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Admission Process

Admission process starts when the college receive a Student Application request. Applications can be made by
Students (via public portal) and by College Administrator (via Offer manage tab). Once application is received,
Admin can commence the Admission process by going to RTO Manager > Offers > Offers Manage.

Admission Process in RTOManager has an easy step by step process as shown below:

View and
edit

View/edit

Preview Approve Send Email Reserve Pend Offer
Offer letter Offer letter Student ID Letter

Offer

Upfont fee

schedule Checklist

Application

Home  ViewDoc  Admin  Saf  Users  Courses  Timetable  Teacher |[UEag]| Stucent Compliance  Communication  Marketng  CRM  Accounts  Reports

Apply Online by Admin Apply Short Course  Generate Invoice  Offer Mailing List

B Applicant List

Searenby: | IdFrstLast .

[E] Al siudenis. No of Records: 2

View Rows: 20 ¥

ID Date Applied Applicant Name NickName Agent Course Applied Study Period Status COE StudentiD Reserveld Action
- 2 =
24 13032017  Tyrion Lancaster Tyrion  WebSuira Technology CHC50113  Diploma of Early Childhood Education and Care (Atlempt: 1) On Campus: CRICOS campus 27/03/2017 - 250032018 New Application Request
— = =
23 02032017 Jon Snow Websutra Technology BSB50607 : Diploma of Human Resources Management (Atiempt: 1) Gn Campus: CRICOS campus  13/02/2017 - 11/0212018 ReConsier NA stoz0170002 % K @ 0 % & &
lcons Descrpton: | A Preview ihe offe letter bafore approval | & Approve the affer etier | K View/Ed this application datai | (i Pending this offrltter | Li Reconsider tis appicaton
o
|° Reject this application \o Delete the applied courss | t Download Offer Letter 1 -© Add COE No. for this offer | 48 Generste Student ID
1$ Generte Agent Payment Invoioe | # Dooument Checist

e Search Application status by using filters and click Search.

e Check the applicants with New Application request status.

oRTomanager oRTOI’ﬂa nager ‘g‘RToagent
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e to start with the Admission process, click on the following actions:

1. View and Edit Application

This function allows admin to view and edit new application requests received via the online portal. Here, you will
see the list of new application requests and allows you to manage the application process. Users may be able to
search applicants using the search button. To perform this function, follow the instructions below:

CRM | Accounts | Reports

Home | ViewDoc | Admin staff | Users | Courses | Timetable | Teacher |[EEEEN student | Compliance | Communication | Marketing

Apply Online by Admin Apply Short Course | Generate Invoice | Offer Mailing List

@8 Applicant List

Select application status: | All (Excluding Not Submitied) v | | —All Campus— v
search by: | Id/FirstLast Ml | (search)
View Rows:[ 20 ¥ |
(E] A students. N ree: 20
ID  Date Applied ApplicantName  NickName Agent Course Applied Study Period Status COE StudentID Reserve Id Action
1358 16/03/2017  John Doe Jane Training College BIT : Bachelor of Information Technolegy (Attempt: 1) On Campus: Sydney Campus 06/02/2017 - 02/02/2020 New ~° eioV
Application
Request
1357 10/03/22017  Yordan Smiths Training College BSB50207 : Diploma of Business (Aftempt: 1) On Campus: Sydney Campus 06/032017 - 03/09/2017 New K@ RmeV

Application

1. On your RTO Manager, Click Offers > Offer Manage.

2. The page will show list of all applicants and application submitted. You may filter your search using the
Search button.

