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User Guide

The Indigenous Opportunities Policy (IOP) supports the Commonwealth Government’s commitment to
strengthen its procurement policies to maximise Indigenous employment and business opportunities.

The Department of the Prime Minister and Cabinet administers the IOP and is responsible for implementing
and monitoring its application. Implementation involves providing advice to FMA agencies on application of
the IOP; assessing and approving tenderers’ Indigenous Training, Employment and Supplier Plans; monitoring
and reporting IOP outcomes to the Minister and to the Council of Australian Governments (COAG);
maintaining a list of plans; and developing and promoting good practice in relation to maximising Indigenous
training, employment and supplier opportunities through government procurement activities.

The purpose of this document is to:

e Provide a comprehensive user guide of the new website (MyPlan) for Suppliers including ‘how to’
information on:
User registration (to request access the new website)
User Login instructions
User forgotten user id/password/change passwords functionality
Supplier registration (Supplier profile), ability for Suppliers to change passwords
Administration (For selected Suppliers with administration access)
View any Notifications sent from the IOP Administrator
Feedback Form to send feedback
View any Feedback/Query sent to the IOP Administrator or received from it
Create, update, view, save, print and submit Plans
o Create, update, view, save, print and submit Outcomes Reports
e Assist Suppliers in how to use the website
e Use as Reference Guide when a Supplier is unsure where a particular function can be accessed from.

O

O 0O O O O O O O

This document is directed to Suppliers who are considered stakeholders or end users of the system and who
have a requirement to use and understand the new MyPlan website. The stakeholders include anyone who
has an interest in this project, either directly or indirectly.

Steps View

IOP Supplier User Guide for MyPlan Website Page 6 of 48
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You can display the MyPlan web
page by selecting the MyPlan link,
on the IOP web page.
employment.gov.au/Indigenous
Opportunities Policy

Australian Government

Department of Education, Employment and Workplace Relations

Aboriginal and Torres Strait Islander
Education Action Plan

The Indigenous Opportunities Policy

You are here: >

>The Opp Policy

The Indigenous Opportunities Policy has been revised in line with the Commonwealth commitment, under
the Council of Australian 's (COAG) National Partnersh

Economic £ (the ‘Ag o its
employment and business opportunities.

nt on
p policies to maximise Indigenous

A staged of the Policy with
of the Palicy will commence from 1 July 2011.

in May 2010. Full implementation

It should be noted that the Policy applies ta
subject to the Financial Management and Accountability Act 1997

by Australian

agencies

B The Indigenous Opportunities Policy You can navigate through
W Changes to quidelines the page using these links
W Potential Suppliers

B MyPlan

B Guidelines

B Australian Government Agencies

B Organisations with approved 10P Plans

W |nformation Sessions

B Contact us

£5 Translate
Indigenous

Early Childhood
Schooling

Higher Education
Skills

Youth

Employment
Workplace Relations
International

The Department

You can also display the MyPlan
webpage by typing the following
address directly in the address bar
of your browser
https://ecsn.gov.au/IOP/Account.as
px/Logon

x Bsnagt B &1

< Favorites

5 &) dnet - Leaming Centre Te... | Identity Minder - Support =

@ MyPlan - Login

User Login Page

Please enter your user-id and password to log into the MyPlan secure website. Select

Register User, if you do not have a MyPlan account.
Account Login
* User-ID:
* Password:

Login

Cancel

Change Password
Unlock User Account

Forgotten Password

* Denotes Mandatory Data

7 MyPian - Login - Windows Intermet Explorer - s A T
(IS - [ hitps//ecsn govauiop/Account asp/Logon = ~ & [ x [ 8ing »
File Edit View Favorites Tools Help

You can type the address
directly into the the browser
address bar

x @;Convert v [ Seley

) v Pagev Sfetyv Toolsv @~

IOP Supplier User Guide for MyPlan Website
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Steps

All MyPlan users must have a valid
User ID to log into the system.

To obtain a valid User ID you must
register with the MyPlan system.

Click the Register User link on the
MyPlan Login page.

The MyPlan User Registration page
will display.

= S —
(I -~ (8] htps//ecsn govauiOp/Account aspx/Logon - &[4 ] x ][ £ 8ing F)

File Edit View Favorites Tools Help
x @snagit B &f x @ Convert v [ Sele
¢ Favorites 5 ] dnet - Learing Centre Te... ] Identity Minder - Support ... &) Web Slice Gallery v

%

|55~ | @ The Indigenous Opportuni... | & MyPlan - Login 2~ B v = @ v Pagev Safetyv Toosv @~

Australian Government

User Login Pag

Please enter your user-id and password to log into the MyPlan secure website. Select
Register User, if you do not have a MyPlan account.

Account Login

* User-ID:

New Users click here to set
up their User ID and * Password:
Password

Login | ~ Cancel

Change Password
Unlock User Account

Forgotten Password

* Denotes Mandatory Data

IOP Supplier User Guide for MyPlan Website Page 8 of 48
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On the User Registration page you
must enter information against all
the mandatory fields (*).

You will be required to set a
password that you will use to log on
to the MyPlan site.

This password must meet the rules
outlined at the top of the User
Registration page.

Click the Terms and Conditions link.

A new window will open and
MyPlan Terms and Conditions are
displayed

2
B it Gomen
£2

User Registration Page

To register, you will need to provide your details and agree to the Terms and Conditions.

The answers to the three challenge questions below will enable you to confirm your identity should you wish to reset your password.

Please remember your nominated password.

Password must be between 8 to 20 characters. It must contain at least one uppercase (A-Z), one lowercase (a-z) and one digit (0-

9).

* Denotes Mandatory Data
Personal Details
* Title: Mr
* Given Name:  John
* Family Name: Johns
* E-mail Address:  John@world.com.au
* Password: sssssssse

* Confirm Password: sesssssce

Challenge/Security Details

* Date of birth  02/02/1967
(DD/MM/YYYY):

* Mother's maiden name: Janes

* First school attended: Eten

Office/Work Details
* Street Address: 12 May Street
*Suburb:  Orange
* State:  NSW
* Post Code: 2800
* Country: Australia
* Phone Number (including 026565656565
area code):

Click here to view the Sites

Fax Number (including area Terms and Conditions

code):

Terms and Conditions

Y] | understand that by checking this box, | have read the Terms and Conditions and agree to abide by the terms and conditions outlined.

Submit Cancel

* Denotes

Click the <Submit> button to
save the information

You must read through the
information provided.

You can navigate back to the User
Registration page either by closing
the MyPlan Terms and Conditions
window or selecting the User
Registration window.

Click the Terms and Conditions
checkbox.

Click the <Submit> button. A User
ID is generated by the system and
displayed.

User should read the
Terms and Conditions
before registering on
MyPlan site

MyPlan - Terms and Conditions

1. MyPlan, the Indigenous Opportunities Policy management information system

1.1 MyPlan is the online system for managing the Indigenous Opportunities Policy. MyPlan allows potential suppliers to draft, complete and
submit Indigenous Australian Training, Employment and Supplier Plans and Implementation and Outcomes Reports for approval; and ta
ion of Approval. Organisations must first register with MyPlan at

access written Notification of Submission and
hitps://ecsn.gov.au/IOP/home.aspx

12 Access to and use of MyPlan is subject to these terms and conditions. These terms and conditions shall be governed in accordance with
the laws of the Commonwealth. Organisations must agree to comply with these terms and conditions and any applicable instructions,
processes, procedures and recommendations as advised on MyPlan and the Ind Opportunities Policy: Guidelines for Potential
Suppliers.

1.3 Itisthe responsibility of organisations to ensure that their infrastructure including operating system and browser revision levels meet the
minimum standards as defined on MyPlan. The Commonwealth does not take responsibility for any problems arising from organisations’
infrastructure andfor Internet connectivity.

1.4 Organisations acknowledge that although the Commonwealth has implemented the security measures described on MyPlan, the
Commonwealth does not warrant that unauthorised access to information and data transmitted via the Internat will not oceur.

1.5  Organisations must inform themselves concerning all security measures and other aspects of the technical environment. Organisations
must make their own assessment of the MyPlan system prior to using it for any matter related to the Indigenous Opportunities Policy and
no responsibility will be accepted by the Commonwealth arising in respect of any use or attempted use by any party of MyPlan.

2. Registered Organisations and Notices

2.1 Inthe event that the Department of Education, Employment and Workplace Relations elects to vary or supplement the Indigenous
Opportunities Policy, it will make reasonable efforts to inform organisations in accordance with this clause 2.

IOP Supplier User Guide for MyPlan Website
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Your new User ID can now be used
to log in to the MyPlan website.

Record your new User ID or print
the web page and keep the
information in a safe and secure
place.

You can select the Login link to go to
the MyPlan Login page.

P

ws; Australian Government . ‘
g - WV Vi
T zenous

1aN

You will be allocated a unique
User ID by the system.
NOTE: You will use this each

Thank you for registering with the MyPlan system. Your User ID is ROBBOB0002. time you log in to My Plan

Please keep your user-id safe. We suggest you print this page using your browser's print option and keep it in a safe place. It s critical that you keep your
password and your answers to the challenge questions in a safe place.

If this important information is not retained you will no longer be able to access the system or unlock your account/change your password.

— " . Click here to go back to the
To complete your registration, please use the link to login. Login page

Steps

View

To login into the MyPlan website,
enter your User ID and your
password and click the <Login>
button.

Australian Government

User Login Page

Please enter your user-id and password to log into the MyPlan secure website. Select

Register User, if you do not have a MyPlan account.
Enter your User ID and
Password
Click the <Login button
* Denotes Mandatory Data

— Account Login

* User-ID: PARPET0001

Use these links If
you forget your
password or want
to change your
password

* Password: seessess|

Change Password
Unlock User Account

Forgotten Password

After clicking the MyPlan login link
you will be directed to the following
page. Enter your MyPlan User ID
and password and click Login. Note:
Do not use ESS User ID and
Password as this will take you back
to the MyPlan login page.

DEEWR Employment

Login

— Important Notice
| understand this UserlD has been issued to me personally and | will be held
accountable for any activity undertaken or information provided using this UserlD.

1 understand that giving false or misleading information is a serious offence and | may
be prosecuted under section 137.1 of the Criminal Code Act 1995 if | provide false or
misleading information.

[11 accept (Required)

User ID {Required): [

Password (Required): [

IOP Supplier User Guide for MyPlan Website Page 10 of 48
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When you first login you may be
asked to register your organisation.

If your organisation is already
registered with MyPlan, please log-
off and request your organisation's
MyPlan administrator to add you to
your organisation.

If your organisation is not registered
with MyPlan, you can click the
<Register Organisation> button to
register your organisation.

Important: If you register your
organisation you automatically
become the Administrator for the
organisation. The administrator user
has access rights additional to a
regular user.

¥ o
m%@u Australian Government
% w

You are not linked to any organisation. Please select Register Organisation to register your organisation into the MyPlan system.
If your organisation is already registered with MyPlan, please log-off and request your organisation's admin to add you to your organisation.

