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Welcome to VETtrak AcademyPlus!

This session is specially designed for your

learning experience, based on your
feedback.

We will be covering the subject through a
series of modular sections that focus on
unique date-driven features

within VETtrak, such as Events and
Holidays, providing opportunities for
qguestions throughout.

Let's collaborate and learn together.

VETtrak

AcademyPlus




Enhancing Your VT Admin Experience

This session will cover:
I

Welcome back to the Configuration Manager!

What are Holidays?

How do they work?

Adding custom Holidays / Running the Holiday Report
What are Events?

Creating/Using Event Types

Assigning Events

What is the Calendar?

© 0 N o U B W N RE

Navigating the Calendar

[HY
o

Creating Calendar Output

[EEY
=

Additional Resources
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Welcome back to
The Configuration Manager!
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The
Configuration Manager (3 Dashissrd - VETrok 202

File Create | Manage | Report AVETMISS  Utility Help
The VETtrak Configuration Manager is g & & Configuration.. | = ¢
: ﬂ frcations.. b =5
a unigue manager of VETtrak oy W Qualfications
« . asnooar -
containing many back-end data entry — %3 Employers.. F5
. . . Mavigation ﬂi Staff... F6
options, as well as configurations tools = .
. b . & Clients.., F7
for optional features. & Configurg = ;'E” i )
i Foups..
':'a' Configurat - i
. = | F P Fg
You can access the Config Manager at B Quaificatiq = TSNS

any time by pressing the Cog icon,
either on the Quick-Launch bar or
under the Manage menu.



Enhancing Your VT Admin Experience

The manager itself is displayed as a

File Create

& eb &5

GB Dashboard

Manage

long list of headings, presented in
alphabetical order.

Configuration

= * Assessment modes
‘[&f Attendance reasons
62 Attendance types
=@ Attributes
B Archived attributes
0 No attributes found
E Award types
%" Booking statuses

4 Booking steps

&G

o

E

E

&

& [ cancellation reasons

e @ Class Types

[ Classifications

E'El Contract/Enrolment types
E-gf Cost types

B E Credentials

7Y Credit terms

Custom fields

[E8] Archived custom fields
e No custom fields found
e Custom field applicability
G B Delivery strategies
[E: i“' Employer types

[+ gy Employment Types
&

E

E

&

m Events
& External links
@ External systems
@ Fee exemptions
- File notes
I
‘3“ Record type applicability
Web portal availability
% FileTrak file types
gy Funding models
@ Funding sources
-l Holidays

Close

BE--m

Report  AVETMISS

) wdd

‘ﬁ Configuration B

Cenfiguration - VETtrak 2020

Utility Help

o

=]

-

User: VETtrak

Queensland

Data: E:\Design Work \Clients\V\VETtrak "Work Resources\De¢ Expiny: 31/12/2100 &= Mode: Normal

Filter Options

Version: 20.2.0.0

CAPS NUM SCRL
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Configuration - VETtrak 2020 - O x

: File Create Manage Report AVETMISS Utility Help

Each heading can be expanded to

see further details on the data type < e st s i i

. QG HSSEA By BRR
It belongs to: B Dashboard &} configuration E

Configuration Filter Options

= * Assessment modes ~
B [£4 Attendance reasons

{2 Attendance types

=@ Attributes

B Archived attributes

0 No attributes found

[E: E Award types

%" Booking statuses

[ 4 Booking steps

& [ cancellation reasons : .

B&@ Class Types Eh._+ File notes

[ Classifications i El-l ’

[E: El Contract/Enrolment types E} ! FIlE nﬂte t!ﬂ:les

: g ol e - B[ Archived file note types
redentials :

ity Credit terms RIS vz history

in;

Custom fields
[E8] Archived custom fields

l? Default
9 T e o ¥, Record type applicability

B Delivery strategies
i“' Employer types
s Employment Types
m Events

& External links

@ External systems
@ Fee exemptions

& -E-E-E-E-E- - E

m

=< File notes

B

‘3“ Record type applicability

Web portal availability

% FileTrak file types

gy Funding models

@ Funding sources

-l Holidays v

Close

BE--m

User: VETtrak Data: E:\Design Work \Clients\V\VETtrak "Work Resources\De¢ Expiny: 31/12/2100 &= Mode: Normal Version: 20.200 CAFS NUM SCRL
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I3 Configuration - VETtrak 2020
EEiIe Create  Manage Report  AVETMISS  Utility Help

How does it work? e | | s 8| = == |
B Cnle i FFE
@ Dashboard *ﬂ' Configuration E

Managing items in this area can be done
almost entirely by right-clicking or
expanding a heading to view the
options available.

In this way you can view existing data or
create new items.

The management of different items in
this area can vary from heading to
heading — However! All of these items
have been documented on our VETtrak
Help Centre!

Configuration

E Award types

- % Booking statuses

- J Booking steps

B[ Cancellation reasons
@ Class Types

B Classifications

E Contract/Enrolment types
ﬂ Cost types
E Credentials
E Credit terms
EXEE] Custom fields
E[EE] Archived a Add custom field...

a Mo custom Show custom field report...

