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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 Rural Health Practitioners.

Further information about the program is available at: HELP Debt Reduction Program for Rural
Health Practitioners.

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 compulsory supporting evidence (identified in section 2.2) as you
will be required 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 personal profile and attach your Academic transcript, Australian Taxation
Office (ATO) HELP Debt Statement and residential address evidence.

Step 4. Register your employment details by selecting the relevant employment

locations and attach your Statement of Service (SoS).

Step 5. Review and submit your application.

2.2 Compulsory evidence

To avoid delays in processing 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.

If you can’t get a SoS, you may provide a letter from your employer. The letter must be on official
letterhead, signed and dated, and cover the period you are claiming.
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The SoS or letter must include:
e your full name

e description of your role and duties performed

e the location i.e. the address of where you worked (where you are working in multiple
locations, a list of addresses must be provided)

e exact number of hours worked each week (where you are working in multiple locations, a
breakdown of hours worked at each location is required)

e exact start and end dates of employment

e periods of unpaid leave more than 10 business days.

You can only apply for work 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 don’t submit an employment contract as it doesn’t include details of your past service

history.

2. Proof of Residency

You must provide evidence that you resided in the rural, remote or very remote location and that
you resided continuously for the period of your employment.

This documentation will be used to verify you were residing at the address for the dates you have

provided.

You must provide residency evidence that shows you resided at the address when you started and
finished employment, and for each year in between.

Residential Document

Utility bill - from an electricity, gas or
internet provider.

Note: water rates and council rates are
not accepted.

Document Requirements

Your utility bill must include:

e your full name

e residential address (not a PO Box)

e date of issue (aligned with your stated employment period).

Lease agreement

Your lease agreement must include:

e your full name

e residential address

e duration of the lease (aligned with your stated employment period)
e your signature and the signature of your landlord

e date of agreement

Rental ledger

Your rental ledger must include:

e your full name

e residential address

e dates of rent payments (aligned with your tenancy/employment
period)

e signature of landlord or property manager

Home and Contents
insurance document

Your certificate of insurance must include:
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e your full name

e the property residential address
e dates of coverage

e confirm coverage of contents

IAccommodation provided by your If your accommodation was provided by your employer, you may
employer provide a letter from your employer as proof of residency.

This letter must be dated and signed by your employer, and include:
e your full name

e the property residential address

e dates of residency

Using a Commonwealth statutory declaration

If you are unable to collate all the required residency documents, you may be able to bridge a gap in
your residential evidence through the use of a Commonwealth statutory declaration available
through myGov.

You will still need to provide independent corroborating residential evidence as we are unable to
accept a Commonwealth statutory declaration alone for proof of residency.

The Commonwealth statutory declaration available through myGov is the only acceptable form of
statutory declaration and must include:

e astatement that you are making this declaration for the purposes of your application for the

HELP Debt Reduction Program for Rural Health Practitioners

e the eligible residential address

e the period you resided at this address (exact start and end date)

e adetailed explanation as to why you are unable to provide the required documentation

e what documents you have been able to supply and how they relate to your residency.

TIPS on your residential evidence:
e Make sure you provide residential evidence to cover your entire employment period. If your
residential information does not match your employment periods, some service may not be
eligible.

3. 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 01/06/2021 and in the ‘To date’ field type in
today's date. Then click the ‘Filter’ button in the bottom right corner.

7. Click the print friendly version button at the top of the screen and save as a PDF.

ok wnNE
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The statement must show your full name, Tax File Number and full HELP loan transaction history.

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.

1. 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 or Word files are not
accepted.

4. Academic transcript/statement of results

You must provide an academic transcript/statement of results from your university confirming
completion of your medical/nurse practitioner 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 mylID account

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

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’ in the ‘Medical and Nurse Practitioners’ section (Figure 1) and
then select ‘myID’ (Figure 2).
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myHELP Reduction Portal

Welcome to the HELP Debt Reduction Portal

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 as:

d for both the HELP debt reduction and the indexation waiver. We recommend applying after you have completed the required service period,
as this is when you become eligible for the HELP debt reduction. This way you will only need to apply once.

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

when you apply.

