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Fact Sheet: Overview of Claim Applications in
ADMS

This fact sheet introduces the components and process of managing Claim Applications in ADMS.
Use this fact sheet along with the other ADMS help and support resources to quickly raise and

submit Claim Applications.

ADMS Home Screen

Once you have received a notification that you can lodge a Claim Application, you will need to log
into ADMS.

After you have logged into ADMS, you will see the ADMS home screen. To access your Claim
Application list, click the ‘View claim applications’ button in the Actions section of the home

screen.

h  Apprenticeships Data . .
(& Management System Welcome Kl mberll Kimberli Dupont (EMPL) v

Welcome to ADMS

() Home

Clai licati
e Welcome to the Apprenticeships Data

Management System. ADMS is a modern and
secure platform supporting the delivery of
Australian Apprenticeship programs.

& API status

X Testing tools

& Collapse

Actions

® View claim applications >

Fact Sheet - Overview of the Claim Application Process - Public - V1.03




Claim Applications list

The Claim Applications list displays all available claims. This page has three main components:

Claim Applications Kimberli Dupont (EMPL)
Search by claim application ID, apprentice name, business name or ABN
2 Claim type ] Status S
Showing 1 to 10 of 31,780 records. Sorting is disabled. & Export ¥, Refresh ()
CLAIM APP ID APPRENTICE BUSINESS NAME CLAIM TYPE START DATE EFFECT DATE EXPIRY DATE STATUS STATUS DATE SUBMITTED
s AutoTest Business name / 06/
411683 usha Eggula € PWS 01/04/2022 30/06/2022 30/06/2023 @ Verified 20/09/2022 20/09/2022
66 068 259 647
s AutoTest Business name / /
411678 usha Eggula A PWS 01/04/2022 30/06/2022 30/06/2023 ® Verified 20/09/2022 20/09/2022
66 068 259 647
S AutoTest Business name / 06/
411676 usha Eggula o PWS 01/04/2022 30/06/2022 30/06/2023 ® Verified 20/09/2022 20/09/2022
66 068 259 647
s AutoTest Business name . /i
411671 usha Eggula N PWS 01/04/2022 30/06/2022 30/06/2023 ® verified 20/09/2022 20/09/2022
66 068 259 647
411669 usha Eggula Auto"'fst Business name PWS 01/04/2022 30/06/2022 30/06/2023 @ Verified  20/09/2022 20/09/2022
66 068 259 647
s AutoTest Business name y 06/
411664 usha Eggula & 050 a8 0 PWS 01/04/2022 30/06/2022 30/06/2023 ® Verified 20/09/2022 20/09/2022
6 068 259 647

The search bar allows you to search for a specific Claim
1 Search Bar Application using the application ID, apprentice name, business
name or ABN

The Filter allows you to limit the Claim Applications that appear
in the list below based on the:

e Status

2 Filter e Claim Type

For example, you can filter the list so that only Priority Wage
Subsidy Claim Applications in ‘Draft’ status are displayed.

The Claim List shows claims available for you to process and all
claims previously submitted. To help you find Claim Applications
quickly and easily, you can sort the claim list in ascending or
descending order by any of the columns displayed:

Claim Application ID
Apprentice name
Claim type
Business name
Start date

Effect date

Expiry date

Status

3 Claim List
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e Status date
e Submitted date

To sort, just click the up and down arrows next to the column
heading. To reverse the sort order, click them again. You can not
sort the Claim List if there are more than 5,000 records.

Claim application

Clicking on an entry in the Claim List will open the Claim Application. When completing your Claim
Application, you will need to add information and evidence to support your claim before
submitting. You can edit a Claim Application when its status is “Ready”, “Draft”, or “Returned”. You
can view, but not edit a Claim Application when its status is “Submitted”, “Assessment”, “Verified”,
“Approved”, or “Rejected”.

For further information about fields or statuses, please visit the Australian Apprenticeships
website.

The Claim Application contains the following sections:

Apprentice details

The Apprentice details section displays the Apprentice’s name and key information about the
gualification they are working towards.

Apprentice details
Name
Nicholas Martin

Qualification
Qualification (Code, AQF Level & Title)
MOBILE PLANT TECHNOLOGY

Commencement date

01 Dec 2020

Expected completion date

01 Dec 2024

Employer details

The Employer details section displays key information about the business which allows you to add
an alternate contact and select which bank account you would like your payment to be paid into.
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Employer details
Is the employer a Group Training Organisation?

No

Business name

test

ABN

66 068 259 647
‘Workplace address on the claim end date
1111 Test St
FORDE

ACT 2914

Employer contact name
trainer

Employer email address
Trainer@email.com

Employer contact number

+61 1234 5678

Alternate contact details

Alternate contact name

Alternate contact number

Bank account Select

BSB: ACC: —

Claim details

The Claim details section is where you enter key information about the claim, including any other
Australian government wage subsidies you receive in relation to the Apprentice, and upload the
training plan if you have not previously.

Claim details

Note

You are able to lodge one claim per apprentice or trainee for the claim period. Claims can only be lodged after the claim period has ended.

Date the apprenticeship or traineeship commenced

01 Dec 2020

During the Claim Period was the apprenticeship or traineeship cancelled, withdrawn or completed? (requir=c)

Yes O No

Have you received, or are you in receipt of, JobMaker Hiring Credit, Boosting cash flow for employers, Australian Apprentice Wage Subsidy (AAWS) OR
Jobactive Wage Subsidies for the apprentice or trainee during this claim period? (requirec)

O Yes No More info (1)

Wage subsidy you are receiving (required) Start date (required) End date (required)

') ddimmiyyyy ] dd/mmiyyyy ]

@ Add another

Have you previously submitted evidence that training has commenced? (Note: this information is usually provided as part of a commencement claim.) (r=quired)

O ‘Yes No More info (i)
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Wage evidence

The Wage evidence section is where you upload evidence of wages paid to the apprentice during
the Claim Period.

For further information about fields or statuses, please visit the Australian Apprenticeships
website.

Woage evidence

Provide evidence of wages paid for the period from 01 April 2021 to 30 June 2021 to support your claim.
Wage evidence can include payroll prints, time and wages sheets, payslips or payroll summaries that confirms all of the below

¢ Employer ABN [or just Employer name if lodging a payment summary)
s Apprentice name

s Payment period (date range aligning to the period being claimed)

¢ Payment amount

@
Drag file(s) to upload, or

Browse files on your computer

Pay Slip L.pdf PDF  04/03/2022
Date from irequired) Date to (required) Amount (required)

01 Apr 2021 ] 14 Apr2021 09 $ 200000

Gross amount recorded $2,000.00

Claim amounts payable

The Claim amounts payable section displays the claim amount based on the information and
evidence provided.

Wage Subsidy Agreement

The Wage Subsidy Agreement section is where you declare you are authorised to submit the claim
and acknowledge you understand and accept the terms and conditions of the wage subsidy
agreement.

Employer declaration

The Employer declaration section is where you can declare that you checked the information that
you have provide and that you understand providing false information is a serious offence.
Submitting your claim

Once you have completed all sections of the wage subsidy Claim Application, you are ready to
submit for processing.

Support

For assistance with your Claim Application in ADMS, contact your Australian Apprenticeship
Network Provider.

For feedback on this fact sheet, contact ADMSEngagement@dese.gov.au.
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