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1. Introduction

1.1 Background
This guide explains how to use the Applicant Portal to submit an application for the HELP Debt
Reduction Program for Very Remote Teachers.

Further information about the program is available at: HELP Debt Reduction Program for Very
Remote Teachers

1.2 Notes

All personal information listed on the screens in this document are fictitious.

2. Application Process

2.1 Overview

There are five main steps to submit your application.

Step 1 Prepare and save all your supporting evidence as you will need to upload these
documents into the Applicant Portal.

Step 2 Log in to the Applicant Portal with your myID account and complete the
registration page.

Step 3 Set up your profile and attach your:

e Academic transcript for your initial teaching qualification, and
e Australian Taxation Office (ATO) HELP Debt Statement.

Step 4 Add your employment details by selecting the relevant employment locations and
attach your Statement of Service (SoS) or employer letter.
Step 5 Review and submit your application.

2.2 Compulsory evidence
To avoid delays in assessing your application, the following documents must be uploaded with your
application:

1. Statement of Service (SoS):

You must provide a SoS from each employer showing your employment history for the period you
are claiming. This is usually issued by the relevant state or territory education department and
shows your complete employment history.
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If you teach at an independent school or in early childhood education, you may instead provide a
letter from your principal. The letter must be on official letterhead, signed and dated, and cover the
period you are claiming.

The SoS or letter must include:

e your full name

e your position title

e name and address of the school, centre-based day care or pre-school

e whether you were full-time, part-time or casual (a breakdown is required if you worked in a
several different roles)

e if you are/were part-time, your FTE (e.g. 0.8 or 0.5)

e if you are/were casual, the number of days worked as a casual teacher

e exact start and end dates of employment.

You can only apply for service you have completed.

The end date of the period which you are claiming will be the employment end date listed on your
SoS/letter or the SoS/letter issue date if still currently employed.

TIPS for your employment evidence
e Please do not submit an employment contract as it does not include details of your past
service history.

2. Australian Taxation Office (ATO) HELP Debt Statement:

You must provide a current ATO HELP Debt Statement in PDF form. A PDF can be downloaded from
ATO Online Services in your myGov account.

Log in to myGov.

Click on Services.

Select the Australian Taxation Office.

In ATO Online Services, scroll down to loan accounts.

Select your HELP loan account.

Click the down arrow next to the word “Filter” below the Download button and additional filter
options will appear. In the ‘From date’ field type in 01/06/2018 and in the ‘To date’ type in
today's date. Then click the ‘Filter’ button in the bottom right corner.

6. Click the print friendly version button at the top of the screen and save as a PDF. The statement
must show your full name, Tax File Number and full HELP loan transaction history.

vk wWN PR PR

Note: In ATO Online Services, an automatic filter is applied to your HELP Debt Statement for the
last 24 months. You must make sure you adjust the filter and generate a statement for your entire
HELP debt history.

TIPS on your ATO HELP Debt Statement
e Make sure your statement shows your full HELP debt history by adjusting the filters as
needed.

e Export your statement as a PDF from ATO Online Services. Excel and Word files are not
accepted.
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3. Academic transcript

You must provide an academic transcript from your university confirming completion of your initial
teacher education qualification.

The transcript must show:

e your full name

e all course units, including any credited prior study, recognition of prior learning, or advanced
standing

e conferral or course completion date.

TIPS on your Academic transcript
e Make sure it covers your complete study history.
e Make sure it's an ‘Official’ transcript.

Contact your higher education provider if you need assistance.

2.3 mylD account

You must have a myID account to access the Applicant Portal. The Australian Government uses mylD
(previously known as ‘myGovID’) as a secure way for people to prove their identity when accessing
online government services. To set up a myID account, visit myID.

2.4 Access to the portal
Go to the myHELP Reduction Portal.

On this page you will see two options — one for ‘Medical and Nurse Practitioners’ and one for
‘Teachers’.

Select ‘Continue with Digital Identity’ button in the ‘Teachers’ section (Figure 1) and then select
‘mylID’ (Figure 2).

myHELP Reduction Portal

Welcome to the HELP Debt Reduction Porta

This portal allows eligible applicants to apply for a reduction and waiver of indexation on their Higher Education Loan Program (HELP) debt

Your application will be assessed for bo!

he HELP debt reduction and the indexation waiver. We recommend applying after you have completed the required service period,

as this is when you become elig

HELP debt reduction. This way you will only need to apply once.

or the indexation waiver earlier (for example, annually or if you leave the eligible location). However, you will receive the same benefit regardiess of

ed, select the appropriate link shown below. You will be asked to log into the portal using your mylD account

Teachers l

For teachers ustralia

Figure 1. Landing page for the myHELP Reduction Portal
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/74 mylD

I Managed by Australian Government

You'll need these to get started
[0 iOs or Android device

@ Two identity documents

Remember my choice
(Not recommended for shared devices)

Select mylD >

Figure 2. myID

2.5 Registration

Most of the fields on the registration page will be pre-populated with information sourced from your
mylID account (Figure 3). This includes your given name, family name, date of birth and email
address.