3. On the right hand side, you will see different actions you can use to manage applications. To click this icon

X

to view and edit application details. This page includes

oRTomanager oRTomanager RTO:!
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| View Mr. John Doe Application Details

~Applicant Pr

Application ID: 1358

Full name: Mr. John Doe Nickname: Jane
Applicant type: Overseas Studentin Australia Gender: M
Date of birth: Saturday, 16 March 1996

Date applied: 16/03/2017

Email: manna com.au [
Birthplace, Country of birth: Alexandria, Australia Nationality: Australian
Passport No. TBA12345 Expiry date: Thursday, 16 March 2017
Visa type: Graduate 485 Visa Number:
Visa Expiry Date: Not Provided Account Manager:

Which BEST describes your current employment status? @@ - Not Specified &
Industry of Employment - Not specified
Occupation Identifier - Not specified
Cultural Diversity
Are you of Australian Aboriginal or Torres Strait Islander origin? No, Neither Aboriginal nor Tarres Strait Islander
Schooling
What is your highest COMPLETED school level? @@ -Not Specified
In which YEAR did you complete that school level? No
Are you still attending secondary school? No
Language Proficiency
First language: English
How well do you spesk English? @ -Not stated

English was the instruction in or tertiary studies? No
English Language Proficiency Test:

Click to edit
application.

When:
score: Overall
- 7
USI: Unique Student
Student US| number: [Enter only valid USInere | whatis USI?
e ATO Vet UST

~Student Address List-

¥ Mailing/Residential contact address
Type: Current Street Address
Address: 154 Bourke Phone/WorkPhone: -~
Alexandria NSW Fax:

Australia, 2015 Mobile:

Previous Education Qi hieved.

v || A-Australian [ )< ( ]

i) [ Bachelor Degree or Higher Degree Level

-—————
]+ (16m3m017 ™ (1emazor7 M | )¢

Placement manager: Not specified
Intake Date: 06 February 2017
‘Start Date: 06 February 2017
Tuition standard fee: $48,000.00
Upfront Fee: §10,000.00
Enroll Fee: $0.00
(Offer Issued Date: -
Application Request:
Credit Transfer Request: -

Course manager: Not specified
Course Duration: 156 week(s)
Finish Date: 02 February 2020
Tuition charged fee: $43,000.00
Study Reason: @@ -Not specified
Material Fee: 50.00

Special Condition: -

Detail -
‘Study At RTO/College: Training College. Campus: Sydney Campus

Course: BIT: Bachelor of Information Technology (Atiempt: 1) Status: New Application Request

Agent: Training College COE No:

°'momanager
CRICOS

0Rromanager
VET
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Custom Field Detail

Course Detail Personal Dstail Offer Detall
Additional Fee: [50000 | o ARN: [Enervame | o [Nn other details found
o Concession: [Yes | o
consultant name: ) o
Driving License#: | o
C ) o

Sscurity License:

-Additional Service Request

s Noservice data found

Offer ID: 1358
OsHC: NotRequested
Disability: No
Contact Details: Contact Type: Emergency
ContactName: TBA
Relationship: TBA
Address: TBA
Phone: TBA
Email
How did you first hear about us? (Lead Source): WeDsite

Please provide more details (Know From): friend

VET Fee Help

VET course of study: BIT: Bachelor of Infarmation Technology /

Citizenship Code:

Student Status Code:

Do you have, or have you had, a VET FEE-HELP andior a FEE-HELP debt?
TFN:

4. Users can also add a course clicking the course icon . This page contains information that needs to be
filled in which includes name of course to apply, intake year, start dates and other payment information.

>
B Add New Course for Mr. John Doe ;
Prafie Wist Comm Emai Cose
Log
Add New Student Course Off Other Detail
offer ID: 1356 Additional Fee: [ 50000 |
Apply through agency: [Training College =1 modeofdelivery: ) [ |
Campus: ‘W Study Mode: [) | - Selectitem—~ v |
Placement manager: | —Not spacified— v
Course manager: | —Not spacified— v
Course type: | ELICOS v |
Course to apply: | 91459NSW: Certificate IV in English For Academic Purposes v |
Intake year: | 2013 ¥ |
Preferred intake date: | 0110122013 ¥ |
Startdate: (01012013 |
No. of weeks |10 |weeks
Study Reason: | @@ -Not specified -
Status: New Application Request
Enrolment fee: 5| ]*
Course normal fee: $300.00/week
Tuition charged fee: (300000 |
Up frent/initial fee |3000.00 |
Material fee [0.00 |
Offer Issued Date | |}
Request 2l
Special condition 4
(Add New]{@)
(E] List of courses appiiedfor by student in this offer ID: 1358
Offerld  Course Atlempt  Campus Intake Date Study Period Course Length Tuition Fee Status Action
1358 BIT: Bachelor of Information Technology 1 Sydney Campus 06 February 2017 06 February 2017- 02 February 2020 156 week(s) $48,000.00 New Application Request E

