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Australian Government Digital Identity System

ASTP Online uses the Australian Government Digital Identity System to verify users. Digital
Identity is a safe, secure and convenient way to prove who you are online.

For more information, visit the Digital [dentity website.

Using Digital Identity and RAM to access
ASTP Online

myGovID is the Australian Government's Digital Identity app. Download the myGovID app
to your smart device to prove who you are when accessing government online services like
ASTP Online. myGovID is different to a myGov account.

Relationship Authorisation Manager (RAM) is an authorisation service that allows you to
act on behalf of an entity online when linked with your Digital Identity, like myGovID.

Set up your myGoviD

Set up your myGovID in three easy steps:

1. Download the myGoviD app

£ Available on the Available on
S App Store ?’ Google Play

Only download the myGovID app from the official app stores listed above.

2. Enter your details
Open the myGovID app on your smart device and follow the prompts. You need to
enter your full name, date of birth and a personal email address..

3. Verify you identity

A ‘Standard’ identity strength is required to access ASTP Online, and will require you
to enter your personal details and verify at least two Australian identity documents.

For more information, visit the myGovID set up webpage
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Linking your myGovID to an ABN using RAM

To access ASTP Online on behalf of a business, you need to link your myGovID to the
business using Relationship Authorisation Manager (RAM).

How you link depends on your role.

Principal authority

A principal authority is a person responsible for the entity. They need to link to the entity in
RAM first. Once linked, the principal authority can authorise others to access government
online services like ASTP Online on behalf of the entity.

Find more information, visit the RAM principal authority webpage.

Authorised user or administrator
An authorised user or administrator is someone who acts on behalf of an entity.

A principal authority or authorisation administrator needs to authorise you before you can
access ASTP Online on behalf of an entity.

Use your myGovID to log into RAM and accept an authorisation request.

For more information, visit the RAM authorised users and administrators webpage.

Security and privacy

Together, RAM with a Digital Identity such as myGovID:

e protects your business, ensuring only you and authorised users can access
government online services and transact for the business

e gives greater assurance and visibility over who is transacting for your business,
enabling you to remove or modify an authorisation at any time

e protects your identity data. The government online service can only identify who is
making the transaction for the business, not your personal information.

Help and support

e For myGovlD, visit the myGovID help webpage.

e For RAM, visit the RAM help webpage.
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Accessing ASTP Online

1. To access ASTP Online, simply press the ‘Continue with Digital Identity’ button (as
displayed below) on the Accessing ASTP Online webpage.

. Continue with Digital Identity

2. Select myGovID as your Digital Identity and provide consent to sharing the
information outlined. myGovID is the Australian Government'’s Digital Identity app.

Do you have these?
@ i0S or Android device

3 Two identity documents

S myGoviD

(Coll®)  Managed by the Australian Government

Remember my choice

{Not recommended for shared devices)

3. Enter your myGovID email address.

1. Download the app
2. Prove who you are

3. Come back and login

4. A four-digit code will appear on the login screen. Log in to your myGovID app on your
device and enter or accept the four-digit code.

=

o
@\ GmngD

1. Open myGovID on your phone

2. Accept or enter the code

4231

Me
L\

Waiting

3. Come back

5. Once logged in, you will be directed to the ASTP Contractor Online dashboard.
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Dashboard and Main Menu

The dashboard is the home page for ASTP Contractor Online, and provides access to the
main areas to complete your activities.

If on a different page, click on Dashboard from the left side main menu to navigate back to
the Dashboard.

To collapse the left side main menu to just the icons and create more screen space, click the
top left hamburger icon button. To expand the menu, click the same button again.

To log out, click the top right profile circle button, then click Log out.

