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Change Control

Version

Date

Summary of Changes

7.0

August 2016

Following sections added or updated.

f

Updated all URL links to log into I:AM to
www.deewr.gov.au/iam/logon/Login.as@x

7.1

May 2017

=A =4 A

= -

Amending VET to include/replace VSL information
Correcting spelling/grammar

Updating hyperlinks

Changing contact email addresses from
tsenquiries@education.gov.da www.education.gov.au/vet
fee-help-providersformsincluding information on contact
forms for various typesf enquiries specific to VET provider
(new VSL and old VFH providers)

Add contact email link for Higher Ed applications

Noted that Estimate functions are no longer used

7.2

July 2017

Update guide to include link for VET Student Loans appro
Provider informationwww.education.gov.au/information
vet-studentloansapprovedproviders

Update cantents to provide a note to all VSL provider
concerning application status and business processes

7.3

October 2017

Updated guide to include the section on viewing ¥fghroval
status,approvedcourses, course and provider fee limits

8.0

November 2017

Puwlished

8.1

February 2018

Higher Education Sector only

Changing contact email addresses from
HEenquries@education.gov.smFee
Help@education.gov.au

8.2

April2018

Incorporating update from IAMS to eSAM authentication

9.0

July2018

Updated Reports, removed references to functionality no
longer in use.

9.2

Aug 2018

Minor updates to remove references to outdated
functionality and improve usability afformation.
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Special Note to VET Student Loans (VSL) and VEREBE (VFH)
Providers re HITS Approval Status

An upgrade to HITS occurred on 1 July 2017 to reflect VET Studest(MSL) approvalBhe Provider
Wadl GddzaQ Ay 1 L¢{ gAff NBT{ SOVFHapilSatidng. 6 Sad OKI y3IS A

For example:

1. A provider that is VFH approved, and was VSL approved during the transitional period which
concluded on 30/6/17, and is not currently apped for the full VSL, will now hagestatus of
YwS @21 SRIK A WNBZ2d SRQ &l Gdza .sB&dormpltpdof heVSL f | & (
approval on 30/6/17). The pxider may still be VFH approved;
2. A provider that is VFH approved, and diot apply for VSL approval at ak(iwas not approved for
VSL for the transitional period), will §til K| @S GKS &adF ddza 2F W! LILINE ISR
3. A provider that was never involved in VFH, was not VSL approved during the transitional period, but
has been approvetbr VSL from 1/7/17, wiK @S G KS adl ddza 2F W! LILINR FSR

In addition, the approval status in Hliifay reflect a business change.

For example:

z

1. If a provider has requested revocatiof, 6 & (I (1 dza ¢ A {St0 20| S R-ORBadeEIKS R/ 2025
reflecting therequest;
2. If a provider has closed and is subject to a tuition assurance activatiestatus will be adjusted to
W21 SRQ 6AGK y23Sa I RRSR NBFfSOGAy3 GKS OKIy3
If you have any queries on the above, please cortaetepartmentvia the online enquiryjorm underthe
Frequently Asked Questiosesction atwww.education.gov.au/informatioivet-studentloansapproved
providers

Introduction

The HELmiormation TechnologySystemHIT$is thel T applicationthat organisatiors mustuse to lodge
applicationsto becomeapproved HELProviders. HITSalso managesontact information anangoing
compliance with the/ETStudent Loand/ET FEBELP and FEHELP loan scherme

Further information

For further information on mvider applications, refer to:
VET Student Loansww.education.gov.au/vestudentloans/vetstudentloansapplicants
FEEHELPwww.education.gov.au/applyinrbecomehighereducationprovider.

Provider queries should ldirected to thedepartmentQ @nline enquiry forns at:

VET Student Loans providensvw.education.gov.au/informatiotvet-studentloansapprovedproviders
VET FEBELP providersiww.education.gov.au/vetee-help-providers

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

For all Higher Education Providers, please direct any enquiriésgblelp@education.gov.au

HITS is accessedthedS LI NI YSy 1 Qa RSt S3I (SR A Rréploymient Secuvity AtteBSS Y S
Management(eSAM)HITSnd the ARF (AMEP reporting facility) use eSAM. Once you log in to eSAM, you will
be able to access the HELP IT System (HITS) @gdteenfor Higher Edvhich is theDepartmentof Education

and Trainin@ portal forthe HITS applicatiorHITS igurrently the only application that isctive within the

System for Higher EHITS is used for VET Student Loans; VEREHE and for FEELP applications.
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To gain access to HITS you must fegister youruser credentials ieSAM eSAMis the ITapplicationwhich
managesall security for HITS includingers userroles, passvords etc ThelogonIDand passwordhat you

register in eSAMvill enable you to access bod#SAMand HITS.

LT &2dz I f NI R&

K @S @2dzNJ dzZaSNJ RSGFAfaz Of A0]
ecn.gov.au/ESAM/Home/lndexr https://extranet.education.gov.au/FrontDoor

Using this guide

Thisuserguide and the revised information on theducationand Trainingvebsiteisintended to assist both
HigherEducation (HExnd \bcatioral Education and Training (VE¥pviderswith usingHITS0 manage
their applications and ongoing complianaguirementsunder theHigher Education Suppohict 2003
(HESAaNnd theVET Student Loans Act 2Q&5L Act)

Click on the above link or type the link below into your web browser to access the Depafawestisite
VETStudentLoanswww.education.gov.au/vestudentloans/vetstudentloansapplicants

Higher Educationvww.education.gov.au/helgand-other-information.

The user guide is set out in alphabetical order of the main components within HIESAiMio make it

easier to find the information.

Each section is structured so that timstructions areoutlinedfirst and then an examples displayed to

provide a visual representation of thiestructions

As an example:

Instructions

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

screen.

Los ogon 18033013 33 P ATE

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

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

If there are no current eSAM users or &®fficer within your organisation

You will need to contact the department to have the relevant access request and ICT security forms sent to
you for completionYou can contact the department by completing the online formhatfoot of the

following pagewww.education.gov.au/informatiotvet-studentloansapprovedproviders

Thecompleted access requeand ICT securitiprms (see Attachmerg C and Pmust becompleted by you
andreturned to the gepartment After receiving and processing these forthg Registration email and
Confirmation Keyia SM$will be sent to you. Tdaccess requesorm will nominate the BCfor your
organisation.

If thereis an existing BCofficer within your organisaton

SeePSQ; Invite a user to register in eSAMEection on pag8. The BCofficer can initiate the registration
process for other users within their organisatidine PSC officer caontact the departmentia the online
enquiry form under the Frequentiksked Questionsection atwww.education.gov.au/informatiofvet-
studentloansapprovedproviders

Setting up your account

HITS anéSAMare only compatiblevith Internet Explorer 11f you use Google Chrome for example, you
will not be able to reset your password or update any field where a date is requichdesithe date of birth
field. Google Chrome and Mozilla Firefox use an American date foren8tM/DD/YYYY which is
incompatble with HITS.

1. Upon clicking théerelink in theemailinvitation, the user is directed to the eSAM site and the
SignrUp ¢ Confirmation Keypage 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 pagaustmatch theinvitation reference in the email invitatioif. the
reference does not match, you will not be able to complete the registration process.

2. Enter the Confirmation Kefat you received via SMBto the Confirmation Keyfield and click the
Confirmbutton.

fly AYO2NNBOG O2y FANXI GA2Yy BdleegistrationDycinBrindidh Todel K S dza ¢

Event ID: XXXX&X SNNER NJ YSaal 3Sd 'y S{!la Ly@Adi®bindoreft 6 SO02YS.

Confirmation Key attempts. In this case, ussils 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 o

Home Conditaons of UYse Privacy Help Acessiblny ‘Who Am | £ 2017 - Dapartmant of Emphiymant

HELP IT Application User Guide V¢&thal PageB



3. You will beprompted to enter a Username, set and confirm a passwatee user name and password
that you register will be used to access both eSAM and &ly68 will therefore need to remember
these details for subsequent logging in

Username:

Sign Up - Account Details

--------

Enter aUsernameinto the Username field please note the following when creating your user name
T  The username mst be unique, eSAM will return an error if you &mgng to register a username
that is already in use.
1 You cannot use an email address as the @ symbol is not a valid character in this field.
1 The total length of the Username must not exceed 113 characters.
1 Canincludethe following charactersA¢ Z; a¢ z; 0¢9; and- _ ! # " ~

Password
Enter a password inthlew Passwordield and confirm your password in ti@onfirm New Passwordeld.

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

1 Lowercase clracters
1 Uppercase characters
91 Digits (89)
1 @#%$%"&* +=[]{}\Y W X K Kk 0 9 a o 0 T o
4. Register youemail addressn the Email Addresdield and click on th&end Verification Codbutton.
You will be sent a verification code framsonlineservicesteam@microsoftonline.camthis 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 addresydhiahave continue@dccess to.

Recommended tipuse your work email address.
Note: Store your username and password securely, and do not share with others. Note the information on
ITsecurity in the documents you signed. K NAy 3 LI dag2NRakl O02dzyia A&
systems policy (See Attachment C of this User Gigdiéser Security Declaration). Organisations that
access HITS are responsible for maintaining the intiggof 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=

vour email ade

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

Your coda is: 010918

Sincerety.
ESAM

5. Enter the Verification code and click therify codebutton:

J’? Australisn Covernment e840

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

Verification code Warily code

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

Please notehat the email address entered for the muHiactor authentication process cannot be updated
in eSAM, eva after the account has been successfully registeréd update multifactor 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 coderigered Click theCreatebutton to continue

Email Address JoeCitizen@axample,

Verification code Change e-mail
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7. You will then need to complete thaulti factor authenticatiorprocesshy entering a phone number

_--'— Australian Oavernment E5AM
Sign Up - Multi Factor Authentication
Confimmation Kay Account Datails Multi Factor Authentication Complate
Pravida a mobile numbLs oF [and line numbe
For mobile mumbaers, selcct aithar Sand Coda’ ar 'Call Ma
~or kanad line mumbers. all |
Hy selecting ‘Send Cods - via SME, Enfer code than wai for the system tn verify the code
By sel=ching 'Cal me’ you 2d call with inztructiors for venscabon.
Auastralis [+61) o
Hama CBnditsans of Lsa Privacy Halp brpescibilhy & 2005 - Department wl Dinpiuy

Please notehat the phone number entered for the multfactor authentication process cannot be
updatedin eSAM, even after the account has been successfully registeFedupdate multifactor
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 nunrifesid.

Please NoteThe 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 mroended where possible that the phone number entered is your mobile
phone number. If using a landline, it must be a direanber, 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$ead Coddutton to receive the
text message containing the codéou will haveapproXxmatelythree minutes from the time
youclick Send Codeutton, to enter the verification code and click Verify Cdddton.

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

Call Me If you selecthe Call Mebutton, acall will be placed tthe phonenumber entered. The call
will befrom an international number (USA) asking you to verify the sign up process by pressing
0KS WL dzy R (Youlwtll Baveipproxikately Ks(saeonds from the start of the call to
press the # (hash) kelf.you press théncorrect 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 selecthe Send Code optioypouwill receive a verification code via SMBher the verification
code and click th&/erify Codebutton to complete the multi factor authentication process

Australiam Cavermment E5AM

Sign Up - Multi Factor Authentication

o J
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

Enter your verification oo Below, ar 5200 & nes cogs

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

If you require a new verification code to be sedlick thesend a new coddink. This will invalidate the
previous code

10. Upon completion oftie verification process, the User Security Declaration Acceptancewithgpe
displayed

-
‘A"? . 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 yowad the User Security Declaratiohyou agreecheck thel Acceptbox and click the
Submitbutton:

Home Conditions of Lise Privacy Help Accessitility Who Am [ © 017 - Dapartmsent of Emplaymsnt

If you do not accepthe User Security Declaratiogh Of A O] 2y GKS WL R2 y20 | 008
the registration process. You will be unable to access eSAM or HITS without accepting the terms of the
User Security Declaratian

12. The eSAM registration is now com@end you access to HITS has been enabled

Please note that you wilbe required togo through tre multi-factor authenticationprocesseach time you
sign into eSAMnot HITS)r if you need to resetchangeyour password.
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eSAM- Sigrin and Authentication

Once you have completed the registration process and have an active eSAM account, you will be able to sign
into the eSAMportal (ecsn.gov.au/ESANIto update your account details (sgeSEG aSO0gA 2y WwWS{ ! .
managing your details)f you are @SCuseryou caninitiate invitations for new userwithin your

organisatiorto register eSAM accounts in order to access HITS

1. Go to eSAM atcsn.gov.au/ESAMINd click theSign inbutton:

Australian Government eSAM ) 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 thisernamefield and your Password into thHeasswordield and
click on theSign Inbutton.

