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1. Who has access to the PTI Portal?

Access to the PTI Portal (the Portal) is restricted to currently certified institutions. Institutions applying
for certification and formerly certified institutions do not have access to the Portal.

2. Why do | need to have access to the Portal?

Institutions must apply for re-certification annually at least 60 days before their current certificate expiry
date. To apply for re-certification, certified institutions must access the Portal (the Portal) to:

- Submit a re-certification application
- Download the student data report and upload a completed student data report
- Upload documents related to re-certification such as financial statements

Refer to the Private Training Act Policy Manual, Chapter 5 for more information about the re-
certification process and reporting requirements.

3. Other than re-certification, what else can | do through the Portal?

Institutions can also access the Portal to:

- Access all program information listed with PTIRU for your institution
- Check upcoming due dates

- Upload documents

- View Student data

- View outstanding invoices and pay via credit card

- Archive student records

- View and manage current portal users

4. Where is the Portal?

The Portal is located at https://admin.privatetraininginstitutions.gov.bc.ca. You can also access it from
the PTI website under “Information for Institutions” > “Institution Login.”

r Institutions | Pri +

www.privatetraininginstitutions gov.bc.ca

- BRITISH ”
COLUMBIA | Enterakeywordorphrasetosearch O]

Information for Students | Information for Institutions | Trustee | Forms, Templates and Resources | ContactUs | About

New Institutions - Application & Orientation | Private Training Act Policy & Legislation | Commissioner | Institution Login

Information for Institutions

Private training institutions in British Columbia require a certificate from the Private Training Institutions Regulatory
Unit (PTIRV) if they provide, or offer to provide, at least one career-related program with 40 hours or more of
instructional time, and tuition of at least $4000.

Some private training institutions are exempt from regulation under the Private Training Act.

Find out what you need to know about starting a private training institution in BC before applying for certification, and
how to register for an Orientation Session.

The Private Training Act (PTA) Policy Manual is designed to help private training institutions understand and comply
with the Act and its supporting regulations - the Private Training Regulation and Fees and Student Tuition Protection
Fund Regulation. The Manual also provides students and the public with infermation on the regulatory requirements
for private training in B.C.
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5. How do | login to the PTI Portal?

A Business BCelD is required to access the portal. It is an online account that provides secure access
to online government services. To register for a Business BCelD account, go to https://www.bceid.ca.
After creating a Business BCelD account, send the full name, email address, Portal security role
(Administrator or Basic User), and BCelD User ID of the account holder to PTI@gov.bc.ca. The email
must be sent from the email account associated with the BCelD account.

There are two PTI portal user roles:

Administrators can: access program information, view program application status, view upcoming due
dates, upload documents, view student data, upload student data, manage portal user access, archive
student records, submit a re-certification application, and pay an outstanding invoice:

BRITISH
COLUMBIA

Home Applications Due Dates Document Upload View Student Data Upload Student Data Manage Users Invoices Archive Records Contact Us Logoff

Basic users can: access program information, view program applications status, view upcoming due
dates, upload documents, archive student records, complete and save a re-certification application (but
not submit), and pay an outstanding invoice:

BRITISH
COLUMBIA

Home Applications Due Dates Document Upload Invoices Archive Records Contact Us Logoff
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6. How do | modify the list of users who access the Portal?

In the Manage Users section, you can view the list of authorized BCelD users for your institution. To
authorize a Basic User, click “Authorize”. To remove a user, click “De-authorize”. Only users with
Administrator access can modify user access.

‘ BRITISH

COLUMBIA

Home Applications Due Dates Document Upload Manage Users Student Data Invoices Contact Us Logoff

Manage Users

Hello Jane Doe.

There are 31 users for YVR Institution. 1 currently authorized.

(7]
BCelD Name Email Role Actions
RTaylor Taylor, Rory Joriywrinstitution. ca Autharize
W/_Hobbs Hobbs, Walter WHobbs@ywinstitution.ca m
MFinch Finch, Miles MFinch@ywinstitution.ca
M_Yoshitata Yoshitata, Masaharu MYoshitata@ywrinstitution,ca m
Nyra_Patal Patel, Nyra NPatel@yvrinstitution.ca Basic
BlLee Lee, Brian BLeedywinstiution.ca Autharize

To activate a new Administrator, email PTI@gov.bc.ca with the full name, email address, the permission
level or portal user role (Administrator or Basic User), and the BCelD User ID of the new user.
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7. Does the Portal provide information related to my institution?

