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Offer Document Checklist Process Guide

The Offer Document Checklist feature allows users to define documents that applicants will be
required to upload at the final step of the online application process. These documents should be
defined to meet the requirements of the College's application process.

Examples of documents are Birth Certificate, Passport, Academic Transcripts, etc.

The Offer Document Checklist feature provides the ability to:

Define different documents for different student origins; Overseas (offshore) students,
Overseas students in Australia (onshore), and Resident/domestic students.

Group documents for different process stages, such as 'In application’, 'Post application’,
and 'Offer".

Track documents with predefined status such as approved, pending, etc.

The following steps describe the process for using the Offer Document Checklist feature of the
Meshed RTOManager system.

Step 1:

1)
2)

Document Type and Status Setup

Navigate to Admin > Configuration and Setup > System Fields Setup.

In the Field drop down, choose Offer Document Checklist-Document Type.
Using this feature, users can setup custom values for Document Status as well as
Document Type.

B Configuration and Setup
T SETUP MENU

System Fields Setup

2
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Step 2: Setup Document Name for Document Type

1) Navigate to Admin > Configuration and Setup > Offer Document Checklist.
2) The custom Document Type setup above can be seen in the Document Type drop down.
3) Using this feature, users can setup various Documents by grouping them using the

available Document Type.
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Configuration and Sstup | Managa Cobsga M

B Configuration and Setup

Offer Document Checklist Set up

/

Documsnt Ls

Document Type

Past_Agplication

in_Appication

Post_Appication

In_Applcation

Step 3: Create New Application

21 0vgn

21 Document Types v 1| 24 (acte s nacee) v

Compulsory Active

2 SETUP MENU
+ College o

+ Course Type

+ Enromen Fee

+ OSHC im0

~ Ofer Document Checklist
+ Agent Docament Checkist
+ Ageet Status

+ Country List

+ Language List

/' + student D Format

+ Corlificatn ki Format

+ Result Grade

+ IMervention Strategy

+ Systom Fieids Setup

1) Documents with a Type of “In_Application” are listed in Step 5 of the Application process.
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Logged In As RTOmanager Admin (admrtomgrusr)! @ Legout | $Help

me:
RTOMANAGER

4 Meshed Group Enterpris: X )

Berice Setup
€ 0 C | @ Secure | hitps//chithratest2 omanager.com.au/Stall/SS/StudentApply/SS_Application_StepS a | i
Apply Online by Admin | Offrs Manage | Agpéy Short Coursa | Genarato lavaica | Intaka Payment Fian | Offor Maing List | Offer SMS Lit -
=@ @
e e T B PYTI———— 2 SETUP MENU
e How + Collegs Info
Upeoad € + Course Type
+ Enroiment Fee
s In thi5 518, you smply merts 10 s for approvl. The accapted il FOMMat can be pat, ait, JDD o Jpeg. The Maximum ik Upioad size It 15 SHB, Plesse ensurs

Your app) r o
OSHC into,
that your files, especialty your photo and capy of passport, are resized before uploading. It is mandatory to upioad all the compulsory fikes * !

~ Offer Document Checkiist
uner + Agont Document Chocklist
Dacument N Putsory + Agent Status

Ewoiment Form Choase Fike | Ho fle chosen + County List

Pheio D Choase Fie | Ho fle chosen + Language List

Clizanship Chousa Fie | Ho fl chosen ), sudentioFomat
vy || GOttt Format

= GoBadk) (Submit Appication T + Resull Grade

[ A Acie and nacsve) ¥
+ Intervention Strategy

+ System Fields Setup

Action. Document Name Document Type onigin Compuisary Actve

- + Cneckis setup

L - T in_ppicaton Residers Stusent * T

70 Evumenrom n_Agpicason Rusidart Studant 2 + Additional Emall Setup

#Q o n_Appicaton Rusidart Stugart 2 + Asssssmant Oue Date Extansion

Step 4: Document Upload from Agent Portal

1) Log into the Agent portal
2) Navigate to New Application > Offer List.
3) Click Upload/View Document Checklist Action Icon.

