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Submitting an incentive claim in WAAMS
Employers participating in the WA Jobs and Skills Employer Incentive can submit
their incentive claims in the Western Australian Apprenticeship Management System

(WAAMS).

Getting started — Setting up Employer Incentive user roles

To manage employer incentives, confirm you are setup with the appropriate user
roles. To submit an incentive, EIS user access is required. For assistance setting up
your user roles, view the user guide on access level in WAAMS, available at
jobsandskills.wa.gov.au/employerincentive or contact Apprenticeship Office on

13 19 54 (for callers outside WA, please call 08 6551 5499).

1 Check My Permissions to verify you have EIS user access

Organisation Contracts Incoming Training Contracts Employer Incentive

@ Employer & Profile

Noticeboard

My Permissions

Column options and reports

[-N-X-X-]

LLLx

Drag a column header and drop it here to group by that column

Subject i Created On... i Status i Training Contrac.. &  Full Name
Organisation
Bulk Contract Change
Enrolment Evidence Upload
Organisation Details
Submitted Contract Changes

Mo records available
Training Plan Uploads

Note: Users with the financial administrator role can view incentive records and
manage financial information, however the EIS User access is required to submit

claims.
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Submitting a claim
1 From the WAAMS landing page, select the Employer Incentive tab.

Organisation Contracts Incoming Training Contracts Employer Incentive @ Logout
Home B . @Employer % Profile
Noticeboard
My Permissions
Column options and reports o
[1]
Drag a column header and drop it here to group by that column a
[1]
Subject i Created On i Status i Training Contrac. i Full Name
Termination of Organisation
— traming - s
cortrece ID- 28 Nov 2019 Receivad view contract Bulk Contract Change
Enrolment Evidence Upload
Organisation Details
- training ; . .
= 28 Nov 2019 Received ' View contract Submitted Contract Changes
contract, ID:
Training Plan Uploads
v (]

2 From the Employer Incentive page, select View Entitlements.

Organisation Contracts Incoming Training Contracts Employer Incentive & Logout

Home B B @ Employer &} Profile

Jobs and Skills WA Employer Incentive

NWestern Australian Government introduced the Jobs and skills WA Employer Incentive (the incentive), which & Estimates

View Training Contract Eligibility

f employing apprentices and new entrant trainees. Information about View Entitlements

Inc Ve

Employer eligibility to receive the incentive and preliminary incentive estimates are available under "View training contract eligibility
and estimates’.

Entitlements that can be claimed are listed under "View entitlements”

Portal user roles for the incentive

Your organisation’s portal users with Financial Administrator or Employer Incentive access can view incentive eligibility and
preliminary incentive estimates. Access can be managed by your Organisation Administrator via the Edit Organisation Contact
option.

Your entitlements for eligible contracts will appear in one of the following tables:

a Pending entitlements: entitlements that have not reached the relevant
milestone date.
b Active entitlements: entitlements that have reached their milestone date.

To submit a claim, the claim status must be Ready to Claim.
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3 Once the claim status is Ready to Claim, select the Details icon to complete
your claim.

Active entitlements

The table below shows incentive milefiline pggments that have reached a milestone payment point. Payment for training contra column can be
claimed by selecting the Details heading? lowing the prompts. For training contracts with a yellow tick in the status column, outstanding tasks need to be completed before a
payment can be claimed. Details of these tasks for each training contract are displayed when you select the corresponding icon in the Details column,

th a green fick in the status

Status i Lesrner i Ted i Type i AppOpenDate ; AppCloseDate i Amount i Claim Status
> v ! Commeancement 27 Nov 2019 27 Nov 2020 5181250 222y to Claim -
> v Commancement 27 Nov 2019 27 Nov 2020 5181250 Re2dy to Claim
» v Commencement 27 Nov 2019 27 Nov 2020 $2,550.00 Ready to Claim
> v Commencement 27 Nov 2019 27 Nov 2020 $1,91250 Ready to Claim 4
> v Commencement 27 Nov 2019 27 Nov 2020 $1,91250 Ready to Claim A

4 From the Employer incentive claim page, navigate to the Payment Details and
expand the heading for the relevant entitlement type.

D
Employer incentive claim

Training Contract (TC)

/Tt T TC Start Date Traineeship/Apprenticaship Total Est. Incentive @

Base Entitlement

Eligibility criteria

+ Assessment eligibility criteria @
+ Incentive eligibility criteria @
+ Entitlement eligibility criteria o

+ Incentive task criteria ]

+ Loadings

(Payment Details

mmencement Payment Details
¢+ Completion Payment Details
+ Incentive Change History

5 Once you have expanded the entitlement type, you can upload your employment
proof documentation (or completion evidence for completion entitlements).

Payment Details

Payment details provided below include clzim dates, entitlement status, enfitlement type and payment estimates.

- Commencement Payment Details

Entitlement Type @ Claim Open Date @ Claim Close Date @ Claim Status €

Commencement

Ready to Claim

Fayment Type €@ Start Date € End Date @ Applicable Days @ Percentage Amount

Base amount @ 28 May 2019 27 Nov 2019 183 - $1,593.75
Region 2-Pilbara [i ] 28 May 20139 27 Nov 20139 183 20 9318.75
Estimated total payment $1,912.50

(DEmployment proof documentation is required, click here to upload employment confirmation

+ Completion Payment Details
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6 From the Upload Entitlement Evidence page, select Browse to locate the
relevant entitlement and submit.

Organisation Contracts Incoming Training Contracts =~ Employer Incentive & scott Radic @ Logout

Total Amount
$3,825.0000

Milestone

Commencement

Amount
51,812.5000

Proof of Employment

7 Once you have successfully uploaded your evidence, navigate back to the
relevant entitlement type (see image D and E).

You must agree to the Jobs and Skills WA Employer Incentive Terms and
Conditions before you can submit your claim.

Payment Details
Payment details provided below include claim dates, entitlement status, entitlement type and payment estimates.
- Commencement Payment Details

Entitlement Type @ Claim Open Date €@ Claim Close Date €@ Claim Status @
Commencement 27 Nov 2019 27 Nov 2020 Ready to Claim
FaymentType @ Start Date @ End Date @ Apglicable Days @ Percentzge Amount

Base amount €@ 27 Nov 2019 183 - $1,593.75
Region 2-Pilbarz @ 28 May 2019 27 Nov 2019 123 20% $318.75
Estimated total payment $1,912.50

@ Employment proof documentation has been uploaded

ditions) . and acknowledge that without limitation to those terms and

by their retrenchment or recruitment patterns

8 You will receive a success message once the claim has been submitted.

Payment Details I I
= Commencemant Payment Details

o i ] o tatus O

Uitimitid totsl piyment $1,91750

If you require any assistance with WAAMS, please contact Apprenticeship Office on
13 19 54 or email at rai.projects@dtwd.wa.gov.au.
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