Register your Organisation or
Register Organisation| Log-off Logett

IOP Supplier User Guide for MyPlan Website Page 11 of 48
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2.4 REGISTER Organisation

Steps

View

If you elect to register your
organisation the Organisation
Profile page will display.

On the Organisation Profile page, all
fields preceded with an asterisk (*)
are mandatory.

If your organisation is International
select the International checkbox
(see below for more information).

If the Mailing Address in Australia is
same as the Registered Australian
Address, you can select the
checkbox.

3
.
%. Australian Government
3

Organisation Profile

* Denotes Mandatory Data

Organisation Details
Organisation ld:

* Organisation Legal Name:
Trading Name:
* Australian / International: Australian

—_ Is your organisation locally or
ipterational internationally based
ABN:

* E-mail Address:

Registered Address In Australia
* Address Line 1:
Address Line 2:
Address Line 3:
* Suburb:
*State:  Selectstate ~
* Post Code:
* Phone Number:

* Fax Number:

Mailing Address in Australia

Select the check box if Mailing Address is the same as the registered Australian address.

* Address Line 1:
Address Line 2:
Address Line 3:

* Suburb:

* State: Select state -
* Post Code:

Key Contact
*Title:  Select fitle ~

* Given Name:

* Family Name:

* Position:

Phone Number:

Mobile Phone Number:

* E-mail Address:

Alternative Contact
* Title: Selecttitle ~
* Given Name:
* Family Name:
* Position:
Phone Number:
Mobile Phone Number:

* E-mail Address:

Save Click Save button when all off
the details have been recorded
* Denotes Mandatory Data

Checking ‘International’ will display
the Overseas Address fields which
are mandatory with this selection.

The following information is
optional for International

Overseas Address

* Overseas Address:

* Overseas Phone Number:

* Overseas Fax Number:

This section will
display if your
organisation is
flagged as
international

IOP Supplier User Guide for MyPlan Website Page 12 of 48
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organisations:

e ABN
e Registered Address in Australia
e Mailing Address in Australia

Note:

International organisations should enter the above details if they are
available, or provide them at the earliest opportunity.

When all details have been entered
click the <Save> button.

The organisation is registered and
an Organisation ID is generated.

You are now able to view the
Navigation Menu bar on the left
hand side of the page.

You can also view your details by
clicking the My Details link or log-off
from MyPIan by clicking the Log Off
link.

Note:

The left hand navigation menu has
sub-menus which are displayed on
selection of a menu item. For
example Organisation has:

e Profile
e User Administration

e Add Additional Contacts as sub-
menus.

Profile

User Administration
Additional Contacts

Plan

Outcomes Report

Notifications

Feedback

The lefthand
Navigation menu is
now available

Organisation Profile

* Denotes Mandatory Data

Organisation Details
Organisation Id:
* Organisation Legal Name:
Trading Name:
= ian /

80

Training Organisation

Training Organisation

My Details Graham Parkins! Log Off

Your details can be
viewed by clicking
here

You can click here

to Log off the
MyPlan site

Your organisation is
allocated an
organisation ID

ABN:

* E-mail Address:

©  International
15087651143
TTO@cyberone.com

Steps

If you click the My Details link, your
user details are displayed.

You can update your details and
save the changes by clicking the
<Save> Button.

Profile
User Administration
Additional Contacts
Plan
Outcomes Report
Notifications

Feedback

User Details

User Details
* Title:
* Given Name:
* Family Name:
* E-mail Address:

* Phone Number (including
area code):

Mr

Graham
Parkins
graham.parker@deewr.gov.au

02456456456

Click the Save button to save
iaiﬁ_‘ any changes

Log Off

IOP Supplier User Guide for MyPlan Website Page 13 of 48
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Steps

hitpsi//ecsnintranet hostsnetwork/sites/learningcentre/ EmploymentServices/GaToMeeting/Pages/default.aspx

If you select the Home link from the
left hand navigation menu the Home
webpage is displayed.

Australian Government

_ My Details Welcome Bob Roberts! Log Off

The Home page is the first page to e — Welcome to MyPlan, the Australian Government's management information system for the Indigenous Opportunities Policy.
. . MyPlan provides the central point for organisations to manage their Indigenous Training, Employment and Supplier Plans and
be d|sp|ayed if you are a | ready Plan report on progress with agreed commitments using the Implementation and Outcomes Report.
For further information on the Indigenous Opportunities Policy, including access to the Indigenous Opportunities Policy
Iin ked tO your Organisation. Qutcomes Report Guidelines, please visit www.deswr.gov.aufiop.

Notifications IMPORTANT: If an organisation is awarded a contract to which the Policy applies, the organisation must implement its Plan

and report on outcomes. Where an organisation who has won a relevant contract(s) does not implement or take appropriate
steps to implement its Plan, the Plan will be suspended and the organisation will not be permitted to participate in
procurements to which the Policy applies until DEEWR is satisfied suitable steps have been taken to remedy the situation.
Implementation of Plans must be targeted to the locality and project circumstances to ensure quality outcomes. For advice on
how to implement a Plan, organisations should contact DEEWR at 4 iop@deewr.gov.au.

Feedback

When you select the Organisation
link from the left hand navigation
menu it is expanded into sub-menu pporcuniccs Polic
options. The Organisation Profile is SRR R
the default display. Torgiston Organisation Profile

Profile
The left hand menu has additional User Adminsiraton “
sub-menu options available under sdstonai coacs | [ 75 :ZAW,W,ZW s
Organisation if you have pn * Organisation Legal Name:  Training Orgarisation
administrator rights. Qutcomes fepert R

% Australian Government

* Australian / International: © Australian

Notifications O International

Feedback ABN: 15087651143

* E-mail Address:  TTO@cyberone.com

A user without administrator rights .
will have fewer sub-menu options N | V]
available to them under the
Organisation menu.

My Details Welcome Philippa Wood! Log Off

Profile

Orgams The expanded
submenu display for
non Administrator

* Denotes Mal

Additional Contacts

Organisation Details
Plan N
Organisation Id: 80

Outcomes Report * Organisation Legal Name:  Training Organisation

IOP Supplier User Guide for MyPlan Website Page 14 of 48
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Steps

The User Administration sub-menu
option is only available if you are an
administrator (also referred as
Admin user of the organisation).

When you select the User
Administration sub-menu link, a list
of users linked to your organisation
is displayed.

To link another user to your
organisation, click the <Link User>
button.

gt

Plan
Outcomes Report
Notifications

Feedback

Click the Link User
button to link a new
user to your
Organisation

% Australian Government

User List

Organisation ID:

Organisation Legal Name:

Userid Given  Family ¢ 1\l address Admin Inactive Inactivation Reason RemovE e
Name Name User User
_ graham.par )
PARGRAOOOL O1Na Parkin ' odeewr. © [ - Remove  View
m s User User
gov.au
WOOPHI0001 Philip Wood PW@cybero 5 5] - Remove View
pa ne.com User User

Link User ﬂ

: Welcome gp0006_d! Log Off

80

Training Organisation

The Link User to Organisation page
will display.

Key in a valid Use Id and click the
<Find> Button. The details of the
user will display below.

Note: A user must register on the
MyPlan website to have a valid User
ID.

.
% Australian Government
4

Profile

User Administration

Additional Contacts
Plan
Outcomes Report
Notifications

Feedback

Link User To Organisation

Fields
User Id:

Given Name:
Family Name:

E-mail address:

| My Details Welcome Graham Parkins! Log Off

Enter the User ID

—

woophi0001|

Click the Find button to display
the User details

J Clear‘ Close

If the User ID is valid, the user
details are displayed.

Click the <Add> button to link the
user to your organisation.

If you click the <Clear> button the
displayed details are cleared.

If you click the <Close> button the
page will close and the User List
page will display.

x% Australian Government

37
e

Profile

User Administration

Additional Contacts

Plan

Outcomes Report

Link User To Organisation

| My Details Welcome Graham Parkins! Log Off

— Fields
User Id:

Given Name:
Family Name:

E-mail address:

Feedback

To link the user to your
organisation click the
Add button

woophi0001
Find
The User details are displayed
Philippa
Wood

PW@cyberone.com

Add |  Clear ] Close

IOP Supplier User Guide for MyPlan Website Page 15 of 48
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Steps

Select the User Administration sub-
menu link to display the User List for
your Organisation.

You can select or deselect the Admin
checkbox, as needed.

Click the <Save> button to save the
changes.

» Australian Government

Home
Profile
User Administration

Additional Contacts

Organisation Legal Name:

A & K

Organisation ID: 80

Plan User Id GivenName ~ Family Name  E-mail address Admin Remove User  View User
PARGRAO001  Graham Parkins graham.parker@deewr.gov.au Remove User  View User
Outcomes Report
WOOPHIO001  Philippa ~ Wood PW@cyberone.com [F] Remove User View User
Notifications \
o Link User | Save
\C| - .
You can update a User's Administration
Chek e Save button Z((:jcrﬁlsnsbtz’yxchecklng or unchecking the
to save any updates

1/

Training Organisation

y

| My Details Welcome Graham Parkins! Log Off

Steps

To Unlink a User from your
organisation, you must first navigate
to the User List web page for the
Organisation

Click the <Remove User> link for the
required user.

The user will be unlinked from your
organisation.

Profile

User Administration

Additional Contacts
Plan User Id
Outcomes Report
Notifications

Feedback

Organisation Legal Name:

PARGRA0001
WOOPHI0001

Link User

n Government

1\

Userlist

Organisation ID: 80

GivenName  Family Name  E-mail address

Graham Parkins

Wood

Philippa

Save

Training Organisation

| My Details Welcome Graham Parkins! Log Off

Remove User View User

graham.parker@deewr.gov.au Remove User  View User

PW@cyberone.com Remove User  View User

Click the Remove User link
next to the User you wish to
unlink from your
Organisation

Steps

To display the details for an
individual user select the View Users
link for the required user.

Profile

User Administration

Additional Contacts

Organisation ID: 80

Organisation Legal Name:

My Details Welcome Graham Parkins! Log Off

Training Organisation

Plan User Id Given Name  Family Name  E-mail address Admin Remove User View User
PARGRA0001 Graham Parkins graham.parker@deewr.gov.au [¥] Remove User View User
Outcomes Report
WOOPHIO001  Philippa Wood PW@cyberone.com [[] Remove User View User

Notifications

Feedback

Link User Save

Click the View User link next
to the User you wish to view
or update

IOP Supplier User Guide for MyPlan Website
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The User Details will be displayed.

As an administrator you can update
the user details and click <Save> to
save the changes.

Profile

User Administration
Additional Contacts

Plan

Outcomes Report

Notifications

Feedback

User D,g_tailii

[ User Details

* Title: Miss b
* Given Name: Philippa
* Family Name: Wood
* E-mail Address: PW@cyberone.com

* Phone Number (including 02123123123

area code):
Click the Save
Save button to save any
updates

Steps

Your organisation can provide the
details of additional contacts.

