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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 —

ATOM Conditions of Use »x

THIS SERVICE IS FOR AUTHORISED CLIENTS ONLY
It is a criminal offence to:

1. Obtain access to data without authority
2. Damage, delete, alter or insert data without authority

Confidentiality Compliance

ATOM (Apprentice & Trainee Online Management) is a secured information system
containing official University records.

A= a registered user, it is your responsibility to maintain the University policy of
confidentiality of information.

Any data that vou extract from ATOM (Apprentice & Trainee Online Management) or
access with ATOM (Apprentice & Trainese Online Management), for example pages,
results, reports, address labels must be treated as confidential and managed
accordingly.

Your username and password are unigue and Mmust not be divulged to any third party.
Any breach of confidentiality will be taken seriously.

ATOM

Welcome to FedUni

As part of our services to you we invite you to visit our online management system ATOM (Apprentice & Trainee Online
Management)

ATOM will allow you to access real time training progress information. allow you to view your training plans and
schedule information, and confirm unit competence with a click of a button! The ATOM dashboard also lists helpful links
for you to use.

Please enter your login details

Login with your FedUni NMovell username and passwword
with the email and generated password

- | Enter your email
details for
username and your
allocated password

Username:

Password:

Forgotten password?

= FedUni Teacher and Apprentice passwords
= Employer & School password reset

EEEmccssTE 000 09u Q- S e
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The next screen will look like this - Click on
Apprentices tab to If you want to
get a list of 5 Changde ylt_)ukr
apprentices assword click on
ATOM 28 this tab

Admin Tasks
Dashboard <

My apprentices Apprentices Pending grades Confirmed grades Change Password

Pending grades
Confirmed grades

Workplace training log Pending apprentice grades

Change password

CONFIRM GRADES

Logout Apprentice Unit Assessor Ass;s:tr:ent suf::ll:ry Confirm Reject

AAR 18 M Anthony 22-10-2014  Review @] @]
Monagle

If there are any Apprentices ALE 84 MEMO05008C Anthony 16-04-2014  Review O O
with outstanding Assessments, Monagle

you can confirm or reject from ALE 84 MEMO5011D Anthony 03-09-2014  Review 0] 0]
this page Monagle

ALE 84 MEM16006A Anthony 06-08-2014  Review @] @]

Employer Confirmation

Once you have clicked on the Apprentices tab a list of students will appear.

To verify your Apprentices competence in a unit -

ATOM Apprentice Management - :

. Dachboard B Click on these options to check
+ My apprentices . _ on Assessments

| Dending :‘fgdr:zes Qualification: | Pending/confirm unit

« Workplace training log Approval Status: | Approval Status assessments, view attendance
» Change password and training plan

Logout

NOTE: Apprentices are only available after their unit selection has been completed.
If you do not see an apprentice below , the teacher and apprentice may still be confirming

22 results found (Displaying 1 - 22)

£ & LA ——— ] MEM30305 10-01-2011 N/A
ACTIVE

= Assessment
= Arntendance

* View Training Plan

L L] LR e ————————EEE————, e e e
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You will now see this screen -

ATOM Manage Training Plan
» Dashboard Edit Training Plan
+ My apprentices
. Pend.lng grades Employer: et e PTY LTD Apprentice: RYLE
+ Confirmed grades
+« Workplace training log RTO: FEDERATION UNIVERSITY DELTA No. 4144
» Change password Qualification: Certi.fic,a_te 11l in Engineering - DELTA Status: ACTIVE
Fabrication Trade
Qualification Code: MEM30305
Logout ConopI:::ed 190 Next Progression Point 2425
Part 2 Unit Completion Group Information Attendance/Workplace Training
-]
You can also view your ‘=
Apprentices Group
Information (timetab|es Nominal Cycle Current Assess Assessor Confirm
Hours No. Status Date Grade
_ etc.) and Attendance Confirm
history and progress notes Date
here 18-08-
. E" EMD50005£ hanical >0 1 Completed 2014 A Confirm
arry Out Mechanica cy 18-08- Monagle _ Reject
Cutting
If there was assessment pending, Confirm .
would be displayed in blue. Select this to Y

agree W|th the FedUr" result Of Competent in If there was assessment pending, Reject
the selected unit. This means that you agree would be displayed in red. Select if you do
that the Apprentice can perform the tasks not agree that the Apprentice is
aligned to the unit competently performing the tasks covered

in the unit at this time.

