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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.

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 the 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 and selecting either Temporary Skill

Shortage (TSS) or Offshore Skills Assessment from the drop-down menu under Register.

TRADES RECOGNITION
AUSTRALIA

Complete the Applicant 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 the mandatory fields, click Register.
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Applicant Registration

Piaase enter o the details below. For securty reasons you must select three qustions and provide your answer for each one. These questions wil ba used if you forget your password

These details will bs used to match the Applicant's payment 1o tha Applicant's application. You must enter only the detais relating 1o the Applicant

Applicant’s First Name Applicant's Other Namels) Applicant’s family Name 1f you have only one name, enter it in the ‘Applicant's Family Name" fisk. The Applicant's personsl
information will be stored by TR and will be used to match the payment to the Applicant's

application - that the details the
Applicant's application form.

Applicant’s Date of Birth

days ~  months v years v

Applicant's Email Confirm Email

Applicant's Phone Number

Service Question 1~ Answer 1 ‘Secunity questicns will be used if you forget your password. You must select three different questions

Please select a security quastion - and provide an answer for each of them.

Service Question 2 Answer 2
Please select a security question ~
Service Question 3 Answer 3
Please select a security question v
Pasaword Canfirm Password You must create 3 Password which you will use 1o log in and make a payment. Password must be at

least 14 characters long and include at least one CAPITAL letter, at least ane lowercase letter and at
least one numeral.

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.

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

Australian Government

RTO Skills Assessment Services Registration

You have successfully registered with the TRA Online application tracking system. Your usemname is SMIJOH0094 You must ensure that you remember your username and password details
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When logging in for the first time, you will be required to update your email address. This email
address will be used to receive one-time codes required each time you log in. Please enter and confirm
your email address and click the Update Email Address button and then click the Continue button. You
will then be sent a one-time code to your updated email address. Please enter the code and click the
Continue button to complete the process (see screenshots below).

TRADES RECOGNITION
Australian Government AUST RALIA

Update Registered Email Address

We have multfactor ication to Trade Recognition Australia’s Online Portal to improve how we secure the personal information of our applicants. Multifactor authentication
helps protect against unauthorized access, phishing attacks, and password breaches by requiring additional verification beyond just a password

When accessing your application, you will be asked to enter a six-digit One Time Passcode that will be sent to your email address. This passcode only remains valid for 10 minutes.

Please note that only one email address can be used to recaive a passcode. If you share access to this application with someone else (such as a migration agent), they will not be able to
recaive the One Time Code unless they have the same email address

Please enter the email address you wish to use to receive a One Time Passcode below and select 'Update Email Address’, then select ‘Continue’.

Registered Email *

Confirm Email -

« Back to Sign In Update Email Address Continue —~

: TRADES RECOGNITION
- AUSTRALIA

Australian Government

Update Registered Email Address

We have i multfactor ication to Trade Recognition Australia’s Online Portal to improve how we secure the personal information of our applicants. Mulifactor authentication
helps protect against unauthorized access, phishing attacks, and password breaches by requiring additional verification beyond just a passwaord.

When accessing your application, you will be asked to enter a six-digit One Time Passcade that will be sent to your email address. This passcade only remains valid for 10 minutes.

Please note that only one email address can be used to receive a passcode. If you share access to this application with someone else (such as a migration agent), they will not be able to
receive the One Time Code unless they have the same email address.

Please enter the email address you wish to use to receive a One Time Passcode below and select 'Update Email Address’, then select ‘Continue’

Registered Email -

@dewr.gov.au

Confirm Email *

@dewr.gov.au

« Back to Sign In Update Email Address

Email address update has been successful. Please click on Continue button to get one-time passkey.

RTO Assessment Services Applicant Guide Page 5 of 14



TRADES RECOGNITION
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One Time Passcode

We have sent a One Time Passcode to the email address associated with this account This may take a minute or two to arrive. Please enter the One Time Passcode below and select
‘Continue’ to verify your access,

Please note that the One Time Passcode is time-limited. If not used within the time period indicated below then you will need to select ‘Send new code’

If you d not receive an email from us, a different email address may be associated with your application. If you share access to your application with another person, such as a migration
agent, this may be their email address. Only one email address may receive a One Time Passcede. If you wish to change the email address used for this purpose, please contact us

Enter One Time Passcode *

Send new code

« Back to Sign In

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

TRADES RECOGNITION
AUSTRALIA

v curent s susoronss [T

’ Welcome to the RTO Skills Assessment Services

Your Personal Information has been partially populated from the Registration page, please provide additional information, then press the Save button. Once Saved, you can Proceed to Payments or Update to edit your Personal Information

TRA File Number

TRA25/777531759

First Name Middlo Name Last Name
John Smith
Email Address Date Of Birth Gender * Different Term
@dewr gov.au 1101/1900 v
Applicant's phone number * Occupation Country of Passport *
0400123456 v v
Country of Residence *

Agent/Representative Details

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

Yes @& No

[E— o [ e

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

® Yes No

1t a migration agentrepresentative has assisted you in completing this application, please fill out the fallowing details.

