view access

The Department may, from time to time, request an organisation to respond to a compliance notice. A

notification in HITS together with an email will be sent to the following contacts when a Compliance Notice is
issued

e CEO/VC
e SAO
e  Primary contact officer (for sector Compliance Notice is related to).

Instructions

1. Go to the Navigation menu and select Organisation — Compliance Notice Lists to display the
Compliance Notice list.

“% HELP IT System

Australian Government

ORGANISATION PAYMENTS PUBLICATIONS

View Organisation Details
L [© YOU ARE HERE: Home > View Orga
Course List

—— View Organisation det

Compliance Notice List Contacts | Persons of Influence

2. The Compliance Notice list will display all notices issued to the provider with any ‘Issued’ notices listed
first. Select the View details button to display the compliance Notice details page.

Compliance Notice list

Motice Type Reason Status Status Date Due Date
W W ki W W
I; CI‘ Quality 19/05/2016 20/05/2016
Clause 12A Agents Sulitted 17/05/2016 31/05/2016
Clause 26 Enrclment ] tted 17/05/2016 03/06/2016

Compliance Notice then select "View

Check the box against the “lssued’
detailz’ to view the notice

View details | «
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3. The Compliance Notice details page provides the following information
a. Organisation details
b. Notice details
i. Hyperlink to the Compliance Notice
ii. Notice description (Department — optional)
iii. Comments section (Provider — optional)
iv.  Confirmation text (mandatory)
v. Upload document — link to the upload document function

1. Providers should upload documents related to Notices in the ‘Compliance Requirements’
category

4. Once you have actioned the requirements within the Compliance Notice, you should add comments
where appropriate, check the ‘Confirmation’ checkbox and select the Confirm button to submit your
Compliance Notice back to the department.

Compliance Notice details

Organisabion details

HITS ID 9999

Legal Entity name TEST Enterprises

Sector VET Current Application status Approved
Notice type Clause 29C Reason Quality
MNotice Testing Requirement 123 docx

Status Iszued

Due date N0E/ 2016 Revised Due date

Motice description (S00 words)

Comments (500 words)

{

confirm that the requested information for this Compliance Notice has been provided

= Back to Compliance Notica list Upload document Confirm

1ef1

5. You will be navigated back to the Compliance Notice list screen and a ‘Submitted Successfully’ message
will display.

Compliance Notice list

SUBMITTED SUCCESSFULLY

WVET Compliance Notice list

Notice Type Reason Status Status Date Due Date
T K T i il
I Clause 25C Quality Submitted 18/06/2016 20/05/2016 I
Clause 12A Agents Submitted 17/05/2016 31/05/2016
Clause 76 Frrolment Submitted 17I0R2MA N3DRIMA

HELP IT Application User Guide V 9.2 — Final Page 52



Contacts — Adding a contact

USER ROLES ACCESS

Provider Finance Officer PFO Full access to add/view contacts
Provider Corporate Officer CEO Full access to add/view contacts
Provider Senior Officer SAO | Full access to add/view contacts
Provider Editing Officer PEO Full access to add/view contacts
Provider View Only PVO | Can only view contacts

The contacts screen is where you provide information to the Department on all key contacts within your
organisation for each sector you have an active application.

Only a person listed within the Contact List can request Commercial-In-Confidence or operational policy
information from the Department.

For applicants, it is mandatory to have a minimum 5 contacts for a single sector application or 6 for a dual
sector application. Minimum contacts are:

CEO/VC

e  Senior Authorised Officer
e Accountant

o Internal and/or

o External

e  Auditor
o Internal and/or
o External

Primary Contact Officer
o VET and/or

HE
Instructions
1. From the Navigation menu click Organisation - Organisation details to view the Organisation Details
screen.
2. Select the Contacts tab to navigate to the Contact list screen.

* v @™ RE HERE: Home = Oirganisation list = View Organisation details

Organisation details

Oroganisation details

Key Personnel | Ad-Hoc Documents | Financial Performance | History

HELP IT Application User Guide V 9.2 — Final Page 53



3. For new applicants, the Mandatory Contact summary details will display until such time as all the
mandatory contacts have been created. Once they have been created, the Mandatory Contact summary
details will disappear. Click the Add contact button.

Contact list

Mandatory Contact summary

B8 CEONC B8 Accountant 8 Primary Contact For - VET

Ex] Senior Authorised Officer Ex] Auditor

r First Mame Surname Sector Position Title Edit

No records to display.

The Mandatory Contact summary field will
display until all contacts have been created

=< Back to QOrganisation Details
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4. Complete all required contact information fields and click the Save button.
Add Contact details

Contact details

(Contsct type Requred

—Choose— hd —Choose— |E|

Sector Recures

Permission granted to contact for cRgeation of quenies regarding financial statements

Accounting CoMpany P
: At 3 minimum, you must complete all

| / fields marked 'Required’

Auditing company /

| ”~ |
ITilla Racirad I
—LChoose— |Z|

First name Reourea SUMName Reouired

Position tithe fReouiras

—Choose— |E|
Description of role

Telephons Direct telephone

Maobile International telephons

Contact email address Reguires

Email confirmation Regured

Phy=ical address

Address line 1 Regured
54 Orangs Strest

Address line 2
Address line 3 / City {if country not Australis)

Country Fegurs

Australia |E|

Suburh or postoode search Reguras

Wberdare N3W 2325

5.  When adding contacts for the first time, the Mandatory Contact Summary details will display above the
contact list. The summary details will indicate which contact types have not been completed. Once all
mandatory contacts have been completed, the Mandatory Contact summary details will stop displaying.

Mandatory Contact summary

x| CEONG

Accountant E] Primary Contact For - VET

'a Seniot orised Officer & x| Auditor

Completed

In-complete

6. Once you select Save you will be navigated back to the Contact list screen.
7. Repeat above for all contacts.
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Notes

1. The ‘Mandatory Contact summary’ screen will display until such time as all contacts have been
created.

2. Where a mandatory contact changes, you must create a new contact for the contact type before you
can delete the old contact details.

3. There is no limit on the number of contacts for the same contact type being created however
notification emails will only be sent to the highest listed contact.

4. At least one contact phone/mobile number is required, either a telephone OR mobile phone
number.

5. If your contact details are in another country, you must include the city in which you live.

6. Only a person listed within the Contact List can request Commercial-In-Confidence or operational
policy information from the Department.
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Contacts — Deleting a contact

USER ROLES ACCESS

Provider Corporate Officer CEO Full access to delete contacts
Provider Senior Officer SAO | Full access to delete contacts
Provider Finance Officer PFO | Full access to delete contacts
Provider Editing Officer PEO Full access to delete contacts
Provider View only PVO | Can only view contacts

Contacts should be deleted from the contact list when they are no longer with the organisation or have
moved to a different role.

Please note you must always have at least one of the mandatory contacts so you must create a new
mandatory contact before you can delete an old mandatory contact person. Alternatively, you can update
the existing contact details.

Instructions

1. Click on Organisation then click on Organisation details to view the Organisation Details screen.
2. Select the Contacts tab to display the Contact list screen.
RE HERE: Home = Cirganisation list = View Organisation details

rganisation details

Key Personnel | Ad-Hoc Documents | Financial Performance | History

Organization details
3. Make sure that you have added the new contact details before you continue to delete the old contact
details.
[ ¥oU ARE HERE: Home = Organisation Details > Contact list
Contact list
1 First Mame Surname Contact Type Sector Position Title Edit
'd ' ' ' '
O Bentley Citizen Accountant — internal  VET Student administrative  Edit
L] | Joan Citizen CEONC « w Edit
0 Joe Citizen \ Senior Authorising Student administrative Edit
Officer manager
O Parker Citizen CEONC Old CEONC - Record Edit
' AN '« Bt
O Piper Citizen yimary contact Financial Edit
] Riley Citizen VET Company Secretary Edit

There are two CEQ/VC contacts. Joan
Citizen is the new contact and Parker Citizen
is no longer with the organisation. You can
delete Parker Citizen.

v |

=< Back to Qrganisation Details
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4,

5.

From the list of contacts, click the box for the contact that you wish to delete and then click on the

View details button.

[ vou ARe HERE: Home > Organisation Details > Contact list

Contact list

B First Name

v
[/ Bentley
Joan
O Joe
2 Pa‘
I 0|  Piper
[J  Riley

Sumame Contact Type
' v
Citizen Accountant — internal
Citizen CEONC
Senior Authorising
Citize:
? Officer
Citizen CEONVC
Citizen Primary contact -
VET
Citizen Auditor — interal

Check the box against the contact
you wish to delete then select the
‘View details’ button

View details

<< Back to Organisation Details

Sector

VET

VET

VET

Position Title

v
Student administrative

Chief Executive
Officer

Student administrative
manager

Company Director
Financial

Company Secretary

Add contact

Click on the Delete button and then click the yes button on the pop-up notification.

[ you ARE HERE: Home > Organisation Details = Contact list > View Contact details

View Contact details

Contact details

Contact type CEONC Sector VET
Permission granted to contact @
for clarification of any queries
regarding financial statements
Accounting company
Auditing company
Title Mr
First name Parker Surname Citizen
Position title Company Director
Description of role
Telephone Direct telephone
Mobile 0423232323 International telephone
Contact email address NK2587_d@dev.construction_enet
Email confirmation NK2587_d@dev.construction.enet
System Audit Infg -
Confirmation x
MVELEIELNEES  Are you sure you want to
Address line 1 delete the record?
Address line 2
Address line 3/C Y N
country not Austr: es 0
Country b Adaminaby
State NSW Postcode 2630
Postal address
Address line 1 43 Green Street
Address line 2
Address line 3 / City (if
country not Australia)
Country Australia Suburb Adaminaby
State NSW Postcode 2630
<< Back to Contact list » | Delete | | Edit
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6. If the contact is successfully deleted, there will be a green banner below the Contact list.

Contact list

DELETED SUCCESSFULLY
[m] First Name Sumame Contact Type Sector Position Title Edit
' v v v v
(] Gianna Doe Accountant - intemnal VET Company Director Edit
03 | tan Dos Senior Authorising VET Director Edit
Officer

7. If you attempt to delete a mandatory contact when only one contact type is present, you will receive an
error message.

[ you ARE HERE: Home = Organisation Details = Contact list = View Contact details

View Contact details

There were errors found in the information you submitted:

= There is only one contact for this contact type. The contact cannot be deleted, it can be updated.

Contact details

Contact type CEONC VET
Permis?ion !.;ranted to contf.:ct @

for clarification of any queries

regarding financial statements

Accounting company

Auditing company

Title Miss

First name Joan Surname Citizen
Position title Chief Executive Officer

Description of role

Telephone Direct telephone

Maobile 0400000000 International telephone

Contact email address a@col.com

Email confirmation a@col.com

System Audit Information
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Contacts — Updating a contact

USER ROLES ACCESS

Provider Corporate Officer CEO Full access to update contacts
Provider Senior Officer SAO | Full access to update contacts
Provider Finance Officer PFO Full access to update contacts
Provider Editing Officer PEO Full access to update contacts
Provider View only PVO | Can only view contacts

You should update contact details where appropriate however it is important to consider the order in which
contacts with the same contact type are listed. This is due to HITS notifications and email notifications as

where there is more than one contact with the same contact type; notifications/emails will be sent to the
first listed contact.

Instructions

1. Click on Organisation then click on Organisation details to view the Organisation Details screen.
2. Select the Contacts tab to display the Contact list screen.

RE HERE: Home = Organisation list = View Organisation details

rganisation details

Key Personnel | Ad-Hoc Documents | Financial Peformance | History

Organisation details
3.  From the list of contacts, click on the Edit hyperlink for the record that you wish to update.
Contact list
r First Name Surname Contact Type Seclor Pasition Title Edit
T
) Bentley Citizen Accountant — intemnal VET Student administratve Edt
E Joe Citizen Senior Authorising VET Student administrative E it
Officer manager
r Parker Citizen CEQ/WVC VET Company Director Edit
| | P Citi Primary cantact — VET Fi I Edit
iper izen VET inancia Ed
r Riley Citizen Auditor — internal VET Company Secretary

mp[:]!

4. Update the relevant fields and click on the Save button.

5. You will be navigated back to the Contact list. Repeat this action if you need to update any further
contacts.

Notes

1. Required fields are indicated with the word ‘required’ in red next to the field name.
2. Atleast one phone number, either a telephone OR mobile phone number is required.
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Course — Viewing VSL approved fee limits, approved courses
(start, end and teach out dates) and approved course fee limits

USER ROLES ACCESS

Provider Corporate Officer CEO | View Only
Provider Senior Officer SAO | View Only
Provider Finance Officer PFO | View Only
Provider Editing Officer PEO | View Only
Provider View Only PVO | View Only

VSL Qualifying Courses

Providers must only offer VET Student Loans for diploma level or above courses that have been agreed —i.e.
the course must be on the VET Student Loans (Courses and Loan Caps) Determination 2016, and must be
approved for VET Student Loans as a condition of your organisation’s approval.

Once approved, all courses a VSL provider has been granted approval to deliver will be visible in HITS — refer
to Course — Viewing VSL approved fee limits, approved courses (start, end and teach out dates) and
approved course fee limits. The listing should align with your organisation’s conditions of approval.

If you wish to offer an additional course under VET Student Loans to those outlined in your conditions of
approval, you will need to apply to the Secretary’s delegate. More information on this process is available on
the department’s website at www.education.gov.au/information-vet-student-loans-approved-providers.

For further information, there is a VET Student Loans Manual for Providers on the website:
https://docs.education.gov.au/node/43921.

Once your organisation has received formal approval from the department, you can view the overall fee limit
for your organisation, the list of VSL approved courses for your organisation, and if applicable, the associated
course fee limit/s.

Instructions

1. From the Navigation menu click on Organisation and from the Context selector, click on VSL Course List
and Fee Limits.

