Government of Western Australia
Department of Training
FACT SHEET

TRAVEL AND ACCOMMODATION
ALLOWANCE CLAIMS PORTAL - User Guide
for apprentices and employers

The Department of Training and Workforce Development released a new online
claims portal for the lodgement of travel and accommodation allowance claims. The
Department assists apprentices and trainees with travel and accommodation related
to the completion of their off the job training component when you have to travel
more than 70kms (round trip) to the closest training provider.

All claims must be submitted within 60 days of the completion of the apprentice’s
training or attendance period for the claim to be eligible.

BEFORE YOU GET STARTED

To lodge a travel and accommodation claim and use the portal you will need to have
a registered account in the Western Australian Apprenticeship Management System
(WAAMS).

If you have already registered your WAAMS account, you can start your TAA
application process from Step 2.

If you have never used WAAMS and require an account, please see the following
instructions for setting up a WAAMS account.

The email invitation contains a link and instructions on how to set up your WAAMS
account.

1. Setting up a WAAMS account
If you have not registered for WAAMS you need to request an account online and
the Apprenticeship Office will send you an email with login instructions.
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Login Request an account Verify Trade Certificate

WA Apprenticeship Management System

NEW - for AASN Providers Complete the below fields to request a WAAMS portal account.

Atool to assist in identifying the correct, current Traineeship/Apprenticeship First Name
from the options presented in ADMS/ReadyApprentice.

Current Apprenticeship Traineeship Verification Tool

. . . Last Name
The Western Australian Apprenticeship Management System (WAAMS) online client
portal provides a quick and easy way to view training contract details, request changes
to the training contract, and update personal or organisational details. Employers can
also view information about the Jobs and Skills WA Employer Incentive and submit Email Address
incentive claims for eligible training contracts that have reached their payment
milestones name@example.com

Please select required user role

Apprenticeship Office News
Please select required user role v

e Online Trade Certificate Verification (OTCV) - 20 Sep

2022 I Submit |
Trade certificates that have been issued to apprentices who have successfully

completed an apprenticeship in Western Australia can now be verified online. Follow

When requesting an account you will need to use the same details (first
name, last name and email) used when you registered your training contract
and select your required user role. Please select the user role ‘Apprentice /
Trainee’ or ‘employer’.

You will then be emailed instructions on how to register by the WAAMS portal.
If your details do not match or you have any issues requesting an account,

please contact the Apprenticeship Office on 13 19 54 or via email to
apprenticeshipoffice@dtwd.wa.gov.au
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Government of Western Australia
Department of Training
and Workforce Development

Western Australian Apprenticeship Management System

With 24/7 online access to view and manage
your training contracts, submit change requests
with no forms to fill in and — in most cases —
instant approvals, WAAMS gives you
time savings, convenience and flexibility.

The Department of Training and Workforce Development
Apprenticeship Office invites you to register for WAAMS - our
new online service portal for employers, apprentices and trainees,
registered training organisations and AASNSs.

Registration is quick, just two easy steps.
1 Click or tap on the Register here link below

2 Enter the user name provided below, and a password, to
create your WAAMS account

For more information about WAAMS, including ‘how to’ videos to
help get you started, please visit the Apprenticeship Office
website at dtwd.wa.gov.au/apprenticeship-office.

@ Government of Western Australia
e WAAMS
Select the registration link and create your password. Your password must

contain at least 14 characters.

Once you have registered you will need to navigate back to WAAMS to
successfully login.

2. Logging into TAA

Visit the TAA portal webpage and click the ‘sign in’ button to login and lodge
travel and accommodation allowance claims.

and Workforce Development
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Travel and Accommodation Allowance

ﬁ e Travel & Accommodation Allowance

Through Travel and Accommedation allowance (TAA) the Department of Training and Workforce Development assists apprentices and trainees with travel and accommodation
related to the completion of their off the job training component. Assistance is also available to lecturers and employers whose travel and accommodation arrangements meet

the requirements of the policy. Full information about TAA is available in the Apprenticeship and trainesship policy, available under the Policy saction on our websita.
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You will be directed to the WAAMS login page and instructed to login with
your email and password before being redirected back to the TAA portal.
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NEW - for AASN Providers

A tool to assi: renticeship

Email
leamner@email.com
Password

tal provides a quick and easy

he training contract, and

Remember me

Apprenticeship Office News Portal conditions of use

1 agree toth stralian Ap

Terms and Conditions of Use, and acknowledge tha

ns, it is my responsibility to ensure that:

* Online Trade Certificate Verification (OTCV) - 20 Sep
2022

thase terms and cond

o 1 donot provide access to data in the portal to any person otherwise
than as authorised by

o When | cease to bea represent

nisation access is de;

ortal from an authorised user account, originates from that

thorised user and is a valid transaction or instruction which may not be

Department understands that there may bs

If an incarrect submission is made, the

* How to obtain a copy of your trade certificate or an
extract of your training contract - 20 Sep 2022

he Department immediately on 13 19 54 {for
Il 08 6551 5495)

A hard copy trade

an apprentizeship in
or stolen, an apprentice b

« Their trade ¢ Forgot or change your password?

