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1. Introduction

Registered Training Organisations (RTO) who wish to offer VET FEE-HELP assistance
to its students must first apply to become an approved VET Provider. All applications
for VET FEE-HELP must be submitted using the VET FEE-HELP Information
Technology System (VITS).

The VET FEE-HELP IT System (VITS) Information Guides have been developed to
help RTOs in using VITS. It is essential to read the VET Provider Handbook before you
commence your application in VITS. The VET Provider Handbook provides information
for RTOs seeking approval as a VET provider for VET FEE-HELP that is enacted under
the Higher Education Support Act 2003 (HESA) and its associated guidelines.

Contact

VET FEE-HELP Enquiries
Phone: 13 38 73
Email: vetfeehelp@deewr.gov.au

Technical Assistance with VITS
Phone: 13 38 73
Email: vetfeehelpdesk@deewr.gov.au
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2. Getting started

2.1 Using VITS for the first time?

Read the VET Provider Handbook and ensure all required documentation is prepared
prior to submission.

Note: For security purposes, you will be automatically logged out of VITS if your access
is idle for more than 20 minutes. To avoid this, you must either refresh the web page
you are on or navigate to a new web page in VITS.

If you are a first time user select Apply to be a VET provider§ as outlined below at
the bottom of the screenshot.

VET FEE-HELP — Login or register

This website is for:

User name: ‘

» Registered Training Organisations [RTOs) who are seeking approval to become an approved VET
provider to offer VET FEE-HELP assistance to their students; and
» Approved VET providers to assist them in managing their VET FEE-HELP IT System (VITS) account. 4
Password:

Forgot your Password? Log In

This website is NOT for students!

Students interested in requesting VET FEE-HELP assistance should contact their VET provider or visit
http://www.deewr.gov.au/vetfeehelp for more information.

Introduction:

WET FEE-HELP is an income contingent loan scheme for the Vocational Education and Training (VET) sector. The
purpose of this site is to enable Registered Training Organisations (RTOs), as bodies corporate, to seek
approval as a VET Provider for their eligible students to be able to access VET FEE-HELP assistance. VET FEE-
HELP will assist eligible students who are enrolled in one of the following VET accredited courses through a VET
provider, to help pay for all or part of their tuition fees:

Diploma*
Advanced Diploma™
Graduate Certificate
Graduate Diploma

* must meet the VET credit transfer arrangement requirements set out in the VET Provider Guidelines.
Application Process:
A body corporate will need to seek approval as a VET provider so their eligible students can access WVET FEE-

HELP assistance. Ta apply, a bady corparate must mest certain requirements, as outlined in Scheduls 14 of the
Higher Education Support Act 2003 (HESA)

1. IF you have not previously logged on to this application, you must first download, read and understand
, the VET Provider Guidelines , the VET FEE-HELP and the l/ErAdﬂ’hﬂ\leauDﬂ

Gu.d
2. Once you have read the above documents, you can commence your application to apply to be a VET
Provider here.
3. If you have already logged onto this screen and have a User name and Password already set up, please
enter your User name and Password in the Log In box above.

Terminology:

Unless otherwise indicated, terms used within the VET FEE-HELP IT system (VITS) have the same meanings as
they have in Schedule 1A of the HESA, the VET Provider Guidelines , the VET FEE-HELP deli and the VET

Administration Guidel

Apply to be a VET provider

WET FEE-HELP Electronic Information Guide - Application Submission
WET FEE-HELP Electronic Information Guide - Post VET approval
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2.2 Initial eligibility check/creating an account

You must confirm that you have read and understood the VET Provider Handbook
before you can continue with your application. If you have read the Handbook, tick
0 Y éts acknowledge that you have read and understood the information.

Note: 1l f you do 6notyotui cwki IlYensot be able to proceed.

£
% Australian Government
s

Home DEEWR

- OOog

FEE-HELP

Apply to be a VET Provider

VET Handbook >> NTIS Code Confirmation >> Eligibility Check »> Vet Account Creation >> Account Confirmation

VET Provider Handbook
The VET Provider Handbook explains the rules and procedures associated with administering WVET FEE-HELP. You must read and have understood
this handbook before you can apply to be a VET provider.

1 have read and understood the VET Provider Handbook.

Select6 Ne xt 6

You will then need to enter your NTIS registration number in the text box provided and
select6 Conf i rm. 6

3
% Australian Government
=y

o IEE

FEE-HELP

Not legged in [Dev/CI]

Home DEEWR

Apply to be a VET Provider

VET Handbook >> NTIS Code Confirmation >> Eligibility Check >> Vet Account Creation >> Account Confirmation

NTIS Code Confirmation
Please enter the National Training Information Service (NTIS) code for your organisation.

0000

If you do not know the NTIS code of your organisation, you can ssarch for it here

If your NTIS code is unknown, search for the registration number, by Legal Name, by
clicking on the hyperlink titled dhered which is located at the bottom of the text box
below. This hyperlink will direct you to the NTIS homepage.

e IO

FEE-HELP

Home DEEWR

Apply to be a VET Provider

WVET Handbook >> NTIS Code Confirmation »> Eligibility Check »> Vet Account Creation »> Account Confirmation

NTIS Code Confirmation
Please enter the National Training Information Service (NTIS) code for your organisation.

P

If you do not know the NTIS code of your organisation, you can search for it hers
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On the NTIS homepage, displayed below, select the search tab.

text only version

Nationaﬁm‘raininQ Information Service =1

Comprehensive information for the training sector specialist ‘

Home ) Search ) Links ) Reports ) News )AboutNTls) Contact Us) Help )Training.gov.au) \

Home > Search NTIS & print this page

Search NTIS

Training products: States: Status:

-ALL- v ||-ALL- ¥ || Active E]

Instructions for searching on NTIS:

In the &earch fordfield enter your degal named

Click the radio button &@his exact phrase6

INnt hgearbhind f i el d stchkbext ORTOs®H
I n t he &St field selecl yur state tiokrbgx 6

Ignoret h Beardéh Optionsofield

Click the 6 S e a bbuttom &t the bottom of the screen

ogrwNE

Your NTIS number will be displayed at the top of the screen beside your RTO name.
Record this number and close the NTIS web page.

