Generating Statement of Attainment in
LaDIS

Quick Reference Guide

This guide describes how to generate and print a Statement of Attainment for National Units of Competency
(NUCs).

1. Open the Accredited Certificate Screen
Certificates > Accredited Certificate (Program)
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2. Filter the list to find the relevant program the units of competency are associated with e.g. 4WD Operator
(Complex)

In the Description column enter the program name e.g 4WD Operator (Complex) then click the filter button
and select “Contains”
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3. Once filtered to the required program, hover over the - button and select Manage Awards
from the menu.

T T
Action * £ Manage Awards
Default Certificates
L} L] 1] L]
e [¢]  Default Prerequisites
[F] Expiry Date

deeca.vic.gov.au
g ORIA Energy,
State Environment
Government and Climate Action

1 Generating Statement of Attainment in LaDIS
Version 1.0 August 2026


/Users/fionadurante/Downloads/deeca.vic.gov.au

2

4. In the Manage Awards screen, you can filter down the range by:
1. Filtering for a specific learner by name
2. Using the drop-down tab at the top of the screen to filter to a particular course schedule.
Note, if the Manage Awards screen does not appear after clicking on Manage Awards,
ensure your pop-ups are not blocked in your browser.

R_4WD_CO [V.0] - 4WD Operator (Complex) (ID: 6207)

Filter By Schedule
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5. Make sure the learner’s USlIs is valid and verified by checking that there is a green tick in the ‘Is USI Valid’

column. A learner must have a valid USI to issue the Statement of Attainment.

If there is no green tick in the ‘Is USI Valid’ column see the section further down in this document on USI

Verification

6. Generate the statement of attainment by clicking on the SOA link in the learner’s row
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7. The Issue Statement of Attainments screen will appear, click issue new SOA

3 ISSUE STATEMENT OF ATTAINMENTS o x

Trainee: Christopher Mitchell (41370) Program: R_4WD_CO [V.0] 4WD Operator (Complex) (ID:6207)
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8. The screen will refresh and all units available to issue will appear.
e Confirm the correct outcome identifier was selected when the unit was marked. This only needs to
be changed in the case of RPL or Credit Transfer.

Tick the Select All tickbox, and then click on - . The certificate will generate.

= ISSUE STATEMENT OF ATTAINMENTS o
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Issue new S04 Generate and Edit Centificates
USI Verification

1. In a new window navigate to the Members>People page
2. Search for the learner
3. Hover over the Actions button next to the relevant learner’'s name and then select Profile from the

menu
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4. Check if there there is a USI entered in the USI field

Personal Details '~

Unique Student Identifier

Unigue Student [dentifier Do you have a First Name and Last Mame e.g. John Smith? Locate US] Verify USI

Required from 2015 @ B
ABCD123456 Yes  No

. If there is a USI in the USI Field, click
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v’  USI matched.
e Ifitis avalid USI, the message will appear

e Scroll down the page and click m

o If there is no USI in the USI Field, try using the Locate USI function, if this doesn’t work request
the USI from the learner.

¢ Once you have the USI, add it to the USI field, scroll to the bottom of the page and click

e Once it has been saved click

Verify USI

v’ US| matched.
o [fitis avalid USI, the message will appear

e Scroll down and click magain

USI Error Messages:
When a USI is verified, 4 checks are completed against the US| database

e |s the USI a valid USI in the database?
e Does the first name, Last Name and Date of Birth on the LaDIS profile, match the data held for
this USI in the database?

e Invalid USI

USl is Invalid.

x Date Of Birth match status: NoMatch
First Name match status: Nolatch
Last Name match status: NolMatch

o This means the USI does not match any record in the US| database.
o Check the USI for entry errors e.g. Z entered as 2, S entered as 5. If possible, ask the learner

to send a screenshot of their US| from their USI Profile.

e USI unable to be Verified

U3l is Valid.

x Date Of Birth match status: Match
First Name match status: Match
Last Name match status: NoMatch

o The USI is valid, but one or more of the fields on the LaDIS Profile does not match what is on
the US| Database.

o The common cause for this is a name change that has been reflected in LaDIS but not
updated in the US| System or vice versa.

o Contact the learner to update their information either in People Central or the US| Database.

If you're ever unsure how to resolve a USI error — raise a ticket with the RTO Support Team
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https://ffmvic.atlassian.net/servicedesk/customer/portal/18/group/45/create/219

Reprint/Access a Generated Certificate (Departmental Fire Accreditation Certificate or Statement

of Attainment) via Learner Library:
1. Go to Members>People to search for the learner you need to access.

2. Once located, click on the Action button near the learner name and click on Library. Open the
Certificate Folder.

Add Mew Person Bulk Actions Show [ Hide Columns Reset grid settings |
O S T T O
- Al - T

] -’ Acsions for Susan Aanes (27144) i
O EPerscna\ Details 19773
[ compliance
O n,;nmpan). Dersits 53397 240
e [ Pictes
il Action: - 1632
&3, .
O [ B saass o
[ tibrary
[ trwoics and Payments
b = |
O [ ki Avendance 8272
[i] Intervention
(Al cions . [EREEE ss162 20
B History
d EErrail Lags s
«s[2zeser e w s
<
= PEOPLE LIBRARY
D 53%7 Full Name: Jzramy Azrons

Person Web References

4 T 0 A ok Upload

a Jeremy_Aarons_1968_2_6_53997
= sssgnmens
m Cenificaes m Assignments

If the certifcate has been previously generated, it will automatically be stored in this location and you can simply
doubile click to open and print.
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