Logged In As Sankel Shrestha (Training College) | @ Lagout

Newhgon | Clsrgst
- View Trah&ﬂlege Offers List

0 You can view your studest offecs by using search Criteria below. Then pou Can wse he icons 10 view Rurther information about & particular student offer.

Search By | Dt Apphed | v2oanote) . | Eead
To complete the enralment, Upload any relevant additianal documents

om0 ‘Submirtza By Date Appasd Origin First Hama Last Hams Coursa Attempt start Dats Finish Date. stats. Acton

] Seuces ffrs St AppDcation) LIt (1 ecorel;

51 Ungefined 02 g 2018 Resideat Studet Sanket Shresina 1 2302018 18 31 2021 New Apphcation Request AT E

- For Pending applications : Add additional documents - via Add DocsIECOE icon. View fog - via View offer icon u

sutminea By | Training Cobege (agentt)[«|

4) A pop-up window opens where the Agent can view document names for various Types and
Status:
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= Application Tracking for Offer:1523

Dicument Cheekist Decument Trpe: | Al

Finalized  Document Hame

Enroimant Ferm

FholoD)

UploadFiles) (Download Files

Document TypeiStage
In_appiicaton
In_Application
In_Appiication

ofer

=) staus: [}

Ongin
Resident Student
Residant Studont
Resioent stuget
Resident Student
Resident Studest

Resident Student

5) Agent can upload documents.

6) For documents the Agent Uploads the Status will change to “Document Upload” and the

Last Updated

Compulsary

Provided  Comment Last Checked By

comment will be recorded as “Uploaded by Agent”.

Note: Agents are not able to update status but can edit the comment.

UploadFiles) (Downiosa Files

oe [ Al <] statas: [ a1

‘Document Typeisiage
n_Appication
n_Apoicanon
n_Applcation

omur
Posi_Appicaon

Post_Application

onigin

Residont Studont

Resident Stsant

Resident Stugent

Resigent stusent

Resident Stugent

Resigent Stusent

Last Updatea

WB2018 94733 AN

HOB2018 94733 AM

082018 94733 A

W08 94733 AN

B2018 94733 A

W08 94733 AN

Computsory

Provige

updated

Comment / Last Checkea By

Uplaaded
Upéoaded By agent
Uploaded By Agent
Updoaded By Agent
Uploaded By Agenl

Uploaded By Agent

After dosument is uploaded by Agent, status and commen

upioad

Browse.
frowsa..
Browse
Browse .
Browse.

Browse..

Ho g selectnd

Ho fle selacled

. | Moms seiscteq

Ho fle selecled

.. | Mo e serectea

Ho g selectnd

Ho file solected

Ho file sslectee

Ho e seleciod

Ho e selecten

Ho e selected

Ho e selectes

= =
- @
Frofle. Doemant Comm
ey
Status

Mo Stahus Found

Ho Status Found

Mo Stanss Foung

Ho Status Found

Mo Status Found

Mo Stahus Found

Document Uploadss
Document Uploaded
DocumentUpioasea
Document Uploated

Ducument Uploadsd

Hi Sanket Shrestha (Training College)| &Logout | *2Hs

7) Click the Download Files button and the files are downloaded in a zipped format. The zip

file contains the files in document type folders, for example “In Application”, “Offer” and
“Post Application”.
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m Application Tracking for Offer:1523

cpy) o =
e Cor Favorites Options  Help
O e W - T L I R
- - 0
i} a3 bustTo e find  Wand info | Viuskan Commant  SFX
Finalzsd  DocumeniWame  Documen TypeiSiage Ongm L REEETY 295 by - Staius
Encciment Form In_Appiicaiion Resident Student "‘l’”" Saal  Pactad| Trpe Hodted e Document Uploaded
PhoteD n_Apoication Resident Student Post Agpication Fie folder ORI 84T Document Upleaded
Offer File folder JOB2000 94T .. F
In_Application Resident Stutent In_Apglicstion Fie folder ——— [ Document Uploaded

ofr Rosidont Studont

Document Uploadsa

P Resident Stuant

Document Uploaded

[ Resident Student

UplaadFiles) Downlaad Files

_\ e _

Step 5: View Documents Uploaded by Agent

1) Log into the Staff Portal.
2) Navigate to Offers > Offer Manage.
3) Click View/Edit this Application Detail Action Icon.