LY

Document

5. Users can check documents that has been uploaded by applicant by clicking the document icon .

°RToma nager 0RTOI’ﬂa nager ‘QRTOH?JGHT
VET

CRICOS
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This lets the admin check the documents sent. If student sent the documents via email or post, admin can
upload the document clicking the Upload button.

B Application Document Upload Page for Offer ID: 1358 (John Doe) ;
4 |4

2 B0

Grterby: | Name * |1 Ascenaing +
HE|
Hame size Extension Action 4
o Obytes RoolD)
Application Obytes. Dir
oftr Obytes Dir 2
15406 KB oot 18032017 13651 PM 7o
. U
Create Foider
Choose File | Mo fle chosen Upload

6. To ensure that all mandatory documents are received prior to offer approval, users can verify by clicking the

»

Checklist button . Once verified, Admin can tick the approved box located on the left hand side of the list
and type in comment (if any). Admin can also upload the file by clicking Choose File tab located on the right
hand the side of the list. Once all information is verified, tick Update Checklist.

B Application Tracking for Offer:1358

~
Document Checkiist Document Type: | All
RERove Document Name Document Type/Stage Origin Last Updated Compulsory provided [ Comment Last Checked By
ELTS In_Application Overseas Student in Australia Choase File | No fie chosen
In_Application Overseas Student in Austraka Choase File | No fie chosen
In_Application Overseas Student in Australia

Chogse File | No file chosen
Cifizenship In_Application Ovarseas Student in Australia

Cifiz Choase File | No file chosen
Update Checkiist

Once checklist is updated, system will advise that document checklist has been updated successfully ( as shown
below).

B8 Application Tracking for Offer:1358

@ O %

-

Profie Couse Document Checklist Comm  Emal Cose

-Document Checklist Document Type:| All vh
[E] Docunent Checist
Approved  Document Name Document Typel Stage ‘origin Last Updated Compulsory Provided  Comment Last Checked By
“ s n_Application Overseas Studentin Australia v [ ) AATrainer(Trainer) ([ Choose Fle | No e chosen |
/) Enrolment Form In_Application Overseas Student in Australia 7 ( | AA Trainer(Trainer) |[ cnoose Fite | Noie chosen |
) Photo ID In_Application Overseas Student in Australia ) ( | AA Trainer(Trainer) |[ €hoose File | No e chosen |
@ Citizenship In_Application Overseas Student in Australia < ( | AA Trainer(Trainer) |[ Choose File | Noie chosen |
(Update Gheckist)
T Document checkTisthas been updated

7. Users can also record all communication exchanges between applicant and college by clicking the Comm Log

Coomm
Log

icon
oRTomanager oRTomanager “Prroagent
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M Application Tracking for Offer:1358 > K o
= Q
s 2 K0
Log.
Offer G L
Commented By: AA Trainer
G (g v (e v (S (o)A g )2 B 2 U e % %
‘s»liéé § IR RGN Ealer=ma) |
(@RI L Y ERPoNEOEEABRE
categonyType:
Showto Agents ) Yes @ No
[E] Offer communication log for - 1358
4 No Communication log found

Email

8. User may also choose to send the offer letter via email by clicking the email icon

onromanager onroma nager Q’Rroagent
CRICOS VET
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IS end Emait

