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Tasks

1 Tasks

This feature allows you to create a number of tasks associated with an occurrence or enrolment. These tasks
can then be associated with the units for an occurrence or enrolment, and/or with occurrence classes. Any
number of tasks can be associated with a unit or class, and a task can be linked to more than one unit or
class.

Itis then possible to setthings up so that a unit can be automatically assigned a result when activity is
recorded againsttask(s) associated with it. This is optional, and you can choose what result, if any, should be
automatically recorded.

Note that if a task linked to more than one unitis started or completed, a result will be recorded for all units itis
linked to, which may differ depending on whether all other tasks for each unit have also been started/completed
or not.

1.1 Task Setup in the Configuration Manager

Programme Wizard

If you wish to use tasks for occurrences, indicate in the Programme Wizard if tasks are to be used in
occurrences of that programme.

. N

m Programme Wizard 2
Enter programme details.
Enter a name for the programme, an optional code and description. Press Mext to continue,
Programme type
[@ Short Courses - default -
Programme
Animal Care
Code Bar Calour [7] Do not make this programme available for use
ACDO1 [- Etimere E]E]] ["] Do not show thiz programme in waitzte
Description Allow occurrences to have tasks

]
[l

Cancel Back Mext
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4 Tasks

Task Nodes

Three nodes and wizards in the
Configuration Manager relate
specifically to tasks:

e Tasks /Task Wizard

e Task Categories / Task
Category Wizard

e Task Statuses / Task Status
Wizard
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Archived tasks

Ass-Proj - Project Assessment
Ags-Ver - Verbal Assessment
Ass-Wri - Written Assessment
Chem - Chemistry experiment
Discuss - Class discussion
Crrirks - Buy drinks for trainer
Excurs - Class Excursion

Lathe - Operate lathe

LectAtt - Attend lecture
PL - Placement

RTE - Read Texthook

Sweep - Sweep floor
Task categories

% Archived task categories
%’ Assessment

@ Practical

@ Presentations

@ Lectures
=

Present - Present assignment to dass
Safety - Present safety demonstration

%’ Training

@ Tutorial

[T Task statuses

F Archived task statuses
B Canc: Cancelled

B Evidence: Further evidence required

E Prog: InProgress

B~ Reassess: Re-assessment Meeded

B~ sAT: Satisfactory
B sC: ScheduleD

Food & Hygiene - Safely Prepare Food

Present - Present assignment to dass

safety - Present safety demonstration
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Task Wizard >
Enter task details.

Enter a name, a code, a category and a description for the task, Press Mext to continue.
Mame Code

|Chemistry experiment | |Chem |
Cateqgory 7 Order

i |Prau: - Practical ~ | [ Do not make this task available for use
Description

Cancel Back Ll-j]

| 2= |

1

P

Task Category Wizard
Enter tazsk category details.
Enter a code, a name and a description for the tazk categony. Prezs Nest to continue.

Code
Prac

M ame
Practical

Dezcription
Do zhuff in the lab or in the work place.
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6 Tasks

VA

Enter task status details.

Enter a name, a code, a type and a description for the task status, Select other options as

required. Press Next to continue,

Mame Code
|C-:umplete | |C|:um|:| |
Status type

() Active @ Completed () Cancelled

Description

[ this task status is inactive

Available in the Trainer Paortal

Note that when setting up Task Statuses, you must select a Status Type for each one.

|

Active - Tasks with a status of this type are in progress, and a completion date cannot be recorded.
Recording a task with this type of status can trigger a continuing-type unit result (dependent on settings in

Task Preferences[ 74).

Completed - Acompletion date must be recorded for tasks with a status of this type. Recording a task with
this type of status can trigger a completed-type unit result (dependent on settings in Task Preferences[ 7

).

Cancelled - This status type would normally be used for tasks that are cancelled and will never be done,
such as for cancelled enrolments. Tasks with a status of this type can never trigger a unit result.
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1.2

Task Preferences

Before using the Tasks functionality, you need to set up the rules for automatic resulting of units when activity is
recorded for tasks associated with them. This is done in the Global Preferences Wizard, accessed under File >

Global preferences.

There are two scenarios that need to be accounted for - what should happen to a unit when:

e The firsttask associated with itis started or completed.

e Alltasks associated with it are completed.

Z

Se

t VETirak preferences

Select the various tabs to display that page. Set the preferences and press Finish to save them,

Preference items S Task Unit Results Cu:unﬁgur:@‘dngs
it start  Unit completio

FrPTPPreRepiDDIED

n
General preferences *
Compliance preferences Automatically start unit when first task activity is recorded

Info
Result Unit and A d...
Esuit LN and fuwar Unit start preferences:

Task preferences

Result type when auto starting a unit % Order
Programme preferences Continuing "

. (3D

Email preferences )

Maonths in future to set unit end date when 3 =
55 preferences automatically started =

Gateway and Proxy
Type of task activity to trigger setting the unit start date:

() Only completed task activity
Report preferences (®) Any active or completed task activity

VETtrak version

@Unit start date is calculated from:
Document database (®) Earliest task completion date

FileTrak preferences () Earliest task start date

Trainer Portal

Registration key

Cancel Back

If this boxis ticked, a unit will automatically receive the selected result type when activity is recorded for the

firsttask associated with it.
NOTE: If the unitin question has an existing result, this setting will have no effect - the existing result will

NOT be overwritten.

Select the result type to be allocated to a unit when activity is recorded for the first of its tasks. Normally this

would be a continuing-type result.
NOTE: If the unitin question has an existing result, this setting will have no effect - the existing result will

NOT be overwritten.

The value set here determines what end date is allocated to units that are automatically given a result by
the settings above. The end date for the unit will be set to the configured number of months after the latest
task start date.

NOTES:
o Ifthe end of the enrolmentis earlier than the date calculated by this value, the end date of the

enrolment will be setinstead.
e However, if the latest task start date is also after the enrolment end date, then the the number of

months as set here will be used.

©20

16 VETtrak



8 Tasks

If units are to be automatically started when activity is recorded for a task, indicate whether the task activity
needs to have a completion date to trigger the start of the unit, or whether any activity on the task is
sufficient.

5. Ifunits are to be automatically started or completed when activity is recorded for a task, indicate how the

unit start date is to be calculated.
NOTE: If a unit already has a start date recorded, this will not be overwritten; the existing start date will be

used.

6. Click the Unit completion tab to set the preferences for setting unit completions via task activity.

Vit
Set VETtrak preferences
Select the various tabs to display that page. Set the preferences and press Finish to save them,
Preference items L Task Unit Results Configuration Settings

it start Unit completion
General preferences
Compliance preferences Automatically complete unit when all its tasks are completed n

Result Unit and Award...

=i

Unit completion preferences:
Task preferences

Result type when completing & unit ¥ Qrder
Programme preferences ICDmpetent "
Email preferences
SMS preferences Mote: When automatically completing a unit, an existing unit
start date will not be changed. If the unit has no existing
Gateway and Proxy result, the unit start date will be calculated from the 'Unit start

Registration key date is calculated from' setting in 'Unit start’ preferences.

