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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 

mailto:vetfeehelp@deewr.gov.au
mailto: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 óApply to be a VET providerô, as outlined below at 
the bottom of the screenshot. 
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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 
óYesô to acknowledge that you have read and understood the information.   
 
Note: If you do not tick óYesô, you will not be able to proceed. 
 

 
 
Select óNextô 
 
You will then need to enter your NTIS registration number in the text box provided and 
select óConfirm.ô 
 

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

 
 
 
Instructions for searching on NTIS: 
 
1. In the óSearch forô field enter your ólegal nameô  
2. Click the radio button óThis exact phraseô  
3. In the óSearch inô field select óRTOsô tick box 
4. In the óState/Territoryô field select your state tick box 
5. Ignore the óSearch Optionsô field 
6. Click the óSearchô button at the bottom of the screen 
 
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. 
 

 
 
 
Return back to VITS, enter your NTIS number and select ñConfirmò. 
 
 
 
 
 



Version 6 ï Release 6 Application/Submission 8 | P a g e  
 

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 
against that NTIS code 

Please contact the VITS IT Help Desk by 
emailing vetfeehelpdesk@deewr.gov.au 
 to acquire the login details for your 
organisation. 

Your RTOs registration has expired in 
NTIS 

Your registration must be current on 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 
offer qualifications at the Diploma, 
Advanced Diploma, Graduate Certificate 
or Graduate Diploma Level 

To be eligible to apply to become an 
approved VET provider, you must offer 
courses that are eligible for VET FEE-
HELP Assistance. Refer to the VET FEE-
HELP website for further information. 

 
 
Select óYesô if the name of your organisation appears correctly, otherwise select óNoô 
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). 
 

 
 
If óYesô, select ónextô to navigate to the following screen.

mailto:vetshelpdesk@deewr.gov.au
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The óInitial Eligibility Checkô contains 5 questions relating to your organisationôs Body 
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 óYes,ô select the óNextô button to move to the next screen. 
 

 
 
 
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 óInitial Eligibility Checkô you must add contact details 
for the person who will be responsible for coordinating your organisationôs application. 
 
Note: All fields with an ñ    ò are mandatory requirements and need to be completed. 
 
During this step you will be required to create a valid óUser Name.ô When creating a 
valid User Name you need to adhere to the following rules listed below (e.g. 
joebloggs1). 
 
An acceptable User Name: 
- contains 7 ï 20 characters; 
- contains at least one letter (a-z) and one number (0-9); and 
- does not contain special characters (e.g. #, $, %, ñ). 
 

 
 
 
Once all details have been entered, select óSubmit.ô 
 

Note  
It is recommended that you not use a personalised email address, but rather: 

¶ a company email address, or  

¶ 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 select ósubmitô you will be sent an automatic email to the designated email 
address with your óUser Nameô and a óPasswordô.  Use this to log into your 
organisationôs account. 
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Note: If you do not receive an automatic email with your óUser Nameô and óPasswordô 
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 óLoginô.  You will then be returned to the VET 
FEE-HELP óHomeô page. 
 
 

mailto:vetfeehelpdesk@deewr.gov.au
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4. Logging into VITS 
 
Enter your óUser Nameô and óPasswordô and select óLog Inô. If 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. 

 

 
 
New users will be directed to the óChange Passwordô screen.   
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Enter your temporary password that you would have received in the same email as 
your User Name, into the óPasswordô field.  
 
Choose a new password adhering for an acceptable password (listed on the screen) 
and enter this in the óNew Passwordô field.  
 
Re-type your password in the óConfirm Passwordô field 
 
Select óChange Passwordô. 
 
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. 
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5. Menu options for VET FEE HELP 

 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Provider Details 

Notes 

Application                           ü     Summary 

Questions 

Courses 

Supporting Documentation 

Publications                          ü VET Provider Handbook 

 VET Provider Guidelines 

 VFH Guidelines 

 VET Admin Guidelines 

 HESA (2003) 

Change Password 
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6. Provider Details 
 

 
When you select óProvider Detailsô you will note that there are two tabs on this page: 
 

¶ Provider Details; and 

¶ 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 
If the details on the ñProvider Detailsò screen are incorrect, the details provided on NTIS 
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 with a         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: 

¶ ABN; (Australian Business Number); 

¶ ACN; (Australian Company Number); 

¶ Trading name; (Enter even if same as legal name); 

¶ 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 

o Incorporated association 

o Other 

¶ URL; (Link to your organisations website); and 

¶ RTO NTIS Registered State. 

 

If applicable complete the following NARA details: 

¶ NARA Membership; 

¶ NARA Registered From Date; and  

¶ NARA Registered Expiry Date.  

Update your contact details in your óContactsô tab. Once completed verify your details 
by selecting óSaveô.  
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Note: Both the óProvider Detailsô tab AND the óContactsô tab must be completed before 
óProvider Detailsô shows as óCompleteô. 
 
There is also an óApplication Summaryô button located on both tabs which will take 
you back to the óApplication Submission Summaryô screen to show you the status of 
your application. 
 
If your information is accepted, the message                                             will appear at 
the top of the screen. 
 

7. Notes 
 
The óNotesô menu is a communication tool for DEEWR users to communicate with 
applicants.  Providers cannot initiate a óNoteô as they can only respond to a DEEWR 
initiated óNoteô. 
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8. Application  

8.1 The Application Submission Summary Screen 
 
Upon logging in, you will be directed to the óApplication Submission Summaryô 
screen.  This page provides applicants with a summary of their application and will 
initially default to óIncompleteô for each of the four parts that make up the application. 
 
