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How to Change a Training Contract's
Qualification and/or RTO — User Guide —
Employers

To submit a Change of Qualification and/or RTO.
1. Login to the WAAMS portal.
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2. Onthe WAAMS home page under My Permissions, check that you have
Training Contract Change (TCC) user access. This allows you to submit
training contract changes.

Organisation Contracts Incoming Training Contracts Employer Incentives Reengagement Incentive B Logout
@ Employer £ Profile
My Permissions
WAAMS Menu Options
The WAAMS portal allows you to manage your training contracts, employer incentives and organisation details by clicking on the menu + Finan [i]
options at the top of this page. X O (i}
%X E o
Organisation Tab v gC C) User (i}
Create and edit your organisation’s details including assigning portal users and contacts, upload training plans and enrolment evidence
(for organisations who are eligible for emplayer incentives), and manage Financial Administrator access.
Contracts Tab Organlsat‘lon
your arganisation’s training contracts, make training contract changes (TCCs) eg. update apprentice/trainee’s details, submit Bulk Contract Change
suspensions, terminations, changes to FTL record chan ge to worksite locations srd siew your eligibility for employer incenti
including any outstanding tasks/documentation required before you can claim your incentives; view and claim incentives; and view your Enrolment Evidence Upload
approved incentive claims.
Manaee Financial Administrators |

*If there is a red cross next to this user type, rather than a green tick, you will need to
update your user access. Please refer to the WAAMS user access levels — User Guide
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3. Click on the Contracts tab.

Organisation Contracts Incoming Training Contracts Employer Incentives Reengagement Incentive ® Logout

Home \ L]

@ Employer 1 Profile

My Permissions

WAAMS Menu Options
The WAAMS portal allows you to manage your training contracts, employer incentives and organisation details by clicking on the menu + Financizl Admin
options at the top of this page.

® Organisation Admin

« Employer Incentive

coce

Organisation Tab

Create and edit vour organisation’s details including assigning portal users and contacts, upload training plans and enrolment evidence

4. (a) Select the Training Contract you want to make changes to, by clicking on the
® icon on the left-hand side of the table.

Organisation Contracts g acts Employer Incentives Reengagement Incentive

[} Home P

@ Employer  ©F Profile

[rhe following User Guides provide steps on how to make training contract changes:

*  How to Assign (transfer] your training Contract to *  How to Extend your training contract or Probotion
another employer period

®  How to Change Apprentice/Trainee Name ®  How to change your Emplayment Arrongement

*  How to Change Attendance Type and Hours *  How to Terminate

*  How to Change Qualification and AT *  How to change Other Controct Informotion

. How to c.'mnge Worksite Location
Active Training Contracts View all Training Contracts

Column options and reports view all Training Contracts

T RTO Y StartDat.. ! Y Expiry Date T EndDate T

0 116GR3AT Artius sl Blmesmm MieNamars MeDinnald's &ietralia (41808701 20 lun 2032 20 Dar 3093

(b) You can also search for a training contract by the apprentice/trainee’s name or
Training Contract ID number.

Start by clicking on the filter icon T and then type the apprentice/trainee’s name or
Training Contract ID number into the text box, and click Filter.
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Active Training Contracts View all Training Contracts

Column options and reports View zll Training Contracts

Drag a column header and drep it here to group by that column

Contract ID Status Y Apprentice ”RTO Y StartDat. + Y Expiry Date Y EndDate 5]
P -

Li] Active Is equal to v |lo)
(i} Active 0)
Li] Active and = \ 0)
(i} Active v |lo)

Is equal to

(i) Active / 0)

o Active 0)
| Filter Clear

L:] Active Soonaes nusuana cuufouet(]

5. From the Training Contract Changes menu on the right-hand side of the screen,
click on Change of Qualification and RTO.

Contract Parties
Contract Changes

Apprentice/Trainee Assignment of Contract
Change of Apprentice/Trainee Name

Employer Change of Attendance Type and Hours

Change of Qualification and RTO

\

Worksite Change of Worksite Location
Contract and Probation Extension

Registered Training Organisation
Employment Arrangement

Notice To Terminate
AASN Provider

Other Contract Information

Parent/Guardian Suspension and Lifting of Suspension

6. Click on Begin.

Name

/
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A. To submit a Change of Qualification

7. Click on the Change Type drop-down menu and select Change of Qualification.

Change Type *

-

Change of Qualification v

/"

Change of Qualification
Change of RTO

Change of Qualification and RTO

8. (A) Select the New Qualification field to display a drop-down menu of available
qualifications that your current nominated RTO is scoped to deliver. (B)
Alternatively, you can also start typing the name of the qualification and WAAMs
will search for a match for you.