text only version

Nationé@'raining Information Service Ba

Comprehensive information for the training sector specialist

Home ) Search ) Links ) Reports ) News ) About NTIS) Contact Us) Help )Tra}‘nr'ng.gov.au)

Home > Registered training organisation > 0000 & print this page
Tools
Registered Training Organisation (RTO) Print RTO

Modification history
0000 : Joe Bloggs Institute registered in VIC (Active)

Details

Joe Bloggs Institute Pty Ltd

Company details

URL ABN ACN
joebloggsinstitute.edu.com.au 000 000 0000 000 000 000
Registration details

Initial registration Last registration Expires

20-11-1996 20-11-1996 30-06-2015
Ali (other busi s names) 1 item

Joe Bloggs Institute Pty Ltd

-back to top-

Contact details

Branch Branch
Address 152-200 Fryers St Address Fryers St
SHEPPARTON, 3630 SHEPPARTON, 3630
VIC viC

Return back to VITS, enter your NTIS number and select AiConfirmo.
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If the NTIS check fails, one of the following error messages will appear:

Error Message Action

NTIS Number does not exist You must liaise with your RTO registration
body as you will not be able to create an
application until you are registered on NTIS

An existing application already exists Please contact the VITS IT Help Desk by
against that NTIS code emailing vetfeehelpdesk@deewr.gov.au
to acquire the login details for your
organisation.

Your RTOs registration has expired in Your registration must be current on NTIS
NTIS before you can make an application.
Contact your state training authority and
update your RTO details on NTIS.

Your RTO does not, according to NTIS To be eligible to apply to become an

offer qualifications at the Diploma, approved VET provider, you must offer
Advanced Diploma, Graduate Certificate | courses that are eligible for VET FEE-
or Graduate Diploma Level HELP Assistance. Refer to the VET FEE-

HELP website for further information.

Select 6 Y eifsthie name of your organisation appears correctly, otherwise select 6 N o 6
and the system will redirect you back to re-enter your NTIS code (where you can also

perform another search in NTIS if you do not know your NTIS code).

Home DEEWR

Apply to be a VET Provider

VET Handbook >> NTIS Code Confirmation >> Eligibility Check >> Vet Account Creation >> Account Confirmation

Organisation Name

Is the name of your organisation: Joe Bloggs Pty Ltd [Clyes [CIno

| Yes®, smeektéctodbnavigate to the following screen.
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The 6l nitial El i cpiquestions relating@olhyeuc dkgénisationd Baaly n s
Corporate status. Only organisations that meet all 5 criteria are eligible to proceed with
applying to become an approved VET provider. Refer to Section 2 of the VET Provider
Handbook for more information.

If you clicked d&res,bselect the 6 N e kuttah to move to the next screen.

Home DEEWR

Apply to be a VET Provider

WET Handbook »> NTIS Code Confirmation »> Eligibility Check >3 et Account Creation >> Account Confirmation

Initial Eligibility Check

You must meet the following eligibility criteria before applying to be a VET Provider:

1. Is your organisation a body corporate? @ @ Yes © No
2. Your organisation’s principal purpose must be to provide education. Is this stated in legal establishing documentation

such as your Constitution, Articles of Association or any other legal documentation to suppert your claim that your Yes ©) No
principal purpose is ta provide education?

3. Does your organisation carry on most of its business in Australia? @ @ Yes © No
4.1s the central management and control of your organisation in Australia? & ©Yes Do
5. Has a qualified auditor assessed your organisation’s financial viability as being negligible or low risk? @ @ yes © No

Note: Help icons are displayed throughout VITS to assist you with completing
information. Help icons are displayed as a question mark within a blue circle. Once
selected, a new window will open which will provide you more information about that
requirement.
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3. Contact Details

Once you have navigated past the dnitial Eligibility Checkbéyou must add contact details

for the person who will be responsible for coordinatingy our o r g aappliGation.i on d s

Note: All fieldswi t h Naare niandatory requirements and need to be completed.

During this step you will be required to createavalido Us er Name. 6 When

valid User Name you need to adhere to the following rules listed below (e.g.
joebloggsl).

An acceptable User Name:
- contains 71 20 characters;
- contains at least one letter (a-z) and one number (0-9); and

- does not contain special characters (e.

Home DEEWR

Apply to be a VET Provider

WET Handbook »> NTIS Code Confirmation > Eligibility Check »> Vet Account Creation >> Account Confirmation

Create VET Account
We have determined that TAFE NSW - Riverina Institute is eligible to apply to offer VET FEE-HELP.

Please provide the contact details for the person in your organisation who will be completing the application. The User name and email address you
supply will be used to create a VET FEE-HELP account. By logging in to your account you can complete the online application.
A password will be sent ta the email address you provide.
VET FEE-HELP Liaison Officer - Application Process
Title: - First Name: Surname:”
Telephone:™ g (x02) s o0 Mobile:
Email:™ Facsimile:
(Vour passward and further correspondence about your application will be sent to this email zddress)
User Name:" (You will need to use this User name to access the system in order to complete your application)
An acceptable User name:
. contains 6 - 20 characters

. contains at |east one letter (a-z) and one number (0-2)
. does not contain special characters (eg. £, §, %, *).

Once all details have been entered, select6 Submi t . 6

Note

It is recommended that you not use a personalised email address, but rather:
1 acompany email address, or

9 an email address that can be accessed by multiple staff members.

This requirement is in case a staff member is away or leaves your organisation, and will
enable other users to access VITS and complete the application. Only one User Name
and password can be created per organisation.

It is important that you ensure that the email address entered contains no typing errors
as your organisations User Name and Temporary password will be emailed to this
address.

Once you s eloawilbeéeatarbauonatc email to the designated email
address withyour 6 Us e r  Bral en@ &swordd Use this to log into your
or gani saacounton o s

Version 6 i1 Release 6 Application/Submission 10|Page
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Note:If you do not receive an aut dand®Passwomadd wit h
you may have entered your email address incorrectly.

If you do not receive an email within 24 hours of submitting your VET account details,
please contact VET FEE-HELP help desk by sending an email to
vetfeehelpdesk@deewr.gov.au.

