ustralian Governmen
oY

*Fesgens X Department of Employment

TRADES RECOGNITION
AUSTRALIA

APPLICANT PAYMENT
USER GUIDE



Table of Contents

INEFOAUCTION ...ttt et e st e s bt e e s bt e e be e e sabeesabe e e sabeesabeeesnseesanenenareean 3
Selecting @ TRA-APProved RTO ........cooociiiiiiiie ettt ete e e et e e et e e e e s atae e e ssaaaeeeeaaaeeesntaaeesensreeenan 3
REEZISTEIING AN QCCOUNT ......cooiiiiiiiiiecc e e e e e s e st r e e e e e e s esassbeeeeeeeesennnsereneaeeas 3
IMaKING @ PAYMENT.......ccoi it e et e e e e st e e se bt e e e e s beeeeesabeeeeesabeeeeesabeeeeennreeeeennrees 5
Reprinting @ PAyMeENT FrECERIPT .........oviiiiiiiiee e e e e e e e s e s e e e e e e e s ssnaasraaeeeeas 7
UPdating details ..o e e e et ae e e e abr e e e enreeas 7
REFUNS ...ttt e sab e e s bt e e bt e e s bt e e bbeesabeesabeeesabeesabeeesnbeesneeesareeas 7
Password resets and 10CKed @aCCOUNLS ............ccciiiiiiiiiiiiiiieete e s 7
13T U T =T PP 9

RTO Assessment Services Applicant Guide Page 2 of 9



Introduction

This user guide outlines the steps to follow when applying for a Trades Recognition Australia (TRA) skills
assessment for the TSS Skills Assessment Program (TSS Program) and Offshore Skills Assessment
Program (OSAP).

Selecting a TRA-Approved RTO

When applying for any of TRA’s programs, you are encouraged to read the relevant Applicant
Guidelines on the TRA website (https://www.tradesrecognitionaustralia.gov.au).

The first step in the TSS Program or OSAP is to select a TRA-approved RTO to conduct your skills
assessment. This can be done using ‘RTO Finder’ on the TRA website.

Once you have selected a TRA-approved RTO, you should contact the RTO to confirm if you are eligible
for an assessment, discuss the program requirements, and to find out where the RTO can conduct the
skills assessment i.e. the Region and Country where the skills assessment will take place. You must
formally accept the location of the assessment before your assessment can be initiated.

If you are eligible, and decide to proceed with a skills assessment, the TRA-approved RTO will provide
you with an RTO Assessment Payment Identifier Code (payment code) that you should input into the
TRA Online Portal to make payment for your assessment.

Registering an account

You should register an account only after you have confirmed with your RTO that you wish to proceed
with an assessment.

You can register an account by using the TRA Online Portal
(https://extranet.employment.gov.au/trades/Interface/Pages/Security/Logon.aspx) and selecting the

skills assessment program you have chosen from the drop-down menu under Register.

TRADES RECOGNITION
Australian Government AUSTRALIA

If you have not signed into the enline portal before please click below to Register for a program. If you already have an account for the online portal please enter your details to Sign in. You can reset
your password by using the security questions created when first registering your online portal account. If you have forgotten your usemame or password, please contact Trades Recognition Australia

Register Sign in
Which program do you want to register for? Username
Select an option ... v |
Password
Not sure? Find the right program for you
Forgotten your password?
Sign in Clear
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Complete the Account Registration page, ensuring all mandatory fields (marked with an asterisk — see
screenshot below) are completed. Account registration includes creating a password which you will use
to log into your account, and three security questions/answers which can be used to identify you e.g. if
you need to reset your password. Once you have completed all of the mandatory fields, click Register.

Important — Please ensure you keep your password and three security questions/answers in a safe
place. This information will be required to login to your account (password) or to change to your
password using the security questions.

cumentuser-vouvoveon [T

’ Welcome to the RTO Skills Assessment Services

Your Personal Information has been partially populated from the Registration page, please provide adaitional information, then press the Save button. Once Saved, you can Proceed to Payments or Update to edit your Persanal Information
TRA File Number
TRA23/777206287
First Name Middle Name Last Name
Your first name Your middle name Your last name
Email Addrass Date Of Birth Gender "
Your.email@address.com 1/01/2000 .
Invalid: must select a gender
Applicant's phone number * OGccupation Country of Passport
0410000000 v -
nvalid: must select an occupation Invalid: must select the country of passport

Country of Residence *

Invalid: must select the country of residence.

Agent/Representative Details

Do you wish to authorise an agentirepresentative to act on your behalf?

O Yes & No

andatory fields are requirer!