Before selecting ‘Continue’, enter your 9-digit Tax File Number, read the Privacy Notice and Terms
and Conditions, and select the checkboxes to accept them.

The portal will use your family name, date of birth and Tax File Number to match your records with
the tertiary study records held by the department.

If your details don’t match

e If your family name doesn’t match, but your Tax File Number and date of birth match a
record, the portal may ask for the name you used when you studied your qualification.
e If the portal doesn’t allow you to progress, email the department for further assistance.
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< Cancel

Australian Government
Department of Education

Applicant Details

Given name

Alasdair ‘

Family name

M'urray ‘

Date of birth

1923-07-21 ‘

Email address

DTA20@test.gov.au ‘

Tax File Number (TFN)

571250218 ‘

By checking this box,

| —

| confirm that | have read and agree to the Terms and
Conditions.

By checking this box, ——

| confirm that | have read and understood this Privacy
Notice (link is in the bottom of the page) and agree to the
department’s handling of my personal information in
accordance.

Feyie e

Privacy Notice | Terms and Conditions

Figure 3. Registration page for the myHELP Reduction Portal

After successfully registering, the ‘Welcome’ page will list the steps required to submit your
application. Select ‘Get started’ to set up your profile (Figure 4).

Figure 4. Welcome page for the myHELP Reduction Portal
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2.6 Set up your personal details

Several fields will auto populate into the ‘Set up your Profile’ page (Figure 5).
You will be required to enter the following information:

o Title

e Phone number

e Contact address - When you start typing your address, a filtered address list will appear. If
your address is not listed, you may manually enter your address.

e Teacher registration state - The state you are currently registered in as a teacher.

e Teacher registration number (TRN) - The number that confirms you are a registered teacher
with the relevant state/territory regulatory authority.

Ay vt Gt yHELP Reduction

Set up your profile

Personal details

|

Contact address

Teacher details

Teacher registration state

Select

Teacher Registration Number (TRN)
List the Teacher Regisuation Number (TR

|1

Figure 5. Set up your profile page (Personal details)

On your ‘Profile’ page, upload your academic transcript and ATO HELP Debt Statement (Figure 6).
The Statement of Service or employer letter is uploaded later on the ‘Employment details’ page.
Click on ‘Save and continue’ button (Figure 6).

Applicant Portal User Guide | 8

y



Student details

Commonwealth Higher Education Student Support Number (CHESSN)
9357601611
Unique Student Identifier (UST)

3222285CEF

Compulsory attachments

Academic transcript

Australian Taxation Office (ATO) HELP Debt Statement

rrent ATO HELF

scademic transcript/statement of results from your unwersity confieming completion of your qualification and relevant

Figure 6. Upload evidence on your profile page

|

Once you have completed this section and selected ‘Save and close’, you will be directed to a
dashboard where you have the option to switch between the ‘Overview’ and ‘Profile’ tabs.

A pop-up message will display on the dashboard after you enter your personal details prompting you

to add your employment details.

Select the ‘Profile’ tab to go to the ‘Employment details’ screen (Figure 7).

Hi, Alasdair

Welcome to the Higher Education Loan Program (HELP) reduction portal.

o

A Missing Information

Employment details must be added to your profile before you can submit a claim.
Update your profile

° You have successfully registered.

Start a new application

Prepare to apply

Before you start, gather the required supporting documents:
« Employment Statement of Service
« Australian Taxation Office (ATO) HELP Debt Statement

« Academic transcript

A portal User Guide is linked in the footer of this page. You can access this resource at any time to help with your application.

Figure 7. Dashboard select Profile to direct you to Employment details

2.7 Navigate to employment details

To enter your employment details, select ‘Add a new employment period’ (Figure 8).
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Hi, Alasdair

Personal details Employment details

dit persons| detai ((: Addwavm somblasmact pacod _

Title Given nar o Family name

formation required

Emall sddross

Phane number
Contact addross

Toachars reglstration stato

Teachers Rogistration Numt ber (TRN)

(CHESSN)

Unique Student Identifier (US1)

Figure 8. Navigate to the employment details screen

2.8 Add your employment details

The ‘Employment details’ page allows you to enter your work history at a school, preschool, or
centre-based day care located in a very remote area of Australia (Figure 9).