Logged In As RTOmanager Admin (admitomgrusr)| @togowt | ::Hew

Agply Onéine by Admin Man Intake Payment Plan | Ofer Mailng List = Offer SMS List
= Applicant List \
Selct sppiication stanus: | All(Excluding Nol Submited) v 4 Campus
by 16T stLast Bl )
View Rows [Top20 v
1D 7 Date Applied  Applicant Name NickName  Agent Course Applied. Study Period Status. COE StudentID  Reserve ld  Action
1523 020082018 Sankat Stvestha Sarket Traning Cobege BAcct: Bachelor of Accounting (Alempt: 1 230712018 - 180772021 New Applcaton Request  NO COE REQUIRED. KO 3aév

230772018 - 19

Lo ’”‘“’"“m -
230772018 - 19072021 Agent Apgly 20180047 v

1522 02082018 TestEouagtTestEduagi  Negah  Educabon Migration Sevices  BAcct: Bachelor of

1521 011022010 Teacher Teacner Negah  Education Migration Sevices  BAcct: Bachelor of Acco

4) Click Offer Document Checklist Action Icon.
5) Staff can view and download the documents uploaded by Agent.
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M Application Tracking for Offer:1523

Staff vill ba abls to view documents uploaded by agent

Document Chackist Document Tyos (A1 s (1 v ra

Finalized  DocumentName  Document Type/Stage origin Last Updated Compuisery  Provided  Comment Last Checked By
orvimesn Fomn In_Apgication Resident Swoenl  30UZ010 947.33 AN # Unicated ‘Chaose Fie | No e cnosen Dosument Ugiozcea ¥
Enpto In_Appication Resigent Swoant 3082078 947.33 AN # upioatea By Agent ‘Choose Fi | No e crosen Dosument Ugioscea ¥
In_Appication Rosident Stuant 3062016 94733 AM @ Upioated By Agent Choose Fils | No fa crossn Dosumarnt Ugioagsd v
Resident Stuent 3082018 947.33 AM ’ Uploated By Agert Choose Fie | No e chosen Documert Upioaced v
Resident Stuent  JOB2018 9473 AM “ ’ Uploatied By Agend Ghoose File | No e chosen Documert Upioaded v
Resident Student  OB2018 947.33 A “ Uploated By Agent Ghoose File | No e chosen Document Ugioaded v

B 1523 2ipop (evaluation copy)

File Commands Took Favortes Optiors Help
- '

B

Add  ErctTo  Tet  View Delete  Fnd  Wowd o | ViewScan Comment  SPE
[ B 1923 7ipsip - 2P srchive, unpacked sice 53,95 bytes -
Name See Packed Type

Modfied cAc3z

staffwill be able 1

d documents uploaded
file

by agent. Itwill com Post_Application File folder IBADNBRAT .
Offer Filefolder 02018847
In_Apphcation Filefolder 02018847

6) After reviewing the documents, Staff can update the status of each document as required.