To procee

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

Medical and Nurs®Practitioners Teachers
For medical and nurse practitioners who have worked in rural, For teachers who have worked in very remote areas of Australia
remote or very remote are

since 1January 2019.

of Australia since 1 January 2022.

5

Continue with Digital Identity

Continue with Digital Identity

Digital ID is a safe, secure and convenient way to prove and ret Digital ID is a safe, secure and convenient way to prove and reuse
your ID online. your ID online.

Figure 1. Landing page for the myHELP Reduction Portal

mylD

Managed by Australian Government

You'll need these to get started

0 i0S or Android device

B Two identity documents

Remember my choice
(Not recommended for shared devices)

Select mylD >

Figure 2. myID

Applicant Portal User Guide | 7




2.5 Registration

Most of the fields on the registration page will be pre-populated with information sourced from your
mylD 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.

£ Cancel

Applicant Details

Given name

Ferne

Family name

Tait

Date of birth

1923-07-07

Email address

DTA6@test.gov.au

Tax File Number (TFN)  (—

231279546

Profession C—

‘ Medical Practitioner V}
Medical Practitioner
Nurse Practitioner

L

By checking this box, | confirm that | have read and {u———
understood this Privacy Notice and agree to the

department’s handling of my personal information in

accordance with this notice.

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).
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pre—————— P ——————————— pr————— prev————

myHELP Reduction Forne Talt v

Figure 4. Welcome page for the myHELP Reduction Portal

2.6 Set up your personal details

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

e Title
Ahpra registration number
PBS prescriber number
Whether you are or were in the Bonded Medical Program
For doctors, whether you have completed the required 36-month post-registration service
Phone number
Contact address - Start typing your address and select it from the suggested list. If your
address is not available, enter it manually.

Set up your profile

Enter your personal. practitioner and student details.

Personal details

Title

This is a mandatory field. Select a title from the dropdown list.

| or v |

|

Given name

Ferne

Family name

Tait
Practitioner details

Profession

Medical Practitioner

Ahpra registration number

Australian Health Practitioner Regulation Agency (Ahpra)

| nmmn |

Pharmaceutical Benefits Scheme (PBS) prescriber number (optional)

| 12345 |

||

Are you or were you in the Bonded Medical Program?

The Bonded Medical Program provides a Commonwealth Supported Place in a medical course at an Australian University.

Yes

® No

Have you been as amedical for period of at least 36 months?

You can only claim service completed after finishing Postgraduate Year 3.

Wing C—
No

Figure 5. Set up your profile page (Personal details)
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Upload your compulsory supporting evidence. Two documents must be uploaded on your personal
details page - your Academic transcript and ATO HELP Debt Statement. Note: Further compulsory
supporting evidence needs to be attached to your residency and employment information.

Select ‘Save and continue’ to progress to the next stage (Figure 6).

[ Stugentgetans

Commonwealth Higher Education Student Support Number (CHESSN)

1707377722

Unique Student Identifier (USI)
3222226v80

Compul attachments

Australian Taxation Office (ATO) HELP Debt Statement
PDF form that shows you

Academic transcript
Anaff

| —
——

Figure 6. Upload evidence on your profile page

2.7 Add your residential address details

You will be directed to the dashboard where you have the option to switch between the ‘Overview’
or ‘Profile’ tabs.

A pop-up message will display on the dashboard after you enter your personal details prompting you
to add your residential and employment details.

Select the ‘Profile’ tab to find the residential details screen (Figure 7).
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Start a new application

Prepare to apply

Completing an application

Step.

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

Select the ‘Edit personal details’ button to go to the ‘Residential addresses’ section.

Select ‘Add a new residential address’ (Figure 8).

myHELP Reduction

Update personal details

Personal details Residential addresses

Tobe el

Titte
or

Given name.

Family name

Practitioner details

To be etigible, you need 1o b working for at16ast 24 hours per week in 8 general

Ahpra registration number
Australisn Heaith Practitioner Reguiation Agency (Ahpea)

MED1234567809
Pharmaceutical Benefits Scheme (PBS) prescriber number (optional)

12345)

Are you or were you in the Bonded Medical Program?
The Banded Medicai Prog:
medical course at an

a Commonweatth Supported Place in a

Yos
» No

Have
period of at least 36 months?