Context Selector

Organisation (0)

2. The VSL Course List and Fee Limits are displayed as below. The top table displays the Provider Overall Fee
Limit by financial years and the table directly below that displays the list of approved courses for the
provider.
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VSL Course List and Fee Limits

Provider Ouerall Fee Limit list

Anveoun t Mo Fes Limit Start Dake End Date Edit
(] 4 4 (]
550,000.00 002007 300082017 Edit
YES 012017 HM2201T

Add Provider Onerall Fee Limit

[vsioamen]|

[] .. Determinati Course Code Course Name Determina fion Ache rVSL | Fuwe Edit
d Group appronal
7 T ' 7 7 T
0. 10023 BSES1215 Diploms of Leadeshipand o\ a2 Expirad Edit

Management

3. To view the approval period and fee limit for that course, select the course by ticking the box and click
View details.

| Bulk Activste for V5L |

VSL Course list

0| Couse Course Name
Code

. BsBS1S1S Diploma of Leadership and Manageme

[ View i | <=

4. View of the VSL Course details.

dit VSL Course details

Course code BSE51915

Course name Diploma of Leadership and Mansgement

Approval Periods

Start Daie End Date Teachout Daf]

7 7

1072017 30/09/2017 30/09/2017
isplaying approved
tart, end and teach
ut dates, and
pproved course fee
imit for that period

Amaunt No Fee Limit Start Date End Dat

v v v
50.00 01072017 30/02/2017
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Documents — Additional notes

Ad Hoc document upload

Use the Ad Hoc document upload when you are NOT uploading documents against a Milestone. Using this
method automatically submits the document to the Department.

Document List upload

Use the Document List upload function when you are uploading documents that are related to a Milestone.
Using this method allows you to remove any document or change any information.

Locked documents

A locked document is a document that has been submitted to the Department. Locked documents can only
be removed by the Department.

Unlocked documents

An unlocked document is a document that has been uploaded into HITS but has yet to be submitted. It can
be removed from HITS at any time. Documents uploaded using the Document List or via a milestone are
unlocked until a milestone is submitted. A submitted milestone will lock all unlocked documents against the
provider.

Unlocked documents cannot be replaced by another document, they should be removed instead.

New Applicants to HITS

New applicants who have not registered in HITS previously will have no documents in their document list
and whenever they upload a document, it will remain unlocked until such time as they submit their
application. An unlocked document is a document which can be removed by the applicant.

Applicants with a previous application who re-apply

If your current application is inactive, i.e. it is withdrawn and you reapply any documents that you uploaded
previously will still appear in your document list. You should immediately review these documents and
request the Department to remove any that are out of date.

For VET providers, contact the department via the online enquiry form under the Frequently Asked
Questions section at www.education.gov.au/information-vet-student-loans-approved-providers or for higher
education providers, email Fee-Help@education.gov.au

Document Size

Maximum size for any document is 15 Megabytes (15 MB). If your document is close to this size, it is
recommended that you split your document into two sections and upload separately.

User roles

HITS will permit all users to upload a document against any category/sub category however once uploaded,
you may not be able to view the document if the category relates to a module in which you do not have
access. For example, a PEO user may upload financial documents however as they do not have access to
Financial information, they will not be able to view the document i.e. the URL link to the document will be
disabled.
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Documents — Archived

The Department will archive documents that are no longer current, i.e. they have been replaced by a more
up-to-date version or a newer version of the document has been uploaded.

Archived documents will not appear in your documents list however if you wish to view any archived
document follow the instructions below.

Instructions

1. From the Navigation menu click on Organisation — View organisation details to navigate to the View
Organisation details screen. Click on Document List to view the Document list screen.

[© ¥ou ARE HERE: Home > Organisation list > View Organisation details

View QOrganisation details

Tomacts | Dersons of muence | AdHoc Uocuments | Fee Schedule Upcoming Milestones | Financial Performance

Context Selector

4
Demo - Hubble Training Institute (745896082 HITS 1D 15655
Demo - Hubble Training Institute (74539808 TGA Register Entity name Dema - Hubble Training Institute
Legal Entity name Dema - Hubble Training Institute
‘R;;gislered Business name Demo - Hubble Training Institute
Preferred Business name Demo - Hubble Training Institute

Parent body
Head Office address Demo - Hubble Training Institute St , BOX HILL VIC 3128
Australian Business Number 74599608295 Australian Company Number

T TGA ID 87 TGA Registration expiry date 28/02/2015
TGA Registration status Current

Hocoming Milestene CRICOS Number (if Year entity first began to

of Influence List applicable) operate as an RTO/HEI

Is the entity applying as a No
Organisation Entity type Awustralian Company limited by Shares - registered with ASIC ({the Australian

Select category

~Select--

Document list

Former Entity names
3rd Party Arrangements [

Securities and Investments Commission)

‘ System Audit Information

Check the box against ‘Include Archived’ statement and select Filter.

= " | Include Archived

o view Archived documents, check
I Sector Category Sub Category DocuMbine ‘Include Archived check box andlf | R€P
hen click on the ‘Filter button. Arcl
W W W
Persons of
T VET Inf Detail festarchie documment o000y, pep
nfluence etails
- nod for UAT 90003.docx
Information
Persons of
r VET Influence Details test 1.docx 06/03/2014
Information
Procedural . i
r VET Grievance Requirements test 3.docx

Requirements
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3. Document list with Archived documents included. Archived documents have a code of ‘ARC’.

Document list

Select category

—-Select—

Document list

|Z| I | Include Archived

— Sector Category Sub Category Document Name Submitted Replaced
Date Archived
W W 'l W
Persons of )
. - Test archive document
r VET Influence Details | Archived document Y 26/02/2014 REP
Information displayed e
Persons of
I VET Influence Details test 1.docx 06/03/2014
Information
Procedural .
r VET ) Grievance Req test 3.docx
Requirements
Persons of
r VET Influence Details DateAdd docx 05/03/2014 ARC
Information

HELP IT Application User Guide V 9.2 — Final

»

m

Page 65



Document categories

Each document uploaded into HITS must be attached to one of the following categories and their associated
subcategories, depending on relevance:

2. Organisational Information

(a)
(b)

Establishing documentation
Other

Persons of Influence Information

(a)
(b)

Details
Other

4. Course Requirements
(a)  Tuition Assurance Requirements
(b)  Statement of VET Tuition Assurance (SVTA)
(c)  Fee Schedules
(d)  Other
(e)  Variation with Ministerial approval
5. Procedural Requirements
(a)  Fair Treatment and Equal Opportunity Requirements
(b)  FEE Requirements
(c)  Grievance Requirements
(d)  Student Refund and Student Review Requirements
(e)  Personal Information / Privacy Requirements
(f) Other
6. Financial Requirements
(a)  Financial Statements
(b)  Business Plan
(c)  Project Budgets
(d)  Declaration, Certificates and other supplementary information
(e)  Risk Mitigation Strategies including Deeds of Guarantee
(f) Deed of Undertaking
(g) Estimate of Advance payments - First Year Survey and Estimate declaration
(h)  Strategic Plan
(i) Other
7. Administration
(a)  Applicant/provider correspondence
(b)  Statutory declaration
(c)  Other
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Documents — Removing a document

USER ROLES ACCESS

Provider Corporate Officer CEO | Full access to remove documents
Provider Senior Officer SAO | Full access to remove documents
Provider Finance Officer PFO | Full access to remove documents
Provider Editing Officer PEO | Full access to remove documents
Provider View Only PVO | Can only view documents

Removing a document effectively deletes it from HITS and should only be used when the document was
uploaded incorrectly.

You can remove any document that has not been submitted, i.e. there is no ‘Submitted Date’ (see example
below).
Document list

Select category

—Select-

El You can remove any document
that is not submitted

Document list

r Sector Category Sub Category Document Name Submitted Replaced
Date Archived
e ' 'd 7 e
Procedural
r VET ) Grievance Requirements test 3. docx
Requirements
Organisational
r VET g Establishing Documentation  test 1.docx
Information
Persons of Test hive d ;
est archive documen I_I
| VvET Infl Detail 26/02/2014
niuence sale no3 for UAT 30003 docx
Information
Only Departmental users can
remave a submitted document
| | | Export to excel
Help Text

If you are replacing a previously uploaded document, please ensure you select Replace’ functionality on View Document screen

To remove a document, follow the instructions below.

Instructions

1. From the Navigation menu click on Organisation to navigate to the View Organisation details screen.
Click on Document List to view the Document list screen.

View Crganisation details

Contacts | Persons of Influence | Financial Performance

Context Selector

Organisation details
HITS ID

- — - 4
Demo - Libra Training Institute 16834

Contact List
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TGA Register Entity name

Legal Entity name
Registered Business name
(s)

Preferred Business name
Former Entity names

Jrd Party Arrangements /
Partnerships

Parent body
Head Office address
Australian Business Number

Ti=A 1IN

Demo - Libra Training Institute
Demo - Libra Training Institute

Demo - Libra Training Institute

Demo - Libra Training Institute

Demo - Libra Training Institute St , KURWC

74599608295 Australian C«
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2. From the list of available documents, select the check box beside the document you want to remove
and click on the View details button.

Document list

Select category

—Select— E I | Include Archived

| Sector Category Sub Category Document Mame Submitted Replaced
Date Archived
e W g w g
Procedural ) ) 1
r VET . Grievance Reguirements test 3. docx
Requirements
Organisational . }
‘ L X Establishing Documentation  test 1.docx
Information
Persons of e 0
est archive documen
r VET Influence Details 26/02/2014
) no3 for UAT 90003.docx
Information

3. The document details will be displayed for you to review. If you want to remove this document, click on
the Remove button.

View Document details

Document name test 1.docx Review details to ensure it is the

Category Organisational Information document you wish to remove —
Sub category Establishing Documentation

Description

Replacement document
Replaced date Replaced by
Archived NO

=y

<= Back to Document list
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4. You will be navigated back to the Document list screen and a confirmation message will display
confirming that the document was successfully removed.
Document list

DOCUMENT TEST 1.DOCX WAS REMOVED SUCCESSFULLY

[Conﬁrmation that document

Select category removed from the Document list

=
—Select— = I | Include Archived

- Sector Category Sub Category Document Mame Submitted Replaced
Date Archived
N N ki

N T N

Procedural ) : |
r VET ; Grievance Requirements test 3.docx
Requirements

Persons of Test archive d 0
est archive documen
- S 102/
VET Inﬂuencg Details 103 for UAT 90003 docx 26/02/2014
Information

| ‘ | Export to excel |

Notes

1. Adocument can be removed if your application status is ‘Draft’ or you uploaded the document when
your application was in a status of ‘Awaiting Further Information’. Once the Application or an RFl is
submitted the document cannot be removed by you, you must request the Department to remove
it for you where the document is not required for assessment purposes.

All documents uploaded but not submitted will be submitted with the milestone.

If you require a document to be removed and you do not have the functionality to remove it, please
send a request via the online form at www.education.gov.au/information-vet-student-loans-
approved-providers for VET providers or Fee-Help@education.gov.au for Higher Education providers
providing all the necessary information. The Department will remove the document for you.

4. HITS will allow all users to upload documents against any category/sub category however once
uploaded, you may not be able to view the document if the category relates to a module in which
you do not have access. For example, a PEO user may upload financial documents however as they
do not have access to Financial information, they will not be able to view the document i.e. the URL
link to the document will be disabled. Where this occurs, you must request a user with the
appropriate user access to view the documents and ensure they are submitted.
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Documents — Replacing a document

USER ROLES ACCESS

Provider Corporate Officer CEO Access to replace documents
Provider Senior Officer SAO Access to replace documents
Provider Finance Officer PFO Access to replace documents
Provider Editing Officer PEO Access to replace documents
Provider View Only PVO Cannot replace documents

Over time, documents that have been previously submitted by your organisation and assessed by the
Department may become out of date. HITS will allow you to replace any document that has been submitted.

Replacing a document does not remove (or delete) the replaced document instead it links one or more
replaced documents with the current version.

Please note that this functionality is only available to approved providers.

Instructions

1. From the Navigation menu click on Organisation to navigate to the View Organisation details screen.
Click on Document List to view the Document list screen.

[~ You ARE HERE: Home > View Organisation details

View Organisation details

Contacts | Persons of Influence | Ad-Hoc Documents | Upcoming Milestones | Financial Performance

Context Selector

Organisation details
Demo - Aquarius Training Institute HITS ID 16882
TGA Register Entity name Demo - Aquarius Training Institute
Legal Entity name Demo - Aquarius Training Institute

Bank Account List Registered Business name Demo - Aquarius Training Institute
(s)
Estimate List i - ;
Preferred Business name Demo - Aquarius Training Institute
it

Former Entity names

3rd Party Arrangements /
Partnerships

Parent body

Head Office address Dema - Aquarius Training Institute St | SAMFORD VILLAGE QLD 4520
Australian Business Number 74599608295 Australian Company Number

TGA ID 199 TGA Registration expiry date 221022017
TGA Registration status Current

CRICOS Number (if Year entity first began to

applicable) operate as an RTOJHEI

Is the entity applying as a Yes
Trustee for a Trust?

Organisation Entity type Australian Company limited by Guarantee - registered with ASIC (the

Australian Securities and Investments Commission)

System Audit Information
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2. From the list of available document, select the check box beside the document you wish to replace and
click on the View details button.

Document list

Select category

_Select— [=] ™| Include Archived

| Sector Category Sub Category Document Name Submitted Replaced
Date Archived
'é 'd

Procedural
| VET rocedura Grievance Requirements test 3.docx

Requirements

Persons of Test archive d :
est archive documen
v e Details 26/02/2014
no3 for UAT 90003.docx

Information

You can only replace a document
that has been submitted

I View details I Export to excel

3. The View Document details screen will be displayed for you to review. If you wish to replace a
document, click on the Select button to upload your new document.

View Document details

Document details

Document name Test archive document ne3 for UAT 90003.docx
Category Persons of Influence Information

Sub category Details

Description

Replacement document
Replaced date Replaced by
Archived NO

Replacement details .
Confirm document is correct then

Select... select the ‘Replacement details’

Maximum allowed file size: 15 MB button to upload new document

== Back to Document list
10f1

4. Choose the file to upload and click the Open button.

HELP IT Application User Guide V 9.2 — Final Page 71



5. The filename will be displayed in the Replacement details section, click on the Replace button to
confirm to save your replacement document in HITS.

