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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 features within the VETtrak
Configuration manager, providing
opportunities for questions throughout.

Let's collaborate and learn together.

VETtrak

AcademyPlus




Enhancing Your VT Admin Experience

This session will cover:
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Welcome to the Configuration Manager!
What are Attributes?
Creating/Managing/Assigning Attributes
Example/Demonstration: Attributes
What are Custom Fields?

Creating/Using Custom Fields
Example/Demonstration: Custom Fields
What are File Notes?

Creating/Entering File Note Types
Example/Demonstration: File Notes

Additional Resources




Item:

Welcome 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.
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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
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-

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
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The manager itself is displayed as a
. . . (3 Configuration - VETtrak 2020 - O ®
long list of headings, presented in e g e e s s
Qe HEHESF B o~ O

; g ) -~ - - L3
|G 8o Do Oo
Configuration Filter Options

alphabetical order. Gonons & crtoe B

o

=3
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= * Assessment modes ~
B [£4 Attendance reasons
e @ Attendance types

=@ Attributes

@ Archived attributes

Each heading can be expanded to e
see further details on the data type
it belongs to:

=

=

=

& [ cancellation reasons :

[ @ Class Types E:I' S FIlE notes
[ Classifications
=
=
=
=
E

‘E] Contract/Enralment types E}lf-l FllE note tYpES
B ot s - B[ Archived file note types

E Credentials

[ Credit terms L_ Award history

=5 Custom fields I
@ archived custom fields r Default

e No custom fields found

“[E] custom field applicability . % REEDrd t}'l:lE appllcablllt&'
i Delvery strategies - Web portal availability

i“' Employer types

s Employment Types [+]- w tynes

E
&
E
E
B m Events
E
E
&
E
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@ External systems
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=< File notes
BT o o

‘3“ Record type applicability
- Web portal availability
% FileTrak file types

gy Funding models

@ Funding sources

-l Holidays v

Close

User: VETtrak Data: E:\Design Work \Clients\V\VETtrak "Work Resources\De¢ Expiny: 31/12/2100 &= Mode: Normal Version: 20.200 CAFS NUM SCRL S
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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
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What are
Attributes?
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Attributes

Attributes are a way of recording custom
information against a client or employer.

They are commonly used as a 'tagging' mechanism
so you can identify certain clients or employers viaa
particular attribute. Thisis most useful when you
want to record whether a student (or employer)
has, or does not have a particulartrait or 'thing'.

Attributes can also be flagged as 'Important' to
better draw attentionto particular attributes when
present.

Craigie, Richard [Richie] (00072)

ﬁ Personal
= i Mo employer assigned
= B Attributes

LY eocumone

- [7 contracts Edit description...

- Enrolments {non c .
= Ij ( I Remove attribute...

[ |&# Enrolments (occun
G 48 Awards
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Attributes

To create a new Attribute, right-click the Attributes
heading and choose Add new attribute:

Configuration

B+ IEEI Attendance types

= @

& I Award Add new attribute...

% Booking Show attribute report...

[ 4 Booking swps
& [ Cancellation reasons
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Attributes

This will open the Attribute wizard!

Within this area, you can configure the Name and
Code for your Attribute, as well as flagging
information such as whether it is considered an
Important attribute.

Attribute Wizard
Enter attribute details.

Enter a name for the attribute and an optional description. Press Mext to continue.

Must have an attibute name

Mame

Code

[ ] This attribute is inactive
Alerts

[ ] This attribute is important ~ Info
Info Description

Record type

Client enralment

Add

Client occurrence enrolment

Employer occurrence enrolment

Employee occurrence enrolment

Invoice

Payment

Client award

I o

Cancel Back Mext




Enhancing Your VT Admin Experience

Attributes

This will open the Attribute wizard!

Within this area, you can configure the Name and
Code for your Attribute, as well as flagging
information such as whether it is considered an
Important attribute.

There is also a unigue method to force the attribute
to display as an Alert when you are within a

specific VETtrak wizard for the person/company that
is flagged with the attribute.

Attribute Wizard
Enter attribute details.

Enter a name for the attribute and an optional description. Press Mext to continue.

Must have an attibute name

Mame

Code

[ ] This attribute is inactive

[ ] This attribute is important ~ Info

Alerts

Info |Description

Record type
Client enralment

Add

Client occurrence enrolment

Employer occurrence enrolment

Employee occurrence enrolment

Invoice

Payment

Client award

I o

Cancel Back Mext
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Attributes

This will Alert area will actually displayas a
unigue, expanded area for that wizard —
ensuring that you do not miss its
information!

This can be incredibly useful for
communicating information to your VETtrak
users, mid-process.