After you receive your password, select 6 L o g iYoudvill then be returned to the VET
FEE-HELP 6 Ho me 6. page

Home DEEWR

Apply to be a VET Provider

@ Account created successfully
VET Handbook = NTIS Code Confirmation > Eligibility Check == Vet Account Creation > Account Confirmation

Successful Account Creation

Account created successfully for Joe123456

An email containing your password has been sent ta the email address
you provided.

Please dlik here to log in:
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4. Logging into VITS

Enter your 6 U s Mameband 6 P a s s wand sdléct d.og In oIf you are a new user the
password will have been provided to you in an email sent to the designated email
address of the contact officer.

Home OLDWR

VET FEE-HELP ~ Login or register

This website is for
togn
o Regrtered Tranwng Organisatons (RTOs) who are secking aperovsl 8o become an approved VET g
prowder to ¢ VET FEEHELP asmstance to thew students; a=d User name: |
o Approved VEY prowvaders o assest them h manasing thew VET FEEMELP [T System (VITS) actcurt. =
059word

This welisite ks NOT for students! . ord?
SORot xeur Paseanud

.vho:lrﬂl rurntqd - ra.ooc‘-*q VET FRE-MILP ssmstance should contact ther VET prowder or vigt
e N AeTAr . fe 2 for moen information

Introdection:

VET FEE-MELP 5 an income contngent ioan scheme for the Vocatonal Educaton and Trameng (VET) sector, The
porpose of thie ste is 20 enable Registered Tranng Organsstions (RTOs), a5 bodws corporate, to seek
scprovel a3 8 VET Prownder for ther eligible students to be able to access VET PEE.MELS asmstance. VET FEE.
HELP wil assist efipibie students who are envolied in one of the followng VET sccredited courses theough a VET
rovider, 1o heip pay for a¥ of pan of thew tubon fees:

Dvplomae™

Advanced Doloma®
Groduate Cartficote
Graduate ODploma

.
.
.
.
* must meet the VET crede transfer arvangement requrements set out n the VET Provider Gudeines.

Application Process:

A bedy corporate will need 10 seek agoroval a8 a VET peomder so thew elgdle students con access VET FEE

and the AL' Al

2 w have read the sbove oCuments, you Can COMMence you' appbcation to adoly to be & VET
Provwder here.

2. 1f you Mave already logped onto thes screan and have & User nama and Password already set up, please
entor your User name and Password in the Log In box above.

Terminology!

Unigss ctherwse indicated, tarms used withn zr.. T reL-m
xhe,ha--rM: A of the HESA, the p£7 <
& SEraten Gusdelnes,

IT pystem (VITS) have the s

o e VET SIS Cudel

mesnngs as
21 and the YEY

Apply to be a VET pmvndc..r

New users will be directedtothe6 Change Passreemor d o

Home DEEWR

Change Password

Change Your Password

Password: " |

New Password: ¥

Confirm New Password: ©

Change Password

Create a Password

An acceptable password:

® must not contain your User Name
* contains 3-10 characters
& contains at least one character from each of the following classes

1 |Upper Case letters 2, B, C,.....Z
[2 [Lower Case letters [a, b, c,
5] [Mumeric 0,1, 20009

Version 61 Release 6 Application/Submission 12| Page



Enter your temporary password that you would have received in the same email as
your User Name, intothe 6 P a s s wiield. d &

Choose a new password adhering for an acceptable password (listed on the screen)
and enter thisinthed6 New Pasfeldor do

Re-type your passwordinthe6 Conf i r m Pfield swor do
Se | eGhangePasswordd

Once your new password has been validated, select the continue button and you will
then be directed to login to VITS officially for the first time.

- g

FEE-HELP

Home DEEWR Logout

VET FEE-HELP (VITS)

[Change Password Complete

Your password has been changed!

Create a Password
An acceptable password:

# must not contain your User Name

® contains 8-10 characters

# contains at least one character from each of the following classes
1 Upper Case letters A, By CronaZ
2 Lower Case letters a, b, c,.....z
3 Numeric 0,1,2,.....9
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5. Menu options for VET FEE HELP

Application Summary
Questions
Courses

Supporting Documentation

Change Password
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6. Provider Details

.
i

%‘; Australian Government
E: fye

Home DEEWR 0000 - Joe Bloggs Pty Ltd Joe123455

o KD

FEE-HELP

Provider Details

Provider Details

Notes
Please check and update the details of your organisation and contacts.

Application
oo For further help click here:

Publications

En P Provider Details | Contacts [ 2polication Summary
WET Provider ID:" NTIS Code:™

Legal Name (from NTIS):"
Real Legal Name:™

Trading Name:
ABN:Y ACN:
Organisation type:” -Please Select- -
URL:
Provider exists in Heims: [7]
RTO NTIS Registration State: v -
NARA Membership []

E

MARA Registered From Date: MARA Registered Expiry Date:

El

Save

When you select dProvider Detailsdyou will note that there are two tabs on this page:

1 Provider Details; and
1 Contacts

You may notice that some details have already been pre-populated. This is because
your details have been copied from your NTIS record.

Note
Ifthedetalson t he @APr ovi dereindeectahe detads powdedeoe MTIS
will be incorrect.

You will need to contact your State/Territory Training Authority to update your NTIS
record. Updating details on VITS does not mean your NTIS record has been
automatically updated.

All fields witha U red triangle are mandatory and need to be completed.
Some fields will need to be completed manually.

Provider details that cannot be manually updated are:

VET Provider ID; (You will need to keep a record of your VET provider Id. It should be
included in all written communications with the department)

NTIS code;

Legal Name (from NTIS);
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Note

Your VET Provider ID is automatically allocated when you first register in VITS. If your
application is subsequently approved and you are also an Higher Education Provider
(HEP), your VET Provider ID will be updated to that of your HEIMS ID, only once your
organisation is approved to offer VET FEE-HELP assistance. The change to your VET
Provider ID to your HEP ID is to assist with the exchange of information between VITS
and HEIMS.