= g‘% ASTP - Contractor Online = Wik As7p

B3 Dashboard

°
2 Profile -
- -}
28 Dashboard
$  Contractor Pay Claims $
[E Generate Run Card =
2 Profile $ Contractor Pay Claims & Run Card Q
9 runroutes Contractor det Submit payment claims Generate run card <
ASTP Key Dates
!g
99 Kilometre Review
& Run Routes ASTP Key Dates 99 Kilometre Review
Driver List Display run route Display ASTP key dat Review run rout
(9 contactUs

Drivers (9 Contact Us
Driver list Send feedback

Summary of key activities available from the Dashboard and left side main menu:
e Profile - Displays your contractor details the ASTP has on file.
e Contractor Pay Claims - To submit monthly pay claims for your runs.
e Run Card - To download and/or print your run cards.
¢ Run Routes - To view runs using an interactive map and detailed journey details.
e Kilometre Review - To review and adjust the route of a run.
e Drivers - To view a list of drivers you have engaged with.
e Certify ATSO Pay Claims - To certify/query claims submitted by ATSOs on your runs.
e Contact Us - To email the ASTP with any queries using the online contact form.

e ASTP Key Dates — A quick link to the ASTP Key Dates webpage.
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Profile

As a contractor of the ASTP, it is important that we always have the correct information for
your business. The information displayed on this page is read-only and if any of the details
are incorrect, please contact the ASTP at your earliest convenience.

= % ASTP - Contractor Online

83 Dashboard

Contractor Pay Claims

[E Generate Run Card

Contractor details - ABN: 83310104458

8 Run Routes As a contractor with th ted School Travel Program (ASTP), it is important that we always have thy
& contact us to correct the erroneous deta

ASTP Key Dates First name Last name

99 Kilometre Review

Driver List

iew WOLLONGONG NSW 2500

(9 contactus

email
mtsptyltd@email com.au

Contractor Pay Claims

IMPORTANT: Lodge your online pay claim after 6pm on the last school day of the month.
You can only submit pay claims for the current calendar year, so all pay claims for a
contractor must be submitted online before midnight 31 December.

1. From the Dashboard or left side main menu, click Contractor Pay Claims.

il ASTP - Contractor Online

= Nsw
B3 Dashboard
2 Profile

$ Contractor Payment Period
$  Contractor Pay Claims

[E Generate Run Card

9 RunRoutes

RunNo Payment Month Payment Claim
ASTP Key Dates

99  Kilometre Review
Driver List
(9 contactus June art pay claim

2. Locate the runin the list, or use the Search Run Number filter by entering the whole
run number.

3. Once you have located the run, select the Payment Month you wish to lodge using
the dropdown menu, then click the Start pay claim button.
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4. From the Contractor Pay Claims page, confirm that your company and run details
have been correctly populated.

Wik ASTP - Contractor Online

NSW
B3 Dashboard
Profile

$ Contractor Pay Claims

Contractor Pay Claims

[E Generate Run Card < Back tolist

£

Run Routes

Run No: School(s): High Sch Transport Area: \Wollongonc

ASTP Key Dates Vendor No: 00112233 Contractor: My Transport Services Pty Ltd Claim Status: Draft
99  Kilometre Review
e e
Driver List
Amjpy  Loaded Map. ATSO(s) on run Driver Mehicls Sied Student(s) absent
Kms Rate Student(s)
(9 contactUs
Copy Down @ E @ 3 3 &3 @ ED @

Wednesday - 01/Jun/2022 $45515

AM 4047 Map hd hd MiniBus 6 M

PM 3840 Map hd v MiniBus 6 -
Thursday - 02/Jun/2022 $45157

AM 4047 Map ¢ v MiniBus 6 -

PM 3752 Map h h MiniBus 5 hd

Total Amount: $206.72

5. Complete the ATSO(s) on run, Driver and Student(s) absent details where required
by using one of the following options:

e Select an existing name from the dropdown menu
e Ifthe name is not listed in the dropdown menu, you can manually type it in
e |eave the name field empty if not required

TIP: When you are entering a name, start typing the first or last name and the
dropdown menu list will begin filtering to the closest match. If more than one name
is required, they will be comma separated.

6. To quickly populate the same ATSO(s) on run, Driver or Student(s) absent throughout
the month, use the Copy Down buttons. Simply complete the first day’'s AM row and
choose to copy down the AM, PM, or ALL where required.

Loaded Vehicl Claimed
AM/PM K°a . Map ATSO(s) on run Driver cnicle aime Student(s) absent

ms Rate Student(s)
Copy Down 3 3 £ 3 £33 &3 3 3 &3

7. If there was no transport for a particular day, simply uncheck the box to the left of the
day/date. This will remove all data for that day to indicate no transport was required.