Report preferences
VETtrak version
Document database

FileTrak preferences

HaYPreBeiilDmER

Trainer Portal

7. Ifthis boxis ticked, a unit will automatically receive the selected result type when the person completes all

tasks associated with it.
NOTE: If the unitin question has an existing completed-type result, this setting will have no effect - the

existing result will NOT be overwritten.

8. Selectthe result type to be allocated to a unit when all of its tasks are completed. Normally this would be a

completion-type result.
NOTE: If the unitin question has an existing completed-type result, this setting will have no effect - the

existing result will NOT be overwritten.

NOTE: There are two exceptions to the rules whereby results are not overwritten. Existing information will be
overwritten in the following cases:

e Western Australia - where the unithas a "Not Started" (105) result

e New South Wales- where the unit has dates but no result

© 2016 VETtrak



Tasks

1.3 Tasks for Individual Enrolments

To associate tasks with an individual enrolment, right-click on the Tasks node under the enrolment and select
Configure enrolment tasks.

= Ij Enrolments (non contract)
= [VETtrak] - [1931] 1,/06/2016 - 31/05/2017 - (CHC20108) Certificate II in Community Services (Child Care)

[ Linked occurrence enrolments

Q Events (inked to enrolment)

Placements (linked to enralment)
Q’@ (CHCCM301A) Ensure health and safety of children (Ma result)
Q’@ (CHCCOM201C) Communicate with people accessing the services of the organisation (Mo result)
@’@ (CHCCS211A) Prepare for work in the community sector (Mo result)
'&’@ (CHCIC201B) Communicate with children (Mo result)
'5% (CHCOHS3124) Follow safety procedures for direct care work (Mo result)
Q‘@ (CHCORG201A) Follow polices, procedures and programs of the organisation (Mo result)
&’Q; (CHCORG202C) Work with others (Mo result)
Q’@ (HLTCSD306C) Respond effectively to difficult or challenging behaviour (Mo result)

=

Mg
Ass
Ext
Pre

Configure enrolment tasks...
Record task activity...
Show task activity report...

Show unit tasks report...

Saf .

The Enrolment Task Wizard allows you to select tasks for the enrolment and specify which tasks are linked to

which units.

The first page of the wizard allows you to select tasks for the enrolment, and works in a similar way to the unit
selection page of the Enrolment Wizard:
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10 Tasks

E' clment Task Wizard @ Allard

Enter task configuration information.

Select the various task to be used with this occurrence. Press Mext to continue,

O
Expand to show task categories

1
2
3.
4

The second page of the wizard allows you to specify which tasks are linked to which units:

Selected tasks

Tasks L]
(Ass-Proj) Project Assessment
(Ass-Ver) Verbal Assessment
(Ass-Wri) Written Assessment
{Chem) Chemistry experiment
(Discuss) Class discussion

(Drinks) Buy drinks for trainer
(Excurs) Class Excursion

{Food & Hyaiene) Safely Prepare Foc
(Lathe) Operate lathe

(Lectatt) Attend lecture

{PL) Placement

(Safety) Present safety demnnsh’aﬁtl

(Sweep) Sweep floor
(4D

Ass-Ver - Verbal Assessment
Ass-Wri - Written Assessment
Excurs - Class Excursion

Present - Present assignment to cass

Safety - Present safety demonstration

(Present) Present as t to das
(RTE) Read Textboo

Cancel ack | Mext |

Tasksinlist: 5

Search for the tasks by code or name, or

Tick the boxto search according to the task category.

Double-click on the tasks you want to add to the occurrence, or drag and drop them to the right hand panel.

When you have selected all the tasks for the occurrence, click Next to move on.
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I

Unit View  Taszk View

Enrclrnent Task Wizard : Allard, Lachlan (00024) [18%5

Save task configuration information.
Configure the units with tasks for this occurrence, Press Mext to continue,

*

Unit Code  Unit Mame Tasks ||Use  Task Code & Task Mame Category
CHCCM301 |Ensure health and safety| 2 E Ass-Ver Verbal Assessment Ass
CHCCOM2( | Communicate with people 2 TD Ass-Wri Written Assessment Ass
CHCCS211|Prepare for work in the o 0 [] |Excurs Class Excursion Tut
CHCIC201E|Communicate with childre| 10 [] |Present Present assignment to dass Pre
CHCOHS31|Follow safety procedures| 0 [+] |safety Present safety demonstration Pre
CHCORG2C|Follow policies, procedurs) 10

CHCORG2C |Work with others 0

HLTCSD30¢ |Respond effectively todi| 10

Mext

© 2016 VETtrak




12 Tasks

1
2
3.
4

E' clment Task Wizard : Allard, Lac

Save task configuration information.

Configure the units with tasks for this occurrence, Press Mext to continue,

Unit View Task View

Task Code Task Mame Units | (Use  UnitCode & Unit Mame
AssWer  |Verbal Assessment 1 CHCCM301A  |Ensure health and safety of children
Ass-Wri  [Written Assessment {’_4 B [] |CcHCCOM201C | Communicate with people accessing the services
Excurs Class Excursion 0 [] |cHCCs211A  |Prepare for work in the community sector
Present  |Present assignment to clas| 0 [] |CHCICZ01E  |Communicate with children
safety Present safety demonstra’| 1 [] |cHCOHS3124 |Follow safety procedures for direct care work
[] |cHCORG201A|Follow policies, procedures and programe of the ¢
[] |cHCORG202C|wWork with others
[] |HLTCSD306E |Respond effectively to difficult or challenging beh

coe | [ ] e

Click on the Unit View tab, and

Tick the tasks that are to be associated with that unit, or

Click on the Task View tab, and

Select the units to associate the task with.

The tasks associated with the enrolment can now be seen under the enrolment's Tasks node:
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=) El Enrolments (non contract)

= [VETtrak] - [1981] 1062016 - 31/05/2017 - (CHC20108) Certificate II in Community Services (Child Care)
[ Linked occurrence enrolments
E-j Events (linked to enrolment)
Flacements (linked to enrolment)

'&’ﬁ: {CHCCM301A) Ensure health and safety of children (Mo result)

'%. {CHCCOM201C) Communicate with people accessing the services of the organisation (Mo result)

&’Q. {CHCCS211A) Prepare for work in the community sector (Mo result)

&:&) {(CHCIC201B) Communicate with children (Mo result)

&3@ {CHCOHS3124) Follow safety procedures for direct care work (Mo result)

&3@ {CHCORG201A) Follow policies, procedures and programs of the arganisation (Mo result)

'&’@ {CHCORG202C) Work with others (Mo result)

&"&; (HLTCSD306C) Respond effectively to difficult or challenging behaviour (Mo result)
= 2] Tasks
Ass-Ver (Mot started)
Ass-Wiri (Not started)
Excurs (Mot started)
Present (Mot started)
Safety (Not started)

NOTE:

If you wish to remove a task from an enrolment, this can only be done if there is no activity recorded against that
task. If activity has been recorded, you will need to remove that activity before deleting the task (by clearing all

fields in the Enrolment Task Activity Wizard|[ 26}).
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14 Tasks

