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VTAC Application: How-to Guide

This manual will take you through the steps of the VTAC application portal. You can 
use this document when supporting students through the process.
There are three stages to creating a VTAC application. 
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Create a VTAC account



Login

• Go onto the VTAC 
homepage, 
https://vtac.edu.au/ 
and click LOGIN.

https://vtac.edu.au/


Login page

• Students will be taken to 
the login page, where 
they can either sign in or 
create an account.

• To create an account, 
click the sign up now link.



Create an account page

• Students will need to enter a personal 
email address. If they attempt to enter a 
.edu email, they will receive an error 
message that it is not permitted. 

• Once completed, they will click ‘send 
verification code’ and they will receive an 
email with a verification code.



Create an account page

• Students will need to enter the verification 
code sent to them via email

• They must complete this step first before 
continuing to create an account.

• They will also need to enter a new 
password and confirm it. 



Create an account page

• Students will need to enter their 
first name and last name, date 
of birth and select their 
education category from one of 
the drop-down options.

• They will then enter if they have a 
preferred name VTAC should use 
in their communications

• They will need to agree to the 
VTAC Terms and Conditions and 
Privacy Policy.



Multi-factor authentication

• Once they click ‘Create an 
account, they will be taken 
to the multi-factor 
authentication page

• Students will need to enter 
a mobile phone number 
and submit the 
authentication code to 
proceed.



VTAC Applicant Portal



Applicant portal homepage – Year 12

• Students will now have 
access to the applicant 
portal.

• They can continue to 
complete the personal 
details section of their 
profile.



Creating a profile – 
Personal Details



Personal details

• Click on “complete personal 
details” from the applicant portal 
homepage.

• The VTAC profile will populate with 
information from their 
registration. 

• Students should check they 
submitted their first name, last 
name and date of birth correctly. 

Note: To change any of these details, they will need to 
submit the form successfully and then re-open and 
scroll down to “Create request”

• They will then need to indicate if 
they are a Northern Hemisphere 
Timetable student.  For a majority 
of students, the response should 
be “No”.



Personal details cont.

• Change Password: If students need to change their password at any time 
throughout the application period, they can do so from this screen.

• Study using a different name: If students have studied under any previous 
names, they can indicate these details in this section. 



Personal details cont.

• About you: Students will then need to 
complete the ‘about you’ section, 
answering the three questions 
provided.



Personal details cont.

• Education background: Students will 
then need to provide information 
about the education background 
within their family, selecting from the 
drop-down options.

• Students select if their carers or 
siblings attended university.

• The answers in these sections will be 
considered for the personal 
information and location category 
of the Equity schemes and 
scholarships application.



Personal details - Citizenship

• Citizenship and residency: Students 
will need to select what citizenship 
or visa status they have.

• Once selected, additional drop-
down questions will appear for them 
to select from.

• If they are an Australian or New 
Zealand citizen, they will need to 
confirm their country of birth and 
what language they mostly speak at 
home.



Personal details - Visa

• Citizenship and residency: If the student is on a visa, an additional section will appear 
where they will need to submit their visa details, including the grant date and subclass.



Personal details - USI

• USI: Students will need to input their USI number.
• A USI is a ‘unique student identifier’ and is a student’s individual education number for 

life within Australia.
• If they do not have one, they can go to https://www.usi.gov.au/. 

https://www.usi.gov.au/


• Living location: Students need to 
input their current living location 
and have the option to input a 
different mailing address.

Personal details – Living location



• If they have lived at their current 
address for less than two years, 
they will be required to input their 
previous address. 

• The information in this section will 
be considered for the personal 
information and location 
category of the Equity schemes 
and scholarships application.

Personal details – Living location



• Future living location: Students will 
need to input whether they will be 
required to move to undertake 
tertiary study. 

• They will also need to indicate if they 
plan to reside on-campus.

• This information will be considered in 
their Equity schemes and scholarship 
application. 

