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This document will help you navigate the ITE Providers portal which will improve how programmes are created,

changed, reviewed, approved and maintained.

ITE provider portal reference guide
Navigating the portal

Getting set up

Logging in and out of the portal
Checking your provider account details
Viewing your provider account contacts
Viewing your programmes

Viewing your provider sites

Reqguesting an exemption/extension
View applications

Managing date and time and notifications
Making a programme change
Requesting a programme review

Any patai?
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e Request an exemption

e Request an extension

e View your current applications

o Upload an application for a new programme

o Upload documents for ITE programme Review
e Apply to change an ITE programme

Teaching
Councl of
Aotearca
New Zealand

Hau mal

Wilanve te the ITE Provider Partal
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Rl pukatans
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e (GO back to the homepage

e View and edit your profile

e Access my account

» View and edit your settings

» Contact the Teaching Council | Matatl Aotearoa
e ogout
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Council of ,.'
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) T / My Profile

Nau mal!

Welome to the ITE Provider Portal.
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Email iteadmin@teachingcouncil.nz

Teacllll'lg : :Iil ',-I:I
Council of /| o B
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Nau mai!

Welome to the ITE Provider Portal.

&Y .

A. Go to the Teaching Council ITE Providers' Toolkit for approvals and, click on the Log in to ITE provider

portal link under ‘On this page.
OR,

B. Go to https://iteportalteachingcouncil.nz

Toolkit for approvals

On this page

FrOQramime requiements and evised monkaing, Feview, and moderation ooy

—
o Log inta ITE providar portal

Programme requirements and revised monitoring,
review, and moderation policy
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uienee POy I K bing ne formatted and wil ks shared wilh vou 3% 4600 2%
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+ Part Two ol i 2019 reguarements, aboul the prosramme sseaval, reviev, menilonreg. medesation,

ITE providers

Aporoved ITE Prograsrreseading
10 Teacher egistiaton

Iesgrrvation tor s 1TE gridungs
I events.
118 rewsieies
¥ Toolkdtfor approvess
ITE beterion Meritoring Exshustion
2022+
1TE Bepot
Kk Stuatern Bubetin
NGh Kaitors Akiranga M"I_”_O
T Mk auribres Mbs (1T8)
178 amaspncy resgonne pobcy

ITE Sontumitions - ovrmasts
priories o education

s

If you are unable to log in because you have not been into the portal for a while, enter your email address into
the Username section, and click Forgot your password. You will be emailed a new password. If you have any

queries please email [ITEadmin@teachingcouncil.nz.

Teaching
Council of
New Zealand
0 -
- rna
B Ppassword
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Logging in and out of the portal

Once you have your ITE portal log in details, you will login from the portal landing page each time.

1. Loginand out

A. Log inand out of the Portal by clicking in the top right corner.

i
il

Teaching \1
Council of Q swa o

s

———

Nau mai!

Weloeme to the ITE Provider Portal.

B. Click on your profile icon from the homepage, then select My Profile from the dropdown list, then
click Edit.

Talia Davies o o

C. Update the user fields with your personal details, then click Save.

Edit User
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Checking your provider account details

1. Check My Account.
A.  Click the profile icon.

B. Select My Account from the dropdown list.

=AU w00

. )
2. Update your account address details.

Only the address details can be edited.
A, Click Update Address to update your details.
B. Select Mailing or Physical from the address type box.

Teaching )

(, Council of e Y 9
New

[ Tchntearo Test [rp—

Phore Fpical Address
04 4710852 Level 12, B0 Boukctt Street, Weelligion 601 1. New Zealand

nnnnn

Principal

C. Click Look up New Zealand Address button.
D. Type the address into the search.

Update Address.
Type of address

Satng
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E.  Select the correct address from the dropdown list.
F. Scroll down.

G. Click Save.

H.

You can enter your address manually if it doesn't appear in the dropdown list.

Update Address
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A. Click the profile icon.

B. Select My Account from the dropdown list.

Teaching

Council of I -

Aotearoa , A :
MMM -'{{' i) Home

Nau mai!

Welome to the ITE Provider Portal.

Request a student exermnption Request a student extension My applications Muost Recent Activiny ¥ Lo . Y- o

C. You can view your contacts' name, title, email and phone. (This information can only be updated by

contacting the Teaching Council)
mﬂtlln%l
Aotearoa .
New Zealand

a 4B

[ S iearoa tast

o oeTaLS

D. Click the Related tab next to the Details tab to see related information.

Teaching

Council of & n
Aotearoa a —
New Zealand
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A. Click the profile icon.
B. Click My Account from the dropdown list.

Teaching |1
Council of /] 5 R
| \.,___ _._/ iy

L A My Profile

Nau mai!