Additional contacts can be added
and removed by both Admin and
non-admin users.

Clicking the Add Additional Contacts
menu option.

Note: The additional contact does
not need to be registered with your
organisation.

A3

Profile

Additional Contacts
Plan
Outcomes Report
Notifications

Feedback

% Australian Government
-

My Details Welcome Philippa Wood! Log Off

Organisation Profile

* Denotes Mal Select the
Additional contacts
Organisa,_Menu option

Organisation Id: 80
* Organisation Legal Name:  Training Organisation

Trading Name:

Training Organisation

D International

The Additional Contacts list is
displayed.
To add another contact to the list,

click the <Add Additional Contact>
button.

The Add Additional Contact page
will display.

Profile

User Administration
Additional Contacts

Plan

Outcomes Report

Notifications

Feedback

Australian Government

My Details Welcome Graham Parkins! Log Off

Additional Contacts
Given Family  Position/Contact  Phone Mobile Phone 5
Title  ame Name Type Number Number Emal Aodiess femor Miew
Miss Mary Jones Assistant Mgr mar@cyberone.co oo View

m

Your organisation's
Additional contacts
are listed here

Add Additional Contact |

Click to add new
Additional Contact
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To add a new contact you must
provide all mandatory details and ralizn Government
click the <OK> button.

| My Details Welcome Graham Parkins! Log Off

The Additional Contacts page is

redisplayed with the new contact : ||  Additional Contact Details
added. S Additional Contact

User Administration P .
Title: Select title ~

Additional Contacts * Given Name:
Plan * Family Name:
* Position:

‘Outcomes Report

Phone Number:

Notifications
Mobile Phone Number:

Feedback * E-mail Address:

Add the details for the
Additional Contact

Click to save
the details ﬂ

* Denotes Mandatory Data

To remove an additional contact " ,
from your list select the [Remove] % A St V]
link from the list, against the —

contact fisae My Details Welcome Graham Parkins! Log Off

m Additional Contacts

Profile

Title  Given Family Position / Contact Phone Mobile Phone

User Administration A Name Type e Nisaber E-mail Address Remove View

mar@cyberone.co

Additional Contacts Miss Mary Jones Assistant Mgr @

Remove View
Plan Mr  Ted Barry Assistant Manager 0245645645 teddy@world.com Remove View
R ——
‘Outcomes Report
Add Additional Contact

Notifications
Click to remove

Feedback Additional contact

You can view or make changes to " ,
the additional contact details by %’@%ﬁf*ﬂ“fﬂ"ﬂ"“mmm‘m | \/1’(/
Indfgenot

selecting View link against the v, ;
required contact. _— | My Details Welcome Graham Parkins! Log Off
This opens the contact details in the d Additional Contacts
Profile
Additional Contact page. gty || e S0 DB PobonjCoiat  Mve  MobePow  foussirs Nemowe vew
H H itional Cont iss a lones sistan r mar@cyberone.co emove View
You can update the details and click B | osstmey 2 Asistent Mo m hengs Vew
plan Mr Ted Barry Assistant Manager 0245645645 teddy@world.com Remove View
the <OK> button to save an
Y ——
changes. Add Additional Contact

Notifications

Click to view the
Feedback Additional contact
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Steps

You can change your password using
the Change Password functionality.

Display the Change Password page
by selecting the Change Password
link on the MyPlan Login page.

Y y Bl

nc Opportuniti
bl

User Login Page

Please enter your user-id and password to log into the MyPlan secure website. Select
Register User, if you do not have a MyPlan account.

Account Login
* User-ID:

* Password:

Login‘ Cancel ‘

Change Password

Change Password Click to change
Unlock User Account password
Forgotten Password

* Denotes Mandatory Data

To change your password you must
enter your User ID, Old Password
and New Password and click the
<Submit> button

Note: Password must be chosen in
accordance with the password rules.

If you click the <Cancel> button the
MyPlan Login page will be
redisplayed without changing the
password.

Click to save
new password Submit |  Cancel

A\
s Australian Government l \. / y

Change Password

must be b 81020 ch It must contain at least one uppercase
(A-Z), one lowercase (a-z) and one digit (0-9).

Password cannot be the same as one of your 10 previous passwords. Password cannot
be changed within 48 hrs of creating a user account or choosing a new password.

Enter your User
ID

* Old Password: ‘

Password must not contain your user-id, given name or surname.

User Details

* User-1D:

Password Details

Enter your old
password and your
new password

* New Password:

* Re-enter New Password:

* Denotes Mandatory Data
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Steps

If you have forgotten your password
you can set a new password using
the Forgotten (Reset) Password
functionality.

Display the Forgotten (Reset)
Password page by selecting the
Forgotten Password link on the
MyPlan Login page.

: 0y

ncdigenots Op)

User Login Page

Please enter your user-id and password to log into the MyPlan secure website. Select
Register User, if you do not have a MyPlan account.

Account Login
* User-ID:
* Password:

Login ‘ | Cancel ‘

Lhange bassworc

Change Password Clickto'seta
Unlock User Account new password
Forgotten Password

* Denotes Mandatory Data

To change your password you must
enter your User ID, answer the
Security / Challenge questions and
provide a new password.

Click the <Submit> button to reset
your password.

Note: Password must be chosen
according to the password rules.

If you click the <Cancel> button the
MyPlan Login page will be
redisplayed without resetting your
password.

Click to save
new password Submit | Cancel

» Australian Government

VA y

Forgotten (Reset) Password

Password must be between 8 to 20 characters. It must contain at least one uppercase
(A-Z), one lowercase (a-2) and one digit {0-9).

Enter your User
Password must not contain your user-id, given name or surname. D

User Details

* User-ID:

Challenge / Security Details

* Date of birth (DD/MM/YYYY):

Enter your challenge
question repsonses

Enter your new
password

* Mother's maiden name:

* First schoal attended:

Password Details
* New Password:

* Re-enter New Password:

* Denotes Mandatory Data
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Steps

Your account will be locked if you
attempt to login five or more times
with an incorrect password.

Locking your account will prevent
access by an unauthorised person
attempting various passwords.

You can unlock an account using the
Unlock User Account functionality.

Display the Unlock User Account
page by selecting the Unlock User
Account link available in MyPlan
Login page.

% Australian Government

i

User Login Page

Please enter your user-id and password to log into the MyPlan secure website. Select
Register User, if you do not have a MyPlan account.

Account Login
* User-ID:
* Password:

Login ‘ | Cancel ‘

Change Password
Unlock User Account

Forgotten Password

Click to unlock
you account

* Denotes Mandatory Data

To unlock your account you must
enter your User ID and answer the
Security / Challenge questions.

Click the <Submit> button to unlock
the account.

After unlocking your account you
can login with your current
password.

If you have forgotten your password
you must use the Password reset
function.

% Australian Government

37

Unlock User Account

User Details

* User-ID:

Challenge / Security Details —
* Date of birth (DD/MM/YYYY):
* Mother's maiden name:

* First school attended:

Click to unlock
account |
Submit | Cancel

* Denotes Mandatory Data

Enter your User
ID

Enter your challenge
question repsonses
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Steps View

Footer Links are available at the
bottom of all web pages in MyPlan

UO [&] https://ecsn.gov.au10p/Account.aspiLogon

File Edit View Favorites Tools Help

> & [4] x |[ 2 8ing

System x @snogt B & x @ Convert v [ Sele
) A i <5 ) dnet - Learning Centre Te... | Identity Minder - Support ... &) Web Slice Gallery v
You can select any link at any time 5| el Omorun. | @ Pn-tovn x| Bv 8 -0 8 - e Sy Tooke @

and the contents are displayed in a
new web page.

Australian Government

Please enter your user-id and password to log into the MyPlan secure website. Select
Register User, if you do not have a MyPlan account.

— Account Login
* User-ID:

* Password:

Login | = Cancel

Change Password
Unlock User Account These links will display additional
Forgotten Password information in a new window

* Denotes Mandatory Data

Steps

Click the Plan menu option and the
List sub-menu from the left hand A St
navigation bar.

fiome My Details Welcome Graham Parkins! Log Off

The Plan List page is displayed with
all available Plans listed.

Organisation

A 8 5 E

! = No Plans found for your Organisation.

The first time the page is displayed Lt S e G EE

the list will be blank and an o ,

. . . . Outcomes Report

information message will displayed The lst will be empy for
to confirm th|5 Notifications new organisations

Feedback

If you have created a Draft Plan it
will not have a Plan Id until it is
submitted. The Plan Id for the Draft
Plan is shown as “Draft”.
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When a Plan is created it is !
displayed in the I|St %@%Ausn-nli.qn(;memmcm

The Plan Id is a unique Id generated
by the system. It is made up of the N
submission date of the plan aEm Plan List

(yyyymmdd) and ends in a numeric Plan ID Organisation Legal Name ABN Status ExpiryDate  Delete
e 20110714PL00001 Training Organisation 15087651143 Submitted

value that increases by one when a CreoteNew
new plan is submitted Outcomes Report

My Details Welcome Graham Parkins! Log Off

Home

Notifications

. . . Click the Plan D H th t stat
Click the Plan Id link to view the o e P e A S epan
details of the Plan.

Steps View

Bottom Navigation Bar 7. What is the Approach to Market (ATM) number(s)* and what is its closing date(s)?

Dept / Agency Approach to Market number Approach to Market closing date. Delete
Add ATM

The Bottom Navigation Bar, (located

near the bottom of the Plan page)l is Previous ‘ Next | Cancel ‘ save ViewSummary‘ ga(]#;atﬂhg?’flfr?hzxtr?gat?{e
used to Save or Cancel changes for T NI

the Plan, and to navigate forward
and backward between Plan pages.

This navigation bar is available for all
Plan pages.

Note: clicking the <Next> or
<Previous> buttons on the Bottom
Navigation Bar will automatically
save all changes before displaying
the next page.

The <Save> button will save any
changes made on the current page
and redisplay the page.

The <Cancel> button will discard all
changes on the current page, and
redisplay the page with the original
information.

The <View Summary> button will
display the entire Plan as a PDF
document that can be printed.
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Top Navigation Bar

&
% Australian Government
n

The Top Navigation Bar is used to
navigate directly to any part of the

My Details Welcome Graham Parkins! Log Off

Plan. doee
Organisation -l EEE H ESIEC ” FACED) ” ESERE | . You can navigate to any
. . part of the Plan using the
Warning: Selecting a page on the T 7| PARTA- ORGANISATION Top Navigation Bar
Top NaVigation Bar Wi“ display the Lt The following inf ion is icall lated from the isation inf i i provided. Please
Create New review it. If it is incorrect please update your organisation i ion now, otherwise proceed to Question 3 below.

selected page without saving any

i enmes Repoxt — 1. Organisation Information
changes made to the current page. Leati Nare I T Orgersssiion
Sotek o rading Name: ini i
All changes made on the current — s i

page will be discarded.
(Compare with note above for
Bottom Navigation Bar).