Agent Name * Organisation * By providing these details, you authorise the Department, in relation to any RTO Skils
Assessment Services appication made by you, 1o

- send comespondence to the above mentioned agentirepresentative.
Start byoing here o search for vour addres If the address is not found or is an international address, please enter it manually. iyt s vk wats s et Ly
Start typing here to search for your address « liaise directly with thal agentirepresentalive; uniess you direct us 10 do othenwise

Address Line 1+ Address Line 2

Suburb = State Post Code

Country *

Contact Number * AgentiRepresentative Email Agent Number (MARA)

Once you have entered and confirm your details (and if applicable, your agent’s details), you will be
required to upload mandatory documentation. Follow the instructions on screen and then click the
Continue to Payment button after your documents have been uploaded.

' Welcome to the RTO Skills Assessment Services

Upload Documents

Document Requirsments

o ation

Passpot TTTTTTTTTTTEmTmmmmmmmmmmmmmmmmmomTmmmomTomomTt

Required number of documents: 1 ] ! | confirm that | have viewed the document and it is comect
R e— | Click here or drag and drop fles to upload
download and view it. ]

Agentnominationform | T TooTTTommmmmmmmmmmmmmmmmmmmmmmmmmmm

(Optional) Maximum number of 1 t | confinm that | Rave viewed the document and It is comect

documents 1

Click on an uploaded document icon to
download and view it.

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 button at the bottom of the screen. You will need to upload

the required documents (if you haven’t already). 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 and click the
Validate button.
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RTO Assessment Payment ldentifier

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 Assossmant Payment Identifior

RTO Payment Type Payment Amount

Future Skills Intemational Documentary Evidence - OSAP - Review $700

| confirm that the Getal i correct and | am ready to make 2 payment

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, tick all
available checkboxes and select the Click to Pay button (see below).

. Welcome to the RTO Skills Assessment Services

Privacy notice and Declaration
Privacy notice

Your personal information is. protected by law including the Privacy Act 1988 (the Privacy Act), and is collected by the Ausiralian Govemment Department of Education and Training for the follawing purposes

« to allow Trades it (TRA), as the relevant ing authariy for skiled occupations specified in Instruments mads under the Migration Regulations 1984, to process and cation for 2 skils review, undsr one of the following programs:
o TSS Skills Assessment Program
o Offshore Skills Assessment Program (OSAP)

+ Trades Recognition Service (TRS)
+ 1o alow you to maka a payment lo TRA sa you can conlinue yous applcation with a TRA-approved Registared Training Organisabion (RTO) for one of the abave skils assessment services, and
« to alow TRAto confirm and process your payment or refund. s appiicable.

Your personal information, incuding sensitive information”, may be collected from or disclosed to:

- the TR you i process your application

« any other TRA-approved RTO which TRA appoints to take over or review your application;

+ your authorised agent. i you have provided consent for an agent 1o act on your behalf

« the Reserve Bank of Ausiralia and their to facilitate the processing of your payment,

« other gavemment agencies, including the Department of Home Affairs

« the Australian Skills Quslity Authority (ASQA) whers it s relevant o issuing VET quaifications or statements of attsinment: and
« other stale or teitory regulators for purposes cannected to icence application assessment processes

‘Your persanal information may alsa be used by the department, or given to ather parties for resarch and investigati or where you have sgreed or it s required or w

1f your personal information is nat collected, your skills assessment application and payment canna be processed

You can get more information about the way in which the department will manage your personal information, ing or information, and how to make a complaint, in our full privacy policy, at dewr gov aulusing sitaipeivacy or by requesting a copy from the depariment at
P au

wtan s defned m secton 8 o e Privacy Act and nchudes. e s ot imied i, inkoration abcul an inchviduss racel o st sripn, meisershis of 8 professional or rade assosiston. or 8 irade unkn. Susyect 2 1 few excepions, e Privacy Act reciudes an enity sublest 2 e Ausiraan Brvacy Princpies fom colecting sensiive ikormaton abut n mvidus wined ha inchvduals

Declaration
Important: If you have not d and read this nofice, pie i ideli TRA's website
1 confim that hosen RTO and can provide me with an assessment under the RTO Skils Assessment Senvices

a

I conirm that my chasen RTO has suppid me with an RTO Assessment Payment Identiier code 5o that | can maks & payment for my assessment

[}

1 understand that giving false or misleading information s a serious offence and confirm that the information supplied on this form s true and comrect

a

I acknowledge | have read, or have had read 1o me, the above privacy notice and | consent to my personal informatian, including sensiive information, being collected by the department, induding from third parties such as my nominated agent and RTO
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You will then be directed to the Payment Screen for to begin the payment process. The details in this
screen should match your personal details (see below). When you are ready to pay, you will need to
enter a valid card holder email address and the click the Pay with ANZ Worldline button.

