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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,
(please do not put www. In front)

& ATOM

Federation TAFE Apprentice and Trainee Online Management System

Enter your login details to access ATOM

= Teachers and Apprentices: Login with your Federation 1D
= Employers and Schools: Login with your email address and ATOM password

Usermname
Use your Federation
University credentials
to log in.

Password

Forgotten password?
- Federation Teacher and Apprentice password reset
= Employer and School password reset

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 and 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 and Trainee Online Management) or access with ATOM (Apprentice and Trainee Online Management), for example pages, results,
reports, address labels must be treated as confidential and managed accordingly.
Your username and password are unique and must not be divulged to any third party
Any breach of confidentiality will be taken seriously.
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Dashboard View

Once logged in to the ATOM system, your main dashboard screen will look like this. You will
see additional tiles included when a teacher has access to apprentices/ trainees.

*

ﬁ:ﬁiggratlon € Dashboard & Apprentices ~  General Students ~  Attendance ~ B Procedures ~  Logout

Student search | Attendance rolls Archiving Compliance

Training plans

Links

* COVID-19: Apprentice, trainee and employer support

& Federation ePortfolio

Tfn Federation Moodle

- L
m:m Federation literacy and numeracy assessments

Forms

2025 FedTAFE Variation to enrolment form.pdf (836kb)

Apprentice Connect Australia provider Current.pdf (138kb)

Apprentice Employer Checklist.pdf (114kb)

ATOM to Campus data integration FactSheet.pdf (127b)

ATOM User Guide Employers Final.pdf (3,909kb)

ATOM User Guide Students Final.pdf (2,148Kb)

ATOM User Guide Teaching Staff.docx (3,337kb)

ATOM User Guide VET Attendance Rolls.docx (2,433kb)

Australian Apprentice RTO Notification of Change of EPSILON details.pdf (151kb)
Australian Apprentice RTO Notification of Declined Contract.pdf (128xb)
Australian Apprentice RTO Notification of Displacement.pdf (131kb)
Australian Apprentice RTO Notification of Non Completion.pdf (132kb)

Child Safe Procedure.pdf (146kb)

Employer CBC Fact Sheet DET.pdf (121kb)

Employer Units of Competency not performed in the Workplace Acknowledgement Current.docx (856Kb)
Federation TAFE AppTrainee FileNote.pdf (46kb)

Federation TAFE WithdrawalLog.pdf (sokb)

Outstanding results Displaced unemployed Apprentice Current.docx (865kb)
Pre Training Review LLN Appendix 1.pdf (295kb)

Pre Training Review LLN Apprendix 2.pdf (180Kb)

Risk Register instructions.pdf (1,100kb)

VET Student File Checklist.docx (53kb)

Procedures and Forms

Forms are made available based on your level of access. Simply click on the link for each document
to view/ print the selected document.
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Compliance

Click on the dark blue tile — Compliance to access;

o Australian Apprenticeship Delivery (VET) Procedure
e Meeting Records
e Workplace Training Log

X

Compliance

Meeting records

Workplace Training log

Compliance

Australian apprenticeship delivery (VET) procedure
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Managing Training Plans
Student Search

To look up VET Apprentice/Trainee student click on the Student search tile or the Apprentice
drop down tab.

!-:.! FEderahon € Dashboard General Students ~  Attendance ~ B Procedures ~  Logout
M. ARE

VET current Apprentices

VET archived Apprentices

VET apprentice groups

Training Contact Schedule
Meeting records

Qualification templates

Student search | Attendance rollg

Workplace training log
Australian Apprenticeship Delivery (VET) Procedure

-

You can search by entering the student’s first name or surname, EPSILON or Campus
Solutions ID. ATOM will filter records based on what has been entered.
Simply select the correct student from the drop down menu.

Training plans

E!Federahon € Dashboard & Apprentices General Students ¥ Attendance ¥ B Procedures *  Logout
. ARE

Back

Student search

Type first name, sumame, CS
D, or EPSILON ID

Browse apprentices Browse general students
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*
LA
-

M Federation
B TAFE

8 Dashboard & Apprentices ~ General Students ~ Attendance * B Procedures ¥  Logout

Back

Apprentice management

HARPUR

Contract
Planning
Assessment

Advanced options

Keywords: ‘
Qualification
Template: Search for VET
Apprentices using any
Group: of these search fields
RTO contact:
Apprentice Trainee Support Officer
contact:
Start date |&@unu|
Approval status:
£ Advanced filters
# A B C D E F 6 HI J K L MNO®PQQRSTUV W X Y Z Al
I 1317 resulis found (Displaying 1 - 25) I
< 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 > >>

Name Qualification

UEE30820 CERTIFICATE Il IN ELECTROTECHNOLOGY ELECTRICIAN

CONTRACT START. 08-01-2024 | CONTRACT COMPLETION: 06-01-2028

Unit completion Group info

Contact schedule Attendance/Workplace Training
Attachments File notes

Contract completion Send message

JETT

Contract
Planning
Assessment

Advanced options

UEE30820 CERTIFICATE lll IN ELECTROTECHNOLOGY ELECTRICIAN

CONTRACT START: 31-01-2022 | CONTRACT COMPLETION: 29-01-2026

Unit completion Group info

Contact schedule Attendance/Woarkplace Training

Al enrollments for
students will display
with current program

status

Attachments File notes

Contract completion Send message

, NATHANIEL

 EPsiLoN: mmm | cs 10: I

Contract
Planning

Assessment

Advanced options

AHC30122 CERTIFICATE Il IN AGRICULTURE

CONTRACT START: 12-04-2024 | CONTRACT COMPLETION: 11-04-2026

Unit completion Group info

Contact schedule Attendance/Workplace Training

Attachments File notes

Contract completion Send message

By clicking the ‘Advanced filters’ option you can further refine your search as follows - update
the relevant field and click go;
o EPSILON Status (active, active-recommencement, cancelled, completed, displaced,
pending cancelation, suspended, RTO Transfer out, transitioned, withdrawn)
e CS ID (Apprentice ID set, Apprentice ID not set)
o Attendance (No Attendance recorded, no attendance recorded in last 30 days,
attendance recorded, attendance recorded in last 30 days)
e Training Plan (yes/no)
e Units Selected (yes/no)
e Archived (yes/no)
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I i
e ;!Federatlon € Dashboard & Apprentices ~ General Students ¥ Attendance ~ B Procedures ¥  Logout
.. AFE

Back

Apprentice management

Keywords: ‘

Qualification y
Template: v
Group: v
RTO contact: v
Apprentice Trainee Support Officer

contact: -
Start date |eun |
Approval status: v

EPSILON status:

CSsID: v
Attendance -
Training plan?: O Yes O No
Units selected?: O Yes O No
LLN Score?: O ves ONo
Archived O Yes ® No

£ Advanced filters

You can easily identify the:

EPSILON training contract number and Campus Solutions number
Qualification code and title

Apprentice status

Contract start and end date

N =

Name Qualification 2
HARPUR o UEE30820 CERTIFICATE Ill IN ELECTROTECHNOLOGY ELECTRICIAN
[cs ;] 9 CONTRACT START: 08-01-2024 | CONTRACT COMPLETION: 06-01-2028
Contract Unit completion Group inf0-
Planning Contact schedule Attendance/Workplace Training
| Assessment . Attachments File notes
L Advanced options Contract completion Send message
View EPSILON record Reset unit selection
View grade log Reset training plan
View message log
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If there is no training plan completed yet the students search results will look like the below
with some sections greyed out.

ETHAN AUR30620 CERTIFICATE lll LIGHT VEHICLE MECHANICAL TECHNOLOGY

Contract Group info
Contact schedule Attendance/Workplace Training
Attachments File notes

Advanced options Contract completion Send message

View EPSILON record Reset unit selection

View grade log Reset training plan

View message log

Please note: Information for VET Apprentices is downloaded from EPSILON and directly
imported into ATOM daily by the ATOM Support team. If any information looks incorrect
please contact ATOM Support via ServiceNow.
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Completing Training Plan
Contract — Part 1

Part 1 of the training plan contains the training contract details — the agreement between the
apprentice/trainee, their employer and the registered training organisation (RTO).

Initially you will only find pre-populated details as supplied via the importing of the EPSILON
contract, you will be required to update any remaining fields with information as per the
apprentice/ trainee enrolment details.