1.4 Tasks in the Programme Manager
1.4.1 Tasks Nodes
Tasks appear in a number of places under an occurrence:

Introduction to Travel Industry
[1982] 4/07/2016-2/08/2016
k=, Details
=+ ¥ UnitsModules
&:&) (SITTIND201) Source and use information on the touris
'5’:'@ {(5ITTT5L303) Sell tourism products and services
'&’&; (SITTTSL307) Process travelrelated documentation
= || Tasks
Ass-Proj - Project Assessment
Ags-Ver - Verbal Assessment —@
Ass-\Wri - Writken Assessment

Discuss - Class discussion

Excurs - Class Excursion

T [ [ [ (1)

Present - Present assignment to class

m

nrolments
E] allum, Mally (00005) [1983]
Q Events
Placements
@ Mo payments found
I=F =] Tasks
E] Ass-Proj (Mot started)
Ass-Ver (Mot started)
Ass-Wri (Mot started) —@
Discuss (Mot started)
Excurs (Mot started)
Present (Mot started)
Arthurs, Abigail (00233) [1934]
Bennet, Mia (00130) [1985]
Boxer, Sophia (00288) [1286]
de Beauvior, Simone (00252) [1987]
Drummond, Jesse (00106) [1988]
= Classes
Enrolment - (Sat) 9072016 (09:00 AM - 03:00 PM) Cu
= (Mon) 11072016 (09:00 AM - 03:00 PM) Current : &

':%. (SITTIND201) Source and use information on the tou
| (Discuss) Class discussion I—@

g Alum, Mally (00005)

-
IIIEln
o
g
=

DEEDEE

- -

B -H

1. ATasks node for the occurrence shows all tasks associated with that occurrence.

enrolment. This may differ from the list of tasks for the occurrence.

3. Tasks can also be associated with individual classes.

Another Tasks node under each individual enrolment shows only the tasks associated with that person's
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142 Adding Tasks to an Occurrence

The Occurrence Task Wizard allows you to select tasks for the occurrence and specify which tasks are linked to
which units. To open this wizard, right-click on the Tasks node for the occurrence and select Configure

occurrence tasks.

Selected occurrence details

Introduction to Travel Industry
[1987] 4/07/2016-2/08/2015
=, Details
¥ UnitsModules
s

{3 Ever Configure occurrence tasks...
O enro Unit tasks report...
Clase

Show task cross-tab report..,
B Cost.

£ Linked staff
Invoices
L3 Payments

The first page of the wizard allows you to select tasks for the occurrence, and works in a similar way to the unit

selection page of the Occurrence or Enrolment Wizard:

Enter task configuration information.
Select the various task to be used with this occurrence. Press Mext to continue.

Mame w ||:|re | ﬁLI Selected tasks

H

15

|Expanu:| to show task categories~ | tss-Proj - Project Assessment
Ass-Ver - Verbal Assessment

Ass-Wri - Written Assessment

Discuss - Class discussion

Tasks -

(Ass-Proj) Project Assessment |

(Ass-Ver) Verbal Assessment
(Ass-\Wri) Written Assessme Excurs - Class Excursion

(Food & Hygiene) Safely Pre A Present - Present assignment to dass
(Present) Present assignment to das
(RTE) Read Textbhook

(Safety) Present safety demonstratic
(Sweep) Sweep floor

@v Tasksin list : 0
Cancel Back | Mext |

1. Search for the tasks by code or name, or

© 2016 VETtrak
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2. Tickthe boxto search according to the task category.

3. Double-click on the tasks you want to add to the occurrence, or drag and drop them to the right hand panel.

4. When you have selected all the tasks for the occurrence, click Next to move on.

The second page of the wizard allows you to specify which tasks are linked to which units:

Vg Cccurrence Task Wizard

Save task configuration information.
Configure the units with tasks for this occurrence. Press Next to continue.

&

(2

Unit View  Task View
Unit Code  Unit Mame Tasks | |Use d Task Code & Task Mame Category
SITTIMD 20 |Source and use informati| 2 Ass-Proj Project Assessment Ass
SITTTSL30:|5ell tourism products and| 3 Ass-Ver Verbal Assessment Ass
SITTTSL3D |Process travelrelated do| 4 (] |ass-wri Written Assessment Ass

[] |Discuss Class discussion Tut

|:| Excurs Class Excursion Tut

|:| Present Present assignment to dass Pre

Cancel

sock
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Occurrence Task Wizard 4
Save task configuration information.
Configure the units with tasks for this oocurrence,  Press Mext to continue,

Unit View Task View @

Task Code Task Mame Units |[Use * UnitCode  Unit Name

Asz-Proj  |Project Assessment 2 SITTIND201  |Source and use information on the tourism and ir;
Ass-ver  |Verbal Assessment [] |srTr7sL3o3  |Sell tourism products and services

Ass-Wri | Written Assessment SITTTSL307 | Process travelrelated documentation

Discuss Class discussion

Excurs Class Excursion

=

Present Present assignment to das

Cancel Back

1. Click on the Unit View tab, and

2. Tickthe tasks that are to be associated with that unit, or
3. Click on the Task View tab, and

4. Selectthe units to associate the task with.

NOTE: ltis not necessary for all tasks to be linked to units, or vice versa. An occurrence can have units without
tasks, and/or tasks that are not linked to units.
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18 Tasks

1.43 Adding Units

If you add a unit to an occurrence after you have set up the task mappings, you may want to review your task

mappings and associate some tasks with the new unit. If so, tick the box at the end of the Add Programme
Occurrence Units/Modules Wizard.

VA

Add units to occumence.

Flace a check in the box to add the units/modules to all enrolments within this occurence if
needed. Press Finish to add the units/modules to the occurrence., V’

Press Finish to save entry
or Cancel to exit without saving.

Add the units/modules to all ACTIVE enrolments within this occurrence

Automatically link enrolments

Review task mappings for occurrence

more information about linking enrolments

Cancel Back

This will open the Occurrence Task Wizard. You can then proceed as described under Adding Tasks to an
Occurrence| 151
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144 Associating Tasks with Classes

Itis possible to associate occurrence tasks with particular classes in the occurrence. Multiple tasks can be

associated with a class, and a task can be associated with multiple classes. There are a number of ways of
associating tasks with classes:

e Simplydrag and drop the task onto the appropriate class.