Please note that your username is not recoverable and you will néedontactthe department via the
online enquiry form under the Frequently Asked Questiosisction atwww.education.gov.au/information
vet-studentloansapprovedproviders

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 Authenticatidine 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 buttoifiyou have registered a mobile mber, 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 numiyery 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 dick the Send Code buttomtext message, originating from an international number (either
USA or UK), containirsyerification code is sent to the mobile phone registered
b) Enter the verification codehe 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 viaCall Me
a) Click theCall Mebutton.

b) A call will be placed to the registered phone numfsem an internationaphonenumber (USA)To
continuepress the # (hash) keyhe 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 hae access to the phone numbérat you registeredyouwill need to contacyour PSC
officer to haveyour current eSAM account disabled, and have a new eSAM account invitation sent to
register a new user accourYoumustcomplete theMulti Factor Authentication during the registration of
the new accounsoplease ensure you enter phone number thayou haveongoing 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 thePSQole 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

eSAMallows you toview and amend your own personal details.

Accessing My Details

1. From the eSAM Home page, click the My Detaiésiu option

2. The My Details page is displayedpatow:
ﬁ + Australian Government

= o

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

ansntis, gt B o Pt

[ My Details

- View or edit your personal details.

eSAM

2d09f3ea-Gac2-Ac4-aT 77

Stephen

Stephen

True

AHD

DEPT

ADM

Name User Admin Email

Test User1 PSC

From the My Details page you can:

w View and update your name and contact details
w View your HITS Application Role.
w View your Administrator details (if applicahle)
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Update my details
View and update your details as described in TakjéVly Detaik - user details:

Table 1¢ My Details- user details

Field Comments

Identity ¢ Personal Details
User ID Displays your eSAM UserID.

The UserID is a system reference number and is a unique identifieadh user
in the eSAM systenThe Userlzannot be updated by any user.

This fieldcannot beamended.

Display Name Displays your current Display Name.

The Display Name is a concatenatioryofir First Name and Last Nandéis is
the name that will be displayed in HITS.

The Display Name is nainendable, but will change to reflect any changes in
First Name and Last Name fields.

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

Update theFirst Namefield to change the First Name.

First Name is not mandatorif.the user has nly one name, that name should b
entered in the Last Name field.

Last Name Displays your current Last Name as recorded in eSAM.
Update theLast Namdield to change the Last Name.
Last Name is mandatory.

Email Address Displays your current Email Address as currently recorded in eSAM.
Update theEmail Addressield to change the Email Address.

Email Address is mandatory.

Primary Phone Displays your current Primary Phone Number as recorded in eSAM.
Number Update the Prirary Phone Number field to change the Primary Phone Numb
Primary Phone Number is a mandatory field. It should be recorded as numb
only (without spaces).

Please NoteChanging the Primary Phone Number does not change the pho
number used for Multi Féor Authenticatiort during the eSAM Sign In Process
Secondary Phone Displays your current Secondary Phone Number in eSAM.

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

SecondaryPhone Number is not mandatorif.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 | The(Application)Enabled field displays False if your acceshdcapplicationis
(not applicable to disabled.

HITS or ARF users) | Users disabled fapplications cannot accesat application but can still view
their details in eSAM.

This field is noamendable.

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

L If the usemo longer has access to the phone number used for eSAM Registration, they will need to contRStxéiicer to have

their current eSAMaccount 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¢ KS a! &S Ndelis prefixedl with thénarhd-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 the PSC officefThis 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 nbamendable.

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 toHHD
The User Admin field is not amendable.

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

8 The Administrators fields are listed for each of your administrators.
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Qubmit updated details

1. Once all required updates have been made on the My Details page, cliSkitimaitbutton 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 D

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

st i perr et 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 thewWho Am Ipage, click th&Vho Am llink from any page within eSAM.

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

Resetting your password

1. If you have forgotten your password, you can clickflegot Passwordlink on the Welcome page

T Asntralian Government E5AM

# Welcome

IgR i 1o your scoount
e5AM prosides denbity managemsent and acoess contred to Australian Gavemment S.g .4 R

ICT syitems.

Speak o your managped il you nequse ao0ess 1o any of these sysiems.

Homee Conditions of Lse Frivacy Help Accessibility Whio Am | © 208 - Departmesnt of Jobs and Small Business

2. The Reset Password pag#él 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.

Please enter a valid email address.

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 thdsernamefield andthe Email Address into thEmail Addresdield.
Note: The Username and Email Addresgstbe the same as those used to register the eSAbbant.

Your username is not recoverable anu will needto contact the department via the online enquiry
form under the Frequently Asked Questions sectionvavw.education.gov.au/informatiotvet-student
loansapprovedproviders

4. Click theSend verification coddutton. If the Username and Email Address are valid, an email
containing a Verification codsill be sent toyou:

Verify your email address

Thanks for verifying your Example0l@example.com account!

Your code is: 256486

Sincerely
ESAM
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5.

8.
9.

The Reset Password page wefiresh 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 Werification codefield and click thé/erify
codebutton. You will only need tolick theSend new coddutton 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 pagerefibsh and theContinuebutton 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 Mdti 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 8end Coddutton, or receive a phone call by clicking thall
Me button. TheSend Cod@ption will only work if the registered phone number is a mobile phone
number. If the registered phone number is not a mobile phone nump@rmust use theCall Me
option.
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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 setlte mobile phone registered.
b) Enter the verification code, the code is validated automatically uporyethere 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 viaCall Me

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

continue press the # (hash) key. The callavitbmatically 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
page.

Reset Password

New Password

Confirm New Password

Continue Cancel

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

11. Enter a password inthlew Passwordield. Enter the same password into ti@onfirm New Password

field.
12. If the passwords entered are vabaid match click on theContinuebutton to register the new

password. The Sign page is then displayed.

v _
5&%' » 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

HELP IT Application User Guide V¢&thal Page23



eSAMC HITS User roles

eSAM ighe authentication management system faiTS.

The following tablaletails theuser roleghat can be assigned in eSAM HITSusers It is important for PSC
administrators to consider the rol® be assigned teach user as HITS notifications are assigned to user
rolesc see Noffications for further details.

USER ROLES ACCESS

Provider Corporate Office CEO As per SAO with the addition of being able to submit a
estimates tothe Department

Provider Senio®fficer SAO As per PFO with the_ addlltlon. of being able to edit/vikey
Personnelnd submitapplication, request for further
information and bank account to the Department.

Provider Finance Officer PEO As er PEO _W|th the addition of being able to viewitebank
account,Estimatesand payments

Provider Editing Officer PEO As per PVO andan also edit modules.

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

Personnel.

Notec only a HITS CEO or SAO usetanllodge an application in HITS.
PSQ; Administrators responsibilities

The department has alT user security arrangement whereby each organisation will manage their own

aulk ¥F¥FQa | 00Saa

02

Il L¢{ GKNRdAAK (¢2 agninstkaiols.PSR

administrators will be responsible for managing all access to HITS including;
1 Invitingnew userswithin their organisation to register for eSAM in order to access;HITS

1 Updating user roles; and

1 Disabling suspending and renablingacess for users

Organisations may have up to two PSC administrators at any one time and figragwoved providers
forms will be provided by the departmeatter registering a newrganisationin HITSNote: Only the
department caradd or remove the RSole forregisteredusers.

Senior User Roles

The CEO and SAO security roles are senior user roles which enable higher level tasks in HITS to be

t N2 O,

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 nevproviderapplicantthe Departmentinformation, Communications and Technology (ICT)

Systems; User Security Declaratioform [AttachmentC]andthe Initial Access Request Form
[AttachmentD] will be sent to you by the department after you have registered your organisation in HITS.
Completirg these forms will nominate the Provider Security Contact officer/s for your organisatien
nominated officer will receive an email invitation and confirmation key via SMS to completSiid

registration process.

CompletedAR and USD forstfior each IBC officer must be scanned and returned to department The
nominated officer will receive an email invitation and confirmation key via SMS tmeogethe eSAM

registration process
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Change in PSC officers

You may update your PSC officers at any time by completing a new IARitbrthe details of the officeis
to have this administration rolassigned to their eSAM user accoulttsigned User Security Declaration
must also be completed for each new PS@eff

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 organisatio please notify the department to create the user account and initiate the
registration process

All users whare no longeremployed withyour organisation must have their accounlisabled Users who

are leaving your organisatianust notsharetheir paswords when they leavé&haring passwords/accounts
isabreachofthdS LI NI YSy 1 Qa L/ ¢ aeé & SovthisUsdPQiideQBserSéc@iy ! GG OF
Declaratior). Organisations that access HITS are responsible for maintaining the integrity of HOES by

sharing user IDs and passwords with any other person.
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PSC; Invite a userto register in eSAM

PSC officerwill have the followinggSAM home page
# Home

Search 106 users 10 view/manage.

My Detalls

View Ot edit your personal detaits

Settings

Change ¢SAM user interface settings.

Sign out

1Log out of this web site.

Beforeinvitinga new user, you may want to checlhié user already exists (under Search People) or if there
isan existinginvitation (using the search function under Manage Invites) pentiinghe userto be invited

1. ClickManage Invitesbutton. A list of usersvith pending invitationgif any) will bedisplayed.
2. Toinvie newusers, click thénvite new userbutton.

Australian Government eSAM

HITS / Home /' Manage Invites

4 Manage Invites

Search HITS Application Invites

On the Invite New User screen:

1. Conplete 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
OKIy3aS a{SYyR /2yFANNIGAZ2Y YS& ¢2¢ RNRLIR2gy (2

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

4. ClickConfrm.

&+ Invite New User

Add HITS User

HITS User Il

First Name
Last Name « &

Email Adaress « B

Primary Phone
Number «

Secondary Phone
Number @

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

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 clickingonfirmwill 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 Confimation 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 tobe registered or an error was madvhen creating the invitation.

Invited users - HITS Application

Showing 1 to 18 of 13 entries Show| 25 ll entries e I > »
Last First Confirmation Imvite
Mame i Name 5 Email Org Referance Details Status Action
GTQ Current Resend invite
+ .
- I s
Expiny: confirmation
17/04/2018 i
Syspend
Extend
Delete

Managing a user account

Fromthe main menythed { S I NI KmenuSoptialf vdll&llowyouto see the list of registered users
within your organisatiorand have the option tananage useaccounts

HITS HITS User Last
Last Name i First Mame 1L UseriD Email Address Org Auth Enabled Enabled Logon Action
Jemma A jac B0 PCS Yes o Yes «* Aanage
HITS
User
AutomatedEducation AutomatedEducation 00f JL3036 E B0 Yes o Yes «* Manage
HITS
User
AutomatedEducation AutomatedEducation BG JL3036 E DEPT Yes o Yes «* Aanage
HITS
User

Notes

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

a. Given name
b. Surname
c. Email address

2. eSAMlog in information is the same as what is usedo@ 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 yawser |Dand password with any other person
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PSQ; Userc Update details

You may update the following details aboutser:

First Name

Last Name

Email Address

Primary Phone Number
Secondary Phone Number
Access role

= =4 -8 A A -9

1. Log into eSAMising youmuser nhameand password, this will display tle&SAMHome screen.
2. Click orSearch 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. Sarch for the user using one of the followiB@ptionsand click on th&electbutton.
I First Name
{ Last Name
1 Email Address

ustralian 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 inforrzaggn.
fields are not editable, bunay be updated via other fields. When your changes are made click the
submit button to finalie your changes.
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Australian 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 1D B 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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PSQ; Disabling, suspending and +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 officggu can notifithe department via the online enquiry foriet
www.education.gov.au/informatiowvet-studentloansapprovedproviders(for VET providers)r emailFee
Help@education.gov.affor HE providersto have this user aount disabled.

