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Tasks

1 Tasks

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

Itis then possible to setthings up so that a unit can be automatically assigned a result when activity is
recorded againsttasks(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 Configuration Manager

Programme Wizard

Indicate in the Programme Wizard if tasks are to be used in occurrences of that programme.

' R’

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 Colour [ | Do not make this programme available for use
Acbol [- £ E]E]] [| Do not show this programme in waitlists

Allow occurrences to have tasks

Description

Cancel Back Mext
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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

E- % Tasks
% Archived tasks
4 Assign - Write assignment on safety
¥ Chem - Chemistry assignment
W Discuss - Class discussion
% Drinks - Buy drinks for trainer
W Excurs - Excursion
W Lectatt - Attend lecture
¥ Mame - Write Your Mame
¥ safety - Present safety demonstration
v Sweep - Sweep floor
= % Task cateqories
@ Lectures
E %’ Practical
%" Drinks - Buy drinks for trainer
% Lathe - Operate lathe (Inactive)
W safety - Prezent safety demonstration
¥ Sweep - Sweep floor
@ Presentations
@ Tutorial
W vritten
[T Task statuses
F~ Archived task statuses
E Assessing:  Assignment with assessor
B- Marked: Task result assigned
E Re-work:  Assignment re-worked by student
E S: Task Completed - Satisfactory
E Submit: Assignment submitted by student
E I: Task Completed - Unsatisfactory

© 2016 VETtrak



Tasks

- '

3 Task Wizard [ |

Enter task details.
Enter a mame, a code, a category and a description for the task. Press Next to continue.

M ame Code

Chemistry assignment Chem

Category
Written - 7| Do not make this task available for use

Dezcription

|

Task Category Wizard [ 23 |
Enter tazsk category details.
Enter a code, a name and a description for the tazk categony. Press Mest to continue.
M arne Code
Practical Frac
Deszcription
Do stuff in the lab or in the workplace. -

© 2016 VETtrak



6 Tasks

E Task Status Wizard

Enter task status details.

Enter a code, a name and a description for the task status. Select other options as reguired.
Press Mext to continue.

Mame Code

Complete Comp

This task status means the task is complete
[T] This task status is inactive

Description

Cancel

[us]
[¥1]
il

K | Mext |
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1.2 Task Configuration Wizard

Auutility has been added that allows you to set up the rules for automatic resulting of units when activity is
recorded for tasks associated with them. This is accessed via Utility > Configure task settings.

There are two scenarios that need to be accounted for - what should happen to a unit when:
e Thefirsttask associated with itis started or completed.

e Alltasks associated with it are completed.

-

Task Configuration Wizard &3
Enter task activity to unit result configuration information.
Enter the various task configuration fields to specfy how unit results are automatically set as a consequence of task activity being
recorded. Press Next to continue. w'

G Task Unit Results Configuration Settings 9

| Automatically start unit when activity is recorded for its first task Automatically complete unit when all its tasks are completed
Unit start preferences: Unit completion preferences:
Result type when auto starting a unit Result type when completing a unit % Order
Continuing (COMT) - default Competent (CA) -
Months in future to set unit end date whi 5 @
al.?gzum:épcally sr;rteie Hnit end date when 2 = Mote: When automatically completing a unit, an existing unit
start date will not be changed. If the unit has no existing
4 = 3 = 3 . result, the unit start date will be calculated from the 'Unit start
C:l Type of task activity to trigger setting the unit start date: date is calculated from' setting in "Unit start preferences’ (see
) Only task activity with & completion date lower left).
@) Task activity with either a start date or a completion date
( 5 Unit start date is calculated from:
_) Earliest task completion date
@) Earliest task start date or task completion date
[ Cancel l Back [ Mext l [ show information

1. |Ifthis 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.

2. Selectthe resulttype 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.

3. Thevalue sethere 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, ifthe latest task start date is also after the enrolment end date, then the the number of
months as set here will be used.

4. Ifunits 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 commencement of a 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.
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6. 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.