You can only claim service completed after fnshing Postgraduate Year 3.

® Yes

No

Figure 8. Residential addresses selection

Enter all the places you have resided during your relevant period of employment. Evidence of
residency is required for each location (Figure 9).

Ensure you attach the acceptable forms of documentation for proof of residency — see section 2.2
for further information. Select ‘Save’.

To add multiple addresses, repeat this process by selecting ‘Add a new residential address’.

Applicant Portal User Guide | 11

y




Once you have added all relevant residential addresses, select ‘Save’ at the bottom of the ‘Update
personal details’ screen.

Residential addresses

Entor o update your residentisl addross histoey.

Residential Addresses

rozs whare you lived whilo woeking i 3 fural, remote of very femaee

02 zhowld AlIZN with your Smployme

Address

| 28 Horsiey St KoORINGAL NSVi 2650 |

Start date

—
| ovovzcza | & —
—

End date

It this i% your curront reaidential addrasa, enter tha submiszion data of your apaticstion

01122024 -

Attach evidence of living at this address
Compulsory attachment

You must provide evidence of residing at this address

Proof of residency

Acceptable forms of documentation for praof of residency include:

§3%, clectricity, internet utility bills

rental release sgreement signed and dated

.
.
o rentsl ledger
.

hame an contents certificate of insurance

by your employer, you may pravide a letter

verify you place of rezidency, you

an through myGov. See the User

Attachmentic)

Figure 9. Add residential details and attach evidence

2.8 Add your employment details

You will be directed to the dashboard where you have the option to switch between the ‘Overview’
or ‘Profile’ tabs. The dashboard will be displayed after you have entered and saved your residential
addresses.

Select the ‘Profile’ tab to go to the ‘Employment details’ screen. Select ‘Add a new employer’ button
(Figure 10).
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Hi, Ferne

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

Profile

Personal details

This includes your personat

history.

—
( Addanow mploye

Employment details

Family name

Tait

A Missing information required

Enter all employment details for your application. At least one
employer must be entered to submit an application.

itioner

n number

Are you or were you in the Bonded Medical Program?

loast 36 months?

Yos

(CHESSN)

Employer name

McDonald Medica Edit

Australian Bus

Employment locations

©  No employment locations found

Figure 10. Navigate to the employment details screen

On the ‘Employment details’ screen, complete the ‘Add a new employer’ section then select ‘Save’

(Figure 11).

Employment details

Enter or update your employment histary.

Step 1: Employment details

To be eligible, you need to be warking for at least 24 hours per week
practice setting

Frovide details of your employment history in a rural, remate or vary
of Australia These areas correspond to the Modified Monash Madel
MM 3-7.

ta Step 2

Add a new employer

Were you self-employed? *

® No Yes

Employer name *

| MeDonalds Medical Centre

Can

Once you have completed this. navigate back to the Overview tab o create and submit your application,

Step 2 : Employment locations

ina general Eligible employment periods commence from 1 lanuary 2022 or if you are
medical practitioner 36 months after first Ahpra registration, whichever is Later.
remote area

loeations of Modified Monash Model

‘fou must have resided and worked in a rural, remote or very remote location in
Australia for your claim period to be eligible.

Enter your employer's name and select Save. Once saved, select Edit to continue

Unpaid Leave

If you have taken unpaid leave in excess of 10 consecutive workdays or more, you
need to record this as unpaid leave

Enter your employment location. After saving. the lacation will appear below.
Select Edit to add any unpaid leave taken at that location.

Figure 11. Add a new employer

This will direct you back to the ‘Employment details’ dashboard. Select the ‘Edit’ button (Figure 12).

Personal details

This section includes your personal details and residential address

history.

Title. Given name Family name
or Femne Tait
Profession

Mex

Practitioner
Ahpra registration number

MED1234567:

9

Employment details

Employer name
McDenalds Medical C:

e e C—

Australian Business Number [ABN)

Employment locations

®  No employment locations found

Figure 12. Employment details — Edit
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Select the ‘Add an employment location’ button (Figure 13).