Steps View

The Part A of the Plan is displayed
with Organisation and Key Contact
information pre-populated from the

*

Y o3 s

o % Australian Government
S

Organisation details entered earlier tiaaa My Details Welcome Graham Parkins! Log Off
when you registered your Siea Planlist
(0] rgan isation. _ Plan ID Organisation Legal Name ABN Status ExpiryDate  Delete
e 20110714PLO0001 Training Organisation 15087651143 Submitted
Create New
Notifications
Feedback
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Steps

View

1. Organisation Information.

The Organisation details for the Plan
is pre-populated from the
information provided earlier in the
Organisation details, and cannot be
modified here.

2. Key Contact

Key Contact Details are pre-
populated from the Key Contact
information provided earlier in the
Organisation detail. The Contact
details may be modified here
however they are mandatory.

3. Alternative Contact

Alternative Contact Details are
mandatory and must be provided.

4/5. Reconciliation Action Plan

If you answer “Yes” to question 4 a
valid URL Link to your Organisation’s
Reconciliation Action Plan must be
provided in question 5.

The URL provided must be in the
form of a valid URL that may be
copy and pasted into a browser
location bar and viewed in the usual
way, for example:
http://www.mycompany.com.au/Re
conActionPlan.

When you have entered the
required information click the
<Next> button to go to the next
section of the Plan or click the
<Save> button to save the Plan as a
draft

Note. Plan Part A contact details can
be modified when the Plan is in
Draft, Submitted, Assessed and
Approved statuses. All other
information can only be updated
while the Plan is in Draft status.

£3
g
%. Australian Government

Home
Organisation
Plan

List

Create New
Outcomes Report
Notifications

Feedback

You can update Key
Contact information

‘You must add an
Alternative Contact

Click the Next button
to move to the next
section of the Plan

.

Wiy B

S Opportunitics Polic

My Details Welcome Graham Parkins! Log Off

B |[ronc[7onn [t

PART A - ORGANISATION

The fallowing information is at lly populated from the arganisation information previously provided. Please
review it. If it is incorrect please update your organisation information now, otherwise proceed to Question 3 below.

1. Organisation Information
Legal Name:  Training Organisation
Trading Name:

ABN:

Training Organisation
15087651143

Registered Business Address as appears on your Certificate of Registration (not a PO Box):
Registered Address Line 1: 12 May street

Registered Address Line 2:

Registered Address Line 3:

Suburb:

State & Postcode:

orange
NSW 2800

Go to Question 2

2. Key Contact
Title: M

Given Name:  Graham

Family Name: Parkin
Position:  Manager

Postal Address: 12 play street, , , orange, NSW, 2800

Phone:
Mobile:

Email:  GP@cyberone.com

G0 to Question 3
3. Alternative Contact
Title:
Given Name:
Family Name:
Position:

Postal Address:

Go to Question &

4. Does your or have aR Action Plan (RAP)?

If you answer "Yes" you

must include a valid Web

Address (URL) for your
RAP

Go to Question 5

Goto Part B

5. I you answered yes to Question 4 above, please provide a link to your RAP.

Go to Part B

Click the Save button to
Next | = Cancel Save save a draft of the Plan
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Steps

Data Modification.

If you select ‘Yes’ in Question 6 at
least one row for “Approach to

Py e 3
o w5 Australian Government
S

\
V]
I

1) an

y

pportunities Polic)

My Details Welcome Graham Parkins! Log Off

Market” details must be provided.

2 A

If you answer ‘No’ to question 6 the
Approach to Market list must be
empty.

List
Create New

Outcomes Report

An ATM may be deleted by selecting
the [Delete] Link at the end of the
row.

Notifications

Feedback

The Approach to Market number
may be updated by overtyping the
information in the relevant row.

Click to add new
"Approach to

Market" details

To add Approach to Market details
click the Add ATM link.

PART B - APPROACH TO MARKET DETAILS

Please provide information on whether you are currently in the process of submitti
to Market to which the Indigenous Opportunities Policy applies.

a response for an App

6. Is your organisation currently developing a response to an Approach to Market*?

*An Approach to Market is a Request for Tender, a Request for Proposal, a Request for Expression of Interest
and/or a Request for Quotation.
IfYes is selected you
must add "Approach to
Market" details

Go to Question 7
Go to Part C

7. What is the Approach to Market (ATM) number(s)* and what is its closing date(s)?

Dept / Agency
Add ATM

Approach to Market number Approach to Market closing date

Previous‘ Next Cancel‘ Save | View Summary

This will create a new blank row at

7. What is the Approach to Market (ATM) number(s)* and what is its closing date(s)?

the end Of the ATM ||St Dept / Agency Approach to Market number Approach to Market dosing date Delete
Add/Change Agency 20113625 14/11/2011 delete
Details of the new ATM can be Add/Change Agency delete
. Add ATM
entered into the new blank row.
Market" details line is
Previous | | Next | | Cancel ‘ Save | View Summary‘ available
Selecting the Approach to Market Approach to Market closing date
Closing Date field displays a
calendar where the date can be 14/1172011
selected, or the date may be directly |
typed into the field in the
ddmmyyyy format. 0 - 2011 ~ D
Su Ma Tu Wie Th Fr L]
: 4 &5 6 7 8 9
10 11 12 13 n 15 16
17 18 19 20 21 22 23
24 25 % 37 22| ¥ 10
3
You must add the Agency the 7. What is the Approach to Market (ATM) number(s)* and what is its closing date(s)?
. Dept / Agency Approach to Market number Approach to Market closing date Delete
ApproaCh to Market IS for' Add/Change Agency 20113625 1411172011 delete
Click the Add/Change Agency link. T e e
Add/Change
Agency relating to
LT Previous ‘ Next Cancel | Save View Summary
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The Agency selection list is
displayed.

Please select a category, then select the relevant agency:

Category:

H Agriculture, Fisheries and Forestry Portfolio

You must first select a Category and Attorney-General's Portoli

Broadband, Communications and the Digital Economy Portfolio

then the relevant department may D e ol

B Department of Climate Change & Energy Efficiency
be SeIeCted from the agency IISt Education, Employment and Workplace Relations Portfolio Selec;g:rtllzgory of
srba Families, Housing, Community Services and Indigenous Affairs Portfolio
Wlthln the SeleCtEd Category' Finance and Deregulation Portfolio

Agency: |
H|Australian Fisheries Management Authort

Australian Pesticides and Veterinary Medicines Authority (APVMA) 1
! | Department of Agriculture, Fisheries and Forestry
Wheat Exports Australia

»

m_ |

Select acual Agency
from available list

Click the Select button

Select
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Steps

View

Home

*
e
%- Australian Government

12)an

WY
Ind{genotle Opportunities Poli

My Details Welcome Graham Parkins! Log Off

enen e

[ ]

List

Create New
Outcomes Report:
Notifications

Feedback

PART C— BASELINE INFORMATION

Please enter information about your current activities to support Indigenous Australians’ training and
employment and to engage with Indigenous Australian businesses that are small to medium enterprises.

INDIGENOUS AUSTRALIAN TRAINING
8. Has your organisation paid for and/or provided any training to Indigenous Australians for employment
purposes* in the last 12 months either directly or through an RTO or GTO?
*You should include pre-employment training, formal and informal training.
Yes © GotoQuestions

No Go to Question 10

5. In the table below, please provide information on the training undertaken by Indigenous Australians in
the last 12 months.

Type of Tr:
Add Training

ing Training Organisation Number Undertaken Number Completed  Delete

AUSTRALIAN GOVERNMENT FUNDING FOR INDIGENOUS TRAINING, EMPLOYMENT AND/OR BUSINESS

10. In the past 12 months, has your organisation received Australian Government funding to increase

Indigenous Australian training, I and/or with
Yes Go to Question 11
No Go to Question 12

11. If you answered yes to Question 10, please provide details (list max of 5 contracts/grants).
Program Name Dept / Agency Amount (SAUD) Purpose  Start Period End Period Delete
Add Program

INDIGENOUS AUSTRALIAN EMPLOYMENT

12. How many Full Time Equivalent (FTE) staff do you directly employ in Australia?

Unsure Number of Full Time Equivalent(FTE) Employees.

Non-Indigenous Australian employees )
Indigenous Australian employees i}
Total 0

INDIGENOUS BUSINESSES

13. Has your organisation subcontracted to or used the goods and services of any Indigenous businesses that
are small to medium enterprises in the past 12 months*?

Yes Go to Question 14
No Go to Part D
Unsure  ©  GotoPartd

14. Please list in the table below each of the Indigenous businesses you subcontracted with, or that provided
you with goods and/or services.

Organisation Name ABN Delete
Add Business

Pre\/icus‘ Next Cancel‘ Save | | View Summary

8/ 9. Indigenous Training

If you select ‘Yes’ in Question 8 at
least one row of Training details
must be provided in Question 9.

If ‘No’ is selected the Training list
must be empty.

To add training details click the Add
Training link. This will create a new
blank row at the end of the Training
list. You can then enter the details
of the new Training.

Training information may be deleted

Notifications

Feedback

Click to open new
add Training fields

INDIGENOQUS AUSTRALIAN TRAINING

8. Has your organisation paid for and/or provided any training to Indigenous Australians for employment
purposes® in the last 12 months either directly or through an RTO or GTO?

*You should include pre-employment training, formal and informal training. -

ick to
felete
Training

Yes @ GotoQuestiond
Enter details of

No P Go to Question 10 Training
9. In the table below, please provide information on the traip
the last 12 months.

£ undertaken by Indigenous Australians in

Type of Training Training Organisation Number Undertaken Number Completed Delete
Delete

Add Training
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by selecting the [Delete] button at
the end of the row.

Existing Training information may be
updated by overtyping the
information in the relevant row.

All fields must be entered. If any
fields are blank when the Plan is
submitted for assessment, an error
message will be displayed.