¢2 RAaAlOfS | dzaSNDa | 002dzy iy

Navigate to theSearch Peopleage and conduct a user search

From the search results, click tManage HITS Usénk in the Action column

Scroll to the Application section of tidanage HITS Uspage.

To disable the user account, untick tBeabled for HITt&kbox.

Enter reason in th&nable/Disable ReasdA St R® | NBIF a2y Aa YIyRF({2NR

changed.
6. ClickSubmitto save the changes.

arwNPE

Reenabling user access

If a user has not logged into HITS withdhdaysof the previous log in, the systewill automatically disable
I dz&A SN & ICOff& awithid yoar r§anisafion will needtoey | 6t S | dzaSNRa | 00Sa

If the user is a PSC officer, they will needaatact the department via the online enquiry form under
Frequently Asked Questiosection atwww.education.gov.au/informatiotvet-studentloansapproved
providersfor VET providersrd&-eeHelp@education.gov.afor HE providerso have theiraccess reenabled.

If there has been no user activity 80 days2 NJ Y2 NB > (KS dzassbRdaiithelcadedevel @nd ¢ A f €
the renenablingdf accessnust be done by the department anll take a minimum of a week to be
re-enabled.

Toreenable adza SN a: | 002 dzy i
1. Obtain completed user security documentation.
Navigate to theSearch Peopleage and conduct a user search
From the search results, click tManage HIT®serlink in the Action column
Scroll to the Application section of tidanage HIT8serpage.
To reenable the user account, untick thenabled for HIT&kbox.
Enter reason in th&nable/Disable ReasdhA St R® | NBFaz2y Aad Yl yRF(G2NE
changed.
7. ClickSubmitto save the changes.

ook wN
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Suspending user access

PSC officers will be able to suspend user accounts &lsar goes on extended leave. By suspending the

user account, this will exclude the account from the 40 and 90 day-@distble processe#s required or

dzLR2y (G KS dza SND& NB érdad¥hanpe theasbavdedtatis Hagk tEfabledia réstorle O

0KS dzaSNna | 00Saad !fdSNYylraA@Stesr AF (GKS dzaSNJ R2S.
from Suspendedo Disabled

To apply the Suspended status

1. Navigate to theSearchPeoplepage and conduct a user search

2. From the search results, click tManage HITS Usénk in the Action column

3. Scroll to the Application section of tianage HITS Uspage.

4. SelectSuspende@rom the HITS Statudropdown.

5. Enter a suspension reasanthe Application Status Change Readiefd. A reason is mandatory if

0KS dzaSNna adlriddza A& OKIy3aSR®

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

When an account is renabled after a period of suspension, the user will have seven (7) days to logon and
refresh their last logon date befe their account is autalisabled.

¢KA& 3INIOS LISNAR2R f&a2 FLWLXASE AF | dzaASNNa adl Gdza
i Disabled to Enabled (HITS Stafuspplication level)

1 Suspended to Enabled (HITS Statapplication level)
1 Disabled to Enabled (User Statusoreidentity level)
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HITS Logging in

The HITS URL has an embeddedyginighing 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
seeral 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

Citrix XenApp - Log... | & Skills System
g yst

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

S ———

Your most popular sites

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

2. Enter your eSANUsernameand Passwordand click orign In

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 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

Forgot Password?

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

3. You will be navigated to th8ystem for Higher Badelcome page. Save the address for this page as
either a bookmark or favourite. §aving thivs vaadress as your favouritp/bopkmark, will refresh tt\e )
ant-LJKA a KAy 3 NHzZ S yR gAff SyadzNBE U0KIO e€2dz R2yQu
4. TheSystem for Higher Bdelcome page provides the following information.
a. ASign outbutton Inthe top righthand corner.
b. TheBulletin section provides information relating to tHgystem for Higher Ednd HITS availability.
c. System for Higher EBrograms section displays tHHELP IT Systelngo used to sign into HITS.
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42  gystem for Higher Ed

Australian Government

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 HIT&lectthe HELP IT Systeogo 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 1@ zz0O00O0 (this can be different to your eSAM log in information)
ii. HITS I this is your oganisatio®® HITS/HEP 9999
iii. Roles(s} Displays your eSAM Organisation ID and your current ra&@p000, CEO; and
iv. Notifications- displays the total number of notifications
b. Under the HELP IT System banner, different options will be available tvas@dir organisatio®
status and by which user role you have. For example, the options below are:
V. Organisation;

Vi. Compliance
Vii. Application;
Viil. Payments;

iX. Publications; and

X. Reports.
c. My To Do List navigates you to the Notification Centre
d. System Informationg links to User Guides and Quick Reference guides.
e. Program Informationg links to provider program information.

welcome to

"« 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

2. Notes: To check which version you are using in internet explorer, cli-~ dn the Tool bar,
GKSYy Wil o2dzi LYGSNYySi 9ELX 2NBNR® ! GAYR26 GAf
installed.

3. | dziHFTEaExass will be dabled after40 days of inativity. To reenable 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 @count suspended. This will prevent the automatic disabling of accounts due to the
long period of inactivity. Note: P®@icersshouldcontact the department via the online enquiry
form under the Frequently Asked Questisection atwww.education.gov.au/informatioswvet-
studentloansapprovedproviders(VETproviders) olfEEHELP @education.gov.édigher
Education providers)

5. 2 KSy | dzaSNRa letaDedddjeria p&ribdiof saspehsgion, KBy have to login
within seven days. If this is not actionddK S dza SN &a | 002dzy i gAtf y2
auto-disable process and the 40 dayto-disable rules will apply, using the existing last logon
date.
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Application¢ Application Status

Please see the section grage 5 Special Note to VET Student Loans (VSL) and VEHEEEKEVFH) Providers
re HITS Approval Statfer additional information

If in doubt, please contadhe department via the online enquiry form under the Frequently Asked
Questions section atww.educationgov.au/informationvet-studentloansapprovedproviders

On the home screen of HITSlick theApplicationtab then click theApplicationsummaryfor the sectoryou
have applied for to see the current status of your application. The Applicaiimmary sceen lists the
mandatory components that must be completed before an application can be submitted. Mandatory
components ares follows

Organisation

1 Organisation details
1 Contact details
1 Key Personnaletails

Courses
1 Course details

For new applicants, the Requirements will initially defaulinimompleteby displaying ﬂ against each
component however for previous applicants wheagply;only the Course details will default to incomplete
This is because HITS does not delete afoyrimation previously addefrom a previousapplication.

Supporting documentation may also need to be uploaded in HITS. To upload supporting documentation,
either selectNavigate to Document lislink illustrated or selecthe Document listfrom the left navigation

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

applicable.

Navigate to Document list
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Application¢ Organisation already exists in HITS

Organisationghat have previously applied but were not approved, or are approved in a sector and wish to
make an application in the other sectonust log into their HITS record to make an applicatibgou area

VET Student Loans/VET HEHEP Provider anghsure whether you have an existing HITS record you can
contact the department via the online enquiry form under the Frequently Asked Questgattion at
www.education.gov.au/informatiowvet-studentloansapprovedproviders If you are a Higher Education
Provider, please emdieeHelp@education.gov.au

HITS will only permit a new application in a sector whereapplicationexistsor the current applicatiorhas
one of following application states

1 Discarded;
1  Withdrawn; or
T Revoked.

You can check to sabe current status of any application by selecti¥@yganisationg view Organisation
Detail€bn the navigation bar, then scrolling to the bottom of the screen and selecting the drop down arrow
to display®rganisation Applicatio

In the example below{i KS OdzZNNBy & F LILX AOFGA2Y KFa | adlddza 27
another application in the Higher Education sector.
Organisation Applications
fl Entity Mame Sector Application 'nt Status Date
Status
v 7 7 e 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. Tomake an applicationselectApplication, then Create Applicationand you will be navigated to the
W/ NBILLE AOFIGA2yQ &AONBSyo®

£ HELP T System

Amtrabian Covermment

PAYMENTS PUBLICATIONS REPOATS

My To Do List System Information
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2. Select the sectathen add your TGA and/or TEQJAdndclickSubmit
[ rou ARE HERE: Home > Create Application
Create Application

Please select the sector related to this application Ther Edication Sech

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 anLJLI A O G A 2 y ol Willi wzdable2toF confitth Khis Byl Q P
selecting the application via th&pplication¢ VET (or HE) Applicatisummary 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

E-] 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 defautt the sector ofa new application where currentapplication exists in
the other sector. In the example above, HITS has defatdtéide W1 A I KSNJ 9R2A2M (AR YigKS
organisation already has an application in the VET Sector.

2. If you arereapplying, any information you added to your previous application will be preserved. This
includes contacts, persons of influence aidlocuments that you uploaded.oumust check to
confirm the information previously added is still curreat adjust as appropriate

3. You will not be able tdelete any documents submitted with a previous applicatfwwever, the
Department can delete them on your behalf where they are afudate

4. For VET Student Loans/VET-HEERroviders,you mustcontactthe department via the online
enquiry form under the Frequently Asked Questions sectiomvav.education.gov.au/information
vet-studentloansapprovedprovidersto have documergremoved For allHE applications, please
emailFeeHelp@education.gov.au

5. Please notethe VET Student Loarf§¢SLprogramcommenced on Januarn?2017, replacing the
VETFEEHELP scheme, which ceased ob&@tembel2016. Information about the new program is
available atvwww.education.gov.au/vestudentloans

6. Information for VSL Applicants is availablevatiw.education.gov.au/vestudentloans/vetstudent
loansapplicants

7. The link for VSL Providers is availablevatw.education.gov.au/informatiotvet-studentloans
approvedproviders

8. Please see the section on page Special Note to VET Student Loans (VSL) and V.AHEEEEVFH)
Providers re HITS Approval Stdtusaddtional information

If in doubt, pleaseontactthe department via the online enquiry form under the Frequently Asked
Questions section atww.education.gov.au/iformation-vet-studentloansapprovedproviders
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Application¢ Lodging an application

USER ROLES ACCESS

Provider Corporate Officer | CEO | Full access to lodgan application
Provider Senior Officer SAO | Full access to lodgen application
ProviderFinance Officer PFO | No accesto lodgean application
Provider Editing Officer PEO | No accesto lodgean application
Provider View Officer PVO | No access ttndge an application

,2dz YIe 2yte t2R3IAS Fy LI AOKGA 250 SIK Ay Ki K&S | HILIORC
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 applicatioft.is up to the organisation to ensure all components of its application are
complete in acordance with the Application Guide before lodging the application.

Instructions

1. From the Navigation menu click épplication.
2. Click<<sector>>Applicatiosummary; the system will navigate you to the selected sectqplication
Summaryscreen. If all the&€ategoriesand sub categoriegisplayed on the Applicatiosummaryare
checked with a tickyour application igbleto be lodged.
3. Click onLodge application for assessmeat the bottom of the screen; the system will generate a
O2y FANXIFGA2Y YSaal3dS o02E 6AGK (GKS 2LIA2y 2F W, S
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 Draft

Comments

Requirements for VET application

ORGANISATION

v gani
v Omanisation details

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. ClickYesif you wih to submit your applicationf you are not sure you have completed your
application, cliciNOand you will be navigad back to the Application summaryrsen

5. If you clickedres HITSwill displaya confirmation message on the top of the sasereen and the
application statusvill change fronDraft 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
Comments

Requirements for VET application
~ ORGANISATION
4

V] Organisation details

(V] Contact details

g KeyPersonnel details

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

<< Nawgate to Document list

Notes

1. An application can only be lodged where the status of the applicatiorDsaft.

You must ensure that you have uploaded all documents as requesthd applicationguide.

Each sector application will have its owndge application for assessmehttton.

AHITS ntification messagés generated; see Notifications section for details.

You will not be able to update your appliaatiincluding uploading documents once it has been
submitted. The only exceptionysur Financial Performanaghich can be subitted at any time.