If the qualification you wish to vary to is not listed here, you may consider
changing both qualification and RTO.

Mew Qualification +

SIR20216: Retail Services -

5IR30216: Retail

9. Select the apprenticeship/traineeship for this qualification from the New
Traineeship/Apprenticeship drop-down menu (WAAMS will find a match or
matches for you to choose from).

I Mew Traineeship/Apprenticeship - I

| TRO7270 RETAIL (LEVEL 2) o

_____\____\ ___________/ _J | ] o /A
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10. Enter the occupation/job title of the apprentice/trainee in the Intended
Occupation field.

Intended Occupation *
‘ |

() Reguired field.

11. Check the box indicating all parties agree to the change of qualification for the
training contract or probation period.

* Please note: if the change of qualification has not been discussed with all parties to
the training contract, please obtain consent before proceeding to make this change.

Have all parties agreed to this change?

O Yes

By selecting this check box, | verify that the employer, apprentice and parent/guardian (if applicable) have agreed to the

change of qualification contract change.

12. Click on Submiit.

Submitted By (Portal)
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B. To submit a Change of RTO

13. Click on the Change Type drop-down menu and select Change of RTO.

Change Type *

Change of RTO

P

Change of Qualification

Change of RTO

Change of Qualification and RTO

14. (A) From the New RTO drop-down menu, select the new training provider you

wish to change to. (B) Alternatively, start typing the name of the RTO and
WAAMS will search for a match for you.

New RTO -
/B :
skill Q
Griffith Skills Training Centre Inc(7104) -

MNewskills Ltd{4638)

Occupational Skills Centre Australia Pty Lid as trustee for the McCorkle Family Trust{32292)
Penrith Skills for Jobs Ltd({S0187)

Skill Hire WA Pty Ltd(0351)

15. Check the box indicating all parties agree to the change of RTO for the training
contract.

* Please note: if the change of RTO has not been discussed with all parties to the
training contract, please obtain consent before proceeding to make this change.

Have all parties agreed to this change?

Yes

By selecting this check box, | verify that the employer, apprentice and parent/guardian (if applicable) have agreed to the
Change of RTO contract change.

N\ /)]
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16. Click on Submit.

Submitted By (Portal)

C. To submit a Change of Qualification and RTO

17. Click on the Change Type drop-down menu and select Change of Qualification
and RTO.

Change Type *

Change of Qualification and RTO v

Change of Qualification

Change of RTO

Change of Qualification and RTO

18. (A) From the New RTO drop-down menu, select the new training provider you

wish to change to. (B) Alternatively, start typing the name of the RTO and
WAAMS will search for a match for you.

New RTO +

2 :

skill Q

»

Griffith Skills Training Centre Inc(7104)

Mewskills Ltd(4638)

Occupational Skills Centre Australia Pty Ltd as trustee for the McCorkle Famiby Trust{32299)
Penrith Skills for Jobs Ltd({S0187)

Skill Hire WA Pty Ltd(0361)
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19. (A) Select the New Qualification field to display a drop-down menu of available
qualifications that your current nominated RTO is scoped to deliver. (B)
Alternatively, you can also start typing the name of the qualification and WAAMs
will search for a match for you.

Mew Qualification -

o :
Ret Q,

SIR20216: Retail Services

SIR30216: Retail

20. Select the apprenticeship/traineeship for this qualification from the New
Traineeship/Apprenticeship drop-down menu (WAAMS will find a match or
matches for you to choose from).

I New Traineeship/Apprenticeship * I

| TRO7270 RETAIL (LEVEL 2) A |
-~

21. Enter the occupation/job title of the apprentice in the Intended Occupation
field.

Intended Occupation "J
‘ |

— .
(D) Reguired field.

22.Check the box indicating all parties agree to the Change of Qualification and
RTO.

* Please note: if the change of qualification and RTO has not been discussed with all
parties to the training contract, please obtain consent before proceeding to make
this change.
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Have all parties agreed to this change?

Yes

By selecting this check box, | verify that the employer, apprentice and parent/guardian (if applicable) have agreed to the
Change of Qualification and RTO contract change.

23. Click on Submit.

Submitted By (Portal)

Apprenticeship Office

T:13 1954

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