Add Enrelment : Craigie, Richard (00072) *
Enter details.
Set the start and finish dates and the location of the enrolment. Select a qualification or course from the list (optional). Press Next to continue,

Flease select a location

State rules in effect : Victoria
Start date

Finish date Location ™ Order| Reportability options

(T | sy ~| [H|

> | (®) Report to state body
(") Repart to national body (NCVER)

(") Do not report this enrolment

Select contract to attach enrolment to (optional) [Juse last contract(s) Clear

& Alerts

Valued Customer

| L

Training package qualifications [ Show courses in list I Qrder Clear

| L

Enrolment status Date of status change  Cancellation reasan < Clear

V| |1,,l‘01,|f201}" v| I

|Active (Commencement)

Description

Cancel Back Mext
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Attributes

. _ E} % Attributes
There are also multiple methods to assign : . %ﬁ Archived atiributes
Attributes. - B Apprentice

@ Caterer

Within the Configuration Manager you can i @s SUpewiEm
choose to mass-assign to Clientsand L @ @;
Employers by right-clicking on an existing . B Award types Assign attribute to clients...
attribute: . %" Booking statuses Assign attribute to employers...

- J Booking steps

- [ cancellation reason
- {} Charge types Delete attribute...
f,ff’ Classifications

Edit attnbute...
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Att Il bUtes Craigie, Richard [Richie] (00072)
ﬁ Personal
Within the Client and Employer @ Mo employer assigned
Manager you can choose to directl . { /crbutes
) 8 y b b ) h | k y - [|__D| Contracts Assign attribute
assign ar1 attribute .y right-clicking [0 Envolment Show attribute report..
the Attributes heading: - {@ Enrolment: sy
- 9 Awards
Wrynyard Hydrotherapy (5)
-~ g Details
- § Parent: 5.H.LE.L.D/DesignsByAsh

*‘,-., Employer type : Private Sector
e A Attributes
[+ g~ Contacts Assign attribute...

H =

- @ Employees Show attribute report...
G Invoices
-1 Contracts (Trainees)
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Attributes

Attributes will then display under this
heading, and can be managed/removed
by right-clicking the specific attribute:

Craigie, Richard [Richie] {(00072)

ﬂ Personal

* i Mo employer assigned
= B Attributes

$ Valued Custom

# [ contracts Edit description...
- Ij Enrolments {non o

- Remove attribute...
- Ji Enrolments {occun

- ¥ Awards
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Let's get our hands dirty!

Here is an article that will help get your started with creating
Attributes.

VETtrak Help Centre: Attributes



https://customer.vettrak.com.au/hc/en-us/articles/219475377-Attributes

Item:

What are
Custom Fields?
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Custom Fields

Custom Field Preview wizette n

Preview custom fields
VETtrak also allows you to configure Custom Previen the custom ed(s). Fress Close fo dose,
Fields for recording additional information that is
specific to your organisation. Favouribe Primary Colour

(JRed (1 Yellow
. (")Blue

You can create your own custom fields that allow

you to enter information in the appropriate wizard
and store it within the VETtrak database.

This can be most helpful for collecting unique data

and expanding on processes that directly benefit -
|
your company! =
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Custom Fields

Custom Fields can be applied to a wide range of

data types within VETtrak, including:

 Client

 VET Student Loan Records
 Clientaward

* C(Clientenrolment

e Contract
 Employer
* Invoice

* Occurrence
 Placement

e Qualification/Course
* Unit/Subject

Custom Field Wizard
Indicate applicability of custom field.

Mandatory if this field must be entered for that type of record. Press Next to continue.

Tick Applicable for each type of record that should ask for & value for this custom field, and tick

Where this custom field is applicable

Type of record
Client

Applicable

Mandatory

Client VET Student Loan Course of Study

Client award

Client enrolment

Contract

Employer

Invoice

Ocourrence

Placement

Qualification/Course

Unit/Subject

I o o

I o o

Cancel Back Custom field info
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Custom Fields

When you create a Custom Field, you can
configure how you wish for the Data to be
collected.

3 Custom Field Wizard ? *

Enter custom field details.
Enter a name, code, type and settings for the custom field. Press Next to continue.

Please enter a name
Mame Code

Field type

Free text on one line W [ This custom field is inactive

Minirum length [ Maximum length

Description

Cancel Back Mext Custom field info
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Custom Fields

When you create a Custom Field, you can
configure how you wish for the Data to be
collected.

This is done by selecting what kind of Field
Type will be used, which will format how the
fields appearsin the wizard — and what kind of
inputit will accept.

3 Custom Field Wizard ? X

Enter custom field details.
Enter a name, code, type and settings for the custom field. Press Mext to continue.