The CEO and SAO security roles are senior user roles which enable higher level tasks in HITS to be
undertaken, such asubmitting your organisatid® applicationproviding bank account details and
declarations pertaining to provision of personal informati¥ou should ensure that these user roles
are assigned tgenior officers of the organisation who have the requisitenauty to bind the
organisation

abhowi

»
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Application ¢ New applicants

New applicants areonsidered to berganisationghat do nothavean existing record in HITBhe reason
for the separate process is that the initial registratifiran applicatiorincludessetting up a direct link with
the organistion@ TGAand/or TEQSA recottd enable thepopulaion of details irHITSPlease note that any
details populated from TGA and/or TEQSAncaibe updated.

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

Instructions

1. Toapply to become a HElgRovider,the first step is to register your new application details in HYDH
can do this by clicking dReqister and Applyy typing the following URL into your web browser:

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

2. Select the sector (or sectors) and Cli&xt Secor options arelPual Sectd@Mligher Education Sect@r
or WET Sect@

welcome to

%5 HELP T System

Apply to be a HELP Provider - National Register details

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

3. EnteryouoNB I yA &l GA2Yy Q& ¢ NI A vty Bdecat®ddalitydandiStamards | Yy Rk 2
Agency TEQSA) code and clidlext

Note: If you do not know your Organisat@TGA/TEQSA cod@u can find your codes by searching
on theNational Registers

www training.gov.au/Home/Tgé#or registered training organisationsand
www.tegsa.gov.au/nationategisterfor higher education providers

welcome to

%% HELPIT System

Apply to be a HELP Provider - National Register details

Please select the sector related to this application

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 thEGA/TEQSAeRisteredentity nameis thecorrectentity name of your
organisation and clickiext

Note: If yourregistered entity namés not the correct entity name, cliékanceland contactthe department
via the online enquiry form under the Frequently Asked Questions section at
www.education.gov.au/informatiotvet-studentloansapprovedprovidersfor VET providersr
FeeHelp@education.goau for Higher Education providers.
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welcome to

.. HELP |T System

vernment

Account Confirmation

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

Organisation name ‘

TGA Registered entity name I Joe Bloggs Pty Ltd
—

5. Completeall requiredfields, identified asRequiredand clickSubmit

welcome to

%  HELP IT System

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 eSAMallow you to access HITHe Departmentwill also provide
you withwith 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 applicationspy will be contacted by thdepartmentto set up twoProvider Security
Contact (PSC) officeier your organisatiomvhen your application has been approv&5C officers
will be responsible for managing all access to your HITS appliedtltn your orgatsation
including creating new users, assigning user roles, managing existing users, resetting passwords.
Pleasecontactthe department via the online enquiry form under the Frequently Asked Questions
section atwww.education.gov.au/informatiotvet-studentloansapprovedproviders

3. For HE applications, you whle contacted by the departmertb set up twoProvider Security Contact
(PSC) officer®r yourorganisationwithin a week of registering your applicationHITSPSC officers
will be responsible for managing all access to your HITS appliedtiuin your organisation
including creating new users, assigning user roles, managing existing usdtg)ggsesswords.
Please contact the Departmenia Fes-Help@education.gov.aifilyou have not been contacted
within a week otreatingyour new applicatiorin HITS

4. If you have an existing recond HITSthe following error messagavill be displayedYou will need to
F2fft26 GKS LINPOSRNBABEAANGN2VILE ARBEHREYSEA&AGE AY

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

TheDepartmentreserves the right to return a submitted applicatitmdraft where it is incomplete. Where

an application is returned to Draft, the Applicatismmmary screemnayinclude 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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Applicaion ¢ Summary screen

USER ROLES ACCESS

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

If yourorganisationis applying to be a HELP provider, hagxistingapplicationor is an approved provider
in HITSyou will be able toviewthe Application summargcreen

Instructions

1. From the Navigation menu click @pplication

2. Click%r f aS 002 NBH B! LILI TheGystam vllyther{ naxigate yNiBtdXhe selected sector
W1 LILJ d2¥ YalASEBgeEn.

Logon ID 220000

2 welcome to
d =N HITS ID 9999
== HELP IT System foets) o000, 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 summargcreen has two parts, th#udrrent statusQand the Requirements foxsector>in
which you have applied

In the example below the current statusf the applicationis Draft and the comments indicate that the
application was returned to draft because the application was incomplete upoimitied submission.

The requirements fothe VETapplication section indicates that aflandatory fields have been completdd
is important to note that whereyoure LJLJ & | L¢{ gAff NBaSad Fftf O2dz2NBSa
not remove any information that yopreviously 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 Current status’ is Draft and comments indicate that Ertaken. Only a HITS CEO or SAQ
. application has been retumed to applicant as it was
user role can lodge an appli

substantially incomplete when initially submitted and
Requirements for VET applicaton” which indicates that from
Current status
Current status

all mandatory fields have been completed.
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://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

<< Nawvigate to Document list

Notes

1. All the ategoriesand sub categoriefs the Requirements sectiomre hyperlinked to the screen that
requires actioning
2. The availability of théodge application for assessmehtitton is dependent on thall items lised

in the Requirements for VE&pplicatiors being tickedas complete. You must also have a CEO or SAO
user role
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Application¢ Withdrawing yourapplication

USER ROLES ACCESS

Provider Corporate Officer | CEO | Full access twithdraw an application
Provider Senior Officer SAO | Full access twithdraw an application
Provider Finance Officer PFO | Noaccess tavithdraw an application
Provider Editing Officer PEO | Noaccess tavithdraw an application
Provider View Officer PVO | Noaccess tavithdraw an application

Withdrawing your application
If yourorganisation has an applicatighat hasnot yet beenapproved,you will be able tavithdrawit.

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

| Draft

1 Initial Completenes€heck

i To be assessed

1 Awaiting Further Information
I Recommended Decision

You can check to see the current statusyofir application by selectin@rganisationg view Organisation
Detailson the navigation bar, then scrolling to the bottom of the screen selécting the drop down arrow
to displayOrganisation Applications

z

b2d8Y ¢KS /dNNByld atrdda 2F GKS FLLEAOFGAZY Ydzid

“w 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 épplicationto view all available sub menu optians

Logon ID 220000

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

Australian Government .
B4 Notifications: 0 Sign out

ORGANISATION APPLICATION PAYMENTS PUBLICATIONS REPORTS

I HE Application Summary

on

lication menu on the Navigation bar has the following options:

RFI List

Create Application

1. ClickWf f & S O 2 NHHZY MIINEe@Jsténi véllyhavigate you to the selected sectqplication
Summaryscreen.
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2. Click onwithdraw at the bottom of the screen; the system will generate a confirmation message box
GAGK Ty 2LIiA2y 2F W,SaQ 2N Yb2Qod
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-provider provides information on
application requirements.

Requirements for VET application

ORGANISATION

5] Organisation details

B | Contact details

@ KeyPersonnel defails

applicable.

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

ClickYesto complete the processf withdrawing your application.

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

[* YOu ARE HERE: Home > Application summary

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

w

Application summary

SUBMITTED SUCCESSFULLY

Before lodging an application, please refer to the Agy%’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

x| Organisation details

x| Contact details

1_6 Key Personnel details
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Bank account, Creating a bank account
USER ROLES ACCESS

ProviderCorporate Officer CEO | Can createviewand submit a Bank Account

Provider Senior Officer SAO | Can createviewand submit a Bank Account

Provider Financial Officer PFO | Can createviewand submit a Bank Account

Provider Editing Officer PEO | Cannot viewbank account module

Provider View Only PVO | Cannot view bank account module

Yourorganisation must have an approved bank account before you can receiwéEan$tudent LoangET
FEEHELP payments. Please note that you are not required to create a banknador any Higher Education
sector paymentsas FEIHELP payments are made through a different system

Instructions

1. Go to the Navigation menu and selétaymentsto display the sub menu items.
2. SelectBank Account List

Logon ID 220000

$ e t
: g welcome to HITS ID 9999
= HELP IT System

Australian Government >
B4 Notifications: 0 Sign out

ORGANISATION APPLICATION PAYMENTS PUBLICATIONS REPORTS

Estimate List

-

[© you ARE HERE: > Home
Payment Schedule List

Welcome to the HELP | |j-Seyyusuegn

Mv Ta Da | iet Quetam Infarmatinn Pranram Infarmatinn

3. ClickCreate Bank Accouragndyou willbe navigated to the&Create Bank Accoustreen

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. 1ff FASEtRa 2y (GKS aGMBiS® BKRBEOKI RREGRNE HKR ¥aAR
2. Once all the required information is completed, cBikbmit
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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 Requirsd BSB Required

Account number Reguired

ST e

== Back to Bank Account list

3. The Bank Account status will change#td dzo YA G G SR Q

[© ¥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. Abankaccount can only be submitted ontiee application iapproved.

2. Thebank account name field has32 character limithis includes spacedf.your Bank Account
name is greater than 32 cracters youwwill only be able torecord the first 32 charactetspaces

TheDepartmentmust approve dankaccount beforepayments can be processed into that accaunt
A Provider can only have one approMsthkaccount per sector at any one time.
A newbankaccount must be approved in order to replace an existing apprdeasd account.

A HITS notification message is generatdukn a new bank account is submitted by a provigieee
Notifications section for details.

2
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Compliance Noticeg View and action
USER ROLES ACCESS

Provider Corporate Officer | CEO | Canview and submit a compliance notice

Provider Senior Officer SAO | Canview and submit a compliance notice

Provider Financial Officer PFO | Canviewacompliance notice

Provider Editing Officer PEO | Noview access

Provider View Only PVO | No view access

The Department may, from time to time, request an organisation to respond to a compliatice.#o
notification in HITS together with an email will be sent to the following contacts when a Compliance isot
issued

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

Instructions

1. Go to the Navigation menu and seléatganisationc Compliance Notice Listo display the
Compliance Notice list

“% HELP IT System

Australian Government

ORGANISATION PAYMENTS PUBLICATIONS
View Organisation Details

[© 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 withant 8 dzZSRQ y 2 (i A OF
first. Select theView detailsbutton to display thecompliance 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 S‘ied 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 followifggrnation
a. Organisation details

b. Notice details
i. Hyperlink to the Compliance Notice

ii. Notice descriptior{Departmentg optional)

iii. Comments sectiofProviderc optional)

iv. Confirmationtext (mandatory)

v. Upload document link to the upload document function
1. t N2EJARSNEH

category

aK2dzZ R dzLJt 2F R R20dzySy i a

NBE I dS

4. Once you havactioned the requirements within the Compliance Notice, you should add comments

GKSNB FLIINZLINRF G§ST OKSO]
Compliance Notice back to the department.
Compliance Notice details

Organisabion details
HITS ID

Legal Entity name
Sector

9999

TEST Enterprises

VET Current Application status

Notice type
Notice

Clause 29C Reason
Testng Requirement 123 docx
|szued

20105/2016

Cuality

Status

Due date Revised Due date

Motice descrption (500 words)

Comments (500 words)

{

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

= Back to Compliancs Notica list

Upload document
1of1
5. ,2dz gAfft 0S
will display.
Compliance Notice list

Approved

Confirm

/| 2YLIX AL yOS

SUBMITTED SUCCESSFULLY

WVET Compliance Notice list

Motice Type Reason Status Status Date Due Date

I Clause 25C Quality Submitted 18/06/2016 20/05/2016

Clause 12A Agents Submitted 17/05/2016 31/05/2016

Clause 76 Fnrolment Submitted 17I0R7M1A N3DRI2MA
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Contacs ¢ Adding a contact

USER ROLES ACCESS

ProviderFinance Officer PFO | Full access to addew contacts

Provider Corporate Officer | CEO | Full access to addew contacts

Provider Senior Officer SAO | Full access to addiew contacts
Provider Editing Officer PEO | Full access to addiew contacts
ProviderView Only PVO | Can only view contacts

The comacts 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 resjmmercialn-Confidenceor operational policy
information from the Department

For applicants, it is mandatory to have a minimum 5 contacts for a single sector applmweb for adual
sector applicdon. Minimum contacts are:
1 CEO/VC
i  SeniorAuthorised Officer
{ Accountant
o0 Internal and/or

o External

1 Auditor
o0 Internal and/or
o0 External

1 Primary Contact Officer
o VET and/or
o HE

Instructions

1. From the Navigation menu cli€krganisation- Organisation detailgo view the Organisation Details
screen.

2. Select theContactstab to navigate to tle Contact list screen.
M RE HERE: Home = COirganisation list = View Organisation details

Organisation details

Oroganisation details

Key Personnel | Ad-Hoc Documents | Financial Performance | History
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3. For new applicants, the Mandatory Contact summary details will display until such time as all the
mandatory contacts have le& createdOnce they have been created, the Mandatory Contactrmary

details will disappearClick theAdd contactbutton.
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 alfequiredcontact informationfields and click th&avebutton.