@Wednesday - 01/Jun/2022 $0.00

AM 40.47 MiniBus 6

PM 38.40 MiniBus 6
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8. To provide details regarding any variation that might have occurred during the
month on your run, click the Variation button and enter the details into the Variation

details text box. Example: “Variation to loaded kms occurred on such a day.” Click the
Update button to save the notes.

Unforeseen variation on the run.

An accident occurred on the afternoon of 01/07/2022 resulting in a detour incurrin:

5km extra

L

9. Toreview the run's loaded kilometres, click on the Map link for the relevant AM or PM
run you wish to view. A new page will open displaying an interactive map and details

for the journey. Optionally, you are able to print and/or save this page to a PDF for
your records.

Route Calculation for Run Number (Meming Runs)

Fuin Rambier
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10. Before submitting your pay claim, please check that all information has been entered
correctly. Optionally, you are able to print and/or save the page as a PDF.

TIP: If you are not ready to submit the pay claim but don't want to lose your progress,

click the Save button. To resume your pay claim, follow the steps again to locate the
run’'s pay claim and continue on from your last save.

11.

—
( a Save ' > Submit
~—

Once you have confirmed all information is correct, click the Submit button where a

confirmation pop-up message will appear. By clicking the Confirm button, you
confirm that you have read and understood the message.

Submit Confirmation

y this cont rin
nce and A ct, 1983;
W

12. You will receive a receipt email confirmation to your nominated email address along
with a PDF copy of your payment claim.

- 5
il @ U @ PG YIS Contractor Payment Claim for Run 9563 period February (o] o[t

Message HP Records Manager
|
. x EaReply [ |23 Password Expiry
| ]
Q Reply All @' a To Manager
&~ Delete 2 Forward By - | 53 Team E-mail
Delete Respond Quick Steps

Adobe PDF

)
FRIEIOK

Move
+ -

Tags Editing] Zoom

Move Zoom

@ Follow up. Completed on Tuesday, 29 March 2016,
You forwarded this message on 29/03/2016 12:16 PM.

Fram:

To:

Cc

Subject:

do_not_reply @det.nsw.edu.au
=

Contractor Payment Claim for Run

period February

Sent: Thu 24/03/2016 4:09 PM

-] Message ‘ 'EContractor Payment Claim Form.pdf (5 KE)

Contractor Payment Claim for Run

Regards,

Assisted School Travel Program
T 1300338278
E finance.astp@det.nsw.edu.au

education.nsw.gov.au/public-schools/astp

period February emailed to ASTP successfully.

Should you have any questions regarding your claim please email finance.astp@det.nsw.edu.au
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Run Cards

1. From the Dashboard or left side main menu, click Generate Run Card.

ASTP - Contractor Online

B3 Dashboard

2 Profile

(=) Run Card View

$  Contractor Pay Claims

[E Generate Run Card .
Filter runs:

9 Runroutes

Run number Q
ASTP Key Dates
99 Kilometre Review
Contractor Runs
Driver List aun o Start oate ena Dace un card
B corctis oo mom

Rows per page: 5 v 13 0f3

2. Locate the run number in the list, or use the Run number filter by entering the whole
run number.

3. Once you have located the run, click the Generate run card or Generate with
multiple drivers button based on your preferred format.

4. Depending on your internet browser, the file may download automatically, or you
may see a popup window to Open, Save or Cancel the download.

SENSITIVE: PERSONAL
Assisted School Travel Program
Educaﬁul'l 1300 338 273 odl fraa)
NSW | public Schools Run Card (Run No 11111) seertons oo e
Ploase be advised: s mn card 5 vahd fram the date of issue below. Please securely destroy any previous run card you may have. |he Asssted School

Traved Frogram [ASTP) will sdvize pou of any changes fo Fig run by email, and daly mamfonng of paur email secounl i recommended, For addifianal informalion
piease confact the ASTP on 1300 328 278 o wisit the websile af https-Yeducation.nsw.gov.awastp