. AUSTRALIAN GOVERNMENT FUNDING FOR INDIGENOUS TRAINING, EMPLOYMENT AND/OR BUSINESS.
10/11. Government Funding.
10. In the past 12 months, has your organisation received Australian Government funding to increase
If | Yes’ | . 10 IndigennusAl{slralianlrair\i‘r\g, I and/or with Indi busi ? i
you se ect ‘Yes’ in Question at Yes © GotoQuestioni N delote
least one row of Funding Received Moo O sotoaustonsz Program Program
il m r Vi in Click to open new 11. If you answered yes to Question 10, please provide det=2<"(list max of 5 contracts/grants).
deta S ust be pro ded add Program fields Program Name Dept / Agency '&':g'l‘)';t StartPeriod  EndPeriod  Delete
Question 11. sicrme .
Agency Delete
|f INO’ iS Selected the Funding ‘Add Program ‘:{ChcktoAddfChangeAgen:ydetaMs __j
Received list must be empty.
Clicking the Add Program link will
create a new blank row at the end of
the Funding Received list. Details of
the new Funding Program can be X
entered |nt0 the new blank row. Please select a category, then select the relevant agency:
Category:
A Funding Program may be deleted |Agriculture, Fisheries and Forestry Portfolo [
. ) Attorney-General's Po_rtfcho i |=|
by SEIECtlng the Delete link at the Broadband, Communications and the Digital Economy Portfolio F

d f h Defence Portfolio
end of the row. Department of Climate Change & Energy Efficiency
Education, Employment and Workplace Relations Portfolio Select Category of
.. . . Families, Housing, Community Services and Indigenous Affairs Portfolio agency
EXIStIng Fundlng Received Finance and Deregulation Portfolio

information may be updated by

Agency:

overtyping the information in the
Australian Pesticides and Veterinary Medicines Authority (APYMA)

relevant row. Department of Agriculture, Fisheries and Forestry

Wheat Exports Australia

See above for how to select the

Agency the funding was received

from and how to add dates using M
the Start Period or End Period field
calendar

Select acual Agency
from available list

i
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12. Indigenous Employment

Enter the number of Non-
Indigenous employees and
Indigenous employees in your
business. If you are unsure, check
Unsure.

All fields in a row must be entered.
If any fields are blank when the Plan
is submitted for assessment an error
message will be displayed.

If an [Unsure] checkbox is selected,
the associated number is disabled
and set to zero.

The Total is automatically
calculated.

Enter number of Non-
Indigenous
employees

Unsure Number of Full Time Equivalent{FTE) Employees

INDIGENOUS AUSTRALIAN EMPLOYMENT

12. How many Full Time Equivalent (FTE) sta#f do you directly employ in Australia?

Non-Indigenous Australian employees

Indigenous Australian employees

0 Enter number of
Indigenous
employees

Total Click if unsure of

actual numbers

13/14. Indigenous Business

If you select ‘Yes’ in Question 13 at
least one row of Indigenous
Business details must be provided in
Question 14.

If ‘No’ or Unsure is selected the
Funding Received list must be
empty.

Clicking the Add Business link will
create a new blank row at the end of
the Indigenous Business list. Details
of the new Indigenous Business can
be entered into the new blank row.

All fields in a row must be entered. If
any fields are blank when the Plan is
submitted for assessment an error
message will be displayed.

An Indigenous Business may be
deleted by clicking the Delete link at
the end of the row.

Existing Indigenous Business
information may be updated by
overtyping the information in the
relevant row.

INDIGENOUS BUSINESSES

13. Has your organisation subcontracted o or used the goods and services of any Indigenous businesses that
are small to medium enterprises in the past 12 months*?

Yes Go to Question 14
Clickto
delete
Business

No Go to Part D
Enter details of
Business

Unsure Go to Part D

Click to open new
add Business fields

14. Please list in the table below each of the Indigenous busines;
you with goods and/or services.

ou subcontracted with, or that provid /d

ABN Delefe

123456789

Organisation Name:

Organisation name
Add Business

Delete
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Steps

View

Part D consists of four sections:

Training:
Employment,
Business, and
4. General.

wne

Click the Category buttons to move
between the four sections and
record your organisations actions.

Each Part D section is displayed
below the Category Buttons. Only
the section details are shown below.

Clicking a Category Button will
automatically save the information
in the current page before
displaying the next category.

Note: Do not use the <Next> and
<Previous> buttons to navigate
between categories.

*
Y o it

% Australian Government
Sl

i My Details Welcome Bob Roberts! Log Off

(o | [rorce | vorce | IR e |

List

Create New

Outcomes Report

Notifications

Feedback

Record your
organisations Actions
against each category

here

PART D - STATEMENT OF COMMITMENT TO ACTIONS

To complete Part D, please select the actions you commit to undertake to support Indigenous Australians’ training,
employment and business opportunities should you win a contract from the Australian government that is valued over $5
million ($6 million for construction) and involves activity in a region with a significant Indigenous Australian population.

You must select a minimum of 4 actions i total, including at least one action from each category (Training,
Employment, Business and General) below:

Please note that DEEWR is more interested in actions that your organisation is actually able to implement, rather than the
number of actions you select. In selecting what actions you commit to undertake you should be aware that should you win
a contract to which the policy applies you need to report to DEEWR annually on the implementation of each action and

describe the evidence you have as proof of implementation.
Click each category to
record Actions

b |

15. Training Specific Activities. Select at least 1 activity under this Category

o] | ——

[C]  Set targets for Indigenous Australian training and implement strategies for meeting those targets (Please specify
targets in ‘Other Training Activity’ box)

Training

Click the <Training> button to
display the Training specific activity
list.

You must record at least one
Training specific activity from this
category, either a predefined
activity or an alternate activity.

You can select a predefined activity
by clicking the relevant checkbox or
select an alternate activity by filling
in the details in one of the Other
Training Activity text boxes.

You may record up to a maximum of
10 activities, with any mix of
predefined and other activities.

You can select one
ar more predefined
Training activities
from the list

You can enter one
or more other
Training activities
in the text boxes

15. Training Specific Activities. Select at least 1 activity under this Category

|| |_wwE—| | |

[T] Set targets for Indigenous Australian training and implement strategies for meeting those targets (Please specify
targets in ‘Other Training Activity” box)

[C] Work with schools, education and training providers, Job Services Australia and community groups to provide pre-
employment training to Indigenous Australians

[ Use State, Territory and Australian Government training programs to address training needs and opportunities for
local Indigenous Australians to assist them with pathways into my organisation

[0 Build relationships with student bodies, universities and other educational organisations to scope, develop and
implement an Aboriginal and Torres Strait Islander internship, scholarship, accredited training and/or secondment program

within my organisation

[ Scope, develop and implement an Indigenous Australian traineeship, graduate, School-Based Apprenticeship, on-the-
job training, Australian Apprenticeship and/or internship program within my organisation

[l Promote on site training of Indigenous Australian persons working for contractors, subcontractors and project partners

Other Training Activity 1

Other Training Activity 2

Other Training Activity 3

Other Training Activity 4

Previous ‘ Next Cancel‘ Save | View Summary
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Employment

You can select one
or more predefined
Employment
activities from the
list

Click the <Employment> button to
display the Employment specific
activity list.

You must record at least one
Employment specific activity from
this category, either a predefined
activity or an alternate activity.

You can enter one
or more other
Employment

activities in the text

boxes

You can select a predefined activity
by clicking the relevant checkbox or
select an alternate activity by filling
in the details in one of the Other
Employment Activity text boxes.

You may record up to a maximum of
10 activities, as any mix of

retention strategies (Please specify targets in ‘Other Employment Activity’ box)

including targeting the unemployed, tertiary students and/or secondary students

applicants for my organisation’s workforce needs

leadership and/or career development program

Other Employment Activity 1

Other Employment Activity 2

Other Employment Activity 3

Other Employment Activity 4

(o N

16. Employment Specific Activities . Select at least 1 activity under this category:

Business ‘ | General

Set targets for Indigenous Australian employment and implement strategies for meeting those targets, including

Scope, develop and implement a culturally appropriate recruitment and retention strategy for Indigenous Australians,

Scope, develop and implement a local pre-recruitment activity in order to ensure a pool of job-ready Indigenous

Scope, develop and implement local Indigenous Australian secondment, up-skilling, internal training, accredited

Design and impl

an 1t strategy that the needs of local Indigenous labour markets

Previous ‘ Next Cancel‘ Save | View Summary

predefined and other activities.

Indigenous Business

You can select one
or more predefined
Business activities
from the list

Click the <Business> button to
display the Business specific activity

list.

You must record at least one
Business specific activity from this
category, either a predefined
activity or an alternate activity.

You can enter one
or more other
Business activities
in the text boxes

You can select a predefined activity
by clicking the relevant checkbox or
select an alternate activity by filling
in the details in one of the Other
Business Activity text boxes.

You may record up to a maximum of
10 activities, as any mix of
predefined and other activities.

(Please specify targets in ‘Other Business Activity’ box)

businesses as suppliers where appropriate

organisation to identify Indigenous business, to remove barriers to participation for Indigenous business and/or to use
Indigenous business

access these opportunities

Other Business Activity 1

Other Business Activity 2

Other Business Activity 3

Other Business Activity 4

17. Indigenous businesses. Select at least 1 activity under this Category:

General

| [ o |

Set targets for using Indigenous businesses in your supply chain and implement strategies for meeting those targets
Become a member of the Australian Indigenous Minority Supplier Council (AIMSC) and use AIMSC certified Indigenous

Scope, develop and implement procurement policies (including contract and risk management processes) across my

Provide information on business opportunities to Indigenous small to medium enterprises, including contact points to

Offer business mentoring, training support and skills development for Indigenous small to medium enterprises

Develop joint ventures and consortia that involve my organisation and Indigenous small to medium enterprises

Previous ‘ Next Cancel‘ Save | View Summary
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General Activities

Click the <General> button to
display the General activity list.

You must record at least one
General activity from this category,
either a predefined activity or an
alternate activity.

You can select a predefined activity
by clicking the relevant checkbox or
select an alternate activity by filling
in the details in one of the Other
General Activity text boxes.

You may record up to a maximum of
10 activities, as any mix of
predefined and other activities.

You can now click the <Next> button
to move to Part E of the Plan.

You can select one
or more predefined
General activiies
from the list

You can enter one
or more other
General activities in
the text boxes

You can click the
<Next> or <Save>
button when you
have recorded your
Activities for all
categories

Training ‘ ‘ Employment ‘ ‘ Business ‘

18. General Activities. Select at least 1 activity under this Category:

[C] Work with Reconciliation Australia to develop a Reconciliation Action Plan (RAP) for my organisation and commit to
implement the RAP (www.reconciliation.org.au)

[C] Encourage contractors, sub-contractors and project partners to employ suitably qualified Indigenous Australians

1 Promote Indigenous Australian training, employment and business opportunities within my profession and business
community

] Appoint a staff member or a team with my organisation who has/have expertise in working with Indigenous Australian
people and communities to be responsible for Indigenous Australian training and employment within my organisation

[T Appoint a staff member to develop engoing relationships between my organisation and the Indigenous communities
where we work

[C] Scope, develop and implement policies across my organisation to provide training, employment and business
opportunities for Indigenous Australians

Other General Activity 1
Other General Activity 2
Other General Activity 3

Other General Activity 4

Previous ‘ Next Cance|| Save | View Summary

Steps

View

Declaration

You must select all three checkboxes
to signify your agreement to the
conditions.

Click the <Submit Plan for
Assessment> button to submit the
Plan to the IOP Administrator for
assessment.

A confirmation message will be
displayed.

*
By 0 S

e, Australian Government
= w

(o |[rorte | vorce |[rorco |

List

Create New
Outcomes Report
Notifications

Feedback

PART E - DECLARATION You must ciick all
. . confirmation boxes
I confirm that:

[0 The information provided in this Indigenous Australian Training, Employment and Supplier Plan is complete and
correct.

[T] Ihave read and understood and my organisation agrees to the conditions contained in the Indigenous Opportunities
Policy Guidelines.