You will know that you have successfully logged into the TAA portal once
back at the home page as you will see new menu options in the top right hand
corner.
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Travel and Accommodation Allowance

Through Travel and Accommodation allowance (TAA) the Department of Training and Workforce Development assists apprentices and trainees with travel and accommodation
related to the completion of their off the job training compenent. Assistance is also available to lecturers and employers whose travel and accommadation arrangements meet

the requirements of the policy. Full information about TAA is available in the Apprenticeship and traineeship policy, available under the Policy section on our website.
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3. Making a new claim

To start a new Travel and Accommodation Allowance claim visit the ‘My
Claims’ section of the TAA portal.

@&mméwﬂfm& Austral Travel & Accommodation Allowance

and Workforce Development

Travel and Accommodation Allowance

Through Travel and Accommodation allowance (TAA] the Department of Training and Warkforce Development assists apprentices and trainees with travel and accommodation
related to the completion of their off the job training component. Assistance is also available to lecturers and employers whose travel and accommodation arrangements meet
v on our website

the requirements of the policy. Full information about TaA s available in the Apprenticeship and traineeship policy, available under the Policy sect

Before submitting a claim, you need scanned copies of any paid
accommodation or travel receipts.

Select ‘Create’ to start a new claim, then click ‘start claim’.

Home John Doe ~

My Claims

Claim Status

0 Draft Attendance Attendance

[ submitted Created On ¥ Claim No. Trainee/Apprentice Training Contract Start End Status Reason
[J Processing 29-05-2023 01305 lohn Dos 1169729T1-John Doe- 01-05-2023 05-05-2023 Submitted

[0 More Information Required TERAE Account

[ Recommendad
[ Approved

[ Rejected -

Apply
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My Claims Home John Doe ~

Home My Claims Start New Claim

Before starting the claim process, please read the relevant user guide for instructions on how to make a claim in the online portal. For details on the eligibility requirements and
payment rates please read the Procedures for the Travel and Accommodation Allowance (TAA) for Apprenticeships document

Amounts payable for a claimed period are determined by the information pravided on this form. Non-compliant or incomplete claims may be returned without payment

ALL RECEIPTS for paid accommodation must be attached. Your application will be returned if incomplete information is provided.

This claim must be submitted within 50 days of the last nominated training day.

Start Claim

Select your training contact, enter your training attendance start and end
dates, training location and select whether it is a day or block release. Then
click ‘next’.

If your training contract details are not correct these must be updated in the
WAAMS portal. Once updated you will need to refresh the page or re-login to
see the changes.

You will see several ‘tabs’ across the top of the screen and by completing
each ‘tab’ section, you will choose Next> to move through these sections.

— N |
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Home My Claimns [/ Process Claim

Process Claim

1 Training Details 2 Applicant Review 3 Travel Log 4 Accommodation S Bank Detzils 5 Claim Evidence T Summary

Training Details

Select an eligible funded Training Contract to lodge your claim agginst and enter your training details. If any contract detzils are incorrect please update them in the

WAAMS partal.
Training Contract Training Contract Details
Training Contract ® Training Contract iD
11657851 -luhn Dos-Account m 1165785T1
TC Status
Active
Training Details TC Start Date
30-06

Attendance Start *

Actual End Date

| | =
Attendance End *
RTO
| | =
Te=| HTCY51428)
Training Location * Employer *
v —

Training Release Pattern *

O Day Release O Block Release
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Review your details and ensure they are correct. If you need to edit any

details this must be done in WAAMS. Click ‘next’ when ready to proceed with
the claim form.

Process Claim

1 Training Dotails » 2 Applcant Roview 4 Accommodation & Hank Detalk & Clam Evidencoo 7 Summary

Applicant Details Review

Flease review The apprentostraines desails below and enssne Bhat they anc corect. Your ressdenmial address will be wsed to calodate the claim allowaroe i yo

diaiming private trawel. Mcase update these details an the WAAMS portal i they are Incorrect.

Apprentice/Trainee Details Residential Address

Sirtbeday

Frirnary Email

LS

L (00 0

Postal Address

500 ook Sanan

Ojpahu

.~ —— / __~ _\ &/, 4/ |
Building the Western Australian workforce through apprenticeships and traineeships



Government of Western Australia
Department of Training
and Workforce Development

Enter your travel details by clicking ‘add journey’.

Note: For Apprentice or Trainees indicate if your training provider or employer booked your
travel and if applicable your departure point.