Add Contact details

Contact details

(Contsct type Requred

—Choose—

Permission granted to contact for cl

Accounting CoMpany

Mg tion of

Sector Recures
hd —Choose— |E|

queries regarding financial statements

| P

At 3 minimum, you must complete all
fields marked 'Required’

/

FAuditing company

/

|
ITilla Reured I

—Choose—

First name Reourea
Position tithe fReouiras
—Choose—
Description of role
Telephons

Maobile

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
Suburh or postoode search Reguras

Wberdare N3W 2325

SUMName Reouired

Direct telephone

International telephons

5. When adding contacts for the first time, the Mandatory Contact Summdetsilswill displayabove the
contact list. The summaetailswill indicate which contact types have not been complet®@dce all
mandatory contacts have been completed, the Mandatory Cordaicimary details will stop displaying.

Mandatory Contact summary

x| CEONG

orised Officer

'a Seniot

In-complete

Accountant E] Primary Contact For - VET

& x| Auditor

Completed

6. Once you selecgaveyouwill be navigatd back to the Contact list screen.

7. Repeat above for all contacts

HELP IT Application User Guide V¢&thal
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Notes
1. ¢KS Wak/iRYlGlF OG &adzy Yl NBEQ & ONEBS yall coitdcts haiebeenJt | &  dzy
created.

2. Where a mandatory contact changes, you must create a new contact faotttact 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 theghest listeccontact.

4. At least one contagbhone/mobilenumber is required, either 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 Comméne@bnfidenceor operational
policy information from the Department.
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Contactsg Deleting a contact

USER ROLES ACCESS

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

Contactsshould bedeleted from the contact listvthenthey are no longer with the organisation or have
moved to adifferent 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 existng contact details.

Instructions

1. dQick onOrganisationthen click onOrganisation detaildo view the Organisation Details screen.
2. Selecthe Contactstab to display theContact 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 tierdlact
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
O | soan Citizen CEONGC « w Edit
- Senior Authorising Student administrative .
L e Kikizen \ Officer manager S
O I Parker Citizen \ CEONC I om CEONC - Record | Edit
can be deleted
tact —
O Piper Citizen jimary contac 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.

Add contact

=< Back to Qrganisation Details
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4.

5.

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

View detailsbutton.

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

Contact list
B First Name
'

[/ Bentley

Joan
O] Joe
0|  Piper
O 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

dickonthe Deletebutton and then click thgzesbutton on the popup 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 issuccessfully deleted, there will be a green banner below the Contact list.

Contact list

DELETED SUCCESSFULLY
O First Mame Sumame Contad Type Sector Position Title Edit
' v v v v
(] Gianna Doe Accountant - intemnal VET Company Director Edit
0 tan Doe SR E ) 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 granted to contf.jct @

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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Contactsg Updatinga 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
ProviderView 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 thesame contact type are listedhis is due to HITS notifications and email notifications as
where thereismore than one contact with the same contagpe; notifications/emails will be sent to the

first listed contact.

Instructions

1. dQick onOrganisationthen click onOrganisation detaildo view the Organisation Details screen.
2. Selecthe Contactstab to display theContact list screen

¥ RE HERE: Home = Organisation list = View Organisation details

Vi rganisation details
ontacts §Key Personnel | Ad-Hoc Documents | Financial Performance | History
3. From the list otontacts,click on the Edithyperlinkfor the recordthat 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
' Piper Citizen S;"T"aw contact - VET Financial Edit
r Riley Citizen Auditor — internal VET Company Secretary Edit

4. Update the relevant fields and cliok the Savebutton.

5. You will be navigated back to the Contact Itpeat this action if you nedd update any further
contacts.

Notes

1. Required fields are indicated with the wotédireddn red next to the field name.
2. At least ongphone number, gher a telephone OR mobile phone humbeirequired
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Courseg ViewingVSL 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
ProviderEditing 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 courskauvbdteen agreeqi.e.
the course must be on théET Student Loans (Courses and Loan Caps) Determinatiqgra@8X6ust be
I LILINE SR F2NJ £+9¢ {GdzRSyd [2Fya a | O2yRAGAZ2Y 2F

Once approved,lhcourses a VSL proeidhas been granted approval to deliver will be visible in EFESer
to Course; Viewing VSL approved fee limits, approved courses (start, end and teach out dates) and
approved course fee limitst KS f AadGAy3 akKz2dz R | f A Dysof@ppioval. & 2 dzZNJ 2 NH

If you wish to offer an additional course under VET Student Loans to those outlined toyditions of
approval, you will need to apply to the Secre@rgt R S Kdearfoination on this process available on
i KS RS LI NIty whiv@ducatins.god du/informatiovet-studentloansapprovedproviders

Forfurther information, there is &/ET Student Loans Manual for Providens the website:
https://docs.education.gov.au/node/43921

Once your organisation has received formal approval from the departmentaowiewthe overallfee limit
for your organisation, the lisbf VSL approved courses for your organisatéom if applicable, the associated
course fee limifs.

Instructions

1. From the Navigation menu click @rganisationand from theContext selectorglick onVSL Course List
and Fee Limits.

Context Selector

Organisation (0)

Course List

Provider Risk
I

2. The VSL Course Lagtd 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

|.-‘-IIA:.=I- ‘.__|| el |

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

Course Name

BSBEIS Diploma of Leadership and Manageme

[ View i | <=

4. View of the VSL Course details.

|sdit VSL Course details

WSL Cours e 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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Documentsc Additional notes

Ad Hoc document upload

Use the Ad Hoc document upload when you d@Tuploading documents against a Milestotésing 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 temove anydocument or chage any information

Locked documents

A locked document is a document that has been submitted tdtepartment Locked documents can only

be removed byhe Department

Unlocked documents

An unlocked document is a document that has been uploaded intoldifli&as yet to be submittedt can
beremoved from HITS at any tim@ocuments uploadedsing theDocument Lisbr 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 docuniay shouldbe removed instead.

New Applicants to HITS

New applicants who haveohregistered in HITS previously will have no documents in their document list
and whenever they upload a documentwitll 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 rapply

If your current application is inactiyee. it iswithdrawn 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 providerspntactthe depariment via the online enquiry form under the Frequently Asked
Questions section atww.education.gov.au/informatiosvet-studentloansapprovedprovidersor for higrer
education providers, emaieeHelp@education.gov.au

Document Size

Maximum size for any doment is 15 Megabytes (15 MBfyour document is close to this sizeisit
recommended that you split your doment 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 yaot dave

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 documiemtthe URL link to the document will be
disabled.
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Documentsc Archived

The Deartment will archive documents that are no longer currem, they have been replaced by a more
up-to-date version or a hewer version thfe document has been uploaded.

Archived documents will not appear in your documents list however if you wigietoany archived
documentfollow the instructions below.

Instructions

1. From the Navigation menu click @rganisation¢ View organisation detaildo navigate to theView
Organisation details scree@lick orDocument Listo 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

Organisation (1)

Demo - Hubble Training Institute (745896082

Demo - Hubble Training Institute (

Organisation details

HITS ID
TGA Register Entity name
Legal Entity name

15655

Dema -

Hubble Training Institute
Dema - Hubble Training Institute

Registered Business name
(s)

Demao - Hubble Training Institute

Preferred Business name Dema - Hubble Training Institute
Former Entity names

3rd Party Arrangements [

Partnerships

Parent body

Document List

Upcoming Milestones

Persons of Influence List

Head Office address

Australian Business Number

TGA ID
TGA Registration status

CRICOS Number (if
applicable)

Is the entity applying as a

Demo - Hubble Training Institute St , BOX HILL VIC 3128

74599608295 Australian Company Number
87 TGA Registration expiry date 28/02/2015
Current
Year entity first began to
operate as an RTO/HEI
No

Trustee for a Trust?

Contact List

Organisation Entity type Awustralian Company limited by Shares - registered with ASIC ({the Australian

Securities and Investments Commission)

‘ System Audit Information |

Ayal WLYyOf amRsBlecFIRDKA OSRQ &

2. Checkthed 2 E I

Select category

[= I | Include Archived

~Select--

Document list

o view Archived documents, check
- Sector Category Sub Category DocuMbine ‘Include Archived check box andlf | R€P
hen click on the ‘Filter button. Arcl
W W W
Persons of bi
COVET I 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 includédND KA 3SR R20dzYSy i &

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¢&thal

»

m

Page65



Documentcategories

Each document uploaded into HITS must be attached to one dbtlwsving categories antheir associated
subcategoriesdepending on relevance
2. Organisational Information

(a) Establishing documentation

(b) Other

3. Persons of Influence Information
(@) Details
(b) Other

4. Course Requirements
(@) Tuition Assurance Requirements
(b) Statement oVET 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) Personalnformation / 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) Edimate of Advance paymentsFirst Year Survey and Estimate declaration
(h)  Strategic Plan
(i) Other
7. Administration
(@) Applicant/provider correspondence
(b)  Statutory declaration
(c) Other
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Documens ¢ Removing adocument

USER ROLES ACCESS

Provider Corporate Officer CEO | Full &cess to remove documents
Provider Senior Officer SAO | Full &cess to remove documents
Provider Finance Officer PFO | Full &cess to remove documents
Provider Editing Officer PEO | Full &cess to remove documents
Provider View Only PVO | Canonly viewdocuments

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

You can removergy documentthat has not been submitted.e. i KSNB A & W{dzoYAGGSR

below).

y 2

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 removea document, follow the instructions below.

Instructions

1. From the Navigation menu click @rganisationto navigate to theView Organisation details screen

Qick onDocument Listo view the Document list screen.
View Crganisation details
Financial Peformance

Contacts | Persons of Influence

Context Selector

Organisation details
HITS ID

Demo - Libra Training Institute 16834

TGA Register Entity name
Legal Entity name

Registered Business name
(s)

Preferred Business name

Demo - Libra Training Institute
Demo - Libra Training Institute

Demo - Libra Training Institute

Demo - Libra Training Institute

Former Entity names

Jrd Party Arrangements /
Partnerships

Parent body

Head Office address Demo - Libra Training Institute St , KURWC

Contact List

Australian Business Number Australian C«

74593608295

Ti=A 1IN Ann T Ronietrs

HELP IT Application User Guide V¢&thal Page67



2. From the list of available documentglactthe check box besidie document you want to remove
andclick on theView detailsbutton.

Document list

Select category

—Select— E I | Include Archived

| Sector Category Sub Category Document Mame Submitted Replaced
Date Archived
w g

Procedural A -
r VET . Grievance Reguirements test 3. docx
Requirements

Organisational

. Establishing Documentation  fest 1.docx
Information

Persons of e 0
: est archive documen
r VET Inﬁuencg Details 103 for UAT 90003 docx 26/02/2014
Information

|-

View details Export to excel

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

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 ttné Document list screeand a confirmation message will display
confirming that the document was successfully remaved
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
7 N K

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. A document can be removedyibur application status i¥rafttor you uploaded the document when
your application was ina @ I (i Aedaitirg)Farth&f InformationQOnce the Application or an RFI is
submitted the document cannot be removed by you, you must request bepartmentto remove
it for you where the document is not required for assessment purposes.

