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1. Registering to use asqanet 

1.1 How do I register to use asqanet if I am the Chief Executive 

or Principal Executive Officer of a provider? 

We will create an administrator user account if you are the: 

• Chief Executive of an existing or recently approved RTO  

• Principal Executive Officer of an existing or recently approved CRICOS provider. 

We will email your login details to your email address as it is listed on training.gov.au or PRISMS. 

If you are the Chief Executive or Principal Executive Officer and you do not have an asqanet login, 

please contact us via our online enquiry form.  

1.2 How do I register to use asqanet if I am not a Chief 

Executive or Principal Executive Officer of a provider? 

Administrators can create user accounts for staff or consultants to act as agents for their organisation. 

Alternatively, staff and consultants can create their own accounts by registering to use asqanet. They 

will need to request agent access to the organisation, which the Administrator may grant. To register 

for an account: 

1. Select Register to use asqanet from the login page, https://asqanet.asqa.gov.au/. 

  

  

  

  

  

  

  

  

  

  

  

  

  

2. You will be asked to provide details such as your name, email address (which will be your 

username), and contact phone number. 

3.  Select the type of account you need from the following options:  

• I wish to apply for initial VET registration (note: you may also apply for initial CRICOS 

registration as part of this process) 

• I wish to apply for initial CRICOS-only registration to provide ELICOS 

• I am a Stakeholder representative 

(Select this option if you are a staff member or a consultant working for an RTO or 

CRICOS provider. You will need to enter the RTO or CRICOS code of the organisation. 

Note that the organisation’s administrator (in most cases, the Chief Executive or PEO) 

https://www.asqa.gov.au/node/6062
https://asqanet.asqa.gov.au/
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will need to approve your access. Once this access is approved, you will be able to log 

in as an agent.) 

4. A four-digit verification code will then be sent to your nominated email address. Once received, tick 

the I have received the verification email box and enter the code. 

 

 

  

 

5. Enter your password, ensuring it meets minimum password requirements; note that password will 

be masked to display six characters. 

 

6. Accept the privacy policy and select Submit.  

1.3 How can an administrator approve access for another user? 

If you are an asqanet administrator (in most cases, the organisation’s Chief Executive or PEO), you 

can approve requests from staff or contractors to be associated with your organisation. To approve 

these registration requests: 

1. Log into asqanet https://asqanet.asqa.gov.au/. 

2. Select User Management from the drop-down menu in the top right corner. 

 

 

 

 

 

 

 

 

 

 

 

https://asqanet.asqa.gov.au/
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3. Pending Agent requests will be displayed.  

4. To confirm or deny an agent request, select Action Request. 

5. Once confirmed, the staff member or contractor will have access as an Agent for your organisation. 

6. You can also grant a staff member or contractor administrator access, which grants the capacity to 

approve or deny other agent requests. In the User Management section, under Current Agents, you 

can select the Make Admin button. 

1.4 As a staff member or consultant, how do I link my user 

account to my organisation or additional organisations? 

A staff member or consultant can access one or multiple organisations through the same asqanet 

login. Requesting access to one or additional organisations can be done through the My Account 

section: 

1. Select My Account from the drop-down menu in the top right corner.  

 or 

 Select My Account from the home page. 
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2. Select Request Agent Access for Organisation. 

 

3. To search, begin typing the name of the organisation in the Organisation field and select your 

organisation from the drop-down list. Press the + (plus) icon to add organisations and the - (minus) 

icon to remove organisations. You can request agent access to multiple organisations. 

4. Select Send request. 

5. Your request to access the organisation will be pending. An administrator will need to approve your 

request (see 1.3 of this guide). 

1.5 How can I update my personal details?  

The contact details in asqanet are for the user account only. Updating your details through this 

section will not update training.gov.au or PRISMS.  

1. Select My Account from the drop-down menu in the top right corner. 

 or 

 Select My Account from the home page. 
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2. Select Edit Details under your details on the left of the page. 

3. asqanet will guide you through the changes you want to make. You can make multiple updates at 

the same time. 

 

1.6 How can I update my password? 

1. Select My Account from the drop-down menu in the top right corner. 

 or 

 Select My Account from the home page. 

2. Select Change Password under your details on the left of the page. 

 

3. Enter your current password and the new password (ensuring it meets the minimum 

requirements). 
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4.After confirming your new password, select Change Password. 

2. Managing your applications and registration details 

2.1 How do I update minor RTO details or remove scope 

items? 