Home My Claims / Process Claim

Process Claim

1 Training Details +* 2 Applicant Review «* 3 Travel Log 4 Accommodation 5 Bank Details 6 Claim Evidence 7 Summary

Enter your Travel Journeys

If you are claiming travel allowance you are required to create an entry for each of your return journeys below.

Did your Training Provider or Employer book your travel [Air, Bus or Train) for you to attend training? *
O No ® ves

For Air travel, please indicate your departure airport

| L

For Bus or Train, pless= indicate your departurs point e.g. Train or Bus Station *

l l

Travel To Venue Date 4 Private Public Air Travel To Home Date Private Public Air

There are ne records to display:

If claiming private transport, are you or your immediate family the owner of the vehicle?

® No O Yes
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Enter your journey details. Then click ‘Submit’.

To Campus Journey

Diate Travelled to Campus *

By Private Transport? *
® No O Yes

By Public Transport? *
® N O ves

Bry Air? *
® No O Yes
Return Home

Date Returned Home

By Private Transport?
® no O Yes

By Public Transport?
® no O Yes

By Air?

® No O Yes

Click next when all journey details have been added.

Home My Claims /' Process Claim

Process Claim

1 Training Details o 2 Applicant Review v 3 Trawel Log ' 4 Accommadation 5 Bank Details 6 Claim Evidence 7 Summary

Accommodation

Ifyou are daiming the accommedation allowance you are required to enter the numbser of nights and the accommedation address below. The ‘private accommaodation

recsipt’ template is the preferred receipt to use for daiming private sccommodation expensas and can be downloaded on the Department's websibe.

Are you claiming Accommadation Allowance? *

W Wo O Yes

B e AN N
S e v A N N | |
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Enter your accommodation details (number of nights stayed and
accommodation address) if you are claiming the accommodation allowance.
Click ‘next’ when ready to proceed.

Are you claiming Accommodation Allowance? *

O No @ Yes

Number of Nights *

0

Please enter the accommodation address

Select the bank details or add your bank account details where claim
payments will be made. Select ‘next’ when ready to proceed.
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Process Claim

1 Training Details 2 Applicant Review % 3 Trawellog 4 Accommodastion « [EESEEUTSe=CPEM € Claim Evidence 7 Summary

Bank Details

This section is compulsory for all apprentices/trainees daiming the Travel and Accommedation Allowance Payment. Payment of spproved claims will be issued by Electronic

Funds Transfer (EFT} directly into the bank account listed below. Chegues will not be issued.

Selected Bank Account
Bank Accounts

Add a new bank account or select from accounts previously used Juhn Doe-****1734 m
Add Bank Account

Account Name BSB Account No.

John Doe 066-009 weEs1234 (=]

New Bank Account x

Account Name *

I I

BSB Number *

I I

Bank Name *

E I

Branch Name *

E I

Account Number *

I I

You must upload receipts and/or other documents for any transport or
accommodation being claimed. Click ‘next’ when you are ready to proceed.

5~ _________——— / _~_\ N/ x|
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Process Claim

1 Training Details « 2 Applicant Review «* 3 Travel log & 4 Accommodation 5 Claim Evidence 6 Summary

Upload Claim Evidence
Please upload receipts andfor other documents for any Transport or Accommodation being claimed.

Please ensure that the receipts and/or documents uploaded are clear and readable as otherwise this may delay your payment.

© Add files

Next

Review your claim on the summary page and add any additional comments

before scrolling down, tick the Declaration box, and click on the Submit
button.

Claim Summary

Please review the information you have entered and ensure it is accurate. You must complete the declaration before submitting the claim.

Comments

Please enter any additional comments here before submitting
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| certify that all of the details stated in this claim, as provided by me, are true and correct. | understand that it is a serious offence under the Criminal Code Act 1913 to provide a

false and misleading statement to gain entitlement to Travel and Accommodation Allowance.

[ Declaration * Date *
‘ 11-05-2023 =
[
Process Claim
Your claim has besn submitted successfully. Please sllow 30 days for processing before contacting the Department. If you hawve not recsived payment after 30 days of
ladging your claim you cam con epartment through the below contact detsils. For gueries regerding the Trewvel and Accommedation Allowance plesse:
=phone the TA4 Administration Officer on 02 6551 5454 or
All travel and accommodation allowance claims must be submitted within 60
days of the completion of your last day of block training or within 60 days of
the last day of term for apprentices attending day release, for the claim to be
accepted.
Your claim will be assessed and processed once your attendance is verified
by your training provider.
Please allow 30 days for processing before contacting the Department. If you
have not received payment after 30 days of lodging your claim you can
contact the Department.
For queries regarding the Travel and Accommodation Allowance please
telephone the TAA Administration Officer on 08 6551 5494 or email
taa@dtwd.wa.gov.au
L s —c /N \ |
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