Once you have successfully registered an account, you will be returned to the Login page, where your
newly created account username will be displayed above the Sign in fields (see screenshot below). An
email confirming your username and account registration will also be sent to your nominated email
account.

TRADES RECOGNITION
AUSTRALIA
You have successfully registered with the TRA Online application tracking system. Your lJH!!ﬁ-}_f_\l(! is DOEJES0001 Yoyudnust ensure that you remember your usemname and password details
: cation

When first entering the Online Portal you will be asked to update your personal details. Please click
Save before proceeding with the payment.

If you wish to add an Agent or Representative to your account, you can do, so by selecting Yes to the
question Do you wish to authorise an Agent/Representative to act on your behalf?

This will open the agent details section where you can enter all relevant details for your agent before
clicking Save.
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Agent/Representative Details

las fil out the following details

Organisation -

Australian Address Line 1 Address Line 2

Suburb Stato Post Codo

Contact Number AgentRepresentative Emadl Agent Number (MARA)

Making a payment

Once you have confirmed with your RTO that you wish to proceed with an assessment, your RTO will
issue you with a payment code for your assessment. This code will be specific to the RTO and a step of
the skills assessment process.

Before you can make a payment, you will need to log into your account on the TRA Online Portal using
your login details.

From the home page, select the Continue to Payment button at the bottom of the screen. This will
open the payment selection section within the screen.

You will need to input the payment code into the RTO Assessment payment identifier field.

RTO Assessment Payment ldentifier

(Please check with RTO for the correct payment |deniifier code)

Validate

Once a valid payment code has been confirmed, the system will display the RTO, payment type and
payment amount the code relates to.

You must confirm the details of your payment are correct by selecting the I confirm that the detail is
correct and | am ready to make a payment checkbox, then select Continue to Payment (see below).

RTO Payment Type Payment Amount

Name of RTO Assessment type: e.g. “Documentary Evidence” Amount: e.g. "51,120"

You will be directed to a Privacy notice and Declaration page before your payment can be finalised.
Please read this information carefully before providing your declarations in the corresponding
checkboxes. Once you have read the Privacy Notice and Declaration, if you consent to proceed, select
the Make payment button (see below).
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p— Cusnent user: vouvouooo - [IEEEERN

' Welcome to the RTO Skills Assessment Services

Privacy notice and Declaration

Privacy notice
Yous parsanal informatian s protocted by law, including tha Privacy Adt 1988 (ihe Privacy Act), and is callectad by the Australian Govemment Degartment of Education and Training for the follo

A (TRAY) a5 the el thority for skilled accupations specified in Instruments made under the Migration Regulations 1994, to proc
& TSS Skills Assessment Pragram
o Offshore Skills Assessment Program (OSAP)

« Tradss Recognition Service (TRS)
+ 1o allawe you To maks a payment to TRA 50 you can continue your application with a TRA-approved Registered Training Organisalion (RTG) for ona of the abave skils assassment services, and
+ to allow TRAto confirm and process your payment or refund, as appiicable.

Yous parsanal information, incluting sensiive information”, may be collocted from or disclased to

+ the TRA-approvad R
+ any ather TRA-spproved F
« your authostsed agent, ifyor

minated 1o procass your application.

which TRA appaints to take aver of review your application

vos provided consent for an agent to act on your behalf

+ the Ressrve Bank of Austrakia and their contracted service prowiders to facitate the processing of your payment

+ oliher govemmen agencias, including the Deparimant of Home Afiars:

« the Ausiraian Skills Quality Authority (ASOA] where it s relevant Lo issuing VET qualificaions or sialements of sitainment. and
« other stats or temitory regulators for purpases connscisd to icence application assessmant procssses

ay alsa be used by the depariment, or given to othar parties for resaarch and investigation purposes, or whars you have agreed or i is required or autharised by law

iion is not collected, your skills W appication and payment

bout the way vl managa your parsonal informai i i information, and how fo msks 3 comglaint, in our 93 copy from the departmant at p
s i sactan 8 o th Py Act i, bt ot a1, noeion bt nGhiuarh racil o Wi wigin. mambars of 8 Scesaional o rade saocision.or & e nen. i formaton bt a nduidin

Declaration

Important: If you have not accessed and read this notice, please read the Applicant Guidelines on TRA's website

1 confinm that | have cantacted my chosen RTO and canfirmed they can provide me with an assessment undsr the RTO Skils Assessment Services

1 confirm thet my chosen RTO has supplied me with an RTO Assessment Payment ldsnifier cods so that | can maka & payment for my assessment

& | undsrstand that giving false or misleading information is & serious ofsncs the information supplisd on this form is trus and corset

1 scknoudedge | hava read, or have had resd 1o me, the above privacy notics and | cansant to my parsons information, inluding sansiiva information. being colected by the dspartment.including from tird paries such as my nominated agent and RTO.