Yes, the home page displays your institution’s operating name, institution ID, certificate type and the
expiry date of your current certificate. You can also view any upcoming due dates and outstanding
invoices.

BRITISH
COLUMBIA

Home | Applications = DueDates = DocumentUpload | View Student Data Upload Student Data Manage Users | Invoices | Archive Records | ContactUs | Logoff

Private Training Institutions Regulatory Unit Portal

. . Certificate Type: Designated

Welcome, YVR Institution Expiry Date: 12/31/2025
® Our Institution ¥ Certification
From here you can manage your institutions PTIRU portal users and view any From here you can manage your institutions certification process. Use the links
requirements that are coming or past due. below to apply for, view or change your re-certification applications.
| want to | want to

Manage portal users Apply for re-certification

View upcoming due dates View or update applications in progress

>
« Programs £} Tools
From here you can view details of your programs listed with PTIRU. Click the links From here you can view and manage information related to your institution,
below to review program details and to view the status of program applications including students, invoices and documentation. Use the links below to access
in progress. the tools available for your institution.
| want to | want to

View my current programs View or update student data

View my applications in progress Pay an invoice

Upload documents

Contact PTIRU

8. How do | submit a re-certification application via the Portal?

The re-certification application becomes available after your previous fiscal year end and before the
submission due date. To apply, login to the Portal. Under “Certification”, click "Apply for re-
certification.”

# Certification

From here you can manage your institutions certification process. Use the links
below to apply for, view or change your re-certification applications.

| want to

Apply for re-certification

View or update applications in progress
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Review your institution’s current information and provide all required updates and documentation.

Re-certification Application
Re-certification Reporting Requirements

Institutions must apply for re-certification annually by completing the re-certification application.

A student data report must be submitted. Go to the page of the FTIB Portal for i on how to complete the report.

Financial statements for the previous fiscal year must be submitted. Financial reporting inthe Private ion and in the PTA Policy Manual. Ta
submit financial stataments, go to the Document Upioad page of the PTIB Portal, select the dacument type, select the file 1o upload and submit

Certification

Current Cartificate Type

Designated

\ Certification Type Applied For
Select the certificate type Designation
applied for |
Effective Date Expiry Date Fiscal Year End
20220101 20221231 20210531

Expand this section Institution
Contacts
Expand this section

Comments

(*] Has the institution, or an assaciated institution within the meaning of section 46 of the Act, suspended operations in any jurisdiction, or has the institution ar an assaciated institution been dased
Answer this question arinvaived in an action in any jurisdiction respecting the closure of the institution?
OyesOno

DECLARATION

By submitting this application | am confirming | have the legal authority to act on behalf of the institution.

I canfirm all the informatian contained in this application and any attachment is true, accurate and complete.

Personal i may be istry of Advanced Education, Skills and Training under section 26 {2) and (c) under the Freedom of Information and Protection of Privacy Act
(FOIPPA) saction 61(1)(2) and [3). Persanal information wil be collcted, used and disclased as necessary 1o assass the submission. Should you have any questions about the collection
disclosure nd use of this personal informtion, you may contact Director, Regulation, Private Training Institutions Branch, , Legislat licy Division, Ministry of

Advanced Educatian, Skills and Training, 203-1155 W. Pender St, Vancouver, VEE 2P4 , 1-800-661-7441
I canfirm | am authorized to submit personal information about any others that is necassary to complete this application.

[ Changes are complete and ready to submit for review. {lezve unchecked to save for future edits)

=
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Expand and update each relevant section:

If your institution is a
company or an extra-
provincial company,
confirm whether your
institution is in good

~ Institution

Operating Name

YVR Institution

Institution Mumber

standing with BC

Registry Services.

D-04720

Confirm whether
your institution
belongs to any of
these institution
classes. Upload
the required
supporting
document, if
applicable.

O yes D no Regulatory Body Institution Class

O yes O no Language Institution Class

L Oyﬁo no Indigenous Institution Class

If there’s a change to the operating/legal name, business
type or incorporation number (if applicable), contact PTIRU

Legal Business Name

YWR Institution Ltd.

