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Overview 
Welcome to ATOM!  This manual will help you find your way around the new Federation University 
Apprenticeship/Traineeship Online Management (ATOM) system.  Whether you are a novice with 
online systems or an ‘old hand’, this manual will help you to manage your apprentice’s progress with 
your company. 
 

Logging onto ATOM Go to atom.federation.edu.au 
 
After putting in the above web address the following screen will appear –  

 
 

 

Enter your email 
details for 
username and your 
allocated password  

https://atom.federation.edu.au/login.php?referer=%2Fatom%2Findex.php
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The next screen will look like this - 
 

  

 
Employer Confirmation 
 
Once you have clicked on the Apprentices tab a list of students will appear.   
 
To verify your Apprentices competence in a unit - 
 

 

Click on 
Apprentices tab to 

get a list of 
apprentices 

If you want to 
change your 

Password click on 
this tab 

Click on these options to check 
on Assessments 

Pending/confirm unit 
assessments, view attendance 

and training plan 

If there are any Apprentices 
with outstanding Assessments, 
you can confirm or reject from 

this page 
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You will now see this screen -  

 

 

 

 

You will see a verification screen to tell you that your selection has been accepted and an email sent to 
the Federation University representative advising them of your selection

If there was assessment pending, Confirm 
would be displayed in blue.  Select this to 

agree with the FedUni result of competent in 
the selected unit. This means that you agree 

that the Apprentice can perform the tasks 
aligned to the unit 

If there was assessment pending, Reject 
would be displayed in red.  Select if you do 

not agree that the Apprentice is 
competently performing the tasks covered 

in the unit at this time. 

You can also view your 
Apprentices Group 

Information (timetables 
etc.) and Attendance 

history and progress notes 
here 
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Confirmed competence in 
the unit and notification 

that email has been sent 
to FedUni representative 

Confirmed assessment rejected and notification that email has 
been sent to Fed Uni representative. The Fed Uni representative 

will contact you to discuss what is needed to support the 
Apprentice to achieve competence in the unit/s  
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View the Training Plan 
 
You can view and print the Training Plan for your Apprentices and Trainees. The Training plan is a live 
document which is an up to date reflection of the current status and progress of the training. 
 

 
 
 
NOTE: If you are eligible to claim financial incentives from the government distributed through your 
Apprenticeship Centre, you may be asked to provide a signed copy of the Training Plan with your claim. 
  
You can print the signed copy of the training plan from this section of ATOM. 
 
 
  

Select View 
Training Plan for 

the print view of the 
plan 
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Your training plan will look like this –  

 

   

Part I of the training plan 
lists all parties details and 
has the signatures on it of 
the parties agreeing to the 

plan 
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Part II shows the progress 
of the training and the 
status of assessments 
confirmed and pending 

Part III lists the current 
training being 
undertaken 
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Email Confirmations 
 
You will also receive email requests from ATOM to verify FedUni assessments. You will receive an 
email that will ask you to either confirm or reject an assessment grade. 

 
Once you have made your selection you will see the verification screen as on page 6.  

Select Confirm Assessment 
Grade (with or without 

comments) to agree with the 
Fed Uni assessment of 

Competent 

Select Reject Assessment 
Grade (with or without 

comments) if you do not agree 
with the Fed Uni assessment of 
Competent. You will be asked to 
add a comment so that we can 
provide assistant to ensure your 

Apprentice can achieve 
  

 

Click on this link to 
view the skills 

summary for the unit 
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Workplace Training Withdrawal Log 
 
If your Apprentice has completed a Workplace Training Log, you will be able to view them here.  Select 
‘Pending Confirmation’ and confirm or alternatively, you can view any logs you have confirmed in the 
past. 

 

 
 
 
 

Click here to view any Workplace 
Training Withdrawal Logs  

Enter details to 
view Pending or 
confirmed logs 

Click in the confirmed box 
of the log you want to 

confirm and then press the 
blue confirm selected 

dates button 
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ATOM Password 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Complete the password 
details and click on the 
blue ‘Update Password’ 

button 
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Definitions and Acronyms 
 

AA Australian Apprentice 

AASN Australian Apprenticeship Support Network 

AC Awaiting Employer Confirmation 

AFO Apprenticeship Field Officer 

ATOM Apprenticeship/Traineeship Online Management 

CBC 

Competency Based 
Completion 

Competency Based Completion is the system under which all 
Apprenticeships and Traineeships now operate. This means that 
Apprenticeships are no longer set to time and are deemed complete when 
the RTO and Employer agree on competence (this may not exceed the 
nominal duration of the contract unless an extension has been formally 
negotiated via the AAC). 

CN Not Competent 

CS Campus Solutions.  The Federation University’s student management 
system 

CT Credit Transfer 

CY Competent 

DELTA Registration Notification that a training contract has been signed by the Employer and 
Apprentice/Trainee and that the University of Ballarat has been chosen as 
the provider. 

Group A defined group of students. A group is used to manage and track course 
delivery to these students. Campus Solutions issues a unique ID identifier to 
each group 

HESG Higher Education and Skills Group (formerly Skills Victoria) 

LL&N Assessment 
 

LL&N Assessment is an evaluation used to measure the literacy and 
numeracy levels of commencing Apprentices and Trainees in order to 
provide learning support. This a requirement of the University's Agreement 
with the State Government. 

POL Place of Learning (Term used on Delta notification for RTO) 

RPL 
Recognition of Prior 
Learning 

RPL is an assessment process that assesses a person's skills and 
knowledge to determine the extent to which they have achieved the required 
learning outcomes, competency outcomes, or standards for partial or total 
completion of a qualification. It involves the upfront assessment of a person's 
skills and knowledge and does not include the provision of any training. 
Students may apply for RPL at any time during their enrolment, as long as 
they have not received any training in the unit for which RPL is sought 

RTO 
Registered Training 
Organisation 

Training organisation registered by a registering body (e.g. HESG) in 
accordance with the Australian Skills Quality Agency, within a defined scope 
of programs 
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SBAT 

School Based 
Apprentice or 
Trainee 

 
 

A SBAT is an apprenticeship or traineeship undertaken by a student enrolled 
in a senior secondary program (VCE or VCAL), with at least one day per 
week timetabled to be spent on the job or in training during the normal 
school week.  

Training Contract 
 

A training contract is a legally binding agreement that places obligations on 
both the employer and the apprentice or trainee. It includes details about the 
duration of the contract and the training that will be undertaken. 

Training Plan Details the training arrangements that have been negotiated between the 
apprentice/trainee, the employer and the RTO to facilitate the attainment of 
competencies for a particular AQF qualification. These arrangements 
include: the selection and sequencing of units of competency; timing; 
location; mode of delivery; and assessment details. 

VASS 
Victorian 
Assessment 
Software System 

VASS is a web-based system that enables school-based users to administer 
their students' study programs. 

WDN Withdrawn (from a unit of competency on Campus Solutions) 
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