ETHAN AUR30620 CERTIFICATE Il LIGHT VEHICLE MECHANICAL TECHNOLOGY
Click on Contractto | schedule Attendance/Workplace Training
be directed to
ContractPart 110 nents File notes
commence filling in
Advanced options the training plan ct completion Send message
View EPSILON record Reset unit selection
View grade log Reset training plan
View message log

EPSILON Details — Template — Group
e Shaded in grey are pre-filled fields imported via the EPSILON Contract
e The following sections will need to be completed:
o Template — use drop down menu and click on the relevant Program identifier —
once selected you will be provided with units of competency applied to this

qualification at the bottom of the Contract Part 1 page.
Please note if a qualification identifier is not available you will need to add one by going to
“Qualifcation Templates”, Go to Page on how to add a Qualfication Template.

o Group — use drop down menu and click on the relevant group you wish the
enrolment to be attached with.

[ & ] i
i :# Federation @ Dashboard & Apprentices ~  General Students ~  Attendance ~ [ Procedures ~  Logout
. ARE

Back

Edit training plan

Employer: Apprentice: Daniel

RTO: Federation University Australia EPSILON No.

Qualification: EPSILON Status:

PUSH Hours: NA Campus Solutions ID: NiA

Expected Supervised PUSH Hours: NiA Unique Student Identifier (USI): NiA

Completed Hours 4 Qualification Code: CPC32420

Apprenticeship Network Provider: Apprenticeship Support Australia Next Progression Point NiA

Update and proceed to part 2

Contract part 1 Contactschedule ~ Aftachments  Group information
Attendance/Workplace training  Filenote  Risk register

+ Training Contact Details « Training .

« Employer Details + Federation Specific - Send message

« Host Employer « Agreement .

« Apprentice Details « Completion

+ RTO Details « Progress Report

Training plan details

Qualification Ceriificate Il in Plumbing

Qualification Code CPC32420

Template I - I
Apprenticeship/Traineeship Apprenticeship

Full Time / Part Time / SBAT
Appoved Traiing Scheme Durton
Contract Proposed Start Date

Contract Proposed Completion Date m

Group
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Employer Details

e Some fields are pre-filled with data imported via the EPSILON contract. The following
sections will need to be completed:
o Workplace Location
o Contact Title; Contact First Name; Contact Last Name; Contact Position
o Phone — Mobile
o Email - this is very important as ATOM will forward out correspondence to

employers please ensure the correct email address is entered

Please note if the employer does not have an email address or you are awaiting to confirm
details, please use your FedUni TAFE email address until details are confirmed. DO NOT USE A
“fake” email address.

o ATOM login — This feature avoids multiple users being created for the same
employer. If this is a new employer leave the “create a new login” box ticked. If
an existing employer select from the options listed. Always make sure the email
address section matches the login email

Employer details

Name ‘ PLUMBING & ‘
Workplace Location ‘ ‘
Contact Title ‘ (Optional) E.g. Mr, Ms efc. ‘
Contact First Name ‘ ‘
Contact Last Name ‘ ‘
Contact Position ‘ ‘
Phone - Work ‘ (+61) ‘
Phone - Mobile ‘ ‘
Email ‘ admin@ ‘

Create new login? This option will send Jogin details fo the email above

Use existing login? @] admin@

Hayden

PLUMBING &

Preferred Contact Method Phone  Visit  Mail
ATOM can send an email to allow 7 click confirmation of unit completion.
Confirmation via Phone or Fax will need to be manuaily recorded by the assessor.
Assessment Response Time 2 Weeks 3Weeks 4 Weeks
Employer Address STREET
City ‘ ‘

Postcode ‘ ‘

Host Employer (if applicable)

. If the apprentice/trainee is employed with a Group Training Organisation this section
can be filled with the host employer information. Please note host employers are not
set up with ATOM login details.

Host employer (if i )

Workplace Location

Contact Title
Contact First Name
Contact Last Name
‘Contact Position
‘Contact Number
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Apprentice Details

o Some fields are pre-filled with data imported via the EPSILON contract. The following
sections will need to be completed:

O

Contact number/ Mobile Number — if not pre-filled please ensure a contact
phone number is provided

Email address — the system requires this for correspondence, if not provided the
system will identify this as a warning. All enrolled students with FedUni TAFE
are provided with a student email.

Address — whilst pre-filled from the EPSILON, please check to ensure correct
Job Title/ Job Role — requires to be populated

CS ID - is not mandatory to complete the training plan and will automatically
populate once the apprentice has accepted their unit enrolments on Campus
Solutions.

Apprentice details

First Name

Last Name

Contact Number

Mobile Number

Address

City

Postcode

\ |
\ |
\ |
\ |
Email ‘ |
‘ Road ‘
\ \
\ |
| |

EPSILON

EPSILON Status ACTIVE

Trainee ID.

Job Role

\ |
Job Title ‘ |
\ |
\ \

CsID

Lookup CS ID

Version 9
Authorised by:
Document Owner:

Page 13 of 55
Coordinator — ATOM Support Current Version: 14/07/2025
Administrative Officer — ATOM Support Review Date: 14/07/2026




B # Federation
B g niversity

Teaching Staff | User Guide for ATOM

FedUni TAFE specific fields

Program Manager
The Program Manager is responsible for the design and structure of the Training and
Assessment Strategy of each qualification.

Please select from the drop down menu your Program Manager

. Program manager

| The Program Manager is responsible for the delivery and/or assessment of each unit of competence.

Program Manager

RTO Details

As the teacher appointed you are the contact person for selection here- Select your name
from the drop down menu and all your details will automatically pre-fill all fields. If any fields
have missing data please enter manually and make ATOM Support aware of this for
updating.

RTO details

RTO

RTO contact

RTO contact number
RTOC email

RTO position

| Federation University Australia

Apprentice Trainee Support Officer Details

Assign your program area Apprentice Trainee Support Officer (ATSO), if unsure please
speak to your program manager. The ATSO will be able to assist with apprentice / trainee
sign up and signing off training plans.

Apprentice Trainee Support Officer details

Contact name

Contact number ‘ |

Contact email ‘ |

Training

You will need to indicate the dates that reflect the apprentices/ trainees training proposed
start date and training proposed completion date. This enables the employer and
apprentice/trainee to have a good indication of the proposed duration of the training contract

Training
Training proposed
start date | | =
Training proposed
completion date | |@
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FedUni Specific
CS (Campus Solutions) Group Code is not a mandatory field but will assist in identifying the
group attached to the apprentice/ trainee that they are enrolled within.

Enrolment Date will need to be manually entered from the signed enrolment form

Federation specific

CS Group Code | ‘

Enrolment date | ‘ =

Agreement Signatures

These will not be recorded until the end of Planning Part 2.

Agreement

Agreement signatures are no longer recorded in Part 1
Signatures are now recorded at the completion of Planning Part 2

Select template units below, then tick "Unit selection complete" to advance to the Planning - Training and Assessment stage

School Based Apprenticeships

Please complete the below fields for those apprentice/trainees identified as a “Part Time
Attending School” apprentice as per their EPSILON contract. The school’s signature will also
be required, prior to commencement of training, in the signature section of the full training
plan.

School based apprenticeships

School ‘ ‘

School contact title

Scheol first name

School position

Scheol contact number

Scheol last name ‘ ‘

School contact email ‘

Create new login? m]

On provision of a sehool contact email, a login to access ATOM will automatically be generated on creation of this training plan
To send these details to the school contact select the 'Email School Login' link &t the top of this form

once the training plan has been created.

School contact signed O
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Unit Selection (Template units)

e This section will only appear when you have attached a template under “Training Plan
Details” - a list of units will be shown to select from.

Template units

Packaging Rules - Provided is a link to
the training.gov.au site to review the

Packaging rules qualification packaging rules

Please refer to the packaging rules for this qualification when selecting units

CPC32420 Packaging Rules

Employer vs RTO confirmed units

Not all employers perform the full scope of work of an apprenticeship qualification.
Where a core unit of competency is not performed in the workplace, the Training Provider is not required to seek employer sign-off on that competency, this must be identified
upfront in the training plan

An lective that s not perfarmen in he workpiace. may also|be ide niified ugfronLin he Training Pian R St LI

listed are to be part of the

1 training plan
Employer Vs RTO confirmed units
- please select from the drop Click on Clear All if you require
down menu which applies to each all units to be removed. Select All
unit of competency

Nominal Core/Elective Default Confirmer

Hours Year

1 v Employerto Confi ~
1 v Employerto Confi ~ u
3 v Employerto Confi ~ u
You will see a list of CORE /
ELECTIVE units and the hours

applied to each unit. " . Employerto Confi + O
2 v Employerto Confi ~ u
3 v Employerto Confi ~ u
2 v Employerto Confi ~ u
1 v Employerto Confi ~ u
2 v Employerto Confi ~ u
1 v Employerto Confi ~ u
3 v Employerto Confi ~ u

Default Year - please select
from the drop down menu
which year of delivery applies
against the unit of competency, 3 v Employer to Confi

these are pre-illed from the
Qualification template and will
only need adjusting if a change
Is required per apprentice /
Trainee. 3 v Employer to Confi «

3 v Employer to Confi ~

Core Units: o

Elective Units: 0

Total Hours: 0
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Employer vs RTO confirmed units

The ‘RTO to confirm’ option should only be selected as the confirmer if a traineeship or in the
case of an apprentice where a core unit of competency or elective is not performed in the
workplace. An apprentice training plan should not identify the RTO as the confirmer for a
majority/all unit selections.