Provider details to be added or updated where necessary are:
1 ABN; (Australian Business Number);
1 ACN; (Australian Company Number);
1 Trading name; (Enter even if same as legal name);
i Training organisation type; (Select from);

o Company

o Entity incorporated directly under Commonwealth
o Entity incorporated directly under State/Territory
o Entity created under a charter

0 Incorporated association

o Other

1 URL; (Link to your organisations website); and
I RTO NTIS Registered State.

If applicable complete the following NARA details:
1 NARA Membership;
1 NARA Registered From Date; and
1 NARA Registered Expiry Date.

Update your contact details in your 6 Co n t #lb. Oiscé completed verify your details
by selecting éaved .
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~ G

FEE-HELP

Home DEEWR 0000 - Joe Bloggs Pty Ltd Joe123456
et ar Ea(ls Provider Details
Motes

Please check and update the details of your organisation and contacts.
Application
For further help click here: @

Publications

Change Password Provider Details | Contacts | [ES Application Summary

CEO/Director

Title: - First Name:™ Surname:”

Contact Officer

Title: - First Name:™ Surname:”
Telephone:™ eg: (3x) 300k 3000 Mobile:
Email:™ Facsimile: eg: (>0 2000x 20000
i e o e @ mes b e T B S i il s e

Postal address
Address Line 1:"
Address Line 2:
Address Line 3:

Suburb:” State:” - Post Code:™

Note:Bot h t he &6Provider Detail s (ecdompetedbf@e t he 6 Con!
OProvider Detail sb shows as O06Compl eteb

Thereisalsoané App !l i cat i o butt® locatadan pabh tabs which will take
you backtothe 6 Appl i cati on Sub mbcseenitooshow $ou therstatus/od
your application.

If your information is accepted, the message @ Frocessed Successfully.  will appear at
the top of the screen.

7. Notes

The 6 N o t neerudis a communication tool for DEEWR users to communicate with
applicant s. Provi der s eycanmomyordspondrioatDEEAMRe a & Not e 6
i nit Nmebed o0

FEE-HELP

Home DEEWR 0000 - Joe Bloggs Pty Ltd

Provider Details Notes
Notes

This page lists notes (messages, comments, emails) entered by DEEWR staff. The system will allow you to add a note only after you have submitted your
Application application and we request further information from you.

Publications

Created By Description

Change Password No notes have been added.

Version 6 1 Release 6 Application/Submission 17|Page



8. Application
8.1 The Application Submission Summary Screen

Upon logging in, you will be directedtothe 6 Appl i cati on Submission Summ
screen. This page provides applicants with a summary of their application and will
initially default to 6l ncompleted for each of t

~ NE0

FEE-HELP

Home DEEWR 0000 - Joe Bloggs Pty Ltd Joel23456 QLTS

e Application Submission Summary

Notes
This page lists all four components of the application that require completion prior to the application being submitted. Please work through the

Application components in the order shown-starting with the Provider Details
Publications For further help click here:
Change Password Submission Summary

Joe Bloggs Pty Ltd

Provider Details Incomplete
Questions Incomplete
Courses Incomplete

Supporting Documentation Incomplete

Application Incomplete - please tend to the above requirements

New Providers who have not submitted their application please note the following:
The 60 day rule

Your application should be submitted as soon as all the information has been provided. The Department reserves the right to remove un-
submitted applications where no activity has occurred over the last 60 days.

Where the Department removes an application because no activity has occurred and vou still wish to apply, you must add a new application.

If your application is removed, your login account will remain active.

Note: After completing the drovider Detailsdinformation, complete your application in
the sequence listed above.

Each page includes a link to navigate you back to the summary screen.

8.2. The 60 day rule

Please note: As per the above screen, the department reserves the right to remove
applications that are more than 60 days old AND no activity has been recorded against
the application. To keep an application active, applicants must for example, upload
information required in a timely manner.

Your application should only be submitted when all required information has been
provided and relevant documents uploaded.

Where the department removes an application because no activity has occurred, RTOs

may still apply by lodging another application. If your application is removed, your login
account will remain active.
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8.3 Questions

Return to the side menuto 6 Ap p | i caadselect),Quest i ons. 6

Answer the questions as applicable.

Note: If your RTO is a Higher Education Provider (HEP) please select question 2.

Home OLEWK 0000 - Joe Sloggx Pty Ltd
Provider Details Application Questions
Notes
Plesse complete all questicns, then click the Seve button,
roplication
3 Back to Summary
Publications
Change Password 1. Joe Bloggs Pty Ltd the name recorded for your organisation in NTIS.

If thes is not the correct legal name, please type the full legal name of your organisation (otherwise leave blank),
|

2. 1s your organsation (or part of your ) ¥ d 10 offer FEE-MELP to eligble higher education students? *
Yes No

3. Is your organisation seeking approval 85 a VET provider in & capacty as a trustee for o trust? ™
Yes No

4. Does your organisation cperste under 8 parent company?

Yes No

S. hwnmumv:ﬂvdeW\hnywv who will be to make the indisl decision about a student’s
FEE-HELP batance?

6. What is the name and/or position of the persony's  your who will be to review a decision about a student’s FEE-
HELP Balance? This must be a dfferert parsca and in 8 Mare SENOr PEEHIoN 12 the Person namaed in Question 5.

7. listhe person for about the g of o Mﬂ';lt!—_’lv belance and the removal of VEY FEE-HELP
debts in a postion senior to that of the person responsdie for making the istial deasion?
Yes No

8. Please indicate how do you intend to publish and publicise your VET fawness requirements? *
As part of printed handbooks
1 On the RTO's webste
| Cther
9. Please mdcate how 30 you intend to publish and pubhcise your VET far and equal procedures? ¥

As part of ponted handbooks
. On the RTO's webste
Ceher
10. Please mdicate how S0 you intend to publish and publicise your student pnevance procedures?
As part of printed handbooks
- On the RTO's webste
I Onher
31. Pleose mdcate how do you intend to publish and pubbicise your student review procodures?
_As part of pnnted handbooks
On the RTO's website
Orhar

12. Please mdicate how do you intend to publish and publicise your statement of VET tudicn assurance of your statement of VET Tution
assurance exemption?

| As part of pnted handbooks
On the RTO's website
Other
13, Please ndicate how do you intend to publish and publicise your personal information procedures? ©
As part of printed handbooks
On the RTO's website
! Other
14 m.m‘mmnmmmnbodemmmcxmdr«nmhumwmwmdmedh
HESA?
‘Yes U No

CSove )
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Important Note

VITS currently does not prompt you to provide financial viability documentation for
Higher Education Provider (HEP) applicants applying to be an approved VET FEE-
HELP provider.

