Tuition
Protection
Australian Government Service

TPS Online Instructions
Requesting a Refund

TPS Online: Summary of tasks

v" Loginto TPS Online

\

Change your password

v"Indicate whether your provider owed you a refund of unspent tuition fees
on the date of the default

v~ Provide proof of your identity
v Update your contact details

v~ If your provider owes you a refund of unspent tuition fees, upload your proof of payment
documents

v If you are eligible to receive a refund of unspent tuition fees, apply for a refund

v Check your emails and TPS Online regularly for notifications and tasks to complete. Be quick
to respond to TPS requests!

WWWw.tps.gov.au
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TPS Online: Log-in page
o —

Tuition Protection Service Log in using the username
and password emailed to

you from TPS Online.

Student Login Provider Login

Log in using the details that we emailed you Log in using your PRISMS credentials

Usemame Logon ID

student@student com

Password Password

.................... If you have forgotten your

) Remember my usemame [ Remember my logon ID Iog in details, CIiCk forg0tten
COO | CTE | ouuscrmame/password.

Imgatte'\ your Lse’name-‘password?l Meed a sample login to do testing?

WWW.tps.gov.au .

TPS Online: Change your password
(%m.mm

Tuition Protection Service Welcome

You are here: Home Viewlupdate my details
Change my_password
You must change your

Your password needs to be changed

Welcome to the TPS

The TPS can assist you to either

+ complete your studies in another course or with another
education provider; or

+  recaive a refund of the unspent component of your tuition fees.

As you work through this process you may be prompted for the
following information

Proof of identity

+ Avalid passport or Australian driver's licence.

+ Ifyou are under 18 years of age, proof of guardianship.
Proof of payment

+ Acopy of the written agreement with your provider.

+ Copies of receipts, payment advice or bank statements

Visa status.

« Evidence of student visa

.
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TPS Online: Change your password

.
& i

% Australian Government
% -

Tuition Protection Service

You are here: Homer Change password

Help with this task

Enter new password

Password change

New password (required
Your new password must have: L e

« atleast fourteen (14) characters; and Confirm new password (reauires)

+ thrae of the character types: uppercass, lowsrcase, numerals

and symbols. Example: Password87% .
Security question (required)

You must also choose a question and enter the answer. ~|

Answer d
When you click save you will be returned to your home page. owEnd)

save

WWW.tps.gov.au

TPS Online: Home page

* Enter your new password twice
* Choose a security question and answer
* Click save.

Your new password must have fourteen (14)
characters including uppercase and lowercase
letters, numbers, and symbols (e.g. !, S or #).

If your new password does not meet the criteria,
you will see this message:

tuitionprotectionservice testidc.hosts.network says

VALIDATION ISSUES

Please address the following issues before continuing:
Your new password must have:

- at least 14 characters.

Please refer to the security rules on the change password screen.

Q—

Tuition Protection Service

Yousrehers: Home

The ABC School of Learning Pty Ltd (CRICOS/RTO/TEQSA number)
Trading name
Campus

Welcome to the TPS

TASKS TO BE COMPLETED

 course or with another

YOUR PROVIDER'S OBLIGATION TO YOU
-omponent of your tuiton fees.

may be prompted for the

To tell us about your provider's obligations to you, please click the “next” button to start

sresimed 100 00T 7

Itis important for you to know whether your previous education provider owes you any unspent tuition fees
at the date the default occurred and, if this is the case, has the provider fulfilled its obligation to you.

Welcome

Your home page will list any tasks
you need to complete to progress

your claim with the TPS.

Check your home page regularly for
tasks to complete!

= Acopy of the written agreement wih your provider.

- Copies of receipts, payment sdvice or bank statements.

- Evidence of student visa.

WWWw.tps.gov.au
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TPS Online: Your provider’s obligation to you

YOUR PROVIDER'S OBLIGATION TO YOU

It is important for you to know whether your previous education provider owes you any unspent tuition fees
at the date the default occurred and, if this is the case, has the provider fulfilled its obligation to you.

To tell us about your provider's obligations to you, please click the “next” button to start.

It is important to know whether your provider owed you a refund of any unspent tuition fees
at the date of the default and whether the provider fulfilled its obligations to you.