I confirm that the institution continues to hold a certificate of pood standing

Incorporation Mumber

20200721

I Browse.... Uplead

Business Type

Company

—
If your institution belongs in the regulatory body institution class, please provide evidence of recognition by the regulatory body.

Document Uploaded

I Browse... Document Uploaded

I Browse.... Document Uploaded

[*) Does your institution continue to hold general lisbility insurance covering all PTIB certified locations? O yes O no

If your institution belangs in the indigenous institution class, please provide evidence your institution is operated by a First Nations and/or Indigenous socisty/corporation.

Upload the required
supporting document,

- [|fyour institution belongs in the language institution class, please provide a copy of the most recent On-site Review Report or Maintenance Review Report from Orion Asseszment Services.

Confirm whether if applicable.
your institution
holds valid general
liability insurance.
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Expand the Contact section:

Institutions’ contacts are listed in this section. Review each contact’s information and update the details,
if applicable. If there is a change to the contact person’s name but no change to the contact, do not
update these fields and instead contact your Regulation Administrator or email PTI@gov.bc.ca.

Except for first name and
last name, update the
field by directly entering
the information.

Contacts

Plesse ensure the appropriste contacts are provided, based on the business type of your institution

If your institution is a company, corporation, or extra-provincial company, provide the name(s) of your Shareholder(s) and the percentage of voting shares.

To change the first or last name of an existing contact, please email PTIB at PTIEgov.be.ca

To add a new required
contact, click the
button “Add New
Contact” and enter
the details.

Update these
fields as needed by
directly entering
the information in
the box. This does

R e
1

} § Miprimary Contact [JAiternate Contact Mshareholder [Remove not apply to the
Saluation - Fist lame asttiame fon Tile =0 first and last name.
lane Doe Adrmin Ev[l.uu4
Email Business Phone Home Phone Alternate Phone Fax
P | re@yrinstitution.ca £04-504-6584 cos-c0s-s53s
Street City State/Province ZIP{Postal Cade Country/Region
——> 1155 West Pender Vancouver BC V3M 662 CA
1 [Cprimary Contact [JAiternate Contact Mishareholder [IRemove
Legal Name s O
Institution Owner Carp. 0.01
Email Business Phone Home Phone Alternate Phone Fax
institution@owner.ca T77-888-9935
Street Gty State/Province ZIP/Postal Code Country/Region If the contact is no
1155 West Pender Vancouver BC VSP2YS ca Ionger an
institution contact,
} | Cprimary Contact HlAiternate Contact Cshareholder [Remove® " ”
Salutation  First Name Last Name JobTitle  Organiztion check “Remove”.
Sam Smart Senior Educational Adr
Email Business Phone Home Phone Alternate Phone Fax
samsamart@yvrinstitution.ca 604-604-6544
Streat City State/Province ZIP/Postal Code Country/Region

Please note that once the application has been submitted, it cannot be revised; therefore, if you intend
to make changes to the application at a later date, save the application before closing and do not submit
until it is complete.

DECLARATION

By submitting this application | am confirming | have the legal authority to act on behalf of the institution.

| confirm all the information contained in this application and any attachment is true, accurate and complete.

[] changes are complete and ready to submit for review. (leave unchecked to save for future edits)

| confirm 1 am authorized to submit personal information about any others that is necessary to complete this application.

Personal information may be collected by the Ministry of Advanced Education, Skills and Training under section 26 (a) and (c) under the Freedom of Information and Protection of Privacy Act
(FOIPPA) section 61(1)(2) and (3). Personal information will be collected, used and disclosed as necessary to assess the submission. Should you have any questions about the collection
disclosure and use of this personal information, you may contact Director, Regulation, Private Training Institutions Branch, Governance, Legislation and Strategic Policy Division, Ministry of
Advanced Education, Skills and Training, 203-1155 W. Pender St, Vancouver, V6E 2P4 , 1-800-661-7441

Save ‘ |

Private Training Institutions

Regulatory Unit

Page 8 of 20

2025.06.26


mailto:PTI@gov.bc.ca

To submit the application, select “Changes are complete and ready to submit for review”, and click the
Submit button.

DECLARATION
By submitting this application | am confirming | have the legal authority to act on behalf of the institution.
I confirm all the information contained in this application and any attachment is true, accurate and complete.