View Document details

Document details

Document name Test archive document no3 for UAT 90003.docx
Category Persons of Influence Information
Sub category Details
Description ﬁ
Replacement document
Replaced date Document to be repla_ced_

) and document replacing it
Archived MO

Replacement details

test 1.docx ¥ Remove

Maximum allowed file size: 15 MB

== Back to Document list

10f1

6. Once you have replaced the document, you will receive a confirmation message. It is important to note
that replacing a document does not change the Category or Sub category of the replaced document.

View Document details

SAVED SUCCESSFULLY

Document details
Document name I Test archive document no3 for UAT 90003.docx
Category Persons of Influence Information

e R Details Confirmation message that document Test archive
Description document no3 for UAT 90003 docx’ has been
Replacement document * replaced by test 1.docx’

a It is important to note that the catergory and
Replaced date 6/03/2014 Replaced Bsubcategory has not changed
Archived NO

<< Back to Document list
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7. The replaced document name and link will be displayed under the Document details section.
Document list

Select category

_Selact— = [ | Include Archived

- Sector Category Sub Category Document Name Submitted Replaced
Date Archived
N W W W W i
P f it
- VET | :rsons ? Detail dReplaced b Test archive document 20T ==
miuence stals | document nod for UAT 90003.docx. =
Information
Persons of
| VvET Influence Details  [New test 1.docx 06/03/2014
. document
Information
Procedural X .
r VET Grievance Requirements test 3. docx

Requirements

| || Export to excel |

8. If you need to replace another document, click on the Back to Document list link and repeat.

Notes

1. Maximum size for any document is 15 Megabytes (15 MB). If your document is close to this size, it is
recommended that you split your document into two sections and upload separately.

2. Adocument can only be replaced when it has been submitted.
3. The new document is automatically submitted when uploaded.
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Documents — Uploading a document - Applicant

USER ROLES ACCESS

Provider Corporate Officer CEO Access to upload documents
Provider Senior Officer SAO Access to upload documents
Provider Finance Officer PFO Access to upload documents
Provider Editing Officer PEO Access to upload documents
Provider View Only PVO Cannot upload documents

Instructions

1.

From the Navigation menu click on Organisation to view the Context Selector. Click on Document List to

view the Document list screen.

[* YOU ARE HERE: Home > View Organisation details

Context Selector

Demo - Virgo Trainina Institute

Course List

Bank Account List

Contact List

4

View Organisation details

Contacts | Persons of Influence

Financial Performance

Organisation details

HITS ID
TGA Register Entity name
Legal Entity name

Registered Business name
(s)

Preferred Business name
Former Entity names

3rd Party Arrangements /
Partnerships

Parent body
Head Office address

Australian Business Number

TGA ID
TGA Registration status

CRICOS Number (if
applicable)

Is the entity applying as a
Trustee for a Trust?

Organisation Entity type

16692
Demo - Virgo Training Institute
Demo - Virgo Training Institute

Demo - Virgo Training Institute

Demo - Virgo Training Institute

Demo - Virgo Training Institute St | ANNERLEY QLD 4103

74599608295 Australian Company Number
171 TGA Registration expiry date 09/12/2013
Current

Year entity first began to
operate as an RTO/HEI

Yes

Australian Company limited by Guarantee - registered with ASIC (the
Australian Securities and Investments Commission)

System Audit Information
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2.  From the Upload Document section, select the relevant category for the document to be stored under
and click on Select button.

Document list

Select category

_Select— = " | Include Archived

Document list

- Sector Category Sub Category Document Mame Submitted Replaced

Date Archived
'd N'd 'd N 'd 'd

Mo records to display. 1l

If you are replacing a previously uploaded document, please ensure you select ‘Replace’ functionality on View Document screen
Organisational Information

Choose a category then
lick on the Select button
Persons of Influence Information

Course Requirements Feedback
Procedural Requirements Copyright @ 2014 Commonwealth of Australia
Financial Requirements

Administration

Select category Required

—-Select—

Dizclaimer Privacy Skils System Security Policy Accessibility

eﬂ\. Local intranet | Protected Mode: Off i v ®100%

3. The Upload Documents screen will be displayed. All ‘required’ fields must be completed.

[ You ARE HERE: Home > Organisation Details > Document list > Upload Documents

Upload Documents

Context Selector Help Text

'On successful submission, the document will be successfully submitted to the department’
Demo - Virgo Training Institute 4

Document List Sub Category Document Name Date Uploaded Replacement Replaced By Date

Document

i
No records to display. =

Attachment details

Sector Required
—Choose-- j
Sub category Required

* ~Select =

Upload attachment Required

Select
Maximum allowed file size: 15 MB

=< Back to Document list Cancel | I‘
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4. Select an appropriate Sector and Sub category for your document.
5. Choose the file to be uploaded by clicking on the Select button.

6. Once you have located the file, click on the Open button of the File Download popup window, the name
will be displayed below the Select button.

7. If you need to upload more documents for the same category and sub category, repeat the above steps.

Attachment details

Sector Required
~-Choose— j

Sub category Required

—Select— j

Upload attachment requirzd

Select...

1 LAFHA Process2.doc | X Remove

* 1 Training Contract Search and List... % Remove

T CodeClaimTypes.xls X Remove

Maximum allowed file size: 15 MB

<= Back to Document list Submit

8. Review the documents that you have uploaded. You can remove any document that is not appropriate
by selecting the Remove button appropriate for the document.

9. Once you are satisfied you have uploaded all the documents for that category, click on the Submit
button. You will receive a ‘Saved Successfully’ confirmation message if documents have been uploaded
successfully.

10. If you need to upload more documents to a different category or sub category, from the HITS Upload
Document screen click on the Back to Document list link and repeat above instructions.

Attachment details

Sector Required

~Choose- j
Sub category rRequired

—Select— j

Upload attachment Required
Select...
Waximum allowed file size: 15 MB

* I << Back to Document list I Submit
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11. Your documents have been uploaded and will now appear in your document list.
Document list

Select category

_Select— [=] I | Include Archived

r Sector Category Sub Category Document Name Submitted Replaced
Date Archived
W W W W W
Persons of I
r VET Influence Details CodeClaimType.xlsx
Information
Persons of R
. raining Contrac
I VET Influence Details B
) Search and List.docx
Information
Persons of
r VET Influence Details LAFHA Process2. docx
Information

| | Export to excel |

Notes

1. Maximum size for any document is 15 Megabytes (15 MB). If your document is close to this size, it is
recommended that you split your document into two sections and upload separately.

2. You must ensure document names are no more than 100 characters in length. If they are too long, you
will get the following error message similar to “An application error occurred and has been logged.
Please advise your administrator and provide them with this error code: ada3827c-fc25-446a-bc49-
c7a20”.

3. All documents uploaded during the preparation of your application will be submitted to the
Department at the same time that you submit your application.
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Documents — Uploading a document — Approved Provider

USER ROLES ACCESS

Provider Corporate Officer CEO Access to upload documents
Provider Senior Officer SAO Access to upload documents
Provider Finance Officer PFO Access to upload documents
Provider Editing Officer PEO Access to upload documents
Provider View Only PVO Cannot upload documents

There are two ways in which documents can be uploaded into HITS.

Document List: Upload documents via the documents list when your documents relate to a milestone. Using
the document list upload will not submit the document and should you decide a document is not relevant, you
can remove it.

Ad-Hoc documents: Upload documents via the Ad-Hoc document upload when you are not uploading
documents associated with a milestone. Documents uploaded via the Ad-Hoc upload will automatically be
submitted to the Department.

Instructions

1. From the Navigation menu click on Organisation to view all available sub menu options. Click on
Document List to view the Document list screen.

View Organisation details

Contacts | Persons of Influence I Ad-Hoc Documents I Upcoming Milestones | Financial Performance

Context Selector L S
Demo - Libra Training Institute b HITS ID 168
TGA Register Entity name Dem ra Training Institute
Legal Entity name Dem ra Training Institute
Registered Business name Demo - Libra Training Institute

(s)

Preferred Busi 1stitute

Approved providers can upload

= i es ldocuments via Ad-Hoc or via the
ergDocument list.
Partnefships

Parent body

e —— Head Office address Demo - Libra Training Institute St , KURWONGBAH QLD 4503
EET—

Australian Business Number 74599608295 Australian Company Number

TGA ID 190 TGA Registration expiry date 22/03/2017

TGA Registration status Current

CRICOS Number (if Year entity first began to

applicable) operate as an RTO/HEI

Is the entity applying as a No

Trustee for a Trust?

Organisation Entity type Australian Company limited by Shares - registered with ASIC (the Australian
Securities and Investments Commission)

System Audit Information
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2.  From the Upload Document section, select the relevant category for the document is to be uploaded to
and click on Select button.

From Document List
Document list

Context Selector Select category
4|  |-Select— = ™ Include Archived

Demeo - Virgo Training Institute

Document list

(m] Sector Category Sub Category Document Name Submitted Replaced
Date Archived
'd ' ' ' e '
P f g
| ver I :rsnns ’ Detail Lt Ao 26/02/2014 REP

ruence erals no3 for UAT 90003 docx
Information
Persans of

r VET Influence Details test 1.docx 06/03/2014
Information
Procedural

r VET Grievance Requirements test 3.docx

Requirements

@

‘ View details ‘ | Export to excel

If you are replacing a previously uploaded document, please ensure you select ‘Replace’ functionality on View Document screen

Selectthe appropriate upload type ie Ad-Hoc if you
want your document to be submitted straight away
or Milestone if you have a number of documents to
Select upload type Required Selfupload and are subject to a Milestone

-Choose-- [~] ~Select--

Ad-Hoc upload
Milestone upload

From Ad-Hoc Documents

[F YOU ARE HERE: Home = Organisation Detais > Ad-Hot documents

Ad-Hoc documents

Upl D
Select category Required

—Select-—-

Context Selector

Demao - Virgo Training Institute

Course List Organisational Information
Persons of Influence Information
Course Requirements
Procedural Requirements
Financial Requirements
Administration
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3. The Upload Documents screen will be displayed. All ‘required’ fields must be completed before you can
select the Submit button.

[© You ARE HERE: Home > Organisation Details > Document list > Upload Documents

Upload Documents

Context Selector

‘On successful submission, the document will be successfully submitted to the department’

Demo - Virgo Training Institute A

Course Requirements

Document List Sub Category Document Name Date Uploaded Replacement Replaced By Date

Document

Contact List No records to display. El

Attachment details
——

Sector Required

—~Choose— j

Sub category Requirsd

» ~Select- =l

Upload attachment Required

Select..
Maximum allowed file size: 15 MB

<< Back to Document list Cancel | I| Submit |

4. Select the Sector(s) and sub category.

Search for the file to be uploaded by clicking on the Select button.

6. Once you have located the file, click on the Open button of the File Download popup window, the name
will be displayed below the Select button.

Attachment details

Sector Required

~Choose- j

v

Sub category Requirsd
—Select—- j

Upload attachment Required

Select..

1 LAFHA Process2.doc X Remove

* 1 Training Contract Search and List. X Remaove

*  CodeClaimTypesxls X Remove

Maximum allowed file size: 15 MB

<< Back to Document list ‘ Cancel ‘ | Submit |

7. If you need to upload more files to a different category or sub category, from the HITS Upload
Document screen click on the Back to Document list link and repeat.

Attachment details

Sector Required

~Choose— =l
Sub category Required
—Select— j

Upload attachment Requir=d
Select

Maximum allowed file size: 15 MB

* << Back to Document list Cancel | | Submit
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8. Submitted documents will have the date the document was submitted in the ‘Submitted Date’ field.
Document list

Select category

_Salect— [= [ | Include Archived

r Sector Category Sub Category Document Name Submitted Replaced
Date Archived
' '

Persons of

- = - P Test archive document T =
nuence slars no3 for UAT 90003 docx | <"
Information
Persons of

™ VET Influence Details test 1 docx 06/03/2014
Information
Procedural i i

r VET Grievance Reguirements test 3.docx

Requirements

Documents with a
submitted date are locked —

| | | Export to excel

If you are replacing a previously uploaded document, please ensure you select Replace’ functionality on View Document screen

Upload Document
Select upload type Required Select category Required
—Choose— |Z| —Select—- E

Notes

1. Maximum size for any document is 15 Megabytes (15 MB). If your document is close to this size, it is
recommended that you split your document into two sections and upload separately.

2. You must ensure document names are no more than 100 characters in length. If they are too long,
you will get the following error message similar to the following:

“An application error occurred and has been logged. Please advise your administrator and provide
them with this error code: ada3827c-fc25-446a-bc49-c7a20”.

3. Once you have submitted your documents, you have met your milestone obligations.

4. The Ad-Hoc function is only enabled once an application has been approved. If your organisation has
never registered in HITS previously and lodges a new application, you will only be able to upload
documents via the Document List.

5. If you upload a document via the Document list and you are not subject to a milestone, you will need
to remove the document and then upload it via the Ad-Hoc function. If you leave the document un-
submitted, it will only be submitted when you are next submit a milestone.
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Documents — Viewing a document

USER ROLES ACCESS

Provider Corporate Officer CEO Access to view documents
Provider Senior Officer SAO Access to view documents
Provider Finance Officer PFO Access to view documents
Provider Editing Officer PEO Access to view documents
Provider View Only PVO Access to view most documents

Instructions

1. From the Navigation menu click on Organisation, this will navigate you to the screen which will display
all the sub menu options available under the Organisation menu. In the context selector click on
Document List to view the Document list screen.

2. From the list of available documents, select the check box beside the document you wish to view and
click on the View details button.

Document list
Select category

—Select—

Document list

r Sector Category

- VET Procgdural
Requirements

ral
ments

Organisational
Information

| VET

Sub Category Document Name

i W i
Grievance Requirements test 2. docx
FEE Requirements test 3.docx

[= I | Include Archived

Establishing Documentation  test 1.docx

[oreee: | <
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3. The document details will be displayed for you to review, click on the filename link. You will be asked
whether you wish to Open or Save the document.

View Document details

Document details
Document name test 3.docx To view the document,
Category equiremen click on the filename URL

Sub category FEE Requirements

Description

Replacement document

Replaced date Replaced by
Archived NO

Replacement details

Select...