=i |

You will then be directed to the Payment Screen for completion of your payment. The details in this
screen should match your personal details and the payment you have selected (see below). When you
are ready to pay, you will need to complete your Credit Card details from a valid card type.

Important — The payment facility only accepts payments made by Visa or Mastercard credit and debit
cards.

Once you have entered the details of your credit card, please click Pay now.

Cumentuser: vouvousort  [IEEETIN

Welcome to the payment screen
3 addross providad o he Fars -
Applicant details Payment detalls
TRA file number Payment type
TRAZA777296287 Documentary Evisence - OSAP
First name Other namers Payment amount [AUD]
Your frst name Your migee name $112000
Lastname Date O1 birtn Customer Reforence Number
Your last name 110172000 31353147230830
Email addross
Your.email@address.com
$1120.00
1N B
M
dhcider Nam

At the successful completion of a payment, the TRA Online Portal will email a payment receipt
containing your TRA Reference Number, name and the type of payment made to your nominated email
account. You must submit this payment receipt to your chosen RTO with your skills assessment
application form.
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Reprinting a payment receipt

You are able to reprint your payment receipts through the TRA Online Portal at any time.

This can be done by:

1. Logging into the TRA Online Portal. Payments you have made are listed under Previous
Payments Received at the bottom of the page

2. Click Select to Print on the relevant payment and click Print. A new window will pop-up allowing

you to reprint your receipt.

Previous Payments Received

/0572023 3:31:02 PM Documentary Evidence - OSAP - 88137D187 31353147230839 27780519 §1.120.00

=

Updating details

You may update details in the TRA Online Portal including the email address, gender and phone
number by logging in to the TRA Online Portal, clicking the Update button and amending the relevant
information. Once you have updated your information, Click Save.

Refunds

The TRA Payment and Refund Policy outlines the circumstances in which TRA will refund payments and
the process for obtaining a refund. This along, with the Refund Request Form, can be found on the

Policy and forms page on the TRA website (www.tradesrecognitionaustralia.gov.au).

Password resets and locked accounts

Resetting your password — if your security questions/answers are known.

If you would like to change your password, you can do this at any time using the Click here if you have
forgotten your password button on the TRA Online Portal home page (see screenshot Fig 1 below).

You will be prompted to enter your username, and then answer the three security questions (see
screenshot Fig 2 below), that you created when registering your account — See the Registering an

account section on page 2 of this document.
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Figl

:ﬁm 3 ’ TRADES nzcocnrnou

1 you have ot signad ino the olin portal boors pleaso cick blow to Rogister for  program. 1 you aready have an acooun o the onifno poral pleasa otoryour detals 10 Sign in
I ng the security questions create your online portal account.f you have forgoten your usemame or password, please contact Trades Recogn

Register Sign in
Which program do you want 1o register for? Usemame
Select an option |

Password

EIN K=E

Not sure? Find the right program for you

Fig 2

Change Password

Change Password

Please enter your Usemame and click continue

usemame *

Your Username

oI

Plaase answer d enter a new ¥ all the detads password will bs changsd
Service Question 1 1 you could be an animal what would it be? ~ Answer 17 Secuty questions will be used If you forget your password. You must select three diflerent questions
&nd provide an answer for each of them
211you coula Would 1t be? Answer 3¢
Servics Question 3 Where would you choos to live if expanse was notan issua? Answar 37

Plaase type and confirm your desired password. Passward must be at least 14 characlers long, and include Uppercase, Lowercase and Numbers. For sxample: Michaelsmithd7

Mew password

Confirm password

=

Unlocking account and resetting passwords

Resetting your password — if your security questions/answers are not known.

If you have locked yourself out of your account or forgotten your password and forgotten the
three-security questions you created at account registration, you should contact TRA for assistance.

TRA will undertake a verification process to confirm your identity and if successful, can unlock the
account and reissue a password.
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Enquiries

If you require assistance, you can contact TRA by:

Phone

Email
Enquiry
Web

Post

Monday to Friday: 10.00 am to 4.00 pm.

Australian Eastern Standard Time, excluding public holidays (GMT +10 hours)
Outside Australia: +61 2 6240 8778

Within Australia: 1300 360 992

traenquiries@dewr.gov.au

Contact Us | Trades Recognition Australia

www.tradesrecognitionaustralia.gov.au

Trades Recognition Australia

Department of Employment and Workplace Relations.
GPO Box 9880

CANBERRA ACT 2601

AUSTRALIA
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