
Dear Apprentice / Trainee System User, 

Welcome to profile21 system, 

This user guide describes the basic functions of the profile21 software application. 

Login 

 Go to the profiling website: www.profile21.com.au

 Enter the username and password specified for your account

Navigation Links 

The latest news, tips and important links are available on this page. 

The Home page also includes your Profile summary, which provides high level summary information about your card 
stats, such as cards submitted, cards awaiting verification and submission (see Profile summary box below) 

 New Card menu option

Click here to add a new card entry.

 Select the period you wish to submit from the list.

 Select your employer from the drop down list.

 Enter the name of your supervisor (see below)
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 In the Area Worked column select the area that you worked in for that period. As your mouse moves over each
area, the definition will appear within a bubble (see example above). When you click on the area selected it will
become highlighted and the second column will change to show the required activities you are to complete.

Taking the first area (activity) you worked in, enter the information in the Details column.

 Enter the number of hours you worked on the activity

 Selecting the role you had during your work. You can click more than one box if that is the work that you did
against that activity during that period.

 Continue down the column, click in each of the boxes, the type of supervision you had during your work. If
you were supervised at different levels on the one activity then you can click on more than one box.

 Continue down the column and click on the box for the type of activity that was worked on or the type of
testing carried out during the activity.

 Once the Details column is complete for that Area Worked. Move onto the next Area Worked, and complete the
steps as above, entering in information of your workbased activities into the details section of the card.

 In the Area Worked column, you also need to include, if any:

 “Off-job Training” e.g. attending off-the-job training sessions

 “Sick” e.g. time off due to illness

 “Leave/RDO” e.g. holidays

 After you have entered all information for all areas worked, click “Save”.

 You will be directed to a window which allows you to check the information you have entered for each Area
Worked. You can add additional comments at this stage. If you have entered information incorrectly, click “Back” to
re-enter the information or “Save Draft” to re-enter or add further information at a later date.

 After ensuring that your online form has been correctly completed you can click “Submit”.

 Once the form has been submitted it will be forwarded to your employer for verification. The employer will either
verify your card or reject it if they feel the information you have entered is incorrect. If your card is rejected, it will be
returned to you for editing and re-submitting.
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 Existing Cards menu option

Click here to show the list of records that you have already entered onto the system (records can be searched by 
status/period). Draft cards may be edited and submitted from here. 

The list may be sorted by the period or submitted date by clicking on the column name (e.g. period or Submit Date) 

To view/edit Existing Cards 
Enter the card status/period. Click “Search”. To view all cards, leave fields blank. 

The information shown from the search will show the Period/Status of the Card/Company Name/Supervisor/Date of 
Card Submission. Click on the period to view/edit that card. 

The Card Status list is: 

 Submitted – indicates which cards have sent to your employer for verification. These cards may be viewed as a
summary but cannot be changed unless they are rejected.

 Rejected – indicates which cards have not been verified by your employer and returned for editing and re-
submission.

 Verified – indicates which cards have been verified by your employer. These cards may be viewed as a
summary but cannot be changed.

 Re-Submitted – indicates which cards have been re-submitted to your employer. These cards may be viewed as
a summary but cannot be changed.

 Draft – indicates which cards are not complete or have not been submitted. These cards can be viewed for
editing and can be submitted to your employer.
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 Report menu option

 Click the “Report” option to view/download reports.

 Follow the instructions on the website to view or download the report.

 Only the latest report will be stored on the website. It is advised that you save a copy of any reports you wish
to keep.

Please note: Reports will not be available until the Release of Information form is received by the profile21 team. 

Internal messages can now be sent between your RTO, Employer, the profile21 team and yourself. 

 Received Messages menu option
View messages sent to your user account

 To view all messages, leave fields blank and click search, or complete the fields for more specific criteria.

 Sent Messages menu option
View messages previously sent

 To view all messages, leave fields blank and click search, or complete the fields for more specific criteria.

 Send New Message menu option
Send New Messages – Send a new message

 Select the user type and click “Find Users”. This will bring up a list of users for this category.

 Select the user and click “Create Message”.

 Complete the message and click “Send”.

 Change Password menu option
When you first login to profile21, to commence profiling, it is a good idea to change your password for security reasons.
Make it something that you will easily remember. Passwords must be at least 6 characters long. Please note the
password is case sensitive.

 Update Personal Details menu option
Update your personal details on the system, i.e. email, phone number, etc.

When you wish to exit from the system, select the “Logout” menu option and then “Click Here” to complete the logout 
process. 
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