If your organisation is an approved HEP and you have provided your most recent
audited financial statements to the department already, then you still need to submit the
VET FEE-HELP Financial Ratio Workbook and attach these documents in the
supporting documentation area in VITS. If you have not supplied your most recent
audited financial statements to the department you must also attach these documents
in your application in VITS.

For further information please contact the VET FEE-HELP inbox at
vetfeehelp@deewr.gov.au or contact our service number on 13 38 73. Note also that alll
current documents relating to financial viability requirements are available on the VET
FEE-HELP website i www.deewr.gov.au/vetfeehelp.

Onceallquestonshave been comPavedt ed os eloendti nd e .

If your information is accepted, the message @ Processed Successfully. will appear at
the top of the screen.
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8.4 Courses

Return to the side menu to AApplic at iaadwsélectd Cour ses 6.

Selectthe 6 Ad d C obuttorste aild Diploma and Advanced Diploma courses.

£y
%wm

Home DEEWR 0000 - Joe Bloggs Pty Ltd BESPERELY Logout

EovicecOvalis Application Courses
Notes

Please add your Diploma and Advanced Diploma courses by selecting the Add Course button and then complete the course details for each course.
Application

For further help dlick here:
publications , For further help click here: @

Change Password
Code Course Status

No courses have been added.

Note: Graduate courses offered by the provider will be automatically added to the
application.

The6 Add Cour sed s ali ceursas thatiate turrehtly agiivie anyNTIS that
are at the Diploma or Advanced Diploma level.

Tick the course check box/s that meets the course requirements to offer VET FEE-
HELP assistance.

Select Appl.y 0

Home DEEWR 0000 - Joe Bloggs Pty Ltd

Provider Details Add Course

Notes

Please select each course that meets the course requirements to include with yvour application.

Application
5 For further help click here: @

Publications

Course Name

Change Password

THH51202 Diploma of Hospitality Management
HLT51607 Diploma of Nursing (Enrolled/Division 2 nursing) ]
BSB60201 Advance Diploma of Business Management
BSB50101 Diploma of Business (=]

Note: If your NTIS registered State is a Reform State/Territory you must add all
Diploma and Advanced Diploma courses that are against your scope in NTIS.

If a course that you have on your scope of registration does not show up in either the
6 Add Cosarees EDip/Advance Dip courses) or on your 6 Cusses” screen (for
Graduate courses), you must contact the Department via
vetfeehelpdesk@deewr.gov.au.

Please include the following information in your emalil
9 NTIS Course Code
T NTIS Course Name
9 Confirmation from your registration authority that the is currently on your scope
of registration
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e I

FEE-HELP

Home DEEWR 0000 - Joe Bloggs Pty Ltd Joe123456

Provider Details

Courses

Notes
Please add your Diploma and Advanced Diploma courses by selecting the Add Course button and then complete the course details for each course.

Application
oe For further help click here: (g

Publications
[ Back to Summary

Change Password

BSB&0201 Advance Diploma of Business Management Details Required Course Details Remove

THH51202 Diploma of Hospitality Management Details Required Course Details Remove
91340NSW Graduate Certificate of Human Resources Management Details Required Course Details
S91406NSW Graduate Certificate of Management Communication Details Required Course Details

Export to Excel

Select the ourse D e t a hypedirdk listed next to the selected course. If a Diploma or
Advanced Diplomacour se has been incorr &kemolvep s el
hyperlink to remove the particular course from the list.

There are three tabs int h €ourse Detailséscreen:

1. Delivery States
2. Credit Transfer Arrangement; and
3. Tuition Assurance Arrangements

Delivery States

For each course, applicants must indicate in which State/Territory the course is being
delivered and whether they intend to advertise the course as being eligible for VET
FEE-HELP assistance.

From 1 July 2009, applicants are exempt from the requirement to have a VET credit
transfer arrangement in place in order to offer VET FEE-HELP assistance to full fee-
paying and subsidised students enrolled in those courses in Victoria.

Note: If an applicant offers a course in a reform state and in one or more non reform
States or Territories, they must meet the requirements of VET credit transfer
arrangements in the non reform States/Territories in order to offer VET FEE-HELP
assistance to full fee-paying students enrolled in that course.

Version 6 i Release 6 Application/Submission 22|Page
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Provid
e Course Details
Notes
dv ) of [0SB60201)
Application Sl
Please complete all detads requested, then dick save.
Pubiications

For further help click here: §)
Change Password
REMINDER; Apphicants are not required to meet the VET tuthon assurance requirements upon wtﬂuw of an apphcation, However, applicants must
demeastrate they have met the VET tution assurance requerements (as outlined in chapter 3 of the YET Frovider Guidelngs) before they can be approved as a
VET prowider.

If you do not wish 1o nomenste your Tudxon Assurance Arrangemaent for this course at this stage of your applicaton select the 1o e advigad’ cption from within
the Tution Assurance Arrangement tab. Then select saye and proceed with your application.

NOYE;: An appbcark is unable 1o submat supparting documentation via VITS once an application has been submated, Once you have obtaned your Tultic
Assurance Arrangement please nobfy and attach these arrangements to the VET FEE-HELP Team via emall at yg heloSdeanr.aav.ay or fax to (02) 6"76 7770,

2ogde

Delevery States Cred Trander Asrangement Tuition Assurance Arangement

State
Austratan Capstal Terntory
Is delvered in state: Yes © No

Is ehgble for VEY FEE.-HELP
sSstance:

New Sccth Wales
Is delivered in state: [ ves © No
Is ebgible for VET FEE-MELP
asmstance:

Northern Territory
Is delivered in state: () Yes @ No
Is ebgible for VET FEE-HELP
assestance!