• Once completed, they should click 
‘Submit’ to save. These details can be 
updated at any time throughout the 
application period.

Personal details – Living location



Personal details

• Once submitted, a saved successfully note will appear at the top of the 
page. If their details change throughout the year, they can come back to 
this section to update and re-save their information.

• Click “Home” to return to the applicant portal homepage

• If there are any errors with the application, the page will not save and a 
note will appear with the reason.



Personal details

• Once on the homepage, the 
‘complete your profile’ section 
should have three green ticks 
to confirm this section is 
complete.

• The “Complete education 
history” section will appear as 
the next step



Personal details

• Once submitted, if the student 
needs to change key personal 
details, they can submit a 
change request through the 
form. 

• Use this form to change: 
name, DOB, citizenship, email 
address or mobile number

• For all other changes to their 
profile, the student can make 
changes to the personal 
details questions and re-
submit



Creating a profile - 
Education history



Education history

• Click on ‘Complete 
education history’.

• Students will need include 
their highest level of study 
(including their current 
studies) or any other 
certificates or qualifications 
they have attempted or 
completed.



Education history – secondary 
studies
• Click on add secondary study.
• Students will need to select which country they completed the secondary 

study in. 



Education history – secondary 
studies

• They will then be required to input the state, year level and year of completion.



Education history – secondary 
studies

• Once they have selected a year level, another drop-down will appear for 
secondary qualification, and they can select from the options provided.



Education history – secondary 
studies

• Once secondary 
qualification is selected, 
two drop-down menus 
will appear.

• They will need to 
provide their student 
number and school 
name, selecting from 
the list provided.

• Once completed, hit 
Save & next.



Education history – secondary 
studies

• If students do not enter a valid student number, or try to use their VTAC ID, 
they will receive an error message when attempting to submit the form.



Education history – secondary 
studies

• A message will appear 
confirming that VTAC has 
matched the student’s 
records. 

• Click Save and continue to 
proceed.



Education history – secondary 
studies

• If the records couldn’t 
be matched, the 
student will receive a 
guidance message. 

• They should check if 
all of their details are 
correct and that they 
match the details 
provided to VCAA

• If further support is 
required, contact 
VTAC Connect



Education history - studies

• When successfully 
submitted, the secondary 
study claim should 
appear, and they can 
also add any post-
secondary studies if 
relevant.

• If the student has 
completed extension 
studies, they input this 
information in the 'Post-
secondary studies' 
section



Education history - tests

• Students can input whether they have completed any 
English-language or admissions tests such as STAT.

• Select, add test.



Education history - tests

• Students will have the option to select which test is relevant 
to them.



Education history - tests

• Depending which admission test the student selects, 
additional drop-down questions will appear.



Education history – English language

• If a student intends to sit an English language test, they need 
to select the relevant test and include the date the test is to 
be sat. 

• Hit submit once completed.



Education history – English language

• If a student has already 
sat an English language 
test, they need to select 
the relevant one and 
provide test information 
(number, ID, score) and 
the date they sat it.

• Hit submit once 
completed.



Education history – admissions test

• If a student intends to 
sit the STAT this year 
or in the future, they 
need to provide their 
STAT ID (if available) 
and date of test.

• Then hit submit. 



Education history – admissions test

• If a student has 
already sat the STAT, 
they need to provide 
their STAT ID and date 
of test.

• Then hit submit. 



Education history

• Once completed, when 
the student returns to the 
homepage, the 
‘education history 
provided’ section should 
have a green tick.



My application

• Once the ‘complete 
your profile’ section is 
complete the ‘My 
application’ section 
will appear.

• This is where the 
student can 
complete their 
course application.



Course application



Course application

• Click start course application.



Course application

• The student will receive a summary of which courses they 
are eligible to apply for.

• Click ‘start your course application’.



Course application – select courses

• Students will be taken 
to the course 
selection page. 

• Here they can search 
by institution, course 
name or course code.



Course application – select courses

• Select the green plus    to add a course to the preference 
list. 