Course Applied List:[ BIT: Bachelor of Information Technology (Attempt: 1) v |
Agent Name: Training College
Frum:[ e : manna.maniggo@meshedgroup.c om.au v ]
Send To: @ Student ) Agent ' Both
Ta: [mnama"lago@'lﬁhﬁ:lgupcumm ]
o

Frovids multiple $malis s20araEd by comma (smalli smanz_ )
BCC: [

Provide muliple emalls separated by comma [emall! emall2 )

Email Template: [ Select Template v ]
Subject: ]

i (Pasarephv ) (Fomt v |(5uev | (Cobr v A [(Highight v] 7/ B 7 U e X X
iR oEIEEEEFFR s LA X9 03T Gmeer)f
(et BORAER T W YT oA EaBE G|

IEZ=:FE
.
(2 Attach Student Payment Invoice

) Attach Offer Letter
Attach More File:

File1:| Chogse File | Mo file chosen
File2:| Choose File | Mo file chosen

File 3: || Choose File | Mo file chosen

File 4: || Choose File | Mo file chosen

¥ Add to Offer Communication Log

9. Once Offer letter has been checked, verified and sent, you may close this function by closing this window

©

0RTomanager 0Rromanager 0'Rroagent
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2. Preview Offer Letter

L

e Click this to preview Offer Letter. The letter will open in a new page and it includes information

the college’s offer letter with course information, schedule of fees which includes tuition fee and other

miscellaneous charges, Payment schedule, college bank details and available modes of payment.

Note: The letter of offer is issued provisionally only and subject to student acceptance and payment of fees.

: RTOManager g RTOManager RTO
CRICOS
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CRICOS

Letter of Offer

Offer Reference: 24
Date: 20/03/2017

Mr. Tyrion Lancaster
184 Bourke Alexandria
NSW, 2015

Dear Mr. Tyrion

Thank you for your application to study at WebSutra Technology. We are pleased to provide you an offer to study as
an intemational student as per the course and fees details outlined below.

Sumame Lancaster

Given name Tyrion

Gender Male

Date of birth 13/03/1997

Citizenship Australian

Identification No 123G0T45

Course Cricos Code | Study Period Duration | Tuition Fee |First Instalment
CHCS50113: Diploma of Eary

Childhood Education and Care 0816128 27/03/2017 - 25/03/2018|52 week(s)|$10,000.00 |$1,500.00

The letter of offer is issued provisionally only: it is subject to student acceptance and payment of fees.

Payment of fees and associated charges are as follows:

Enrolment fee $200.00
Total tuition fee $10.000.00
First instalment $1.500.00
Material Tee $0.00
Overseas Student Health Cowver $0.00
Miscellaneous fees 50.00

Total fee due 5$1.700.00
Special condition

oRTomanager 0RTOfT'Ia nager QRToagent
CRICOS VET
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Payment Schedule

COURSE FEE NAME AMOUNT |DUE DATE
Total fee due to pay now |All upfront + enrolment + material + oshc + miscellaneous fees |$1,700.00 |NOW

CHC350113 Fee Instalment 1 $35417 27/03/2017
CHC30113 Fee Instalment 2 $354.17 03/04/2017
CHC350113 Fee Instalment 3 §35417 03/04/2017
CHC350113 Fee Instalment 4 £354.17 03/04/2017
CHC50113 Fee Instalment 5 $354.17 03/04/2017
CHC30113 Fee Instalment 6 §354.17 03/04/2017
CHC350113 Fee Instalment 7 $35417 03/04/2017
CHC350113 Fee Instalment 8 $35417 03/04/2017
CHC350113 Fee Instalment 9 $35417 03/04/2017
CHC350113 Fee Instalment 10 £354.17 03/04/2017
CHC50113 Fee Instalment 11 $354.17 03/04/2017
CHC30113 Fee Instalment 12 §354.17 03/04/2017
CHC350113 Fee Instalment 13 §35417 03/04/2017
CHC350113 Fee Instalment 14 $35417 03/04/2017
CHC350113 Fee Instalment 15 $35417 03/04/2017
CHC350113 Fee Instalment 16 £354.17 03/04/2017
CHC50113 Fee Instalment 17 $354.17 03/04/2017
CHC30113 Fee Instalment 18 §354.17 03/04/2017
CHC350113 Fee Instalment 19 §35417 03/04/2017
CHC350113 Fee Instalment 20 $35417 03/04/2017
CHC350113 Fee Instalment 21 $35417 03/04/2017
CHC50113 Fee Instalment 22 £354.17 03/04/2017
CHC50113 Fee Instalment 23 $354.17 03/04/2017
CHC30113 Fee Instalment 24 §354.17 03/04/2017