- Custom field appmeammey
ﬁ Delivery strateqgies

iﬂ, Employer types

i Employment Types

m Events

% External links

@ External systems

- [@ Fee exemptions

E—J .+ File notes

EJ|EL| File note types

I__ Archived file note types
l__ Award histary
l__ Default

- fb Record type applicability
- Web portal availability
E}% FileTrak file types

i Cgy Funding models

& Funding sources

FEE HAlidawe




Item:

What are
Holidays?
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Holidays

. . ) L. E}ka_x"-_., Holidays
(Public) Holidays are a unique data type within W Nationa

VETtrak, suited to enhance your scheduling needs. [ Australian Capital Territory

"' Mew South Wales
They serve to provide a warning if you try to -9 Northern Territory

. . [\ Other (O but not an Australian Territory or Depend
schedule a Class or an Event on a date thatis a [ W Other (Overseas but not an Australian Territary or Dependency)
) . . [ Y Other Australian Territories or Dependencies

considered a Holiday. W Queensiand

o
A standard set of publicholidays as provided by the -\ Tasmania Add new holiday...
government are already provided in VETtrak, but | BHY Victoria Show holiday report...

- Y Western Austrane

you can remove any that do not apply, or add your
own.
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HOIIdayS =1 ka_*l'-_., Holidays
E} W national
Holidays can be managed within the - 2014
Configuration manager and are grouped within R, 2015
State specific and National based headings. B 2018
State specificitems reflect local publicholidays el 2018
— while the National items reflect more broader h‘h_{'-,, 2019
holidayssuch as Anzac Day or Christmas Day. - B 2020

*E-_., 1f1/2020: Mew Year's Day
[\ 26/1/2020: Australia Day
@, 27/1/2020: Australia Day (Additional day)
-\ 10/4/2020: Good Friday
*E-_., 13/4/2020: Easter Monday
E-:, 25/4/2020: Anzac Day

25/12/2020: Christmas Day
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Holidays

The real strength of Holidaysis that they will display
an alert when you attempt to schedule date-specific
data that overlap with a recorded holidayfor that
location.

This will allow admin staff to ensure they do not
accidentally allot classes or events to a day that is
considered a holiday.

In the example on the right, we can see the warning
displayingthat | have attempted to create a class
that falls on Christmas day!

Enter class details.

Set the start and finish dates and times and an optional code. Select a staff member and a room if
desired, Press Mext to continue. Vf

Class starts and finishes on the same day

Class date

|25f12fzuzn

Confirm

Staff member

ﬁ Smith, Jasag

Room

]

Online dass link

[ ]

Description

heliday(s):

ish fime

Code

7 X

Warning: The class conflicts with the following

Christrnas Day 25/12/2020 (Maticnal)

Are you sure you wish to continue?

es

rder Clear

S
]
;ce -Face

Cancel Back
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Holidays
EP kb, Holidays
E . W National

There is also the option to add your own custom :. W Australian Capital Territory

Holidays to your VETtrak database. 6% New South Wales

- W Northern Territory
This can be useful for blocking out specific days that W Other (Overseas but not an Australian Territory or Dependency)
are considered no-work days, such as routine  [WF Other Australian Territories or Dependendies

- W Queensland

meetings days across your company that require Pl
5 Y Y pany q - F-YF South Australia

closed doors!

v
Y Victoria Add new holiday...
You can do this by right-clicking on a particular [ Western | — —
o o . oW Noday repor..
Holiday heading or Year heading under the l =] Inventory ite S

i p—

Holidays section of the configuration manager, and
selecting Add new holiday:
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Holidays

This will open the Holiday wizard! T Holiday Wizard 2 X
Enter holiday details.
Enter the state (or tick national) and date for the holiday, and optional name and description.

. . . . . . . Press Mext to continue.

Within this area, you can configure if the holidayis st enter s holday date

considered to be Nationally relevant, meaning it will [ niational holiday

display across any state or territory when data- == A Order l“’a‘f | L] This holiday has an end date

asmania L m L

relevant date is entered. Name

Description

You can of course add the Date for the holiday, and
if it has a multiple day duration you can
optionally selectan End Date.

Cancel Back Mext
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Holidays

This will open the Holiday wizard! T Holiday Wizard 2 X
Enter holiday details.
Enter the state (or tick national) and date for the holiday, and optional name and description.
. . . . Press Mext to continue.
Within this area, you can configure where the
holidayis considered to be Nationally relevant, [ niational holiday
meaning it will display across any state or territory State T Order  Date This holiday has an end date

Tasmania e 3f10/2020 o 4f10/2020 o

Mame

when data-relevantdate is entered.

Annual Business Planning Weekend

Description

You can of course add the Date for the holiday, and
if it has a multiple day duration you can
optionally selectan End Date.

Tools down activity weekend to prepare for next annual VETtrak release schedule.

Enter a Name for your holidayitem, and
optionally entera Description if you wish!

Cancel Back Mext




Enhancing Your VT Admin Experience

. Ef [z, Holidays
Holidays B Mool
. W Australian Capital Territory
It can also be useful to see a list of your holidays— W New South Wales

- W' Northern Territory
- W Other (Overseas but not an Australian Territory or Dej

. . ) [+- Y Other Australian Territories or Dependendes
This can be handyfor admin staff that may wish to @Y Queensland

get across what days they should avoid when W South Australia

scheduling items — and saves them being surprised E} W Tasmania

when the alert window pops up unexpectedly! - Ef 2014
B 2015

To do this, right click on a Holiday heading— @3 201e
- BHjeh 2017

whether it's a year, or a state/national option—and Pl
i : - Erleh 2018
select Show holiday report: B 2

o EED

B Victoria Add new holiday...
@ L WEEtE'I Show holiday report...

. [FA Inventory

and perhaps even export it for others to views.
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Holidays

This will display a simple list of the Holidaysin a report.