Queensiand
Is delrvered in state: U ves @ No
Is efgible for VET ret-ntLp
atsstonce:

South Austraks
is delivered = stote: I ves @ No
Is ehgdle for VET PEE-HELP

assistance:
Tosmarsa
Is delivered i state: ) ves @ No
Is ehpiie for VET FEE-HELP
assistance:
Victona

s delivared = state: Yes ® No
is ehigble for VET FEE-HEL
assstance:

Western Austraba
is delivered o state: Yes 9 No
Is eligble for VET FEE-HELP
assistance:

Credit Transfer Arrangement (where required) i Requires applicants to enter the
Credit Transfer Arrangement applicable to the course.

I f the applicants NTI S &&Agrrasgeneenteatde o@ionalt e

r—

Home DEEWR 0000 - Joe Bloggs Pty Ltd
Provider Details Course Det
Notes
3 Diploma of Management [BSB51107]
Estimate
Please complete all details requested, then click save.
Application v
For further help click here:
Publications y ferfurtnerhely ek hers @

REMINDER: Applicants are not required to meet the VET tuition assurance reguirements upon of al i However, applicants must demonstrate they have met the
UET buifion atsurance raquirements (as cutined in thapter 3 of the VET Froiaer Coldelnet) befare they can be approved as a VET Frovider.

Change Password

1 you do not wish to nominate your Tuition Assurance Arrangement for this course at this stage of your application select the To be advised’ option from within the Tuition Assurance
Arrangement tab. Then select 'save' and proceed with your application.

NOTE: An applicant is unable to submit supporting documentation via VITS once an application has been submitted. Once you have obtained your Tuition Assurance Arrangement please
notify and attach these arrangements to the VET FEE-HELP Team via email at vetfechelp@deewr.qov.au or fax to (02) 6276 7770.

Field of Education (ASCED & d\g\t):‘:l Lookup ASCED

Delivery States | Credit Transfer Arrangement | Tuition Assurance Arrangement

What is the name of the Higher Education Provider that your organisation has a credit transfer agreement in place for this mursev‘| \

What bachelor degree will your course lzad to under the credit transfer arrangementv‘| \

What i the full-tme duration of the bachelor degree (inyears)?’| |
Tz o e e o e S e S S ({25 s e 2 data)7|:|E
How many credit points are required to complete the bachelor negreav‘|:|

What are the minimum specified credit points the higher education provider has granted for completing your mursav‘l:|

Save Cancel
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Tuition Assurance Arrangement i Requires you to enter the Tuition Assurance
Arrangement details applicable to the course. They include:

Agreement for course assurance
Guarantee by a legal entity
Tuition Assurance Scheme

To be advised

= =4 =4 =4

I f an appliacame askviexdadsd 6tThen t he applicant
VET tuition assurance requirements upon submission of an application. However,

applicants must demonstrate they have met the VET tuition assurance requirements

(as outlined in Chapter 3 of the VET Provider Guideline) before they can be approved

as a VET provider.

Note: An applicant is unable to submit supporting documentation via VITS once an
application has been submitted. Once you have obtained your VET Tuition Assurance
Arrangement please attach these arrangements and email them to the VET FEE-HELP
Team at vetfeehelp@deewr.gov.au or fax to (02) 6276 7770.

.
k

%ﬁ Australian Government
: e

Home DEEWR 0000 - Joe Bloggs Pty Ltd Joe123456

Provider Details

Course Details

Notes
Advance Diploma of Business Management [BSB60201]

Application . .
ee Please complete all details requested, then dlick save.

i For further help dick here:

chi Password
AT REMINDER: Applicants are not required to meet the VET tuition assurance requirements upen submission of an application. Howewver, applicants must demonstrate

they hawe met the VET tuition assurance requirements (as outlined in chapter 3 of the VET Provider Guidelines) before they can be approved as a VET provider.

If you do not wish to nominate your Tuition Assurance Arrangement for this course at this stage of your application select the ‘To be advised' option from within the
Tuition Assurance Arrangement tab. Then select 'save' and proceed with your application.

NOTE: An applicant is unable to submit supporting documentation via VITS once an application has been submitted. Once you have obtained your Tuition Assurance
Arrangement please notify and attach these arrangements to the VET FEE-HELP Team via email at vetfechelp@deewr.aov.au or fax to (02) 6276 7770.

Delivery States Credit Transfer Arrangement Tuition Assurance Arrangement ‘

Select the method of course assurance students will be provided for this course:™ [EFEE oS -

Oncethe6 Tui ti on Assur an ¢(TAA) Aethodhagbean sefettadl, further
guestions will populate depending on which method is selected.

Select Ga v at@he completion of each course application.

If your information is accepted, the message
the top of the screen.

@ Processed Successfully. will appear at

If you have ticked more than one course, return to the side menu and select dCourses 0 ,
answer the questions and select6 Sa v e 6 .

Once the details for a course have been completed, they will display as 6 R e a ahyhé
OApplicati osoree@our seso
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Home DEEWR
Provider Details
Notes
Application
Publications

Change Password

Courses

0000 - Joe Bloggs Pty Ltd

Please add your Diploma and Advanced Diploma courses by selecting the Add Course button and then complete the course details for each course.

For further help click here: @

[& Back to Summary

BSBE0201 Adwance Diploma of Business Management Ready Course Details Remove
THH51202 Diploma of Hospitality Management Ready Course Details Remove
91340NSW Graduate Certificate of Human Resources Management Ready Course Details
91406NSW Graduate Certificate of Management Communication Ready Course Details

Export to Excel

Add Course

As some organisations may have numerous courses, the ability to export the course
details to Excel i s

Version 6 i Release 6
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8.5 Supporting Documentation

Return to the side menuto 6 Ap p | i @rdtseleot dapporting Documentationd .

