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Employer

To submit a Change of Learner Address and Contact Number.

1. Log in to the WAAMS portal.

Login Request an account
Email

P —— - [— -

-— ——— Password
Remember me
Portal conditions of use

- y transaction

occurring in the Portal from an authori v originates from that
authorised user and is a valid transaction or instruction which may not be
individual user should contact the Department immediately on 13 19 54 (for
callers ou all 08 6551 5499).

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.

Incoming Training Contr: Employer Incentives Reengagement Incentive B Logout
@ Employer 2 Profile

My Permissions
WAAMS Menu Options
Th S portal allows you to manage your training contracts, employer incentives and organisation details by clicking on the menu ¥ F al Admin (i}
options at the top of this page. x (i}

X E o
Organisation Tab v [i]
Create and edit your organisation’s details including ass ortal users and contacts, upload training plans and enrolment evidence
(for organisations who are eligible for employer incenti manage Financial Administrator access,
Contracts Tab Orgamsahon
View your organisation’s training contracts, make training contract changes (Tt update /trainee’s details, submit Bulk Contract Change

rksite locations and for employer in
including any outstan, e you can claim your incentives; nd claim incentives; and view vy Enrolment Evidence Upload
approved incentive cla
Manaee Financial Administrators |
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*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

3. Click on the Contracts tab.

& A0 Testing

Organisation Contracts Incoming Training Contracts Employer Incentives Reengagement Incentive B Logout

@ Employer L Profile

i My Permissions
WAAMS Menu Options
The WAAMS portal allow:

opti

you to manage your training contracts, employer incentives and organisation details by clicking on the menu
s at the top of this page.

cecoQ

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

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

Incoming Training Contracts

Employer Incentives Reengagement Incentive

@ Employer € 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
anather employer period

= How fo Change Apprentice/Troinee Nome
*  How to Change Attendance Type ond Hours

How to Change Qualification and RTO
How to Change Worksite Locotion

Active Training Contracts

*  How to change your Employment Arrangement
= How to Terminate
*  How to change Other Controct Informotion

View all Training Contracts

Column options and reperts view 3!l Training Contracts

StartDat_. L YT Expiry Date T EndDate T

Australia Lrd{90820 21 Jul 2022 21Jan 2024

£ 1159R35T1 At

(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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https://www.jobsandskills.wa.gov.au/sites/default/files/uploads/documents/EMPLOYERS_section/jswa_employer_incentive_waams-user-levels-Feb20.pdf

Active Training Contracts View all Training Contracts

Column options and reports View all Training Contracts

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

Contract ID Status Y Apprentice Y StartDat.. 4 Y Expiry Date Y EndDate Y
o ACTVE Show itemns with value that: 0) 1
Li] Active Is equal to v o
(i ] Active 0)
[:] Active And v \ 0]
e s Is equal to v O
] Active / 0)
Li] Active o 0)
L:] Active rusuane ceagroo0)

5. Click on the Apprentice/Trainee name.

Govemment of Westem Australla WAAMS
A Degpartment of Training

and Worklorco Dovalopmont

® Employer  ©F Profile

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
Warisithy Change of Worksite Location
Centract and Probation Extension
Registered Training Organisstion
Smploymant Arrangemant
Notice Ta Terminste
ARSN Provider
Othaer Contract Information

Parent/Guardian Suspansien and Lifting of Suspansion

Contract Details Employer Incentive Scheme

Employar Incantive

Training Contract ID

N\ /)]
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6. Update the apprentice/trainee’s residential and postal address, as well as their
contact number. Check the box indicating the apprentice/trainee’s consent to
this change.

Full Name

Date of Birth

Gender usl

Home Phone Mobile Phone / Other Phone
Ermary eman
Residential Address Postal Address
~
Suburb Suburb
State State
Post Code Post Code
\ Same as Residential Address

*If this change has not been discussed with all parties to the training contract,
please obtain consent before proceeding with the change.

Apprentice Consent Obtained

N

Yes

7. Click on Submit.

Submitted By (Portal)

Apprenticeship Office
T:131954

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