Maximum allowed file size: 15 MB

<= Back to Document list

10f1

4. Click the Open button on the File Download popup window.
5. If you need to access more documents, from the HITS View Document details screen, click on the Back

to Document list link and repeat above steps.

View Document details

Document details

Document name test 3 docx

Category Procedural Requirements

Sub category FEE Requirements

Description

Replacement document

Replaced date Replaced by
Archived NO

Replacement details

Select..
Maximum allowed file size: 15 MB

== Back to Document list ‘

1 0f1
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Financial Performance — Create a Financial Performance

USER ROLES ACCESS

Provider Corporate Officer CEO | Can create a Financial Performance

Provider Senior Officer SAO | Can create a Financial Performance

Provider Finance Officer PFO | Can create a Financial Performance

Provider Editing Officer PEO | Not able to view this module

Provider View Only PVO | Not able to view this module
Instructions

From the Navigation menu select Organisation, View Organisation details from the Sub menu items to
display the Organisation Details screen. Then click on the Financial Performance tab to display the Financial
Performance list screen.

1. Click Create to navigate to the Create Financial Performance.

Financial Performance list

Select Legal name Financial Status Edit
. Reporting .

Period End
No records to display. =l

=< Back to Organisation Details Create

2. Input the information in the fields marked required.
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3.  You must enter a value or ‘0’ in all of the 75 fields of the Financial Performance.

Create Financial Performance

Legal Name Reguired

Poe Bloggs Pty Ltd

ABN Required ACN

‘T-d- 599 608 295 ‘ |

Reporting Period End Date Required TEQSA Provider Code

31/12:2015 [ eommryyyYy) 199

All questions are mandatory and require whole numbers or zero

Revenue
Full Fee Overseas Student Income
1 Owerseas Student Fee Income - Higher Education {revenue received for o
higher education courses delivered to students who are NOT (i) Australian
Citizens; (ii) Permanent Residents; or {iii) humanitarian Visa holders).
Includes on-shore and off-shore delivery.
2 Crverseas Student Fee Income - VET {revenue received for vocational D
education courses delivered to students whe are NOT {i) Australian Citizens;
(i) Permanent Residents; or {iii} humanitarian Visa holders). Includes on-
shore and off-shore delivery.
Full Fee Domestic Student Income
3 Domestic Student Fee Income (HECS-HELP) (HECS-HELF revenue leneivedlIl
from the department for higher education courses only; do net include any
vocational education revenue on this line)
4 Domestic Student Fee Income (FEE-HELF) (FEE-HELF revenue received o
from the department for higher education courses; do not include any
vocational educstion revenue on this lineg)
5 Domestic Student Fee Income (WVET FEE-HELP) from "Direct” Training 1,253 524
Delivery (WVET FEE-HELP revenue received from the department for
vocational education courses delivered directly to students by the RTO; do
not include any higher education revenue on this ling)

5] Domestic Student Fee Income (WET FEE-HELP) from “3rd Party™ Training

Delivery (WVET FEE-HELP revenue received from the department for

vocational education courses not delivered directly to students by the RTO
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4. Itis recommended that you regularly click the Save button to ensure you are not timed out of HITS. When
you are satisfied that you have uploaded all information, select Submit to lodge your Financial

Performance.
Net Cash Inflow{Outflow) From Inwvesting Activities 194885
Cash Flows From Financing
107 Proceeds from bomowings 0
108 Froceeds from issue of share capital o
109 Dividends paid 21,585
110 Repayment of bomowings ]
111 Repayment of finance leases 0
112 Loans granted 0
Net Cash Inflow{Outfiow) From Financing Activities
Save as you go and
Met Increase / (Decrease) In Cash And Cash Equivalents 173,300 Submit when all fields
have been completed
113 Cash And Cash Egquivalents At Beginning Of Year 201 521 |
Cash And Cash Egquivalents At The End Of The Year 374821 .
) . ) Cancel ‘ ‘ Save ‘ ‘ Submit ‘
< Back to Financial Performance list |

5. You will be navigated back to the Financial Performance List and you Financial Performance will have a
status of Submitted.

Notes

Financial Performance list

SAVED SUCCESSFULLY

Select | Legal name

(| Joe Bloggs Pty Ltd

Pt 4

=< Back to Organisation Details

Financial Status Edit
Reporting
Period End  © i

30/06/2015 Edit

1. You can submit your Financial Performance (FP) at any time however once it has been submitted, it
is locked for editing purposes. For VET providers, you must contact the department via the online
enquiry form under the Frequently Asked Questions section at www.education.gov.au/information-

vet-student-loans-approved-providers or for higher education providers, email Fee-

Help@education.gov.au and request the FP be returned to draft, where the FP requires updating.

2. Please ensure you regularly select the ‘Save’ button whilst you are preparing your FP. This is due to
HITS which will time you out of the system every 20 minutes, even where you are regularly updating
your FP. If you fail to save and are logged out, you will lose any information that you added after you
last ‘Saved’ your FP.
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Financial Performance — Updating and submitting

USER ROLES ACCESS

Provider Corporate Officer CEO | Can update and submit a Financial Performance
Provider Senior Officer SAO | Can update and submit a Financial Performance
Provider Finance Officer PFO Can update and submit a Financial Performance
Provider Editing Officer PEO Not able to access this module

Provider View Only PVO | Not able to access this module

How to Update Financial Performance

A Financial Performance record can only be updated if it has a status of Draft. You can view the status of
your Financial Performance from the Financial Performance list.

Instructions

1. From the Navigation menu select Organisation, Organisation Details from the Sub menu items to
display the Organisation Details screen. Then select the Financial Performance tab to display the
Financial Performance list screen.

View Organisation details

Contacts = Persons of Influence | Ad-Hoc Documents | Upcoming Milestones [ Financial Pedformance

t

2. Click the Edit button for the selected Financial Performance, the Edit Financial Performance screen will

be displayed.

Financial Performance list

Select Legal name

r Joe Bloggs Pty Ltd
[} Joe Bloggs Pty Ltd

=< Back to Organisation Details

SAVED SUCCESSFULLY

Financial Status Edit
Reporting
Period End i

30/06/2013 Submitted Edit E

3nz012 Draft Edit

t

Create

=

3. Update any information in the Financial Performance.

Click Submit.

5. The updates made to the Financial Performance will be saved, the Financial Performance will have a
status of ‘Submitted’ and the Financial Performance list screen is displayed.

Notes

1. You will no longer be able to edit your Financial Performance once it has been submitted.

2. If your Financial Performance requires further editing, you must contact the department via the
online enquiry form under the Frequently Asked Questions section at
www.education.gov.au/information-vet-student-loans-approved-providers or for higher education

providers, email Fee-Help@education.gov.au and request your FP status to be updated from

‘Submitted’ to ‘Draft’.
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Milestone — View/submit

USER ROLES ACCESS

Provider Corporate Officer CEO Can View/update and submit a milestone
Provider Senior Officer SAO Can View/update and submit a milestone
Provider Finance Officer PFO Can View/update and submit a milestone
Provider Editing Officer PEO Can View/update and submit a milestone
Provider View Only PVO Can view a milestone only

There are two types of milestones that are generated by the Department:

e  Recurring Milestone; and
e A one off Milestone.

An example of a recurring milestone would be submission of audited financial statements either ending 30
June or 31 December of each year. A one off milestone example would be the completion of the New
Provider Information Pack for newly approved providers.

Applicants/Providers can action any milestones up to 3 months prior to the due date.

Instructions

1. Click on Organisation — View Organisation details to view the Organisation Details screen.

ORGANISATION APPL CATION PAYMENTS

I View Organigation details

Course List

2. Click on the Upcoming Milestones tab to view the Upcoming Milestones screen.
View Organisation details

Contacts | Persons of Influence | Ad-Hoc Documents I Upcoming Milestones I Financial Performance

1

3. The Upcoming Milestones page has two sections, Upcoming Milestones and Milestones. The Upcoming
Milestones section will display any milestone that requires action. The following fields are on this page:
a. Due Date
i. Isthe date that the milestone must be actioned by
ii.  You can action this milestone up to 3 months before the due date
b. Milestone Status
i. Action Required — Action is outstanding on this milestone

ii. Once you have actioned a milestone by submitting the milestone, the milestone will be removed
from the Upcoming Milestones page. Please note that if the milestone is a recurring milestone, a
new milestone will be added with a future date which is on the anniversary of the latest
submitted milestone
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c. Milestone Type
i.  Administration
ii. Course
iii.  Financial
iv.  Organisational
v. Personnel
vi.  Procedural
d. Milestone description
i. Adescription of the milestone

ones

stone Status Milestone Type Milestone Description
'd ' ' 'l
2312/2013 Action Required Administration Requirements Pack i

This milestone has a status of 'Action Required”
and has a due date of 23/12/2013. You may
action this milestone up to 3 months prior to the
due date

l:l Export to excel

4, To action a milestone click on the check box against the milestone you wish to action and select View
details to view the Milestone details screen.

Upcoming Milestones

Upcoming Milestones

Due Date Milestone Status Milestone Type Milestone Description
W W W '

23M12/2013 Action Required Administration Requirements Pack b

| View details | Export to excel

5. The Milestone details screen will display a short description and details on what is required to complete
the milestone and also a link to upload documents via Upload document. It also displays the current
status of the Milestone and in the example below, the status is Action Required.

[© YOU ARE HERE: Home = Organisation Details > Upcoming Milestones > Complete Milestone declaration

Complete Milestone declaration

Milestone details

Milestone description Requirements Pack

Milestone details Requirements Pack due shorthy.
Milestone status ‘
One off milestone

Due date 231212013

I | The information requested has been provided.

document

=< Back to Upcoming Milestones
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6. Once you have completed all the requirements of the Milestone, you must check the box against the
statement “The information requested has been provided”. Once the statement has been checked, the
Confirm button will be enabled for you to select to submit the milestone back to the Department.

[* YOU ARE HERE: Home > Organisation Details = Upcoming Milestones > Complete Milestone declaration

Complete Milestone declaration

Milestone details

Milestone description Requirements Pack

Milestone details Requirements Pack due shortly.
Milestone status Action Required

One off milestone

23/12/20143

The information requested has been provided. «
Upload
document

<= Back to Upcoming Milestones

7. Toview Milestones via the Milestone Filter, select the Milestone Type, Status and/or Year and the list
will appear in the Milestones section. Check the box next to the Milestone and click on View Details if
you wish to see further information.

e

. O
[l Milestone Filters
) 3 I Year
Financial v Submitted v ~Select- v
Due Date Miestone Status Misestone Type Milestone Description
' 7 ' 4 '4
01/10/2014 Submitted Finandal Submission of 2015 HELP Estimate of Advance Payment
31122014  Submitted Finandal Submission of audited financial statements for the year ending 30 June
311122015  Submitted Finandial Submission of audited financial statements for the year ending 30 June
O
View detalls

Notes

1. Any documents uploaded against your organisation via a Milestone will not be submitted to the
Department until the Milestone has been submitted.
2. You can only action a milestone where the Due date is within 3 months of today’s date.
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Notifications

Notifications are used in HITS to notify certain user roles whenever an action is required or where an action
has occurred. Notifications can either be in the form of a systems notification, email or can be a combination
of the two.

There are three types of notifications
e  Program Notifications;
e Action notifications; and
e Information notifications.

1. Program Notifications
Program Notifications are generated by the Department and are used to advise users of any issues that may
impact on the HELP program, the System for Higher Ed, eSAM or HITS.

2. Action Notifications
Action notifications are notifications that require the organisation to undertake an action in HITS. The
notification will specify what action is required.

3. Information Notifications
Information notifications are used to confirm an action has occurred.

Please see Attachment E for the complete breakdown of notifications.
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Organisation details — Update details

USER ROLES ACCESS

Provider Corporate Officer CEO Full access to update organisation details
Provider Senior Officer SAO | Full access to update organisation details
Provider Finance Officer PFO Full access to update organisation details
Provider Editing Officer PEO Full access to update organisation details
Provider View Only PVO | Cannot update organisation details

Instructions

1. From the Navigation menu click on Organisation — View Organisation details, this will navigate you to

the View Organisation details screen.

|View Organisation details |‘

Contacts | Persons of Influence | Ad-Hoc Documents | Upcoming Milestones | Financial Performance

Organisation details
HITS ID
TGA Register Entity name
Legal Entity name

16882

Demo - Aquarius Training Institute

Demo - Aquarius Training Institute

If you add more than one business name, please separate each Registered Business name with a semi colon (;)

Registered Business name
(s)

Preferred Business name
Former Entity names

3rd Party Arrangements /
Partnerships

Parent body
Head Office address

Australian Business Number

TGA ID
TGA Registration status

CRICOS Number (if
applicable)

Is the entity applying as a
Trustee for a Trust?

Organisation Entity type

Demo - Aquarius Training Institute

Demo - Aquarius Training Institute

Demo - Aquarius Training Institute St | SAMFORD VILLAGE QLD 4520

74599608295

199

Current

Yes

Australian Company Number

TGA Registration expiry date 22/02/2017

Year entity first began to
operate as an RTO/HEI

Australian Company limited by Guarantee - registered with ASIC (the
Australian Securities and Investments Commission)

System Audit Information

w | VET sector FRLI details

w | Organisation Applications

2. Scroll to the bottom of the screen and click on Edit button
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Organisation Entity type Other type of Entity
If the Applicant / approved provider is not a company registered with ASIC; please provide the following information

Name of the State/Territory
Act or Regulation

State/Territory jurisdiction
Identification number

System Audit Information

w | VET sector FRLI details

w | Organisation Applications

3. You can update any field that is not ‘greyed’ out.

[* you Are HERE: HOme > Organisation details > Edit Organisation details

Edit Organisation details

Contacts | Persons of Influence | Ad-Hoc Documents  Upcoming Milestone: Financial Performance

Organisation details
HITS ID Required

You can edit any field that is not ‘Greyed out. Please
16882 note that if you add more than one Registered Business
name, please separate each name with a (;).

TGA Register Entity name

- - - This information is used by eCAF to enable students to
Demo - Aquarius Training Institute Iﬁnd their correct provider.

