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Welcome to VETtrak AcademyPlus!

This session is specifically designed for
your learning experience, based on your
feedback.

VETtrak

AcademyPlus

We will be covering the subject through a
series of modular sections that focus on
the unique Data Completions feature of
VETenrol.

Let's collaborate and learn together.




Getting the full picture with Data Completions

This session will cover:
I

What are Data Completions?

How do they work?

Data Completionsettings in VETenrol
Sending Data Completions from VETtrak

Auto sending Data Completions from VETenrol

A o A e

Troubleshooting
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Data Completions

In order to streamline your data collections process for
new learners, you may wish to separate the initial
enrolment from the glut of required data entry.

Using the Data Completions functionality will allow
you to quickly establish an enrolment within your
VETtrak environment — quickly filling out your learner
numbers — whilst then allowing your learners the
opportunity to provide as much information as you
require afterwards, via a simple emailed URL.
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How do they work?

Effectively you can provide an opportunity for
someone — either a student or staff member—to
process an Enrolment into a course with only the
bare minimum of information — Such as a learner
name and email!

You can then action a URL to be provided to that
learner via email, prompting them to access an
online form to 'fill in the blanks', capturing the
additional information you will require to process
their learning moving forward — particularly their
AVETMISS relevant information.
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Getting the full picture with Data Completions

Data Completion Settings in
VETenrol

It comes as no surprise that in order to start using Data
Completions, you will be required to do some prior set up.

This will involve turning the appropriate preferences on to
indicatethat the Data Completions feature isintended to
be used, as well as configuring what informationis to be

collected via this process.

There will also be the requirement to create an Email
Template within VETtrak to easily send the form URL to
your learner.
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Within VETenrol, there is a set of
configuration options entirely dedicated to bt BESEE
Data Completions. GENERAL SETTINGS

PAYMENT SETTINGS
This is accessed via the Settings menu, with
the option simply titled Data Completion
Settings:

SITE SETTINGS

REGISTRATION SETTINGS

DATA COMPLETION SETTINGS I
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DATA COMPLETION SETTINGS

This settings page will display a range of options, including:

Introduction Text Mandatory Steps

Heading signature Pad: (JRequire Signatura Pad?

Registration Stej
Text: &l B

® I n t ro d u Cti O n Text & Gender: [Farce Collection of Gender?

Contact Details: [ Require Contact Details?

This text will be displayed at the start of the data entry form, e
shown to your learner. de Posal Address entry?

de Home Phone entry?

H
H
Hide Work Phone entry?
H

Completion Text ide Mobile Phone entry?

~ Force collection of Emergency Contact details?
Heading: ’

® CO m p I eti O n TeXt Text: :':e Emergency Contact entry?

pl ide Citizenship entry?

This box controls the text displayed to the learner upon Enable Prefered Contact Method?

Do not force collection of email address?
Completlng the form. Force email confirmation?

Collect secondary email address?

4 usi step: [ Require USI?

Force collection of USI?

° M an d a to r‘y Ste p S AVETMISS Step: [ Require AVETMISS data?

Force collection of Country of Birth?
Toggle the entry of a signature from your learner. Collct Town of ith?

Force Collection of Town of Birth?

Force collection of Language Spoken?

Collect English Proficiency?

° R egi St ra ti O n Ste p S Disable forced collection of Indigenous Status?

Force collection of highest school level?

Toggle what information gathering details are to be enabled, bl e colecton of e o

Force collection of secondary school status?

particurlarly noting what information you require from your Disabl colecton ofPrio Qua Name & Year

Disable collection of Prior Education Recognition?
Iea r n e r . Force collection of Prior Education Recognition?

Hide AVETMISS file upload?

Force collection of Employment Status?

Force collection of length of employment?

Collect length of unemployment?
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Let's take a closer look!

Here is an article that will help get your started with Data Completions:

Using the Data Completion feature



https://customer.vettrak.com.au/hc/en-us/articles/360000639976-Using-the-data-completion-feature
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Sending Data Completions from
VETtrak

Sending a data completion request is super
simple within VETtrak, making use of existing
Email functionality to create a template that
can be easily emailed to individuals, bulk
sent to a group or even configured to work
with a Trigger!
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Sending a Data Completion URL

You can retrieve your Data Completion URL from the Links menu within VETenrol, allowingyou to prepare an
Email Template to easily send it to your learners.

This is a dynamic URL, meaningthat if you have set it up correctly — it will just work when you send it out!

Merge Template Wizard _

Enter merge template details.

Enter a context, name and body text. Double-dlick or drag-and-drop fields in the field list to insert them into the body text (to merge when the template is used). Press Next to continue.
Context. Info Name
E [occ enrolment ] [¥ETenrol Data Collection |
Code Template category Notes
[ =] | [This template is not active v
Subject Reply-to address Field list (for type and context)
[Finalise enroiment information il Field Name ~
CC address BCC address {1std 1st Class staff surnar
‘ _‘ ‘ {istClassStartDate}| st Class start date
{istClassStartTime} | st Class start tme ||
{A2EAssessFormUr]| A2E assessment form
Al B I US| LPAZ AL (ClentCods} Client code
HEE- = {Given} Client given name
: - - {Other} Client other names
|| [tPasswordy Client password =
Dear {Given], {Preferred) Clent preferred nam
(Surname} Client surname
Please could you provide us with some further details regarding your enrolment. We are collecting this information as {Username} Client username.
a Government requirement and your input is greatly appreciated. {ContactEmai} Contact emall
{ContactGiven} |Contact given name ||
https://enrol.vetenrol.com.au/?clientiD=VT-DEMO&page=compolete.aspx&elD={Enralmentid} {ContactSurname} |Contact surname
{Date} Current date
Regards, {WeekDay} Current day of week
{OccCurrent} Current enrolments ir
{Time} Current time
| |{ateotirtry Date of birth
. - — {Emal} Email
File attachments (EmalSecondary} |Email secondary
File path and name Display name {EmployerName}  |Employer name
{Enrolmentid} Enrolment ID
<No data to display> {EnrcFinish} Enrolment finish date
{Enrostarty Enrolment start date
Note: All attachment file paths here must exist whenever emails are sent using the template I hnnst Hrme nhan v