You must enter an employment details record for each period of eligible employment. After you
create your application, you will be able to select any employment periods you added at this step.
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~
IK Back to profile )
A o

Add your employment details

Add your employment information at very remote schools. You must enter a separate

record for each employment location.

Name of school, centre-based day care or preschool

‘ Halls Creek District High School ‘

Workplace address

| Thomas Street, Halls Creek WA 6770 \

Employer phone
Enter 210 digit number

\' 0244455544 \

Employer email

‘ test@test.gov.au ‘

Is this your current employer?
® No Yes

Start date

ddimmiyyyy

01/01/2024

| 3

End date

dd/mmiyyyy

| 010372026

| 3

Employment status

‘ Full-time ~ ‘

Full-time equivalent (FTE)
£ )

Main area of teaching

‘ School v ‘

Figure 9. Add your employment details

TIPS for entering details correctly:

e Name of the school, centre-based day care or preschool: From the drop-down list, select
the school where you worked. The address will automatically appear in the <Workplace
address> field.

e If your school does not appear in this drop-down list, check if it’s included on the Very
Remote Schools List.

e If your school is not listed in the Very Remote Schools List, you can check if it is classified as
very remote on the ABS Remoteness Structure map. Information on how to check if your
school is eligible is available on the program website.

e Once you have confirmed the school is very remote, select ‘Enter address manually’ button
and complete the required fields.

o Employer phone: Enter a 10-digit number i.e. (03) 9999 9999 would be entered as
0399999999.

e Employer email: Enter your employer’s email address.

e s this your current employer? If you select ‘Yes’, the End Date will default to the current
date.

e Start date / End date: Select the calendar symbol to find the correct date or use
dd/mm/yyyy if entering dates manually.

¢ Employment status: Select from the drop-down list i.e. full-time or part-time. If you are
employed in a casual capacity, select ‘part-time’.

e Full-time equivalent (FTE): Enter your Full Time Equivalent (FTE) value while working at the
school. Enter the value as a decimal (e.g. 1.0 for full-time, 0.6 for 3 days/week).
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e Attach evidence of your employment: Attach a SoS or letter from your employer that
supports the full period applied for in your application.

e |s there any further information you wish to add? This field is not compulsory however, you
can add in any notes about your employment that may be relevant to your application.

o Declare the employment is for a face-to-face teaching position and not a distance or online
teaching position.

You must attach evidence of your employment

Employment Statement of Service

Attachments:

Bargaraiog ¢ @

Is there any further information about your employment situation you would like to
provide? (optional)

4

2 ! declary and that this record is for an in-p 3
face.d-face teaching position and is not for distance learning or online

teaching.

Figure 10. Declare and submit employment details

Select ‘Submit’ (Figure 10) and you will be returned to the dashboard.

To enter additional employment periods, return to the ‘Profile tab’, select ‘Add a new employment
period’ and repeat the same process.

2.9 Progress your new application

After successfully entering an employment period/s and selecting ‘Overview’, you will receive a
confirmation that the information has been updated (Figure 11).
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Overview Profile

° You have successfully updated your employment record. _

Start a new application

A portal User Guide is linked in the footer of this page. You can access this resource at any time to help with your application.

Figure 11. Redirection to the dashboard

The ‘Start a new application’ page will list the steps required to submit your application and list any
previous applications under ‘Application history’ (Figure 12).

Select ‘Begin application process’. This creates a new application.

Hi, Alasdair

Welcome to the Higher Education Loan Program (HELP) reduction portal.

Overview Profile

Start a new application

A portal User Guide is linked in the footer of this page. You can access this resource at a

Prepare to apply

Before you start, gather the required supporting documents:
- Employment Statement of Service
= Australian Taxation Office (ATO) HELP Debt Statement

« Academic transcript

Completing an application

Step 1. Profile tab
Go to your Profile tab and complete the following

« Update your personal details

« Attach your academic transcript

- Attach your ATO HELP Debt Statement
« Enter your employment history

« Attach a Statement of Service matching the work period(s) you entered

Step 2. Overview tab
Once your profile details are complete, go to the Overview tab and

+ Select Begin application process

« Select the relevant employment periods
+ Read and acknowledge the declaration

= Submit your application

To begin, navigate to the Profile tab.