Any custom Holidays will be present and accounted for —and the Holidaysthat are automaticallyadded to VETtrak
as part of your updates will have a description explaininghow they are sourced!

Holidays Report
Tasmania holidays
Date State NHame Description
Always on a Monday, creating a long weekend. It celebrates the eight-hour working day, a
9/3/2020 Tasmania Eight Hours Day victory for workers in the mid-late 19th century.
https://worksafe.tas. gov.au/laws/ public_holidays
. Public Holiday currently observed by certain awards/agreements and the State Public
14/4/2020 Tasmania Easter Tuesday Service https://worksafe.tas.gov.au/laws/public_holidays
: - Celebrated on second Monday in June except in Western Australia and Queensland.
8/6/2020 Tasmania Queen's Birthday https://worksafe.tas. gov.au/laws/ public_holidays
3/10/2020 Tasmania ﬁ:euka;n%ju siness Flanning Tools down activity weekend to prepare for next annual VETtrak release schedule.
: . Boxing Day occurs the day after Christmas. Sydney-to-Hobart yacht race and Boxing Day
28/12/2020 Tasmania Boxing Day Test Match (Cricket) start on this day. https://worksafe.tas.gov.au/ laws/public_holidays
Count: 5
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Let's take a closer look!

Here is an article that will help get your started with Holidays:
VETtrak Help Centre: Holidays



https://customer.vettrak.com.au/hc/en-us/articles/228727947-Holidays
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Demo, Rupert (00002)

Events & roems

- i Employers: Demo Industries (Primary)
nd:pn Division: Root division
-8 Bank Account : Mot assigned

=l

Events are an incredibly versatile data-

B Attrbutes
recording tool within VETtrak, designed to gt Skills
. . . E}D Contracts
track date-relevantinformation against key [ Ervolments (on contract)
VETtrak data elements, such as =& Enrolments (occurrence)

. =[G First Aid Course [9] - 1/3/2019 - 31/3/2019 (Inv 00001) - Paid in ful
Clients, Enrolment, Employers, Occurrences &[] Linked occurrence envolments

the list goes on I E}ﬁ' Events {inked to enrolment)
IS o ] 15/3/2019 Meet and Greet
- Placements (linked to enrolment)
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Events

Use them to track milestones, schedule
meetings, create staff-oriented tasks — it is

difficult to explain what Events can be used for,

because so many people use them in so many
different ways.

Demo, Rupert (00002)

; Personal

- i Employers: Demo Industries (Primary)
nd:pn Division: Root division

-8 Bank Account : Mot assigned

B Attributes

02" Skills

}D Contracts

=l

|y I ey B oy B e |

- EI Enrolments (non contract)
—}M Enrolments {occurrence)
=[G First Aid Course [9] - 1/3/2019 - 31/
28 EI Linked occurrence enrolments
E}ﬁ' Events (linked to enralment)
IS o ] 15/3/2019 Meet and Greet
- Placements {linked to &

Il

m Client Event Wizard

Set event details.

Set the dates, indicate if the event is complete and enter a description. Press Mext to continue,

? *

Eﬂt} Contract

Event Staff member ™ Order | | & Clear
@ | v| ﬁ |Teacher, Greg - 00008 v|
o Cl
g Link to last active
contract
Enrolment & Clear

|[9] 1/3/2019 - 31/3/2013 - First Aid Course

o |

Single day/milestone [_| Record times for event
Date of event

15/3/2019 "

Document reference

Link to last active
enrolment

[JEventis complete [ Show eventin calendar

Open ||

Description

Initial meeting between Rupert and Greg to discuss learning needs an lesson plan.

Cancel Back Mext




Enhancing Your VT Admin Experience

Events

Because Events can be attached to many
different data-types, it means thatyou can
categorise your Events to represent all manner
of scheduled needs.

EFQ Events
ﬁ Archived events
R o Vet and Geal
@ Trainer Par:
%‘ External links
@ External syste
- @ Fee exemptior
- —.~ File notes

% FileTrak file ty
q Finance syster
% Funding model

Assign event to clients...

Assign event to employers...

Schedule event multiple times for clients...
Schedule event multiple times for employers...

Edit event...

Delete event...

@ Funding sources
bl Holidavs
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Events

In this example, We have an Event attached to
an Enrolmentto represent Trainer Contact!

E Client Event Wizard

set event details.
Set the dates, indicate if the event is complete and enter a description. Press Mext to continue.

*

Event Staff member I Order | | & Clear
(@[ iect and Greet || £ |Teacher, Greg - 00008 v
Confract < Cl
= ] Link to last active
contract

Enrolment ol

- - & Clear Link to last active
|[9] 132019 - 31/3/2019 - First Aid Course w | enrolment

Single day/milestone [ |Record times for event
Date of event
|15;3,r2019 v |

Document reference

[ |Eventis complete [ ] Show eventin calendar

Qpen ||

Description

Initial meeting between Rupert and Greq to discuss learning needs an lesson plan.

Cancel Back Mext
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Events

In this example, We have an Event
attached directly to a Client to represent a
Paperwork deadline!

W3 Client Event Wizard ? X

set event details.

Set the dates, indicate if the event is complete and enter a description. Press Mext to continue.

Event Staff member I Order | | & Clear
ﬁ |Client Contact Sheet Document o | ﬁ |Smi1i1I Jason - 00013 e |
Contract Cl

& Clear ] Link to last active
| ~ | contract
Enrolment ol

& Clear n Link to last active
| ~ | enralment

Single day/milestone [ |Record times for event [ _|Eventis complete || Show eventin calendar
Date of event

|3u,r1n,rzuzu v |

Document reference
|C:‘|Dnmrnents‘l,NDA ANZ Calia - Signed by Ash Wayling. pdf Open |-

Description
Contact sheet still outstanding for this Student.