Selected occurrence details

Introduction to Travel Industry
[19827] 4/07/2016-2/08/2016

E- (2 Details
= % UnitsModules
- '&’@ {SITTIND201) Source and use information on the tourism and trav
- &"&; {5ITTT5L303) Sell tourism products and services
G- Q’@. (5ITTTSL307) Process travel-related documentation
B [El Tasks
- Ass-Praoj - Project Assessment
Ass-Ver - Verbal Assessment
Ass-Wri - Written Assessment
Excurs - Class Excursjbn

Present - Present ag
- @ Events
B[O Enrclments
=2 Classes
: - @ Errolment - (#at) 2/07/2016 (09:00 AM - 03:00 PM) Current: &
- {(Mon) 11,07 /2016 (09:00 AM - 03:00 PM) Current : &
- (5at) 1607 2016 (09:00 AM - 03:00 PM) Current @ &
i {(Mon) 13¥07/2016 (09:00 AM - 03:00 PM) Current : &
= @ (3at) 23/07/20 1600k astlis0RGEM) Current @ &
- '&’@ (SITTTS5L303) Sell tourism prorw:es
&’Q; (SITTTSL307) Process travelreEted documentation
Allum, Molly (00005)
Arthurs, Abigail (00233)
Bennet, Mia (00130)
Boxer, Sophia (00236)
Drummond, Jesse {00108)
de Beauvior, Simone (00252)
[#} {(Mon) 25/07/2016 (09:00 AM - 03:00 PM) Current : &
[+ {5at) 30/07/2016 (09:00 AM - 03:00 PM) Current @ &
[+ FIMAL - (Mon) 1/08/2016 (09:00 AM - 03:00 PM) Current : &
'+ B4 Costs
- € Linked staff
- [ Invoices
i &3 Payments

ignment to dass

t =f =1 =2f -of =i -3

[y I oy O pry IO |

19
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¢ Right-click on a class and select Add tasks to class.

Selected occurrence details

Introduction to Travel Industry
[1982] 4/07/2016-2/08/2016

[, Details
'% UnitsModules
= B Tasks

e E

Ass-Proj - Project Assessment
Ass-Ver - Verbal Assessment

Ass-Wri - Written Assessment
Discuss - Class discussion

Excurs - Class Excursion

Present - Present assignment to class

Q Events
[ Enrolments
= Classes

Enrolment - {Sat) 9/07/2016 (09:00 AM - 03:00 PM) Curren
%] (Mon) 11/07/2016 {09:00 AM - 03:00 PM) Current :

Edit occurrence class...

Add units to class...

7z
=

F
B Cos
5 Link
I
L3 Pay

(
(
( Add tasks to class...
(

Show occcurrence class client report...

Record attendance for clients...
Add clients to class...
Email class...

5M5 class...

Move class and subsequent classes...

Delete occurrence class...
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e When adding a class to an occurrence using the Add class to occurrence option against the Classes
node, the third page of the Class Wizard allows you to select the tasks that you wish to associate with that
class.

Class Wizard et
Select class tasks.

Select the task(s) to be assocated with this dass.

Tasks available in occurrence

Use Task code Task name

Ass-Proj Project Assessment

[] |ass-ver Verbal Aszessment

[] |ass-wri Written Assessment
Discuss Class discussion

] |Excurs Class Excursion

|:| Present Present assignment to dass

Cancel Back Mext
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1.45 Changing Tasks for Occurrence Enrolments

When a person is enrolled into an occurrence, their enrolment automatically receives the tasks and their
mappings to units from the occurrence. It is possible to change the tasks for individual enrolments byright-
clicking on their individual Tasks node and selecting Configure enrolment tasks.

Selected occurrence details

Introduction to Travel Industry
[1982] 4/07/2016-2/08/2016
[l Details
= ¥ Units/Modules
'&’@ (SITTIND201) Source and use information on the tourism ar
%j (SITTT5L303) Sell tourism products and services
I$'l$ (SITTTSL307) Process travelrelated documentation
= [E Tasks
|| Ass-Proj - Project Assessment
[E] Ass-ver - Verbal Assessment
[E Ass-wri - written Assessment
[El piscuss - Class discussion
[El Excurs - Class Excursion
[El Present - Present assignment to dass
Q Events
= [ Errclments
= allum, Molly (00005) [1383]
@ Events
Placements
@ Mo payments found

]q

Configure enrolment tasks...

.

Record task activity...

Show task activity report...

2
2
2
C .
H Show unit tasks report...

Present (Mot started)
Arthurs, Abigail (00233) [19384]
Bennet, Mia (00130) [1935]

Boxer, Sophia (00286) [1286]

de Beauvior, Simone (00252) [1387]
Drummond, Jesse (00106) [1588]

E- -

B

You then need to untick the "Copy task matrix from occurrence” boxin order to be able to change the task
allocations for this enrolment. Then continue in the same manner as when assigning tasks to an occurrence

[19)
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Enrolment Task Wizard : Allum, Melly (00005) [1923

Enter task configuration information.
Select the various task to be used with this occurrence, Press Mext to continue,

<pP

| [ ] copy task matrix from occurrence (while enrolment is active) |

cote | @

] Expand to show task categories

Tasks

«<Mo data to display =

Selected tasks
Ass-Proj - Project Assessment

Ass-Ver - Verbal Assessment

Ass-Wri - Written Assessment

Discuss - Class discussion

Excurs - Class Excursion

B e

Present - Present assignment to cass

Tasksinlist: 0
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146 Changing Occurrence Tasks After Clients Are Enrolled

If you change the tasks for an occurrence after clients have been enrolled in the occurrence, by default the
changes to tasks will also be applied to any existing enrolments in the occurrence. The exceptions to this are:

e Anyenrolmentwith a Cancelled-type status.

e Anyenrolments that have had the "Copy task matrixfrom occurrence" boxunticked in the Enrolment Task
Wizard[ 22\, If you want to protect any enrolments from having their task assignments change, untick this
box by going to the Tasks node for the enrolment and selecting Configure enrolment tasks.

Selected oocurrence details

Introduction to Travel Industry
[1982] 4/07/2016-2/08/2016
=, Details
=+ ¥ Units/Modules
&’&) (SITTIND201) Source and use information on the tourism ar
&"@ (5ITTTSL303) Sell tourism products and services
'&’@ (SITTTSL307) Process travel-related documentation
= [E Tasks
Ass-Proj - Project Assessment

(]

[El Ass-ver - verbal Assessment
B Ass-Wri - Written Assessment

Discuss - Class discussion

Exicurs - Class Excursion

) [0 [ [

Present - Present assignment to dass

#
0]
Y
g
&

= [0 Errolments
= allum, Mally (00005) [1983]
@ Events
Placements
@ Mo payments found

]q

Configure enrclment tasks...

Record task activity...

Show task activity report...

Show unit tasks report...

e e (e

M M1 e e T

[El Present (Not started)
Arthurs, Abigail (00233) [1954]
Eennet, Mia (00130) [1985]

Boxer, Sophia {(00236) [1988]
de Beauvior, Simone {00252) [1987]
Drummond, Jesse {00106) [1988]

& -
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ViF
Enter task configuration information.
Select the various task to be used with this occurrence, Press Mext to continue,

H

| [ ] copy task matrix from occurrence (while enrolment is active) |

Code w | | 2] Selected tasks
| Expand to show task categories Ass-Praj - Project Assessment | %]
Ass-Ver - Verbal Assessment X
Tasks ) ) =
Ass-Wri - Written Assessment %
Discuss - Class discussion |
Excurs - Class Excursion %]
Present - Present assignment to cass [X|
«<Mo data to display =
Tasksinlist: 0
Cancel Back Mext
NOTE:

If you wish to remove a task from an enrolment, this can only be done if there is no activity recorded against that
task for any of the enrolments in the occurrence. If activity has been recorded, you will need to remove that
activity before deleting the task (by clearing all fields in the Enrolment Task Activity Wizard |76'1).

