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Enter the URL of your RTOM software

( http://iib.rtomanager.com.au/ )in the address
bar of your browser and hit enter. You will be
prompted to enter your username (Student ID

Number: e.g., 11B210155) and password (DOB:

e.g., 12111999) to validate that you are the
genuine user of the system
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http://iib.rtomanager.com.au/

Click “LOGIN” You will arrive at the Home Page
as shown below.

If you are logged in for the first time, the system
will ask you to confirm the address and contact
details on the next screen.

Bl Update your primary contact address

Street Address: |F7, 15 Forrester S5t

City/Town/Suburb: | Kingsgrove

U S E R I—O G | N Country: | Australia
State: | NS "."'.'E

Postcode: | 2208
Home phone:

Mobile phone:

Lipdate




Once you update the details the system
will show the below message. B Update your primary contact address

Street Address: |F7, 15 Forrester 5t
City/Town/Suburb: | Kingsgrove
Country: | Australia

INSelelN i

Postcode: | 2208
Home phone: | 13005643512
Mobile phone:

pdate

¢ Thank you for your updated information. Please click close icon to continue accessing your portal.




After then the home page will be shown
as below.

Logged in As Jennifer CAYABYAB (IIB190155) ! B Logout | I:Heip

Profile Attendance Timetable & Resulis Payment Communication
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Once you have logged in to
RTOM, click Profile>Edit Profile.

Logged in As Jennifer CAYABYAB (lIB190155) ! gLogout | T

Home Profile Attendance Timetable & Results Payment Communication

Edit Profile > d

B Edit Your P

EDIT PROFILE -

College email: h.edu.au ivate email: ib.edu.au

provide the i dd number and name not post office ) wi usually reside rath han emporary add i u reside for training, work or other purpo:
ur home.
e from a rural area u d from your stat: Y rural p ty add ing' or "numbx 3 2T @S YOUr re: ntial street addre

Building/property name:
Flatiunit details:

Street number (e.g. 20:




Please note that you cannot change the
name, Student ID, your name

Finally click “ Update “ to save the
changes you have made. You will receive
a confirmation message.

EDIT PROFILE

Bl Edit Your Profile

Personal Infomation
Student 1D: 061STU20 D Full name: Nr.
Nickname: uUSsk:
College email: None Private email: Info@nomanager.com.au

Current Street Address

U Please provide the physical address (street number and name not post office box) where you usually reside rather than any ten
before returning your home.

Il you are from a rural area use the address from your state’s or territory’s 'rural property addressing’ or ‘'numbering’ system as

Country: | Australia
Bulliding/property name:
Flat/unit details:
Street number (e.g. 205 or Lot 118):

Street name:

Suburb/Town/City: State/Province: NSW|w

Postcode: Work phone:

Home phone: |( L ) Mobile:

Update




Once you have logged in to RTOM,
click Profile>Change Password

CHANGING
PASSWORD

Home Profile Attendance Timetable & Results Payment Communication

Edit Profile Change Password

B Change Password

Confirm Me

Change d) (Cancel

Current password:
Security question: |What is your Date of Birth? (dd/mr

Security answer:

Logged in As Jennifer CAYABYA




Once you have logged in to RTOM,
click Profile>Change Password

CHANGING
PASSWORD

Home Profile Attendance Timetable & Results Payment

Edit Profile Change Password

B Change Password

Confirm Me

Change d) (Cancel

Current password:
Security question: |What is your Date of Birth? (dd/mr

Security answer:

Communication

Logged in As Jennifer CAYABYA




Enter your old password, your New
Password and Confirm your new password

Finally click” change password “.You will
receive a confirmation message

You should keep in mind that new password
and confirm new password must be the same.

CHANGING
PASSWORD

B Change Password

Syceess

""'{:_tj_gnge Password Comple_E_g__..-f"

vord has heen changed!




Security question and answer will help you to
recover/remember your password in case you
forget your password. It is important to keep your
security question and answer safe, secure, and
simple. To reset your security question and
answer, follow the instructions below.

CHANGING
PASSWORD

Home Profile Attendance Timetable & Results Payment

Edit Profile Change Password O

B Change Password

Confirm K

Current password:
Security question: |\W

Security answer:

Communication

Logged in As Jennifer CAYABYA




Enter your current password, security question
and security answer as marked by red circle in
figure below

Finally click “ update ‘.Security question and
answer will be reset, and the confirmation
message is displayed in green to confirm the
change as shown below

B Change Password

Change Password Feget Security Ouestion & Answer

CHANGING |
PASSWORD oo P | | Coemm——

Security answer: | 12345

Chiange P: anrd Cancel Update
AR ALE

'_'.-.-|:I||[|:-||' Duestion & Answer has hean rasal succes '-:|I||_|-r'_




From this menu student can send their
feedback/complaints directly to the administration
department which will help the college to improve
their service delivery. To send feedback, follow the
instructions below:

Once you have logged in to RTOM,

click Communication on the main menu. You will go
to Feedback page as shown in figure 1.