Assigned to Jason to oversee retrieval of signed document.,

Cancel Back Mext
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Eve nts V3 Employer Event Wizard ? X

Set event details.

. . Set the dates, indicate if the event is complete and enter a description. Press Mext to continue. Vf
And in this example, we have attached
an Event to an Employ.er to reflect a trainee — ctaff member o Tae
progress update meetlng! ﬁ |Trair1ee Progress Meeting v| ﬁ |Smi1i1I Jason - 00013 vl

Single day/milestone [ |Record times for event [ _|Eventis complete || Show eventin calendar
Date of event
|511u,r20;_'n v |

Document reference

Qpen ||

Description

ZoomID: 32412GH-K
Contact Erica RE: Occurrence intake [712]

Covering progress of students undertaking training - half-way point has been reached.

Cancel Back Mext
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Eve nts Employer Event Wizard ? X

St oarant Aatzile

. . Se Employer Event Wizard ? bt
With employer-based events, you can even link Select employess.
th e related/releva ntem p | oyees | Select the desired employees to assign the employer event to. Press Next to continue,
. - \"/4
f
Select employees to link to employer event ﬁ

Dal |Use Employee
smith, Joseph (00010)

g

g

Cancel Back Mext
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Events

Events also take into account any Holiday items
that have been configured within your VETtrak
—displayingan alert when the date specified
may intersect with a recorded holiday:

Employer Event Wizard 7 *
Set event details.

Set the dates, indicate if the event is complete and enter & description. Press Mext to continue.
Event Staff member 7 Order || @ Clear | | A\ Alerts (1)

@ |Trainee Progress Meeting w | ﬁ |5miﬂ1, Jason - 00013 ~ | Holiday conflicts P
Single day/milestone Fecord fimes for event | Eventis complete Show event in calendar g?fojﬂu%ﬂ?:ﬁggggén%;ﬂﬁekend

Date of event Start time Finish time
v| |08:30AM :| |05:00PM :|

Docurment reference

Open | -

Description

.

ZoomID: 32412GH-+K
Contact Erica RE: Occurrence intake [712]

Covering progress of students undertaking training - half-way peint has been reached.

Cancel Back Mext
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EZ B Eventlog E % B Clent details =8
Events f s [M] e m -
U Repot | @ascendng O)Descendng  Address |Seymour Vic 3661
Filters (off) QPost
Events can also appearin their own unique Ul area mment | [ @] | [eventtpe  v|[comment |G eone | |
within some Managers. For example, within the St s ke el
Client and Employer managers, you can view the ool |
Event log: T | |
Initial meeting between Rupert
This area will display compact summaries of your neces o sson .+
events, with tools to search and filter for specific
event types. — ®
‘or this record = B —
Client description =8
Demo, Rupert (00002) Save
Selected item information B
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2 E Eventlog 2 E client details [ |
E ve n t S 1 Demo, Rupert (00002) Add Name Demo, Rupert |
Sort order 1 Strest 5t @ Res
[¥] Report @ Ascending O Descending Address Seymour Vic 3661
Filters {off) OPost
H H 1 1 1 t Event || C t Phi
Double-clicking an event in this area will open the mment | [@] | [prenttwe v |[comment |[@H] phene | ]
| |
o . . . . 2
Event Wizard, allowing you easy access to edit the G Client Event Wizard roX
. Set event details.
even tS d eta | I S ! Set the dates, indicate if the event is complete and enter a description. Press Mext to continue.
B Staff member ™ Order | | Clear
ﬁ | eet and Greet| e | ﬁ |Teacher, Greg - 00008 e |
e S Link to last active
confract
Enrol t
remen - - & Clear Link to last active
|[3] 1/3/2019 - 31/3/2019 - First Aid Course v | L epniment |

Single day/milestone [ |Record times for event [ |Eventis complete [ | Show event in calendar
Date of event

15/3/2019 v

Document reference g
| open || |
Description =
Initial meeting between Rupert and Greg to discuss learning needs an lesson plan.

Cancel Back Mext %

Selected item information [ |

o

m
1

n
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Events

You can add new types of Events to you VETtrak
database within the Configuration manager.

You can do this by right-clicking on the Events
heading within the configuration manager, and
selecting Add new event:

Elel

ﬁ' Exter

Add new event...

|1§li| Extern
@ Fee ex
[+ File no
E FileTra
q Financ

Schedule series of event

Schedule series of event

Show event report...

% Funding medels
@ Funding sources
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Events

This will open the Event wizard! 0 Event Wizard 2 X
Enter event details.
Enter a name for the event and an optional description. Press Mext to continue,

Within the area you can designate a Name and st e o vt e

Code for your new event and configure Name Code

some unique additional options. | | |
[ ] This event is inactive [ ] Contributes to Program Unigue Supervised Hours (VIC only)

[ ] Show new events in calendar

Description

Cancel Back Mext
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Events

Contribute to Program Unique Supervised Hours
is a Victorian specific option, if you require to
track (and report) the time period of this event to
the state government.

3 Event Wizard ?

Enter event details.
Enter a name for the event and an optional description. Press Mext to continue,

Must have an event name

Mame Code

[ ] This event is inactive I|:| Contributes to Program Unigue Supervised Hours (VIC only) I

[ ] Show new events in calendar

Description

Cancel Back Mext
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Events

Show new events in calendar is a default options
to populate events of this type in your VETtrak
calendar.