1.4.7 Deleting Units

If a unitis deleted from an occurrence or occurrence enrolment, anytasks associated with the unitwill NOT be
removed, but will remain as 'orphaned'tasks. Itis not considered appropriate to remove the tasks, as they may
have already been completed, in which case removing the tasks would delete historical information about work
undertaken bythe enrolled client(s).
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1.5 Recording Task Activity

You can record activity associated with a task either:
e Onaperenrolmentbasis[26] (recording activity on several tasks for a single person at once).
e Onapertaskbasis[ 28 (occurrence tasks only - recording the same activity for several students at once)

While the eventual aim is to record when each task is completed, you can also choose to record as much or as
little information as you like along the way. Examples of things you maywant to do include:

e  Simplyrecording when a task is completed| 38\

e Recording when a task is started, and then later, when itis completed.
e Keeping track of a task through a number of different stages [ 33)

e Recording onlya comment for a task

e Recording only a staff member to be associated with the task

As you can record changes in the task's activity and status as often as you like, there is no limit to the number of
scenarios you may want to cater for.

1.5.1 Recording Task Activity for Individual Enrolment

To record task activity for one or more tasks for an enrolment, right-click on the Tasks node for the enrolmentin
the Client Manager or Programme Manager, and select Record task activity.

Allard, Lachlan (00024) Selected occurrence details
@ Personal Introduction to Travel Industry
i Joe's Marketplace [1582] 4/07/2016-2/08/2016
nu:un Division: Root division E‘b Details "

= [ Contracts
[VETtrak] - 73953 - Joe's Marketplace - 25/05/2011 - 23/05/2012 -
= [VETtrak] - 78953 - Australian College of Massage - 1/01/2015 - 31,

= ¥ Units/Modules
Q’&) (SITTIMD201) Source and use information on the tourisr

£ Events (inked to contract) Q‘@ (STTTPPD&01) Develop tourism products
Placements (inked to contract) Q’ﬁ) (SITTT5L303) Sell tourism products and services
£ agreements G’@ (SITTTSL307) Process travel-related documentation
[VETtrak] - [1894] 1/01/2015 - 31/12/2015 - (CHC20108) Certifi| £ [E] Tasks
£ B VETtrak] - [1895] 1/01/2015 - 31/12/2015 - (CHC20108) Certif B Ass-Proj - Project Assessment
[ Linked occurrence enrolments || Ass-Ver - Verbal Assessment
Events (inked to enroment) [El Ass-wiri - Written Assessment
Placements (inked to enrclment) = : )
9@ (CHCCM301A) Ensure health and safety of children (Mo result ll Discuss - Class discussion
&’@ (CHCCOM201C) Communicate with people accessing the servi || Excurs - Class Excursion
G’@ (CHCCS211A) Prepare for work in the community sector (No r [E] Present - Present assignment to dass
@ (CHCIC201B) Communicate with children (No result) ﬂ Events

&’@ (CHCOHS312A) Follow safety procedures for direct care work | £} D Enrolments

G’@ (CHCORG201A) Follow paolicies, procedures and programs of t = Allum, Mally (00005) [1983]
&’Q) (CHCORG202C) Work with others (Mo result) m Events
&’@ (HLTCSD3068) Respond effectively to difficult or challenging E Placements

- Configure enrolment tasks... &3 No payments found
As Record task activity... = E-

LA

Configure enralment tasks..,

EE D

Show task activity report... ll A . ek st

= ta i

Pr Show unit tasks report... !l A ecord task activity

o — || A Show task activity report...
=l .
lgl . Show unit tasks report...
[E E.
[E] Present (Not started)

Arthurs, Abigail (00233) [1584]
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Assign task activity for client enrclment .

Set the activity details for each task as required. Completion date is only availavle when a completed task status is selected, Press Next to continue, ﬁ)

Task Code  TaskMame Task Status gf;gog SIS gt pate Sggpleﬁon Due @ Staff ‘}j Cokiments ﬁ:;?:;:'_y
Ass-Proj Project Assessment In Progress 22/06/2016 22/06/2016 30/06/2016 Bathurst, Mitchell

Ass-Ver Verbal Assessment Complete ~ || 22/06/2016 | (| 22/06/2016 |\ |(22/06/2016 |~ || 22/06/2016 |+ | Bathurst, Mitch| 5 sl mee
Ass-Wri Written Assessment ED @ E@ E @
Discuss Class discussion
Excurs Class Excursion

Present Present assignment to cass

Cancel Back | Mext |

Select the status you want to record.
Select that date this status takes effect. This defaults to today's date, but can be changed if appropriate.

Select the date that activity on this task started or is scheduled to start.

P Wb e

You can only select the Completion Date if a Complete-type status has been selected. In that case,
selecting a Completion Date is mandatory.

5. Optionally, you can indicate the date that a task is due to be completed.

6. You can also optionallyrecord a staff member, percentage mark, and comments for each task.
7. Click this button to view the history of statuses recorded for this task.

NOTES:

e Recording a Due Date, Staff Member or Comments does not constitute task activity for resulting purposes.
Itis possible to enter any of these fields without recording a task status or other dates.

e Ifanyofthe Task Status, Date of Status Change or Start Date are entered, then all of those fields must be
entered.
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To record task activity for a single task in multiple occurrence enrolments at once, right-click on the task under
the occurrence's Tasks node, and select Record task activity.

P Wb PR

Recording Task Activity for Multiple Occurrence Enrolments

Selected occurrence details

Introduction to Travel Industry
[1987] 4/07/2016-2/08,2016
[2h, Details A
=+ ¥ UnitsModules
‘%. (SITTIND201) Source and use information on the tourisr
‘%. (SITTPPDGEO1L) Develop tourism products
Q’@ (SITTTSL303) Sell tourism products and services
Q’@ (SITTTSL307) Process travelrelated documentation
EHE] Tasks
£ [y v—
Ass-Ver - Verbal A Record task activity...
Ass-Wri - Written Assessment
Discuss - Class discussion
Exicurs - Class Excursion
Present - Present assignment to dass

VF

Assign task activity for clients.

Set the fields for the task activity as required, Then tick the dients to whom this activity applies.
Press Mext to continue.

Task
|{A55—Prnj} Project Assessment o
2
Task status Q ™ Order| | & Clear Status effective from Due date
|Prng -In Progress {"—;‘\ e |12,."DG,."2D16 e |
Py
member & Order | & Clear

Bathurst, Mitchell - 00114

et

Clients enrolled in task but who have not completed it

r"'_E"‘w.
Use Clients @ Last task status )_.._,..J

Allum, Mally (00005) [1983] 77 =77, 0%, (No status)
Arthurs, Abigail (00233) [1984] 77 - 77, 0%, (Mo status)
Bennet, Mia (00130) [1585] ¥ - 77, 0%, (Mo status)
Boxer, Sophia (00288) [1986] 77 - 77, 0%, (Mo status)
[] |Drummond, Jesse (00108) [1988] 77 - 77, 0%, (Mo status)
de Beauvior, Simone (00252) [1987] 7 - 77, 0%, (Mo status)

Select the status you want to record.