Please enter a name

Mame Code

Field type

Free text on one line L

[ ] This custom field is inactive

Free text on one line

Free text on multiple lines

Single selection from a drop-down
Single selection from a radio button list
Multiple selection from a tidkbox list
Single tickbox

Date

Whole number

Dedmal number

Cancel Back Mext Custom field info
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Custom Fields

There are also additional unique controls to
help you configure your custom fields to
include a range of pre-determined selection
items if you would rather have people select
from a list!

Custom Field Wizard ? X
Enter custom field options.

Enter available options for the custom field, Press Add to add an option. Use arrows to re-order

options. Untick Active to make an option unavailable, Press Mext to continue.,
Available options Add
Cption name Code Crder & Default  Active  Del
Red 1 ~l= [] [X|
Blue 2 ~|= L] %]
Yellow 3 | L] [X|

Cancel Back Mext Custom field info
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Custom Fields

Custom Field Preview wizette n

Preview custom fields

These can be configured to allow individual review the custom field(s). Press Close to dose.
selections, multiple selections — or even to

simply allow the user to pick from a drop-
down list.

Fawvourite Primary Colaur
() Red () ellow
() Blue

Close
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Custom Fields

This 'custom’' data is then stored within your
VETtrak databaseand can be reviewed at your
leisure.

The data can also be leveraged into VETtrak
reports —both standard and custom —to
further enhance/personalise your company
processes!

2 Demo, Rupert (00002) ?

Enter client custom field details.
Enter information for the configured dient custom fields. Press Mext to continue,

Basic details B  Address B AVETMISS B Optional B Images B Custom fields #  Finish

Client custom fields

Shoe Size

Primary Colour

Favourite Pizza Flavour

Cancel Back
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Let's get our hands dirty!

Here is an article that will help get your started with configuring
Custom Fields.

VETtrak Help Centre: Custom Fields

N\


https://customer.vettrak.com.au/hc/en-us/search/click?data=BAh7CjoHaWRpBCAzhA06CXR5cGVJIgxhcnRpY2xlBjoGRVQ6CHVybEkiTmh0dHBzOi8vY3VzdG9tZXIudmV0dHJhay5jb20uYXUvaGMvZW4tdXMvYXJ0aWNsZXMvMjI2NzY3NjQ4LUN1c3RvbS1GaWVsZHMGOwdUOg5zZWFyY2hfaWRJIikyNjllNDk1OC1jYjA5LTRjZjgtOWMxMy00YmI2NmE3YTIyNTAGOwdGOglyYW5raQY%3D--e3ce2889332300eb8dda08e513a84b360431a352

Item:

What are
File Notes?
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File Notes

@ Dashboard QT- Bizjak, Aliste... E
H H Client search Bizjak, Alister (00141) File notes for selected ite o=y x |
File Notes are a unique way to record = e e soceden
|5umame, . ||Bizjak,A |@ @ Personal [Shid] - Stat : (Comp: 07/05/2018) Not Issued
d H f 1 1 M H h H [][Expand for aroups o ~ [Both [+-@2 Reports to : Jameson, Jonah (00140) (Primary) {am) Auhon;;ohs\:rezoMlz?En:lgﬁrﬁzeo}osl} Rec:
targeted information against entities within B8 Lerme o e, e
[|Expand for advanced search ~ | [2) o ;E Children Add 1 file note [#] Report
V ETt ra k Clients E}@ Attributes Filters (off)
° Biziak, Alister (00141) 28 skl | ~| [comment | [@
E}D Contracts
E}@: VET Student Loans/VET FEE-HELP Type-|Award history |
«. . . E}D Enrolments {(non contract) '
As an example, These entities caninclude 1 v ey pate: 705015 | [ [[ea |
T Aunards Award created

St u d en t E nro I men ts’ Awa r d S, I nvo i ce S, }'Foonl (Comp: 07/05,/2018) Mot Issued (AM) Automative Maintenance (20051) (Rec: 7/05/2018) (Melbourne)
Employers - even against Clients directly.

t-|H| Education history

J% Identity documents

b [ Invoices {invoiced to dient)

£ Invoices {in which the dient is an item)

}ﬁ Groups
} Classes

£
£
£
[
£
[
. . - - . [
File Notes are reviewed within their own Ul = £ Events
£
[
£
[
£
[
[

}—j Sent email

H g7 SentSMs

H- (%) Messages

t 28 Waitlisted programmes
}% Units/Modules completed

H- B UnitsModules not completed

. o } Placements (all)
element within relevant managers.
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File Notes

Unlike a Description or Notes field, File Notes
can be recorded as individual items, and
categorised by using File Note types.

Template-style Files Notes can also be created
as Canned File Notes, to be quickly added as a
new File Note - or appendedto an existing File
Note item.