On your home page, click next on YOUR PROVIDER’S OBLIGATION TO YOU.

WWW.tps.gov.au .

TPS Online: Your provider’s obligation to you

Help with this task Provider obligations

Provider abligations Your course details

Please indicate whether your previous provider owed you any

unspent tuition fees at the time the default aceurred. Provider The ABC School of Learning Pty Ltd (CRICOS/RTO/TEQSA number)
Course Name of course you were enrolled in (course code)
Location Campus name
Date of default 10Jan 2023

Your provider's obligation to you
At the date of default my provider.

did not owe me unspent tuition fees
owed me unspent tuition fees

On the date of the default, did your provider owe you any unspent tuition fees?
* If you select owed me unspent tuition fees, you will need to provide proof of payment documents.

* If you select did not owe me unspent tuition fees, the financial assessment process will end. You
will only be able to browse alternative courses.

WWWw.tps.gov.au
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TPS Online: Your provider’s obligation to you

Outcome

O My provider has offered me a place in an alternative course at their own expense, which | have
accepted.

O My provider has refunded all of my unspent tuition fees.

O My provider has only refunded some of my unspent tuition fees.
® My provider has not refunded any of my unspent tuition fees.

Return to my home page

Select the option that applies to you.

Click save.
www.tps.gov.au .

TPS Online: Proof of your identity

PROOF OF YOUR IDENTITY

START

For you to receive tuition protection assistance from the TPS, you are required to provide us with proof of
your identity.

It is recommended you provide us with a scan or photo of your photographic identification - either your
passport or driver's licence.

Before you start, you may need to scan documents and save them on your computer to upload.

Please click ‘Start’ to begin.

To receive any assistance from the TPS, you must provide proof of your identity.
On your home page, click start on PROOF OF YOUR IDENTITY.

.
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TPS Online: Upload your proof of identity document

Help with this task Step 1 of 3 - Upload proof of identity document

Proof of identity
Document

“You need to prove your idenfity. The acceptable documents are 3
passport andlor 3 driver's licence. C:\fakepath\passport.pdf

If yau ara the guardian of a student under 13 years of age, you
must also provide evidence of guardianship.

Return to my home page

Note: You may need to scan your decuments and save them to
‘your computer first.

To uplead 3 document

1. click Browse to locate the document on your computer;

2. click next to upload the document and navigate to the nest

sareen, where you will be able to upload anather dosument.

You will need to upload a photo of your passport (preferable) or driver’s licence from your
device to prove your identity.

* Click browse and select the file you wish to upload
* Click ok and then next.

www.tps.gov.au .

TPS Online: Review your proof of identity document

Help with this task Step 2 of 3 - Review your proof of identity documents

Proof of identity
Once you have finished uploading your proof of identity documents, please click next to continue.
All the documents you have uploaded for proof of identity are listed

here.

This sereen allows you to view and if required or defete Proof of identity document

documents. You can also add another document.

Name passport.pdf

Date uploaded 30Jan 2023 10:30:19AM

Add another document

View the document you uploaded to make sure it is the right document.
If you have uploaded an incorrect document, click delete and then add another document.

If you are happy with the document, click next.

.
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TPS Online: Submit your proof of identity document

Help with this task

Proof of idenfity

Read the declaration and click each checkbox to acknowledge that
you have read =nd understand the statements,

Onee you submit your document/s. the TPS will review them and
natify you via email when your proof of identity has been approved

Step 3 of 3 - Submit your proof of identity for assess

Once you are happy with the proof of identity documents you have uploaded please submit it for assessment
To view or change information you have already provided, use the link(s) below.

Review the proof of identity documents | uploaded

Declaration
| declare that to the best of my knowledge, the information | provide is true and correct in every respect.
| declare that | will abide by the requirements of the TPS and asscciated legislative reguirements.

| understand that giving false or misleading informatien is a serious offence.

elurn to my home page

Read the declaration.

If you are happy to proceed, tick all three boxes and click submit.

WWW.tps.gov.au

TPS Online: Review your contact details

REVIEW YOUR CONTACT DETAILS

Please click on the review button to view your contact details and make corrections if necessary.

The TPS will send you any
notifications or requests using
your contact details in TPS

Online.