Operator Name ©  Asaisted School Travel Program Date @ 0807217
Operator Address :  Locked Bag 7008, WOLLONMGONG EAST 2520 Fax: By Emal
Homa Phone Mo 1200 338 273 Work Phome : 1300 338 278 Fila Mo ; PROJISES12
Emall :  generalenguines astpiloot naw, sdu au Vender Ne: 10100112000
Wehicle: Rego Mo: EBGRABEF Make: Toyots  Model: Comenulers Mo. Zeats: 15 WIC Spaces: 0 Hoist: N Ramp: &
Pay Rate: Fecple Typa: Rdini Start Date; 2810117 End Date; 161217
e
Dviver: Mame: Bob M Address: 80 Town Cr FORESTWILLE 2087 Phone No: 1300338 278 Mobile No: 1300 3743 378
ATSD:  MName:  Gamy P Address: 100 Canafrea 51 DEE WHY UL Phone Ne: 1300 338 208 Maoblle Mo: 1300 338 278
School Details:  As=wsied School Travel Address: Locked Bag /008 Phone Ne: 1300 338 278 Fax No: 1300 338 2TE
Schoal WOLLONGONG CAST 2530
Email Address: penealenouines astpd@ded nee cou au School Code: [N
School cpeniclose times:  MONODE-25M5:27 TUE08:25/1 527 WED-D8: 251527 THUH0E 251527 FRUDE: 2501527 SEA: Marihem Beaches
TRANSPORT REQUIRED: IO Jand 2017 to 02 bun/2017
Siudent Mame | Address Phones | Transport THo [Tu [We [Th [Fr [ Car [ WEC | ATSD | Hespie | 008 File Mo-0
Reguirements Seal
ek E !.__tj:iuubuy TR HORTHAYDE | T30S T Ful [Fall [Far[Fur[ Ful| W ] H 2] ﬁ:'&-‘h‘:“-'
i 2
John & Locked Eag TI0S BLGOLA TR T o - . - - Ful N . - ™ [ RLEFEE i
PLATEAL 2200
Lockad Bag TG O CH [ T30 358 &7 . . E E Ful | W . - ] TrAEEE
00 1iid

Prvacy Nolice: The informalion provded on the Shadenl Transpon Run Cand 15 tor the purpess of adminislerng ASTP services. This niomsalon will al5a be provided 16 Ihe sy dent's sChod, ofel
SENOIHE WA0ES SINSGNGS LEG 1N SN IEfaport fun. Rnsis and Mantme Serdics, amangency sand:o parannal and i Depanmant of Famiy and Communily Serss for 106 purpdsas of ascicting
N the cave and protection of children. The Inommation o this frm 1 Confidental and must not i be prowided 12 UNUTRonsed DErsons WIROUT wiitien 2ppeowal Fom the Department of Educabion. The
ariwer e nl, wilhisl s peRs wailen conssnl of B Dinet or, Assisied School Travel Progrsm, selesss peesonal isfrmalion, of piivis sy stalesent i eepect of any sedenl Persoral inkem siion
o studaris wil D held Oy Ihe ASTF and may e coresiisd by schools comeielng 8 vanaton form.

Fage 101
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Run Routes

1. From the Dashboard or left side main menu, click Run Routes.

= NSW ASTP - Contractor Online e

Dashboard

Profile

9 Run Routes

Contractor Pay Claims

@ v D)o

Generate Run Card
Run Routes View

Run Routes

‘

Run Number

mo
() ASTPKey Dates Q X
99 Kilometre Review
nnnnnnn
01-07-
Driver List B oror2022
(9 contact Us Date format is dd-mm-yyyy (e.g. 31-12-2018
® v Qo

2. Enter the Run Number you wish to view.

3. Enter the Run Date using the format dd-mm-yyyy (e.g. 20-12-2020), or you can use
the pop-out calendar that appears as soon as you click on the Run Date.