2. All documentsuploaded but na submitted will be submitted with the milestone

3. If you require a document to be removed and you do not have the functionality to remove it, please
send a requestia the online form atvww.education.gov.au/informatioivet-studentloans
approvedprovidersfor VET providersr FeeHelp@education.gov.afor Higher Education providers
providing all the necessary information. Thepartmentwill remove the document for yau

4. HITS wildllow allusers to upload documestgainst any category/sub category however once
uploaded, you may not be able to view the document if the category relatea 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 documehei URL
link to the document will be disabledVhere 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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Documentsg Replacing a document

USER ROLES ACCESS

Provider Corporate Officer | CEO Access to replace documents
ProviderSenior 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 prevéhyu submitted by your organisation and assessed by the
Departmentmay become out of datedITS will allow you to replace any docum#rat has been submitted

Replacing a document does not remove (or delete) the replaced documstgadit links one or moe
replaced documents with the current version.

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

Instructions

1. From the Navigation menu click @rganisationto navigate to theView Organisation details screen
Qick onDocumentListto 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

Course List il i i
ourse LI 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

Payment Schedule List Former Entity names

3rd Party Arrangements /
Partnerships

Document List

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 documentisiotoweplace and
click on theView detailsbutton.

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. TheView Dbcument detailsscreenwill be displayed for you to review.yibu wishto replacea
document, click on th&electbutton to upload your new document

View Document details

Document details

Document name Test archive document no3 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 t@penbutton.
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5. The filename will be displayed in the Replacement details section, click étegiiacebutton to
confirm to sae 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
Archived MO

Replacement details

Document to be replaced
and document replacing it

test 1.docx ¥ Remove

Maximum allowed file size: 15 MB

== Back to Document list
1011
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 replacd 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 replacanotherdocument, click on th8ack to Document lislink and repeat.

Notes

1. Maximum size for any doment is 15 Megabytes (15 MBj your document i€lose to this size, it is
recommended that you split your document into two sections and upload separately.

2. A document carmnly be replaced when it has beesubmitted
3. The new document is automatically submitted when uploaded.
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Documens ¢ Uploading adocument- 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 taipload documents

Provider View Only PVO Cannot upload documents
Instructions

1. From the Navigation menu click @rganisationto viewthe Context Selector. Clickh Document Listo
view the Document list screen.

[* YOU ARE HERE: Home > View Organisation details

View Organisation details

Contacts | Persons of Influence | Financial Performance
Context Selector
i
Demo - Virgo Trainina Institute 4 HITS ID 16692

Course List TGA Register Entity name

Legal Entity name

Demo - Virgo Training Institute
Bank Account List Demo - Virgo Training Institute

Registered Business name

Estimate List o Demo - Virgo Training Institute

Preferred Business name Demo - Virgo Training Institute
Former Entity names

3rd Party Arrangements /
Partnerships
Parent body

Head Office address Demo - Virgo Training Institute St , ANNERLEY QLD 4103

Australian Business Number 74599608295 Australian Company Number

TGA ID 171 TGA Registration expiry date 09/12/2013
TGA Registration status Current

CRICOS Number (if Year entity first began to

applicable) operate as an RTO/HEI

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

HELP IT Application User Guide V¢&thal

Page74



2. From the Uppad Document section, select the relevamategoryfor the document to be stored under
and click orelectbutton.

Document list

Select category

—Select— =] " | Include Archived
Document list

- Sector Category Sub Category Document Mame Submitted Replaced
Date Archived
'd N'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

Upload Docum

Select category Required

—-Select—

Choose a category then
lick on the Select button
Organisational Information
Persons of Influence Information
Course Requirements Feedback
Procedural Requirements Copyright ® 2014 Commonwealth of Australia
Financial Requirements

Administration

Dizclaimer Privacy Skils System Security Policy Accessibility

?l', Local intranet | Protected Mode: Off i v ®100%

3. The Upload Documents screen will be display#idtequireddields must be completed

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

Upload Documents

Context Selector el piie
'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 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 |I‘

Cancel
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4. Selectan appropriateSector ad Sub categorfor your document
Choose the file to be uploaded by clicking on 8sdectbutton.

6. Once you have located the file, click on tBpenbutton of the File Download popup window, the name
will be displayed below th8electbutton.

7. If you need to upload mordocumentsfor the same categorgndsub categoryrepeatthe above steps

Attachment details

Sector Required

~-Choose— j

o

Sub category Required

—Select— j

Upload attachment requirzd

Select...

LAFHA Process2.doc | X Remove

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

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 butt@ppropriate for the document.

9. Once you are satisfiegbu have uploaded athe documents for that category, click on tisibmit
odziti2y® |, 2dz gAft NBOBikdiSn nlessag§ docddrishavadeenlipigadedzt f & Q
successfully.

10. If you need to upload mordocumentsto a different category or ducategory, from the HITS Upload
Document screen click on thigack to Document lisiink and repeat above instructions.

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 amitl now appear in your document list.

Document list

Select category

—Select—

Document list

r Sector Category

W

Persons of
r VET Influence

Information

Persons of
I VET Influence

Information

Persons of
r VET Influence

Information

| | | Export to excel |

Notes

Sub Category

Details

Details

Details

I | Include Archived

Document Name

Submitted Replaced
Date Archived
N W

CodeClaimType.xlsx

Training Contract
Search and List.docx

LAFHA Process2. docx

<=

1. Maximum size for any document is 15 Megaby(t&s 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 th@dcharacters in length. If they are too pryou
will get the following error messagé A Y A f An Mpplitation @rror occurred and has beegded.
Please advise your administrator and provide them with this error code: ada382%d46abc49

c7a2@g.

3. All documents uploaded during the preparation of your application fdél submitted to the
Department at the same timéhat you submit your application.
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Documens ¢ Uploading a documeng ApprovedProvider

USER ROLES ACCESS

Provider Corporate Officer | CEO Access to upload documents
Provider Senior Officer SAO Access taipload 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 Lst: 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 viahe AdHoc document upload when you are not uploading
documents associated with a milestone. Documents updaiada the Ad-Hoc upload will automatically be
submitted to the Department.

Instructions

1. From the Navigation menu click ddrganisationto view all availablesub menu options. Click on
Document Listo 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 A HITS ID 168
Course List TGA Register Entity name Dem ra Training Institute

BankAccounilist Legal Entity name Dem ra Training Institute
Registered Business name Demo - Libra Training Institute
Estimate List (s)

Preferred Busi 1stitute

Approved providers can upload

= i es ldocuments via Ad-Hoc or via the
Document List e Document list.
Partnefships

Upcoming Milestones

Parent body
Persons of Influence List

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 Uppad Document section, select the releva@tegoryfor the documentisto be uploaded to
and click orBelectbutton.

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

FromAd-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 displaydtdequireddields must be completetiefore you can
select theSubmitbutton.

[© 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

Sub Category Document Name Date Uploaded Replacement Replaced By Date

Document
W '

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 | I|

Cancel Submit |

4. Select the Sectqs)and sub category.
Search for thdile to be uploaded by clicking on ti8electbutton.

Once you have located the file, click on thpenbutton of the File Download popup window, the name
will be displayed below th&electbutton.

Attachment details

Sector Required

o

~Choose-- j
Sub category Requirsd
—Select—- j

Upload attachment Required

Select..

LAFHA Process2.doc X Remove

* 1 Training Contract Search and List. X Remaove

CodeClaimTypesds % 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 thigack to Document lislink 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. {dzoYAUGSR R2O0Odz¥Syiia oAttt KIOS GKS RIGSQIRSSRRDdz
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 doment is 15 Megabytes (15 MBJ)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 mitran 100 chaacters in lengthlf they are too long,
you will get the following error message similarthe following:

!y F LILX A Grkufred 2and haS NaR Ibggerlease advise your administrator and provide
them with this error codeada3827¢efc25446abc430T | H N € @

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

4. The AdHoc function is only enabled once application has been approvel.your organisation has
never registered in HITS previously andgesl 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 umd it via the AeHoc function.If you leave the document un
submitted, it will only be submitted when you are next suiba milestone.
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Documens ¢ Viewing adocument

USER ROLES ACCESS

Provider Corporate Officer | CEO Access to view documents

Provider Senior Officer SAO Access taview 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 @rganisation this will navigate you to the screen which will display
all the sub menu options available under the Organisation ménuthe context selector lick on
Document Listo view the Document list screen.

2. From the list of available documesselect the chdcbox beside the document youstto viewand
click on theView detailsbutton.

Document list

Select category

—Select— [= I | Include Archived
Document list

r Sector Category Sub Category Document Name Submitted Replaced
Date Archived
'l 'd 'l 'd 'l '
Procedural } .
l_ VET Grievance Requirements test 2. docx 19/03/2014

Requirements

|
ﬂ“ FEE Requirements test 3.docx 19/03/2014
ments

Organisational o
r VET Establishing Documentation  test 1.docx 19/03/2014
Information

[oreee: | <
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3. The document details will be displayed for you to review, click on the filenameYimkwill 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 theOpenbutton on the File Download popup window.
5. If you need to access more documents, from the HITS View Document details screen, clickarkthe

to Document listlink and repeaabovesteps.

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 Financiald?formance

USER R@&S 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 viewthis module

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

From the Navigation menu seleBrganisation View Organisationdetails from the Sub menu item®
display the Organisation Detailscreen.Then clickon the FinancialPerformancetab to display theFinancial
Performance lisscreen.

1. ClickCreateto navigate to theCreate 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 markesbquired.
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3. ,2dz Ydza i Sy i SN lhe BlidigaStheFiNanciPetornfayce. € £ 2 F
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 ‘ = (DDMMYYYY) |199 ‘
All questions are mandatory and require whole numbers or zero
T =
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. You must complete all
2 Owersess Student Fee Income - VET (revenue received for vocational D fields h’)’ ente_nng"a"
value or entering "0
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 regularliiak theSavebutton to ensureyou are not timed out of HIT®/hen
you are satisfied that you have uploaded all information, sel8abmit 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
113 have been completed
Cash And Cash Equivalents At Beginning Of Year 201,521 |
Cash And Cash Egquivalents At The End Of The Year 374,821
Cancel Save ‘ Submit
< Back to Financial Performance list |

5.  You will be navigated back to thenancial Performanceist andyou FnancialPerformance wilhave a
status ofSubmitted
Financial Performance list

SAVED SUCCESSFULLY

Select Legal name Financial Status Edit
Reporting
Period End  © i

O Joe Bloggs Pty Ltd 30/06/2015 Edit

t

=< Back to Organisation Details

Notes

1. You can submit your Financial Performance (FP) at any time howeseit das een submitted, it
is locked for editing purpses.For VET providerspy mustcontactthe department via the online
enquiry form under the Frequently Asked Questions sectiomvatv.education.gov.au/informabn-
vet-studentloansapprovedprovidersor for higher education providers, emé&ite

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

2. Please ensure yoMB 3 dzf + NI @ &St S Oist yduai preparin@y® @ FRhidZ8 dug i
HITS which will time you out of the system every 20 minutes, even wherergaegularly updating
your FPIf you fail to save and are logged out, you will lose any inftion that you added after you
flragdg w{IFIJSRQ &@2dz2NJ Ct &
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Financial Performance Updating and submitting

USER ROLES ACCESS

Provider Corporate Officer | CEO | Can updateand submita Financial Performance

Provider Senior Officer SAO | Can updateand submita Financial Performance
Provider Finance Officer PFO | Can updateand submita 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 Performancecordcan only be updated if it has a statuslfaft. You can view the status of
your Financial Performance from the Financial Performance list.

Instructions

1. From the Navigation menu sele@rganisation Organisation Detail§rom the Sub menu item®
display theOrganisation Detailscreen.Thenselectthe Financial Performanceab to display the
Financial Performance listreen.