HiMr R

i Application Tracking for Offer:1523

(Document Checklist Document Type: [ Al v statws: A8 .
Finalized  Document Name  Document TypeiStage  Origin Lost Updated Computsory  Provided  Comment Last Checked By status
Cagenshic In_Application Resident Student Uploaded By Agent RTOmanager Admn{admromgruss) Chaose File | No fie chosen New Document Regured v
NoShwiFound
EncimeniEam i Appication Resident Student 3082018 9.47.33 Al v Upioaed RTOMmanager Adminiamrorgrus Choose File | No fis chosen Aowond
Academic Chack
2 In_Appication Resident Stugent 3082018 947:33 AN ’ Upioaded By Agent RTOmanager Atmnadmriomgnsr) Choose File | No e chosen Payment Cneck
Fenamg
Jast O Rosident Studant 3082018 9.47.33 Al ’ Unloaded By Apent RTOmanager Atmnadmriomgnisr) Choose File | No fis cnosen Vaidaton
Nw Document Requred
st_Appiicaton Rosident Studont 208201894733 AM ‘ Upioaded B Apent RTOmanager Ameyadmramgrusr) Choose File | No ik chosen Document Upioaded
os_Application Resident Stugent 2082018 947.33 Al v Usioaded By Agent RTOmansger Admniadmromgruse) Choose Fle | No fie chasen Oocument Upioaded  +

Staff vl be able to change status

7) When Staff reject a document, the Agent will receive an email notification.
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IF Move lags Find speech

9‘_ Reply @_ Reply All 9_, Forward
Fri 3/08/2018 10:32 AM

SS Sanket Shrestha

Document Rejected
To Sanket Shrestha

Cc Sanket Shrestha

Agent Receiving Email Motification

Hello
Drivers Licence Rejected for Sanket Shrestha. Resubmit Document.

Kind regards,
Administration Staff

8) A rejected subfolder is created, and the rejected documents are moved here.

Logged In As RTOmanager Admin (admromgrusr)| @logowt | :iHep

B Document Checklist of VFH Test1

Docurs ! 1280 sment Type: | AR s [ A1
Approved  Document Name Document Type'stage  Onigin Lastupdated  Compulsory  Provided  Comment Last Checked By sutus
Enet In-Appication | yrie20150018 Zip (53 (evalustion copy) - o x

In_Appication | File Commands Took Favortes Options Help

e | FRABHBHWOD R 4 ¥

e Add  BacTo T iete  Fnd  Vizsrd  Info con Comment  SPX

No Status Found

B [ V20150018 Zip (5.0 - ZP sche,unpcked sice 1LE59 ytes

In_Appication No Status Found

in_Appscation | [ No Status Found

In_Appscation No Status Found

in_Appbcation
Apphcation. | || RejectedDogumer File folder 28/08/2018 10

In_Appéication
onter

A

Document Ugioaded

No Status Found

No Status Found

Note: To ensure email notification, when setting up status, the display Value of Rejected Status
should be “New Document Required”.

9) When the Agent logs in to the Agent Portal a notification can be seen on the Dashboard.
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Logged In As Sanket Shrestha (Tra

New Apply ™  Manags Profile "= Documents Payment Report » ToDolist e
Y . lin » =) New Documents Required
Upload OfferID CourselD Document Type  Document Hame Document Status
." Help. == rinance Dacs Add To Do List & 1523 BAd In_pplicaion  Cizenship New Document Requirad
— Y

If staffrejects document, agent will + News

be able 1o see in dashboard

+ Reminder
+ Agency Activity

+ View Overdue Payments (1)

10) Using the Agent Portal, an Agent can re-upload and resubmit any rejected documents.

Note: For documents that were approved by Staff, the Agent is not able to re-upload those
documents.

B Application Tracking for Offer;1523

Panle Documa m
5

Docum st Document Trpe: | All =] stas: [ an ~l

1] Do s

Finalizsd  Documenthame  Document Type/Stags Origin Last Updated Commant Last Chacksd By upoad stams
EMGmEnFUT  W_Appiication Resienl Studenl  JDA2018 84731 A4 Uplcassd RTOManages sdminisamomgrusr) Browss. Acasemic Chec
Ehale 1D In_Application Residel Studeal  JDA2018 B47.31 44 Uploassd By Agent RTOManagss Adminsamomgrsr) Browse Hoproved
Cifzenshin In_Application Resident Student  J0B/2018 24733 AU Uploassd By Agent RTOmanages Admin(s Brawse. Rejected