4. Select the AM or PM option to display the relevant map.
Click the View Run on Map button to display the map.

6. A new window will open with the current set route.

Note: Once the page has loaded, you can print and/or save to PDF.
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Kilometre Review

1. From the Dashboard or left side main menu, click Kilometre Review.

NSW ASTP - Contractor Online

BY  Dashboard

Profile

99 Kilometre Review

Contractor Pay Claims

@ o D)o

Generate Run Card
Kilometre Review Process

(o

Run Routes

ASTP Key Dates

Kilometre Review

13

Driver List

(9 contactus

nnnnnnn

(5 01-07-2022

@ 2v QP

Adjust Route on Map Submit Kilometre Review

2. Enter the Run Number you wish to view.

3. Enter the Run Date using the format dd-mm-yyyy (e.g. 20-12-2020), or you can use
the pop-out calendar that appears as soon as you click on the Run Date field.

4. Select the AM or PM option to display the relevant map.
Click the Adjust Route on Map button to display the map.

6. A new window will open with the current set route. You can amend the map by:
¢ Changing the order of students by dragging the blue box on left side of page.
e Removing them by clicking the red dot in the blue box on left side of page.

e Torefresh the page press F5 on your keyboard.

To add the removed Student back please regenerale lhe map rom ASIP online.

Base Journey Sequence

D student Address
Sudont's Name &

@ sudont acaress
Student’s Name

G schoathairees
School's Name

© scacolAdress
School's Name:
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7. Ifthe Google route differs from the journey actually travelled, you can click on the
Route and drag it to a more appropriate path. This will create a waypoint, which can

be moved or removed.

Route Calculation Run: 77 Year: 2016 Date: 16-11-2016 Time: am

To odd Ihe remaved Shudent back please regensole the map fom ASIF onfine.

Base Joumey Sequence

F swaem avsress
StugentsName

P sudoncasaross
SwoenrsName o

F schoot ddress
School's Name

P tser Waypoint £1 -

¥ school address
Schoofs Hame

8. Once you have adjusted the map as desired, click the Print button and save a copy as

a PDF to your computer.

9. Return back to the main Kilometre Review page and click the Submit Kilometre
Review button which will automatically open an email using your details email client.

10. Add your comments into the body of the email and attach your saved PDF map(s),

along with any other supporting documents.

1. Send the email to ASTP Finance at finance.astp@det.nsw.edu.au.

Ao ) Q © S Kilometre Review - Message (HTML)
Message Insert  Options Format Text Review Help Acrobat
From¥ | mtsptyltd@email.com.au
= To.. ASTP Finance, DEC
Send c
subject | Kilometre Review|
KM Review.pdf .
Attached 3 e

Dear ASTP Finance,
Add your comments here.

Regards,
My Transport Services Pty Ltd

education.nsw.gov.au/public-schools/astp Page 13 of 19
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Drivers

1. From the Dashboard or left side main menu, click Drivers.

= lrgv‘ ASTP Online for Contractors e

8BS Dashboard

Profile

ES Drivers
$  Contractor Pay Claims
[E RuncCards
Filter drivers:
9 RunRoutes
Driver name Q ) pate of birth
99 Kilometre Review

NWCC expiry v Licence expiry v Medical expiry v Authorisec v
[0 Exclude Previous/Alias names from search (Previous/Alias names will appear in gre

2, Certify ATSO Pay Claims > Apply

(9 contactus

Drivers
[ ASTP Key Dates

Name poB Mobile wwec Exp Medical Exp Licence Exp Licence Class

>
3

Access

Suzan SMITH

19/06/1955 0410123456 20/05/2026 22/05/2024 09/05/2027 Car © ©

Charlie GRAYSON  15/09/1962 041123456 28/11/2024 17/02/2023 23/04/2023 Light Rigid © 4

Jon CHAN 09/02/1976 0412123456 17/08/2021 2110/2021 04/12/2020 Car [m] [m]
Karen CRUISE

o 25/04/1972 0413123456 20/05/2026 22/07/2019 09/05/2024 Car [m] ©

Mo AHMAD 25/04/1963 0414123456 30/01/2007 Medium Rigid [m] a

Rowsperpage: 25 ¥ 150f5

Disclaimer

ge is for the purposs

2. Locate the driver in the list, or use the Filter drivers section by using one or more of
the following filters:

e Personal details: Driver name (First, Second, Last Name), Date of birth.
e Clearance status: WWCC expiry, Licence expiry, Medical expiry, Authorised.

e Exclude Previous/Alias names from search: Ticking this box will not search on
a driver with an Alias name. This means only their legal First, Second, Last
Name will be used for searches. The Previous/Alias names will appear in grey.

e Additional details not searchable: Mobile, Licence Class, Mobile App Access.