Personal information may be collected by the Ministry of Advanced Education, Skills and Training under section 26 (a) and (c) under the Freedom of Information and Protection of Privacy Act
(FOIPPA) section 61(1)(2) and (3). Personal information will be coll 1, used and disclosed as y to assess the submission. Should you have any questions about the collection

disclosure and use of this personal information, you may contact Director, Regulation, Private Training Institutions Branch, Governance, Legislation and Strategic Policy Division, Ministry of
Advanced Education, Skills and Training, 203-1155 W. Pender $t, Vancouver, V6E 2P4 , 1-800-661-7441.

| confirm | am authorized to submit personal information about any others that is necessary to complete this application.

Changes are complete and ready to submit for review. (leave unchecked to save for future edits)

o e

What is a Document of Record (DOR)?

PTIRU will acknowledge the receipt of the re-certification application by sending you a copy of the
submitted application in PDF format. This document is titled the Document of Record (DOR). All
changes you have made in the application will be highlighted in yellow. Please review the DOR carefully.
If there is any discrepancy between the changes you have made in the application and the DOR, please
contact your Regulation Administrator or email PTI@gov.bc.ca immediately.

Application Document of Record

Institution ID: D Application Type: Re-certification
Institution Nam Application Sub-Type: N/A
Inst s Application Received Date: N/A

Type:
Application Number: [D-04255A0007.087 Program Name: N/A
Fiscal Year End: 20201231

a 1 confir that the institution continues to hold a certificate of good standing

Certified (2021.08.01 - 2022.07.31 )

Field Name Old Value New Value Action
Certificate Type Designated

Certficate Type Applied For  Designation

Regulatory Body Institution  No
Class

Regulatory Body Institution Yes Update
Class

Language Insttution Class ~ No

Indigenous Institution Class  No

General Liabilty Insurance Yes Update
Coverage

Jane Doe

Field Name old Value New Value Action
First Name Jane

Last Name Doe

Job Tite Admin Admission Director Update
Email Jane @ j— admission@ Update
Business Phone 604-604-6644 777-888-9999 Update
Alternate Phone 604-604-6644

Street 1060 15th Street West

City North Vancouver

ZIP/Postal Code V7P 129

Country/Region Canada

State/Province: BC

Closure Declaration

Has the institution, or an associated insfitution within the meaning of section 46 of the Act, suspended operations in any jurisdiction, o has ~ No
the insttution or an associated insfitution been closed o involved in an action in any jurisdiction respecting the closure of the insttution?

Declaration
By submitting this application | am confirming | have the legal authority to act on behalf of the institution.

| confirm allthe information contained i this application and any attachment is true, accurate and complete.

Personal information may be collected by the Ministry of Advanced Education, Skills and Training under section 26 (2) and (c) under the Freedom of Information and
Protection of Privacy Act (FOIPPA) section 61(1)(2) and (3). Personal information will be collected, used and disclosed as necessary to assess the submission. Should

you have any about the collection discl d use of this personal information, you may contact Director, Regulation, Private Training Institutions Branch,
Governance, Legislation and Strategic Policy Division, Ministry of Advanced Education, Skills and Training, 203-1155 W. Pender St, Vancouver, V6E 2P4, 1-800-661-
7441

1 confirm | am authorized to submit personalinformation about any others that is necessary to complete this application.
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9. Am | able to access the program information for all the programs my
institution has listed with PTIRU?

Yes, go to “View my current programs” under the Programs section to see all approved and approval not
required programs:

From here you can view details of your programs listed with PTIB. Click the links
below to review program details and to view the status of program applications
in progress.

| want to

— View my current programs

View my applications in progress

Click to view detailed information for each program.

‘ BRITISH
COLUMBIA

Home Applications Due Dates Document Upload Manage Users Student Data Invoices Contact Us Logoff

Programs for _College

The following are your institutions current programs.

show[10 V] entries saen ]

Approval

Program Title Required? Credential Status

Dental Office Administration Certificate No Other Active
French No Other Active
General English (Approval not required) No Other Active
General English (Approved) Yes Other Active

Home Support Worker Certificate No Certificate Active
Hospitality Management Diploma Yes Diploma Active
Hospitality Management Diploma (with Co-op) Yes Diploma Active
Hospitality Operations Certificate Yes Certificate Active
Introduction to Accounting No Certificate Active
Introduction to Business Management No Active