Employment details

Entero

Add a new employer

Were you self-employed? *
® No

Employer name *

McDonald Medical Centre

Figure 13. Add an employment location

The ‘Employment details’ page allows you to enter your work history. Each entry must reflect a
single period of eligible employment. The portal will save all employment periods you enter which
enables you to select and/or edit for future applications. You can update your personal details at any
time by selecting the ‘Profile’ tab.

TIPS for entering details correctly:

e Address: Start to type in the street address, if the correct address is not displayed then enter
manually.

o Health service location: Enter town or suburb of your work location.

e Medicare provider number: Must be 8 digits.

e Employment type: Select from drop down

o Employer phone: Enter asl0-digit number i.e. (03) 9999 9999 would be entered as
0399999999.

e Start date / End date: Select the calendar symbol to find the correct date or enter the date
in the format dd/mm/yyyy, for example 4 January 2020 would be entered as 04/01/2020.

e Contracted hours per week: e.g. 25

e Attach evidence of your employment: Attach a Statement of Service or a letter from your
employer on official letterhead providing evidence of your employment that supports this
period.

Select the ‘Save’ button, to return to the ‘Employment details’ screen.
To enter additional employment periods, follow the same process.
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Employment details

Enter or update your employment history. Once you have completed this. navigate back to the Overview

Employment location

In this section, provide your employer's address, contact details, period of
employment and documentary evidence.

Add a new location

Address

13 Smirk Rd BALDIVIS WA 6171

Health service location

This is the name of the general practice setting.

[ Baldivis ]

Medicare provider number

( 1234561 ]

Employment type

\i Full-time v \

Employer phone

| 0s12123456 ]

Start date

‘i 01/01/2023 ‘ s

End date

f this is your current employer. enter the issue date stated on your Statement of Service
and/or letter of employment.

[ ovor2025 | &

Contracted hours per week

(= )

Attach evidence of your employment

Compulsory attachment

Figure 14. Add employment details

Attach evidence of your employment

Compulsory attachment

You must attach evidence of your employment

Employment Statement of Service

A Statement of Service or letter from employer s required as evidence of your
as of Australia. The Statement of
Sarvice of letter from your employer must bo on official letterhead and confirm
things like the duration, location and duties of your emplayment.

work in rural, remote or very remot

Specifically, the Statement of Service o letter from employer should include:

« your full name and position title

. your role & performed

+ date of your commencement

« duration of your employment

« the lacation of your duties —where you are werking in multiple locations, a
list of locations must be provided

« number of hours worked each week — where you are working in multiple
locations, a breakdown of hours worked at each location

« periods of unpaid leave

Please submit attachments as separate PDF files
T

Choose file Ce——

Attachment(s)

Cancel U

Figure 15. Add employment evidence

Add your employment evidence. Select ‘Choose file’ and then ‘Save’. This will take you back to the
dashboard.

Add unpaid leave
If you have taken unpaid leave of 10 consecutive workdays or more, you need to record this as
unpaid leave.
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To enter unpaid leave, select the ‘Edit’ button for the relevant employer (Figure 16).

Employment details

Step 1: Employment details Btep 2 : Employment locations

To be eligiie, you need 10 be working for at lea:

Evgibie employmant perc

madical practit

Add a new employer

Were you self-employed?

® No O Yes

Figure 16. Navigate to add unpaid leave

On the next screen select ‘Add unpaid leave’ (Figure 17).

Employment details

Enter or update your empéoyment history. Once you have completed this, navigate back 10 the Overview tab to create and submit your application.

Employment location Unpaid Leave

ontact details, period of 1 you ha

more, you 1

Add a new location

Address

| 13 Smirk Ra BALDIVIS WA 6171

Figure 17.0ption to add unpaid leave

Enter the unpaid leave start and end dates and the select ‘Save’ (Figure 18).

Unpaid leave

Enter any unpaid leave for this employment location.