Course application - preferences
• The student can list up to eight preferences, with them numbered in 

order on the left side.
• They can select the red cross    to remove the course from their 

preference list.
• They can use the arrows on the right-hand side          to move the 

courses up and down the preference list.



Course application - preferences

• Students have three options to proceed.
• Submit and pay
• Save and exit
• Exit without save

• Please note, that the student will not be considered for offers 
if they do not submit and pay by the deadline. 



Course application - preferences

• If a student selects save and exit, they will receive a warning 
that they have not submitted their preferences.



Course application - preferences

• When a student 
returns to the 
homepage, there will 
be a clear warning 
that their application 
has not been 
submitted.

• It will highlight the key 
dates page where 
students can review 
application deadlines.



Course application - preferences

• When a student returns to the 
course application page, their 
saved course preferences will 
appear.

• By selecting ‘update course 
preferences’, the student will 
be able to update their 
preference list.

• This page will highlight the key 
dates where students can 
view the deadline to pay by to 
be eligible to receive a course 
offer.

s



Course application - submit

• To submit course preferences, click submit and pay.



Course application - submit

• Students will see 
a summary of 
their course 
preferences.

• These can still 
be changed 
after payment, if 
change of 
preference is 
open.



Course application – manage permissions

• The student will then 
be prompted to read 
through the data used 
for equity schemes 
and whether they want 
their offer published.

• These can be changed 
at any time under ‘my 
profile’ > ‘manage 
permissions’.

• Then select, ‘make 
payment’.



Course application - payment

• The student will then 
be taken to the 
payment portal, which 
will reflect their 
relevant processing 
fee (go onto the ‘key 
dates’ page to find 
each payment 
deadline).

• They can pay with a 
debit/credit card.



Course application – Card payment

• Students will need to 
input their card details.

• Select pay.



Course application - payment

• The student will be 
taken to the 
‘payment successful’ 
page, showing that 
the payment has 
been received. 

• The student can now 
apply for equity 
schemes and 
scholarships.



Dashboard Checklist – 
Courses with additional tasks



Course requirements checklist

• Once the application is 
submitted, the home 
screen will populate with a 
checklist of course 
requirements and 
documents needed for the 
courses the student has 
applied for.

• If additional tasks are listed, 
select ‘complete additional 
tasks’

• Always check the course 
requirements in 
CourseSearch



Course requirements checklist

• The additional tasks 
page lists the tasks 
needed and directs 
students to forms 
and resources 
needed to complete 
their tasks.



Course requirements checklist

• Click on the 
links for each 
requirement to 
complete the 
forms or find 
out more 
information on 
how to 
complete the 
task



Casper

• Further 
information on 
the Casper test 
can be found 
in these links.

• The test can be 
booked 
through the 
Acuity Insights 
website.



ACU Teacher Selector Statement

• The ACU Teacher Selector Statement 
(TSS) has two categories to complete, 
each with 500 word written 
responses.



English language proficiency

• The English Language Proficiency self-declaration requires students 
to read through the options and fill in the option applicable to their 
circumstances.



Personal Statement

• The Personal Statement first requires a general statement from the 
student.



Personal Statement

• The next three sections are based on students experiences. 
Students can tick and complete sections relevant to them.



Personal Statement

• If students have completed work experience or been active in 
community service they can tick the box and select add 
experience.



Personal Statement

• Here students can fill in specific details of their work experience or 
community service. Once complete select save.



Personal Statement

• If they have a person that can be a referee for their experience, the 
student can add their details in and select save.



Personal Statement

• Once complete these details will show in the list. To edit any details 
or delete an entry select the down arrow on the right of the entry.



Personal Statement

• If they wish to provide an academic performance statement, tick 
the box and write a statement.

• Note – this is not used as a replacement for an Equity schemes and 
scholarships application



Personal Statement

• If they speak a language other than English tick the box and select 
add another language.