Payment can be made by telegraphic transfer, cash, cheque or direct deposit into the College bank account.

The College bank details are as follows:

Account name: TBA
Bank Name: TBA
Bank address

Branch Number (BSB): TBA
Account Number. TBA
SWIFT code:

We are looking forward to welcoming you to Training College

Yours sincerely,

o“RTomanatc:{er oRTomanager

CRICOS VET
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3. Approve Offer letter

Once student information has been reviewed and verified, click the green check icon @ to approve offer letter.
Note that student’s status has been changed from New Application Request to Offered status.

[E] Al students. No of Records: 2

ID Date Applied Applicant Name NickName Agent Course Applied

Study Period Status  COE StudentD Reserveld  Action
24 13032017 Tyrion Lancaster Tyrion

. 2o .
Z?fDSJZD‘?-ZE#DSJZD‘ @ K@ cewBS oV

13/02/2017 - 11/02/2018 ReConsider NA STD20170002 r~ " p v
Re Approve the offer lefter

WebSutra Technology CHC50113 : Diploma of Early Childhood Education and Care (Attempt: 1) Cn Campus: CRICOS

23 02/03/2017  Jon Snow

WebSutra Technology BSB50607 : Diploma of Human Resources Management (Attempt: 1) On Campus: CRICOS

1009t Agghed ApgtcantName NehWemn At Coue gt

WO T

5] Al staderss. ¥o of Records: 2

D Date Applisd Appiicant Name NickName Agent Course Appiied

Status  COE StudentlD Reserveld  Action

& 3 12 o)
WebSutra Technology CHC50113  Diploma of Early Childhood Education and Care (Atempt. 1) On Campus: CRIC! s 270312017 - “ZU’ e /\E ceRvaBS OV

WebSutra Technology BSB50507 : Diploma of Human Resources Managzment (Atlemat: 1) On Camous: CRICOScampus 13/(2/2017 - 11/02/2018 ReConsider NA $TD2017002 — v
Re Approve e ofer ltier

24 13032017 TyronLancaster Tyrion

23 (2032017 Jon Srow

4. Send Email

Once Offer letter has been approved, Administrator may send the email to the student, by clicking the send

email icon |:|

oRTomanager oRTomanager

CRICOS VET
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m Application

Send Email

Tracking for Offer:24

Q |« 2

Profie Course Document Checkist Comm Email Gise
Log

Course Applied List:
Agent Name:
From:

Send To:

Template Type:

Email Template:

CHCB0113: Diploma of Early Childhood Education and Care (Atiempt 1) ¥
WebSutra Technology
Me : manna maniago@meshedgroup.com.au -

® student © Agent © Both

: | manna maniago@meshedgroup.com.au

Frovide mulipie emais separsted by comma (smailf maiZ

Frovide mulipie emais separsied by camma (emait, smai2.

Student v

No Template Found v

Subject:

i Paragraph ¥ Font v Size ¥ Color v A rghlight Y & B f U ahe X X

Eismamax9 e3Ed T sms §
LFh Y EE BN EEEEL @R[

i InsertHtml v £

omEg~

5. Reserve Student ID

This function allows you to reserve an ID for the student while waiting for offer process to be finalised — e.g.