Iéf . File notes
E} |EL| File note types

. Archived file note types

& Admin Process (AP)

. Award history

. Default

. More Information Meeded (MIN)

. Quick Mote (QN)

. ‘fh Record type applicability
e - Web portal availability

. % F|IETrak file t!f']:I-EE

. — .


https://customer.vettrak.com.au/hc/en-us/articles/360000503675
https://customer.vettrak.com.au/hc/en-us/articles/360000503715
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File Notes e

Dema, Rupert (00002) File notes for selected item oy = |
; Personal Siat_: (Comp:_ 13!0,_3!2019} Mot Issued (BSE20107)
. . . . . [E38 i Employers: Demo Industries (Primary) Certificate ITin Bus:neslsb(UUUUI} (Rec: 13/3/2019)
File Notes are reviewed within their own Ul % Divison: Root i (b
. B Attributes BRG]  2fie notes [ Report
element, the File Note Feed. B i3 Sl Fiters (off)
[}[D Contracts |Fi|e note type v| |Comment | a
£33 D Enrolments {(non contract)
T h . I . b gu roITents foccurrence) Type: |Mcre Information Meeded |
IS a rea a SO CO n ta I n S Utto n S to ’ Stat : (Comp: 13/03/2019) Not Issued (BSB20107) Certificate II in Business (00001) (Rec: 13/3/2019) (Melbourne) Date: |26f8f2020 | | Edit |
. e, ® L] . I:}; ...... o A
view additional note information (such as 5wty oo Current award s isang sprova o
. ol £33 Invoices (invoiced to dient)
author and last edit date) as well as the ability | . g e e e contis niem
- . [}ﬁ Groups
to Edit and Delete a File Note. e [G] lsses
E}m Events {all) Type: |Award histary |
B1-pgl| Placements (all) . -
EJ-—j Email sent to dient Date: |13;3;201g | | Edit |
[ §” SMS sent to dient Award created
E}E) Messages
[+ 28 Waitlisted programmes
B @ UnitsModules completed
[+ ®g Units/Modules not completed
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Fi I e N Otes 4 Client Wizard ? X

Enter file notes for client.

. . . . Press Add to add a new file note, Press MNext to continue.
File Notes can also be viewed / added within

relevant managers — by navigatingto the File
Notes step of the wizard:

Basic details W Security ® Groups B MNotes B File notes B Finish

Add 1 file note

Type: |.ﬁ.dmin Process o | EI Date:

Client provided feedback: Initial content process was slower than they expected.|

Cancel Back Mext %
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File Notes

Template style 'Canned’ File Notes can be E* ~ File notes
created to quickly add common notes to your =+ File note types
data 5 . |__ Archived file note types

E* |__ Admin Process (AP
: . |: Archived canne Edit file note type...
@ vocamnedfied  Add canned file note...
I__ Award history

. |__ Default Delete file note type...

. |__ More Information Meeded (MIN)

.--\.I_.-.
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File Notes

Template style 'Canned' File Notes can be
created to quickly add common notes to your
data — These can contain pre-stated text to
autofill the file notes body, and may serve to
help your own internal processes.

EF .~ File note
EF|EL| File ng
K T
5D
el
B[ M

Pl oA

E Canned File Mote Wizard

Enter canned file note details.

Enter a name and text for the canned file note, Press Mext to continue.
File note type Mame

|Admir1 Process w | |Fullow IUp Reguired |

[ ] This canned file note is inactive

Canned note contents

Further paperwork is still outstanding.|

Cancel Back Mext
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File Notes

When viewing File Notes within a manager, Filters (1 match)

the File Note Feed panel actually has a range Default . - o
of optionsto filter the content of your File
Notes, should you need to see specific details
— working off keyword searches and Type: \Default
configured file note types:

Date: |9/10/2018 O || Edit || ||©

Sally is part of our early -5 program.
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Let's get our hands dirty!

Here is an article that will help get your started with configuring
File Notes ready for use.

VETtrak Help Centre: File Notes

N\


https://customer.vettrak.com.au/hc/en-us/articles/360000503556-File-Notes
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There is a massive range of
. additional 'Admin level' tools

and functions hidden within the
VETtrak Config Manager.

Todays webinar has only
scratched the surface!




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

Attributes

Custom Fields

File Notes

Canned File Notes



https://customer.vettrak.com.au/hc/en-us/articles/115002201833-Configuration-Manager-Overview
https://customer.vettrak.com.au/hc/en-us/articles/219475377-Attributes
https://customer.vettrak.com.au/hc/en-us/articles/226767648-Custom-Fields
https://customer.vettrak.com.au/hc/en-us/articles/360000503556-File-Notes
https://customer.vettrak.com.au/hc/en-us/articles/360000503715-Canned-File-Notes

