Company Portal Instructions

Through the Agent Company Portal Registration Form you will have submitted details for ‘Contacts” who will be given access to you company portal in our
Student Management System.

These contacts will have been sent an email asking them to set their password.

Once this is complete, they will have access to the Company Portal, containing information regarding student enrolments, official agreements between
Academy IT and your company, feedback and complaint forms as well as the ability to view related companies when applicable.

Enrolling Students Through Your Company (“Acodemy T &

To enrol students through your ‘Company Portal’ you will need to head to
the ‘Details’ tab.
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Alternativley, you can copy the link to the ‘Company Enrolment Form’ and email it to the student and have them fill it out.
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https://academyit.rto.net.au/Account/Index

You will be presented with
the smart enrol form.

You will need to choose the
program within which you
wish to enrol your student.

You will need to select
which Program (Cert I,
Cert IV, Diploma ect.)
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You will need to select a Program Instance (The different variations of the Program i.e. CIV Programming / CIV Networking)

*You will only be able to select from programs that you have requested from AIT*

You will need to select an Intake (The start date for the course)
*Be mindful that our intakes will automatically disappear from the enrolment form 7 days beforehand *

Once you have completed the Enrolment Form, you will be able to see any students profile, this will display their units and completion status.




Student Profile

Under the ‘Enrolments’ tab, you will be able to
Companies see a list of students that are attached to your
company.

You will be able to see:
Add Enrolment
- Student Name

- Program Code

- Program Instance Name
- Group (Intake)

- Enrolment Status

- Start/End Dates

- Trainer
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If you want to view student details you will need to select the ‘Students’ tab on the left-hand side of the screen.

Within the ‘Students’ tab, you will need to search for
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In your student’s profile, you will be able to see:
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- Enrolment Information
- Unit Progression
- Financial Information
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- Any Documents Related to the Student
® Administration Forms - Any Agreements that the student has or is required to sign
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Signing and Viewing Agreements/Contracts
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To sign the document, select the ‘Sign’ icon.

To view the document, select ‘Action’ and ‘View’.

Under the ‘Agreements’ tab, you will be able to sign and view any
contractual documents shared between Academy IT, your
company and your students.

When an agreement that needs to be signed is present, you will
see a notification next to the ‘Agreements’ tab



Adding Additional Contacts
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Within the ‘Details’ tab, you will see the ‘Contacts’ tab.
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This will show a list of contacts that ar able to access your company portal.

You can create as many individual contacts as you require, they must however
have individual contact information.

When creating a contact

- Set ‘Send Set Password Link’ to ‘Yes’ — this will send an email to the contact to set

their password.
- Set ‘Type’ to ‘Standard’ — Granting basic access to all contacts.



Child Companies
Under the ‘Related Companies’ tab, you will be able to ‘Edit’ any of your child companies.

You as the parent company will have access to perform any of the above mentioned functions within your child company’s portal.

Related Companies

15563 - Test Company - ,,

16067 - My Child Company 1 -,, m

To return to your company portal click the ‘Return to My Company’ button on the ‘Details’ tab.

o Return to My Company