Legal Entity name Required /

Demo - Aquarius Training Institute

If you add more than one business name, please separate each Regisj#fred Business name withfa semi colon (;)

Registered Business name(s)

I]emo - Aguarius Training Institute; Demo - Aquarius I

Preferred Busines s name

Demo - Aquarius Training Institute

Former Entity names
3rd Party Arrangements / Partnerships

Parent body

4. When validating your Head Office address, HITS will return the closest match. If this match is not your
correct address, you can check the ‘Confirm this address is correct’ box to update your details with the
details that you input.

Head Office address
|Dem0 - Libra Training Institute St | KURWONGBAH QLD 4503 |

Modify Head Office address (Do not include post office boxes)

Building Information/ Level number / Shop number /Room number

Unit number Street number Street name
28 Richie Street

Suburb/Postcode search

Forrest ACT 2603 I D T e S e Validate Addrass
you entered is correct,
- - checkthis box to
I I™ | Confirm this address is correct I «

HUGHES ACT 2605 -
KINGSTOM ACT 2604
MARRABUNDAH ACT 2604
O'MALLEY ACT 2606

i

5. After all details have been added/updated select the Save button.
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Organisation details — View details

USER ROLES ACCESS

Provider Corporate Officer CEO | Full access to view organisation details
Provider Senior Officer SAO | Full access to view organisation details
Provider Finance Officer PFO | Full access to view organisation details
Provider Editing Officer PEO | Full access to view organisation details
Provider View Only PVO | Full access to view organisation details

View of Organisational Details
Once your organisation is registered and available in HITS you will be able to view your organisation’s details.

Instructions

1. From the Navigation menu click on Organisation, this will navigate you to the screen which will display
all the sub menu options available under the Organisation menu.

2. Click on Organisation details to view the Organisation Details screen.

Notes

1. The main part of the screen displays your organisation information, TGA and/or TEQSA details and
information about the type of organisation that you have provided.

Contacts | Ad-Hoc Documents | Fee Schedule | Upcoming Milestones | Financial Performance

Context Selector

Organisation details

Demo - Libra training Institute 1 HITS ID
TGA Register Entity name Joe Bloggs Pty Ltd
Course List Legal Entity name Joe Bloggs Py Ltd

Bank Account List

T CIED, SAD & PFO can qgs Pty Ltd
view these modules

Preferred Business name

Estimate List

Payment S chedule List Former Entity names /A

3rd Party Arrangements / None

Document List Partnerships

Upcoming Milestnes Parent body

P addredCEO & SAQ can view [rner Road, Fort William NSW 9999
# his module

Contact List Australian Business Number 00000000000 Australian Company Number

. . . CED, SAD & PFO can
Gom pliance Notice List view this module TGA Registration expiry date
TGA Registration statl arrent
TEQSAID TEQSA Registration expiry
date
CRICOS Number (if Year entity first began to
applicable) operate as an RTO/HEI

2. The panels towards the bottom of the screen display Federal Register of Legislation (FRL) details and
a list of applications that has been submitted by your organisation and their current status.

VET Federal Register of Legislation
w | VET sector FRLI details

FRLI Reference number 1934 FRLI Reference date 2410212014

Disallowance date Approval date 25/02/2014

Revocation number Revocation date
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HE Federal Register of Legislation

FRLI Reference number 1234
Disallowance date

Revocation number

Organisation Application History

Organisation Applications

Legal Entity Mame

Demo - Halley's Training Institute

Demao - Halley's Training Institute

FRLI Reference date
Approval date
Revocation date

Sector Application
Status
N N
VET Approved
VET Withdrawn

24/02/2014
25/02/2014

Current | Status Date
N i

Yes 23/08/2010 =
No 13/01/2009

=

3. Panels within the organisation details screen can be opened and closed by clicking on the arrow

symbol.
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Organisation details — Viewing VSL approved provider start, end
and teach out dates

USER ROLES ACCESS

Provider Corporate Officer CEO | View Only
Provider Senior Officer SAO | View Only
Provider Finance Officer PFO | View Only
Provider Editing Officer PEO | View Only
Provider View Only PVO | View Only

Once your organisation has received formal approval from the department, you can view the approval start,
end, and teach out dates.

Instructions

To view VSL approval start, end and teach out dates

1. From the Navigation menu click on Organisation and select View Organisation Details from the drop
down list.
2. The VSL Details panel is directly below the Organisation Details panel.
View Organisation details

Contacts | Key Personnel | Ad-Hoc Docurments  Fee Schedule  Upcoming Miestones | Financial Performance

Asmgn Miestones  Hstory
Qrganisation detais

HITS ID

TG Regiser Entity name

Legal Entity name

¥ you add mone than one business name, pleass separale each Registersd Business name wih 3 ssmi calon ()
Regigend Bugness name

]

Prefermed Busingss name

Former Entity names

3 Party Amangements |

Parmerships
Pamnt body
Head Office address . Sydney MSW 2000
Australian Busne ss Number Australisn CoOmpany Namber
TGA I TGA Riegigraton expiry date 17/0% 2018
TGA Registration sams Currert
CRICOS Number §if Year entity first began o 2003
applicable) operate asan RTO/ME]
I the entity applying as a Mo
Trustes for a Trust?
Omanisation Entity type Australian Comgany limited by Shares - registersd with ASIC Ihe Australian
2 [y el e g e g )
V5L Datails
Sart ounTENT EndDale 33120019 Temch 322015
Oate Out Date
System Audt Infrmation
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Payment Schedule List — Viewing a Payment Schedule (HED)

Higher Education providers other than those who are dual sector providers (see next section for dual
providers) do not have any payments processed in HITS.
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Payment Schedule List — Viewing a Payment Schedule (VET)

USER ROLES ACCESS

Provider Corporate Officer CEO | Canview a Payment Schedule
Provider Senior Officer SAO | Canview a Payment Schedule
Provider Finance Officer PFO | Canview a Payment Schedule
Provider Editing Officer PEO | Cannot view a Payment Schedule
Provider View Only PVO | Cannot view a Payment Schedule

Viewing VET Sector Payments
You can check the status of a payment at any time:

1. Select Payment Schedule List from the Context Selector to view the Payment Schedule List.

Payment Schedule list

Pawment Calendar Sector Schedule Status Date PaymentSchedule type | Updated By
Schedule ID “rear Status
s g s g g g g
2016 VET Approved oyosz01e (2 ments per dp 7878
annum
O 2018 VET Replaced 1210212016 Advance Payments
[} 2015 VET Approved 13112015 Advance Payments
] 2015 VET Replaced 13032015 Advance Payments
O 2015 VET Replaced 1Y02/2015 Advance Payments
O 2M5 VET Replaced 0902205 Advance Payments
O 2015 VET Replaced 24122014 Advance Payments
O 204 VET Approved 08/0712015 Advance Payments
[} 2014 VET Replaced 06/0212015 Advance Payments
O 2014 VET Replaced 110712014 Advance Payments
O 2014 WET Replaced 20122013 Advance Payments
2013 VET Approved 130212014 Advance Payments
O 2013 VET Replaced 03122013 Advance Payments

2. Tick the row of the Payment Schedule you wish to check and click View Details.

Payment Schedule details

Payment Schedule ID Calendar Year Schedule status
245 2013 \Approved
Total schedule amount (no GST) Amount paid to date Amount pending
5244 500.00 $142 625.00 $101,875.00
Due date Payment type Amount (no GST) Status Status date
L4 T L4 ' T
r 15/01/2013 Monthly $20,375.00 Paid 16/01/2013 =
r 15/02/2013 Monthly $20,375.00 Paid 16/02/2013
r 15/03/2013 Monthly $20,375.00 Paid 16/03/2013
15/04/2013 Monthly $20,375.00 Paid 710412012
6/05/2013 Monthly $20,375.00 Paid 0710512012
15/06/2013 Monthly $20,375.00 Paid 16/04/2012 E
15/07/2013 Monthly $20,375.00 Paid 16/04/2012
r 15/08/2013 Monthly $20,375.00 Approved 16/04/2013
r 15/09/2013 Monthly $20,375.00 Approved 16/04/2013
r 15/10/2013 Monthly $20,375.00 Approved 16/04/2013
r 1511/2013 Monthly $20,375.00 Approved 16/04/2013
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3. View the ‘Payment list’ box, if the status of the payment is ‘Paid’ then the payment has been cleared by
the Reserve Bank of Australia.

Payment details

Payment status
Date

15/05/2013

Payment details

Payment/ Recovery type
Monthly

Amount (no GST)
$20,375.00

Notes

1. If the status is Bank Rejected then you will need to update your bank account details.
2. A Payment record status will change in HITS when the finance system processes the payment and

Status

Paid

Amount (no GST) SAPID
$20,375.00 6900011039

Due date Payment / Recovery

15/04/2013 Payment

Status/ Action

Paid

sends HITS an update for that payment record.

3. You will also receive a notification message after each monthly payment is processed.
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Key Personnel — Adding a Key Personnel

USER ROLES ACCESS

Provider Corporate Officer CEO | Full access to add Key Personnel information
Provider Senior Officer SAO | Full access to add Key Personnel information
Provider Finance Officer PFO | No access to this module

Provider Editing Officer PEO | No access to this module

Provider View Only PVO | No access to this module

Information that is required to be inputted into this component is considered sensitive. To add/update or
view the information you must have a senior user role of SAO or CEO. You must also be a senior officer
within your organisation such as a Chief Executive Officer or Company Secretary as you have legal obligations
under the Privacy and Criminal acts that you cannot delegate to another person.

Instructions

1. From the Navigation menu, click on Organisation, this will navigate you to the screen which will display
all the sub menu options available under the Organisation menu. Click on Organisation details to view
the Organisation Details screen.

View Organisation details
Contacts §Key Personnel § Ad-Hoc Documents | Financial Performance

2. Goto the Key Personnel tab and click; the Key Personnel list screen will be displayed.

3. Click the Add Key Personnel button.
Key Personnel list

Select Tite First Name Surname Position Status. Edit
' " ' ‘

| Mrs Roberta Citizen Chief Executive Officer Active

(] Mr Robert Citiz en Company Secretary Active

2 |2

Add Key Personnel

HELP IT Application User Guide V 9.2 — Final Page 100



4. There are 4 parts to the Key Personnel section that you must complete before you can save the update.
a. Part1-Personnel Information

Personnel Inormation

Position title Requred

—Select—

Description of role

Flease complete all required fields. It is
Title: Fizquir=d impaortant that a current driver's licence
—Select— is provided
First name Requirzd dle name(s)
Surname Regquired Telephone
Date of birth Rzquirzd Place of bith Requrad
fi}
Driver's licence number Driver licence state

—Select—

Driver licence expires

UL B L el S L R

organisation Regquirsd

You should not complete this field when you
first create a Key Personnel contact. This field
should be completed after the person's details
have been submitted to the Department and
they are no Ionﬁsr a Key Personne_l.

0

Date no longera Key personnel
fii}

b. Part 2 —Residential address

Residential address

Address line 1 Required

Address line 2

Address line 3/ City (if country not Australia)

=l Where the Country is NOT Australia,
'you must add the city in which the

uburb or postcode search Required person lives in Address line 3

c. Part 3 —Postal address

‘ If the person postal address is the same as

heir residential, click 'Same as above’.

Address line 1 Required

Address line 2

Address line 3 / City (if country not Australia)

Country Required

When the County 15 NOT Australia,
you must add the city in which the
person lives in Address line 3

—Select—

£

search

d. Part4 - Declaration. This section can only be completed by a senior person within your organisation
who has been assigned SAO or CEO user role. It MUST NOT be completed by a junior officer who has
been assigned SAO role. Once you have completed all fields, select the SAVE button.
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is declaration must be completed by a
| warrant and declare that: enior officer such as CEQ/Senior

uthorised officer/ Company Secreta
[0 the abowe named has been issued with a copy ofthe P rivacy Notice available hers. - / pany v
O

the above named has consented to the Department of E ducation collecting their persenal information (including sensitive
information such as information about their ciminal record) fom my erganisation, and other bodies or persens listed in the

abovem entioned Privacy Notice, brthe purposes of determining whether they and my organisation are each it and proper
pesons orthe pumposes ofthe Higher Education Support Act 2003.

| am aware, and have made the above named aware, that giving @lse or misleading inbrmation is a serious ofEence under
section 137.1 ofthe Schedule to the Grim inal Code Act 1995.

== Back to Kev P ersonnel list |

Cancel | | Sawe |
5. You will be navigated back to the Key Personnel List screen where a notification message will be
displayed to confirm the person was created successfully.
Key Personnel list
| SAVED SUCCESSFULLY |
Select Title First Mame Surname Pos ition Status Edit
s W v s

O M Roberta Citizen ChiefE xecutive O ficer Active Edit

O Mr Robert Citizen Company Secretary Active Edit
[Geveese |

6.

A check will also appear against Key Personnel requirement to acknowledge that the minimum

requirement of one Key Personnel has been added successfully. If you need to add more Key Personnel,
repeat above steps.
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7. After you have added all Key Personnel details, you must complete the statement, upload all relevant
documents, enter comments if required and click Save.

8. Enter details regarding Contingency Funding and then select Save

Statement

The following guestions must be completed once all Persons of Influence have been added.

Forthe purposes of determining the entity's ability to comply with the VET and higher education quality and accountability requirements
underthe Act, and for ensuring fit and proper person requirements are met, please respond to each of the following questions and, if

applicable, provide details of all such events relevant to the Entity over the following period:

The past 10 years (for Entities that are applying for approval), or the previous twelve months (for current approved providers). If ‘yes’ i

W

answered, relevant information must be uploaded.

Q1. Is there any matter referred to in paragraphs 6.1(a) to 6.1(h) of the Fit and Proper Person
Specified Matters 2012 instrument relevant to the entity?

Q2. Is there any matter referred to in paragraphs 6.1(i) to 6.1(0) of the £it and Proper Person Specified
Matters 2012 instrument relevant to any person of influence?

Q3. Has there been any matters, including past, current, pending or finalised litigation againstthe
entity or relevant persons, that is relevant to the entity's business dealings or the honesty, knowledge
and ability of the relevant persons?

Q4. Has any person of influence been involved in or with a business thatis or has been in voluntary
administration, receivership or wound up?

Q5. Has any contract to which the entity was a party been terminated for cause, including non
performance of the contract by the entity?