Personal Statement

• Fill in the details on the language and their proficiency and select 
save



Personal Statement

• Once complete these details will show in the list. To edit any details 
or delete an entry select the down arrow on the right of the entry.

• They can also add another language



Personal Statement

• Select save and exit if they need to revisit their statement
• Submit statement when it is complete.

• If they submit without completing a required section the form will 
notify them. In this case they can save and exit and return when 
they have the information.



Upload documentation 

• If they have been notified by VTAC or an institution to supply 
additional documents to VTAC, they can upload them here by 
selecting upload document.



Upload documentation 

• Select the type of 
document required.

• They will be directed to 
the providing evidence 
page where they can 
upload each document 
required.

• Select upload document 
to add the file.



Upload documentation 

• Select add files to upload the 
document

• The add files screen will appear 
and select choose files to upload 
a file from your computer. Then 
click add files

• Once all files are added, select 
submit



Upload documentation 

• Submitted documents will 
show up in the evidence list

• Documents will be 'pending 
review' until reviewed by 
VTAC

• Once accepted, rejected or 
closed the status will 
change

• If a document is rejected 
the reason will be noted to 
assist in re-uploading



Equity schemes and 
scholarships application



Equity schemes application

• Once the student has 
paid the application 
fee, the equity schemes 
and scholarship 
application will 
become available.

• They can proceed 
through the button 
under ‘my application’ 
on up the top through 
the ‘equity schemes 
and scholarships’ bar.



Equity schemes application

• Click ‘apply for equity schemes & scholarships’.
• The student will be taken to the equity schemes and 

scholarship page, where they can select start application.



Equity schemes – financial hardship

• If a student has been affected by financial hardship or will be 
in the future, they should select ‘yes’ and then ‘save and 
continue'

• Students can also preview the evidence they might need for 
this category.



Equity schemes – financial hardship

• The student will need to 
select which years of 
study have been 
impacted by financial 
hardship. 

• There are then five 
different options as to 
how they may or may 
not have been 
supported due to this.

• The student can select 
multiple if they are 
relevant.



Equity schemes – financial hardship

• If the student selects ‘I 
received Centrelink benefits 
in my name while studying’ 
a drop down will appear, 
giving the student the 
option to allow VTAC to 
access this information.

• If they authorise, they will 
need to provide a CRN or 
DVA number.

• If they do not, they will need 
to upload supporting 
evidence. 



Equity schemes – financial hardship

• If the student selects 
they have received a 
‘family tax benefit’, they 
will need to provide 
supporting evidence.

• The ‘No Centrelink 
benefit’ will disappear 
as they are no longer 
eligible to select this.



Equity schemes – financial hardship

• If the student selects 
‘Other Centrelink 
payment’ they will be 
required to submit 
supporting evidence.

• The ‘No Centrelink 
benefit’ will disappear 
as they are no longer 
eligible to select this.



Equity schemes – financial hardship

• If the student selects 
‘No Centrelink 
benefit’ they will 
need to provide a 
written statement. 

• They will need to 
answer the 
questions addressed 
under ‘impact 
statement’ to the 
maximum limit of 
1000 characters.



Equity schemes – financial hardship

• If the student selects ‘rural finance or other state body 
support payment’, they will be required to provide supporting 
evidence.



Equity schemes – financial hardship

• Once the student has 
selected all the relevant 
categories and completed 
any written statements, 
they should click ‘save and 
continue’.



Equity schemes – medical condition

• If a student has been 
affected by living 
with a disability or 
medical condition, 
they should select 
‘yes’ and then ‘save 
and continue'

• Students can 
preview the type of 
evidence they might 
need for the 
category.



Equity schemes – medical condition

• The student will be 
prompted to add any 
disabilities or medical 
conditions.

• They will need to add a 
written statement on how 
this condition has 
impacted their education.

• They will also be 
prompted to upload a 
statement of support 
from a health practitioner.



Equity schemes – medical condition

• To add a disability or medical 
condition, click ‘add disability 
or medical condition’.

