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How to Submit RA-Requested Information 
regarding the Use of Personal Devices 
RI01 Form:               
Submitt ing information requested by the Regulatory Authority 

 

 

 

STEP 1 
Log in into NQAITS Portal 
Click on the top ribbon My Service, verify that the service by default is the one against 
which you want to create the notification. If needed, change to the relevant service. 
 

 
 

STEP 2 
On my service page, click on “New Forms”.  
 

 

https://portal.nqaits.gov.au/SignIn?ReturnUrl=%2F
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STEP 3 
From the list of new forms, select RI01-RA Requested Information. 
 

 
 

 

STEP 4 
Check that the service is the one intending to send the requested information. 
Click Begin. 
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STEP 5 
Select the type of requested Information to upload by click the drop-down arrow in the 
select box and click in “Compliance Requirement”. 
 

 
 

STEP 6 
Click Next. 
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STEP 7 
Select the type of Compliance Requirement to upload by click the drop-down arrow in the 
select box and click in “Use of Personal Devices”. 
 

 

STEP 8 
Select the Completion Date of this Compliance requirement using the calendar (1) and 
select the date (2). 
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STEP 9 
Review the information is correct (1), (2) and ticked the confirmation sentence (3); then 
click Next (4).  
 

 
 

 

STEP 10 
Fill your contact details Name (1) Phone Number (2) Email Address (3) and click Next (4).  
 

 
 

 

 



 

6 | Department of Education  © Copyright State Government of Victoria 

STEP 11 
In the summary page which will show all details entered, the declaration box at the bottom 
must be ticked before the notification can be summited. 
 Click in Finalise to submit the form. 
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STEP 12 (FINAL) 
The System supplies a notification number after the submission. 
A PDF summarising the notification details is available for download. 
  

 
 

 

 

 

 

 

 

 
 

 

 
If you require further information, please contact the Department of Education 
via email at licensed.childrens.services@education.vic.gov.au or by phone at 
1300 307 415. 
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