Welome to the ITE Provider Portal.

C. C(lick the Related tab to see related information.

CDl.IIL*Il"D' [l : )

a
Aotearoa o
New Zealand

D. Programme details can only be updated by contacting the Teaching Council.
E. Click on a programme in the Programme Name column to display the programme details.

F.  Click the Related tab to view:
» Programme History
» Programme Contacts
» |TE Applications
* Programme Sites
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A. Click the profile icon.
B. Click My Account from the dropdown list.

Teaching
Council of iy & S
New Zealand
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Nau mai!

Welome to the ITE Provider Portal.

C. C(lick the Related tab to see related information.

Council of M I

P
Couacilo a 20
New Zealand f
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D. Site details can only be updated by contacting the Teaching Council.
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Select one of the following options on the homepage:
A, Request an exemption

B. Reguest an extension

Teaching
Council of
Aotearoa
New Zealand

Welome

Hequest a student exemplion Request a student extension

Tono whakawatea Tono whakarcanga

C. Click Next to confirm.

Teaching

Council of | ;
Aotearoa . L a
New Zealand /|

The Application type you chose is Exemption. If you wish te change it ol Previous
=

D. Click Create Application button to open an application case.

Teachllng
Council of A _
Aotearoa . S = 3 a

Home
Click on 'Create Application’ button to create the application
o Create Application
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E. Enter the details for the application and click Save.

Mew Case: ITE - Exemption

ticn Baing gt s s upkasd g ot doumentaten
privids meopy of the ssont's Hirth certihcsts
ot o o the N il s s Lo e st s enitin

sting gk laeguage

Cantact infsrmatisn

2. Edit the application.

A, Each application is given a case number.

B. Click Edit to start entering application details.

Edit 00101536 o

Contact Infarmaticn

C. Mandatory detail fields are marked with a red asterisk*.
Hovering your mouse over any information icon (@) will display additional information on completing the field.
E. Complete the Details and Contact Information sections with the relevant information (always advise what
document(s) you are uploading).
F.

Click Save to save any information you have entered.

Edit D001536
Durtails

Bieie crovice detals adout e exemption being sosght. Piesse s usiosd sooroor ute documentation:
Far oemmption from agc bated criter s, provide a<apy of the studert s brth cartificats
Eo erngtnce remce M

 dnistent s eskng

e e n v € 1 41N el of Erghih Lsiee

g portal

Comact Infarmaticn
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ITE provider portal reference guide 2024

A.  Click Upload Evidence to start attaching evidence and documents to the application case.

B. A new tab will open in your internet browser. Mandatory detail fields are marked with a red asterisk*.

Teaching
Council of . @
Aotearoa . a
New Zealand
Home
TC Aotearoa Test - Exemption - 2021-07-05 i Folln . o

~ Details B3 open actiities (o)

F
F Evidence & Documents [Case) (0)
R

F

C. Complete the Title and Description boxes with the relevant information.

D. Click Next to continue.

Teaching i

Council of | ;
Aotearoa . / £ i Ay
New Zealand

e |
b

E.  You can upload as many documents as you need to.

Teaching
Council of
Aotearoa .
New Zealand

(&)
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F. Click Next once you have finished uploading all the documents

Subimit Eviclercs (or Cane - incl Providers Rdew

Uipicad g b

o Lposn Fes Drdeptm

G. Click on the relevant category tick box to select the document category.

Sysenit Evidancs for Case - el Prosiden New

& upoad Fies | Oromp e e

H. Select the document you want to upload.

[, Click Open to upload the document
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J. Click Done once document upload is complete.

Uipload Fikes
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K. Click on the relevant Category tick box to select the document category.

L. Click Next to continue

()
4. Check uploaded files.
A. Alist of uploaded files is displayed.
B. Eachfileis given an Evidence Name beginning with E and ending with 4 numbers.
C. Click Finish to return to the application case.
e @ =
[ o D e
Prevoun -

5. Mark application as ready and submit.

A. Edit button to update application case information. You won't be able to edit an application once it is
marked as ready.

[ YT ——

 Conuact mfsrmamon
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B. Scroll down to the Case Information section and click the This application is ready tick box (also click the
This application is in te Reo Maori tick box if applicable).

C. Click Save to submit the application to Teaching Council for processing. If you have accidentally submitted
the application before it is ready, contact your Teaching Council advisor and ask for the application to be
released so you can continue editing.

ITE provider portal reference guide 2024 Teaching Council of Aotearoa New Zealand 15



A, You can click on My Applications in the homepage.

