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Starting Off

How to access ATOM: Go to atom.federation.edu.au

After entering the above URL to access the website the following screens will appear

ATOM Conditions of Use *®

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.

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

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

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

f 1 Agree
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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

+ Teachers and Apprentices - Login with your FedUni Novell username and password

« Employers & Schools - Login with the email and P
Username: Your 8 digit Campus
Solutions ID will be used as
Password:

your username. This will be
forwarded to you along with
your allocated password via

Forgotten password? ]
a welcome email from

« FedUni Teacher and Apprentice passwords

- Employer & School password reset Federation University
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Once logged into the ATOM system the screen below will appear.

The screen consists of the follow key areas:

e Side panels of selections are:

(0}
(0}
(0}

Dashboard - will direct you back to the orignial screen for access to all areas

View training plan - will direct you a PDF printout of your training plan to print and review
Attendance history - will direct you a PDF printout of your attendance history recorded by
FedUni TAFE staff

Training withdrawal log - will allow you to add/ review any workplace training activity
undertaken within your apprenticeship.

Group information - will allow you to view timetables and contact details of your teacher
My uploads - will direct you to a view of any documents uploaded into the ATOM system,
with the ability to print. These will also be made available to FedUni TAFE.

Log out - click to log out of the ATOM system

ATOM

Dashboard

My uploads

Logout

for

here
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View training plan

« Attendance history View Training Plan View Attendance History Workplace Training Log

Training withdrawal log
Group information

from here

Useful forms

apprentices/
trainees are
available from

*

Legout

Training Tasks

Activities

Quick buttons allow you to:
+ View your Trining Plan
. e View your attendance
Links y

e View your Training withdrawal logs

e View your Group information
Useful links . & FedUni ePortfolio (timetables and contact details of
will be . m FedUni TAFE - Moodle your teacher)
available and - e Upload documents and images
accessible . Fedc;jﬁi FedUni Literacy and Numeracy Assessments

Forms

.« 2019 Variation to Enrolment Writeable PDF.pdf (585kb)

- Apprentice Contacts 2018.docx (99Kb)

- Apprentice Teacher User Guide Dec2018.docx (3,455Kb)

« Apprentice Trainee ATOM User Guide Sept2018.docx (1,403Kb)
. ATOM Student User Guide Version 5 April 2016.pdf (1,040kb)

. FedU TAFE WithdrawallLog 2018 V2.pdf (50kb)

« VRQA apprentice employer chk list.docx (95kb)

Teacher and Apprentice Uploads
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View Training Plan

Training Tasks

Use the Quick
button to access
your Training Plan

Attendance Histor:y View Training Plan

Training withdrawal log

Group information Activities
My uploads

By clicking on the Quick button you will be given access to your Training Plan

* -:i
Federation 5%
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Competency Based Completion Training Plan Part |

Training Plan Details
Qualification Certificate Il in Agriculture
Qualification Code SHE3ID418
Apprenticeship/Traineeship Apprenticeship
Full Time | Part Time [ $BAT Full tme
Approved Training Scheme Duration 38 months
Contract Proposed Start Date 18-01-2018
Contract Propesed Completion Date 18-01-2018
To PRINT —
Apprentice | Trainee Details ~ Hold Ctrl + P
Hams= (buttons
Delta No. y found on
Unigue Student ldentifier (U S1) s, keyboard) and
Campus Solutions 1D a0az213en .
Wiorkplace Job Title Apprentice USG.YOUF prmt
Current position andfor the broad responsibilities of the Apprentice Hairdresser optlons as
apprenticeffrainee in the workplace they appear
Employer Details
MNamsa
Workplace Location
Contact Person First name Last name
Contact Number 03 5332 6638
Contact Position Pasition
RTO Details
Hame FEDERATION UMMNERSITY
Contact Person
Contact Number 53278441
Position Teacher (Information Technology)
Education Manager Jenny Asplin

1 Ertucybon Murmeger re ressonse bis hor S debeny encSion sswesomest o swsh usr ot somzstems.

Host Employer (if applicable)