• The student will then receive a 
pop up, that requires them to 
add the name of the condition 
and duration.

• If the circumstances are 
ongoing, they can select that 
box instead.

• Select ‘save and continue’ to 
add this to the application.



Equity schemes – medical condition

• The condition should now 
appear under the 
‘disability of medical 
condition’.

• The student can add as 
many conditions that are 
relevant to them.

• Once completed, the 
student can hit ‘save and 
continue’.



Equity schemes – life circumstances

• If a student has been 
affected by difficult 
family or life 
circumstances, they 
should select ‘yes’ 
and then ‘save and 
continue'

• Students can 
preview the type of 
evidence they might 
need for this 
category.



Equity schemes – life circumstances

• The student will be taken to the difficult family and life 
circumstances page and prompted to select the answers 
relevant to them.

• First, they need to select the years of study that have been 
impacted.



Equity schemes – life circumstances

• The student will 
then have the 
option to select 
the section/s 
that is most 
relevant to them.

• They may be 
prompted to add 
additional 
information once 
selected.

• They can select 
as many 
sections that are 
relevant to them.



Equity schemes – life circumstances

Sexual assault, family and domestic violence.
• If the student was affected by circumstances related to 

sexual assault, family and domestic violence, they should 
select this section.

• A pop up will appear, alerting them to provide a statement of 
support or documentation.



Equity schemes – life circumstances

Refugee or asylum seeker status
• If the student was affected by circumstances related to 

refugee or asylum seeker status they should select this 
section.

• A pop up will appear, alerting them to provide an impact 
statement.



Equity schemes – life circumstances

Disrupted home environment
• If the student was affected by a disrupted home environment 

they should select this section.
• There are five different options under this section, each which 

require different information.



Equity schemes – life circumstances

Disrupted home environment
• If the student is currently or has previously experienced 

homelessness, they will be required to share the dates and 
provide a statement of support.



Equity schemes – life circumstances

Disrupted home 
environment
• If the student is currently 

or has previously been in 
formal out-of-home 
care, they will be required 
to share the dates, type 
of care and provide a 
statement of support.



Equity schemes – life circumstances

Disrupted home environment
• If the student has experienced the death of an immediate 

family member or close friend, they will be required to share 
the date and relationship. They will also be prompted to 
upload a death certificate when uploading evidence.



Equity schemes – life circumstances

Disrupted home 
environment
• If the student has dealt 

with a long-term illness 
of a family member or 
friend, they will be 
required to share the 
relationship to the 
family member, type of 
illness, duration 
including dates and a 
written impact 
statement.



Equity schemes – life circumstances

Disrupted home 
environment
• If the student has 

parents that have 
recently divorced or 
separated, they will 
need to provide the 
date of separation and 
write an impact 
statement on how it has 
impacted their 
education.



Equity schemes – life circumstances

Natural disaster
• If the student has been affected by a natural disaster, they 

will need to share what type of disaster it was and when it 
occurred. 



Equity schemes – life circumstances

Abusive living, school 
or work environment
• If a student has 

experienced physical, 
psychological or 
emotional abuse they 
will need to provide 
the duration and 
dates, write an impact 
statement and 
provide a statement 
of support. 



Equity schemes – life circumstances

Abusive living, school or work 
environment
• If a student has experienced 

racism, sexism, homophobia or 
other negative treatment they 
will need to select the type of 
negative treatment, duration 
and date, write an impact 
statement and provide a 
statement of support.



Equity schemes – life circumstances

Abusive living, school or 
work environment
• If a student has 

experienced bullying, 
they will need to share 
the duration, date, write 
an impact statement 
and provide a 
statement of support.



Equity schemes – life circumstances

Disrupted education
• If a student has moved 

school multiple times during 
their secondary education, 
they will need to share how 
many schools they 
attended, the names, write 
an impact statement and 
provide a statement of 
support.