Credit Transfer Units (CT)

Credit transfer allows you to apply a CT for completed units of competency where the
apprentice/ trainee has provided a statement of attainment/ transcript for units that are code
for code or identified as equivalent.

Please use the dropdown box to select the CT option.

Unit Nominal Core/Elective  Default Confirmer
Hours Year

1 v Employer to Confi  ~ H

2 , O

Employer to Confi  ~

3

4 (]

5 Employer to Confi ~ -
6

CT O

Employer to Confi ~ o

1 v Employer to Confi .

Units identified as confirmed by a previous employer

When a unit for selection is identified with a red marker as below, this indicates the unit of
competency has been completed and confirmed by a previous employer. In this instance
you are not required to select this unit to be added to the training plan. This will occur
automatically and display under the ‘Units from other training plans or employers’ section of
the finalised training plan.

Please note if a CS ID is not displayed within Contract Part 1 the match up of units will not occur.

Unit Nominal Core/Elective  Default Confirmer
Hours Year

1 v Employer to Conf ~

Employer to Conf ~ =

e U

This information maker indicates that
the unit of competency has been
completed and has been confirmed by O
a previous employer. You do not need v Employer to Conf ~ -

to select this unit of competency.

1 v Employer to Conf ~
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Units from other training plans or employers

Employer: & COOLING PTY. LTD.

Location:

Contact Mr

Unit Nominal Cycle No. Current Status Assess Date Assessor
Hours Confirm date
32 CcT Completed - CT

Operate elevated work
platforms up to 11 metres

20 CT Completed - CT
Apply WHS requirements
policies and procedures in the
construction industry

10 cT Completed - CT

Carry out interactive

workplace communication

e Once all units have been selected you will be required to “tick” the Unit Selection
Complete box and click on “update and proceed to part 2”

N 0 (= Tick this box, please review

Unit selection must be confirmed to proceed to Part 2 - Planning current units to ensure they
are correct and assigned to

[Junit Selection Complete? the correct year.

Units from other training plans or employers

Campus Solutions ID required
Lookup the Apprentice CS ID in Part 1 and update the training plan to automatically include units from previous training plans or employers
Do not add units from previous employers as CT

Update and proceed to part
2 - When all selections have

been completed click on this
Update and proceed to part 2 button to progress to the

Planning tab.

Update and proceed to Part 2

e On successfully clicking on “update and proceed to Part 2” you will be given a green
box indicating “Training Plan added successfully”, any errors will be highlighted that will
need to be fixed prior to moving on to Planning Part 2.

!-: * %\geration € Dashboard

- £ & Apprentices ~ General Students ¥ Attendance ~ B Procedures ~  Logout
-

Back

Success
Training Plan added successfully
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Planning — Part 2

You will be provided with an additional page to review unit selection. Please review and
when satisfied click on “update”.

- i
* :! Federatlon £8 Dashboard & Apprentices ~ General Students ¥ Attendance ¥ & Procedures >  Logout
.gm TARE

Back

Success
Training Plan added successfully

Edit training plan

Employer: Apprentice: Angus

RTO: Federation University Australia EPSILON No.

Qualification: Cerificate Ill in Plumbing EPSILON Status:

PUSH Hours: N/A Campus Solutions ID:

Expected Supervised PUSH Hours: N/A Unique Student Identifier (USI): NiA

Completed Hours [} Qualification Code: CPC32420

Apprenticeship Network Provider: Apprenticeship Support Australia Next Progression Point 41075

Update I

Contract Part 1 Planning Part 2 Unit completion part 4 Contact schedule Attachments Group information Coniract completion
Attendance/Workplace training File note Risk register

Unit selection confirmation required

Confirm unit selection and update the training plan to begin unit planning

Current units

Unit Hours Year Core
CPCCCM2012

Work safely at heights

CPCCCM3001

Operate elevated work platforms up to 11 metres

CPCPGS3060

Install LPG storage of aggregate storage capacity exceeding 500 litres and less than 8 ki
CPCPIG2021

Design domestic urban irrigation systems

UEERA0059

Prepare and connect refrigerant tubing and fittings

UEERA0064
Recover, pressure test, evacuate, charge and leak test refrigerants - split systems

8 1 Elective
32 1 Elective
4 2 Elective
5 2 Elective
40 3 Elective

60 3 Elective

NOTE: Unit years can siill be changed at any time after confirming unit selection.

Update
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Planning Units of Competency — per Year

Please note this section is mandatory and all selected units of competency must contain all
required data to each before you can progress to recording of signatures. Proposed
assessment dates should be over the total duration of the training contract which may differ
to the scheduled delivery plan — in these cases the employer must be made aware ie 4 year
training contract vs 3 year delivery plan.

e This section is required to ensure that we present to employers and apprentices/trainees
a training plan that outlines proposed assessment timelines at the commencement of
training

e Based on your unit selections each year will identify the number of units allocated, the
Year Start Date and Year End Date.

Year 1 - 13 units

Year start date | 01-05-2025 ‘ ®

Year end date | 30-04-2026 ‘m

e The following details must be identified for each unit of competency:

o Proposed Assessment Date — date must be within the Year Start Date and Year
End Date - this can either be based on a calendar/annual year, please do not
use the year start date or nominal completion date

o Unit type — this is pre-filled and identified at the Qualification Template stage

o Confirmer —this will be populated from the previous step and can be amended if
required at this stage.

Proposed assessment date | 31-05-2025% ||?j|
Unit type | Elective |
Confirmer Employer to Confimm - Workplace
Delivery method Q

Assessment methods Employer o Confirm - Workplace

RTO to Confirm - Non Workplace
Resource provided P

Date provided | | ®

o Delivery Method — use dropdown menu to choose; Classroom/ Workplace/ Blended

Proposed assessment date | 31-05-2025 |E
Unit type [ Elective |
Confirmer Employer to Confirm - Workplace |+

Delivery method

Assessment methods Q

Resouce provicea

i Workplace
Date provided
Blended
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o Assessment Methods — use dropdown menu to choose:
= Practical Assessment Task
=  Knowledge Assessment Task
= Project/ Portfolios Assessment Task

Proposed assessment date 31-05-2025 (]

Unit type | Elective |

Confirmer Employer to Confirm - Workplace |«

Delivery method

Assessment methods

|
Resource provided 1 - Practical assessment task

Date provided 2 - Knowledge assessment task

3 - Project / Portfolios assessment
task

e After the information has been entered into the first unit (for each year), you can then
click ‘Apply to year 1 (2/3/4)” and this information will pre-populate against all units
within that year.

Year 1 - 13 units

Year start date ‘ 01-05-2025 |E
Year end date ‘ 30-04-2026 |E| When the information has
; been entered into the first
unit {for each year), then
MEMO05005 - Carry out mechanical cutting click on "Apply to year 1
(2/3/4)" and this information
Proposed assessment date | 31-05-2025 ‘@ will pre-populate too all units
within that year.
unit type | Elective | Ensure Year start date and
Year end date as well as
Confirmer Employer to Confirm - Workplace | = proposed assessment date
Delivery method Slended < |v are entered before clicking
apply to year.
Assessment methods = 1 - Practical assessment task

Resource provided | ‘

Date provided | ‘ =]

I Apply to year 1 H Apply to all years I

¢ Once planning information has been recorded for each unit, Click on “Update” button at
the bottom of the page.
o If completed successfully the below banner will appear.
¢ Please note all units require planning to be completed prior to recording signatures.
If Planning has not been identified for each unit signatures will not be available to

sign.

e-:!Federatlon @ Dashboard & Apprentices ~ & Students » 4 Attendance ¥ B Procedures >/ Admin ¥ Logout
.. TAFE

Back

Success

Training plan updated successfully
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Record Signatures
Signatures are able to be signed on the tablet (online) or paper based (offline).

o For School Based apprentice/ trainees (SBAT) you need to complete the School
details contained in Contract Part 1, and ensure the School Contact is made
available to sign
Please note: In order for the Training Contract to be registered with the Skills First
Program as a School Based Apprenticeship/Traineeship (SBAT), a School
representative is required to sign the students’ training plan. Signatures must be
obtained ASAP to enable training to commence.

o Proceed to the end of the page

Signature method Offline

Employer Signature

1, the Employer, agree the RTO is to result all units of competencies not performed in the Workplace as indicated in this training plan

Signature

Names will be pre- populated.