3. Tosearch for drivers with upcoming clearance expiry regarding their WWCC, Licence
or Medical status, choose the 0-3 or 0-6 months filter from the desired dropdown.

e 0-3 Months: Will display drivers who have upcoming expiry's within the 1st, 2"
and 3@ months starting from today's date.

e 3-6 Months: Will display drivers who have upcoming expiry’'s within the 4%, 5t
and 6" months starting from today’s date.

4. Once your filters are set, click the Apply button to search.

To reset and clear the search filters, click the Clear button.
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6. To see additional details for the driver, including the Runs they are attached to, click
anywhere on the row to the view the Driver Details screen.

= Wik ASTP Online for Contractors

NSW
83 Dashboard
2 Profile E D . D t 'I
$  Contractor Pay Claims
[E Runcards
Run Routes i
8 Driver ID: 10022334
99  Kilometre Review Last name: SMITH First name: Suzan
=
Gender: Female Date of Birth: 06/19! Place of Birth: Wollongong
Drivers
State of Birth: NSV Country of Birth: Australia
2, Certify ATSO Pay Claims Residential address: 100 Ocean St WOLLONGONG NSW 2500
Home Phone: 0242240000 ‘Work Phone: Mobile: 0410234567
(9 contact us

7} ASTP Key Dates . "

B Y Previous or Alias Names
Last Name First Name Second Name
CITIZEN Suzan

Additional Information
Licence No: 1122334 Licence Expiry: 09/05/2027 Licence Class: Car

WWCC Number: WWC1234567€ WWCC Expiry: 20/05/2026

© M

Driver Runs
Run No. Run Year Start Date End Date Primary
10001 2023 27/01/2023 19/12/2023 =

7. To return to the driver list, click the Back to list button.
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Certify ATSO Pay Claims

IMPORTANT: ATSOs are paid fortnightly with the pay fortnight finishing on a Thursday. For
ATSOs to be paid the following week, they must submit their pay claim online by Thursday
midnight (of the pay period end). Once submitted, ATSO pay claims will be available for the
contractor to review and certify them. Contractors are requested to complete certification of
ATSO pay claims by Friday midnight (of the pay period end), to enable ASTP to process ATSO
payments. If ASTP receives a certified pay claim submission on time, ATSOs will be paid the
following Thursday.

1. From the Dashboard or left side main menu, click Certify ATSO Pay Claims.

= % ASTP Online for Contractors e

B3 Dashboard

& Profile PY " .
2 Certify ATSO Pay Claims
$  Contractor Pay Claims
@ Runcards .
Filter results:
9 RunRoutes Pay period
21/10/2022 - 03/11/2022 X v Runnumber > Apply
99  Kilometre Review
Drivers
ATSO Pay Claims
3
&  Certify ATSO Pay Claims Run Pay Period ATSO Employee ID Status Last Submitted
@ Contact Us Run 10001 2110/2022 - 03/M/2022 Robbie WEST 0on22 Submitted 02/11/2022
[ AsTPKey Dates Run 10002 21/10/2022 - 03/M/2022 Ari GOLDBERG 003344 Certified 02/1/2022
Run 10003 21/10/2022 - 03/11/2022 Charlie GRAYSON 005566 Queried 02/11/2022

2. Locate the pay claim in the list, or use the Filter results section by using one or more
of the following filters and click the Apply button to search:

e Pay period: Select the pay period from the dropdown menu
e Run number: Enter the whole run number

3. Once you have located the pay claim, click anywhere on the row to view or action it.

= Mk ASTP Online for Contractors

B3 Dashboard

2 Profile _— . .
E Certify ATSO Pay Claims
$  Contractor Pay Claims
E Run Cards < Back to list
8 Runrous JRS N —— Employes Number: 0z545 WWWEE: WWCOIZSASEE (Expiy: 108/2026
Mobils DOE Ei il: ss@det.nsw.edu.a
?_g Kilometre Review © mall - au

Drivers

2, Certify ATSO Pay Claims

(9 contactus Pay Claim Period: 21/10/2022 - 03/11/2022
[ ASTP Key Dates Claim Status: Submitted Submitted By: SAM.SMITH (18/07/2(
RUN 10001
Claim Type Time Student absences Comments

Friday 07/10/2022

M Nork s Charlie JONES
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4. For pay claims with a status of Submitted, you will have two options:
e Certify this claim: You agree with the claim details and certify it for processing.