Q6. Has there been any financial recovery action on behalf of creditors of the entity or of relevant
persons ofinfluence?

Required | T | Yes | ™ | No

Required

Required

Required

Required

Required

 ves @ No

 yes © | No

 yes @ No

 ves @ No

Statement comments

Comment log

Enter comment and save to add to the comment log

Contingency Funding

Q1. Does the Entity have any other contingent liability, not reported in the financial statements, that

are likely to impact on the financial position of the Entity (This would include recent legal cases
against the Entity and the likely outcome)?

Please provide details and supporting documents/evidence

Required | © Yes | |No

Q2. If the Entity were to have an unexpected shorifall in funds please indicate what resources or contingency funding not disclosed in

the Entity's financial statements might be available to address this issue.

| Cancel

| | Save |

9. Once you have completed all the fields, the Mandatory Key Personnel Summary screen will no longer

display.
Notes
1.
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If you are an applicant and you create a CEO or SAO contact, HITS will automatically create a Key
Personnel record using some of the information from the Contacts screen. You must update these
Key Personnel records further information is required.

Required fields are indicated with the word required in red text next to the field name.
Completing the field “Date no longer a Key Personnel” will inactivate that record.

The Statement and Contingency Funding panels on the Key Personnel list screen must be reviewed
and updated where appropriate after adding new Key Personnel record(s).
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Key Personnel — Updating a Key Personnel

USER ROLES ACCESS
Provider Corporate Officer CEO | Full access to update Key Personnel information
Provider Senior Officer SAO | Full access to update Key Personnel information

Updating a Key Personnel’s details

From time to time you may be required to update existing key personnel information for your Organisation.
To update existing information please follow the steps outlined below.

Instructions

1. Loginto HITS with your assigned User ID and personal password. From the Navigation menu, click on
Organisation, this will navigate you to the screen which will display all the sub menu options available
under the Organisation menu. Click on Organisation details to view the Organisation Details screen.

2. Goto the Key Personnel tab and click; the Key Personnel list screen will be displayed.

3. From the Key Personnel list, find the one you would like to update and click the Edit hyperlink.

Key Personnellist

Key Perzonnel

Select Title First Name Surname Pos iion Status Edit
O Mr Robert Citizen Company Secretary Active Edit
O Ms Robyn Citizen Director Active Edit

O M= Roberta Citizen ChiefExecutive O ficer Active

Add Key Personnel

4. Update the relevant fields and click Save.

5. You will be navigated back to the Key Personnel list. If there is more than one existing Key Personnel
whose details need to be updated repeat above steps.

Notes

1. Required fields are indicated with the word required in red next to the field name.
2. Completing the field “Date no longer a Key Personnel” will inactivate that record.

3. The Statement and Contingency Funding panels on the Key Personnel list screen may need to be
reviewed or updated after editing a Key Personnel record.

4. Panels within the Key Personnel list screen can be opened and closed by clicking the arrow symbol.
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Publications — Creating a publication request

USER ROLES ACCESS

Provider Corporate Officer CEO | Can create Provider Publication requests
Provider Senior Officer SAO | Can create Provider Publication requests
Provider Finance Officer PFO | Can create Provider Publication requests
Provider Editing Officer PEO | Can create Provider Publication requests
Provider View Only PVO | Cannot create Provider Publication requests

Creating a Publication Request

To create a HELP Publication Request for your Organisation log into HITS with your assigned User ID and
personal password.

Instructions

From the Navigation menu go to Publications and select Publication Request from the sub menu items;

SKIP TO CONTENT HELP

welcome to

%5 HELP IT System

ORGANISATION APPLICATION PAYMENTS PUBLICATIONS REPORTS

Publication Request

stem Informati

[© ¥Ou ARE HERE: > Home

Welcome to the HELP IT System

My To Do List

1. Input the information in the fields marked required.
2. Go to Select Publication and choose the HELP Publication from the drop down list.

Select Publication

Publication 1D - Publication Name - Current Total Stock Amount Required

1290A-8/2018 - 2018 CSS/HECS-HELP form - (-2,500)
TT92HENG18A - 2018 CSS/HECS-HELP flyer - (30,240)
7TB15HENG18A - 2018 CSS/HECS-HELP booklet - (0)
1292A-8/2018 - 2018 FEE-HELP form - (-500)
12944-8/2015 - 2018 FEE-HELP form - Non-university higher education providers - (4,380)
7800HENG18A - 2018 FEE-HELP flyer - (54,340)
7810HENG18A - 2018 FEE-HELP booklet - (-100)
1291A-8/2018 - 2018 OS-HELP form - (-750)
TT33HENG18A - 2018 OS-HELP flyer - (17,635)
TTTBHENG18A - 2018 OS-HELP booklet - (0)
1297A-8/2018 - 2018 SA-HELP form - (-2,500)
7TB22HENG18A - 2018 SA-HELP booklet - (0)

3. Enter the Amount Requested and select Add/Update. Your requested publication will appear in the
Publications Request list.

Select Publication

Publication ID - Publication Name - Current Total Stock Amount Required
1294A-8/2018 - 2018 FEE-HELP form - Non-university higher education providers - (4,380}

Amount Requested Required
500 <= x || Addupdate <=
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4. If you are requesting multiple HELP Publications, complete steps 2 and 3 above and add to your list.
5.  When all the publications for the Provider Request appear in the Publication Requests list click the
Submit. The Publication Request is now complete.

Comments

‘

Notes

1. Only one active publication request can be submitted to the Department and must be
approved/rejected by the Department before another publication request can be submitted.

2. If you wish to split a publication request over two campuses, please make sure you provide details in
the delivery details section.

3. Note — VSL publications are available electronically. Printed versions of the student booklet are not
available for request. The student application form is electronic only (eCAF). Queries regarding VSL
publications should be directed to the department using the online form at
www.education.gov.au/information-vet-student-loans-approved-providers.

4. If your organisation has multiple campuses and you wish to make multiple publications requests at
the same time, you must contact the department via the online enquiry form under the Frequently
Asked Questions section at www.education.gov.au/information-vet-student-loans-approved-
providers or Fee-Help@education.gov.au providing all the details as per the online publication
request. The Department will then create individual publication requests on your behalf.

5. Your organisation name and ID will be prepopulated on entry to the screen.

6. A Notification message appears when an application is submitted to the Department.
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Publications — Withdrawing a publication request

USER ROLES ACCESS

Provider Corporate Officer CEO | Can withdraw a Provider Publication requests
Provider Senior Officer SAO | Can withdraw a Provider Publication requests
Provider Finance Officer PFO | Can withdraw a Provider Publication requests
Provider Editing Officer PEO | Can withdraw a Provider Publication requests
Provider View Only PVO | Cannot withdraw a Provider Publication requests

Withdrawing a Publication Request

If a HELP Publication Request has been submitted to the Department but has not been approved or rejected,
you may withdraw the publication.

From the Navigation menu go to Publications and select Request Publications from the sub menu items; this
will display the Publications Request screen.

Instructions
1. The publication request you previously submitted is displayed.

2. Click Withdraw.

Publication Profile ID Publication Name Amount Already Approved Amount Requested
s s s e
TBOOHENG13A 2014 FEE-HELP flyer 0 500
TB10HENG13A 2014 FEE-HELP booklet 0 2000
1292A-2014 2014 FEE-HELP form - commencing students 0 2000

Comments

Comments

e I

3. A confirmation message will be displayed.
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Reports — Viewing reports

USER ROLES ACCESS

Provider Corporate Officer CEO Can view reports
Provider Senior Officer SAO Can view reports
Provider Finance Officer PFO Can view reports
Provider Editing Officer PEO Cannot view Reports
Provider View Only PVO Cannot view Reports

Available Reports

There are currently several reports available in HITS for approved providers (note, some VSL reports are in
progress).

Payment Reconciliation Report

This report compares data from the Higher Education Internet Management System (HEIMS) and HITS
Advance payments in order to reconcile advance payments with actual student load liability reported by you.

Provider Cash flow

Displays a list of all finalised payments and any additional debt recovery payments by date each payment
was processed.

Provider Payment Report
Displays all eligible and ineliglble payment data for records with census dates within the selected month.

Provider Payment Schedule Report

This report displays financial information regarding the current payment schedule for calendar year that
payments have been made to your organisation.

Provider Statement of Account

This report displays the details of all Finalised Payments and recoveries for a a selected data range and
summarised by calendar years.

Viewing Reports

From the Navigation menu go to Reports, you will be navigated to the Reports screen which will display a list
of Report Categories.

= HELP T System

ORGANISATION APPLICATION PAYMENTS PUBLICATIONS

Reports \

The reports you can view in HITS are based on your user role and can be selected by clicking on the Hyperlink
under each Category.

HELP IT Application User Guide V 9.2 — Final Page 108



Instructions

1. Select the required report from the list of available reports.

Reports

To run a report, please click on the report title.

Financial

Payment Reconciliation

This report will compare data from HEIMS and HITS Payment Schedule in order to reconcile Payment Schedules.

Provider Cashflow

This report lists all finalised payments or recoveries with a due date in a specified date range

Provider Payment Report

Display the payment data for the selected payment date and provider.

Provider Payment Schedule
This report will display information about the current Payment Schedule for a calendar year

Provider Statement of Account

This report will display the details of all Finalised Payments and Recoveries for a selected date range and summarised

by calendar years.

2. Payment Reconciliation report. Providers can select the Sector and Calendar Year to view all payments
including offsets, adjustments and overpayment recoveries processed in that year. The report can be
exported to one of the following:

CSV (comma delimited)
Acrobat (PDF) file
MHTML (web archive)
Excel

TIFF file

Word.

Back to Report page

@ ™0 o 0 T W

XML file with report data

Sector Code VET

=l | <o

1 ofr Pkl

Awstralian Gavernment

Provider Legal Name 3

Joe Blogs Pty Ltd

4

100%

[]

HELP IT System

Reconciliation data as at 17-Dec-2013

Calendar Year

-

Payment Reconcil

Reporting Year 2013

Sector

VET

Decided EFTSL  Decidg

2013

EnRE

&

XML file with report data

C5V (comma delimited)

Acrobat (PDF) file «
MHTML (web archive)

Cour

Excel
TIFF file

Word

2,995.00

100

jal Date
nt
5,990.00 30-Aug-2013 11

.

HEIK

Total  Latest Census EFTSL

Printed by : pe2523

Printad on : 17-Dec-2013 11:01

3. Provider Payment Report (VET Only). Providers will be able to select and view eligible and ineligible
payment data reported by your organisation. All reported records with census dates falling within the
selected month (using the ‘Payment Date’ selector) will be displayed. Providers can also export the

report to the following:
XML file with report data
CSV (comma delimited)
Acrobat (PDF) file
MHTML (web archive)
Excel
TIFF file
Word.

m o o0 T W
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4. Three worksheets will be available — Reported Data Summary, Reported Data, Excluded Data

HITS Provider Id  Provider Name Program ReportingOn Re ported Units: OF Study Walidated Units Of Study Reported Lia bility Amount to be Paid
4 4t Jetz b Bl & [oom v I A=

Reported Data Summary
HITS Provider Id  Provider Name Program ReportingOn Re ported Units Of Study Validate d Units OF Study Reported Lia bility Amount tobe Paid

wr o s —T SO

HIT SProvider Id  Provider Name Provider Trading Name Program  Census Date StudentD  Chessn Course Code  Unit OF Study Reported Liability - Reported Liabilty - Reported Liabilty-  Reported Liability
Adustments Prior Periods January2018 Total

WA s o e —TT O

HIT 5Provider |d Provider Name Provider Trading Name Program Census Date  Student ID Chessn Course Code  Unit Of Study Reported Liability - Reported Liability -
Adustments Prior Periods

5. Provider Payment Schedule. Providers will be able to select the final payment schedule for each
calendar year in which they received a payment.

Back to Report page

Provider | Joe Blogs Pty Ltd [=] Payment

sehedute |<Select a Value= B2

=Select a Value>

View Report

6. The report will display all payments processed and any advance payments left in the Calendar year that
are yet to be paid.

Provider | 2992 - loe Blogs Pry Ltd [=] Payment (2013 - ver [=] [ view Report

4 4 1 ofr b Pl @ 100%  [v] Find [ Net B~ & &

£ HELP [T System Provider Payment Schedule Report

Aeritss Conernet

HITSID : 9999 Legal Name - loe Bloggs Pty Ltd

Sector VET Calendar Year 2013

Fayment Schedule [D: 999

Payment Schedule Status: Approved
Amount Paid to date: $59,550,216.83
Amount Pending’ 57,095,896.87
Total Schedule Amount (Mo GST): 566,646,112.70

Payment Schedule as at 17-Dec-2013 11:49

Payment ID Due Date Payment Type Payment Status Payment Status Date Amount { No GST )
2989 15/01/2013 Monthly Paid 16/01/2013 55,245,432.00
23990 15/02/2013 Monthly Paid 16/02/2013 $5,245,432.00
2591 15/03/2013 Monthly Paid 16/03/2013 $5,245,432.00
2592 15/04/2013 Monthly Paid 18/04/2013 $5,245,432.00
3001 06/05/2013 Monthly Paid 07/05/2013 55,245,432.00
3243 15/06/2013 Monthly Paid 19/06/2013 55,245,432.00
3244 15/07/2013 Monthly Paid 16/07/2013 $5,245,432.00
3245 15/08/2013 Monthly Paid 16/08/2013 §5,245,432.00
3246 15/09/2013 Monthly Paid 17/08/2013 §5,245,432.00
3247 15/10/2013 Monthly Paid 16/10/2013 55,245,432.00
3248 15/11/2013 Monthly Paid 16/11/2013 57,095,895 83
3249 15/12/2013 Manthly Lodged 17/12/2013 57,095,896.87
Printed by : pe0014 Printed on : 17-Dec-2013 11:49 Pagelofl
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7. Provider Statement of Account Report. Providers can select the Payment Year From and Payment Year
To to view the monthly finalised payments and recoveries within the selected year. The report can be
exported to one of the following:

XML file with report data

CSV (comma delimited)

Acrobat (PDF) file

MHTML (web archive)

Excel

TIFF file

Word.