Apprentice Signature

Print name

Signature

RTO Signature

Signature

School Signature (If applicable)

Signature
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Online Signatures

¢ When on an iPad, click on Online and then click on Record Signatures
e Ensure a signature and date are entered prior to saving signatures — then click on save
signatures at the bottom of page.

Training Plan Agreement

Success
Training plan updated successaly

Use the sigrature boxes below fo enber ihe employer's, apprentice’s, RTO's and school contacts signatures.

Employer signature

tha Emgioyer, agres the RTO ks 10 resul i units of compatancies not performad in ha Worgiace 35 indicatisd in 1is raining plan
Name

John

Date

Sigrature

Offline signatures

When obtaining paper based signatures, set the signature method to Online prior to printing
— this will provide a larger space on the printed version for signing. Once signatures have
been obtained:

e Update the signature method to Offline
e Enter the date of signatures into ATOM.

Signature method Online m

Ensure the date that the
Please scan and upload the signed training plan actual signing of the training
plan is entered here, this will
then appear in the printed
PDF version ready for
signatures to be applied then

print out.
Employer signed Date | 01-05-2025 |m
Apprentice signed Date | 01-05-2025 |m
RTO signed Date | 01-05-2025 |m

o Paper based copies are to be uploaded to the “attachment” tab within ATOM.
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Assessment _Part 3

Within the “Assessment Part 3” tab you will be given 2 sub — tabs to work/ review within. If
you are unable to access and provided with the below image you must complete Planning
Part 2 for all units and complete offline/ online signatures.

Contract Part 1 Planning Part 2 Assessment Part 3 Unit completion Part 4 Contact schedule Attachmenis Group information Contract completion

Attendance/Workplace training File note Risk register

Current assessment year Completed assessment years

Assessment locked
All planning must be completed in Part 2 before assessment is enabled for this apprentice.

Planned units 6/6

Apprentice Signed Pending

Employer Signed Pending

RTO signed Pending

When this has been completed you will be able to access both Current assessment year
and Completed assessment years tabs

Confract Part 1 Planning Part 2 Assessment Part 3 Unit completion Part 4 Contact schedule Attachments Group information Contract completion

Attendance/Workplace training File note Risk register

Current assessment year Completed assessment years

Grade confirmation
Confirmed grades will be posted automatically to Campus Solutions as a final grade at 11:00pm daily.
This will occur after:

= An employer confirms a CY via email or via ATOM

» Ateacher manually sets a grade to CY.

Year 1 Apr 1 2025 - Mar 31 2026 2 units

Contact methed

Contact date ®

Year 1 noles

L

i
i
8

4

CPCCCM2012 - Work safely at heights

Enrolled m]

Prelim outcome

Assessor | |

Proposed date | 01-03-2026 |E If any of the details are

incorrect and you need to
Assessment date | |E amend, please use this
option to "reset unit

o | ST/ 1D T | assessment' you will then be

Confirmation method Email Employer . required to re-enter the fields.

Status Completed

Units not completed in this year will be placed info year 2

Reset unit assessment “ Apply to year 1
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Current Assessment Year

Prelim Outcome — AC — Awaiting Employer confirmation

When an apprentice/ trainee is deemed competent in a unit of competency where
confirmation is required from the employer (if identified within Contract Part 1) you will be
required to:

click on the drop down menu - Prelim outcome and select AC — Awaiting Employer

- Carry out mechanical cutting

Enrolled m]
Prelim outcome

Assessor e

Proposed date AC - Awaiting Employer o)

CY - Competent Yes
Assessment date =]

CN - Not yet competent

Confirmer
RPL granted - Recognition of Prior

Confirmation method Learning

Status Completed Im

Units not completed in this year will be placed into year 2

Reset unit assessment ” Apply to year 1

e enter your name as the assessor

o the proposed assessment date will be pre-populated, and relate back to the date
provided within the planning stage

e enter the date of assessment

- Carry out mechanical cutting

Enrolled O

Prelim outcome

Assessor I I
Proposed date 31-05-2025 =]
Assessment date 2]
Confirmer Employer to Confirm

Gonfimmation method Email Employer M

Status Completed

Units not completed In this year will be placed into year 2

i Reset unit assessment H Apply to year 1 l

¢ confirmer will be pre-populated, and relate back to the option selected within the
planning stage
e confirmation method will be pre-populated with Email Employer (do not amend)
- Carry out mechanical cutting
Enrolled m]
Assessor :
Assessment date : =]
Confimation method ‘emarempoer -
Status ‘ <
Units not compieted in this year will B¢ Verbal/Written/Other (Scan and
atach) Reset unit assessment H Apply to year 1
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e Status to be changed to Completed — Note: if this is left on Ongoing and email
notification to the employer will not be sent.

- Carry out i cutting
Enrolled a
Prelim outcome AC - Awaiting Employer x |v
Assessor Tim
pssesment astc o
Genfirmation method Email Employer -
Status. Ongoing
Units not completed in this year will be placed into year 2

Reset unit assessment H Apply to year 1

o Go to the end of the page and click on “update”.

This will automatically generate an assessment confirmation required email to the employer
and you will be provided with the below success statement.

Success
« Employer has been sent email requesting confirmation for 'UEECO0023'
Training plan updated successfully

Sample view — FedUni TAFE Competency Completion — Assessment Confirmation Required

Federation TAFE Competency Completion - Assessment Confirmation Required: Oliver - AURLTJ102 - apprenticeship@

o ATOM <atom@federation.edu.au>
To

The following apprentice has been assessed and is awaiting employer confirmation

Apprentice Oliver

(+61)

@amail.com
Employer Notes N/A
Assessor Justin
Assessment Date Wednesday 21st of May 2025
Unit AURLTI102: Remove, inspect, repair and refit light vehicle tyres and tubes
Skills summary Skills summary
Grade AC - Awaiting Employer
) From these options an

Options

« Confirm Assessment Grade employer will identify the one
applicable, click on the link

« Confirm Assessment Grade with Comments and this will then be emailed

« Reject Assessment Grade with Comments through to the FedUni TAFE
" ining Pl Assessor / teacher and the
View Training Plan -
+ View Training Plan ATOM System will update
Confirmation Required By Wednesday 28th of May 2025 where applicable
Employer

Employer Contact

RTO Federation University Australia
Justin

@federation.edu.au
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If the assessment confirmation request is not actioned a follow up email will be generated as
per the assessment response time option identified within Contract Part 1 — Employer Details
(default is set to 1 Week).

Preferred Contact Method Phone  Visit  Mail

ATOM can send an email to allow 1 click confirmation of unit completion.
Confirmation via Phone or Fax will need to be manually recorded by the assessor.

Assessment Response Time 2Weeks 3 Weeks 4 Weeks

An employer will continue to receive a reminder email for the unit of competency up to 4
times.

Prelim Outcome - CY — Competent Yes (Verbal/Written Communication)

When an apprentice/ trainee is deemed competent in a unit of competency via verbal or
written communication from an employer, the Federation TAFE assessor will need to
update as below:

e click on the drop down menu - Prelim outcome and select the CY — Competent Yes

e enter your name as the assessor

o the proposed assessment date will be pre-populated, and relate back to the date

provided within the planning stage

¢ enter the date of assessment

e confirmer will be pre-populated

¢ confirmation method will be pre-populated to show Verbal/ Written/ Other

¢ enter the confirm date

e Status to be changed to “completed”

UEECO00023 - Participate in electrical work and 1cy

Enrolied [m]

Prelim outcome CY - Competent Yes

AS5e5507 | Tim |

Proposed date | 06-01-2028 |@

Assessment daie ‘ 14-05-2025 | ®

Confirmer | Employer to Confirm | When you have assessed an
Apprentice / frainee and the

Confirmation. method Verbal/Written/Other (Scan and + || Attach scanned confirmation employer has given a verbal
or written confirmation (phone

CONNnRENE 15-05-2025 a or email) ensure you enter the
date that the employer gave

Status [ELy-CE ) Ongoing as confirmation and scan
evidence of this file note into

attachments.
Units not completed in this year will be placed into year 2
i Reset unit assessment “ Apply to year 1 l

¢ Go to the bottom of the page and click on “update”. You will be provided with the
below success statement.