Welcome to the payment screen

You are aboul to make a paymant for your application

it will b S0t 1o e email address provided on e Fers

Applicant details Payment details
TRA file number Payment type
TRA25/777302839 Documentary Evidence - OSAP - Review
First name Other nameis. Payment amount (AUD)
John $700.00
Last name Date of birth Customer reference number
Smith 1/01/2000 32183083901235
Email address.

email address@email com

Card holder details

Card hold

email addr

Cancel Pay with ANZ Woridline

You will now be redirected to the ANZ Worldline payment page which will allow you to enter your card
details and pay.

Important — The ANZ Worldline 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 Securely.

#+ & Trades Recognition Australia

Australian Geoverns

Shopping cart Payment details Payment complete
¢ — .
Card number Order overview

Total charge: AUD 700.00
Order reference: 32183093901235

Cardholder's name

Cancel
Expiry date
01 v 2025 v
Card verification code
@
Payment processed by
P . About ANZ Worldline Payment Solutions | Security | Legal info

ANZ " WORLDLINE 4/ | securty |

Payment Solutions
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If the payment is successful, you will be redirect back to the TRA Online Portal and will receive
confirmation that your application has been paid and submitted.

TRADES RECOGNITION
AUSTRALIA

Welcome to the payment screen

Applicant delails Payment details
TRA file number Payment type

TRA25/777302839 Documentary Evidence - OSAP - Review

First name Other namels

Last name Date of birth

Smith 110172000

Email address

email address@email.com

- Receipt Number: 195000 - Date: 30/05/2025 15:30
Your application has been successfully paid and submitled. Please cick Next 1o continue.

Visit out website for further information (including processing times), frequently asked questions of 1o contact us

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
address (and if applicable, your agent’s email address). You must submit this payment receipt to your
chosen RTO with your skills assessment application form.

Reprinting a payment receipt

You can 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.
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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.

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 by selecting the Forgotten your
password? button on the TRA Online Portal home page (see screenshots below).

You will be prompted to enter your username and then answer the three security questions, that you
created when registering your account — See the Registering an account section on page 3 of this
document.

TRADES RECOGNITION
ustmll‘s‘u-l Go;'crnment AusTRALIA

+ Signing in for the first time to the TRA Online Portal, please complete the Register section below.
+ Currently participating in a TRA program and you have a Username and Password, please enter your details in the Sign In section below.

PLEASE NOTE
« You can reset your password by clicking on the link Forgoften your password? and answering the security questions you created when you registered your account
« If you have forgotten your Username or Password, please contact Trades Recognition Ausiralia. Please include your full name and TRA reference number in the enquiry.

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?

Forgotten your username?
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Change Password

Change Password

Piease enter your Usemame and click continue

Username *

YOURUSERNAME]

Please answer Inese Ihree qUESHions and enter a new Password. If all the detalls are CoMect your password wil be changed

i " u coul i uld it be? * . _ ;
Service Question 1 you could be an animal what would it be Anower 1 Security questions will be used If you forget your password. You must select three
arfferent questions and provice an answer for each of them

Service Question 2 If you could ehoose another profession what would it be? * Answer 2 *

Service Question 3 Where would you choose to live if expense was not an issue? Answer 3 *

Please lype and confitm your desired password. Password must be at least 14 characters long, and include Uppercase, Lowercase and NUmbers. For example: M1chael5m1tho7

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.

Forgotten username

If you have forgotten your username, please first check your email account as we sent you a
confirmation email when you first created your account.

Alternatively, you can retrieve your username at any time by selecting the Forgotten your username?
button on the TRA Online Portal home page (see screenshots below).

You will be required to provide your registered email address, TRA Number, and date of birth. If you do
not have these details, you should contact TRA for assistance.
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TRADES RECOGNITION
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If you are:
« Signing in for the first time to the TRA Online Portal, please complete the Register section below:
« Currently participating in a TRA program and you have a Username and Password, please enter your details in the Sign In section below.

PLEASE NOTE
« You can reset your password by clicking on the link Forgotten your password? and answering the security questions you created when you registered your account
« If you have forgotten your Username or Password, please contact Trades Recognition Australia. Please include your full name and TRA reference number in the enquiry.

Register Sign in
Which program do you want to register for? Username
Select an option ... hd

Password
Not sure? Find the right program for you

Forgotten your password?

Eorgotten your usemame?

TRADES RECOGNITION
AUSTRALIA

Australian Government

Forgot Usermame

Forgot Username

Please enter the following details and click continue.

Registered Email Address *
TRA Number *

Date of Birth *

days v months w years v

Back to Sign In
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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

RTO Assessment Services Applicant Guide
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