1

Showing 1 to 10 of 14 entries Previous 2 Next
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You can view the program details by expanding the sections, or clicking the downward arrow in front

of each section title:
Program

Hospitality Management Diploma

Institution Number Doing Business As Legal Business Name Certifcate Type

ID-04720 ¥WVR Institution YWR Institution Ltd. Designated

~.~ Program Information®

. Program Locations

“ Schedule / Duration

“ Intake

“ Language of Instruction

. Wark Experience

~ Method of Defivery

- Admission Requirements

- Leaming Objectives

o Multi Year

~.~ Equipment List

~ Courses

~ Course Materials

Back
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Program
Hospitality Management Diploma

Institution Mumber Dioing Business As Legal Business Name Certifcate Type

ID-04720 ¥VR Institution YWR Institution Ltd. Designated

~.~ Program Information®

~~ Fees

.« Program Locations

. Credentizl

.~ Schedule / Duration

Schedule (3
Full time means
= instructionzl time of 20 or more hours of instruction per week, or
= if the program leads to employment in a career occupation regulated by Transport Canada, instructional time is 15 or more hours of instruction per waek.

Part time means
= instructionzl time of less than 20 hours of instruction per week, or
= if the program leads te employment in & career occupation regulated by Transport Canada, instructionzl time of less than 15 hours of instruction per week.

Full Time or Part Time

Houwrs of Instruction {3

250.00

*if you change this, please make sure you uplood the Program Outline in the File Upload section below.
Full Time Duration in Weeks {7
25.00

Part Time Duration in Weeks

Enter a number with no more than 2 decdmal places.

Part Time Duration in Weeks [other part time option)

Enter a number with no more than 2 dedmal places.
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11. How do | submit a change to the program information?

At this time, you are not able to submit a change to the program information through the Portal. To
submit a change to the program, you need to complete an Application — Program Change (DOCX) and
email the completed application to PTI@gov.bc.ca. This application form is available on PTIRU’s
website, under the Forms, Templates and Resources section. In this section, you will also find other
application forms such as new program, new location, and institution and contact change forms.

12. How do | find out the status of my program application?

To check the status of a new program application or program change application, click “View my
applications in progress” under the Programs section or on the home page, select “Application” from

the top menu:

‘ BRITISH
COLUMBIA

Home Applications Due Dates Document Upload View Student Data Upload Student Data Manage Users Invoices Archive Records Contact Us Logoff

Private Training Institutions Regulatory Unit Portal

Certificate Type: Designated

Welcome, YVR Institution Expiry Date: 12/31/2025
I Our Institution ¥ Certification
From here you can manage your institutions PTIRU portal users and view any From here you can manage your institutions certification process. Use the links
requirements that are coming or past due. below to apply for, view or change your re-certification applications.
I want to I want to
Manage portal users Apply for re-certification
View upcoming due dates View or update applications in progress
-
# Programs £+ Tools
From here you can view details of your programs listed with PTIRU. Click the links From here you can view and manage information related to your institution,
below to review program details and to view the status of program applications including students, invoices and documentation. Use the links below to access
in progress. the tools available for your institution.
I want to | want to
View my current programs View or update student data
= View my applications in progress Pay an invoice

Upload documents

Contact PTIRU
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The “View my applications in progress” page lists all the new program applications and program change
applications that have been submitted and their current status:

Applications for YVR Institution

Program Applications

Your institution has the following Program applications

Application Approval
Program Title Type Required? Reference # Credential Status
2021.09.02 new New = N/A In Progress
Introduction to Design Change No N/A Other Requires institution response
Trade Change Yes N/A Certificate In Progress

13. How do | find out about upcoming due dates?
Due Dates

The Due Dates section allows you to check upcoming due dates for requirements such as the next re-
certification application, responding to inspection findings, or payment of an outstanding invoice:

‘ BRITISH
COLUMBIA

Home Applications Due Dates Document Upload Manage Users Student Data Invaices Contact Us Logoff

Due Dates

Due Date Status
Apply for re-certification through the PTIB Portal 05/31/2022 Qutstanding
Submit Student Data Report through the PTIB Portal 05/31/2022 Outstanding
Submit financial statements for your December 31, 2021 fiscal year end in the required format 05/31/2022 Outstanding

through the PTIB Portal
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14. What is Document Upload?

The Document Upload section is for securely submitting documents, such as the financial statements or
a program evaluation report.