Tuition Protection Service

rou =

Homep Review contsct dstsils - Step 1012

Help with this task

Step 1 of 2 - Review your details

Welcome

Viewlupaate my detais
rd

10G OUT 7
Change my oasswor

on REVIEW YOUR CONTACT
DETAILS to make sure your

Contact details

“our contact details must include at least ane phone number, your

Your contact details

contact details are correct.

‘email address and street address.

Email student@student.com
Vfihe student s under 15 years of age the guardian's contact
details are shown. Australian mobile phone None
If your cantact details are incorrect or incamplete, please update Can contact by SMS Yes
yeour cantazt cessis.
Other phone None
Address

50 Marcus Clarke Street
Canberra ACT 2600

WWW.tps.gov.au
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TPS Online: Update your contact details

Help with this task Update your contact details

] Contact details
Ve must somplets 3l raguired fieds 2nd stezst ans phene

-

Wihen you have anisrad ine comect etais, oick save attne
botiom of the page.

Austr
1224507820

Can contact by SMS

Adaress Update your contact details and
e — click save.

e
B

e

R

WWW.tps.gov.au .

TPS Online: Review your contact details

Help with this task Step 1 of 2 - Review your details
Contact details -
Are these contact details correct?
“four contact details must include at least one phone number, your
email addrass and street address.
Email student@student.com
If the student is under 12 years of age, the guardian's contact
details are shown. Australian mobile phone 0412345675
I your contact details are incomect or incomplete, please update Can contact by SM3 fes
your contzact details.
Other phong None
Address 50 Marcus Clarke Street
Canbema ACT 2600
Australia

yes, my contact details are correct

no, update my contact details

Return to my home page

After updating your contact details, you will be asked to confirm that they are correct.

WWW.tps.gov.au .
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TPS Online: Review your contact details

Help with this task Step 2 of 2 - Review your details
Personal details

Personal details
“Your contact details must mclude at least one phy ber, your
email address and street address.

Name Sample student
If the student is under 18 years of age, the guardian's contact
details are shown Gender Male
f your contact detsils are incomect or incompiete, please update Date of birth 1January 2000 .
iy oty ot . If your details are correct,
I your personal details are incorrect, please use the link to send an . .
email to the TPS Administrator. You may be required o provide Nationality China CI |Ck yes my personal deta’ls
proof of changes to your personal details. 4

Country of passport China

are correct.

Passport number AB12345678

Visa effective date 17 Dec 2015

Visa end date 15 Mar 2023

Visa s class Stdent - Simalfed Sucent Via Framevork (S5VF) If any of your details are

Enrolment (affected) Course name (course code) H H

Fiboipuiymiion N incorrect, click on no, update
Period of study . .
my personal details. You will

T | et in s e T be advised to send an email

t0 Support@tps.govau.

wWww.tps.gov.au

TPS Online: Proof of payment

PROOF OF PAYMENT

We need some further information from you to help us calculate your unspent fuition fees.

Please provide proof of payment for any tuition fees you paid that are direcly related to the course. This
may include documents such as receipts, bank statements or written agreements. Please include anything
else you think might assist us. For example, additional information may include any email correspondence
that you have had previously with your provider regarding a claim for refund.

If you are eligible for placement, you may he able to use this money towards the cost of placement in an
aliernative course, or get a refund if there is no suitable aliernative available.

Please click the "start’ button to enfer your proof of payment.

If your provider owes you a refund of unspent tuition fees, you must submit proof of
payment documents.

On your home page, click start on PROOF OF PAYMENT.

WWW.tps.gov.au
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TPS Online: Proof of payment

Help with this task Step 1 of 4 - Review our payment information
Payment information Please review the payment information we have recorded in our systems. We need further information from you
Flease review our record of payments you have made to your to complete our records.

provider and compare it with your own reconds.

U e P T _
provider and then we will ask you to upload documents that TN 10 my Nome page

support your statement

Payments you made to your provider may have been recorded in our systems.

Click next to review our payment information.

WWW.tps.gov.au .

TPS Online: Proof of payment

Help with this task Step 2 of 4 - Statement by student

Student statement

Us= the tatemant i respond o our questions in your own words In your statement, please tell us about

ST T A = G S e = « Details of any payments you believe are incorrect.
soreen where you can upload documents that support your
statement. « Details of any payments that are missing from our records.