View Organisation details

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

t

2. Click theEditbutton for the selected Financial Performantee Edit Financial Performansereen will
be displayed.

Financial Performance list

SAVED SUCCESSFULLY

Select Legal name Financial Status Edit
Reporting
Period End

r Joe Bloggs Pty Ltd 30/06/2013 Submitted Edit El

[} Joe Bloggs Pty Ltd 31122012 Draft Edit

t

=

=< Back to Organisation Details Create

w

Update any information in the Financial Performance.
ClickSubmit

5. The updates made to the Financial Performance will be saved, the Financial Performance will have a
a0 iddza 2F W{dooYAGGISRQ |I|strRenisdisplayedh y I yOAI £ t SNIF 2 N |

B

Notes

1. You will ndongerbe able to edit your Financial Performarmece ithas been sbmitted.

2. If your FnancialPerformancerequires further editing, you mustontactthe department via the
online enquiry form under the Frequentlysked Questions section at
www.education.gov.au/informatiotvet-studentloansapprovedprovidersor for higher education
providers, emaiFeeHelp@education.gov.aand request your FP status to be updated from
W{do YAGUSRQ (G2 W5NITFGQo
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Milestone ¢ View/submit

USER ROLES ACCESS

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

There are two types ahilestones that are generated by ttidepartment

1 Recurring Milestone; and
T A one off Milestone

An example of aecurring milestonewould be submission of audited financial statements either ending 30
Jure or 31 Deceméx of each yearA one off milestoneexample would be the completion of théew
Provider Information Padior newly approved providers.

Applicants/Providers can action amyjlestones up to 3 months prior to thdue date.
Instructions

1. Click orOrganisationc View Organisation detail$o view the Organisation Details screen.

ORGANISATION APPL CATION PAYMENTS

I View Organigation details

Course List

2. Click on thédJpcoming Milestonegab to view theUpcoming Milestonescreen
View Organisation details

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

1

3. The Upcoming Milestones page has two sectidissoming Milestonesand Milestones TheUpcoming
Milestones section will display any ilestone that requires actiorlhe 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 badded with a future date which is on the anniversary of the latest
submitted milestone
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c. Milestone Type
i.  Administration
i. Course
iii.  Financial
iv. Organisational
v. Personnel
vi. Procedural
d. Milestone description
i. A description of the milestone

' lestones
Upcoming Milestones
fmestone Status

s ' 'd

Milestone Type Milestone Description

|— 23/12/2013  Action Reguired Administration Requirements Pack m

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 tisbeck boxagainst the milestone you wish to action and seMigw
detailsto view theMilestone detailsscreen.

Upcoming Milestones

Upcoming Milestones

Due Date Milestone Status Milestone Type Milestone Description

W ki W

23M12/2013 Action Required Administration Requirements Pack b

| View details | Export to excel

5. TheMilestone detailsscreen will display a short description and details on what is required to complete

the milestone and also a link to upload documentsWidoad document It also displays the current
status of the Milestone and in the example below, the statusason 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 Action Required ‘

One off milestone ]
Due date 23/12/2013

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
a0+ G Swhe8iyfiformadion requesit K| & 0 S S Pnceihesidtanies Ras ldeen checked, the
Confirmbutton will be enabled for you to seletd submit the milestone back to thBepartment

[* 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

he information requested has been provided. «
document

<= Back to Upcoming Milestones

7. To view Milestones via the Milestone Filteelect the Milestone Typ&tatusand/or Yearand the list
will appear in theMilestonessection Check the box next to the Milestone and click\6aw Detailsif
you wish to see further information.

e e g —— - e e e e e m e aas

o O ‘
|
) " I Year
Financial v Submitted v ~Select- v
|
Due Date Miiestone Status Muestone Type Milestone Descripion
' 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
1 's O
Vie

Notes

1. Any documents uploaded against your organisation via a Milestone will not be submitted to the
Departmentuntil the Milestone has been submitted.
2. You can only action a milestone where the Due date iswitMr23y t K& 2 F (2RI &@Qa RI |
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Notifications

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

There are hreetypes of notifications
1 Program Notifications;
9  Action notifications; and
1 Information notifications.

1. Program Notifications
Program Notifications are generated by thepartmentand are used to advise users of any essthat may
impact on the HELP program, tBgstem for Higher E@SAMor HITS.

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

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

Please see Attachmeaifor the complete breakdown of notifications.
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Organisation details; Update details

USER ROLES ACCESS

Provider Corporate Officer | CEO | Full access to update organisatidetails

Provider Senior Officer SAO | Full access to update organisatidetails

Provider Finance Officer PFO | Full access to update organisatidetails

Provider Editing Officer PEO | Full access to update organisatidetails

Provider View Only PVO | Cannot updateorganisation details
Instructions

1. From the Navigation menu click @rganisationg View Organisation detailsthis will navigate you to
the View Organisation detaikcreen

|View Organisation details |‘

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

Organisation details

HITS ID 16882

TGA Register Entity name Demo - Aquarius Training Institute

Legal Entity name Demo - Aquarius Training Institute

If you add more than one business name, please separate each Registered Business name with a semi colon (;)
tRS‘;QiﬂETEd Business name Demo - Aquarius Training Institute

Preferred Business name Demo - Aguarius Training Institute

Former Entity names

3rd Party Arrangements /
Partnerships

Parent body

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

TGA ID 199 TGA Registration expiry date 22/02/2017
TGA Registration status Current

CRICOS Number (if Year entity first began to

applicable) operate as an RTO/HEI

Is the entity applying as a 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

w | VET sector FRLI details

w | Organisation Applications

Edit

2. Scroll to the bottom of the screen and click Bditbutton
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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. YoucanupdatearlfA St R (GKIG Aa y20 WINBeSRQ 2dzio

[* 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
16382 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
‘Demu - Agquarius 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. Whenvalidatingyour Head OfficeaddressHITS will return the closest matchthfs match is not your
correct address, yooanOK SO1 2 i KENMW/ KA & | RRNB&a A dails@hNeS Ol Q
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
F 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 Sevebutton.
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Organisation details; View details

USER ROLES ACCESS

Provider Corporate Officer | CEO | Fullaccess 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
hyOS @2dzNJ 2NBIyA&l A2y A& NBIAAGSNBR FyR | @FAtl
Instructions

1. From the Navigation menu click @rganisation this will navigate you to the screen which will display
all the sub menu options availebunder the Organisation menu.

2. Click orOrganisation detailgo 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 disgfayleral Register of Legistat (FRI.details and
a list of applications that has been submitted by your organisation and their current status.

VET Federal Register of Legiskat

¥ | VET sector FRLI details

FRLI Reference number 1934 FRLI Reference date 24/02/2014
Disallowance date Approval date 25/02/2014
Revocation number Revocation date
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HE Federal Register of Legisiati

FRLI Reference number 1234
Disallowance date

Revocation number

Organisation Application History

%1 Organisation Applications

Legal Entity Mame

Demo - Halley's Training Institute

Demao - Halley's Training Institute

Approval date

Revocation date

Sector

VET

FRLI Reference date 24/02/2014
2510212014
Application Current | Status Date
Status
i N i
Approved Yes 23/08/2010 =
Withdrawn Mo 13/01/2009

VET

=

3. Panels within the organisation delsiscreen can be opened and closectlking 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 apfadyal s
end, and teach out dates.

Instructions
To view VSL approval start, end and teach out dates

1. From the Navigation menu click @rganisationand selecView Organisation Detailfrom the drop
down list.
2. TheVSL Detailpanel is directly below th®rganisation Detailpanel.
View Organisation details

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

Asmgn Miestones  Hstory

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 frsl began o 003
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
Date Ot Davier
System Audt Infrmation
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Payment Schedule LigtViewing a Payment Schedule (HED)

Higher Education providsrother than those who are dual secfmoviders(see next section for dual
providers)do not have ay payments processed in HITS.
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PaymentSchedule List Viewinga PaymentSchedulg VET)

USER ROLES ACCESS

Provider Corporate Officer | CEO | Can view a Payment Schedule
Provider Senior Officer SAO | Can view a Payment Schedule
Provider Finance Officer PFO | Can view a Payment Schedule
Provider Editing Officer PEO | Cannot view &ayment 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. SelectPayment Schedule Listom the Context Selector to view the Payment Schedule List

Payment Schedule list

Pay ment Schedule list

Pawment Calendar
Schedule ID “rear
i

‘ 2016

2016

O]

2015
2015
2015
2015
2015
2014
2014
2014
2014

Oo oo oooo Qo

2013

O

2013

Sector

VET

VET
VET
VET
VET
VET
VET
VET
VET
VET
VET
VET
VET

Schedule Status Date PaymentSchedule type | Updated By
Status
g g g
Approved oyosz01e (2 ments per dp 7878
annum
Replaced 1210212016 Advance Payments
Approved 13112015 Advance Payments
Replaced 13032015 Advance Payments
Replaced 13022015 Advance Payments
Replaced 0902205 Advance Payments
Replaced 24122014 Advance Payments
Approved 08/0712015 Advance Payments
Replaced 06/0212015 Advance Payments
Replaced 110712014 Advance Payments
Replaced 20122013 Advance Payments
Approved 130212014 Advance Payments
Replaced 03122013 Advance Payments

2. Tick the row of the Payment Schedule you wish to check anduitek Details

Payment Schedule details

Schedule details

Payment Schedule ID
245

Total schedule amount (no GST)

$244 500.00

Payment list

Due date

15/01/2013
15/02/2013
15/03/2013
15/04/2013
6/05/2013

15/06/2013

15i07/2013

15/08/2013

15/08/2013

15/10/2013

15/11/2013

Calendar Year

Schedule status

2013 iApproved

Amount paid to date

Amount pending

$142625.00 $101,875.00
Payment type Amount (no GST) Status Status date
g v v T

Manthly $20,375.00 Paid 16/01/2013
Monthly $20,375.00 Paid 16/02/2013
Monthly $20,375.00 Paid 16/03/2013
Maonthly $20,375.00 Paid 17/04/2013
Maonthly $20,376.00 Paid 07/05/2013
Manthly $20,375.00 Paid 16/04/2013
Manthly $20,375.00 Paid 16/04/2013
Monthly $20,375.00 Approved 16/04/2013
Monthly $20,375.00 Approved 16/04/2013
Monthly $20,375.00 Approved 16/04/2013
Monthly $20,375.00 Approved 16/04/2013
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3. +AS¢6 GKS wWtleéevySyd tAadQ 62EX AT GKS adlidida 2F 4
the Reserve Bank of Australia.

Payment details

Payment status

Date Status Amount (no GST) SAP ID
15/05/2013 Paid $20,375.00 6900011039
Payment details

Payment / Recovery type Due date Payment / Recovery
Monthly 15/04/2013 Payment
Amount (no GST) Status/ Action

$20,375.00 Paid

Notes

1. If the status iBank Rejectethen 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
sends HITS an update for that payment record.

3. You will also receive a notification message after each higmtayment is processed.
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KeyPersomel ¢ Adding aKey Personnel

USER ROLES ACCESS

Provider Corporate Officer | CEO | Fy|| access to addey Personnehformation
Provider Senior Officer SAOQ | Full access to addey Personnehformation
Provider Financ®fficer 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 inpted into this component is considered sensitive. To add/update or
view the information you must have a senior uselerof SAO or CE®ou must also be a senior officer
within your organisation such as a Chief Executive Officer or Company Secretary aseylmglanbligations

under the Privacy and Criminal acts that you cannot delegate to another person.

Instructions

1. From the Navigation menelick onOrganisation this will navigate you to the screen which will display
all the sub menu options available wrdthe Organisation menu. Click @rganisation detaildo view

the Organisation Details screen.

View O

rganisation details

Contacts §Key Personnel § Ad-Hoc Documents | Financial Performance

[orem]

2. Go to theKeyPersomeltab and click; th&key Personndist screen will be displayed.

{

3. Click theAdd Key Personnebutton.

Key Personnel list

Key Personnel

Select Tite

'
O Mrs
| Mr

HELP IT Application User Guide V¢&thal

First Name

Roberta
Raobert

Surname Position Status. Edit

Edit

Add Key Personnel

" ' ‘
Citizen Chief Executive Officer Active

Citizen Company Secretary Active
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4. There are 4 parts tthe Key Personnel sectidhat you must complete before you can save the update.
a. Part 1¢ Personnel Information

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— [v] 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— [v]

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)

Country Required
Australia =1 Where the Country is MOT Australia,
u

- . 'you must add the city in which the
burb or postcode search Require person lives in Address line 3

c. Part 3¢ Postal address

B,

bt T

I | Same as above ‘ 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)

S e When the County 15 NOT Australia,

you must add the city in which the
person lives in Address line 3

£

—Select—

~SUDUID or posteone search

d. Part 4¢ Declaration. This section can only be completed by a senior person within ygamgation
who has been assigned SAO or CEO userltdieJSTNOTbe completed by a junior officer who has
been assigned SAO rof@énce you have completed all fields, select 8#%VEutton.
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| warrant and declare that:

is declaration must be completed by a
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

[]| 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.