Y E T

Fee-Hewp

Home DEEWR 0000 - Joe Bloggs Pty Ltd

Provider Details Supporting Documentation

Notes
This page lists the documentation that must be provided as part of your application.
Application . . .
L Flease refer to the 'WET FEE-HELP Website' which can be located under the 'Publications’ menu
e s in VITS, for more information regarding the templates/guides available to prospective
applicants.
Change Password For further help click here: @
Documentation | Attachments | E=r Badito Summary

Template/Guide Attached or Sent DEEWR Received

Documentation Required Available Description Attached Faxed Emailed Date Date

Strategic Plan

Body Corporate Establishment Documentation (] [} A B
WET Credit Transfer Arrangement(s) Yes (] ] A B
Fairness Procedures (] [} A B
Financial Statements Yes (] ] A B
Auditor” s Financial Viability Certification Yes (] [} A B
FEE-HELP Financial Viability Assessment - Ratio Analysis  Yes (7] ] A 5
Excel workbook
General Information and Legal Status Yes @ B B B
Student Grievance Procedures for Academic Matters @ B B B
Student Grievance Procedures for Non-Academic Matters @ B B B
Copy of Personal Information Procedures @ B B B
VET fee requirements Yes @ D D D
Student Review Procedures @ B B B
Senior Officers” Declaration Yes @ B B B
Statement of VET Tuition Assurance Yes @ E E
Statutory Declaration Yes @ D D D
@ o o @
@ o o @

VET Tuition Fee Refund Policy

‘ L 1f you have difficulty attaching a document please contact the VET FEE-HELP helpdesk for instructions.

Save

There are two tabs on this screen,6 Do c u me nbbral® Ab h ac hole nt s
documents that have been attached, faxed or emailed need to be indicated on the

6 Do c u me n tab. fTHe eystém should prompt you to attach required documentation
for your application. The required documentation will depend on the individual
circumstances of your RTO.

Tick the appropriate box in regards to how each document has been submitted.
Note: If you indicate that you have emailed or faxed documentation to DEEWR, you will
not be able to submit your application until DEEWR has acknowledged these

documents have been received.

If you are an existing Higher Education Provider and have nominated that you are in the
guestions tab in VITS, please refer to page 20 of this user guide.
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When attaching documentation, use the upload facility. You perform this by using the
d-ile Attachmentéfacilities located at the bottom of the At t a ¢ h npaget s 6

Home DEEWR 7284 - TAFE NSW - Hunter Institute Enter131 [Test]

Provider Details

Supporting Documentation

Motes
This page lists the documentation that must be provided as part of yvour application.

Application
He Please refer to the 'VET FEE-HELP Website' which can be located under the Publicatians’ menu
. in VITS, for mere information regarding the templates/guides available to prospective
applicants.
Change Password For further help dlick here: @
Documentation Attachments [ Back to Summary

_ File Name Description Attached On
Mo Attachments have been added.

&/ If you have difficulty attaching a document please contact the WET FEE-HELP helpdesk for instructions.

File Attachment

Attach File: Browse...

Description:

You can only upload the following file types: 1PG, ZIP, PNG, DOC, DOCX, TXT, XLS, XLSX or PDF
smaller than 15MB.

Select the 6 B r o vbstterband locate the file you wish to attach.

Note: Any documents larger than 15MB in size cannot be uploaded. If possible, it is
recommended that the document be separated into two distinct documents with the
size no larger than 15MB each, or if that is not possible, please email the document to
vetfeehelp@deewr.gov.au.

Select the 6 O p ebuttdn. The file path will display on your application.

Once you have opened the file that you wish to attach, you will be required to type in a
description for that file. The name of the attachment should clearly state what document
it is e.g. Strategic Plan. This will appear onthe 6 At t a ¢ h take Bntestlds in the
06Descr ifigd i ond

Select the 6 U p | &bwttoin. This will then attach your document to your application.

After attaching each document you will be required to &aved
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Note: Al | attachments can be viewed on the

Home DEEWR

- Joe Bloggs Pty Ltd

e B Supporting Documentation

Notes
This page lists the documentation that must be provided as part of your application.
Application
il Please refer to the 'WET FEE-HELP Website' which can be located under the 'Publications’ menu
Publications in VITS, for more infarmation regarding the templates/guides available to prospective
applicants.
Change Password For further help click here: @

Documentation Attachments Back to Summary

Description g‘;‘ta‘:he'j
27/04/2011
Delete Strategic Plan.doc Strategic Plan  11:13:27
AM

Hir‘ If you have difficulty attaching a document please contact the VET FEE-HELP helpdesk for instructions.
File Attachment

Attach File: Browse...

Description:

¥ou can only upload the following file types: IPG, ZIP, PNG, DOC, DOCX, TXT, XLS, XLSX or PDF
smaller than 15MB.

Save
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Once a document has been attached, select the attached tick box or if attaching via fax
or email, tick the method of sending for each required attachment.

Home DEEWR oe Bloggs Pty Ltd

Gy EEalE Supporting Documentation

Motes
This page lists the documentation that must be provided as part of yvour application.
Application
He Please refer to the 'VET FEE-HELP Website' which can be located under the ‘Publications’ menu
Publications in VITS, for more information regarding the templates/guides available to prospective
applicants.
Change Password For further help dlick here: @
Documentation Attachments [ Back to Summar

Template

mentation Required jption Attached Faxed Emaile

Available
Body Corporate Establishment Documentation
WET Credit Transfer Arrangement(s) Yes

Fairness Procedures

Strategic Plan

[] i ]
@ 8 @
@ 0 @
Financial Statements Yes @ B B
Auditor” s Financial Viability Certification Yes @ B B
FEE-HELP Financial Viability Assessment - Ratio Analysis Yes @ E =
Excel workbook
General Information and Legal Status Yes @ B B
Student Grievance Procedures for Academic Matters @ B =
Student Grievance Procedures for Non-Academic Matters @ ] =
Copy of Personal Information Procedures @ B |
WVET fee requirements Yes @ B ]
Student Review Procedures @ B .
Senior Officers” Declaration Yes @ B B
Statement of VET Tuition Assurance Yes @ E ]
Statutory Declaration Yes @ E =
@ O O
@ 0 @

WET Tuition Fee Refund Policy

‘ -3/ If you have difficulty attaching a document please contact the WET FEE-HELP helpdesk for instructions.

Sawve

Select 6 S a afeerdeach attachment has been added or a box has been ticked.
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9. Submitting an application

Return to the side menuto 6 Ap p | i @mdtséleotd S u mmar y o .

The system validates the application for completeness. It provides an overview of the
application showing all courses applied for and what attachments have been attached.

If all requirements have NOT been met, a message will appear at the bottom of the
screen aApplicasdnitngom@lete i Please tend to the above requirements. 6
I n this i Ssbmiadn cbeuytillt bolriee ale to be selected.

If all requirements have been met, and your documentation has been attached, VITS
will allow you to select the 6 S u b ruttonéat the bottom right hand corner of the page.