Success
Training plan updated successfully
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Prelim Outcome — AC to CY — Competent Yes (Verbal/Written Communication)

When an apprentice/ trainee has been previously graded with AC — Awaiting Employer and
competency has been obtained via verbal or written communication from an employer, the
Federation TAFE assessor will need to update as below:
e click on the drop down menu - Prelim outcome and change the AC — Awaiting
Employer to CY — Competent Yes
¢ Change the confirmation method from Email Employer to Verbal/ Written/Other
¢ A confirm date field will appear — enter the date confirmation was obtained from the

employer
UEECO00023 - Participate in electrical work and y development activities
Enrolled ]
Prelim outcome: CY - Competent Yes
Assessor ‘ Tim |
Proposed date \ 06-01-2028 |:|
Assessment date ‘ 14-05-2025 | =]
Confirmer ‘ Employer to Confirm |
Confirmation method Verbal/\Written/Other (Scanand ... |«
Confirm date =]
Status ongoing
Units not completed in this year will be placed into year 2
l Reset unit assessment H Apply to year 1 l

e Go to the bottom of the page and click on “update”. You will be provided with the
below success statement.

Success
Training plan updated successfully

Prelim Outcome - CY — Competent Yes (RTO Confirmation)

When an apprentice/ trainee is deemed competent in a unit of competency where the RTO is
identified as the confirmer you will be required to:
e click on the drop down menu - “prelim outcome” and select the CY — Competent
Yes
e enter your name as the assessor
o the proposed assessment date will be pre-populated, and relate back to the date
provided within the planning stage
e enter the date of assessment
o confirmer will be pre-populated
¢ confirmation method will be pre-populated to show not required
o confirm date will be greyed out but reflect the date of assessment
e Status to be changed to “completed”
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HLTAIDO09 - Provide cardiopulmonary resuscitation

Enrolled m]

Prelim outcome CY - Competent Yes x|

Assessor | Tim |

Proposed date | 06-01-2028 |@

Assessment date [ 14052025 [=

Confirmer | RTO to Confirm |

Genfiumation. meinod When a unit is identified
Confirm date [ Date of assessment | ‘FfizT\\gv:?n;Ot;\T‘;?Ivm\e
Status Ongoing appear.

RTO confirmed unit

Not all employers perform the full scope of work of an apprenticeship qualification

Where a core unit of competency is not performed in the workplace, the Training Provider is not required to seek employer sign-off on that competency, this must be identified
upfront in the training plan

An elective that is not perfermed in the workplace may also be identified upfront in the Training Plan

Units ot completed in this year will be placed into year 2

i Reset unit assessment H Apply to year 1 I

e Go to the end of the page and click on “update”. You will be provided with the below
success statement.

Success
Training plan updated successfully

Grading between ATOM and Campus Solutions

Federation TAFE apprentice/trainee grades will only require an AC — Awaiting Employer or
CY — Competent Yes to be entered into ATOM.

Once the employer confirms the AC grade via their ATOM login or the email notification, the
AC will be converted to a CY — Competency Yes within the ATOM system.

The system will automatically upload the confirmed grade to our student management
system (CS — Campus Solutions) via a nightly export of data. Please Note: It is the
employer’s confirm grade date that is posted as the official grade date in Campus Solutions,
not the assessor’s grade date — please do not manually grade within Campus.

Grades other than a CY will still be required to be manually updated within the Campus
Solutions (CS) system ie Withdrawals and Credit Transfers.

If any CY grade does not process during the nightly export, you will be contacted by ATOM
Support with information on how to fix grade errors.
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Completed Assessment Year

Units of Competency that have been deemed competent within a Year will appear within this
tab.

Contract Part 1 Planning Part 2 Assessment Part 3 Unit completion Part 4 Contact schedule Attachments Group information Contract completion

Attendance/Workplace training File note Risk register

Current assessment year | Completed assessment years

Year 1 Jan 23 2023 - Dec 29 2023 - 10 units e e

Contact method clearly identified.

Contact date | )

YYear 1 notes

EC ]

B I I,

SITHASCO020 - Prepare dishes using basic methods of Asian cookery

Once a year has been completed it cannot be reactivated an no additional units can be
added. Any corrections to grade data in this section will need to be actioned by the ATOM
Support team.
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Unit Completion _ Part 4

This tab shows a full list of selected units of competency for the apprentice/ trainee and is
divided into the following categories:

e Units to be completed

e Units that will be undertaken and assessed again

e Units from other training plans or employers for (QUALIFICATION CODE)
e Other unit enrolments for (QUALIFICATION CODE)

e Units from prior learning

e Total Hours

Units of Competency to be completed
¢ Identifies full list of units and their current status. Will provide a unit start date and
unit end date imported from Campus Solutions. Will identify units that have been
completed or are AC — Awaiting employer confirmation.

Contract Part 1 Planning Part 2 Assessment Part 3 Unit completion Part 4 Contact schedule Attachments Group information Contract completion

Attendance/Workplace training File note Risk register

Units to be completed

Unit details Year Current Status Assessment

SITHCCCO023 Use food preparation equipment 1 Awaiting Assessor

e CoE ATOM Grade AG Assess date 23062025
Hours » EEEELD Grade detalls

Confirmer Employer

Unit start date 03-03-2025

unit end date 12-12-2025

SITHKOP008 Clean kitchen premises and equipment 1 Completed - RTO Assessor

Type Core ATOM Grade oy Assess date 06-12-2024
Hours 1 CS Grade cv Confirm date 06-12-2024
Confirmer RTO Grade details

Unit start date 09-08-2024

Unit end date 15-12-2024

Units of Competency that will be undertaken and assessed again

¢ Units that will be undertaken and assessed again will appear within this section of the
training plan

Units that will be undemaken and assessed again

Cycle Previous Status L5 Pouted Gunde

MSAENYITIE T Wi i 2 Mot yet competent Assessn
Hiirs k1] .

(e N Adniris At

Confirms Ernplirgar Confiemn date  22-11-2017

Class Humbes® 1z
Uit Seai"

Uit End™
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Units of Competency from other training plans or employer

¢ Units from other training plans or employers — Please ensure you have the Campus

Solutions number entered in Contract Part 1 of the training plan in both “previous” and
“current” ATOM profiles.

¢ This will enable the system to use the CS ID as an identifier between both training plans
and import completed units and units of competency identified

Units from other training plans or employers for UEE30820
Employer:
Location: BALLARAT
Contact:
EPSILON: CANCELLED
Unit Year Current Status Assessment
UEECDO0016 Document and apply measures to control WHS 1 Completed CY. Assessor K
risks associated with electrotechnology work
Assess date 30-03-2023
Hours 20
Confirm date 04-07-2023
Confirmer RTO to Confirm
UEECD0020 Fix and secure electrotechnology equipment 1 Completed CY. Assessor L
Hours ® Assess date 08-11-2023
Confirmer RTO to Confirm Confirm date 91-11-2023
UEEDV0005 Install and maintain cabling for multiple accessto 1 Completed CY. Assessor R
telecommunication services
Assess date 10-05-2024
Hours 120
Confirm date 10-05-2024
Confirmer RTO to Confirm

Unit of competency from Other unit enrolments

¢ Units of competency will be identified in this location where there is an enrolment in
Campus Solutions (CS) that has not been included within the training plan

Other unit enrolments for AHC30122
Unit Start date End date Term Posted Grade
AHCINF306 Plan and construct an electric fence 12-05-2025 18-07-2025 2501
Hours 60
AHCINF307 Plan and construct conventional fencing 28-04-202% 18-07-2025 2501
Hours 60
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e Units identified as Credit Transfer will appear within this section of the training plan.

Units From Prior Learning

To set a unit as CT OR "CY PE", select "CT/CY PE" above
RPL is setin Part 2 - Current Year

Unit Year
AHCBAC309 Undertake preparation of land for agricultural crop
production

Hours 60

AHCBAC313 Establish pastures and crops for livestock CT ~
production

Hours 80

AHCBAC315 Establish agricultural crops
Hours 60
AHCBAC317 Undertake agricultural crop harvesting activities
Hours 80
AHCCHM304 Transport and store chemicals CT v
Hours 50

Outcome

Total hours

o This section outlines the nominal hours completed to date, the next progression point,
and the total hours required for completion according to the units identified within the

training plan.