O

| 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 they Personndlist screenwvhere a notificationmessage will be
displayedto confirmthe personwas created successfully

Key Personnel list

SAVED SUCCESSFULLY

Select Title First Name Surname Pos ition Status Edit
' s i 'l

O M Roberta Citizen ChiefE xecutive O ficer Active Edit

O Mr Robert Citizen Company Secretary Active dit

I:I Add Key Personnel

Acheckwill also appeangainstkey Personnakquirement to acknowledge that the minimum

requirement of oneKey Personndias been added successfullyyou need to add mor&ey Personnel,
repeatabovesteps

6.
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7. After you have added aley Personnel detajlgou must complete thetatement, upload 4 relevant
documents enter commentsf requiredandclickSave.

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’ is

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 Requirzd T yes ™ |No

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 Fit and Proper Person Specified | required| © | Yes | @ |No

Matters 2012 instrument relevant to any person of influence?

Q3. Has there been any matters, including past, current, pending or finalised litigation against the Required | | Yes | © | No

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 that is or has been in voluntary Required | T | Yes | © | No

administration, receivership or wound up?

Q5. Has any contract to which the entity was a party been terminated for cause, including non Required T yes ™ |No

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 Required | T | Yes

persons of influence?

Statement comments

Comment log

Enter comment and save to add to the comment log

8. Enter details regarding Contingency Funding and then s8kpat

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, tandatoryKey Personnebummaryscreenwill no longer

display.
Notes

1. If you are an applicant and yaweatea CEO or SA€@ntact HITS will autoetically createa Key

Personnelecordusing some of the information from the Contacts screéou must update thee
Key Personnekcords further information is required

2. Required fields are indicated with the worequired in redtext next to the fieldname.

w

/ 2YLX SGAy3

0 KS T Re@Personaéh | dirSt fy 2A yE I2QEASANI G S

aKI G

4. The Statement and Contingency Funding panels orkKthePersonndist screen mist be reviewed
andupdatedwhere appropriateafter addirg newKey Personnekcord(s)
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Key Personnet Updating aKey Personnel

USER ROLES ACCESS

Provider Corporate Officer | CEO | Full access to updateey Personnéhformation

Provider Senior Officer SAO | Full access to updatéey Personnehformation

UpdatingaY S& t SNBR2Yy Yy St Qa RSOFAf &

From time to time you may be required to update existkay personneinformationfor your Organisation.
To update existing information pleagalow the steps outlined below.

Instructions

1. Log into HITS with your assigndderlD and personal password. From the Navigation memick on
Organisation this will navigate you to the screen which will display all the sub menu options available
under the Organisation menu. Click @nganisation detailto view the Organisation Detadsreen.

2. Go to theKey Personnefab and click; th&key Personndist screen will be displayed.
3. From theKey Personnel listind the one you would like to update and click teit 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 cli@ave

5. You will be naviated back to th&key Personndist. If there is more than one existitey Personnel
whose details need to be updated repediovesteps.

Notes
1. Required fields are indicated with the worelquiredin red next to the field name
2./ 2YLX SUAY 3 oaokdbgeFdkeP Personaeh [ diASt £ Ay OQUAGIF 0SS GKI G NI

3. The Statement and Contingency Funding panels orikKthePersonndist screen may need to be
reviewed or updated after editing ldey Personnekcord.

4. Panels within th&key Personndist screen can be opened and closectligking the arrow symbol
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Publicationsg Creating gpublication request

USER ROLES ACCESS

Provider Corporate Officer | CEO | Can create Provider Publication requests
Provider Senior Officer SAO | Can create Providdtublication 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 PublicatiofRequest

To create a HELP Publicat®equest for your Organisatiood into HITS with your assigngder 1Dand
personal password.

Instructions

From the Navigation menu go Rublicationsand selecPublicationRequestirom the sub menu items;

SKIP TO CONTENT HELP

welcome to

5 HELPIT System

ORGANISATION APPLICATION PAYMENTS PUBLICATIONS REPORTS

[* YOu ARE HERE: > Home
Welcome to the HELP IT System

tstem Informati
1. Input the information in the fields markeequired.

2. Go toSelect Publicatiorand choose the HELP Publication from the drop down list.

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

My To Do List

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 theAmount Requestednd selectAdd/Update. Your requested publication will appear in the
Publications Requedist.

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, comgieges2 and 3 above and add to your list.

5. When all the publications for the Provider Request appear irPthiglication Requests listlick the
Submit The Publication Request is now coetgl

Comments

Comments

‘

Notes

1.

Only one active publication request can be submitted to@epartmentand must be
approved/rejected by théepartmentbefore another publication request can be submitted.

If you wish to split a publication request ow@ro campusesplease rake sure you provide details in
the delivery details section.

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). Querieimngg&sL
publications should be directed to the department using the online form at
www.education.gov.au/informatiotvet-studentloansapprovedproviders

If your organisation has multiple campuses and you wish to make multiple publications requests at
the same time, you mustontactthe department via the online enquiry form under the Frequently
Asked Questions section atvw.education.gov.au/informatiotvet-studentloansapproved

providersor FeeHelp@education.gov.aproviding all the details as per the online pablion

request. Thebepartmentwill then create individual publication requests on your behalf.
Yourorganisationname andDwill be prepopulated on entry to the screen

A Notification message appears when an application is submitted tBépartment
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Publications¢ Withdrawing apublication 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 | Canwithdraw 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 hasnsubmitted to the Departmentbut hasnot beenapproved orrejected
you maywithdraw the publication

From the Navigation menu go fublicationsand seleciRequest Publicatiorfsom the sub menu items; this
will display the Publications Request saree

Instructions

1. The publication request you previously submitted is displayed.
2. Clickwithdraw.

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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Reportsg Viewingreports

USER ROLES ACCESS

Provider Corporate Officer | CEO Can viewreports
Provider SenioOfficer SAO Can view eports
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 currentlgeveralreports available in HITS for approveebviders(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 stigiehtiability reported by you.

Provider Cash flow

Displaysa list ofall finalised payments anahy additional debtecovely paymentsy dateeach payment
was processed

Provider Payment Report
Displays all eligible and ineligllgayment data for records witcensus dates within the selected month.

Provider Payment Schedule Report

This report displays financial information regarding the current payment schedule for calendéngtear
payments have been made to your organisation.

Provider Statement of Account

This report displaythe 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 ®eports you will be navigated to the Reperscreen 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.
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Instructions

1. Select the requiredeport from the list of avaable 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 reportProviders camselect the Sector and Calendar Year to view all payments
including offsets, adjustments and overpayment recoveries processed in thaflyeareport can be
exported to one of thdollowing:

XMLfile with report data

CSV (comma delimited)

Acrobat (PDF) file

MHTML (web archive)

Excel

TIFF file

Word.

Back to Report page

Sector Code VET [=] ‘ Calendar Year 2013 «
4 4 1 of1 b Pl @ 100% [+] Fir* dg;ﬂ A=
.

XML file with report data

y Payment Reconcill <, tcomma ceiimiteny

wree HELP [T System [unsion et (o) e = T

MHTML (web archive)

@ o0 o

Awstralian Gavernment

Reconciliation data as at 17-Dec-2013 HEIM

Excel

Provider Legal Name 3 Sector Decided EFTSL  Decide] TIFF file Total  Latest Census EFTSL
Cour jal Date
Word nt
Joe Blogs Pty Ltd VET 20 2,9585.00 100 5,990.00 30-Aug-2013 11
Printed by : pe2523 Printed on : 17-Dec-2013 11:01

3. Provider Payment RepofVET Only)Providerswill be able to selecand view eligible and ineligible
payment data reported by your organisatiofll reported records with census dates falling within the
St SOGSR Y2y UK 6dzaAy3a GKS Wt IPWISYdan aisb ekg@thed St SO
report to the following:

a. XML file with report data
b. CSV (comma delimited)
c. Acrobat (PDF) file

d. MHTML (wé archive)

e. Excel

f.  TIFF file

g. Word.
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4. Three worksheets will be availabjdReported Data Summary, Reported Data, Excluded Data

Hepol
HITS Provider Id  Provider Name Program ReportingOn Re ported Units: OF Study Walidated Units Of Study Reported Lia bility Amount to be Paid

fa Summary

#  [1oom v |Fing | vext B 3 &

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

WA e 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 E Jws s e — T 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 Schedul®roviders will be able to select the final payment schedule for each
calendar year in which thegceived 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. ProviderStatement of AccounReport.Providers can select tHeayment Year From and Payment Year
Toto view the monthly finalised payments and recoveries within the selected yida.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.

kT B forert [z v
Year From 2011 hd Year To 2013 hd

@ "o o0 o

=T [ Jeminec & & &

£ HELPIT Wy Provider Statement of

Account Report

HITSID : o000

Legal Entity Name : Joe Bloggs 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. Onlyreportsviewable by your access level will be visible to you.
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Request forfurther 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 RFlI

Viewing a Request for Further Information

If your organisation has an RFI in thel | ( dza 2 2 RA & RITESSyaywill Be\dbléto view an R¥Fl
your organisation

Instructions

1. Fram the Navigation menu click dkpplication, this will navigate you to the screen which will display all
the sub menu options available under the Application menu. ClidRFirListo view the RFIdi screen.

i HOELP IT System

Austradian Government

ORGANISATION COMPLIANCE APPLICATION PUBLICATIONS REPORTS
[ YOU ARE HERE: > Home

Welcome to th& |

2. Onthe RFI list screen, you will see a table, which will list all the current or past RFIs against the current
sector application for youorganisation.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
w s w s

1st Notice Lodged 20/09/2013 23/09/2013 Edit

2nd Motice Issued 181172013 13M2/2013 Edit

=

Raise VET RFI

Select template Required

3. Go to the sector RFI list.

4. Select the RFI record from the list $slecting the check box against the recardl theView details
button will be enabled.
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5.

Click orview detailsand the system will navigate you to thveew RFI detailscreen.

[ YOU ARE HERE: Home > Organisation Details > Request For Information (RFI) list
Request For Information (RFI) list

VET RFI list
Current Applicant Deadline Date Edit

RFI Status Date

Select | RFI Name RFI Status
' 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 informationg Lodging an RFlI

NB¢ RFI is relevant ontp FEEHELP applications.
USER ROLES ACCESS

Provider Corporate Officer | CEO Can Lodge an RFI

Provider Senior Officer SAO Can Lodge an RFI

Provider Finance Officer PFO Camot lodge an RFI

Provider Editing Officer PEO Camot lodge an RFI

ProviderView Only PVO Cannotlodge an RFI
LT &2dNJ 2NHI yAatl GA2y KFLa |y I-LJLJfAAO GAz2y Ay dKS &d
2T WLAaAAdZSRQX AY 1 L¢{ @&2dz gAff o6S 6fS (2 t2R3AS |y

Instructions

1. From the Navigatin menu click o\pplication, this will navigate you to the screen which will display all
the sub menu options available under the Application menu. ClidRFrListo view the RFI list screen.

2. Onthe RFlI list screen, you will see a table, whicHistillll the current or past RFIs created, raised or lodged
against the current sector application for your Organisatiou are now ready to lodge an RFI.

Go to the sector RFI list.

Select the RFI with the status WfL adébgz®lecting the check bagainst the recorénd theView
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
'd N 'd K

1st Motice Lodged 20/09/2013 23/09/2013 Edit

7 2nd Notice Issued 16/11/2013 13M12/2013 Edit

View details «

Raise VET RFI

Select template Required

—Select—- Create
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