Test Ofter Residenl Studenl  J0B/2018 8.47.33 AU Uploaded By Agent RTOManages Admin{admomgrusr) Browse Ducument Uploaded

Residont Studemt 2082018 84733 A Uploased By Agent RTOmanages Adminiadmrtomorus) Dicument Uploaded

I0B2018 54733 A Uploaded By Agent RTOmanages Adminiadmiigmertsn) Dacument Uploaded

UploadFiles) (Downdosd Files

n agent portal, agent will be abla to view document status put by stalf

Step 6: ECOE Request Document and Additional Document Upload from Agent Portal

1) Log into the Agent Portal
2) Navigate to New Application > Offer List.
3) Click Add Docs/ECOE Request.
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Logged In As Sanket Shrestha (Trainin
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Pew Apply | Offer List

= View Training College Oﬂars:m\

0 Yo 05

Search By | Offer 1D < Search

To complete the enroiment, Upload any relevant additional documents

Submirted By Origm First Hame Last Hame Course Attempt Start Date Finish Date.
Undefined Resident Student Sanket strasma 1 23May2018 2Nov2019
1620 Undefined Overseas Suugent Test Test2s67 1 23102018 18 Juf 2021
1519 Undefined TEsT testest 1 23u2018 18412028
1518 Undsfined 30012018 Test Tesi@4s6 1 23Ju2018 1842021
Undefined 30812018 Test Test@a4s 1 2302018 1802021

4) A pop-up window opens where the Agent can upload ECOE Request Documents and

Additional Documents.

@ Upload Additional Documents (eg. For
ECoE, Offer)

INew Application Request
New Application Request

New Application R

"‘ -

e

Prefile Document Comm

Log

k2O

Close

) This page is for adding additional documents

Offer ID: 1523 Applicant namea: Mr Sanket Shrestha

Course ID: CHC30208 Course name: Cerificate lll in Aged Care /

~Upload Document
Select document type To upload: | ECoE Request Documents v.| /

ECoE Request Documents

Additional Documents

Signed Terms & Condition BIUWSE 0 ETECIE.

Signed Contract

Signed ECoE Reguest | Browse... | Mofile selected. |

Signed Credit Card Authority or Payment Draft | Browse...  Mofile selected.

(Upload)

—

‘-‘;-" Hote: Please make sure each uploaded file size is less than 10 MB.

Note: After uploading a document the Agent cannot view the document.
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Step 7: View and Download ECOE and Additional Document from Staff Portal

1) Log into the Staff Portal.

2) Navigate to Offers > Offers Manage.

3) Click View/Edit This Application Detail.
4) A pop-up window opens.

5) Click Document Action Icon.

|¢ummm_ —
® Applicant List | 4 -,

hittps://ehithratest2.rtomanager.com.au

Salect appication stanus: | Al [
seach by [ 19F]

View Rows [Top20 v
Bt - = Application Document Upload Page for
1D Dato Appled  Applical | soms 23 Student D Reserveld  Action
120 canenots o iR i (G e T, = = b0 Hew Aopicaton ot H0.COE REQURED EECETYEY
1522 02082018 TestEdus Bt Agent Asoly aems X O R E 8V
1571 0U0RD18 Twacher, 21 Agent Assly e X OORE SV
ot by: | Name v /[ Ascaramg v _ .
Tost Tes{ 21 New Apphcation Requast 20180048 K@ R aeV
— w Agpication Roqu aees K @R A SV
TEST tef _— e —— o B1  Now Appiation Requast 2018004
o Agplication 201 K@ R aev
Tost Tes] - . - 21 Now Appiation Request 20180044
Tost Test 20831 kB or 2018 10:41:07 AM 81 New Appiication Request 23 X @R E Y
Test Tes{ 15268 KB par 208201050116 PM o 81 New Appiication Request 2oz X @R E8Y
Test Ted ) Y- 1 New Application Request 20150041 KOOI aeV
1514 30072018 RETES] 21 New Appiication Request 20 X @R E8Y
151 1IDTEOIS TestTel  Fu Upioad 1 | Ghooss Fiks Click on Documenticon B Oflered oy BXOT odIABS SV
1511 17072018 TestiTal  Fio Upioad 2 | Ghouse Files | Mo fie chosen 1 Offered 2z XK@ 0B HBS 6V
470 28002018 1estPPP|  File Upload 3; | Chouse Fikes | No fie chosen B2 Ofered LR e s év
1 o TeTed  Fon uooas s | GronsaFiee | o e rosen kot e B Recomam 40 coE RecuRED K@ 3 aev
TE TN Test =21 ReConsider oy K @RS