‘ BRITISH
COLUMBIA

Home | Applications = DueDates | DocumentUpload | ViewStudentData | UploadStudentData | ManageUsers | Invoices | Archive Records | ContactUs | Logoff

Upload Document

Document Type

Choose a Document Type v

File to Upload

Choose File || [LE00E TES

Select one of the document types from the pull-down menu:

Upload Document

Document Type

Choose a Document Type

- General, not otherwise specified

Affiliation agreement

Business Plan

Central securities register

Course outline

Financial Statements

General liability insurance or cover note issued by insurer
Partnership agreement

Policies

Program evaluation report

Program evaluator's CV, resume and or credentials
Program outline

Regulatory or governing body approval

Senior Educational Administrator's CV, resume and or credential
Student data report for troubleshooting

9 Student enrolment contract, approved program, sample
Student enrolment contract, program that does not require approval, sample
Student record

Student Statement of Rights

Work experience agreement

Work experience host organization list

Work experience policy

Do not use this section to archive student records. To archive a student record, go to the top menu and
select “Archive Students”.
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Then browse your local drive and select the file to upload, and click Submit:

File to Upload

| e |
— =~

If the document type listed is not available, select “General, not otherwise specified” and send an email
to pti@gov.bc.ca to explain the purpose of the upload.

Please note only files of the following types are allowed: doc, docx, pdf, odt, rtf, txt, jpg, tiff, tif, bmp, gif,
png, xls, xlsx, csv.

15. How do | pay an invoice via the Portal?

Invoices

All outstanding invoices are listed in the Invoices section. Certain payments, such as application fees
and payment of the annual certificate term fee invoice, can be made via credit card through the Portal.
The B putton is disabled for certification fees which have been set up for payment via monthly
pre-authorized debit. Please note the credit card payment function works best with a PC and Microsoft
Edge. If you are using a MAC computer, please use Chrome or Firefox as Safari may return errors.

AN

Home | Applications | DueDates | DocumentUpload | ManageUsers | StudentData | Invoices | ContactUs | Logoff

INVOICES

Outstanding invoices listed below payment methods.

PAYMENT METHODS

Payment of your in n be made using one of the following methods

1. Cheque
Make cheques payable to the Minister of Finance and mail to

Private Training Institutions Branch
Accounts Receivable

203 - 1155 West Pender st
Vancouver, BC V6E 2p4

Do not make cheques payable to the Private Training Institutions Branch or PTIB as these cheques wil be returned to your institution.

2. Credit Card
Visa, MasterCard, American Express, Visa Debit, and Debit MasterCard.

3. Electronic Funds Transfer (EFT)/ACH Direct Payment

For this option you will need to go directly to your own banking institution and ask your bank to set up this method of payment. Some of the information that you will need to provide your bank with,
is the following:

* Bank: 003
« Transit: 00010
+ Account: 1295377

Please note with every EFT payment you will need to send a notification of payment to PTI.Finance@gov.be.ca. The email must include your institution ID, the invoice number and amount, and the
date the EFT payment was made.

I we do not receive this notification, we cannot apply the payment to your institution’s account.

Click an invoice line below to view invoice detals.

Invoice No. Invoice Date Invoice Amount Balance Owing on Invoice Action

PsiNv-017261 .05, 2021 s155.00 s155.00 [ payinvoce |
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16. Student record archiving requirements effective July 1, 2025

Beginning on July 1, 2025, certified institutions must archive student records with the registrar, as
prescribed under Private Training Regulation s.39. PTIRU has added a new “Archive Records” function to
the PTIRU Portal. Both Administrators and Basic Users can upload student records through the PTIRU
Portal.

BRITISH
COLUMBIA

Home Applications Due Dates Document Upload View Student Data Upload Student Data Manage Users Invoices Archive Records Contact Us Logoff

Required Documents

The archived record for each student must be labeled with the student’s full name and Personal
Education Number (PEN), if available, and must include:

e A copy of the signed student enrolment contract,
e Any transcripts issued to the student by the institution, and
e A copy of any credential granted to the student by the institution.

Institutions must not archive documents that contain the following:

- Unmasked credit card numbers (including the 3-to-4-digit security code)

- Social Insurance Numbers

- Bank account numbers

- Driver’s licence numbers

- Permanent resident card numbers

- Information indicating whether the student receives provincial income assistance.