Total hours

Completed Hours
Next Progression Point

Required Hours

75

875
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Qualification Template

These are created to enable pre-population of required qualification units into the training
plan.

Add a NEW Qualification Template

e Click on Qualification Templates (under apprentice drop down menu)

E:ﬁiggratlon € Dashboard | & Apprentices ~ | General Students *  Attendance ¥ B Procedures ¥  Logout

VET current Apprentices

VET archived Apprentices
VET apprentice groups
Training Contact Schedule
Meeting records
Student search | Attendance roll
Workplace training log
Australian Apprenticeship Delivery (VET) Procedure

Training plans

e Click on Add New Template

=E=§6Aggrat|on 8 Dashboard & Apprentices ¥ General Students ¥ Attendance ¥ B Procedures ~  Logout

-

Back

Qualification template management

Add New Template

e Locate your qualification from the ‘Template Primary Qualification’ drop down menu

e The QUAL code/ current YEAR/ will automatically populate to assist with consistent
naming conventions for templates

e Year will automatically default to the current year

e From the ‘Source qualification’ drop down select your qualification to show the full suite
of units available for delivery

o Scroll through the units listed under the ‘Available Qualification Units’ section and click
the corresponding ‘Select’ button to add. If a unit is chosen in error you can click the
‘Remove’ button under the ‘Selected Units’ section.

e Update the ‘Default Year’ column for each selected unit — this should correspond with
the delivery structure identified within the Training and Assessment Strategy of the
qualification.

e Click ‘Add Template’
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BY.M Federation
* o @ Dashboard & Apprentices ¥ General Students ¥  Attendance ~ B Procedures ~  Logout
M. AR =

-

Back

Add new template

Please refer to the packaging rules for this qualification when selecting units
AHC31024 Packaging Rules

o
[y Print

Template Primary Qualification AHC31024 - Certificate IIl in Parks and Gardens % |*
Template name [QUAL_GROUP] AHC31024_2025_
Year 2025 x |v

Select the units
Add Units to Template you require
Source Qualification AHC31024 - Certificate Il in Parks and Gardens x x

Available Qualification Units

AHCPCM303 Identify plant specimens 80 Elective

AHCPCM305 Implement a plant nutrition 60 Elective .
program

AHCPCM306 Provide information on 70 Core

plants and their culture

Selected Units

Unit Code Unit Name Hours Core/Elective Default Year Options
AHCCHM307 Prepare and apply T0 Elective 1 v
chemicals to control pest,
weeds and diseases
AHCIRG346 Operate pressurised 50 Core 4 .
irrigation systems
AHCLSC316 Implement a paving project 100 Elective 2 -
AHCMOM213 O 1 d i 40 Electi RETSERE)
L perate and maintain e 2« unitsthat willnot Remove
chainsaws be required
AHCMOM304 Operate machinery and 40 Core 3 -

equipment

Total hours: 1010 Year 1 hours: 340Year 2 hours: 180Year 3 hours: 450Year 4 hours: 40 I

A good indicator of each year's
delivery will appear here and

should match the TAS part A
(apprenticeship / Trainee) cohort Add Template

version.

When you have updated the template you will be given the below screen to indicate success

Qualification template management

Success
Template added successfully

Add New Template
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Edit a Qualification Template

If you need to edit a template click on the ‘Edit’ button of the qualification template you
would like to amend.

€ Dashboard & Apprentices *  General Students ¥ Attendance ~ & Procedures ~

. gecheration Logout

< [AFE

Back

Qualification template management

Add New Template

Qualification
Keywords
Year 2025
Status Active
# A B D E F G H I J K L M N OWP QR S T UV W X Y Z A

26 results found (Displaying 1 - 25)

Qualification

Template

options

AHC30122 AHC30122_2025 TRAINEES
AHC30722 AHC30722_2025_TRAINEES
AHC30921 AHC30021_2025_

Make sure to click the ‘Update Template’ button to save your changes

AURLTX102 Diagnose and repair light 50 Elaclive i
vehicle automatic
transmissions

AURLTX103 Diagnose and repair light 30 Elactive P
vehicle clutch systems

Total hours: 1205 Year 1 hours: 390Year 2 hours: 395'ear 3 hours: 420

Update Template
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The Contact Schedule is for teachers to make contact with students and employers and
record details. The Proposed Dates are dates set between the commencement and the
nominal completion dates of the EPSILON training contract.

A reminder email will be automatically sent to teachers and students one week prior to each

proposed date scheduled in this section.

General Students ~

BB Federation
g TACC

-

€8 Dashboard & Apprentices ~ Attendance ~ B Procedures ¥  Logout

Back

Edit training plan

o}
b=

Employer: Apprentice:

RTO: Federation University Australia EPSILON No.

Qualification: Certificate I1l in Commercial Cookery EPSILON Status:

PUSH Hours: 507 Campus Solutions ID:

Expected Supervised PUSH Hours: 488 Unique Student Identifier (USI):

Completed Hours 838 Qualification Code: SIT30821

Apprenticeship Network Provider: Apprenticeship Support Australia Next Progression Point 1070

Update

Contract completion

Contract part 1 Planning part 2 Assessment Part 3 Unit completion part 4 Contact schedule Attachments Group information

Attendance/Workplace training File note Risk register

]
=

(Please save Ihe fraining plan before printing the contact schedule to avoid losing changes)

Contact Schedule

Part time App 1ip Contact Requil

+ 1 xFace to face meeting per year.

+ 3 x Other contact types per year.

+ Additional visits for on the job training:
= 25% on the job = 1 visit per year.
s 50% on the job = 2 visits per year.
s 75% on the job = 3 visits per year.
s 100% on the job = 4 visits per year.

Contract Requirements
information will be
displayed here. ie Full
time contracts / Part-
time contracts

An email reminder will be sent to teacher and apprentice one week before each date

Visit signatures

NOTE: An online signature is only required below if no other signature was obtained during the visit
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. Choose
Scheduled meetings contact type
# Proposed Date completed Actual Date Contact Type Teacher Signature
required?
1 Tuesday 18-02-2025 @ Face to Fac Dean 0
Jan 28 2025
Teachers Email
Phone
Please include the unit codefs to which ye <t schedule notes apply, doing thi €s as evidence of participation. When Ll tab_lm
Online and a signature is
Notes : required, click the tick
Ont;igepfsgéaﬁgas | Visit box and a signature
B I L & = e ! panel will display for
te_acher will then mark signing.
this as completed and Other
insert the actual date
meeting was held.
Click within the section
'Units discussed', this
will provide a list from
body p 4 the training plan to
select from.
Units discussed

If you have any meetings that sit outside the “scheduled meetings”, you can record them in
this section by clicking on ‘New unscheduled meeting’ located at the bottom of the page.

Unscheduled meetings

Ensure you click an
'‘Update’ every time
you enter a new
contact.

I New unscheduled meeting l

Click here to add a
new 'unscheduled

fing'
Update Update and close meeting
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Training Contact Schedule (per Teacher)

You can run a report in ATOM that will allow you to check the contacts that have been
assigned to you as the teacher / RTO contact of the apprentices.

Click on Training plans tile and then Training Contact Schedule

Training plans

VET current apprentices

VET apprentice groups

Training plans

Training contact schedule
Qualification templates

E!FeAgEerauon #8 Dashboard & Apprentices ~ General Students ¥ Attendance ~ B Procedures ~  Logout
-

Back

. Choose a date
Contact meeting schedule | range and select |
7 your name form the
teacher drip down. |

Start Date ‘ 04-05-2025 ||a Click Search.
End Date ‘ 04-07-2025 |IE
Teacher v

Completed meetings

No completed meetings found for the specified date range

Upcoming or Incomplete Meetings

Apprentice EPSILON Status Recommended Date
= &0 [ Aactve ] 8 May 2025
= 80 [ Acve ] 18 May 2025
= 60 [ acve ] 28 May 2025
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Attachments

e Scan document and save as follows
Document Name_ Apprentice Full Name
(Commencement Training Plan_ Jack Black)

e Attachments are date and user stamped

To Add attachments to the Training Plan in ATOM:

Step 1:  Click on Add Files

Step 2:  From the windows pop up, select the relevant document and click ‘Open’
Step 3:  File will appear within the ‘Select Files’ section of ATOM - Click ‘Start Upload’
Step 4:  The attachment will show ‘Awaiting Upload’ in red — Click Update

Step 5:  The attachment will now be uploaded — Select the file type from the drop down
menu and click update.