7. Selectthe resulttype 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.

1.3 Programme Manager
1.3.1 Tasks Nodes

Two new Tasks nodes have been added:

[z4, Details
¥ Units/Modules

= %" Tasks D

¥ Assign - Write assignment on safety

¥ Chem - Chemistry assignment

¥ Discuss - Class discussion

¥ Drinks - Buy drinks for trainer

¥ Excurs - Excursion

¥ Lectatt - Attend lecture
Enrolments

Cohen, Leonard (00421) [2263] - Mo payments

Costello, Elvis (00712) [2264] - Mo payments

Greer, Germaine (99-00022) [2265] - Mo payments

Kerouac, Jack (00841) [2271] - No payments

Quattro, Suzi (00244) [2262] - Mo payments

ﬁ Events

Placements

j Mo payments found @
B % Tasks

Assign (Mot Done)

Chem (Mot Done)

Discuss (Mot Done)

Drinks (Mot Done)

Excurs (Mot Done)

LectAtt (Mot Done)
Walsh, David (00695) [2261] - Mo payments

Classes

B Costs

8 Linked staff

Invoices

L3 Payments

=

-8 -8 0

sh bR R

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

2. Another Tasks node under each individual enrolment shows only the tasks associated with that person's
enrolment. This may differ from the list of tasks for the occurrence if the person is not enrolled in all units of
the occurrence.
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1.3.2 Occurrence Tasks Wizard

Awizard has been added to allow 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.

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:

- y

m Occurrence Task Wizard
Enter task configuration information.
Select the various tazk to be used with this occurrence. Press Mest to continue,

e

{ 2 2] Selected tasks

5

8

Digcuzs - Clazs dizcuzsion

Tasks i Drritikz - Buw drinks far trainer

S

[ssign] Present assigrment o class Safety - Prezent safety demonztration

[Chem) Chemistry expenment
[Dizcusz] Clazs dizcuzsion
[Crrink.z] By drinkz far trainer
[Excurs) Excurzion

[Lectdtt] Attend lectune i
(M arne] Yrite our Mame Q /Q/

[Safety] Present zafety demu:unstratiu:un|

@ Taskzin ligt: 3
Cancel Back M et [] &)l occurence units must have a task

[Sweep] Sweep floor

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.

W Dd e

When you have selected all the tasks for the occurrence, click Next to move on.
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The second page of the wizard allows you to specify which tasks are linked to which units:

~

Save tazk configuration information.
Configure the units with tasks for this ocourence, Press Mest to continue,

Taszk [Safety] must be i b leaszt one unit.

Unit Wigw | Taszk Yiew

0

ﬁﬂccurrenceTaskWizard [ 22 |
Save task configuration information.
Configure the unitz with tasks for this occurrence. Press Nest to continue,
Tazk [Safe be linked to at leazt one unit,
Urnit Yiesd | T ask Wiew @
Unit Code  Unit Mame Jze ’FTask Code Tazk Mame Categony
BSBADKMI01| Use business equipment and res Dizcuzs Clazz dizcuszion Tut
BSEW/OR 20| Organize and complete daily wa | | ] |Drinks Buy drinks faor trainer Prac
[T |5afety Present zafety demonstratior | Pres
),
2
[Eancel ] [ Back ] Mt .-'-‘-.II occurrence units must have a task
m Occurrence Task Wizard | 4 |

Safety Prezent safety demonstration

(5)

Task Code  Task Mame Use “Onit Code  Unit Name
Digcuss Clazz dizcuzsion [] |BSBADMIC| Use business equipment and resounces
Dirinkz By drinksz far trainer [ ] |BSEWOR2 Organise and complete daily wark, activiti

[ Cancel ] [ Back ] [ et All ococurence unitz must have a tazk

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.

By default, all units must be linked to a task. If you want to allow units without tasks, untick this box.
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NOTES:

e Althoughitis possible to have units without tasks linked to them, the reverse is not possible. All tasks
must be associated with at least one unit.

e Once people are enrolled in the occurrence, itis no longer possible to change the task configuration. The
wizard can still be opened in read-only mode. In this case the first page of the wizard will not be shown,
and it will be possible only to view the information in the Unit View and Task View tabs; it will not be
possible to tick or untick any items.