• A student will need to have 
changed a minimum of 
three times during year 10 to 
12. 



Equity schemes – life circumstances

Disrupted education
• To add a school, select ‘add school disruption’.
• A pop up will appear, where the student will need to enter the school name and 

duration spent there.
• Click ‘save and continue’ to add it to the list. It should then appear under disrupted 

schooling.



Equity schemes – life circumstances

Excessive family 
responsibility
• If a student has had 

excessive carer duties for 
children or other family 
members, they will need 
to include the dates and 
duration, number of hours 
per week spent on duties, 
write a written statement 
and provide a statement 
of support.



Equity schemes – life circumstances

Excessive family 
responsibility
• Students need to add 

people they have cared 
for by selecting 'add 
member.'

• Students can select their 
relationship to the person 
in the drop down.

• Then select 'submit'



Equity schemes – life circumstances

Other difficult family 
and life circumstances
• If a student has 

experienced other 
difficult family and life 
circumstances during 
their studies that were 
not a part of any of the 
lists, they should select 
this section and write 
an impact statement 
and provide a 
statement of support.



Equity schemes – life circumstances

• Once the student 
has selected all the 
areas relevant to 
them and filled out 
any written 
statements, they 
should select ‘save 
and continue’.



Equity schemes application

• Once saved, the student will 
be asked if they would like to 
complete a scholarship 
statement to support their 
Equity schemes and 
scholarships application.

• At any stage of the 
application, they can select 
‘no’ to the questions 
provided to arrive at this 
screen and submit their 
application.



Scholarship statement

• After selecting 'yes' the 
scholarship benefit 
statement will appear.

• Here students can explain 
how a scholarship will 
benefit their studies.

• There is no need to repeat 
any details from their 
equity schemes 
application



Scholarship application

• The student also can 
provide a statement on if 
they have been active in 
community service or have 
leadership skills or 
experience.

• The student should select 
the relevant section, and a 
text box will appear for the 
student to include their 
written statement.

• Once finished, the student 
should select submit.



Equity scheme application

• The student will be 
taken to the application 
submitted page.

• The student will receive 
a thank you message, 
saying their application 
was submitted 
successfully and they 
should provide any 
required evidence by 
the deadline.



Providing evidence



Providing evidence

• To provide the required 
evidence as a part of their 
equity schemes and 
scholarships application, 
the student can select 
‘provide evidence’ on the 
‘thank you’ page, once 
submitting their 
application.

• Or the student can click 
‘providing evidence’ at the 
top of the home page.



Providing evidence

• Once on the ‘providing 
evidence’ page, all the 
documents the student is 
required to provide and 
upload will be clearly 
outlined under ‘evidence 
required’.

• The action required will 
alert the student as to 
what they need to 
complete.



Providing evidence

• To provide evidence and upload a document, the student 
will select ‘upload document’.



Providing evidence

• The student will be 
taken to a pop-up 
page, where they can 
request an online 
statement of support 
from a responsible 
person or upload a 
statement of support.  



Providing evidence

• To request an online 
statement of support 
from a responsible 
person enter their email 
and select 'submit'  



Providing evidence

• They can upload a completed statement of support through selecting 'I wish to upload a 
statement of support’ 

• Students can download a blank statement of support by clicking the link and upload a 
completed statement of support by selecting 'Add File'

• They will then be prompted to choose a file from their device and select ‘add files’.



Providing evidence

• Once uploaded the 
file will appear under 
upload document 
and the student can 
hit ‘submit’.



Providing evidence

• Once submitted and 
accepted, the 
document will change 
to ‘pending review.’

• If they are waiting on a 
response from their 
responsible person, 
statement of support 
status will be 
'requested.’

• They can check the 
status of statements 
they are awaiting by 
selecting 'check 
status.'



Providing evidence

• When a document has been verified it will change to green, 
with action required as ‘none’

• The evidence type will also be moved under the ‘documents 
accepted’ section if approved.