[T If my organisation wins a contract to deliver a project to which the Indigenous Opportunities Policy applies, | will
undertake the actions listed in Part D of this Indigenous Australian Training, Employment and Supplier Plan to achieve
positive training, employment and business outcomes for Indigenous Australians.

Click to submit the
Plan for DEEWR
assessment

Previous Submit Plan for Assessment |

It is important that you have quoted
the correct ABN for your company
(for Australian organisations only).
If you are satisfied your ABN is
correct (or not required in the case
of international organisations), click
the <OK> button.

If any errors are detected, they will
be listed near the top of the page.

If no errors are detected, a message
will be displayed indicating
successful submission of the Plan,
and an email will be sent to your

Message from webpage

—

Please check that the ABN in your Plan is the same as the ABN in your
Contract (for Australian Organisations only).

Click Ok to submit
Plan for assessment

[ OK Cancel

J |
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nominated email address confirming
successful Plan submission.

Steps

Your Organisation must have an
Approved Plan for an Outcomes
Report to be created.

Click the Create New Sub menu link
under the Outcomes Report menu in
the left hand Navigation bar.

Part A of the Outcomes Report is
automatically displayed.

Note: A ‘Draft’ Outcomes Report
does not have a unique Outcomes
Report Id (this is generated when an
Outcomes Report is submitted).

Home
Organisation
Plan

List

Create New

Click to create a
new Outcomes
Report

Australian Government

4
V]

You can navigate fo any

‘Welcome Graham Parkins! Log Off

part of the Outcomes
Report using the Top

o]

PART A -DO | NEED TO SUBMIT A REPORT?

1. Does your organisation currently have a contract (or contracts) with the Australian Government to which
the Indigenous Opportunities Policy applies? (Note each contract must be valued at over $5 million - $6
millien in construction - and include activity in a region with a signifi dig Australian i

Yes ©  GotoQuestion2
5 youdo not need to provide further information; however if you did not win a contract but you implemented
No your Plan, you may report on your implementation of the Plan should you choose to do so.
2. Will the contract be, or will any of the contract contracts have been, in place for more than 8 months (by
the anniversary of DEEWR’s approval of your Plan)?
Yes ©  GotoQuestion3

@ youdo not need to provide further information; however if you did not win a contract but you implemented
No your Plan, you may report on your implementation of the Plan should you choose to do so.

3. If you answered yes to Question 2, please provide details of each of the relevant contracts in the table
below.

Contract Contract Contract
D Value-GSTincl Execution

($AuD) Date

Contract
Completion
Date

Approach to
Market
Number*

Add ATM

Australian
Government
Department

Region(s)in
which Activity
Occurred

Edit Delete

Bottom Navigation

The Bottom Navigation Bar, located
near the bottom of the Report page,
may be used to Save or Cancel
changes for the Report, and to
navigate forward and backward
between Plan pages. Options will
vary depending on the Plan page.

The <Cancel> button will discard all
changes on the current page, and
redisplay the page with the original
information.

The <Save> button will save any
changes made on the current page
and redisplay the page.

The <Submit Outcomes Report>
button submits a ‘Draft’ Outcomes
Report to the IOP Administrator.

The <View Summary> button will
display the entire Report as a PDF
document that can be printed.

Note: clicking the <Next> or
<Previous> buttons on the Bottom

Use to navigate
when adding a
Report

=]

Submit the completed Report View a pdf
version of

Previous ‘ Cancel ‘ Save Submit Outcomes Report View Summary" Report
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Navigation Bar will automatically
save all changes before displaying
the next page.

Top Navigation

The top navigation Bar, located near
the top of the Outcomes Report
page, may be used to navigate
directly to any part of the Report.

Warning: Selecting a page on the
Top Navigation Bar will display the
selected page without saving any
changes made to the current page.
All changes made on the current
page will be discarded.

Home

Organisation

Plan

Outcomes Report
List

Create New

Yes Go to Question 2

PARTA-DO | NEED TO SUBM

1. Does your organisation currently have a contract (or contracts) with the Australian Government to which
the Indigenous Opportunities Policy applies? (Note each contract must be valued at over $5 million - $6
millien in construction - and include activity in a region with a signifi i

{ My Details Welcome Graham Parkins! Log Off

You can navigate to any part of
the Outcomes Report using the
Top Navigation Bar

s

Australian

4.2 Outcomes Report - Part A

Steps

View

Part A- Do | need to submit a
Report?

Part A of the Outcomes Report is
automatically displayed.

Question 1 is mandatory

If your answer to Question 1 is ‘No’
then the remaining Outcomes
Report is not mandatory

If your answer to Question 2 is 'Yes’,
then Question 3 is mandatory

Click the Add ATM link to answer
Question 3.

Note: You can edit ATM details by
clicking the Edit link

You can delete ATM details by
clicking the delete link

Yes

No

Yes

No

below.

Approach to
Market
Number*

Test

Add ATM

Go to Part B

- [ISTIESS

PART A - DO I NEED TO SUBMIT A REPORT?

1. Does your organisation currently have a contract (or contracts) with the Australian Government to which
the Indigenous Opportunities Policy applies? (Note each contract must be valued at over $5 million - $6
millien in construction - and include activity in a region with a significant Indigenous Australian population)

Go to Question 2

you do not need to provide further information; however if you did not win a contract but you implemented
your Plan, you may report on your implementation of the Plan should you choose to do so.

2. Will the contract be, or will any of the contract contracts have been, in place for more than 8 months (by
the anniversary of DEEWR's approval of your Plan)?

Go to Question 3

you do not need to provide further information; however if you
your Plan, you may report on your implementation of the Plan sl

3. If you answered yes to Question 2, please provide details of each of the rele

Region(s)in Contract Contra Contract
‘?':!‘t':tr::rﬁwe'""'e"t which Activity f""t'm Value-GST  Execu completion  Edit Delete
pa Occurred incl (5AUD)  Dat Date
Department of
Silneztitan, ACT 789789 10000 10/07/2010 15/07/2011  Edit Delete

Employment and
Workplace Relations

Click to add details of your
organisation's Approach to
Market

cumentation available from the AusTender
arket documentation.

Details of your organisation's
Approach to Market will be
listed here

contracts in the table

Click to edit
ATM details

dite and is

Click to delete
ATM details
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On cllcklng the AddATM ||nk the My Details Welcome Graham Parkins! Log Off
Part A — Add relevant details page is T ————

dlsplayed. Details of your organisation's
* Denotes Mandatory Data Approach to Market will be

All the fields on the Add or Edit Part listed here
A page are mandatory (and are

* Approach to Market:

* Australian Government  Add/Change Agency

marked with an asterisk). Department:
. ) * Region(s) in which Activity ACT o
Click the Add/Change Agency link to Occurred: | ADELAIDE i
. View Region Map  |ALICE SPRINGS J Select the Region (s)
select or update an Australian APATULA _
Government Department. BRISBANE
BROOME
. . . CAIRNS
You can click the View Region Map CAPE YORK
I|nk to VleW the Reglon Map and ** Hold down the Control key to select multiple regions.
select the relevant region (see * Contract ID:
: . * lue-GST incl
Appendix B for region map). You e o
can select multiple Regions by using * Contract Execution Date:
the Control Button on the Keyboard. * Contract Completion Date:

Click when all
Click the <OK> button to save all the K| cancel

information provided and return to
‘Part A’. Select the [Cancel] button
if you do not wish to save the
information provided and return to
‘Part A'.

When you have completed all of the
details in Part A click the <Next>
button.
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Steps View

Part B - My Actions' Activities and My Details Welcome Graham Parkins! Log Off

Evidence | Part A |-| PartC |

All of the ATMs you added in PART B - MY ACTIONS, ACTIVITIES AND EVIDENCE
Question 3 Of ’Part A' WI” be Click each link to add or update

information on each Activity type
d|sp|ayed |n th|s Ta ble 4, Activities and Evidence Table
ATM Contract Training Specific ~ Employment Specific  Indigenous Busi

For each ATM you must provide D Activities Actiities Spedic Al
information for Training, Test 789789  TRAINING EMPLOYMENT INDIGENOUS BUSINESS ~GENERAL %N
Employment, Indigenous, and TRAINING EMPLOYMENT INDIGENOUS BUSINESS GENERAL ~ ADDITIONAL

INFORMATION
General Activities. The Additional

Information is optional Previous | Next | View Summary

A Blank row is available for cases Y ‘Getals have been added j
where there is no ATM to allow you
to add information for Training,
Employment, Indigenous, General
Activities or Additional Information.

Additional Information

Select the relevant links to provide
information for each of the Training,
Employment, Indigenous, General
Activities or Additional Information.

Training Activities My Details Welcome Graham Parkins! Log Off

Click the Training link. The ‘Part B — [roe I o

Training Specific Activities’ page will PART B - TRAINING SPECIFIC ACTIVITIES
be displayed with the ATM and
Contract ID for the training. ATM: [Test Contract Id: 789789

4. Activities and Evidence Table

The ‘Statement of Commitment to

. ), . Stat t of Ci it t to Acti i::tecrﬁcr Description  Issues/Barriers/Lessons General Edit
Action’ for the ATM is auto- ement of Commitment to Action Unmall::n of Evidence  Learned Comments

populated from the Plan_ Work with schools, education and training Stat [ofC i t
providers, Job Services Australia and community atement of Lommitmen .
CIle the Edlt ||nk tO rOVide groups to provide pre-employment training to Actions are p%iglr?tec‘ from your Edit
p Indigenous Australians

information on Training activities for Utilise State, Territory and Australian
. Government training programs to address
eaCh lStatement Of Commitment to training needs and opportunities for Indigenou
. ’ Australians to assist them with pathways into
ACtlon . my organisation

Click to add

Build relationships with student bodies, information on each

universities and other educational organisations
to scope, develop and implement an Aboriginal
and Torres Strait Islander internship,

scholarship, accredited training and/or Click when all
secondment program within my organisation editing is
completed

Previous Next Go To Part B ‘ View Summary|
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The ‘Part B — Edit Training Specific
Activities’ page is displayed.

The ‘Statement of Commitment to
Action’ field is auto populated from
the Plan and is Read-only.

All of the other fields are mandatory
(marked with an asterisk) in this
page.

Select the [OK] button to save all the
information provided and return to
‘Part B — Training Specific Activities’
page.

Select the [Cancel] button if you do
not wish to save the information
provided and return to ‘Part B —
Training Specific Activities’ page.

! My Details Welcome Graham Parkins! Log Off

PART B - EDIT TRAINING SPECIFIC ACTIVITIES
* Denotes Mandatory Data

Statement of Commitmentto  Work with schools, education and training providers, Job Services

Action: Australia and community groups to provide pre-employment training

to Indigenous Australians
Enter details in
each text box

* Specific Activity/ies
Undertaken:

* Description of Evidence:

* |ssues/Barriers/Lessons
Learned:

* General Comments:

Click OK when all
details have been

added ﬁ Cancel

Employment Activities

Click the Employment link. The ‘Part
B — Employment Specific Activities’
page will display.