Select the date this status takes effect. This defaults to today, but can be changed if appropriate.

You can optionally enter a date that the task is due to be completed.

Indicate the date the task was started or is scheduled to start.
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5. The Completion Date can only be entered if a completed-type Task Status has been selected, in which
case itwould be mandatory.

6. Optionally, enter a percentage mark and staff member.

7. Al clients who are enrolled in the task are listed here. Tick the ones you want to record this task status for,
all click the Use heading to select them all.

8. Ifanystatus has previously been recorded for this task, details of the last recorded status will be shown
here.

NOTES:

e Recording a Due Date, Staff Member or Comments does not constitute task activity for resulting purposes.
Itis possible to enter any of these fields without recording a task status or other dates.

e Ifanyofthe Task Status, Date of Status Change or Start Date are entered, then all of those fields must be
entered.
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1.5.3 Example: Recording Task Completion

There are two ways to record task completion:

e Pertask - selectatask and record completion for multiple clients at once.

e Per enrolment - select an individual enrolment and record completion for multiple tasks at once.

Recording Task Completion per Task for Multiple Students
Right-click on a task in the Programme Manager, and select Record task activity.

V#

Selected occurrence details

Introduction to Travel Industry
[1987] 4/07/2016-2/08,/2015
[\, Details -
= ¢'¢. UnitsModules
&’Q; (SITTIMD201) Source and use information on the tourisr
&’Q; (SITTPPDGO1) Develop tourism products
Q’@ (SITTT5L303) Sell tourism products and services
Q’@ (SITTTSL307) Process travel-related documentation
= [E] Tasks
Ass-Proj - Project Assessment
g .
Ass-Vri - Written el Rl
Discuss - Class discussion
[El Excurs - Class Excursion
Present - Present assignment to dass

Assign task activity for clients.

Set the fields for the task activity as required, Then tick the dients to whom this activity applies.
Press Mext to continue.

Task
|{.ﬁ.ss-'u'er}l Verbal Assessment m
et
Task status ™ order| | & Clear Status effective from Due date

|Com|:| - Complete

V| o]

taff member m T Qrder| | & Clear

< f2 |E=aﬂ-.urst, Mitchell - 00114 v|

Clients;Dquled in task but who have not completed it

U T

o Last task status
Allum, Mally (00005) [1933] 77 -77, 0%, (No status)
Arthurs, Abigail (00233) [1954] 77 - 77, 0%, (Mo status)
Bennet, Mia (00130) [1985] 7 - 77, 0%, (Mo status)
Boxer, Sophia (0028a) [1936] 7 - 77, 0%, (Mo status)
Drurnmond, Jesse (00106) [1935] 77 =77, 0%, (Mo status)
de Beauvior, Simone (00252) [1987] 77 =77, 0%, (Mo status)
(8)
Cancel Back
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Select a completion-type status for the task. Acompletion-type status is any status that has "Completed"”
selected as the Status Type in the Task Status Wizard[ 3".

Set the date that this status takes effect.

Set the start date of task.

Set the completion date of the task. This field is only enabled if a completed-type status has been selected,

in which case itis mandatory.

(Optional) Set the percentage mark granted for the task.

(Optional) Select the staff member associated with the task

Tick the clients who have completed the task, or tick the Use heading to tick them all at once.

Click Next and Finish to save.

If this task is the first or last task to be completed for any unitin a client's enrolment, then that unit will have a
resultassigned in line with the settings in the Task Preferences [

Recording Task Completion per Enrolment
Expand the enrolment, right-click on the Tasks node under the enrolment, and select Record task activity.

Allard, Lachlan {00024)

Personal

=]

&
-
"

Joe's Marketplace

n":"u Division: oot division

= [ Contracts

[VETtrak] - 78953 - Joe's Marketplace - 25/05/2011 - 23/05/2012 -
= [VETtrak] - 78953 - Australian College of Massage - 1/01/2015 - 31,

G- -

Q Events (inked to contract)

Placements (linked to contract)

@ Agreements

[VETtrak] - [1894] 1/01/2015 - 31/12/2015 - (CHC20108) Certif

= [VETtrak] - [1895] 1/01/2015 - 31/12/2015 - (CHC20108) Certifi

[ Linked occurrence enralments

Q Events (linked to enrolment)

Placements (linked to enralment)
':%. (CHCCM301A) Ensure health and safety of children (Mo result
'5% (CHCCOM201C) Communicate with people accessing the servi
Q‘@ (CHCCS211A) Prepare for work in the community sector (Mo r
Q’@ (CHCIC201E) Communicate with children (Mo result)
'%. (CHCOHS3124) Follow safety procedures for direct care work
‘%. (CHCORG201A) Follow policies, procedures and programs of t
Q’@ (CHCORG202C) Work with others (Mo result)
':%. (HLTCSD306E) Respond effectively to difficult or challenging E

asks
As
Az
Ex
Pr

Configure enrolment tasks...
Record task activity...
Show task activity report...

Show unit tasks report...

=1

s
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Assign task activity for client enrolment .

| Set the activity details for each task as required. Completion date is only availavle when a completed task status is selected, Press Next to continue,
Task Code  TaskMame Task Status gf;gog SBUS gt Date Sggpleﬁon Due Staff % Comments ﬁ:;?:;\;_y
Ass-Ver Verbal Assessment
Ass-Wri Written Assessment
Excurs Class Excursion Q @ @ @ @ @ @
Present Present assignment to class Complete || 224062016 |~ |22/06/2016 |« | 22/06/2016 |+ | Bathurst, Mitch| « | 755 sl e
Safety Present safety demonstration

Cancel Back | Mext |

1. Selecta completion-type status for the task. Acompletion-type status is any status that has "Completed”
selected as the Status Type in the Task Status Wizard[ 30,

2. Setthe date that this status takes effect.

3. Setthe date the task was started.

>

Set the date the task was completed. This field is only enabled if a completed-type status has been
selected, in which case itis mandatory.

(Optional) Select the staff member associated with the task
(Optional) Set the percentage mark granted for the task.

(Optional) Enter any notes or comments regarding this task.

© N o o

Itis also possible to track the status of a task through several stages, rather than just marking it as
complete. This button allows you to see a history of the task's progress. See the Tracking Task Status[33)
section for more information.

If any task is the first or last task to be completed for any unitin this enrolment, then that unit will have a result
assigned according to the settings in the Task Preferences [ M.