A minor change form in asqanet can be used to remove scope items and/or update your VET 

registration details such as: 

• a change in head office details including website and addresses 

• contact details for the Chief Executive 

• contact information for management and ownership personnel 

• registration or general enquiry contacts 

• VET delivery states and offshore delivery 

• delivery locations for VET scope items.  

To access the Update minor VET details and remove scope form: 

1. Select VET/CRICOS applications from the Registration drop-down menu. 

 or 

Select Registration (New Application) from the home page. 
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2. Select Update minor VET details and remove scope from the VET/CRICOS applications menu.  

 

3. Use the arrows to navigate through the application. Please note you can make multiple detail 

changes in the one notification. 

 

For information regarding updating your delivery locations, please see our User guide: updating your 

delivery location. 

CRICOS providers please note: You cannot remove a VET scope item that you also deliver on 

CRICOS, and these items will not be displayed. You will first need to submit a Change CRICOS 

https://www.asqa.gov.au/sites/default/files/2021-09/User%20guide%20-%20updating%20your%20delivery%20location%20PDF.pdf
https://www.asqa.gov.au/sites/default/files/2021-09/User%20guide%20-%20updating%20your%20delivery%20location%20PDF.pdf
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application (see 2.3) to have the scope item removed from your CRICOS registration and once 

approved, you will be able to remove that scope item from your VET registration via this form. 

This form will only update training.gov.au and not PRISMS or CRICOS. Please contact us via our 

online enquiry form to change CRICOS details such as: 

• trading name  

• web address 

• head office location 

• postal address or 

• PEO Contact details 

For all other minor CRICOS changes, please contact the PRISMS Helpdesk 

prisms@education.gov.au.  

 

2.2 How do I amend details for my CRICOS registration?  

An Application to change CRICOS registration form is used to: 

• add or remove courses from your CRICOS scope 

• add or remove permanent CRICOS delivery sites (this includes both adding sites and 

replacing sites) 

• increase or decrease overall student capacity 

• change the duration of a course 

• increase or decrease student tuition fees for a course 

• change the mode of delivery for a course. 

This form will only update PRISMS and CRICOS, not training.gov.au.  

To access the Application to change CRICOS registration form: 

1. Select VET/CRICOS applications from the Registration drop-down menu. 

 or 

Select Registration (New Application) from the home page. 

2. Select Application to change CRICOS registration from the VET/CRICOS applications menu. 

3. Use the arrows to navigate through the application. Please note you can make multiple detail 

changes in the one notification. 

 

mailto:contact
https://www.asqa.gov.au/node/6062
mailto:prisms@education.gov.au
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2.3 How do I inform ASQA of significant changes to my 

organisation? 

The Notification of material change or event is used to notify us of any changes to your 

organisation’s ownership, management, financial administration status, change in Chief Executive or 

PEO, or of other significant changes that may affect your operations.  

1. Select VET/CRICOS applications from the Registration drop-down menu. 

 or 

Select Registration (New Application) from the home page. 

2. Select Notification of material change or event from the VET/CRICOS applications menu. 

Please note you can notify us of multiple material changes or events in the one notification. 

 

3. Use the arrows to navigate through the application.  

 

2.4 How do I add an item to my VET or CRICOS scope of 

registration? 

1. Select VET/CRICOS applications from the Registration drop-down menu. 

 or 

Select Registration (New Application) from the home page. 

2. Select Application to add scope to RTO and/or CRICOS registration from the VET/CRICOS 

applications menu. 

https://www.asqa.gov.au/resources/guides/guide-change-ownership
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3. Choose the scope items you would like to add from the drop-down list. 

4. Use the arrows to navigate through the application.  

 

If you would like to add multiple items in the same application, select the + (plus) icon at the bottom of 

the form. 

 

You can find more information regarding adding items to your VET scope and adding items to your 

CRICOS scope on our website. 

2.5 How do I renew my RTO’s registration? 

To maintain your registration, you must apply to renew your registration before it expires. We must 

receive your renewal application at least 90 days before your registration expiry date. 

Please note: the renewal application will become available to you 12 months before your registration 

expiry date. 

To access the application: 

1. Select VET/CRICOS applications from the Registration drop-down menu. 

 or 

Select Registration (New Application) from the home page. 

2. Select Application to renew RTO registration from the VET/CRICOS applications menu. 

3. 3. Use the arrows to navigate through the application.  

 

 

You can find details on how to renew your RTO’s registration and how we evaluate registration 

renewal applications on our website.  

If you hold CRICOS registration, you must also apply to renew your CRICOS registration prior to 

expiry. See below for details. 