6) Staff can view the folders “AdditionalDoc” and “ECoE_Req” containing the uploaded
documents.

Hi Mr RTOmanager Admin
meshed

RTOMANAGER

; . - =
Bl Application Document Upload Page for Y o i P

L L
Offer ID: 1523 (Sanket Shrestha) Profile  Course Adwanced Document Checikiist Comm Email

Standing Log

Close
Folders to view additional document and ECOE
document upload by agent Order by: | Mame v |/| Ascending ¥ |

[ Location: currentiy you \dppligafion directory

Name Extension Last Modified Action
= 0 bytes Dir 3/08/2018 1004107 AM

AdditionalDoc 46.32 KB Dir 3/08/2018 10:51:51 AM —4 o
ECoE Req 57.91 KB Dir 3/08/2018 10:54:35 AM & 0
In_Application 23.16 KB Dir 3/08/2018 94733 AM —4 o
Offer 11.58 KB Dir 3/08/2018 9:47:33 AM

Post Application 23.16 KB Dir 3/08/2018 9:47:33 AM - o
1523 ZFip.zip 46.17 KB Zip 3/08/2018 9:56:06 AM Ed o
tooms Dessrption: | ¥ Click to mowe ane direstory up | #  Rename fleroider €Y Delete fie/folder
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I Hi Mr RTOmanager Admin
RTOMANAGER
Bl Application Document Upload Page for jo:d o >l P i
i o . ~ -
J Offer ID: 1523 (Sanket Shrestha) Profile  Course ﬁé::;ﬁ;c—‘e: Document Checkdist -_.:.L:gm Email
E Close
ECOE related Documents . . .
Order by: | Mame v | /| Ascending v |
1
[ Location: currentiy you are ipfipplication\ ECoE_Reg directory
Name Size Extension Last Modified Action
i
= 0 bytes Dir 3/08/2012 10:54:35 AM
1 ) . : =]
SignedContract. docx 11.58 KB .docx 3/082018 10:40:58 AM
1 SignedContract 201833105124 docx 11.58 KB docx /0820718 10:51:24 AM E o
b SignedE CoERequest docx 11.58 KB docx 3/082018 10:51:24 AM 4 o
q =
SignedECoERequest 201883105435 docx 11.58 KB docx 3/08/2012 10:54:35 AM 4 o
SignedTermsAndCondition. docx 11.58 KB ~docx 3/08/2018 10:51:24 AM - O
teons Descriation: | ¥ Click to move ane directory uo | # Rename flerfolder 1P Delete fiarfolder

Hi Mr RTOmanager Admin

Bl Application Document Upload Page for ; o P4 = el i
Fe ~ -
Offer ID: 1523 (Sanket Shrestha) Profile  Course ;;::;'a_dw:: Document Cheokist -:;,Lv:gm Email
Close
Additional Decuments .
Order by: | Name v | /| Ascending v |

[E| Locarion: currgdily you are in |dppiication\ddditionalDoc directory
Name Size Extension Last Modified Action
=4 0 bytes Dir 3/08/2018 10:51:51 AM
test docx 11.58 KB docx 3/08/2018 10:41:07 AM i o
lest 2 201823105151 . docx 11.58 KB docx 3/08/2018 10:51:51 AM ~ 4 Q
test 3 201883105151 docx 11.58 KB docx 3/08/2018 10:51:51 AM —if o
lest 4 201883105151 . docx 11.58 KB docx 3/082018 10:51:51 AM — o

lcans Descrption: | =¥ Click to move ane diractory up | # Rename fieifolder | & Deete fiaolder

Step 8: Viewing Document Checklist in Student Section from Staff Portal

1) Following the Applicant conversion to a Student during Offer Management, log into the Staff
Portal.