1.3.3 Occurrence Enrolments

When a person is enrolled into an occurrence, their enrolment automatically receives the tasks and their
mappings to units from the occurrence. Itis not possible to change the task mappings for individual

enrolments.

1.3.4 Adding Units

If an occurrence that uses tasks already has enrolments, itis still possible to add a unit to the occurrence, but it
will not be possible to link that unit to any tasks. Awarning message to this effect will be displayed:

e

Confirm

This cccurrence:
- uses tasks to assess units, and
- it has existing enrclments.

The task linking for the cccurrence is locked once
enrolments are made.

Units can be added to the cccurrence, BUT
they CAMMOT be linked to tasks.

Add units anyway?

-

==

© 2016 VETtrak



12 Tasks

1.3.5 Recording Task Activity

You can record activity associated with a task either:

e Onapertaskbasis (recording the same activity for several students at once)

B [ Details

- W UnitsModules

E} % Tasks

Pk ?’ Assign - Write assignment on safety

'?W
- i R d task activity...
¥ Discus ecord tas Ejl‘."ltj’

% Drinks - Buy drinks for tr?ér

-

Occurrence Task Activity Wizard
Aszzign task activity for clients.

Set the fields for the task activity as required - each field is optional, but at least one must be
get, Then tick the dients to whom this activity applies. Press Mext to continue, w

Mead to zet a value for at least one activiby field.

Task

(Chem) Chemistry assignment

Start date Completion date e Staff member
i - I - 0 2 -

Task status Status effective from

Clients enrolled in task but wha have not completed it

Use Clients Last task status
[] |Costello, Elvis (00712) [2264] 15/10/2013 - ¥2, 0%, Assignment with assessor |
[ |Greer, Germaine (99-00022) [2265] 27 - 77, 0%, (Mo status)
[T] |kerouac, Jack {00841 [2271] 7 - 77, 0%, (Mo status)
[] |Quatiro, Suzi (00244) [2267] 7 - 77, 0%, (Mo status)
|:| Walsh, David (00895) [2261] 27 - 77, 0%, (Mo status)

Back Mext
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e Onaperenrolmentbasis (recording activity on several tasks for a single person at once).

&, Details
Vg Units/Modules
W Tasks
E- [ Enrolments
= Anderson, Laurie (00848) [2286] - Mo payments
ﬁ Events
Placements
@ Mo payments found

o ¥ B

¥ Ad Record task activity...
¥ oy task activity report...

Show unit tasks report...
\" Driresyraorooney
¥ Excurs (Not Done)

m Enrolment Task Activity Wizard: Anderson, Laurie (00848) [2286] f
Asszign task activity for client.

Set the details for each task as required. Enter a completion date only when the task is fully completed. Press Mext to continue.

8«

Task Code Task Name Start Date Completion Task Status Date of status  Staff %  Comments Show

Date change histary
Assign Write assignment on safety El El El El El < El =]
Chem Chemistry assignment ]
Discuss Class discussion ]
Drinks Buy drinks for trainer ]
Excurs Excursion [ ]
LectAtt Attend lecture =]

Cancel Back Next

In both cases, most of the fields in the wizard are optional, giving you maximum flexibility in how you record
activity.

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[ 1.

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[ 17

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.
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1.3.5.1 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 - selectan individual enrolment and record completion for multiple tasks at once.

Recording Task Completion per Task
Right-click on a task, and select Record task activity.

[, Details

®4 Units/Modules

- % Tasks
¥ Asst - Assignment
¥ Ess - Essay
W Exam - Examination

? Exp - Experirgant
¥ FT - Field Trif Record task activity...