COMMUNICATIONS

Home Profile

Logged in As Jennifer CA!

Attendance Timetable & Results Payment Communication

Email Feedback | Email To Teacher | Communication History

B Email Feedback

Subject:

You can send any feedback or write a message to us by means of this email. Your feedback will be useful to keep our standards high.

Paragraph % | | Font

Insert Himl v | = ]




Select the topic of your feedback from the drop-down
menu for e.g., Academic as shown in figure below.

Type your topic for e.g., Inadequate Computer as
shown in figure below.

Type your Feedback/Message .

Finally cIic.k "senq email” . Your email will be sent,
and you will receive a message .

COMMUNICATIONS

Home Profile

Attendance

Email Feedback | Email To Teacher

B Email Feedback

() Hi, Ms Jennifi

Topic

Subject:

Timetable & Results

Communication H

Payment

Communication

Logged in As Jennifer CA!

You can send any feedback or write a message to us by means of this email. Your feedback will be useful to keep our standards high.
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Here you can also email to your trainer as
per the unit they are teaching. To do this
Click on Email to Trainer.

Select the course, unit and check the
Trainer to send email to

Enter Topic and email content
Enter file attachment (if applicable)

Click “ send email “

COMMUNICATIONS

Home Profile Attendance Timetable & Results

Email To Teacher | C

Payment Communication

ommunication History

B Send Email to Teacher

Student

From:
Course:

Subject:

Teacher:

: 11IB190155 - Jennifer CAYABYAB

gemma@iib.edu.au
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Logged in As Jennif




To view your attendance details, follow the
instructions below:

Logged in As Jennifer CAYABYAB (IIB190155)! SLogout | 4%Help

Once you have logged in to RTOM,
click Attendance menu and your current course -

summary attendance along with Subject e
attendance will appear as figure below.

 View Attendance (Weekly Summary)

us: Current Student) w

ATTENDANCE

Term Week Length Tue Wed Thurs Fri Sat Sun StudyHrs Other Hrs  Weekly Attd Hrs. Weekly Class Hrs Weekly Attd% Semester Curr. Attd. Semester Proj. Attd.

1 1 o
1 1 i
15 1 75
1 15 I
1 1

1

1
1
1
1
1
1
1
1
1
1
1




To view your timetable, follow the
instructions below:

Once you have logged in to RTOM,

click Timetables & Results as shown. By

default, your timetable for the current

month will appear as in figure below. tone o | prercace [RCSETLLETR osrert | conmnictin

Logged in As Jennifer CAYABYAB ([IB190155): g Logout | I:Help

I View Current Timetable

(Status: Current Student) w

TIMETABLE

Wednesday Thursd Friday Saturday Sunday

r NC NC




From this menu you can view your results. To
do this, follow the instructions below:

Once you have logged in to RTOM,
click Timetable & results menu as in figure
below.

RESULTS

Home Profile

Attendance Timetable & Results Payment Communication

M View Academic Final Results

Enrolment Details

Subject Results

Term: 1 “h Grad

Compet

Compet

Unit Results

Unit
BSBFI

Unit

Logged in As Jennifer CAYABYAB (lIB190155) & Logout | I:Help

Competency Duration

Competenc:

Duration
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Assessment Details
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Unit Associated




Once you have logged in to RTOM
click Timetable & results as in figure below.

Click "study plan”. You will go to the View
Study Plan page as shown below

It gives the information of the

course Name, Start Date, Finish

Date, Course Attempt,

and Status and Course Fee Logged in As Jennifer CAYABYAD (IB190155) tapout 1 %

Home Profile Attendance Timetable & Results Payment Communication

STUDY PLAN S

s

Course attempt Additional information Study Period Status E e Tuition Fee Action




Click” Excel “ icon to export the study plan
to excel file.

STUDY PLAN




From this menu, you can view your payments made
for enrolled courses. To do this, follow the instructions
below:

Once you have logged in to RTOM, click Payment as
shown below. You will go to the page as shown in the
figure below . Select the course for which you want to
view payment from the drop-down menu as shown in
figure 1. Your payment summary information will be
displayed as shown in figure below.

Evaluiatio

Home View Doc Taterial Attendance Stuchy Prodgress Traine&ship

M \iew Your Payment Information

PAYMENT

Status: ~

Course finish date: B100L2

View Payment Details

View Payments for: L) Tuition Fee P



Now to view Tuition fee select "tuition fee
payment” . Your tuition fee payment information
will appear as shown

PAYMENT




Similarly, to view miscellaneous payments
like enrolment fee, select "miscellaneous .
Your miscellaneous payment information will
be displayed as shown .

PAYMENT




Scan the QR code below to
download the

RTOM Student Portal Guide
Manual.



For any further queries ,please email student
services at: studentservice@iib.edu.au
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