Your Fram Vet

@ ™ 0 o 0 T W

=T [ dmines B @ &

£ HELPIT WS a P rovider Statement of

Account Report

HITSID : o000

Legal Entity Name : Joe Bloges Entity

Payments and recoveries from 2011 ta 2013

Payment Year  HELPProgram  Schedule Payment Id Calendar PaymentType  Payment Status HITS Status Date Clearing Date Payment Amount Total Paid
Code 1D Year
2011
VFH 2 334 2011 Miscellaneous Paid 31/12/2011 $337,927.00
$337,927.00
2013
VFH 113 33 2013 Manthly Paid 16/01/2013 5146,891.00
VFH 113 37 2013 Manthly Paid 16/02/2013 $146,891.00
WFH 113 38 2013 Monthly Paid 16/03/2013 5146,891.00
VFH 13 39 2013 Manthly Paid 17/04/2013 5146,891.00
VFH 113 49 2013 Monthly Paid 26/04/2013 17/06/2013 $146,891.75
VFH 112 50 2013 Monthly Paid 26/04/2013 15/07/2013 $146,891.75
VFH 113 51 2013 Monthly Paid 26/04/2013 15/08/2013 $146,891.75
VFH 113 52 2013 Monthly Paid 26/04/2013 16/09/2013 $146,891.75
VFH 113 48 2013 Manthly Paid 07/05/2013 5146,894.75
VFH 113 53 2013 Manthly Paid 16/10/2013 15/10/2013 5146,891.75
VFH 113 54 2013 Monthly Paid 16/11/2013 15/11/2013 5146,801.75
WFH 113 55 2013 Monthly Paid 18/12/2013 17/12/2013 5146,891.75
$1,762,701.00
Report Summary
Total VFH Payments; $2,100,628.00
Total V5L Payments: 50,00
Total Payments $2,100,628.00

Plegse note that the detes identfied in the above report do not reflect the date a transaction occurred in your bank account.
Further details on indiidual transactions may be obtained by viewing the transaction in the relevant payment scheduie.

Notes

1. Only reports viewable by your access level will be visible to you.
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Request for further information (RFI) — Viewing an RFI

USER ROLES ACCESS

Provider Corporate Officer CEO | Can View an RFI
Provider Senior Officer SAO | Can View an RFI
Provider Finance Officer PFO | Can View an RFI
Provider Editing Officer PEO | Can View an RFI
Provider View Only PVO | Can View an RFI

Viewing a Request for Further Information

If your organisation has an RFl in the status of ‘Issued’ or ‘Lodged’ in HITS, you will be able to view an RFI for
your organisation.

Instructions

1. From the Navigation menu click on Application, this will navigate you to the screen which will display all
the sub menu options available under the Application menu. Click on RFI List to view the RFI list screen.

i HOELP IT System

Austradian Government

ORGANISATION COMPUIANCE PUBLICATIONS REPORTS )

VET Appication Summary

[ YOU ARE HERE: > Home
RFI List

Welcome to th& |

Create Appication

2. Onthe RFl list screen, you will see a table, which will list all the current or past RFIs against the current
sector application for your organisation. You are now ready to view an RFI.

[* You ARE HERE: Home > Qrganisation Details > Request For Information (RFI) list

Request For Information (RFI) list

Select | RFI Name RFI Status RFI Status Date Current Applicant Deadline Date Edit
g e g i

1st Notice Lodged 20/09/2013 2370972013 Edit

2nd Motice Issued 18M11/2013 13M2/2013 Edit

=

Raise VET RFI

Select template Required

3. Go to the <sector> RFlI list.

4. Select the RFl record from the list by selecting the check box against the record and the View details
button will be enabled.
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5.

Click on View details and the system will navigate you to the View RFI details screen.

[ YOU ARE HERE: Home > Organisation Details > Request For Information (RFI) list
Request For Information (RFI) list

VET RFI list
Current Applicant Deadline Date Edit

Select | RFI Name RFI Status RFI Status Date
' i 'l i
- 1st Notice Lodged 20/09/2013 23/09/2013 Edit
2nd Motice Issued 18/11/2013 13M12/2013 Edit

%t

| vowsesie | | <

Raise VET RFI
Select template Required
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Request for further information — Lodging an RFI

NB — RFl is relevant only to FEE-HELP applications.

USER ROLES ACCESS

Provider Corporate Officer CEO Can Lodge an RFI
Provider Senior Officer SAO Can Lodge an RFI
Provider Finance Officer PFO Cannot lodge an RFI
Provider Editing Officer PEO Cannot lodge an RFI
Provider View Only PVO Cannot lodge an RFI

If your organisation has an application in the status of ‘Awaiting Further Information” and an RFl in the status
of ‘Issued’, in HITS you will be able to lodge an RFI for your organisation.

Instructions

1. From the Navigation menu click on Application, this will navigate you to the screen which will display all
the sub menu options available under the Application menu. Click on RFI List to view the RFl list screen.

4% HELP IT System

Awutralian Government

ORGANISATION COMPUIANCE APPLICATION PUBLICATIONS REPORTS

[* YOU ARE HERE: > Home
Welcome to the !! ,I'

O- My To Do Lict O)- Quetam Infarmation

2. Onthe RFllist screen, you will see a table, which will list all the current or past RFIs created, raised or lodged
against the current sector application for your Organisation. You are now ready to lodge an RFI.

3. Goto the <sector> RFl list.
4. Select the RFI with the status of ‘Issued’ by selecting the check box against the record and the View
details button will be enabled.

[ you ARE HERE: Home = Organisation Details > Request For Information (RFI} list

Request For Information (RFI) list

Select | RFI Name RFI Status RFI Status Date Current Applicant Deadline Date Edit
il 'd il 'd
1st Notice Lodged 20/09/2013 23/09/2013 Edit i
¢ | 2nd Notice Issued 18/11/2013 13112/2013 Edit

1

| view ot | |

Raise VET RFI

Select template Required
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5. Click View details to navigate to the View RFI details screen.
6. Scroll to the bottom of the screen; System displays the Upload Document button.
7. Click Upload Document to upload the requested documentation as part of an RFI.

[ You ARE HERE: Home > Organisation Details = Reguest For Information notification (RFI) list = View RFI details

View RFI details

RFI name and Deadline date details

RFI name 2nd Notice RFI status |ssued
Applicant Deadline date 09/12/2013 Revised Applicant Deadline 13/12/2013
date

RFI description
Printable version of RFl Document (PDF)

It appears you don't have a PDF plugin for this browser.You can click here to download the PDF file

User is required to respond appropriately, which may include uploading relevant documents. To upload, click ‘Upload document’
button.

Upload document

| confirm that the requested information for this RFI has been provided | | | | |

<< Back to RFI list

8. Once the documents have been uploaded successfully, navigate back to View RFI details screen by
following the steps 1 to 3.

9. Scroll to the bottom of the screen; System displays the confirmation check box ‘I confirm that the
requested information for the RFl has been provided’.

10. Select the check box; system will enable the Lodge button at the bottom right of the screen.

[* You ARE HERE: Home = Organisation Details = Request For Information notification (RFI) list > View RF| details

View RFI details

RFI name 2nd Notice RFI status lssued
Applicant Deadline date 09/12/2013 Revised Applicant Deadline 13/12/2013
date
RFI description

Printable version of RF| Document (PDF)

It appears you don't have a PDF plugin for this browser.You can click here to download the PDF file.

er is required to respond appropriately, which may include uploading relevant ents. To upload, click ‘Upload document’

d document

nfirm that the requested information for this RFl has been proviged

ooge || | |

to RF list

11. Click Lodge. The system will then generate a confirmation message box with an option of ‘Yes’ or ‘No’.

12. Click Yes to lodge the RFI.

13. If successful, the system will navigate you to the RFI list screen and display a confirmation message that
the RFI has been successfully lodged.

HELP IT Application User Guide V 9.2 — Final Page 115



Notes

1. The confirmation check box needs to be ticked before the RFl can be lodged.

W N

On successful lodgement, status of the application will change to ‘To be assessed’.
On successful lodgement, status of the RFI will change to ‘Lodged’.
A Notification message will display 3 days prior to the date your RFl is due:
Message Title Sentto | Action
This message is to inform you that on [deadline CEO Refer to the RFI Submission
date] [legal entity name or organisation] will be SAO immediately.
subject to withdrawal unless it has responded to | PFO
the Notice dated [DD MM YYYY]. PEO
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Glossary

CEO — Provider Corporate Officer

HITS — HELP Information Technology System
eSAM — employment System Access Management
PEO — Provider Edit Officer

PFO — Provider Financial Officer

PSC — Provider Security Contact

PVO — Provider View Only

RFI — Request for Further Information

SAO — Provider Senior Officer

TGA —Training.gov.au

TEQSA — Tertiary Education Quality and Standards Agency

VFH — VET FEE-HELP
VSL — VET Student Loans
VSLB — VET Student Loans Branch
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Information

Apple Mac Users

The Department does not support Apple Mac. All applicants/providers must use Microsoft Windows.

System for Higher Ed (HITS) URL

The System for Higher Ed URL contains an embedded anti-phishing rule that prevents hackers from
‘following’ your login to HITS that times out the URL once it has been used to log into the System for Higher
Ed. The anti-phishing rule times the URL link out for 30 minutes which means that if used within that time,
you will either receive an error message or you will be required to enter your password a number of times
before you can log in. Please follow the directions in Attachment A to set up the URL link as a favourite.

Tertiary Education Quality & Standards Agency (TEQSA)
The Department sources organisation details and course information from TEQSA similar to what is sourced
from TGA. TEQSA data is updated in HITS once per month.

Training.gov.au (TGA)
HITS has a web services interface with TGA and sources all organisation and course information for VET
applicants and Providers.

Web Browsers
HITS is only compatible with Internet Explorer 11. If you use Google Chrome for example, you will not be
able to reset your password or update any field where a date is required such as the date of birth field.

Google Chrome and Mozilla Firefox use an American date format ie MM/DD/YYYY which is incompatible with
HITS.
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Attachments

Attachment A — HELP IT System (HITS) URL

THE HITS URL as an embedded anti-phishing rule that times the URL out after it is first used. If you have

already used the URL to log into HITS, you cannot use the URL again otherwise you will receive the following
error.

If you do use the URL without it being refreshed, you may receive one of the following errors.

www.d eewr.gov.au

There was a problem accessing the site. Try to browse to the site again.

If the problem persists, contact the administrator of this site and provide the reference number
to identify the problem.

MSISTOO01: The passive protocal context was not found or not valid. If the context was stored in
cookies, the cookies that were presented by the client were not valid. Ensure that the client
browser is configured to accept cookies from this website and retry this request.

Reference number: 0b4a9195-6477-4ec0-ab36-b9as81le2db7a

The page cannot be displayed

Explanation: There is a problem with the page you are trying to reach and it cannot be displayed.

Try the following:
e Refresh page: Search for the page again by clicking the Refresh button. The timeout may have
occurred due to Internet congestion.

e Check spelling: Check that you typed the Web page address correctly. The address may have been
mistyped.

e Access from a link: If there is a link to the page you are looking for, such as on the department’s
website or in your bookmarks or favourites, try accessing the page from that link.

Technical Information (for support personnel)

e  FError Code: 403 Forbidden. The server denied the specified Uniform Resource Locator (URL). Contact
the server administrator. (12202)

€« C £ https//extraneteducation.gov.au t iy

Server Error in '/Logon' Application.

The action '<KEMPTY>' (Request.QueryString['wa’]) is unexpec
Description: An unhandied excepbon occurred during the execution of the current web request Piease review the stac

Exception Details: System nvaidOperationExcepton: The acton ‘<EMPTY»" (Request QueryStrmglwal) i unexpecte

Source Error:

Line 59: wSFederationConstants.Actions.!
Line 60: }

Line 61

Line 62: catch (Exception exception)

Line 63: {

Source File: dwnetpublwwwroofiSTSHESystems'Logon'Defaut aspx cs  Line: 61

Stack Trace:

{InvalidoperationException: The action '<EMPTY>' (Request.QueryString['wa’
Nafault Pane PraRender (Nhisrt conder Fusntarac &) in d-\inetnohlewwra
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To avoid receiving any of the above errors, please follow the steps below:

Step 1: Open your web browser — please note that you must use only Internet Explorer 11 as your web
browser to access HITS as other browsers are not compatible.

Step 2: Copy the URL link below and paste it into your web browser — do not double click on the URL link to
open it

https://extranet.education.gov.au/FrontDoor/

Step 3: Once the eSAM log in page is displayed, enter your Username and Password and then select the ‘Sign
In” button.

You will be navigated to the ‘Welcome to the System for Higher Ed’ ‘HELP IT System’ page and
https://extranet.education.gov.au/FrontDoor/Bulletin will display in your address bar.

Home - Windows Internet Explorer - e
S— Save this web address as
= |§, https://extranet.education.gov.au/FrontDoor/Bulletin your bookmark/favourite I | X r
{I @ Home @
SKIP TO CONTENT

welcome to

System for Higher Ed

Australian Government

Welcome to the System for Higher Ed

System for Higher Ed Bulletin

‘ Mo Bulltins to display.

Step 4: Save this URL address as your bookmark/favourite and whenever you wish to log into HITS,
open a new web browser and use your bookmark/favourite to log in.

Note: If you still experience an error, you should clear your browsing history, close your web
browser then commence the above steps again.
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Attachment B — Application status Diagram

The following diagram details how an application progresses through each application status from
‘Draft’ through to ‘Approved’/'not approved’. NB ‘RFI’ is relevant only to FEE-HELP applications.