B. Then click an application case in the CASE NUMBER column to display the application case details.

Teaching :: |
ﬂmu O
Aotearca ) |

New Zealand

Hame
Ham malt

Walome Lo the ITE Brovider Portal.

mm&
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Managing date and time and notifications

A, Click the profile icon.
B. Select My settings from the dropdown list.

L

S - e T Forrean by

---u :
---‘1
]
=

C. |If the date is not showing correctly, check that the time zone is (GMT+12:00) New Zealand Standard Time
(Pacific Auckland) and update if needed.

ez o : p—

D. If you are receiving frequent emails about your activity, you can update your Email Notifications.

E. Click Save to keep your changes.
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A. Once you have logged in, click Change a Programme on the main screen.

Teaching

Emu 3
Aotearoa
New Zealand

Ham malt

Walame Lo the ITE Brovider Poital.

Au pukatens

BT T T
25

B. Click Next.

C. Click on Create Application.

Click on "Creare Application’ burtan to create the application
ﬁ

D. Insert programme change details and click Save. Important: Please wait to tick the This application is ready
to submit” box at the bottom of the box until your application is ready to be submitted to the Teaching
Council - this will come after you have uploaded evidence.

m®
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E.  Now you are ready to upload evidence. Click the Upload Evidence button in the top right corner, which will

open in a new tab.
F.  One of the pieces of evidence you upload will be the Programme Changes application template. Add the
title and description of your evidence and click Next.

G. You will be able to Upload Files or drop a document in.
H.  When you click Next, there will be a message which says, Your Evidence Upload was successful.

. If this message does not appear, click Previous to upload the document again.

X, Uplnad Files Ordrop files
Pravious Mao

J. You will be asked if you would like to upload more evidence. You will be able to upload as many documents

as you need.

Upload Files

02_8.8 changes application template.doce
Ll SITHE

1of 1file uploaded

K. Once you are finished uploading documents, select No to uploading more evidence.

L. Click Next.
* Would you like to uplead more evidence?
® 'fes 0

itk m
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M. You will be given a summary of your programme changes application.

B 7 aotearca est - Change To Programme - 2023-11-29

ATIAn brw ITE - Ehange tn programme

o ~ Summary of Programerse Changes

o

w Contact Infarmation

w Case Infarmation

4 Follow | ipladividerce

Opan Activities (21

Evidénce & Docurnents (Case) (2]

N. Hovering over the pencil icon next to each field will enable you to edit details.

Once you have added all details and evidence and are ready for the Teaching Council to process your
application, tick the This application is ready to submit box by using the pencil edit icon on the right.

w Application Infarmation

w System Information

'.6c.:-.:.' By

2024,11:25 am

P. Click Save. Your application is now with the Teaching Council.

This application is ready to submit

ITE provider portal reference guide 2024
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A.  Once you have logged in, click Review a programme.
New Zealand

Ham malt

Walame Lo the ITE Brovider Poital.

ZR
e W f
i

B. Click Next.

The Application type you chose is Review Programme. 1T you wish to change it click an Previous.

C. Click on Create Application.

Click on 'Create Application’ button to create the application.

Create Application

D. A new box will pop up. This is a chance to input all details for the programme. Do not click the Ready to
submit box until you have attached documents in the remaining steps. Once you have scrolled through
the sections and added the programme details, click Save. Your case will now be created, and you'l then be
taken back to the main screen.

New Case: ITE - Review programme

Case Information

m

Assossment

0.
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E. Now click Evidence and Documents to upload the necessary documents.

Teaching 1
= 40

repp— =

L £ JTre—

[ [ —"

. @ rows

F. A new box will pop up giving you the chance to submit your documents.

MNotes (0) Mew
Evidence & Documents (Case) (0) Mew
Open Activities (0) New Task New Event

G. If you have more than one file to upload, click Save & New.

H. Repeat the process. Once you have finished inputting the details for your last file, click Save. You will be
taken back to the main screen where you will be able to see the list of documents you have uploaded.

Mew Evidence & Documents: ITE ESD

Evidence & Documents (Case) (1) New
L]
Evidence M... Title Description Created Date
Petain E-10271 Programme... 26/04/2024,... v
Wb
e : View All
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I Once you have reviewed the details on the main screen, scroll down and select the editing pencil on This
application is ready to submit.

J. This will allow you to tick the box.

K. Once you click Save at the bottom of the screen, your application will come through to the Teaching
Council. You will shortly receive a notification email acknowledging that we have received your application
through the ITE portal.

~ Application Data

Contact Mame Application submitted date
Search Contacts.. 26/04/2024 B
Account Name Sector
Application Primary Contact This applicationis in te reo Miori @
Contact role This application is ready to submit o +
“0
Contact details
(%)

Any patai?

For any patai | guestions about the ITE portal, please email ITEadmin@teachingcouncil.nz.
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