[ Errclments
Classes
B Costs

% Linked staff
Invoices
L3 Payments

p .

m Occurrence Task Activity Wizard @
Aszign task activity for clients.
set the fields for the task activity as required - each field is optional, but at least one must be
set, Then tick the dients to whom this activity applies. Press Next to continue.
Task
(Exp) Experl p
Start date Completion date Qmﬂ: member@ (@ Order] (& Clear
7/10/2013  w  16/10/2013 = . Bail, Gler - 01030 -
Task status [ Order| (B Clear]  Status effective from
TCS -Task Completed - Satisfactory - 16/10/2013 -

Clients enrolled in task but who have not completed it

Use Clients Last task status
Inbaseelan, Balmer Mull (022257) [4829] 7 - 77, 0%, (Mo status)
Jacobs, Moel (00523) [43831] 77 - 77, 0%, (Mo status)
[ |keesmaat, Jo (00151) [45332] 77 =77, 0%, (Mo status)
Kuper, Claire (01631) [4833] 7 - 77, 0%, (Mo status)
[&] Id, Cheryl (00832) [4834] 77 - 77, 0%, (No status)

f’?‘\

1. Setthe start date of task.

2. Setthe completion date of the task.
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(Optional) Set the percentage mark granted for the task.
(Optional) Select the staff member associated with the task
Select the completion status for the task.

Set the date that this status takes effect.

N oo g k~ w

Tick the clients who have completed the task, or tick the Use heading to tick them all at once.
8. 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 Configuration Wizard [N

15
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16 Tasks

Recording Task Completion per Enrolment

Expand the enrolment, right-click on the Tasks node under the enrolment, and select Record task activity.

F=h, Details

% UnitsModules
%" Tasks

=[O Ernrclments

Inbaseelan, Balmer Mull (022257) [4829] - Mo payments
Jacobs, Moel (00523) [4831] - Mo payments
Keesmaat, Jo (00151) [4832] - Mo payments
Kuper, Claire (01631) [4833] - Mo payments
McDaonald, Cheryl (00832) [4834] - Mo payments

0t -

% Events
Placements

@ Mo payments found

E?Eﬁl

¥ s

Record task activity...

¥ Ess
\E"' Exz

Show task activity report...

Show unit tasks report...

l'ir Exprimoroorey
W FT (Mot Done)

Classes

m Enrolment Task Activity Wizard: McDonald, Cheryl (00832) [4834]
Assign task activity for client.

Set the details for each task as required. Enter a completion date only when the task is fully completed. Press Mext to continue.

Task Code Task Name

Asst Assignment

Ess Essay =
Exam Examination

Exp Experiment

FT Field Trip

Start Date Completion
QU =
4/10/2013  |16/10/2013

Task Status Date of status  Staff
change

Task Completed - Sat| 16/10/2013

TOE

Bail, Glen

[=]

E %  Comments ﬁ)

75

™

Cancel Back Mext

E

Set the date the task was started.
Set the date the task was completed.
Select the completion status for the task.

Set the date that this status takes effect.

© N o g bk w DN PE

(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.

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 1A

section for more information.

If anytask 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 Configuration Wizard [
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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.

1.3.5.2 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
+- [ Archived task statuses
E Assessing:  Assignment with assessor
B- Marked: Task result assigned
E Re-work: Assignment re-worked by student
E Submit:  Assignment submitted by student

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, in the same way as described for Recording Task Completion[ 14),
exceptthat we do notrecord a Completion Date.

We do not record a completion date for any stage of the process until the task has been completed.
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-

Enrolment Task Activity Wizard: Kerouac, Jack (00841) [2271] =]

Assign tazk activity for client.

Set the details for each task as required. Enter a completion date only when the task is fully completed. Press Mext to continue.
Task Code Task Name Start Date Completion Date  Task Status Date of status Staff % Comments Show

change history

Assign Write assignment on safety | 15/10/2013 Assignment submitted by student |15/10/2013 Flinstone, Wendy E]
Chem Chemistry assignment El Iz‘ El lz‘ lz‘ T lz‘ [
Discuss Class discussion [ ]
Drinks Buy drinks for trainer [ ]
Excurs Excursion E]
Lectatt Attend lecture ]

Cancel Back Mext uﬁ

Once the first status has been recorded for the task, it will appear as "Started" in the list, followed by the

The assignment was submitted by the student on 15/10/2013 and given to Wendy Hintstone, who works at

specified start date.