¢ Query this claim: You are uncertain about aspects of the claim details (e.g.
overclaiming) and would like the ASTP to review it. Please submit pay claim
gueries as soon as possible.

v Certify this claim 7 Query this claim

5. Ifyou query a claim, please enter a short description for the reason and click the
Submit button. The claim will be submitted to the ASTP for review.

Please add reasons for querying this claim

The 12/10/22 time entry appears incorrect.

——

(-

6. Once a pay claim has been submitted successfully (Certified or Queried), you will
receive the green confirmation message as follows, and you cannot change it.

v Pay claim submitted successfully. °

7. Submitted pay claims (Certified or Queried), can be viewed again from the Certify
ATSO Pay Claims landing page.

For Certified pay claims, the following additional information is displayed:
¢ Run Status: Certified

e Certified By: Name and date/time of submission

For Queried pay claims, the following additional information is displayed:
¢ Run Status: Queried
¢ Queried By: Name and date/time of submission
e Reasons for query: Description of supplied query

8. If you require a change to be made to a submitted pay claim that has not yet been
processed, please navigate to the Contact Us page and complete the online form.
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Contact Us

1. From the Dashboard or left side main menu, click Contact Us.

il ASTP - Contractor Online

= NSW

Dashboard

Profile

A Contact Us

Contractor Pay Claims

Generate Run Card
Email to ASTP

Run Routes Subject

o [ o

ASTP Key Dates

Kilometre Review
Hello, | would like to report an incident that occurred on the morning of run 1110. Please call me to discuss further.

f 13

Driver List

Contact Us

&l

Preview m

Select a Subject from the dropdown that closest resembles your enquiry.
Enter your enquiry within the textbox.

Optionally, Attach file(s) relevant to your enquiry.

Optionally, click the Preview button to review your enquiry before sending.

Once your enquiry details are completed, click the Send button.

N oo oA WN

A green Email sent alert will confirm your email has been sent successfully.

Technical support: If you are unable to log into ASTP Contractor Online or experience
issues with the Contact Us online form, please visit our technical support page.
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ASTP Key Dates

1. From the Dashboard or left side main menu, click ASTP Key Dates.

ASTP - Contractol

BS  Dashboard

2 Profile

08 Dashboard

$  Contractor Pay Claims

[E Generate Run Card

2 Profile $ Contractor Pay Claims &= Run Card
9 Runroutes \tractor details Submit payment claims Generate run car
99 Kilometre Review
8 Run Routes (2 ASTP Key Dates 99 Kilometre Review
Driver List play run route: splay ASTP key dates Review run route
(9 contactus

Drivers (3 Contact Us

er list Send feedba:

2. The ASTP Key Dates webpage will open on a new tab or window depending on your
internet browser settings.

A NSW Government website - Education G Select language v Login & v
h‘ﬂ

il“’»' Early childhood Public Teaching and Student Skills Parents and Policy Teach

NSW education v schools v learning v wellbeing v NSW carers v library NSW v

Assisted School Travel
Program a

Home % Public schools 3 Assisted School Travel Program  Key dates

Assisted School Travel Program Key dates
Key dates L
Important dates and submission deadlines for the ASTP.
Parents
Schools
On this page
ATSOs
Calendar -
Eligible Service Providers
Important -
ASTP and the NDIS
Rollover -
Appeals
Appeals, 2022 -
Contact us
ATSO face-to-face CPR/Anaphylaxis training schedule -
Contractor and ATSO pay ending -
Driver applications and ATSO safety vest orders -
Eligible Service Provider application -
NSW public school holidays and term dates -
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