(We will cover using the calendar later in this
presentation)

3 Event Wizard ?

Enter event details.
Enter a name for the event and an optional description. Press Mext to continue,

Must have an event name

Mame Code

[ ] This event is inactive [ ] Contributes to Program Unigue Supervised Hours (VIC only)

I|:| Show new events in calendar I

Description

Cancel Back Mext
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Events

The second page dictates whether you would like Event Wizard : %

. . . . specify availability in web portals.
th|S Event tO be avallable for use Wlthln your Select the web portals that the event is available in. Press Next to continue.
VETtrak Portal Products.

Access to events of this type in web portals

This is another added layer of versatility for events — e portal
. Progress Portal
because now you can use them as a scheduling tool Student Web Portal

Trainer Web Portal

across multiple products!

Cancel Back Mext
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Events

Once your Event has been created — it will display
under the Events area of your Configuration
Manager.

E}@ Events

ﬁ Archived events
ﬁ Client Contact Sheet Document
ﬁ Meet and Greet
ﬁ Trainee Progress Meeting
ﬁ Trainer Portal Follow Up

}Q External links

ﬂ-lﬂ External systems

[ Fee exemptions

- File notes

- % FileTrak file types
ﬂ-q Finance systems
-Cgy Funding models

Assign event to clients...

Assign event to employers...

Schedule event multiple times for clients...
Schedule event multiple times for employers...

Edit event...

Delete event...

ey S ey T sy Y sy N oy Y sy IO oy A oy |

- 1 Fondina 2mnrees
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Events

One particularlyimpressive feature of Events is that
you can actually bulk-assign them to Clients and
Employers from within the Configuration Manager -
simply by right-clicking the Event you want and
choosing the relevant option.

E}@ Events

ﬁ Archived events
ﬁ' Client Contact Sheet Document
ﬁ Meet and Greet

ﬁ' Trainee Progress Meeting

ﬁ' Trainer Portal Follow Up
}Q External links
ﬂ-lﬂ External systems
[ Fee exemptions

-+ File notes

Assign event to clients...
Assign event to employers...
Schedule event multiple times for clients...

Schedule event multiple times for employers...

- % FileTrak file types
ﬂ-q Finance systems
-Cgy Funding models

ey S ey T sy Y sy N oy Y sy IO oy A oy |

Edit event...

Delete event...

- 1 Fondina 2mnrees
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Events

Once your Event has been created and assigned to
whatever data-element you require — the next steps

are up to you!
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Events

W4 Client Event Wizard ? x
Set event details.
o Set the dates, indicate if the event is complete and enter a description. Press Mext to continue.,
Some people record Milestone Events - a one-and- i "
done Event that is set against a record to reflect i Siaft T
'something that happened'. No further £ |Student visit Completed v| 1R [smith, Jason -00013 v]
managementis taken, they are all done-you can |C°”““ SlCeal, ik tolastactive
. . > contract
even immediately mark them as complete! Enrolment & Clear
| | Link to last active
~ enrolment
[+]single day milestone Record times for event | [#]Eventis complete | [+] Show event in calendar

Date of event Start time Fini;h time
|3n,f9,.fznzn v| |n~3:3n AM = | |10:30 AM L= |

Document reference

| ol

Description

Took Rupert for a tour of the campus. He queried accessibility on upper floors, and care fadlities.

Cancel Back Mext
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Events

{3 Client Event Wizard 7 >
Set event details.
. Set the dates, indicate if the event is complete and enter a description. Press Mext to continue.
Some people create Follow-up Events - scheduling a " "
Task or Meeting that will take place at a later date — ot I o (o
reflected in the Date of Event. o]fectand Gt v| |5 [Teacher, Greg - 00008 v]
S SLL-— Link to last active
. contract
These 'Incomplete’ events can then be tracked in e Flear| o
the software and updated at a later scheduled time (5] U3/2015 31/312019 Frst A Course | Penvoiment
[+] single day,/milestone record times for event | []Eventis complete | [+] Show eventin calendar
Date of event Start time Finish time
|?,."1[J,."2[JZD v| |E|3:DD PM L= | |ns:nn pM L= |
Document reference
| Open ||
Description

Initial meeting between Rupert and Greq to discuss learning needs an lesson plan.

Cancel Back Mext %
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Events

Dashboard Schedule 4, My Courses MMy Students

DASHBOARD

Events can even be viewed in our Portal Products to Tim Trainer

Last kxgin: Tuesday. 3 March 2020 4:44 PM Tasmania Standard Time

coordinate with your Trainer's schedule!

CURRENT EVENTS AND CLASSES MEW MESSAGES
(5 Weed 04/03/2020 £:30 AM - 5:00 PM 25 months 220 - Fram: MoGrathy, liarm (00
B Trainer Portal Follow Up have 2

3 Tim Trainer {00027
(=) onie year ageo - From: Darling, Michael [0
anling ressurces - message

5 one year ago - From: Brush, Bottle (0003

This is no..,

UPCOMING CLASSES

£ ane year ago - From; Bedl, Tinker (00005)

MNEXT CLASS

10/05/2020 08:30AM

UPCOMING EVENTS

() Sun 10/05/2020 B:30 AM - 5:00 FM
E (123) apirnals of Meveland 1049
Q 3000 - Melbaurne MEXT EVENT

g s s 06/03/2
B (Waitlist) Test programme
@ 3000 . Melbourme

(T Eri 060342020

5 TE - test event
382 adedla (00045]



Enhancing Your VT Admin Experience

Events

Because Events have a range of options for
referencing Documents, many use them as a way to
track and schedule particular documents
requirements within their business.