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

[ B | i EE— W
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Success

AC Grade confirmed
Email notification sent to Sally Boyle

Confirmed competence in
the unit and notification

Success

AC Grade rejected
Email notification sent to Sally Boyle

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
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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.

ATOM Apprentice Management
Dashboard ) Keywords: .
My apprentices Select View

Pending grades oo
Confirmed grades Training Plan for

Workplace training log Approval Status: | Approval Status the print VieW Of the
Change password plan

Qualification:

Logout
NOTE: Apprentices are only available after their unit selection has been completed.

If you do not see an apprentice below , the teacher and apprentice may still be confirming their u

22 results found (Displaying 1 - 22)

4118 _ ... _._WN
ACTIVE

MEM30305 10-01-2011 N/A

Training Pla
= Assessment

= Antendance

= View Training Plan

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.
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Your training plan will look like this —

Frederation 45

UMIVERSITY ~AUSTRALIA -
]
Competency Based Completion Training Plan Part |
‘Qualification ‘Certificate 11l in Agriculture
CGualification Code AHCI0110
Apprenticeship/Traineeship

Traineeshin
Full Time
18 months

Full Time / Par: Time £ SBAT

Approved Training Scheme Duration

Commencement Dace
Proposed Completion Date

20-06-2012

18-12-2013

Apprentice / Trainee Details
MName

PE r
Delra Mo, a1

RTO Apprentice 1D No. [0
Workplace Job Title Jjob title
‘Current position and/or the broad responsibilites of the apprentice/fraines in job role

the workplace

Employer Details
BALLARAT REGIOMNAL INDUSTRIES INC

horsham
Conuact Person Mieg
Contact Numiber o3
Position Employer
—,—,—,—,—,—— s e
MName Federation University
Contact Person K ker
Conact Numiber 5 86
Positon Teacher

Host Employer (if applicable)

MName

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

25-06-2013 plan
Proposed Completion Dave 14-06-2016 |
L
| have completed a pre-training reviews and have contributed to the developrment of this plan including the schedule of B
confirmaticn process and repsonse time frame of - 1 am aware of my responsbilities to ensure that this plan and its ongcing development is implemented and
ronitored over the duration of the Traiming Plan.
Ermptoyer
rame Piegan Hentey
Signature

Federation Universimy
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Competency Based Completion Training Flan Part I

Units to be complet=d to gain the above qualification

ARCCHMIOA [Tranancrt, handis and stors chamicals [ i — 25 05 2083 000 stiliman
ARCMOMaDZL [Gperate tiactars a0 [ [ac — <000 Reailard
AHCMOM207A [Conduct frant and Icaser operations El 1 |
st s Part 1l shows the progress
[ : of the training and the
o, T —— : status of assessments
e e = : confirmed and pending
HLTFAZLIA |Appdy first ald 18 5

CT - Crea Transfer Y - Compatent CN - Not Competent €5 - Cantinuing Study AC - Awalling Empicyer Confirmation WON - Widtnasawn

c ampletian Training Plan Part Il

Trsining and Assessmert

AssESIRAL Mathod

e e _ —
ARCOMEIOI [ aE— B aran S— i
= Part Il lists th t
a ists the curren
AHCWRKIITA Implomant 3nd monitor enviranmaentally sustairable work practices Ot s Cland & 26 09 3017 t H% b H
o raining being
e
= o
. = o - M p o

tha Falr Wark Dmbuc:

Tor the apgrertice. If you Mave any questions about wages or ather terms and conditions cors nan, the Fair

1] 100%) Thiz may require 3 wags Incros

Nosa: The achicvemont of the 3bove campetancios i 3 progeecdion point of th gualfication. Mof] Vesl] If yez, which progrescion paint 25%]) 502
Infa liree an 13 1394 or wwe.faineark gov.au o your industry crganisation.