The ATM and Contract ID for the
Employment are displayed on this
page.

The ‘Statement of Commitment to

Action’ for the ATM is auto-
populated from the Plan.

Click the Edit link to provide
information on Employment
activities for each ‘Statement of
Commitment to Action’.

My Details Welcome Graham Parkins! Log Off

e | ]

PART B - EMPLOYMENT SPECIFIC ACTIVITIES

ATM: |Test

Contract Id: 789789

4. Activities and Evidence Table

Statement of Commitment to Action izte‘r\crr:;ﬁes Desc-ﬂption R T (ST (S Edit
et of Evidence  Learned Comments

Scope, develop and implement a culturally

appropriate recruitment and retention strategy for

Indigenous Australians that meets the diverse Statement of Commitment

employment needs of Indigenous Australians, Actions are p?jp‘;lnated from your Edit

including targeting the unemployed, tertiary
students and/or secondary students through
apprenticeships, cadetships, internships and/or
work experience programs

Scope, develop and implement a pre-recruitment
activity in relevant regions in order to ensure a
pool of appropriate Indigenous applicants for my
organisation's workforce needs

Click o add Edit
information on each

Edit

Scope, develop and implement Indigenous
Australian secondment, up-skilling, internal

training, accredited leadership and/or external Click when all
career development programs editing is
completed

Previous Next

GoTo Part B ‘ View Summary|

The ‘Part B — Edit Employment
Specific Activities’ page is displayed.

The ‘Statement of Commitment to
Action’ field is auto populated from
the Plan and is Read-only. All of the
other fields are mandatory (marked
with an asterisk) in this page. Enter
details in all of the mandatory fields.

Select the [OK] button to save all the
information provided and return to
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‘Part B — Employment Specific
Activities’ page.

Select the [Cancel] button if you do
not wish to save the information
provided and return to ‘Part B —
Employment Specific Activities’
page.

My Details Welcome Graham Parkins! Log Off

PART B - EDIT EMPLOYMENT SPECIFIC ACTIVITIES
* Denotes Mandatory Data

Statement of Commitment to Scope, develop and implement a culturally appropriate recruitment
Action: and retention strategy for Indigenous Australians that meets the
diverse employment needs of Indigenous Australians, including

targeting the unemployed, tertiary students and/or secondary -

Enter details in
each text box

| »

* Specific Activity/ies
Undertaken:

* Description of Evidence:

* |ssues/Barriers/Lessons
Learned:

* General Comments:

Click OK when all
details have been

added ﬂ Cancel

Indigenous Business Activities

Click the Indigenous Business link.
The ‘Part B — Indigenous Business
Specific Activities’” page will display.

The ATM and Contract ID for the
Indigenous Business are displayed
on this page.

The ‘Statement of Commitment to
Action’ for the ATM is auto
populated from the plan.

Click the Edit link to provide
information on Indigenous Business
activities for each ‘Statement of
Commitment to Action’.

My Details Welcome Graham Parkins! Log Off

v | e

PART B - INDIGENOUS BUSINESS SPECIFIC ACTIVITIES

Contract Id: 789789

ATM: [Test

4. Activities and Evidence Table

Specific . -
Statement of Commitment to Action Activity/ies De_scrlptlon o e Edit
Evidence Learned Comments
Undertaken
Set targets for using Indigenous businesses Statement of Commitment
in the supply chain and implement Actions are populated from your Edit
strategies for meeting those targets (you Plan -
may specify targets in ‘Other action’ box)
Become a member of the Australian
Indigenous Minority Supplier Council Edit

(AIMSC) and use AIMSC certified Indigenous
businesses as suppliers where appropriate

Previous Next

Click when all
editing is
completed

Click toadd

Go To Part B 4 .
information on each

View Summary
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The ‘Part B — Edit Indigenous
Business Specific Activities’ page is
displayed.

The ‘Statement of Commitment to
Action’ field is auto populated from
the Plan and is Read-only. All of the
other fields are mandatory (marked
with an asterisk) in this page. Enter
details in all of the mandatory fields.

Select the [OK] button to save all the
information provided and return to
‘Part B — Indigenous Business
Specific Activities’ page.

Select the [Cancel] button if you do
not wish to save and return to ‘Part
B — Indigenous Business Specific
Activities’ page.

My Details Welcome Graham Parkins! Log Off

PART B - EDIT INDIGENOUS BUSINESS SPECIFIC ACTIVITIES
* Denotes Mandatory Data

Statement of Commitment to Set targets for using Indigenous businesses in the supply chain and

Action: implement strategies for meeting those targets (you may specify
targets in ‘Other action’ box)

* Specific Activity/ies
Undertaken:

* Description of Evidence:

* |ssues/Barriers/Lessons
Learned:

* General Comments:

Click OK when all
details have been

added ﬂ Cancel

Enter details in
each text box

General Activities.

Click the General link. The ‘Part B —
General Activities’ page will be
displayed with the ATM and
Contract ID.

The ‘Statement of Commitment to
Action’ for the ATM is auto-
populated from the Plan.

Click the Edit link to provide
information on General Activities for
each ‘Statement of Commitment to
Action’.

My Details Weleome Graham Parkins! Log Off

= [N

PART B - GENERAL ACTIVITIES

ATM: Test Contract Id: 789789

4. Activities and Evidence Table

Specific o o
De: ti I Bal Lessol G I
Statement of Commitment to Action Activity/fies Sd:flp lon RN (TR R enera
of Evidence  Learned
Undertaken

Work with Reconciliation Australia to develop
a Reconciliation Action Plan (RAP) for my
organisation and commit to implement the
RAP

Statement of Commitment
Actions are populated from your
Plan

Encourage contractors, sub-contractors and
project partners to employ suitably qualified
Indigenous Australian persons where local
people with appropriate skills and experience
are available

Click to add
information on each

Promote Indigenous Australian training,

employment and business opportunities Click when all
within my profession and business community editing is
completed

Previous Next

Go To Part B | ViewSumrnary|

Comments
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The ‘Part B — Edit General Activities’
page is displayed.

The ‘Statement of Commitment to
Action’ field is auto populated from
the Plan and is Read-only.

Enter details in all of the other fields
are mandatory (marked with an
asterisk).

Select the [OK] button to save the
information provided and return to
‘Part B — General Activities’ page.

Select the [Cancel] button if you do
not wish to save the information
provided and return to ‘Part B —
General Specific Activities’ page.

{ My Details Welcome Graham Parkins! Log Off

PART B - EDIT GENERAL ACTIVITIES

* Denotes Mandatory Data

Statement of Commitment to
Action:

Work with Reconciliation Australia to develop a Reconciliation Action  ~
Plan (RAP) for my organisation and commit to implement the RAP

Enter details in
each text box

* Specific Activity/ies
Undertaken:

* Description of Evidence:

* Issues/Barriers/Lessons
Learned:

* General Comments:

Click OK when all
details have been
added

OK| Cancel

Additional Information

Click the Additional information link.
The ‘Part B — edit Additional
Information’ page will be displayed
with the ATM and Contract ID.

Enter details in the textbox and click
the [OK] button to save all the
information provided and return to
‘Part B ‘Part B’ page.

Click the <Cancel> button if you do
not wish to save the information

provided and return to ‘Part B’ page.

Click the <Next> button.

¢ My Details Welcome Graham Parkins! Log Off

PART B - EDIT ADDITIONAL INFORMATION

ATM: [Test Contract Id: | 789789

5. Please provide additional information (including case studies, lessons learned etc) in the free text box below

(maximum 3000 characters)
” add additional informationto a
maximum of 3000 characters

OK| Cancel

4.4 Outcomes Report - Part C

Steps

View
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Part C Update of Baseline Data
Training

If Part B - Question 4 is answered,
then Question 6 in Part Cis
mandatory.

If the answer to Question 6 is ‘Yes’
at least one row for Question 7 must
be provided.

If the answer is ‘No’ then Question 7
must be empty.

All the Columns in Question 7 are
mandatory.

Update any existing information in
Question 7 by overtyping the
information in the relevant row.

Select the [Add Training] link to
display a new blank row in the table
in Question 7.

Select the [Delete] link to delete a
particular row of information in
Question 7.

INDIGENOUS AUSTRALIAN TRAINING

6. Has your organisation paid for and/or provided any training to Indigenous Australians for employment
purposes* in the last 12 months either directly or through an RTO or GTO ? *You should include pre-
populated training, formal and infermal training.

*You should include pre-employment training, formal and informal training.

Click to delete
Training

Yes ) GotoQuestion7

Enter details in
each text box

No ) GotoQuestion8 information

7. In the table below, please provide i on on the training undertaken by Indigenous Australians in

the last 12 months.

Type of Training Training Organisation Number Undertaken Number Completed Delet,

add training training org 100 100 Delete

* Examples may include cadetships, traineeships, apprenticeships etc.

Mﬂ-—r—_—c Click link to add Training information j

Funding

If the answer to Question 6 is ‘No’ or
if Question has been answered, then
Question 8 is mandatory.

If the answer to Question 8 is ‘Yes’
then at least one row for Question 9
must be provided.

If the answer is ‘No’ then Question 9
list must be empty.

All of the Columns in Question 9 are
mandatory.

Update existing information in
Question 9 by overtyping the
information in the relevant row.

Select the [Delete] Link to delete a
particular row of information in
Question 9.

Select the [Add/Change Agency] link
to select the Commonwealth Agency
that provided the Funding.

Click on the [Select] button to select
a Department from the Agency list
within the selected Category.

AUSTRALIAN GOVERNMENT FUNDING FOR INDIGENOUS TRAINING, EMPLOYMENT AND/OR BUSINESS

8. In the past 12 months, has your organisation received Australian Government funding to increase
Indigenous Australian training, employment and/or engagement with Indigenous businesses ?

Click to delete
Program
information

Yes () GotoQuestion9

Enter details in

No () Go toQuestion 10
each text box

9. If you answered, yes to Question 8, please provide details.

Program Name Dept / Agency mﬁ:’)’;t Start Date
Add/Change
Agency
Add Program —-——-—{ Click link to add Program information __j
[X]
Please select a category, then select the relevant agency:
Category:
-

Attorney-General's Portfolio

Broadband, Communications and the Digital Economy Portfolio
Defence Portfolio

Department of Climate Change & Energy Efficiency

Education, Employment and Workplace Relations Portfolio
Families, Housing, Community Services and Indigenous Affairs Portfolio
Finance and Deregulation Portfolio

|

Select Category of
agency

Agency:

Australian Pesticides and Veterinary Medicines Authority (APVMA)
Department of Agriculture, Fisheries and Forestry
Wheat Exports Australia

@‘ ~— Click the Select button
o N——”® |

Select acual Agency
from available list
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Click on the [Cancel] button if you
do not wish to save the selected
Department and return to ‘Part C’

page.