{3 Client Event Wizard ?

Set event details.
Set the dates, indicate if the event is complete and enter a description. Press Mext to continue.

*

Bvenk Staff member ™ Order | | & Clear

v| [l |5miﬁ1, Jason - 00013

L |

Contract Clear
4 Link to last active
| ~ | contract
Enrolment Clear
= Link to last active
| ~ | enrolment
Single day/milestone Record times for event [ Eventis complete Show event in calendar
Date of event Start time Finish time
1/10/2020 w | |08:30 AM = [05:00PM =
Document reference

|C:‘|.DommentsWD.ﬁ. AMZ Calia - Signed by Ash Wayling.pdf

Opern || -

Description

Contact sheet still outstanding for this Student.

Assigned to Jason to oversee retfrieval of signed document.

Cancel Back Mext
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Events

Client Event Wizard 7 >
Set event details.
. . . . . Set the dates, indicate if the event is complete and enter a description. Press Mext to continue.
And since Events are intrinsically designed to "

monitor dates, they serve as a perfect way to create

Staff member T Order | |I& Clear
d ea d I ines fo r p a p erwo rk ! Client Contact Sheet Document w | [ 4 |Sm|th, Jason - 00013 i |

Contract

B Link to last active
| ~ | contract
Enrolment

& Clear Link to last active
| ~ | enrolment
Single day/milestone Record times for event [ Eventis complete Show eventin calendar
Date of event Start time Finish time
|1,.f10,rznzn v| |L’JS:30AM :| |ns:un PM :|
Document reference
C:\DocumentsiMNDA ANZ Calia - Sioned by Ash Wayling.pdf Open || -
Description

Contact sheet still outstanding for this Student.

Assigned to Jason to oversee refrieval of signed document.

Cancel Back Mext %
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Events

It is also worth mentioning- as Events are all linked
to existing data elements within your database—
you can utilise Standard Reports to retrieve and
view informationin detail!

FReport tree

7B ASQA Reports

& B Attribute Reports
E%‘,‘ Award Reports

% Class Reports

- E%,‘ Client Reports

- E%‘,‘ Deleted Record Reports
- % Demographic Reports
i By Email and SMs

E%‘ Employer Reports

- % Enrolment Reparts
5B
L I% Client Event Report
e % Employer Event Report

: % Dcourrence Event Report
I% Trainer Event Repart

&+ B File Note Reports

% Financial Reports




Enhancing Your VT Admin Experience

Let's take a closer look!

Here is an article that will help get your started with Events:
VETtrak Help Centre: Events



https://customer.vettrak.com.au/hc/en-us/articles/228397528-Events

Item:

WHEIRE
The Calendar?

\"/s
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The Calendar

Dashboard - VETtrak 2020

A well-hidden secret under the - File Create Manage | Report | AVETMISS  Utility Help
Report heading within VETtrak, is the (9 r." r." | Standard Reports... o ‘
Calendar Manager. Y wdo ' Custom Reports...
@ Dashboard _' Self-Service Reports...
When dealing with date-dependantdata Navigation & Data Insights...

that is designed to efficiently display this & Configuration Report mappings...
data, rlght? 6 Qualification i'] Setup receipt and invoice reports...
D security E_} MNew report request...

":f Triggers and actions

T



Enhancing Your VT Admin Experience

3 Calendar - VETtrak 2020 - O X

GO FHDE R E | B 1D

: File Create nage Report AVETMISS

ility Help

Uil
= =

The Calendar
%@“JJJJ‘JJJJ

The Calendar Manager is designed to @outtoes  ososr @
show Event, Class and Holiday
informationin a layout that can be — ——

dynamically shifted to show maesro foee.
. o o o e 2122 23 4R 1902122232435
particulartime periods— while also — a7aani
offering a set of filter optionsto = :
Pt g [Ashow dasses [ Show events H
shape what you are seeing. C s st it |
: (Gégﬂgﬂsi % Class dash colours %
11 | é J No dashes a
There are also tools to export the i S R——
. . — J Room dash B
data you see in this area for your own [EET— :
specific needs! 2 B e
- J Employer events
o . J Oceurrence even its
‘ Holiday colours
5 J Holidays

Close Refresh Print Agenda view

User: VETirak Data: 127.0.0.1:E:\Design Work\Clients\\\VE Ttrak \Work Resources‘\Demo Databz Expiry: 31/12/2100 & Mode: Nommal Version: 20300 |CAPS NUM SCRL INS
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The Calendar

You can specify the period to be
displayed by adjusting the timeline
area at the top of the manager, as
well as manipulatingthe Day/Month
view in the top-right hand side.

Clicking and dragging your mouse
cursor across multiple days will adjust
the displayed days in the main
window area.