Emplayer confirmation that these competencies hawe been achisved - when competency gained pleace returned signed copy to Federstion University Australi

Waorkplace Based Dellvery [WBDI: The training Is undertaken at the workplace. Tha BTO will ensues that the Training Plan allows for the SaRrentics 10 be withcrawn fram routing work dultes far the structure tral

= Costificate il - & MU OF 3 hOURS BF waak [BAG 1353 10 Rart 1M JFRNentice Trainoes] veraged aver 3 4 wodh Cycla
* Cestificate Il - & minknum of 15 haurs per week [pro rata for part time apgnent -

i Pty et [EGea T F TS Ghaanatin TE oo amas seaciy

1 Faca to face [z Eman |3 Pocessrax [+ contersnce [sPast |6 cter plsase spacity

During developmant of tha Training Flan the MIA bax can be ticked by the emgilayes. Ticking the Ni& box indicatos that Federation University the it whon withaut the naod for employar
varification.
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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.

The following apprantice has been assessed and is awaiting employer confirmation

Apprentice IA NG Select Confirm Assessment
tha Grade (with or without
lay -~~~ —@stu :

; comments) to agree with the

Ermployear Notes NS A .

. Fed Uni assessment of

Assessor David Long c tent

Assessment Date Thursday 16th of & ompeten

Unit MEMOZ001B: Perforrm Ma duction Assembly

Skills summary

Skills summary
Grade AC - Awaiting Emiployer
Options
o Confirmm Assessment Grade

Click on this link to + Confirmm Assessment Grade with Comments
view the skills
summary for the unit

* Reject Assessment Grade with Comments

« View Training Plan

Confirmation Required By Thursday 23rd off Select Reject Assessment
Employer | oo Grade (with or without
o ' comments) if you do not agree
Employer Contact v 15PH with the Fed Uni assessment of
C 10 Competent. You will be asked to
- @iinet.net - add a comment so that we can
RO B Lona WHME provide assistant to ensure your
53278140 _ Apprentice can achieve
d.long@federatic

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

4
EEEmccssTE 000 09u Q- S e
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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.

ATOM Workplace Training Withdrawal Log

+ Dashboard Workplace training activity pending confi

+ My apprentices .

» Pending grades Start date: i E_nter detglls L

» Confirmed grades view Pending or

+ Workplace training log End date: ifiH| confirmed |OgS

' Confirmed: l Pending confirmation /A .
| aJ

No matching workpl

Employer confirmed

Pending confirmation

Click here to view any Workplace
Training Withdrawal Logs

Workplace Training Withdrawal Log

Workplace training activity pending confirmation

Start date: HiM|
End date: i
Confirmed: Pending confirmation v
Select all
CONFIRM SELECTED DATES
He 363 21-04-2015 6:05 6:10 Workplace
First aid

Click in the confirmed box

of the log you want to
S, confirm and then press the

blue confirm selected
dates button

L L] LR e ————————EEE————, e e e
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ATOM Password

ATOM Update Password

Dashboard A valid password must contain: Back to dashboard

My apprentices

» atleast 6 characters
Pending grades

» atleast 3 unique characters

: EZ'::;EE: tgr:::g log » and cannot contain user name, first name or last name Complete the password
* Change password details and click on the

blue ‘Update Password’
Logout Update Password Details for button

Current password
New password

Confirm new password

UPDATE PASSWORD

EEEmsssTE 0 . LR e ————————EEE————, e e e
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Definitions and Acronyms

o
. g

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 is the system under which all

Competency Based

Apprenticeships and Traineeships now operate. This means that
Apprenticeships are no longer set to time and are deemed complete when

Completion 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 VASS is a web-based system that enables school-based users to administer

Victorian their students’ study programs.

Assessment

Software System

WDN

Withdrawn (from a unit of competency on Campus Solutions)

*
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