HITS - Application Status Diagram

inial logpe

O_. Draft — gscand by Dept— Discar ded

| A

subed m‘hhﬂ

Initial Complietensss
Check

watting Furthar

nagquest further i formation '.

scoept& uhc-ll’i: ( submt —|
‘ ‘ iw‘hﬂ"an
T be assessed i
| Withdrawn -

undo recommendation
recommend nel approve
recommend Approve

withdraw
A o fict
| not approved by delsgate > :::M

decsion

T be FRU
registered

registered on FRLI

Approded

Y

Provider Managament
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Attachment C — User Security Declaration Form

Department Information, Communications and Technology
(ICT) Systems — User Security Declaration

L, ettt e e e e r e e e e e e b e e e ra e ra bt e et e era e rabearaaeeeraanns [insert full first name/s and surname]

Lo ] RO PR [insert full home address]

acknowledge that | have been provided access to the Department Information, Communications and Technology (ICT)
Systems for the purpose of administering Commonwealth Government programs and have the following obligations:

e | will only access Department ICT Systems for which | have authorisation and for purposes which are relevant
to my work.
e |am solely responsible for all action taken on the Department ICT Systems under my UserID.
e | will maintain the integrity of access to these Systems including, but not limited to:
a) not sharing my UserlID, nor using another person’s UserID; and
b) ensuring the safekeeping and confidentiality of my password.
o | will notillegally access Department ICT Systems, download or distribute inappropriate, undesirable or
offensive material.
o | will not use Department ICT systems to violate copyright or infringe the intellectual property of software and
the integrity of systems configurations and software.
o | will identify and avoid conflicts of interest. Where there is a perceived or actual conflict of interest | will
notify my supervisor or manager and follow appropriate advice before accessing Department ICT Systems.

| understand that:

e  The Department will use my personal information to monitor my use of Department ICT Systems as part of
managing and administering the ICT systems, protecting against unauthorised access, verifying security
problems and ensuring compliance with policies.

e | may be required to consent to a criminal history check conducted by the Australian Federal Police.

e | must report all suspected breaches of the Department’s ICT Systems to Department IT Security.

e My access may be suspended immediately without notice where it is suspected or alleged that there has
been inappropriate usage of data, records and information and/or where the obligations outlined above have
not been met. The Department reserves the right to deny future requests for access to the Department’s ICT
systems.

e ltisacriminal offence to provide false or misleading information, or to access or modify restricted data®.

This includes unauthorised access to, or modification of, restricted data by a person, which is an offence
under section 478.1 of the Criminal Code Act 1995 and punishable by 2 years imprisonment. Unauthorised
access to the Department’s ICT systems or providing false or misleading information may result in criminal
and/or civil action being taken against me.

e |tisa criminal offence for a Commonwealth officer to publish or communicate information obtained from the
Department’s ICT systems. Disclosure of information by Commonwealth officers is an offence under section
70 of the Crimes Act 1914 and is punishable by 2 years imprisonment. Disclosure of information obtained
from the Department’s ICT systems may result in a criminal or civil action being taken against me.

Conflict of Interest
The onus is on you to be alert and identify any actual or potential conflict of interest, financial or otherwise.

A conflict of interest is defined as a situation where a staff member has, or could be perceived as having, a personal
interest in a matter that is the subject of a decision or duty of the staff member.

A personal interest includes, but is not limited to, a direct or indirect, past, current or planned future financial,
management, organisational membership or any other interest by the staff member or by a business associate, family
member or friend of the staff member.

4 This includes all data on Department’s systems that you are not authorised to access or modify
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Your employer should refer you to an internal policy in relation to responding to conflict of interest situations.

Certification
| certify that:

O | will be listed as a Contact in the HITS Contact List
Privacy Notice

The Department is collecting this information for the purposes of verifying your identity to determine whether
access is provided to the Department’s ICT systems.

The Department may use this information for the purposes of managing and administering ICT systems,
protecting against unauthorised access, verifying security problems and ensuring compliance with policy.

The Department will not disclose this information unless it is required or authorised by or under law.
Alternatively the Department may seek your consent to disclose this information.

Declaration:

e | have read and understood my obligations outlined in this Declaration
e | am not currently before the Court charged nor have | been found guilty with any fraud related or
unauthorised access offences

Signature of applicant Date

Supervisor/Witness Signature & Date Workplace
[Insert place of employment]

Legal Entity Name of Approved Provider

On completion of the above information, please scan this form for each nominated officer and return to the
department via VETStudentLoans@education.gov.au (VSL Providers) or FEE-HELP@education.gov.au (higher education
providers).

Note: You must store the original of all scanned forms securely and make them available to the Department upon
request.
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Attachment D - Initial Access Request Form

Section 1 — Legal Entity Name of Approved Provider: eSAM Org Code (Dept use only)
Organisation
Details HITS ID Number:
(e.g. 7123)
Postal Address Suburb / Town & Postcode

Section 2 — User Details — the two people listed below will be your organisations eSAM Provider Security Contact (PSC) officers who will use the Employment Security Access Management
(eSAM) system at https://ecsn.gov.au/ESAM/. Please ensure you hominate two trusted people as your PSC officers as they will manage all access to the HELP IT system (HITS). PSC officers
must issue a user account only to people who have signed an undertaking to comply with this security policy on a User Security Declaration form supplied by the Department.

First Name Surname Email address (mandatory for all Mobile Phone User Role* (see HITS Contact List
users) (mandatory for all users) | description
overpage)
]
[]

Section 3 — Authorisation — | authorise this request and verify that its details are correct. | understand that | am responsible to ensure that all IT System users comply with the
department’s ICT — Security Policy for External Users.

Name Position Signature & Date

On completion of the above information, please scan this form and the User Security Declaration form for each nominated PSC officer and return to the department via
VETStudentLoans@education.gov.au (VSL providers) or FEE-HELP@education.gov.au (higher education providers).

Note: You must store the original of all scanned forms securely and make them available to the Department upon request.

* Please select the appropriate user role below. (refer to the description of roles and access level in the next page). Note: if no role is selected, the default role assigned will be PEO.

USER ROLES Title ACCESS

PVO Provider View Only Cannot edit however can view all modules in HITS except Payments and Key Personnel.

PEO Provider Editing Officer As per PVO and can also edit modules.

PFO Provider Einance Officer As per PEO with the addition of being able to view/edit bank account, Estimates and payments.

As per PFO with the addition of being able to edit/view Key Personnel and submit application, request

SAO Provider Senior Officer for further information and bank account to the Department.

CEO Provider Corporate Officer As per SAO with the addition of being able to submit an estimates to the Department.
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Attachment E — Notifications

Category Sub-category | Notification Notific | Email Event Trigger (what Event end Notification text
security roles | ation action causes this
Type notification to be sent)
Application | Application CEQ, SAO, Inform | No When the application 14 day timeout You have been approved as a VET Student Loans provider.
status PFO ation status is changed to ‘To Approval documentation will be sent to your designated
be FRLI registered’ for contact person soon. Approved VET Student Loans provider
‘VET' sector responsibilities are detailed in the VETStudent Loans Manual
for Providers.
Application | Application CEOQ, SAO, Inform | No When the application 14 day timeout You have been approved as a FEE-HELP provider. Approval
status PFO ation status is changed to ‘To documentation will be sent to your designated contact
be FRLI registered’ for 'HE' person soon. Approved FEE-HELP provider responsibilities are
sector detailed in the HE Administrative Information for Providers.
Application | Application CEO, SAO, Inform | No Initial submission of a new | 14 day timeout This message is to inform you that on [DD MM YYYY], a
submitted ation application by legal entity formal application by [legal entity name of Applicant] to
become a [VET provider/Higher Education Provider] under
the Higher Education Support Act 2003 / VET Student Loans
Act 2016 was received and is being considered by
department.
Application | RFI Deadline SAO, CEO, Action | Yes Three days before RFI Expires when RFI This message is to inform you that on [deadline date] [legal
PFO, PEO, deadline. submitted, updated to entity name of Applicant] will be subject to withdrawal unless
new date greater than it has responded to the Notice dated [DD MM YYYY].
three days to expire or
deadline has passed
Bank Bank Account | SAO, CEO, Inform | No When a bank account is 14 day timeout The department has received changes in bank details for
Account submitted PFO, ation 'Submitted' (user elects to [Provider legal name] ([Provider HITS ID]).

'Submit' the bank account
record)
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Category Sub-category | Notification Notific | Email Event Trigger (what Event end Notification text
security roles | ation action causes this
Type notification to be sent)
Compliance SAO/CEO/PFO | Action YES when a Compliance NA CC: None
Notice is issued. From: HITS System Message

Subject: HITS Compliance Notice
Body Text:
A Compliance Notice has been issued in the HELP IT System
(HITS).
A response is to be provided to the department by 5 pm on
<Due date>.
Please log on to (5)<HITS{SkillsHITS.code.Hits hyperlink.HHL}>
to view the Notice and respond.
Note: This email was automatically generated. If you have
any questions, please contact the HELP team enquiries inbox
at (6)<[SkillsHITS].[Code].[HITSEmails] - Code HTS>.

Compliance SAO/CEO Inform | YES when a Compliance NA CC: None

ation Notice is updated with From: HITS System Message
new Due date Subject: HITS Compliance Notice — Revised Due date

Body Text:
A Compliance Notice has been issued in the HELP IT System
(HITS).
A response is to be provided to the department by 5 pm on
<Revised Due date>.
Please log on to (5)<HITS{SkillsHITS.code.Hits hyperlink.HHL}>
to view the Notice and respond.
Note: This email was automatically generated. If you have
any questions, please contact the HELP team enquiries inbox
at (6)<[SkillsHITS].[Code].[HITSEmails] - Code HTS>.

Compliance SAO/CEO/PFO | Action NO 5 working days (excluding | After the issued <provider name> has a Compliance Notice requiring action.

public holidays) prior to
Compliance due date,
where the issued
Compliance Notice is not
submitted by the
provider.

Compliance notice is
submitted by the provider
OR Where the due date is
changed (revised due date
updated by the
department)

All the requirements of this notice must be met by <due
date>. Please contact the Department as soon as possible if
you have any questions about this notice.
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Category Sub-category | Notification Notific | Email Event Trigger (what Event end Notification text

security roles | ation action causes this
Type notification to be sent)
Milestone Milestone due | CEO, SAO, Action No Today's date = the Expires when the earlier <provider name> has a milestone requiring action. All the
date PEO & PFO 'number of days before of A) the milestone is requirements of this milestone must be met by <due date of
due date for notification confirmed by the provider | milestone>. Please contact the Department as soon as
to be sent' in a milestone | OR B) today's date is one possible if you have any questions about this milestone
day after the due date for | event. <line break> (new line) <short description of
the miletone and the milestone>
milestone has not been
confirmed (because it will
be replaced by an
OVERDUE action item)

Milestone Milestone CEO, SAO, Action | Yes Today's date = the day Expires when the Milestone OVERDUE.<provider name> has not confirmed that
achievement PEO & PFO after the due datein a milestone is confirmed by | the requirements of an outstanding milestone have been met
confirmation milestone which has not provider by the due date. The due date for this milestone was <due
overdue been confirmed by date>. The requirements of this milestone must be met

provider (note that there immediately. Please contact the Department immediately to
should be no intervening explain why this milestone has not been met by the due date
period between this if you have not already done so. <line break> (new line:)
notification commencing <short description of milestone>
and the previous
notification expiring,
however short)
Organisatio | Organisation PEO, CEO, Inform | No Where the Registered 14 day timeout TGA has updated the legal name of the Organisation [Legal
n name change | SAO, ation legal name of the entity name]
Organisation is changed
by the TGA batch
Organisatio | Organisation PEO, CEO, Inform | No Where the Legal entity 14 day timeout The Legal entity name of [Registered entity name] has been
n name change | SAO, ation name of the Organisation modified.
is modified.

Payment Payment bank | SAO, CEO, Inform | No When a payment changes | 14 day timeout A payment to the nominated Bank Account for your

rejected PFO, ation to the status of 'Bank organisation [Provider legal name] ([Provider HITS ID]) has

Rejected’

not been processed because the Bank Account details are
incorrect. Please update your BSB details for the payment to
be processed.
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Category Sub-category | Notification Notific | Email Event Trigger (what Event end Notification text
security roles | ation action causes this
Type notification to be sent)
Payment Payment SAQ, CEO, Inform | Yes Approval of Payment 14 day timeout The payment schedule for [Calendar year of the schedule] for
Schedule Schedule PFO, ation Schedule [Provider legal name] ([Provider HITS ID]) has been approved.
approved Please see the payment schedule for more information.
Payment Payment SAO, CEO, Inform | Yes When a payment 14 day timeout A reconciliation/miscellaneous payment has been approved
Schedule Schedule PFO ation schedule is approved with for your organisation. Please see your Payment Schedule for
approved an associated payment more information.
type of either
'‘Reconciliation’ or
'Miscellaneous' being
approved as part of the
schedule
Payments SAO/CEO/PFO | Inform | NO When a snapshot of The day before the next Payment request period ([Snapshot date] - [(Next snapshot
ation HEIMS data is taken snapshot is due or the day | date - 1)]is now open.
a payment is requested
Payments CEO Inform | YES When a snapshot of NA Trigger: New snapshot.
ation HEIMS data is taken To: Send an email to following contacts from the contact
list where the contact type =
CEO - Provider Corporate Officer
CC: None
From: HITS System Message
Subject: Payment request period open
Body Text:
Your next payment request period is now open. If you failed
to make a payment request for a previous period, any
amount due will be included with this payment request.
Please log on to <SkillsHITS.code.HITShyperlink.HHL (link
sourced from reference data)> to view or request the
currently available payment amount.
Note: This email was automatically generated. If you have
any questions, please contact the department at <
SkillsHITS.Code.HITSEmails.HTS>(data from reference table)
Personnel Personnel CEOQ, SAQ, Inform | No When a Plis 14 day timeout Key Personnel information for [Key Personnel first/last name]
Information | information ation added/updated, of [Organisation legal entity type] has been
changed [{modified/added}]
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Category Sub-category | Notification Notific | Email Event Trigger (what Event end Notification text
security roles | ation action causes this
Type notification to be sent)
Publications | Publication PEO Inform | No Publication request 14 day timeout Your publication request has been approved.
Request ation approval.
Publications | Publication PEO Inform | No Publication request 14 day timeout Your publication request ldxxxx has been rejected.
Request ation rejection.

1. Where there are brackets in a notification such as [Registered entity name] — the brackets will display the current information in the field.

2. Email notifications are sent to recipient drawn from the contacts list. If there are more than one of any email contact i.e. CEO/VC, then only the first listed CEO/VC will
receive the email.

HELP IT Application User Guide V 9.2 — Final Page 129