https://customer.vettrak.com.au/hc/en-us/articles/360000176075-VETenrol-Links-for-your-Website
https://customer.vettrak.com.au/hc/en-us/articles/115000408007-Creating-Email-Templates
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Let's take a closer look!

Here are some articles that will help you with sending Data Completions from
VETtrak via email — Including using Triggers&Actions to streamline the

process:
e (Creating Email Templates
* Triggers and Actions Overview



https://customer.vettrak.com.au/hc/en-us/articles/115000408007-Creating-Email-Templates
https://customer.vettrak.com.au/hc/en-us/articles/115009529267-Triggers-and-Actions-Oveview
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Auto sending Data Completions
from VETenrol

If you would prefer to streamline the majority of
your enrolment process from within the VETenrol
environment, you can do so by automating the
sending of Data Completions on the VETenrol side
of things — reducing the need to manage specific
learner contact from within VETtrak itself.

This will incorporate the Rapid
Registrations functionality of VETenrol to show just
how quick it can be!
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Utilising the Rapid Registrations
functionality of VETenrol is a brilliant
method to ensure that your online i
enrolments are handled in the most i L 8 gister
efficient manner possible — Getting learners " R
into your VETtrak system as quickly as

. Course Details Please enter your details
pOSS I b I e- ;:‘sris:Com e ‘;’;‘;“0“(; Given Name:* Family Name:*
Brisbane d ' }Given name | Family name

H ° Totak $99.00 Mobile: Email:*

As a side note, Data Completions also — il
. . Discount Code

works exceptionally well with Group

H : H Classes Suburb
Bookings - However we will be showcasing

. . . | agree to the following Terms & Conditions

an individual as the example today.

Terms and Conditions for Rapid Registrations are separate to the normal T&C's, and
need to be entered via the Rapid Registration Settings in your VETenrol Admin.
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Let's take a closer look!

Let's take a closer look at auto sending Data Completions, Rapid Enrolments and
Registration Receipts from within VETenrol.

e Rapid Registrations Overview
e Email Templates
 Registration Receipts



https://customer.vettrak.com.au/hc/en-us/articles/360000956735-Rapid-Registrations-Overview
https://customer.vettrak.com.au/hc/en-us/articles/230069227-Email-Templates
https://customer.vettrak.com.au/hc/en-us/articles/115001523054-Registration-Receipts
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They are a couple of common
hurdles that can arise when

attempting to make use of Data
Completions.

These are quite simple to fix, once ‘!a

you are aware of where the issue

may be occurring! .
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Problem:
When auto-sending from VETenrol, client is Data completion
not receiving a URL in their email. bridgette kaminsk
To Bridgette Karmninski
o @This message was sent with High importance,
Solution:

Hi Ryan Sinclair

Check that you have enabled auto-

processing! Data Completions require a
client ID and any Student that haS nOt Please do data completion URL: Nothing!
)

been auto-processed will not have one! Thanks

Thanks for enrolling into Certificate 11l in Information Technology
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PrObIem: Home Extra  Table
o : . === |B|l=gs|ECIo=E|1Y
The URL within your VETtrak email templateis - uwes o% o om0 @}El«
not working! e | *
i {Given},
Please fill this in: https://enrol.vetenrol.com.au/?clientiD=C\VC-
S o I Ut i o n ° BRIDGETTE&page=completeregistration.aspx&elD={Enrolmentid}
Make sure that when you implement
your Data Completions URL within your — ———
Emall Template, that is has been e
correctly configured as a Hyperlink! 1 Hypertnk
i Text: https:/fenral. vetenrol. com.au,?dientID =CVC-BRIDGET TE&page =cor
Note: Use the 'INSERT HYPERLINK' option to be ] Torget: v

surel

Customize. ..

a Ik, Cancel
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VETtrak

Once all the moving parts of
Data Completions are set up
and in place, you can reap the
benefits of having a super-
efficient, client-driven data
entry procedure!



If you get stuck!

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

* Using the Data Completion Feature

e (Client Data Completions

e (Client Data Completion Details

 Data Completion Settings

e Rapid Registrations Overview

* Rapid Registration Settings



https://customer.vettrak.com.au/hc/en-us/articles/360000639976-Using-the-data-completion-feature
https://customer.vettrak.com.au/hc/en-us/articles/360000542256-Client-Data-Completions
https://customer.vettrak.com.au/hc/en-us/articles/360000545515-Client-Data-Completion-Details
https://customer.vettrak.com.au/hc/en-us/articles/360000542576-Data-Completion-Settings
https://customer.vettrak.com.au/hc/en-us/articles/360000956735-Rapid-Registrations-Overview
https://customer.vettrak.com.au/hc/en-us/articles/360000967556-Rapid-Registration-Settings