I+l

=1

the student admin desk.

= Bl Kerouac, Jack (00841) [2271] - No payments

& % Events

- Flacements

> e Mo payments found

= %" Tasks

Assign (Started 15/10/2013) |
Chem (Mot Done)

Discuss (Mot Done)

Drinks (Mot Done)

Excurs (Mot Done)

LectAtt (Mot Done)

RERE R

- B] Quattro, Suzi (00244) [2262] - Mo payments
38 Walsh, David (00895) [2261] - Mo payments
E} Classes

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

Enrolment Task Activity Wizard: Kerouac, lack (00841) [2271]
Assign task activity for client.
Set the details for each task as required. Enter a completion date only when the task is fully completed. Press Mext to continue.

8k

Task Code Task Name Start Date Completion Date  Task Status Date of status ~ Staff %  Comments Show
change history
Assign Write assignment on safety | 15/10/2013 Assignment with 1541042013 Cassady, Meal =]
Chem Chemistry assignment [=] [=] [=] [=] [« = [«
Discuss Class discussion =]
Drinks Buy drinks for trainer =]
Excurs Excursion [Z]
LectAtt Attend lecture =]
Cancel Badk Mext L]@

The assignment has been passed on to the assessor, Neal Cassady, on 15/10/2013.
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If the assignment needs to go back to the student for more work, we can record this as the next status:

19

-

Enrolment Task Activity Wizard: Kerouac, Jack (00841) [2271] (=]
Asszign task activity for client.
Set the details for each task as required. Enter a completion date only when the task is fully completed. Press Mext to continue. Vf
Task Code Task Name Start Date Completion Date  Task Status Date of status  Staff %  Comments Show
change histary
Assign WWrite assignment on safety | 15/10/2013 Assignment re-worked by studer|17/10/2013 Cassady, Neal MNeeds more detail [Z]
Chem Chemistry assignment El El El El El = El =
Discuss Class discussion ]
Drinks Buy drinks for trainer ]
Excurs Excursion E]
LectAtt Attend lecture [ ]

Cancel Mext

=]

Neal Cassady has returned the assignment to the student on 17/10/2013. 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.

E Kerouac, Jack (00841) [2271] - Mo payments
% Events
Placements
@ Mo payments found
F % Tasks

Digcuss (Mot Done)
Drinks (Mot Done)

Excurs (Mot Done)
LectAtt (Mot Done)

REREE

We can now see where the assignmentis bylooking atthe most recent status. In this case, the last status is

"Assignment re-worked by student”, so we know the assignmentis currently with the student.

m Enrolment Task Activity Wizard: Kerouac, Jack (00841) [2271]

Assign task activity for client.
Set the details for each task as required. Enter a completion date only when the task is fully completed. Press MNext to continue.

Enrolment task history for Task:  Write assignment on safety (Assign)
Enrolment:  Kerouac, Jack (00841) [2271] : 14/10/2013 - 13/11/2013

=]

Task Code Start Date Completion Completion date  Task Status Date of status ~ Staff %  Comments Recorded on Recorded
Date recorded by change by

Assign 15/10/2013 Assignment submitted by student | 15/10/2013 Flinstone, Wer 151042013 10::|VETtrak, Tri

Assign 15/10/2013 Assignment with assessor 15/10/2013 Cassady, Neal 15/10/2013 10:|VETtrak, Tri

Assign 15/10/2013 Assignment re-worked by student | 17/10/2013 Cassady, Neal MNeeds more detail 17/10/2013 10:%|VETtrak, Tr{

Close

We then record when the assignment comes back to the assessor...
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Enrolment Task Activity Wizard: Kerouac, Jack (00841) [2271] ==

Assign tazk activity for client.