-

FEE-HELP

Home DEEWR 0000 - Joe Bloggs Pty Ltd Joe123455 Y

Frar Bl Application Submission Summary

Notes
This page lists all four components of the application that require completion prior to the application being submitted. Please work through the compenents in
Application the order shown-starting with the Provider Details

Publications For further help click here:

Change Password Submission Summary
Joe Bloggs Pty Ltd
Provider Details Complete
Questions Complete
Courses Complete

Supporting Documentation C

Application Complete

New Providers who have not submitted their application please note the following:
The 60 day rule

Your application should be submitted as soon as all the information has been provided. The Department reserves the right to remove un-submitted
applications where no activity has occurred over the last 60 days.

Where the Department removes an application because no activity has occurred and you still wish to apply, you must add a new application.

If your application is removed, your login account will remain active.

Once the 6 S u b routtondas been selected, a warning message will appear
confirming that you wish to submit your application, as once it is submitted, you will not
be able to change any of the application details.

[ =
Windows Internet Explorer
“P | Submit application to DEEVWR. for assessment?
*-"\I/ (Mote: The application can not be changed after it has been submitted).

[ QK H Cancel ]

After submission, a message will appear at the top of the page outlining that the
application has successfully been submitted to DEEWR for assessment.

You will not be able to change any details of your application other than your contact

details after you have submitted your application. The below screen illustrates a
submitted application.
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Provider Details Application Submission S

0000 - Joe Bloggs Ply Ltd

PP !
MNotes @ Application submitted!
Application
Publications

Change Password

Your application has successfully been submitted to DEEWR for assessment.

Please ensure your contact details are kept up to date. You can log in to your acceunt using your User name and password at any time to do this.

Generally, you will not be able to change any details of the application other than your contact details. However, if we require further details from you,
we may then request you to change and re-submit your application.

We will notify you in writing about the progress of your application. No information regarding this progress is provided in this system.

This page lists all four companents of the application that require completion prior to the application being submitted. Please work through the components in

the order shown-starting with the Provider Details

For further help click here: @

Submission Summary
Joe Bloggs Pty Lid
Provider Details Complete
Questions Complete

Courses Complete

Supporting Documentation Complete

Application Complete

After an application has been submitted the applicant can only update 6 Pr ovi der

D e t a until sudh time as the application has been approved by DEEWR.
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10. Publications

All VET FEE-HELP publications are listed underthe 6 @ b | i ¢ ainaénwamdcan be
accessed at any time during the application process. These publications include:

Note: All publications will link to the VET FEE-HELP duseful publicationséwebpage
where you will then be required to select the required document.
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11. Change Password

Should your password need to be changed at any stage, selectthed6 Chang e
P a s s w mptiondn the left hand menu.

Note: A VITS password will expire after 90 days from when it was first created or last
changed. It i s advisable that you select the 6éChange
create a new password each month.

VITS will require you to enter your current password followed by a new password,
which will need to be confirmed. When creating your new password you need to
include three rules. (e.g. Smartiesl)

An acceptable password, as listed on the screen below,
Must not contain your Username

1
1 Contains 81 10 characters
1 Contains at least one character from each of the following classes

Note: Itis recommended that your new password does not contain text that is similar
to your previous password.

Change Password

Change Your Password

Password: " |

New Password: ¥

Confirm New Password: ¥

Change Password
Create a Password
An acceptable password:
# must not contain your User Name
* contains 8-10 characters
# contains at least one character from each of the following classes

1 Upper Case letters A, B, C,......
7l Lower Case letters a. b, c
3 Numeric 0,1, 2peene

When your password is accepted, you will receive a message advising that your
password has been successfully changed.
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1 12. Additional extras
Forgotten password

On the login screen, if a user has forgotten their password, you can clickonthe6 For go't
your Paslekwor do

Australian Government

Home DEEWR

VET FEE-HELP — Login or register

This website is for:

# Registered Training Organisations (RTOs) who are seeking approval to become an approved VET User name:

provider to offer VET FEE-HELP assistance to their students; and
s Approved VET providers to assist them in managing their VET FEE-HELP IT System (VITS) acceunt.

Password:

H i i 1
This website is NOT for students! Forgat your Password? Log In

Students interested in requesting VET FEE-HELP assistance should contact their VET provider or visit
http://www.deewr.qov.au/vetfeehelp for more information.

Introduction:

VET FEE-HELP is an income contingent loan scheme for the Vocational Education and Training (VET) sector. The
purpose of this site is to enable Registered Training Organisations (RTOs), as bodies corporate, to seek
approval as a VET Provider for their eligible students to be able to access VET FEE-HELP assistance. VET FEE-
HELP will assist eligible students who are enrolled in one of the following VET accredited courses through a VET
provider, to help pay for all or part of their tuition fees:

# Diploma®

& Adwvanced Diploma*®
* Graduate Certificate
« Graduate Diploma

* must meet the VET credit transfer arrangement requirements set out in the VET Provider Guidelines.

Application Process:

A body corporate will need to seek approval as a VET provider so their eligible students can access VET FEE-
HELP assistance. To apply, a body corporate must meet certain requirements, as outlined in Schedule 14 of the

Higher Education Support Act 2003 (HESA)

1. If you have not previcusly logged on to this application, you must first download, read and understand
the HESA , the VET Provider Guidelines , the VET FEE-HELF Guidelines and the VET Administration
Guidelines.

2. Once you have read the abave documents, you can commence your application to apply to be a VET
Provider here.

3. If you have already logged onto this screen and have a User name and Password already set up, please
enter your User name and Password in the Log In box above.

Terminology:

Unless otherwise indicated, terms used within the VET FEE-HELP IT system (VITS) have the same meanings as
they have in Schedule 1A of the HESA, the VET Provider Guidelines , the VET FEE-HELP Guidelines and the VET
Administration Guidelines.

Apply to be a VET provider

VET FEE-HELP Electronic Information Guide - Application Submission
VET FEE-HELP Electronic Information Guide - Post VET approval

This will take you to a new screen where you have to enter your User name.

As per the below, upon entering these details and selecting the 6 S u b routtbnpa
confirmation screen will appear.
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