Employment location Unpaid Leave
1f you have taken unpaid leave in excess of 10 consecutive workdays of
Address more, you need to record this as unpaid leave

13 Smirk Rd BALDIVIS WA 6171
Enter the dates for the full week, from Sunday to Saturday.

Employer phone MMM classification

0412 123 456 1

Start date Enddate Unpaid leave start date
01/01/2023 01/01/2025

[ oomamrvyyy ‘ e

Unpaid leave end date

[ oommrvyyy \ =]

@ Concel  (——

Figure 18. Add unpaid leave details

This will take you back to the ‘Employment details’ screen and show the unpaid leave you have just
entered (Figure 19).
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Employment details

Enter or update your employment history. Once you have completed this. navigats back to the Overvisw tsh to create and submit your application

Employment lecation Unpaid Leave

provide your employer's address, contact details, periad of If you have tal
employment and documentary evidence.

npaid lo
more, you need to record t

Add a new location

Address

| 13 Smirk R BALDIVIS WA 6171

Startdats End date

Health service location 0110812024 22108/2024 _

This is the name of the general practice setting.

[ Bataiis \

Medicare provider number

[ 124561 ]

Employment type

| Full-time - |

Employer phone

| 0412123123 |

Start date

| ovov/20e8 =]

End date

iz you enter Statemen of Service

andior letter of employment.

| 01/01/2025 \ =}

Contracted hours per week

| 2500 ‘

Figure 19. Employment details

Select ‘Save’ at the bottom of this page. This will take you back to the ‘Employment details overview.
Select ‘Save’ (Figure 20).

Employment details

Enter or update your employment histary.
Once you have completed this. navigate back to the Overview tab to craate and submit your appiication.

Step 1: Employment details Step 2: Employment locations
To be eligible, you need to be working for st least 24 hours per week ina genersl Eligible empioyment periods commence from 1 lsnuary 2022 or if you are a
practice setting. medicl practitioner 36 monthe after first Ahpra registration, whichever is Later.
Provide details of your employment history in a rural, remote or very remate area
of Australia. These areas comrespond to the Modified Manash Madel locations of Modified Monash Model
MM 37, “fou must have resided and worked in a rural, remate or very remote location in
Enter your employer's name nd select Save. Once saved, select Edit to continue .

Australia for your claim pericd ta be eligible.
toStep 2

Unpaid Loave
Add a new employer 1f you have taken unpaid leave in excess of 10 cansecutive workdays or more, you
need to record this ss unpaid leave.

Enter your employment location. After saving. the location will appear below.
Were you self-employed? * Select Edit to add any unpaid leave taken at that location.

® No O Yos
Add an employment lecation
Employer name *

| MeDonalds Medical Centre

Medicars provider number

123456)
Address

@ Cancel — 13 Smirk Rd BALDIVIS WA B171
Employer phane MMM classification
0412 123 123 1
Start dete End date
01/01/2023 01/01/2025
Attachment(s)

Bl amsterdamipg

Figure 20. Employment details overview

You have now added your residential and employment details and your supporting documentation.

2.9 Begin application process
Go to the ‘Overview’ tab (Figure 21).
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Hi, Ferne

Welcome to the Higher Educstion Loan Program (HELP) redu

Pofls  (—

Personal details Employment details

This s
hi

n includes your personal details and residential address

Figure 21. Overview tab

The page lists the steps required to submit your application and any previous applications under

‘Application history’.

Select the ‘Begin application process’ button to create your new application (Figure 22).

Hi, Ferne

Start a new application

Prepare to apply

Completing an application

= e—

Current application

Figure 22. Progress a new application

2.10 Submit your application

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

Education.

Read the ‘Application process’ dot points then select ‘Continue’ (Figure 20).
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Submit an application

Submit an application for the Medical and Nurse Practitioners HELP Debt Reduction Program.

What am | eligible for?

This application assesses your eligibility for
« awalver of indexation on outstanding HELP debt

« areduction of accumulated HELP debt by 50 or 100 per cent, depending on the length of time that you reside and work in a rural, remote or very remote location.

More information regarding the HELP Debt Reduction Program is available on our website

Application process

1. You will be asked to select the employment and residential periods for your application. Please ensure that each employment period has a matching residential period
showing you resided in a rural, remote or very remote area at the same time as your employment.