2.6 How do I renew my CRICOS registration? 

To maintain your registration, you must apply to renew your registration before it expires. We must 

receive your renewal application at least 90 days before your registration expiry date. 

https://www.asqa.gov.au/rto/change-scope-registration/add-items
https://www.asqa.gov.au/cricos/change-scope
https://www.asqa.gov.au/cricos/change-scope
https://www.asqa.gov.au/rto/renew-registration/how-renew
https://www.asqa.gov.au/rto/renew-registration/how-we-assess
https://www.asqa.gov.au/rto/renew-registration/how-we-assess
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Please note: the renewal application will become available to you 12 months before your registration 

expiry date. 

To access the application: 

1. Select VET/CRICOS applications from the Registration drop-down menu. 

 or 

Select Registration (New Application) from the home page. 

2. Select Application to renew CRICOS registration from the VET/CRICOS applications menu. 

3. Use the arrows to navigate through the application.  

 

You can find information on how to renew your CRICOS registration on our website. 

2.7 Where can I view the progress of my application or 

notification? 

1. Select Application History from the Registration drop-down menu. 

 or 

Select Application History (Most Recent) from the home page. 

 

https://www.asqa.gov.au/cricos/renew-registration
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You can refer to the glossary of asqanet application and performance assessment status terms on our 

website. 

2.8 How do I withdraw my registration? 

You need to apply to us to withdraw your registration. 

1. Select VET/CRICOS applications from the Registration drop-down menu. 

 or 

Select Registration (New Application) from the home page. 

2. Select Application to withdraw RTO and/or CRICOS registration from the VET/CRICOS 

applications menu. 

3. Use the arrows to navigate through the application.  

 

You can find information regarding withdrawing your RTO registration and withdrawing CRICOS 

registration on our website. 

 

2.9 How do I withdraw an application that is still undergoing 

assessment? 

If you have submitted an application in error or would like to apply to withdraw an open application, 

please have your Chief Executive or Principal Executive Officer contact our Service Delivery team. 

Please remember to include the application ID in your query.  

https://www.asqa.gov.au/asqanet-status-glossary
https://www.asqa.gov.au/rto/withdraw-registration
https://www.asqa.gov.au/cricos/withdraw-registration
https://www.asqa.gov.au/about/contact-us
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2.10 How do I change the name of a VET delivery site? 

Each delivery site has a name associated with it. The name of the location (not the address) can be 

amended via the RTO details section. To change, add or remove your delivery locations, see 2.1.  

1. Select RTO details from the Organisation drop-down menu. 

 or 

Select RTO details from the home page. 

2. Select the Delivery Locations tab on the RTO Details page. 

3. Select Change next to the delivery site name you wish to amend.  

4. Select Save.  

 

2.11 How do I access my saved applications?  

When completing an application, you can save your process by selecting this icon 

Saved applications can only be accessed by the user account that originally saved the application. 

Please note saved applications cannot be accessed by ASQA.  

There are two ways to see your saved applications: 

1. Select Registration (Saved Applications) from the home page. 

2. Select Registration (New Application) from the Registration drop-down menu. 

 or 

Select Registration (New Application) from the home page.  
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The saved application will then be available in the contents section on the left under Recent Files. 

 

3. Third Party Reports 

3.1 How do I report commencement or cessation of a third 

party arrangement? 

To report the commencement or cessation of an arrangement: 

1. Select Third Party Service Providers from the Organisation drop-down menu.  
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2. You can add a new arrangement or add an end date to an existing arrangement on this page.  

 

You can find information regarding reporting Third-party agreements on our website.  

3.2 Am I able to edit an existing third party arrangement? 

No, you will need to end the existing arrangement and add a new arrangement with the amended 

details. 

https://www.asqa.gov.au/resources/fact-sheets/third-party-arrangements-0
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4. Business names  

4.1 How do I change my listed business names on 

training.gov.au? 

We no longer require providers to inform us of the business names associated with their legal entity. 

Instead, this data is sourced directly from the Australian Business Register (ABR) and applied to your 

Organisation Details within asqanet. 

To amend which of your business names appear on training.gov.au: 

1. Select Manage Business Names from the Organisation drop-down menu. 

2. Any business name registered on ABR for your organisation will be visible in this section. Simply 

check or uncheck the Publish to TGA box for those you wish to be published. 

3. Select Save Changes. 

  

Changes to training.gov.au will take approximately 24-48 hours to update.    

5. Finance 

5.1 How do I view my organisation’s invoices? 

Payment history including invoices and credit notes can be found under the Finance Information 

section. Invoices that are payable online can be paid via this section.  

1. Select Finance Information from the Organisation drop-down menu. 

 or 

Select Finance Information from the home page. 

 