My nominees



My nominees

• Students can manage 
their nominees on the 
‘my nominees’ page.

• On the homepage, 
under ‘my profile’ they 
can access ‘my 
nominees’.



My nominees 

• This will take students to the manage permissions page.
• To add a nominee, click ‘add nominee’.



My nominee – create nominee

• To add a nominee, 
students will need 
to include their 
selected nominees:
• Full name
• Last name
• Date of birth
• Mobile number
• Email address
• Relationship



My nominee – create nominee

• The student will 
then need to select 
the level of 
authorisation the 
nominee will have 
on their account.

• Once filled out, hit 
‘submit’.



My nominee – create nominee

• Once submitted, the nominee will appear under ‘authorised 
nominee’.



My nominee – create nominee

• The student can edit or delete the nominee at any time.
• By selecting the downward arrow, the two options will 

appear.



My nominee – create nominee

• By selecting ‘edit details’ the student will be taken back to the 
nominee creation page.

• By selecting ‘delete’, a pop up will appear where the student can 
confirm they want to delete the nominee.



Manage permissions



Manage permissions

• Students can manage 
any permissions they 
have opted into on the 
‘manage permissions’ 
page.

• On the homepage, 
under ‘my profile’ they 
can access ‘manage 
permissions’.



Manage permissions

• On this page they can:
• Add any authorised 

nominees
• Opt-out of the personal 

information and location 
equity scheme

• Opt-out of 
supplementary offers or 
publishing offers

• Opt-out of marketing 
emails 

• Opt-out of information 
used for research 
purposes



Manage permissions

• Students just need to untick 
the box they wish to opt-out 
of, and they will be 
automatically removed 
from consideration.



Inbox and Activity log



Inbox

• The student can see any emails sent to them about their 
course application through the ‘inbox’ section of the 
application portal. 

• Select the envelope icon to access inbox



Inbox

• In the inbox section, the student can see all the emails that have 
been sent to them through the application process.



Inbox

• The student can also see the ‘activity log’ which outlines what 
activity they have submitted through the application portal so far.



Inbox

• If the student selects 
the subject of the 
email, they will be 
taken through to see 
the full email contents.



Inbox

• If the student 
selects the activity 
log name, they will 
be taken to a pop-
up page, that 
details the action 
taken, on what time 
and day.



Account Support



Account support

• If the student has 
any issues with 
their account, 
questions on the 
application 
process or need 
to contact VTAC, 
they use the ‘help’ 
menu at the top 
of the screen



Account support

• The student will then 
be taken to our FAQ 
page, where they 
can type in their 
question or select 
one from the 
provided list.



Account support

• By selecting a 
category, the 
student will be 
taken to a list of 
FAQs under that 
category.



Account support

• By selecting the 
drop-down arrow, 
the answer to their 
question will 
appear.



Account support
• If a student cannot find the answer to their question, they 

can call VTAC or select ‘submit an enquiry’.



Account support

• They will be taken to 
a support page, 
where they can see 
any previous 
enquiries submitted.

• To submit an 
enquiry to the VTAC 
team, select ‘submit 
enquiry’.



Account support

• The student will be taken to the 
‘submit an enquiry page’ 
where their details will appear, 
and they can write a 
description of their issue.

• They should title the issue, 
select a subject and write a 
description, no longer than 
1000 characters.

• The student should also check 
all their details are correct.

• Once completed, hit ‘submit’.



Account support

• Once submitted, the student will be taken to a confirmation 
page, confirming their enquiry has been submitted.



Account support

• If they go back to their inbox in their VTAC account, they 
will see they would have received an email confirming the 
enquiry has been submitted and received.



Account support

• If the student goes back to the ‘submit an enquiry’ page, 
their enquiry will appear with a ticket ID, status and date of 
submission.

• They will receive an email to their personal email and 
through the VTAC inbox with the response to their enquiry.



Account support

• Students can select the chat icon in the bottom right of 
the screen to ask questions to the VTAC Virtual Assistant.
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