‘You will be given the opportunity to upload documents to support your statement in the next step.

Student statement (required)

| paid $2000 to my provider for my course on 28 November 2022 and | have not yet started it.

Return o my home page

In the student statement box, please provide:
* details about all payments made to your provider (and your agent, if applicable) for your course; and
* a brief explanation of your individual circumstances.

Click next to begin uploading documents to support your statement.

.
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TPS Online: Proof of payment

Help with this task Step 3 of 4 - Upload documents to suppaort your statement

Proof of payment Please upload documents that support your statement. Documents may include:

You must upload documents that support the statement you have

made. « receipts for payment or bank statements

Documents can be reviewed or delsted befare you submit your + your written agreement with your course provider

proof of payment. « information about your student visa, for example your visa refusal letter

To upload your document: « anything else you think might assist us, such as email correspondence you may have had with your

X provider regarding your claim for a refund
» click Browse to locate the document on your computer;

« click next to upload the document and navigate to the next
screen, where you will be able to upload ancther document. Document

C:\fakepath\document.pdf

Click browse to select documents to upload from your device.

Refer to the following checklist to ensure you upload all of the required documentation.

This task will be returned to you to upload additional documentation if necessary.

WWW.tps.gov.au .

TPS Online: Proof of payment document checklist

You must upload the following documents for the TPS to calculate your unspent tuition fees:
O Provider and bank receipts for all payments made to your provider for your course
O Bank statements showing all payments made to your provider for your course. Bank statements
must indicate who owns the bank account.
O Letter of offer outlining all payments due to your provider for your course
[0  Any other documentation (e.g. emails) that will assist us in assessing your financial claim.

Do you have an agent? If you have an agent, you must upload the following documentation:
[0  Receipts or bank statements for all payments made to your agent
O Receipts for all payments your agent made to your provider on your behalf. You may need to contact
your agent to obtain these.
| Agent commission statement or invoice. You may need to contact your agent to obtain these.

Did you defer your course? If you deferred your course, you must upload the following documentation:

O  Approval of deferment
0 Your deferment form

.
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TPS Online: Proof of payment

Document

crmepmnsosmers o [0 Click next once you have uploaded

allofthe required documents

Review your statement and

Help with this task Step 4 of 4 - Review your proof of payment
your proof of payment
Fetetpeme documents
Feview your proof of payment, upload further documents and Summary .
make any changes.
ey o ot et pyrer TP et | | POYTGNTS 0 oUrsystem: W TPS record of payments To make any changes, click
st yeerfnancal sssssmert Your statement: “I paid $2000 to my provider for my course on 28 November 2022 and...” Change my statement or
Change my statement
upload another document.
Document(s): document.pdf  View Delete
; :
e c Click submit to upload your

statement and proof of

payment documents.

ancel my_proot of payment

Return to my home page

WWW.tps.gov.au .

TPS Online: Apply for a refund

TASKS TO BE COMPLETED

APPLY FOR A REFUND

Click the apply button for a refund.

If the TPS determines that you are eligible for a refund of unspent tuition fees,
you will need to apply for a refund.

On your home page, click apply on APPLY FOR A REFUND.
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TPS Online: Apply for a refund

PN R Select whether you would like the
elp with this task Apply for a refund
Fetond splcaion efund details refund to be transferred to your
Click submit application when you have entered all the detals.
Name student name own bank account or to your new
et Coursenane provider (if applicable).
Refund amount Refund amount
@® Transfer refund amount to my own bank account . .
O Transfer refund amount to my new provider's bank account Provide the details of the bank
Bank account account you would like your
P . refund to be transferred to.
BSB irequired,
ezount nomber s Check the information you have
provided, then click submit
application.

TPS Online: Summary of tasks

v" Loginto TPS Online

<\

Change your password

v Indicate whether your provider owed you a refund of unspent tuition fees
on the date of the default

v" Provide proof of your identity
v" Update your contact details

v" If your provider owes you a refund of unspent tuition fees, upload your proof of payment
documents

v" If you are eligible to receive a refund of unspent tuition fees, apply for a refund

v~ Check your emails and TPS Online regularly for notifications and tasks to complete. Be quick
to respond to TPS requests!

WWwWw.tps.gov.au
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