
OETT Applicant User Guide 
 

The following guide provides an overview of the OETT Funding Application website for 
applicants. It explains how to start, submit, and manage funding applications. 
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Registration and Login 
When you visit the site, you’ll be greeted with the Login and Registration page. 

 

Create an account by selecting “Register” and entering your details. 

 

Once you’ve created your account, you can then login. 

The first time you login to the site, you’ll be asked to confirm that you have read the 
Important Information before you can progress. Do so by checking the box pictured 
below and clicking “Continue”. 



 

This information can be viewed anytime from the Important Information page. 

After confirming that you have read the Important Information, you’ll then be asked to 
enter your personal details before you can begin applying for funding. Enter the required 
information into the form and click “Save Details”. You will then be taken to the Funding 
Applications page. 



 

This information can be viewed anytime from the My Details page. 

Please note: Please ensure that you update your information if any of your details 
change. You’ll be asked to review these details every time you start a new funding 
application. 

 

Applying for Funding 

Creating a New Application 
Start a new funding application by clicking the “New Application” dropdown and 
selecting an application type. 

 



This will create a new application record, allowing you to begin filling in the application 
form and make requests for funding. 



 



Please note: All fields within the application form are mandatory and must be 
completed. As part of the form, you are also asked to provide bank details to allow 
payments to be made. These details are encrypted and stored securely, and can only be 
viewed by OETT Administrators. 

Adding Payment Records to an Application 
Payment records are used to request funds. Each funding request should be made as a 
separate payment record. 

Use the “Create Payment Record” button to create a new record and request funding. 

 

Enter details of the funding request into the form as instructed, selecting whether the 
payment should be made to you (the applicant) or your employer. 

 



After entering these details, use the “Submit” button to save the payment record. You 
can then upload evidence (such as receipts) by editing the payment record using the 
“Edit” button. 

 

Select the file you want to add and click the “Upload” button to upload them to the 
record. Then click “Submit” to save the record. 

 

Please note: Ensure all files are appropriately named. You cannot delete attachments 
after they have been uploaded. 

To view the files you’ve uploaded to a payment record, click the “Edit” button. You’ll 
then see a list of your files towards the bottom of the File Upload. 



 

Please note: New attachments can still be uploaded to payment records after an 
application has been submitted. This can be done by viewing the application and 
editing the payment record. 

Submitting Your Application 
Once you’ve reviewed your details, completed the application form, and created 
payment records, you can submit your application using the “Submit Application” 
button. 

This will redirect you back to the Funding Applications page, where you’ll see your 
application displayed in the table. 

 

From here you can view or delete your application using the buttons in the “Actions” 
column. 



OETT will process your application and decide whether it should be Approved, Deferred, 
or Rejected. 

 

Approved Applications 
If your application is approved, you’ll receive an email informing you and confirming the 
amount of funding that has been awarded. 

 

Deferred Applications 
Your application may be deferred if OETT determines that you need to provide more 
information. If this happens, you’ll receive an email with feedback advising you on what 
to include or change before resubmitting. This feedback is also viewable from the 
Funding Applications page. 

 

Rejected Applications 
If your application is rejected, you’ll receive an email with feedback advising you as to 
why that decision has been made. This feedback is also viewable from the Funding 
Applications page. 

 