Contract Part 1 Planning Part 2 Assessment Part 3 Unit completion Part 4 Contact schedule Attachments Group information Contract completion
Attendance/Workplace training File note Risk register
Attachments
File name Type Uploaded File size
TrainingPlan_ . NA 2725Kb
confirmation_ o N/A 684KD
Upload Attachments
Select files
Add files to the upload queue and click the start button.
Filename Size Status

After clicking 'Start
Upload' your
document will Drag files here.
appear here. Click
on update.

@ Add files # Start upload

Note: Attachment uploads are not finalised until the update butten below is selected

Update Update and close
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& oen 3
«~ v - > Desktop v O Search Desktop »
Organize New folder =~ O @

A Home Name Status Date modified Trpe Size I
£/ TrainingPlan- ® 18/07,/2025 12:04 PM Adobe Acrobat D... 63 KB
Ej Gallery | TrainingPlan &) L Adobe Acrobal [#
>
@l Desktop
| Downloads
. Documents
PN Pictures
O Music
B Videos
File name: ~|  Custom Files e
Cancel
Upload Attachments

Filename

TrainingPlan-M| -pdf

() Add files

Select files
Add files to the upload queue and click the start button.

Size Status
51KB % @
51 KB 0%

Note: Attachment uploads are not finalised until the update button below is selected.

Update Update and close

Step 4

Upload Attachments

Filename

Uploaded 1/1 files

Awaiting Upload:

Select files
Add files to the upload queue and click the start button.

Size Status
100% @
51 K8 100%

« TrainingPlan-M; 1 pdf

Note: Attachment uploads are not finalised until the update button below is selected.
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Step 5

Contract Par 1 Planning Part 2 it Part 3 Unit ion Pan 4 Contact schedule Aftachments Group information Gontract completion
Attendance/Workplace training File note Risk register
Attachments
File name Type Uploaded File size
TrainingPlan_ v NiA ATAEL
0 Select Type.
| This wilensure
confirmation_ Training Plan - Commencement NiA ATOM can report
A
Training Plan - Completion accurately.
Training Plan - Revised
Language, Literacy & Mumeracy
Upload Attachments Pre Training Review
File note
Select files Variation Request
A files o the upload queue and click the start bution.
Photo
Filename Size Status
Other
&
Drag files here,
v
Q) Acd fies || @ Start upload ob 0%

Mote: Attachment uploads are not finalised until the update buffon below is selected

Update ‘ Update and close

Note: ATOM Support are the only users that can delete attachments.

If you have uploaded a document in error, please log a ServiceNow request to the team to
have the attachment removed.
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VET apprentice groups

Apprentice groups are created to enable pre-population into attendance rolls.

Unlike VET general students where the student's groups are imported from the student
management system (Campus Solutions), apprentice groups need to be manually created in

ATOM.

To view existing or create new apprentice groups click on the Training Plan tile or by selecting
the Apprentices drop down tab followed by VET Apprentice groups.

. i
CM Federation @ Dashboard & Apprentices ¥ General Students ¥ Attendance ¥ B Procedures ¥  Logout
. AFE

VET current Apprentices

VET archived Apprentices

VET apprentice groups

Training Contact Schedule

Meeting records

Qualification templates
Student search ‘
Workplace training log

Australian Apprenticeship Delivery (VET) Procedure

Training plans

Training plans

All Apprentice groups created in the current year will appear as the default view as shown
below (you can change the year to look up previous years).

M Federation :
CEg € Dashboard Apprentices ¥  General Students ~  Attendance ~ B Procedures ~  Logout
Cgm TARE =

Back

Group management

Add New Group

Qualification
Year 2025
Archived: No
# A B C D E F G H I J K L M N OP QR S T UV W X Y Z Al

[ 40 results found (Displaying 1 - 25) ]

< 1 2 >
Group Details Qualification Code Student type Options
AUR30620_2025_A AUR30620 VET Apprentice
AUR30620_2025_B AUR30620 VET Apprentice
AUR30620_2025_C AUR30620 VET Apprentice
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To create a new group click on ‘Add New Group’

@ Dashboard & Apprentices ~  General Students ~  Attendance ~ B Procedures ~  Logout
*

.M Federation
W ARE

Back

Group management

Add New Group

Qualification
Year 2025
Archived: No

Complete the following:

¢ Qualification — Select the qualification from the drop down

e Group name —will automatically update to Qualification code and the current year to
assist with consistent naming conventions ie UEE30820_2025. You can enter
additional text to further identify the group name ie UEE30820_2025 A

e Year — automatically defaults to the current year

o Timetable — Optional. You can use the free text box to add more information such as
block release dates

o Click ‘Add Group’ button

=" i
£ :!FEderatlon @ Dashboard & Apprentices ~  General Students ~  Attendance ~ B Procedures ~  Logout
. TARE
Back
S rm
Add New Group

Qualification UEES30820 - Certificate IIl in Electrotechnology Electrician (499) v

Group name

[QUAL_GROUP] | UEE30820_2025 | |

Year 2025 v]

Archived o

Timetable

@ Qb %-||E Q| B I § L= := E | 2
= [l i
4
ice Search

Qual code, Name

EPSILON or CS 1D |

-

Date Range [ oro12023 @[ ot-01-2026 ]

Add Group |
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A green success banner will appear and the new group will be added to the list. This group
can now be selected when you are creating VET apprentice training plans.

Group management

Success
Group added successfully

Add New Group

Adding Apprentices to a Group

You can add apprentices to the apprentice group when creating the group or after it has
been created.

You can add multiple apprentices at once by searching the Qualification code and
commencement date range.

Alternatively, you can look up individual apprentices by searching via their EPSILON or
Campus Solutions ID (commencement date range is not required when searching via this
option).

Check the box next to the apprentice you want to add to the group and then select the
Add/Update group at the bottom of the page if adding when creating the group or Update
Group button.

Apprentice Search

Qual code, Name

EPSILON or CS ID [ UEE30820 |

Commencement

Date Range 01-01-2023 |\a‘ 01-01-2026 ‘El
Apprentice EPSILON Status Commencement Date
Matching apprentices

—
Harpur ACTIVE 08-01-2024 O
Declan ACTIVE 29-01-2024 [m]
Dayne ACTIVE 03-04-2024 O
Nash ACTIVE - RECOMMENCEMENT 07-08-2023 [m]
Joel ACTIVE 12-08-2024 (m]
Christopher ACTIVE 22-08-2024 [m]
NATHAN ACTIVE 20-02-2023 O
Matthew ACTIVE 23-08-2023 [m]
Rigby ACTIVE 23-05-2023 O
Joseph ACTIVE 19-06-2023 [m]
Callum ACTIVE 16-01-2024 O
L
Add Group
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Apprentice/Trainees can also be added to an existing group when developing the training
plan. This can be found under the Training Plan details section of Contract_Part 1.

Contract Part 1 Contact schedule Attachments Group information

[

Attendance/\Workplace training File note Risk register

« Training Contact Details « Training .

« Employer Details « Federation Specific « Send message

» Host Employer = Agreement .

« Apprentice Details « Completion .

« RTO Details « Progress Report .

Training plan details

Qualification Certificate |l in Light Vehicle Mechanical Technology

Qualification Code | AUR30620 \

Template AUR30620: AUR30620_2025 SBA % |=

Apprenticeship/Traineeship ‘ Apprenticeship ‘

Full Time / Part Time / SBAT | Fulltime ‘

Headstart N |«

Approved Training Scheme Duration ‘ 33 months ‘

Contract Proposed Start Date ‘ 02-06- |

Contract Proposed Completion Date 25-02- |

Group [ Student group "]
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Meeting Records

Meeting records include both meetings planned and recorded in the contact schedule as part
of the contact requirements, and unplanned/ adhoc meetings outside those requirements.

Compliance

Compliance

Workplace Training log

Australian apprenticeship delivery (VET) procedure

Meeting records

Meeting records include both meetings planned and recorded in the contact schedule as part of the contact requirements, and unplaned/adnoc meetings outside those ‘
requirements

Click here o

record a new -
meeting Add New Meeting

Keywords: |

Teacher:

Student Name/EPSILON | |

Start date | 01-01-2025 |@

End dale | =

Complete all fields when adding a new meeting and click ‘Add Meeting’

=
(el Print

|Add new meeting

Meeting details

Date 04-06-2025
Contact type

Teacher:
Student:

Notes

B I |L|x= = E )

Add Meeting
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Workplace Training Withdrawal Log

This can be used by the apprentice/ trainee to log workplace training activities.