MNams

Wiorkplace Location

Contact Person

Contact Number

Pasition

Training

Training Proposed Start Date 18-07-2018

Training Proposed End Date 28-07-2018

PUSH Hours: M

Expected Supervised PUSH Hours: MiA

Mext Progression Point: WA, heowrs (MEATL)
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Attendance History

ATOM

+ Dashboard

« View training plan

+ Artendance history

» Training withdrawal log

Training Tasks

View Artendance History

Federation 5:%
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Use the Quick button
to access your
Attendance History

« Group information Activities
* My uploads
.
Federation 5%
]
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Apprentice attendance history as at 8 October 2018
Apprentice details
Name
DELTA ACTIVE
CsID
Attendance history
SHE30416 Certificate Ill in Hairdressing
Date Roll details Teacher Aftendance Unit Unit hours  Withdrawn
Monday Cutters chair Shirley Heffernan Present SHBHCLS00S 20
28 Mayzﬂ18 Group: WVRNTERMEDIATE Provds o scap ful head and
Location: S8 relpuch bisach tresstments
Mt Bleded
SHEXCC3001 1.0
Condud sakn finandal
ranaadions
SHBXCCS002 1.0
Prowvide saion servioes fo dieits
SHBXCCS004 1.0
Rprrrwnd pradacts s
mrvioes
5.0
Notes:
Menday Cufters chair Shirley Heffernan Present SHEHCLSD04 10
21 Ma-y 201 3 lf;:;‘n;-\slf‘ls'lEHMFﬂlﬂF Ir::l:uls-« AT CoMUE A
Mathod: Banded
SHEHCLS005 1.0
Frowide on scalp full head and
feluch Hench rasl el
SHEXCCS001 1.0
Condu akon financal
fransadions
SHBXCCS002 1.0
Pt mainn s in dists
SHBXCCS004 1.0
Rtrsrsid praacts and
5.0
Notes:
Monday Cutters chair Shirley Heffernan Present SHBHCLS004 1.0
14 May 2018 ﬁ:f‘.:'ul:?:‘l:IHWHM” Il:n:l:»l'm e cok e
Mathod Bended
SHBHCLS005 10
Erevide o seap ful haad and
Pt bamch ety
SHBXCCS001 1.0
Coarvhact b on Trancial
ransactions
SHBXCCS002 10
Provide salan sefvices 1o clents
SHBXCCS004 10
Foncommend products and
5.0
Notes:
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Training Withdrawal Log

ATOM

+ Dashboard Training Tasks

* View training plan
» Awendance history Workplace Training Log
« Training withdrawal log

» Group information
+ My uploads

Logout

Click on either this link or click on the
blue quick button to access

e To Add a New Workplace Training Activity log click on blue button

ATO M m Logout

+ Dashboard
« View training plan Workplace Training Withdrawal Log

- i witharon
+ Training withdrawal log Add New Workplace Training Activity

+ Group information
+ My uploads No workplace activity found for the current apprentice

Logout

e Proceed to add details as requested, please not your employer is already entered from your

ATOM details
e Complete all sections then click on ‘Add Workplace Training Activity’.
e Your employer will confirm via their access

m Logout
Add new workplace training activity

Back to workplace training log

Workplace training details
Employer:
Date: 26-09-2018 [
Unit: e
Start time: v
End time: -
Location

Activity

ADD WORKPLACE TRAINING ACTIVITY

Once all fields have been
completed, click here to
add
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Group Information
ATOM

« Dashboard Training Tasks

+ View training plan
+ Artendance history
+ Training withdrawal log

+ Group information Activities
» My uploads f Use the Quick
Group Information button to

access your

Logout -
Training Plan

Group Information may display —

e Timetable
e Information that is important in regards to your apprenticeship/ traineeship
e Contact details for your appointed teacher