Indigenous Australian

’

If the answer to Question 8 is ‘No
then Question 10 is mandatory.

To answer Question 10, either select
the Unsure checkbox or provide the
Number of Employees.

The Total field in Question 10
displays the total of the Number of
Employees fields if these fields have
numeric values in them.

If the answer to Question 11 is ‘Yes’
then Question 12 is mandatory

Update existing information in
Question 12 by overtyping the
information in the relevant row

Click the [Add Organisation] link to
add a new blank row to the Table in
Question 12 where information can
be added.

Click the Delete link to delete a
particular row of information in
Question 12.

INDIGENOUS AUSTRALIAN EMPLOYMENT

10. How many Full Time Equivalent (FTE) staff do you directly employ in Australia ?

Unsure Number of Full Time Equivalent(FTE) Employees

Enter details in
each text box

11. Has your Organisation subcontracted to or used the goods and services of any Indigenous business that
are small to medium enterprises in the past 12 months *?

Non-Indigenous Australian employees
Indigenous Australian employees

Total 0

INDIGENOUS AUSTRALIAN SUPPLIERS

Yes Go to Question 12

No

Unsure Click to delete

information

12. Please list in the table below each of the Indigenous businesses you subcontracted with, or that provii id
ou with goods and/or services.
Y £ ! Enter details in
Organisation Name each text box ABN Deleiz
Delete

Add Organisation

e A iAo
‘% Click link to add Organisation

Update Outcomes Report

The Outcomes Report can only be
updated when it is in the ‘Draft’
status. An Outcomes Report cannot
be updated once it is submitted.

4.5 Submit Outcomes Report

Steps

View

Submit Outcomes Report

Click the [Submit Outcomes Report]
link from the Bottom Navigation in
‘Part C’ page to submit the
Outcomes Report to the IOP
Administrator for Assessment.

Click the <OK> button if the ABN
provided is valid; Organisations
(Australian or International) must

Previous Cancel | Save Submit Outcomes Report | View Summa
Click to submit your Report
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provide a valid ABN for the
Contracts quoted in the Plan.

Click the <Cancel> button if you do
not wish to submit the Outcomes
Report for assessment.

Steps

Click the List link to view the ‘List’
page for all the Outcomes Reports
for the Organisation.

If more than one page of Outcome
Reports are available the <Next>
and <Previous> buttons will display.
Use these to move between pages.

Click the [Outcomes Report ID] or
[Draft] link to view an Outcomes
Report.

Click the [Delete] link to delete a
‘Draft’ Outcomes Report.

Home
Organisation

Plan

List

Create New \

Notifications

Feedback

Outcomes Report ID

Draft Training Organisation

Click to view
details of the

QOutcome Report

Click List link

Organisation Legal Name ABN

| My Details Welcome Graham Parkins! Log Off

Status  Status Date Delete

15087651143  Draft  15/07/2011 2:53:02 PM Delete

Steps

Click the List sub-menu link under
the Notifications menu in the left
hand navigation bar.

The Notification List page with all of
the Notifications sent to your
Organisation and from your
Organisation will be displayed.

If more than one page of
Notifications are available the
<Next> and <Previous> buttons will
display. Use these to move between
pages.

Organisation
Plan

Outcomes Report

Notification Type
PLAN APPROVED LETTER
PLAN SUBMITTED LETTER

Vi y B

Click to view a list
of your
Organiations
Notifications

My Details Welcome Graham Parkins! Log Off

Date Sent
15/07/2011
14/07/2011

View Attachment

Click to view a pdf
version of a
Notification
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Click the [View] link to view the PDF
attachment that was sent with the
Notification.

Australian Government
Department of Education, Employment and Workplace Relations

Our Ref: 20110714PL0000T - PLNSUB

Mr Graham Parkin
Manager

Training Organisation
12 May street
orange NSW 2800

14/07/2011

Dear Mr Parkin

Indigenous Opportunities Policy - Indigenous Australian Training, Employment
and Supplier Plan Notification of Submission - 20110714PL00001

Thank you for submitting an Indigenous Australian Training, Employment and Supplier Plan to the
Department of Education, Employment and Workplace Relations for approval. Your Plan is now
being reviewed by the Department to ensure that it is consistent with the Indigenous Opportunities
Policy. You will receive notification of the outcome of the assessment within 15 working days.

This letter confirms that you have submitted an Indigenous Australian Training, Employment and
Supplier Plan (Plan Identification Number: 20110714PL00001) under the Australian Government's
Indigenous Opportunities Policy. You should attach a copy of this Notification of Submission to
your tender application if requested to do so in an Approach to Market documentation.

You should read the Indigenous Opportunities Policy: Guidelines for Potential Suppliers for further
information about implementing your Plan and reporting on the outcomes you achieve under your
Plan. You should also visit the Indigenous Opportunities Policy website ( http:/deewr.gov.aufiop]
which provides information on the Policy and information to assist you in implementing your Plan.

If you have any questions about matters referred to in this letter, please contact the Department at
iop@deewr.gov.au. Please cite your Plan Identification Number (20110714PLO000T)

Yours sincerely

Indigenous Opportunities Policy Coordinator
Australian Government Department of ion, Employ
Address C50MA4, GPO Box 8880, Canberra ACT 2601

and Workpl Relations

DEEWR acknowledges the traditional owners of country throughout Australia and their continuing connection o land,
sea and community. We pay our respect to them and their cultures, and to the elders both pastand present
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Steps View

Click the [Feedback Form] sub-menu
link under the Feedback menu in the
left hand navigation bar.

{

n

% Australian Government l \ /
I

‘/ m,;m

My Details Welcome Graham Parkins! Log Off

Enter in the Subject, Plan Id and
Message (these are all mandatory
fields).

Click the <Submit> button to send
the Feedback to the IOP
Administrator.

Organisation FeedbackForm

Plan

* From: (senders emall
Suteomes Repott address}: Complete all
Notifications * To: (recipient's email  your email@world.com.au mandatory fields
address):
; CC: (additional recipient's
email address):

List * BCC: (blind copy recipient's  TTO@cyberone.com
email address):

Feedback Form

* Subject:
Select the <Cancel> button if you do *Plan D
not wish to send the Feedback to Click to create a > Messsge: 2

new Feedback

Cancel
Click to send /
Feedback

* Denotes y Data

the IOP Administrator.

Enter Feedback
text

Steps View

Click the List link to display the
Feedback List page. Australian Gorerament

This displays a list of all the
Feedback records sent from your -
ICK o view any

Organisation and received from the ornsten Feedbacklist attachment included
in the Feedback

Home My Details Welcome Graham Parkins! Log Off

Plan
IOP Administrator. T
Outcomes Report . Organisation ~ Organisation Ema o
E=T Sublect  Datesent | caiName Address Summary  Attachment  Summary
|f more tha n one page of Feed back Notifications OP.DEV@ dawc Training 1o :’::::\g Organi 1;5@ cyberone. .Tnhei;i:;e Summa

onstruction.enet ltem
are available the <Next> and Creetba

. . . List Click to view a list
<Previous> buttons will display. Use of your
these to move between pages.

Click to view a
summary of the
feedback

Organiations
Feedback

Feedback Form

Click on the [Summary] link to view
the Feedback record.

Alternatively, if there is an
attachment included in the
feedback, click the [View Summary]
link to view the PDF attachment that
was sent with the Feedback.
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The following section provides you with a list of hints and tips to help you utilise the website more efficiently.

e To register to access the website, select on the [Register User] link located towards to the top of the
page.

e When registering to access the website, please ensure you read the password rules carefully. The
password must be between 8 to 20 characters. It must contain at least one uppercase (A-Z), one
lowercase (a-z) and one digit (0-9).

e Please ensure you keep your User ID and password in a secure place as the website does not email you
your User ID and/or password. If you lose your User ID and/or password you will not be able to access
the website.

e If your mailing address is the same as your registered business address, select the Mailing Address tick
box. When you select the Mailing Address tick box the system will pre-populate the data from the
registered business address field. This saves you entering the same details in twice.

e To link or remove a user to your organisation, select the Organisation link on the left hand navigation
bar, then the User Administration sub-menu tab.

e To grant or remove Administrator rights for one or more users in your Organisation, select the
Organisation link on the left hand navigation bar then the User Administration sub-menu tab. Either
select or un-select the Admin tick-box.

e To add or modify any additional contacts, select on the Organisation link on the left hand navigation
bar, then the User Administration sub-menu tab.

e To modify Organisation Details, Key Contact or Alternative Contact Details, select the Organisation link
on the left hand navigation bar then the Profile sub-menu tab.

e ‘“* denotes mandatory data — where an ‘*’ exists next to a field you must enter in data into that field.

e InPlan, Part C, Question 12, or In Outcomes Report, Part C, Question 10, if you select the ‘Unsure’ tick-
box you will not be able to enter in a number in the Number of Full Time Equivalent (FTE) Employees
field. To enter a number, un-tick the ‘Unsure’ tick-box.

e Read the instructions outlined on the various pages carefully as this information will assist you in
completing a Plan or Outcomes Report with minimal errors.

e View the summary of the Plan by selecting the Plan tab on the left hand navigation bar then the List
sub-menu tab. Select the relevant Plan Id link then the View Summary button at the bottom of the
page.

e For Outcomes Report, view the summary of the Plan by selecting the Outcomes Report tab on the left
hand navigation bar then the List sub-menu tab. Select the relevant Outcome Report Id link then the
View Summary button at the bottom of the page.

e Navigate from page to page by using the Next and Previous links on the bottom of the page.

e Navigate between Parts of the Plan or Outcomes Report using the Part A, Part B etc links.

e A common error message area at the top of the page displays errors (in red) associated within the Plan
or Outcomes Report when you submit either.

e Afield is greyed out indicates that you are not able to enter any data into that field.

e |tis highly recommended that you regularly save your work (select the Save button at the bottom of
the page) to minimise the chance of losing any data you may have entered into the website.

e Itis highly recommended that when creating a Plan or Outcomes Report (in draft status), and you start
entering data into a row, that you enter data into each field within that row and the click Submit. This
will minimise the number of errors you may encounter as error messages will be displayed for all parts
(e.g. Part A, B, C etc) if you have forgotten to enter data into mandatory fields.

e InaPlan or Outcomes Report:
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o The Select Agency link allows you to add one or more Department Agencies.
o The Add ATM link allows you to add in one or more ATM’s.

e If you have entered more than one ATM in question 3 of the Outcomes Report you must also enter in
data in Question 4 for each ATM you entered in Question 3.

e Prior to creating a new feedback record (using the feedback form), do a copy and paste of your Plan ID
so that you can paste this into the Plan Id field. If you navigate away from the feedback form you will
lose any data that you have entered previously.

e You are able to save or print notification letters or feedback records relevant to your organisation only.
This is dependent on your internet browser and the printers installed on your PC.

e Currently there is no mechanism to send feedback prior to submitting a plan as a feedback record
requires either a Plan Id or Outcomes Report Id.

.&l- .'. .
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