Compliance

Meeting records

Workplace Training log

Compliance

Australian apprenticeship delivery (VET) procedure

[ 2y i
a :!Federatlon €8 Dashboard & Apprentices *  General Students ¥  Attendance ¥ B Procedures ¥ Logout
. (AFE

Back

Workplace training withdrawal log
Workplace training activity pending confirmation

Employer:

Confirmed Employer confirmed
Confirm selected dates |ESEIadll
Apprentice EPSILON  Date stat End  Activity/Location Unit(s) Confirm
07-02- 14:30 17330 full head of foils SHBXCC $002 Provide salon services fo clients
2024
08-02- 9.45 12:45  full head of foils and blowwave SHBXCC$002 Provide salon services to clients
2024 SHBXCCS004 Recommend products and services
09-02- 9:.00 12:00  foils SHBXCCS002 Provide salon services fo clients
2024
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Extra Features

Send message

e Click on send message

Name Qualification

UEE30820 CERTIFICATE Ill IN ELECTROTECHNOLOGY ELECTRICIAN

CONTRACT START. 08-01-2024 | CONTRACT COMPLETION: 06-01-2028

[ EPSILON: i [ cs i0:

Contract
Planning
Assessment

Advanced options

Unit completion
Contact schedule
Attachments

Contract completion

Teaching Staff | User Guide for ATOM

Group info
Attendance/Workplace Training

File notes

I Send message I

e When you click on ‘send message’, the below screen will appear

e Enter details and click on Preview message

Send student message

details

Subject |

Message

Recipient

Recipient

Preview student message

Message details

Subject | Test

Message

w
—
i~
i
i
B

TestA

Recipients

1 matches found

Apprentice  EPSILON Email

Include? ;
Ensure email

@ICLOUD.COM

address is correct

Click 'Send Message'
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View message log (per Apprentice/ Trainee)
e Click on view message log

Name Qualification

. UEE30820 CERTIFICATE Ill IN ELECTROTECHNOLOGY ELECTRICIAN
[ EPsiLoN: s | G5 10: S|
Contract Unit completion Group info
Planning Contact schedule Attendance/Workplace Training
Assessment Attachments File notes
Advanced options Contract completion Send message
View EPSILON record Reset unit selection
View grade log Reset training plan
I View message log I

o i
* .! Federatlon 8 Dashboard &Appre ntices ~ General Students ~ Attendance ~ B Procedures ~ Logout
. TAFE
Back
Message log
; Print
03-04-2025 15:17 Federation TAFE Competency Completion - Apprentice Attendance History
01-01-2025 12:12 Federation TAFE Competency Completion - Assessment Completed: B - UEEELO019 - _
Recipient:
Date :01-01-2025 12:12
User:
The following apprentice has had their grade Completed by the employer
Apprentice
Employer Notes NiA
Assessor
Assessment Date Wednesday 18th of December 2024
Unit UEEEL0019: Solve problems in direct current (d.c.) machines
Grade CY - Competent Yes
Opt
ptions + View Training Plan
Confirmed by Employer Wednesday 1st of January 2025
Employer
Employer Contact
RTO
01-01-2025 12:12 Federation TAFE Competency Completion - Assessment Completed: B - UEEEL0019
18-12-2024 09:59 Federation TAFE Competency Completion - Assessment Confirmation Required: - UEEELO0Q19 -
SLEEELONI0
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View grade log (per Apprentice/ Trainee)

Name Qu ication

UEE30820 CERTIFICATE lil IN ELECTROTECHNOLOGY ELECTRICIAN

EPSILON: | cs D:| ) CONTRACT START 08-01-2024 | CONTRACT COMPLETION: 06-01-2028

Contract Unit completion Group info

Planning Contact schedule Attendance/Workplace Training
Assessment Attachments File notes

Advanced options Contract completion Send message

View EPSILON record Reset unit selection

View grade log Reset training plan

View message log

This shows you the date the Assessment Confirmation was sent and the date it was
confirmed by the employer.

(=) print

Apprentice grade confirmation log

Unit Cycle Grade Status Email date Confirm date Log

UEECDOQOT 1 CY  Completed 20-05-2024 16°46 20-05-202419°03  » 20-05-2024 19:03 | Confirmed | CY |

UEECDOQ16 1 cY  Completed 13-12-2024 13:53 15-12-202420:56  » 15-12-2024 20:56 | Confirmed | CY |

UEECD0019 1 cYy Completed 20-05-2024 11:33 20-05-2024 14:09 = 20-05-2024 14209 | Confirmed | CY |

UEECDOR20 1 CY  Completed 21-06-2024 08:32 23-08-2024 1645« 23-06-2024 16:45 | Confirmed | CY |

UEECDO044 1 cY  Completed 26.08-2024 15:46 26-08-2024 16:23  » 26-08-2024 16:23 | Confirmed | CY |

UEECDO046 1 CY  Completed 28-06-2024 03:00 28-06-2024 07:37  » 28-06-2024 07:37 | Confirmed | CY |

UEEGDORS1 1 CY  Completed 21.06-2024 08:50 23-06-2024 16:45  » 23-06-2024 16:45 | Confirmed | CY |

UEEDY0005 1 cY  Completed 23-05-202500:00  « 23-05-2025 14:35 | Confirmed | CY |

UEEEL0019 1 CY  Completed 01-01-2025 03:00 01-01-20251212  « 01-01-2025 12:12 | Confirmed | CY |

UEEELOD21 1 CY  Completed 04-11-2024 09:50 04-11-2024 11:15  + 04-11-2024 11:15 | Confirmed | CY |

UEEEL0023 1 CY  Compleled 13-09-2024 17:49 13-09-202419.43  + 13-09-2024 19:43 | Confirmed | CY |

UEEREQ0Q1 1 CY  Completed 04-11-2024 1025 04-11-2024 1115+ 04-11-2024 11:15 | Confirmed | CY |

UETPRREG04 1 cY  Completed 15-08-202400:00  » 15-08-2024 15:37 | Confirmed | CY |

HLTAIDODS 1 CY  Completed - RTO 08-08-2024 00:00  « 15-08-2024 15:37 | Confirmed | CY |
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Attendance Rolls
Please refer to the ‘ATOM Attendance Roll User Guide for Teachers’ for full instructions
and explanation.

|-':! Federat|on 8 Dashboard ﬂApprenl\ces - General Students ~ Attendance ~| B Procedures ~ Logout
M. TAFE

IVET Apprentice Attendance I
—

VET Attendance Roll Report

VET General Attendance Roll Report

Student search | Attendance rolls Archiving Compliance

Training plans

Important Information

¢ Program Manager/Department Managers, have the authority to enter attendance if a
sessional teacher has no access to ATOM.

o All VET teachers are required to use ATOM to enter/record attendance for all VET
General Students and VET Apprentices

o A student signature is not required on the attendance roll

e A teacher signature is not required on the attendance roll. Your acceptance of the
‘ATOM Conditions of Use’ and your individual staff login, is your endorsement

e Assistance/queries — Please log a job in ServiceNow portal under ATOM Support or
phone the team on 03 5327 8001
e User Assistance
e |IT Support (ATOM system related)

e Click on the below Support tile within the ATOM dashboard for direct access to the
ATOM Support ServiceNow portal.

Version 9 Page 52 of 55
Authorised by: Coordinator — ATOM Support Current Version: 14/07/2025
Document Owner: Administrative Officer — ATOM Support Review Date: 14/07/2026




B # Federation

B g University

Teaching Staff | User Guide for ATOM

Definitions and Acronyms

Acronym Definition

AA Australian Apprentice

ACAP Apprentice Connect Australia Provider

AC Awaiting Employer Confirmation

AFO Apprenticeship Field Officer

ATOM Apprentice Trainee Online Management system
Competency Based Completion

CBC A system unqer 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 AASN)

CN Not Competent

CS Campus Solutions — Federation University’s student management system

CT Credit Transfer

CYy Competent

Displaced Identifies an apprentice who is unemployed and attends structured training for a

specified period (refer to procedure AG1340)

Epsilon Registration

Notification that a training contract has been signed by the Employer and
Apprentice/Trainee and that the Federation University Australia has been chosen as the
training 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

Language, Literacy and Numeracy

A 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 EPSILON notification for RTO)

RPL

Recognition of Prior Learning

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
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Registered Training Organisation

RTO A training organisation registered by a registering body (e.g. HESG) in accordance with
the Australian Skills Quality Agency, within a defined scope of programs
School Based Apprentice or Trainee

SBAT 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

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

Training Plan - ] ) oo : '
selection and sequencing of units of competency, timing, location, mode of delivery, and
assessment details.
Victorian Assessment Software System
VASS 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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