I
I
TURDAY SUMDAY MONDAY TUESDAY WEDMNESDAY 4 October 2020 November 2020 »
a 5 5 7 M TWTFSS MTWTFGS S
Annual Busi kend (Mational) | IQueen's Birthday (QId) 28 22 50 1
8 91011 2345678
ILabour Day (54) 12 13 14 15 16 17 13 910 11 12 13 14 15
1920 21 22 23 24 25 16 17 18 19 20 21 22
Lebouray (W) 26 27 28 29 30 31 23242526 27 28 29
ILabour Day (ACT) 3 12 3 456
M Select filter from side bars =
m
2  Options %
El
Workshop Day - First | [ First Aid Course [17] o [Ishowdasses  [show events A
Aid Course [15] Staff : Teacher, G T .
11/9/2020- 10/10/2... || opoey = ?  [show holidays 3
Staff : not assigned Room : Tas / Hobart / o Automatically check for dass dashes
Standard Meeting Room - 2 EU
SR ] g
Class type : Face-to-face - E" Class dash colours g
J Mo clashes 3
5
E“ J Occurrence dass dash ?
o
- J Staff member dash E
J Room dash g
J Staff and room dash =
Event colours
- Client events
J Employer events
J Occurrence events
Holiday colours
J Holidays
User: VETtrak Data: 127.0.0.1:E:\Design Work \Clients\\\WVETtrak \Work Resources'\Demo Databa: Expiry: 31/12/2100 & Mode: Nomal Version: 20.3.00 CAPS NUM SCRL NS
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The Calendar

The far-right hand panel has many
tabs that represent different
filterable data within the calendar.

Move your mouse cursor over any
one of these panelsto see a range of
optionsto shape the information
being displayed.

WEDNESDAY Al
7

28 29 30
8 910 11

- First First Aid Course [17]

| Staff : Teacher, Greg
1f10/2— | | \nnnog)

=d Room : Tas [ Hobart /
Standard Meeting Room -
SR

Class type : Face-to-face -

L

I uogeao]  JRdodwy  JuIID Juap\gl

October 2020 Movember 2020
M TWTFS S5 M TWTF 55

»

1

23456 78

12 13 14 15 16 17 18 910 11 12 13 14 15
19 20 21 22 23 24 25 16 17 18 19 20 21 22

26 27 28 29 30 31
30 1 2

Select filter from side bars
Options
Show dasses Show events
Show holidays
Automatically check for dass dashes

Class dash colours

J Mo dashes

J Occurrence dass dash
J Staff member dash
| Roomdash

| staffandroom clash

Ewent colours
. Client events

J Employer events
J Occurrence events

Holiday colours

J Holidays

23242526 27 28 19
34568

I:HEls wooy  Swwelbold adﬁ;al.ummﬁmdl

Databa: Expiry: 31122100 &= Mode: Mormal

Version: 20.3.0.0 |CAPS NUM SCRL NS
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ndar - VETt

The Calendar

File Create Manage Report AVETMISS
“ - Lal - -
& o & Do S0

@ Dashboard rz'ﬂ Calendar H

Utility  Help

Double-clickingon most items within
the calendar will provide you with a

—
—
. . THURSDAY FRIDAY SATURDAY SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY 4 Octaber 2020 November 2020 L3
wizard tomanlpulateand save hew : : - : : ° ’ ’ ;.o FEEE
= - N R pEcREn] 1 2 3 4 1
IAnmlaI Business Planning Weekend (Nati... | IQueens Birthday (... 2 3458 78
infor ationfor that ite ILahuurDay(SA} 12 13 14 15 16 17 18 910 11 12 13 14 15
lII III 13 20 21 222324 25 16 17 18 19 20 21 22
* I@ 26 27 28 29 30 31 232425 26 27 28 29
ILW M 123456
Edit event X 0 Select filter from side bars 2
i
Q A &  Optons é
o Event Staff member & Clear g
First Aid Course =l ~ 1 IF workshop Day - First Aid Course [1...| [ Trainee Progress o [Ashowdasses Show events H
a staff : Teacher, Grg [ﬁlrss]t ‘:T,g":‘z':ls;n ~ Staff : Teacher, Greg “Eﬂill_l_- Employ... L how holidays ﬁ
: {pooos) Single day/milestone [JEvent is complete 10/10/2020 (oooog) Staff : Smith, Jason
Room : Tas / Hobarl SSERIEREE )| Room: Tas fHobart (00013) q Automatically check for dass dashes
Standard Meeting Date of event Start time Finish time Staff : not assigned Standard Meeting iption : ZoomID: 2 E“
10 Room - 5R - = - = Room - SR 32412GHK ) =]
e e : [e/10/2020 | [ am 2] [osooem 2] P _ 3 Class dash colours %
— Description m‘iﬂﬁ m_ﬂﬁ - J Mo dashes a
)
o 713 ?.’ || Oreurrence dass dash F3
g
| ‘Covering progress of > - Staff member dash 3
1 students undertaking
trainin thasg,hdfmv [ Rroomdash g
1 r::d'lzd J 5Staff and room dash 5
Event colours
2 G | S
- anes Iil . Client events
— J Employer events
- || Geurrence events
4 Holiday colours
J Holidays
5
6
Close Refresh Print. Agenda view
User: YETtrak Data: 127.0.0.1:E:\Design Work \Clients\V\VETtrak \Work Resources\Demo Databa: Expiry: 31/12/2100 &= Mode: Momal Version: 20.3.00 CAPS NUM SCRL
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The Calendar

You can also change the formatted
view of your calendarin the bottom
left-hand side between an

Agenda view, and the standard
Calendar view — offering a specialised
view for different needs.

Calendar - VETtrak 2020

File Create Manage

4 -~ ol
&* Lo &
B Dashboard [ c

Report  AVETMISS
- -
wd add
alendar =]

=

=5 =5

Utility  Help

Victoria M

e

¥ E & B

October, 2020 8
Thursday

30am to 5:00pm [ ]

Client Contact Sheet Document - Demo, Rupert (00002)

Staff : Smith, Jason (00013)
Desoiption : Contact sheet still outstanding for this Student,

Assigned to Jason to oversee retrieval of signed document.