Set the details for each task as required, Enter a completion date only when the task is fully completed. Press Mext to continue.
Task Code Task Name Start Date Completion Date  Task Status Date of status  Staff % Comments Show

change history

Assign Write assignment on safety | 15/10/2013 Assignment with 21/10/2013 Cassady, Neal E]
Chem Chemistry assignment Iz‘ El lz‘ lz‘ El T lz‘ [
Discuss Class discussion [ ]
Drinks Buy drinks for trainer [ ]
Excurs Excursion E]
Lectatt Attend lecture ]
Cancel Back MNext

The assignment is submitted to the assessor again on 21/10/2013.
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...and when a resultis finally assigned. At this point we also record the completion date, and optionally, the
mark assigned.

Enrolment Task Activity Wizard: Kerouac, lack (00841) [2271] [=]
Assign task activity for client.
Set the details for each task as required. Enter a completion date only when the task is fully completed. Press Next to continue.
Task Code Task Name Start Date Completion Date Task Status Date of status  Staff %  Comments Show
change history
Assign Write assignment on safety 15/10/2013 22{10/2013 Task result assigned 22/10/2013 Cassady, Neal 75 [ ]
Chem Chemistry assignment [=] [+] [=] [=] [« & [«
Discuss Class discussion ]
Drinks Buy drinks for trainer ]
Excurs Excursion [Z]
LectAtt Attend lecture [Z]

Cancel Back Next I_Ij

P

Aresult is finally given for the assignment on 22/10/2013. 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.

Once a completion date has been entered, the task will appear as done in the client's task listing:

= Kerouac, Jack (00841) [2271] - Mo payments
ﬁ' Events
Placements
@ Mo payments found
= % Tasks
[ ¥ Assign (Done 22/10/2013) |
¥ Chem {Not Done)
¥ Discuss (Not Done)
¥ Drinks (Mot Done)
%W Excurs (Not Done)
¥ Lectatt (Not Done)
Quattro, Suzi (00244) [2262] - Mo payments
Walsh, David (00695) [2261] - Mo payments
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If we look again at the task history, we can clearly see all the stages the task has gone through:

Enrolment task activity history:

Write assignment on safety (Assign)

m Enrolment Task History Wizard: Write assignment on safety: Kerouac, Jack (00841) [2271]
View task activity history.
View activity history items for the enrolled task. Click on column headings to sort.

=

Enrclment:  Kerouac, Jack (D0841) [2271] : 14/10/2013 - 13112013
Task Code Start Date Completion Completion date  Task Status  Date of status  Staff %o Comments Recorded on Recorded by
Date recorded by change
Assign 15/10/2013 Assignment sul| 15/10,/2013 Flinstone, Wendy 22/10/2013 10::|VETtrak, Trakker
Assign 15/10/2013 Assignment wit| 15/10/2013 Cassady, Meal 22/10/2013 10:3|VETtrak, Trakker
Assign 15/10/2013 Assignment re-| 17/10/2013 Cassady, Meal 22/10/2013 10:3|VETtrak, Trakker
Assign 15/10/2013 Assignment wit| 21/10/2013 Cassady, Meal 22/10/2013 11::|VETtrak, Trakker
Assign 15/10/2013 22/10/2013 VETtrak, Trakker |Task result ass|22/10/2013 Cassady, Neal 75 22/10/2013 11::|VETtrak, Trakker

Close

1.3.6

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 by the enrolled client(s).

1.3.7

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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1.3.8 Rules for Unit Results due to Task Activity

When 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 units boxis ticked in the Task Configuration Wizard
[ 7%, and the unit does not already have a result:

e The unitis automatically given the result specified under Result type when auto starting a unit in the Task
Configuration Wizard[ 7.

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

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 Configuration Wizard[ 7.

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 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 Configuration Wizard[ 7will be used.

When all of the tasks associated with a unit are completed

The following will occur as long as the Automatically complete units boxis ticked in the Task Configuration
Wizard[ 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
Configuration Wizard[ 7.

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 Configuration Wizard) 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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