 

 
 
 
Note: After completing the óProvider Detailsô information, 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 menu to óApplication,ô and select óQuestions.ô  
 
Answer the questions as applicable.   
 
Note: If your RTO is a Higher Education Provider (HEP) please select question 2.  
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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 all 
current documents relating to financial viability requirements are available on the VET 
FEE-HELP website ï www.deewr.gov.au/vetfeehelp.  
 

 
 
Once all questions have been completed select óSaveô, to continue. 
 
If your information is accepted, the message                                         will appear at 
the top of the screen. 
 

mailto:vetfeehelp@deewr.gov.au
http://www.deewr.gov.au/vetfeehelp
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8.4 Courses 
 
Return to the side menu to óApplicationô and select óCoursesô. 
 
Select the óAdd Courseô button to add Diploma and Advanced Diploma courses. 
 

 
 
Note: Graduate courses offered by the provider will be automatically added to the 
application. 
 
The óAdd Courseô screen will display all courses that are currently active on NTIS 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 óApplyô. 
 

 
 
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 
óAdd CourseË screen (for Dip/Advance Dip courses) or on your óCourses´ screen (for 
Graduate courses), you must contact the Department via 
vetfeehelpdesk@deewr.gov.au.   
 
Please include the following information in your email 

¶ NTIS Course Code 

¶ NTIS Course Name  

¶ Confirmation from your registration authority that the is currently on your scope 
of registration 

 

mailto:vetfeehelpdesk@deewr.gov.au
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Select the óCourse Detailsô hyperlink listed next to the selected course. If a Diploma or 
Advanced Diploma course has been incorrectly selected, click on the óRemoveô 
hyperlink to remove the particular course from the list. 
 
 
There are three tabs in the óCourse Detailsô screen: 
 

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. 
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Credit Transfer Arrangement (where required) ï Requires applicants to enter the 
Credit Transfer Arrangement applicable to the course. 
 
If the applicants NTIS Registered State is óVictoriaô, CTA arrangements are optional. 
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Tuition Assurance Arrangement ï 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 
 
If an applicant selects óTo be advisedô then the applicant is not required to meet the 
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. 
 

 
 
 
Once the óTuition Assurance Arrangementô (TAA) method has been selected, further 
questions will populate depending on which method is selected.  
 
Select óSaveô at the completion of each course application.  
 
If your information is accepted, the message                                     will appear at 
the top of the screen. 
 
If you have ticked more than one course, return to the side menu and select óCoursesô, 
answer the questions and select óSaveô. 
 
Once the details for a course have been completed, they will display as óReadyô on the 
óApplication Coursesô screen. 
 

mailto:vetfeehelp@deewr.gov.au
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As some organisations may have numerous courses, the ability to export the course 
details to Excel is available at the bottom of the óApplication Coursesô screen. 
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8.5 Supporting Documentation 
 
Return to the side menu to óApplicationô and select óSupporting Documentationô. 
 

 
 
 
There are two tabs on this screen, óDocumentationô and óAttachmentsô. All 
documents that have been attached, faxed or emailed need to be indicated on the 
óDocumentationô tab. The system 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 
questions 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 
óFile Attachmentô facilities located at the bottom of the óAttachmentsô page. 
 
 

 
 
 
Select the óBrowseô button and 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 óOpenô button. 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 on the óAttachmentsô tab. Enter this in the 
óDescriptionô field. 
 
Select the óUploadô button. This will then attach your document to your application. 
 
After attaching each document you will be required to óSaveô.  
 
 
 
 
 
 
 

mailto:vetfeehelp@deewr.gov.au
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Note: All attachments can be viewed on the óAttachmentsô tab once uploaded. 
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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. 
 

 
 
 
Select óSaveô after each attachment has been added or a box has been ticked.  
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9. Submitting an application 
 
Return to the side menu to óApplicationô and select óSummaryô. 
 
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 advising óApplication Incomplete ï Please tend to the above requirements.ô 
In this instance, the óSubmitô button will not be able to be selected. 
 
If all requirements have been met, and your documentation has been attached, VITS 
will allow you to select the óSubmitô button at the bottom right hand corner of the page.  
 

 
 
Once the óSubmitô button has 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. 
 
 
 
 
 
 
 
 
 
 
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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After an application has been submitted the applicant can only update óProvider 
Detailsô until such time as the application has been approved by DEEWR. 
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10. Publications 
 
All VET FEE-HELP publications are listed under the óPublicationsô menu and can be 
accessed at any time during the application process. These publications include:  
 
 

 
 
 
 
 
 

 
 
Note: All publications will link to the VET FEE-HELP óuseful publicationsô webpage 
where you will then be required to select the required document. 

Publications                        ü VET Provider Handbook 

VET Provider Guidelines 

VFH Guidelines 

VET Admin Guidelines 

HESA (2003) 
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11. Change Password 
 
Should your password need to be changed at any stage, select the óChange 
Passwordô option on the left hand menu. 
 
Note: A VITS password will expire after 90 days from when it was first created or last 
changed. It is advisable that you select the óChange Passwordô functionality in VITS and 
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. Smarties1) 
 
An acceptable password, as listed on the screen below, 
 

¶ Must not contain your Username 

¶ Contains 8 ï 10 characters 

¶ Contains at least one character from each of the following classes 
 
Note:  It is recommended that your new password does not contain text that is similar 
to your previous password. 
 

 
 
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 click on the óForgot 
your Passwordô link.  
 

 
 
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 óSubmitô button, a 
confirmation screen will appear. 
 