2) Navigate to Student > Student Profile.

3) Click Checklist Action Icon.

4) Staff can view the list of documents and their status and can update the status.
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B Student Profile Summary

'
Mn-m Course Weckly Timetable

A, No current class Umetable

Studnt Py

10: 20180049 Nome: Sankot  Shrestha

Nk Name: Sankot Gender: Male

Origin: Resident Student Natanainy: Nopalesa

Visa Type: Australian Citzen PassportNa: 124

+ Currant Coursa Academic Summary

B Document Checklist of Sanket Shrestha

Staff will be able to change status

Document Checkist Ofer [ 723 v]  Document ype: (73 v) i stets: (78 v
el i Last Updeed e e [ Lasi Checked By \ Staus

© romansom Adminiscreomorus)

Crganng In_Appication Resident Student Upioaded By Apsnt Chooss F#m | Mo i chessn
EnomentForm  n_Appication Resident Stwdent  MB2018.9.4733 AM “ Upoaced @ promanager Adminiadrstomgrusr) Chosse Fie | N fle chosen
“ EhgoD In_Appication Resident Student 082018 9.47.33 AM . Uploaded By Agent @ R10manager Adminiagmtomgrus Choase Fie | N il chosen
Tost Offer Resident Student 306201894733 AM @ Ugiosded By Agent ©  Rromanager Adminiadmtomgrusn Choose Fie | Mo fls chosen

Broolol Bavment  Post_Application Rosident Studont 3062018 9.47.33 AM Ugioaded By Agent @ R1Omanager Adminiadntomgrus) Choosa Fia | Ma fils chiosn

Divers Licence ast Resident Student @ Rromanager Aaminacrstomgrusr) Choose Fie | Na ik chasen

\ Staff will be able to download flas

Ugiaded By Agent

Update Chackist) (Downicad Fiss

e Documant Required v

Academic Check .

Approved B
Document Ugioaded v |
o Sihus Found

sorcuns
Paymant Chock

\awtin

Ve Document Requred
Documen Uposdsa

Step 9: Viewing Document Checklist of Student in Agent Portal

1) Log into the Agent Portal.
2) Navigate to Student > Student Profile.
3) Click Upload/View Document Checklist Action Icon.

= View Training College Student List

@ You can view stdents unier your manogement by uning search Citeria below, Then you Gan use the icons 1o view further

Search By | Sudsnt D[ ssmat)

Stugent 10 ‘Submiied By First Hamme Last Hame oftes course Start Date Finish Date.

20180049 Unastnsa aankst smissma =23 Carmmcats Il in Aged Cara 23M3y 2008 22 Hov 2019 Enransa L A
20180038 Unaetnes Negah Rawnl w1z Bscheior of Accounting 2302018 18 4ui 2021 Enrolied

4) Agent can view the list of documents and their status and can upload and download
documents.
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Resident Student

Residont Student

Update Chackiist) (Downioad Files

\

Last Updated

82018 94733 A
082018 9:47.33 A
082018 9.47.33 A

082018 9.47:33 A
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Comment
Uplosded By Agent
Upioaded

Upioads =

Uloaded By Agent
Uploaged 8y Agent

Uploased By Agent

Last Checked By

RTOmsnager Admin(aomomensr)
RTOmanager Admin{aomomgnise)
RTOmanager Adminadmomgnuzr)
RTOmanager Admin(agmomerusr)

RTOmana

amin(asmitompnse)

RTOManager Adminiaomomoniss)
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