NOTES:
e When completing tasks in this manner, there can be several 'first completed' tasks recorded at once.

e Ifaunithas no existing completed task or result, and more than one of its associated tasks is completed
on a single run through this wizard, the earliest recorded task completion date will be set as the unit start
date.
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154 Example: Tracking Task Status

Itis possible to track a task through several stages and see a history of the student's progress through the
task, as well as seeing what stage the task is currently at. This can be particularly useful for tracking the various
stages that an assignment might go through, such as:

e  Submitted by student

e Sentto teacher for marking

e Returned to student for reworking
e Resubmitted by student

e Mark awarded.

To track assignments this way, you would first set up Task Statuses corresponding to each stage that the
assignment might go through:

[T Task statuses
H~ Archived task statuses
E Assess:  Assignment with assessar
B- Marked: Task result assigned
E Rework:  Assignment reworked by student
E Submit: Assignment submitted by student

Only the final status in the process would be setas a Completed-type status in the Task Status Wizard [ 3 all
the rest would have Active selected as their status type:

Enter task status details.

Enter a name, a code, a type and a description for the task status. Select other options as
required. Press Next to continue, Vf

Mame Code
Assignment with assessor | |Assess |
Status type

[] This task status iz inactive

(®) Active (JCompleted () Cancelled

Available in the Trainer Portal

Description

Cancel

[a1]
i}
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Enter task status details.

Enter a name, a code, a type and a description for the task status, Select other options as

required. Press Next to continue,

Mame Code
Task result assigned | |I'~"Iarked |
Status

() Active (@ Completed | () Cancelled

Description

[ this task status is inactive

Availzble in the Trainer Portal

Cancel Back

Itis then possible to record a succession of different task statuses and see a record of the task’s progress. For
example, an assignment might go through a process like this:

e  Submitted by student

e Passed on to trainer for marking

e Returned to student for reworking because it was unsatisfactory

e Resubmitted by student

e Passed on to trainer again

e Mark awarded

We start by recording the first task status:

'

| Assign task activity for client enrolment .
! Set the activity details for each task as required. Completion date is only available when a completed task status is selected. Press Next to continue,

Task Code

Ass-Ver
Ass-Wri
Excurs
Present
Safety

Task Name Task Status gf:g"ef SBUS giart pate Sgg"'e‘j"” Due Staff

Verbal Assessment

Written Assessment Assignment submit | 1/06/2016 1/06/2016 Gabb, Angelina
Class Excursion w w w w w

Present assignment to class
Present safety demonstration

%o

Comments

Show
histary

Cancel

Back | MNext |

The assignment was submitted by the student on 01/06/2016 and given to Angelina Gabb, who works at the

student admin desk.
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Once the first status has been recorded for the task, it will appear as "Started" in the list, followed by the
specified start date.

= D Enrolments {non contract)
= [VETtrak] - [1981] 1/05/2016 - 31/05/2017 - {CHC20108)
] Linked ocourrence enrolments
ﬁ Events (linked to enralment)
Placements {linked to enrolment)
'$|:i) (CHCCM301A) Ensure health and safety of children (Mo
Q’@ (CHCCOMZ201C) Communicate with people accessing the
'3’@. (CHCCS211A) Prepare for work in the community sector
'3’@. (CHCIC201B) Communicate with children (Mo result)
Q’@ (CHCOHS312A) Follow safety procedures for direct care
Q"@. (CHCORG201A) Follow polides, procedures and proagrar
':%. (CHCORG202C) Work with others (Mo result)
':%. (HLTCSD306C) Respond effectively to difficult or challer
EH[E] Tasks
| Ass-Ver (Mot started)
B Ass-wri (Started 1/06/2015) |
[E] Excurs (Mot started)
| Present (Mot started)
[El safety (Not started)

Angelina straight away passes the assignment on to the assessor for marking, so we open the wizard again
and record this as our next status:

'

|
Assign task activity for client enrolment .
| Set the activity details for each task as required. Completion date is only available when a completed task status is selected. Press Next to continue.

Task Code  Task Name Task Status 3?;;; SIS Siart Date S:;neplaﬁon Due staff % Comments ﬁ:;?;\;'y
Ass-Ver Verbal Assessment
Ass-\Wri Written Assessment Assignment with asses:| 1/06/2016 1/06/2016 Bathurst, Mitchel

Excurs Class Excursion v v ~ ~ v M= v

Present Present assignment to dass

Safety Present safety demonstration

Cancel

Back | MNext |

The assignment has been passed on to the assessor, Mitchell Bathurst, on 01/06/2016.

© 2016 VETtrak




36 Tasks

If the assignment needs to go back to the student for more work, we can record this as the next status:

'
| Assign task activity for client enrclment .

| Setthe activity details for each task as required. Completion date iz only available when a completed task status is selected. Press Next to continue,
|

Task Code  TaskMame Task Status g?atﬁ;; SBUS giart Date S:gpleﬁon Due Staff % Comments
Ass-Ver Verbal Assessment

Ass-Wri Viritten Assessment Assignment reworked E|6/06/2016 1/06/2016 Bathurst, Mitchel MNeeds more detail
Excurs Class Excursion w w w ~ ~ v =

Present Present assignment to dass

Safety Present safety demonstration

e

Show
histary

Cancel Back | MNext |

Mitchell has returned the assignment to the student on 06/06/2016. Note that we do not change the start

date - the date the assignment is returned to the student is recorded under Date of Status Change.

At any point, we can see where the assignmentis by right-clicking on the individual task and clicking View

enrolment task history.

= El Enralments {non contract)
= [VETtrak] - [1981] 1/06/2016 - 31/05/2017 - (CHC20108) Certificate II in Community &
[ Linked occurrence enrolments
ﬁ Events (linked to enralment)
Flacements {linked to enrolment)
%:. (CHCCM301A) Ensure health and safety of children (Mo result)
'E’&:. (CHCCOM201C) Communicate with people accessing the services of the organisation
l$"lg:. (CHCCS211A) Prepare for work in the community sectar (Mo result)
l$"lg:. (CHCIC201B) Communicate with children (Mo result)
®$ (CHCOHS312A) Follow safety procedures for direct care work (Mo result)
I3‘*‘.&:. (CHCORG201A) Follow polides, procedures and programs of the organisation (Mo re
Q’@ (CHCORG202C) Work with others (Mo result)
Q’&: (HLTCSD306C) Respond effectively to difficult or challenging behaviour (Mo result)
= [E] Tasks
[El Ass-ver (Not started)
| Excurs (Not started) View enrclment task history... |
[El Present (Mot started)
[El safety (Not started)
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We can now see where the assignmentis bylooking atthe most recent status. In this case, the last status is
"Assignment reworked by student”, so we know the assignmentis currently with the student.