Do not upload scanned images of cheques or identification documents.
17. Instructions for archiving student records through the Portal

Step 1: Enter Student Information

Log in to the PTIRU Portal and select [Archive Records] from the Tools menu.

‘ BRITISH

COLUMBIA

Home Applications Due Dates Document Upload View Student Data Upload Student Data Archive Records Manage Users Invoices Contact Us Logoff

Private Training Institutions Regulatory Unit Portal
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Enter the following student information:

e First name

e Last name

e Usual name (if any)

e Personal Education Number (PEN) (if available)
e Program the student was enrolled in

Student Record Archiving - Upload New

Step 1: Complete the following form for each student enrolled in a Class A program. This applies to students who have graduated from the program, or been

withdrawn/dismissed.

First Name Last Name* Usuzal Name PEN Number

John Denver Usual Name 756550256

Program Title

\D_JO? Health Care Assistant

Step 2: Upload Required Documents
For students enrolled in a Class A program, upload the following:

1. Signed student enrolment contract
2. Any transcripts issued by the institution
3. Any credential granted by the institution.

For each student, you may:

- Upload each document as a separate file, or
- Upload a single merged document.

File Naming Recommendations
Include the student ID, student name, program name, and document type. Examples:

e SNO0256_John_Denver_Early_Childhood_Educator_transcript.pdf
e SNO0256_Jane Peterson_Health_Care_Assistant_merged.pdf

Uploading Files:

1. Click [Choose Files], then select the file(s) you with to upload

2. You may upload multiple files at once

3. Accepted formats: Word (.doc/.docx) and PDF

4. Maximum file size: 10MB (if the file is too large to upload, split the file into more than one file)
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Step 2: Upload (1) copy of the signed student enrolment contract, (2) any transcripts issued by the institution, (3) any credential granted by the institution.

Word and PDF formats are acceptable.

File(s) to Upload (multiple selection allowed) 9

Choose Files |[RERIEE =T

Once selected, the files will appear in a list. Click [Submit] to complete the upload. Note that it may take
a moment to upload large files after you have clicked [Submit].

Step 2: Upload (1) copy of the signed student enrolment contract, (2) any transcripts issued by the institution, (3) any credential granted by the institution.

Word and PDF formats are acceptable.

File{s) to Upload (multiple selection allowed) e

Choose Files |-

Files already selected for upload

Size
SN0256 John Denver, transcripts.pdf 756448
SN0256 John Denver, Student enrolment contract.pdf 756448
SN0256 John Denver, credential.pdf 756448

Successfully uploaded files will be displayed below the upload box.

Step 2: Upload (1) copy of the signed student enrolment contract, (2) any transcripts issued by the institution, (3) any credential granted by the institution.

Word and PDF formats are acceptable.

File(s) to Upload (multiple selection allowed) e

Choose Files || LEiE -

Archived Student Records for- Institution

First Name Last Name Usual Name PEN Program Title BCelD Created On Version Extension
John Denver 756550256 Health Care Assistant 2025-05-29 003 pdf
John Denver 756550256 Health Care Assistant 2025-05-29 002 pdf
John Denver 756550256 Health Care Assistant 2025-05-29 o001 pdf
Page 10of 1

18. Downloading archived records submitted through the Portal

For each record stored in the PTIRU Portal, click on the “Created On” date or the “Version” number” to
download a copy to your computer.
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Created On Version

2025-06-26 001
2025-06-26 002
2025-06-26 003
2025-06-26 004
2025-06-26 005
2025-06-26 001
2025-06-26 002
2025-06-26 003

19. Archived student record billing

Institutions must pay a fee of $8 for each student record submitted to the Registrar under Private
Training Regulation 39(7). PTIRU will invoice institutions for the total number of students whose records
were archived in the previous year as part of their re-certification cycle.

20. Contact Us

If you receive an error accessing the Portal, please send an email to PTI@gov.bc.ca with a description of
what you have tried to do and a screenshot of your browser. Microsoft Windows has a snipping tool
that can capture screenshots.

Snipping Tool
App

Y

To take a screenshot in MAC, press and hold these three keys: SHIFT-COMMAND-3.

It will help us identify the cause of the issue if a detailed description is provided with a screenshot of the
error message. We will then contact you and provide assistance.

21. Student Data

Please refer to the Student Data Report Reference Guide for information about how to download,
complete, and upload a student data report.
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