| <sack | Logour
T 830am 12.00pm
Block 1 Gr0|_.1p A - Light . 8/02/2016 11/02/2016 Mon - Thurs
Vehicle Apprentices 100pm 4.30pm
. 830am 12.00pm
G A - Ligh
Block 2 reie = PRI 7/03/2016 10/03/2016 Mon - Thurs
Vehicle Apprentices 100pm 430pm
: 830am 1200pm
G A - Ligh
Block 3 rOI_Jp B ) 2/05/2016 5/05/2016 Mon - Thurs
Vehicle Apprentices 1.00pm 4.30pm
) B830am 12.00pm
G A - Ligh
Block 4 e S 30/05/2016 2/06/2016 Mon - Thurs
Vehicle Apprentices 1.00pm 4.30pm
) 830am 1200pm
Group A - Light
Block 5 ) P < ) 18/07/2016 21/07/2016 Mon - Thurs
Vehicle Apprentices 100pm 430pm
T 830am 12.00pm
Block 6 Gr0|_.1p i . 22/08/2016 25/08/2016 Mon - Thurs
Vehicle Apprentices 100pm 4.30pm
. 830am 12.00pm
G A - Ligh
Block 7 i 3/10/2016 6/10/2016 Mon - Thurs
Vehicle Apprentices 1.00pm 430pm
: 830am 1200pm
G A - Ligh
Block 8 rOI_Jp ElE ; 7/11/2016  10/11/2016 Mon - Thurs
Vehicle Apprentices 1.00pm 4.30pm
S | s e ————————————————————————_EEEEEEEEEEEEEEE s B B
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My Uploads

ATOM

+ Dashboard
« View training plan

+ Awendance history Use the Quick button
+ Training withdrawal log
Activities to access My Uploads

Logout

+ Group information
« My uploads

My Uploads

You can upload documents and image files to your ATOM profile. You can access these files at any time
from ATOM. You will need a browser such as Firefox, Chrome or Internet Explorer to utilise this function.

| <sack | Logous
Upload Attachments
Select files
Add files to the upload queue and click the start bution.
Filename Size Status
Select “Add files” to select
a file for upload, choose
your file from the browsed
files on your drive
() Add files || & Start upload ob 0%
NOTE: Your teacher will be notified via email when new attachmems are uploaded
SUBMIT ATTACHMENTS
Upload Attachments
Select files
Add files to the upload queue and click the start bution.
Filename Size Status
Sample_Training Plan_Signed 37 KB % @ N
Commencement.docx
Once file is selected
for upload it will
appear with name of
document, size of file
: and its upload status.
&) Add files || # Star upload 37 KB 0%
€ : Check to ensure the
document is correctly
MNOTE: Your teacher will be notified via email named and click on
“Start upload”.
SUBMIT ATTACHMENTS
Awaiting Unioad Your file will wait here
waiting Upload: . . .
) ) until you click on “submit
« Sample_Training Plan_Signed Commencement.docx
attachments”
NOTE: Your teacher will be notified via email when new attachmenms are uploaded //I
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Once you have clicked on “submit attachment” your file will be uploaded and your FedUni TAFE teacher
will receive a notification email indicating there is a new addition to your ATOM profile.

You can access your uploads from your dashboard view, you can also access any uploads made by your
teacher. These files can be opened and printed or edited and resubmitted as an attachment.

| <Back | Logour
&
Attachments
File name Filesize Date added Added by
Sample_Training_Plan_Signed_Commencement.docx 38Kb
Federation :%
UNIVERSITY+-AUSTRALIA
- L ]
ATOM Logout
+ Dashboard Training Tasks
= View training plan
« Training withdrawal log
+ Group information Activities
« My uploads
Logout )
Links
. & FedUni ePortfolio
- TN FedUni TAFE - Moodle
=
+ fed.+i FedUni Literacy and Numeracy Assessments
Forms
- Apprentice_Contacts.docx (98Kb)
« ATOM_Alerts_to_reactivate_12_May.pdf (0Kb)
« ATOM_Student_User_Guide_Version_5_April_2016.pdf (1041Kb) Your files will be
» Employer_CBC_Fact_sheet_doc_.pdf (60Kb) isibl ibl h
. FedU_TAFE_WithdrawalLog_2016_LIVEext.pdf (127Kb) visible/accessible on eac
. initial login to ATOM.
Teacher and Apprentice Uploads 1
+ Sample_Training_Plan_Signed_Commencement.docx

Contact Detalls

For any inquiries please email ATOM Helpdesk on atom@federation.edu.au

or contact us on: 1800 333 864
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