IE'.‘"*."._E.'- Histo zard tten Asses

| View task activity history.
| View activity history items for the enrolled task. Click on column headings to sort.
|

| Enrolment task activity history:  Written Assessment (Ass-Wri)
|
Enrolment:  Aardvark, Alan John (00412) [1981] : 1/06/2016 - 31/05/2017

. Completion
Task Code  Task Status g;ahe of status Start Date Completion date Due Staff %  Comments Recorded on  Recorded by
ange Date
recorded by
Ass-Wri Assignment submitted by st| 1/06/2016 1/06/2016 Gabb, Angelir 23/06/2016 9:0 VETtrak, Trak
Ass-Wri Assignment with assessor | 1/06/2016 1/06/2018 Bathurst, Mitc 23/06/2016 9:2|VETtrak, Trak
Ass-Wri Assignment reworked by sb|6/06/2016 1/06/2016 Bathurst, Mitc Meeds more detail 23/06/2016 10: |VETtrak, Trak
Close Ej
We then record when the assignment comes back to the assessor...
| Enrolment Task Activity Wizard: Aardvark, Alan John (00412) [1981]
| Assign task activity for client enrciment .
| Set the activity details for each task as required. Completion date is only available when a completed task status is selected, Press Next to continue,
. \'/s
Task Code  TaskMame Task Status Date of stats Start Date Completion Due Staff % Comments Show
change Date histary
Ass-Ver Verbal Assessment
Ass-\Wri Written Assessment Assignment with assessor |9/06/2016 1/06/2016 Bathurst, Mitch
Excurs Class Excursion ~ ~ ~ ~ ~ v| = ~
Present Present assignment to cass
Safety Present safety demonstration

Cancel Back | Mext |

The assignment is submitted to the assessor again on 09/06/2016.

...and when a resultis finally assigned. At this point we also record the completion date, and optionally, the
mark assigned.

| K Enrolment Task Activity Wizard: Aardvark, Alan John (00412

! Assign task activity for client enrolment .

| Set the activity details for each task as required. Completion date is only available when a completed task status is selected, Press Next to continue,

|
Task Code  TaskMName Task Status gf:g"ef SES start Date g;g"e‘j"” Due Staff % Comments ﬁ:;?]:"y
Ass-Ver Verbal Assessment
Ass-Wri Written Assessment Task result assigned 13/06/2016 1062018 13/06/2016 Bathurst, Mitche 75
Excurs Class Excursion ~ v v v ~ ~ = ~
Present Present assignment to class
Safety Present safety demonstration

Cancel Back | Mext |
Aresult is finally given for the assignment on 13/06/2016. As no more needs to be done to this assignment
once aresultis given, we record this date as the completion date as well as the date of status change.
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Once a completed-type status has been recorded, the task will appear as Done in the client's task listing:

= El Enrolments (non contract)

= [VETtrak] - [1981] 1/06/2016 - 31/05/2017 -

[ Linked occurrence enrolments
@ Events (linked to enralment)
Flacements {linked to enrolment)
'%; (CHCCM301A) Ensure health and safety o
'%. (CHCCOM201C) Communicate with peaople
'%) (CHCCS211A) Prepare for wark in the com
'%; (CHCIC201B) Communicate with children (
'$¢. (CHCOHS3124) Follow safety procedures
@'@ (CHCORG201A) Follow polides, procedure
'35@ (CHCORG202C) Work with others (Mo res
'5"@ (HLTCSD306C) Respond effectively to difi
= |;| Tasks
Ass-Ver (Mot started)
| Ass-Wri (Done 13/06/2016) |
Excurs (Mot started)
Present (Mot started)
Safety (Not started)

If we look again at the task history, we can clearly see all the stages the task has gone through:

'

| View task activity history.
| View activity history items for the enrolled task. Click on column headings to sort.

| Enrolment task activity history:

Written Assessment (Ass-Wri)

Enrolment:  Aardvark, Alan John (00412) [1981] : 1/06/2016 - 31/05/2017

Task Code  Task Status 3?::;; status Start Date gggplehon Sgtl'gplEth Due Staff %  Comments Recorded on E:corded
recorded by

Ass-Wri Assignment submitted by stude | 1/06/2016 1/06/2016 Gabb, Angeli 23/06(2016 9:0 VETtrak, Tra

Ass-Wri Assignment with assessor 1/06/2016 1/06/2016 Bathurst, Mil 23/06(2016 9:2 |VETtrak, Tra

Ass-Wri Assignment reworked by studer|6/06/2016 1/06/2016 Bathurst, Mil MNeeds more detail | 23/06/2016 10: |VETtrak, Tra

Ass-Wri Assignment with assessor 9/06/2016 1/06/2016 Bathurst, Mil 23/06(2016 10: |VETtrak, Tra

Ass-Wri Task result assigned 13/062016 1/06/2016 13/06/2016 VETtrak, Tra Bathurst, Mil 75 23/06(2016 10: |VETtrak, Tra
Close L_I_li
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155 Rules for Unit Results due to Task Activity

When suitable task activity* is recorded, units are automatically resulted as follows:

When activity is recorded against the first task associated with a unit

The following will occur as long as the Automatically start unit boxis ticked in the Task Preferences[ 7, and
the unitdoes not already have a result:

e The unitis automatically given the result specified under Result type when auto starting a unit in the Task
Preferences[ ™.

e The startdate is setaccording to the criteria specified in the Task Preferences.

e The finish date is setto the number of months after the task start date thatis set under Months in future to
set unit end date when automatically started, in the Task Preferences.

o Ifactivityis recorded for more than one task for the unit, the latest activity date (whether start or
completion) is used for the calculation of the unit finish date.

o Ifthe end ofthe enrolmentis earlier than the date set here, the end date of the enrolment will be set
instead.

o However, ifthe latest task start date is also after the enrolment end date, then the the number of
months setin the Task Preferences will be used.

When all of the tasks associated with a unit are completed

The following will occur as long as the Automatically complete unit boxis ticked in the Task Preferences|[ 7,
and the unit does not already have a completed-type result.

e The unitis automatically given the result specified under Result type when completing a unit in the Task
Preferences[ ™.

e The startdate is setto the start date specified for the first task.

e Thefinish date is setto the date the lasttask was completed.

Notes Regarding Unit Dates

e The calculated unit start date will use the same preferences (from the Task Preferences) when recording
either a unit started or a unit completed result.

e Unitstart dates are never overwritten when auto-resulting a unit. If there is an existing start date recorded
for a unit, that date is used when auto-resulting the unit.

¢ When auto-completing a unit, if the calculated unit end date is before an existing unit start date, the unit
resulting is aborted and the message below is displayed. The user will need to manually record the unit
result.

Yettrak @
Unit, PRXPDOLA (Develop a property investment strategy), is due
for a completed result for Kerouac, Jack (00841) [2292], since all
of the required tasks are completed.

However, this unit result cannot be automatically recorded
because the proposed unit end date (the last task date -
05/11/2013) is before the existing unit start date (06/11/2013].

You will need to manually record the unit result.
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NOTES:
e 'Suitable task activity means that the activity:
0 Satisfies the settings under Task Preferences |_7'ﬁ, and

o0 Is notofa "Cancelled" typel 31

e There are two exceptions to the rules whereby results are not overwritten. Existing information will be
overwritten in the following cases:

0 Western Australia - where the unit has a "Not Started" (105) result

o New South Wales- where the unit has dates but no result

15.6 Linked Enrolments

Where a clientis indirectly enrolled in an occurrence's units via a linked parent enrolment, any results
automatically generated by task completion will be passed on to the unitin the parent enrolment.
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