Begin application process _

Current application

No applications submitted

Application history ~

Application number
B Approved
VRT-0000001035

Submission date
View details
24/06/2026

Application number
X Withdrawn
VRT-0000001034

Submission date
View details
24/06/2026

Figure 12. Progress a new application
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2.10 Complete and submit your application

This is the final step to submit your application and supporting evidence to the Department of

Education.

Read the ‘Application process’ information, then select ‘Continue’ (Figure 13).

Submit an application

What am | eligible for?

his application assesses your eligibility for
tstanding HELP debt
More information regarding the

HELP Debt Reduction Program is available on our website

Application process

Figure 13. Submit an application screen

On the ‘Employment details’ page, select the checkbox for each employment period you want to
include in your application (Figure 14). Select ‘Save and continue’ to progress.

" myHELP Reduction

Alasdair Murray

Submit an application

© c=rotoymont detaits

Employment details

Select all the emg u wish to include in

(@) confirmation

Name of school, centre-based day care or preschool:

Halls Creek District High School

Workplace address

Thomas Streat, Halls Creek WA 6770

Startdate End date

01/01/2024 01/03/2026

Employment status

Employer phone
o

Full-time

Employer email

test@testgovau

Full-time equivalent (FTE)

Attachment(s)

Bargarajpg

your application. At least one record must

Figure 2Select employment periods

On the ‘Confirm your application details’ screen (Figure 15), it is important that you read all the
details on this page carefully as mistakes will delay the assessment of your application. If you find an
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error or don’t want to submit yet, select ‘Cancel’ to return to the dashboard. Your application will be
saved as a draft.

o o ox
Submit an application E

o Confirm your application details

Check be
o Employment details Note t

Personal details

© confirmation

Title

Figure 15. Confirmation screen (Part A) on the submit an application screen.

To submit your application, select the checkbox to confirm your understanding and acceptance of
the declaration, then select ‘Submit Claim’ (Figure 16).

Employment status Employer phone

4455544

Employer email Main area of teaching

testa

School

Full-time equivalent (FTE)
1

Attachment(s)

Bargarajog

Attachments

Make st

ou have included the follo

s with your application:

Failure to attach these documents may delay processing of your application.

Declaration

d that providing false or misleading information to the Commonwealth is a serio

nmm that | understand and accept this declaration.
'8 N\
Submit Claim Cancel )

Figure 36. Confirmation screen (Part B) on the submit an application screen.

After submitting, you will see confirmation that your application has been successfully submitted
(Figure 17). The ‘Current application’ section will show an application number, the status ‘Submitted’

and the submission date. You will also receive an email receipt confirming your application has been
received.
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Your ication has been i X

A confirmation email will be sent to your registered email address.

Start a new application
Before submitting your application, you must:

+ Update your profile with employment details

* Only submit one application at a time

When you're ready, click the button below to get started.

Begin application process

Current application

Application number
© Submitted
VRT-0000001025

Submission date
View details

01/08/2025

No past applications

Figure 17. Successfully submitted screen

You can view the details of any application submitted by clicking on the ‘View details’ link. The status
of this application can be viewed underneath the ‘Application number’ on this screen (Figure 18).

Application in progress

Back to overview

Application number-VRT-0000001034

Personal details
Title

Mr

Given name

Alasdsir

Family name

Murray

Email address
DTA20@test govau
Phone number
0412345678

Contact address

20 Smi VIS. WA, 6171

Teacher details

Teacher registration state

WA

Teacher Registration Number (TRN)
12345678

Student details

(CHESSN)

9357601611

Unique Student Identifier (USI)
3222285CEF

Figure 18. Dashboard (Overview) showing successful submission of your application.

2.11 After submission

After submitting your application, it can no longer be changed in the Applicant Portal.
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If you need to change any information in your application after it has been submitted, contact the

Department of Education.

Depending on the stage of your application, the status may be displayed as any of the following:

Saved as Draft

You have started the application process but have not submitted the
application. You can continue to edit all information.

Submitted

You have submitted your application to the Department of Education for

assessment.

Review in Progress

Your application is being assessed.

Request for Further

Your application is incomplete and we require further information to

Information support your application.
Approved Your application has been approved.
Rejected Your application was not successful.

If you already have an application ‘saved as a draft’, you must continue or update this draft
application rather than start a new application.

If you have previously submitted an application and its currently ‘under review’, you must wait until
it is processed before starting a new one. It must have a status of Approved or Rejected for a new
application to be submitted.

2.12 Sign out

To sign out of the portal, select the down arrow in the top right corner and select ‘logout’.
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