Payment has been made and compulsory documents has been verified and submitted. To perform this action,
follow the instructions below:

)
e Click the Reserve student ID icon ™ a pop up box will appear to allow you to generate Reserve ID.

You can also check the suggested reserve ID by clicking Check Available link.

o Click Reserve Now to generate Student ID.

(5] Al students. No of Records. 1
ID Date Applied Applicant Name NickName Agent Course Applied Study Period Status  COE StudentID Reserveld  Action
24 131032017 Tyrion Lancaster Tyrion WebSutra Technolegy CHC50113 : Diploma of Early Childhood Education and Care (Attempt: 1) On Campus: CRICCS campus 27/03/2017 - 25/03/201% Offered

exencaff)ams o v

Generate Reserve ID

Offer ID: 1358
Suggested Reserve ID: 20170009 | Check Available?

(Reserve Now)

 Tocleariremove existing Reserve ID, please remove the value in TextBox and Click 'Reserve Now'.

Note: Reserve ID no will be shown on the Reserve ID column list.

oRTomanager

VET

‘oRTomanager
CRICOS

'RTO:!
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=] AT Sdents. Mo o Records: 20

ID  Date Applied ApplicantName  NickName Agent Course Applied Study Period Status  COE Student ID Reserve Id Action
e 2 o <
1358 16/03/2017  John Doe Jane Training College BIT: Bachelor of Information Technology (Attempt: 1) On Campus: Sydney Campus 13/02/2017 - 02/02/2020 Offered 20170000] © ~ @ ceRaB®s é

6. Add CoE!

This icon allows you to enter CoE number for the student once students have submitted compulsory documents
and tuition fee payment has been made. CoE number can be generated from the Government’'s PRISMS
system. To perform this action, follow the instructions below:

. L o
e Click this icon to add CoE number to the offer letter.

ID  Date Applied Applicant Name  NickName Agent Course Applied Study Period Status COE StudentID Reserve ld Action
358 16/03/2017  John Doe Jane Training College BIT : Bachelor of Information Technology (Attempt: 1) On Campus: Sydney Campus 13/02/2017 - 02/02/2020 Offered 20170008 © X @ ; = Bs év
Add Coe Number to Application: 1358 and Course: BIT (Attempt: 1)
Check if COE Not Applicable
Enter Coe No: | |*
Select CoEr “ Choose File | No file chosen
o Enter Coe No. on the field provided and upload the file.
e Click Add CoE to save.
Note: CoE number will be displayed on the CoE column.
ID Date Applied ApplicantName  NickName Agent Course Applied Study Period Status COE StudentID Reserve Id Action
1358 16/03/2017  John Doe Jane Training College BIT : Bachelor of Information Technology (Attempt: 1) Gn Campus: Sydney Campus 13/02/2017 - 02/02/2020 Offered ICDE777 I 20170000 © X @ cdRaBS

1 CoE stands for Confirmation of Enrolment.

oRTomanager oRTomanager YRroager
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7. Generate Student ID

You can generate the student ID by clicking the Generate Student ID icon found on the action tab

) UE;- S & v

e Click the icon

8. Pend Offer Letter

This icon allows you to pend Offer Letter. Pending Offer letter can be due to different factors e.g. Students have
not paid the relevant fees on due date, or students’ inability to send compulsory documents necessary to
complete admission process.

1. To pend Offer letter, click the lock icon D

=
1357 10/03/2017  Yordan Smiths Training College BSB50207 : Diploma of Business (Attempt: 1) On Campus: Sydney Campus 06/03/2017 - 03/09/2017 New A9 -[:] o v
Application
Request

2. The lock icon D will change to |§| which allow admin to reject the application if requirements are not met by
the students.

=
|1357 10/03/2017  Yordan Smiths Training College BSB50207 : Diploma of Business (Attempt: 1) On Campus: Sydney Campus 06/03/2017 - 03/09/2017 Pending _R - E] oV

oRTomanager oRTomanager RTO:!
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