2. After submitting your application. you will receive a confirmation email. If you do not receive this email. please contact us immediately.

3. As part of the assessment of your application, your details will be checked and verified against your supporting documentation. This may also include your employer(s)
being contacted to verify your employment.

4. After the assessment of your application, we will notify you of the outcome via email. If successful, your information will be forwarded to the Australian Taxation Office
(ATO) for processing.

Continue Cancel _

Figure 20. Submit an application screen

The ‘Employment locations’ page will display all the employment locations you have entered (Figure
21).

To include an employment location/s in your application, select the relevant checkbox for each
employment period.

Select ‘Save and continue’ to progress your application.

If you select ‘Cancel’, you will return to the dashboard and your application will be saved as a draft.

Submit an application

Select the relevant evidence for your application

o Employment details
Employment locations

(2) Residential details

Select all the employers you have worked for during your application period. Ensure the dates entered for your employment match the periods of service stated in your

employment evidence.

(@) confirmation

10 v entries per page sarch (]
Health service location Address Start date b4 End date MMM classification Contracted hours per week

O Mwitle 100 Walker StNORVILLE QLD 4670 01/02/2025  01/12/2025 2 25

D Bpldivis 13 Smirk Rd BALDIVIS WA 6171 01/01/2023 01/01/2025 1 25

Figure 21. Select the relevant employment locations

Follow the same process on the ‘Residential locations’ page by selecting the relevant checkbox
(Figure 22). Select ‘Save and continue’.

Applicant Portal User Guide | 19

y



Submit an application

Select the relevant evidence for your application.

10 v entries per page

Address
v 28Horsley St KOORINGAL NSW 2650

Showing Tto1of Tentry 1row selected

Save and continue

N

o Employment details

Residential locations
o Residential details

Ensure you have attached evidence that covers the duration of your residency at the location.
(@) confirmation

Select all the locations where you have resided during your application period. Ensure the dates entered for your residency correspond to the dates of your employment

Search: | )

MMM
classification

Start date End date

01/01/2023 01/12/2024 3

Figure 22. Select the relevant residential locations

The next screen will provide an overview of the selected employment and residential locations

included in your application (Figure 23).

Ensure all relevant employment and residential locations are shown on this screen. If not, you will
need to select ‘Cancel’ and enter them in the ‘Profile’ tab.

Submit an application

o

Confirm your application details
o
@ e Selected employment locations

At

Selected residential locations

RN

Declaration

(0 1 ontiem Shat | urclerstand ard scoept this deslaraticn.

Figure 23. Confirm your application details

On the ‘Confirm your application details’ screen, it is important that you read all the details carefully
as mistakes will delay the processing of your application.
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Note: You will not be able to edit your application details after submission.

Note: The declaration specifies that you give consent for your past and/or current employers to be
contacted to verify your employment history.

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

If you have found an error or want to delay submitting your application, select ‘Cancel’ to return to
the dashboard.

Once you have selected ‘Submit Claim’, you will see a notification that your application has been
successfully submitted in the ‘Current application’ section (Figure 25). An application number is
provided, the status is ‘Submitted’ and the submission date is recorded.

You will also receive an email receipt confirming your application has been received.

Any previous applications can be viewed by selecting the ‘Application history’ drop down arrow.

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

Select your relevant residency periods

« Read and acknowledge the declaration

Submit your application

To begin, navigate to the Profile tab.

|current application

View details

Application number

HLT-0000001036 am——

Application history a

There were no previous applications submitted

Figure 25. Successfully submitted screen

You can view your application and details submitted by selecting ‘View details’ (Figure 26).
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View a claim

Submitted employment locations

Emgtorsr name

Asstraian Bucners umbor (AGNI

Mesicare provder rumber

.....

Auatrsion Busners Mumbor (ABNI

Employecghons  MMMcefisten

Figure 26. View a submitted claim

2.11 After submission

Once you have successfully submitted your application, you will receive confirmation on the
‘Overview’ tab on the dashboard. You will also receive an email receipt confirming your application
has been received.

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.

After submitting your application, it can no longer be changed in the Applicant Portal.

If you need to change any information in your application after it has been submitted, contact the
Department of Education.

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
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