October, 2020 8
Friday

30am to 11:00am ()

First Aid Course [17]

Staff : Teacher, Greg (D0008)

Room : Tas /Hobart [ Standard Meeting Room - SR
Class type : Face-to-face - Face

Students : none

October, 2020 Al day ¢ Annual Business Planning Weekend (National)
Saturday
October, 2020 Al day ¢ Annual Business Planning Weekend (National)
Sunday
October, 2020 All day O Quel
Menday First Aid Course [17]
All day > Labq
All dar Labq
" o Start: 7/10/2020 8:30am
All day (> Lab{ End:  7/10/2020 11:00am
October, 2020 8:30am to 5:00pm {3 Wor| Reminder: None 10/10/2020
Tuesday Staff 7 ot assigned
7 October, 2020 8:30am to 11:00am O First Aid Course [17]
Wednesday Staff : Teacher, Greg (D000S)
Room : Tas / Hobart [ Standard Meeting Room - SR
Class type : Face-to-face - Face
Students : none
3:00pm to 5:00pm . Meet and Greet - Demo, Rupert (00002) (Complete)
Staff : Teacher, Greg (D0008)
Description : Initial meeting between Rupert and Greg to discuss learning needs an lesson plan,
Rupert was happy to start ASAP,
October, 2020 8:30am to 5:00pm O Trainee Progress Meeting - Employer Inc
Thursday Staff : Smith, Jason (D0013)
Description : ZoomID: 32412GHK
Contact Erica RE: Occurrence intake [712]
Coverina nenaress of shidents undertakinn traininn - half-wav noint has heen rearhed

~

4 October 2020
M TWTFSS

28 29 30
B 91011

12 13 14 15 16 17 18
13 20 21 222324 25
26 27 28 29 30 31

MNovember 2020  »

M TWTFSS
1

23456 78
910 11 12 13 14 15
16 17 18 19 20 21 22
232425 26 27 28 29

3 123 4586

M Select filter from side bars §
b
&  Optons 5
3
o [showdssses  [Ashow events 3
5 how holidays ﬁ
g Automatically check for dass dashes =
g g
% Class dash colours o
[ 2
| Mo dashes H
1y
?.’ || Oreurrence dass dash F3
3
j || staff member dash 3
[ Rroomdash a
J 5Staff and room dash 5
Event colours

. Client events
J Employer events

Occurrence events

Holiday colours

J Holidays

 —
Close Refresh Print | I Calendar view i |

User: VETtrak

Data: 127.0.0.1:E:\Design Work \Clients\V\VETtrak \Work Resources\Demo Databa: Expiry: 31/12/2100 &= Mode: Momal

Version: 20.3.00 CAPS NUM SCRL
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Let's get our hands dirty!

Here is an article that will help get your started with

the Calendar:
VETtrak Help Centre: The Calendar



https://customer.vettrak.com.au/hc/en-us/articles/360001972135
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VETtrak

Having a robust understand of
date-relevant data options
within VETtrak can do a lot to
improve the workflow of your
company.

Not to mention, helping to avoid
scheduling conflicts and errors!



If you get stuck!

The VETtrak Help Centre has a range of
useful articles to assist with using the
features we have spotlighted today:

* Configuration Manager Overview

* Adding a new Event

* Assigning an Eventfrom the Configuration Manager

* Student Events in the Trainer Portal

* Holidays
 Adding a new Holiday

* Editing an existing Holiday

e Viewing the Holiday report



https://customer.vettrak.com.au/hc/en-us/articles/115002201833-Configuration-Manager-Overview
https://customer.vettrak.com.au/hc/en-us/articles/228397528-Events
https://customer.vettrak.com.au/hc/en-us/articles/228397528-Events
https://customer.vettrak.com.au/hc/en-us/search/click?data=BAh7CjoHaWRpBCWh9ww6CXR5cGVJIgxhcnRpY2xlBjoGRVQ6CHVybEkiZWh0dHBzOi8vY3VzdG9tZXIudmV0dHJhay5jb20uYXUvaGMvZW4tdXMvYXJ0aWNsZXMvMjE3NTU1MjM3LVN0dWRlbnQtRXZlbnRzLWluLXRoZS1UcmFpbmVyLVBvcnRhbAY7B1Q6DnNlYXJjaF9pZEkiKTZkMmMwMTljLWQ4ZTktNDFkYS04MmEyLTlkMzRhZjNmMTE5NwY7B0Y6CXJhbmtpCQ%3D%3D--955c67878fbc649ae1b8c650922a49ea59a58d73
https://customer.vettrak.com.au/hc/en-us/search/click?data=BAh7CjoHaWRpBIscog06CXR5cGVJIgxhcnRpY2xlBjoGRVQ6CHVybEkiSWh0dHBzOi8vY3VzdG9tZXIudmV0dHJhay5jb20uYXUvaGMvZW4tdXMvYXJ0aWNsZXMvMjI4NzI3OTQ3LUhvbGlkYXlzBjsHVDoOc2VhcmNoX2lkSSIpMjNlM2Q1NjEtZmJiOC00NTdkLTk5NzEtNDQzZTg5N2FlMDZiBjsHRjoJcmFua2kG--6d7a4823858bdbcebdbb7acde8333ea5fb19465d
https://customer.vettrak.com.au/hc/en-us/articles/228727947-Holidays
https://customer.vettrak.com.au/hc/en-us/articles/228727947-Holidays
https://customer.vettrak.com.au/hc/en-us/articles/228727947-Holidays

